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About this Course

This course has been designed specifically for delegates who have attended the Microsoft Office Excel 2010
Level 1 course or who have the equivalent knowledge. The objectives of this tailored course are the following:

O Lesson 1: Calculating Data with Advanced Formulas
Topic 1A: Apply Cell and Range Names
Topic 1B: Calculate Data Across Worksheets
Topic 1C: Use Specialized Functions
Topic 1D: Analyse Data with Lookup Functions

O Lesson 2: Organizing Worksheet and Table Data
Topic 2A: Create and Modify Tables
Topic 2B: Format Tables
Topic 2C: Sort or Filter Data
Topic 2D: Use Functions to Calculate Data

O Lesson 3: Presenting Data Using Charts
Topic 3A: Create a Chart
Topic 3B: Modify Charts
Topic 3C: Format Charts

O Lesson 4: Analysing Data Using PivotTables, Slicers, and PivotCharts
Topic 4A: Create a PivotTable Report
Topic 4B: Filter Data Using Slicers
Topic 4C: Analyse Data Using PivotCharts

O Lesson 5: Inserting Graphic Objects
Topic 5A: Insert and Modify Pictures and ClipArt
Topic 5B: Draw and Modify Shapes
Topic 5C: lllustrate Workflow Using SmartArt Graphics
Topic 5D: Layer and Group Graphic Objects

O Lesson 6: Customizing and Enhancing the Excel Environment
Topic 6A: Customize the Excel Environment
Topic 6B: Manage Themes
Topic 6C: Create and Use Templates

Both the Course and the Manual will give you ‘Hands-On’ experience which is vital to your learning process
within this course.
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About this Manual

Within the Manual’s contents, we have for simplicity, kept terminology to a minimum. Any terminology we
have used is fully explained in easy to understand statements.

The Manual has been designed to provide you with a useful tool both in the classroom environment and as a
Reference Book once the course is over.

At the beginning of each topic you will see a list of Module Objectives that detail exactly what the topic
contains.

Each topic is graphically represented at the top of each page with some diagrams and/or text. Often these are
condensed items for the particular topic. Within each topic are ‘snapshots’ of dialog boxes you will see on your
own screen as you go through the course. This will assist you when you go back over any particular topic as to
what you should be viewing on your screen at any given time.

Whilst working with the Manual, you will see that when you are asked to click on something on your screen, the
text will be in bold. For example:

‘Click the Ok button’

In this instance, we would like you to click on the button, which says Ok.

We are always interested in your comments on the Manual, Course and Tutor. We would ask, therefore, that
you give your comments on your Course Evaluation Sheet at the end of the Course.

Please be aware that Elite Training & Consultancy Ltd, holds the copyright to this manual and should not be
photocopied as a whole or in part.
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LESSON 1: Calculating Data with Advanced Formulas

When you have
completed this learning
module you will have
seen how to:

Apply Cell and Name Ranges

Calculate Data Across Worksheets

Use Specialised Functions

Analyse Data with Logical and Lookup Functions
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= You will learn how to:

Apply Cell and Range Names

The rules for naming cells and

ranges A B
How to name cells L

How to navigate workbooks 2 |Fred Bloggs £_8738
using named ranges 3 |Harry Smith £ 2,546 .I
How to create named range 4 £ 4,560
based on cell values Black £ 2,565
How to delete named|  This cell is Qlph Brown £ 4,546

named
Harry Smith

cells/ranges

Topic 1A: Apply Cell and Range Names

Background

We have seen that cells can be referred to by their location references:

e Forsingle cells C1 AA23 IV16 Al
e For arange of contiguous cells Al:A6 B3:X3 B16:F20
e For arange of non-contiguous cells A2,F6,H2 B7,D2:D8,F4:H7,R5

It is also possible to name cells and ranges so that they then can be referred to using
meaningful names. This is useful when creating complex formulas because we can
remember the name of a range of cells which is easier that remembering their cell
references.

In previous versions of Excel, users could only use a Name once in the workbook
because the range had Workbook Scope. Now you can use the same name more than
once as long as you use Worksheet Scope.

P

This named range refers to the worksheet and therefore has worksheet scope.

Name Manager

e, ] [ Edit... ] [ Delete

Narme Walue
=l data {"123","123","12
ENECEEED

Refers To
=Sheet2l$DES:$...
SheetlFEE2 1%, .

Scope
Sheetl

\Wworkbioaok

Comrnent

This named range refers to the workbook and therefor ok scape.

Refers to:

A v | |=ShestuigBg2:trER
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Rules for naming
cells and ranges

Defined Names
Group

Range names normally begin with a letter or underscore character

Range names must NOT contain hyphens or spaces

Range names have a limit of 255 characters

Bear in mind that names of 10 — 15 characters in length will be visible in most
drop-down menus.

If you select a range that includes a label, Excel will suggest that name in the
Name dialog box. You can either accept this name or overtype it with another
name.

g ~= Define Mame -
fx

Mame

Manager 5 Create from Selection

Defined Marmes

Naming a range option has been expanded in this version

of Excel. You can still select some cells and name the range using the Name Range
box above column A which will give Worksheet Level names. If you use the Define
Name button, however the window has changed to give an option of entering a
comment about the named range. This comment can then be seen if you are typing the
named range in a formula.

Edit Name

X

Mame:
Scope:

comment:

Refers to:

Sirkbiook

=Sheet2I§DFS FIES

; [=SUM(north south|

| SUMnumberl, [number2], [number3], .0 |

OK I I Cancel

]

The Name Manager displays quite a lot of information about the named range. Not
only the Name, Value which cells it refers to but includes the Comment about the
Named Range too. You will also see Scope mentioned here. Read the explanation of
Scope on the next page. A defined name is indicated by a defined name icon like this
one. = South

Name Manager

P

New...

Eilter =

MName
=ldata
—| Data

Walue
[
{"123"

Refers To

. =Shest2l§0$5:5...
. =Sheetl!$B$2:%...

Srcope Comment
Shestl This named range refers to the worksheet and therefore has worksheet scope,
Workbook  This narmed range refers to the workbook and therefore has workbook scope.

=liMorth - {"123",

. =Shest2l§0$5:5...

workbook

= South {"123""

. =Sheet2I$0$7 4.

Wiorkbook

Refers to:

IR

-

Close

All names have a scope, either to a specific worksheet (also called local worksheet
level) or to the entire workbook (also called the (global workbook level). The
scope of a name is the location within which the name is recognised without
qualification. For example: If you have a defined name such as Qtrl, and its
scope is Sheetl, then that name, if not qualified, is only recognised in Sheet1, but
not in Sheet2 or Sheet3 without qualification.
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Auditing a Named
Range

To name cells
(Long method)

To name cells
(short method)

To use a local worksheet name in another worksheet, you can qualify it by preceding it
with the worksheet name, as the following example shows:
Sheet1!Qtrl.

If you have a defined name, such as Sales_Dept_Goals, and its scope is the workbook,
then that name is recognised for all worksheets in that workbook, but not for any other
workbook.

The Define Name button is the same as it was in previous versions of Excel with the
added functionality of Applying a Name.

If you want to see an audit of the Named Range East ='Sales 200615856:5E56
and its cell/Sheet references, on the Formulas tab, orth ='Sales 200615854 -5E54
in the Defined Named group, click Use in South ='Sales 200615855 5E55
Formula, click Paste and then in the Paste Names West ='Sales 200615857 -3E57
window, click Paste List.
o Highlight and select the cell(s) to be named Qtr 1
orth 1025
. outh 3625
e Openthe Formulas tab and select the Define Name 1036
button -= Define Mame - Vest 5069
. - OTAL 10755
e The New Name dialog box is displayed as shown —_—
New Hame @@
e Enter the name you wish to give to the Hame:  [om 1
cell or range in the Name box S0P [vrorkbook 3

e In the Scope box click the drop down | ~emment |This rlange of cells is For the first quarter
I
arrow and select from Workbook or =
select the worksheet the scope will be

used for
e Inthe Comments box enter acomment |- | =5aes 200¢1Bg 44047 3
if required. [ ok ][ concel |
e Click OK to complete the name definition
The name of the cells is displayed in the Name Box at the Drkb':": [v

top left of the formula bar.

e Highlight and select the cell(s) to be named
e  Click in the Name Box with the mouse
e  Type the name for your range.

e Either press Enter to keep the suggested name or enter the name you want to give
to the cells(s) and press Enter

e The cell(s) now have a hame
e By default the scope with be Workbook scope
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To name ranges
based on cell
values

To navigate
workbooks using
named ranges

Using Named
Ranges with
Formulas

To delete named
cells/ranges

¢ Highlight the range of cells to be named including the labels.
e Open the Formula tab and select the Create from Selection button
BS Create from Selection

Create Mames from Selection @E|

e The Create Names dialog box appears _
Create names from walues in the:

e Select Top Row and Left Column [¥] Tap row
(Excel will use the labels from the top [] Left column

row Qtr 1, Qtr2, etc and the labels from [ Bottarn raw the
left column North, South etc). [ Right calumn
e Click OK [ o ] [Cancel]

e If you look at the name box now it will
show all the range names Excel has produced.

NOTE: You can select one or more options in the Create Names dialog box. If your
labels were on the bottom row and the right column of your worksheet, you would
choose the option Bottom Row, Right Column. Or, just select Right

Column if the labels are on the right of the worksheet. 2

East
Morth
Qtr_ 1
Qtr 2
Qtr_3
Qtr_4
South
West

e ltis possible to navigate to named cells and ranges in a single workbook

e Having defined a set of named cells/ranges. Click the down arrow to the right of the
Name Box and select the named cell/range you wish to go to from the drop down
list that appears.

o  Excel will then highlight the named range on the worksheet

It is much easier to understand a formula such as:
=unit_price*no_of_units
than a formula of the type shown below
=A9*B84 OR
=sum(North, South) THAN =SUM(A3:E3,B4:E4)

e Open the Formulas tab, select O e ianase! P |
Define Name, [ | [ ot | [ ooe |
e The Name Manager dialog box is | *= R G

whorkhook

dis p | ayed j g‘:rfi' - . —Sales 200414644 -
e Select the range name you wish to Savs ‘

Siger 4 " ! les 2004'14E 44+, workbook
delete =i 50uth {3825, ='Sales 200413845, Wiorkbaok

='Sales 2004'14B47:...  MWhorkbook
e  Click the Delete button to remove
that name from the available list

e  When you have deleted the names
required, click Close. Bt

K| ='Sales 2004150445057

m
H

#

Clase
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Calculate Data Across Worksheets

e Isareferencetoa

workbook

Refers to the same
cell or range on
multiple sheets

Can be used to ref
to data in other
workbooks

range spanning two
or more sheets in a

B8 [ ¢ [ o [ E [ F

SALES 2003

=

otr 4
5689

aui
5874

otr2
2663

o3
5654

North 1

Total

South
East

4569
B966|

N

West 5608, E | F G|

TOTAL 25107]

il il

=]

Qrz
235

Qtr 1
7835

Total North

for Year £ 76,060 South

East

456

‘m‘m‘\l‘m‘m

Al

=

SALES 20
au3 \au4
7964 \ESEIA

< » ]\ sales 2003 /

1254

A | B

[\¢

~

ToraL zasajlﬂ

Total for
Year | £75,849
W« » w}Sales 2004

o

=

@

North
South
[East

;

er

W
TOTAL

P ey
EREREEEEEE

]

N
)

Total for
Year | £61905

1« » v\ Sales 2005 /

21290 Sales Sul mary

&2““3
North 18810

South
East

Yaar 2004
24739

Ye ar 2005
109111

West
Total

Topic B: Calculate Data Across Worksheets

Background Often within Excel, it is necessary to refer to other worksheets or workbooks in
a formula. This is called 3D Cell Referencing. Normally a 3D Cell Reference
spans two or more sheets in a workbook and refers to the same cell. This type
of reference is a good way of producing a summary of information.

3D Cell Reference within e  Open the workbook you wish to use. (We have used Sales.xIs)

the same workbook o Select the worksheet you wish to display the answer

e Click in the appropriate cell
e Type an = (equals) to start the calculation
i Sales.xls g@@‘
A B B D EZ
1 SALES SUMMARY
2
3 2004 2005
4 |North
5 |South
6 |East
7 |West
5 |Grand Total | £ i3 5
9 e
H 4+ W\ Sales 2003 / Sales 2004 £ Sales 2005 4,5a |< ¥
e  Carefully click on the sheet tab (we are using Sales 2003 sheet tab)
e Click on the cell you [ | ‘ | ‘ | B?@
: : A B C D E F =
wish to _re_fer to (in 1 TR 25
our case it is F4) B
El Qtr 1 Qtr2 Qtr3 Qtrd _ Total
| 4 |North 1025 5987 1036 1286 ga4d)
| 5 |South 3625 12m 6504 Boes 19699
(] Press Enter | 6 |East 1036 4058 5036 9135 19265
| 7 |West 5059 4559 2789 1025 13472
| B |TOTAL 10755 159835 15365 20014 61969
9 v
R vt Sales 2003/ Sales 2004 £ Sales 2005 4 Sales | ¢ |
e The data is displayed 5 Salonxs CER
H H A B c [ Ellis
. Con_tmue until all relevant 1 S ANESTSURINART,
section are complete 2
3 2003 2004 2005
e If you read the formula from |; e =
the Formula Bar you will see }& =t
the how this was achieved 2 Grand Total £_0.19 i - %
(:'Sa|eS 2003'”:4) W 4 v v{ Sales 2004 /£ Sales 2005 % Sales Summary /< » “'
e = started the calculation ‘Sales 2003!” was the sheet referred to and F4
was the cell referred to.
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3D Cell References using | ¢ Open all the workbooks you wish to use in the reference (We have used
different workbooks Sales 2003.xls, Sales 2004.xIs and Sales 2005.xls. We have minimised
each workbook to make this easier to understand)

F

c D
SALES 2003

1

2

3] owi  owz  owd  owi  Toul

4 Norh 74 23 G4 S 1910

5 South 500

E Easi b

7 West 00l | H | J

5 ToTAL 1] SALES 2004

9 ]

10 7 Qui  owz  Ou3  Quwd  Towl
Noah ] 7960 GEM 2470

F==3

Total a
11 for Year [E 16,060} G | south
474w W\ sales 2003 / | 10 [East
PRk e

Total far
15| Year |E758
14e b n ) Sales 2004

c | [
Sales Summary

Year 2003 Year 2000 Year 2005

| Total for
21 Year [K61,905

4w Sales 2008/

e Open with workbook you wish to display the answer
e  Click in the appropriate cell
e  Start the calculation with an =

e Click on the View tab and click Switch Windows select the workbook to
refer to (in our case it is Sales 2003.xIs)

e Click on the appropriate cell (in our case this was cell F4)

lisales 200305 | !EE‘
A [ B [ ¢ [ o [ e [ F 3
1| SALES 2003 T
2
3| atr 1 Qrz | Qw3
4 |North Sg74 2563 5604
5 |South 4569 2897 0369
6 |East 8966 1479 3665 BB32 20742
7 |West 5698 §317 0564 AR 237
B_T(]TAL 25107 15946 14262 20745 76060
% A B c D E
" [Total Sales Summary
|1 [for Year £ 76,060 3
4 biN\Sales 2003 / < | Bl Year2003 | Year2004 Year 2005
T North [FSales 2008, xls|Sales 200315754
5 | South
6| East
7 West
@ Total
9
10
1
W« » H]\Sheetl {Shest2 / Shests /

e  Press Enter to return the data. Continue until all relevant data is gathered

Using a Copy and Paste | ¢  Select the cell you want to link to
Link e Copy and select where you want to paste
e Click the down arrow on the Paste button and select Paste Link
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Working with Links

¢ When two or more .

a [ 8 [ ¢ [ o [ E [ F |
workbooks are linked + SACESI2003
3] atr 1 atr2 atr3 a4 | Total
you Should not move g:g:::h iigg 2563 5684 5689 19810 ‘
them to another Tiwes _ omf € | £ | o | :
8 [TOTAL 107 5 SALES 2004
) srora s |
folder or drlve 1] i or1 oz ow3 o4 Total
Total | 8 |North 7895 2356 7984 B504 24739
. 11 [for Year [£ 76,060 | 5 | south 458 -
e When opening a T e N B B B B

=

TOTAL 23591/ 10|
1

SALES 2005

=

linked workbook, you
must remember to

=
NI

Total for
Year | £75849

@

atr1 atr2 atr3 Qtr4 Total
North 4567 2541 2557 1236 10941

=

|

R 14> vk Sales 2004 %;ﬂ;ﬁ' ggg? = Book2
say yes when asked if o fTa— g D Eo
|18 | TOTAL pvEn Sales Summary
you Want to keep the ﬁ i Year 2003 Year 2004 Year 2005
I i n k % Year  £61,905 2, SN.,DJ:: 19810 24738 10941
W 4 » v\Sales 2005,/ g vfrae:
Working with Links
Background Once you have linked two or more workbooks together, it’s a good idea to keep
them in the same place otherwise when you open one of them the link might be

lost!

If you have simply linked two worksheets together then the same problem
won’t exist.

Managing Links When you save a workbook which is linked to another, you may see a similar
dialog box like the one below. If you want to save it with the link, you must
click OK.

( Microsoft Excel lﬁj
_!, Dio you want to save the changes you made o 'test link
2lsx'?
[ Save ] \DDQ'tSaVE! ‘ I Cancel ‘

If you open a workbook which is linked to another you will see the dialog box
below. You must click Update if you want to update the link. If you don’t
want to update the link, click Don’t Update.

Microsoft Excel

Thig workbook containg links to other data sources.

» If you update the links, Excel will atternpt to retrieve the latest data,
!  If you don't update the links, Excel will use the previous information,

Mot that dats links can be used to access and share confidential information without your permission and possibly perform other
harmful actions. Do not update the links if you do not trust the source of this workbook,

l Update J [ Don't Update ‘ I Help I

If you open a workbook which is linked to another where there is a problem
with the link you may see the dialog box below. You may see this if the
workbook is shared and the links cannot be updated.

Microsoft Excel

This workbook contains one or more links that cannot be updated.

! + Ta change the source of links, or attempt to update values again, click Edit Links.
« To leave the links as is, click Continue.

Continue J I Edit Links...

Wias this information helpful?
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Edit Links e Inthe destination workbook, click Edit Links _== Edit Links | from the
Data tab and you will see this dialog box. Here you can Update Values,
Change Source, Open Source, Break Link, or Check Status
it Links 7 X
Source Type Update  Status Update Yalues
test link Lxlsx  Worksheet A Unknown
4 1 3 Check Status
Location:  C:\Jsers\Elite\Desktop
Item:
Update: (@) autornatic tanual
e If you click the Update Values you will be asked if you want to open the
other workbook.
e If you click Change source you will be asked if you want to open the
other workbook.
e Ifyou click Open source you will be asked if you want to open the other
workbook.
e If you click Break Link you will break the link with the other workbook.
e If you click Check Status you will be informed of the status of the
workbook. Here you can see that the source of the other workbook was
not found.
Change the StartUp e Click the StartUp Prompt button and you will see the following dialog
Prompt box where you can change any of the settings.
’ Startup Prompt B X
When this workbook is opened, Excel can ask whether or not to update links o
other workbooks,
(@) Let users choose to display the alert or ot
() Don't display the alert and don't update automatic links
( ) Don't display the alert and update links
L
Remove Links ¢ Inthe Edit Links dialog box, click Break Links
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-

e This feature allows you to select
blocks of data from several different
worksheets, or different pages of the
same workbook, and combine their
values into a single, summary range
in a workbook

e This saves time, and is easier than

1 C |§ uatﬁ =
onsolidate: e
W Use3D to combine data | —==—=_ w
A 2 |Payroll- 110
cutting data from several pisrca 0 Y] 50
5 | Retirement - 140 8,824
| 6 | Serices - 201 1670

worksheets and pasting into one,

What is Consolidation? \

A [ B [ ¢ ]
Budget — Sales

A [ B [ ¢ ]
Marketing Budget

REEEEE

\\single worksheet /

What is Consolidation?

Background

Consolidation by
Position

Consolidation by
Category

When you consolidate data, you specify the source areas of the data either in
3-D formulas or in the Reference box of the Consolidate dialog box. The
source areas can be cell ranges on the same worksheet as the consolidation
table, on different worksheets in the same workbook, or in different workbooks
or Lotus 1-2-3 files

By position, when the data in all source areas is arranged in identical order and
location; for example, to combine data from a series of worksheets created
from the same template.

By category, when you want to summarize a set of worksheets that have the
same labels but organizes the data differently. This method combines data that
has matching labels from each worksheet.
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Consolidating Rows and Columns

Select Data Consolidate from the Menu
x
Function:
ISum j
Reference:
Il j‘J Browse, .. |
All references;
[~ ad |
LI Delete |
rse labels in
r Top row
[ Left calumn [ create links to source data
oK I Close

Consolidating Rows and Columns

To consolidate data
by Position over

several worksheets
or worksheet pages

Highlight the cell(s) on a blank page, or a blank area of a worksheet where data
is to be consolidated.
| A B | € | D | _E ]

Sales Consolidation

Qtr 1 Qtr 2 Qtr 3 Qtr 4

North
South
East
Waest

=S| f LB —

Select Consolidate from the Data tab to display the Consolidate dialog box
(see illustration above)

Select the first area you wish to consolidate by clicking on the worksheet and
dragging to highlight the area required. Do not include row and column text,
only numeric data. Use the sheet tabs to change between worksheets

Consolidate =
Functian:

EN -

Reference:

[5ales 199615844 5£47] ] Browse.. |

All references:
= Add |
LI Delete |

rUse labels in
r Top row
[ Left column [ Create links to source data

Ok I Close

The selection will appear in the Reference text box.
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Note: Any formulas in the source area will only be used as values, i.e. only values
in the cells will be used in the consolidation

Click on the Add button when you have highlighted the required range.

Consolidate l ? x|
Eunction:
Sum |z|
Reference:
‘Sales 20055453 $EE7
All references:
'Sales 2003"1¢453:5EF7 - Add
'Sales 20041453 5EF7
Use labels in
D Top row
D Left colurnn D Create links to source data

Continue highlighting and adding the remaining areas in the consolidation

From the Function drop down list, select the function you require. The default is
Sum, which will add the data across the selected range.

If you want the summary report to create linking formulas to the source data

automatically, select the Create links to source data check box.
|| create links to source data
Click OK to complete the consolidation.
1] 2 A B | C | D | E | |
1] Sales Consolidation
2
13 | Otr 1 Qtr 2 Qtr 3 Qtr 4
[ 7 |Nosh 13487 10884 11617 o025
| [11|South 171650 12883 16281 16746
+ |15 East 17441 16812 14733 13836
| 19 | West 7559 5099 7320 6126
20

To expand the consolidated group, click on the + to the left of the row numbers
To contract the consolidated group, click on the — to the left of the row numbers
To expand all the group together, click on the 2|
To contract all the group together, click on the -
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To Consolidate
By Category
selected rows
and columns
from several
worksheets or
workbooks

Select a worksheet to have your data consolidated to

N
A, E | C

O ]

Click in the top leftmost blank cell

If you are consolidating from other workbooks, open the workbooks now and switch
back to the workbook you wish to consolidate the data to.

Select Consolidate from the Data menu to display the Consolidate dialog box

Select the first area you wish to consolidate by clicking on the worksheet and
dragging to highlight the area required.

A | B | € | b | E |
1 Sales 1996
2
EN aul Qw2 | Ow3 | owd |
4 INorth 1025 o957 1036 1285,
& [South 3625 1201 Ba04 9345,
B \East 1036 4055 a056 9135
7 West | 8089 459 2789 1025
B |TOTAL 10755 15835 15365 21290
9

Make sure you include row and column text in the source areas, as well as numeric
data. Use the sheet tabs to change between worksheets.

The selection will appear in the Reference text box. Note: Any formulas in the
source area will only be used as values i.e. only values in the cells will be used in
the consolidation.

Click on the Add button when you have highlighted the required range.
Continue highlighting and adding the remaining areas in the consolidation

From the Function drop down list, select the function you require. The default is
Sum, which will add the data across the selected range.

If you want to the summary report to create linking formulas to the source data
automatically, select the Create links to source data check box.

If row text was entered at the first step, select the Top row check box in the Use
labels in area. If column text was entered, select the Left column check box.

To complete the consolidation, select OK.
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/ Use Specialised Functions \
e A wide range of e Examples
functions exist to assist e DATE()
with data manipulation e DAY()
e AVERAGE
e SUMIF
e PMT

o

Topic 1C: Use Specialised Functions

Date Functions

How are dates and
times stored?

Users of spreadsheets are often required to carry out tasks based on dates. To do this
Excel 2010 has a number of date related functions.

Excel 2010 stores dates as a serial number giving each day of the year a unique
number. The numbering system starts with “Day 1” being the 1% January 1900,
“Day 2” being the 2" January 1900. Excel stores times as decimal fractions because
time is considered a portion of a day.

Dates and times are values and, therefore, can be added, subtracted, and included in
other calculations. Subtracting one date from another to find the answer. You can
view a date as a serial value and a time as a decimal fraction by changing the format
of the cell that contains the date or time to General format.

Two dates systems are supported by Excel: the 1900 and 1904 date systems. The
default date system for Microsoft Excel for Windows is 1900. To change to the 1904
date system, click Options on the Tools menu, click the Calculation tab, and then
select the 1904 date system check box. The following table shows the first date and
the last date for each date system and the serial value associated with each date.

Date System | First Date | Last Date

1900 January 1, 1900 December 21, 9999
(Serial Value 1 (Serial Value 2958465

1904 January 2, 1900 December 21, 9999
(Serial Value 1) (Serial VValue 2957003)

1. Two-digit years When you enter a date in a cell and you enter only two digits for

the year, Excel interprets the year as follows:

2. The years 2000 through 2029 if you type 00 through 29 for the year. For example,

if you type 5/28/19, Excel assumes the date is May 28, 2019.

The years 1930 through 1999 if you type 30 through 99 for the year. For example, if
you type 5/28/98, Excel assumes the date is May 28, 1998.
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Change the way two
digits are
interpreted

If you are using Microsoft Windows 7 or Microsoft Windows XP, you may, without
the assistance of your system administrator, change the way two-digit years are
interpreted.

¢  On the Windows Start menu, click Control Panel.
e If you are using Windows 7, click the Clock, Language & Region option and

then under Region and Language, click the Change the date, time or number
format option.

&i Region and Language
; Change location | Change the date, time, or number format
Change keyboards or other input methods

e From the Date and time formats section, click the drop down arrows and select

the format required.

e ] Region and Language ﬁ

Formats |Lc|catiun | Keyboards and Languages | Administrative

Format:

|English (United Kingdom} -|

Date and time formats

Short date: | /MM fyyy -
Long date: | cld MMM oy -
Short time: [HH:mm - !
Long time: |HH:mmiss - |
First day of week: | Manday -

What does the notation mean?

Examples

Short date: 07/05/2011 "
Long date: 07 May 2011

Short time: 13:58

Long time: 13:58:32

Additional settings...

Go onling to learn about changing languages and regional formats

[ ok || cencel | Apply

e Click the Additional settings button and in the Calendar section under When a

two-digit year is entered, interpret as a year between box; change the upper-
limit for the century. As you change the upper-limit year, the lower-limit year
automatically changes.

Calendar

When a two-digit vear is entered, interpret it as a yvear between:

1930 ang 2029 =
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Date Functions

To enter the
current date unto a
spreadsheet

To separate the
year from a date
To separate the

month from a date

To show the day of
the week

To show the day of
the month

e This option specifies how some programs interpret two-digit years. The default
time span is 1930 to 2029. For example, using the default, your beginning date is
January 1, 1930 and your ending date is December 21, 2029. This means that a
program that uses this option to interpret two-digit years will consider the years
between (and including) 30 and 99 to be preceded by 19 and years between (and
including) 00 and 29 to be preceded by 20. For example, 99 will be interpreted
as 1999 and 01 will be interpreted as 2001. To change the time span, type the
ending year. Four digit years are not affected by this option. Be aware that not
all programs use this option.

Four-digit years To ensure that year values are interpreted as you intended, type year
values as four digits (2001, rather than 01). By entering four digits for the years, Excel
won't interpret the century for you.

DATE Returns the serial number of a particular date
DATEVALUE Converts a date in the form of text to a serial number
DAY Converts a serial number to a day of the month
Calculates the number of days between two dates
DAYS360 based on a 360-day year.
Returns the serial number of the date that is the
EDATE indicated number of months before or after the start
date
EOMONTH Returns the serial numper of the last day of the month
before or after a specified number of months
MONTH Converts a serial number to a month
NETWORKDAYS Returns the number of whole workdays between two
dates
TODAY Returns the serial number of the current date
WEEKDAY Converts a serial number to a day of the week
WORKDAY Retu_ms the serial number of the date before or after a
specified number of workdays
YEAR Converts a serial number to a year
Returns the year fraction representing the number of
YEARFRAC whole days between start_date and end_date

To get the sheet to always show the current date uses the TODAY/ () function which will
return the serial number for now. When formatted as a date this will show the current
date.

To separate the year from a date use the YEAR() function. If you have two dates
entered you can use the YEAR() function to calculate the number of years between each
date.

To find the month of the year (number 1 to 12) for a given date use the MONTH)()
function.

To show the day of the week (number 1 to 7) for a given date use the WEEKDAY ()
function.

To show the day of the month (number 1 to 28,29,30,31) for a given date use the
DAY/ () function.
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/ Time Functions \

e A range of functions exist to assist with
the manipulation of Time

o Examples ‘

« HOUR

e MINUTE
« NOW

« SECOND
« TME

\\. TIMEVALUE

Time Functions

HOUR Converts a serial number to an hour

MINUTE Converts a serial number to a minute

NOW Returns the serial number of the current date and time
SECOND Converts a serial number to a second

TIME Returns the serial number of a particular time
TIMEVALUE Converts a time in the form of text to a serial number




.

Statistical Functions

COUNT = SUMIFS
COUNTA = |FSUM
COUNTBLANK = COUNTIFE
SUMIF = AVERGEIFS

4

/

Statistical Functions

Function Name Use Syntax and Sample
=COUNT (first cell:1ast cell, first cell:last cell...)
) SALARY BONUS
5000 0%
8750| 2.5%
9000| 2.5%
Used to count how many 5%
COUNT numbers are in the list of gggg gf
arguments £
8500| 0%
10000) 0%
[EcountEzENg ]
=COUNTA(first cell:1ast cell, first cell:1ast cell...)
A | B |
January
Kevin Wallace 456.00
' 893.00
Jack Wilson 565.00
Used to count the number of Bl Smith 783.00
lIs that contain numbers and Trevor Hclnally 129 20
COUNTA ce ntain nt Sandy Galbraith 245.00
numbers within a list of Weandy Snow 593.00
arguments 123.00
Janet Gilhooley 563.00
James Scott 9655.00
Jim Blakey 879.00
Adrian Whalley 5B9.00
=COUNTA{AT:ATT) |
=COUNTBLANK(first cell:last cell, first cell:last
cell...)
B4 - A& =COUNTBLANK(AZ:B12)
A | B | ¢ | I
January
Kathering Gibson 893.00
569.00
Bill Srith 789.00
Used to count empty cells in a Trevor Mclnally 469.00
COUNTBLANK specified range ofpc)ellls 245.00
P g ' Wendy Snow £93.00
Carale Grant 123.00
Janet Gilhooley 565.00
James Scott 963.00
Jirm Blakey
Adrian Whalley 569.00

——1
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=SUMIF(A1:A5,7>50")

- fe =SUMIF(BE3: BB, "Frank Srith",C3:C8)
L B | C | b | E |
Salesper
son Invoice total
Frank 15,000
Smith
Frank S 000
Smith
Used to add the number éack 8,000
F reen
SUMIE or:‘ cells Wlﬂ;]ln a range T 0000
that r_n_eetst e given Green
condition Frank 5000
Smith
Teresa 22 500
Black
Description
Formula {Result)
Surn of invoices
29000 for Stnith
(29000)
A2 - Fe | =SUMIFS(A3:A10, B3:B10, "=A™, C3:C10, 1)
A B c
HOUSE STYLE SALES 2010
Quantity Sold Product Salesperson
8 Allander 1
2 Allander 2
Used to add the number 20 At:aﬂta 1
L. 5 A 2
SUMIES of cells within a range N i :
that meets multiple 15 Bermuda 2
H H : 12 Caterland 1
Crlterla glven D a5 Caterland 2
1 Formula Description Result
Adds the total number of house styles
28 sold that begin with "A" and that were 20
> sold by Salesperson 1.
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Al - Ji | =AVERAGEIFS(H3:88, G3:C8, "Edinburgh”, D3:08, ">2" E3:E8, "Yes")
A B C D E F
HOUSE STYLES 2010 e
Type Price Town MNumberof Garage?
. Bedrooms Average_r
Used tO determlne Allander 230,000 London 3 No arrays, or
Bermuda 197,000 Edinburgh 2 No Criteria_rz
the average number Caterland 345,678 Ed\'nbuzh 4 No are optien
Denbridge 321,900 London 2 Yes Criterial,
AVERAGEIFS of the selected cells Exc\usiviAHander 450,000 Edinburgh 5 Yes Gl i
Wlthln a range that Classy Bermuda 395,000 Edinburgh 4 Yes il be &
meets multiple Formula Description (result)
Crlterla’ glven Average price of a
home in Edinburgh
422500 that has at least 3
bedrooms and a
garage (397839)
=IF(SUM(B8:D8)=SUM(E4:E7),”CORRECT”,”INCORRE
CT”)
E3 hd F =IF(SUMBS:D3=SUMEL.EX)"Correct” "Incorrept”
Used to add the (ELMI ) ( ) )
e A | e | ¢ [ o | E | F | 6G6][]]
IFSUM cells specified by a | j
given condition or 7|
criteria 3 | Qitr 1 Qir 2 Qtr 3 Totals
4 |Narth 123 565 456 1144
5 |South 455 212 215 882
3 |East 656 525 252 1435
7 |WWest 123 232 225 580
3| 1359 1534 1148 Correct |
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/ Analyse Data with LOOKUP Functions \

=

o

B3 | =| =L OOKUP{A3 Product_Cade 2 FALSE)
A B [ © [ b | E F | G = T
The Tahle Prndiict Code
ABC SUPPLIERS ¢
1

_2 | Product Code Product Cost Units Total Product Code Product Price
2 1126, Desk 1 120.00 £ - 11263 Diesk £ 12000
4 25364 Chairs £ 500
5 | \ RIEa » CPL i 400.00
a_‘ — ‘ 45268 Keyboard | £ 35.00
= VLDDKUF‘@S,Prnduct_Cude,E,FALSEj s Tooe T Te000
EN B469E Monitor | £ 20000
9 | THA4E Mouze | £ 15.00

D964 Frinter £ 150.00/

Topic 1D: Analyse Data with LOOKUP Functions

A Sample VLOOKUP

You would use VLOOKUP when the values that you are interested in are
contained in a column (located to the left of the data). VLOOKUP is a
Vertical Lookup.

VLOOKUP Syntax The Syntax of the VLOOKUP function is as
follows:

VLOOKUP(Lookup_Value, Table_Array,Colu
mn_index_number)

Lookup_Value In this function the Lookup_Value is the value
that is looked up in the first column of a table

Table_Array Table_Array is the location and range of the table
to look up

Column_index_numbe | Column_index_number is the number of

r columns to go down the table to obtain the value

to be returned

The above example shows how you can use two values to look values in a
table. With a VLOOKUP Excel is looking for a column rather than a row.

The formula is written in cell B3. When the Product Code is entered in cell A3
Excel displays the Product in cell B2. Notice also how we have given the
Product Table a name (Product_Code). This makes it easier when writing
complicated formulas.

Normally the Table Array is on another worksheet so is hidden from view.
Have a look at the rest of the example below.

VLOOKUP often are linked to other cells where a knock on effect is used to
lookup other data.

VLOOKUP can also be used alongside Validation Lists. We will have a look
at this a little later.
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To complete this example:

e Select cell B3 and click on the Paste Function button on the Standard
Toolbar.

From the Category Lookup & Reference select VLOOKUP

The first part of the Paste Function Wizard will appear

In the Lookup_Value box type A3 and press Tab

In the Table_Array type Product_Code and press Tab

In the Col_index_num box type 2

In the Range_lookup type FALSE

= Click OK

Function Arguments E|

WLOOKLP
Lookup_value | TEXN == - | 1263

Table_array |Product_Code ;| = {"Product Code","Pri

Col_index_num |2

Range_lookup | FALSE

= "Diesk"
Laooks For a value in the leftmost column of a table, and then returns a value in the same row
from a calumn you specify. By default, the table must be sarked in an ascending arder.

Lookup_value is the value to be found in the first column of the table, and can be a
value, a reference, or a text string.

Formula result = Desk.
Help on this Function

Cell C3 also has a VLOOKUP so that when a Product has been found in cell
B2 the price is also inserted. Try this in your own!
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A Samnle HLOOKUP

5 | =| =HLOOKUP{C2 BS:E11,C3)
A, | €€ | D | E | F

1

Enter Package Size
2 |(ab) 3 <

Enter Mail Type (2
3 |Land, 3 Sea, 4 Air) 2
4
5 |Mailing Cost £ z5.00) =HLOOKUP(C2,B8:E11,C3)
= // |
a The Table\ 1 3 b -
g \ ? 35 4 5.0B
10 3 5.69 B.75 B5
11 4 777 10.33 16
12

A Sample HLOOKUP

A Sample HLOOKUP The above example shows how you can use two values to lookup a value in a

table. With a HLOOKUP Excel looks for the row number.

The function looks for the package type in row 1 or the table and then returns
the mailing costs in the appropriate mailing type row.

You would use HLOOKUP when the values that you are interested in are
contained in a row across the top of your data and you want to look down a
particular number of rows.

HLOOKUP Syntax

The Syntax of the HLOOKUP function is as follows:
HLOOKUP(Lookup_Value,Table_Array,Row_Ind
ex_number)

Lookup_Value

The Lookup_Value is the value that is looked up in
the first row of a table

Table_Array

Table_Array is the location and range of the table to
lookup

Row_index_number

Row_index_number is the number of rows to go
down the table to obtain the value to be returned

To complete this example:

Select cell C5 and click on the Paste Function button

From the Category Lookup & Reference select HLOOKUP
In the Lookup_Value type C2

In the Table_Array type B8:E11

In the Row_index_number box type C3 and click OK.
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Lesson 2: Organising Table and Worksheet Data

When you have
completed this learning
module you will have
seen how to:

Create and Modify Tables
Format Tables

Sort or Filter Data

Use Functions to Calculate Data
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/ Create and Modify Tables

o— 1 NAME ~ EMPLOYEE NC ~ | JOB TITLE
JJ 2 ParkerJ 0001 General Manager
3 |Young D 0002 Sales Manager
4 Howard J 0003 Parts Manager
PivotTakle Tahle 5 |Smith A 0004 Senvice Manager
6 West P 0005 Y18
N 7 |Brown P 0006 Sales Rep
& LakerD 0007 Mechanic
Tables 9 |White B 0008 Mechanic
10 'Rrown G nnng Y15

Tables were named Lists in Excel 2003 and 2007.

~ DEPARTMENT ~

General
Sales
Parts
Senice
Senice
Sales
Senice
Senice
Senica

D

E

SALARY ~

35,000
25000
25000
25000
5000
5000
9000
9000
A000

Tables include AutoFilter where column headers stay in view when you scroll through
the data. Allows users to manage and analyse a group of related data easier. Columns
and rows within the table will expand to accommodate more data when required.

~

/

Topic 2A: Create and Modify Tables

Background

a more dramatic effect.

Microsoft Office Excel 2010 now offers a new feature with Tables.
replaces the List feature from Excel 2003. The Table option lets you take things a lot
further with fantastic formatting, automatically include AutoFilter, expand the table as
you wish and much more and enables the managing and analysing a group of related
data easier. Cell Styles (Home Tab) can also be incorporated into your Table to create

Inserting a Table e Click anywhere inside your data or select the data you wish to turn into a table

of data, reselect with your mouse.

e

e From the Insert tab, select the Table icon Table
e You will be asked where the data is for your table. If this is not the correct range

Create Table s DS
where is the data for your table?
=tafl$EE24 =
| My table has headers
[ K l | Cancel |

duplicates etc.

Table Marme: [id summarize with PivotTable ‘j

Header Row [ First Column [SE=== === 1==]

A B C D E
1 NAME ~ EMPLOYEE NC ~ JOB TITLE - | DEPARTMENT ~| SALARY -
2 ParkerJ 0001 General Manager General 35,000
3 |Young D 0002 Sales Manager Sales 25000
4 Howard J 0003 Parts Manager Parts 25000
5 | Smith A 0004 Senvice Manager Senice 25000
6 WestP 0005 YTS Senice 5000
7 | Brown P 0006 Sales Rep Sales 8000
8 LakerD oooy Mechanic Senice 9000
9 |White B 0008 Mechanic Senice 9000
10 Brown G 0009 WIS Senice 5000
11 |Brown G 0010 Sales Rep Sales 8000
12 Laing M 0011 Valeter Body Shop 8500
13 |Boyd A 0012 Valeter Body Shop 8500
14 Bald B 0013 Body Shop Manager  Body Shop 23000

e Also notice that there is a check box for Table headers. If your data has headers at
the top of each column, click a tick in this box otherwise leave it blank. Click OK
e You will now see your table with default formatting and AutoFilter switched on

This option

When your table is displayed, you will notice that you are now on the Design Tab
where you can give your table a name, format it or convert it back to a range, remove

Tablel & remove Duplicates [ Total kow  [] Lastcolumn | |== === |==m=== = mmm mmmmm —m——— —— -

Export Refresh

-7 Resize Table T convert to Range = Banded Rows || Banded Columns

Properties Tools External Table Data Table Style Options

Table Styles
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Name the Table

Resize the Table

Add a new
column to the
right

Tools —
Summarize with
Pivot Table
Report

Remove
Duplicates

e Click in the Properties section of the Design Tab and under Table Name type the
name of your table.

NOTE: Names must begin with a letter or underscore, do not contain a space or
other invalid characters, do not conflict with an Excel built-in name or the name
of another object in the workbook.

e Click the Resize Table option in the Properties section of the Design tab
e  Either scroll with the mouse to select more or less data or enter the range in the
window presented and click OK

S |

Resize Table -

Select the new data range for your table:
=tAFlECE24 ES

Mote:  The headers must remain in the same row, and
the resulting table range must overlap the original
table range.

Lx ]I

Cancel ]

e Click in the blank column to the right of thFe Table and enter a title

I - |Start Datel!

35.000
e  Press Enter

R
¥} Undo Table AutoExpansion

Stop Automatically Expanding Tables

% Control AutoCorrect Options...

e Your new column will be inserted to the right and a Smart Tag will appear giving
options

This option will create a PivotTable from your data
(See previous topic)
Summarize with PivotTable

iz Summarize with PivotTable

4 4

Summarize the data in this table
using a PivotTable,

PivotTables make it easy to arrange
and summarize complicated data
and drill down on details.

Another new feature within Microsoft LEISRIIEE B
EXCE' 2010 is the Remove D upl icates To delete dupll(att.a values, select one or more columns that contain duplicates.
feature. Click this option and Excel will ]
show you a list of all the headings where it | coms a
will look for duplicate data. Just tick the | & sroene

columns required and click OK. If Excel |z2m.,

finds duplicate data, it will remove the

duplicate and leave a message similar to the

SALARY
one below.

My data has headers

v

[¥] Start Date

Microsoft Office Excel

.
\14) 2 duplicate walues found and removed; 22 unique values remain,
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Convert to Range | When you want to convert your data back to normal, just click the Convert to Range
option within the Tools section.

External Table ? \ B Properties The options with this section deal with SharePoint
Data Tools K- peninsroweer 2007 and are discussed fully in our SharePoint 2007
Export Refresh ... oiin course but here you can Export to SharePoint and

once the data is exported, Refresh to include any
new data. The Properties, Open in Browser and
Unlink options are all inactive until the data is exported.

External Table Data




34

Microsoft Office Excel 2010 Level 2

/ Format Tables

Header Row First Column | —|=]=|—]— W=l=l=l=]=] -

Total Row Last Column e Rl R e

/| Banded Rows Semaleg) Ealumin: T e e e e e e =
Tahle Style Options Tahle Styles

Tables can be formatted using the Table Style Options or Tables styles. This will give
colour and banding to your data. Formats your table data so it’s much easier to read.

/

Topic 2B: Format Tables

Counk Murbers

More Functions. ..

| =] =
2 0001
3 0002
" Howard ] | 0003

to read.

Background Once you have your data within a table, you can format the table to look very different
and much easier to read. Column and Row banding along with Light, Medium and
Dark colouring will add a very different effect to your data.
Table Style This option gives the opportunity to switch = _
Options on or off Header Rows, Tools Row, First fieaderRan: ERstLoiumn
Column, Last Column, Banded Rows and Total Row Last Column
Banded Columns. Any option tlckec_j will B Eanded Rows Banded Columns
display that particular
Rlane option. Table 5tyle Options
Average The Totals Row will give a new row to include the ability to
Count Total, Average, Sum etc any single column by clicking the

drop down arrow. If your column contains text, use the Count

M ! -

M;x option to count the number of cells with text.

S

StdDe First Column and Last Column simply format the columns to
Var be bolder than the rest so that they stand out more.

The Banded Rows and Banded Columns place bands over the data to make it easier

Banded Rows Banded Columns

Display banded rows, in which

even rows are formatted differently 1 Al 1 even columns are formatted
< - from odd rows. 2 8 2 differently from odd columns.
3 3 ENNE
This banding can make tables ‘ This banding can make tables
easier to read. easier to read.

=

'rm-ntnmb
-

TE MmO e D

Display banded columns, in which

A B c D E
M EMFLOYEE NCRdJOB TITLE M DEPARTMENTRE SALARYM

[o[a]uk General Manager General 35,00
0002 Sales Manager Sales

0oo3 Farts Manager Farts

0004 Service Manager Service

0005 YTS Service

0006 Sales Rep Sales

ooo7 Mechanic Service

0008 Mechanic Service

0009 ¥TS Service
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Add Table Styles Emmmm EEEEE ====m - 1his option allows you to select from many
EEEEE EEEER BEEEE

----- B-=-B|S---5/E---8 - different formats of table styles.

EE-F-EE-F-F
Table Styles

Al

Click the More arrow ™ at the bottom of

MNew Table Style...

Clear

-

the scroll bars to see more options. Resting your mouse pointer over any of the table
formats will invoke the on the fly formatting to enable you to determine which style
suits your particular data the most.
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o

~

Sort or Filter Table Data

EMPLOYEE NCRdUOBTITLE ____Rd]

i sortatoz

SortA-Z ‘ . A
SortZ-A = ‘;

Sort by Color
Or Filter data

J

Topic 2C: Sort or Filter Table Data

Background

E Sort & Filter

When you have large amounts of data you wish to analyse, Sorting or Filtering
your table data will give you just the information you need. Sorting will Sort
information in a specific order i.e. Highest to Lowest, or A to Z. Filtering on
the other hand will only show you the data you want to see. (You can also
perform this type of Sorting and Filtering out with Table data. Select the Data
tab and use the Sort and Filter group.) Note: You can sort up to 64 columns.

B = D
M EMPLOYEE NCR|JOB TITLE M| DEPARTMENTRA SALARYRM

A
NAME

Parker J 0001 General Manager General
Young D oooz Sales Manager Sales
Howard J 0003 Parts Manager Parts
Smith A 0004 Service Manager Service
0o00s YTS Service
Brown P 0006 Sales Rep Sales
aker D ooo7 Mechanic Service
White B 0008 Mechanic Sernvice
0oog YTS Service
Brown G 0010 Sales Rep Sales 8004
Laing M 0011 |valeter |EBody Shop

In the examples that follow we will use the internal Excel 2010 Table which
shows a list of staff including their Departments, Job Title etc.

The Sort & Filter options are available M JOB TITLE ____Ad|
when you click the drop down arrow | % sotatez

which appears to the right of each [& setztos

heading. You can sort more than 3 Sort by Color |
levels. In fact, you can sort on as many | «
levels as the memory of your computer 8
can cope with.  Features such as Text Filters v
offering  sorting  Ascending  or
Descending if the sort is on a text
column or Smallest to Largest, Largest
to Smallest if the sort is on a number
column, or a Custom Sort. The added
option to this is the AutoFilter. You can

also sort Cell Color, Font Color or Cell ;:Epnger

Color icon. By ticking or untick the - [VIsakes Rep -
options within a column you can select
just the data you require. Options with ook )| cancer |
a tick will display, without the tick they
will be hidden. If you untick Select All, you can then retick the headings you
are looking for.

|Search Pl

-0l (Select Al -
Body Repairer
Body Shop Manager
Gereral Manager =
Machanic
Parts Manager
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Sort Data A-Z or e Click on the Filter Block at the right of the column you wish to sort
Z-A (text) e Select Sort Ato Z or Sort Zto A

4l sortAtoz

%l sortztoa

Sort Data A-Z or e Click on the Filter Block at the right of the column you wish to sort
Z-A (numbers) e Select Sort Ato Z or Sort Z to A

2} sort smallest to Largest

il Sort Largest to Smallest

Custom Sort Using this option we can sort and group data we require. For example, we could Sort
Explained by Department which will group all those together. We could then sort by Name
which would group all the names together and then finally sort by Salary. This would
group all the Departments, Names or employees and their salary together.

L2
c’gj Add Level H X Delete Level ” Za Copy Level I BB{ Options... ] My data has headers
Colurmn Sort On Order
Sorthy | DEPARTMENT [x] wvales [x] |amz ~]
Thenby |name (=] values [x] |amz ]
Thenby galsRy x| wvalues -] i
[ oK ] i Cancel

The result would look like this below.

B C D
| NAME EMPLOYEE NCRdl JOB TITLE B EPARTMENTIE] saLARYE]
|Bald B 23000
|Boyd A 8500
| Laing M 8500
|o1d A 8750
|Parker A 8750
| Webb R 5000
| Adler K 10000
| Parker J 35,000
|Parks § 8500
|Howard J 25000
|Boyd J 5000
|Brown G 8000
|Brown P 8000
|o1d D 8000
|Parks L 8000
| White A 8000
|Young D 25000
|Brown G 5000
|Laker D 9000
| Smith A 25000
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Perform a Custom

Sort

Filter Table Data

Stop filtering data

Switch Off/On
AutoFilter in a
Table

Click on the Filter Block at the right of the column you wish to sort
Select Sort by Color then Custom Sort...

Sort by Color 4 Custom Sort...
Then Custom Sort and you will see the Sort dialog box
- [ - ==
o
l 4| Add Level “ X Delete Level “ 53 Copy Level ] l Options. .. ] My data has headers
Column Sart On Crder
Sort by El values E| ARz EI

[ K l’ Cancel ]

—— =

Add the levels of sort you require by clicking the Add Level button
In the Sort by section, click the drop down arrow and select a heading to sort on

Sort by EI

MNAME
EMPLOYEE MO,
JOB TITLE
DEPARTMEMNT
SaLARY

(here you can see the headings in our table)

In the Sort On section, click the drop down arrow and select from Values, Cell

Sorton
[x]

Yalues

Yalues
Cell Color
Font Color
Cell Icon

Color, Font Color or Cell Icon
In the Order section, select from Ato Zor Zto A

Add additional sorting levels as you require.

Click on the Filter Block at the right of the column you wish to filter
Untick the boxes next to the headings you don’t want to see

Ticking the Select All tick box will take all the ticks off the boxes. You can then
just tick the ones you require.

Click OK

Your data will be filtered.

At the top of the block, notice that the
filter icon has changed from this E| to

this .

[ {5elect All) -
[ Body Repairer

Body Shop Manager
General Manager
Mechanic

Parts Manager
Receptionist

Sales Manager
Sales Rep -

m

] e

Click the drop down arrow on the heading you filtered.
Select Clear Filter from

Clear Filter From "DEPARTREMNT"

(|

T

Filter

From the Data tab, click the Filter button. If it is colour Orange then the

AutoFilter is on.
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Text Filtering e When you filter on a Text column you will be able to see the Text Filters option
like this. " FIter® '
Equals..
Does Mot Equal...
Begins With...
Ends with...
Contains...
Does Mot Contain...
e Select from these options. Lo er Each option will present a dialog
box whereby you can detail the criteria.

The result would be this:

A

B

arker A 0016
arker J 0001
arks S no22
arks L 0021

You may also wish to use And

Here we have enter Or W

Custom AutoFilter =

Show rows where:

MNAME
beqgins with |z| i
(O and @ or
beqins with |Z| Wyl

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

Here we have detailed Begins With...

on the Name field. The resulting | Custom AutoFilter —
dialog box would look like this. Shaw rows where:
e We have typed the letter P to enable HAME
us to find anyone whose surname begins with E i
starts with P. ©@and Oor

=]

Use 7 to represent any single character

NAME bd EmMPLOYEE NCE® Use * to represent any series of characters

Body
Gene
Rece
Sales

or OR to expand the data you require.

And will combine the data (i.e. two or more criteria that must both be met). Use
Or when only one of multiple conditions are to be met

e The result would be this:
B

A
NAME

Webb R 0015
ParkerJ | 0001
0022
0021
0018
0017
0005
0008

bd EMPLOYEE NCR JOB TITLE >

c

Body Repairer

¥TS Body Shop
General Manager General
Receptionist General
Sales Rep Sales
Sales Rep Sales
Mechanic Senvice
¥TS Senvice
techanic Senvice
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Number Filtering

Convert Data back
to normal

e When you filter on a Number column you will be able to see the Number Filters

option like this.

Equals...

Does Mot Egual..

Greater Than...

Greater Than Qr Equal To..
Less Thar...

Less Than Or Equal To...
Between...

Top 10..

Above Average

Below Average

i Custom FEilter. ..

e  Select from these options.

Mumber Filters

]

e Each option will present a dialog box whereby you can detail the criteria.
o Here we have detailed Greater than... on  Custom AutoFilter = ]

the Salary field. The resulting dialog box

would look like this.

e We have typed the number 8500 to enable us
to find anyone whose salary is more than

8500.
e The result would be this:

C D E
E B oerARTMENTE £

p Manager Body Shop
airer Eody Shop 8780
airer Body Shop 8760

General 10000

w
=
—
=
A

=

lanager General
ager Parts
1ager Sales
Senvice 9000
anager Senvice

Service 9000
Service 9000

Show rows where:
SaLARY

E a0
[-]

Use 7 to represent any single charactar
Use * o represent any series of characters

is greater than

@ and (or

You may also wish to use And or OR to expand the data you require.

e And will combine the data (i.e. two or more criteria that must both be met). Use

Or when only one of multiple

conditions are to be met
Here we have enter And 10000
The result would be this:

D E
| B oeEPARTMENTE sSALARYE]

Body Shop 8750
|Body Shop 8750
Service 9000
Service
Senvice

Select Convert to Range

Select Yes

Custom AutoFilter

Show rows where:
Salary

E 8500
E 10000

Use 7 to represent any single character
Use * to represent any series of characters

is greater than

Fromm the Design tab, and the Tools group of buttons

You will be asked if you really want to do this
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o

Advanced Filtering

Use of the Advanced Filter allows for:
Multiple selections from the same field
Selections based on calculations
Selections across multiple fields

/

Advanced Filtering

Background

To use the Advanced
Filter

The use of AutoFilter techniques will cover most users’ requirements when
selecting information from an Excel database.

The use of advanced filtering techniques allows you to select using multiple
criteria for the same field (column), and to make selections based on complex
formulae.

e  Ensure that you have a number of blank rows above or below your list
e Ensure that your list has field (column) headers

o Create the filter criteria labels by copying the appropriate field headings to
one of the blank rows (above the list).

e Under these criteria labels enter the criteria you wish to match when
filtering your list.

e Ensure you have one blank row between the criteria details and the list
e Selectasingle cell in your list

\.HJ' .
e  Open the Data tab and select the -+ “9¥aM€d ooion

e Select the Filter the list, in place radio button to filter the list.

Advanced Filter g]

Ackion
(%) Filter the list, in-place
() Copy to another location

Lisk range: TR E
Criteria range:
BT

[ unigue records only
[ Ok ] [ Cancel ]

e Select Copy to another location to place the filtered list in another
location

e Define the List range if it has not already been done automatically
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o Define the Criteria range

e Define the Copy to cell, if the filtered list is to be copied to another
location

e Check the Unique records only box if you require to see only unique
records

e Click OK to complete and action the filter

Criteria for Advanced Single column criteria

e The example will filter records of staff in DEPARTMENT SALARY
the Sales Dept. who earn more than Sales =8000
£8,000.

Multi-column criteria
DEPARTMENT SALARY

The example will show records where Sales =a000
staff in Sales are paid more than £8,000 Service 20000
and a Service Depts where staff are paid

less that £20,000.

To remove all Advanced | ¢  From the Data drop down menu select Filters

Filters % Clear

e Click on Clear to remove all filters and display all records.
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4 N

Use Functions to Calculate Table Data

e You can SUM the outermost column of your Table
data using the Total Row option

e Alternatively you can SUBTOTAL filtered data

- /

Topic 2D: Use Functions to Calculate Table Data

Background Excel Table Data has a built in feature whereby you can add up the outmost
column of your Table. The default is to SUM but once the calculated row is
there you can easily change it to Average, Min, Max etc.

You will also have the ability to calculate each column differently to the next
i.e. SUM one column, MIN the next column and so on.

Using SUBTOTAL filtered data can also be accomplished simply using a few
steps. This option will allow you to group your data also.

Total Row Table Data e Click inside your Table

e  Select the Design contextual tab

e Under Table Styles Options, tick Total Row

e A new row will be added to your table with the outermost column

summed

NAME ~ |[EMPLOYEE NO_| ~ | JOB TITLE ~ |DEPARTMENT -~ | SALARY |~
Webb R 0015 YTS Body Shop 5000
Adler K 0023 Secretary General 10000
Parker J 0001 General Manager General 35,000
Parks S 0022 Receptionist General 8500
Howard J 0003 Parts Manager Parts 25000
Boyd J 0018 Sales Rep Sales 8000
Brown G o010 Sales Rep Sales 8000
Brown P 0006 Sales Rep Sales 8000
Qld D 0020 Sales Rep Sales 8000
Parks L 0021 Sales Rep Sales 8000
Wihite A o018 Sales Rep Sales 8000
Young D onoz2 Sales Manager Sales 25000
Brown G 0009 YTS Senvice 5000
Laker D ooy Mechanic Service 9000
Smith A 0004 Service Manager Senvice 25000
West B 0017 Wechanic Senvice 9000
West P 0005 YTS Senvice

White B 0o0g Mechanic Senvice

Total [ | |

e  Click the drop down arrow to select another function required. You can
also select any other column along the Total row and select a different

function.
27600083

More

Ayerage

Count

Count Murmbers
Mlax

lkallg]

StdDev
4'ar
Mare Functions...
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Perform calculation e Let’s suppose you have two tables of figures. Salaries for 2009 and
from Table Data Salaries for 2010 and you want to add these together.

e Select the first table and give it a name (Salary2009) using the Design
tab, Properties group, then Table Name

e Select the second table and give it a name (Salary2010) using the Design
tab, Properties group, then Table Name

e Select an empty cell and type =sum(s and you will be prompted for the
table names below

=5UM(s

SUM{numberl, [number?], ..}
jw.

T salaryz010
(fe) SEARCH
(o) SECOND
() SERIESSLIM
(o) SIGN

) s

(o) SINH

(o) SKEW
ALY

(fe) SLOFE

() SmaLL -

m

Using SUBTOTAL - e Use the SUBTOTAL not SUM

Totalling fields withina | ¢  SUBTOTAL ignores hidden records, whereas SUM does not
filtered database
NOTE: if you use the AutoSum icon to total columns, then it will
automatically use SUBTOTAL (rather than SUM), if the database is filtered

Manipulating filtered You can hide rows using the Row/Hide command under the Format menu.
data This is very different from cells not being displayed as a result of imposing
AutoFilter criteria. Rows not visible after you have applied an AutoFilter
criteria are not "Hidden"” in the Excel 2010 sense of the word -—they are just
not displayed.

Everything you wanted about cells not displayed due to an AutoFilter criteria, but were afraid to
to know... ask

When you impose AutoFilter criteria, and, as a result, some rows are not
displayed, you should note that the following points apply to those hidden
rows.

e They are not included in SUBTOTAL functions (but are included in
SUM functions)

They are not printed (unlike manually hidden cells)

They are not used to construct new chart information

They remain unchanged if the AutoFill command is used

They remain unchanged if you apply formatting commands

They remain unchanged if you use the Sort, Clear, Copy or Delete
Row commands.




Microsoft Office Excel 2010 Level 2

45

Touse SUBTOTAL

Once you have filtered your data the next thing to decide is what order do you
want your data to be presented in.
containing names, departments, salaries of your staff. Your Manager wanted to
determine what the salary bill was for all staff. He wants you to prepare the
data in Departmental order with the total salary totalled for each department.
Firstly, you would sort the data with the Department field A-Z. Then start the
SUBTOTAL.

Say for instance, you had a worksheet

From the Data tab and the Outline group, select SUBTOTAL subtotal
from the Outline group of buttons

This will invoke the SUBTOTAL dialog box

At each change in:

Use function:

Sum b

Add subkokal bo:

[Tmame

[ ]EMPLOYEE MO,
[]0oE TITLE

[ ]oEPARTMENT

Replace current subkokals
[[] page break between groups
Summary below data

[ Remowve Al ] [ a4 l [ Cancel ]

From the At each change in section, click the drop down arrow and
select Department because this is the field you sorted A-Z.

From the Use function section, click the drop down arrow and select
Sum

From the Add subtotal to section, click the drop down arrow and
select Salary as this is the field you want to add up

From the bottom section of the window, check Replace current
subtotals to overwrite the previous subtotals

Check Page break between groups if you have a large amount of
data and want each department displayed on a worksheet of its own

Check Summary below data which will give you the total at the end
of each Department

Click OK

Your data will now be displayed by Department with a total at the end
of each Department

2
3
4
5
B
7
8
]
0
1
1
1
1
1
i
1
1
113
|20
L2
|22
2
[24
2
%

kg

You will even have a Grand Total at the bottom
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To Hide/Display data Let’s say that your Manager has asked you to print off each Department
sections separately so that he can give this to each Department Head. He does not want
all the Department Heads to see each other’s salary figure therefore, you will
need to be able to hide sections then redisplay these when required.

e At the top left of the window you will notice a small grey box with the
numbers 1,2,3 11 2]3|

e Click the 1 to show only the Grand Total

e Click the 2 to show only the totals for each department and the grand
total

e Click the 3 to show all data

1
e  Alternatively, you can click the minus signs ;I to the left of each
Department to collapse and expand each Department section

To remove e From the Data tab, select SUBTOTAL
SUBTOTALS e  This will invoke the SUBTOTAL dialog box
e Click the Remove All button

Changing Sum to You can change the SUM function to AVERAGE, COUNT, MAX, MIN etc
Average, Minimum etc. | once your SUBTOTALS are on screen. If you have a look at the cell

containing the formula ﬁ. :SUBTOTALEB'DE:DSII. you will notice that after

the function SUBTOTAL, you will notice the number 9

Function_num

(includes hidden Function_num

values) (ignores hidden values) Function
1 101 AVERAGE
2 102 COUNT
3 103 COUNTA
4 104 MAX
5 105 MIN
6 106 PRODUCT
7 107 STDEV
8 108 STDEVP
9 109 SUM
10 110 VAR
11 111 VARP

e Click on the cell which contains the formula
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LESSON 3: Presenting Data Using Charts

When you have o
completed this learning |
module you will have .

seen how to:

Create a Chart
Modify a Chart
Format Charts
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/ Create a Chart x

= First select your data

= Then click on the Insert Tab ﬁh i & = iy L D

= Select your chart type Or Column Line  Pie  Bar  Area Scatter Other
- - - - - =  Chars~
= Select your data and press F11 Charts )

= Or Select your chart then add the j

K data

Topic 3A: Create a Chart

Background The way charts are created has changed in this new version of Excel. You can select
your chart from the Insert tab without first having to select any data. You would then
add the data required.

For delegates who have created charts in previous versions of Excel, the old ways still
exist even down to the shortcut key F11 to create a new chart.

Note: Some of the charts which were in previous versions of Excel may not exist in
Excel 2010. If you do require a chart which was in previous versions of Excel, open
the old Excel document with the required chart and save the chart as a Template.

Create a Chart e  Select the part of the worksheet where you want to store your chart.
‘(’j‘"thOUt selecting e From the Insert tab, select from Column, Line, Pie, Bar, Area, Scatter or
ata Other Charts.
Ny = ; 0 '
il xS )
Column  Line Fie Bar Area  Scatter Other
- - - - - *  Chatts~
Charts ]

e Each has its own drop down arrow to make a selection from. This one is the
Column Chart drop down.

e If you click the Other Charts option, you
will see a list of other chart types to choose 2-D Column

- Iddia [l

Stock i 3-D Column

llhl
] i liali l lm_ﬁ M lm IW
g

Cylinder

|fvé% | E’a | :
—T ) a8

= | = Cone

-:u:-.‘_;.e 3,‘,' Jﬂﬂ llg\_ﬁ}_ Jﬁﬁiﬁj— |f|_f}:{l

Pyramid

o 5 ] ) a5 85 [

ill 20 chart Types...

[

il Anchart Types...
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You will now see a blank area on your worksheet which will hold the chart (see

illustration below)

You will also see a Contextual tab Design

Select the Select Data button

The Select Data Source dialog box will be displayed like the one below.

.__|
={n
Select
Data

Legend Entries (Series)

Select Data Source l 2 &J
Chart data range: | =

5] Switch RowCalurin

Horizontal {Category) Axis Labels

2 add ] SHEdt || ¥ Remove

= Edit

Hidden and Empty Cells

Select the data to be added to the chart with your mouse and you will see the

Select Data Source dialog box being populated automatically

Select Data Source . I D |G

Chatt datarange: | =Sheet11$Bg2:$F4e|
ﬁ Swikch RowyiCalumn

Legend Entries (Series) Hotizontal (Category) Axis Labels

[ = add ][ = Ede H A Remove ] - B I ZEdL l

Morth Qtr 1

Sauth Ok 2

East Qkr 3

West ok 4
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Create a Chart
AFTER selecting
data

Shortcut to insert
a Chart

Select the data you wish to chart

From the Insert tab and the Charts group of buttons, select the chart required.
You chart will be visible on the worksheet beside the data charted.

Qtr 1

Qtr2

Qtrd4

North
South
East
West

123
555
686
838

878
145

0
698

125
365
486
874

2262

1724

1850

i Qtr2

Gtr 1

mest
East
msouth

= Narth

¥ - - & e v
0 200 400 00 800 1000

Select your data to chart and press F11 on the keyboard. You will be presented

with the default chart option.
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/ Modify Charts \
. [ select Data Source . [ |
= Switch Row and Column Data ; =
= Add or remove data from your
chart ErNE e .
. - . South Qe I
= Edit the data within your chart | =
= Display empty cells as zeros or e —
Kgaps \ j
Topic 3B: Modify Charts
Background Once your data has been charted you can still add, remove or change the way the data
is presented. The Select Data Source dialog box will give you some of the options to
do this.
Switch e  Click in the chart you wish to change
Row/Column —
Data it
A Select
e Click the Select Data button Ptz
e The Select Data Source dialog box will be displayed
TSetect DataBourc 1 I 9 ]|
Chart datarange: | —sheet11$B$2:4F$¢] &
7] Switch Row/Column
Legend Entries (Series) Harizontal {Category) Axis Labels
{ 5 add “ o Edit “ XgamnveJ B 7 Edit J
Sou;th Zt:z
East Qtr 3
West Gtr4
o Click the Switch Row/Column to arrange your data on the chart differently
e You can edit any part of the data by selecting the label you want to change and
Edit Series then clicking the Edit button
( Edit Series |2 s
Series name:
=shest 114643 B| = north
Series values: -
=sheet 113 :$F43 B&| =123, 878, , 12...
[ K ] [ Cancel I
e In the Edit Series dialog box, select either Series Name or Series Value and
change the selection. Click OK when done.
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Hidden and/or
Empty Cells

If your data contains either hidden and/or empty cells you can manipulate this a
little differently

Click the Hidden and Empty Cells button

[ Hidden and Empty Cells ]

The Hidden and Empty Cells dialog box will be displayed

Hidden and Empty Cell Settings m

Show empty cells as: @) Gaps

) Zero
Connect data points with line
[] show data in hidden rows and columns

[ oK ][ Cancel ]

In the Show empty cells as: section, select Gaps if you want to see gaps in the
chart where empty cells are like the illustration below.

2500

2000
m'est
1500 = East
M south
1000
W Marth
500
o - T T T T

Gtrl Qtr 2 Qtr 5 Qtr 4

Alternatively, if you want to see zeros where the empty cells are, select the Zero
radio button and you chart will look like this. (Note: you will not be able to see
the circle in Qtr3 like the illustration below until you click the OK button)

2500 1

miest

W East

W south

H Morth
-

2000

1500

Lloo0

500

atr 1 Qtr 2 Qtr 3 atr 4

If you want to show data which is hidden in rows or columns then click the Show
data in hidden rows and columns tick box

Show data in hidden rows and columns |




Microsoft Office Excel 2010 Level 2 53

Add/Remove a
Data Series in
chart on same
sheet

Remove Data

Change Chart
Type

e Activate the chart by clicking on it once
e You will notice that the data has coloured lines around the series which has been

plotted.
SALES ZUUD Drag to the right to extend data
Drag to the left to remove data
Qtr 1 Qtr 2 Qtr 3 Qtr 4 Total
orth 5699 5937 5468 741 6
outh 5478 3664 6523 59 21524
ast 6965 1254 3662] 913521006
fest 1235 1236 3698 goon
DTAL 19377 12131 19331
7000
stal 6000
rYear £ 74,280 5000
4000

e To add another series, say Qtr3, drag the right hand corner of the blue box to extend
the data
e Drag to the left to remove the data. The chart will be updated automatically.

e From within the Select Data Source || tegendentries (geries)
dialog box, Select the data label you want ||| #Ha% || e | Xgemove [ ] -
to remove North

e  Click the Remove button Eou:h

e Click OK and you data will be removed. _

o If you feel that the chart you have chosen does not represent your data in the
correct manner you can easily change the chart type.

e  Select the chart you are unhappy with

e From the Design tab the Type group of buttons, click the Change Chart Type

il

Change
Chatt Type
button
o You will be presented with a range of different charts like the ones below.
[ Change Chart Type (L2 |

Cd  Templates Column -

e ) | g w12 ] o) 98] )

[
& Fie d i
i Bar |Jimh |@B J@H ﬁj{ﬂ |Jfﬂf‘a |L"i | Mr
Area
e oo ) i) a8 MM | b
g Surface Line
ey Radar L3
A [an ] o] [AB] [an] (o] -
[manage Templates... ] [ Set as Default Chart ] [ oK ] [ Cancel 1

e From the list at the left, select the type of chart required

e From the range of charts displayed at the right, select the chart required and click
OK
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Move the Chart to
another location
in the workbook

Change the
Layout of your
chart

Chart Area
%Format Selection
&4 reset to Match Style

Curtent Selection

Y ed| @ AL (] P o] o] B

Picture Shapes Text

Insert

e  Select the chart and from the Design tab and the Location group of button, click

]

R owe
Chart

the Move Chart button

e You will see a window like the one below to choose where you want to place the
chart. Click in the radio button New sheet to place your chart in a new sheet. If
you want to rename the sheet, click into the white box and type a name.

2 [ |

Move Chart

Choose where you want the chart to be placed:

\JJTJA () Mew sheet: | Chartl
Sheetl IZ|

[ o

(dl

@ Object in:

][ Cancel ]

e |f you want to move your chart to somewhere on a sheet, click the radio button
Object in and from the drop down arrow at the right, select which sheet you want
to place the chart in and click OK.

Along with the Chart Tools and Design Tab, you
Design Layout Format

are also given options for Layout Format to
further modify your chart.

The options you see below are for the Layout Section. Some of these options are
considered Formatting therefore they will be discussed in the Formatting section of this
manual.

i) | w6 ) )
Data Axes  Gridlines Flot  Chart  Chart 3-D

Labels = Table - - Area~ Wall~ Floor~
Axes Background

W Chart Name:
Chartl
Trendline Lines Up/Down  Errar

Ratation Bars Bars
Analysis

Chart  Axis Llegend Data
Title = Titles=  +

Lahels

- Box
Properties

Chart Name

Labels — Chart
Title

To give your chart a name, click in the Chart Name area in the Properties group and
type the name for your chart. This will assist if you need to refer to it using the
Selection Pane.

=1 Clicking the Chart Title icon will display these options. Select the relevant

Il | one. If you have chosen option 2 or 3, click where the Chart Title Box is
chart  displayed and over type a name for your chart.
| Title = o -
—_ Mone .
I0#| | Da nat display a chart Title .Cha rt Tltlel[
—1 Centered Owverlay Title 3
W[ Overlay centered Title on ‘ SE IES‘ ZDDG Cha rtl

chart without resizing chart
Above Chart

Display Title at top of chart
area and resize chart

Mare Title Options...
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Picture, Shapes
and Text Box
Tools

AXxis Titles

e From the Insert Groups you can insert a Picture, Shape ™
' A
or a Text Box. Ea "l_:'}“l

e With your Chart selected, click the Picture button and  Picture Shapes TBE;‘;
select your picture

Insert
e  The picture will replace the chart in the chart frame

e To draw a shape in your chart like an arrow, click the Shapes drop down arrow
and select the shape required like an arrow

e  Click somewhere in your chart and hold down your left mouse

o Drag on the chart to insert the shape.

e Formatting the shape can be accomplished using the Format contextual tab
e Inserting shapes and formatting them is discussed later in this manual.

e Toinserta Text Box, click the Text Box

e Click somewhere in your chart and hold
down your left mouse

= North

o Drag on the chart to insert the shape.

e Type any text required inside the Text
Box.

e Formatting the shape can be S
accomplished using the Format
contextual tab

W South |
East |

West

Axis Titles appear, depending on the chart type selected, normally at the bottom or
left/right hand side of the chart. Using the new Axis Titles button these have been split
to make them clearer and easier to use. Each option has its own specifications. A
sample of the Rotated option is shown below.

ujiis
2

'Axis ﬂ Primary Horizontal Axis Title »
Titles = _ R
||ﬂ Primary Wertical Axis Title 3

None
Do not display an Bxis Title

Rotated Title
Display Rotated Axis Title and resize
chart
Yertical Title

-~ Display Axis Title with vertical text and
1000 — resize chart

r Horizontal Title

Display 2xis Title hotizontally and resize

aon 7 o

More Primary Wertical &5 Title Options...

e E [ |E]

500
700

son

500

400

Inuis Title _|

so0
200 +
100+

Qtr
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Legend Legend, again depending on the type of chart chosen, appears to the side of
the chart to inidcate exactly what the chart is plotting. A list of options is
available when the Legend Button is selected. Below you see the Overlay

Legend at Right option.

3 MNone
I Turn off Legend

Show Legend at Right
nE| | show Legend and align
right

Show Legend at Top
Show Legend and top
align

Show Legend at Left
EEITY Show Legend and align
left

Show Legend at Bottom
Show Legend and align
bottom

Owerlay Legend at Right
izl Show Legend at right of
the chart without resizing
1 Owerlay Legend at Left tr2

—hl’h Show Legend at left of
the chart without resizing

[|

= i

il

|

More Legend Options...

Data Labels Data Labels can be displayed at the top of the column of the plotted series and when
you click the Data Labels button you are given a simple option of on or off. Under the
More Data Label Options there is, of course, more options to choose from as you see
from the screen shot below. As you make your choices you will see the effect it will
have on your chart.

a

i
Data
Labels=

| =2 Mone
UG Tumn off Data Labels for

selection

Show
44| Turn on Data Labels for

selection

Maore Data Label Optians..,

Data Table The Data Table can be displayed along with the chart to enable users to show where
the actual data is. This can be displayed with or without Legend Keys.

1| MNone P ¢
= Do not show a Data Table Lo =

-1 Show Data Table

ng Show Data Table below the chart . 300 52
: but without Legend Keys 1

A Title
g
g

Show Data Table with Legend Keys s
= South 569 951

B8  show Data Table below the chart [ e 552 e
and include Legend Keys S 0 . =

Mare Data Table Options...
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AXis The Axis can be displayed to the left or right of the chart and with the new options, this
is simple to change. One of these options are shown below. The pictures on the
buttons will give you a guide to where they would be displayed.

~ |&] Primary Horizontal &xis B
IEI va l¥ Do not display Axis

k] Primary Vertical Axis 3
Show Left to Right Axis
Display Axis Left to Right with Labels

FETT

Show Axis without labeling

Display Axis without labels or tick
marks

Show Right to Left Axis

Display Axis Right to Left with Labels

&

More Primary Horizontal Axis Options...

Gridlines Gridlines are normally displayed, depending on the chart selected, on the walls and
floor of the chart. These can be changed to display Major and Minor gridlines with
just a couple of mouse clicks.

gl Primary Horizontal Gridlines »

Gridlines, . ) o
' - @ Primary Vertical Gridlines L4

None
Do not display Horizontal Gridlines

Major Gridlines

rﬂﬂ:: Display Horizontal Gridlines for Major units F
=1 Minor Gridlines

illiE| Display Horizontal Gridlines for Minor units
= Major & Minor Gridlines

e Display Horizontal Gridlines for Major and

[

Minor units

More Primary Horizontal Gridlines Options... F

3-D Rotation “'" Format Chart Area
3D Fil 3-D Rotation
Rotation Border Color
3-D Rotation option is Border Styles
available for any chart which is shadon Rotation
already in 3-D format. When the 0 Format % ANE
button is clicked users are presented | gy | =3 & &
with an options to change the
rotation of their chart to suit their CENEN I
needs. As the options are selected, Perspective: [15° &
the changes can be seen on the chart. Text
Object position
Chart Scale

[ right Angle Axes
Autoscale

Depth (% of base)
Default Rotation
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/ Format Charts \
=  Change the colours in your chart
= Change the Fill, Shape Outline or change the Shape Effects
23 shape Fill ~
Abc [Ahc] [Abc] Abc Abc Abc Abc - I:_? Shape Cutline -
T | ' Shape Effects =
k Shape Styles a j
Topic 3C: Format Charts
Background Changing the format of your chart is very simple with this new version of Excel. You

Selecting Charts .

Layout Tab -
Chart Wall

can change the formatting from the Design and Layout tabs and you also have a
Formatting Tab with clear options of buttons to try. When you use any of the options,
you will be able to see how the formatting would look with AutoPreview before you
decide to change it!

From the Format tab, the Selection group and then click the Selection Pane

"_E[,} Selection Pane

button
- : Selection and Visibili v x
e A new Selection and Visibility pane will be |- o 2RI
seen at the right hand side of the window like Shapeim UL o
the one you see here to the right. Chart 2 E
Chart 1 [=

e  Select the chart by clicking on its name

e If you want to hide a chart, click the small
eye to the right of the chart name

e To reorder the charts, select the chart name
and use the Reorder buttons to reorder up or
down

e To show or hide your charts, click the Show All or Hide All buttons

e To undock and float the Selection and Visibility pane, rest your mouse over the
Title Bar until you see a four headed arrow then drag the pane to where you want
it.

e To close the Selection and Visibility pane, click the small cross at the top right
of the window.

A =

The Chart Walls can be formatted to display a colour or left clear. The More Walls
Options enables users to format the walls with fills, pictures etc.

Format Walls 2 |
Fil Fill
Border Color ) o il
Border Styles 2) Solid fill
Shadow
Glow and Soft Edges
&l| Chart Wall =
None N meE
Iﬂjﬂ Clear the Chart Wall Ele
fill e
Show Chart Wall ' e
B  show Chart wall
with default color fill
Mare Walls Options...
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Chart Floor

3-D Rotation

Design Tab —
Chart Layout

The Chart Floor can be formatted separately from the walls to enable users to quickly
and easily display their chart as required. With this option users can either clear the
floor colour or display a default colour fill. The More Floor Options allows for more

details fills.

| ChartFloor~|  —

None
mh;j Clear the Chart Floar
=l il

Show Chart Floor
ol  show Chart Floor
with default color fill

More Floor Options...

Format Floor

(=

[F T

Border Colar © ho il

Border Styles © Solid il

iy ) Gradient Fil
Shadow @ Picture or texture Fil
Glow and Soft Edges ) Pattern fill

3D Farmat @ Automatic

3-D Rotation

3-D Rotation option is available for any chart which is already in 3-D format. When
the button is clicked users are presented with an option to change the rotation of their
chart to suit their needs. As the options are selected, the changes can be seen on the

chart.

Format Chart Area

1 o]

Fill

Border Calar

Baorder Styles
Shadow

Glow and Soft Edges
-0 Format

-0 Rotation

Size

Properties

Al Text

3-D Rotation

e D

Rotation
®: z0e

¥ 15

e
|
wfp

& e
Perspective; |0° : - |
Text
Keep bext flat
Object position

Distance from ground: |0 pE

Chart Scale
Right Angle Axes
Autoscale
Depth (% of base) [100 =
Height (% of basey 100 7

Default Rokation

8

You can change the layout of the current chart by selecting
the Design tab, the Chart Layouts group and then Chart

Layouts drop down arrow.
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Design tab — There are some very dramatic styles which can be applied to you chart but you must
Chart Styles decide how you want to display the chart once created. For example, do you want to
print the chart or show it on a presentation board. Some of the charts look better
printed than on screen and vice versa. The choices of the styles are below.
oy, | M, Moy, ool | B, e (e, o,
! ‘il—i—':i,'_é7 —-i!rl';;‘_l’_i; —i!'_"_-i._rzj —i!'_"_'i._lzj -—"7_"_'![_":7 ‘i!'_"_'i‘_lzj -—'!_"_'i,!b ——'L_"_'i,IJ’_T
| o, Ty | ool | e, el | ol e,
Sugy Mool gl hegl | ol el | bl el
Format tab — Shape styles can be formatted on any
Shape Styles shape in the chart. You just select the e
shape and choose which style you
roqire. . l l L] l l [
e  Select the shape
e From the Format tab and the
Shape Styles group of buttons,
selecty the style required.
Shape Fill You can format the fill of any shape in your chart using the Shape Fill button

S shape Fill ™ gt are just some of the Gradients and Textures to select from.

e Select the shape and select from Fill, Picture, Gradient or Texture.

Autarnatic

Theme Colors

Standard Colors

| EEEEN
Ma Fill

15 More Fill Calars,.,

& Picture...

[ Gradient »

ﬂ Texture L

Mo Gradient

[ ]

| Light Variations

Mare Gradients...
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Shape Outline

You can change the outline of any shape using the Shape Outline button

L Shape Outline =

e  Select the shape and select from Colours, Weight, or Dashes.

Autormatic

| Theme Colors

Standard Colors

Mo Cutline
Mare Qutline Caolars,.,
Weight ]

Daszhes k

. Below are some of the options with Weights.

i pt
¥z pt
3 pt
1pt
1¥: pt
2% pt
3pt
4% pt

6 pt

ZE Maore Lines.,
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Shape Effects

Using the Shape Effects button |= =hape Effects = v, can easily change the shape

effect of any shape. Below are some of the options with Preset and Shadow.

e Select the shape and select from Present, Reflection, Glow, Soft Edges, Bevel

and 3D Rotation.

| Preset » | Mo Presets

Presets

@, 3-0 Options...

| Shadowr 3

Mo Shadow

Quter .
4
r

-

]

Inner

000
U OO
LUOO

N

L

J

-

i
L

I:l Shadow Options..,
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WordArt Styles

A Text Fill - WordArd Styles will allow you to change the

A A |- &rTedoutine - text in your chart using these buttons. The
T A TetEffects - Large A options you see here will change

Wordart Styles 2| your text to make it look like the options you

see here on the buttons. If you click the drop down arrow you will see a whole range
of options to select from

- . A Text Fill =
e To change the text fill, click the Text Fill button == and select from

the following options.
B iutomatic

Theme Colors

Standard Colors
[ J | EEEEE
Mo Fill

18 More Fill Colars..,

@ Picture...

[ Gradient »
B Texture »

0 G Text Outline =

e To change the text outling, click the Text Outline butto
select from the following options.
. Autarmatic
Theme Colors

Standard Colors
HE EEENEN
Mo Outline

5 More Qutline Calars..,

= Yeight 4

=z Dashes 4

o To change the text effects, click the Text Effects button = ETEEE ™ 4

select from the following options.

Shadow 3

Reflection 4

Glow 4
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Save a Chart as a
Template

Apply template to
other charts

Set the default
chart

When you have finished modifying and formattig you chart, you may wish to save
your chart as a template to enable you to use it later. You can save many different
templates for reuse and have one as a default but only one can be the default.

e Make all the modificaitions to your chart and keep it selected
e From the Design tab and the Type group of buttons, click the Save as Template

i,

Save A3
Template

button

e The Save Chart Template dialog box will be displayed. Enter a chart name and
ensure it goes into the Charts folder. Click Save.

|| Save Chart Template - ——— ||
f U | < Mdicrosoft » Templates » Charts v|¢’|| Search Charts PI
Organize * Mew folder d= - '.6'
=
* Mame Date modified Type
i Lib
L IE) Formatted Chart 2305/2011 1614 Microsoft O
j Documents
rj- usic
[e=| Pictures
B videos

0% Hormegroup

18 Computer L

£, Local Disk (3
S0 DWD R Drive (D I

i b

File name: Formatted Chart

Save as type: | Chart Template Files ']

=~ Hide Folders Toals [ Save ] [ Cancel ]

e  Select the chart you want to apply the templet to

Change
e Click the Change Chart Type button <"=Te=1 from the Design tab and the

Type group of buttons

A Templates
e  Click the Template folder at the top left of the window and
you will see your chart
[ Change Chart Type B | .

r._l Templates |« My Templates

ol column

[t Line = 'k_‘:

& Fie h

g Bat

@ Area

[ ®v (Scatter) o
[ Manage Templates. .. ] [ Set as Default Chart ]

e  Select your chart and click OK

e  Open the Template folder and select the chart you wish

e Click the Set as Default Chart and the next time you press F11 on the keyboard
this will be the default chart.
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LESSON 4: Analysing Data Using PivotTables, Slicers and

PivotCharts
When you have e Create a PivotTable Report
completed this learning | e  Filter Data Using Slicers
module you will have e Analyse Data Using PivotCharts

seen how to:
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o

Interactive Worksheet Table

Data Analysis Tool

Copy of the Original Data

What is a PivotTable?

What is a PivotTable?

Background

Pivot Tables are used to summarize and analyse data and are constructed from
existing tables of lists. It is in effect an interactive worksheet, the original data
remains intact.

You use the Pivot Table Wizard to create a Pivot Table
You can create a Pivot Table from any of the following sources:

e A Microsoft Excel list or database
e An external database

The sample illustrates the main features of a Pivot Table. If you view the above
table along with its definition (below) you can see how it has been defined.

The Page Area — Allows you to show all or some of the data in terms of Sales
persons. (The above table shows information for all salespersons).

The Row Area — Used to show items as row labels (Customers).
The Column Area — To show items as column labels/headers (Regions).

The Data Area — To summarize the values in the body of the table (Sum of
Sales)

Parts of a PivotTable

Pageﬁeld item
Fage field
Row fields
A | B | € [ 5] [ E [
| |Region & | East =1 Column field
2 | ———
—#5urn of Order|Arnount | [ouarters &
Product DNETEEN Qtr3 Grand Total
[Dataieid]
AT Meat T TEa7E 00 T 400710
| B | Fuller 718858 5026 50 1221609
7 Suyama 1301379 515804 1917183
o |Meat Total 3558027 30,804 84 65,385 11
| & [Seafood Dodsworth 3075378 3824080 B9.944.38
ey Fuller 1437918 10,053.00 2443218
11 Suyama 26,027 58 12,316.08 38,341.66
17 [Seafond Total 7116059 F1,50068] 13277072
12 [Grand Total 108,740 81 g241452] 19915533
lltems |14 +
1—5
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-

z
j_l j ;
PivotTable Tahle To build a report, choose 7
- fields from the PivotTable 8
Field List 3
Tables 0 —1
12
13

o

Create a PivotTable Report weo= o = ¢

Topic 4A: Create a PivotTable Report

PivotTable

_— PivotTables have been greatly simplified from i3 PivotTable
M j the 2003 version of Excel. Gone is the =  °
owottable Tanie  lengthy wizard and now we have a simple M FivotChart
N drop down arrow offering PivotTable or
Bl PivotCharts.

Once either of these options has been chosen Excel will offer a final window where
you can make your final selections. Excel will automatically select the full range if
you click in the main part of the data

The only options for putting the PivotTable together now is a blank PivotTable. Gone
is the option for the drag and drop fields over the dummy layout. Also layout of the
PivotTable Field List has changed. This is docked to the right of the screen.
Alternatively, you can right click over the field name

=

in the PivotTable Field List and select where you wish & Pverteblefeldiist e
to place it or click the tick box next to the Field Name Choase fields to add to reports
and Excel will place it in a default area. If you %Cusmmer
Region
A B c D E F/ [IMonth

| T |Year
[salesrep

| * 7L ] Quantity

1
2
3
4 [JPrice
g Sales
7
8

— |

A

12 Drag fields between areas below:
13 7 Report Filter " Column Labels
14

don’t like where the field was placed by default, you 1l Row Labels % Values
can just drag and drop it where required. By default,
fields with numbers will be placed at the right while g
fields with text will be placed at the left.

¥ [ Defer Lavout Undate

A B & D E | F G H I 4K L M| N
; Customer _J(Al) [~] ¢ Addto Repaort Filter
3 [Sum of Sales [Month [ = Year |~
4 Sdan Jan Total | SFeb Fab Total | = Mar | ar Total | = Apr [Apr Total | S Ma
5 Salestep |v| 1993 1894 19931954 1993 19931994 1993199 J--J Add to Row Labels
6 Banks 1190 1150
7 Barone 1785 s6s| 2350 1130|1130 578 578 :j
8 Gorman 1130 1130 1728 1728 Add to Column Labels
9 McCrank 1200 1200 600
10 Rodriquez 550 550 222
11 Rorbach 600 600] 600 600 ¥ Addto Values
12 Tobin 1710 1710 600 600
13 Westfall 2350 1130] 3480|600 500
14 Grand Total 5825 565| _ 6390| 4090 1730 5820 2330] _ 2330| 2325 575 3900|600 222
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To Create a Select the data and from the Insert tab and the PivotTables group of buttons,
PivotTable ].3
PivotTable
click the - button and select either Pivot Table or PivotChart

You will bow be presented with the Create PivotTable dialog box

Create PivotTable | ? &J

Choose the data that vou want ko analyze

@ Select a table or range

4

ﬁ"i

Table/Range:

Use an external data source

Conneckion name:
Choose where you want the PivotTable report to be placed
@) Mew Worksheet
Existing Worksheet

=

Lacatian: ER=

(a4 ] | Cancel

In the Choose the data you want to analyse section, select either Select a
table or range or if your data is coming from an external data source, click the
Use an external data source option

In the Choose where you want the PivotTable report to be placed section
select either a New Worksheet or an Existing worksheet. If you select the
latter, you will need to select a location

Click OK

By default, Excel will display a small window to the left of your worksheet like
the one you see below. It tells you to choose the fields from the PivotTable
Field list.

To build a report, choose
fields from the PivotTable PiwotTable Field List - X
Field List =
Choose fields ko add to report: EE
Custaome
Reqion
Month
Year
Salesrep
Quantit:
Price:
Sales
I_.
Using this method, you should drag the field 1
intO either RepOI’tS F”ter, Column Labels, Draq Fields Between areas below:
Row Labe's or Va'ues_ W Rep ilter 4 column Labels

Anyone using PivotTables for the first time
might be confused as to where the data will be
added therefore some trial and error may ensue. - o Labek 3 vales

You can simplify the layout of the screen by
changing the PivotTablel box to a blank
PivotTable or you can change the layout of the
PivotTable Field List. Befzy it ekt
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Change the

e  Click inside the PivotTablel box
E(i)\)/(otTablel option | From the Options tab and the PivotTable group, click the Options button
ff‘ Options
drop down arrow.
L ]

Select Options and the PivotTable Options dialog box will be displayed.

PivotTable Options |i|é]

Mame: |PivotTablel

| Layout & Format | Totals & Filkers | Display | Printing I Data | Al Text |

Display
Show expand/collapse buttons

Show contextual boolkips

Show properties in toaltips

Display field captions and filker drop downs
[V]iClassic PivokTable layout (enables dragging of fields in the grid)é

Show the Yalues row

e Select the Display tab and then select Classic PivotTable layout (enables
dragging of fields in the grid) tick box and click OK.

e You will now see a much simpler way of dragging the field blocks onto the grid.

e |If anyone has created PivotTables using earlier versions of Excel, this is most
likely to be the way they were created.

=
& PivoltTable Field List v x

Choose fields to add to repaort:

Customer
Region
A B c D E F [CIMonth
| =T |vear

- [lsalesrep
| - T Quantity
10

/// [Cerice
__Flsales

/

11

12 Drag fields between areas below:

13 “W Report Filter = column Labels
14
15
16

SR NIE TN
Il \

41 RowLabels T values

*| [] pefer Layout Update

. Drag the fields from the Choose fields to add to report section onto the parts
of the PivotTable you require.

. You will see the PivotTable developing as you go

. If you make a mistake simply drag the fields back off the PivotTable and start
again

. Your data will now look something like this

Customer _[(Al) [~] I

Sum of Sales|Manth |~

Salesrep |~ |Jan Feb Mar Apr Ma Jun Jul Aug Sep QOct Mov Dec Grand Total
Banks 1190 2100 3290
Barone 2350 1130 574 1190 1150 6395
Gorman IISUI _l 1725 2260 1190 6309
McCrank 1200 600 595 1150 1695 1150 6390
Rodriquez 550 2220 550 1695 1800 6815
Rorbach 600 600 1200 3000 3000 8400,
Tabin 1710 600 2310
Westfall 3480 600 600 600 1200 6480,
Grand Tatal £330 5820 2330 2300 2820 2350 3000 1190 4390 4750 8105 2340 46385)
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Add more fields " Either drag the fields to where you require them from the PivotTable field
list

" Or click in the PivotTable where you want the field and click the tick in the
PivotTable fields list box next to the field required

To Name your ] Select the PivotTable and from the PivotTable Tools contextual tabs select
PivotTable the Options tab

" From the PivotTable group of buttons click in the :
PivotTable Name box and enter a name for your FivotTable
PivotTable “F Options -

PivotTable Mame:

PivotTable
To change the Data " Click on a field in the Sum of Sales section

f\;?tiol\n/lto Average, = Then select Field Settings button Active Field:
in, Max etc ] The Value Field Settings dialog box will be displayed  |sum of 5ales

~ Q) Field Settings
Walue Field Settings I-i‘—z_hj = n;l

Source Mame:  Sales

Custom MName: | Sum of Sales

Summarize values By | Show Walues As

Summarize value field by

“hoose the type of calculation that yvou want bo use ko summarize
daka from the selected field

-
Counkt
Ayverage
Max

Min
Product 5

Mumber Format [ [al'4 ]l Zancel ]

"

= In the Summarize value field by section, select from the list shown
. Click OK

To format the . Same as Change the Data but click the Number Format button
numbers . The Format Cells dialog box will be displayed

= Select from the list

. Click OK

To Expand or . You can do this in two ways

Contract Data
s|Year | =
= Either click the small minus _.5‘2””3 at the left of the field which will

condense the data from this
Customer JAIY =]

Sum of Sales|Year | » Month =
=20031 2

Salesrep |~ |Jan Feb ar Apr ay Jun Aug Sep Qct Moy Dec

Banks 1190 2100

Barone 1785 130 1190

Gorman 1130 1725 2260 1190

McCrank 1200 600 595

Rodriquez 550 1695 1800

Rorbach 1200 3000

Tobin 1710 600

Westfall 2350 600 600 1200

Grand Total 5825 4030 1730 2325 600 1200 1190 4390 3600 5260 1190
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. To this

s|¥ear = Month| =

_ | =2003] =2004

" Jan Feb Mar Apr Iay Jun
3290
4105 565 575
6304
2395
4045 2220 5t
4200 600 600

2310
4750 1130 Gl
31400 565 1730 600 575 2220 11¢

= Alternatively you can select the field and then click the Expand Entire Field
#Z Expand Entire Field

o == Collapse Entire Field
or Collapse Entire Field buttons
Customer |(AII} v| |

Group Data

Sorting data

Sum ofSaIeleear ~ |Month| =

+20031 ®=2004|Grand Total
Salesrep |~
Banks 3290 1100 4390
Barone 4105 2290 6395
Gorman 6305 6305
McCrank 2395 3995 6390
Rodriquez 4045 2770 6815
Rorbach 4200 4200 8400
Tobin 2310 2310
Westfall 4750 1730 5480
Grand Total 31400 16085 47485

Click in the field where you want to group your data

& Group selection

and from the Group group of buttons, select either
Group Selection or Group Field

You will be asked how you wish to group your data in
the next dialog box

Grouping
Auka
Starting at:
Ending at: | 2004
By 1
[ a4 l ’ Zancel ]

Make your selections and click OK

" Click in the PivotTable where you want to sort
" Click either the A-Z button or the Z-A button
If you want more soring options, click the Sort button and the

Sort dialog box will be displayed

2 [

Sort (Salesrep)

Sort opkions

() Manual {you can drag items to rearrange them)

- Salesrep |Z|

() Descending (Z to A) by:

Salesrep

Summary

Sort Salesrep in ascending order

[Mo[eOptions... ] [ oK ] [ Cancel ]

" Make youf selections and click OK

@ Ungroup
€3] Group Field
Group

Sort

[l
b o]

T 2
— —
L
(=]

=5
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Refresh Data

Clear the
PivotTable of
data

Select whole
PivotTable,
Labels or Value

Move the
PivotTable

If you wish to refresh data which has changed in the PivotTable original data,
from the Data group of buttons, select the Refresh drop down arrow and click
on Refresh

A A

- Elis]
Refresh Change Data

i Source -

Data

If you add additional data you will need to click the Change Data Source button
You will be asked for the new cell references
Alter these and click OK
Click in the PivotTable data

J &,

Clear
From Actions group of buttons, select the . button
The PivotTable will now be empty
Click in the PivotTable data 0=

You must first select the Entire PivotTable
before any of the other items will be available 'cojart

Select the item you require from the list i

Labels and Yalues
WValues
Labels

Entire PivotTable

#  Enable Selection

Click in the PivotTable data = ““*"#"'* button

Mowve PrvotTable I. ? = £3

Choose where vou want the PivotTable report to be placed

1 Mew Worksheet
@) Existing ‘\Warkshest

Location: | ==l 2

’ (o)1 ][ Cancel ]

L

You will now see the Move PivotTable dialog box
Select either a New Worksheet or an Existing worksheet
Click OK
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Make a . Click in the PivotTable data
PivotChart out -
of the PivotTable 1
Data .
PivotChart |
L] From the Tools group of buttons, selec the button

Ll You will now see the Chart dialog box

Insert Chart rX
>

[ o) 80] ) o8] 98] 99
] s8] 98 g b |lsb] 4]

[
&
E
@ Area
ltif
=]
@

b |M‘)fl |Mj |Jﬁ;‘} M;‘} )

i stock

Surface

o e ] e e 1]

iy Radar Pie
Al | o] ARl [an] (ol v
[ Manage Templates. .. ] [ Set as Default Chart ] [ QK ] [ Cancel ]

= Select the chart type and click OK
Ll You will now see the PivotChart along with the PivotChart Filter Pane

Ll If you wish to filter the data, select from either the Report filter, Axis fields, or
Legend fields
.. | PivotChart Filter Pane v X
- A
M Jan
3000 mFch W Report Filter
2500 - mnr || |Customer -]
2000 W Apr 1] Axis Fields (Categories)
1500 ] ] W May | |Salesrep E“
1000 - i i T Blun | 59 | egend Fields (Series)
T 1 = 5
| A
0 - - - : - - - mAug ¥ vValues
k=g o i & . & & ol Sep
& o & B L 3 b o Sum of Sales
& & & @‘é} q-ob‘\m %6:0 «© «!‘zlg W Oct

] You will now be able to change the chart with the contextual tabs now given

Switch On/Off . Click somewhere in your PivotTable and from the Show/Hide group of buttons,
Field Headers
Field
Headers
click the e button
] The Headers will disappear or reappear.
Switch On/Off . Click somewhere in your PivotTable and from the Show/Hide group of buttons,
Field List E
Field
click the " M=t " putton
" The Field List will disappear or reappear.
PivotTable " Click somewhere in your PivotTable and from the Show/Hide
Options 3 Options ~

= From the PivotTable group of buttons, select the ~ FlvatTable

arrow then Options

drop down
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= A list of PivotTable Options will be displayed
PivotTahle Options, |E|E‘
Layout & Format | Totals & Fiters | Display | Printing | Data
Layout
[[] Merge and center cells with labels
‘When in campact Form indent row labels: characker(s)
Display Fields in report filer area:
Report fiker fields per column:
Format
[ For error values show: |:|
[Forempty celsshow: ||
Autafit column widths on update
Preserve cell formatting on update
Show Page data . Click somewhere in your PivotTable and from the Show/Hide

on separate sheet

Display/Hide
Subtotals

Display/Hide
Grand Totals

g? Cptions -
From the PivotTable group of buttons, select the ~ F*2tT2B1 " drop down
arrow then Show Report Filter Pages

You will see a window displayed showing the fields on the Page section of the
PivotTable

Show Report Filter Pages |E|r‘5__(|

Showe all report, filker pages of;

[ oK l [ Cancel ]

Select the Fields required and click OK
Each worksheet will contain a report on each Customer in this case
Click somewhere in your PivotTable and from the Design tab and the Layout

Subtotals
group of buttons, selectthe ™  button

Select from the list given

==| Do Mot Show Subtotals

Show all Subtotals at Bottom of Group

Show all Subtotals at Top of Group

group of buttons, select the T2als ™ pytton
Select from the list given

On for Rows and Columns

E 0On for Rows Only

On for Columns Only
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Changing the " Click somewhere in your PivotTable and from the Design tab and the Layout
Report Layout

group of buttons, select the =294t ™ pytton
" Select from the list given

Show in Compact Form

Insert/Remove ]
Blank Rows

group of buttons, select the F2Ws ™ pytton
" Select from the list given

—=-| Insert Blank Line after Each Item

' Remove Blank Line after Each Item

PivotTable Style " Row/Headers and Column/Headers switches these to bold or not
Options

Row Headers ¥ Banded Rows
¥ Column Headers || Banded Columns

PivotTable Style Options
" Banded Rows and Banded Columns will give a light/dark row of column
A B C D E F G H
Customer (A} |~]

czal

Sum of SalesYear E}MnnthE]

22003
Salesrep i_f_]Jan Feb Mar Apr May Jun Aug
Banks 1190
Barone 1785 1130 1
Gorman 1130 1725
MecCrank 1200 600
Rodriquez 550
Rorbach 1200
Tobin 1710 600
Westfall 2350 600

Grand Total 5825 4090 1730 2325 600 1200 1
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Add Calculated " In this example we have added a Profit field to the Sales field.
field " Click somewhere in your PivotTable and from the Options tab
" Then from the Calculations group of buttons, select the Fields, Items & Sets

i&| Fields, Ttems, & Sets =

button
" Then the Calculated Fields option
[ Insert Calculated Field S
&
Formula: |=0
Eields:

Insert Figld

" When the Insert Calculated field dialog box is shown, enter a name for the
field in the Name box

" Enter the formula you want to use, then click the Add button
] You can see the results from the illustration below

Insert Calculated Field

Mame: Profit |Z| Modify

Formula: | = Sales+5%+5ales| Delete

IIE

Fields:

Customer -
Region

fonth

Year =
Salesrep
cuankity
Price

Insert Figld

[0]4 ] ’ Close
Data

Customer * |Sum of Sales Sum of Profit
All Abaut the Arts 1800 3600.05
Allendale Books 1130 226005
Antonio's Music Shop 2380 472005
AppleTree Art Supplies 1635 3380.05
Books Abound 4020 8040 .05
Erandt Learning Center 595 1180.05
Caldwell's Card Shoppe 1710 3420.05
]Cards far All Ococasions 2250_' 4520.05
Calehratinn Card Shnn 17001 2400 N5
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Format a
PivotTable

Click somewhere in your PivotTable

From the Design tab and the PivotTable Styles options select from Light,
Medium or Dark formatting

Light -

liZ| Mew PivotTable Style..

S

From the PivotTable Style Options group you can colour Row or Column
Headers along with Banded Rows and Banded Columns of colour to make
the PivotTable easier to read.

W Riowr Headers | Banded Rous

W Column Headers % Banded Columns

PivotTable Style Options
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-~

Filter Data Using Slicers — customer

= Slicers enable users to Slice
into their data for further
analysis

= This makes filtering the
PivotTable data much easier

-

Insert Slicers

Customer
Region
Month
ear
Salesrep
Quantity
Price
Sales

All About the Arts i
(B ] |

Allendale Boaks =
Antonio's Music Shop
AppleTree Art Supplies
Books Abound
Brandt Learning Center

| Caldwell's Card Shoppe

Cancel

Gards for All Occasions J

Topic 4B: Filter Data Using Slicers

Background

Have a look at the illustration below.

In this new version of Excel, filtering data within a PivotTable is now much
easier with Slicers. Think of slicing into data to filter out just what you want.
It’s also much easier to see what and where the filter is doing with Slicers.

This is the category

Sallsrep

of the item sliced

z‘_,-_ Clears the filter

Click an item to see

Banks <€

Barone

instant filterina

[Sarman

Hold down the Ctrl key so
filter multinles

Data not filtered

McCrank €

Fodriquez

Forbach
Tohin
esifall

Scroll bar to enable you to
€« y

see more data

¢ Border of the slicer so you

can chanae its size

Note: It should be noted that previous Excel spreadsheets brought into
Excel 2010 will not have the ability to use the Slicer. You must convert the
spreadsheet up to the 2010 version using the File and Convert options. If
Compatibility Mode is displayed on the Title Bar of the workbook the
Slicer button will be greyed out.
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Using the Slicer .

Click within the PivotTable and from the Options tab and the Sort and

—]
=]
=

Insert

Slicer =

Filter group, click the Insert Slicer button
The Insert Slicer dialog box will be displayed

Insert Slicers

2 3 |

Customer
Reqion
Manth
Year
Salesrep
Cuantity
Price:
Sales

Cancel

[S

Select the Field(s) required and click OK
We have chosen Customer and Sales Rep

Customer

All Aboutthe Arts
Allendale Books

m

i | Antonio's Music Shap

T T

AppleTree At Supplies

Books Abound

Brandt Leaming Center
Caldwel's Card Shoppe

Cards for All Occasions | -

To filter out one customer or Sales Reps, click on one of the customer or

Sales Rep names

For multiples, hold down the Ctrl key and click on multiple customers or

sales rep names

Oc

Salesrep

Banks
Barane
Garman
MeCrank
Rodriguez
Rarbach
Tohin
Westfall

m

Aug

500 ...

Custamer {Multiple ltems) .7
Sum of Sales Year ~|Month -
-11993

Salesrep .T|Jan Feh Mar May

Banks 1190

Barone 1785 1120

McCrank 1200 -

Grand Tetal 285 [ o w @ Salesrep
Antania's Music Shap i Banks
Brandt Leaming Center  |= Barane
Gardening Galore Gorman
Katie's Kraft Supplies McCrank
Matlene's Magazines Rodriguez
Maare Music Rorhach
S-Mant Garden Empar Tobin
The Unahridged Baok.. | - Westfall

1130

Sep
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Stop the filtering

Move the Slicer

Grow or Shrink the
Slicer

Grow/Shrink the
buttons within the
Slicer

Delete the Slicer

<A

Click on the small filter ~ button at the top right of the Slicer.

Point to the border of the Slicer and when you see a four headed arrow hold
down the left mouse button

Drag the Slicer to the area required

Point to the border of the Slicer and when you see a double headed arrow hold
down the left mouse button and drag to the required size

Alternatively use the Size group to adjust the Height/Width

4[| Height: 7.5em 3

o3 Width: | 4.8 cm

-

Size

From within the Buttons group, adjust the height, width or column size using
the options provided.

I Columns; |1
;IJ Height: 1 cm

—width:  3.74 cm

=+

4 F 4 F 4F

Buttons

Click on the border of the Slicer and press Delete on the keyboard
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Analyse Data Using PivotCharts \

.| PivotChart Filter Pane ¥ X
Active Fields on the
3500 PivotChart |
M Jan
3000
mreb “/ Report Filter
2500
- Mar Customer h
2000 H Apr 1l Axis Fields (Categories)
1500 EMay | Salesrep hd
1000 | | 1 | | Hlun ] Legend Fields (Series)
NI, 2 = :
mAug
0 X Values
. i S¢
é&‘” & ¢ (&’Q R d}q} o &50‘0 D,%% =° Sum of Sales
@ & @ W I 2 mOct

Topic 4C: Analyse Data Using PivotCharts

Background

Create a
PivotChart

You can also view your PivotTable data as a chart. This will give your data a more
graphical view. PivotCharts can be created from within the PivotTable itself or you
can create a chart from the Insert tab.

" From the Insert tab and the Tables group, click the drop down arrow of the
PivotTable button and select PivotChart.

" The Create PivotTable with PivotChart dialog box will be displayed.
[ Create PivotTable with PivotChart @Iéj

Choose the data that vou want to analyze
@) Select a table or range

Table/Range: | FIRIIICERIND R

1 Use an external data source

Conneckion name;
Choose where you want the PivotTable and PivotChart to be placed
@ Mew Woarksheet
1 Existing Worksheet

Location: 55

’ QK ]I Cancel I

. Select the area you want for your PivotTable Chart and whether you want it on
a New Worksheet or Existing Worksheet and click OK

" The Chart 1 dialog box will be displayed where you can enter the fields. (See
Create a PivotTable pg 68)

Chart1

To build a PivotChart, choosefields from the PivotTable Field List.

[

" Your PivotChart will be created along with your PivotTable
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Axis Title

7000

a0oo

000

4000

3000

2000

1000

A set of 4 contextual tabs will be displayed with which to manipulate your

Design 1 Layout Format Analyze

PivotTable

The Design, Layout and Format tabs are exactly the same for PivotCharts as
they are for normal charts

The Analyze tab looks like this:

_ 3 [ rl%;
Active Figld: %= Expand Entire Field =
—.

Year =X Collapse Entire Field ~ Insert Refresh  Clear
Slicer = < <
Active Field [Data ShowyHide

In the ActiveField section you can see the name of the active field selected in
the Chart

Click the Expand Entire Field to show more data or Collapse Entire Field to
show less data

Click Insert Slicer to inser a slicer and analyse your data with filters

Click Refresh to refresh from the existing data which may have been updated
Click Clear to clear the chart and start again

Click the Field List button to show or hide the field list

Click the Field Buttons to show buttons on the chart like the one below

iCustomer -

Sum of Sales

Fooo
adao
Soao0

4000
3000
2000
1000

i}

Axis Title

Salesrep -
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LESSON 5: Inserting Graphic Objects

When you have
completed this learning
module you will have
seen how to:

Insert and Modify Pictures and ClipArt

Draw and Modify Shapes

Illustrate Workflow Using SmartArt Graphics
Layer and Group Graphic Objects
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/ Insert and Modify Pictures and ClipArt \

‘ |Elﬁl
Fadk| L]
Picture  Clip

At

\ Illustrations Group offers Picture and ClipArt, options. /

Topic 5A: Insert and Modify Pictures and ClipArt

Background The Illustrations Tab offers ways of adding Pictures, ClipArt, Shapes and SmartArt top
your worksheets to enhance your data or display your data in a completely different
way. Picture, ClipArt and Shapes have been around in previous versions of Excel but
the SmartArt option is completely new. SmartArt tends to be used more widely in
PowerPoint where most of the options are the same as Excel.

=

Picture

Click the Picture icon and you will be presented with a window from where
you can select your picture. Click the picture required then click the Insert button

Insert a Picture

Insert Picture @

Lookin: “\3 My Pictures V‘ @ A XE-

L.ngy Recent ?’ﬁ‘g:h 1 —— m* &)
Documents R . 2y o & [

(&} Desktop

IMG2.PG IMG3.JPG 1MG4.JPG IMGS.jpg IMG6.jpg
My
Q Dacuments

»

IMG7.jpg IMG8.JPG IMG9.JPG IMG10.jpg

3" ‘
Computer

&My Network
Foiaces

File name: ‘

Files of type: [ al pictures (*.emf;*.wmf;*.og;*.jpeg;* Jff;*. jpe;*.png; . bmp; .dlb;* rle;* bmz;¥ g *.gfay*.emz v |

»

Once your picture is on your worksheet, you will see the Picture Tools Formatting
Gallery. Some of the options we have looked at previously in this workshop. Try the
Corrections, Color and Artistic Effects options.

¥ e @ S Compress Fictures — — = I L Picture Barder = Ly Bring Fonward = |2 Align ~ [ sl EEDEE
Rxe Cur‘:;"om \C—E A:C Py change Picture |d| |d| | P e | - | & Picture Effects + O Send Backward = [#] Group [:'Ef B i

= crap = [ -
Backgraund " Effacts » ' Reset Picture - = B picture Layout - By Selection Fane ShRetste w40 cas Tt (166 mm o
aeljust Picture Styles

Arrange Size
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Resize a Picture

Use Corrections

Use Color

To resize the picture, click and drag the corners or use the Size Tools width and
height sections or use the Size group to resize height and width.

by 383

Crop —11.38 cm

¥+ -

Size P
I
G
Cartections
Use the Corrections button in the Adjust group to Sharpen and
Soften, or change the Brightness and Contrast.

Sharpen and Soften

Brightness and Contrast

B
B G

G
BB
BB

Picture Corrections Options...

2

E{.

)’l

As you rest your mouse over the options, you will see the photograph changing
When you are happy with the result, just click the option required.

5

Caolor

Use the Color button in the Adjust group to recolour your photograph

Color Saturation

Color Tone

Recolor

Yy (T | T EgE "t TN
NN M ANaN
‘. ]' a '-'

et Foaa) Peam ' Wl e N Al

e A e & e A e A e A

%  More Variations

|f Set Transparent Color

&1 Picture Color Options...

Select from Color Saturation, Color Tone or there are More Variations at
the bottom of the window.

As you rest your mouse over the options, you will see the photograph changing
When you are happy with the result, just click the option required.
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" From the Picture Color Options at the bottom of the window, you can change
more aspects of the photograph.
Format Picture > M
Fill Picture Color
Line Colar Color Saturation
Line Style Presets: ,j -
Shadow Saturation: " G 100% =
Reflection Coalar Tone
Glow and Soft Edges Preseks: L:;r -
30 Farmat Temper akure: 6,500 =
3-D Ratation
Recolor
Picture Corrections
Presets: -% -
Picture Color -
Artistic Effects B
Crop
Size
Properties
Text Box
Al Texk
Use Artistic ——
Effects B
Artistic
Effects =

Use the Artistic Effects button
change the way your photograph looks

in the Adjust group to completely

You can select from effects like Plastic Wrap or Glass or many more.

By Artistic Effects Options..,

R0 ["'c

et e mi! i ! "

As you rest your mouse over the options, you will see the photograph changing
When you are happy with the result, just click the option required.
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Compress
Pictures

Change the
Picture

Reset Picture

Picture Styles

From the Adjust group, click the Compress Pictures button 2 compress Pictures

This option will enable you to compress just this picture or all pictures in your
workbook

Under Compression Options you can apply compression to only this picture
and/or delete any cropped areas of the picture.

Compress Pictures llléJ

Compression options:
Apply only to this picture
Delete cropped areas of pictures

Target output:
() Print (220 ppi): excellent quality on most printers and screens
(7 Screen (150 ppi) good For \Web pages and projectars
(") E-mail (96 ppid: minimize dacument size For sharing

@ Use document resolution

You can decide what the target output will be too and select from Print, Screen
or Email

Just select the options required and click the OK button

B3 Change Picture

Click the Change Picture button to select another
picture in place of the one you currently have
QE Reset Picture| |

QE Reset Picture

The Reset Picture button ™ FesstPicure 2572 | oftare o options
Reset Picture or Reset Picture & Size

These options will allow you to reset the picture back to normal if you have
made a mistake and want it back to how it was when you inserted it into your
workbook.

Click the Picture Styles group you can change the way the picture looks with
frames, bevels and reflections

Just hover your mouse over the options to see what the effect looks like
— — = - Tv— — —

HHEoEHEE - =

- .

; ; ; ; ‘CenterShadow
= o R R

When you see the one you require just click the mouse on the option.

i i
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Picture Border,
Picture Effects,
Picture Layout ‘= Picture Effects =

D-_? Picture Barder =

’?‘E} Picture Layout =

L] Picture Border will give you options to change the ~ H 2utomatic
border of the picture and its frame hemelGolors
. . . H EEEEEN
= With the picture selected click the drop down arrow
next to the Picture Border button and select from

the list below IIIIIIIIII

Ll Picture Effects will give you options to change the

Standard Colors

effect. | 1 | EEEEN
. Select the shape and select from Present, (] nooutine
Reflection, Glow, Soft Edges, Bevel and 3D % More Outline Colors..
Rotation. = wisight r
=z Daghes 3

|'_ Preset » Mo Presets e |§hadow i’

|_‘ Mo Shadow -

Presets

- (
By 30 options... L ] |

D Shadow Options..

. Picture Layout will give you the option to turn your picture into a SmartArt

object T 3
" Rest your mouse over the options to ~. .. !
determine which one you require. D = s BE
" You will see the auto preview to = — 4 -
enable you to select just the right e = ==
one. HEl — ==

(M)
N |
|

g

| RS
e
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Using ClipArt

Elgl
2L )
Clip

On the Insert tab, select the ClipArt button ' 2z and select from one of the

following WordArt templates

In the Search for section, enter something you wish to search for.

searched for People.

In the Results should be section click the
drop down arrow and tick where you wish
to search

Resulks should be:
all media file types IEI

Tstrations
Photographs

Videos
Audio

Click the Go button

When you see an image you require, rest
your mouse over the picture and click the
drop down arrow

w X w

I
¥

L

Insert

Copy
Delete from Clip Organizer

Copy to Collection..
M ove to Collection..,

Edit Keywvords...

Preview/Properties

Choose Insert

To delete a piece of ClipArt, select the
ClipArt and press Delete on the keyboard

Here we
Clip &t -
Search for:

Results should be:

All rmedia file bypes EI

Include Office, com content

Q Find more at Cffice. com
e Hints For finding images

You will now have a Format tab to change the ClipArt which has the same

options as the Picture Format tab.
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L

e Just select the shape, select a
place on the worksheet, hold
down your left mouse and drag

The shape will appear

Draw and Modify Shapes

e There are many shapes to choose

Recently Used Shapes

ExNOoOoAL LI o

from to enhance the look of your ot
spreadsheet NNSNTLL2 N6 4%
Rectangles
I e e e e e )

Basic Shapes
HOAMNOASOOOO®
@Gouar Lyoaugd
OO0O@AHEV G D™
o024

~

/

Topic 5B: Draw and Modify Shapes

Draw AutoShapes

Rotate Objects

From the Insert tab select the Illustrations group of buttons

Click the down arrow on the Shapes button =~ ~

T

Shapes

a selection of different shapes to choose from.

Click on the shape and then on the
worksheet, drag the mouse and the
shape will appear

Let your mouse go once the shape if
the right size

Click away from the shape

The shape will be embedded onto the
worksheet

Here we have inserted a simple arrow

Most of the shapes have a yellow
node to assist with changing the shape
slightly

Just drag the node to see the shape
changing

To produce a symmetrical shape, hold
the Shift key down as you drag to
make the shape

Recently Used Shapes
B NOOOALLd G
CORTAN U ¢

Lines

NNSNTLTLL T RRNNG %
Rectangles
T O I g L ] )

Basic Shapes
HoOoAMNIASTOGOOO®
GGOOOr Lo go
OO@AHOY -G <5
(1axC )4

Block Arrows
DAL ELR LRI T
€ v D LIl
LA

Equation Shapes

=R ==

Flowchart
OO0 JOoldc o\
ODOANRB X ¢ AVED
Qoo

Stars and Banners
SR A S SIS ROFOR R L
s 2R (3 O [T 1 RO )

Callouts

I O e e s m Iy [ B B
CiADAD dO

Point your mouse over the small green circle and drag with the mouse.

and you will be presented with
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Formatting e A set of contextual tabs are given to assist with the formatting of any graphic
Graphic Objects object inserted into the worksheet.

DE \ \DC) 1" Edit Shape ~ = ﬂshape Fill = éTextFlll' &y Bring Forward = |2 &lign =

A nasem I
L w3 :
O ALLE L~ ETextBox [ shape Outline ~ A A Vo] et outline L Send Badkwsard + 18] Group - .
(S R TAN = ) Shape Effects * < [\ TextEffects = B Selection Pane Sk Rotate » | =2 R

Insert Shapes Shape Styles IF} WordArt Styles IF] Arrange Size ]

e  Select the graphic you wish to format

e To change the shape style, click any of the options in the Shape Styles section
BEOEHEHE
- EEL- B
EooooeD
SEE-HEESE
I XTI
Soouoow

Other Theme Fills ]
Change the Shape | e  Select the Shape Fill downward arrow and select either a  &y/shape fill | .
Fill Colour, Picture, Gradient or Texture R
e This is what a Gradient and texture would look like: Theme Colors

Mo Gradient H

Standard Colors
EE EEENE
Mo Fill
13 More Fill Colars...
— Gmment-s:'-' E Picture...
[ Gradient »
ﬂ Texture 3
Change the Shape | o \yith the shape selected, click the Shape Outline 5 Shape Outline ~ pytton on
Outline the Format contextual tab. A list of options will be displayed.
B Automatic
Theme Colors More Outlines Colors will display a window like the one
B EEESENT pelow. — e
Fil Line Style
Line Color Width: :|
||II|I|I|| el
Standard Colors j:imm Beth trpe:
[ ]| EEEENE sonotn || 7
[ ] mo outiine -
3% More Outline Colors...
=  Weight 3 )
== | Daghes »

= | Arrows 3
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Change the Shape e With the shape selected, click the Shape Effects = =Nape Effects ™ pton on

Effects the Format contextual tab. A list of options will be displayed.
No Presets
' Preset » F
- L :
_J Shadow > —
= Presets
\_\ Reflection 4 ‘ ‘
| Glow 8 —
Soft Edges 4
\ Bevel 4 Ji== |
'—l 3-D Rotation » % | 3-D options..
o Select from Preset, Shadow, Reflection, Glow, Soft Edges, Bevel, 3-D
Rotation
Group Objects e  Select two or more objects by holding down the Shift key on the keyboard
e From the Format contextual tab, and the Arrange group of buttons, select the
Group button BBlGroup ~ihen Group
Ungroup Objects e  Select the objects in the group

e From the Format contextual tab, and the Arrange group of buttons, select the

L]
-

Group button = then Ungroup

Move an Object e Select the object with the mouse and while the mouse pointer looks like a 4
headed arrow, drag to where required.

e Alternatively, cut and paste the object
Resize an Object e Select the object with the mouse
e Rest your mouse over one of the circles on the corner of the object

e When your mouse turns to a double headed arrow drag away from the object to
make it larger and towards the object to make it smaller.

e OR click the Height and/or Width options from the Size group
of buttons. 1378 cm

i 148 m =

Size L]

Clone an Object e Select the object and press Ctrl + D on the keyboard
e Or copy and paste the object

e OR select the object and hold down the Ctrl key and drag with the mouse. Let
the mouse button go first.

Using WordArt e On the Insert tab, select the WordArt .
A] AAAA

button - and select from one of the
following WordArt templates

e  Type the words required and your WordArt /A\ A A A

will appear a\
| AAAAA
this is WordArt AA A

e Use the Format contextual tabs to A /\ A
manipulate your WordArt 2=
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/ Ilustrate Workflow Using SmartArt Graphics \

-

Select from List,

2= B
Process, Cycle, | - —
Hierarchy, e — =
Relationship, Matrix, === Il <
Pyramid, Picture to & e oo VT i mEe

illustrate workflows

Choose a SmartArt Graphic

]
222 gas HEE &

Topic 5C: lllustrate Workflow Using SmartArt Graphics

Background

Create SmartArt

] Add Shape ~

(i Add Bullet
[T Text Pane

& Promate
@ Demote

2 Right to Left
Create Graphic

This option will display your data in a completely different way by using shapes.
These SmartArt graphics are include List, Process, Cycle, Hierarchy, Relationship,
Matrix, Pyramid and Picture options. New to Excel 2010 are Picture and
Office.com. There are also more graphics in some of the other options. You must
decide how you want to display your data and simply select the shape set required.

Choose a SmartArt Graphic |E|E|
[%AH—W List A
= e o = ﬁ H
% Process -ﬂ- . -e ::
- [
& Hierarchy — :t= i
— E
] Relationship L
Matrix EmEmEs i i x —— H
-

Pyramid =
= e Basic Block List

@l Feure o0, - - BEE Use to show non-sequential or grouped
@ Blocks of information, Maximizes both
@ offcz.cam horizontal and vertical display space for
dhapec.,

=
aa. E =
coc HEE E_! e

=

SrmarkAr
e From the Insert tab click the SmartArt button

e You will then see the Choose a SmartArt Graphic window (See illustration
above) which gives the list of shapes in its entirety.

e Click with the mouse over the shape required, a preview pane at the right will give
a description of what this should be used for.

e Depending on the option you select, you will see a section at the left for you to

enter your text. .
e ;5_  —

e Alternatively you can enter text straight into the text area in the SmartArt itself

e A new Gallery will also be presented to enable you to change the layouts, colours,
select quick styles or reset the graphic back to its original format. On the fly
formatting is available for Layouts, Change Colors and SmartArt Styles.

¥ Move Up

- 3 &3 =

-] . o® =i
AL Il S == |- k- . =
- Ch . Reset G rt

gt - [- ] g = ange ! \ = eset  Conve

Calors Graphic to Shapes
Layauts Smarkark Styles Reset
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e In the illustration below, you can see that we can also insert pictures in the shapes
along with text.
00
East
e Click inside the circle and select you picture
Add a Shape o Select the Design tab and the Create Graphic group of buttons.

Show or Hide the
Text Pane

Promote/Demote
a shape

Click where you want the new shape to go then click the Add Shape

] Add Shape - ‘
button.

The shape will be added.
Alternatively you can click the drop down arrow on the Add Shape button and
[ add shape After

select from L7] Add Shape Before

If you have the text panel showing to the right of the SmartArt, just click into the
last bullet point where you want the new shape to go and press Enter. Your new
shape will be added to the SmartArt.

Type your text here =

* North =

* South

* East

EENF

‘ Continuous Picture List...

With your SmartArt selected
Select the Design tab and the Create Graphic group of buttons.

1| Text P
Click the Text Pane @] button

If the button has an orange background then the Text Pane will be visible.
To Promote a shape, select the shape
Select the Design tab and the Create Graphic group of buttons.
<A Promote
Click the Promote button
To Demote a shape, select the shape

= Demaote
Click the Demote button
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Change the flow
from right to left

Move selected
shape up or down

Change the shape
layout

Recolour the
SmartArt

Select the shape
Select the Design tab and the Create Graphic group of buttons.

= Rightto Left

Click the Right to Left button
Select the shape

Select the Design tab and the Create Graphic group of buttons

A Move Up & Move Down
Click the Move Up or Move Down buttons
Select the whole SmartArt by clicking on the border of the SmartArt

Select the Design tab and the Layouts group of buttons.

._,-a"g Ty e e _-\ql = e
-9 ~ 7 a.s a8 = -

You will see a small sample of selected layouts

If you click the drop down arrow on the right corner, more layouts will be
displayed

% |7 &"m "8 @ -
-0 . w8 wa e
= - ) 4
@@t

fj Mare Layouts..,

Rest your mouse over the layouts and AutoPreview will show you what the shape
would look like if you selected it.

When you find a suitable layout, click inside the layout button and your SmartArt
will change

Select the whole SmartArt by clicking on the border of the SmartArt
Select the Design tab and the SmartArt Styles group of buttons.

—atl
v o
o

Change
Colars =

Click the Change Colors
different colour schemes

Primary Theme Colors -

button drop down arrow to see a range of

oo P  e%e
B0 00 848
Colorful
.... ..! ‘ ° ."Cv' .. 1
,.,. x ] ..‘,. e._.0
Accent 1
‘v! ‘.v’ L ] °
Q L ] ."
Accent 2
° ‘v' ‘..v’ L ] °
O { ] ,... L ]
Accent 3
9. { ]

Rest your mouse over the one you like. Click on the layout required.
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Change the Select the whole SmartArt by clicking on the border of the SmartArt
SmartArt Style

Reset the Graphic

Convert the
SmartArtto a
shape

Change a Shape

Make a shape
larger or smaller

Select the Design tab and the SmartArt Styles group of buttons.
———

- ; » - -
i 4 - -

SrnartArt Styles

Rest your mouse over the one you like. Click on the layout required.

If you click the drop down arrow on the right of the SmartArt Styles group you
will see more styles to select from

Best Match for Document

— = 1 .
e & L o @
o0 00 LU 00 00

53D

2

S @ ® 6 o
99 0@ @@ 00 ¢

® o ®
o9 o0 66 :.

To discard all of the formatting changes made to the graphic
Select the whole SmartArt by clicking on the border of the SmartArt
Select the Design tab and the Reset group of buttons.

b

Reset
Graphic

Click the Reset Graphic button

With this option you can convert the SmartArt graphic to a shape so the any part of
it can be changed or deleted without affecting the rest of the graphic

Select the whole SmartArt by clicking on the border of the SmartArt
Select the Design tab and the Reset group of buttons.

b=
2

Convert
to Shapes

Click Convert to Shapes button
You can select any part of the SmartArt and change its shape to something else
Select the part of the SmartArt by clicking it
Select the Format tab and the Shapes group of buttons.
4? Change Shape -
Click the Change Shape button
Select one of the shapes and your SmartArt shape will change
To make a shape larger
Select the part of the SmartArt by clicking it
Select the Format tab and the Shapes group of buttons

Click the Larger SR LA19Er pteon

-p_i] Smaller

To make the shape smaller, click the Smaller button
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To Change the
Shape Style

Change the Shape
Fill

Change the Shape
Outline

e  Select the part of the SmartArt by clicking it
e Select the Format tab and the Shape Styles group of buttons

e Rest your mouse pointer over one of the styles to see what effect it has on your
shape

e  Click the one required

() (o] [

Abc

Fs

Abc Abc Abc Abc Abc Abi

Abc Abc Abe Abc Abc Abc Abc

\ . .

Abe ‘ Abe

Abc b ‘Abc
Illl-.‘l tl : ILII‘. tl ’
-
b

Abc Abc

I=
=3
=
=
(=
=

B
|

e Select the Shape Fill downward arrow and select either a 1 shape Fill - 1
Colour, Picture, Gradient or Texture Automatic
e This is what a Gradient and texture would look like: Theme Colars

Mo Gradient H

Standard Colors
HE EEEERE
Mo Fill
14 | More Fill Colors...
ore Gradients...
E Picture...
[ Gradient »
Texture 3

e With the shape selected, click the Shape Outline =& Shape Outline * pytton on
the Format contextual tab. A list of options will be displayed.

B Automatic
Theme Colors More Outlines Colors will display a window like the one
B EEEEMEE| below.

Format Shape

Fi Line Style
Line Colar Width: l:l
«ARNRRERES ] oo

Shadow
Dash type:
Standard Colors 3D Format
HE EEEER 5Rotation | | 2
No Qutline o Armow settings
22 More Outline Colors... —
= Weight » E

Dashes »
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CE:fhfzgt%e the Shape e With the shape selected, click the Shape Effects = =NapeEffects ™ pon on

Using WordArt to
change look of
words

Text Fill, Text
Outline and Text
Effects

the Format contextual tab. A list of options will be displayed.

- No Presets -
‘ Preset 4

’:J Shadow 4 ‘7‘

Presets

|\:| Reflection > U

‘ Glow 4

™

Lo il

Soft Edges 4 - —

Bevel o, / g

%y 3-D Options...

) U

l 3-D Rotation »

E
e Select from Preset, Shadow, Reflection, Glow, Soft Edges, Bevel, 3-D
Rotation

e With the shape selected, on the Format tab, R A

~- and select

select the WordArt button

from one of the foIIowmg WordArt /=) ‘;
templates

e  You can add different fills, outlines and effects to your shape’s text using these

options
e Just remember to select the shape before you try any of them
Text Fill: Text Outline: Text Effects:
B 2utomatic - B Automatic
Shadow »
Theme Colors ! Theme Colors
u EEEEEE i u EEEENEN Reflection  »
|II -
LLELLELEUIS ] 11T T
Standard Colors Y o W DA :,a,; a“,‘,"’a
Bl EEEEE Standard Colors ) . e ‘z,‘\‘a »;M;a
o Fil (] | EEEEE | ) svrouton )y,
Mo Ot ahcde abcde 2bcde
tdare Fill Calars., e A Tanstorm ,abede. sbode abcde hed

More Outline Calars...

& Ficture.. @ abede abede i gl
[ cradient » = Weight 4

- - oo w
B Testure » | Z= Dashes » I N
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/ Layer and Group Graphic Objects \

e Graphic objects can
be layered or stacked
according to the
order you require

e Group objects
together if you want
to move or copy more

\ than one at a time /

Topic 5D: Layer and Group Graphic Objects

Background There may be times when you want to order your graphics in a particular way. One
graphic at the front, one in the middle, and one at the back, for instance like the
illustration above. This is called the Stacking Order or Layering. Once the objects
have been layered or stacked, you might want to group them together to keep their
shape.

When shapes are inserted into Excel, the first graphic placed on the spreadsheet would
by default be at the bottom of the stack. Each additional object will be stacked on top.
You can change the stacking order with a couple of clicks of the mouse.

Change the stacking | e  Select the object you wish to change the stacking order of

order e From the Format tab and the Arrange group of buttons select Bring Forward
Lk Ering Forward = ) )
button to bring the object one place towards the front of the
stack
A L} send Backuard - .
e Click the Send Backward button to send the object one
place backwards towards the back of the stack.
e To send an object all the way to the front of the stack
e Click the drop down arrow on the Bring Forward button and select Bring to
Front ‘ L.:J; Bring to Front
e To send an object all the way to the back of the stack
e Click the drop down arrow on the Send Backward button and select Send to
&
Back[ o4 Sendto Back ‘
Group Objects e  Select the first object

e Hold down your Shift key and select the second object
e  Continue until all the objects you want to group are selected

]
o

Selected Graphics

Grouped Graphics

r

e From the Format tab and the Arrange group of buttons, click the Group

EG[’DUD <

al
1

button.



100 Microsoft Office Excel 2010 Level 2

Ungroup Objects e  Select the grouped object
e From the Format tab and the Arrange group of buttons, click the Group
E Group «
button drop down arrow.
EGroup'\ ....:
18]
Lol

e Click Ungroup I Unaroup
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LESSON 6: Customizing & Enhancing the Excel Environment

When you have e  Customize the Excel Environment
completed this learning | «  Manage Themes
module you will have e Create and Use Templates

seen how to:
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.

e Add your own tab to the My New Tab
Ribbon Il N
e [A A Shrink Font
« Add groups of buttons to J 45 Quick Print
your tab Table  Draw Text Highlight

~

Customise the Excel Environment

~  TextBox  Color- /% Quick Styles ~

by Fewy Group j

Topic 6A: Customize the Excel Environment

Background

Add a New Tab to
the Ribbon

In the Level 1 course you learned how to customise the Quick Access Toolbar. In this
Level 3 course we will now look at customising the Ribbon to add a new Tab with
buttons groups and buttons you would use most often.

e  Select the File tab and then Options.

e Then select Customise the Ribbon and you will see the Excel Options dialog
box.

Excel Options Tt

ok ][ cance

e From the panel at the left, select Customize Ribbon

e The left pane will show you some of the popular buttons in Excel and on the right
you will see which tabs and groups are on the Ribbon

o Click somewhere on the list to determine where you want the tab. i.e. click Home
if you want your new tab to go next to the Home tab on the Ribbon.

e At the bottom right of the window click the New Tab button and you will see
where you tab will be located. We have put ours after the Home tab.

Main Tabs
| Home

= || Mewy Tab [Custom)
MNews Group [Custom)

e Click on the New Tab (Custom) button then click the Rename button

Rename...

e You will be asked to rename your tab like the dialog box you see below
. Rename Lilﬂ—hj

Display name: | Mew Tab

OK ] | Cancel |

e Enter a name and click OK
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e Now you want to rename the Group so click where it says

New Group [Custom] and again click the Rename button.

.Rename l@ iz-l
Symbaol:
HQ00A!' P9 HHHD -
NS aNAM vws «
ave©fBITR2AEQT
FTERFEOL L S 0HOQ (=
BELZOYeomOOMO
O0O00OOOO0 = = = .
HONSEOIER®ildwsEs
“o'ulk//l[ﬁ,]ﬂ -;EJ @&Vlﬁ
AJAX vEOMNT &8s F i
PlimSDIBIdVan -

Display name: | MNew Graup

[ K ][ Cancel ]

e You will see the Rename dialog box.
e  Enter the name for your group of buttons and click the OK button

o Keep the group name selected and from the left hand side of the window click on
the button you want to add to your group then click the Add button.

e  Continue until you have all the groups and buttons within the groups you require.

e Click OK out of the Excel Options window and you should see your new tab
with its new groups of buttons.
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-

Manage Themes

Themes enable you to
portray your company
image through colour
schemes

These change graphics like
SmartArt to keep the
colour scheme the same
throughout your workbook

‘Aa 5|

|21

Office Adjacency

Angles

Ad JD Aa |

A

Anothecany Aspect

Austin

Black Tie

]

AaT

. |

Aaﬂ

/

Topic 6B: Manage Themes

Background

Themes

AI
) 1y

different themes.
would be applied to Headers/Footers, Graphical objects etc.

fhemes Themes button offers a drop down.
Themes ~
] Aa | Aa
. To apply a Theme, click the Theme | .= .. wun | || | memmen o
drop down arrow and select one of Ofﬂce Adjacency  Angles Apex
the Themes on the list. & =
Aa Aa Aa
. You can also select a range of |~ = [0 (" " | |° = =
colours in the Theme by clicking the “apothecary  sopect Bustin Black Tie
Colors drop down menu. = =
Aa --Aa_Aa!IAaL
Bui“:-ln i, EEEEE EEEmEE EEEE. ------_I
. Ciwic Clarity Composite  Concourse
B NEEENE office "
HTNEE Grayscale ﬂj 1 Ba ? Aa 1
.I:":":":l.l:":l 'ﬂ'-d_iacean Couture Elemental Equity Essential
NONEENDE  ~ngles Aa 1 Aa 1 Aa ’] Aa ]
.DDDD... ,ﬂ-,rjex A -----.- mmEm [ ----.--
.D..D.D. .ﬂ-.pu:uthecarj.r = Executive Flomae Faundny Grid
HONEEEEN sspect
HONEREEE Austin

The Page Layout Tab offers features like Themes, Page Setup, Page Background,
Paragraphs and Arrange options. Each with its own group. The theme will affect
things like the colour scheme in your SmartArt Graphics which will help in portraying
your company’s corporate image. You can use the existing Themes, amend them to suit
or create a completely new theme of your own.

The Themes option allows for your document to be formatted with
These are a range of colour and borders which
The

-
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Apply a Theme

Create your own
Theme

Built-In

You may also want to change the Fonts in the
Theme. Click the Fonts drop down menmu in

the Themes g

Lastly you may want to change the Effects to a

roup.

more bevelled or embossed format.

Click the Effects drop down arrow and select

from the list.

Office Adjacency

@y

@3

Angles

Apex

b
@y @

=

Apothecany

Aspect Austin

Black Tie

-9

@

(A

@y

Civic

Clarity

Compaosite

Concourse

;_"_a,

as

Couture

Elemental Equity

Essential

@y

Executive

Flowy Foundry

Grid -

Built-In

Aa

Aa

Aa

Office
Cambria
Calibri

Office 2
Calibri

Cambria

Office Classic
Arial

Times New Foman

Office Classic 2

Arial
Avrial

»

From the Page Layout tab select the Themes group of buttons.

Click the Themes button drop down arrow and select the required theme.

From the Colours drop down list, select a colour scheme.
From the Font drop down list, select a font.
From the Effects drop down list, select a suitable effect

Insert a graphic like a SmartArt graphic.
Keep it selected.

Change the background fill and then click the Theme button drop down arrow

Click Save Current Theme and give it a name
Your theme will be stored in the Themes folder
From the Colours drop down arrow Click Create New Theme Color and you
will see options to change the colours of certain parts

Create New Theme Colors

i |

Mame:

Theme colors
Text/Background -
Text/Background -
Text/Background -
Text/Background -
Accent 1
Accent 2
Accent 3
Accent 4
fAccent 3
Accent &
Hyperlink

Followed Hyperlink

Custom 1

Reset

Dark 1
Light 1
Dark 2

Light 2

Sample

Text

v

e

il ol el o5

Save Cancel

Text
Hyperlink
Heypetlink

Select the options required and click Save
Your colour scheme will be saved
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In the Fonts drop down arrow, click Select New Theme Fonts and you will see
the Create New Theme Fonts dialog box

Create New Theme Fonts Ii‘—z—hl
Heading Font: Sample
Palatino Linokype E| Heading
Biody font: Eody text body text body text.
Palating Linokype E| Body text body text.
Marne: | Cusktom 1
L [ Save l [ Zancel l

. From the Heading Font box, click the drop down arrow and select a font for the
heading

. In the Body font box, , click the drop down arrow and select a font for the body

o Click the Save button
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-

e Templates save time
and effort creating
the same workbook

over and over again I = &

e Templates can be
inserted into any
workbook

~

Create and Use Templates

Sample Py ternplate s
ternplates

/

Topic 6C: Create and Use Templates

Background

Create a Template
in Excel

Templates save the time and effort of having to recreate spreadsheets over and over
again. For example, An Expenses Template could be created once and the document
used each month and saved as a separate file.

Templates usually contain all the main structure of your workbook i.e. formulae,
formatting, page numbers, macros, headers and footers etc.

Once Templates are created you can insert them into any workbook.

e  Construct your workbook with all the formatting, formulae etc you require
e From the File tab, select Save As

e The Save As dialog box will be displayed

Save in: |5y Excel Practice Workbooks ~ @-0 X CyE-

3, My Recent
59 pocuments

(3 Desktop
an

Dacuments

9
Computer

‘3 Iy Network
= Places

File name: Expenses.xlsx s

5ave asLRe! | Excel workbook (* xlsx) [

Tools  ~ Cancel

Excel Macro-Enabled Template (*,xlom)
Fxcel 97-2003 Template (*.xt)

Text (Tab delimited) (*.txt)

Unicods Text (*.kxt) b

e Inthe Save as Type section, select Excel Template.xltx

e Enter a name for your Template

e  Click the Save button

e  Ensure your Template is stored in the default Templates folder or you will not
see it when you select File tab, New, My Templates
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Create a Workbook
from a User
Defined Template

Inserting a
Template into a
Workbook

From the File tab , select New

From the Available Templates section at the right of the screen, select My

Templates
Available Templates
2} Home
JH iml LS L
Elank Recent Sample My ternplates | Mew from
warkbook ternplates ternplates existing
The Templates window will be displayed
'NEW ﬂ

-

Personal Templates | 1033

Bz

Preview

Preview not available,

Select the template required and click the OK button
Open the workbook where you want to place the template
Right click a sheet tab and select Insert from the pop up menu
[ Insert ﬁ
General | Spreadshest Solutions | 1033 |
J & & -
al= .
Wi eet IChart M3 Excel 4.0 Inkernational Preview
Macro Macro Sheet
&
M5 E_xcel 5.0 Sales
Dizlag Template Preview not available,
[ Templates on Office.com ] [ O ] [ Cancel

Select the template required and click OK




