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Excel Quick Overview:

Use of Excel, its boundaries & features. Kick off to practical session.

How to open Microsoft Excel 2010/2013?
By Menu:

Start = All Programs - Microsoft Office - Excel 2010/2013

By Command:

Start 2> Run - Type Command (EXCEL)

What is MS Excel?
MS Excel is a spread sheet program use for perform high level calculation on data like filtration, sorting,
searching, etc.

MS Word file is called “documentation” and its file consist number of Pages.

But MS Excel file is called “Workbook” and its file consist number of sheets.
In Office 2010/2013, MS excel file format is .xIsx

What are Columns and Column Header?
Vertical lines are called “Columns” in excel each column has specify name is called “Column Header’
Like (A,B,C,........ ZAAAB,........... , XFD). 16384 columns in one sheet

What are Rows and Row Header?
Horizontal lines are called “Rows” in excel each row has specify name is called “row header” Like
(1,2,3,........ 99,100,........... 1048576). 10,48,576 rows in one sheet

What are cells and why we use name box?

Intersection point of row and column is called “Cell” combination of column name and row
name make “cell name” like Column A and Row 100 cell name A100 , you can see in
name box(Top left side).

Name box use for go to specify cell or create name of selected cells

What is sheet tab?
In excel each sheet has specify name is called “Sheet tab”
we can change sheet name/ tab color or insert / delete sheet

Right click on sheet tab



Rename
Re-Name

Tab Color

Insert (Shift+F11)
Delete

Hide / Unhide
Move / Copy

VVVYVVY

Difference between Sheet and Workbook
Combination of cells is called “Sheet” and Combination of sheets is called “Workbook”

What are Operators?
Specify sign perform specify action are called “Operators”

How many types of operator?
4 types of operator

1. Arithmetic Operator:

Sign Name Description

+ Plus Use for addition just number values

) Minus Use for Subtraction just number Values
* Asterisk Multiplication between number values

/ Forward slash  Use for Davison

% Percentage Gain Percentage Value

A Caret Exponentiation (create power)

) Nagaition Minus values are called Nagition Values

2. Logical (Comparison) operator:

- Equal to

> Grater than

< Less than

o= Grater than or equal to
<= Less than or equal to
<> Not equal to



Data formation in Excel In
form of a Database

Data in database shape is very important. Unless, it’s in proper shape your
analysis will not work. We will help you understand data rules required to bring
your data in a right state for analysis. Base data correctness is extremely
important for a true analysis. Remember, database is garbage in garbage out.

Database is a collection of data stored in Rows & Columns.

Avoid keeping blank rows in Excel Data. It may create problems in results especially

when we are using Pivot Tables, Data Filters, and Formulas etc.

Use lightweight functions as much as possible. Otherwise use paste special function.

Try avoid putting “space” or “-” in starting of the sentence.

Whenever you are going to compile, process your data, take backup before doing this.

Don’t save the actions on data until and unless you are sure that whatever you have done

is ok.

When you are merging data of two tables, two databases through VLOOKUP etc., make

sure minimum one field (column) of both tables, databases should be common.

Steps to Create Series Using Series Dialog box
Home -> Fill-> Series

=] s Book! - Excel

S insert  Pagelayout  Formulas  Data  Review  View  Developer ins  Help  PowerBl  Acobat  PowerPivot Q) Tell mewhat youwantto do

= ey N
B 2 wrap Tedt General - ._‘J Normal Bad = Er EEX z”“tfs”m éY ,O
=5= [EMerge&Center - 7« % » | ) §§ Conditional Formatas | Good Neutral . Insert Delete Format

Formatting - Table~
Clipboard 5 Font [} Alignment [} Mumber ] Styles Cells




Data formatting & custom
settings

An important exercise with the help of Excel in built features which is applied on available data
to for number, text, date, day, month, year, currency settings.

Excel Formatting - number formatting

Number formatting refers to the addition of currency symbols, decimal markers, percent signs,
and other symbols that help to identify the type of data present in a cell and to make it easier to

read.
Steps to Apply Number Formatting

1) Select data table -> Right Click on the cell -> Choose Cell Formatting options or press

Ctrl+1 Short cut key

A B C D E F
Sales (in mn %)

Product Code 20032 2004 2005 2006 2007

Excel 175 200 250 300 350

Power Point 100 125 170 200 275

Word 300 350 400 450 525

Outlook 275 250 350 325 375

A B C o] E F po—- H 1 1 K L I Bl
sales (in mn $) [ Format Cells &lﬂ—hj

Product Code 2007 2008 2009 2010 2011

Excel 175 500 550 300 350 Number | Alignment I Font Border Fill Protection

Power Point 100 125 170 200 275 Category:

word 300 350 400 450 525 ﬁenirﬂ' ~ | -Sample

outlook 275 250 350 325 375 e $175.00
S;iguntlng Decimal places: |2 =
Time: Symbol: | |z|
E?;EEEEQE MNegative numbers: .K
Scientific -51,234.10 1
Text
Spedial (51,234.10)
Custom (51,234.10)

Sales (in mn %) |

Product Code 2007 20038 2009 2010 2011
Excel £175.00 $200.00 $250.00 $300.00 $350.00
Power Point £100.00 $125.00 $170.00 $200.00 $275.00
Word £300.00 $350.00 5$400.00 $450.00 $525.00
Cutlook $275.00 $250.00 $350.00 $325.00 $375.00
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A B C D E F fed H 1 I A K L Dl I Bl I
Sales (in mn $) | Format Cells l P
s & &8 2 3| e [ Font [ oorter | 7|
Mumber Font Border Fill Protection
Product Code g ﬁ ﬁ ﬁ ﬁ ] _ _
Excel $175.00 $200.00 $250.00 $300.00 $350.00 ]| "=aement e aton
Power Paint $100.00 $125.00 $170.00 $200.00 $275.00 Horizontal: RN
| . *
Word $300.00 $350.00 $400.00 $450.00 $525.00 | General [] ndgenc . : .
Outlook $275.00 $250.00 $350.00 $325.00 $375.00 Yertical 0 z e ||@ )
Bottom IZ| % *
Justify distributed t .
+*
Text control .
[ wirap text ap *| Degrees
[ shrink to fit
[ Merge cells
A B c D E F r - - .
. Format Cells u—J@ 5
Sales (in mn Rs.)
Product Code 2007 2008 2009 2010 2011 Number | Alignment I Font I Border I Fill I Protection
Excal Rs.175.00 Rs.200.00 Rs.250.00 Rs.300.00 Rs.350.00
. Cate H
Power Point Rs.100.00 Rs.125.00 Rs.170.00 Rs.200.00 Rs.275.00| || =e”
General A Sample
Word Rs.300.00 Rs.350.00 Rs.400.00 Rs.450.00 Rs.525.00 Number Rs.175.00
Outlook Rs.275.00 Rs.250.00 Rs.350.00 Rs.325.00 Rs.375.00 Currency
Accounting Type:
Date E
L Rs."2.00]
Percentage mm:ss -
Fraction mm:ss.0
Scientific
Text
Spedial #0);_(§= ™" _(@)
m 0);_(* ™" (2)
(#,##0.00);_(§="-"72; (@)
0.00);_(*"-"220;_(@) L
);_(8* ™7 )i (@) E

Adding lakh Separator in MS Excel using custom settings
Eg.

10,23,876.00-- ##","##","###.00

28/01/2012 — DD/MMIYYYY
20-JAN-2012 -DD-MMM-YYYY

Formatting a Table
Excel provides several predefined table styles (also called quick styles) that you can use to quickly

and easily format a table. Table styles include professional looking combinations of fill colors, fonts,
borders, font colors and patterns. If none of the predefined table styles meet your needs, you can create

your own custom styles.
Previous button

B e =
i | __J Next button ]
[ 1 B - J
\c‘l.“-\/
\j More button

LS

Table Styles are found on the contextual Design tab under Table Tools. The Ribbon displays only a
few of the available styles. To scroll the style gallery, click the previous or next buttons. To display
the entire table gallery, click the More button.

You can further modify the formatting of your table by modifying table style options such as hiding
or displaying the header row, adding special formatting to the first or last columns, or displaying


http://pcmcourseware.com/blog/wp-content/uploads/2008/09/excel1.jpg

banded rows or columns, in which the even rows or columns are formatting differently from the odd
rows and columns, much like an accounting green bar report.

To remove a table style, click the More button on the Table Styles group and choose Clear from the

menu. The table will display in the default table format.

To Format a Table

Click anywhere within the table to activate fit.

Click the contextual Design tab under Table Tools on the Ribbon.

Click the More button on the Table Styles group to display the styles gallery.
Move your mouse pointer over any of the styles to display a preview of the style.
Click the style that you want.

SR S o

To remove a table style, click the More button on the Table Styles group and click Clear on the

menu.

To Format Table Elements

Click anywhere within the table to activate it.
Click the contextual Design tab under Table Tools on the Ribbon.
On the Table Options group, do one of the following:
a. To turn the header row on or off, select or clear the Header Row check box.
To display special formatting for the first or last column of the table, select the First

Column or Last Column check box.

C. To display odd and even rows with different formatting, select the Banded Rows
check box.
d. To display odd and even columns with different formatting, select the

Banded Columns check box.
e. To turn the totals row on or off, select or clear the Totals Row

check box.

Conditional Formatting

It will help you automate formatting of conditional results in such a way which is
color coded and easy to see and understand. Once defined, Excel will
automatically change the color of your values e.g. up or down, high or low, pass

or fall, profit or loss etc.
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Imagine you have a spreadsheet with thousands of rows of data. It would be extremely difficult to see
patterns and trends just from examining the raw data. Excel gives us several tools that will make this
task easier. One of these tools is called conditional formatting. With conditional formatting, you can apply
formatting to one or more cells based on the value of the cell. You can highlight interesting or unusual
cell values, and visualize the data using formatting such as data bars. Excel conditional formatting lets
you change the appearance of a cell based on its value or the value of another cell. You specify certain
conditions, and when those conditions are met, Excel applies the formatting that you choose.

Why we need conditional formatting?

You can use conditional formatting to locate dates that meet a certain (such as falling on a Saturday or
Sunday), to call out highest or lowest value in a range, or to indicate values that fall under or over a
specified amount.

How to perform conditional formatting?

You have many conditional formatting rules, or options, that you can apply to cells in your spreadsheet.
Each rule will affect selected cells differently. Before you choose a formatting rule, you need to identify
what questions you are trying to answer. For example, in a sales spreadsheet, you might want to identify
the salespeople with lower than average sales. To do this, you need to choose a conditional formatting
rule that will show you this answer. Not all the options will provide you with this information.

Steps to create Conditional Formatting

ltem Name |Mumbai Delhi Chennai |Grand Total
CD-MP3 9917.72| 2757.29| 11801.37 24476.38
HEADPHOME 10912.16 5272 15297.1 31481.26
Home DVD 7390.19| 10080.67 3193.05 20063.91
MICROSYS 40324.15| 11443.63| 33136.08 84903.80
MINIDISC 9057.87| 15684.43| 1322351 37965.81
Port DVD 51364.41 37899 51640 140903.41
Grand Total 128960.5| 83137.02) 128201.11| 340394.63

Adding Conditional Formatting to a Cell

1. Select a cell or range of cells to be formatted.

11



2. Click on the Home tab-> Select Conditional Formatting -> Select Highlight Cell Rules -> Select

Conditions
" mry | T T e = Aul
3. Enter your conditions ->Select Color->0k E 27BN s RN 3] Fil
Conditional | Format Cell Insert Delete Format -
Formatting™mgTable - Styles~ | - - - 2 Cle
= —_15_:!| Highlight Cells » _-.>| Greater Than...
_‘ﬁuol Top/Bottom Rules 3 —:ﬂ| Less Than...
E Data Bars » H Between...
Color Scales 3 _—"=| Equal To...
:E Icon Sets » —_-‘QIJ Text that Contains...
Adding Customized Icon Sets —|E| NewRule. =1, a0ste occuring..
_fj' Clear Rules p |
j LBl e ::1|| Duplicate Values...

Icon sets give you an opportunity to create visual effects
in your data to see how the value of a cell compares with other cells.

Excel 2016 offers several choices of icon sets. You can choose the icons that are most
appropriate for the data you are using. Figure 1 shows the gallery of icons as well as the user

interface (Ul) to get to the icons. The Condition Formatting option is available on the Home
tab.

12



(| ==
2 Wrap Text General M -- j)'! Mormal 2 Mormal 2 2 B EEIEE' EEILX E
= Merge & Center = &7 - 05 » %5 f3 Conditional Formatas | Normal 3 Mormal Empl... _| |Insert Delete Forr
Formatting = Table - = @ &
iment IF] Mumber [ £5 Cells
Highlight Cells Rules *
T Top/Bottom Rules *
F , G [ I I | 1 | k |
Data B , [ Return
Data Bars
Product Cost NPM

a B 12 [ ] color sctes " 51.92% dl  52%

b ] , | Directional
¢ I- g =y 3y
d - 1C E ?IEW P:IIE': X o=V ' ¥.EY
goee o AANd A3
R o>
. E 10 ¥ O| Shupes
f I 5 W jjece @O@
[ JAY J 000
Q000
Product Selling gigors@ —
Product A -_4|g > 35 b
Product B W 60 tings
Product C 7 100 & e 7% ol ol ol o
Product D W 70 QIO i gl gl il a
Product E v 20 .ENEUEIEB
Product F W 78 1%
Product G > 29 il 10%

Red-Yellow-Green geometric icons applied to a range of data

62
a3
39
21
29

This is an example of a range of data with colored arrows in different directions,
relative to the middle values in the range. Arrows tend to indicate trends:

OO
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Colored arrows indicate direction relative to mid-range values
¥
A4
=
=3
=
@
@

Edit Icon Set Condition
Home-> Conditional Formatting-> Manage Rules -> Edit Rule

10
10
20
25
30
35
40

H

Ml inset  Pagelayout  Formulas  Data  Review  View  Developer ins  Help  PowerBl  Acrobat  PowerPivot @ Tell me what you want to do
"D gz;y . 9 & Generd Q Normal 2 Normalz2 * &= Ex F:l é::tfsum Ay O
Paste o rommatpainer | B 1 U |~ ElMerge&ecenter - - 9% 0 583 éﬁ;ﬂﬂfﬁ;l Formet 2= | Normal 3 Mormal Empl... [ | losert Deleie Format | o ppare s g

Clipboard in) Font Alignment MNumber Styles Cells Editing ~
H13 < b3 85
A B C D E F G H 1 J K L M N o -

1 One Day Workshop in MS Excel Return
2 Selling Product Cost Selling NPM
3 i >100 a B 12.5 W 260 5192% 4 52%
4 > <100 to >=80 b B 15 W 0%
5 ¥ <80 c B 60 =>
5 d B 100 A
7
8 Retum e i 10 W
9 f I 5
10 = Use a formula to determine which cells to format
11 10 Edit the Rule Description:
12 20 Product Production Price Selling ‘NPM Z;:‘:::l‘wf”’::::""“""‘““; e e
13 30 ProductA [ 40 < 85 FEDA I e
14 10 Product B 56 | W 60 ] 7% W | ey eoctricom accorcing o hese rotes
15 40 Product C 12 A 100 il 13% ||| Kon Value Type
16 50 ProductD [ | 30 v 70 al 57% B 7| whenvaiueis = v 10 ] [umber [
17 50 ProductE [l 70 [ & 70 4l 0% D |z wnencronana 27 o] [0 2| [tumber v
18 Productr [ 67 | |& 78 il 14% ¥ 7] wnen <o
19 Product G [ 80 = 89 4l 10% o cancel
an T —annnn" u

The next example shows five different categories grouped using a circle that ranges
from empty through filled (like the phases of the moon or a pie chart):

Apply Excel Conditional Formatting to a Row

You can apply conditional formatting that checks the value in one cell, and applies
formatting to other cells, based on that value.

For example, you could colour the entire row in a table, if the values in column B are
over a set value. In this example, we'll colour cells blue, if the number of units, in
column B, is greater than 75. At a glance, we'll be able to see which dates have a high
number of units.

14



Steps —>
1) Select the data -> Home Tab->New Rule->
2) Select Use a Formula to determine which cells to Format.
3) Type Formula =$B2>100
4) Choose Format button ->select color -> OK

A B C D ; I I I I I —
r 5 - 7 b
Date Unit c Total Edit Formatting Rule uﬁ
03-07-11 33 345 11385 Select a Rule Type:
04-07-11 44 543 23892 » Format all cells based on their values
05-07-11 54 654| 35316 » Format only cells that contain
06-07-11 23 3453 79419 ® Format only top or bottom ranked values
» Format only values that are above or below average
» Format only unigue or duplicate values
11-07-11 77 234 18018| » Use a formula to determine which cells to format
12-07-11 5 543 2715 Edit the Rule Description:
13-07-11 44 54 2376
Format values where this formula is true:
15-07-11 87 454| 39493 =$52>100)
18-07-11 66 345 22770
19-07-11 23 546| 12558
e — — e [
21-07-11 19 65 1235
22-07-11 55 66 3630 ook ][ canl |
25-07-11 65 765 49725 “
26-07-11 22 678| 14916

Highlight Duplicate Records
1) Select the Unique Column -> Home -> Conditional Formation-> Highlight Cells Rule -> Duplicate
Values

Filters, Queries selective selection of
data

You have bunch of data and you want to drill it down to your desired level based
on multiple choices and conditions. We will explain all the steps so that you can
produce results quickly with very little efforts

Many times, rather than working with an entire table, you may wish to work with only a subset of
your data. Using the Auto Filter feature, you can display only the records with which you wish
to work and hide all others from view.

AutoFilter is an easy way to turn the values in Excel column into specific filters based on the
cell contents.

15
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To turn on auto filter,

1. Click any cell within your range.

2. From the Data Tab, select Filter.

Or Use Short Cut Kay Ctrl+Shift+L or AltD F F

Once you’ve enabled this feature, your columns display with a drop-down arrow to the right. If
you click the arrow control, you’ll see all the values for that particular column. To turn off the

feature, you deselect Auto filter from Filter tab.

- Home Insert Page Layout Formulas Data Review View Developer Add-Ins (7]

% Clea = - - Rd X BLE]  @CE = D¢
2l D Lu | o & Fm ”l E >~ = 8 B d#= 2 %3 N
From From From From Other Existing Refresh e Filter \f Textto  Remove Data Consolidate What-If Group Ungroup Subtotal
Access Web  Text Sources~ | Connections Al Edit Links 2 Advanced || Columns Duplicates Validation = Analysis ~ - -
Get External Data Connedtions Sort & Filter Data Toals Qutline G| An
[ F5 - e | Mumbai
A G E F G
1 Order Date Sales Rer= -|Incentivr.|City <|ltem Description -
2 01-02-02 | Port DVD Sales Person A 99,9|4| sotatoz Portable DVD-Video Player
3 01-07-02 CD-MP3 Sales Person A 29,5 ii SortZto A Slimx CD/MP3 Player with 8 min ASP and Upgradkolkatable FirmDelhire
a4 01-07-02 MIMIDISC Sales Person A 11,1 Sort by Color » |Sony Portable Mini-Disc Player/Recorder
5 01-07-02 CD-MP3 Sales Person A 11,5 MP3-CD Player/Mumbair Kit/Dot Matrix Display/Anti-Skip
6 01-08-02 Home DVD Sales Person A 29,9 ' . DVD-Video Player with MP3 Playback
7 01-13-02 MICROSYS Sales Person A 39,9 Tt Eiters . CD/CD-R Executive Desktop System with Cherrywood SpKolkatakers
8 01-18-02 Port DVD Sales Person A 173,7) Portable DVD-Video Player
9 01-18-02 CD-MP3 Sales Person A 11,9 CD/MP3 Player with 120 Second Anti-Shock
10 01-24-02 HKolkataDPHONE Sales Person A 26,9 Wireless HKolkatadphone
11 01-24-02 Port DVD Sales Person A 53,9 Portable DVD Player
12 01-29-02 MICROSYS Sales Person A 29,9 3-CD 120-Delhitt CD-R/RW Compatible Compact Stereo
13 01-29-02 CD-MP3 Sales Person A 9,9 SlimX CD/MP3 Player with 8 min ASP and Upgradkolkatable FirmDelhire
14 01-29-02 MICROSYS Sales Person A 7,41 CD Executive Mini System
15 02-02-02 MICROSYS Sales Person A 37,41 Executive Microsystem with Woodgrain SpKolkatakers
16 02-02-02 HKolkataDPHONE Sales Person A 17,9 Wireless HKolkatadphone
17 02-02-02 MIMIDISC Sales Person A 37,4 | Sony Portable Mini-Disc Player/Recorder
18 02-02-02 | CD-MP3 Sales Person A 24,970.00 Z,497.00/Delhi = CD-MP3 Jukebox--8 min ASP and Artist, Title, Genre, and Album Directory
19 02-02-02 Home DVD Sales Person A 13,999.00 1,399.90 Delhi DVD Player with Progressive SMumbain, MP3, PAL, and Karaoke
20 02-06-02 MINIDISC Sales Person A 13,783.50 1,378.35 Delhi Sony Minidisc Recorder
21 02-06-02 HKolkataDPHOME Sales Person A 24,853.00 2,485.30 Delhi Acoustic Reskolkatarch wireless Surround HKolkatadphones
22 02-06-02 Port DVD Sales Person A 89,374.50 8,937.45 Delhi Portable DVD Player
23 02-06-02 MICROSYS Sales Person A 115,835.00 11,583.50 Delhi Executive Microsystem with Subwoofer
24 02-06-02 MINIDISC Sales Person A 7,745.50 774.55 Delhi Sharp Portable MiniDisc PLayeriRecurder
PR Nertad 16 2T ARG 7 Cahine 7 Chanit | Gltare ik Tahln Pamelebad 7 Fhorbe 7 TEVT CneFinn 7 Clasinln 0 00— - = e — B
A B C D F G
Order Date v|ltem Typrv\Sales Re‘:\SaIes +|City |ltem Description =
01-07-02 CD-MP3 Sales Person A 29,550.00 2,955.00{Mumbai SlimX CD/MP3 Player with 8 min ASP and Upgradkolkatable FirmDelhire
01-07-02 MINIDISC Sales Person A 11,148.50 1,114.85|Mumbai Sony Portable Mini-Disc Player/Recorder
01-07-02 CD-MP3 Sales Person A 11,565.00 1,156.50|Mumbai MP3-CD Player/Mumbair Kit/Dot Matrix Display/Anti-Skip
01-18-02 Port DVD Sales Person A 173,726.00 17,372.60|Mumbai Portable DVD-Video Player
01-18-02 CD-MP3 Sales Person A 11,915.00 1,191.50|Mumbai CD/MP3 Player with 120 Second Anti-Shock
02-02-02 HKolkataDPHONE Sales Person A 17,998.50 1,799.85|Mumbai Wireless HKolkatadphone
02-02-02 MINIDISC Sales Person A 37,498.50 3,749.85|Mumbai Sony Portable Mini-Disc Player/Recorder
02-25-02 Home DVD Sales Person A 33,757.50 3,375.75|Mumbai DVD Player with Progressive SMumbain, MP3, PAL, and Karaoke
02-25-02 MICROSYS Sales Person A 7,036.50 703.65|Mumbai CD Executive Mini System
03-23-02 HKolkataDPHOMNE Sales Person A 17,998.50 1,799.85|Mumbai Wireless HKolkatadphone
03-29-02 MINIDISC Sales Person A 48,455.00 4,845.50| Mumbai Sharp Minidisc Player/Recorder
03-30-02 HKolkataDPHONE Sales Person A 11,992.50 1,199.25|Mumbai JVC Cordless HKolkatadphone
03-30-02 HKolkataDPHOMNE Sales Person A 24,999.00 2,499.90| Mumbai Acoustic ResKolkatarch Wireless Surround HKolkatadphones
04-01-02 CD-MP3 Sales Person A 79,550.00 2,955.00{Mumbai SlimX CD/MP3 Player with 8 min ASP and UpgradKolkatable FirmDelhire
04-02-02 MINIDISC Sales Person A 11,148.50 1,114.85|Mumbai Sony Portable Mini-Disc Player/Recorder
04-03-02 CD-MP3 Sales Person A 11,565.00 1,156.50|Mumbai MP3-CD Player/Mumbair Kit/ Dot Matrix Display/Anti-Skip
04-06-02 Port DVD Sales Person A 173,726.00 17,372.60|Mumbai Portable DVD-Video Player
04-07-02 CD-MP3 Sales Person A 11,915.00 1,191.50|Mumbai CD/MP3 Player with 120 Second Anti-Shock
04-14-02 HKolkataDPHONE Sales Person A 17,998.50 1,799.85|Mumbai Wireless HKolkatadphone
04-15-02 MINIDISC Sales Person A 37,498.50 3,749.85|Mumbai Sony Portable Mini-Disc Player/Recorder
04-29-02 Home DVD Sales Person A 33,757.50 3,375.75|Mumbai DVD Player with Progressive SMumbain, MP3, PAL, and Karaoke
04-30-02 MICROSYS Sales Person A 7,036.50 703.65|Mumbai CD Executive Mini System
05-08-02 HKolkataDPHONE Sales Person A 17,998.50 1,799.85|Mumbai Wireless HKolkatadphone

16



In the example above, | can see all the entries that show in the City column. Various Cities are
omitted such as Chennai, Kolkata, Delhi and Chennai that values aren’t represented on the

spreadsheet.

Excel Custom AutoFilters

To set a simple custom auto filter,
1. Enable auto filter for your spreadsheet using the steps in the section above.
2. Click the down control arrow in the column you wish to filter.

3. From the drop-down list select (Custom...) The Custom AutoFilter dialog opens. Your
column name should show above the first list box.

4. In the first list box, click the drop down arrow and select your criteria.
5. In the list box to the right, either type a value or select one from the list.
6. Click OK.

In the example below, I've elected to filter for sales greater than 75000.
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‘r"l Sort Smallest to Largest

Al 5ort Largest to Smallest
Sort by Color

Mumber Filters

[ (Select All)
-[w] 7,036,50

[ 11,148.50
[ 11,565.00
¥ 11,215.00
-[#] 11,992,50

2,955.00 Mumbai
1,114.85 Mumbai
» 1,156.50|Mumbai !.

17,372.60 Mumbai

1.191.50 Mumbai
Equals...

Does Mot Equal...

Greater Than...

Greater Than Or Equal Ta...
Less Than...

255 Than Or Egqual Ta...

-[w] 17,998, 50
[+ 23,000.00
[+ 24,999,00
[+ 29,550.00

[alan == e

=

’ OK l[ Cancel ]

CAlES PErsnn A TFA77E I

B
Item Typ¢

A
1 Order Date =

Below Averag

Custom Filter...

C
Sales Ref:

D
Sales @

E F
Incentiv@ City j Item Description

>
Custom AutoFilter

‘Eﬂh_

a8 01-18-02 Port DVD Sales Person A 173,726.00
53 04-06-02 Port DVD Sales Person A 173,726.00
98 05-21-02 Port DVD Sales Person A 173,726.00
143 07-05-02 Port DVD Sales Person A 173,726.00
269 02-05-02 Port DVD Sales Person C 205,822.00
270 02-05-02 Port DVD Sales Person C 119,054.00
302 04-09-02 Port DVD Sales Person C 205,822.00
303 04-10-02 Port DVD Sales Person C 119,054.00
333 05-12-02 Port DVD Sales Person C 205,822.00
336 05-13-02 Port DVD Sales Person C 119,054.00
368 06-14-02 Port DVD Sales Person C 205,822.00
369 06-15-02 Port DVD Sales Person C 119,054.00

Show rows where:
Sales
is greater than

@ and O Or

Use ? to represent any single character
Use * to represent any series of characters

[=] [7s000
[=]

[=]
[=]

[ o« [ concel |

-

11,%05.40 Mumbai

Portable DVD Player

= —

Excel is versatile in the filter settings. You’re not limited to just items containing a specific

value. You could also use:

e equals
« does not equal
e is greater than

« is greater than or equal to

e islessthan

e isless than or equal to
e begins with

« does not begin with

e ends with

e does not end with

e contains

e does not contain

Sometimes you need a more complicated filter. For example, | may want to select a row if two
conditions are met. | might also be interested in selecting a cell if one or another condition is

met.
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A B e D E F G

1 Order Date -|Item Typ¢ \ Sales Rejz \ Sales | Incentive \ City = \ Item Description

2 01-02-0Z Port DVD Sales Person A 99,998.00 Custom Autan ) 53 1

11 01-24-02 Port DVD Sales Person A 53,960.00

22 02-06-02 Port DVD Sales Person A 89,374.50/| | Show rows where:

26 02-08-02 MICROSYS Sales Persan A 59,842.50 Sales hi System
27 02-08-02 MICROSYS sales Person A 85,296.00 is greater than E 50000 [=] | Ibwoofer
30 02-10-0Z Port DVD Sales Person A 72,888.00 = Player
a7 03-31-02 Port DVD sales Person A 99,998.00 is less than E 100000 [~]

56 04-09-0Z Port DVD Sales Person A 53,960.00 .

Use ? to represent any single character
67 04-20-02 Port DVD Sales Person A 89,374.50 || | Use = to represent any series of characters 3
71 04-24-02 MICROSYS Sales Person A 59,842.50 ni System
[ OK. ] | Cancel | 1

72 04-25-02 MICROSYS Sales Person A 85,296.00 I_}woofer
75 04-28-02 Port DVD Sales Person A 7%,888.00 m Player
92 05-15-02 Port DVD Sales Person A 99,998.00 9,999.80 Delhi Portable DVD-Video Player
101 05-24-02 Port DVD Sales Person A 53,960.00 5,396.00 Delhi Portable DVD Player
112 06-04-02 Port DVD Sales Person A 89,374.50 8,937.45 Delhi Portable DVD Player

Now | got sales between 50,000 and 1,00,000

Advanced Filter

The Excel Advanced Filter can be used to perform more complex filtering than the basic Excel

Auto filter

Instead of filtering by fixed values or simple criteria, the advanced filter depends on user-
defined criteria that can be applied to several columns of data simultaneously. These criteria
are specified on the same spreadsheet as the range to be filtered, rather than in the filter

command box.

In order to perform an Excel advanced filter, you need to specify a list_range and a
criteria_range. These ranges both specify ranges of cells on your working spreadsheet. They

are defined as:

list range - The range of cells that you want to filter. This range should include
headers at the top of each column.
criteria_range - A range of cells (generally positioned above or below the list_range),

in which the filtering criteria are specified.
The criteria_range should be headed by headers that match the

list_range headings. The criteria for the corresponding rows in the
list_range should be listed under each of these headings.
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The Excel Advanced Filter is best explained by A B C D
way of an example. Maths % Science % English %

== »=g0 ==
The spreadsheet on the right shows the set-up >=80

for an Excel advanced filter on the range of

cells A5 - D17 (the list_range) Name Maths % Science % English %

1

2

3

4

5

6 |Abbie g2 B5 55
The Criteria to be used for the filter are listed in T_|Alison 42 32 35
the cells B1 - D3 (the criteria_range) § |Basi 78 58 82

9 Charles 40 32 &0
The first row of the criteria_range is the header Rl Cliff 54 20 73
row and the actual criteria are listed below this. B oris a2 72 58

12 |Flora 55 48 39
Criteria listed on the same row are linked by the 13| Frank 5e 5 22
" " T . 14 |Gordon 29 45 72
AND" operator, and criteria listed on different 15 1an a0 o o5
rows are linked by the "OR" operator. 16 Jenmy 23 -2 <5
Therefore, the criteria in the example translate . ca - 43

to the condition:

( Maths % >= 60 AND Science % >= 60 AND
English % >=60 ) ORMaths % >=80

(Rdvanced Filter wair

Ackion
() Filter the lisk, in-place
) Copy to another location
Listrange: | Sheetll$ad5:$D417
Criteria range: | Sheetl14B41:4D43
—

2.5

[ ] Unigue records only

L (0] 4 J [ Cancel

Select the Data tab at the top of your spreadsheet and select Advanced from the Filter
options.

Data Review View

i [ m——
nnections A7

Zl
il Sort Filter

\":,? Advanced

ons Sort & Filter

This causes the Excel Advanced Filter options box to pop up. This is the same in Excel 2003
and Excel 2010/2013 and is shown on the right.
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As shown, in this example, the list_range should be input as A5:D17, and the criteria_range
should be input as B1:D3 on the current worksheet.

If you want to display the list in place, simply click OK. However, if you wish to copy the result
of the filter into a new location, this can also be specified at this stage.

The result of the Excel advanced filter is shown in the spreadsheet on the right. As expected the rows
that have been displayed are those satisfying the criteria:
(Maths % >= 60 AND Science % >= 60 AND English % >=60) OR Maths % >=80

Formulas

A formula is an expression which calculates the value of a cell. Functions are predefined
formulas and are already available in Excel. This module teaches you how to enter a formula,
how to edit a formula, how to display formulas instead of their results, in which order calculations
occur, how to insert a function, how to copy a formula, and how to refer to a named range

Insert a Function

Every function has the same structure. For example, SUM(A1:A4). The name of this function is
SUM. The part between the brackets (arguments) means we give Excel a range with address
Al:A4 as input. This function adds the values in cells A1, A2, A3 and A4. It's not easy to
remember which function and which arguments to use for a specific task. Fortunately, the
Insert Function feature in Excel helps you with this. To insert a function, execute the following
steps.

1. Select the cell that you want to contain the function.

2. Click the Insert Function button.

D1 - ‘,
LN
A B C ) E
1 3 a & | _I
2 6 10 g

The 'Insert Function' dialog box appears.
3. Search for a function or select a function from a category. For example, choose COUNTIF

from the
Statistical category.
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Insert Function IEI

Search for a function:

Type a brief description of what you want to do and then dlick
Go

Or select a category: | Statistical IEI

Select a function:
COUNTA

COUNTBLANK il
Eﬂ_l |
COUNTIFS 0
COVARIANCE.P
COVARIANCE.S
DEVSQ 2

COUNTIF{rangecriteria)
Counts the number of cells within a range that meet the given condition.

-

Help on this function QK ] [ Cancel

4. Click on OK.

The 'Function Arguments' dialog box appears.

5. Click the button next to the Range textbox and select the range with address A1:C2.
6. Enter the criterion. For example, type >5.
7. Click on OK.

' R =

Function Arguments

COUNTIF

{3,4,5;6,10,8}

Range AL:C2 EF

Criteria | =g

Counts the number of cells within a range that meet the given condition.

Criteria is the condition in the form of a number, expression, or text that defines
which cells will be counted.

Formula result =

Help on this function [ 0K R‘J [ Cancel

Result. Excel counts the number of cells that are higher than 5.

D1 - J | =COUNTIF[A1:C2;">5")
A B C D E F
1 | 3 4 5 2l
2 6 10 8



Copy a Formula

When you copy a formula, Excel adjusts the cell references in the formula to the new location.
To understand this, execute the following steps.

1. Enter the formula shown earlier.

A4 M F | =A1¥(A2+A3)

| A | B 5 D E

ol pa =

[

= R R

2. Select cell A4, right click and then click on Copy.

Cut

&
=3 Copy
[, Paste Dpt%s:

@

Paste Special...

3. Select cell B4 and click on Paste under the 'Paste Options:' group.

Paste Options:
| 2] [£] 28 %) [

Paste [F]

4. Instead of copying the formula to cell B4, you can also drag the formula to cell B4. Click on

the lower right corner of cell A4 and drag it across to cell B4. This is much easier and gives the

exact same result!

A4 - e | =A1*(A2+43)
| A | B C D E

1 2 5
2 2 6
3 1 4
a ol

i
5

Result:
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B4 - f | =B1*(B2+B3)

A | B | 5 D E

1

2

2
4]

5

o+

The formula in cell B4 automatically references the values in Column B. In the next chapter,
you can learn more about cell references.

Names in Formulas

Instead of using cell references in your formulas, you can also refer to a named range. This
way you can make your formulas easier to understand. Execute the following steps to define a
name for a range and refer to that name in a formula.

1. Enter some numbers in range ("A1:A4") and select this range.

2. On the Formulas tab, click on Define Name.

e Home Insert Page Layout Formulas Data Review WView Developer Add-Ins
ﬁ z M @ ’fﬂ @ @ mt' @ 2 Define Namej] TiaTrace Precedents 5] Shoy
] = a
l - | 4= Define Mame.., E'C*; Trace Dependents @ Erro
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Maore Mame - 2 -
unction - Used - - - -~ Time~ Reference~ & Trig - Functions = | Manager G E —f--Remove Arrows £ Fuall
Function Library Defined Mamet "f_"\'“fl 1 Aut
Al - [ AE
A B C D E F G H | 1 | K 1
5
Ll
15
9
||

3. Enter a name. For example, numbers and click on OK.
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Mew Mame @
Mame: numbers|
scope: Warkbook IZI
Comment: -
Refersto: | _gheet11ga81:5484 Fie

[ 0K L\\SJ [ Cancel ]

4. There is an even quicker way to name a range. Select the range and simply type the name
of the range in the name box.

numbers| - Je | 5
A B C D E F

1| 5
2| 4
3| 15
al 9

5

6

7

Note: Don't forget to press enter after you've typed the name in the name box.

5. Now you can refer to this name in your formulas when you want to use this range.
For example, sum the numbers.

Result:

A5 - Je | =SUM({numbers)

B C D E F

b I = T R SR TR R N T ]
&
2o 5 & w

Functions

01. Sum()
Use for addition just number values, and ignore text / special character values
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| =sUM(C4:E4)

| =SUM(C13.D14.E13)

=Sum(Numbr1,2,3,4,5,....... )
=Sum(cell:cell)
Horizontal
100 200 | 300 [ 600
Vertical
100
200
300
600 =SUM|CT7-C9)
Single Cells
100 300 600
200
Multiple Ranges
100 400
200 500
3000 600
4800 | =SUM(CAT:C19.E1T-E19)
Functions
100 400
200 500
300 500
800
02. MAX()

Show largest number values and ignore text values

=SUMAVERAGE(C23:C25) MAX(EZ3:E25))

Values Maximum
120 800 100 120 250 800
Dates Maximum
27-Dec-
01-Jan-98 25-Dec-98 31-Mar-98 98 04-Jul-98 | 27-Dec-98

What Does It Do ?

=MAX(C4:G4)

=MAX(C7:G7)

This function picks the highest value from a list of data.

Syntax

=MAX(Rangel,Range2,Range3... through to Range30)

Formatting

No special formatting is needed.

Example
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In the following example the =MAX() function has been used to find the highest value for
each region, month and overall.

Region
Max

% 6,000

% 7,000

10,000

12,000

Sales Jan Feb Mar
North % 5,000 % 6,000 % 4,500
South % 5,800 % 7,000 % 3,000
East % 3,500 % 2,000 10,000
West 12,000 % 4,000 % 6,000

Month

Max 12,000 % 7,000 10,000

=MAX(E23:E26)
Overall
Max 12,000
=MAX(C23:E26)
03. MIN()

Show smallest number values and ignore text values

=Min(Number1,2,3,4.......

=Min(Cell:Cell)

27
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Values Minimum
120 g00 | 100 | 250 100

Dates Maximum

01-Jan-98 | 25-Dec-98| 311-Mar-98 | 27-Dec-98] 04-Jul-98 | 01-Jan-98

=MIN(C4:G4)

=MIN(CT-GT)

What Does It Do ?

This function picks the lowest value from a list of data.

Syntax

=MIMN({Range1,Range2 Range3... through to Range30)

Formatting

Mo special formatting is needed.

Example

In the following example the =MIN{) function has been used to find the lowest value for
each region, month and overall.

Sales Jan Feb Mar Region Min
Noth | £5.000 | £6.000 | £4.500 £4.500 | =MIN(C23:E23)
South | £5.800 | £7.000 | £3.000 £3,000
East £3500 | £2.000 [ £10.000 £2 000
West | £12.000 | £4.000 | £6.000 £4.000
[Month MIN | £3.500 | £2.000 | £3.000 |
=MIN(E23-E26)
[Overall MIN] £2 000 |
=MIN(C23-E26)

04. AVERAGE ()
Return average by given range

=AVERAGE (NUMBER1,2,3,4,5,....... )

=AVERAGE(CELL:CELL)
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Mon| Tue [Wed|Thu|Fri|5at|Sun|Average
Temp| 30 31 32 | 2926|258 | 27 29 =AVERAGE(D4:J4)

Rain | 0 0 0 [4]6]3]1 2 =AVERAGE(DS:J5)
Mon| Tue |Wed|Thu[Fri|Sat|Sun|Average

Temp| 30 32 | 2926|258 | 27 | 26,667 | =AVERAGE(DS:J8)

Rain | 0 0 [ 4 ]6] 3] 1] 23333 | =AVERAGE(DS:J9)

Mon|[ Tue [Wed|Thu|Fri|Sat|Sun|Average
Temp| 30 Mo 32 | 29 | 26| 28 | 2T | 28.667 | =AVERAGE(D12:012)
Ram | 0 [Reading] 0 [ 4 |6] 3] 1 | 23333 | =AVERAGE(D13:J13)

What Does It Do ?

This function calculates the average from a list of numbers.
If the cell is blank or contains text, the cell will not be used in the average calculation.
If the cell contains zero 0, the cell will be included in the average calculation.

Syntax

=AVERAGE(Range1,Range2 Range3... through to Range30)

Formatting

Mo special formatting is needed.

Note

To calculate the average of cells which contain text or blanks use =SUM() to get the total and
then divide by the count of the entries using =COUNTA).

Mon| Tue |Wed|Thu[Fri|Sat|Sun|Average
Temp| 30 Mo 32 [ 2926|258 | 27 | 24571 | =SUM(D31:J31YCOUNTA[DI1J31)
Rain | 0 [Reading] 0 |4 |6] 3|1 2 =SUM(D32:J32)/COLUMNTA(D32:432)

05. COUNT()
Use for count just number values

=COUNT(NUMBER1,2,3,4........ )

=COUNT(CELL:CELL)

29

Entries To Be Counted Count
10 20 30 3 =COUNT(C4:E4)
10 0 30 3 =COUNT(C5:E5)
10 -20 30 3 =COUNT(C6:Eb)
10 01-Jan-88 30 3 =COUNT(CT7:E7)
10 21:30 30 3 =COUNT(C8:ES8)
10 0.350357 30 3 =COUNT(C9:E9)
10 30 2 =COUNT(C10:E10)
10 Hello 30 2 =COUNT(C11:E11)
10 #DIV/O0! 30 2 =COUNT(C12:E12)




What Does It Do ?

This function counts the number of numeric entries in a list.
It will ignore blanks, text and errors.

Syntax

=COUNT(Rangel,Range2,Range3... through to Range30)

Formatting

No special formatting is needed.

Example

The following table was used by a builders merchant to calculate the number of sales
for various products in each month.

Iltem Jan Feb Mar
Bricks £1,000
Wood £5,000
Glass £2,000 £1,000
Metal £1,000
Count 3 2 0

=COUNT(D29:D32)

06. COUNTA()
Use for count all values (Text, number, special characters)

=COUNTA(VALUE1,2,34,5...... )

=COUNTA(CELL:CELL)

Entries To Be Counted Count

10 20 30 3 =COUNTA(C4:E4)
10 0 30 3 =COUNTA(C5:Eb5)
10 -20 30 3 =COUNTA(C6:Eb)
10 01-Jan-88 | 30 3 =COUNTA(C7:E7)
10 21:30 30 3 =COUNTA(C8:ES8)
10 0.42637 30 3 =COUNTA(C9:E9)
10 30 2 =COUNTA(C10:E10)
10 Hello 30 3 =COUNTA(C11:E11)
10 #DIV/0! 30 3 =COUNTA(C12:E12)

What Does It Do ?
This function counts the number of numeric or text entries in a list.
It will ignore blanks.

Syntax
=COUNTA (Rangel, Range2, Range3... through to Range30)

Formatting
No special formatting is needed.
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Example

The following table was used by a school to keep track of the examinations taken by each pupil.

Each exam passed was graded as 1, 2 or 3.

A failure was entered as Fail.

The school needed to know how many pupils sat each exam.

The school also needed to know how many exams were taken by each pupil.

The =COUNTA() function has been used because of its ability to count text and numeric

entries.

07. COUNTBLANK()

Use for count just blank cells

=COUNTBLAK(CELL:CELL)

The following table was used by a company which was balloting its workers on whether

the company should have a no smoking policy.

Each of the departments in the various factories were questioned.

The response to the question could be Y or N.

As the results of the vote were collated they were entered in to the table.

The =COUNTBLANK() function has been used to calculate the number of departments which

have no yet registered a vote.
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Admin Accounts Production Personnel
Factory 1 Y N
Factory 2 Y Y N
Factory 3
Factory 4 N N N
Factory 5 Y Y
Factory 6 Y Y Y N
Factory 7 N Y
Factory 8 N N Y Y
Factory 9 Y
Factory 10 Y N Y
Votes not vet registered : 16 =COUNTBLANK(C32:F41)
| Votes for Yes : | 14 | =COUNTIF(C32:F41,"Y")
| Votes for No : | 10 | =COUNTIF(C32:F41,"N")




08. COUNTIF()
Counts the number of cells within a range that meet the given condition

=COUNTIF(RANGE,”CRITERIA”)

=COUNTIF(CELL:CELL,”"OPERATOR_VALUE”)

Iltem Date Cost
Brakes 01-Jan-98 80
Tyres 10-May-98 25
Brakes 01-Feb-98 80
Service 01-Mar-98 150
Service 05-Jan-98 300
Window 01-Jun-98 50
Tyres 01-Apr-98 200
Tyres 01-Mar-98 100
Clutch 01-May-98 250
How many Brake Shoes Have been bought. 2 =COUNTIF(C4:C12,"Brakes")
How many Tyres have been bought. 3 =COUNTIF(C4:C12,"Tyres")
How many items cost £100 or above. 5 =COUNTIF(E4:E12,">=100")
| Type the name of the item to count. | service 2 =COUNTIF(C4:C12,E18)

What Does It Do ?

This function counts the number of items which match criteria set by the user.

Syntax

=COUNTIF(RangeOfThingsToBeCounted,CriteriaToBeMatched)

The criteria can be typed in any of the following ways.

To match a specific number, type the number, such as =COUNTIF(A1:A5,100)

To match a piece of text type the text in quotes, such as =COUNTIF(A1:A5,"Hello")
To match using operators surround the expression with quotes, such as
=COUNTIF(A1:A5,">100")

09. SUMIF()
This function adds the value of items which match criteria set by the user.

=SUMIF(RangeOfThingsToBeExamined,CriteriaToBeMatched,RangeOfValuesToTotal)

=SUMIF(B4:B381,"CD-MP3",D4:D381)
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b e e e e e e e - —— -
A B c D s F G

1 |Total Sales of CD MP3 12,23,819.00

2

; |Order Date |ltem Type |Sales Rep|Sales Incentive |City |ltem Description

4 01-02-02 |Port DVD Sales Person & 99,998.00 19,999.60 Delhi Portable DVD-Video Player

5 01-07-02|CD-MP3 Sales Person A 29,550.00 5,910.00 Mumbai SlimX CD/MP3 Player with 8 min ASP and UpgradKolkatable FirmDelhire
6 01-07-0Z {MINIDISC Sales Person A 11,148.50 2,229.70 Mumbai Sony Portable Mini-Disc Player/Recorder

7 01-07-02 |CD-MP3 Sales Person A 11,565.00 2,313.00 Mumbai MP3-CD Player/Mumbair Kit/Dot Matrix Display/Anti-Skip

8 01-08-02 {Home DVD Sales Person A 29,976.00 5,995.20 Delhi DVD-Video Player with MP3 Playback

9 01-13-02 [MICROSYS Sales Person A 39,999.00 7,999.80 Delhi CD/CD-R Executive Desktop System with Cherrywood SpKolkatakers
10 01-18-02|Port DVD Sales Person A 173,726.00 34,745.20 Mumbai Portable DVD-Video Player

11 01-18-02|CD-MP3 Sales Person A 11,915.00 2,282.00 Mumbai CD/MP3 Player with 120 Second Anti-Shock

12 01-24-02 [HKolkataDPHONE Sales Person & 26,965.00 5,393.00 Delhi Wireless HKolkatadphone

13 01-24-02 |Port DVD Sales Person & 53,960.00 10,792.00 Delhi Portable DVD Player

14 01-29-02|MICROSYS Sales Person & 29,998.50 5,999.70 Chennai 3-CD 120-Delhitt CD-R/RW Compatible Compact Stereo

15 01-29-02|CD-MP3 Sales Person A 9,999.50 1,999.90 Chennai SlimX CD/MP3 Player with 8 min ASP and UpgradKolkatable FirmDelhire
16 01-29-02 [MICROSYS Sales Person A 7,499.50 1,499.90 Chennai CD Executive Mini System

17 02-02-02 [MICROSYS Sales Person A 37,497.50 7,499.50 Delhi Executive Microsystem with Woodgrain SpKolkatakers

18 02-02-02 [HKolkataDPHONE Sales Person & 17,998.50 3,599.70 Mumbai Wireless HKolkatadphone

19 02-02-02 [MINIDISC Sales Person A 37,498.50 7,499.70 Mumbai Sony Portable Mini-Disc Player/Recorder

20 02-02-02|CD-MP3 Sales Person & 24,970.00 4,994.,00 Delhi CD-MP3 Jukebox--8 min ASP and Artist, Title, Genre, and Album Directory
21 02-02-02|Home DVD Sales Person A 13,999.00 2,799.80 Delhi DVD Player with Progressive SMumbain, MP3, PAL, and Karaoke

A B c D E F G H I

1 | SUMIF EX

2

3 ltem Date Cost

4 Brakes 01-Jan-98 a0

5 Tyres 10-May-98 25

B Brakes | 01-Feb-98 80

7 Senice | 01-Mar-98 150

B Senvice | 05-Jan-98 300

9 Window | 01-Jun-98 50
10 Tyres 01-Apr-98 200
" Tyres 01-Mar-98 100
12 Clutch 01-May-98 250
13
14 Total cost of all Brakes bought. 160 =SUMIF(C4:C12,"Brakes” E4:E12)
15 Total cost of all Tyres bought. 325 =SUMIF{C4:C12 "Tyres" E4:E12)
16 Total of items costing 100 or above. 1000 =SUMIF(E4:E12,"==100")

17|
18 | [Total of item typed in following cell. | service | 450 | =SUMIF(C4:C12 E18.E4-E12)
19
A

What Does It Do ?
This function adds the value of items which match criteria set by the user.

Syntax
=SUMIF(RangeOfThingsToBeExamined,CriteriaToBeMatched,RangeOfValuesToTotal)

=SUMIF(C4:C12,"Brakes",E4:E12) This examines the names of products in C4:C12.
It then identifies the entries for Brakes.

It then totals the respective figures in E4:E12

=SUMIF(E4:E12,">=100") This examines the values in E4:E12.
If the value is >=100 the value is added to the total.
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10. LEFT ()
LA B C D E F G
Number Of
3 Text Characters Reguired Left String
4 Alan Jones 1 A =LEFT(C4,04)
5 Alan Jones 2 Al =LEFT(C5,05)
B Alan Jones 3 Ala =LEFT(CB,D6)
7 Cardiff B Cardif | =LEFT(C7.DT)
8 ABC123 4 ABC1 | =LEFT|C&,D8)
9

H
]

[P Y -

What Does It Do?
This function displays a specified number of characters from the left-hand side of a
piece of text.

Syntax
=LEFT(Original Text, NumberOfCharactersRequired)

Formatting

No special formatting is needed.

Example

The following table was used to extract the first name of a person from their full name.

The =FIND() function was used to locate position of the space between the first and second
name.

The length of the first name is therefore the position of the space minus one character.

The =LEFT() function can now extract the first name based on the position of the space.

LA B c D E F G
25
26 Full Name First Name
27 Alan Jones Alan =LEFTIC27 FIND({" ".C2T7)-1)
28 Bob Smith Bob =LEFT(C28 FIND(" ",C28}-1)
29 Caral Williams Caral =LEFT(C29,FIND(" ",C29}-1)
30
iy
32
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11. RIGHT ()
A B C D E F G
Mumber Of
Original Characters Right
3 Text Required string
4 Alan Jones 1 5 =RIGHT(C4,D4)
5 Alan Jones 2 B5 =RIGHT(C5,05)
b Alan Jones 3 nes =RIGHT{CE,DE)
[ Cardiff b ardiff | =RIGHT({C7.,D7}
g ABC123 4 123 | =RIGHT{C&,Dg)
9

What Does It Do ?
This function displays a specified number of characters from the right-hand side of a
piece of text.

Syntax
=RIGHT(Original Text, NumberOfCharactersRequired)

Formatting
No special formatting is needed.

Example

The following table was used to extract the second name of a person from their full name.
The =FIND() function locates the position of the space between the first and second name.
The length of the second name is calculated by subtracting the position of the space from
the overall length of the full name.

The =RIGHT() function can then extract the second name.

A B c D E F G H
27 Full Name | Second Mame
28 Alan Jones Jones =RIGHT(CZ28,LEM(CZ28)-FIND(" ",C28))
29 Bob Smith Smith =RIGHT(CZ29,LEM(C29)-FIND(" ",C29))
30 Carol Williams Williams =RIGHT(C30,LEM(C30}-FIND(" *,C30))
31
32
33
12. MID
A C D E F

1 MID

33

34 Branch |D FPostal Region

35 DRS-CF-476 CF =MID{C35,5.2)

36 DRS-WA-842 WA, =MID{C36,5.2)

37 HLT-MP-150 MNP =MID{C37.,5.2)
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What Does It Do?

This function picks out a piece of text from the middle of a text entry.

The function needs to know at what point it should start, and how many characters to pick.
If the number of characters to pick exceeds what is available, only the available characters
will be picked.

Syntax
=MID(OriginalText,PositionToStartPicking, NumberOfCharactersToPick)

Formatting

No special formatting is needed.

Example 1
The following table uses the =MID() function to extract a post code from a branch ID used
by a company.

It is assumed that all branch ID's follow the same format with the letters identifying
the
postal region being in the 5th and 6th positions.

A B C D E F
34 Branch ID Postal Region
35 DRS-CF-476 CF =MID{C35,5.2)
36 DES-WA-842 WA =MID{C36,5,2)
37 HLT-MP-180 MNP =MID(C37.,5,2)
Jg
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13. CONCATENATE ()

A B C D E F G H
3 Mame 1 | Name 2 |Concatenated Text
4 Alan Jones AlanJones| =CONCATENATE(C4,D4)
5 Bob Williams BobWilliams| =COMNCATENATE(CS,DA)
B | Carol Davies CarolDavies | =CONCATEMNATE(CE,DG)
7 Alan Jones Alan Jones| =COMCATENATE(CY," ".07)
B Bob Williams Williams, Bob| =CONCATENATE(DS,", ",C8)
9 Carol Davies Davies, Carol| =CONCATEMNATE(DS,", ".C3)
10

What Does It Do?
This function joins separate pieces of text into one item.

Syntax
=CONCATENATE(Text1,Text2,Text3...Text30)
Up to thirty pieces of text can be joined.
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Formatting

No special formatting is needed, the result will be shown as normal text.

Note
You can achieve the same result by using the & operator.

LA B C D E F
23
24 Mame 1 | Mame 2 |Concatenated Text
25 Alan Jones AlanJones| =C25&025
26 Bob Williams BobWilliams| =C26&D26
27 Carol Davies CarolDavies| =C2T&027
28 Alan Jones Alan Jones| =C23&" "&028
29 Bob Williams Williams, Bob| =D29&", "&C29
30 Carol Davies Davies, Carol| =D30&", "&C30
a1
32
14. REPT
A B C D E F G
2
Text To |Mumber Of Repeated
3 Repeat | Repeats Text
4 A 3 AAL =REPT{C4,04)
5 AB 3 ABABAB =REPT{C5,04)
6 - L =REPT(CE,DE)
7 I 10 T =REFT(C7.D7)
3

What Does It Do ?
This function repeats a piece of text a specified number of times.
You need to specify the text to be repeated and how many times to repeat it.

Syntax

=REPT(TextToRepeat,Repetitions)
The maximum number of repetitions is 200.

15. TODAY
Show current date

=TODAY()

16. NOW
Show current date and time

=NOW/()
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17. INT:
Return number value before decimal place, INT stand for integer

=INT(NUMBER)

=INT(5.789) > 5

18 . PROPER:
Use for convert title case

=PROPER(TEXT)

=PROPER(*What is this?”) - What Is This?

19. UPPER:
Use for convert upper case

=UPPER(TEXT)

=UPPER(*"What is this?”) > WHAT IS THIS?

20. LOWER:

Use for convert lower case
=LOWER(TEXT)

=LOWER(*What is this?”) = what is this?

If-Then-Else-Nested If commands

You can produce different set of results based on slabs, conditions, stages etc.
It requires logical understating not any programming skills.

What is the IF Function

Excel’s IF function is one of simplest and most useful spreadsheet functions. It can fill cell
fields for you based on evaluating a condition.

Syntax
IF(logical_test, value_if false, value_if true)

The thing to note here is the three items between the round brackets of the word IF. These are
the arguments that the IF function needs. Here's what they mean:

logical_test
The first argument is what you want to test for. Is the number in the cell greater than
80, for example?

value_if_true
This is what you want to do if the answer to the first argument is YES. (Award an A
grade, for example)

value_if false
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This is what you want to do if the answer to the first argument is NO. (Award a FAIL
grade.)

If that's not terribly clear, an example may clear things up. Open a new spreadsheet, and do
the following:

e Widen the B column a bit, as we'll be putting a message in cell B1

e Now click in cell A1 and type the number 6

e Type the following in the formula bar (The right angle bracket after A1 means

"Greater Than".)
=IF(Al > 5, "Greater than Five", "Less than Five")

Hit the enter key on your keyboard and your spreadsheet should look like ours below:

Bl - I | =IF{Al =5, "Greater than Five", "Less than Five")

A, B c D E F G
1 & | Greater than Five !

Advanced If statement usage: Using multiple criteria with the “AND” and “OR”
functions

Sometimes you need to check more than one criteria with the If statement.
For example:
Only if the student has grades greater than 80 in Math, greater than 80 in English and

greater than 80 in History, only then write “good student”, else write “Average Student”.

The way to implement such a case is using the “AND” function which will include all the
multiple criteria inside of it.

This “AND” function, is then put inside the criteria section of the If statement.

Thus for the above example, the whole function could look something like this:

=IF(AND(C1>80,D1>80,E1>80) , “Good student” , “Average Student” )

Note that the criteria part: AND(C1>80,D1>80,E1>80) will be met only if all three parts of it

are met.
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The function “OR” is used in a same manner, but its meaning is slightly different.
Instead of checking if all its parts is met (as is the case of the “AND” function), it checks if

at least one of the criteria inside it is met. If it is, then the whole “OR” is considered met.
Hence, in the following formula:
=IF(OR(C1>80,D1>80,E1>80) , “Good student” , “Average Student” )

It is enough that C1 is really greater than 80 , or that D1 is really greater than 80 or that E1
is really greater than 80 (or some combination of these three), to have the if function write
“Good student”. Only if none of these cells (C1, D1 or E1) are greater than 80 the If function

will result writing “Average Student”.
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A B C D E
1
Sales Hew
2 Sales Rep Figures Customers Bonus?
3 Salesman A 8,193 5
4 Salesman B 8,237 4
5 Salesman C B,411 i
6 Salesman D 4,000 t
7 | Salesman E 2,344 1 [
8 Salesman F 1,298 5
9 Salesman G 2,874 i
10 Salesman H 3,298 1
11 Salesman | 5,683 2
12 Salesman J 3,644 3
Criteria:

-- if the sales rep has achieved more than $5,000 in sales, he/she is eligible for “full bonus”,

-- if the sales rep has achieved more than $2,500 in sales, he/she is eligible for “half-bonus”,

-- If the sales rep has achieved more than $1,000 in sales, he/she is eligible for “quarter bonus”, and

-- If the sales rep has achieved less than $1,000 in sales,he/she is not eligible for any bonus — “no bonus”
Formula:

=IF(C3>=5000,"Full Bonus",IF(C3>=2500,"Half-Bonus" ,IF(C3>=1000,"Quarter Bonus","No Bonus")))

— " — S ——— yics —
TEXT (2 X & [ L:IF{C3>:SDDD,“FUII Bonus",IF(C3»=2500,"Half-Bonus",IF(C3>=1000,"Quarter Bonus","No Bonus"))) )
A B C D | E | F G H 1 J K L M N
1
Sales New

Sales Rep Figures Customers/_ Bonus?

Salesman A 8,193 5 |i(C3>=5000,"FuLl Bonus",IF(C3>=2500,"Half-Bonus",IF(C3>=1000,"Quarter Bonus","No Bonus"))

Salesman B 8,237 W(Iogical_test, [value_if_true], [value_if false]) |

4
Salesman C 8,411 8
Salesman D 4,000 6
Salesman E 2,344 1
Salesman F 1,298 5
8
1
2
3

LY =R = R I = R N ]

Salesman G 2,874
Salesman H 3,298
Salesman | 5,683
Salesman J 3,644

LRl ==
Blw M =D
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B C D E
Sales New

Sales Rep Figures Customers Bonus?
Salesman A 8,193 5 ( FulBonus "\
Salesman B 8,237 4 Full Bonus
Salesman C 8,411 8 Full Bonus
Salesman D 4,000 ] Half-Bonus
Salesman E 2,344 1 Quarter Bonus
Salesman F 1,298 9 Quarter Bonus
Salesman G 2,874 8 Half-Bonus
Salesman H 3,298 1 Half-Bonus
Salesman | 5,683 2 Full Bonus
Salesman J 3,644 3

Half-Bonus



Index ()

This function picks a value from a range of data by looking down a specified number of rows
and then across a specified number of columns. It can be used with a single block of data, or

non-continues blocks.

Syntax:
INDEX(RangeToLookIn,Coordinate)

This is used when the RangeToLookln is either a single column or row. The Co-ordinate indicates how
far down or across to look when picking the data from the range. Both examples below use the same
syntax, but the Co-ordinate refers to a row when the range is vertical and a column when the range is
horizontal.

A B C D E F G H
2
3 Holiday booking price list.
4
5 People
B Weeks 1 2 3 4
7 1 T 500 T 300 T 250 T 200
8 2 T 600 400 T 300 T 250
9 3 T 700 T 500 T 350 T 300
10
11 How many weeks required : 2
12 How many people in the party : 4
13
14 | Costperpersonis:| 250 |=INDEX(D7-G9.511.G12)
15
A B C D E F G H J
30
k) Colours
32 Fed
33 Green
34 Blue [ Size | Large | Medium | Small |
35
36 Type either 1, 2 or 3 : i Type either 1, 2 or 3 : 2
T The colouris : | Green The sizeis : | Medium
38 =INDEX(D32:034,036) =INDEX(G34:134 H36)
39
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Viookup / Hlookup

This is back bone of excel. You have large amount of data placed at different locations and
you want to merge it based on common values and it’s relevance. Excel's VLOOKUP
function, which stands for vertical lookup, is used to find specific information that has been
stored in a spreadsheet table. This tutorial includes step by step instructions of how to use
Excel's VLOOKUP function.

Syntax :
= VLOOKUP (lookup_value, table_array, col_index_num, range_lookup)
lookup _value: The value you want to find in the first column of the table_array.

table_array: This is the table of data that VLOOKUP searches to find the information you are
after. The table_array must contain at least two columns of data. The first column contains the
lookup_values.

col_index_num: The number of the column in the table_array that contains the data you want
returned.

range_lookup: A logical value (TRUE or FALSE only) that indicates whether you want
VLOOKUP to find an exact or an approximate match to the lookup_value. Typing False will
return exact matches only.

A B G D E F G H
1 Order Id |Order Date |Item Type |Sales Rep|Sales  |Incentive|City |ltem Description
2 10011 01-02-02 Port DVD Sales Person A 99,998.00 19,999.60 Delhi Portable DVD-Video Player |
3 10012 01-07-02 CD-MP3 Sales Person A 29,550.00 5,910.00 Mumbai SlimX CD/MP3 Player with 8 min ASP and UpgradKolkatable FirmDelhire
4 10013 01-07-02 MINIDISC Sales Person A 11,148.50 2,229.70 Mumbai Sony Portable Mini-Disc Player/Recorder
5 10014 01-07-02 CD-MP3 Sales Person A 11,565.00 2,313.00 Mumbai MP3-CD Player/Mumbair Kit/Dot Matrix Display/Anti-Skip
6 10015 01-08-02 Home DVD Sales Person A 29,976.00 5,995.20 Delhi DVD-Video Player with MP3 Playback
7 10016 01-13-02 MICROSYS Sales Person A 39,999.00 7,999.80 Delhi CD/CD-R Executive Desktop System with Cherrywood SpKolkatakers
8 10017 01-18-02 Port DVD Sales Person A 173,726.00 34,745.20 Mumbai Portable DVD-Video Player
9 10018 01-18-02 CD-MP3 Sales Person A 11,915.00 2,383.00 Mumbai CD/MP3 Player with 120 Second Anti-Shock
10 10019 01-24-02 HKolkataDPHONE Sales Person A 26,965.00 5,393.00 Delhi Wireless HKolkatadphone
11 10020 01-24-02 Port DYD Sales Person A 53,960.00 10,792.00 Delhi Portable DVD Player
12 10021 01-29-02 MICROSYS Sales Person A 29,998.50 5,999.70 Chennai 3-CD 120-Delhitt CD-R/RW Compatible Compact Stereo
13 10022 01-29-02 CD-MP3 Sales Person A 9,999.50 1,999.90 Chennat SlimX CD/MP3 Player with 8 min ASP and UpgradKolkatable FirmDelhire
14 10023 01-29-02 MICROSYS Sales Person A 7,499.50 1,499.90 Chennai CD Executive Mini System
15 10024 02-02-02 MICROSYS Sales Person A 37,497.50 7,499.50 Delhi Executive Microsystem with Woodgrain SpKolkatakers
16 10025 02-02-02 HKolkataDPHONE Sales Person A 17,998.50 3,599.70 Mumbai Wireless HKolkatadphone
17 10026 02-02-02 MINIDISC Sales Person A 37,498.50 7,499.70 Mumbai Sony Portable Mini-Disc Player/Recorder
18 10027 02-02-02 CD-MP3 Sales Person A 24,970.00 4,994.00 Delhi CD-MP3 Jukebox--8 min ASP and Artist, Title, Genre, and Album Directory
19 10028 02-02-02 Home DVD Sales Person A 13,999.00 2,799.80 Delhi DVD Player with Progressive SMumbain, MP3, PAL, and Karacke
20 10029 02-06-02 MINIDISC Sales Person A 13,783.50 2,756.70 Delhi Sony Minidisc Recorder
21 10030 02-06-02 HKolkataDPHONE Sales Person A 24,853.00 4,970.60 Delhi Acoustic ResKolkatarch Wireless Surround HKolkatadphones
22 10031 02-06-02 Port DVD Sales Person A 89,374.50 17,874.90 Delhi Portable DVD Player
23 10032 02-06-02 MICROSYS Sales Person A 115,835.00 23,167.00 Delhi Executive Microsystem with Subwoofer

Sals

24 10033 02-06-02 MINIDISC ales Person A 7,745.50 1,549.10 Delhi Sharp Portable MiniDisc Player/Recorder
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Order Id |ltem Type |Sales [City
10019
10027
10333
10039
10567
10070
10085
10103
10119

[¥= i L R = R R N

=
=

Suppose we have two table one is master database which contents all order details of all the
sales rep.

We have another table where only | have few orderID is given on order id is available in both
table on basis of order id we want to populate the other details, or we want to match the order
id.

TEXT (0 % « f (=VLOOKUP(A2,'Order Details'|SAS1:3GS379,3,FALSE) )
A B B C D E
1 |Order Id|ltem Type |Sales |City
2 | 10019 =VLOOKUP|A2,'Order Details'!$A$1:$65379,3, FALSE)
3 10027 CI VLOOKUP(lookup_value, table_array, l:l:ul_ir.'|dr:b<_nun'|, [range_lockup]) |
4 10233|MINIDISC
5 100396 #N/A
6 10157|CD-MP3
7 10070|LCD TV
8 10085|Home DVD
9 1010333 #N/A
10 10119 MINIDISC

=VLOOKUP(A2,'Order Details"'$A$1:$G$379,3,FALSE)

If we want to display meaning full message instead of #N/A, We can use below formula.

=Iferror(VLOOKUP(A2,'Order Details"$A$1:$G$379,3,FALSE),”"Not Found”)
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=>» Steps to populate multiple columns using single VLOOKUP
function.

1) Select all columns.

Clipboard Font Alignment

ul

B3 - b v =WVLOOKUP(AZ,

fi B C D E F
One Davy Workshop in MS Excel
Material No Price City ! Inyvnicre (Gross

[21513[]HS I_="JLDDKUF'I:F~.3.| |
2052115 T TVLOOKOPTeckup_value, table_array, col_index_num, [range_lookup])

1
A
3
4
3 2054115
7]
7
8
9

215120HS
2057105
20510105
2058105
10 120511105

aa m A e

2) Type this formula
=VLOOKUP (A3,'Material Master"A:E {3,5,2},0)

6 Cut

ER Copy -~

Clipboard Pl Font Alignment MNumber
Al - X v =VLOOKUP(A3,'Material MasTer'!A:E.{S.S.E}.D” )

A B C D E

1 |Material No Invoiced gross |F‘rice |BC] No |Guantity
2 |064275TP300S 22.878.92 39,377 66 2154 2086
3 |0B4355RYIT1S 3.94,525.89 3.94,525 89 2485 2466
4 |06451GE2405HS 2850.03 2850.03 2003 2003
5 |064515CCE415 16,565.89 16,565.89 2130 2130
6 |06451MAT4055 4 646 62 4,646.62 2020 2020
7 |06455GCRO1BHS 1.20,544 43 1.42,677.60 2159 2134

3) Press Ctrl+Shift+Enter to execute array formula.
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Clipboard P Font Fa Alignment
B3 A Je {=VLOOKUP(A3,'Material Master'lA:E,{3,5,2},0)]

A B £ D E F
1 |One Day Workshop in M5 Excel
2 |Material No Price City | Invoice Gross
3 |215130HS 1,056,83.636.71 2406 E}B?EEE-. *—'—
4 2052115 =
5 (2054115
B
7
&

215120HS
2057105
20510105

aAncod Ao

REVERSE VLOOKUP

We can apply backwards Vlookup In Reverse Order in Excel.

Suppose you have Two tables as below screenshot shown. This is master sheet where matching
column material no is available in right hand side and price which we want to populate is
available is in left hand side then we can use reverse lookup.

A B C D
1 |Price |BQ No | Quantity Material No
2 | 19,915.00 2154 2086[4275TP300S |
3 18.541.00 2485 2466 4355RYIMS
4 22.362.00 2003 2003 51GE2405HS
5 27.071.00 2130 2130 4515CC8415
6 16,969.00 2020 2020 451MAT4055
7 23.815.00 2159 2134 55GCRO16HS
8 21.048.00 6.320 6.200 4555CCB41S
9 18,063.00 2103 2103 4555VE861S
10 27.046.00 2064 2057 4558VT911S
11 28,988.00 2007 2001 70HH198001
12 23.937.00 2031 2021 70HH198002
13 25.370.00 2002 2002 TOHH198003
14 23.578.00 2006 2001 70HH198004
15 10,938.00 2030 2000 70HH198006
16 29.748.00 2004 2001 70HH198007
17 14,667.00 2020 2020 70HH198011
18 12,509.00 2002 2002 70HH198029
19 27.508.00 2040 2000 70HH198035
20 14.742.00 2007 2001 VOHHSFNODZ
21 23.746.00 2020 2000 TOHHSFNO22
22 21.768.00 2002 2000 OHHSRYH001

This is another table where we want to populate price.

Enter the formula =VLOOKUP (A2, CHOOSE({1,2},'Material Master'!D:D,'Material Master'!A:A),2,0)
into a B2 cell, and press the Ctrl + Shift + Enter keys at the same

time. And then you will get the exact price. See screens
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shot.

A B C D G

1 Material No ( Price

2 [215130HS =VLOOKUP(A2 |CHOOSE({1,2},'Material Master'!D:D,'Material Master'!A:A),2,0)
3 20821 1 S \ 'u"LOOKUP(Icckup_‘.-'.:Ilu:; iat;lifta:; col_index_nurmn, [range_lookup])

4 (2054118 16,464.00

5 [215120HS 16,186.00

Al W x W K =VLOOKUP(A2,CHOOSE({1,2},'"Material Master'!D:D,'Material Master'!,&:A],z,DH

A B C D k H |

1 |Price 'BQNo  |Quantity |Material No

2 19.915.00 2154 2086 427STP900S

3 18,541.00 2485 2466 4355RY971S

4 22.362.00 2003 2003 51GE2405HS

5 27.071.00 2130 2130 451SCCB41S

6 16,969.00 2020 2020 451MAT4055

7 23,815.00 2159 2134 55GCRO16HS

8 21,048.00 6,320 6,200 4555CC8415

9 18.063.00 2103 2103 4555VESB1S

10 27.046.00 2064 2067 4555WTI113

11 28,988.00 2007 2001 TOHH198001

12 23,937.00 2031 2021 7OHH198002

13 26.370.00 2002 2002 TOHH198003

14 23,578.00 2006 2001 7OHH198004

Dynamic Vlookup

We are going to learn how the MATCH function can be used inside the VLOOKUP function.

This helps protect the VLOOKUP from returning errors when changes are made to the workbook.

Why Match Function

Before you combine VLOOKUP and MATCH, you need to understand match function and its working.

The basic use of MATCH is to find the cell number of the lookup value from a range.

Syntax:

MATCH (lookup_value, lookup array, [match_type])

It has mainly three arguments, lookup value, a range to lookup for the value, and the match type to specify
exact match or an approximate match.
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SUM - x v K =VLOOKUP($A2,'Material Master'ISA:5D,MATCH(BS1,' Material Master'1$1:51,0),FALSE)

A B C D E F G H
1 Material No Price | BQNo | Quantity |
2 [218130HS =VLOOKUP($A2,'Material Master'!$A:3D,MATCH(BS1,'Material Master'!'$1:$1,0),FALSE)
3 2082118 VLOOKUP(lookup_value, table_array, col_index Ym, [range_lockup])
4 2054118
5 [21S120HS Worksheet name
6 20S710S !
HLOOKUP

Excel's HLOOKUP function, which stands for horizontal lookup, is used to find specific information

that has been stored in rows in a spreadsheet table.
Syntax :

HLOOKUP(lookup_value,table_array,row_index_num,range_lookup)
lookup _value: The value you want to find in the first column of the table_array.

table_array: The range of data that HLOOKUP searches to find your information. The
table array must contain at least two columns of data. The first column contains the

lookup_values.

row_index_num: The number of the row in the table_array that contains the data you want

returned.

range_lookup: A logical value (TRUE or FALSE only) that indicates whether you want
VLOOKUP to find an exact or an approximate match to the lookup_value. Typing False will

return exact matches only.

A B C D B F G H I J

1 |Material No

4.646.62 12054443 11,59.022.98 46,468.62 29.725.7

2 | Invoiced gross 22,878.92 3,79.166.08 2850.03 16,565.89

3 |Price 39,377.66 3,94 52589 2850.03 16,565 89 4,646.62 1,42 67760 11,92,073.02 46,468.82 331260
4 |QTY 2086 2466 2003 2130 2020 2134 6,200 2103 205
5 |BQ No 2154 2485 2003 2130 2020 2158 6,320 2103 206
6

7

8

9

10 1




50



Graphs & Chart

Graphs offer a visual representation of the data. Instead of having to analyze columns of

values of spreadsheet, it can interpret the meaning of the data of a single look. A graph

transmits the messages quickly. With a graph, the data of spreadsheet can be transformed

to show comparisons, patterns and tendencies.

112 e £ |

A B C

D E
Cost Sales Profit
1 Month (Rs. Lacs) (Rs. Lacs) (Rs. Lacs)

2

3

4

5

6

7

8

9

10

11

12

13

Jan-10 4320 5157 837
Feb-10 4855 5341 486
Mar-10 5109 5620 511
Apr-10 4900 5390 490
May-10 4819 5301 482
Jun-10 5300 5830 530
Jul-10 5219 5741 522
Aug-10 5512 6063 S5
Sep-10 5645 6210 565
Oct-10 6055 6661 606
Nov-10 6500 7150 650
Dec-10 6601 8000 1399

Creating a Chart

51

1) Open data sheet.
2) Select the data that wish to represent, including the titles of the columns.
3) Next, it clicks in the Insert Group and, in the sub group Charts, click in the Column

button.

Home Insert Page Layout Formulas Data Review View Add-Ins

e [ =1 ™ " -

< E@ IIJ = A - o >

BRI =R IR e

yle Table Picture Clip Shapes SmartArt ||Column| Line Pie Bar Area Scatter Other
Art v '% v v v Charts

ibles Nlustrations . Charts e

.

- -

4) The chart will be created and placed near the data table.

Press F11- > Create Column Graph on New Worksheet
Alt N C Enter -> Create Column Graph On Active Sheet
Alt N N Enter -> Create Line Graph on Active Sheet
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5) After creating a graph, you can add new elements easily. For example, you can add
titles to it to offer more information or change the element's position.

6) When creating a graph, in the Options Tape appears the Graph's Tools, which
include Design, Distribution and Format groups. In these groups you will find the
commands necessary to work with the graphs

Chart Tools !

Design Layout Format |

7) When the graph is finished, click outside it. The Graph's Tools will disappear. Click
within the graph so that they will be displayed again

8) To change the graph title, Click Layout tab->Chart Title-> Select option and type
chart title.

Insert Pagelayout  Formulas Data Review  View Developer  AddIns Design Format

L EI- PRI . FRIEEEE =

Picture Shapes Text ||| Chart | Axis legend Data Data

ines | Plot  Chart Chat 3D Trendline Lines Up/Down
Area~ Wall~ Floar~ Rotation - Bars~  Bars~

Match Style Box ||| Title~ ITitles~ - Labels ~ Tablg~
Selection Insert ~— | None T axes Background Analysis Properties
11 - (s £ ¥ | Do not display a chart Title |
8 c — Centered Overlay Title £ F G H 1 J K L M
Ul | Overlay centered Title on - = =
0 —  chart without resizing cha 2000
—  Above Chart a
4 | Display Title at top of chart 8000
Jan-10 oooll. area and resize chart T 000
More Title Options
6000
. = Cost
Feb-10 4855 5341 486 5000 - o e
Mar-10 5109 5620 511 | ] Wsales
‘| 3000 (Rs.Lacs) [
Apr-10 4900 5390 490 2000 7 = Pprofit
1000 - (Rs. Lacs)
May-10 4819 5301 482 0
Jun-10 5300 5830 530

9) To change the Chart type select the chart area, then right click and select the Change
Chart Type menu item.
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9000 Cut
8000 Copy
7000
Paste
6000
5000 Reset to Match Style bes)
4000 Font...
3000
2000 Change Chart Type... )&:5]
1000 | Select Data...
0 Move Chart... BCs)
L] 3
P L
Select Pie chart.
Cost
(Rs. Lacs)
H Jan-10
H Feb-10
® Mar-10
W Apr-10
B May-10
® Jun-10
mJul-10
H Aug-10
[ Sep-10

Change Data Source:
1) Click on the design tab-> Select Data Source.

?
Select Data Source uﬂ

Chart data range: | SElEIEINE] =Rty bty

f';._l

| } @ Switch Row/Column l—‘{l

Legend Entries (Series) Horizontal {Category) Axis Labels
’ 4] Add ” [ Edit ” X Remove ] * E ’ [ Edit ]
Cost{Rs. Lacs) Jan-10
Sales{Rs. Lacs) Feb-10
Profit(Rs. Lacs) Mar-10
Apr-10
May-10

o) ol
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Change Chart Layout
1) Click on the design Tab -> Select Layout Group.

oW, 3 &

Change  Sawve As Switch Select
Chart Type Template || Row/Column Data
Type Data Chart Layouts

Format Chart

1) Select chart -> Click on the format or right chick on the Chart and choose Format option

Chart Area ﬂsnape Fill = _ * | TBring to Front * |2 Align i1F .
%Formatie\ection . . . . ' . D/'Shape Qutline A A M J‘JSendtJBacIr Eﬁuup N 2
& Resetto Mateh Style ShapeEﬂects . * | By selection Pane 5 Rotate =i ;

Current Selection Shape Styles WordArt Styles ] Arrange Size ]

Steps to Create Dynamic Graph

Home Insert Page Layout Formulas Data Review View Developer Add-Ins Nitro Pro 9

cut ; || =T - E— B = lj b1
7j :[:py Calibri ~ |11 |A A ‘ ‘— == ‘ =1 Wrap Text eneral ;‘J_‘ 74’0' —@{j J—L‘ B | | E
s F Format Painter |B I U - Héﬁ A= 2 Merge & Center |J;' Berf -9 [ 4531508 ;Jmiﬂ;n;l ai?r;rglaet st;eell Insert Delete Format ¢

Clipboard ] Font Alignment Number Styles Cells
| £17 - £ |
A G H | J K L M N
1 - -
5 Dynamic Chart with Check-boxes 1,300
1,600 =
3 1400 +~ — —F ) — — — —
4 1,200
2 2003 1,515 145 43 1,000 Sales
6 2004 1,526 1,174 391 800 I Profits
7 2005 1,444 524 262 600
8 2006 1,562 331 110 200 7 No. of customers
9 2007 1,490 873 873 200
10 2008 1,571 318 159 -
11 2009 1,702 619 206 2003 2004 2005 2006 2007 2008 2009
13
15 Dynamic Grpzah
i ’V [¥ sales ¥ Profit [¥ o of Customers

17 I I
18
19
20

1) Click on the developer Tab.
2) Click on the Insert and Add Form Control.
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Home Insert Page Layout Formulas Drata Review Vie

‘ . E Record Macro 4’ @ Properties =
% % ﬁ Use Relative References —' @ View Code =
Wisual Macros Insert | Design Source |
Basic _ﬂ Macro Security - Mode F Run Dialog
Code Form Controls
E19 - || = Ef@ EH @

Al B C [ A<Ng/abl 6 B P :

1 ActiveX Controls
=BV EE 2 PE

’ soAdE%
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Draw the check box.

3) Right Click on the Check Box -> Select Format Control.

Dynamic Chart with Check-boxes
Dynan

BN Sales W Prof

2003 1,515 145 48 1
2004 1,526 1,174 391

2005 1,444 524 262 *
2006 1,562 331 110 1
2007 1,490 873 873 0
2008 1,571 318 159

2009 1,702 619 206 0

T T T

2003 2004 2005

Dynamic Graph

Cut

3 Copy

L

Paste

Edit Text

Grouping >
Qrder »

Assign Macro...

&

Eormat Contral..,

wl Chanen Chanta Chantt Chantd | Munamic Chaee S50
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Dynamic Chart with Check-boxes

B Sales

Dynamic Cha

o Profits =N

L2 o]

|Colorsandu'ne5| Size IProhecﬁon Properh'esl Web | Control I_

2003 1,515 145 J—
2004 1,526 1,174 3
2005 1,444 524 2
2006 1,562 331 1] || value
2007 1,490 873 8 ® Uncheded
2008 1,571 318 19 (| © Greced
© Mixed

2009 1,702 619 20/

[ 3-D shading

4) Link all the check box to relevant cells. -> Click on the Ok Button.

2004 1,526
2005 1,444
2006 1,562
~.2007 1,490
2008 1,571
2009 1,702

5) Generate Dynamic Formula.
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TRUE

145
1,174
524
331
873
318
619

TRUE

48
391
262
110
873
159
206
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Developer Add-Ins
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Clip Shapes SmartArt | [Column| Line Pie

Ear
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Area Scatter Other Hyperlin
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L L] Links
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Tables Ilustrations 2-D Column
e i e 80
A i |80 ] |

1

2

3

4 nd

5 2003 1,515 Ofinder
e | am i)t ] A
7 2005 1,444

8 2006 1,562 Cme
Q 2007 1,490 J H LS& M Mﬁ
10 2008 1,571 | ;LH ' | ' | '
11 2009 1,702 Pyramid

= Ihis] laA] JAA] b
15 Year Sales Pr | ‘ I | I |

16 2003 1,515 il 20 chart Types

17 2004 1,526 1,174 201

18 2005 1,444 524 262

19 2006 1,562 33 110

20 2007 1,490 873 873

21 2008 1,571 318 159

22 2009 1,702 619 206

23

6) Create a graph from Dynamic Formula Generated data.

Dynamic Graph

Sales
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Change Sawve As Switch Select
Chart Type Template | Row/Column Data

Farmulas Data Review

Mitro Pro 9
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Developer Add-Ins

Format

i bt

hd bd ki

Type Data Chart Layouts Chart Styles
Chart4 - @ £
6 | n ) L m [ N [ 0o |
1 Bm (A g
| Dynamic Chart with Check-boxes -
5
3 1,800
4 1,600
B 2003 1,515 145 48 1,400
6 2004 1,526 1,174 391 1,200
7 2005 1,444 524 262 1,000 ® sales
8 2006 1,562 331 110 800  profits
3 2007 1,490 873 873 600
— B No. of customers
10 2008 1,571 318 159 00
11 2009 1,702 619 206 200
13 TRUE TRUE TRUE -
15 Year Sales Profits No. of customers 3 6 7
16 2003 1,515 145 48 e -
17 2004 1,526 1,174 301 Dynamic Graph
1 2005 1,444 524 262
= v
= 2006 1562 331 110 Sales Profit No OF Customers
20 ~.2007 1,490 873 873
21 2008 1,571 318 159
22 2009 1,702 619 206
23
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Home Insert

Page Layout

W, @

Change Save As Switch Select
Chart Type Template | Row/Column Data

Formulas Data Review View

Developer  Add-ns

Design

G s i TR—... =

Nitro Pro 9

Format

5

AT Y

hd/hid ki

Type Data Chart Layouts
Chart4 ~ & S | =SERIES{'Dynamic Chart'ISES15,,'Dynamic Chart'I1SES16:5E522,3)
A Fl 6 | H [ L  m | N | o [ b
1 - e
B Dynamic Chart with Check-boxes .
T
3 1,800
4 1,600
5 2003 1,515 145 48 1,400
6 2004 1,526 1,174 391 1,200
7 2005 1,444 524 262 1,000 m Sales
8 2006 1,562 331 110 800 = profits
9 2007 1,490 873 873 600
— H No. of customers
10 2008 1,571 318 159 200
11 2009 1,702 619 206 200
13 TRUE TRUE TRUE - Delete
15 Year Sales Profits | No. of customers. Reset to Match Style
1 2003 1,515 145 48 . Change Series Chart Type...
17 2004 1,526 1,174 391 Dynamic. Graph By select Data.
18 2005 1,444 524 262 Bl 3-D Botation...
19 2006 1,562 331 110 = [proft No OF Custol aqq Data Labe's
20 2007 1,490 873 873 Add Trendline..
21 2008 1,571 318 159 % Eormat Data Series...
22 2009 1,702 619 206
23

Change No of customer as line chart.



A F G H 1 ] K L M N o]

1 . .

7 Dynamic Chart with Check-boxes

B 1,800

4 Year Sales Profits No. of customers 1,600

5 2003 1,515 145 48 1,400

6 2004 1,526 1,174 391 1,200

7 2005 1,444 524 262 1,000 _— Sales

8 2006 1,562 331 110 800 profits

9 2007 1,490 873 873 600 === No. of customers

10 2008 1,571 318 159 400 —
Series "Profits” Point 7

11 2009 1,702 619 206 200  Value: 619

13 TRUE TRUE TRUE

15 Year Sales Profits No. of customers 1 2 3 4 S 6 7

16 2003 1,515 145 48 i

17 2004 1,526 1,174 391 Dynarmic Graph

18 2005 1,444 524 262

19 2006 1,562 331 110 |7 Sales Profit [¥]Ho Of Customers

20 2007 1,490 873 873

21 2008 1,571 318 159

22 2009 1,702 619 206

23

7) Finally Hide the Dynamic data.

Hyper / Data Linking

Hyper & data linking, within or outside Worksheet / Excel File is an important feature of Excel.
This helps update data automatically or based on user requirements without any additional
effort to produce combination or results and simulations.If you have a lot of different worksheets
and want a quick way to jump between them, you can use Hyperlinks. Hyperlinks are those
underlined bits of text on the internet that lead to web pages

Link Data to Different Worksheets in Microsoft Excel

Create a index sheet.
Index
Master
Delhi

Mumbai
Chennai

1) Type Hyper Link Text
2) Select the Hyperlink Text press Ctrl+ K or Insert Tab-> Hyperlink
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r N
Insert Hyperlink l. 7 -
Link to: Text to display: |Master
_éﬂ Type the cell reference:
Existing File or | |ly1
Web Page -
Or select a place in this document:
= =) Cell Reference -
¢ e Index
Place in This , .
Document - Master
- Delhi
- Murnbai E
i - Chennai
Cé';a,__aemgﬁs = Defined Names
- Chennail Extract
- Delhil Extract
.. Muyrnhzil Evtract i

E-mail Address

OK l [ Cancel

3) From Insert Hyperlink dialog box select Target Location cell reference like Master Sheet

Index Index
Master Master
Delhi Delhfpogkz - 'Master '1A1 - Click once to follow.
Mumbai Murr Click and hold to select this cell.
Chennai Chennai

Create a hyperlink to a specific location in a workbook
To link to a location in the current workbook or another workbook, you can either define a
namefor the cells or use a cell reference.
1) To use a name, you must name the destination cells in the destination workbook.
2) On a worksheet of the workbook, click the cell where you want to create a hyperlink.
3) On the Insert tab, in the Links group, click Hyperlink.

)

)
Hyperlink

Links
3. Under Link to, do one of the following:

e To link to a location in your current workbook, click Place in This Document.
e Tolink to a location in another workbook, click Existing File or Web Page, locate

and select the workbook that you want to link to, and then click Defined Names.

4. Do one of the following:
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« Inthe Or select a place in this document box, under Cell Reference, click the
worksheet that you want to link to, type the cell reference in the Type in the cell
reference box, and then click OK.

e Inthe list under Defined Names, click the name that represents the cells that you

want to link to, and then click OK.

5. Inthe Text to display box, type the text that you want to use to represent the hyperlink.
6. Todisplay helpful information when you rest the pointer on the hyperlink, click ScreenTip,
type the text that you want in the ScreenTip text box, and then click OK.

A B C
(T

2 |Order Id \Order Date \Item Type |
3 10011 01-02-0Z Port DVD !
4 10012 01-07-02 CD-MP3

3 10013 01-07-0Z MINIDISC

6 10014 01-07-02 CD-MP3

7 10015 01-08-02 Home DVD

8 10016 01-13-02 MICROSYS

376 10384 06-21-02 MICROSYS
377 10385 06-22-02 CD-MP3

378 10386 06-23-02 LCD TV

379 10387 06-24-02 MICROSYS
380 10388 06-25-02 Port DVD

381

=
38

Grouping / Ungrouping
Have lot of data which needs to be grouped for summarized results and crisp view. No

problem, grouping and ungrouping feature of Excel will help you group / ungroup data
with lot of ease and on click of a mouse.

Insert a Group

1. Select the rows or columns you want to group together.
2. Click on the Group button.

3. You're done!
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A B C D
1
[ 2 Abudban Buy 7 6
3 Abudban Buy 50 4
4 Abudban Sell 30 4
5 |Abudban Sell 30 4
* | 6 Abudban Sell 90 4
=] | 7 Ammold Buy 14 2
g8 JAmmold Buy 90 5

Now see the outline symbols [1121and the *and |Ebuttons.

You can either click on the + and — buttons to hide or unhide the rows in the group, or you can
click the outline symbols.

You can add up to 8 levels to your outline by grouping rows within an existing group. The more
levels of groups the more outline symbols you will have.

In the above example we have looked at grouping rows, but you can also group columns in the
same way.

Q_)n 25
= @r L )
= Aj 4 J
Lz LE + =
Group Ungroup Subtotal 5
Outline L b

a. You can Expand a group by clicking on the Show Detail button located in the Outline
Group.

Tulol Inlnl

b. You can Collapse a group by clicking on the Hide Detail button located in the Outline
Group.

Remove a Group (Ungroup)
1. Select the rows or columns you want to ungroup.
2. Go to the Data tab and click on Ungroup in the Outline group.

Alternatively if you want to remove all groups go to the Data tab and click on down arrow on
the ungroup button

62



Copy the Outlined/Visible Cells Data Only

1.

Group your data to show the level of detalil

you want to copy.

2. Select the range of cells you want to copy.
3. CTRL+G to open the Go To window.

4. Select Special.

5. Click the Visible Cells Only radio button
and

click OK.

6. Now you can copy and paste.

Alt +; -> Copy Visible Cells
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Go To Special
Select
(71 Comments ") Row differences
(71 Constants ) Column differences
(7 Formulas (7 Precedents
Mumbers i) Dependents
Text (@ Direct only
Logicals Al levels
Errors i) Last cell
(7 Blanks d
(7) Current region 1 Conditional formats
(7 Current array i) Data validation
(7 Objects i@ all
Same

| ok E | Cancel




Pivot Table

Excel pivot tables are a feature that you should learn how to use. Instead of analyzing
countless spreadsheet records, a pivot table can aggregate your information and show a
new perspective in a few clicks. You can also move columns to rows or vice versa. You
might think of a pivot table as a user created summary table of your original spreadsheet.
You create the table by defining which fields to view and how the information should be
displayed. Based on your field selections, Excel organizes the data so you see a different

view of your data.
As example, A sample spreadsheet of 300 order, which includes the following data fields:

e Orderld

e Order Date
e Item Type

e Sales Rep
e Sales

e Incentive

e City

e |tem Description

A B C D E; G G H
1 Order Id |Order Date |Item Type |Sales Rep|Sales Incentive |City |ltem Description
2 10011 14/06/2011|Port DVD Sales Person A 99,998.00 19,999.60|Delhi Portable DVD-Video Player
3 10012 19/06/2011|CD-MP3 Sales Person C 29,550.00 5,910.00 |Mumbai Slimx CD/MP3 Player with 8 min ASP and UpgradKolkatable FirmDelhire
4 10013 19/06/2011MINIDISC Sales Person B 11,148.50 2,229.70 | Mumbai Sony Portable mini-Disc Player/Recorder
5 10014 19/06/2011|CD-MP3 Sales Person A 11,565.00 2,313.00 | Mumbai MP3-CD Player/Mumbair Kit/Dot Matrix DisplaysAnti-Skip
6 10015 20/06/2011|Home DVD Salas Person A 29,976.00 5,995.20|Delhi DVD-Video Player with MP3 Playback
7 10016 25/06/2011|MICROSYS Sales Person A 39,999.00 7,999.80 |Delhi CD/CD-R Executive Desktop System with Cherrywood SpKolkatakers
8 10017 30/06/2011|Port DVD Sales Person B 173,726.00 34,745.20|Mumbai Portable DVD-Video Player
9 10018 30/06/2011|CD-MP3 Sales Person A 11,915.00 2,383.00|Mumbai CD/MP3 Player with 120 Second Anti-Shock
10 10019 06/07/2011|LCD TV Sales Person A 26,965.00 5,393.00|Delhi Wireless LCD TV
11 10020 06/07/2011|Port DVD Sales Person B 53,960.00 10,792.00|Delhi Portable DVD Player
12 10021 11/07/2011MICROSYS Sales Person A 29,998.50 5,999.70|Chennai 3-CD 120-Delhitt CD-R/RW Compatible Compact Stereo
13 10022 11/07/2011|CD-MP3 Sales Person A 9,999.50 1,999.90|Chennai Slimx CD/MP3 Player with 8 min ASP and UpgradKolkatable FirmDelhire
14 10023 11/07/2011 [MICROSYS Sales Person C 7,499.50 1,499.90|Chennai CD Executive Mini System
15 10024 15/07/2011MICROSYS Sales Person A 37,497.50 7,499.50 |Delhi Executive Microsystem with Woodgrain SpKolkatakers
16 10025 15/07/2011|LCD TV Sales Person A 17,998.50 3,599.70|Mumbai Wireless LCD TV
17 10026 15/07/2011|MINIDISC Salas Person A 37,498.50 7,499.70|Mumbai Sony Portable mini-Disc Player/Recorder
13 10027 15/07/2011|CD-MP3 Sales Person C 24,970.00 4,994.00|Delhi CD-MP3 Jukebox--8 min ASP and Artist, Title, Genre, and Album Directory
19 10028 15/07/2011|Home DVD Sales Person A 13,999.00 2,799.80|Delhi DVD Player with Progressive SMumbain, MP3, PAL, and Karaoke
20 10029 19/07/2011 |MINIDISC Sales Person B 13,783.50 2,756.70|Delhi Sony Minidisc Recorder
21 10030 19/07/2011|LCD TV Sales Person C 24,853.00 4,970.60|Delhi Acoustic ResKolkatarch Wireless Surround LCD TV s
22 10031 19/07/2011|Port DVD Salas Person A 89,374.50 17,874.90|Delhi Portable DVD Player
23 10032 19/07/2011|MICROSYS Sales Person C 115,835.00 23,167.00|Delhi Executive Microsystem with Subwoofer
24 10033 19/07/2011|MINIDISC Salas Person A 7,745.50 1,549.10|Delhi Sharp Portable MiniDisc Player/Recorder

Using Excel pivot tables, you can organize and group the same data in ways that start to answer questions
such as:
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Total Sales of Delhi
Total Sales of Sales Person A in Mumbai ?
Total Order or CD-Mp3
Total Sales of December Month



Excel pivot tables allow you to group the spreadsheet or external data source by any of your data fields.
The thumbnail below shows a Total Sales city wise.

= Home Insert Page Layout Formulas Data Review View Developer Add-ns Options Design ‘!:‘) -9 X
S ) = T - A -
& cut calibri 1o AW [F == | | Siweptet General - ﬂ ﬁj' B | e T[] || E Adesum- A ﬁ
B 23 Copy — & # 8 @ Fill - £
aste [z o -|[F-o-A-ll=== S Merge & Center - ||| § = %% o ||%3 08 Conditional Format Cell | Insert Delete Format Sort & Find &
- F Format Painter U -|H — EEfiliget i = A rmatting - as Table - Styles~ | - - - | ZQear  Fier- Selectr
Clipboard F] Font ] Alignment ] Number ] Styles Cells Editing
A3 - | I | Sum of Sales ¥
A B C D E F G H I J K L M i]PivotTablEFiE\d List ¥ X
Choose fields to add to report:
‘Sum of Sales |ltem Type |~ ["]Order Id
City ~ |CD-MP3 Home DVD LCDTV MICROSYS  MINIDISC Part DVD Grand Total []Order Date
Chennai 39998 224989 264987 /Ttem Type
Delhi 756605 639549 1269395 29624125 1171361 48144145 11613837 i‘:'?s Ren
Kolkata 146096 292274 67704 1036682 249006.5 236348| 2028110.5 DInc:TshvE
Mumbai 281120 101272.5 236964 21109.5 477923 1994408 3112797 WGty
Grand Total 1223819 1033195.5 1574063 4245193 1898290.5  7045170.5] 170197315 [ tem Description

Using a pivot table, | can continue to slice the information by selecting additional fields from the
PivotTable Field List. For example, | can take the same data and segment by Sales Person
Wise.

A B G D E F G H 1 J K L Mi]PwotTable Field List v X
1 Drop Page Fields Here
2 Choose fields to add to report:
3 |Sum of Sales  |ltem Type | * [Clorder 1d
4 |SalesRep |~ |CD-MP3 Home DVD LCD TV MICROSYS  MINIDISC Port DVD Grand Total [C]Order Date
5//Sales Person A 441366 369509.5 520755 1892873 4279615 23405345 5992999.5 [¥]Ttem Type
SalesPersonB || 1378645 5040335 263600 5721815  809153.5 2122636 4409469 ::’“ Rep
es
Sales Person C 644588.5 159652.5 789708  1780138.5 661175.5 2582000 6617263 [Fltncentve
8 Grand Tofal 1223819 1033195.5 1574063 4245133 1838290.5 7045170.5| 17019731.5 [Flaity
9 [ 1tem Description
10
=N X cut o = ) —r = et Z AutoSum ~ /4
<l Calibri Tl - JlAT AT || S wrap Text General ° ij ﬂ‘;ﬁ I:‘a SEg =2 L 3 - Zz
e oo e |[B 21 B[S A e ot - | [ ol ]| St fomn, | e v o | 5y, S MR
Clipboard L&) Font 5 Alignment 5 Number & Styles Celis Editing
[ A3 -0 JF | sum of sales
A 8 c E F G H 1 J K L M| PivotTable Field List
1 D elds Here | i
2 |} C 1 Choose fields to add to report:
3 [sumofsales [item Type[~ []Order 1d
4 salesRep |- |cD-mP3 HomeDVD _ LCDTV MICROSYS  MINIDISC _ PortDVD _|Grand Total [C]Order Date
5 SalesPerson A 441366 369509.5 520755 1892873 427961.5  2340534.5| 5992999.5 [#]Tkem Type
6 SalesPerson B 137864.5 504033.5 263600 5721815 809153.5 2122636 4409469 ::“ Rep
7 |sales Person C 644588.5 159652.5 789708 1780138.5 661175.5 2582000  6617263] m(:;ve
8 |Grand Total 1223819 10331955 1574063 4245193 1898290.5  7045170.5[ 170197315 oty
9 [1tem Description
10
1
12 1
13 1
14
15
16 Drag fields between areas below:
17 7 Report Filter ZH column Labels
18 Item Type -
19
= (-
21 —p
22 i RowLabels = values
23 Sales Rep = SumofSales  *
24
= I
26

Pivot Table Structures
In the balloons above, labelled the main areas of the pivot table.

(A) PivotTable Field List — this section in the top right displays the fields in your spreadsheet.

You may check a field or drag it to a quadrant in the lower portion.
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(2) The lower right quadrants - this area defines where and how the data shows on your pivot
table. You can have a field show in either a column or row. You may also indicate if the

information should be counted, summed, averaged, filtered and so on.
(3) The outlined area to the left is the result of your selections from (A) and (B).

There are several ways to build a pivot table. Excel has logic that knows the field type and will
try to place it in the correct row or column if you check the box. For example, numeric data
such as Sales sum tends to appear to the right in columns. Textual data, such as City would
appear in rows.

While you can simply check fields to display and let Excel build your pivot table, | prefer to use
the “drag and drop” method. This is partly because | like to visualize my data in columns and
rows. | think it may also be easier if you have fields, which can appear to be numbers like a
precinct value.

Steps to create an Excel Pivot Table

1. Open your original spreadsheet and remove any blank rows or columns.

2. Make sure each column has a heading, as it will be carried over to the Field List.
3. Make sure your cells are properly formatted for their data type.

4. Highlight your data range

5. Click the Insert tab.

6. Select the PivotTable button from the Tables group.

7. Select PivotTable from the list.

. Home Insgme/ " WPage Layout Faormulas Data Review View Developer Add-Ins
B () =dul-0) € £ 2 4
E K — | '] = | =
L | ._}) 23 ﬁﬂ }4\}{ g = s t ) =
ot Picture Clip Shapes SmartArt | Column  Line Pie Bar Area  Scatter Other Hyperlink Text  Header WordArt
i Art k& B 7 k& B 7 k& Charts ~ Box & Footer &
Tables INustrations Charts i Links Tex
nsert PivoiTable Je | 9993.5
Summarize data using a PivotTable, C D E F G
PvotTables make it easy to arange [Date |ltem Type |Sales Rep|Sales Incentive |City
and summarize complicated data -
and drill down on details. b 0672011 |Port DVD Sales Person A 99,998.00 19,999.60(|Delhi
_ f06/2011|CD-MP3 Sales Person C 29,550.00 5,910.00|Mumbai
& Press F1 for more help. -
FO6S2011 [MINIDISC Sales Person B 11,148.50 2,229.70|Mumbai
10014 19/06/2011|CD-MP3 Sales Person A 11,565.00 2,313.00|Mumbai

The Create PivotTable dialog appears.
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e o o o o o o e e e e e e e e o e e e en En En Em e S En En En S S S En En Em Em S S Em Em Em Em S Em Gm Em Em e e e em em e
A B C D E
1{0rder Id |Order Date htem Type NSales Rep} Sales Ince
- ! 10011 Create PivotTable M 99,998.00
3 : 10012 __ __ 29,550.00
4! 10013 Choose the data that you want to analyze 11,148.50
5 | 10014 i@ Select a table or range 11,565.00
6 | 10015 LTGRO der Details'| SAS1: SHS37S £ | 29,976.00
7 10016 ) Use 3 39,999.00
8 | 10017 ‘ | 73,726.00
g | 10018 Connection name: 11,915.00
10 : 10019 Ch?nse where you want the PivotTable report to be placed 26,965.00
11! 10020 © New Worksheet ) 53,960.00
. (") Existing Worksheet
12 10021 - SEne TOTETEE __ [ [29,998.50
13 ] 10022 ocatn: T 9,999.50]
14 10023 | ok nd| canel || 7,499.50
15 10024 & Q&— 37,497.50

8. Double-check your Table/Range: value.
9. Select the radio button for New Worksheet.
10. Click OK.

A new worksheet opens with a blank pivot table. You'll see that the fields from our source
spreadsheet were carried over to the PivotTable Field List.

= Home Insert Page Layout Formulas Data Review View Developer Add-Ins | Options Design @ - o x
votTable Name: | Active Field: = l ﬂ ) j jA i?l Ia =] 3 g +l ﬁ
"z Bp AN ) a! [fe \Era —
votTable2 A i v _«i > Mg ] & g2 (-]
- == Collapse Entire Field _ - 2| Sort Refresh Change Data | Clear Select  Move PivotChart Formulas OLAP Field +/- Field
 options - ‘w Field Settings = &3] Group Field - Source ~ - ~  PivotTable * tools List |Buttans Headers
PivotTable Active Field Group Sart Data Actions Tools Show/Hide
A3 v £ ¥
A B G D E F G H 1 1 K L M N o FiIPwotTabla Field List ¥ X
Choose fields to add to report:
\ Drop Column Fields Here [order 1d
G [|Order Date
p []1tem Type
i [|sales Rep
;_ [|sales
g [Incentive
g [Clcity
[]1tem Description
| = |Drop Data Items Here
] o
' O
s ?,_ L
| I
i1 @
=
i ] Drag fields between areas below:
| “F Report Filter 7 column Labels

11. Drag an item such as City from the PivotTable Field List down to the Row Labels
quadrant.
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[ e e e e e e T T e e e e I T T T T
A B C D E G H I J K L M N |il’l\mtTablE Field List v X
1 Drop Page Fields Here |
2 Choose fields to add to report:
3 H [C]Crder 1d
:l5—=) Prop Column Fields Here oo
5 ||Chennai [Cttem Type
5 | pelhi []sales Rep
[C]sales
s [Drop Data ltems Here
8 |[Mumbai -
9 | Grand Total mpuon
10
11
12 1
13 1
14
15
16 Drag fields between areas below:
17 7 Repart Filter T column Labels
18
19
20
21
22 | RowLabels X values
23

Fl

s R

12. The next step is to ask what you would like to know about each city. I'll drag the Sales
rap field from the PivotTable Field List to the Column Labels quadrant. This will provide an additional
column for each city. Note that you won’t see any numerical data.

B G
Drop Page Fields Here

D

ity

[salesRep _[+]

ales Person A Sales Person B Sales Person C |Grand Total

Chennai
Delhi
Kolkata
Mumbai

(RN R Y- BT R TR TR

Grand Total

.

Drop Data ltems Here

n
12
13
14

16
17
18
19
20
21
22
23
24

IiPwotTab\e Field List

Choose fields to add to report:

v X

[COrder Id

[ Crder Date
[[Item Type
Sales Rep
R

[ lIncentive
[|1tem Description

Drag fields between areas below:

13. Now Drag Sales Field from the PivotTable Field List to the Value Labels quadrant.
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! 1
! ical kbook of 1
! Practical Workbook of MS Exce !
[ e e e e T T e e e e e e e e T T T T -
A B G D E F G H I liPivotTab\e Field List v X
1 Drop Page Fields Here
2 Choose fields to add to report:
3 ‘Sum of Sales |Sales Rep E ["]Order Id
4 |City ~ |Sales Person A Sales Person B_Sales Person C |Grand Total []Order Date
5 Chennai 257487.5 7499.5| 264987 [Cltten Type
6 Delhi 4343613.5 3135503 4134720.5| 11613837 [¥sales Rep
7 Kolkata 951121.5 1076989 2028110.5 .
8 |Mumbai 1391898.5 322844.5 1398054 3112797] Gty
9 |Grand Total 5992999.5 4409469 6617263 17019731y [ ttem Description
10
11
12 |
13 1
14
15
16 Drag fields between areas below:
17 7 Report Filter A column Labels
18 Sales Rep v
19
20
21
2 i RowLabels T Values
23 City ~ um of Sales
24
25 | 1]

You could change the summarization’s formulas by right click on the header to change and
selecting the Summarize Data By. Menu item.

A B T D E F G H 1
City [cam |
Sum of Sales [sales Rep ‘ !
Item Type |~ [Sales Person A Sales PersonB_Sales Perﬁ Calbri <11 - A A S - % 1+ F
cD-mP3 441366 137864.5
Home DVD 369509.5 504033.5 15063 B £ EA A S
LCD TV 520755 263600| Tag el 1szansal
MICROSYS 1892873 5721815 178011 2 Copy
MINIDISC 427961.5 809153.5 66117 &F | Eormat Cells...
Port DVD 2340534.5 2122636 2582 Number Format...
Grand Total 5992999.5 4409469 6617 [] Refresh
Sort »
% Remove “Sum of sales
Q Summarize Data By > )1 Ssum
#Z 7 show Details | Count
@5 Value Field Settings... Average
PivotTable Options... Max
El| Hide Field List Min
Product
More options...

iplvotTable Field List - x

Choose fields to add to report:

[_|Order 1d
[|Order Date
Item Type
sales Rep
Sales
[“]incentive

City

[ Ttem Description

Drag fields between areas below:
7 Report Filter ZH Column Labels

Gity - Sales Rep -

i RowLabels
| Item Type -

E  values

sumofsales ¥

If you change the source data sheet, refresh the Pivot table by right click and select the

Refresh menu item. Or Click on the Option Tab and Refresh.
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[ e e e e T T e e e e e e e e T T T T -
- Home Insert Page Layout Formulas Data Review View Developer Add-Ins | Dptmns Des
votTable Mame: || Active Field: 8= Expand Entwe Feld & Group Selection %l @ @:
ivotTable2 Sum of Sales _ « Ungroup
¥ Options - % Field Settings =z Collapse Entire Field i‘ﬂ Group Field i Sort }'Refresh hSaSL?rec:tha Clsar Selvect |:
PivotTable Active Field Group Sort Actions
Cé 3 fe | 504033.5 Refresh (Alt+F5) i
A B C D E F Update the info_rmatin_n in the |
City |[AI|} E ;v;::trak?;:uﬁrkc:hat is coming from a
Sum of Sales[SalesRep [+ @ PressF1 for more help.
ltem Type | * |Sales Person A Sales Person B Sales Person C |Grand Total ! !
CD-MP3 441366 137864.5 B44588.5 1223819
]Home DvD 369509.5) 504033.5. 159652.5| 1033195.5
LCDTV 520755 263600 783708 1574063
MICROSYS 1892873 3721815 1780138.5 4245193
MINIDISC 427961.5 B09153.5 661175.5| 1898230.5
} Port DVD 2340534.5 2122636 2582000 7045170.5
L Grand Total 5992999.5 4409469 6617263 17019731.5

Apply data Grouping in Pivot Table
Add date check box -> nght Click on the date column -> Select Group -> Select Year

Home  Inset  Pagelayout  Fomulas Data  Review Developer  Add-Ins options | Design

V| Row Headers I Banded Rows

e

Report  Blank
otals ~ | Layout = Rows ~

Subtotals Grand ¥ Column Headers [ Banded Columns

Layout PivatTable Style Options

PivotTable Styles

[ A8 - £ ¥
A B c D E F G H 1 1 K L M N ! PivotTable Field List v x

1

2 % Choose fields to add to report:
3 Values 'Gmuping m [7|Date

4 Years |~ |Date |~ |sum of Sales Sum of COGS [CIRegion

5 | =2004 Jun 21527.16  14785.1604 || A% [lszles Rep

6 1l 46188.31  25089.7195 Starting at: [C]Customer

7 Aug 187878.89 55404.34695 [ZEnding at: | 17/06/2006 ';';;”Sd

8 _|5ep 54679.87 36332.50815 | p, 7)sales

9 Oct 77833.64  50623.1699 P = 7 Vears

10 Nov 58495.91 37460.64255 Minutes

1 Dec 164095.68 96436.42455 E:“f

12 2004 Total 610699.46  316638.972 _

13 22005 Jan 5075624 64214.6301 P ——

14 Feb 82610.57  50841.4157 o

15 Mar 70835.03  41172.8174 Number of days: |1

16 Apr 73954.24  46709.1985 Drag fields between areas below:

17 May 7398036 47332.5019 o ] E ¥ Report Filter 7 ColumnLabels

18 1un 72247.02 47773.21985 | ‘ = Values -
19 1l 76856.9 47316.55835

Option-> Option

-> Show Report Filter Pages ->OK

(< g ey EElT PivotTable Tools

Home Insert Page Layout Formulas Data Review View Developer Add-ns ‘ Options Design @ - = x

) e _ . N - N
PivotTable Name: || Active Field: e % Group Selection 4 \_ @ @ @ .. . f i E
P ~—.5um of Sales % Ungroup = =l I | 1
- = ¢ se e Fie - z sort Refresh Change Data Clear Select Move PivotChart Formulas OLAP Field +/- Field
(; % = Collapse Entire Field ~ g
B Ontlonsq Field Settings  — @3] Group Field i - Source * - - PivotTable *  tools List |Buttons|Headers
W ive Field Group sort Data Actions Tools Show/Hide
|21 Show Report Filter Pages... I~ | 90756.24 E
[V ateatis £ [ o E F G H 1 J K L M N i PivotTable Field List v x
1 Customer (A =]
2 Choose fields o add to report:
3 Years B DateE‘Sum of sales 7| Date
4 =2004 Jun 21527.16 [“IRegion
s 1l 26188.31 [sales Rep
6 Aug 92370.8 [¥]Customer
7 s 54679.87 [lProduct
e 8 [T|coGs

8 Oct 77833.64 [7]sales
9 Now 584595.91 (V] Years
10 Dec 164095.68
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Import data from external data sources (Power
Query)

The main benefit of connecting to external data is that you can periodically analyze this data in Microsoft
Office Excel without repeatedly copying the data, which is an operation that can be time-consuming and
error-prone. After connecting to external data, you can also automatically refresh (or update) your Excel
workbooks from the original data source whenever the data source is updated with new information.

Use Excel's Get & Transform (Power Query) experience to import data into Excel from a wide variety of

data sources. You can then use the Query Editor to edit query stepsto shape or transform data.

File Home Insert Page Layout Formulas Data Review

=hERE e

Fromm  From From Table/ Recent Existing Refresh
Data = Text/CSV Web Range  Sources Connections  All~-

5 & Cor
ﬁ From File * From Workbook
T | From File
— Import data from a file, such as From Text/CSV G
_h] Microsoft Excel and XML.
_== IO AEUTe = L@ From XML

)

D

From Online Services _% From JSON

From Other Sources From Folder

gile

[ I,
Combine Queries r m From SharePoint Folder

E# Launch Power Query Editor...
Data Catalog Search

(n) My Data Catalog Queries

[.;'3. Data Source Settings...

D Cuery Options

Import Data from Web

Use Excel's Get & Transform (Power Query) experience to connect to a web page and import information
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Click the Data tab, then From Other Sources > From Web.

Home Insert Page Layout Formulas Data m

B =t L 2.

Get om  From From Table/ Recent Existing Refresh
Data = Text/CSV Web Range  Sources Connections  All~-

ta Cueries .

ﬁ From File *
Fe

& F Databas r
N rom Database I D | E | F |
_E]. From Azure *
L=y
__g From Online Services r
_b-| h T T T
__¢_ From Other Sources From Table/Range

Ly

r| Combine Queries 4 From Web %{E

1
F2 | atunech Dousear Ciane Edibar [ From Web

In the From Web dialog box, enter a web page URL, then OK.

From Web
& Basic Advanced
URL

cipedia.org/wiki/List_of_states_and_union_territones_of_India_by_population

Cancel

In this book, we're using this Web Page URL:

https://en.wikipedia.org/wiki/List_of states_and_union_territories_of India_by_population
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Access Web content et

Anonymaus ® https://en.wikipedia.org/wiki/List_of_states_and_uni...
Windows Use anonymous access for this Web content.

Select which level to apply these settings to

Basic https:/fenwikipedia.org/ -

Web API

Organizational account

Back Cancel

Click on the connect.
Power Query will analyze the web page and load the Navigator pane in Table View.

If you know which table you want to connect to, then click it from the list. For this example, we
chose the State & Union Territories table.

o X
Navigator
P Web View
Select multiple items States and union territories (by population)[edit] &
Display Options = [‘% Rank State or union territory Population (2011 Census)[13] (% of populatio
4 https//en.wikipedia.org/wiki/List_of states_an... Rank State or union territory Population (2011 Census) (% of population
P Document 1 Uttar Pradesh 199,812,341 [16.49%)
[El States and union territories (by population)[e... | 2 Maharastrs 112,374,333 (3.28%)
3 Bihar 104,099,452 (B.58%)
[ Table0
4 West Bengal 91,276,115 (7.55%)
5 Madhya Pradesh 72,626,809 (6.00%)
6 Tamil Nadu 72,147,030 (5.96%)
7 Rajasthan 68,548,437 (5.67%)
3 Karnataka 51,005,797 (5.05%)
9 Gujarat 60,439,692 (5.00%)
10 Andhra Pradesh 84,580,777 (4.08%)
11 Odisha 41,574,218 (3.47%)
12 Telangana 35,286,757 (2.97%)
13 Kerala 33,406,061 (2.76%)
14 Jharkhand 32,988,134 (2.72%)
15 Assam 31,205,576 (2.58%)
16 Punjab 27,743,338 (2.30%)
17 Chhattisgarh 25,545,198 (2.11%)
18 Haryana 25,351,462 (2.08%)
19 Jammu and Kashmir 12,541,302 (1.04%)
20 Uttarakhand 10,086,292 (0.84%) =z
< >
Load |~ Edit {ﬁ | Cancel

Click Edit, and Power Query will load the web data you selected into Power Query Window.
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zl H % Diata Type: Text ~ EZ Merge Queries ~ :
.%.l |_ —l |E Use First Row as Headers|v| Eﬁ.ppend CQueries -

plit  Group ) ) £

Column~= By [] Use First Row as Header Combine Files Parat

sort ] Use Headers as Fi Combine Para

Promote the first row of this table

11 Census)[13] {% of population of India)[14] i

BNSUS) Decadal growth (2001-2011)
Indial

Click on Home tab and click Use First Row as Headers

GO Home  Transform  Add Column  View ~ 0
5% I:b, [ Properties % L Y ERx ) H % Data Type: Text = 23 Merge Queries + [‘x [% Mew Source ~
== s LT Advanced Editor x HH HH Zl [ 5 Append Queries ~ Lo L% Recent Sources -
Close &  Refresh Choose  Remove Keep Remove Split  Group Manage Data source
load~ Preview~ =] Manage ~ Columns ~ Columns~ Rows~ Rows = Column~ By [ UseFirst Row as Header: Combine Files Parameters~  settings
Close Query Manage Columns Reduce Rows  Sort T Use Headers as Eirst guj% fi Combine Parameters  Data Sources New Query
Fromote the first row of this table
> | [ a% Rank [~ B state or union temitory [~ % eoputatian (2011 Census)[13] (% of population of India)(14) | _inta column headers F 4B Rural pop.115] ) [~]/a% un Query Settings w
g | 1 |Rank State or union territory Population (2011 Census) Decadal growth [2001-2011) Rural pop. urb
5 % of population of India) (%) (%) 4 PROPERTIES
E [2 1 Uttar Pradesh 199,812,341 202% 155,317,278 LTy Name
16.49%) (77.72%) (22 States and union territories (by populatior
[3 ]2 Maharashtra 112,374,333 16.0% 61,556,074 50, Al Properties
(9:28%) (54.77%) (45
[4 |3 Bihar 104,099,452 25.4% 92,341,436 11,7 4 APPLIED STEPS
(8-58%) (88.70%) 11 Source 3+
5 |a West Bengal 91,276,115 13.8% 62,183,113 290 Navigation #*
(7.55%) (68.11%) (81 X Changed Type
[6 |5 Madhya Pradesh 72,626,808 203% 52,557,404 20,
6.00%) (72.37%) (27.
|7 s Tamil Nadu 72,147,030 15.6% 37,229,590 34
(5.96%) (51.55%) (48
e |7 Rajasthan 68,548,437 213% 51,500,352 174
(5.67%) (75.11%) (24.
[o |8 Karnataka 61,095,297 15.6% 37,469,335 23,
(5.05%) (61.43%) (38
[0 |9 Gujarat 60,439,692 19.3% 34,694,608 253
(5.00%) (57.42%) (42.
11 |10 Andhra Pradesh 84,580,777 11.0% 56,361,702 28:Y
R < >
9 COLUMNS, 38 ROWS PREVIEW DOWNLOADED AT 14:15

Click on Close & Load to Exit from Query window and return to excel sheet.

Haome Transfarm Add Colum

D E‘H Properties E
e
= [=f Advanced Editor

Close & Refresh Chc
Load~ | Preview~ [] Manage ~ Colu
ﬁ'j Close & Load | la
T.Ei. Close & Load Ta., I

e R I_'L”ABC State or union
w 1 |Ranmk State or union terri
©
&

7 |1 Uttar Pradesh
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e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e

EOW lnset  Pagelayout  Formulas  Data  Review  View  Help

% cut Calibri
ER Copy -
~ Format Painter ru-
Clipboard el
- Je
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State or union tenitory
Uttar Pradesh
Maharashtra

Bihar

West Bengal
Madhya Pradesh
Tamil Nadu
Rajasthan
Karnataka

Gujarat

Andhra Pradesh
Odisha

Telangana

Kerala

Jharkhand

Assam

Punjab
Chhattisgarh
Haryana

Jammu and Kashmir
Uttarakhand
Himachal Pradesh
Tripura
Meghalaya
Manipur
Nagaland

Goa

Arunachal Pradesh

Font

5-a-

]

-

20 Wrap Text

Alignment

B population (2011 Census) (% of population of I

199,812,341(16.49%)
112,374,333(9.28%)
104,099,452(8.58%)
91,276,115(7.55%)
72,626,309(6.00%)
72,147,030(5.96%)
68,548,437(5.67%)

Design

61,095,297(5.05%)
60,439,692(5.00%)

24,580,777 (4.08%)
41,974,218(3.47%)
35,286,757(2.97%)
33,406,061(2.76%)
32,988,134(2.72%)
31,205,576(2.58%)
27,743,338(2.30%)
25,545,198(2.11%)
25,351,462(2.09%)
12,541,302(1.04%)
10,086,292(0.84%)
6,864,602(0.57%)
3,672,917(0.30%)
2,966,889(0.24%)
2,570,390(0.22%)
1,978,502(0.16%)
1,458,545(0.12%)
1,382,727(0.11%)

Query

General
.oy o,

Humber

Q Tell me what you want to do

Normal
g

Conditional Formatas| Good
Formatting - Table -

Styles

0.202 155,317,278 (77.72%)
0.16 61,556,074 (54.77%)
0.254 92,341,436 (88.70%)
0.138 62,183,113 (68.11%)
0.203 52,557,404 (72.37%)
0.156 37,229,590 (51.55%)
0.213 51,500,352 (75.11%)
0.156 37,469,335 (61.43%)
0.193 34,694,609 (57.42%)
0.11 56,361,702 {70.42%)
0.14 34,970,562 (83.32%)
0.1787 21,585,313 (61.33%)
0.049 17,471,135 (52.28%)
0.224 25,055,073 (75.95%)
0.171 26,807,034 (85.92%)
0.139 17,344,192 (62.51%)
0.226 19,607,961 (76.76%)
0.139 16,509,359 (75.75%)
0.236 9,108,060 (72.79%)
0.188 7,036,954 {69.45%)
0.129 6,176,050 (89.96%)
0.148 2,712,464 (73.82%)
0.279 2,371,439 {79.92%)
0.186 1,736,236 (79.79%)
-0.006 1,407,536 (71.03%)
0.082 551,731 (37.83%)
0.26 1,066,358 (77.23%)

Bad

Neutral

Urban pop. (%)
44,495,063 (22.28%)
50,818,259 (45.23%)
11,758,016 (11.30%)
29,093,002 (31.89%)
20,069,405 (27.63%)
34,917,440 (48.45%)
17,048,085 (24.89%)
23,625,962 (38.57%)
25,745,083 (42.58%)
28,219,075 (29.58%)
7,003,656 (16.68%)
13,608,665 (38.66%)
15,934,926 (47.72%)
7,933,061 (24.05%)
4,398,542 (14.08%)
10,399,146 (37.49%)
5,937,237 (23.24%)
2,842,103 (24.25%)
3,433,242 (27.21%)
3,049,338 (30.55%)
688,552 (10.04%)
961,453 (26.18%)
595,450 (20.08%)
834,154 (20.21%)
570,966 (28.97%)
906,814 (62.17%)
317,369 (22.67%)

T Dy [T
em o

LB H @
Insert Delete Format

Cells

240,928 km (93,023 5q
307,712 km (118,809 sq|
94,163 km (36,357 5q m
88,752 km (34,267 5q m
308,245 km (119,014 5
130,058 km (50,216 50
342,239 km (132,139 5q
191,791 km (74,051 59
196,024 km (75,685 5q
162,968 km (62,922 5q
155,707 km (60,119 5q
112,077 km (43,273 5q
38,863 km (15,005 sq m|
79,714 km (30,778 5 m|
78,438 km (30,285 sq m|
50,362 km (19,445 sq m|
135,191 km (52,198 5q
44,212 km (17,070 59 m
222,236 km (85,806 50
53,483 km (20,650 50 m
55,673 km (21,495 sq m
10,486 km (4,049 sq mi
22,429 km (8,660 5g mi
22,327 km (8,621 5 mi
16,579 km (6,401 5g mi
3,702 km (1,429 sq mi)
22,743 km (22,332 5 m

12 Share
3 AutoSum - A
Fill~ 2V
Sort& Find &
& Clear - Filter = Select -
Editing ~

Queries & Connections ~ %
Queries | Connections

1 query

[ States and union territaries (by p... F

37 rows loaded.



Track Changes Excel

Shared workbooks allow team members to access and change data as needed during projects. This can

cause a problem when you need to verify the data, or when discrepancies arise. Microsoft Excel contains

several tools to help ease your collaboration woes. The track changes function marks the workbook with

the date, time and name of the editor of each cell. Use track changes on all your shared documents and

you will know who to contact to verify and correct discrepancies in your data.

Instructions
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1. Open Microsoft Excel. m_uj-ﬂ\--ﬁi|
" " . Revi vi Devel ASAP Utiliti 6@ o @
2. Select "Open" from the menu. Find and S = @
10w/Hide Comment C?éﬂ Protect Sheet ﬁ Protect and Share Workbook
highlight the file where you want to track the 10w All Comments | &3) Protect Workbook €23 Allow Users to Edit Ranges
. Ink 2] Share Workbook '3 Track Ch -
changes. Click the "Open" button. @ ‘ e ernee gfa::s e

3. Select “Share Workbook” from the “Changes”

group of the “Review” menu. Check —
Share Workbook @E|

more than one user at the same time” Editing
in the “Editing” menu. Track changes

(%) Keep change histary for: |30 * | days
) Don't keep change hiskary

the box beside “Allow changes by

4. Select the “Advanced” menu. Press

“Keep change history for” under the
Ipdate changes

(%) When File is saved
number of days to maintain a history of ) Automatically every:

“Track changes” group. Type the

tracked changes in the “days” box.
5. Click “OK” to apply the changes. Click

« " Zonflicting changes bebween users
OK” to save the workbook. . .
(%) Ask me which changes win

6. Select “Track Changes” from the O The changes being saved win

“Changes” group on the “Review” Include in personal view
menu. Print settings
Click “Highlight Changes.” Bilter settings

8. Check the box beside “Track changes [ . H ancel
ance

while editing. This also shares your

workbook.”
9. Click in the check box next to “When” to select it. Select “All” from the “When” drop-down box.
10. Click in the check box beside “Who.” Select “Everyone” from the “Who” drop-down box.



Track changes while editing, This also shares waur warkboolk,

Highlight which changes

| Everyone W |
[ ] where: |

Highlight changes on screen

[ ] List changes on a new sheet

(04 l ’ Cancel

Select Changes to Accept or Reject

Which changes

when! |r'-.ln:|t wvet reviewed
Who: E'-.-'Er":.-'n:nne

vl
vl
] where: |

Ok l[ Cancel ]

11. Check the box next to “Highlight changes on the screen.” Click the “OK” button.
12. Click the “Save” button to save the file.

How to Accept or Reject Track Changes

Let us assume you have a received a spreadsheet with changes made by other users. The following
are the steps to review and accept or reject them.

1. Select Review > Track Changes > Accept or Reject Changes from the menu. ‘Select Changes
to Accept or Reject’ window appears.

Select Changes to Accept or Reject

Which changes
when: |N-:|I: wek reviemwed W |
w'hio: E'-.-'Er":.-'n:nne
[ ] where: | Pz

ok l [ Cancel ]
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2. Select changes to accept by choosing ‘When’ and ‘Who’ options
3. Click ‘OK’ button. ‘Accept or Reject changes’ window appears. Review the changes and accept

or reject them as required.

Accept or Reject Changes

Change 1 of 3 made to this document:
za, 1/9/2011 12:08 PM: A

Changed cell &5 from '3a' to ' <blank:=",

Accept l [ Reject ] [ Accept Al ] [ Reject Al ] [ Close

Macros

Microsoft Excel 2010/2013 in itself a tool which helps users to work with worksheets &
workbooks with ease.

This tool is one of the ultimate timesaver, but there are numerous events when you have to do
repetitive tasks which are of a very little value but consume your precious time; yet engage you
in a less productive activity, which Excel may do automatically.

Microsoft Excel 2010/2013 macro is the feature which eliminates or at-least minimize these
events which take your precious time in repetitive tasks, and you will be able to capitalize this
time in more productive & strategic activities.

Recording your first Macro

» Microsoft Excel 2010/2013 provides you a very helpful option which enables you to record a
macro and also modify and run afterwards

* Microsoft Excel 2010/2013 don’t provide you the macro recording option by default for
enabling macro recording at first you need to enable the Developer Tab, next slide defines
step by step procedure to enable Developer Tab
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Enabling the Developer Tab

* Click on File Button

| Home Insert Page Layout Formulas Data Review View
rn-."".
u:J] cut Calibri = g%] Eo
— 3 copy - L
F‘a;;te anrmatF‘ainter B I U-~ ===
Clipboard a Font M Alignmer
H ) - -
Al - ( fe |
A B = o E F G
1 | ]
2
3
a4
5

* Click on Options
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e e e - - ——————— -
File Home Insert Page Layout Formulas Data Review View Developer Add-Ins Custom Addins
, & Cut - T =
- - - - - L B ——
o Q{Eﬂ:el Options -
Pa!te - - - - F W - - - “ -
’ General a
Cli ; ;
— Customize the Ribbon.
g ) - Formulas
Choose commands from: (i) Customize the Ribbon: (i)
_____§ Proofing |Popu|arCommands El |Main Tabs
Save
1 iy Anchart Types... A Main Tabs
) Language Borders |, = [ [V]Home
)
3 Advanced 5] calculate How Bl Clipboard
= = (Center Font
4 (Customize Ribbon _J 7 Conditional Formatting » [ Alignment
5 Conngctions Humber
6 Quick Access Toolbar Styles
Cells
7 Add-Ins i Editing
3 ® [V Insert
8 Trust Center B [¥]Inse
9 Delete Cells.. Page Layout
10 Deletz Sheet Calumns Formulas
1 Delete Sheet Rows
4 E-mail
1 Fill Color
13 “f= Filter
14 Font I+
A Font Color || Custom Addins (Custam)
8 Font Size = Background Removal
16 @ Format Cells...
17 # Format Painter
18 E Freeze Panes 4
| A~ Increase Font Size

[ save

=1 Save As
|5 Open
[ Close

Info

Recent

Mew

Print

Save & Send

Help

ﬁ
|( ] Options )|
E'ﬁp—//




e Click on the Customize Ribbon Tab check Developer check box.

e Click ok
Once you are done with the process you will have the Developer Tab ready

m Home Insert Page Layout Formulas Data Review View
=== 3 Record Macro = g‘é& # [ properties
==| == Use Relative References gl 2 : Gl view Code
Yisual Macros ] Add-Ins  COM Insert Design ) Source . -
Basic A Macro Security Add-Ins - Mode A Run Dialog 4 Refresh Data
Code Add-Ins Controls XML
Al - fe |
| A | B c D E F G H I J

e When you record macro Microsoft Excel 2010/2013 provides you with 2 options either you
can record a macro using Absolute References or Relative References

¢ If you go for Absolute References Excel’s behavior will be:
o You record a macro in Cell A1 type “Excel is Great” format Bold Cell B1
o Whenever you play / run this macro Excel will always type “Excel is Great” in Cell A1

and format Bold Cell B1 no matter wherever your cursor is

e You can refer to following tab that you can click on Use Relative References which will

enable you to record a macro in relative cells, as discussed whenever a relative reference

macro is executed it will run in-place

=9 Em& - Microsoft Excel

Home Insert Page Layout Formulas Data Review View ( Developer ' )Add-lns
== 2] Record Macro |'§§~'1 > [%f Properties E: “y Map Properties (3@ Import oui
B v WA - l | s
== Use Relative References )| i\’ QJ View Code —‘J f{j Expansion Packs ;7,' Export =g
Macros , .i Insert Design _ Source |, . Document
A Macro Security v Made 1 Run Dialog ¥ Refresh Data Panel
Code Controls XML Maodify
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Record Macro

Macro name:

Macrol

Shortout key:
Ctrl+5hift+ |1

Store macro in:
This Waorkbook

Description:

w0 NP

Run your Macro

Press Bold & Italics

Click on Cell A1 type “Excel is Great”

Select cells from A1:C1 click on Home Tab and click on Merge & Center

Now click on Developer Tab and click on Stop recording

You can execute the macro you just recorded by either clicking on the Macro button on the

Developer Tab or by pressing Alt F8 , you can see the list of Recorded macros in the dialog

box you can press Run button

to execute the macro as soonas YOU Press run you can seethat your recorded macro

willexecute

Macro

Macro name:

Macrosin: | All Open Waorkbooks

Description

Bun
atep Into

Edit

Delete

IR

opkions, ..

Cancel

Edit Macros

To see what Excel did behind the scenes you can either click on Macros button on Developer

Tab and select Edit or you can press Alt F11
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L —~
Macro lilg

Macro name:

Macros in: | All Open Workbooks [=]

Description

What it looks like
£ Microsoft Visual Basic - Book2 - [Modulel (Code)] T . amm ™

% Eile Edit View Inset Format Debug Run  Tools Add-Ins  Window Help

‘EE-H % aEaA ey 1o MEY @ L cll
Project - VBAProject X

ItGeneraIl
ENEE —
u#& Suk Macrol()
E---@_ VBAProject (Boo I
425 Microsoft Excel ' Macrol Macro

' Eevboard Shortcut: Ctrl+Shift+J
'

AetiveCell.FormulaRI1Cl = "Execel is great™
AetiveCell.Range ("A1:C1") . Select
“4#% Module1 With Selection
EwﬁiVﬂAPnﬂeﬂ(ﬁna HorizontalAlignment = xlCenter
WerticalAlignment = xlBottom
.WrapText = False
.Orientation = 0
.AddIndent = False
. IndentLevel 1]
. ShrinkToFit False
.ReadingCrder = xlContext
.MergeCell=s = False
End With
Selection.Merge
Selection.Font.Bold = Trues
Selection.Font.Italic = True
End Sub

This is what Excel did behind the scenes, it written the code for you. You can change the
code if you want.You can either closethe window or pressAlt F11 again to goback to your
Excel

normal screen
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Assign Macros on Command Button -L:L LE‘?’Z’ A7 Propertie
e G View Coc
. Insert |Design i
e Click on the Developer Tab ~ | Mode H Run Dial
e Under Control Group, Click on the insert button & choose .| Form Controls !
Button. =EHH SEE G

« Create a Button using drag technique. ngu'tm:[h’”'ﬂ Control)
e Select the Macros from Assign Macros Dialog box. Or If you =
) ’ ) : : = H VR 2
want to assign macros later first design Button, Right click a0 AE=%
on the button and click on the assign macros. =D

F K L M N
T |-
] [ new
Record
Macros in: | All Open Workbooks El
Description
o | [ cancel

Security & Protection — for worksheet
and file

Security and protection will help you protect your cells, worksheet area,
worksheet or an excel file from unauthorized or misuse. You can secure your
confidential data with this feature.

Select all cell, click on format, format cells....

Uncheck the option locked and click ok...

84



Prot=ction

" Border " Fill

| MrMumber ” Alignment " Font

1 Hi
Locking c=lls or hiding formulas has no effect untl vou protect the worksheet (Rewview
tab, Changes group, Protect Shest button]).

[ QK ] [ Cancel
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Now, select the cells you want to lock for example as per following snapshot....

Home Insert Page Layout Formulas Data Review View Developer Add-Ins Custom Addins & e
Tl Calibri == = - ;Wrap Text General - ﬂ % ,__‘?I E'- Z Autosum - W L
- 53 Copy - = o #] Fin - 2
Paste e pam| B L U EMegeacenter- § - % » |4 0 Condtionel Fomat Cel | Inset Delee Fomat o Sorta f

Clipboard 5 Font 5 Alignment E] Number E] Styles Cells | cell Size L

H £ = = ﬂ: Row Height...

c1 - I | AutoFit Row Height

4] A B c | b [ E F G H ] 1 K L M N 0 p| ™3 Columnwidtn.. E

1_ AutoFit Column Width

2 | Default Width...

3_ Visibility

i Hide & Unhide L3

5— Organize Sheets

ﬁ— Rename Sheet

;— Move or Copy Sheet..,

| Tab Color »

10 Protection

11| (g Protect Sheet...

12 (21| LockCell

E ﬁ Format Cells...

i [etashest Formating

15 Datasheet Formatting (Ctrl+

o

17

m

19|

20

2]

22

23

Custom Lists

MNumber Alignment Font EBorder Fill Protection

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

I oK ] [ cancet ]

Click on protect sheet from the following menu...
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m_Home Insert Page Layout Formulas Data Review View Developer Add-Ins Custom Addins

@ ﬁprotect and Shar

@Allow Users to B
rotect Share

orkbook Waorkbook _5# Track Changes =
Changes

% ﬂa I‘:— _I E;.i IJ K l = l [ I """ Show/Hide Comment

= % show All Comments

Spelling Research Thesaurus | Translate Mew Delete Previous Mext
Comment

Proofing Language Comments

oo~ =

C1 - fe | Protect Sheet

A B C | D | E F G H Prevent unwanted changes to the I\
data in a sheet by specifying what
information can be changed.

For example, you can prevent
people from editing locked cells or
changing the formatting of the
document.

You can specify a password that
can by entered to unprotect the
sheet and allow these changes.

9 Press F1 for more help.

Gl L Gl

Type the password you want to use for protection / unprotection...

Protect Sheet

Protect worksheet and contents of locked cells

Password to unprotect sheet:

[ 1Format cells
] Format calumns
|:| Format rows
[Jinsert columns
I:l Insert rows

[ insert hyperlinks
[ Joelete columns
[ oelete rows ol

L CK ] [ Cancel ]

Now when you try to enter the data in protected cells, you will face the following errors....

“_Home Insert Page Layout Faormulas Data Review View Developer Add-Ins Custom Addins

._\\1/3}} @ L|.'J SE&. _J ‘J\_A ;I_J _‘)_J iz showy/Hide Comment m @ -ﬁ Protect and Share Workb

% Show All Comments g{cﬁ Allow Users to Edit Rangs

Spelling Research Thesaurus | Translate MNew Delete Previous MNext Unprotect  Protect Share
Comment Sheet Workbook Workbook _la} Track Changes -
Proofing Language Comments Changes
H L R B
| - £
A B C D E F G H 1 J K L M |
1
2
3 r
A Microsoft Excel !
3 The cell or chart that you are trying to change is protected and therefore read-only,
6 1
L& To modify a protected cell or chart, first remove protection using the Unprotect Sheet command (Review tab, Changes group). You may be promp
7 for a passward.
8
2
10
11
12
13

To unprotect the sheet and locked cells...click on unprotect sheet as per following and
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type password.....

Mme Insert Page Layout Formulas Data Review View Developer Add-Ins Custom Addins

ABG EE =N wl [ ) show/Hide Comment @ Protect and Share Workbook
vdEH & owmtat B

i Show All Comments 8"23 Allow Users to Edit Ranges

Spelling Research Thesaurus | Translate Mew Delete Previous Mext Unprotect rotect Share ..
Comment ] Sheet orkbook Workbook _IQTTE'CK Changes -
Froofing Language Comments Changes
H9-- <
| G7 - £ |

Setting up the file password...... click on File Button and save as....

Home Insert Page Layout Formulas Data Review
H Save

Save As

Recent Workbooks

[ Trainig Sales Details

5 Open Bl Desktop
L4 Close [ Excel Training File

=1 DesktoptAdv. MS Excel Training
Info = ] Bookl

BHl| My Documents

Recent
e ] Forrulas
J

DesktophAdv. M5 Excel Training

Mew X3 BubbleChart
) Desktop
Print
[x: Sales Dashboard
DesktopAdv. M5 Excel Training
Save & Send
[x:7 Pareto Chart
DesktopAdv, M5 Excel Training
Hel
. [x: temp
=i 5
2] Options Desktop
[y test
B9 Exit BHl| Desktop

Click on Tools...General Option....
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[Z]B<]

~| @ - > Cu B -

-§ My

Computer

& My Network
Places

Brint

Map Metwork Drive...
Properties

wweb Option

ress Fi
Tools ~

|Bocki.xisx

[ Esccel workbook (= xdsx)

I Save ] [ canc=l ]

General Options

Password to open:

Password to modify:

[1] Always create backup
File sharing

[ read-only recommended

r—
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Data validation

Suppose you want the user not to enter or to enter some data in some specified
fields when they are inputting the data for further analysis or use. You can define
your custom built data validation rules which are easy to implement, use and

manage as well.

Path : Data Tab - Data Validation

Home Data Review View Developer Add-Ins Custom Addins
= = [Ga) connections - K Clea > T L
@ @ = o 2 Zooene HER W o hm b}
From From From From Other o il Sort Filtar Y o Consolidate What-If | Gn
Access  Web 2 Advanced Analysis =
Get External Data Connections Sort & Filter
=
F&
A B F | & H I J K M N
1 [ Data Validation L2 [t
2
3 | Input Message | Error Alert |
4 Validation criteria
3 Allow:
EI Any value |Z| Ignore blank
7 Data:
8 between
9
10
11
12
13
- Apply these changes to all other cells with the same settings
15
2 o) (o
17 .
18
Data validation in Excel —Drop down list
If you want to validate a cell to restrict data entry to values in a drop-down list follow these
steps:
Data Validation e
1. Select the cell you want to validate. Settings | Ingut Message | Emor Mert
2. On the Data tab, in the Data Tools group, i
. . . Al
click Data Validation. L B & torors biank
3. The Data Validation dialog box will open. iyl e
. . . . Source:
e In the Data Validation dialog box, click the 31 4CH4l N
Settings tab.
e Click on the Allow box then select List from , J the
| Cancel
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Click the Source box and then type the valid values separated by the appropriate list

“n

separator character depending on your requirement ( usually a comma “,” or semicolon

“”). For example if the cell is for a color of a car then you can limit the values by
entering : Silver, Green, Blue.

Instead of typing your list manually, you can also create the list entries by referring to a
range of cells in the same worksheet or another worksheet in the workbook.

To specify the location of the list of valid entries, do one of the following:

If the list is in the current worksheet, enter a reference to your list in the Source box, for
example enter: =$A$1:$A$6.

If the list is on a different worksheet, define a name for your list then enter the name

that you defined for your list in the Source box, for example, enter: =Valid Projects.

Configure the allowed data for D35 cell: a number between 100 and

200.

Data Yalidation

21|

Settings | Input Message | Error Alert I

Validation criteria

Allovy:

lWhoIe number

Data:

Ibetween

Minimurmn:

:J [V Ignore blank

H

{10 |

Maximumn:

il

200

=

[ apply these changes to all ather cells with the same settings

Clear All I

Number Data Validation

o]

Cancel

Suppose you want to enter Pin code inside the excel cell as we know pin code must be equal to 6

Vandor Name

Address

Data Validation

2. e |

city

Pin Code

Mobile No

91

Settings

Input Message | Error Alert |

Validation ariteria
Allow:
Whole number
Cata

between

flinimum:
100000

Mapdmum:
999995|

Apply these changes to all other cells with the sam

Clear Al

character it can’t more be than 6 character or

less than 6 character and it must be no.


http://www.mstipsandtricks.com/tips-and-tricks/ms-office-tips-and-tricks/ms-excel/consolidate-data/figure6.jpg
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Create an input message for pin code cell.

Data Validation

L% o

Settings InputMessage\ Error Alert |

Show input message when cell is selected

When cell is selected, show this input message:
Title:
Information
Input message:
Flease Enter Pin Code Here! |

Clear all [ 0K

Create an error message.

-
Data Validation

| Settings | Input Message ||: Error Alert i

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
Stop [*] stop
Error message:
Invalid Pin Code

Clear all [ oK

][ Cancel ]

b

Click ok Button & try to type invalid pin Code you will get the error message.



Vandor Name |ABC Pvt Ltd.

Address Sector -62, Noida

City Moida Invalid Pin Code

PinCode  |1200 ;

Mobile No | Retry | [Cam:el ] [ Help ]

Information

Please Enter Pin
Code Here!




Paste special functions

You can play with copied data the way you want with this feature which users
rarely know.

Paste Special allows you to specify that only the entries be copied (without the formatting) or
that just the formatting be copied (without the entries).

This page going to explains to you the Excel 2010/2013 paste special options.

To use the Paste Special dialog box

Select the range of data you wish to copy.

On the Home tab, in the Clipboard group, click Copy icon.
OR press Ctrl+C.

Click the cell where you want to paste the range.

On the Home tab, in the Clipboard group, click the down arrow of the Paste icon and click
the Paste Special option.

From the Paste Special dialog box displayed, select the necessary option from the Paste
section:

Paste Special @
Paste
@ &II 1 Al using Source theme
" Eormulas 1 All except borders
1 Values 1 Column widths
| Formats ! Formulas and number formats
| Comments 1 Values and number formats
) Validation
Operation
@ Mone 1 Multiply
1 Add ) Divide
| Subtract
[ skip blanks [] Transpose
Paste Link | QK | I Cancel
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Each option is explain as follow:

All Pastes the cell's contents, formats, and data validation from
the Clipboard.

Formulas Pastes values and formulas, with no formatting.

Values Pastes wvalues and the results of formulas (no formatting).

The destination for the copy can be a new range or the
original range.

Formats Copies only the formatting.

Comments Copies only the cell comments from a cell or range. This
option doesn’t copy cell contents or formatting.

Validation Copies the validation criteria so the same data validation will
apply.

AllUsing Source Pastes everything, but uses the formatting from the

Theme document theme of the source. This option is relevant only if

you're pasting information from a different workbook, and the
workbook uses a different document theme than the active

workbook.
All Except Borders | Pastes everything except borders that appear in the source
range.
Column Widths FPastes only column width information.
Formulas And Pastes all values, formulas and number formats (but no other
Number Formats formatting).
Values And Pastes all values and numeric formats, but not the formulas
Number Formats themselves.

In the Operation section, select the available suitable option.

In the Operation section, select the available suitable option.

For example, if you select the Add option, Excel adds the corresponding values in the source
range and the destination range and replaces the destination range with the new values.

The Skip Blanks option prevents Excel from overwriting cell contents in your paste area with
blank cells from the copied range. It is useful if you're copying a range to another area but
don't want the blank cells in the copied range to overwrite existing data.

The Transpose option can change the orientation of the pasted entries. For example, if the
original cells' entries run down the rows of a single column of the worksheet, the transposed
pasted entries will run across the columns of a single row (see steps below).

To use the Transpose option

Select the range of data you wish to copy and transpose.

On the Home tab, in the Clipboard group, click Copy icon.
OR press Ctrl+C.

Click the cell where you want to place the range.

On the Home tab, in the Clipboard group, click the down arrow of the Paste icon and click
Transpose.
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How to Flatten, Repeat, and Fill
Labels Down in Excel

96

Flattening Data

Many of Excel's features, such as PivotTables, Charting, AutoFilter, and the Subtotal feature, were
designed to work with flat data. Flat data is described as data which contains values in all cells within the
table. All information about the record is derived from the values in the row, and, not from its position within
the table. It is simple to see the difference visually. So, this screenshot shows data that is not flat:

H ©- &2 ;
FILE HOM INSER PAGE FOR  DATA REVIE VIEW DEVE  leff Lenni.. - ﬂ
Fa4 | i fe v
B C 3] E -
38 Name Account Date Amount
39 |Bayshore Water Fuel 4/26/2012 2400
40 B/Af2012 24 50
41 Lltilities hM2/2012 2500
42 RM272012 38.74
43 Cal Gas & Electric Office expenses 1/21/2012 156.22
44 27252012 122 51
45 32412012 113.89
46 47212012 118.50
47 |CalQil Company Rent of other business  2M10/2012 66.56
48 3nTr20$z2 h2.48
49 4/7i2012 7274~
Flat * Po[a y

READY 9 M -—3—+ 100%

You can see labels are not repeated, and there are cells with missing values. Thus, we must determine
information about a record based on the position of the row within the table. For example, we know that
row 39 is for Bay shore Water, but, we only know that row 40 is for Bay shore Water based on its position
within the table.

In contrast, flat data contains repeats the labels as needed. This screenshot shows flat data:


http://www.excel-university.com/wp-content/uploads/20130725a.png
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H ©- o s
FILE HOM INSER PAGE FOR  DATA REVIE VIEW DEVE  leff Lenni.. - ﬁ

Fa4 v i Fe v
B C D E s

8 Name Account Date Amount

9 Bayshore Water Fuel 4/28/2012 24.00

10 |Bayshore Water Fuel 5/512012 24 50

11 |Bayshore Water Fuel bEM2i2in2 25.00

12 |Bayshore Water Utilities sM2i2012 38.75

13 |Cal Gas & Electric Office expenses 112172012 16622

14 |Cal Gas & Electric Office expenses 212512012 122 .51

156 |Cal Gas & Electric Office expenses 32472012 113.89

16 |Cal Gas & Electric Office expenses 472172012 118.50

17 |Cal0il Company Rent of other business  2/10/2012 66.56

18 |Cal0il Company Rent of other business  3/17/2012 5248

19 |CalQil Company Rent of other business  4/7/2012 1274~
Flat ) P[4 3

= M -——+ 100%

| cells within the table contain values. All information about a record is contained within the row, and is

not derived by its position within the table.

Sometimes we obtain data from an accounting system or from a client that is not flat. We want to use it
with Excel, and really wish we could easily flatten it. Since this is Excel, there are of course several ways

to

approach this task, but one of the easiest ways is by using a series of built-in commands.

We'll start with a summary, and then work through the details.

Summary

1. Select the range that you want to flatten — typically, a column of labels

2. Highlight the empty cells only — hit F5 (GoTo) and select Special > Blanks

3. Type equals (=) and then the Up Arrow to enter a formula with a direct cell reference to the first data

4.
5.

label
Instead of hitting enter, hold down Control and hit Enter
To replace the formulas with values, select the whole column, and then Copy / Paste Special > Values

Detalils

Here, we’ll walk through each step, and ... | brought screenshots!

S
Fi

tep 1:

rst, select the range that you’d like to flatten. This is typically a column of labels you want to repeat,

represented by B39:B62 in the screenshot below:


http://www.excel-university.com/wp-content/uploads/20130725b.png

COUNT:

& H =

H - &- & 5 Flatxlsx - Excel ? H - O X
FILE HOME IMSER PAGE FORM DATA REVIE VIEW DEVEL Jeff Lenni.. - E
B39 v| Jfe | Bayshore Water v
B C D E
38 Name Account Date Amount
39 |Bayshaore Water Fuel 4/28/2012 24.00
40 B/B/2012 24 50
41 Litilities EN22012 25.00
42 M2/2012 35.75
43 |Cal Gas & Electric Office expenses 112172012 16622
44 21252012 122 51
45 32472012 113.89
46 47212012 118.50
AT | CalOil Company Rent of other business  2/10/2012 66.56
43 3nir20$z 5248
49 4/7i2012 72.74
50 | State Board of Equalization |Taxes and licenses 1172012 699.00
51 217/2012 599.00
52 3nezo;z 69912
53 4/1/2012 69912
54 R/2012 59912
55 |Tingey, Erika Accounts Receivable 1/24/2012 107.50
56 Undeposited Funds 1/31/2012 107.50
57 Accounts Receivable bi2/2012 50240
58 Bi4/2012 340.00
59 B/Af2012 17500
60 |White Nursery Taxes and licenses 1/158/2012 1.000.00
61 Other Expenses 1/18/2012 1,360.00
62 Supplies 4/15/2012 117.00
| |
Flat ) 1 3

m -—F—+ 100%

Step 2:

Next, we need to select only the empty cells within the range. We can simply use the Go To command for
this. Hit the F5 key on your keyboard to bring up the Go To dialog, as shown below:

Go To 7 ][=]

Goto:

-

Reference:

’ Special... ] [ OK l’ Cancel ]

Next, hit the Special button to bring up the Go To Special dialog. Select the Blanks option, as shown below:


http://www.excel-university.com/wp-content/uploads/20130725c.png
http://www.excel-university.com/wp-content/uploads/20130725d.png

L e e o e e
Go To Special |I||E|
Select
() Comments (7) Row differences
(71 Constants () Column differences
(") Formulas (") Precedents
Mumbers (7) Dependents
Text (@ Direct only
Logicals All levels
Errors () Last cell
@ Blanks (7 Visible cells only
(") Current region (") Conditional formats
(") Current array (") Data validation
() Objects i@ Al
Same
QK ] [ Cancel

Click OK, and Excel will select only the empty/blank cells within the original range, as shown below:


http://www.excel-university.com/wp-content/uploads/20130725e.png

H - &- & 5 Flatxlsx - Excel ? H - O X
FILE HOME IMSER PAGE FORM DATA REVIE VIEW DEVEL Jeff Lenni.. - E
B40 v @ Jx v
B C D E &
38 Name Account Date Amount
39 Bayshore Water Fuel 4/28/2012 2400
40 | | B/B/2012 24 80
41 Litilities EM22012 25.00
42 51272012 38.75
43 Cal Gas & Electric Office expenses 112172012 16622
44 21252012 122 51
45 372472012 113.89
46 47212012 118.50
47 |CalOil Company Rent of other business  2/10/2012 66.56
43 3nir20$z2 5248
49 4/7i2012 72.74
50 State Board of Equalization  Taxes and licenses 11172012 699.00
51 2172012 599.00
52 3nzo;z 59912
53 4/1/2012 69912
54 R/2012 59912
55 Tingey, Erika Accounts Receivable 1/24/2012 107.50
56 Undeposited Funds 1/31/2012 107.50
57 Accounts Receivable bi2i2012 50240
58 Bi4/2012 340.00
59 B/af2012 17500
60 White MNursery Taxes and licenses 1/158/2012 1.000.00
61 Other Expenses 1/18/2012 1,360.00
62 Supplies 4/15/2012 117.00 -
Flat ) K 3

= M -——+ 100%

Step 3:

Now, we need to write a formula that pulls the value from the cell above. This is easily accomplished by
typing an equal sign (=), and then hitting the Up Arrow key on your keyboard. There are other ways, but
to me, this is the easiest way to write the formula. Now, resist the urge to hit the Enter key!! Do NOT hit
Enter yet. The resulting formula is shown below:

100


http://www.excel-university.com/wp-content/uploads/20130725f.png

H - & 5 Flatxlsx - Excel ? H - O X
FILE HOME IMSER PAGE FORM DATA REVIE VIEW DEVEL Jeff Lenni.. - E
SUM i | X & [ || =B39 v
B C D E &
38 | Name Il Account Date Amount
39 \Bayshore Water ________IFuel 4/28/2012 24.00
40 =EE'E:]- B/B/2012 24 50
41 Litilities EM22012 25.00
42 272012 35.75
43 Cal Gas & Electric Office expenses 112172012 16622
44 21252012 122 51
45 32472012 113.89
46 47212012 118.50
47 | CalOil Company Rent of other business  2/10/2012 66.56
43 3nir20$z2 £2.48
49 4/7i2012 72.74
50 State Board of Equalization  Taxes and licenses 11172012 699.00
51 2/1/2012 599.00
52 3nezo;z 59912
53 4/1/2012 69912
54 RM/2012 59912
55 Tingey, Erika Accounts Receivable 1/24/2012 107.50
56 Undeposited Funds 1/31/2012 107.50
57 Accounts Receivable bi2/2012 50240
58 Bi4/2012 340.00
59 B/Af2012 17500
60 White MNursery Taxes and licenses 1/158/2012 1.000.00
61 Other Expenses 1/158/2012 1,360.00
62 Supplies 4/15/2012 117.00 -
Flat o) P[4 3

POINT %5

Step 4:

Now, we need to fill this formula down through all selected (blank) cells. This is done by holding down the
Control key, and then pressing Enter immediately after writing the formula. If you have written the formula,
and have already pressed Enter, then, you'll need to write the formula again, and press Ctrl+Enter instead
of Enter.

The Ctrl+Enter shortcut tells Excel to perform two tasks at once. Enter the formula, and, fill it down through
all selected cells.

The result of this command is shown below:
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H - & 5 Flatxlsx - Excel ? H - O X
FILE HOME IMSER PAGE FORM DATA REVIE VIEW DEVEL Jeff Lenni.. - @
B40 v i 5 || =B39 v
B C D E &
38 Name Account Date Amount
39 Bayshore Water Fuel 4/28/2012 24.00
40 |[Ela1-,r5h|:|re Water | E/5/2012 24 50
41 |Bayshore Water Utilities T P 25.00
42 |Bayshore Water 522012 38.75
43 Cal Gas & Electric Office expenses 172172012 16622
44 |Cal Gas & Electric 21252012 122 51
45 |Cal Gas & Electric 372472012 113.89
46 |Cal Gas & Electric 47212012 118.50
47 | CalOil Company Rent of other business  2/10/2012 66.56
48 |CalOil Company 3nir20$z 5248
49 |CalOil Company 4/7/2012 72.74
50 State Board of Equalization  Taxes and licenses 11172012 699.00
51 | State Board of Equalization 212012 £99.00
52 | State Board of Equalization 32012 699.12
53 | State Board of Equalization 4172012 699.12
54 | State Board of Equalization 5172012 69912
55 Tingey, Erika Accounts Receivable 1/24/2012 107.50
56 |Tingey, Erika Undeposited Funds 1/31/2012 107.50
57 |Tingey, Erika Accounts Receivable b/2r2012 502.50
58 |Tingey, Erika Bi4/2012 340.00
59 | Tingey, Erika B/Af2012 17500
60 White MNursery Taxes and licenses 1/158/2012 1.000.00
61 |White MNursery Other Expenses 1/158/2012 1,360.00
62 |White Murseny Supplies 4ME/2012 117.00 -
Flat P 3

= COUNT: 18 H m -— 4+ 100%

Step 5:

Now, all that remains is to replace the formulas with their values. First, select the whole column. Excel
doesn’t let us perform the next step with multiple ranges selected, so, we need to select a single column
range.

Now, we just copy the range using any method you prefer (Ribbon, right-click, keyboard shortcut). Then,
we do a Paste Special. In the Paste Special dialog box that pops up, we select Values, as shown below:

When we click OK, we are done. We repeat these steps on the Account column, and bam.....flat data, as
shown below:
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H ©- o E
HOME INSER PAGE FORM DATA REVIE VIEW DEVEL leff Lenni.. ~ ﬁ
B38 - I Name
| B C D E
38 Name Account Date Amount
39 |Bayshore Water Fuel 472812012 24.00
40 |Bayshore Water Fuel 5/6/2012 24.50
41 |Bayshore Water Utilities 51272012 25.00
42 |Bayshore Water Utilities 51272012 38.75
43 |Cal Gas & Electric Office expenses 1/21/2012 156.22
44 |Cal Gas & Electric Office expenses 22502012 122 51
45 |Cal Gas & Electric Office expenses 32472012 113.89
46 |Cal Gas & Electric Office expenses 42172012 118.50
47 |CalQil Company Rent of other business  2/10/2012 66.56
48 |CalOil Company Rent of other business  3/M17/2012 52.48
49 |CalOil Company Rent of other business  4/7/2012 7274
50 |State Board of Equalization  Taxes and licenses 1/1/2012 699.00
51 |State Board of Equalization  Taxes and licenses 21172012 699.00
52 |State Board of Equalization  Taxes and licenses 32012 699.12
53 |State Board of Equalization  Taxes and licenses 411/2012 699.12
54 |State Board of Equalization  Taxes and licenses 5172012 69912
55 |Tingey. Erika Accounts Receivable 1/24/2012 107.50
56 Tingey, Erika Undeposited Funds 113172012 107.50
57 |Tingey, Erika Accounts Receivable 5212012 502.50
58 |Tingey, Erika Accounts Receivable 5472012 340.00
59 |Tingey, Erika Accounts Receivable 5/6/2012 175.00
60 |White Nursery Taxes and licenses 1/19/2012 1,000.00
61 |\White Nursery Other Expenses 11972012 1,380.00
62 \White Nursery Supplies 4/15/2012 117.00
Flat () 1 r

P -——+ 100%

Notes

You can typically perform this task on multiple columns at the same time, but, it only works if the first row
has values for all selected columns, so, just be sure to review and double-check your work.

Conclusion

As with just about everything in Excel, there are many different ways to accomplish any given task. | would
use the approach above if | needed to flatten data occasionally. However, if | needed to flatten data files
often, then | would probably handle this task with a macro. But, that is a post for another day.

Hope this approach helps you flatten data files quickly!

Print settings

You can take print of enormous data with the way you want.
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e Click on File Button and then print.
o Click on preview then click on Page setup
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1.Navigating in Worksheets and Selecting Cells

Ctrl+Shift+[+]

Insert a new row or column (after the current row is selected
with shift+ space, or column is selected with ctrl+ space

arrow left, arrow right, arrow up,arrow down

Move one cell up, down, left, or right in a worksheet.

Ctrl+Arrow Keys

Moves to the edge of the current data region

Shift+Arrow Keys

Extends the selection of cells by one cell.

Ctrl+Shift+Arrow Keys

Extends the selection of cells to the last nonblank cell in the same
column or row as the active cell, or if the next cell is blank, extends
the selection to the next nonblank cell

Backspace

Deletes one character to the left in the Formula Bar. Also clears the
content of the active cell. In cell editing mode, it deletes the character
to the left of the insertion point

Delete

Removes the cell contents (data and formulas) from selected cells
without affecting cell formats or comments. In cell editing mode, it
deletes the character to the right of the insertion point.

End

Moves to the cell in the lower-right corner of the window when
SCROLL LOCK is turned on. Also selects the last command on the
menu when a menu or submenu is visible.

Ctrl+End

Moves to the last cell on a worksheet, in the lowest used row of the
rightmost used column. If the cursor is in the formula bar,
CTRL+END moves the cursor to the end of the text

Ctrl+Shift+end in worksheet

Extends the selection of cells to the last used cell on the worksheet
(lower-right corner).

Ctrl+Shift+end in formula bar

Selects all text in the formula bar from the cursor position to the
end—this does not affect the height of the formula bar.

Enter Completes a cell entry and selects the cell below
Shift+Enter Completes a cell entry and selects the cell above.
Ctrl+Enter Completes a cell entry and stays in the same cell
Alt+Enter Starts a new line in the same cell
Cancels an entry in the cell or Formula Bar. Closes an open menu or
submenu, dialog box, or message window. It also closes full screen
Esc . .
mode when this mode has been applied, and returns to normal
screen mode to display the Ribbon and status bar again.
Moves to the beginning of a row in a worksheet. Moves to the cell in
the upper-left corner of the window when scroll lock is turned on.
Home . .
Selects the first command on the menu when a menu or submenu is
visible.
Ctrl+Home Moves to the beginning of a worksheet.
Ctrl+Shift+Home Extends the selection of cells to the beginning of the worksheet
Page Down Moves one screen down in a worksheet.

Alt+Page Down

Moves one screen to the right in a worksheet.

Ctrl+Page Down

Moves to the next sheet in a workbook.
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Ctrl+Shift+Page Down

Selects the current and next sheet in a workbook

Page Up

Moves one screen up in a worksheet.

Alt+Page Up

Moves one screen to the left in a worksheet.

Ctrl+Page Up

Moves to the previous sheet in a workbook.

Ctrl+Shift+Page Up

Selects the current and previous sheet in a workbook

In a dialog box, performs the action for the selected button, or selects

SRess or clears a check box.

Ctrl+Space Selects an entire column in a worksheet.

Shift+Space Selects an entire row in a worksheet.

Ctrl+Shift+Space Selects the entire worksheet.
Moves one cell to the right in a worksheet. Moves between unlocked

Tab cells in a protected worksheet. Moves to the next option or option
group in a dialog box.

Shift+Tab Moves to the previous cell in a worksheet or the previous option in a
dialog box.

Ctrl+Tab Switches to the next tab in dialog box

Ctrl+Shift+Tab Switches to the previous tab in a dialog box.

2. Format Cells

Ctrl+1

Format cells dialog.

Ctrl+b (or ctrl+2)

Apply or remove bold formatting.

Ctrl+i (or ctrl+3)

Apply or remove italic formatting.

Ctrl+u (or ctrl+4)

Apply or remove an underline.

Ctrl+5

Apply or remove strikethrough formatting.

Ctrl+Shift+&

Apply the outline border.

Ctrl+Shift+_ (underscore)

Remove outline borders.

Ctrl+Shift+F

Display the Format Cells with Fonts Tab active. Press tab 3x to get to
font-size. Used to bectrl+shift+p, but that seems just get to the Font
Tab in 2010.

Alt+' (apostrophe / single quote)

Display the Style dialog box.

F4

Repeat previous formatting on current cell
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3. Function keys in Excel

F1 Displays the Microsoft Office Excel Help task pane.
Displays or hides the Ribbon, a component of the Microsoft Office
Ctrl+F1 .
Fluent user interface.
Alt+F1 Creates a chart of the data in the current range.
Alt+Shift+F1 Inserts a new worksheet.
Edits the active cell and positions the insertion point at the end of the
F2 cell contents. It also moves the insertion point into the Formula Bar
when editing in a cell is turned off.
Shift+F2 Adds or edits a cell comment.
Ctrl+F2 Displays the Print Preview window.
=3 Displays the Paste Name dialog box.
Ctrl+F3 Display the Name Manager, create new names.
Shift+F3 Displays the Insert Function dialog box.
F4 Repeats the last command or action, if possible.
Ctrl+F4 Closes the selected workbook window.
F5 Displays the Go To dialog box.
Ctrl+F5 Restores the window size of the selected workbook window.
Switches between the worksheet, Ribbon, task pane, and Zoom
6 controls. In a worksheet that has been split (View menu, Manage
This Window, Freeze Panes, Split Window command), F6 includes
the split panes when switching between panes and the Ribbon area.
Shift+F6 S\_Nltches between the worksheet, Zoom controls, task pane, and
Ribbon.
Switches to the next workbook window when more than one
Ctrl+F6 : :
workbook window is open.
F7 Displays the Spelling dialog box to check spelling in the active
worksheet or selected range.
Performs the Move command on the workbook window when it is not
Ctrl+F7 maximized. Use the arrow keys to move the window, and when
finished press ENTER, or ESC to cancel.
Turns extend mode on or off. In extend mode, Extended Selection
F8 . . .
appears in the status line, and the arrow keys extend the selection.
. Enables you to add a nonadjacent cell or range to a selection of cells
Shift+F8 -
by using the arrow keys.
Performs the Size command (on the Control menu for the workbook
Ctrl+F8 ) . -
window) when a workbook is not maximized.
Alt+F8 Displays the Macro dialog box to create, run, edit, or delete a macro.
F9 Calculates all worksheets in all open workbooks.
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Shift+F9 Calculates the active worksheet.
Calculates all worksheets in all open workbooks, regardless of
Ctrl+Alt+F9 - .
whether they have changed since the last calculation.
Rechecks dependent formulas, and then calculates all cells in all
Ctrl+Alt+Shift+F9 open workbooks, including cells not marked as needing to be
calculated.
Ctrl+F9 Minimizes a workbook window to an icon.
F10 Turns key tips on or off.
Shift+F10 Displays the shortcut menu for a selected item.
Displays the menu or message for a smart tag. If more than one
Alt+Shift+F10 smart tag is present, it switches to the next smart tag and displays its
menu or message.
Ctrl+F10 Maximizes or restores the selected workbook window.
F11 Creates a chart of the data in the current range.
Shift+F11 Inserts a new worksheet.
Alt+E11 Opens the Microsoft Visual Basic Editor, in which you can create a
macro by using Visual Basic for Applications (VBA).
F12 Displays the Save As dialog box.

4. CTRL Combinations in Excel

Ctrl+Shift+( Unhides any hidden rows within the selection.
Ctrl+Shift+) Unhides any hidden columns within the selection.
Ctrl+Shift+& Applies the outline border to the selected cells.
Ctrl+Shift+_ Removes the outline border from the selected cells.
Ctrl+Shift+~ Applies the General number format.
Ctrl+Shift+$ Applies the Currency format with two decimal places (negative
numbers in parentheses).
Ctrl+Shift+% Applies the Percentage format with no decimal places.
Ctrl+Shift+" Applies the Exponential number format with two decimal places.
Ctrl+Shift+# Applies the Date format with the day, month, and year.
Ctrl+Shift+@ Applies the Time format with the hour and minute, and AM or PM.
. Applies the Number format with two decimal places, thousands
Ctrl+Shift+! X X :
separator, and minus sign (-) for negative values.
Selects the current region around the active cell (the data area
Ctrl+Shift+* enclosed by blank rows and blank columns). In a PivotTable, it

selects the entire PivotTable report.
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Ctrl+Shift+: Enters the current time.

Cirl+Shift+" Copies the value from the cell above the active cell into the cell or the
Formula Bar.

Ctrl+Shift+[+] Displays the Insert dialog box to insert blank cells.

Ctrl+- Displays the Delete dialog box to delete the selected cells.

Ctrl+; Enters the current date.

Ctrl+ Alternates between displaying cell values and displaying formulas in
the worksheet.

, Copies a formula from the cell above the active cell into the cell or

Ctrl+
the Formula Bar.

Ctrl+1 Displays the Format Cells dialog box.

Ctrl+2 Applies or removes bold formatting.

Ctrl+3 Applies or removes italic formatting.

Ctrl+4 Applies or removes underlining.

Ctrl+5 Applies or removes strikethrough.
Alternates between hiding objects, displaying objects, and displaying

Ctrl+6 .
placeholders for objects.

Ctrl+8 Displays or hides the outline symbols.

Ctrl+9 Hides the selected rows.

Ctrl+0 (zero)

Hides the selected columns.

Selects the entire worksheet. If the worksheet contains data,
CTRL+A selects the current region. Pressing CTRL+A a second time

Clri+A selects the current region and its summary rows. Pressing CTRL+A a
third time selects the entire worksheet.
Ctrl+Shift+A Ins_ert_s the argument names _and parentheses when the insertion
point is to the right of a function name in a formula.
Ctrl+B Applies or removes bold formatting.
Ctrl+C Copies the selected cells.
Ctrl+C Followed by another CTRL+C displays the Clipboard.
Uses the Fill Down command to copy the contents and format of the
Ctrl+D .
topmost cell of a selected range into the cells below.
Ctrl+F Displays the Find and Replace dialog box, with the Find tab selected.
Ctrl+Shift+F Opens the Format Cells dialog box with the Font tab selected.
Ctrl+G Displays the Go To dialog box.
Ctrl+H Displays the Find and Replace dialog box, with the Replace tab

selected.
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Ctrl+l Applies or removes italic formatting.
Displays the Insert Hyperlink dialog box for new hyperlinks or the Edit
Ctrl+K ' . o .
Hyperlink dialog box for selected existing hyperlinks.
Ctrl+N Creates a new, blank workbook.
Ctrl+O Displays the Open dialog box to open or find a file.
Ctrl+Shift+O Selects all cells that contain comments.
Ctrl+P Displays the Print dialog box.
Ctrl+Shift+P Opens the Format Cells dialog box with the Font tab selected.
Ctrl+R Uses the Fill Right command to copy the contents and format of the
leftmost cell of a selected range into the cells to the right.
Saves the active file with its current file name, location, and file
Ctrl+S
format.
Ctrl+T Displays the Create Table dialog box.
Ctrl+U Applies or removes underlining.
Ctrl+Shift+U Switches between expanding and collapsing of the formula bar.
Inserts the contents of the Clipboard at the insertion point and
Ctrl+V replaces any selection. Available only after you have cut or copied an
object, text, or cell contents.
Displays the Paste Special dialog box. Available only after you have
Ctrl+Alt+V cut or copied an object, text, or cell contents on a worksheet or in
another program.
Ctrl+W Closes the selected workbook window.
Ctrl+X Cuts the selected cells.
Ctrl+Y Repeats the last command or action, if possible.
Uses the Undo command to reverse the last command or to delete
Ctrl+z
the last entry that you typed.
Ctrl+Shift+Z Uses the Undo or Redo command to reverse or restore the last

automatic correction when AutoCorrect Smart Tags are displayed.

7. Microsoft Clip Organizer main

Ctrl+Arrow Left/Ctrl+Arrow Right

Move forward or backward one word in the Search text box.

Alt+C Displays the Collection List task pane.

Alt+S Displays the Search task pane.

Alt+H Open Help.

Arrow Keys Move left and right, up and down, among collections or clips.

Shift+Arrow Keys

Select additional clips after one clip has been selected.
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Ctrl+A Select all clips on the current page.

Ctrl+C Copy (select a clip and move it to the clipboard).

Ctrl+V Paste (paste from the clipboard to Clip Organizer).

Delete Delete selected clip or category.

Home Move to the beginning of a row and select the first item.

End Move to the end of a row and select the last item.

Shift+E10 8:2E;ay a shortcut menu for a collection, clip, or link (same as right
Esc Exit a dialog box.

tab and shift+Tab

Shift focus forward and backward between different areas of a dialog
box.

Alt+Space

Open the shortcut menu of a dialog box.

8. Work with the Excel Ribbon

Alt/F10

Select the active tab of the Ribbon and activate the access keys. .
Press either of these keys again to move back to the document and
cancel the access keys.

Alt/ 110 to select the active tab, and thenarrow
left /Arrow Right

Move to another tab of the Ribbon.

Ctrl+F1 Minimize or restore the Ribbon.
Shift+F10 Display the shortcut menu for the selected command.
6 Move the focus to select either Active tab of the Ribbon, View Status

bar at bottom of the window or document

Alt/ 110, and then tab /Shift+Tab

Move the focus to each command in the Ribbon, forward or
backward.

arrow down, arrow up, arrow left, /Arrow Right

Move down, up, left, or right among the items in the Ribbon.

Space/Enter Activate the selected command or control in the Ribbon.
Space/Enter Open the selected menu or gallery in the Ribbon.
Enter Activate a command or control in the Ribbon so you can modify a

value.

Finish modifying a value in a control in the Ribbon, and move focus
Enter

back to the document.

Get help on the selected command or control in the Ribbon. (If no
F1 Help topic is associated with the selected command, the Help table

of contents for that program is shown instead.)
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Dashboard

Excel dashboards and executive reports are powerful, fairly easy to design and a great way to improve
your Excel and data visualization skills. Dashboard is a collection or all the controls line combo box, List
Box, Check Box, and radio Button. A dashboard is is nothing but a visual interface.

Excel offers a set of controls called Form controls, designed specifically for adding Ul (User Interface)
elements directly onto a worksheet. After you place a Form control on a worksheet, you can then
configure it to perform a specific task. Later in the chapter, we demonstrate how to apply the most useful
controls to a presentation.

We can find Excel’'s Form controls on the Developer tab, which is initially hidden in Excel 2013.

To enable the Developer tab, follow these steps:

1. Go to the Ribbon and select the File tab.

2. To open the Excel Options dialog box, click the Options button.
3. Click the Customize Ribbon button.

4. Select the check box next to the Developer tab

5. Click OK.

Excel Options — - -
General = . .
=] Customize the Ribbon,
Farmulas
) Choose commands from: (i Customize the Ribbon: (i
Proofing Popular Commands EI Main Tabs EI
Save
Language All Chart Types... - Main Tabs
4 Borders [ = [¥4] Home
Advanced Calculate Now Clipboard
o = Center Font
Customize Ribbon E[% Conditional Formatting » Alignment
Quick Access Toolbar EEI Connections Number
5 Copy Styles
Add-Ins Custom Sort... | Cells
o Cut 3 Editing
Trust Center A Decrease Font Size [¥] Insert
%’: Delete Cells... [#] Page Layout
_?-: Delete Sheet Columns [] Forrulas
-#0 Delete Sheet Rows E]
09 Ermail Data
3 Fill Color 8 [ [¥] Review [~ ]
Y Filter i [7] View
Font I Developer
A E°”: E_°'°’ I’ [¥] Add-Ins
ont Size -
Format Cells... [ZINITRO PRO 9
~ Format Painter POWERPIVOT
E' Freeze Panes 4 Background Remaoval
A Increase Font Size
Insert Cells...
x Insert Functicn.. [ Mew Tab ] [ New Group ] ’ Rename... ]
1L 1)
n Insert Sheet Columns
EE Insert Sheet Rows Customizations: i
P Macros :
Merne & Center 2 Imgoﬂ&port M
< 1 | »
[ QK ] [ Cancel ]
L
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Figure 1.1 Enabling Developer Tab.
Now, Select the developer tab and choose the Insert command, as shown in Figure

IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER

ord Macro {}‘r} — - Properties

-H G View Code 3 Expansion Pa
Add-Ins  COM Insert Source
cro Security Add-Ins - Run Dialeg

e

e Add-Ins Form Controls XML
OfvEE e
[ Aa & [zl
ActiveX Controls
OE VERE 5
c b & [EoAREN_H 1 )

: Relative References

L1

Figure : 1.2 Form controls and ActiveX controls.

Form controls
Here are the nine Form controls that we can add directly to a worksheet (see Figure 1.2). They

are as follows:

Button: Executes an assigned macro when a user clicks the button.

Combo Box: Gives a user an expandable list of options from which to choose.

Check Box: Provides a mechanism for a select/deselect scenario. When selected, it returns a value of
True. Otherwise, it returns False.

Spin Button: Enables a user to easily increment or decrement a value by clicking the up and down
arrows.

List Box: Gives a user a list of options from which to choose.

Option Button: Enables a user to toggle through two or more options one at a time. Selecting one
option automatically deselects the others.

Scroll Bar: Enables a user to scroll to a value or position using a sliding scale that can be moved by

clicking and dragging the mouse.
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Label: Allows you to add text labels to your worksheet. You can also assign a macro to the label,

effectively using it as a button of sorts.
Group Box: Typically used for cosmetic purposes, this control serves as a container for groups of

other controls.

Check Box

Combo Box Spin Button List Box

Option Button

IF  ————— Scroll Bar

ActiveX ols

= M EE [ y\ Label
Group Box

Adding a control to a worksheet

e Click on combo box on the form control.

e Draw on worksheet using drag and drop technique.
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Format Object 19 = |
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Demonstration of Dynamic Graph using Check Box Control.

Home | Insert Page Layout Formulas Data Review View Developer Add-Ins Nitro Pro 9
4 cut Calibri 1 [ |[FEE=R] = Gene ‘ : ¢ . IEI g
- A A = = =|® = Wrap Text General =i - o =
e : == =|[== 8 E o .ol C ?fj I F_ddt ?Tau/j IJ t D_Ir; fo= ||
yFormat Painter |B E S H— ”ﬁ A | |; = ;”gz 'g,E| :EMergeuCenter |h39' %y ”f“'“ ';'°| F;Eqalﬂlionnga as?rgglae StyIEes nsve Ef! nrvma &
lipboard = Font M| Alignment & MNumber E) Styles J Cells
E17 - £ |
A 6 | Hv [ 1 [ 1 ]| x L | m | N
Dynamic Chart with Check-boxes 1,800
1,600 -
1400 +— — —w— 1 — -
1,200
2003 1,515 145 48 1,000 - Sales
2004 1,526 1,174 391 800 . Profits
2005 1,444 524 262 600 "
2006 1,562 331 110 a00 | 7 No.of customers
2007 1,490 873 873 200
2008 1,571 318 159 -
2009 1,702 619 206 2003 2004 2005 2006 2007 2008 2009

Dynamic Grpah
’7 [ sales ¥ Profit [¥ Mo of Customers

1

8) Click on the developer Tab.
9) Click on the Insert and Add Form Control.

Home Insert Page Layout Formulas Data Review Vie

; = _
| . Record Macro [ éx,;! L&’i/y % Properties E 1
""3 i Use Relative References — Gl view Code '
| Macros Insert | Design Source |
I\ Macro Security +~ | Mode T Run Dialog
Code || Form Controls |
r =
E19 - AIELE: (=) “1E:Ke
uy
Aagrab| _E
ActiveX Controls

=B
Ao A@E2R

Draw the check box.

10)Right Click on the Check Box -> Select Format Control.
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e o e o o o e e e e e e e e e e e e e e e e e e e e e e e e e e e e Em e Em e R e e e e e e e e e e e
Dynamic Chart with Check-boxes
Dynan
I Sales e Prof
2003 1,515 145 48 1
2004 1,526 1,174 3901
2005 1,444 524 262 !
2006 1,562 331 110 1
2007 1,490 873 873 0
2008 1,571 318 159
2009 1,702 619 206 0
2003 2004 2005
Dynamic Graph
-
& | Copy
= Paste
Edit Text
Grouping »
Order »
Assign Macro...
: | |@ Format Control... ]
*l Chant? Chantd Chantt Chant? Nasnamie Chosk el
A B C D E F | G | H | | | J | K | L
1 . .
— Dynamic Chart with Check-boxes .
2| y Dynamic Chai
3
4 B Sales B Profits  eee—NC
5 2003 1515 125 P ==
6 2004 1,526 1,174 3
7 2005 1.444 524 7 |Colorsand Linesl Size IProtecﬁon Properﬁesl Web | Control I_
] 2006 1,562 331 1 Value
9 2007 1,490 873 gq|| © u:d‘df::d
10 2008 1,571 318 19| oo
11 2009 1,702 619 pls (I
= Mk | scs13 =
15
E 3-D shading
17

24]
25

11)Link all the check box to relevant cells. -> Click on the Ok Button.

12)Generate Dynamic Formula.
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2004
2005
2006
—2007
2008

2009

TRUE

145 48
1,526 1,174 391
1,444 524 262
1,562 331 110
1,490 873 873
1,571 318 159
1,702 619 206
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Home | Insert | Page Layout Farmulas Data Review Developer Add-Ins
fEE = m () @
i B2 el & 5 |

: Table Picture Clip Shapes Smartart | [Column| Line Fie Bar Area Scatter Other Hyperlin

Art - - - - - - - Charts =
les Tllustrations 2-D Column L E Links
B13 - Jx | Year ] o | \_H_HT

i (8 | | [
lind
2003 1,515 —
szt o] 108)
2005 1,444
2006 1,562 e
Whief 54 JAL) | B4
2008 1,571 184 ' ' '
2009 1,702 Pyramid
W) A AA| b
Year Sales Pr
2003 1,515 il a0 chart Types...
2004 1,526 1,174 391 Dynamic Graph
2005 1,444 524 262
| Sal
2006 1,562 331 110 =
—2007 1,490 873 873
2008 1,571 318 159
2009 1,702 619 206
13)Create a graph from Dynamic Formula Generated data.
A B C D E F G H I J K L M N 0

; Dynamic Chart with Check-boxes .

3 1,800
4 1,600
5 2003 1,515 145 48 1,400 -

6 2004 1,526 1,174 391 1,200 - j
7 2005 1,444 524 262 1,000 - m sales
8 2006 1,562 331 110 800 -  Profits
d 2007 1,450 873 873 600~ B No. of custamers
10 2008 1,571 318 159 200 -

11 2009 1,702 619 206 200 |
13 TRUE TRUE TRUE
15 Year Sales Profits No. of customers 1 2 3 5 6 7
16 2003 1,515 145 48
17 2004 1,526 1,174 391 Dynamic Graph
Aol R S I
20 ~2007 1,490 873 873
21 2008 1,571 318 159
2 2009 1,702 619 206
23

El
=




e o e o o o e e e e e e e e e e e e e e e e e e e e e e e e e e e e Em e Em e R e e e e e e e e e e e
| Chart4 - (2 frl =SERIES('Dynamic Chart'ISES15,,'Dynamic Chart'I1SES16:5E522,3)
A B C D E F G H J L M N 0
1 - -
5 Dynamic Chart with Check-boxes
3 1,800
4 1,600
5 2003 1,515 145 48 1,400
6 2004 1,526 1,174 391 1,200 -
7 2005 1,444 524 262 1,000 m sales
8 2006 1,562 331 110 | 800 - u Profits
9 2007 1,490 873 873 600 -
B No. of customers
10 2008 1,571 318 159 200
11 2009 1,702 619 206 200 4
13 TRUE TRUE TRUE Delete
15 Year Sales Profits| No. of customers. FoD B
16 2003 1,515 145 48 I Change Series Chart Type...
17 2004 1,526 1,174 391 Dynamic Graph [ select Data..
18 2005 1,444 524 262 ‘ D Rotatio
19 2006 1,562 331 110 sales [ profic [0 Of Custol  aqa Data Labels
20 22007 1,490 873 873 AddTrendine...
21 2008 1,571 318 159 5| Format Dafa Series...
22 2009 1,702 619 206
23
Change No of customer as line chart.
| e - -
A B C D E F G H 1 L M N 0
1 - .
- Dynamic Chart with Check-boxes
B 1,800
4 1,600
5 2003 1,515 145 48 1,400 -
6 2004 1,526 1,174 391 1,200 -
7 2005 1,444 524 262 1,000 - - Sales
8 2006 1,562 331 110 (| s00 - — Profits
9 2007 1,490 873 873 500
=== No. of customers
10 2008 1,571 318 159 200 4 o
eries "Profits” Point 7
11 2009 1,702 619 206 00 4
13 TRUE TRUE TRUE
15 Year Sales Profits No. of customers 1 3 6 7
16 2003 1,515 145 48
17 2004 1,526 1,174 391 Dynamic Graph
18 2005 1,444 524 262
7
19 2006 1,562 331 110 Sales profic [#IHo Of Customers
20 2007 1,490 873 873
21 2008 1,571 318 159
22 2009 1,702 619 206
23

14) Finally Hide the Dynamic data.

Excel’s Camera Tool
Excel's Camera tool enables you to take a live picture of a range of cells that updates dynamically

while the data in that range updates. If you haven'’t ever heard of it, don’t feel too bad. This nifty

tool has been hidden away in that last few versions of Excel. Although Microsoft has chosen not

to include this tool in the mainstream Ribbon, it’'s actually quite useful for those of us building

dashboards and reports.

Finding the Camera tool
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Before you can use the Camera tool, you have to find it and add it to your Quick Access toolbar.
Follow these steps to add the Camera tool to the Quick Access toolbar:

e To go to Excel’s Backstage View, on the Ribbon, click the File tab.

e To open the Excel Options dialog box, click the Options button.

e Click the Quick Access Toolbar button.

¢ Inthe Choose Commands From drop-down list box, select Commands Not in the Ribbon.

e Scroll down the alphabetical list of commands and find Camera

e Select Camera Option and Click on the add button.

e Double click to add it to Quick Access toolbar.

e Click OK.

s =
Excel Options &I&J

General E-E Customize the Quick Access Toolbar,
Fermulas
. Choose commands from: Customize Quick Access Toolbar

Proofing Commands Mot in the Ribbon EI For all documents (default) EI
Save
Language /' AutoCorrect Options... o~ H save

Y AutoFilter € Undo »
Advanced J AuteFeormat... L < Redo »

X X &« Back 3
Customize Ribbon & Bright
Quick Access Teolbar Brightness »
.1 Bring Forward

Addl-Ins ", Bring Forward 2
Trust Center F.J Bring to Front

EE Bullets and Mumbering...
[J Button (Form Control)

Calculate Full
Calculator

Check Box (ActiveX Control)
Check Box (Form Control)
Check for Updates
Close All
*®  Close Window
+  Collapse the Ribbon

“:" Colon
% Combine Characters
m Combo Box (Activex Control)

|=E| Combo Box (Form Control) 7

Customizati : Reset * i
[] Show Quick Access Toolbar below the ustomizations
Ribbon Import/Export ¥ |

[ 0K ] [ Cancel
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b e e e e e e e = —
Excel Options L? 2

General = . .

k=i Customize the Quick Access Toalbar.
Formulas

) Choose commands from: G Customize Quick Access Toolbar G

Procfing Commands Mot in the Ribbon El For all documents (default) El
Save

=g
Language Brightness y - H Save

Bring F d €5 Unde »
Advanced ) Bring rorwar i N
~y Bring Forward » |:

Customize Ribbon ", Bring to Front K <EI Camera
Quick Access Toalbar :— Bullets and Numbering...

[ Button (Form Control)
Add-Ins EI Calculate Full

Calculator
Trust Center ) Camera

Check Box (ActiveX Control)

Check Box (Form Control)

Check for Updates E
¥ Close Window
4 Collapse the Ribbon

H @ -

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW
“D é;’ ) Calibri -l A A T== - EWapTet
PaftE v B T U- H-. H-A- === & 3= EFMerge&C
Clipboard Font M Alignment

How to use Camera tool

To use the Camera tool, you simply highlight a range of cells to then capture everything in that
Range in a live picture. The cool thing about the Camera tool is that you're not limited to showing

a single cell’s value like you are with a linked text box. And because the picture is live, any

updates made to the source range automatically changes the picture.

Take a moment to walk through this basic demonstration of the Camera tool. you’ll see some simple
numbers and a chart based on those numbers. The goal here is to create a

live picture of the range that holds both the numbers and the chart.
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2014 2015

Sales Graph

Jan 1677 1798
Feb 1543 1527 2500
Mar 1891 1777

2000
Apr 1929 1527

(=)
(=]

May 1327 1087 1500
lun 1002 1789
Jul 1335 1971 1000
Aug 1953 1321
Sep 1866 1673 5
Oct 1024 1948 .
Oct

Nov 1808 1522 Jan Feb Mar pr May Jun
Dec 1961 1539

m 2014 m2015

Select the Graph Range

On Quick Access Tool Bar Click on the camera tools.

HS-2-@- Bookl - Excel (Product Activation Failed)
FILE HOME NS PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER  ADD-INS  NITROPROS

O P =,
TR - P
RE em e S 7

Paste o B IU- @~ @),A_ ME’QE&CEHM . =, % | %3 M Conditional Formatas
Formatting - Table~ St

Cliphoard Fant [ Alignment 5 Number [ Styles
E1 vl F
A B C D E | F | € | H | 1 | J | kK | L M

1] | | | \ i
2 | 2014 2015 | h N
3 | 1an 1926 | 1374 Sales Grap N
4 | Feb 1604 1014 2500 |
5 | Mar 1283 1646 N
6 | Apr 1520 1622 2000 N
7] May 1515 1546 1500 N
8 | Jun 1361 1716 N
9 Jul 1248 1040 1000 N
10 Aug 1882 1694 N
11 Sep 1538 1411 500 N
12 Oct 1810 1544 N
e Nov 1280 1 ! J Feb M A M J u A 5 0 N D

d ot .
147 Dec 1764 1357 an lar pr ay  Jun ui ug & lov ec 0
15 w2014 §2015
16 1 |

Select the Graph

N

Jan ig:: ﬂ;: Sales Graph \ Sales Graph
Feb 1604 1014 2500 2500
Mar 1283 1646
Apr 1520 | 1622 2000 2000
May 1515 1546 1500 1500
Jun 1361 1716
dul 1248 | 1040 1000 1000
Aug 1882 1694
Sep 1538 1411 500 500
Oct 1810 1544
Nov 1230 1118 ! Jan Feb Mar Apr May Jun Jul  Asg  Sep Ot Nov  Dec ’ Jan Feb Mar Apr May Jun  Jul Aug Sep Ot Nov
Dec 1764 1357

m2014 §2015 2014 2015
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A live picture is created using camera tools.

FILE HOME ~ INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  ADD-INS  NITROPROO  POWERPIVOT
“D?‘gv Calibri -l -|A A EEE - %“\".'rapTex‘t General ’;“ Q E'I' Ex El é:‘:iﬂsum N %ﬁ
Pote ¢ B I U- Hi- O -A- === &35 EMegeacenter - T % 0 %3 FCD?:::;;:;I' Fomnet o Sé;‘l‘ fsert Delete Format g Clear= oot
Clipboard Font [ Alignment [P Number ] Styles Cells Editing
T8 - £
L M N 0 p Q R 5 u v w X ¥ z AA AB AC AD

1

2 Region Region

3 - Region

4 I Michviest : HMorth

5 gg:ﬁ;:; ’7 (@) MidWest (7 North () NorthEsst () Southeast ) West

[ ‘wlest =7

7

g

9

10

u

12 Region Chin Jeri Jon Luke Rhonda  Sheliadaw Steven  Troung

13 MidWest 581927 356053 516965 537296 431491 375712 360882 322435

14

= MidWest MidWest MidWest

17 70000 70000

18 ggggg 55% N\ —_— B Chin

19 40000 20000 Av;\‘?  Jeri

20 ggggg 3% = Jon

71 10003 ]_umg — MidWest ke

z S I F @ @ ¢ P mRhonds |
i < M ;.‘;3‘\@{# &5 W ¢ ¥ Q\ng: Z\et’se *eﬁ«\o u Sheliadawn
25

26

Demonstration of List Box, radio Button and Combo Box.
This is sample Pivot Table Report

Sum of Sa Columr ~

Row La ~ | Chin Jeri lon Luke Rhonda SheliadawSteven Troung  Grand Total
MidWest 58192.67 35605.33 51696.47 58729.62 43149.12 37571.22 36068.18 32248.46 353261.07
North 38053.72 37542.13 13034.34 A4468.16 16691.72 30949.57 35518.16 38223.84 254481.04
MorthEast 55476.68 89104.69 48207.34 42020.32 95729.31 95156.19 104464.5 84594.51 614753.58
SouthEast 19356.28 18441.16 41857.23 16522.65 2224753 18691.24 47173.41 47113.27 231402.77
West 386044.33 52050.37 33261.24 18319.78 066269.47 26318.18 21185.19 26426.75 282475.31
Grand Tot 209723.7 232743.7 188056.6 180060.5 244087.2 208686.4 244400.5 228606.8 1736374.37
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Steps to Create Mini dashboard using Option button, Combo Box and List box

1) Click on the developer tab.

ﬂﬁ Properties Map Properties @_",. Import |:E\
-! ~ &3 View Code [E 2] Expansion Packs Export o
Insert [Cesign Source Docurnent
v Mode Run Dialeg Refresh Data Panel
Form Controls XML Madify
OFRVEE
[ Aa B [
_ ActiveX Controls _ (o] P Q R 5 T U v W X Y
O e g
EHeoalLall Region
7 Option Button 2 () Option Button 3 Option Button 4 " Option Buttan 5
2Y  Nraw (ntinn hiittnn ﬂl\lﬁl!\ N Einnira — (ntinn Riittnn 1
Figure - Option Button 1
Region
® MidWest {7 North {7 NorthEast {_ SouthEast ) West
Figure Option Button 2
4) Link the option button
5) Right click on the action button and Select Control table
6) Click on the Cell Link and select any cell address. , Click ok button. Now option button link with

cell address, it return (1,2,3,4) if you will select first option it will return 1, if you select 2" option
button it will return two and so on....

Region Region
MidWest n o [~ Region
) NorthEast )
SouthEast |mﬂ‘_® North (3 NorthEast {3 SouthEast O West
West
~
Format Control M
| Colors and Lines | Size | Protection | Properties | A\tText| Contral |_
Value
) Unchecked
------- 1 i . . @
! 1 Region  Chin Jeri J ? Lhecked
“““ Mixed
8192.67 35605. e
mCalllink: | SNs13| F
MidWest
70000 70081 | 7] 3-D shading
60000 &004)
50000 sood)
40000 200l
30000 3000
20000 H Midwest 2004
10000 10d)
0
&£ A o 2 o o o 2
A & o 3 e & o
© N R A A R
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7) Copy the header.

1 Region

Midwest

Chin Jeri Jon Luke Rhonda

Sheliadaw Steven
58192.67 35605.33 51696.47 58729.62 43149.12 37571.22 360068.18 32248.46

8) Use this index formula to populate data from left side datatable.

o [NDEX(E A -5159,505121)

Region Chin Jeri Jon Luke

Rhonda

Troung

Sheliadaw Steven

Troung

51696.5 58729.6 431491 3/571.2 36068.2 322485

INDEX(array, ru-winum, [column_num])

Region

) MidWest 55:5\59,$N$13,2]

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

Chin Jeri Jon Luke

Rhonda

Sheliadaw Steven

Troung

58729.6 43149.1 37571.2 36068.2 322485

INDEX(array, row_num, [column_num])

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

9) Apply index formula for all the representative.

10) Create a column or line graph on above table.

5 Region Chin Jeri Jon Luke Rhonda Sheliadaw Steven  Troung
|west 38644.33 52050.37 33261.24 18319.78 662069.47 26318.18 21185.19 26426.75
+
West West
4
70000 &0
50000 A0M00 /A\
50000 T o -,
40000 - 20000 ./ N I\
0 ] 30000 \\ f \\"'s.____‘-"‘
20000 1 B West 20000 ~/ —West
10000 10000
o o T
o & @ o o & :
3 =) ¥ i & & o -
SR <& F C:@‘ <° & G OF & & -z‘e"\ o‘f%
& & & F
&
Ea

11) Finally it will look
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like .
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Region
@ MidWest O Nerth & NorthEes: () SouthEss: & West
1
1 Region Chin Jeri Jon Luke Rhonda Steven  Troung

MidWest 5819267 3560533 5169647 5872962 4314912 3757122 36068.18 3224846

70000
50000

50000

40000
20000
20000
10000

MidWest MidWest
70000
60000
N\, P
o ——

30000
M idWest 20000
10000

I id We st

Check the Show 2011 Trend button to Toggle the 2011 Chart Series (No VBA)

MidWest

® Chin

W Jeri

mlon

B Luks

®m Rhonds

B Shelizdzwn
" Steven

= Troung

Figure Option Button 5

Example of Using the Check Box Control:

[+ Show 2011 Trend

F300K -

F250K

F200K

F150K

F100K

30K 1

S0K -

We Enjoyed an average month-over-month growth of 4% for
the year, surpassing sales for 2011

F243K

F1TTK

Jan Feb Mar Apr May Jun Jul Aug Sep Oct MWov Dec
W 2012

Figure Check Box 1




Toggling a chart series on and off using Check box control

Figure Check Box 1 shows the same chart twice. Notice that the top chart contains only one series, with
a check box offering to Show 2009 Trend data. The bottom chart shows the same chart with
the check box selected. The on/off nature of the check box control is ideal for interactivity that

calls for a visible/not visible state

Automating Your Dashboards and Reports

v Show 2011 Trend

We Enjoyed an average month-over-month growth of 4% for

the year, surpassing sales for 2011
F300K - y P 9

243K
F250K 3

F200K
F150K
F100K

30K 1

SOk
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov  Dec

2012

[~ Show 2011 Trend

We Enjoyed an average month-over-month growth of 4% for
the year, surpassing sales for 2011

FI00K

243K
F250K 5

200K 4 177K

F150K

F100K

Fa0K

SOK -
Jan Feb Mar Apr May Jun Jul Aug Sep Oct MNov  Dec

2012

We start with the raw data (Samples 12- Form Controls.xlsx) that contains both 2009
and 2010 data (see Figure Formula Sheet) In the first column is a cell where the check box control will output
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its value (cell A12 in this example). This cell will either contain True or False.

C6 - Fe || =IF($A12=TRUE,C12,NA())

A B c D E F G H J K L M N

Chart Feed

2011| s222330] s224524] s1,36104] s125280] 130791 s131538) s1,32262] s1,08381) s1.47.000] s151809] s1487%0] 195791
a012|  s178g48] s201000] szes7o0| s22s4s1| s23s4p4| s20473| szesse1| soeso10] st82084) s189@cs| s215188| 5243455

0 Raw Data

Toggle for
1| 2011 Data
2 TRUE 2011 5222389 | 5224524 | 5135104 | $1,25280 | 5130781 | $1,31,538 | $1,32.262 | $1,06361 | 51,47,000 | 51,551,658 [ 51,458,790 | 5185741
3 2012| $176548 | 201000 | $265720 | §225461 | 5235494 | 5229473 | 5245881 | §268,010 | §1,82,064 | $1,80.828 | 5215198 | 52,43 455
4
q

Figure Formula Sheet

List Box Control

The list box control allows users to select from a list of predefined choices. The idea is that when
an item from the list box control is selected, some action is taken with that selection. To add a list
box to your worksheet, follow these steps:

1. Select the Insert drop-down list under the Developer tab.

2. Select the list box Form control.

3. Click the location in your spreadsheet where you want to place your list box.

4. After you drop the control onto your worksheet, right-click the control and select Format
Control.

5. Click the Control tab to see the configuration options, as shown in Figure List Box 1.

6. In the Input Range setting, identify the range that holds the predefined items you want to
present as choices in the combo box.

As you can see in Figure List Box 1, this list box is filled with region selections.

7. In the Cell Link box, enter the cell where you want the list box to output its value.

By default, a list box control outputs the index number of the selected item. This means

if the second item on the list was selected, the number 2 would be output. If the fifth

item on the list was selected, the number 5 would be output. Notice in Figure list Box 1 that
this particular control outputs to cell P2. The Selection Type setting allows users to
choose more than one selection in the list box. The choices here are Single, Multi, and
Extended. Always leave this setting on Single, as Multi and Extended work only in the

VBA environment.

8. (Optional) You can check the 3D property if you want the control to have a 3-D
Appearance.
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9. Click OK to apply your changes.

RL - £ ='List Box Data Model'l3PS2
A B c D E F G H | J K L I N 0 P Q R
1 J F [l A M J ] L] - ] List Output All Regions
Format Control -2 [ |
2 |Revenues 10,590 10,016 11.430 . g TR e e S S e ) East
3 |Netincome % 601% 754% 661% 652% 798% 76. North
4 |Gross Margin 6364 7547 T557 7253 9867 82 | sze | protedtion [ propertes [ atest | contror | ) South
5 Input range: | List Box Data Model''SRS1:5RSt [ N West,
6 Rm"u.es ST =Elb L L By Cell link: |‘L\stBoxData Maodel'|5P52 1
7 |AllRegions 98,741 54621 96555 1,09,626 87,936 84, |
8 |East 27474 22674 35472 36202 3149 27, Selection type
3 |North 41767 20,806 32633 28,023 31,090 27, @ single
10 |South 18911 1125 17,020 34196 12989 183l | = puri
11 | West 10590 10.016 11430 11115 12367 107(| - mueng
0 ©®E
13 Netincome % Jan _ Feb  Mar Apr May I [@]3-D shading
14 [All Regions 499% 506% 48.7%  478% 414% 4 -
15 |East 63.1% 53.6% 568%  474% 415% |
16 |North 453% 118% 31.0%  475% 352% 3|
17 |South M2% 617% 418% 309% 9.0% |
18 |West 60.1% 754% 661%  652% 79.8% 7l
o 1

Figure List Box 1

Controlling multiple charts with one selector

One of the more useful ways to use a list box is to control multiple charts with one selector.
Figure 15-25 illustrates an example of this. As a region selection is made in the list box, all three
charts are fed the data for that region, adjusting the charts to correspond with the selection
made. Happily, all this is done without VBA code, just a handful of formulas and a list box.

Example of Using List Box Control:
Changing the List selection will change all Charts. (noc VBA)

«—

Revenue: West NMet Income % : West Gross Margin : Woest

Select Region

All Regigns =
East &‘3
Marth

South

510k

0O Z 0 »m P o o =B R Mmoo

020 w Pk o - =2 »E 9 o

O 2 0O wP - - 2 B 2 4 o

To create this example, we start with three raw datasets (as shown in Figure List Box 2) that contain
Three categories of data; Revenues, Net Income %, and Gross Margin. Each dataset contains a
Separate line for each region.
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B2 - S =CHOOSE(5P52,B7,68,B9,B10,B11)

A B c D E F G H I J K L M
1 J F M A i J J A S5 ] M D
2 Revenues 41,767 20,806 32633 28023 31,090 27873 24656 36984 41767 41767 41767 41,767
3 |MetIncome % 453% 11.8% 31.0% 4758% 352% 371% 391% 298% 453% 453% 453% 453%
4 Gross Margin = 18,914 2455 10,115 13,299 10,938 10230 9641 11,019 18914 18914 18914 18914
5
6 Revenues Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec
7 |All Regions 96,741 54621 96,555 1,09625 87,936 84,637 81,339 97281 98741 95741 96741 9671
g |East 27474 22674 35472 36,292 31491 27,672 23,853 25284 2T AT4 2T AT4 27474 27474
9 |Morth 41,767 20,806 32633 28023 31,090 27673 24656 36,984 41767 41767 41767 41767
10 |South 18,911 1,125 17,020 34196 12,989 18368 23747 22,087 18911 18911 18911 18.911
11 | West 10,580 10,016 11,430 11,115 12,367 10,724 9.082 12926 10,590 10,590 10,590 10.590
12
13 Metlncome % Jan Feb Mar Apr May Jun Jul Aug Sep Oct MNov Dec
14 |All Regions 49.9% 50.6% 43.7% 47.8% 4M1.4% 47% 528% 48.7% 499% 499% 49.9% 49.9%
15 |East 63.1% 53.6% 558% 474% 415% 42% 425% 317% B631% 631% 63.1% 63.1%
16 |North 453% 11.8% 31.0% 4758% 352% 3% 39.1% 298% 453% 453% 453% 453%
17 |South 31.2% B1.7% 41.8% 09%  9.0% 33% 569% T15% 312% 312% 312% 312%
18 |West 60.1% 754% 66.1% 65.2% 79.8% 76% T727% 619% 601% 601% 601% 601%
19
20 Gross Margin Jan Feb Mar Apr May Jun Jul Aug Sep Oct MNov Dec
21 |All Regions 48,508 22850 44586 45,340 35056 37469 39,881 42849 48508 48508 48508 45508
22 |East 17,326 12,154 19,799 17,206 13,079 11,605 10131 8,020 17,326 17,326 17,326 17,326
23 |Morth 18,914 2455 10,115 13,299 10,9358 10290 9641 11,019 18914 18,914 18,914 18,914
24 |South 5.904 634 7,115 10,582 1171 7.339 13506 15803 5904 5904 5904 5904
25 West 6,364  T7.547 7857 7,253 9,867 8235 6,604 8,005 6364 6,364 6,364 6364
26

Figure List Box 2

We then add a list box that outputs the index number of the selected item to cell P2

” L I I e I B Bl - = Q
Format Contral . I. 2 ﬁ] | List Qutput
3
| Size I Protection | Properties | AItTextl Control
Input range: | 'List Box Data Model1SRS1:SRSE
Celllink: | "List Box Data Model'15PS2
Selection type
@ Single
©) Multi
(") Extend
[¥] 3-D shading
0K l [ Cancel
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Figure List Box 3
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iAll Regions !
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INorth :
1South :
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As you can see in Figure List Box 3, the CHOOSE formula retrieves the target position number from

Cell P2 (the cell where the list box outputs the index number of the selected item) and then
matches that position number to the list of cell references given. The cell references come
directly from the raw data table.

In the example shown in Figure List box 4, the data that would be returned with this CHOOSE formula

would be 98741. Why? Because cell P2 contains the number 1, and the first cell reference within

the CHOOSE formula is cell B7.

VLOOKUP - x fe =CHOOSE(5P52,B7,88,B89,B10,B11)

A B C D E F G H | J K L M
1 J F M A M J J A S 0 N D
2 |Revenues |=CHOOS_E(-S~SF'-S~12=B?:B&BQ:BW: ) 31,090 27,873 24656 365,984 41,767 41,767 41,767 41,767
3 Net Income % | CHOOSE(index_num, valuel, [value?], [value3], [valued], [valueS], [valueb], [valuell, ..] |0 2080 453% 453% 453% 453%
4 Gross Margin @ 18914 2455 10,115 13,299 10,938 10,290 9641 11,019 18914 18914 18914 18914
5
5 Revenues Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
7 All Regions 98,741 | 54 621 96,555 1,09625 87,936 84637 81339 97281 98741 08741 098741 98741
8 East 27 474 | 22 674 35472 36,292 31,491 27672 23853 25284 27474 27474 27474 27 474
9 North 41 767 | 20,806 32633 28,023 31,090 27,873 24656 36,984 41767 41,767 41767 41767
10 |South 18,911 1,125 17,020 34196 12,989 18,368 23,747 22087 18911 18911 18911 18911
11 |\West 10,590 | 10,016 11,430 11,115 12367 10724 9082 12926 10,590 10,590 10,580 10,590
12

Figure List Box 4: Usethe CHOOSE function to capture the correct data corresponding to the selected region.

Combo Box with Macro

A combo box is a drop-down list from where a user can select an item or fill in his/her own choice. To create a
combo box in Excel VBA, execute the following steps.

1. On the Developer tab, click Insert.

2. In the ActiveX Controls group, click Combo Box.
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FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
D ® Record Macro -l:? e - Properties IEE
- = M= q
k Use Relative References -! G View Code
Visual Macros Add-lns  COM Insert | ['esign Sourc
Basic I Macro Security Add-Ins | = Mode [ RunDialog
Code Add-Inz Form Controls
D vIEEe
Al - I - =
[_z] Aa 5 bl
A B C [ ActiveX Controls F
1 —I DEMER S |
I EloalaBi

2

3

4
3. Drag a combo box on your worksheet.

A B £ D E F G H |

1

: E

3

4

Note: you can change the name of a control by right clicking on the control (make sure Design Mode is selected)
and then clicking on Properties. For now, we will leave ComboBox1 as the name of the combo box.

Create a Workbook Open Event. Code added to the Workbook Open Event will be executed by Excel VBA when

you open the workbook.

4. Open the Visual Basic Editor.
5. Double click on This Workbook in the Project Explorer.

6. Choose Workbook from the left drop-down list and choose Open from the right drop-down list.

i '
#9 Microsoft Visual Basic for Applications - Bookl - [ThisWorkbook (Code)] L= | B

m File Edit View Insert Format Debug PBun  Tools Add-Ins  Window Help - & X

M- 4 B3R 9 o0 a EAEY @ :

=
Project - VEAProject x| [Workbook ~] [open |
== i Cption Explicit |
%% VBAProject (Bookl) m
=123 Microsoft Excel Objects Private Sub Workbook Open()
sheet1 (Sheet1)

Sheet2 (Sheet2)
Sheet3 (Sheet3)
..38"] ThisWorkbook End Sub

L o
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7. To add items to the combo box, add the following code lines to the Workbook Open Event:

With Sheetl.ComboBox1
.Addltem "Paris"
Additem "New York"
Addltem "London"

End With

Note: use Sheet2 if your combo box is located on the second worksheet, Sheet3 if your combo box is located on
the third worksheet, etc. If you use these code lines outside the Workbook Open event, you might want to add the
code lines below before these code lines. The first code line clears the combo box. This way your items won't be
added multiple times if you execute your code more than once. The second code line clears your own choice.

ComboBox1.Clear
ComboBox1.Value =

8. To link this combo box to a cell, right click on the combo box (make sure design mode is selected) and click on
Properties. Fill in D2 for Linked Cell.

Properties @
|ComboBox1 ComboBox -]
Alphabetic ICategurized]
ForeColor B zHz00000088 -
Height 18,75
HideSelection True
0 - fmIMEModeMoControl
103.75 3
D2 |
ListFillRange
ListRows 3]
ListStyle 0 - fmListStylePlain -

Note: also see the ListFill Range property to fill a combo box with a range of cells.

9. Save, close and reopen the Excel file.

Result:
A B C D E F 3 H |
1
2 Sydne
] Sydney{ j yeney
a Paris
5 Mew York
London
]
7

Although in some situations it can be useful to directly place a combo box on your worksheet, a combo box is
particularly useful when placed on a User form.

133


http://www.excel-easy.com/vba/userform.html

2.

3.

Create a Scroll Bar

A Scroll Bar is what you need when you have a huge data set and you don’t want it to display your entire screen’s
How to link a data set to this dynamic scroll bar, such that when a user changes the scroll bar, the data
accordingly changes. It comes in handy when you are creating a dashboard, or when you simply want to fit a

huge list in limited space.

Create a Scroll Bar Form Control

The first step is to get your data in place.

Go to Developer Tab —> Insert —> Scroll Bar (Form Control).

FORMULAS DATA REVIEW VIEW DEVELOPER

s = Properties E Map Properties

il -ﬁ' . .

& View Code 2] Expansion Pack
i COM Imsert Design Source
Add-Tns - Maode Run Dialeg Refresh Data

d-Ins Form Controls XML

. |[[2EIMEEe

[f] Aa % abl

D | Activey =" H

S 7 e e
man Willi:[Z] @ A [ =21 s$1,885.71  $4,190.46
ellsVeryFun.com MME ltem  51,281.18  53,462.65
rman Williams OQM ltem  $6,515.34  58.687.12

Click on Scroll Bar (Form Control) button and click anywhere on your worksheet. This will insert a Scroll Bar in

the excel worksheet.
Right click on the Scroll Bar and click on ‘Format Control’. This will open a Format Control dialogue box.
In Format Control dialogue box go to ‘Control’ tab, and make the following changes:

o Current Value: 1

o Minimum Value: 1

o Maximum Value: 19 (it is 19 here as we display 10 rows at a time. So when the user makes the
scroll bar value 19, it displays rows 19-28)

o Incremental Change: 1

o Page Change: 5

o Cell Link: $L$3
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Now enter the following formula in the first cell (H4) and then copy it to fill all the other cells:
=OFFSET(C3,$L$3,0)
Note that this OFFSET formula is dependent on cell L3, which is linked to the scroll bar.

The OFFSET formula uses cell C3 as the reference cell, and offsets it by the values specified by cell L3. Since
L3 is linked to scroll bar value, when the scroll bar value becomes 1, the formula refers to the first state name.
When it becomes 2, it refers to the seconds state.

Also, since C3 cell has not been locked, in the second row, the formula becomes=OFFSET (C4,$L$3,0) and

works the same way.
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