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About Shelley Fishel

Shelley Fishel has more than a dozen years’ experience in helping people to get more from their computers.
After working for an IT training organization Shelley decided to ‘do her own thing’ when she realized

the limitations of delivering standard courses.

“Why waste time and money on training people in areas that are not relevant to them? Its common

sense to invest that time and effort on what they really need”

That was the ‘light bulb moment’ and the IT Training Surgery’s unique approach has resulted in a growing

business with a team of highly qualified IT trainers.

“If trainees get bored they forget most of what they learn. We like to offer a range of training approaches

to suit different people and, most of all; we aim to make training fun!”

Shelley and her team have worked hard to achieve accreditation by the Learning and Performance Institute

for the IT Training Surgery, as a recognized high quality provider of IT training,

To find out more about our training give us a call on 020 8203 1774 or visit our website

www.theittrainingsurgery.com
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About Excel 2013 Core Advanced

This user guide will introduce you to some of Excel’s more complex functionality. Specifically when

analysing data.
You will learn how to:

+ Use Conditional Logic in a formula - IF statements
o Use the SumIF and CountIF functions

o Produce a chart

o Sort and filter

« Apply subtotals

» Introduction to Pivot Tables

o Introduction to Macros

Download free eBooks at bookboon.com
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1  Apply Conditional Logic
in formula

1.1 IF Function (IF Statement)

An If function asks Excel to consider if something is true or false. If it is true it will return one answer,

if it is false it will return a different answer.

For example: Can my company afford to buy 10 new computers? There are 2 possible outcomes - if it

is within the budget then the answer is “yes’, if it is outside of the budget then the answer is “no”.

1.1.1 The structure of an IF Function

=[F(B6<=$B$3,"yes", )

The structure of an IF statement always contains the same five elements.

o Starts with =IF(

 The Logical Test followed by a comma

o What to do if the logical test is True followed by a comma
o What to do if the logical test is False

+ Close brackets

To make this IF function easier to understand the logical test is in one colour, the true part is in another

colour and the false part is in a third colour.

1.1.2 Operators you can use in a Logical Test

Operator Explanation
= Equal to
<> Not equal to
> Greater than
< Less than
>= Greater than or equal to
<= Less than or equal to

Download free eBooks at bookboon.com
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1.1.3 Typing in an IF Function

Hours Overtime Rate Overtime? Overtime Pay

£ 12.00 =IF{B5=5852 "Overtime”."No QOvertime")

Figure 260 - structure of an IF statement

Click in the cell where you want the answer
Type in the =IF(

Type in your logical test

Type a comma

Type in what Excel must do if this is true
Type a comma

Type in what Excel must do if this is false
Close the brackets

O N e W

Press Enter

If Excel is to display text for the true or false result then you must enclose the text in inverted commas.
You can also put a formula in the IF statement for the True or False result.

For example:

I want to know how much bonus each member of staff will receive:

—IF(B2>$H$1,C2*$h$2,0)

A B C D E F G H |
Mame Hours Rate Pay Bonus Standard Hours
2 |Ji|| T 3ST £ 10.00 T £ 350.00 ">'S-'SL,C E*Sl— 52,0) Overtime Rate ol
3 |Alice 15| £ 15.00 £225.00 IF{logical_test, [value_if_true], [value_if_false])
4 |lason 20 £ 10.00 £200.00 0
5 |Chip 38 £ 10.00 £380.00 11
& |Dilip 10 £ 25.00 £250.00 0
7

Figure 261 - working out the bonus amount

Download free eBooks at bookboon.com
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1.2 Nested IF Function

A nested IF Function is an IF function nested inside another IF function.

The basic IF function only allows for two possible answers: either the logical test is met or it is not.
When we want more than these two basic answers then we need to nest the formula, i.e. put one =IF

inside another.

You can nest up to sixty four IF functions inside one another, but if you were going to go so far, you
would be more likely to use a HLOOKUP or VLOOKUP.

1.2.1 The structure of a nested IF Function

=IF(B5>=$GS$2,”0AP” If(B5<=$G$3,”Child”,” Adult”))

A nested IF Function is just a lot of single IF functions strung together. The structure of nested IFs is

always as follows:

o Start with =IF(

« First logical test followed by a comma

o What to do if the first logical test is true

o If the first logical test is false then Excel has to move onto the next logical test which will
always start with IF(

« Second logical test followed by comma

« If the second logical test is also false Excel moves onto the next logical test and this process
repeats until you come to the last logical test

o At the end of the nested IF there will be your last logical test

«  What to do if the last logical test is true

o What to do if the last logical test is false

You must type in a closing bracket at the end of the nested IF for each logical test you have entered.

Download free eBooks at bookboon.com
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1.3 COUNTIF Function

The COUNTIF function combines the COUNT function and the IF function. Use it when you want to

count any cells that match a certain condition.

Name Hours Overtime Rate Overtime?
3arbara 15] £ 12.00 [No Overtime
Vina 20| £ 18.00 |Overtime
Seorge 26| £ 30.00 |Overtime
John 35| £ 10.00 |Overtime
<eith 14| £ 11.00 |No Qvertime
_ucy 30| £ 12.00 |Overtime
Mick 26| £ 13.00 |Overtime
aul 25| £ 15.00 [Overtime
Seter 12| £ 18.00 |No Overtime
Viador 16| £ 20.00 |Overtime
Steven 13| € 23.00 |No Overtime
lna 23| £ 28.00 |Overtime
Number of people with overtime | =COUNTIF(D5:D16,"Overtime")

Figure 262 - count how many people have overtime

Download free eBooks at bookboon.com
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In the example, we want Excel to count how many people have worked enough hours to qualify for
overtime. So we set up a COUNTIF Function to count how many times the word “Overtime” occurs in

the Overtime column.

Name Hours Overtime Rate Overtime?
Barbara 15 £ 12.00 |[No Overtime
Mina 201 £ 18.00 |Overtime
George 26| £ 30.00 |Overtime
John 35 £ 10.00 |Overtime
Keith 14] £ 11.00 {No Overtime
Lucy 30| £ 12.00 |Overtime
Mick 26] £ 13.00 |Overtime
Paul 25| £ 15.00 |Overtime
Peter 12| £ 18.00 |No Overtime
Viador 16] £ 20.00 |Overtime
Steven 13| £ 23.00 |No Overtime
Tina 23| £ 28.00 |Overtime
Number of people with overtime | 8|

Figure 263 - result returned

1.3.1 The structure of a COUNTIF Function

=COUNTIF(C6:C9,"yes")

This says, look in the cells C6 to C9, and if you find the work yes in them count how many times.
The structure of a COUNTIF always contains the same four elements.

o Starts with =COUNTIEF(

« The range of cells that Excel is to look at
« The criteria which Excel will use to count
o Close brackets

To make this COUNTIF function easier to understand in this example, the range is in purple text and

the criteria is orange text.

Download free eBooks at bookboon.com
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1.3.2 Typing in a COUNTIF Function

Number of people with overtime | =COUNTIF(D5:D1 6,"Ovenime")|

Figure 264 - type the Countif function directly into the cell

Click in the cell where you want the answer
Type =COUNTIE(
Highlight the range of cells you are counting from

Type in your criteria

ook

Press Enter

1.4 SUMIF Function

This function will add the value of cells that meet a certain criteria.

For example, suppose we want to calculate the total salary cost of all females:

A B C D
1 Name Gender Salary
2 Kaiser Male 38,000|
3 |Zac Male 35,000|
4 Mia Female 12,000| .
L —— ] Range over which to
2 NIKQla rFeémale a2,V . A

g apply criteria

6 Serena Female 42,000 PRl
7 Sam Male 28,000

=SUMIE(B2:87,"Female ., ___— | Range over which to
- ' sum

9 Total Female Salary

Figure 265 - Sumif adds up all the rows that meet your criteria
If the range B2 to B7 says Female then add up all of the salaries that correspond.
The answer for the Total Female Salaries = £79,000.

1.4.1 The structure of a SUMIF Function
The syntax for the SUMIF function is as follows:

=SUMIF(Range,Criteria,Sum Range)

Range: The range of cells that Excel is to look at
Criteria: The criteria that the cells must meet in order to be added
Sum Range: The cells to Sum

Download free eBooks at bookboon.com
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2 Create and apply Range Names

2.1 Defining a Named Cell or Range of Cells

A Named Cell or Range of Cells can help in different ways. When a cell is named it behaves as an Absolute
Cell Reference, by giving the cell a name such as VAT or Price, Excel knows to refer to that particular

cell when you use it in a formula.

Name a Range of Cells and you can navigate around easily. When used in a formula Excel will pick up

the right cell in the formula.

Named Ranges are also handy for summarizing data quickly or finding a piece of data at the intersection

between two ranges. Read on to learn how this works.

2.1.1 Name a single cell

1 l : il (VAS
2 Computer £500.00
3TV £750.00
4 Radio £55.00
5 Speakers £450.00

Figure 266 - Name a cell for easy to read formula

Click on the cell you want to name ( in our example F1)
Click into the Name Box (to the left of the Formula Bar)
Over type the cell reference with the Name for the cell (In our example VAT)

L

Press Enter to confirm the name

Download free eBooks at bookboon.com
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Now I have a cell called VAT which can be seen from the drop down arrow in the Name Box

G7 w )22

— 8 c D E F G H
W item Cost  |VAT 0.2

2 Computer £500.00

3TV £750.00

4 Radio £55.00

5 Speakers £450.00
6
7 :-l

8

Figure 267 - see names cells in the name box

Here you can see that my cursor is in Cell G7 and in the drop down arrow is the name VAT.

“I studied
English for 16 -
L}

years but... »~
...I finally
learned to
speak it in just
Six lessons”

Jane, Chinese architect

OUT THERE

Click to hear me talking

before and after my

unique course download

Download free eBooks at bookboon.com &\S«\
19 Click on the ad to read more



�1QW.�/#fT#q�����H�
�1QW.�/#fT#q�����H׈��4���Y�'yՎS���vP[��������]e�Q�-��?э5���.	2�

Excel 2013 Core: Advanced Create and apply Range Names

To move the cursor to the cell called VAT I can select it from the drop down list.

VAT b fi 0.2
A B C G
litem __lcost __var | |
2 Computer £500.00
3 TV £750.00
4 Radio £55.00
5 |Speakers £450.00
6
7

Figure 268 - use named cells to navigate around

Here you can see that I have now jumped to the cell called VAT and this is where the cursor is

now positioned.

2.2 Using a Named Cell in a formula

I can now use my named cell in a formula to:

o Make it more readable

o Use it as an Absolute Cell Reference

F1 v X v fx =B2*VAT

- 02
2 IComputeri
3 |1V £750.00
4 Radio £55.00 )
5 Speakers £450.00
o

Figure 269 - Named cells are absolute
Create the formula as you normally would.

Click into the cell where the result will display

Type an = sign

Click on the first cell to include

Type the mathematical Operator ( in our example an Asterix for multiply)

Click on the cell with the multiplier in (F1 which is called VAT) Notice that Excel calls the

cell by its name not the cell reference

A

6. Press Enter

Download free eBooks at bookboon.com
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2.2.1 Auto fill the formula

c2 v i S =B2*VAT

Computer

Speakers

1
2
3|V
4
5

Figure 270 - as an Absolute reference the named cell allows you to Auto fill your list

Use the Auto fill Handle (the little black plus sign in the bottom right hand corner of the cell) to copy

the formula down all the other rows.

A B c D E F G H
item  |cost  |vAT Total 0.2
Computer £500.00 £100.00
v £750.00
o ) >
5 Speakers  £450.00 oo
6 |
7| ;

a

w N -

Figure 271 - all the cells have the correct references in the formula

Notice that each of the rows has adjusted the first part so B2 then B3 then B4 etc however all of the

formula reference the cell called VAT.

Download free eBooks at bookboon.com
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2.3 Naming a range of cells

Named ranges can be used to navigate, select and be used in formula to make them more understandable.

Named cells are absolute and so make copying formula really simple.

2.3.1 Create a Named Range from a selection

REVIEW

HOME NSERT PAGE LAYOUT

3| =] Define Name + Precedent
A 3T B E R o <
5 " i Use in Farmula - =% Traf Dependent
Insert  AutoSum Recently Financial Logical Text Date & Lookup & Masth&  More Name _ g _
unction - Used - - - - Time- Reference= Trig= Functions | Manager E5 Create from Selection 35 Rergioy e Arrow
Function Library Defined Mames % Yo\ +
Computer ;
D E F G F K L
otal _| 0.2
D.00  £600.00

Create Names from Selection ? “

Create names from values in the: oW
iop row o’
[ Left catumn
[] Bottom row

IR [ gight column

Figure 272 - Name, cells or ranges of cells

American
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vvyvVvyyVvyy
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find out morel!

Note: LIGS University is not accredited by an
nationallg' recognized accrediting agency listed
by the US Secretary of Education.

ore info here.

—
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Excel 2013 Core: Advanced Create and apply Range Names

I already have a cell called VAT and I would like to make creating my formula even easier.
I would like the formula to read: Computer*VAT, or TV*VAT

I need to Create Names from Selection - here is how:

Select the cells to name along with the cells that contain the labels

Click on the Formulas Ribbon

In the Defined Names group click on Create from Selection

L .

In the Dialogue box that pops up, select the correct position for the name

(in our case Left Column)
5. Click OK

23.2 Use a name in a formula

Function Library

SUM v X v =computer*VAT

A B C E HVAT G H
Item Cost |VAT  |[Total

J [N

|Computer £500.00|=computer*VAT
3 TV £750.00 £150.00 £500.00
4 Radio £55.00 £11.00 £66.00

5 Speakers  £450.00 £90.00 £540.00

n

Figure 273 - names in formula

I now have Computer*VAT and can create TV*VAT, Radio*VAT and Speakers*VAT

D7 > b2

A B C D
1 [ = 7 S

Computer 500 =Computer*VAT  =B2+C2
v 750 =TV*VAT =B3+C3
Radio 55 =Radio*VAT =B4+C4
Speakers 450 =Speakers*VAT =B5+C5

0~ o U B W N

Figure 274 - easier to read

All the cells show the correct function using the named cells. Much easier to read and makes so much

more sense.
Download free eBooks at bookboon.com
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24 Editing and renaming a named range

If you want to you can edit a range, maybe it needs to refer to a different group of cells or you need to

give it a different name, using the Name Manager.

24.1 The Name Manager

WLAS  DATA  REVIEW  VIEW  ACROBAT
[E Im Ig ) =] Define Name = #oo Trace Precedents (15 Show Formulas
k 7 Use in Formula = o’% Trace Dependents 8 Error Checking =
¢ Lookup & Math&  More MName =
* Reference = Trig= Functi Aanager B Createfrom Selection 1% Remove Amows = %) Evaluate Formula
Defined Names Formula Auditing
L Name Manager ? n
F Hew... Edit... Delete Eilter f‘
Hame Value Refers To Scope Comment
Rl Computer £500.00 =VATISBS2 ‘Workbo...
| Radio £55.00 =VATISESS Workbo..,
21 Speakers £450.00 =VATISESS Workbo...
v £750.00 =VATISES3 Workno...
I VAT 02 =VATISFS1 Workbo..,

©)

Refers to:
=VATISBS2 ]

Clase

Figure 275 - use the name manager
Click on the Name Manager Icon and in the dialogue box that appears decide what you want to do:
Rename a range - click the range to rename then click Edit and type a new name for the range.

Change the cells referenced - Click the range to change then click Edit and select the cells to use.

Delete a Range - if you no longer need that range you can delete it entirely.

Download free eBooks at bookboon.com
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2.5

Define a Name Using the Dialogue Box

Create and apply Range Names

In my spreadsheet I already have a cell called VAT and now I want to create a couple of new ranges. I

will use the Define Name icon.

2.5.1 Define a Name
DATA REVIEW VIEW ACROBAT
E Im I“ =] Define Name = 0T
= - “ft Use in Formula = 2% Tra
kup & Math&  More Name =
rence= Trig= Functions= Manager B Create from Selection % Rer
Defined Names
- _ New mee : IEEN ¢
0.2— Hame: ¥ @ .
|| Scope: Workbook v
| Comment:
E Beferste: | .yamsGss @ =
| 0“ Cancel
o )
Figure 276 - define a new name
1. Click on Define Name in the Define Names group
2. Type a name for the new range in the Name box
3. Select the cells to which the new name refers
4. Click OK

Edit Name » IEN
Name: VATColl @
Scope Workbook
Comment:
s
Refersto: | _yamscs2:5css @ F',IE.
II. Cancel

Figure 277 - new range created

Download free eBooks at bookboon
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Here is my new range

Name: VAT col (I already have a cell called VAT)
Refers to: =VAT!$C$2:$C$5

VAT! Is the worksheet the range is on and $C$2:$C$5 is the range of cells it refers to.

Computer
Cost
Radio
Speakers
Total

Figure 278 - new name in the list in the name box
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2.6 Sum a range

Now that I have a defined name for both the VAT column and the Cost Column I can get Excel to add
them all up.

SUM - x v kL =sum(COst

SUM(number1, [numbesZ] ..)

=

[P O T I SR X
o)
c
3

=]

Figure 279 - sum a range

Click into the cell where the answer will display
Type an = sign
Type Sum followed by an open bracket

e D=

Start to type the name of the range and you will see a yellow label pop up, You can double
click on the label to include it or carry on typing the name of the range to sum.

Close the brackets

wu

6. Press Enter

Function Library

SUM v X v K =sum(VATCol)

1 Cost 0.2
2 Computer  £500.00 {
| |3 v £750.00 £900.00
4 |Radio £55.00 £66.00
5 Speakers £450.00 £540.00
| 7| £1,755.00|=sum(VATCol)
g 4]

Figure 280 - sum a range
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I can now do the same for the Vat Column.

A B C D E

Witem  cost |var  [Total

Computer  £500.00 £100.00 £600.00
v £750.00 £150.00 £900.00
Radio £55.00 £11.00  £66.00

\Speakers ~ £450.00  £90.00 £540.00

£1,755.00 £351.00

O e~y W

Figure 281 - all done

Voila! Here are the totals and not a cell reference in sight!

A 8 C D E
Witem  |cost VAT Total
2 |Computer 500 =Computer*VAT  =B2+C2
3 TV 750 =TV*VAT =B83+C3
4 Radio 55 =Radio*VAT =B4+C4
5 Speakers 450 =Speakers*VAT =B5+C5
B

7 | =SUM(Cost) =SUM(VATCol)

8

9

imn | &

Figure 282 - here are the formula displayed so you can see what is going on behind the function
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3 Charts

3.1 Using Quick Analysis

As we have seen elsewhere in this book, Quick Analysis also offers a choice of Charts depending on the

data that you select first.

3.1 Quick Analysis Charts

A B C D E F G H
Coffee Sales

! [1tem Jan Feb Mar

i |[Americano 75 95 134

+ [Cappucino 50 75 67

i |Latte 26 40 150

i |Mochaccino 80 100 50

'

.

? FORMATTING CHt‘R}'S TOTALS TABLES SPARKLINES

fi B M E b i

4 Clustered Stacked  Stacked Clustered Line More

5 Column  Column Area Bar Charts

]

7 Recommended Charts help you visualize data

]

Figure 283 - Quick Analysis offers a selection of recommended charts
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Select the data and then click on the small Quick Analysis button — choose Charts and then hover over the

different recommended charts to see what they look like. Find the one that does the job and click on it.

3.2 Recommended Charts

When creating a chart, it is sometimes a challenge to decide which chart type to use. In Excel 2013, you
can now get a recommendation and see samples of the charts that Excel thinks fit your data. It is quite

useful to see what it looks like before deciding if it is the right one for you.

3.2.1 Let Excel recommend a chart

A ] Change Chart Type x|
Cotfee Sales
tem s Feb  mar |
Americanc | B 8 1M Clustered Column
+ Cappucing 50 75 67
atte % L] 150
Mochaccing 80 100 50

-ILII..“

Figure 284 - Excel will recommend charts based on your data selection

Select the data for the chart

Click on the Insert Ribbon

Click on Recommended Charts

Choose one of the charts that Excel suggests
Click OK

A

Download free eBooks at bookboon.com
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3.2.2 The chart appears — magic!

A B C D E F G H | J K L M N
Coffee Sales

2 Item Jan Feb Mar Chart Title +

3 Americano 75 95 134 7

4 Cappucino 75 67 160 s

5 Latte 26 40 150 140 -{T

6 Mochaccino 80 100 50

Cappucing
Wlan mFeb mMar

Figure 285 - Recommended chart appears

The chart type selected now appears on the spreadsheet next to the data, ready for a Chart Title or to

be reformatted to match your style.

American

is currently enrolling in the
Interactive Online
programs:

enroll by June 30th, 2014 and
save up to $ 1,200 on the tuition!

Interactive Online education
study without leaving your home
visit to
find out more!

vvyvVvyyVvyy

Note: LIGS University is not accredited by an
nationallg' recognized accrediting agency listed
by the US Secretary of Education.

ore info here.

—
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Charts
3.3

Creating charts with the keyboard
A very quick and simple way to create a column chart in Excel is to use the keyboard shortcut F11

Simply highlight the data for the chart and press the F11 key. F11 is one of the function keys along the
top of your keyboard.

3.3.1 Create a chart using the keyboard

Ameql:ano :

Figure 286 - select your data
Highlight the data for the chart

Press the F11 key

Chart appears on a new worksheet

Point "Americano
lue 75

Figure 287 - it is magic
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Edit as normal

PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT DEDGN FORMAT
& 1l
| ||| | | | Ilnl I_I_l_l Ilsl I I I Swkch Row/ Select | Change
= = - Column  Dats  Chart Type
Chat Layouts Chart Stytes Data Tpe LoCation
- fe
Chart Title +
‘f
v

Figure 288 - edit the chart in the normal way

The Wake

the only emission we want to leave behind

Low-speed Engines Medium-speed Engines Turbochargers Propellers Propulsion Packages PrimeServ

The design of eco-friendly marine power and propulsion solutions is crucial for MAN Diesel & Turbo.
Power competencies are offered with the world’s largest engine programme — having outputs spanning
from 450 to 87,220 kW per engine. Get up front!

Find out more at www.mandieselturbo.com

Engineering the Future — since 1758.
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34 Creating line charts

To create a line chart, you need to select the data and then the type of chart to create.

3.4.1 Line chart

- ll':"}lﬂf' [onal] b=

Recommended M'.‘\' bii Disosllasti. Map | Power | Lir
Charts 2-D Line " Views
Tours Reports
ot |7 |
Line
J K | o n 4 Usethis chart type to:

« 1« Show trends over time (years,
-  months, and days) or categories,
3-D 1w Use it when:
k] 2 The order of categories is
= important.
71« There are many data points.

2% More Line Charts...

Figure 289 - Choose the Line Chart Icon

To create a line chart:

Select the data
Click on the Insert Ribbon

Click on the drop down arrow under Line Chart

L e

Choose the type of line chart you require
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34.2 The line chart

Coffed sales

item l1an Feb  Mar | Chart Title
3 Americano 75 35 134|
4 Cappucing 7S 67| i
5 latte 2% ) 150/ 5
& Mochaccino 80 100 50-.

FORMAT

Charts

Figure 290 - the Line Chart chosen appears

Here is the line chart I just created. It looks almost fine to me. The only thing is, the way the data is

arranged does not make as much sense to me as I would like. I need to switch the rows and columns.

At the moment the chart is showing me the series of Jan, Feb and Mar Sales. The lines are the different

total sales. I would prefer to see the coloured lines as the types of coffee sold

To achieve this I can click on Switch Row/Columns and Excel will change it in a second.

3.4.1 Switch Row/Columns

- - e -
n MOME  INGERT  PAGELAYOUT  FORMULAS  DATA  REVEW VW ACROBAT | DESGN  FORMAT

i o e
dd Chant  Ousch hange o

Lo!rq1- Sales
lan

Iem Feb Mar | Chart Title

Americanc | ™ [ 134

Cappucing | 50 ] 67|

Latte | ® w0 150] —
jlocheccinol wi - was 0]

Figure 291 - Switch Rows/Columns

I clicked on Switch Row/Column and now the series are the types of coffee so I can see how each coffee

is performing here in the Line Chart.
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35 Creating and editing a column chart

Column charts are great when used with data that has up to 12 data points. If your data has fewer than

12 data points or ranges then choose a column chart.

3.5.1 Insert a column Chart
n HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT DESIGN FORMAT
= . _ - WiEz- %-
L o les < o+ ® @ Ny ST
Recommended Pictures Online Shapes SmartArt Screenshot gy 1y 4 Recommended e
PrvotTables Pictures . Charts | n = [l T
T B = 1.
Tables Hiustrations Apps Ill.L\-I_. l 1 { ] fours Reports
| Chart2 N I 3-[ COstered Column
A 8 c D £ F G H | ) < ¥ Binsnn S 0 P
U categories
[ 1 Coffee Island
> f wher
= ‘:;‘ order of categories is not
| 3 LR impontant 3
= Chart Tit lid More Column Charts
| s Income |week 1 Week 2 Week 3 Week 4 800 r
| & Cappucino 250 350 450 450 700 =
7 Latte 200 300 450 450 600 T
8 Americano 150 300 420 145 i‘:
9 Mochacino 7S 125 110 255 o0
‘ 10 Hot Chocolate 250 360 700 250 200
1 Tea 275 123 255 145 100
| 12 Speciality Tea 200 152 122 364 g
13 Milk Shake 200 250 300 450 & & & ¢ F
14 Soft Drinks 500 550 500 400 o & * A &
15 & &
16 Total 2100 2510 3307 2909 mweek] mWeek? mWeekd mWeekd
| 17
18
19
|

Figure 292 - Sales of each type of drink sold at Coffee Island

1. Select the data you want to chart

2. Click on the Insert Ribbon Tab
Select the type of column chart you want to use — note that Excel does help by giving you
pointer on when to use each type of chart

4. The chart is placed on your spreadsheet immediately
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3.5.2 Edit the chart

T RO

HOME INSERT  PAGELAYOUT — FORMULAS  DATA  REVIEW  ViEW  ACROBAT DESIGN  FORMAT

e | ege fo SO S | e A E B O
L omE e bl it Syt il Mbabeatd Sddiskiidl Sibhiidl - sw@ B I‘I(

|z

Char Layauts Chart styles

. i ) . o
A [l < [:3 E 3 G H 1 i 3 L M [ ) v
1 Coffee Island
2
3 s E
& Chart Title
5 Income week 1 Week 2 Week 3 Week 4 o
5 Cappucing 30 30 450 250 20
7 Latte 200/ 300 asp 45| -
& Americano EC I T 1] o
9 Mochatino 73 125 1m0 355 s
10 Hot Chocolate. 250 360 70 250 200 'l I I I III LI I
11 Tea L 255 4] || 200 I I ,I
12 Speciality Teas 200 152 122 384 | I°l L I II
13 Milkshake w0 20 w0 4% f“" & fﬁf FAE A A A
14 Soft Brinks 50 ssa s aon) o & ‘o“'d} v &
209

15
16 Total | mweek] mWesk? miWeekd mWeekd
| | ! — —

18

18

2
u
=
w
g

Figure 293 - many ways to format a chart

In Excel 2013 there are more ways to get to the various customization options.

When you add a chart Excel pops up two new Ribbons, Design and Format. Use these Ribbons to change
the way your chart looks and is formatted. (1)

New in Excel 2013 is the ability to add and change chart elements from the pop out icons next to the
chart itself. (2)

See the light!
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\We are just that sure that we can make your
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3.6 Creating pie charts

A pie chart is great for showing the way that 100% is divided between the items you are charting. I can
either see how the coffee sales divide up among the months, or how each month divides up amongst
the coffee types. As a pie chart looks at just 100% it is not used to compare, in the same way a column

or bar chart are used.

3.6.1 Pie chart

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT DESIGN FORMAT
[ [ 1 1 - ks
I3 e < ° =, - S-W-
? = a. @ @ 12 .o h
Recommended Ta Pictures Online Shapes srthrt Screenshot | &y 44 5 E Recommended - 3 .
PivotTables Pictures - Charts ) (2
Tables lilustrations Apps 2-D Pie Tours
Chart 6 - fx
A B C D E F G H | J K N
Coffee Sales | 3-D Pie
2 Item Jan Feb Mar ah
3 Americano 75 95 134 —
4 Cappucino 50 75 67
5 lLatte 26 40 150 Doughnut
6 Mochaccino 80 100 50
8
B More Pie Charts..

mAmercano = Cappucind w Latte = Mochaccino

Figure 294 - a pie chart divides 100% into segments

Select the data
Click on the Insert Ribbon
Click on the drop down below the Pie Chart Icon

Choose which type of pie chart you want to use

ok D

The pie chart Appears!

I am looking at how the different types of coffee divide up in January so I selected just the January figures

with the types of coffee labels.

3.7 Modifying charts using the Ribbon

The way that charts are modified follows the same general process for all chart types. There are two

ways to modify charts:

« The Ribbon
o The Chart Tools on the worksheet next to the chart.
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3.7.1 Using the ribbon

W om e - o U o L s Lemee saies Lnart sampie - taces
Bl o esext pacelavour  romwuss  oata REvew  view 4@ vescpy | FomaaT @

- ve = = g - —_— 5
e tlel|a :d o ol M
166 Chat Quick  Change | £ vy . 8 A ” . o SwichRow/ Selet  Change  Move
Homert - Layout - Calors - s Colmn  Dats ChatTyps Chast

Chart Layouts Chart Stytes. Dats Tpe Location

rharmf = L2

Figure 295 - Contextual ribbons for charts

When you have added a chart to your worksheet, you will notice the appearance of two new Ribbon

Tabs under the general heading Chart Tools.
The Design Tab and the Format Tab

372 The Design Ribbon

w oo s - o U= r——— Larree saes Lnant samgee - exces
BBl o mssmr opaceuoour  FomauLas  pATA  ReVEW  viEw @ vesp | FomaT @

= .4 p— = = - _
B el 'R - h e _ - o BRoM &
“dChad Quick  Change | 4 a5 w i . = SwitchRow/ Selet  Change  Move
Hement = Layout - Colors - I = Column  Data ChatType Chant

Chart Layouts Chart Styles Dats et loctien

fhart i = t

Figure 296 - The Design Ribbon

The Design Ribbon offers you lots of ways to customize the chart and make it your own style.
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3.7.3 Add chart elements

FILE HOME INSERT PAGE LAYOUT FOR!

- ®
i -'i- dm" eg® ‘.
Add Chat Quick Change »
Element > Layout~ Colors~

dh Chart Title »

i Data LabeL »

None

X
" : . f
egenc e
d -e9€ Center
Inside End
5 |Latte ' Qutside End
6 IMochaccino_
- > BestFit
o
s Data Callout

+  C

More Data Label Options...

Figure 297 - add Chart Elements to make the chart easier to read

Chart Elements allow you to add elements to your chart to make it easier to read or style

Chart Title - decide if you want a title and where it goes

Data Labels - again you decide how they are placed and where

Data Table - this depends on the type of chart you are working with - it allows you to add the data
underneath the chart - try it out and see

Legend - allows you to add a legend and decide on its placement

Lines - this will be available if you have a chart that supports it

Trend line - again if you have data and the right type of chart this will be live

Up Down Bars - in a Line Chart you can add Up Down Bars to show movement

Grid lines - this option is available when you have a chart that supports displaying grid lines
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374 Quick layout

i [
t C_B:k Change E Il II ] ‘t
¢ Lgﬁut t* Colors~*
4 s S—

ke |l g | [k
[ il =
—_—t—t—a
© e [ | S

Figure 298 - change the way the chart looks quickly

Charts

Use the Quick Layout to change the way the data is set out — you can choose from a selection of presets.

375 Change colours

Colorful

NN
E EEE
N EE=
o L ES8 ]

Monochromatic

E

Tt (R nevicwy  vicey

e

uuuuuuu

I]ﬂ.n

Chart Styles

G H | J K L

Chart Title

Amencano Cappucing Latte Mochaccino

B5eries] MSeries? WS5eries3 WSeiesd

‘l.h- l#_l!.f' I -

Figure 299 - modify colours to match your style

Change the colours of the bars or lines in your chart with the Change Colours icon. Select from colourful

or monochrome themes.
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376 Chart Styles

L]
et |
| Change
Colors =

Colorful a2

N EEE
S

Monochromatic

EEEE
HEE
[ | [

HEEN
- HEN ;

Rem

uuuuu T

Liladi] dedd  dads  dadi -

Chart Styles
G H | J K L I
Chart Title
4
| | w
Americano Cappucing Latte

Mochaccino

W5eries] WSeries? WSeries3 BSeriesd

Figure 300 — make a chart your own by changing the style

Charts

Select from one of the preset chart styles in the gallery to change how your chart displays. You will see a

live preview of how it looks as you hover over the different styles and by clicking on the style it is applied.

3.7.7 Switch Row/Column

]

Switch Row/ ¢
Column

Data

Figure 301 - change how the chart uses your data

In the chart I have the months as the series and the types of coffee in clusters — if I want to see the data
the other way around I can Switch Row/Columns.
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3.7.8 Select Data
CHART TOOLS

IESIGN FORMAT

(||

Change Mave

v |

Column

Data

':'I.‘.ITI'.F'.-‘: Chart

Type Location

Select Data Source ?
Chart data range: | =Sheet1!SAS2:5DS6 @
(( [&] switch Row/Column \)
Legend Entries (Series) Horizontal (Category) Axis Labels
7 Add 5 Edit >X Remove | & | W £7 Edit
Americano Jan
Cappucino Feb
Latte Mar
Mochaccino
¢
‘ Hidden and Empty Cells Cancel
| :

Charts

Figure 302 - add extra series or data to a chart

In the event that you created a chart and forgot to include some data or you have added data to the

range for the chart at a later date and now want to include it, you can use the Select Data button to add

more data.

1. Select the data including the
2. Click the Select Data button

new data you want to add

3. Your new range will appear in the list and be added to the chart when you click OK
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3.7.9

Change Chart Type

nevw

ViEw

ALRUBA

uesiam

FUKIVIA |

Column

z - = m-iﬁ
i_*_‘-I!-l- Fh'f_h ﬂ1 .h-_l!_l III 'll»_ll_l "I - ; Swl;:f;;iaw.-" Select

Data

“hart Styles

Data

Change
Chart Type

Type

Mave
Chart

Location

& Recent
| Templates
I Column

Line

Change Chart Type

! Recommended Charts  All Charts

Clustered Column

FMHefl

EXBEFR

Pie

Bar

Area

XY (Scatter)
Stock
Surface
Radar

Combo

nHEER

.
p
7 B

haes slaman s

P

ol

&

dd

» IEN

Chart Tave Chart Tie
m
=
=
I I : I
b (]|
. atam P -

Cancel

Figure 303 - wrong chart - no problem, just change it!

Charts

If you decide that the type of chart you selected does not fit the purpose you need, change the type of

chart altogether.

1. Click Change Chart Type
2. Choose a different chart from within the charts offered
3. Click OK
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3.7.10 Move Chart

—_ - o [
N8 I ho il Switch Row)/ Select Change Meve

Column  Data  Chart Type Chart

Data Type Location

S 3 - |

| | Choose where you want the chart to be placed:

u\;ﬂ () New gheet: | Chart1

‘EHJ ) Object in:

|
J

ox | Cancel

Figure 304 - move it to another location

If you want to move the chart to another worksheet or location you can use the Move Chart button.
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3.8 Modifying charts using icons

Charts

When you add a chart to your worksheet, three icons pop up alongside: Elements, Style and Filter. These

allow you to work with the chart directly without having to go up to the Ribbon.

Chart Title

,.

mAmencano ECappucing mlate B Mochaccing

pl t“ I I

Figure 305 - use the icons to modify the chart right on your screen

3.8.1 Icons
1. Elements
2. Styles
3. Filter

3.8.2 Elements

EEE

a B 88 B

Chart Title

lan Feb Mar

mAmencano WCappucing mLatte W Mochaccing

*

%, CHART ELEMENTS

| B Ases

(] Auis Titles

| B Chart Title

| Data Labels
] Data Table

<
)
H

Figure 306 - add or remove different elements

Click on the icon to select the different types of elements you can add to a chart. You will be offered the

elements that are relevant to the chart type you used.
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383 Styles

u M 1 1 " L ™ N u ] y
Chart Title .
I
160 l STE  coloR |
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li i |

i I ll_ 1

Figure 307 - change the style

Click the style icon to see the different style options. You can also change the colours here by clicking

on Colour in the header and then selecting the one you want to use.

3.84 Filter

Chart Title +
rl

]
. VALUES HAMES

4 SERIES

p
80 - Tr:::&m
o :
7 | Americano
. I. I I 3§ Cappaind
o v § Latte
Jam Feby Mhar

4§ Mochaccing
BAmecne BOppuine wlatte B MochacEing
4 CATEGORIES
¥ (Select Al)
4
v Feb

¥ Mar

Apply Select Dats

Figure 308 - you can even apply a filter!

Use the filter icon to display or hide different parts of the data. Simply un-check the series or categories

you want to remove and then click Apply.
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3.9 Formatting charts — Task Pane

When you double click on parts of a chart you will be offered a task pane with formatting options to

choose from.

3.9.1 Format the Chart Area

Format Chart Area

& +
Chart Title R CHART OFTIONS ~  TEXT OPTIONS
#

= S0 &
1 I
gl
i
nl III Ill |
5 I | L

nnnnnn

™

Figure 309 - use the task pane for more detailed changes

Double click on the chart area and the Format Chart Area task pane appears. Here you can change all

kinds of formatting — chart and text options, fill, border, shadow, size, font colour, font outline etc.

Click on the different areas within the task pane to expand them and experiment with what they do.

“I studied
English for 16 -
years but...
...I finally

learned to

speak it in jus
Six lessons”

Jane, Chinese architect

OUT THERE

Click to hear me talking

before and after my

unique course download

"
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3.9.2 Format Data Series

F G H 1 K L M N o [=
Format Data Series b
Chart Title SERIES OPTIONS

180 e N 4

@
S m

= Hofill

% Solid il

0 Gradierd Fill

2 l Prctisee of testure fll
. AN . st

lan Fad Mar
e

&

.

Aypamatic
BAmercano BOppuceo Wlatte @ Mochacoin Invert # negative
Color

I BORDER

Figure 310 - change just one data series

Double click on a data series - in this example I double clicked on the blue columns for Americano. Now
I can change how this series looks. If I want it to be in a different colour I can change that by selecting

a different colour from the drop down next to Colour.

Test out the different options to see how they work.

3.93 Format Plot Area

F G H ) K L M N o [+
Format Plot Area ik
Chart Title . PLOT AREA OPTIONS *

160 : #
. O O
. 1'_ || . w

Vertical (Value) Axiz Major Gridlines 4 FILL -

g B

Ha fill

T : Solid fill
| . Gradient fill
= I . I Picture or texture fill
; l Pattemn fill
Ian B e

* Agtomatic

& 8

WAmercano WCappucing latte W Mochacting N
Color LA

“ BORDER
Mo line
| Solid line
Gradient line
| * Aytomatic
Codor
Transparency
| Width
Compound type g

. Dash type = -

Figure 311 - format the plot area — add fill or borders and more

Double Click on the plot area and the Plot Area Task Pane opens up with options to change.
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394 Format Major Grid lines

+ 2
AR GEIDLINE DFTIONS +

rd y
v
- L

Chart Title

Figure 312 - Add major gridlines to help with readability and format them

Double click the major grid lines to get the Format Major Grid lines task pane with all of the available

options.

3.9.5 Format Axis

Chart Title

4 TEXT QUTLINE

o bio boe
Sobd lne

Figure 313 - add an axis or change how the axis looks

Double click on the axis you want to format, and the Format Axis task pane displays. Here you will see
options to format the axis or the text. In my example, I have changed the text to orange to make it stand

out a bit more. Try out all the different options.
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4 Apply and manipulate
illustrations

4.1 Pictures in Excel

In Excel, as in the other Microsoft Office programs, you can add pictures to make your work more
interesting. You might want to add a logo or a piece of Smart Art to illustrate a point. Familiar tools

from other applications are available in Excel 2013.

4.1.1 Insert a picture from a file on your computer
NSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
BEE - | Insert Picture Ex
0 28 .
jed Tabke tures 1 w User » Pictures » Coffee v &
Jstrat - (.lg.irh'.e - New folder - o
A - -
J= n Microsoft Excel K ;’:"
» i .
= : - ¢ Favourites B .
es %
I Desktop L4
Feb Mar oad Coffee Heart
= a5 134 : Downloads
50 5 67 %# Dropbox
2% 40 150 & SkyDrive
80 pr S0 B sharePoint
SkyDrive Pro
= Pictures
Chart Title Documents

& OneDrive @ theit
B Desktop

i SkyDrive
d Homegroup

W 1irs b ot
File name: | w/| | All Pictures v
I l I Took ~ Insert v Cancel

Figure 314 - insert picture from file

Place the cursor where you want the picture to appear
Click on the Insert Ribbon

Click on Pictures

Ll

Navigate to the folder where your picture is stored (mine is in a folder called Coffee in my
Pictures Library)
5. Click Insert
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4.1.2 Insert an online Ppcture

Apply and manipulate illustrations

Figure 315 - add an online picture

If you don’t have a picture on your computer you can go online for more options.

« From SharePoint - if you are using SharePoint in your organization, you may have pictures

stored there and you can search for them by clicking Browse

« Office.com Clip Art - if you are looking for some Clip Art, go online to Office.com by

typing a keyword and then clicking the magnifying glass

« Bing Image Search - type your keyword here and click on the Magnifying Glass to search

4 BACK TO SITES

coffee

Figure 316 - images from Bing

Bing will offer you a selection of images and a warning about copyright. Make sure you comply!

Click on the image you want to use and click Insert.
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The picture is downloaded and inserted into your document. You may well need to resize it too!

A 8 ; E H R
Coffee Sales ]
Item Jan Feb Mar
Americano S 25 134
Cappucing 50 S &7
Latte % 0 150
Mochaccing 80 100 50
Chart Title

EEREEE-

..... e

Amercans Catpuc e
mun Bfe =M

Figure 317 - image added
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4.2 Resize the picture — dragging

Pictures will pop into your spreadsheet and often be far too large. Use the following methods to

resize them.

4.2.1 Reside the picture - dragging

Figure 318 - click and drag on the diagonal to keep proportion

Grab the corner and when you see the diagonal white arrow drag the cursor down and to the right -

keeping the ratio of the long and short edges proportional.

4.2.2 Resize the picture using the Ribbon

aa | ? [|Heigh 5
o 3 elgti(m]: =

Crop = width: | T00TEm -

Figure 319 - set an actual size on the Ribbon

Click on the picture to select it
Click into the height or width box in the Size Group on the Picture Tools Format Ribbon
Type the size you want the picture to be

Ll

Excel will automatically change the other value to keep the picture proportional
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43 Modify a picture

Excel 2013, like the other Microsoft Office applications, offers many ways to modify and enhance your

pictures. Use the Picture Tools Format Ribbon to make changes.

43,1 Picture Tools Format Ribbon

2 = -

- B - - . LGS S FICTUtES - EXCE PRIUKE 1WA r
HOME INSERT PAGE LA T FORMULAS DATA REVIEW VIEW ACROBAT FORMAT [ Shelley Fishel =
- c £ Picture Border = Bnng Farw - [F Align- - =
p p - e g— oL, Picture Border -1 Bnng Forward " mal | $[Heght [1085cm :
- | ol il = | & Picture Effects - 1

Remove

Crop T3 widthe [1627cm -

ackyround 25 Artintec Effects = "0 Reset Picture = = | B, Pictute Layout - "k Rotate -

Figure 320 - The picture tools Format Ribbon

Here you can add a picture style, a border, and picture effects such as shadow change the picture layout.

You can also send images backwards and bring them forwards if you have several.

Crop an image to remove the parts you don't need and adjust the size.

432 Add a style to a picture

FURMULAS uala KEVIEW ViEw AL LIS | FURNA |

L” Picture Border = 11

: i
1] = [~ =1~ [ cysegbs

* | ¥, Picture Layout =

Picture Style:

Figure 321 - style your picture

Select the picture and then hover over the styles in the Picture Styles Gallery and see how your picture

will look. When you find one that you like, click on it to apply.
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433 Change Border Colour

e || EPEGRESHES] " BingForard - [

20 B E == e e -
1=1| Theme Colors son Pane

Picture Styles | | lllﬁlll Amange

& B || Olive Green, Accent 3
s w1 <A img
> .

Standard Colors
EEY NEEEEER
Neo Outline

& More Outline Colors...
= Weight ’

7= Daghes »

Figure 322 - give the picture a border

1. Click on the picture
2. Click on the drop down next to Picture Border

3. Choose a colour

You can choose many more colour options and even change the weight and type of line that makes up
the border.

Try out the different options.
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434 Picture effects
= b i
-
B EE
]
o o o d e -
I I - o - A
Figure 323 - change picture effects
These add shadow, glow, bevelled and different colour effects.
4.3.5 Crop a picture
A REVIEW VIEW ACROBAT FORMAT aneney risne
- «| LZ Picture Border = W Bring Forward = [ Align - o] §[[ Height: [44.cm
; @ E el |l | -| O Picture Effects- ¥ Send Backward - £ __
*| B Picture Layout = fy Selection Pane "k Rotate - c'.” oy Widihe [6.6cm
l Picture Stybes Amange £ Crop ~
G H | ] K L M N o P 5 s

Figure 324 - crop to remove unwanted parts

When you want to remove parts of a picture rather than re size it, you can crop it. Click the Crop icon

and then drag the crop handles that appear around the picture to remove parts.
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436 Brightness sharpness and contrast

B oE T - = Lot LOMes e FICTures - Excel ML IUKE 1UULS
“ HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ACROBAT FORMAT
& Carections =

T =l Compress Pictures — — « | LZ Picture Borde
Sharpen/Soften il | sl |~ | O} Picture Effect:
Remaove

Background | [0 *| B, Picture Layou
Picture Styles

Brightness/Contrast

Picture 14

Figure 325 - make the picture brighter or sharper here

You can change the sharpness or saturation of an image, the brightness and the contrast. Click the icon
and make a choice. Live Preview will show you what the picture will look like and when you find what

works, click on the icon to apply.

437 Adjust the colour

e 2 - o = = Lottee Sale Fictures - bxcel PICTURE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT FORMAT
Fa Comections = a, Compress Pictures [o— - Z pic
e [ai] Color = 7] Change Picture il | | |- | O} Pic
Remave = e = i
3ackground | Color Saturation I Pic
(2 Styles
Picture 14 EEEEEEE
Color Tone

A |pm : ] i
2 hem

: ucir & s

& Mochacc

B EEEEE
. = . 4
10| 160 E ;;:: Accent color 3 Dark ii h‘

3 Americat Recolor

Figure 326 - if ou want to recolour the picture, do it here

If you want to change the colour of the picture, perhaps to match the theme of your spreadsheet, you

can select a colour tone, or recolour the picture from the colour button. Test out some of the other
options here.
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43.8 Apply artistic effects

Comections = a ‘(nmpr Pictures - <] EZ pictur
ool |~ o B~ [ B ] o |2 e
(23] Artistic Effects = | ) Reset Picture - % | B, Pietur

Sesam
ST IClo] .

Figure 327 - use Artistic Effects to really change how it looks
You can change the picture in other ways by selecting from one of the artistic effects available.
1. Click on the Picture

2. Click the drop down arrow next to Artistic Effects
3. Select the effect you want to apply

s @book 1s probucen with iText®
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4.4 Reset a picture

If you are anything like me, you will try out all sorts of different effects on your picture and then decide

that you like it just the way it was. In this case you need to Reset the Picture to its original state.

441 Reset a picture

:-."Ccmple-:: Pictures ro— -
B Change Picture il | ol - | O} Picture B

L2 Picture B
ts - L] Reset Picture L = | B, Picture L

5t | M7 Resel Picture Picture Styles

Wi Reset Picture & Size
4] E F G H ) K

Feb Mar

55 134
75 &7
40 150
00 50

o oo w

1

Chart Title

Figure 328 - reset the picture to how it started out
Click the Reset Picture icon

Choose whether to simply reset the colour/brightness back to how it was — or if you also resized the

picture, you can choose to take it back to its original size too.
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5 SmartArt

5.1 SmartArt

SmartArt is a way of presenting data such as a process, a hierarchy or an idea visually. It can jazz up a

boring spreadsheet.

5.1.1 Add process SmartArt

| FURMULAS uRIA HEVIEW viewy BLRUGA | UEManN U

| [5shapes~ . e =3 = - B - q [ - ; = —
Store E » ofl e s ¥ =
3 o ", G A ; : 4
# I smana . 6 1% - - - E.I“I .
L &y npps - Bing People Recommended 5 tChart  Map  Power . I Slicer Timeline
e @ Screenshot - Maps Graph Chasts a0 . View
| strations Apps Charts fa Tours Reports Sparkiines Filters
|
| E F G H I J K L M N o P Q R
Choose a SmartArt Graphic » I
134
67 A
| 150 [= =
50 ¥
o) e

* Source Coff B eE ==
| * Grind Coffel | &2
Pyrarmud oy - c '
* Make Coffe é Fyrami BD SR Continuous Block Process

Use to show a progression of sequential
steps in & task, process, or workflow.
Works best with minimal Level 1 and Level
2 text.

‘ Lat @ 3 Cancel

Figure 329 - create a process diagram

On the Insert Ribbon

1. Click SmartArt
2. Choose a style from those on offer
3. Click OK
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5.1.2 Add text

Type your text here x
* Source Coffee Beans

® Grind Coffee Beans

* Make Caﬁeel I

Source
Coffee

I Beans

Continuous Block Process...

Figure 330 - add text

A text pane pops out of the left side of SmartArt and you can type your text in here - or you can type

directly into the shapes.
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513 Change the colour of SmartArt

DESGH | FORMAT

e BB | EE L EB W
I i
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Accemt 3

AlER 0N ik a

Figure 331 - change the colour

SmartArt

On the SmartArt Tools Design Ribbon that pops up, you can select a different colour set for the SmartArt.

514 Make other changes

_ MOME  NGIET  PAGILAVOUT  FORMULAS  DATA  BEVEW VW ACROBAT  DESGM  FOSMAT
: ' e S ER ER O N WS (= @D P =8 S8

ieF

Coltes Saler Type your text here

~i * Source Cottee Buses
o * Grnd Colfes Boss

Latte » & | e Muke Coffen
©

Icraang Ao Proor

;:,.{'1 | ¥

Figure 332 - Smart Art design
Other changes you can make to SmartArt on the Design Ribbon are:

« Adding more shapes

« Changing the overall layout

« Change the colours

« Change SmartArt styles

» Reset to how it started out once you made changes

o Convert to Shapes takes away the automatic functionality of SmartArt and turns the

SmartArt into one big shape

Download free eBooks at bookboon.com

63


�1QW.�/#fT#q�����H�

Excel 2013 Core: Advanced SmartArt

On the Format Ribbon you can:

+ Change the individual shapes

o Change the shape styles — border and shading
o Format the Word Art within the shapes

« Apply text formatting

« Arrange and align

e Re-size
360°
hinki
thin 1ng .
Deloi
eloitte.
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6 Shapes

6.1 Inserting shapes into a workbook

Shapes can be drawn onto a worksheet to illustrate a point or to look like a button or label.

6.1.1 Insert shapes

Figure 333 - add shapes
1. Click on the Insert Ribbon
2. Click the drop down arrow next to Shapes

3. Choose a shape

6.1.2 Draw the shape

Figure 334 - drag to draw the shape

Click and drag out the shape until it reaches the size you want.
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6.1.3 Format the shape

AET MAGILAYOUT  FORMAAS  DATA  ROAEW  VEW  ACRORaT
- 0000080 :
wl J

Figure 335 - the Format Ribbon

You can now use the Drawing Tools Format Ribbon to make changes to how your shapes appear. Change

the colour, the border the fill, how any text looks and any alignment and size.

6.1.4 Add text to a shape

> & -
E] Edn {9_5!
Figure 336 - add text
Click into the shape and start typing
6.1.5 Edit text
Lanpn e~ |1 "IA A *® k.4
BIuUuS==4A"-+

B Copy

T Paste Options:

Exit Edlit Text
A Fomt

=% Paragraph

Figure 337 - Edit the text

Right Click on the shape and click Edit Text — you can now change what you had already entered.
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7 Screenshots

7.1 Inserting a screenshot

Sometimes, when you need to illustrate a point, it would be handy to have a screen shot to show what

you mean. With Office 2013 you can now add screen shots just about anywhere.

7.1.1 Take a screen clipping of part of a window

N

Figure 338 - get a screen clipping

Here I have gone to a different workbook which is open behind the one where I want to place the clipping.
Having clicked on Screen Clipping at the bottom of the menu I then clicked into the worksheet for which
I want to get a screen shot. The screen goes white. I can then click and drag over the white area to get
what I want and that part of the screen goes bright as you can see in the image above. When I let go the

image is placed in the worksheet I started from.
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7.1.2 Add a screen shot

13 HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW

Figure 339 - add a screen clipping

The Screen Clipping tool works by taking a screen shot of the whole screen or by allowing you to draw
the area that you want to clip. As Excel 2013 works with each workbook opening in its own instance it

is easy to get a clipping of just part of a window.

To get a picture of the whole of the screen in another application, web page or workbook click on the

window you want to capture in the Available Windows section.

If however you want to get just part of the screen, then use the Screen Clipping command at the bottom

of the window.

7.13 Take a screen clipping of a section of the screen

+

Figure 340 - clip a section

Click Screen Clipping at the bottom of the insert screen shot menu
Then switch to the screen you want to clip from

You will see a big black plus sign

L e

Click and drag over the area you want to clip — note that the screen has gone white and the
area you select goes bright

5. When you let go, the clipping will appear in the worksheet you started from
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8 Manage comments

8.1 Inserting and editing comments

Comments are like little yellow post it notes that sit in your spreadsheet. They are useful to remind

yourself what you did or for explaining changes made to those who are using the spreadsheet.

8.1.1 Add a comment

Figure 341 - adding comments

1. Click on the Review Tab (1)
2. Click New Comment (2)

Coffee Island

ST
Income Weekl Week2 Week3 Weekd |P.erre'_'t',e't:| chﬁ'cz: the| |

| I
Cappucino 1050 1050 1400 1500 |

Latte 600 900 1350 1500 of

Figure 342 - a red comment indicator and yellow comment

A yellow comment is added to the worksheet and a small red triangle is displayed top right of the cell.

Type the comment into the yellow post it note.

8.1.2 How do | know if there is a comment?

3 fweeka ”

Figure 343 - the red triangle indicates a comment

The cell containing the comment has a small red triangle to show that a comment exists.
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8.1.4 To see the comment

|Shelley Fishel:
k3 |[Wed | |Remember to check the
week 4 sales
1400 1500
1350 1500

Figure 344 - hover to see the comment

Hover or click on the cell with the comment indicator.
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GOT-THE-ENERGY-TO-LEAD.COM

We believe that energy suppliers should be renewable, too. We are therefore looking for enthusiastic
new colleagues with plenty of ideas who want to join RWE in changing the world. Visit us online to find
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8.1.5 Edit a comment

e Ly FURMULED s REVIEWY wiEww

rall s €— ™ 2 Show/Hide Comment

# Show All Comments
Edit  Delete Previous Next
Comment 3 Show Ink

Comments

Figure 345 - use the Ribbon to edit a comment

Manage comments

Click on Edit Comment, the comment will then pop up on the worksheet so that you can change what

is written inside.

You can also Right Click with the mouse on the cell with the comment indicator and select Edit Comment.

B I Pu - A RN

[weeka 1

¥ Cut

0 [y Paste Options
= o
' A

(" Edit Comment L ]

_— -

Wee

Figure 346 - Right click to edit a comment

8.2 Deleting comments

8.2.1 Delete a comment via the Ribbon

7 | x 1‘ = L7 Show/Hide Comment
] * 1% Show All Comments
Edit | Delete Prévious Next
Comment] [ 3 Show Ink.

Comments

Figure 347 - Delete a comment via the Ribbon

1. Click on the cell with the comment

2. On the Review Ribbon click on the Delete icon
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8.2.2 Delete comment via Right Click

Figure 348 - Delete a comment with a right click

1. Right click on the cell with the comment

2. Select Delete Comment

8.3 Show/Hide Comments

If you want to see the comments displayed on the screen all the time you can show them. Then when

you no longer need to see them you can hide them.

8.3.1 Show comments

7 X € 2

Edit  Delete Previous Nest ps g Protect Prot
Comment <2 Show Ink Sheet Workl
Comments
Shaw/Hide Comment
I Week 4

Show or hide the comment on the

G D E

Shelley Fishel:
feek2 Week3 |W9ek a ! Remember to check the

week 4 sales

1050 1400 1500

Figure 349 - display the comments permanently

1. Click on the cell with the comment indicator
2. Click on Show/Hide Comments

The comment is now displayed on screen and if you move to another cell it stays put!
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8.3.2 Hide comments

S i e

# Show/Hide Comment]

£ Show Ink

dit Delete Previous Net
ment
Comments

Week 4

Figure 350 - hide comments

Click on Show/Hide Comments — the comment is now hidden.

[ ]
B By 2020, wind could provide one-tenth of our planet's
ra I n p O W e r electricity needs. Already today, SKF's innovative know-
how is crucial to running a large proportion of the
world's wind turbines.
Up to 25 % of the generating costs relate to mainte-
nance. These can be reduced dramatically thanks to our
stems for on-line condition monitoring and automatic
jcation. We help make it more economical to create

Therefore we'need the best employees who can

eet this challenge!

Tﬁf Power of Knowledge Engineering

i

o

Plug into The Power of Knowle‘ngineering.
Visit us at www.skf.com/knowled"g%
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8.3.3 Show all comments

=
= 2 | = Show All Comments
New Previous Nest Protect Protect
Comment LN Sheet Workbook Wo
Comments
C D E F G H 1

4" [shelley Fishel:
ek2 Week3 Weekd |Remember to check the

week 4 sales
1050 1400 1500
900 1350 1500 °

900 1260 435
s 510 765
1080 2100 750
396 765 590
456 494 1092
650 %00 1350

1650 1500 1200

it 1

-+ [shelley
7457 10279 9182  Inid we sell enough?

sale 3 WAk 3 Wlaak A

Figure 351 - display all comments

To display all comments together rather than going through them one-by-one, you can click on Show

All Comments.
To hide them again click Show All Comments again.

8.4 Moving between comments

When you have lots of comments on your spreadsheet, it can be useful to display them one after the other.

8.4.1 Move to next comment

1 X €[] 2 B showHide Commen
R " | [ show All Comments
Edit Delete Previouf Mext 5
Comment 5 Show Ink

Comments

Figure 352 - next and previous to move between comments

From the first comment cell - click on Next

8.4.2 Move to previous comment

7 X € 9 L2 Show/Hide Comment
y - TS * I3 Show All Comments
Edit Delete Pretious Next g
Comment L3 Show Ink

Comments

Figure 353 - previous to move back

Click on Previous in the Comments group.
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8.5 Printing comments

Manage comments

Comments do not print. They are there on screen as a reminder. If you want to print them you can have

them print on screen exactly as they appear or print them at the end of the sheet.

8.5.1 Print comments on the worksheet

Print

s
102

. n ey
508 Drinks o uee 1500 10

& helley 1
..... 6875 MST LT B2 [0 el maur

Figure 354 - print comments

Display the comments on the worksheet first
Click File

Click Print

Click on Page Setup

Ll

Figure 355 - decide where you want to print them

1. Click on the Sheet tab
2. Select As displayed on sheet
3. Click OK

Download free eBooks at bookboon.com

75


�1QW.�/#fT#q�����H�

Excel 2013 Core: Advanced Manage comments

8.5.2 Print comments at the end of the worksheet

Comments At end of sheet -T-!

Cell grrors as: Hons

|As displayed on sheet

Figure 356 - print the comments at the end

Click File

Click Print

Click Page Setup
Click the Sheet Tab
Select At end of sheet

MR

Print
1
=
Print
Cel: E4

Np— Comment: Shelley Fishel
Printer Remember 1o chack the week 4 sales

 HP Lusecket PO
-

Cel: E16
Comament: Shelley Fishel:
Dt we sell enough?

Figure 357 - comments at the end of the worksheet

Now the comments show at the end of the sheet, here we are on page 2 of 2 and the comments are shown.
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9 Sorting data

9.1 Databases in Excel — introduction

A Database is a structured collection of information.

A Database in Excel is structured in a very particular way:

The data is broken up into separate Fields that can be applied to every record in the database e.g. an
addresses database might have fields for first name, last name and so on. These fields make up the columns
of the database. The field names are usually in the first row of the database.

Each subsequent row contains the data for each Record - one record per row.

Databases or lists have NO blank Columns and NO blank Rows. It is possible to have a blank cell, however

as soon as Excel detects a blank row or a blank column the rest of the data is treated as a separate list.

We will see an example of this a little later on.

With us you can
shape the future.
Every single day.

For more information go to:
www.eon-career.com

Your energy shapes the future.
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3 U o Hot Crinks
14/11/2011 B

Hot Drinks

Wachialo
Machiato

S S 1) 7 0 |0 ) 1) O 1415718 0o 0L 0 6 10 Y 11

5 14/11/2011 London South  Hot Drinks

5§ 14/112011 L n South  Hot Drinks
1412011 South  Hot Drinks
Whzon Morth  Hot Drinks

14/11/2011 Leeds N& Hot Drinks
14/11/2011 Leeds N Hot Drinks

14/11/2011 Leeds North  Hot Drinks

I eeds
14/11/2011 Bath South  Hot Drinks

Machiato
Machiato
Machiato
Machiato
Machiato
Machiato
Machiato

3

4 Latte

5 | 14/11/2011 Bath South  Hot Drinks  Latte

6 | 14/11/2011 Bath South Hot Drinks  Latte
7|14/11/2011 Glasgow  South  Milkshake  Strawberry
B | 14/11/2011 Glasg South M y
9 14/11/2011 Glasgow  South  Milkshake  Strawbemy
0 | 14/11/2011 London South Cold Drinks Apple Juice

£1.95
£195
£195
£1.95
£195
£195
£1.95

£1.85
£185
£185
£2 50
£250
£2.50
£1.00

5
£493.95
£493 95
£49395
£860 .00
£860.00
£860.00
£591.00

Figure 358 - structure of a database

1. Field Names in the first row

2. Records - one separate record in each subsequent row

9.2 Sort data

Sorting data

In the Coffee Island sales list, there are different columns. Depending on the type of data analysis that

needs to be done, the data will need to be sorted in different ways.

There are several ways to get to the tools to sort data. There is a Sort on the Home Tab, more detailed

Sort options on the Data tab and of course there is a right click option. You can also add the Sort Icons

to the Quick Access Toolbar.
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9.2.1

To perform a simple sort from the Home tab

-4

BHS- - 3-HEHB81- Coffe Sakes - Exced
- HOME  INSERT  PAGELAVOUT  FORMILAS  DATA  REVIEW  VIEW  ACROBAT
N e e -lA N =g %-n General Eh i
Z . 8- A > PR | Conditional Formatas Cell |
¢ BN A i b i 4 4 Formalting = Table= St~ (=) Formatl
hptowd fant Asgnment Mumber Shibes Cem
€7 - fo | Americano
A :] C g F 6 HE====] J K
1 i Cantn  Ama  Cotegory jumbier Sold  Costpar flsm Sales
2 112010 Bath South  Hot Drnk: 08 £150 E£N710
3 11112010 Bath South  Het 109 £1.90 £20710
4 1112000 Bath South  Hot 0 £1% 20710
5 | 111172010 Bathy South  Het Dneie 09 £150 E£20710
& 11112010 Bath South  Het 108 £190  £207 10
E |1|J||.1!0|ﬂ Bath South  Hot Drinik: 103 £15% 20710
8 | 18032011 Bath South  Hot Drnelk w7 £1.50 £1.654 30
9 12062010 Bath South  Hot Dnik: a2 £150 £1,10580
0 18032011 Bath South Hot T E190 E1884 30
11 12062010 Bath South  Hot Drinik: 582 £1.90 £1,105 80
12| 180372011 Bath South  Hot Dnk: 97 E190 £1.8% 30
13 13062010 Bath South  Het 582 £1.90 £1,10580
14 101072011 Bath South  Cold 2] 085 £55550
15| 111172010 Bath South  Cold 18 E085 E£10030
16 117112010 Bah South  Cold Dani 322 6085 £27370
1T 11112010 Bath South  Cold wm 08 27370
18 10/10/:2011 Bath South Cold -2 £085 £55550
19 117112010 Bath South  Cold 18 085 £10030
B 1112010 Bath South  Cold Drin m 085 2T
M 11172010 Bath South  Cold 2 £085 £27170
2 101072011 Bath South  Coid Drin 1] £085 55590
B 1112010 Bath South  Cold Dinl 12 085 EW0M0
M 111172000 Baah South Cold X2 £085 £27370
% 11112010 Bath South  Cold Drin 3 085 £27370
% 11172011 Bath South  Hot Drnk: %7 E185 £25295
| W112011 Bah South  Het Drnks¥y Latte %7 £185 £45355
. Coffesales | Frice List (]

~

X Delety
* Deler

Sorting data

Figure 359 - click into the column to sort by and then sort

1. Click anywhere in the column you want to sort by

2. Click on the Home tab

3. Click on the Sort & Filter button (1)
4. Select Sort A to Z, Or

5. Select Sort Z to A
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9.2.2 To perform a simple sort using the Data tab
BEH S -3-EHa80: Coffie Sales - Excel
EER rove SRt PAGELAYOUT  FORMULAS | DATA_L REVIEW  VIEW  ACROBAT
M ™ s, [E] Connectioff X, Clear =]
el 2 & [ L Prosatic Y v, (B0 [E
From From From From Other Existing Refresh Filter . Testto Flash F
\ccess Web  Tet Sources-  Comnmections  All- W Advanced  Columns  Fill D
Get External Data Connections Sort & Filter
E7 i M v K& || Americano
1S5 VS SR - RN SO S S i | G L_H !
| [Date  Cenite  Area  Calegory ltem Mumber Sold_ Cost per ftom  Sales |
2 1171172010 Bath South Hot Drinks  Americano 109 £190 £207.10]
3 1171122010 Bath South Hot Drinks  Americano 109 £190 £207.10)
+ | 11/1172010 Bath South Hot Drinks  Amencano 109 £190 £20710]
i 1171122010 Bath South Hot Dnnks  Americano 109 £190 £207.10
3 1171172010 Bath South Hot Drinks _American 109 £190 £207 10
£'] 111172010 Bath South  Hot Drinks 109 £130 £207.10
3 18/032011 Bath South Hot Drinks  Cappuccing 997 £1.90 £1,89430)
) 13/06/2010 Bath South Hot Drinks  Cappuccing 582 £1.90 £1,105 80
0 18/03/2011 Bath South  Hot Drinks  Cappuccing 997 £1.90 £1,894 30
1 13/06/2010 Bath South Hot Drinks  Cappuccino 582 £1.90 £1,105.80
2 18/03/2011 Bath South HotDnnks  Cappuccing 997 £1.90 £1,894.30
3 13/06/2010 Bath South Hot Drinks  Cappuccino 582 £1.90 £1,105 80
4 10/10/2011 Bath Seuth  Cold Drinks Coca Cola 654 £085 £555.90
5 | 111112010 Bath South  Cold Drinks Coca Cola 118 £0.85 £100.30
6 11/11/2010 Bath South  Cold Drinks Coca Cola 22 £085 £27370)
7117112010 Bath Seuth  Cold Drinks Coca Cola 322 £085 £27370

Sorting data

Figure 360 - sort from the Data Ribbon

Click anywhere in the column you want to sort by
Click on the Data tab on the Ribbon

Go to the Sort & Filter group

Select Sort A to Z, Or

Select Sort Z to A

M
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9.2.3 Sort with a right click

1/11/2010[Bath

111172010 Bath

11172010 Bath | By Copy
/1172010 Bath | -
1/11/2010 Bath
1/11/2010 Bath
8/03/2011 Bath
3/06/2010 Bath
8/03/2011 Bath
3/06/2010 Bath
8/03/2011 Bath
3/06/2010 Bath
0/10/2011 Bath
1/11/2010 Bath
1/11/2010 Bath
1/1172010 Bath 59

0/10/2011 Bath y
1}11}?010 Ba_h s insert LU_IBH'!I\[
1/1172010 Bath
1/11/2010 Bath

Paste Options:

Format Cells..

It Centre —Ares—Camegory”

TEET wumber 5old  Cost per lem
& " ano 109 £1
ano 109 £1
ano 109 £1
ano 109 £1
ano 109 £1
ano 109 £1
scng 997 £1
:cing 582 £1
:cing 997 £1
cing 582 £1
cing 997 £1
:cing 582 £1
‘ola 654 £0
‘ola 118 £0

0/10/2011 Bath Pick From Drop-down List
11172010 Bath Define Ngme.

11172010 Bath

11172010 Bath | B Hpeliok.

4/11/2011 Bath South  Hot Drinks

Latte

0
SortAtoZ
SotZto A
Put Selected Cell Color On Top

Put Selected Eont Color On Top

Put Selected Cell jcon On Top

[ Custom Sart.

Figure 361 - sort on a right click

Right Click
Click on Sort

Select how you want to sort the data

L .
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Sorting data

9.24  To perform a custom sort (Multi Level Sorting)
BH S -3~ &0 -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
by T B, B, v [2] Connections E ¥ B
el lo L& R : =
From From From From Other Existing Refresh r Textto Flash Rer
Access Web Ted Sourcess  Connections  All= Y advanced | Columns  Fil Dup
Get External Data Connections Sort & Fifter
E7 v [l ’ § = Americano
A B C D E F G H
1 |Daie Cantre Area  Categor lam Mumber Sold _ Cost per ltem Sales
2 [11/11/2010 Bath South 190, £207.
3 | 11111722010 Bath South .90 £207.
4 | 1111/2010 Bath South 90 :
5 | 11/11/2010 Bath South X g
6 | 11/11/2010 Bath South  Ho ! 109 1,90 £2071
7 | 1111172010 Bath South H Americano 109 TE ;
8 | 181032011 Bath South Hot Drinks  Cappuccing 997 £1.90 £1,834 30
9 | 13/06/2010 Bath South  Hot Drinks  Cappuccing 582 £1.90 £1,105.80
10 | 1810372011 Bath South Hot Drinks  Cappuccine 997 £190 £1,894 30
11|13/06/2010 Bath South Mot Drinks Capnaccing 582 £19004
12| 1803120 Sort
1311306720
1101020 *:) addlevel | 3 DeleteLevel | 2 Copy Level | « | | Options.. (W] My data has headers
15[ 11111720 2
16111 o | Column Sort On Order
17| 117 Sotby  Centre v Values v AtoZ v
:: :?ﬂm Thenby  mem w  Values vl (AtoZ v
20| 1141720
21| 1111720
22| 10110720
23| 1111720
24| 11111720
25| 111120
26 [ 14111720 ox Cancel
a2 = —
Figure 362 - custom or multi-level sort
1. Click on the Data tab
2. Click on the Sort button
3. Click on the down arrow by Sort to select the Column you want to sort by
4. Choose what you want to sort on — Values, Cell Colour, Font Colour, Cell Icon
5. Select the Order you want to sort by, A-Z, New to Old, Z-A, Old to New depending on

the data.

6. If you want to sort on more than one column: Click on the Add Level button

Repeat steps 3-5
8. Click OK

To delete a level, click on the Delete Level button

You can also access the Custom Sort via the right click option.
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9.2.5 Change the order of the sort levels

Sor PO

"5l Add Level || X Delete Level [ Copy Lmlo_w ..... [+ My aata has header

Column Sort On Order
Sortby | jtem v | Values v AtoZ v

Thenby  Centre w | | Values v Atol v

oK Cancel

Figure 363 - change the order

If you want to change the sort order, click on the up or down arrows along the top of the Multi-Level

sort box. Here I have changed the order to Item first then CentreCentre.

“I studied
English for 16 P
years but...
...I finally

learned to

speak it in jus
Six lessons”

Jane, Chinese architect

OUT THERE

Click to hear me talking

before and after my

unique course download

"
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9.3 Sort on font colour

Sorting data

If you have changed the font colour of certain parts of your data you can sort by font colour.

9.3.1 Selected font colour on top

P R R S SRR R

£0.85
£0.85
£0.85
£0.85
£0.85
£0.85
£085
£0.85
£0.85
£0.85
£0.85
£085

£555 90
£100.30
£27370
£273.70
£555.90
£100.30
£27370
£273.70
£555.90
£100.30
£273.70
£273.70

£1.90 £1,894.30
£1.90 £1,105.80
£190 £1,8%4 30

Put Sefected Font Color On Top

Figure 364 - sort by font colour

1. Right Click on the cell with the font colour you want to have at the top of your list

Click Sort

Then Choose Put Selected Font Colour on Top

94 Sort on cell colour

If you have shaded in some cells you can have them appear at the top of the list.

94.1 Place cell colour on top

with
uth
wth
wth
uth
wth
wth
wth
wth
wth
wth
wth
uth
ath
ath
ath
ath
ath
ath
ath
ath
ith
ath

Price Ll

Hot

Hot Nenks|amancann
Col¢ X, Cut

Caol¢ Ba Cop

Colt 30

Col Paste Options:

Calt
Col¢
Milk
Milk
Milk
Milk
Mtk

Milk
Colg & Quic
Calt Filter
Cole .
Col¢
Cole [
Colt
Colg =] Eormat
Col¢

Hot g f = 4-

109
3z
27
32
kP
2
32
565
938
565
938
565
938
170
v 355

acc

£1.90
£1.90
£1.90
£085
£0.85
£0.85
£0.85
£0.85
£0.85

E207.10
£207.10
£207.10
£277 95
£277.95
£277.95
£277.95
£277.95
E277.95

£2 50 £1,412.50
£2.50 £2,345.00
£2.50 £1.412.50
£2.50 £2.345.00
£2.50 £1,412.50
£2 50 £2 34500

£1.00
£1.00

conn

£170.00
£355.00

FITIN

Figure 365 - sort on Cell Colour

1. Right click on the cell with the shading

2. Click Sort

3. Select Put Selected Cell Colour on Top
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. A | B S
1 |Date Centre Area
2 11/11/2010 Bath South
3 12/07/2010 Bath South
4 10/10/2011 Bath South
5 11/11/2010 Bath South
6 11/11/2010 Bath South
7 ] 11/11/2010 Bath South
8 11/11/2010 Bath South
n A4744MNAN Dasl Cmtle

D = | F | G | H

Ca Item Number Sold Costperltem  Sales
Americano 109 £1.90 £207.10|
Orange Juice 327 £0.85 £277.95|
Milk e | Strawberry 565 £2.50 £1,412.50
Hot Drinks  Americano 109 £1.90 £207.10|
Hot Dris  Americano 109 £1.90 £207.10
|Hot Dn'ngs _lA.mericano 109 £1.90 £207.10|
Hot Drinks  Americano 109 £1.90 £207.10|
et Memlea A 40N 4 nn oAnNT An

Sorting data

Figure 366 - coloured cells appear at the top of the list

All of the cells shaded blue are now at the top of the list.

9.5

Sort on cell icon

If you have used conditional formatting to add icons to cells, you can use these to sort by.

Number Sold
Arial

=
&

Paste Options:

o

Insert...
Delete...
Clear Contents
Quick Analysis
Filter
Sort
5
Insert Comment

Eormat Cells...

~

Cost per ltem

€0
gy Y 00 3.0

L1590

Pick From Drop-down List...

Define Name...

9.5.1 Put selected cell icon on top
ta Category Item
sgth  Hot Drinks Americano §
sth  Cold Drinks Orange Juice 4
sth  Milkshake  Strawberry =
sth  Hot Drinks  Americano
Jth Hot Drinks  Americano  |§
sth  Hot Drinks  Americano  §
sth  Hot Drinks  Americano §
sth  Hot Drinks  Americano  §
sth Cold Drinks Orange Juice 4
sth  Cold Drinks Orange Juice &
sth  Cold Drinks Orange Juice &
sth  Cold Drinks Orange Juice 4
sth  Cold Drinks Orange Juice &
sth  Milkshake Strawberry <
sth  Milkshake Strawberry 4
sth  Milkshake Strawberry =
sth  Milkshake Strawberry 4
sth  Milkshake  Strawberry 4
th  Cold Drinks Apple Juice &
th  Cold Drinks Apple Juice §
th  Cold Drinks Apple Juice &
th  Cold Drinks Apple Juice &
th  Cold Drinks Apple Juice &
th  Cold Drinks Apple Juice &
th  Cold Drinks Apple Juice &
th__Cold Drinks Apple Juice §
Price List | Variables ®

% Hyperlink...

1]

Sales |

00

£207.70]
:207.10,
2207.10,
2207.10|
:207.10,
1277.95,
1277.95,
1277.95,
:277.95,
2277.95,
41250,
345.00
412,50,
345,00
345,00,
1170.00

2| Sort Smallest to Largest

Zl Sort Largest to Smallest

Put Selected Cell Color On Top

Put Selected Font Color On Top

P Elecied

€ll icon Un Top

Figure 367 - sort on cell icon - conditional format

1. Right click on the cell with the icon you want to have at the top of the list
2. Click on Sort
3. Select Put Selected Cell Icon on Top
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A B c D E e G H !

1 |Date Centre Area Category Item Number Sold  Cost per Item Sales

2 | 11/11/2010 Bath South Hot Drinks Americano § 109 £190 £207.10
3 | 12/07/2010 Bath South  Cold Drinks Orange Juice § 327 £085 £277.95
4 11/11/2010 Bath South Hot Drinks Americano § 109 £1.90 £207.10
5 11/11/2010 Bath South Hot Drinks  Americano 109 £1.90 £207.10
6 | 111172010 Bath South Hot Drinks ~Americano [§ 109] £1.90 £207.10
7 | 11/11/2010 Bath South Hot Drinks Americano & 109 £1.90 £207.10
8 11/11/2010 Bath South HotDrinks Americangp & 109 £1.90 £207.10
9 12/07/2010 Bath South  Cold Drinks Orange Juice § 327 £085 £27795
10 | 12/07/2010 Bath South  Cold Drinks Orange Juice § 327 £0.85 £27795
11 12/07/2010 Bath South  Cold Drinks Orange Juice § 327 £0.85 £27795
12 | 12/07/2010 Bath South  Cold Drinks Orange Juice § 327 £0.85 £277.95
13 1 12/07/2010 Bath South  Cold Drinks Orange Juice § 327 £0.85 £277.95
14 | 14/06/2011 Glasgow  North  Cold Drinks Apple Juice & 170 £1.00 £170.00
15 1 11/11/2010 Glasgow North  Cold Drinks Apple Juice & 355 £1.00 £355.00
16 | 11/11/2010 Glasgow North  Cold Drinks Apple Juice § 355 £1.00 £355.00
17 | 14/06/2011 Glasgow  North  Cold Drinks Apple Juice & 170 £1.00 £170.00
18 | 11/11/2010 Glasgow  North  Cold Drinks Apple Juice & 355 £1.00 £355.00
19 1 11/11/2010 Glasgow  North  Cold Drinks Apple Juice & 355 £1.00 £355.00
20  14/06/2011 Glasgow  MNorth  Cold Drinks Apple Juice & 170 £1.00 £170.00|
1|11/11/2010 Glasgow  North  Cold Drinks Apple Juice & 355 £1.00 £355.00
12 1 10/10/2011 Bath South  Milkshake  Strawberry = 565 £2.50 £1,412.50
3 | 10/10/2011 Bath South  Milkshake Strawberry = 565 £250 £1,41250
4 11/11/2010 Bath South  Milkshake Strawberry ¢ 938 £2.50 £2,345.00
25 | 10/10/2011 Bath South  Milkshake Strawberry = 565 £2.50 £1,412.50
%6 | 11/11/2010 Bath South Milkshake Strawberry 4 938 £2 50 £2,345.00
17 1 11/11/2010 Bath South  Milkshake  Strawberry 4 938 £2.50 £2,345.00

Figure 368 - all sorted!

My red arrows pointing down are now at the top of the list.
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10 Filtering data

10.1 Filter data - the filter icon

Filtering allows you to hide the information that you do not want to see. So if I want to see sales of
Cappuccino in London only, I can use the filter option to do just that. Then I can change the filter to

suit my needs and refocus on different sets of data.

10.1.1  Filter on the Home Tab

x Delete Sheet Columns

X Delete Sheet Rows

lumns and Rows -

Filter {Ctrl+Shift+1)

© Tell me more

Figure 369 - filter from the Home Ribbon

1. Click anywhere inside your list
2. On the Home Tab click Sort and Filter
3. Click Filter

10.1.1  Filter on the data tab

Figure 370 - switch on the filter via the Data Ribbon

1. Click anywhere inside your list
2. Click on the Data Icon
3. Click Filter in the Sort and Filter Group
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10.2 Filter on text

Now that you know where the filter lives, let’s use it to find sales of Cappuccinos.

1. Click on the drop down arrow by the column heading you want to filter

-endon

| c 1] E
~ Area ~ Category 1 ' }
SortAto

SgrtZio A
Sorj by Color

Text Filters

Search

L] Strawberry

Co(4) [ o

SUGLT  RSTIERE

F
| * Number Sold ~ Cos

South Mikshake Chocolate

Figure 371 - pull out the records you want to see

2. Un-check Select All

3. Select the item on which you want to filter

4. Click OK

2

3

19
L]
-]
2
3
8
9
7]
-
6
"
3
]
0
i)
00
03
04
19
20
25
3%
37
42
“
45
61
70
m
"
75
90

9%
o7
08
13
15

Tl
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A | B c D E
Date = Centre ~ Area = Category = ltem
07/02/2011 Glasgow  Noth  Hot Dnnks  Cappuccing
08/0372010 Leeds North  Hot Dnnks  Cappuccino
18/03/2011 Bath South  Hot Dnnks  Cappuccing
14/06/2011 Leeds Noth  Hot Drinks  Cappuccino
10/10/2011 Leeds MNorth  Hot Dnnks  Cappuccino
12/08/2010 Glasgow  Morth  Hot Drnks  Cappuccino
13/06/2010 Bath South Hot Danks  Cappuccino
18/10/2011 Manchester Noth  Hot Drinks  Cappuccino
12/08/2010 Leads South  Hot Dnnks  Cappuccing
18/10/2011 Glasgow  MNorth  Hot Drinks  Cappuccino
18/10/2011 Manchester Noth  Hot Dnnks  Cappuccino
12/08/2010 Leads South Hot Dnnks  Cappuccing
18/10/2011 Glasgow  MNorth  Hot Drinks  Cappuccing
07/02/2011 Glasgow  North  Hot Drinks  Cappuccino
08/03/2010 Leads Noth  Hot Dnnks  Cappuccing
18/03/2011 Bath South Hot Dnnks  Cappuccino
14/06/2011 Leeds North  Hot Dnnks  Cappuecing
10/10/2011 Leeds Noth  Hot Drnks  Cappuccing
12/08/2010 Glasgow  MNorth  Hot Dnnks  Cappuccing
13/06/2010 Bath South Hot Drinks  Cappuccing
18/10/2011 Manchester North  Hot Dnnks  Cappuccino
12/08/2010 Leeds South Hot Drnks  Cappuccino
18/10/2011 Glasgow  Noth  Hot Dnnks  Cappuccing
18/10/2011 Manchester Noth  Hot Dnnks  Cappuccino
12/08/2010 Leeds South Hot Dnnks  Cappuccino
18/10/2011 Glasgow  MNorth  Hot Drnks  Cappuccino
07/02/2011 Glasgow  North  Hot Dnnks  Cappuccing
08/03/2010 Leads North  Hot Drinks  Cappuccing
18/03/2011 Bath South Hot Dnnks  Cappuccing
14/06/2011 Leeds MNoth  Hot Dnnks  Cappuccing
1011042011 Leeds North  Hot Dninks  Cappuccing
12/08/2010 Glasgow  North  Hot Dnnks  Cappuccino
13/06/2010 Bath South  Hot Dnnks  Cappuccino
18/10/2011 Manchester Noth  Hot Drinks  Cappuccino
12/08/2010 Leeds South  Hot Dnnks  Cappuccing
18/10/2011 Glasgow  Morth  Hot Dnnks  Cappuccing
18/10/2011 Manchester Noth  Hot Drinks  Cappuccino
12/08/2010 Leeds South  Hot Dnnks  Cappuccing
18/10/2011 Glasgow  Morth  Hot Dnnks  Cappuccino

384
997
540
578
902
582
695
811
615
695
B11
615
636
384
997
540
578
902
582
695
811
615
695
811
615
636
384
997
540
578
902
582
695
B11
615
695
811
615

G

H

E
T Number Sold| ~ Cost per ltem = |Sales = |
636

£1.90 £1,208.40
£190 £72960
£1.90 £1.894.30
£1590 £1,026.00
£1.90 £1,098.20
£190 £1,71380
£150 £1,105 80
£1.90 £1,320.50
£1.90 £1,54090
£190 £1,168 50
£1.90 £1,320.50
£190 £1,54090
£190 £1,168 50
£1.90 £1,208.40
£190 £72960
£190 £1.8%4 30
£1.90 £1,026.00
£1.90 £1,098.20
£1.90 £1,713.80
£1.90 £1,10580
£1.90 £1,320.50
£150 £1540 50
£190 £1,168 50
£1.90 £1,32050
£190 £1.540 90
£1.90 £1.168.50
£190 £1,20840
£190 £72960
£190 £1,8%4.30
£190 £1026.00
£190 £1,098.20
£1.90 £1.713.80
£190 £1,10580
£1.90 £1,320.50
£1.90 £1.540.90
£1.90 £1,168.50
£1.90 £1.32050
£1.90 £1,540 90
£1.90 £1,168.50

Figure 372 - records that do not match criteria are hidden

I now have only rows where the value in the Item column is Cappuccino.
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10.2.1  Use the Right Click

ppuccing
g Arial -|'|ﬂ KA E-% B oy I J b
*wem B F = H-A-L-WHN Sales - |
Ca - < v £1,208.40|
[Cappuc—~ 201 £190 £72960
Latte | o6 Cut £1.85 £1,753.80
Late By Copy £185 £283.05
Machia - £195 £1708.20
Machid 10 Pt Options: £195 £109.20
Swawb T £250 £84250|
Strawb £250 £860.00
Vanilla ; £250 £500.00
Vanila e £2.50 £1,610.00
Chocol £199 E£44775
Americ  Delete. £100 £120.00
Amenc Clear Coptents £1.90 £1,328.10

£0.85 £532.10
£1.00  £170.00

Cappuc i -
Machia 7 Insert Comment Filter by Selected Cell's Yalue
"I'“a.c E Format Cells —”. _— ,:M:!ﬂs,o!ari
Strawb  Pick From Drop-down List.. Filter by Selected Cell's Eont Color
Stawd  purine Ngme.. Filter by Selected Cell's [con

Vanlla . = 0 ey
Chocol B Hyperiink. €159 £182284

m.ﬂnﬁhahii‘gﬁﬁﬁm"lﬂ.“[ﬁﬁﬁiiib‘"‘.

Figure 373 - filter is also on the Right Click

1. Right click on the cell with the value you want to filter out - in my example, I have clicked
on a cell with Cappuccino

2. Click Filter

3. Click on Filter by Selected Cell’s Value

You will now see only rows with the value you chose.
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Excel 2013 Core: Advanced

10.3 Filter on more than one column

Filtering data

I would now like to see the sales of Cappuccino in Manchester only. I will apply the filter to both the

Item and the Centrecentre columns.

10.3.1  Apply the filter to another column

1 |Date = | Centre

¥

(Select Al
Bath
Glasgow
Leeds

= Area -~ Category

Cancel

nks
nks
nks
nks
nks
nks
nks

, ks

nks
nks
nks
nks
nks
nks
nks
nks
nks
nks
nks
nks
nks
nks
nks

Figure 374 - keep adding filters to narrow down your results

1. Click on the drop down arrow next to the second column to filter on
2. Un-check Select All
3. Click to select the item on which you want to filter
4. Click OK
[+ ¥ fe || HotDrinks
A B C 1] E F G H
1 Date * Centre -T Area ~ Category - ltem -T Number Sold ~ Cost per ltem - Sales |~
|8 | 18/10v2011 Manchester North  Hot Dnnks  Cappuccino 695 £1.90 £1,320.50
35 | 18/1072011 Manchester North  Hot Drinks  Cappuccino 695 £1.90 £1,320.50
19| 1811042011 Manchester North  Hot Drinks  Cappuccino 695 £1.90 £1,32050
36 18/1072011 Manchester North  Hot Drinks  Cappuccino 695 £1.90 £1,320.50
90| 18/1072011 Manchester Noth  Hot Drinks  Cappuccino 695 £1.90 £1,320.50
07 18/10/2011 Manchester Noth  Hot Drinks  Cappuccino 695 £1.90 £1,320.50
15
16
Figure 375

I now have only rows where Cappuccino was sold in Manchester.

You can tell that rows have been hidden by looking at the row numbers — which will also have turned blue.
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104 Remove the filter

Now I want to see all of the data. There are a few ways to clear the filter.

10.4.1  Clear the filter

Y Advanced | ¢

Sort & Filter

Figure 376 - clear a filter

Click on Clear

All the data comes back with the Auto filter arrows still in place

10.4.2  Turn off the filter

ACROBAT

Figure 377 - turn off the filter altogether
Click on the Filter icon
The filter is cleared and the auto filter arrows are removed

10.4.3  Clear the filter from one column only

Figure 378 - clear just one filter

1. Click the drop down arrow of the column whose filter you want to clear
2. Select Clear Filter From “the field name”
3. Click OK
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104.4

10.5

Remove with Right Click

1. Right click in the column you have filtered

2. Select Filter

= Crn e ltom = Sales  +

= 6120840,

o ETT9 60
£1,854 30
£1.50 £1,026 00
£1.90 £1,098 20
£150 £1712.80
£1.50 £1,105.80
£1.50 £1,330 50
£1.50 £1,540 90
£150 £1,188 50
£1.90 £1,320 50
£1.50 £3,540.90
£190 £1,168 50
£150 £1.208 40
£1.90 ET2960
£150 £18%4 30
i

£1.50 £1,.208 40
£150 E72960
£1.50 £1,894 30
£190 £1,026 00
£1.50 £1,09820
£1.90 £1,712.80
£1.50 £1.105 80

Figure 379 - use the right click

Filtering data

3. Select Clear Filter From “Name of Column” (in our example it is from the Item Column)

Filter data on colour

If you have applied conditional formatting to your list to show data with certain cell colours, or font

colours, you can make Excel show you just those cells. Just like when sorting by colour.

10.5.1

Filter on font colour

c

irea - Category ~

lorth
loith
lorth
lorth
loith
south
south
south
lorth
lorth
lorth
lorth
lorth
south
lorth
south
south
south
south
south
iouth
south
south
south
south
lorth
lorth
loith
snaith

D

1 Sort Smallest to Large:

E F G
ltem = Number Sold per ltem ~
nest £1.90

Filter by Color [.@

Mur

o [Select All)

e

o 46
¥
a2

»101
w108
M 12
¥
w120

LU UL LU
Milkshake
Cold Drinks
Hot Drinks
Hot Dnnks
Hait Nenks

)

-

-

ox ® Cancel

Vanmia
Chocolate
Coca Cola
Cappuccino
Cappuccino
| atta

5}
916
492
540
578
447

£1.90
£185
£185
£1.95
£195

* | Filter by Font £842 5(

v £860.0(
%(500 ol
==

=

Automatic
£085
£1.00
£0.85
£0.85
£1.90
£1.95
£185
£1.90
£2.50
£250
£250
£1.99
£0.85
£1.90
£1.90
£185

H
Sales -
£1.208 4(

£729 6(
E1.753.8(
£283.0¢
£1,708.2(
£109.2(

21,610.00
E44T.TH
£120.00

£1.328.1(
£532.1(
£170.0
£555.9(
£100.3

£1,894.3(

£1,768 64
£493.9¢
£212 8(

£1.412 50

£2.345.0(
£3725(

£1,822 8¢
£418.2(
£1,026.00
£1,098.2(
£R7R G¢

Figure 380 - Filter on font colour
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In my Number Sold column I have changed some values to show in Red text.

1. Click the drop down of the column you want to filter

2. Click on Filter by Colour

3. Choose the colour you want to see

4. Click OK
F11 * = fo | Baa

A B C D E F G H | I

| Date  ~ Centre ~ Area ~ Category - ltem = |Number Sold .7 Cost per ltem < Sales =
? 07/02/2011 Glasgow  MNorth  Hot Drinks  Cappuccino 636 £1.90 £1208.40
3 | 08/03/2010 Leeds Morth  Hot Drinks  Cappuccino Jas £1.90 £72960
3  12/08/2010 London South Milkshake  Strawbemy 337 E250 £B4250
4 12/08/2010 Manchester North  Hot Drinks ~ Amenicano 699 £1.90 £1328.10
8| 11/11/2010 Bath South  Cold Dnnks Coca Cola 118 E0.85 £100.30
9 18/03/2011 Bath South Hot Dnnks  Cappuccino 957 £1.90 £189430
0 | 12/08/2010 London South Hot Drinks  Machiato 907 £1.95 £1 768 65
5 | 18/1072011 London South  Milkshake  Vanilla 149 E250 E37250
9 10/10/2011 Leeds Morth  Hot Drinks  Cappuccino 578 £1.90 £1,098.20
4 14/06/2011 London South  Hot Drinks  Latte 617 £185 £1,14145
0 14/06/2011 Leeds MNorth  Milkshake  Vanilla 546 £2.50 £1.365.00
15

Figure 381 - only rows in red show up

Only cells that have a red font are shown.
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Excel 2013 Core: Advanced

10.5.2

Filter on cell colour

: PN MRl 3 G LM
1.2 |Category = Wem v_wm_i :)-m - Sales |-
1 {31 Son Smaltertio Langest £190 (12084
i3 E190 E7296
a |il SortLegestin Smaten ST
v Sor by Coler 185 200
* iy £1.95 £1.708.2
L " £195 £12
L L L @ b Pterby CeliCabor  £8125
X Humbes Elen 8500
h = £500

3 Saarch £ No bl £16100
1 I Ty BT
1 i = | [0 01200
x e £190 £1.3281
L) #u 085 £5321
1 i £100 €700
b wn £0B5 (8559
L] e EDBS £1003
" sz £190 £18343
(1 < £195 £17686
2 e “ £185 G319
x 0% 2128
3 ot oy E250 £14125
s = £250 £23450
LI R ey 250 DS
B Mikshake  Chocolate 8% £193 £1828
1 ColdDenks Coca Cola 452 €085 €182
1 HotDnnks  Cappuccing s £190 £1026.0
1 Hot Dnnks 5T £150 £1.0982
8 Hot Dnnks  Latte a7 E185 ERIE9
b HotDonks  Latte s 185 012154

Figure 382 - filter on shaded rows

Filtering data

I have coloured all cells that have a value greater than 500 orange and now want to see only those rows.

1.

2.

3.

4. Click OK
]
i
]
1
4
5
14
]
0
9
"
A3
8
k]
"
Q
0
Kl
r
1%

A [}
| Dete ~ Contre -
070272011 Glasgow

0W112010 Manchester
1V1V2010 Manchester
107102011 Manchester
12082010 Manchester
WAV2011 London
W0/102011 Bath
18032011 Bath
12/0872010 London
W2011 Bah
1V19200 Bah
12/0872010 London
HOM2011 Leeds
02011 Leeds
WAN2011 London
12082010 Glasgow
130672010 Batn
WOL2011 London
1102011 Glasgow

Choose the Colour you want to see

0

* Cotegory *
Mot Drnks
Hat Drnks
Mot Denks
Mirshare
Hat Drnks
Cold Drnks
Cod Drnks
Hot Denks
Hot Drnks
Mirsrare
Marshare
Marshane
Hat Drnks
Hat Drnks
Mot Denks
Hot Drnksy
Mot Denks
Mot Denks
Mot Denks

SEREEETEEEREEEEEEE 0

Click the drop down of the column you want to filter
Click on Filter by Cell Colour

E L3 G M
Mem * Number Sold ¥ Cost per hem * Sales
Cappuccmo o6 €190 £1.200 40
Latte e £105 €1 75300
Mac hosto " €195 £1.708 20
Vanda 250 1 6%0 00
Amenc ano €19 0130 0
Ovange huce 626 0w s
Coca Cola 6 0 555%
Cappaxccmo " OO
Max heato wr €195 £1.760 65
Str awteery 45 250 114025
Str pwteery " €250 245600
Chox ciate ”e 0Om O
Cappuccmo 40 €19 £1.026 00
Cappuccmo s €19 C10M 20
Latte “r 105 £1.295 48
Cappuccmo w2 (SR NARAE
Cappuccmo 2 £190 £1.905 80
Latte o 105 €1 M1 48
Amer< a0 m 19 (10 %

Figure 383 - only shaded rows shown.
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10.5.3  Clear the filter

D e F G
= Category ~ Item = Number Sold - per ltem

E1
£1
£1
v E2

Y. Clear Filter From “"Number Sold l @ :a
il e ok . en

Figure 384 - clear the filter

1. Click the drop down arrow on the column you want to clear the filter from

2. Click Clear Filter from “name of column”

Remember you can also clear the filter with a Right Click or via the Data Tab and Clear Filter.

10.6  Text filters

Say you need to filter out rows that begin with a certain letter or contain a particular value, that contain
a particular word or in fact do not contain a particular word. These can all be done from the drop

down arrows.

Here we will take a look at Text Filters.

entre |~ Area - Category - ltem ber Sold - Cost per ltem = Sal
ila 8| SotAteZ 636 £1.90 £1.2
e, 384 £1.90 £
tas wus £1.85 £1,1
ea Sort by Colo ’ 153 £185 £
ta 876 £1.95 £13
on | 56' E1.95 E*
on 337 £250 £
13 et Filters @ ; T £250
ila s - £250 Kt
(™ p Does Not Equa! £250 £1¢
.-  (Select Alf 3 8 £199 £
lay # Americano . L £1.00 £
lal W Apple Juice = Pl @ £190 £1.;
on W Capputcing b £085 £
ila W Chocolate £1.00 £
at ¥ Coca Cola Doe: nkair £085 £
at b Latte ihos " 085 £
at ¥ Machisto i £190 £1¢
on ] Orane Julce 907 £1.95 £1,i
iat o Strawberry < 267 £185 £
tal G 12 £190 £
= oK Cancel 565 £250 £1:
at 938 E2 50 £2.:
onuen DUUN  VERSIERE  Vanm 149 £2.500 £

Figure 385 - different text filters available

1. Click the drop down arrow on the heading of the column to filter
2. Select Text Filters
3. Choose the filter you want to apply
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I want to find all rows where the item begins with C.

ftem

(®) &nd

Custom AutoFilter

Show rows where:

beging with

Oor

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

oK

Filtering data

—
<]

Cancel

Figure 386 - set criteria

1. In the Custom Auto Filter box that appears

2. Type the criteria
3. Click OK

44480 D

L

Pt Proimben

Cappucting
Cappuccing
Chocolate
Coca Cola
Coca Cola
Cappuccing
Chocelale
Coca Cola
Cappuccing
Cappuccina

A B c o E
| Date = Centre = Area = Category = liem
1 07/022011 Glasgow  Noh  Hot Drinks
i 081032010 Leeds MNosth  Hot Drinks
211172010 Leeds MNosth  Milkshake
T 10/10:2011 Bath South  Cold Drinks
8 11/11/2010 Bath South  Cold Drinks
8 180372011 Bath South  Hot Drinks
6 12082010 London South  Milkshake
7 14022011 Glasgow  Mosh  Cold Drinks
8 140672011 Leeds Horth  Hot Drinks
9 10/10/2011 Leeds Horth ot Drinks
2 1210872010 Glasgow  Moth  Hot Dnnks
313062010 Bath Sowth Mot Drinks
1 10/1072011 Landon South  Milkshake
6 10/10/2011 Leeds Morth  Cold Drinks
T 111172000 Bath Scuth  Cold Dvinks
8 18/10/2011 Manchester Nosth  Hot Drinks
9 120872010 Leeds South  Hot Drinks
4 18/10:2011 Giasgow  Nomh Mot Drinks
8 10/10v2011 Londan South  Milkshake
310102011 Leeds Meah  Cold Drinks
4 11192010 Bath South  Cold Denks
5 18/10:2011 Manchester Noth Mot Drinks
& 121082010 Leeds South  Hot Dnnks
1 18/10/2011 Glasgow  MNorth  Hot Drinks
3 07022011 Glasgow  Moah  Hot Drinks
408032010 Leads Morth ot Drnks
3 111172010 Leeds Morth  Milkshake
B 10/10:2011 Bath Scuth  Cold Drinks
9 111112010 Bath South  Cold Denks
0 18032011 Bath Sowth  Hot Drinks
T 12/08/2010 London Scuth  Milkshake
§ 140272011 Glasgow  Nosh  Cold Denks
5 14062011 Leads Merth Mot Drinks
W 101072011 Loeds MNosth  Hot Drinks
13 120872010 Glasgow  North Mot Drinks
M 13062010 Bath South Hot Drinks
12 10/10/2011 London South  Milkshake
17 1011072011 Leeds Morth  Cold Danks

F G H

T Mumber Sold - Cost per ltem = Sales =
635 £190 £1.208.40
384 £190 £72060
E=) £199 £44775
654 £085 £655.90
18 E0B5  £100.30
997 £190 £1.854 30
9185 £199 £1822 84
452 E085 £418.20
540 £190 £1,026 00
5Te £190 £1.098.20
902 £190 £1,713.80
582 £190 £1,105.80
905 £199 £1.600 95
46 £0B5  EX90
k7] £085 £273.70
695 £190 £ 50
an £190 £1
615 £1.90 £1,168.50
905 £199 £1,600 95
45 £085 E3910
32 £085 £273.70
695 £150 £1.320.50
an £190 £1,640 90
815 £1.50 £1,168 50
636 £190 £1.208 40
8 £190 ET2960
225 £199 £44775
654 £085  E£555.90
18 £085  £10030
997 £1590 £185%4.30
916 £199 £182284
492 £085 £41820
540 £190 £1,026.00
578 £190 £1,098 20
502 £1.90 £1.713.80
562 £190 £1,105 80
505 £199 £1800.95
46 085 £3910
2 cnor  evra

Figure 387 - text filter applied

I now only see rows where the item begins with C.

10.7  Number filters

Excel has many more filters for numbers than a simple select all rows with this number option. We can

look for rows with a value greater than one we specify, or less than, equal to or between.
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10.7.1  Number filters

£190 E72960

D E |3 G H
= Category - hem T Number Sold | 4 fltem - Sales -
#l Sont Largest £1.90 £1.208 40

. [Select Al
! v 45
L # 118
¥ 225
1 7 322
- 388
1 ]
¥ 540
1 ¥ 578

o 582

UL LIRS LapputLng

E199 EMTTS
£0B5 £55590
£085 £100.30
£1.90 £1,8%4 30

L1901, 768 50

Figure 388 — Number filters

1. Click the drop down arrow on the heading of the column you want to filter

2. Select Number Filters

3. Choose the filter that matches your criteria

Show rows where:
Number Seld

5¢ Is greater than
5¢ ® And
5¢

=

Custom AutoFilter

Qr

Prvs

?

L

v

Use 7 to represent any single character

:: Use * to represent any series of characters
e oK Cancel

-

£1
£l

oS LAIEa A 8 N AR LA B

Figure 389 - Set criteria

I chose Greater Than...

1. In the dialogue box type in the criteria — in my case greater than 500

2. Click OK
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A B Cc D E E G H |
Date * Centre = Area ~|Category = ltem = |Number 5old .7 Cost per ltem ~ Sales -
07/02/2011 Glasgow  Morth  Hot Drinks  Cappuccino 636 £1.90 £1,208.40
09/11/2010 Manchester North  Hot Drinks  Latte 948 £1.85 £1,753.80
1171172010 Manchester North  Hot Drinks  Machiato 876 £1.95 £1,708.20
10/10/2011 Manchester North ~ Milkshake  Vanilla B44 £2 50 £1,610.00
i 12/08/2010 Manchester North  Hot Drinks  Amencano 699 £1.90 £1,328.10
i 1471172011 London South  Cold Dnnks Orange Juice 626 £0.85 £532.10
' 10/10/2011 Bath South  Cold Drinks Coca Cola 654 E0.B5 £55590
| 18/03/2011 Bath South  Hot Drinks  Cappuccino 997 £1.90 £1,894.30
1| 12/08/2010 London South  Hot Dnnks ~ Machiato 207 £1.95 £1,768.65
I 10/10/2011 Bath South  Milkshake Strawbemy 565 £2 50 £141250
i 11/1172010 Bath South  Milkshake Strawberry 938 £2.50 £2.345.00
i 12/08/2010 London South Milkshake Chocolate 916 £1.99 £1.622.84
| 14/06/2011 Leeds MNorth  Hot Drinks  Cappuccing 540 £1.90 £1,026.00
1 1071072011 Leeds North  Hot Drnks  Cappuccino i78 £1.90 £1,098.20
1871072011 London South  Hot Drinks  Latte 657 £1.85 £1,21545
! 12/08/2010 Glasgow  North  Hot Drinks  Cappuccino 902 £1.90 £1,713.80
| 13/06/2010 Bath South  Hot Dnnks  Cappuccino 582 £190 £1,105.80
i 14/06/2011 London South  Hot Drinks  Latte 617 £185 £1,14145
* 18/10/2011 Glasgow  Morth  Hot Drinks  Americano 5M £1.90 £1,084.90
| 14/06/2011 Leeds North  Milkshake Vanilla 546 £2.50 £1,365.00
ARMANPINAL | mndae Caiib it a kb st ane £4 00 £41 Q0NN O

Figure 390 - Result matches my criteria

Now I only see rows where the value is greater than 500 in the Number Sold column.

American

is currently enrolling in the
Interactive Online
programs:

enroll by June 30th, 2014 and
save up to $ 1,200 on the tuition!

Interactive Online education
study without leaving your home
visit to

vvyvVvyyVvyy

find out morel!

Note: LIGS University is not accredited by an
nationallg' recognized accrediting agency listed
by the US Secretary of Education.

ore info here.
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Excel 2013 Core: Advanced Filtering data

10.8 Date filters

What about finding all sales that happened in a particular month or range of dates? Yes with Excel’s date

filters you can do just that.

10.8.1 Date filters

| | A B c D E E {
1 Date |~ Centre - Area - Category - Item = Number Sold ~ Cost per
'l Sort Oldest to Mewest nks  Cappuccino 636
R B nks  Cappuccino kL)
tl Sort Newest to Oldest iy 7 348
Sert by Coler v nks  Latte 153
i nks  Machiato 876
nks  Machiato I 56!
ske  Strawberry 337
Date [uhe-LI » Equats m
Se ol Before 644
o [Select Al After 225
- 20m 120
522010 Between. 599
Tomorrow 626
5 170
Today 654
| Vesterday 18
997
Next Week 907
T "’ 267
Last Week ;;ﬁ
o Canee Next Month 538
| o nwew oo DU RS : 149
¥  12/08/2010 London South  Milkshi 3 916
7 1410272011 Glasgow  Noth  Cold D 492
18 | 14/06/72011 Leeds North  Hot Dri Mext Cuarter 540
19 1071072011 Leeds North  Hot Dn R 578
10 11/11/2010 London South  Hot Dn This Cyarter 447
1| 18/1072011 London South  Hot Dn ast O 657
12 | 12/08/2010 Glasgow North  Hot Dn 902
13 13/06/2010 Bath South  Hot Dn et Vear 582
4 14/06/2011 London  South Hot Dni This Year 617
15 10/10/2011 Glasgow  North  Hot Dn % 101
36  11/11/2010 London South  Hot Dn Last Year 92
37 18/10/2011 Glasgow  North  Hot Dri Year to Dgte 571
| 18 12/05:2010 Leeds Noth  Hot Dn v N 352
19/ 14/11/2011 London ~ South HotDn Al Dstesinthe Benod » 4
10 14/06/2011 Leeds Noth  Milkshi oo Filter 545
| 11101072011 London South  Milkshane —cinewmene 905
[ 2 11111172010 Glasgow  North  Cold Dnnks  Apple Juice 355
Figure 391 - |ots of data filters available
There is a huge choice of date filters.
I will choose Between and look for all sales that occurred in 2010.
“ w1av .
X Custom AutoFiiter * IEN £1090
%
E Show rows where: ;: gg .
G'" £195 ¢
isafterorequalto v | |01/01/2010 v £1.95
® and () Or litzs0
4 = =] £250
! is before o equalto v ] snzro (%] ™ 250
Qu represent any single charader ;i ;g £
1 * to represent any series o acters E
" 3 £1.00
‘ ook | Cancel £1.90 £
i T— 12085
oth  Cold Dnnks Apple Juce 170 CE1.00
outh Cold Drinks Coca Cola 654 £0.85
G R P Y g P asn o nr

Figure 392 - set criteria
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1. Type in the first date of the range — note it says after or equal to — in my example
01/01/2010 First Jan 2010

2. Type in the last date of the range - note it says before or equal to - in my example
31/12/2010 31st December 2010

3. Click OK

A B c D E === G H
4 | 09/11/2010 Manchester North  Hot Drinks  Latte L] £1.85 £1.753.8(
6_ 11/11/2010 Manchester North  Hot Drinks  Machiato B76 £195 £1,708 2
B 12/08/2010 London South  Mikshake Strawbemry EET) E250 E£g4250
12| 11/11/2010 Leeds North  Milkshake Chocolate 225 193 M7 T
14 12/08/2010 Manchester North  Hot Drinks  Amernicano 699 £1.90 £1,328 1
18 11/11/2010 Bath South  Cold Drinks Coca Cola 118 £0B5 E100.3
0 | 12/08/2010 London South  Hot Drinks ~ Machiato w7 £1.95 £1,768 6!
¥ 11/11/2010 Bath South  Milkshake Strawbemry 938 E250 £2 345 01
% 12/08/2010 London South  Mikshake Chocolate 916 £1.99 £1822 8
30 | 11/11/2010 London South  Hot Drinks  Latte 447 £185 £8269!
12 12/08/2010 Glasgow  North  Hot Drinks  Cappuccino 902 £1.90 £1,713.8(
13 13/06/2010 Bath South  Hot Drinks  Cappuccina 582 £1.90 £1,105.8(
16 11/11/2010 London South t Drinks  Americano 92 £190 £174.80
8 12/05/2010 Leeds North ot Dninks ~ Machiato 352 £195 E6364(
12 1%11/2010 Glasgow  North  Cold Drinks Apple Juice 355 £1.00 E355.00
M| 12/07/2010 Bath South  Cold Drinks  Orange Juice 27 E0.BS £277.9!
W 1171172010 Bath South  Cold Dninks Coca Cola 322 EDBS E2TITI
19 12708/2010 Leeds South Hot Danks  Cappuccing 811 £1.90 £1,540.9(
33 111172010 Bath South  Hot Drnks  Americano 109 £190 £207.11
¥ 12/08/2010 Manchester North  Hot Drinks  Machiato ™ E195 £1444 9
39 1711/2010 Glasgow  North  Cold Drinks Apple Juice 355 E100 E355.00
3142079010 Rath Sruth  Cold Menks  Oranne lics 7 FARE  FOTT @

Figure 393 - date filter applied
I now only have rows with dates between Jan 1st 2010 and December 31st 2010.

You can try out the different date filters to find what works for you.

The Wake
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Low-speed Engines Medium-speed Engines Turbochargers Propellers Propulsion Packages PrimeServ
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Power competencies are offered with the world’s largest engine programme — having outputs spanning
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Find out more at www.mandieselturbo.com

Engineering the Future — since 1758.

MAN Diesel & Turbo
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Excel 2013 Core: Advanced Format as table

11 Format as table

11.1 What is format as table

Reasons to use Tables in Excel 2013:

« A filter is switched on as soon as you format the data as a table

« Easily format the table and apply great looking pre-set styles to the data

o The Header Row stays in view no matter where you scroll

« Apply Banded Columns and Rows easily

« Sort the Table from the drop down of any column

o Add a total row to the bottom of the data and it will perform calculations on the right most
column, however you can also add a function to the total row of any numerical column

o The table will expand if you add more columns or rows to it and any chart that you have
based on the table will automatically expand as well.

« Calculated columns are added automatically — perform a calculation in the first cell of a new

column, press enter and the calculation is repeated in the whole column.
Tables in Excel 2013 are great time savers when you want to analyse your data

11.2 Format as table icon

To turn your list of data into a table, it must have no blank columns or rows. You can have several tables

on one worksheet if you have different groups of data.

11.2.1  Format as table

Figure 394 - table styles
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1. Click anywhere inside your data list

2. Click on the Format as Table Icon

3. Select a format to apply

1. You will be prompted to check if the range that Excel finds is correct.

Hot Drinks | atta

Americano

HotL  FormatAsTable ? ﬂ
Hot [ 1
|Hot [ Where is the data for your table?

Milks =SAST:SHS214 =
Milks

Milke My table has headers [}

Milks

Milke | Cancel

HO‘ [ i

Hot Dnnks 699

Figure 395 - confirm the range

2. Click OK if it is.

B

1 ]"":- | Centre E2 m E..'!"'I [?.'5_ _ -".'_'-

2 | 07/0272011 Glasgow Cappuccing 636 £1.90 £1. zosan
3 08/0372010 Leeds Noﬁh Hm Dnnks Cappuccino a4 £1.90 £729.60
4 _05"11!2010 Manchester North  Hot Drinks  Latte 948 £1.85 £1,753.80
5 |10/10/2011 Leeds North  Hot Dninks  Latte 153 £1.85 £283.05
6 | 11/1172010 Manchester North  Hot Drinks ﬂchiato 876 £1.95 £1,708.20
7 |18/10/2011 London ly Hot Drinks  Machiato 56 £195 £10920
8 | 12/08/2010 London South  Milkshake  Strawbery 331 £250 K£84250
9 1&!11!2011 Glasgow  South  Milkshake  Strawberry 344 £2 50 £860.00
10| 14/09/2011 Glasgow  Noth  Milkshake  Vanilla 200 £250 £500.00
11 101"10(2011 Manchester North  Milkshake Vanilla 644 £2 50 £1,610.00
12| | 1171172010 Leeds North  Milkshake Chocolate 225 £199 £44775
13 | 18/10;2011 Manchester North  Hot Drinks  Amencano 120 £1.00 £120.00
14 | 12/08/2010 Manchester North  Hot Drinks  Amencano 639 £1.90 £1,328 10
15 | 14/11/2011 London South  Cold Dnnks  Orange Juice 626 £0.85 £532.10
16 | 14/06/2011 Glasgow  North  Cold Drinks  Apple Juice 170 £1.00 £170.00
17 | 1071042011 Bath South  Cold Drinks Coca Cola 654 £0.85 £55590
18 | 11/11/2010 Bath South Cold Dinks Coca Cola 118 £085 £100.30
19 18/03/2011 Bath South  Hot Dninks  Cappuccino 997 £1.90 £1,894.30
20 | 12/08/2010 London South  Hot Drinks ~ Machiato 907 £1.95 £1,768.65
21 14/11/2011 Bath South  Hot Dnnks  Latte 267 £1.85 £49395
Y AAMEINAY Blanchantae Casdb et Memben Aasmama 149 £4an £94% on

Figure 396 - style applied

I chose Table Style Medium 4 which is green and has banded rows.
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11.3 Insert a table

You can insert a Table via the Insert Ribbon and Excel will apply a preset format without giving you the

choice of how it looks.

W "7 T e EH W U T

_ HOME | INSERT | PAGELAYOUT

Tables lustrations

Figure 397 - insert a table

1. Click inside your data
2. Click on Insert
3. Click Table

Where is the data for your table?
i e

See the light!

The sooner you realize we are right,
the sooner your life will get better!

A bit over the top? Yes we know!

We are just that sure that we can make your
media activities more effective.

Get “Bookboon’s Free Media Advice”
Email kbom@bookboon.com

bp
({:} CREDIT SUISSE\ DAIMLER ?{% Microsoft bOOKbOON.COm)
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Excel 2013 Core: Advanced Format as table

1. Check the range is correct

2. Click OK

Dato I - [ - C '
0722011 Gllsgm Nor!h Hot Dﬂnks Cappuccino 6 £190 £1 205 «iﬂ
08/03/2010 Leeds North  Hot Dnnks  Cappuccino 384 £190 £72960
09/11/2010 Manchester North  Hot Drinks  Latte M8 £1.85 £1,753.80
10/10/2011 Leeds Morth __Hot Drinks  Latte 153 E185 E28305
| 1111172010 Manchester [Nodh !Hol Drinks  Machiato 876 £1.95 £1,708.20
18/10/2011 London Iy Hot Drinks  Machiato 56 £195 £109.20|
12/08/2010 London South  Milkshake Strawberry 337 £250 EB4250
14/11/2011 Glasgow  South  Milkshake  Strawbemy 344 £2.50 E860.00
) 14/092011 Wiasgow  North  Mikshake  Vanilla 200 £250 E500.00
1 10/10v2011 Manchester North  Milkshake  Vanilla 644 £2 50 £1,610.00
2 [11/11/2010 Leeds North  Milkshake Chocolate 225 £199 £447.75
3 18/10/2011 Manchester North  Hot Dnnks  Americana 120 £1.00 £120.00
1 12/08/2010 Manchester North  Hot Drinks  Americano 699 £1.90 £1,328.10
3 | 14/11/2011 London South  Cold Dnnks  Orange Juice 626 £0.85 £53210
5| 14/06/2011 Glasgow  MNorth  Cold Drinks  Apple Juice 170 £1.00 E£170.00
71 10/10/2011 Bath South  Cold Dnnks Coca Cola 654 £085 £555.90
3 | 11/11/2010 Bath Seouth  Cold Dnnks  Coca Cola 118 £0.85 £100.30
3 | 18/03/2011 Bath South  Hot Drinks  Cappuccino 997 £190 £1,8%430
11 12/08/2010 London South  Hot Drinks  Machiato 07 £1.95 £1,768.65
1 14/11/2011 Bath South  Hot Drinks  Latte 267 £185 £49395|
7 14/06/2011 Manchester South Hot Drinks  Americano 112 £190 £21280
3 10/10/2011 Bath South  Milkshake Strawbemy 565 £2.50 £1.41250
1 111142040 Rath South  Milkshake  Strawhems 938 F2 80 £2 345 b0

Figure 399 - Table applied

Excel has applied the automatic formatting and added the filter with drop downs. However I was not

offered the choice of style for the table as I would have been if I had chosen to Format as Table.

11.3.1  Keyboard shortcut

To insert a table with the keyboard first make sure your cursor is inside your data and then do one of

the following:

Control + T
Control + L

Notice that this method applies a preset format and does not offer you a choice of style.

114  Change table style

It is really simple wantto change the style for a table, either because you created it with the keyboard

and you want to choose, or because you don’t like the one you have.
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11.4.1  Select a different table style

e 9T - " w s Lofte Sales - el TABLE 1COLS A I = I ]
- HOME  INSERT  PAGELAYOUT  FORMULAS DATA  RIVIEW  VIEW  ACROBAT DESIGN Sheliey Fishel = a
sbie Name: [ summarize with PrvotTable S | [TT B fw ¥ Header Row First Column | Fites Button
Tabled B-1 Remave Dupbcates I=Fl | 3y % Open in Biowse Total Row Last Colurmn

Insert | Export Refresh
£ Resize Table 5 Convent 1o Range Shees | * et + Banded Rows || Banded Columns

Properties Tooks Externai Tabie Data Table Style Cptions. Tabile Styles. Y

Figure 400 - change style

1. Click inside your table
2. In the Table Tools Design Ribbon go to the Table Styles group and select a different style.

Shelley Fishel = [ tﬂ

tton

e ] e XTI G L Table Style
2 BERER DoSOE BERRR BRERR0 SiEms

Figure 401 - pick the new style

The new colours and banding will apply immediately.
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11.5  Remove formatting

The fancy table styles can be removed in favour of plain black and white text without affecting the

automatic features of the table.

11.5.1  Remove formatting

' || Light

Figure 402 - select None to remove formatting

1. Click inside the table
2. In the Table Styles group select the first table labelled None

Date -~ Centre ~ Area ~ Category * Item ~ Number Sold ~ Cost per Item | ~

appuccmo 54 9.60’
Rl |09!11f2[}10 Manchestet[NonE lHot Drinks  Latte 948 £1.85 £1,753.80
5 10/10/2011 Leeds North  Hot Drinks  Latte 153 £1.85 £283.05
6 11/11/2010 Manchester North  Hot Drinks  Machiato 876 £1.95 £1,708.20
7 118/10/2011 London ly Hot Drinks  Machiato 56 £1.95 £109.20|
8  12/08/2010 London South  Milkshake  Strawberry 337 £250 £84250
9 | 14/11/2011 Glasgow  South  Milkshake  Strawberry 344 £250 £860.00
10  14/09/2011 Glasgow  North  Milkshake Vanilla 200 £250 £500.00
11 10/10/2011 Manchester North  Milkshake  Vanilla 644 £2.50 £1,610.00
47  A444AMNAN | aada LAP Y LI HLEPY S P Lol TP P anc c4 nn CAAT T7C

Figure 403 - this just removes the formatting and leaves functionality

The Table reverts back to plain black and white, however the filter remains and any automatic features

are still there.
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11.6  Name the table

When you add a table to an Excel spreadsheet it is given a generic name which can then be used in

formulas to refer to the data in the table.

HOME N
Table Name: E Sumr
Tabled | Bl Reme

13 Resize Table 5 Conv
Properties

Figure 404 - give the table a name
See the name in the Properties Group on the Table Tools Design Ribbon.

—
Table Name [

Coffee Safes | |
17 Resize Table '
Properties

ca -

A
1 [ - B

Figure 405 - type it!

Click into the box and type the new name for your table. Avoid spaces if you want to refer to the table

from another worksheet later on.

TURN TO THE EXPERTS FOR
SUBSCRIPTION CONSULTANCY

Subscrybe is one of the leading companies in Europe when it comes to innovation
and business development within subscription businesses.

We innovate new subscription business models or improve existing ones. We do
business reviews of existing subscription businesses and we develope acquisition and

retention strategies.

Learn more at linkedin.com/company/subscrybe or contact
Managing Director Morten Suhr Hansen at mha@subscrybe.dk

SUBSCRYBE - fofle fifur
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Excel 2013 Core: Advanced Format as table

11.7  Calculated columns

An exciting feature of tables in Excel 2013 is the lightning speed at which a new column is added and

the calculation done in the first cell repeated throughout the column.
In the example below, Coftee Island is increasing all drinks prices by 30% so I have placed 1.3 in cell N1.
I will use this to work out the new price for each drink and it will be added to the New Price Column.

Then I want to work out the new total sales price which is Number Sold x New Price per Item.

Excel will do this using Named Ranges in the Table and update the whole column at once.

F G H | J K L M N 0 F
- Sold - T & New Cost Per tem K B ] 1.3]
636 £1.90/£1,208.40 12084 : E t "SI £
384 £190 £729.60 1296 &
948 £1.85 £1,753.80 1753.8
153 £E185 £283.05 28B3.05
aTh €4 05 €4 TNR N 1708 2

Figure 406 - type the first formula

o The formula starts with an = and then inside [ ] square brackets is the formula

o Next comes @[Cost per Item] which is the name of the column referred to in the formula
enclosed in square brackets (to show it is the name of a range)

o Then I have multiplied so a *

o Then $N$1 as the value needs to be fixed so that it can be copied to all cells in the column.

When I press Enter this formula is replicated automatically down the whole column.

Ja | I - =[@[Cost per Item]]*SN51
A B c G = I J K L !
2 07/02/2011 Glasgow  Morth  Hot Drinks  Cappuccino 636 £190 £120840 12084 £247
3 | 08/03/2010 Leeds North  Hot Drinks  Cappuccino 384 E190 £729.60 7296 E£2.47
4 | 09/11/2010 Manchester Morth  Hot Drinks  Latte 948 £1.85 £1,753.80 1753 8| £2.41]
5 1 10/1072011 Leeds MNorth  Hot Drinks  Latte 153 £185 £283.05 283.05 24
6 11/11/2010 Manchester North  Hot Drinks  Machiato 876 E1.95 £1.708.20 1708.2 £254

Figure 407 - formula to replicate
In cell J4 is the same formula.
o The cell N1 is fixed so that it is referenced correctly

o The @[Cost per Item] means that whatever is on this row in the column called Cost per

Item will be used
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11.7.1  Calculated column

Format as table

E F H K 0
n B3 Number Sold B Cost p rum d ColumiB mcapuum mrum
opuccine | 636 £190 £1,20840 12084} £2 4Ti=[@[Number
apuccing 384 £190 £72960 7296 £2.47
te 943 £185 £175380 17538 £2.41
Figure 408 - another example
Here is another example:
o = to start the formula
o  @[Number Sold] - whatever is on this row in the Number Sold column
o * multiplied by
o @[New Cost Per Item] - whatever is on this row in the New Cost Per Item column
o All enclosed in [square brackets]
When I press Enter it will be replicated down the whole column.
Clipboard & Font [ s Sl'rl;; Cells EL*';I‘.I'\D -----
K4 - I (:E@[Number sold]}*[@(New Cost Per item]] |

B

2 | 07/02/2011 Glasgow  North
3 1 08/03/2010 Leeds North
4 | 09/11/2010 Manchester North
1071072011 Leeds North
11/11/2010 Manchester North
18/10/2011 London ly

12/08/2010 London South
AN Clacnmw  Seuth

DW=~ in

Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Milkshake
Milkrehaka

Cappuccino
Cappuccino
Latte

Latte
Machiato
Machiato
Strawberry
Strawharns

H
1E::lzm1m mm-_mmmm

JM
948
153
876

56
37
Ua

£1.90 £120840
£190 £72960
£1.85 £1,753.80
£1.85 £E283.05
£1.95 £1,708.20
£1.95 E109.20
£250 EB4250
£2 80 FRRN NN

mm——

12084
7296
17538
283.05
1708.2
109.2
B425
RRN

£2.47 £1,570.92

£254  E£M419%
£325 £1,09525
FI95 £1 118 NN

Figure 409 - calculation is replicated in the whole column

Here you can see in the Formula Bar that the formula in K1 has been replicated in K4.
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11.8 Add a total row

Format as table

Adding a total row to the table makes getting a summary really simple. Not only does the total row create

a formula in the total row, it also adjusts the total if a filter is applied. Magic!

 VIEW ACROBAT

s

| Total Row

TABLE TOOLS
DESIGN

First Column

Last Column

Banded Columns
Table Style Options

+| Filter Button

Figure 410 - tick the box for a total row

To add a total row to the table:

1. On the Table Tools Design Tab
2. Go to the Table Style Options
3. Click on Total Row to switch it on

Date ~|Centre |~ |Area | ~|
196 18/1072011 Glasgow  North
197 12/08/2010 Manchester North
198 14/11/2011 London South
199 14/06/2011 Leeds North
200 1071072011 London South
201| 111172010 Glasgow  North
202 1871072011 Manchester North
203 12/07/2010 Bath South
204 14/11/2011 London South
205 10/10/2011 Leeds North
206 1171172010 Bath South
207 18/10/2011 Manchester North
208 12/08/2010 Leeds South
209 1411172011 Leeds North
210 14/06/2011 London South
211 1071072011 Manchester North
212 11/11/2010 Bath South

2 North
12/08/2010 ManBester North
5 Total

Category | = |ltem ~ [Number Sold ~ | Cost per lem |~ | Sales -
Hot Drinks  Cappuccino 615 £1,168.50
Hot Drinks ~ Machiato 741 £195 E£144495
Hot Drinks ~ Machiato 4 £1.95 £7.80
Mikshake Vanilla 546 £250 £1,365.00
Milkshake chocolate 905 £199 £1.80095
Cold Drinks  Apple Juice | § 355! £1.00 £355.00
Cold Drinks  Orange Juice 485 £0.85 £41225
Cold Drinks  Orange Juice 327 £0.85 E£277.95
Cold Drinks  Apple Juice 59 £1.00 £591.00
Cold Drinks Coca Cola 46 £0.85 £39.10
Cold Drinks  Coca Cola 322 £0.85 £273.70
Hot Drinks  Cappuccino 695 £190 £1,32050
Hot Dnnks  Cappuccino &n £190 £154050
Hot Dainks ~ Machiato 181 £195 £35295
Hot Dnnks  Latte 435 £1.85 £804 75
Hot Dnnks  Latte 251 £185 £464 35
Hot Drinks ~ Americano 109 £1.90 £207.10
Hot Dnnks  Cappuccino 615 £1
Hot Drinks _ Machiato 741 £ £1,444 95
98430 £176,141.22,

Figure 411 - total row is added

A total row is added to the bottom of the data and the column on the extreme right has a sum created.
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11.8.1  Change from a sum to something else

10/10/2011 Manchester North  Hot Drnks  Latte 251 £1.85 £464 35
11/11/2010 Bath South  Hot Drinks  Americano 109 £1.90 £207 10
18/10/2011 Glasgow  North  Hot Drinks  Cappuccino 615 £190 £1.16850
12/08/2010 Manchester North  Hot Drinks  Machiato 741 £195 E144495

Total 98430 £176,141.22) -

More Functions...

Figure 412 - change the calculation

You can change the calculation type to any one of the options in the drop down list.

Struggling to get
interviews?

Professional CV consulting & writing assistance
from leading job experts in the UK.

TheCVagency

Visit thecvagency.co.uk for more info.

‘. Take a short-cut to your next job!
@h U Improve your interview success rate by 70%.
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11.8.2 Add a total row to another column

LW VTV DEn Surn lal e L ] Ameniato ] AR ) LI g &
213 18102011 Gasgow  Nenh Mot Orisks  Cappectiso 615 £192 £1, 158 50 1968 5
23 120872010 Manchesier Hath Mot Oncks  Machats ra1 165 4142885 1444 95
714 Total eI,

In the Number Sold column | am
adding a sum so that | can see

the total of the number of items
soid.

24

Figure 413 - click the drop down below the column you want to add up

1. Click on the drop down arrow in the total row for the column you want to sum
2. Select the function you want to add

3. Your new total will appear

10 14/06/2011 London  South Hot Drinks _ Latte 435 £185  £804.75
11 10/110/2011 Manchester North  Hot Drinks  Latte 251 £1.85 £E464 35
12| 11/11/2010 Bath South Hol Drinks  Amercano 109 £1.90 £207.10

13 18/10/2011 Glasgow  North  Hot Drnks  Cappuccino £ £1.90 e
14 12/08/2010 Manchester North  Hot Drinks  Machiato : £1.9 4449
16

17
18

-

Figure 414 - total row appears
I now have a total for the Number Sold and a total for the Sales.

11.9  Convert back to a range (remove automatic functionality)

When you have finished working with your data you may want to remove the automatic functionality

and change the data back to a regular range.
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11.9.1  Convert to range

Properties
E7 * e - I Machiato
1 I"', P"'"I [Tn'ﬂ
2 |07/02/2011 Glasgow
3 | 08/03/2010 Leeds Noﬂh
4 1 09/11/2010 Manchester North
5 10/10/2011 Leeds North
& 111172010 Manchester North
7 18/10/2011 London ly
8 12/08/2010 London South

able Name: [iF] Summarize with PivotTable o=t +| Header Row First Column + Filte
offes_Sales B-f Remove Duplicates o Ma | Total Rew Last Column

s Insert et Refresh
m' Resize Table [l = Convert to Range . +1 Banded Rows Banded Calumns

Table Style Options

Figure 415 - use the tools group to remove automatic functionality

1. Click inside your table
2. Click on Convert to Range in the Tools Group.

ke  Vanila 200 £250  £50000
ke g‘h Add £250  f1 SH
ke Microsoft Excel

ks Aﬂl i L

ks An *

inks Or| Do you want to convert the table to a normal range?
inks  Ap ;

inks Ca Yes | No

inks Co - |
ks Capnuccmn 997 £190 £1,89430

Figure 416 — make sure the cursor is inside your table

Click Yes to confirm that you do want to convert it back.

11.9.2  Automatic functionality removed
L

1 Ez-rzzz-mme::-

2 070272011 Glasgow  North  Hot Danks  Cappuccino £190 £1.20840

3 08/03/2010 Leeds North  Hot Drinks  Cappuccino 354 £1.90 £729.60

4 |09/11/2010 Manchester Noth  Hot Dnnks  Latte 8 £185 £1753.80

5 1041072011 Leeds North  Hot Drinks  Latte 153 £1.85 £283.05

6  11/11/2010 Manchester North  Hot Drinks Machiato 876 £195 E1.708.20

? ]1&'1&’2011 Landan Iy Hot Drinks  [Machiato 56 £1.95 £109.20
12/08/2010 Londen South  Milkshake 3ar £250 £842 50

9 14/11/2011 Glasgow  South Milkshake Strawbermry 344 £2 50 £860.00
|10 14/0%/2011 Glasgow  Nerth  Mikshake Vanilia 200 £2.50 £500.00
11101072011 Manchester North  Milkshake Vanilla 644 £250 £1.610.00

12 11111172010 Leeds North  Milkshake Chocolate 25 £1.99 £447.75
13 | 18/10/2011 Manchester Noth  Hot Drinks  Amenicano 120 £1.00 £120.00

14 12/08/2010 Manchester North  Hot Drinks  Amencano 699 £190 £1328.10

15  14/11/2011 London South Cold Dnnks Orange Juice 626 £0.85 £532 10

| 16 14/06/2011 Glasgow  North  Cold Drinks Apple Juice 170 £1.00 £170.00
17 10/10/2011 Bath South  Cold Drinks, Coca Cola 654 £0.85 £555.90

18 11/11/2010 Bath South  Cold Drinks™" Coca Cola 118 £0.85 £100.30

19 | 18/03/2011 Bath South Hot Dnnks  Cappuccino 997 £190 £18%430

| W ARSI | andan Qath  Hat Nenke Marhiatn anT F1 08 €4 7RR RE

Figure 417 - automatic functionality removed - style remains

The automatic functionality has been removed although the style has been kept.

Format as table

If you wantto remove the fancy formatting select the plain style first before converting to a normal range.
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11.9.3 Remove formatting before converting to a range

Figure 418 - choose None to remove the fancy formatting

1. Click inside your table
2. Select the first Table Style - it says None when you hover

The Table will revert to Black and White and when you Convert it to a Range, the formatting will be

gone along with the automatic features.
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English for 16 P
years but...
...I finally

learned to
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Jane, Chinese architect
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before and after my
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"
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12 Filter a table

12.1 Filter a table

A table can be filtered in exactly the same way as a list. Only with a few magic extras!

12.1.1  Filter on one column

E124 -

Date | ~|Centre
09 12/05/2010 Lee & |
10/ 14/14/2011 Lon , |
11/ 14/06/2011 Lee
12/ 10/10/2011 Lon
13 11/11/2010 Gla
14 18/10/2011 May
15 12/07/2010 Bat
16 14/11/2011 Lon
17 10/10/2011 Lea
18/ 11/11/2010 Bat
19 18/10/2011 Ma
20 12/08/2010 Lee
21 14/1172011 Lea
22/ 14/06/2011 Lon
23 101072011 Man
24] 1111172010 Bat
25 18/10/2011 Gla
26 12/0872010 Ma
27 14/1172011 Lon
28 14/06/2011 Lee
29/10/10/2011 Lon
30 11/11/2010 Gla
31 18/10/2011 Mat
32 12/07/2010 Bati
33 14/11/2011 London
34 10/10/2011 Leeds
35 11/11/2010 Bath

A to Z

36/ 18/1072011 Manchester North

37 12/08/2010 Leeds

Je Amer

Text Filters ]
Sear 2
W (Select Al @ -
[ americano
[ apple Juice
g (3)
fhocolate
[ Coca Cola
[ Latte
[ Machiato
[ Orange juice
[ Strawbery 7
| @ | Cancel
SUUTGUR LIRS el Juie
South Cold Drinks Apple Juice
Noth  Cold Drinks  Coca Cola
South  Cold Dnnks Coca Cola
Hot Drinks  Cappuccino
South  Hot Drinks  Cappuccino

4
546
905
355
485
327
59
45
32
695
Bm
181
435
25
109
615
3]
4
546
905
355
485
327
591
46
322
695
811

cano
Number Sold | ~ | Cost per ltem |~ | Sales -
352

|~ |Area ~ Category  ~ |ltem

£195 £686 40
£1.95 £7.80
£250 £1,365.00
£199 £180095
£1.00 £355.00
£0.85 £412.25
£0.85 £277 95
£1.00 £591.00
£085 £39.10
£0.85 £273.70
£1.90 £1,320.50
£190 £154090
£195 £352 95
£1.85 £804.75
£185 £464 35
£1.90 £207 .10
£190 £116850
£195 £144495
£195 £7.80
£250 £1365.00
£1.99 £1.80095
£1.00 £355.00
£085 £412.25
£085 £277 95
£1.00 £591.00
£0.85 £39.10
£085 £273.70
£190 £1.32050
£190 £154090

Figure 419 - tick the box of the item you want to filter on

1. Click on the drop down arrow on the column heading you want to filter

2. Un-check Select All

3. Select the check box next to the filter item

4. Click OK
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12.1.2  See the results

Now I can see just the rows that match the filter criteria.

2 ommon Glasgow

3 080372010 Leeds

19 | 18/03/2011 Bath

'8 14/06/2011 Leeds

19 101072011 Leeds

12 12/08/2010 Glasgow
13 13/06/2010 Bath

I8 18/10/2011 Manchester
19 12/08/2010 Leeds

M | 18/10/2011 Glasgow

i5 181072011 Manchester
36 | 12/08/2010 Leeds

"1 18/10/2011 Glasgow

'3 0710272011 Glasgow

4 08/03/2010 Leeds

10 1870372011 Bath

19| 14/06/2011 Leeds

00 1071072011 Leeds

03 120872010 Glasgow
04 13/06/2010 Bath

19 18/10/2011 Manchester
20 12/08/2010 Leeds

25 1810/2011 Glasgow
36 181072011 Manchester
37 12/08/2010 Leeds

43 1RMAINA Rlacnm

N»rt

Horth
South
North
North
North
South
North
South
Narth
North
South
North
North
North
South
North
North
North
South
North
South
North
North
South

Marth

Hat Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Dnnks
Hot Drinks
Hot Drinks
Hot Dnnks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Dnnks
Hot Drinks
Hot Drinks
Hot Dnnks
Hot Drinks
Het Mlrinke

Cappuccing
Cappuccing
Cappuccino

Cappuccino
Cappuccing
Cappuccing
Cappuccino
Cappuccino
Cappuccino
Cappuccino

Cappuccino

Manmrrnn

33-1
997
540
578
902
582
695
811
615
695
an
615
636
384
97
540
578
902
582
695
811
615
695
811
RAE

E'I 90
£190
£1.90
£1.90
£1.90
£190
£1.90
£1.90
£1.90
£1.90
£1.90
£190
£1.90
£190
£1.90
£1.90
£190
£190
£1.90
£190
£1.90
£1.90
£1.90
£1.90
£1an0

1 E‘.‘."‘"‘LEE-_“

£1,208 -10

£729.60
£1,894.30
£1,026.00
£1,098.20
£1,713.80
£1,105.80
£1,320 50
£1,540.90
£1,168.50
£1,320. 50
£1,540.90
£1,168.50
£1,208.40

£729.60
£1,894.30
£1,026.00
£1,098.20
£1,713.80
£1,105.80
£1,320.50
£1,540.90
£1,168.50
£1,320.50
£1,540.90
€1 168 EN

Figure 420 - filter applied

12.2 Filter a table with a total row

Filter a table

When a total tow is added to the table, magic happens! Not only do I get to see just the rows that match

my criteria, the total will be adjusted as well.

12.2.1  Total row unfiltered

02
03
04
05
06

El24 >

18/10/2011 Manchester North
12/07/2010 Bath South
1471172011 London South
10/10/2011 Leeds Nerth
11/11/2010 Bath South
168/1072011 Manchester North
12/08/2010 Leeds South
14/11/2011 Leeds North
14/06/2011 London South
10/10/2011 Manchester North
11/11/2010 Bath South

12/08/2010 Manchester North

S

Americano

Date *|Centre | ~|Asea ~|Category |~ |item
Cold Drinks
Cold Drinks
Cold Drinks
Cold Drinks
Cold Drinks
Hot Drinks
Hot Drinks
Hot Drinks

Hot Drinks  Latte
Hot Drinks  Latte

Hot Drinks

Hot Drinks

= | Number Sold
Orange Juice
Orange Juice
Apple Juice
Coca Cola
Coca Cola
Cappuccing
Cappuccino
Machiato

Americano

= | Cost per Rem | ~ | Sales - L
£0.85 £412.25
327 £0.85 £277.95
591 £1.00 £591.00
46 £0.85 £39.10
32 £0.85 £273.70
695 £190 £132050
sl £190  £1540.90
181 £1.95 £352.95
435 £185 £804.75
251 £1.85 E4564.35
£207.10

109

£1.90

£1,444 95
£176,141.22,

Figure 421 - regular total row

Here is my Coffee Sales worksheet with a total row and no filter. The Total Sales is £176,141.22
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12.2.2  Total row filtered

+4 Date = Centre | ~|Asea |~ |Calegory ~|Rem ¥ Number Sold - | Cost per Rem |~ | Sales * L
12 12/0872010 Glasgow  Morth  HotDnnks  Cappuccino 902 £190 €£171380
13 | 13/06/2010 Bath South HotDrinks  Cappuccing 582 £190 E£1,10580
‘8| 18/10/2011 Manchester Nonh  Hot Drinks  Cappuccing 695 £190 £132050
8 | 1210872010 Leeds Socuth  HetDrinks  Cappuccing an £190 £154090
M | 1810/2011 Glasgow  MNorth  Hot Drnks  Cappuccine 615 £19 £116850
i | 18/10/2011 Manchester Noth  Hot Dnnks  Cappuccing 695 £1.90 £1,32050
6 12/08/2010 Leeds South HotDnnks  Cappuccino 811 £190 £154090
1 18/110/2011 Glasgow  Morth  HotDnnks  Cappuccino 615 £190 £1,16850
3| 07/0272011 Glasgow  Morth  Hot Drinks  Cappuccing 636 £1.90 £1.20840
4 | 08/03/2010 Leeds MNoh  Het Dnks  Cappuccing 384 £190 E£729.60
10 1870372011 Bath South  Het Drinks  Cappuccing 997 £190 £189430
19 14/06/2011 Leeds Morth  Hot Drinks  Cappuccing 540 £190 £1026.00
00 10/10/2011 Leeds Moth  Hot Dnnks  Cappuccing 578 £190 £109820
03 12/08/2010 Glasgow  MNoth  HotDnnks  Cappuccina 902 £190 E1.71380
04 13/0672010 Bath South  Hot Dnnks  Cappuccino 582 £190 £110580
19| 18/10/2011 Manchester Moth  Hot Drinks  Cappuccina 6395 £190 £132050
20| 12/0872010 Leeds South  Hot Drinks  Cappuccing an £190 £154090
25 18/10/2011 Glasgow  Nonh  Hot Drinks  Cappuccing 615 £190 £1,16850
36 18/10/2011 Manchester Noth  Hot Drinks  Cappuccina 635 £190 £132050
37| 12/08/2010 Leeds South HotDninks  Cappuccing an £190 £154090
42/ 18110/2011 Glasgow  Monh  Hot Drinks  Cappuccino 615 £190 E£1.16850
44 0770272011 Glasgow  Noh  Hot Drinks  Cappuccino 636 £190 £1.20840
45 08/0372010 Leeds MNoth  Hot Drinks  Cappuccing 384 £1.90 £72960
51/ 18/03/2011 Bath South HotDnnks  Cappuccino 997 £190 E£18%4.30
70 14/06/2011 Leeds MNoth  Hot Dnnks  Cappuccino 540 £190 £1.026.00
71 1071072011 Leeds Morth  Hot Dnnks  Cappuccino 578 £190 £109820
74/ 12/08/2010 Glasgow  North  HotDnnks  Cappuccing 902 £190 £1.71380
75| 13/06/2010 Bath Scuth  Hot Drinks  Cappuccing 582 £190 E£1,10580
50| 18/10/2011 Manchester Nonh  Hot Drinks  Cappuccing 695 E1.90 £132050
31 1270872010 Leads South _Hot Drinks 811 £190 £154090
o L3 .
1810/2011 Manchester North  Hot Dnnks  Cappuccino 635 £190 £1,32050
12/08/2010 Leeds South HotDnnks  Cappuccing a1 £190 £154090
18/10/2011 Glasgow  Morh  Hot Drinks  Cappuccino 615 £190 E116850
Total 26583 £50,507.70,

Figure 422 - filter applied

Note that the total row is now £50,507.70! Only the Cappuccino rows have been totalled. Magic!
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12.3 Insert a slicer

Slicers are cool! Slicers allow you to filter your data from nice big buttons on the spreadsheet. See how

to add and use one here.

12.3.1 Insert a slicer

Esternal Table Duts

=G
Insert Slicers ? n
1L Ll

ot Date

winl | [Jcentre

wink! | [Tarea

inl Category

vk | nem

winl Number 5ol

ing Cost per ftem
Sales
Consme

hak | [JNew Coit Per em

hak tiew Totad

il
o, oK Cancel
hak. e P

Figure 423 - add a slicer

1. Click Insert Slicer
2. Select the field name you want to use as a filter
3. Click OK

12.3.2  Aslicer

Americano
Apple Juice

Figure 424 - slicer appears with nice big filter buttons

I now have a slicer. Each of the blue buttons can be used to apply a filter.
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12.3.3

umzmn Glasgow  Notth
08/0372010 Leeds North
3 18/032011 Bath South
3 14062011 Leeds  Notth
3 10/10/2011 Leeds North
2 120082010 Glasgow  North
3 130672010 Bath South
3 18/10v2011 Manchester North
3 12082010 Leeds  South
§ 16/10/2011 Glasgow North
5 18/102011 Manchester Notth
3 12082010 Leeds  South
1 18M0/2011 Glasgow North
3 07/02/2011 Glasgow North
1 08/032010 Leeds  Notth
) 18/032011 Bath South
3 14/06/2011 Leeds North
0 10102011 Leeds  Noth
3 12/082010 Glasgow  Notth
4 13/06/2010 Bath South
9 18/10v2011 Manchester North
0 12082010 Leeds  South
5 18102011 Glasgow North
6 18/102011 Manchester Notth
7 120082010 Leeds  South
2 18/102011 Glasgow  Notth
4 07/022011 Glasgow  Notth
§ 08/032010 Leeds  Nodth
1 18/032011 Bath South
0 14/06/2011 Leads North
1 10/10/2011 Leeds North
4 12/082010 Glasgow  Notth
5 130672010 Bath South
0 18/102011 Manchester Notth

1 12/08/2010 Leads South
6 18/10/2011 Glasgow  North
71 18/10:2011 Manchester North
8 12/08/2010 Leeds

3187102011 Glasgow Nmn

Filter the table using the slicer

nap‘m:m
Cappuccing
Cappuccino

W
997
540
578
902
582
635
an

£190
£1.90
£190
£190
£1.90
£190
£1.90
£190
£190
£1.90
£1.90
£1.90
£1.90
£1.90
£190
£190
£1.90
£1.90
£190
£1.90
£1.90
£1.90
£1.90
£1.90
£1.90
£190
£190
£190
£1.90
£1.90
£1.90
£1.90
£1.90
£1.90
£1.90

mn—m—m-———m—m—

£1.20840

£72960
£1,694.30
£1.026.00
£1.098.20
£1.713.60
£1,105.80
£1.32050
£1.540.90
£1.168.50
£132050
£1,540.90
£1,168.50
£1,20840

£729.60
£1.694.30
£1,026.00
£1,098.20
£1.713.80
£1,105.80
£1,320.50
£1,540.90
£1.168.50
£1,320.50
£1,540.90
£1,168.50
£1,208.40

£729.60
£1,894.30
£1,026.00
£1,098.20
£1.71380
£1,105.80
£1,320.50
£1,540.90
£1,168.50
£1.32050
£1,540.90
£1,168.50

5 m:-—-———zaa— | £50.507.70]

Figure 425 - using a slicer

Filter a table

Having clicked on the button for Cappuccino - the slicer springs into action and shows me just the

Cappuccino rows.

12.3.4 Add another slicer

Centre B X

fe

1 m—m— nzrmm_ m—m

2 | 0710212011 Glasgow
08/03/72010 Leeds Nnnh
18 18/03/2011 Bath South
28 | 14/06/2011 Leeds Nonth
North
Nofth

19| 10102011 Leeds

12 | 12/08/2010 Glasgow

13 1 13/06/2010 Bath South
18 18/10/2011 Manchester North
19/ 12/08/72010 Leeds South
4 18102011 Glasgow  Nonth
35 18/10/2011 Manchester Noah
6 12082010 Leeds
181072011 Glasgow HII!J\

'3 07M02/2011 Glasgow  MNorth
'4 08032010 Leeds Horth
10 18/03/2011 Bath South
19 14/06/2011 Leeds North
00 10102011 Leeds North

03 12/08/2010 Glasgow  North
04 13/06/2010 Bath South
19 18/10/2011 Manchester North

37 12/0872010 Leeds South
42 18102011 Glasgow  North
44 07/02/2011 Glasgow  North
45 08/03/2010 Leeds North
61 18/03/2011 Bath South
70 14/062011 Leeds North
71 10/10/2011 Leeds North
74 120082010 Glasgow  North
75 13/06/2010 Bath South
90 18/102011 Manchester North
91 12/08/2010 Leeds South
96 18/102011 Glasgow  North
07 18102011 Manchester North
08 12/08/2010 Leeds South
13 18/10/2011 Glasgow  North

Cappwcm
Cappuccing
Cappuccing
Cappuccing
Cappuccing
Cappuccine
Cappuccino
Cappuccing
Cappuccing
Cappuccing
Cappuccing
Cappuccing

Cappuccing
Cappuccing
Cappuceing
Cappuccing
Cappuccing
Cappuccing
Cappuccing
Cappuccino
Ca "

Cappuccing
Cappuccino

Cappuccino
Cappuccing
Cappuccing
Cappuccino
Cappuccing
Cappuccing
Cappuccing
Cappuccing
Cappuccing
Cappuccina
Capwocno

Cappuccing
Cappuccing

SEEER[

BREJTHELZZRZZBER

811

811
615
695
am
615

£1.20840

£729.60
£1,894.30
£1,026.00
£1,098.20
£1.713.80
£1,105.80
£1.320.50
£1.540.90
£1,168.50
£1.320.50
£1.540.90
£1.168.50
£1,208.40

£729.60
£1,894 30
£1,026.00
£1.098.20
£1.713.80
£1.105.80
£1,32050
£1,540 50
£1,168.50
£1.32050
£1.540.90
£1.168 50
£1.208.40

£729 60
£1894 30
£1.026.00
£1.096.20
£1.713.80
£1,105.80
£1.320 50
£1,540.50
£1,168.50
£1.320.50
£1,540.90
£1,168.50

15m-____-EE_[§m

Chaocalate

Coca Cola
Latte
Machiato
Orange Juice
Strawberry
Vanilla

[
[

[
| Manchester

Londan

Figure 426 - you can have more than one slicer
Follow the same steps to add a slicer, only this time select a different field.

In the image above I now have one slicer for the Item column and one for the Centre.
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12.3.5

Simply click on the field on which you want to filter.

Filter on a second field

A

08032010 Leeds
W/O62011 Leeds
101072011 Leeds
120872010 Leeds
120872010 Leeds
OR032010 Leeds
1/D62011 Leeds

C T et

0101072011 Leeds
12082010 Leeds
37 12/08/2010 Leeds
15 0B/03/2010 Leeds
0 14062011 Leeds
M 10/10/2011 Leeds
112082010 Leeds
38 120872010 Leeds

17
1]
1
n
a
n
n
M
*

&

N

U

South

u

229
Hot Drinks
Hot Drinks.
Hot Drinks
Hat Drinks
Hot Drinks.
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks
Hot Drinks.
Hat Drinks
Hot Drinks
Hot Drinks

Cappuccing

|3 +
Cappuccino 3

540
518
an
811
k)
540
518
a1
811
£
540
518
81
Eil

£1.90
£1.90
£1.90
£190
£190
£190
£190
£190
£190
£1.90
£1.90
£1.90
£190
£1.90
£1.50

£129.60
£1,026.00
£1,098.20
£1,540.90
£1,540.90

£729.60
£1,026.00
£1,098 20
£1,540 50
£1,540 50

£729.60
£1.026.00
£1,038.20
£1,540 50
£1,540.50

Chocolate
Coca Cola
Latte

Machiato

Vanilla

Centre '{%
Glasgow

Manchester

A

Figure 427 - keep on refining the filter field by field

Filter a table

In the image above, I have applied two filters, one on the Item field and one on the Centre field - so

now I am looking at the sales of Cappuccino in Leeds only.

12.3.6

Click the red x next to the Filter icon at the top of the slicer.

Remove the filter applied via slicer
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Figure 428 - clear the slicer - click the little red x
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124  Customize a slicer

If you have more than one slicer you might want to change the colour of the second one to make it

easier to differentiate.

12.4.1  Format a slicer

REVIEW
Stcer Styte
I3

2 o E F L
h B3 Category B iem Kl Humber Soid Bl Cost par e £ Sales |

h  Hot Dnnks  Cappuccing £190 £72960
h ot Drnks  Lafte 153 185 263 05
h  Mikshake Chocolate mar v B AT TS
h HetOmnks  Cappuccin ™™ 0 £10600
h  Hot Drinks  Cappuccing Cappuceing 0 0109820
b Hot Drinks  Machisto 5 £686 40
h  Mikshake Vanila Chocoiste 0 f1.36500
h  Cold Demks Coca Cola o ] £3.10
th Mot Dnnks  Cappuccng 0 £154090
h  Hot Drinks  Machiato Latte s £35295
b Mikshake Vandla 0 £1.36500
h  Cold Denis  Coca Cola Machisto 5 £39. 10
o HotDnnks  Cappceind | ypnag 0 E150
h Mot Dnnks  Machiate 5 EM290
h Mot Drinks Cappuccing 0 72960
h  Hot Danks  Latte 5 £28305
h  Mikshake Chocolate ] T TS
h  Hot Drinks  Cappuccing 0 102600
h Mot Drinks  Cappuceng 0 £L0MN
h ot Drinks  Machato B 686 40
b Mikshake  Vands 0 £1.365.00
h  Cold Denks  Coca Cola 5 3.1
th  Hat Drinks 0 £1505%0
h Mot Drinks  Machato wiss  £35295
h Mdkshake  Vanda 546 E250  £136500
h  Cold Denks  Coca Cola 46 085 2990
th  Hot Drnks  Cappuccing m £190 £150%
h et Duinks  Machiato 181 €185 EM295
h  Hot Donks  Cappuccing 2 190 72860
b Hot Dnnks  Latie w3 £185 £283 05
h  Mikshaks  Chocolate s £1%8 LMTTS

Figure 429 - change the colour of a slicer

1. Click on the slicer to select it

2. Click on the style you want to apply from the Slicer Styles gallery

piggei

Figure 430 - two slicers in different colours

12.5 Delete a slicer
12.5.1 To delete a slicer

Click on the slicer and press the Delete Key on the keyboard.

The slicer will be gone!
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13 Grouping and outlining

13.1  Outlining

If you have a spreadsheet with totals of certain groups of data you can outline those groups so that you
can expand and collapse them. You need to have some subtotals applied, and in the following chapter

we will see how to get Excel to apply subtotals automatically.
My data assumes that totals have already been generated.

13.1.1  Data with totals

A B c o E F G H
1 Date Centre  Area Category ltem Number SCost per | Sales
2 10/10/2011 Bath South Cold Drink Coca Cola 654 £0B85 £55590
3 1171172010 Bath South Cold Deink Coca Cola 118 £085 E10030
4 | 180372011 Bath South _Hot Drinks Cappuccin 997 £1.90 £1.894.30
5 1471172011 Bath uth Hat Drinks Latte 267 E£185 E49395

&  10/10/2011 Bath South Milkshake Strawberry 565 £2.50 £1412.50
T 111172010 Bath South Milkshake Strawberry 938 £2 50 £2.34500

& Bath Total "£6,801.95
9 | 14/06/2011 Glasgow North Cold Drink Apple Juic 170 £100 £170.00
10| 14/02/2011 Glasgow North Cold Dank Coca Cola 432 £085 £418.20
11 111172010 Glasgow North Cold Drink Apple Juic 355 £100 £35500
12 0TA2/2011 Glasgow MNorth Hot Drinks Cappuccin 636 £1.90 £1,208 40
13 12/08/2010 Glasgow MNorth Hot Drinks Cappuccin 902 £190 £1,713 80
14 1010/2011 Glasgow  North Hot Drinks Latte 101 E185 E£186.85

15 18110/2011 Glasgow North Hat Drinks Amernicanc 5m £1.90 £1,084.90
16 | 141172011 Glasgow South Milkshake Strawberry ] £250 £860.00
141092011 Glasgow MNorth Milkshake Vanila 200 £250 E500.00
8 Glasgow Total "E6.497 15
19 14/11/2011 London  South Cold Dnnk Orange Jui 626 £0.85 £53210
30 181072011 London  South Hot Drinks Machiato 56 £195 £109.20
11 120872010 London  South Hot Drinks Machiato 907 £1.95 £1,768.65
111172010 London  South Hat Drinks Latte 447 E185 £B2695
B/10/2011 London  South Hot Drinks Latte 657 £185 £1.21545

4 14/0672011 London  South Hot Drinks Latte 617 £185 £1,141.45
% Sauth Hot Drinks Americano 52 £190 E£174.80
South Mikshake Strawberry a7 £250 E£B4250

I 181072011 London  South Mikshake Vanilla 149 £250 E3T250
12/08/2010 London  South Mikshake Chocolate 916 £199 £182284
ondon Total £8.806 44

Figure 431 - group some or all of the data

Here are some of the rows of data for Coffee Island sales. I have totals for the sales of each centre showing

here. If I group the data I can collapse it and see just the outlines.
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13.1.2  Group data

Grouping and outlining

DATA 2 Vi ACROEAT
= W | Y T

a
’ E=
operbes T Reapply
Sot  Fier Tetto il
i Teadanced  Coumns
Sodt & Filtes

iz

3 14062011 Glasgow Horh 170 £100 E170.00
0| 1410272011 Glasgow Momh  Coid Drink Coca Cola 42 E085 E41820
111112010 Glasgow Moth  Coid Drink Apple Juic 3 E100 £35500
2| 071022011 Glasgow  Morth Hot Drinks Cappuccin 636 £1.50 £1.203.40
3| 120872010 Glasgow Moh  Hot Drinks Cappuccin 902 £190 £1,71380
4| 10102011 Glasgow  North Hot Drinks Latte 0 £185 E£18685
S 18/10/2011 Glasgow Moh  Hot DrinksAmencano 571 E1.50 £1.084.90
6 WIN201) Glasgow South  Mikshake Strawbery 344 £250 £860.00
T 1092011 Glasgow Muorh Milkshake \Vanila 200 E250 ES00.00
8 Glasgow Total "66.497.15
9| 14112071 London  South  Codd Drink Orange Jui 626 £085 £532.10
0| 18/102011 London  South  Hot Drinks Machiato 56 £155 E£10920
| 120872010 Lendon  South 507 £1.95 £1.768 65

[
b
]

Figure 432 - select what you want to group first

Select the data to group - in this case A2:H7
Click on the Data Ribbon Tab

Click on the drop down under Group

Select Rows or Columns (in my example Rows)
Click OK

A
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Continue to create groups for each set of data.

| [‘ 1! A 8 c
e Centre  Area

2 | 10/10/2011 Bath South
3 | 11112010 Bath South
4 18032011 Bath ___ South
5 | 1112001 [Bath -!s«uuh
&  10/10/2011 Bath h
7 11112010 Bath  South
-| & [BathTotal
9 | 14/06/2011 Glasgow North
| 2 }o 14m22011 Glasgow Monh
11 11112010 Glasgow  North
12 |07/0272011 Glasgow Norh
13| 12002010 Glasgow Morth
14| 101102011 Glasgow  North
15 | 18/10/2011 Glasgow Moah
16 | 141172011 Glasgow  South
17 | 14092011 Glasgow Noth
‘ 18 | Glasgow Total
19 141172011 London  South
20 18/10/2011 Londom  South
21 1270872010 London  South
22 | 111172010 Londom  South
23 |18/102011 London  South
24| 1410672011 London  South
| 25 | 11/112010 London  South
26 120872010 London  South
1871072011 London  South
26 120872010 London  South
| =] 29 London Total
£

I

D E
Category ltem
Cold Drink Coca Cala
Cold Drink Coca Cola
Hot Drnks Cappuccn
Haot Drinks Latte
Milkshake Strawbsmy
Milkshake Strawbamy

Caold Drink Appla Juic
Cold Dnnk Coca Cola
Cold Dnnk Apple Juic
Hot Drinks Cappuccn
Hat Drnks Capputcn
Hot Dirnkes Latte

Hot Drinks Americana
Milkghaks Strawbomy
Milkshake Vanda

Cald Drink Orange Jui
Hot Drinks Machiata
Hot Drnks Machiato
Hot Dnnks Latte.

Hot Drnkcs Latte

Hot Drnkcs Latte

Hot Drnks Amencana
Milkshake Strawbamry
Milkshake Vardia
Milkshake Chocolate

F H
Mumber SCost par | Sales
654

118
997
267
565
938

170
492
355
636
202
101
&M
M4
200

626

56
907
447
65T
617

92
337
149
916

€085  £555.90
£085 £100.30
£1.90 £18%430
£185 £49395
E250 £1,41250
£250 £2.345 00

"€6,801 95
£100 E170.00
£085 E41820
£100 £355.00
£1.90 £1.208.40
£190 £1,71380
£185 £186.85
£1.90 £1,084 90
£250 £860.00
£250 E50000

"E6, 49715
£085 €53210
£195  £10820
£195 £1768 65
£185 £82695
£185 E1.215.45
E185 £1, 14145
£190 E17480
£250 E84250
£250 E37250
£199 £1822 84

£8.806 44

Figure 433 — more than one group

Grouping and outlining

Here is my data with an outline that I created manually. I grouped each set of data.

I now have the small 1 and 2 icons at the top left of the screen (1)

Also note the lines and the minus signs in the new grey margin (2)

13.1.3  View the totals

1]z A B c
li" 1 Date  Cenwe Area
| 8 |Bath Total
* 18 | Glasgow Total
+| 29 London Total

30

3

32

i+

D E
Category Item

F

G H

Humber §Cost per | Sales
"£6.801.95
"£6,497 15
£6,806.44

Figure 434 - collapse to see totals

Click on the 1 in the top left corner and the groups will collapse so that you can see just the total rows.
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13.1.4  View a particular set of data

1]z] A B [ D E F G H ]
1 Date Centre  Area Category Item Number SCost per | Sales

[ 2 |10/10/2011 Bath South Cold Drink Coca Cola 654 £0.85 £565.90

L 3 |11/1172010 Bath South Cold Drink Coca Cola 118 £085 £10030
4 | 18/03/2011 Bath South Hot Drinks Cappuccin 997 £1.90 £1,894.30
5 | 14/11/2011|Bath LSouth Hot Drinks Latte 267 £185 £493.95

6 | 10/10/2011 Bath South Milkshake Strawberry 565 £2.50 £1.412.50
7 | 11/11/2010 Bath South Milkshake Strawberry 938 £2 50 £2,345.00

- 8 |Bath Total "£6,801.95
+ 18 |Glasgow Total "£6,497.15
+ 29 |London Total £6,806.44

30
34

Figure 435 - expand a particular set of data
To expand a particular set of data, and see how it is made up, click the plus sign next to the total.
Here you can see all the rows that belong to the Bath group.
13.1.5 Remove an Outline

Shelle

Figure 436 - clear the outline here

1. Click inside the data
2. Click on Un-group
3. Select Clear Outline
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You can make Excel create an outline automatically for you too.

13.2.1  Auto outline

Group  Ungroup Subtotal

Figure 437 - Excel will create an automatic outline

1. Click inside your data
2. Click on the drop down under Group
3. Click on Auto Outline

Your data will now have two outlines, one for rows and one for columns.

13.2.3  Auto Outline Groups

© . P 70

f E C [ E G I
1 Date Centre  Area Category ltem Number SCost per | Sales

8 Bath Total "£6,801.95

18 | Glasgow Total 86,497 15

29 London Total £5.806.44
Figure 438

In my Auto Outlined data I now have more of the small icons in the top left of the spreadsheet, one set

is for the rows, and one for the columns. (1)

I also have a minus icon on the far right — I can collapse the columns here and Excel will hide all the

columns except the Sales column which makes it easier to read (2)

I also have the plus signs in the left margin to expand and collapse the groups. (3)
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14 Subtotals

14.1  Why use subtotals?

Subtotals are one of my all-time favorite features in Excel and have been around for quite a while. I am

always amazed at how many people have no idea how useful they are.

In the section on grouping and outlining data, see page 120, we wanted to see totals for certain groups

of data. To do this we had to use the following process:

o Sort the data by the item on which you want to group

o At the end of each group of data add a row

 In each of the new rows, type the text to describe what it is

o In the column we want totals for, create the Sum on the total row

o Then add the grouping and outlining.

Phew! So much work!

s @book 1s probucen with iText®
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The Subtotals Command does ALL of that automatically with one exception — you have to sort the data
first. Excel is very clever and sometimes seems like magic, however it cannot read your mind. So if you
want to summarize the types of drink sold you first need to sort the data on that column. Do you want

to see subtotals for the centre where the drinks were sold? Sort on that column.

The data does need to be arranged in columns with repeating data so that it can be summarized. In my

Coffee Island Sales worksheet, I can summarize by item, centre or area. All I have to do is sort it first!

14.2  Sort first

Sort the data by the column you want to summarize.

14.2.1  Sort
FALE HOME INSERT PAGE LAYOUT FORMULAS DATA ACROBAT
: LY & nnec - -
e 3 3 ? 2! Connec - E-
From From From From Other  Existing  Refresh Tetto Flash Remove
Access Web Text Sources= Connections  All~ Y Advanced  colymns  Fill Duplicate
G a1
ES el fu Americano St AtGZ
Lowest to highest
A B c D ' d

1 Date Centre Area  Category  Item Numbe @ Tell memore
2 |11/1172010 Bath South Hot Drinks  Americano 109 ET9 £207.10
3 117111/2010 Bath South  Hot Dnnks  Amencano 109 £1.90 £207.10
4 1171172010 Bath South  Hot Drinks  Amencano 109 £1.90 £207.10
5 |11.'11.1201D Bath South  Hot Drinks |Amencano | 109 £1.90 £207.10
6 111172010 Bath South  Hot Dnnks ~ Am 109 £190  £207.10
T 1171172010 Bath South  Hot Drinks ~ Aml 109 £1.90 £207.10
8 | 18/10/2011 Glasgow  MNoth  Hot Drnks  Ame 571 £190 £108490
9 18M10/2011 Glasgow MNoth  Hot Dnnks  Amencano 571 £190 £1,084.90
10 | 18/10/2011 Glasgow  MNorth  Hot Dinks  Amencano 571 £190 £1084.90
11 1171172010 London South  Hot Drinks  Amencano a2 £150 £174 80
12 1171172010 London South  Hot Danks  Americano 92 £190 £174.80
13 11/11/2010 London South  Hot Drinks  Amencano 92 £190 £17480
14 | 18/10/2011 Manchaster Nath  Hat Drinks  Amanicann 120 £100 £120 00

Figure 439 - sort the data

1. Click into the column to sort by (1)
2. Click on the Data Ribbon Tab
3. Click the Sort AZ to sort alphabetically (2)
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14.2.2  Data sorted by item
a2 ol £ | 11/11/2010
A B c F G H

! Date Centre Area  Cau mber Sold  Cost per ltem  Sales

29| 14/06/2011 Glasgow  North  Cold Drinl 170 £100  £170.00
30 111172010 Glasgow  North  Cold Drin 355 £100  £355.00
31 101172010 Glasgow  North  Cold Drin 355 £1.00  £35500
32 W/1172011 London  South  Cold Drin 591 £1.00  £591.00
33| 141172011 London  South  Cold Drinl 591 £1.00  £591.00
34 14/1172011 London  South  Cold Drin 591 £1.00  £591.00
35 W4/11/2011 London  South  Cold Drin 591 £1.00  £591.00
36 14/11/2011 London  South  Cold Drin 591 £1.00  £591.00
37 | W/11/2011 London  South  Cold Drn 591 £1.00  £591.00
38 | 18/0372011 Bath South  Hat Drink 997 £190 £18%4.30
39 | 13/06/2010 Bath South  Haot Drink: 582 £190 £1,10580
40 | 18/03/2011 Bath South  Hot Drink 947 £1.90 £18%4.30
411310672010 Bath South  Heot Drinl 582 E190 £1.105.80
42 | 18/03/2011 Bath South  Hot Drink 937 £190 £1834.30
43| 13/06/2010 Bath South Mot Drin 582 £190 £1,105.80
44 | 07/02/2011 Glasgow  North  Hot Drinl 636 £190 £1208.40
45 12/08/2010 Glasgow  North  Hat Drinl 902 £1.90 £171380
46 | 18/10/2011 Glasgow  North  Hot Drinki 615 £190 £1,168.50
47 | 18/1072011 Glasgow  North  Hot Drinkd 615 £190 £1,168.50
48 070272011 Glasgow  North  Hot Drnk: 636 E150 £120840
49 120082010 Glasgow  North  Hot Drink: 902 E150 E£171380
50 1811072011 Glasgow  North  Hot Drink: 615 E150 £116850
51 181072011 Glasgow  North  Hot Drink: 615 E150 E1168.50
52 07/02/2011 Giasgow  MNorth Mot Drin 636 £190 £120840
53 120082010 Glasgow  HNorth  Hot Drink: 902 £150 £171380
54 18/10/2011 Glasgow  North  Hot Drink 615 £1.90 £1,16850
55 181072011 Glasgow  North  Hot Drinl 615 E150 E1168.50
56 | 08/03/2010 Leeds Horth  Hot Drink 384 £190  £72960
57 | 14/0672011 Leeds Horth Mot Drin 540 £190 £1026.00
58 | 10/10/2011 Leeds Horth  Hot Drin 578 £1.90 £1,09820
59 | 12/08/2010 Leeds South  Hot Drink 811 £1.90  £1.54090

Figure 440 - Sorted data

14.3  Subtotals command

Now that the data is sorted, I want to add subtotals to each group of Items.

14.3.1 Insert iubtotals

onsolidate  What-If
| Analysis =
Is
M

At each change in:

Date

| Use function:

Sum

| Agd subtotal to:

~| Category
4 Item
| Number Sold

| Cost per Item

|| [ Replace gumrent subtotals
| [[] page break between groups
| [# summary below data

Bemovean | | ok | | cancel

Figure 441 - Subtotals on the Data Ribbon

1. Click inside the data list — this is very important, if you don’t Excel does not find any headings.

2. Click on Subtotal
3. Then Complete the dialog box
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143.2  Subtotal dialog box

Al f Date
A B C D

i [Date  Conte  Area Cate

29| 14/06/2011 Glasgow  North  Cold Drinks
30| 11/11/2010 Glasgow  North  Cold Drinks
31| 11/11/2010 Glasgow  Morth  Cold Drinks
32| 14/11/2011 London  South  Cold Drinks
33|14/11/2011 London  South  Cold Drinks
34 | 14/1172011 London South  Cold Drinks
35| 141172011 London South  Cold Drinks
36 | 14/11/2011 London South  Cold Drinks
37| 14/11/2011 London ‘South  Cold Drinks
38 | 18/03/2011 Bath South  Hot Drinks
39 | 13/06/2010 Bath South  Hot Drinks
40 | 18/03/2011 Bath ‘South  Hot Drinks
11| 13/06/2010 Bath ‘South  Hot Drinks
12| 18/03/2011 Bath South  Hot Drinks
43| 13/06/2010 Bath South  Hot Drinks
44107/02/2011 Glasgow  North  Hot Drinks
45| 12/08/2010 Glasgow  MNorth  Hot Drinks
16| 18/10/2011 Glasgow  North  Hot Drinks
47| 18/10/2011 Glasgow  North  'Hot Drinks
12| 07/02/2011 Glasgow  North  Hot Drinks
49| 12/08/2010 Glasgow  Morth  Hot Drinks
50| 18/10/2011 Glasgow  North  Hot Drinks
51| 18/10/2011 Glasgow  Morth  Hot Drinks
52 | 07/0272011 Glasgow  Morth  Hot Drinks
53| 12/08/2010 Glasgow  Morth  Hot Drinks
54 | 18/1072011 Glasgow  North  Hot Drinks
55| 18/10/2011 Glasgow  MNorth  Hot Drinks
56 | 08/03/2010 Leeds North  Hot Drinks
57 | 14/0672011 Leeds Morth  Hat Drinks
58 | 1011072011 Leeds North  Hot Drinks
59(12/08/2010 Loeds  South  Hot Drinks
50 | 12/08/2010 Leeds ‘South  Hot Drinks
21 1 ARINIMINAN | aade Motk ot Menbs

£1.00
£1.00
£1.00
£1.00
£100
£1.00

£170.00
£355.00
£355.00
£591.00
£591.00

E G

170

355

355

591

591

91
Subtotal

Use function:
Sum

Add subtotal o

| | area

(| category

|| Mem

|| Number Sold
|| Cost per item
i

| Replace gurrent subtotals

(] Summary below data

Bemove All

815
m.
540
578
N
81
A

i

At each change in:
_ : h v

| Page break between groups

Cancel

£190
£190
£1.90
£190
£1.90
£1.90
100

©)

ce e oo b es e eeeeE S

= 1
£1,168.50

£729.60
£1,026.00
£1,098.20
£1.540.90
£1,540.90

&6 &N

Figure 442 - set the criteria here

Subtotals

1. Change the - At each change in to the field name you want to summarize by - in my case Item

2. Choose the function you want to use - I have selected Sum

3. Tick the box for the column you want to summarize — I have ticked the Sales column, you

may have more than one column to summarize just tick all the boxes

4. Click OK

What about the other options in the dialog box?

Replace current subtotals - I used the Sum function to total the sales of each type of Item. However I

might want to add an Average Sales. If I leave Replace current subtotals ticked, the Sum will be removed

and the Average function will replace it. If I would like to see both the Sum and the Average, I need to

uptick that box.

Page Break between groups — when printing your subtotals you might want each different group to

print on a separate page, tick this box to do that.

Summary below data - this makes sure that the summary row is below the group of data - best to

leave this ticked.
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143.3 Grand total

] A B c D E F G H |
1 Date Centre  Area Category ltem Number & Cost per | Sales
kT Grand Total £22 10554

18

39

Figure 443 - see the grand total only
Click the Number 1 in the top left corner to see just the grand total which Excel added to the data.

1434 Subtotals

E8 - i Capputing

] c 1] E F H
' Date Contre Area Category hom Number § Cost per | Sales

¥ 4 Americano Total £1.250.70
¥ 7 Apple Juice Total £525 00
+ 1 Cappuccino Total £4 81650
+ 13 Chocolate Total £1822 84
+ 7 Coca Cola Total £1074.40
+ B Lane Total £3.664 65
+ 26 Machlato Total £1.877.05
s = Orange Juica Total £532.10
+ 33 @ Strawberry Total £5 460 00
+ B Vanilla Total £872.50
- Y Grand Total E22.105.54
]

Figure 444 - see just the subtotals

Click the Number 2 in the top left corner to see all the subtotals and the grand total

RAND
MERCHANT
BANK

Adivision of FirstRand Bank Limited

YOU CAN WORK
AT RMB

Rand Merchant Bank uses good business to create a better world, which is one of the reasons that the country’s top talent chooses to
work at RMB. For more information visit us at www.rmb.co.za

Thinking that can change your world

Rand Merchant Bank is an Authorised Financial Services Provider
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143.5 Seeall data

1215 A ] [+ o E F G H

1 Date Contre  Arsa  Category Mem  Humber SCost per | Sales
B | 18032011 Bach South Hot Dﬂﬂk* Cmc-t 997 % 1540
5 0770272011 Glasgow North ot Drinks Cappuccn 636 £190 £120840
10 1270872010 Glasgow North Hot Dnnks Cappuccin 202 £19%0 171380
- 1 Cappuccino Total £4816.50
[ 12 12/0872010 London  South Mifshake Chocolate 916 £ faes
= 13 Chocolate Total sz m
4| 101072011 Bath South Cold Drnic Coca Cola 654 £085 56590
15 1111172010 Bath South Cold Drnik Coca Cola 18 £085 E£10030
1 16 1022011 Glasgow North Cold Drnk Coca Cola 452 085 f41820
- 17 Coca Cola Total £1.074 40
18 | W4/11/2011 Bath South Heot Dnnks Latte 267 £185 £49395
19 1071072011 Glasgow North Hot Dnnks Latte mn £185 £18685
20 | 1V11/2010 Lendan  Seuth Heot Dninks Latte a7 185 82695
21 18102011 Lendon  South Hot Dnnks Latte 657 £185 E£121545
22 WOG201 London  South  Hor Drinks Latte 617 E185 £1.14145
=] & Lame Tosal £3864 65
South Mot Dinks Machato 56 E155  £109.20
South Hot Drinks Machsato %07 €195 £176865
- 2% Machiato Total £1.877 85
[ 27 WM172011 London  South Cold Drnik Orange Jui 626 085 £53210
- Fol Orange Juice Total 053210

25 | 10/10:2011 Bath South Misicshake Strawbeery 565 250 £141250
30 | 1171172010 Bath South Miicshake Strawbeery 938 £250 £234500
31| W112011 Glasgow  South Mikcshake Strawbeery 3 250 D860 00

21082010 London  South Mikcshake Strawberry w £250 84250

- Strawberry Total £5.460.00
402011 Glasgow  North Miscshake Varlla 200 £250 €500 00

8102011 Londan  South Micshake Vardla 9 2% 7250

L= Vanilla Total 87250
= Grand Total £22 105 54

Figure 445 - see all data

Click the Number 3 in the top left corner to see all the data.

144 Remove subtotals

When you have finished working with subtotals or if you want to see the data totaled by different
columns, remove the current subtotals. The data returns to a list and you are now free to re-sort it or

get on with something else.

14.4.1 Remove subtotals

otal LT
fd4E £A 0L £40%) 04

al Subtotal ? n

At each change in:

item v
tal  Use function:
Sum v)
Agd subtotal to:
|l Area -

Number Sold

|| Cost per ltem

Bssies |
W1 (7 Replace current subtotals

[] page break between groups

[+] Summary below data

emovean | [ o || cance

ST EENT e

Figure 446 - remove when finished

1. Click inside the data - if you don’t Excel will not recognize the subtotals and will not be able
to remove them

2. Click on Subtotals
Click on Remove All
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15 Apply conditional formatting

15.1  Conditional formatting

Conditional formatting is another one of those really handy tools. Format your data so that you can
highlight all entries over a certain value, or below a certain value. Use fancy formatting to show data

that matches your criteria. There are several types of Conditional Formatting to choose from.

« Highlight Cells Rules - pick this to show cells that match a particular number/text value/date.

o Top/Bottom Rules - pick this one, for example, to find the Top 10, Top 10%, Bottom 10 or
Bottom 10%.

o Data Bars - these shade the cells based on top and bottom values, so the greater the value
the more shading in the cell. You can pick the colour scheme to suit.

o Colour Scales - use Colour Scales to apply a scale from smallest to largest and set what
each colour means.

o Icon Sets — Use Icon Sets to show crosses and ticks, traffic lights etc as symbols in the

highlighted cells.
360°
Deloitte
Discover the truth at WWW.dClOittC,Ca/CarCCI‘S © Deloitte & Touche LLP and affiliated entities.
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Apply conditional formatting

15.1.1  Highlight cells rules
ap Test Cumency |_-F:\ £ _‘,4 Currency 2 Percent 2 Normal
trge&Center - |5 -9% 0+ W0 0 wfurr:::'y Good Neutral )
by 2 im fighight Cels Rules » _. Sl
H | J I f}c Top/Bottom Rules  » =4 hess Than
m Sales ]
£1.90[£1.208.40) F Data Bars v EH Between.
£1.90/ L
::2 = Color Scales . L1 Fqual To—
£195/€1, =
:;3 iy Jeon Sets » | [y Tewt that Containe..
£250| £860.00 i
£2 501 Bl Hew Rule = A Date Occurring_.
£2 50/ €1, (17} v l
:: ﬁ : F Duplicate Valses...
£1.90 =
£0.85 More Rules
£1.00
£0.85
£0.85
£190
Figure 447 - apply a rule to highlight cells
1. Select the cells to which you want to apply the formatting
2. Click on Conditional Formatting
3. Click on Highlight Cells Rules
4. Choose Greater Than
15.1.2  Add the criteria
nll: Are; Categ;ry Item Number.Suld
asgow  MNoth  Hot Dinks  Cappuccino 636
eds Morth  Hot Drinks  Cappuccino 384
inchester North  Hot Drinks  Latte 948
eds North  Hot Drinks  Latte 153
inchester Noth  Hot Drinks ~ Machiato 876
adon ™ kot Diimlen_Rdanhinka 3
ndon Greater Than
asgow
asgow || Formatcels that are GREATER THAN:
:L:Shsslt_ 500 5| with i REd Fil
| ncheste
ncheste g
ndon S S S =
asgow  Noth  Cold Drinks Apple Juice 170
th South  Cold Drinks Coca Cola 654
th South  Cold Drinks Coca Cola 118
South  Hot Dnnks  Cappuccino 997

|lh

Figure 448 - what criteria should it highlight?

1. Type in the criteria you want to match - in my example I am looking for cells where the

value is greater than 500

2. Pick one of the formats — I have left it at the default format of Light Red Fill with Dark Red

Text (you can pick a different one or create a custom format)

3. Click OK
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15.1.3  Remove conditional formatting

J [ curency 2 Percent 2 Normal
{#] >
o |Conditionsl Format 2s  Good Neutral i
Formatting= Table -
Rl Styles
“| Highlight Cells Rules »
s
) Top/Bottom Rules  + N o p a

E Data Bars »

= .
= | Color Scales »
= s
lcon Sets
Hew Rule
[# Clear Rules '

Izl Manage Roles..

Figure 449 - clear conditional formatting when done

Highlight the cells with the formatting

Click Conditional Formatting

Select Clear Rules

Make a choice of Clear Rules from Selected Cells or Clear Rules from Entire Sheet

Ll

15.2  Top and bottom rules

 Wiap Test Curmency [, B [Commcy2  Pwcwt2 o
vge & o <y 2 |CondEesl Foemat = | Good Neutral
Formatting= Tabie -
[ . sty
| Highlight Colh Rades.
G H I J T Yol pottom fuker  + B Top 10 o a
per Ram Saiws
£1.901£1.208.40 It Bars v | HE fag 1w
€190 ETIS 60 Elow %) Toe
£1.85| E1,753.80 o
€185 £283.08 | ok Seses + | ] Bottom 10 inemms
£ 95 L1, 70820
£250] £860.00 =
£2 50[5 500,00 P T —
£2 50| £1,640.00 3 Clear Rube N I
£1.99] EMTTS )
£1.00( E120.00 ¥ B hgreage
£1.90| £1,328 10
£0.85| £632
£100] E170.00

Figure 450 - top 10, bottom 10 etc

1. Select the cells
2. Click Conditional Formatting
3. Click on Top/Bottom Rules
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15.2.1  Add/pick criteria

ey Lame 20
ot Drinks__ Latte 153
q Topiohems  ? HEM
| 1| Fomat cefts that rank im the TOP:
W
8| J2 5 whn | Ught Red P wan Dark Red Tent |v
u
| W oK Cangel
i
| ot Danks  Amencanc ]
old Drnks range Jice 2%
o Orinks  Ancle uice 170

z103
£185
E1.95
£195
25
£250
£250
£250
£199
£1.00

CE190

£0.85
£100

Figure 451 - set criteria

I picked Top 10 Items
Click OK

Teumber ol
H
3

SBEER

=F'

SESREZE

170

Lost pef mEm  Saws
€190 £120840
£180 ETH60
£185 E1.753 80
£185 £28305
£195 £1.708 20
£195 £109.20
£250 £B4250
£250 £86000

. E250 £500.00
W E250 £1610.00
£199 L4775
£100 £12000
£190 £1.328 10
£085 £532.10
E100 £170.00
E0B5 E£555 %0
€085 f10030
£1.50 £1,684 30
£195 E1.768 65
£185 £45355
£190 £21280
£250 £1.41250
£2 50 £2.34500
£250 £37250
£199 £1622 84
€085 £418 30
£190 £1,026.00
£190 £10%8.20
£185 £B2695
£185 £1.21545
£1.90 £1.T1380

Figure 452 - top 10 values formatted

In this case, the Top 10 values have been formatted.

Try out the other options in the list and see what results you get.
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15.3 Data bars

Data bars will shade the cells according to their values.

15.3.1  Apply data bars

" - B WapTet Currency - [EI _._4 Curency 2 Percent 2 Normai Bad
ES Men . [, g v o+ % [Condiionsl Formatass | Good Neutral Calcutati
. [ Merge & Center % ] o m
Abgnment n Number n Styles
<) Highlight Celh Rules »
a H i J T Tow/BottomRukes » | o P a R
Cost per Rem 2:;3
3% £180 4 ] ¥
B4 £1.90 EET29.60 I | enid
| w48 £1.85 BNTS3 30 =
53 £1.85 0 £283.05 | Color Scales
% £1 55 EALT08 20
56 £195] £109.20 p—
ar £2 50 IEEB42 50
44 £2 50 IEEB60.00
00 £2 50 E1£500.00
[ a1 £2 50 IE0810 0
25 £1.99 FE447.75
20 £1.001 £120.00
99 £1.90 40328 10
2% £0.85 HE532 10
70 £1.001 £170.00
€ en oz wccee nn

Figure 453 - data bars fill the cells with colour

Select the cells you want to use
Click Conditional Formatting
Click Data Bars

Select the colour scheme to suit

Ll A

You will see the colour applied to the selected cells.

oy,

N g s
A

W [

0 ST S ¢ A
T WANT TO CHANGE DIRECTION,

THE WORLD. g

GOT-THE-ENERGY-TO-LEAD.COM

We believe that energy suppliers should be renewable, too. We are therefore looking for enthusiastic
new colleagues with plenty of ideas who want to join RWE in changing the world. Visit us online to find
out what we are offering and how we are working together to ensure the energy of the future.
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o AR =
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15.3.2  Remove conditional formatting

Select the cells with the formatting
Click Conditional Formatting
Click Clear Rules

Select Clear from Selected Cells or Clear from Entire Sheet

L e

154  Colour scales

Colour scales apply shading to cells using a predefined scale of colour from hot to cold or within a

colour palette.

15.4.1  Apply colour scales

190 NSRS
1250 £141250

Figure 454 - colour scales are great for presentations

Select the data to which you want to apply the format
Click Conditional Formatting
Click Colour Scales

Select the colour scale you want to use

Ll

The format will be applied.
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15.4.2  Remove conditional formatting

Wrap Text Currency - | ?’_ [#%# | Cumency 2 Parcent 2 Normal Bad
.o » o Conditional Format as  Good Neutral
Formatting®  Table -

Humber Styles
“| Highlight Cells Rules *

| Merge & Center -

T | Top/Bottom Rules
Data Bars

Color Scales v

lcon Sets

Figure 455 - clear conditional formats

Select the cells from which you want to remove Conditional Formatting

Click Conditional Formatting

Click on Clear Rules

Choose whether to Clear Rules from Selected Cells or Clear Rules from Entire Sheet

Ll e

By 2020, wind could provide one-tenth of our planet's
electricity needs. Already today, SKF's innovative know-
how is crucial to running a large proportion of the
world's wind turbines.
Up to 25 % of the generating costs relate to mainte-
nance. These can be reduced dramatically thanks to our
stems for on-line condition monitoring and automatic
jcation. We help make it more economical to create

Therefore we'need the best employees who can
eet this challenge!

Tﬁf Power of Knowledge Engineering

i

&
ngineering.

Plug into The Power of Knowle‘
Visit us at www.skf.com/knowled"gy
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15.5 Icon sets

Icon sets can be used to really jazz up your data. Use them when you need to show a visual image —

useful when the data is added to a presentation.

15.5.1  Apply icon sets

Curency o i3 % |Cumncy2  Percem2 Normal Bac
%

20 Merge & Center = - = 95+ %8 4 CondtioaM Format = | Good alculat E:
Formatting= Table -

" Highlight Celis Rules +

Fo) Ton/Botiom Rules H o = o -

o8t pef ltem Sales
£1.30 ; Data Bars
£1.50 QET29.60
£1.85 Coumney e
E185 DEZBI0S | Cotor Seales
£195 Crasnss
£195 @E109.20 BE
£250 06842 50 BE ’
£2 50 & £860 00
£2.50 ©£500 00
£ 50 gesssss
£199 QEMT TS
£1.00 ©D£120 00
£1.90 Omsdmia
E0.B5 DESIZ 10
E1.00 OE170.00
£0.85 @E555. %0
E0.BS DE100.30
£1.90 Gespsin
£1 95 OewRmie oz
£185 OE49095
£150 OE212.80 60 R
£2 50 (wmawmas -0 " -
£2 50 Geseres vV N 3 symbols iCieced)
£2 50 QE3T2 50 Ratings | Chocses Ao racresat
£1.99 Graween \
£0 85 ©£418.20
£1.90 GRikned *IDPCO wll al ol

£ T
£1.90 BEEE

£1.85 DEBXG 95
£1 85 OesReEe
£1 590 Gaswmie

Figure 456 - icon sets add fun to a dull spreadsheet

Select the data to which you want to apply Conditional Formatting
Click Conditional Formatting

Click on Icon Sets

Ll

Pick the Icon Set you want to use

You may notice hash symbols in some of the cells - the reason for this is that the column is not wide

enough to display both the values and the icon. To rectify simply re size the column width.

15.5.2  Show the icon only

There may be times such as when adding the data to a presentation, or showing it to your boss, that you

want to hide the numbers and just show the icons.

In order to do this, you will need to edit the rule.
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15.5.3  Edit the rule

i =

c g Rules Manag * I
ihwrmuﬂ-lar Cument Selection - |
[ qumwlj;égm:m... X Delete Rule
PRule (spplied in order she i Format Apples to Stog If True

Figure 457 - edit the rule here

Select the data with the rule applied

Click Conditional Formatting

Click Manage Rules (near the bottom)

In the dialog box click on the rule you want to Edit (1)
Click Edit Rule (2)

ook

With us you can
shape the future.
Every single day.

For more information go to:
WWw.eon-career.com

Your energy shapes the future.
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15.5.4  Edit formatting rule dialog box

Edit Farmatting Rule * El
aelect & Pule Type

= Format #l cels Based on rew wahie

= Format only celly that contain

= Format only 1op or bottom ranked values

= Formut sriy valust that see s3ove or Betw Svarags
= Format oty unigue o duplicate value,

= e o Pt o Sebermrst whith oo 1 feemat

Esit the Ruie Descriptian:

Format a8 cells Based oo Bk vabues:
Fimat Strie o Sets

Igen Style

eCe
Dinplay each icon actording 18 hese rbee |
koo T e Trpe
@ |~ wnnases vl e ) Pecet
when « £7 and 2o vl 1 W Peeet v
@ |~ whenenm

Figure 458 - change elements of the rule

This is where you can change different elements of the rule such as changing the icons used or how
they work.

1. For our purposes — check the box Show Icon Only
2. Click OK

3. Then click OK again

Figure 459 - here are my icons

Back in the spreadsheet the data has gone and only the icons are showing.
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15.5.5 Remove conditional formatting

; Lt_ij, '-} Currency 2 Percent 2 | Hormal
i i o
4 | Conditional Format as | Good Neutral | Calculatic
ERRNRNES Tabie -
(A =] Styles
[-r«— Highlight Cells Rules *
e
?3 Top/Bottom Rules  » i
E Data Bars g
[=] Calor eales
B
Lj lcon Sets
[E Hew Rule.
{7 Clearyles v Clear Rules from Selected Cells
[ Manage Rules.. Clear Rules from Entire Sheet

Figure 460 - clear conditional formatting

. Select the data with the formatting

. Click on Conditional Formatting

. Click on Clear Rules

. Choose from Clear Rules from Selected Cells or Clear Rules from Entire Sheet

BNW N
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15.6  Clear rules

When you have finished presenting your data, you may want to remove the conditional formatting.

Here is how.

15.6.1  Remove conditional formatting

| P' # | Currency 2 Percent 2 Normal

LEZ s
oo [Canditional Format as | Good Neu ila
Formatting=  Table - |

Styles
- Highlight Celis Rules »

FHIE Top/Bottom Rules  »
10

; Data Bars v |

Figure 461 - clear rules from selection or entire sheet

Select the data with the formatting
Click on Conditional Formatting
Click on Clear Rules

Choose from Clear Rules from Selected Cells or Clear Rules from Entire Sheet

L A

15.7  Use a formula to control conditional formatting

To add conditional formatting to show a range of colours — where a cell has a value greater than 100%

turn it green, where it has a value less than 90% it is red and if in between it is amber.
15.7.1  Change the colour fill
B C D

1 102%
2 60%
3

356 95%

Figure 462 - use a formula in conditional formatting

Here I apply the conditional format to the cells in column B. I tell them to look at the cell in column C

and depending on the percentage shown, the colour will change.
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I apply three formats to the cells one on top of the other.

=$Cl1>=1 - if C1 is greater than or equal to 1 the format goes Green
=$C1>0.9 if C1 is greater than 0.9 the format is amber
=$C1<0.9 if C1 is less than 0.9 then the format goes red

15.7.2  Apply the first condition

T
londitional Formatas Cell
prmatting® Table - Styles-
{51 Highlight Cells Rules +

I ?'1'o= Top/Bottom Rules  +

Data Bars »

& Colo !
{55 | Color Scales

lcon Sets "

Figure 463 - set first condition

Select the cells to which you want to apply the conditional formatting and then click on Conditional

Formatting and select Manage Rules.

15.7.3 Addarule

----- [53 it Rule... < DeleteRule  « ¥
F Ger sthown)  Format Applies to Stop I True
Formuls: =5C1>=1 DRGEREE A -cosses: W O
Formula: =5C1209 AaBbCeYyZz 58515853 = O
| Formula: =SC1<0.9 | I = O

| | ¥ oK Close

Figure 464 - add a rule

1. Click New Rule
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15.74 Use a formula

elect & Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or battom ranked values

= Format only values that are above or below average
= Format only unigue of duplicate values

= Use & formula to determine which cells to format

Edit the Rule Deseription:
| Format values where this formuta is tue:
=5C51»=1

. I ()

oK Cancel

(]

Figure 465 - set the formula

2. Type in the formula you want to use in this case
3. Format the values where this formula is true — CI is greater than or equal to 1

4. Click the format button (1) and set the format of the cell to a fill of green

15.7.5 Format the cell

| Number | Font | Border NO
Background Golar: Pattern Color
Mo Color Automatic vl
u IIIII?I@ Evtern St .
v

Ll
LR
om -

Fill Effects... More Colors...

Sample

Cleag

m ok || Cancel

Figure 466 - choose the formatting

1. Click on Fill
2. Select the colour
3. Click OK

15.7.6  Repeat for the other conditions

Go back and add the other two rules to the selected cells.

Remember when creating the rules to make sure that only the column reference is fixed, otherwise as

you copy the format down the column, it will not work correctly.
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16 Sparkline charts

16.1  Sparkline line chart

Spark lines are small charts of the data that are displayed in one cell. They print with the worksheet so

they are always visible. Spark lines can help you see a picture of how your data is performing.

I have a spreadsheet with Average Temperatures for the UK in each month for the years 2001 to 2013.

I now want to see some charts to give me a visual of the numbers.

16.1.1  Data without spark lines

A B C D E F H 1 K L M N
Colendarmonth 2001 2002 2003 2004 2005 2006 2007 2008 2009 2010 zu 2012 2013
January 39 6.1 49 5.5 6.4 45 6.9 6.4 33 15 39 5.5 39
February 48 7.2 45 5.6 45 4.2 6.0 5.4 44 28 6.3 44 34
March 55 76 7.8 6.6 72 5.0 71 6.1 6.9 6.1 6.8 85 30
April 7.8 9.4 95 96 88 8.5 11.2 79 9.7 89 117 7.3 74
May 124 119 121 12.1 11.2 118 11.9 13.0 119 108 123 116 10.6
June a0 14.3 15.9 15.3 15.4 15.8 14.9 14.0 14.8 15.3 14.0 13.6 13.9
July 16.7 159 17.5 15.7 16.6 153 15.2 16.3 16.2 17.0 153 154 18.2

! August 16.7 17.0 18.0 17.4 16.1 16.2 15.5 16.2 16.6 15.3 15.4 16.6 16.9
September 14.1 145 143 148 15.0 16.4 139 135 14.2 14.0 15.1 13.2 139

! October 13.6 10.3 9.0 10.6 13.0 128 11.0 9.8 11.5 10.4 124 9.5 125
November 79 88 84 8.0 6.4 8.1 15 70 84 54 25 6.7 6.4

i Dy kb 4.1 6.0 5.0 5.7 48 6.4 5.0 3.7 3.1 0.3 5.9 4.8 6.4
10.1 10.7 106 10.6 10.5 10.7 10.5 9.9 10.1 89 10.7 98 9.7

Figure 467 - data without sparklines

I am going to add the spark lines in a new column in between the month and the first column of numbers.

So the first job is to insert a new column between Column A and Column B.
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16.1.2  Create a line spark line

“ HOME  INSERT  PAGELAYOUT  FORMULAS  DATA
- AR T

. Syhpps - TR

3 [January 33 15 39 i

4 |February ___ 44 28 63 A

5 [March 63 6.1 68 85

& |april 9.7 88 17 73

7 |May 1.9 108 123 16

& [lune 148 153 140 &z

9 [iuly %2 170 153 1

10 |August 166 153 154, 1€

1n 164 142 140 151 32
12|October 35 | 130, 128 110 98 ns 104 124 95

13 November 79 88 84 80 64 81 75 7.0 84 54 35 6.7

14 |December 4.1 6.0 5.0 5.7 48 6.4 50 3.7 31 0.3 59 48 64
10.1 10.7 10.6 106 105 10.7 105 9.9 101 89 10.7 98 9.7

Figure 468 - create a spark line
I have added the empty column and it is the new Column B.
1. Select the data that will be shown in the spark lines

2. Click on the Insert Ribbon Tab

3. In the Spark Lines Group click on the type of spark line you want to create — in this example

I will select Line
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L]

years but... »
...I finally
learned to
speak it in jus
Six lessons”

Jane, Chinese architect

OUT THERE

Click to hear me talking

before and after my

" unique course download
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16.1.3  Select the location for the spark lines

Create Sparklines ? “

Choose Lv'! data that you want

.~

|72

|

Data Range: | (3:014

i . P18

(Choose where you want the sparklines to be placed

Location Range:

N
el e

[ oK Cancel

o R
nigin

10.3 9.0 10.6 13.0 12

Figure 469 - set location for the sparkline

Sparkline charts

1. In the dialog box that pops up, confirm that the data range is correct - it should be as you

selected it! (1)

2. Then select the range of cells where the spark lines will be placed. You can click the small

box to the right of the Location Range (2) to collapse the box and enable you to select on

the spreadsheet.
3. Click OK

16.1.4  Spark lines appear

Figure 470 - sparklines appear!

Here you can see the spark lines in Column B.

It is possible to edit the spark lines to make them a different colour, show High, Low, First, Last Points

and set the marker colour.
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16.1.5 Change spark line style

Book? - Excel SPARKLINE TOOLS

DATA REVIEW VIEW ACROBAT L

Figure 471 - change the style

1. Click into the spark lines on the spreadsheet
2. Select a different style from the Style Box

16.1.6  Show markers on spark lines

Figure 472 - add markers

To show markers, tick the boxes in the Show Group for the markers you want to see, a sample will be

shown in the Style Group so you can see what it looks like.

American
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16.1.7  Edit markers

= b Sparkiine Color -

L
—
« g Markes Color =
l.£ Negatree Points ¥ =«
2 Markers v
[# High Point »
!iﬁ »
= '
z »
33 15
4.4 2.8

.
41 Ungroup
Axis
& Clear ~
Group

Theme Colors

LU LLL LT

Standard Colors
R ifEEEER

& More Colors.

123 116

6.9 6.1
9.7 8.9
119 10.8
Figure 473 - edit

the markers

To change the colour of the markers so that they show up on the spark line easily:

1. Click on Marker Colour
2. Select the Marker to change

3. Choose a colour

16.2  Column spark lines

Sparkline charts

Here is the same data with column spark lines instead of line. Create them exactly the same way, just

click on olumn Spark line.

16.2.1  Column spark line
PHY 3" Book] - bucel
Bl rove  nssmr pacELavOUT  FORMULAS  DATA  REVIEW  VEW
— = zz= B - -
5 @ LI = v ap g
‘ot Table Recommended Table Pictures Online i Recommended
PuvetTables P 4 B Mydeps - T B S- Lo
Tables ustrations Appi Charts
83 - £

ACROBAT DESIGH

- » 1 =ia1]
' PwotChat  Map  Power L

Tours  Reports

v o
Sheer Timeline  Hyperfink

7 o

Sheliey Fih
4 T Equation ~

£ Symbal
Test

Figure 474 - sparklines as columns

Edit the column spark line in exactly the same way as the line spark line.
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16.3  Creating a win/loss spark line chart

Sparkline charts

Setting up a win/loss spark line is a little different. The data sets upon which it is based consist of -1, 1,

and 0 for no line. So your first job is to set up the data.

I have picked July and August temperatures and put a -1 in the cell where one month was lower and

a 1 in the cell in which the corresponding month was higher. So in 2001 July had a lower average

temperature than August.

16.3.1  Data for win/loss spark line

uly -1
\ugust o 1

Figure 475 - set the data first

Negative numbers signify a loss and positive numbers a win.

particular column put a 0 in there.

16.3.2  Win/loss spartkline

If you don’t want to show anything for a

il 78 94 2 7.9 9.7 89 117 73 7.4
¥ 124 119 Eroms Somioes = 13.0 119 10.8 12.3 116 10.6
. 14.0 143 el s S St o 14.0 148 153 14.0 136 139
L] 16.7 159 Dota Range:  CEROTH ™ 163 162 17.0 153 154 182
gust 16.7 17.0 16.2 166 15.3 154 16.6 169
stember 141 145 s wisewe s ot e sy by ot plecedl 135 14.2 140 151 13.2 139
taber 136 103 \ocation Range:  SESIESESIY & 9.8 115 10.4 124 9.5 125
vember 7.9 88 7.0 8.4 54 5.5 67 6.4
member a1 &0 oL Cancel 3.7 31 0.3 59 48 6.4
10.1 10.7 39 10.1 89 10.7 58 9.7

1 -1 1 1 -1 1 1 1 1 x 1 1 o

gust 1 1 1 1 1 1 1 1 1 -1 -1 1 1

Figure 476 - win loss sparklines are a bit different

The steps are the same:

ook D

Click OK
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16.3.3  Spark lines appear

luly
August

Figure 477 - here they are

In this image, positive numbers are showing up in Blue and negative in Red

16.4  Remove a spark line chart

You may want to remove the spark lines from your spreadsheet once they have served their purpose.

16.4.1  Remove a spark line

Figure 478 - clear a sparkline

1. Click in to the cells where the spark lines appear
2. Click on Clear

3. Make your selection based on whether you are removing a single spark line or a whole group.
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17 Text functions

17.1 Text functions — an introduction

Text functions in Excel allow you to change the formatting of text, join text up, split text down and lots
of other things. In this chapter are some of the text functions that are particularly useful when working
with data.

Imagine you have imported data to Excel from another source and it has come in with leading or trailing

spaces, use the trim function to remove them.

You have a volunteer at your organization whose job it is to input names and addresses from a written

list into a spreadsheet. They forget to use a first capital letter on the name field, use Proper to rectify this.

If the Post Code should all be in UPPER CASE and has been typed in lower case or a MiXture - you
can use UPPER to make all text in Upper Case and the Lower function will turn text written in UPPER

case to lowercase.

The Mid, Left and Right Functions, allow you to pull out a specified number of characters from a text
entry from the left, the right or the middle of the text.
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Working with a database, you may have a First Name field and a Last Name field, however when writing
to your list or creating labels for an event, you require a Full Name field. Use the Concatenate Function

to join two fields together.

17.2 Concatenate

If you keep your contact list in an Excel spreadsheet you may well have it listed in columns such as First
Name Surname etc. You really need a column called FullName and Excel can populate this for you using

the Concatenate function.

17.2.1  Data ready to join up

A B C D
'_I_FirstNarne Last Name FullName Date Joined Email Address
2 JJohn Smith 12/01/2014 |
3 Diane Lister 12/01/2014 ¢
4 |Lisa Jones 13/01/2014 | rainingsurgery.com
5 Jessica Rabbit 13/01/2014 |¢
6 Bugs Bunny 13/01/2014 b

Figure 479 - set the column up first

I have added the FullName field to Column C

A B C D
1 First Name Last Name FullName Date Joined Email Addr
2 |1ohn smith  [=cor] | 12/01/2014 john@s

3 |Diane Lister | e
4 Lisa Jones | ¥ CONFIDENCE. NORN
5 |Jessica Rabbit | el CONFIDENCET

| @ convert

& |B B
% RS L | i, CONFIDENCE

Figure 480 - start the function
As this is a function:
1. Type an = sign

2. Start to type Concatenate — Excel will pop up a helpful tip on screen, double click with the

mouse over Concatenate (it save typing it all in !)

Download free eBooks at bookboon.com

155


�1QW.�/#fT#q�����H�

Excel 2013 Core: Advanced Text functions

17.2.2  Build the function

2 - X Jo  =CONCATENATE[AZ&""&
4 B C ONCATENATE(text!, [text

! First Name Last Name FullName Date Joined Email Address

2 [iohn ISmith  |-CONCATENATE(A28" "882

3 Diane Lister 12/01/2014 d

4 |Lisa Jones 13/01/2014 |i

5 Jessica Rabbit 13/01/2014 |¢

6 |Bugs Bunny 13/01/2014 b

Figure 481 - build the function
Inside the brackets you must add instructions to tell Excel what to do.

1. Click on the first cell to add - this is the First Name cell A2

2. Then type an & - this tells Excel we are going to add something to cell A2

3. Now I really want a space in between the First Name and Last Name so I have to let Excel
know this - type “space bar” a space surrounded by double quotation marks. Whenever text
goes inside a formula like this it goes inside double quotation marks.

Then type another & - to add something else

Finally click on the second cell reference -B2 in this example

Close the brackets

N e

Press Enter

This is what you see in the formula bar =CONCATENATE(A2&” “&B2)

Next you can use auto fill to copy it to the rest of the cells in the column

17.2.3  Copy to the rest of the cells

] C
1 |First Name Last Name FullName Da |
2 llohn Smith John Smith
3 |Diane Lister
4 |Lisa Jones
5 |lessica Rabbit
6 |Bugs Bunny

Figure 482 - copy it down

Now I have a full list of FullName.
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17.3 Trim

Remove leading or trailing spaces.

17.3.1  Data with leading and trailing spaces

A B C D
1 Import | Trim Value
2 | Helen
3 | Jane

m
&

4 | Norman
5 | Edward
6 | Jackie
7 | Tom

8 |Ellen

9 Joseph
10 |Jamice
11 [Joshua
e

i1|

Figure 483 - data all wrong

In this list you can clearly see that there are some leading spaces and if I were to sort this list anything

with a leading space would be at the top of the list so not a good sort.

SMS from your computer
...oync'd with your Android phone & number
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r:“"m‘h’mwm;;:-éwu AT dirs R oG- .
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and start texting from
your computer!
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17.3.2  Trim function

A B c D
1 Import _ Trim
2 [Hemn I=TRIM{~2) T ]
3 [Jane TRIM{text) | ~
4 | Norman
5 | Edward
6 | Jackie
Tom
Ellen
Joseph
0 [Janice
1 |Joshua

w o~

Figure 484 - type in the formula

In the column next to the one to trim

Type an = sign

Then start to type Trim - a label will pop up which you can double click to select
Click on the cell to trim - in this case A2

M

Press Enter

17.3.3  Copy to the rest of the column

[=]

1 Import
Helen
Jane
Norman
Edward
Jackie
Tom
Ellen
Joseph
10 | Janice
11 |Joshua

(PR NE - N R e

Figure 485 - copy down

You can now use auto fill to copy this formula to the rest of the cells. Note that the leading spaces have

gone and everything lines up.

However there is one more step to make sure that the data is nice and clean. I want to remove the formula

and keep just the results. I will use Paste Special to do this.
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2 | Helen

1 Jane

4  Norman
5  Edward
6 | Jackie
T | Tom

8 Ellen

S Joseph
10 Janice
11 Joshua

2
13
15
15

:Jan?

! MNorman
iEdward
Hackie
Tom
'Ellen
Hoseph
Wanice

Text functions

Figure 486 - Paste Special to the rescue

Select all the cells
Right click and Copy

A

Then Click into the first cell where you would like the results to show up
Right Click and choose Values from the Paste Options - this pastes the result not the formula

Press Enter. As the whole range was selected all the values are pasted.

You can now cut and paste the values into the original cells keeping the data nice and clean.

174  Upper

Upper case converts text to Upper Case. Simple!

17.4.1  The upper function

1 MNames

lana

2 =UPPER{A2)

C D E F G H

Upper Lower F‘lup;r
iHELEr-E_I

Figure 487 - convert text to Upper Case

Type an = sign
Type Upper

R

Press Enter

Click into the cell which will hold the changed text

In the brackets click on the cell with the wrongly formatted text

See your text change to upper case. Now use auto fill to copy to the rest of the cells.

Download free eBooks at bookboon.com

159


�1QW.�/#fT#q�����H�

Excel 2013 Core: Advanced Text functions

17.5 Lower

Lower case is handy if you forget to turn off the Caps Lock key. It turns all text to Lower Case.

17.5.1  Lower function

fe =LOWER({C2)

C D E F
Upper Lower
HELEN [helen ]
JANE
NORMAN

Figure 488 - convert text to lower case

Click into the cell to hold the newly formatted text

Type an = sign

Type Lower

Inside the brackets click on the cell to change (C2 in my example)

ook D

Press Enter

Now use auto fill to copy it to the rest of the cells in the range.
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17.6  Proper

If you left the Caps Lock key on, and want to reformat text to have an initial capital letter, then use

Proper. It works on all lowercase too.

17.6.1  Proper function

E F G

Lower Proper
helen Helen |
jane

norman @
edward

jackie

tom

allen

joseph

janice

s

Figure 489 - convert to first capital letter

Type an = sign
Type Proper

M

Press Enter

Click into the cell to hold the newly formatted text

Inside the brackets click on the cell to change (E2 in my example)

Now use auto fill to copy it to the rest of the cells in the range.

17.7  Right

The Right function allows you to pick up and extract as many characters from the right of a cell as you

specify. So if you want to extract the last 4 letters, it would be =Right(A2,4)

17.7.1  Right funtion

RIGHT(G2,4)

Lower

halen
jane

Proper Right
Helen alen |

Figure 490 - pick characters from the right

Type an = sign
Type Right (

Type a , (comma)

SR A S o o

7. Press Enter
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17.8  Left

The Left function allows you to extract a number of characters that you specify from a cell.

17.8.1  Left function

1.
2.
3.
4.
5.
6.
7.

The Wake

the only emission we want to leave behind

=LEFT|G2,3)
F G H
Proper Left

Helen Hel

Figure 491 - extract number of characters from the left

Click into the cell where you want the answer to display
Type an = sign

Type Left (

Click on the cell to extract from (G2 in this example)
Type a, (comma)

Type the number of characters to extract (in our case 4)

Press Rnter

e ontlET.
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179 Mid

The Mid function picks up a number of characters that you specify from the middle of a cell. You tell

the function where to start from and how many characters you want to extract.

179.1  Mid
W
Bl
Figure 492 - extract from the middle

1. Click into the cell where you want the answer to display
2. Type =Mid(
3. Click on the Cell you want to extract from (C2)
4. Type a comma
5. Type where Excel should start from (in this example from the second character)
6. Type a comma
7. Type the number of characters to extract (3 in our case)
8. Press Enter
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18 Quick analysis

18.1  Quick analysis

Quick analysis is a new feature in Excel 2013. Quick analysis looks at the data you have selected and
offers you various options to analyze and summarize the data. Once you get used to using it, you will

wonder what you did before!

FORMATTING | CHARTS | TOTALS | TABLES | SPARKLINES
= I ol

DataBars  Color conSet  Greater Top10% e
Scale Than Format

Figure 493 - various quick analysis options
There are five main types of analysis and within each type you will be offered more options.

Formatting - here you can find various conditional formats — Excel will guess which are best suited to
the data selected

Charts - A selection of charts will be suggested

Totals — Various calculations

Tables — A selection of tables will be found here

Spark lines — Excel will offer you spark lines to be added to adjacent cells
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18.2  Quick analysis Formatting

18.2.1  Formatting

Coffee Sales

| Americano -
:Cawudm N so

Latte |

Mochaccino IS @

-

2 CHARTS | TOTALS | TABLES | SPARKLINES

E W B B B B

Data Color lcon Set  Greater  Top 10% Clear
Scale Than Format

O B

Conditional Formatting uses o highlight interesting data
it

Figure 494 - format data quickly

1. Click the Quick Analysis Smart Tag
2. Click on Formatting
3. Choose from the formats offered — Excel will preview the chosen format on the selected

data so you can flip between them before making a decision

See the light!
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18.3  Quick analysis totals

With the totals quick analysis you are offered a selection of functions that can be performed on the data.

Choose whether to add them underneath the data or in a column to the right

A

2|

3 |Americano
4 Capputino
5 |Latte

6 Mochaccing
7 Sum

]

]

1 CoffeeSales

75
50
26
80
231

Q
£ 0)

FORMATTING

Sum

CHARTS

TABLES

B EEEE R,

ge Count %Total Running

SPARKLINES

Sum

Tatal

Formutas automatically caiculate totals for you.

17

Figure 495 - quick summaries

Select the data

Click the Quick Analysis Smart Tag

Click on Totals

Choose the type of total you want to add — Here I selected a Sum note that Excel added a
total row to the data with the word Sum and also added the formula to the data

L .
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18.4

Select the data

Click on Charts

Ll A e

on it

Quick analysis Charts

Chart Title

20
| 1%
| &0

10
| o I .
| Amercano Cappucing Latte Mochaccing
| B

FORMATTING | CHARTS | TOTALS | TABLES | SPARKLINES

e i == 2
| s ® & p
Clustered Pie Clustered Mare
Column Bar Charts

Recommended Charts help you visualize data

17
e

Figure 496 - charts are offered too

Click on the Quick Analysis Smart Tag

5. The chart is then placed on the spreadsheet — see below

A B C D E F G
1 Coffee Sales
£ Chart Title
3 |Americano 75 &
4 Cappucino 50
5 |Latte 2% i
& Mochaccino 80
7
B

Americana Cappucing

70
&0
50
40
30
20
10

o

Latte

Mochaccing

Figure 497 - chart
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18.5  Quick analysis Tables

Instead of selecting the data and choosing Format as Table from the Home Ribbon you can use quick
analysis to get a standard table or a quick pivot table

1 LorTee Sales

item [l Total Sales [
75

Americano
Cappucino
Latte
Mochaccing

g

FORMATTING | CHARTS | TOTALS 1@ SPARKLINES

=== 7

Tabl, Blank
®\:.ITgb|C
Tabies hell you som, filter, and summarize data

Figure 498 - quick tables

Select the data

Click the Quick Analysis Smart Tag
Click on Tables

Ll

Click Table and a preview will be placed over the data - click to insert

If you choose Blank Pivot Table, you will find a new blank pivot table inserted on a new worksheet ready
for you to build
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18.6  Quick analysis sparklines

Get Excel to add spark lines directly from the Quick Analysis Smart Tag

A B (8 u £ r G H
Coffee Sales

Item Jan Feb Mar
Americano 75 95 134 - @
Cappucing 50 75 &7 -
Q:
80

1

2

3

4

5 Latte —

6 Mochaccing 100 S0l 5

T

8 . L — L 4 1] = -
IQ[) FORMATTING CHARTS TOTALS TABLES SPANI@

12 wh e

Lir{~ Column  Win/Loss
14 1
H
16 Sparklines are mi arts placed in single cells,

|
b L)

Figure 499 - quick sparklines

Select the data
Click the Quick Analysis Smart Tag
Click on Spark lines

Choose the spark line that you want to use

M

Spark lines will be added to the adjacent column

Struggling to get
interviews?

Professional CV consulting & writing assistance
from leading job experts in the UK.

N Take a short-cut to your next job!

'l-«u UJ Improve your interview success rate by 70%.

TheCVagency

Visit thecvagency.co.uk for more info.
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19

19.1

Macros

What is a Mmcro

Macros

A macro is a recording of a series of tasks. Usually repetitive things that can take time and follow the

same sequence of events. By recording them into a macro the whole sequence can be performed at the

click of a button. For example if you always want to change the spreadsheet to landscape and print three

copies — record a macro add it to a button and hey presto just play it back each time.

19.1.1

Developer ribbon

Excel Options

., Customize the Ribbon.
H
Choose commands from:
Popular Commands w

Linca 11 All Chart Types... -
Borders
Calculate Now
Center
Cenditional Formatting
Connections
Copy
Custom Sort...
Cut
A Decrease Font Size
Delete Cells...
. Delete Sheet Columns
Delete Sheet Rows
1 Ermail
Fill Color ¢
Filter
Font I=
Font Color
Font Size I=
Format Cells.
¥ Format Painter
=] Freeze Panes

Customize Ribbon F

% X 5

> 4

A" Increase Font Size
£ |ngert Cells...

_f1 Insert Function...

! Insert Sheet Columns
&= Insert Sheet Rows

P Macres

= Marns 8 Cantar

Customize the Ripbon:
Main Tabs

Main Tabs
=l [+ Home
# Clipboard
% Font
& Alignment
* Number
%l Styles
* Cells
%l Editing
# Columns and Rows (Custom)
# [ Insert
# [V Page Layout
# [ Formulas
[ Data
# [V Review
# [+ View
¥ ;( Developer
# v idd-lns
# [/ ACROBAT
# |v| Background Removal

Mew Tab MNew Group
Customizations: Rgset =
Import/Export =
OK

Rename...

Cancel

Figure 500 - Developer Ribbon

In order to record a Macro you must display the Developer Ribbon if it is not already showing.

To do so:

M

Click the File Menu

Click Options

Click customize the Ribbon

Place a tick next to the Developer Ribbon
Click OK
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19.2  Macro security

There is one other thing you must check before you get started with macros and that is the Macro

Security. You must let Excel know that you are willing to work with macros.

As macros can potentially run malicious code, you must let Excel know that you would like to run them

but you want a little warning to pop up and check in with you before you do.

19.2.1  Enable Macro Security

Figure 501 - enable macro security

On the Developer Ribbon click on Macro Security in the Code Group

19.2.2 Disable all macros with notification

Trust Center 'Tm

Macro Settings

Disable all macros without notification

( & Disable all macrys with notificabon )

ted App Lata Dizable all macros except digitally signed macros

Enable all macros (not d; potentially dang, code can run)

Developer Macro Settings

Macro Settings
Trust access to the YBA project object model

Figure 502 - make sure to set Disable with Notification set

Make sure that the Macro Settings show Disable all macros with notification — this means that Macros

will not run unless you enable them. A notification will pop up and alert you.
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19.3  Getready

Now you are almost ready to record a macro. First of all though you need to decide where to store the

Macro when it is recorded.

This Workbook (default):

Places the macro on a separate sheet called a module behind the scenes of the current workbook. Macros
stored here will only be available when this workbook is open. The benefit of storing the macro in the
current workbook is that it will be available to anyone who has access to the workbook, whether shared

or sent to them.

New Workbook:

Opens another workbook and puts the macro there (sometimes used when testing out bits of a

macros code).

Personal Macro workbook:

Creates a special hidden workbook that opens whenever Excel is run on your local machine. The macros
stored here are available whenever you use Excel regardless of which workbook you are in. If you store
your macros here, they will not be available to others if you share a workbook. You will need to add the

macro to the workbook you are sharing in order for it to be available to others.

Having decided where to store it, it is a good idea to practice the steps you are going to record - in fact
it is quite a good idea to write them down. As you start recording, the Macro Recorder notes every move
you make and also the time it takes — it simply records everything. You want to record the macro with

as little fuss as possible. If you make a mistake and correct it, the recorder records that too!

So for my previous example of printing the spreadsheet landscape and three copies the steps go like this.
Switch to landscape — press Alt + P + o and down arrow and Enter to change to landscape

Press Control + P

Tab into the number of copies and type 3

Press Enter to print

When testing out you will end up printing and then again when you record the macro. That is because

we have to perform the steps in order to record them.

You will note that I used the keyboard to create the macro not the mouse. That’s because the Macro

Recorder records the keyboard moves.
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19.3.1  Relative or absolute referencing

SR HOME  INSERT  PAGELA
v ® Record Macro
= [ Use Relative Referpnces
Visual Macros © [‘
Basic Macro Security

Code

Figure 503 - relative or absolute

Relative References - this means that the macro will perform the actions you record in relation to the

starting cell.

Absolute References - this means that the macro will record starting from the same cell every time.
Let’s say that you are recording a macro to reformat a spreadsheet. You need to cut information from
one place, paste it into another and then repeat the process down several rows. If you record this with
Absolute References switched on the macro will record over itself the whole time - if you programmed

it to begin in A3 then it will return to A3 each time.

If however you program it with Relative Reference on - then it will work relative to the cell in which

your cursor is when you start the macro each time.

“I studied
English for 16 p
years but... »
...I finally
learned to
speak it in jus
Six lessons”

Jane, Chinese architect

OUT THERE

Click to hear me talking

before and after my

unique course download
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194  Getsetandgo

Here we go to record the macro just mentioned.

19.4.1  Record Macro

e % d-HEe 0 M™m-

m HOME INSFPGAGI LAYDUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT

Gm M= ®Record Ma (=] Properties

$ Y
o b By b

o)
B Import

Document
Panel

Modity

O P [ Use Relative References & View Code | Expansion Packs
Visual Macros T < EAL
Basic . Macro Security | Record Macro |
Sebe Macro name: i | L
19 - 1 Print3Copieslandscape
|| Shorteut key:
- : C b cesnine ) il ]
1 Coffee Sales e sy .—
2 Item Jan Feb
This Workbook "

3 Americano 75 g
4 Cappucino 50 5 Rescription:
5 lLatte 26 4 Change to Landicape and print three ¢

Mochaccino B0 10

E ok
9

Macros

Figure 504 - record a macro

1. Click Record Macro in the Code Group

2. Name the Macro - names must not have any spaces in them. Use capital letters or

underscore characters to differentiate between words
Assign a keyboard shortcut
Pick where to store the macro

Type a description - this is optional

A

Click OK to begin recording

19.4.2  Finish recording

fisual Macros
Basic bk Macro Security

Code

Figure 505 - stop recording

Once you have performed the sequence of steps for the macro click Stop Recording - this button said

Record Macro earlier.
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19.5

Now that you have recorded your macro you want to use it. When you created the macro you assigned

a keyboard shortcut to it. Now all you have to do is press the keyboard shortcut. For the macro I just

Run the macro

recorded the Keyboard Shortcut is Control + Shift + J.

You may however want to add the macro to a button on the Quick Access Toolbar.

19.5.1

Quuick Access Toolbar

Put the macro on The Quick Access Toolbar

EXCel upnons

W=, Customize the Quick Access Toolbar

H

Choose commands from:
Macros w

«Separators

& Macro2
ggg Print3CopiesLandscape

0}

<< Remove

Show Quick Access Toolbar below the
Ribbon

=
Customize Quick Access Toolbar
For all documents (default) -
B Save
 Undo v
* Redo
& Touch/Mouse Mode
| Subtotal
w3 Quick Print
q New
Email
& Print3CopiesLandsca,
Medify...
Customizations: Reset *
Import/Export ~
oK Cancel

Figure 506 - add a button to the Quick Access Toolbar

Click the drop down arrow on the right of the Quick Access Toolbar

Select More Commands

Ll
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Change the Choose commands from to show macros
Click on the macro you want to add to the Quick Access Toolbar
Click Add

The macro is now on the Quick Access Toolbar
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19.5.2  Modify the button

o u'-H Customize the Quick Access Toolbar,
il
Choose commands from: Customnize Quick Access Toolbar:
ng Popular Commands w For all documents (default) bhat |
St <Separators - H Seve
Borders 4 © Unde *
nced [f Calculate Now C* Redo ¥
2 = Qua ~L & Touch/Mouse Mode g
tomize Ribbon i ? B
, = ModiyBuen JEEM| X oo
tk Access Toolbar 9 E Symbok = Quick Print
2EN Y- L] New
S {a000s  veamBa || O M
Ll ™ e i 2Ly g i
7 4 30l 1 Y G € P € & PrintiCopiesLandscape
X ¢
B ¢
A @ |C -
% g
Ex O | —~
oy dl | = - o i
5 o |[AEX VO M iz
Y r rdEGDEADLAaVES v
F Display name:  Print3Copisslandicans
A R oK Cancel
F
¥ Format Painter
=] Freeze Panes *
A" Increscs Font Size o - L
a7 Customizstions:  Rgset =
[7] Show Quick Access Toolbar below the MR
Ribbon Import/Export *
oK Cancel

Figure 507 - modify the button

The icon for a macro is the same no matter how many you add so it makes sense to modify the button

to something that you recognize.

Click Modify

Pick an icon

Change the text to display if required
Click OK

Click OK

M

19.5.3 New macro button

oA e 4-HBD Oy
m HOME INSERT PAGE LAYOUT ”
v - #JRecord Macro &

o Ea

[ use Retative References

Figure 508 - new macro button

Here is my new macro button - it has a happy face and the tooltip shows the name -

Print3CopiesLandscape.
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20 Index

A
Auto Outline 126

C
Calculated Columns 108
Chart Elements 40
Charts
column 36
formatting 48
line charts 34
modifying using icons 46
modifying with the ribbon 38
pie 38
using the keyboard 32
Comments
adding 69
deleting 71
printing 75
Conditional Formatting 133
formula 146

Index

Convert to Range 112
COUNTIF 15

D
Data
filtering 87
sorting 77
Delete
comment 71
slicer 121

F
Filter
data 87
date 99
more than one column 90
number filters 96
on colour 92
remove 91
table 115

LEAD WITH
CLARITY AND
CERTAINTY
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development plans and

information that will quickly
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a review with Performance Review Pro
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table with total row 116

text 88, 95
Format as Table 101
Formatting

quick analysis 165

remove from a table 106

I

IF Function 12
nested 14
typing 13

M

Macro 170
record 174
relative or absolute 173
run 175
security 171

N

Naming
range of cells 22

(0]

Outlining
grouping 122

P

Picture
modify 55
reset 60

resize - dragging 54

resize - ribbon 54
Pictures in Excel

insert from file 51
Printing

comments 75

Q

Quick Analysis 164
charts 29, 167
formatting 165
sparklines 169
tables 168
totals 166

R
Range names

editing and renaming 24

Range Names
defining 18
using in a formula 20

Recommended Charts 30

S
Screenshot 67
Shapes
adding 65
Slicer
add 118
customize 121
delete 121
SmartArt
add 61
Sorting
cell colour 84
cell icon 85
multi level sort 82
on font colour 84
Sparklines 147
Start
screen 14, 27,155
Subtotals 127
insert 129
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