ADHYAYAN AN EDUCATIONAL TRUST | MS-EXCEL

Jg TH TH 3TSThT &l U software &1 FHTHT TEIAT & §7 STy W s1eT NATHIT T 1 FH Johd o
Td STeT &l TR Y Heohd! &1 SHHA STETEH &l Helol oiel & T fafdesT Yo & <ol Bl & Toreent yiter
ich SICTSE T BICATEIT T Fohd §1 S UClIhelel FoTCd; & A aR & &l A=Y gl &1 sHH
TaTSie= TR hT ToTa BIci & | ToTEehT TN hich 379et 1 1 AT H Y Tehdl § | SHH Ueh Toellhelel
fasr gt 81 Toraeh 31eeX aeheeh BIcll 81 Gehgeh & el ehdiie Bl &1 Uardiel & STeT &l aehelle # TR
T SITaT &1 3TF U 3T FITTH BT 1 T 3R F1adH O AT A Fa0a) & 3TH I AS AT & Teh
address 8T &1 T9& Tl TSH gl ST ¢ TE UsH Froord 3R U h A F A 97 §iar &1 38 Al,
BB10 377 | Teh dehdle H 65536 U 3 256 ST ol &I & | T FHI A Number & IT&dT g 3R FrersT o1
AT alphabet & T&dT 1 $HH FHol Jel T F&AT A& gIcll §1 65536+256=16777216 Teh dehgeh H 256
FhETC BIcT & | SHH ST FIS e Jelcll ¢ | TP gidcireh o3 XLS BT g

qHgE:- g Ueh Vardiol BIsel Blch o | ToTeeh 3ieey &8 dehdiic gicl gl TorasT sTer ol FR T Srar g1 T
deheeh & 3Tee 256 dehdlc gicl ¢l ar fSwiee diel ashdic glell ¢ SEH w7 aehdic i SirsT a1 f8fele
T ST FeraTT &1 {1 foham ST ehdT § 31X SHeA HIT &l Shredl Ha 3Tie i 1 Aeldl I fhaT ST Hehell
€1 Tehgsh open HTeT W TehEIE 3T 3T Tl Blcll o] Ueh FHI H Ueh 8l deheeh TN I TehdT STl Fehell
gl 53 WiFea a5 e gl ST gl
THHIE:- THATE o o Ul T G el ¢ TSI g STeT I TR Y Hehel 1 Teh dehdiie 65536 I 3R
256 FIolH Bld gl T 65536*256=16777216 Il il &l Ucdeh dlucle &l Udh ATH 55 gIdT gl ST
TCWHIEC Bd &1 & {oT A H |V =256 deh 8l &l T A &1 ATH =g+ Reh §Icll ¢ | ST ToT 1 To 65536 deh
grar gl ESE) iC e ferar ST ghdT 3
Jel:- U 3R Froesd o Fol T Aol Soicil §| Th IhdTe 7 65536*256=16777216 cells THTY 8T & | T
# 31eT Y Tl SATaT &1 Ueh AT H 255 &R o S1 Thd &1 FI0aTH U A & I1H T [T el &l ATH
FoIT | T8 Vel I USH @Il 6| &l Tol USH fHclehy Yof USH FelTd g | SHH aF AT &l I 3778k Tl ol 39T
H AT T ST Tohar & 31 AT T BIEATET b1 1y o foram ST TehaT 81

Tl H P AT HeFeled T S Hged € STd G IS IUTAT el UTEd & il — Fohdll Slele & Fo del
oY SIS, Teh HEIT &1 GHR H T[0T e, fohdll ToT o STeT o1 3iHae fAehrelar 3Mfe, o &8 3 107 & forw
I T ST I & IS PIIel 3 ol 3 I ST § 161 G ITAT & TROMH @ a6 § T vF
TS F Bl AR SR A5 (=) & IR gl &

THT & Ugel & IRHATNT B Bl & Toleg Bl g ¢ Toleieh qanT faffiest bR & & fod o
Hehdl &SI SISAT, T, IO, 87141, ST, TISH 31Tie| TE TohR o g1t & | S et &

1. Math or String
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. Date & Time

. Text

. Financial

. Logical

. Statically

. Lookup or reference

Function T TN AT - SHHT AT ar ThR q fopar ST gl
Director Type @¥&:- SH3 Function &I = & e & §1¢ 8T X &d & 3R 3T Argument insert T &
g1 3R 37T F 3 1 FoIh Fh 3THT IRUTH YT T Thol ¢ |

Menu & E@RT:- Insert menu — Function X fFeleh &%l O Function SIS SieRd 31T &1 e
Function T&relere ¥d g1 31 ok button X fefeleh aXd 81 3 38 TG 3HHA 3Heh MCIAC & & 3R ok
button W s L &

Math or String Function

1. SUM() :- 9 Function & gaRT H&IT3T HY ATST SATaT g1 $/H value, cell address or cell range & 3T
&l g

Example:- =SUM(al:a4)

X V' fe | =SUM(A1A)

A B |
207
50
60
50

—SUM(AT-A4)|

| SUM[numberd, [number2)], ..} |

result:- 180

2. SQRT() :- $H Function I HgrIaT & fhET 8 H&AT 1 SQUARE ROOT ToehTell ST &1 $He 3MMelHT
# Ty T&aT 71 Ut USH & § T a8 H&AT & &1 Fordehl SQUARE ROOT ToiehTofal g B
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Example:- =SQRT(25)

f | =SQRT(A1)
D E

M 4 » M| Sheetl ~‘Sheet? ~Sheet3 . ¥a - []4| I
Ready | 3 | |[EC M@ 1005 (=)

Result :- 5

3. odd():-3H Functon # TA TEIAT & AOYF F&I H &gl o Fhdl gl
3eTeuT=0dd(80)

Result=81

4. even() :- BHFuncton ¥# YA FEIr H FH T H &l o HbdAT gl
Example:- =even(79)

Result=80

5. MOD() :- 39 function T HgrIdT ¥ fadl 8t Tear 1 AVEer fAehrerr ST &1 386+ & 3mefe &3 Sd
gl

Example:- =MOD(26,5)

result=1

6.POWER() :- 38 Function & ferelY i HEAT & €T <hY ITUTAT T ST Hehell & | SHH T AT 6 1 &
ggaeir &, CRIEY) qrax |

Example:- =POWER(5,2)

Result = 25

7. ABS() :- 38d absolute value faerera g1 3147 Ife 1% Rieg <@ &1 ar 3@ ger f&ar arar g1 I8
3RFT H TS e ol 51

Example:- =abs (-125)
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Result = 125

8.Fact() :- 38 Function &I HgIdT & fodlT T H&AT &7 Factorial number fo¥epTel Hehd &1 Ig 3MMelHc
Th EERy oXar gl
S 5 T Factorial g1dT &1 1*2*3*4*5=120

Example:- =fact (5)

Result= 120

9. INT() :- 4 function & farelT 8 T&AT T SESR Value foishTel Hehel & | TG AMEFHT H Teh Ha ol &

Example:- =fact(123.34)

Result=123

Text Function

SH Function &I Y197 e & fold fhar S1ar g1 Sdfeld Seg cae Function gl STl &1 I8 et gl
1. UPPER():- I& Function lower case & 378X &I §3 378K H scoldl ol

Syntax:- =UPPER(TEXT)

Example:- UPPER(“CyberDairy Solutions”)

Result:- CYBERDAIRY SOLUTIONS

2. LOWER() :- g Function Upper Case @ 378 &l Lower Case 37&R # Sgoldl g |
Syntax:- =LOWER(TEXT)

Example:- LOWER(“CYBERDAIRY SOLUTIONS”)

Result:- cyberdairy solutions

3. Proper():- I8 Function text & proper case H T adT g

Syntax: =proper(TEXT)

Example:- proper(“CYBERDAIRY SOLUTIONS”)

Result:- Cyberdairy Solutions
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4. len():- TE Function text & 378 FeTar &1
Syntax: =len(TEXT)
Example:- len(“Computer”)

Result:- 8

5.left():- T& Function 2reg & 18RI I a7 X% T fAHTeIdr g1 TH ¢ae U fohder 378R fAhrele gl
3T TEAT AT BT &

Syntax: =Left(TEXT, Number)
Example:- Left(“Computer”,3)

Result:- Com

6. Right():- I8 Function 2eg o 37&RT I GRAT % & foidleldl ¢ | 38 ¢Fe T fohdel 378 fAhreleT ¢l
3T TEAT el gl ¢

Syntax: =Right(TEXT, Number)
Example:- Left("Computer”,2)

Result:- er

7. TRIM():- Ig Function e & 31TaY fes & WTell TATH &l WcH & &l ¢
Syntax: =Trim(TEXT)
Example:- Left(" Computer ”)

Result:- Computer

8.MID():- I Function el sl 378N & e & feehrerrdr §1 363 3mefae & dlv o e vd gl ¥ 38R
fepTereTT &1 31K fordal 318 [AarTelaT & | 39T &1 & &

Syntax: =MID(TEXT,START NUMBER , END NUMBER)
Example:- Left("MICRO COMPUTER”",6,7)

Result:- COMPUTER

DATE OR TIME FUNCTION
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DATE:-
1. NOW():- & Function Computer T current date and Time &dT g

=NOW()

OUT PUT- 10/20/2012 19:16
2. DAY():- Ig Function DATE ¥ f&=T [@srerar 1

Syntax:- day(date)

Example=day(22/7/2016)

Output=20

3. MONTH ():- I8 Function DATE & Month faeTelar &1

Syntax:- month(date)
Example= month (10/20/2011)

Output=10

4. year():- I8 Function DATE & a¥ faehrerar gl

Syntax:- year(date)

Example= year (10/20/2011)

Output= 2011

5. today():- T& Function current date output ¥ ST g |

=today/()

Output:- 10/20/2011

6. Date():- I§ Function & I F+aRT & fesTeh & seadT &

Syntax:- date(year,month,day)
Example:- date(2011,22,10)

Output= 22/10/211
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Time Function:-

1. Time():- I& Function f&& 3 hour, minute, second & FH7T H SgoldT g |
Syntax:- Time(hour,minute,second)

Example:- Time(4,30,10)

Output:- 4:30 AM

2. Second():- I& Function &3 I AT & ehs 3T3eYe H ST &
yntax:- Second(Time)

Example:- Second(4:30)

Output:- 10

3. Minute():- I8 Function RI¥ I wag @ & TgEHSAT & |
yntax:- minute(Time)

Example:- minute (4:30)

Output:- 30

4. hour():- I8 Function G 7 8T & TYC HEATE|
Syntax:- hour(Time)

Example:- hour(4:30)

Output:- 4

sort(2I€):- MS Excel & Sort J19T Teh Particular column ascending IT descending
order HIAEYT T & foT fopar gl

AAdhyayan An Educational Trust
-:*AA = (Approved By Govt. of Delhi)

Lo LT e Contact- 9999478454, 9999478409
B-1/A 3rd Floor Opp. Kirpal Apt. Joshi Colony L.P. Extention Delhi 110092
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Sort R
sort by
Column 1 E Type:  Tedt B @ Ascending
Using: Paragraphs E Descending
Then by
E:V Type:  Text B Q@ Ascending

Using: Paragraphs E] Descending

My list has

Header fow @' No header roy

‘_ gplions... [ 0K ]

1. Ascending :- HH A To Z hH H

(28] Microsom Excel - Bookd & S e
Z%) Ele Ot View lesent Fgrm.n Tooks Data Window Help Adobe POF
.]..JJJJJ?*Q&J =9~ ‘:-21'

" -h‘..z -I][EG a‘%'

- A Name

B C i, O

Name Course
Ajay Namdeo DCA
2|Amit Jain__ DCA
Kajol khan PGDCA
Neha Mishra DCA
Nidhi Jain PGDCA
Sakhshi Chourasiya PGDCA

2. Descending :- $0H Z To A el H

hAdhyayan An Educational Trust
(Approved By Govt. of Delhi)

_/___‘___;_ Contact- 9999478454, 9999478409
B-1/A 3rd Floor Opp. Kirpal Apt. Joshi Colony L.P. Extention Delhi 110092
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i) file Et Vew Insert Format Jools Data Window Help Adobe PDF
N EHE 3 A0 4B T 98 F ] L]
s Ana v 10 "ln‘.’ﬂs%"

o8y - l

E9 - A
e | B8 C

1 | Name Course
2 1/Sakhshi Chourasiya PGDCA
3 2|Nidhi Jain PGDCA
| 4 3/Neha Mishra DCA
[s| 4 |Kajol khan PGDCA
&
T
8

5|Amit Jain DCA
6|Ajay Namdeo DCA

Filter (ReeX):- 37 option T IATaT oI & o fopar §139% &I al sub- option B gl

Q) Auto Filter
(2) Advance Filter

Auto Filter (  fieeX):- 39 AT el § T Header Column & Combo Box gl
ST searching tools IR ST &1 38H @ user 3(9aT ST & 31JHR searching tool IeTaT & |

Advance Filter ( fheex):- 38 option  garT foke & condition GRS AT gE

W display #d &l sIH TR Range gaeT gt gl
(1) List Range
(2) Criteria Range
(3) Output Range

(1) List Range (foFe ¥eoT ):- TG a8 ¥&of Bldr g1 T8 ¥ Records gl
(2) Criteria Range (  R3&T ¥=7):- I8 @8 range &ldY &1 ST8T< W condition &1 34T condition
TR foree ot <) Xy gr gl

(3) Output Range ( TYE ¥=of ):- TE T8 Y=ol Blcil & | ST8T 9T output display BT &1 range criteria
ool TGN foIee Yool & WheeT g1 &1 a8 F8il records 8T Yool A Wec IaT B |

Practically Approach:-
1. prepare data list
2. copy header row
3 . Paste it twice at different location

a. first criteria range
b. second for output range
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4 set the condition in criteria range for filtering data
5 set the cell pointer at first cell of list range
6 select advanced filter option from filter them it display a dialog box tell criteria range ,output range
and press ok button alter that you will see the filtered records in output range.

Form(  ):- %I I user interface ST g1 fogdr ggmar @ cgafeyd fohar Sirar
g1 BT gy gge cell Pointer & 9gell cell & T@T g13R3Ts 5@ 9 click foram
gl

subtotal(FaeYee):- Ig 3TCereT dgT U JITeT fohar g1 STET O Ueh o1 ¥ $s RS gid ¢l iR ag
financial activites & T&EET > g1 ST F T Fodaly H &3 Jo@HT &S item 3TeI9T-37619T STITET W

gl T80 WEl Aouda total 3R Grand total [@epreleT i ST/IT ISl &1 39 o0 g T
ggel &8 ascending order # sort W dd g1 39 foIT select XA & 3R 39 3T X click
|

Validation(  ereT):- 39 CaRT HIT & HeeX Y Yedid & fAga T o o g1 o9
& 3191 edell  employees 5000 & F# 3 10000 & ST ddd & & dl 88 I8 AIEd & [ salary
column & 5000 & & 3k 10000 & SAGT  Entry user ¥ =T g oY af 38 fold salary column #
validation efdTT

Table( e):- 39 AT dgle fohar gl STgT< W financial gRomH g o a
ol or AT H e, FENT IS SHS I Tdhedel ol old Bl

Consolidation( Qre):- 39 T ggre W R gl SEr Waerarer ¥
Locations value total IT average GEacGIRl

Pivot Table(Ursdale &e):-SH GdRT data sheet &I summery report a3 gl T
Esi) values column & row wise total Td grand total H Tohd gl

fred tedaT ghMe H  UHR FX ST Tl & Ry Ter 3 foralY fadw yepk T
frgazadadlias TWRAAIR Rgd foT Bl HtaT usar § dell Ve
el U gl STCT TIST il Slh T THST ofedT 3TaTh g

Data Type 3¢ Fat F oI A wrereT a1 INAT F WolFe T 81T &1 3T TISY I UT HLAT
8T §1 Uil H 9RE YR TRUEId o] dfhd AT AES K] HEcaquT § Tl H
HqEId: Afaf <Y 3uAer H Al & gl

ol
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General :- 38 3¢T TISY T Y17 T3 ThR
EER]

S8 - Ato Z 38R, 0 to 9 AFsR, [Keg,

R = & fow fomar SIIE TH  OHA

gl

sTTeh, &Y

Format Cells

P

Number | Alignment | Font | Border | Fill | Protection |

Category:

Sample
| Number [
| Currency

| Accounting
| Date

| Time

| Percentage
Fraction

| Scientific

| Text

| Special

| Custom

General format cells have no specific number format.

OK 4] [ Cancel l

belajar-komputer-mu.com [

Number:- 8  TISY & 91T del (0 9 ), SUHIT

Format Cells

{| Border || Patterns || Protection |

Sample
123.45

Cakegory:

General
Currency
Accounting
Dake

Decimal places: | 2

Time
Percentage
Fraction
Scientific
Texk
Special
Zuskom

[]use 1000 Separator §
Heqative numbers:
-1234.10

1234.10

-1234.10

-1234.10

Mumber is used For general display of numbers, Currency and Accounting
offer specialized Formatting for monetary value,

Ik ] [ Cancel

]
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Currency :- 38 ScT TISY &l T hhT T @Faf~ [HC  SGolel & [olv fohar ¢ SUH cAHTT
g LY EC Jc AT gl gl
¥ - Rs. 15,000, $500, Rs. 1500.00, Rs. 15000

Format Cells @

Mumber Nignmentl Fant IBorder | Fill IPrctection

Category:
General X Sample
Numl?er 0,30

Accounting ) .

Date Decimal places: |2 =

Time Symbol: | &

Percentage B E
Fraction Negative numbers:

Sdientific 61 234,10 5
Text 51,234.10

Special (51,234.10)
Custom (51,234.10)

—

Currency formats are used for general monetary values. Use Accounting formats to align dedmal
points in a column.

I Ok ]’ Cancel ]

Date :- 39 3T T8 I YITIT 3¢ A HFS T BIHC Sl SGoled [T fohaT g sad
Rrelee AT grar
ST — dd/mmlyyyy, mm/dd/yyyy, yyyyldd/mm, 23-July-2016, 23 july.

. Adhyayan An Educational Trust
\A © (Approved By Govt. of Delhi)

y — . Contact- 9999478454, 9999478409
B-1/A 3rd Floor Opp. Kirpal Apt. Joshi Colony LP. Extention Delhi 110092
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Format Cells [ ? &J

Mumber A]ignmentl Font IElorderI Fill |Probection

Category:

General Sample
Mumber
Currency

Accnuntini Type:

Time
Percentage
Fraction
Scientific
Text
Special
Custom

00
“Wednesday, March 14, 2001
g
3/14/01
03f14/01
14-Mar
14-Mar-01

Locale (Jocation):
English {U.5.)

Date formats display date and time serial numbers as date values. Date formats that begin with an

asterisk () respond to changes in regional date and time settings that are specified for the
operating system, Formats without an asterisk are not affected by operating system settings.

ok J[ concal ]

Time :-39 TR A YIART A A FFaf . [HC  Golel o [T [ohdT g gH e =1

fAelere HEAT g &
( Format Cells [ ? i&r

Number | Alignment | Font | Border | Fill | Protection

Category:
General Sample
Mumber 5:30:00 PM
Currency
Accounting

Date

Percentage
Fraction

Scientific

Text

Special

Custom

Locale (location):
English [United States)

-

Time formats display date and time serial numbers as date values. Time formats that begin with
an asterisk (¥} respond to changes in regional date and time settings that are specified for the
operating system, Formats without an asterisk are not affected by operating system settings,

B-1/A, 38> FLOOR JOSHI COLONY LP. EXTN. DELHI-92




ADHYAYAN AN EDUCATIONAL TRUST | MS-EXCEL

Percentage:- 39  CISY & WAIT Percentage § FFE  THe  Scolel o forw foham & sOH
THIT AT T 8T &1 3TH Percentage R gl

Format Cells ? P

MNumber Alignmentl Fant | Border | Fill |Protecﬁon

Category:
General » | Sample
Mumber
Currency
Accounting
Date

Time

Percentage

Fraction

Decimal places: |2

Scientific
Text
Special
Custom

Percentage formats multiply the cell value by 100 and displays the result with a percent symbaol.

Scientific:- 38 TISY H oAs YhR TR fRar g | SHH gerFea AT AT gl

gl &

Text :- S8 3T CI8T &l TAT coF A TFaf ~ THC  dgelel oh [olT fohaT gsan d ¥

oTer TehdT &

Special :- 38 - 9 & TAT JhR TR ¥ & TIT fomar AR EA B ry
wR R R

hAdhyaVan An Educational Trust
(Approved By Govt. of Delhi)

y _._ by Contact- 9999478454, 9999478409
B-1/A 3rd Floor Opp. Kirpal Apt. Joshi Colony L.P. Extention Delhi 110092
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(Format Cells L,@ &\
Number | Algnment | Font | Border | Fd | Protecton |
Category:

[General ~ | Sample

| Number 85741-7788

Currency

| Accounting Type:
|Date r

|
Lo éb i
|Percentage éf;one -

| Fraction |

s s tific Sodial Seaurity Number

| Text

heda
| Custom

Locale (location):
Englsh (U.S.)

Spedal formats are useful for tracking list and database values.

o ] [_cmgi

Accounting:- S 3T T8Y &T YI1T37 sl TR el o Torw fohar ¢ SHH gerFea
T ST UT T gl § U il 8 gsargl

Custom:- S8 STT ST # TaeTehcl . TER TR Sl AT I Tehdl ¢ |

P

Format Cells @Iﬂ

MNumber J'-\Jignmentl Font | Border | Fil |Pmtection

Category:

General Sample
Mumber £100.00
Currency
Accounting Type:
Date * 5 (5 5 & m_my

Tine (&% #,##0.00);_(§% (#,#%0.00);_(§*"72.); (@)
Percentage mfdfyyyy h:mm

Fraction MMm:ss

Scientific mm:ss. 0

Text @

Spedial [h]:mm:ss
m (5% =, #20);_(s7 (i;##ﬁi}t_@: _)é (@)

=& x220_); (% (££20

($* # ##0.00 ); (5% (#,#£0.00); (%77 ) (@
_(* #,#:£0.00_);_(* (##0.00);_(* 77 _); (@)
[5-409]dddd, mmmm dd, yyyy
[§-405]h:mm:ss AM/FM

Type the number format code, using one of the existing codes as a starting point.
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Excel Data H A & foT e forar gl JgHSA H
JTHTAT BTl & | TFdel H SH! & aRT FATT gl
Excel H IC §oI41:- A Il IR TG H IAaT gl gl

Step First:-
Insert menu — Chart
Or

Standard Tool Bar — Click on Chart Button

¢ geod R f[Fola &¥a 9T chart wizard ST T STITCIT dierg L

Next Button 9 [&eleh ad & | Tl H dleg YhR H dIE gid o

Step Second:-

Second Step & fordr STeTer g Y Tt §1 59 STelaT iy & gId ¢ | TUH ¢ H 3er it

€ Ud Ig Toidl g U H § AT HSAA H GEY 2 series 1 §IdT ol FHHA GIsT  FATH U 3HeT o
S &1 3T 18 IS Hehdl &1 U Ul A 3UTedd st o1 fsfore fhar o1 aevar &1 Ta X
Axis 9T ST 3TeT FETE 3D IST & 31 Next Button 9X fFereh aa &

Step Third: —

S ST Sg & gIa gl HERIaT & af

g el

1. Titles:- T3 elBed X and Y Axis = clSed &d gl

2. Axes: ST A Tg  UTRAT A & fF I1@ 7 X and Y Axes W offdet FAT § T AT

3. Grid lines :- 39 &« & ITE€ & Grid lines TR fRaT AT B

4. Legend :- 39 <& & IIC # legend affa fomar ¢ & Legend H gl W
e

5. Data label :- chart & ofsol & R W T & | ST gl

6. Data Table:- Chart TSeT T 2T AT § IT T8T 39! Ae fhar

AT yhR el afe T Next Button WX fFeleh #id g

Step Fourth:-
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=g U 7 g AuiRa frar gl P IS G Slleh  leT § IIATT Hie U AT 18 Hic | TR
Finish Button WX TFele &id &l AT I ST g1 38 37 W IAST TFoleh hich 3HhT

Formatting Hehdll &1

A B C D E
(I Columnigg Smith g Jones @ Michaelsgg Hancockgl
2 January 4213 6796 2149 4611
3 February 3194 1449 9020 7402
4 March 3000 2333 8508

-
|

i = Jones
'[ i ® Michaels
L .i: m Hancogk

January February March

Home Insert

Calibri

Clipboard 1=

1

Excel is a spreadsheet program that allows you to store, organize, and analyze information. In
this lesson, you will learn your way around the Excel 2010 environment, including the
new Backstage view, which replaces the Microsoft Office button menu from Excel 2007.

We will show you how to use and modify the Ribbon and the Quick Access toolbar, as well as

how to create new workbooks and open existing ones. After this lesson, you will be ready to
get started on your first workbook.
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Getting to know Excel 2010

The Excel 2010 interface is similar to Excel 2007. There have been some changes we'll review
later in this lesson, but if you're new to Excel first take some time to learn.how to navigate an
Excel workbook.

The Excel interface

Click the buttons in the interactive below for an overview of how to navigate an Excel
workbook.
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Working with your Excel environment

The Ribbon and Quick Access toolbar are where you'll find the commands you need to perform
common tasks in Excel. If you are familiar with Excel 2007, you will find that the main
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difference in the Excel 2010 Ribbon is that commands such as Open and Print are now housed
in Backstage view.

The Ribbon

The Ribbon contains multiple tabs, each with several groups of commands. You can add your
own tabs that contain your favorite commands.

Haome Insert Page Layout Data F‘.E':.rie
ibri @ \E&neral

¥ |
i 8- % 0 |

Clipboard . | I i Mumber
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Each tab will Click on a tab Some groups will have
have one or to see more an arrow that you can
more groups. commands. click for more options.

Certain programs—such as Adobe Acrobat Reader—may install additional tabs to the
Ribbon. These tabs are called add-ins.

To customize the Ribbon:
You can customize the Ribbon by creating your own tabs that house your desired commands.
Commands are ‘always housed within a group, and you can create as many groups as you need to
keep your tabs organized. You can also add commands to any of the default tabs as long as you

create a custom group within the tab.

1. Right-click the'Ribbon, then select Customize the Ribbon. A dialog box will appear.
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. Click New Tab. A new tab will be created with a new group inside it.
. Make sure the new group is selected.

. Select a command from the list on the left, then click Add.-You can also drag commands
directly into a group.

. When you are done adding commands, click OK.
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@ Customize the Ribban.
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If you do not see the command you want, click the Choose commands drop-down box and
select All Commands.

@ Customize the Ribbon.
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To minimize and maximize the Ribbon:

The Ribbon is designed to be easy to use and responsive to your current tasks; however, if you
find that it's taking up too much of your screen space, you can minimize it.

1. Click the arrow in the upper-right corner of the Ribbon to minimize it.
e et S
& 9 = [H

5 OE L

lelete Format Sort & Find &
- - (2 Clear~  Fitter~ Select~

Cells Editing

Show only the tab names on the
Ribbon,

Minimize the Ribbon (Ctrl+F1)
v

2. To maximize the Ribbon, click the:arrow again.

When the Ribbon is minimized, you can make.it reappear by clicking a tab. However, the
Ribbon will disappear again when you're not usingit.

The Quick Access toolbar

The Quick Access toolbar;.above the Ribbon, lets you access common commands no matter
which tab you are on. By default, it shows the Save, Undo, and Repeat commands. You can add
other commands to make‘it more convenient for you.

To add commands to the Quick Access toolbar:

1. Click the drop-down arrow to the right of the Quick Access toolbar.

2. Select the command you want to add from the drop-down menu. To choose from more
commands, select More Commands.
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Backstage view

Backstage view gives you various options for saving, opening a file, printing, and sharing your
document. It is similar to the Microsoft Office button menu from Excel 2007 and the File
menu from earlier versions of Excel. However, instead of just a menu it's a full-page view,
which makes it easier to work with.

To get to Backstage view:

1. On the Ribbon, click the File tab.
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Insert Page Layout Formulas Data Review View

s Information about Bookl

[ Open . Permissions
i3 Close ’LEI; ;J Anyone can open, copy, and change any part of

this workbook.
=4 Protect
nro -
. Workbook

Recent

_ Prepare for Sharing
Mew | ﬁ Before sharing this file, be aware that it contains:

Document properties and author's name
Print Check far

Issues -

Save & Send

Help Versions
—_@ ] There are no previous versions of this file.

:] Options s

E Exit Wersions

2. Choose your desired option, or return to your warkbook by clicking any tab on the
Ribbon.

Click the buttons in the interactive below to learn.about the different things you can do in
Backstage view.
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Databases Diagrams Expense
reports

—

Creating and opening workbooks

Excel files are called workbooks. Each workbook holds one or more worksheets (also known as
spreadsheets).

To create a new blank workbook:

. Click the File'tab. This takes you to Backstage view.

. Select New.

. Select Blank warkbook under Available Templates. It will be highlighted by default.
. Click Create. A new blank workbook appears in the Excel window.
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.i. Home Insert Page Layout Formulas Data Review View 0 ] :
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To save time, you can create your document from a template, which you can select under
Available Templates. We'll talk more about this in.a later lesson.
To open an‘existing workbook:

1. Click the File tab. This takes you'to Backstage view.
2. Select Open. The Open dialog box appears.
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MS-EXCEL
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« Locsl Disk (C:) » Users » lauren » Desktop » Documents

Organize ~

| ﬂ Microsoft Excel

I Favorites
Bl Desktop
& Downloads

5= Recent Places

s Librames
& Music
| Pictures
B videos

Mew folder

Mame

Downloads
Family
Misc
Personal

1] 2010 Coastal Candle Company Sales

!II Invoice Template
(] Office Contacts

Date modified

17 26/2000 11:17 AM

26/2000 11:15 AM

1F26/20010 11:17 Abd

26/2010 11:15 &AM

/26, 2010 A0=30 AM

26,/ 2000 10:03 AM
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20 10:02 AM

&1 personal Budget I’\'_:?

Authors: Lauren
Size: 8.16 KB

ype: Microsoft Excel Warksheet

Select a file to Previey
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| Date modified: Jf26/2000°10:04 AM

File name:

- v G Files

Tooks =~ | Open |v
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3. Select your desired workbook, then click Open.

If you have opened the existing workbook. recently, it may be€asier to choose Recent from
the File tabinstead of Open to search for your workbook.

H Save
Save As

Lj Cpen

[ Close

Recent Workbooks

Office Contacts
Desktop

Invoice Tem pla{ Ch\Users'laurenyDesktop\Office Contacts.xlsx
Desktop

Info

Recent
.

Mew

Personal Budget
Desktop

Print

Save & Send

Compatibility mode
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Sometimes you may need to work with workbooks that were created in earlier versions of
Microsoft Excel, such as Excel 2003 or Excel 2000. When you open these types of workbooks,
they will appear in Compatibility mode.

Compatibility mode disables certain features, so you'll only be able to access commands found
in the program that was used to create the workbook. For example, if you open a workbook
created in Excel 2003 you can only use tabs and commands found in Excel 2003.

In the image below, the workbook has opened in Compatibility mode. You can see that the
sparklines and slicers features have been disabled.

=T Employee Sales| [Compatibility Mode icrosoft Excel

Home Insert Page Layout Formulas Data Review View

. —— .
1— FH El@ [y shapes~ e Line ~ |l Area - ¥ Line
4 B |oal mE
: @B Pie - |- Scatter - e Column q oo
PivotTable Table Picture Clip .. Column " Slicer Hyperlink
- Art (et Screenshot - - }Bar' omher Charts ["! Win/Loss

Tables Illustrations Charks Fa Sparklines Filter Links

To exit Compatibility mode, you'll need to convert the workbook to‘the current version type.
However, if you're collaborating with others who only have access to an earlier version of Excel,
it's best to leave the workbook in Compatibility mode so the fermat will not change.

To convert a workbook:

If you want access to all of the Excel 2010 features, you can convert the workbook to the 2010
file format.

Note that converting a file may cause 'some changes to the original layout of the workbook.

1. Click the File tab to-access Backstage view.
2. Locate and select'the Convert.command.

Adhyayan An Educational Trust
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Employee Sales [Compatibility Mode] - Microsoft Excel

“ Home Insert Page Layout Farmulas Data Review View
lﬂ Save
Save As

Lj’.' COpen

Information about Employee Sales
ChUsers\Desktop\Employee Sales.xls

| a
e Compatibility Mode

@ E: Some new features are disabled to prevent problems when
working with previous versions of Office. Converting this file
Convert will enable these features, but may result.in layout changes.

s

Recent

Mew
. Permissions
Print ’L?- ) Anyone can open, copy, and change any part of this
— waorkbook,
Protect

Save & Send Workbook ~

3. The Save As dialog box will appear. Select the location where you want to save the
workbook, enter a file name for the presentation, and click Save.

r@ Save As

@l\‘:-)l'| J « My Documents » AdWorks » Sales - |¢_}|| Search Sales

Organize * Mew folder b

Documents library

Sales

- Libraries Arrange by:  Folder

3 Documents
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File name: | Employee_Sales| 1

Save as type: ’Eucel Workbook

Authors: Add an author Tags: Add atag

[ 5ave Thumbnail

' Hide Folders Tools = [ == ] [

e

4. The workbook will be converted to the newest file type.
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Challenge!

. Open Excel 2010 on your computer. A new blank workbook will appear on the screen.
. Try minimizing and maximizing the Ribbon.

. Click through all of the tabs, and notice how the Ribbon options change.

. Try switching page views.

. Add any commands you want to the Quick Access toolbar.

. Close Excel without saving the workbook.

Introduction

r ~ October | November %2

Every Excel workbook contains at least.one or more worksheets. If you are working with a
large amount of related data, you can use worksheets to help organize your data and make it
easier to work with.

In this lesson; you will learn-how to name and add color to worksheet tabs, as well as how

to add, delete, copy, and move worksheets. Additionally, you will learn how

to group and ungroup.worksheets and freeze columns and rows in worksheets so they remain
visible even when you're scrolling.

Introduction to worksheets

When you open an Excel workbook, there are three worksheets by default. The default names
on the worksheet tabs are Sheetl, Sheet2, and Sheet3. To organize your workbook and make it
easier to navigate, you can rename and even color code the worksheet tabs. Additionally, you can
insert, delete, move, and copy worksheets.
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Optional: You can download this example for extra practice.

To rename worksheets:

1. Right-click the worksheet tab you want to rename. The worksheet menu appears.
2. Select Rename.

34
25
36

37

Eename
38 I}
Move or Copy...
39 = o

a0
41 Protect Sheet...

Insert...

Delete

= View Code

A2 Tab Color

43 Hide
a4

45
Select All Sheets
M4k M Sth:'l.J._,f -1 m/%;

Ready |

3. The text is now highlighted by a black box. Type the name of your worksheet.

43
44
45

M 4 v v | ISR Sheet2 . Sheet3 . ¥

Ready |

4. Click anywhere outside the tab. . The worksheet is renamed.

43
44
45

M4 4 » M| January . Sheet? . Sheet3 %1

Ready |

To insert new worksheets:

Click the Insert Worksheet icon. A new worksheet will appear.
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M4 4 » M| January . Sheet? . Sheet3 ¥Jpn
Lag’

Ready |

ﬂ Insert Worksheet (Shift+F11) |

You can change the setting for the default number of worksheets that appear in Excel
workbooks. To access this setting, go into Backstage view and click Options.

To delete worksheets:

Worksheets can be deleted from a workbook, including those containing data.

1. Select the worksheets you want to delete.
2. Right-click one of the selected worksheets. The worksheet menu appears.
3. Select Delete. The selected worksheets willbe deleted from your werkbook.

Insert...
geleteb
Eename

Move or Copy..

View Code

Protect Sheet...
Tab Color

Hide

Select All Sheets

Decermber | Sheet13 %3 AT

To copy a worksheet:

1. Right-click the worksheet you want to copy. The worksheet menu appears.
2. Select Move or Copy.
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Insert...

Delete

Rename

Move or Copy...
View Code L}
Protect Sheet...
Tab Colar

Hide

Select All Sheets
M 4k M| January 7
Ready |

3. The Move or Copy dialog box appears. Check the Create@ copy box.
[ Move or Copy M

Move selected sheets
To book:

MonthlyBudget IEI
Before sheet:

Januarﬁ Py
il

Coec ) [emw )

L

4. Click OK. Your worksheet is copied. It will have the same title as your original
worksheet, but the title will include a version number, such as January (2).

35
‘ 4 4 » [ January | January (2) ¥
Ready |

To move a worksheet:
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. Click the worksheet you want to move. The mouse will change to show a small worksheet

icon I'_[%‘

. Drag the worksheet icon until a small black arrow ~ appears where you want the
worksheet to be moved.

33

34

35 .

M 4 » »| "Monthly Budget . Daiy Budget | Yearly Budget %]

| Ready |

. Release your mouse, and the worksheet will be moved:

23
34

35
4 4+ M| Yearly Budget .~ Monthly Budget  Daily Budget . #3
|| Ready |

To color code worksheet tabs:

You can color worksheet tabs to help arganize your worksheets and make your workbook easier
to navigate.

1. Right-click the worksheet tab you want to color. The worksheet menu appears.
2. Select Tab.Caolor. The color menu appears.
3. Select the color you want to change your tab.
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Insert...

Delete

Eename

Move ar Copy..
View Code
Protect Sheet...

Tab Color ¥ | Theme Colors

. H EEEEEN
Hide

Select All Sheets I I I I I I i:
; August {mepremper - uecrone B :
Standard Colors Purple, Accent 4, Darker 25%

No Color

+8 <More Colors... |

4. The tab color will change in the workbook. If your tab still appears‘white, it is because the
worksheet is still selected. Select any other worksheet tab to seethe color change.

luly  MENESY September

Grouping and ungrouping worksheets

You can work'with each worksheet.in @ workbook individually, or you can work with multiple
worksheets at the same'time. Worksheets can be combined into a group. Any changes made to
one worksheet in a group will be made to every worksheet in the group.

To group worksheets:

1. Select the first worksheet you want in the group.
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| september October . Moverrber “December ,
L]

2. Press and hold the Ctrl key on your keyboard.

3. Select the next worksheet you want in the group. Continue to select worksheets until all
of the worksheets you want to group are selected.

| september . October . MNoverrber [ December,
Ly

4. Release the Ctrl key. The worksheets are now grouped. The worksheet tabs appear white
for grouped worksheets.

While worksheets are grouped, you can navigate to any worksheet in the group and make
changes that will appear on every worksheet in the group. If you click a worksheet tab that's

not in the group, however, all of your werksheets will become ungrouped. You will have to
group them again.

To ungroup all worksheets:

1. Right-click one of the worksheets. The worksheet menu appears.
2. Select Ungraup. The worksheets will be ungrouped.

Freezing worksheet panes

The ability to freeze specific rows or columns in your worksheet can be a useful feature in Excel.
It is called freezing panes. When you freeze panes, you select rows or columns that will remain

visible all the time, even as you are scrolling. This is particularly helpful when working with
large spreadsheets.
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To freeze rows:

1. Select the row below the rows you want frozen. For example, if you want rows 1 and 2 to
always appear at the top of the worksheet even as you scroll, then select row 3.

2 Bills Payment
B_Jé:ixEdExpemes
4 cable/ Internet E 89.99 | 15-Jan|Visa

2. Click the View tab.
3. Click the Freeze Panes command. A drop-down menu appears.
4. Select Freeze Panes.

nthlyBudget.x icrosoft Exc

1 view Side by Side
3, Synchranous Sexolling E
100% Zoomto Mew  Arrange | Freeze L Save
Selection | Window Al (Pames=| Unhide | 44 Reset Window Position Workspace

Zoom

= Freeze Panes
Ebkeep rows and columns visible while the rest of
the worksheet scrolls (based on current selection].

Freeze Top Row
E Keep the tap row visible while scrolling through

the rest of the worksheet.

Freeze First Column

Eeep the first column visible while scrolling
through the rest of the worksheet,

5. A black line appears below the rows that are frozen in place. Scroll down in the
worksheet'to see the rows below the frozen rows.

| o
Monthly Budget - January

Bills Payment Date Due Paid
Gas 5 160.00 §-lan|Discover
Pets 5 65.00 10-lan|Visa
Water 5 28.23 21-lan|Visa
Other
Clothes 5 18.54 8-Jan|Store CreditCard | Rows 1 and 2 are
Misc. s 98.06 &-lan|Discover frozen above this
Restaurants 5 156.71 §-lan|Discover blackline

Credit Payment
Discover [$  1,108.31 | 6-Jan|Yes
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To freeze columns:

1. Select the column to the right of the columns you want frozen. For example, if you want
columns A and B to always appear to the left of the worksheet even as you scroll, select
column C.

Variable Expenses January February

53.62 . 52.31
10.24 157.44
120.45 153.00
203.50 189.35 125.00
32.68 31.67 32.55
68.65 52.65 55.98
78.24 50.21 60.24
52.84 50.36 32.41

555.18 668.93
1,210.77 $1, 765.95 2,434.88
2. Click the View tab.

3. Click the Freeze Panes command. A drop-down menu appears.
4. Select Freeze Panes.

Cell Phone
Clothes
Gas

Groceries

Home Phone

[ e s L = O, S T I ]

Power

Restaurants
Water
Total

Total Year

L [ L [0 | [0 |0 (L0 L [
L | L0 [0 (L0 L0 U0 |0 (L0 L
L0 [ (L |0 | U0 | L0 L0 (10 (L0

(48]
[

nthlyBudget.x icrosoft

él E [ split 1] View Side by Side
T o Hide I A synehrenous Scrolling I:—H
100% Zoomto Mew  Arrange | Freeze L Save

Selection | Window  All Panes = [JUnbide | 14 Reset Window Positio Workspacs
Zoom Freeze Panes |

E mﬁeep rows and columns visible while the rest of

the worksheet scrolls (based on current selection). L
E_L F JTG t=_—|

5. A black line appears to the right of the frozen area. Scroll across the worksheet to see the
columns to the right of the frozen columns.

Freeze Top Row

Keep the top row visible while scrolling through
the rest of the worksheet,

Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet.
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Variable Expenses January

=
=
(=]
=
&

41.30
106.28
256.38

55.60

87.42
150.42

56.86
754.26

4,478.30

49.40
204.24
113.12
245,12

36.88

75.32

46.02

48.55
818.65

5,296.95

Cell Phone
Clothes
Gas

Groceries
Home Phone

Woa |~ @ 0w |

Power

Restaurants
Water
Total

Total Year

W | L0 [ |00 [ [ | |40 [
L [ | |4 |40 |4 |0 [0 [ |
L | L0 L0 [0 L [0 L (L0 L
L [ L | | [ (L0 [ [0 |

Columns Aand

B are frozen to

the left of this
blackline

To unfreeze panes:

1. Click the View tab.
2. Click the Freeze Panes command. A drop-down menu appears.
3. Select Unfreeze Panes. The panes will be unfrozen, and the black line will disappear.

e
4
m 100% Zoomto Mew  Arrange | Freeze

Selection’| Window Al |Panes=| ] Unhide & 3]+ Reset
Zoom Unfreeze Panes

L\\)Unluck all rows and columns to scroll
through the entire worksheet,
Freeze Top Row
Keep the top row visible while scrolling
through the rest of the worksheet.
Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet.
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Challenge!

Open an existing Excel 2010 workbook. If you want, you can use this example.
Insert a new worksheet.

Change the name of a worksheet.

Delete a worksheet.

Move a worksheet.

Copy a worksheet.

Try grouping and ungrouping worksheets.

Try freezing and unfreezing columns and rows.

1.
2.
3.
4.
S.
6.
7.
8.

Creating complex formulas

X v Jfo | =BA*SBS1

B
0.055

Price Sales Tax
$9.95] =B4*3B851] |
$24.50 %1.35
£9.99 %0.55
49,99 %2.75
$8.25 $0.45

Excel is a spreadsheet application that can help you calculate and analyze numerical
information ‘for household budgets, company finances, inventory, and more. To do this,
you need to'understand complex formulas.

In this lesson, you'll learn how to write complex formulas in Excel following the order of

operations. You will also learn about relative and absolute cell references, as well as
how to copy and fill formulas containing cell references.

Complex formulas

Simple formulas have one mathematical operation, such as 5+5. Complex
formulas have more than one mathematical operation, such as 5+5-2. When there is
more than one operation in a formula, the order of operations tells us which operation
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to calculate first. To use Excel to calculate complex formulas, you'll need to understand
the order of operations.

Optional: You can download this example for extra practice.

The order of operations

Excel calculates formulas based on the following order of operations:

. Operations enclosed in parentheses

. Exponential calculations (to the power of)

. Multiplication and division, whichever comes first
. Addition and subtraction, whichever comes first

A mnemonic that can help you remember the order
Is Please Excuse My Dear Aunt Sally.

Example 1

The following example demonstrates how to use the order of operations to calculate a
formula:

(Approved By Govt. of Delhi)

b Contact- 9999478454, 9999478409
B-1/A 3rd Floor Opp. Kirpal Apt. Joshi Colony LP. Extention Delhi 110092
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40/(10-8)*4A2

Perform the operation in
parentheses first: 10-8=2

formula becomes

40/2%412

Next calculate the exponent: 422=16

formula becomes

40/2*16

Division comes'before multiplication
in this example, so divide: 40/2=20

formula becomes

20*%16

The last operation is multiplication:
2016=320

The final answer is 320

Example 2

In this example,we'll review how Excel will calculate a complex formula using the order
of operations. The selected cell will display the percent of total Pete Lily seeds sold that
were white.

Seed Inventory Packets Sold |Price Percent of Total Sold

Pete Lily - Blue 14 $1.99 42.42
Pete Lily - White 19 $1.99|=(19*1.99)(33*1.99)§100
Total Pete Lily 33 $1.00

. First, Excel will calculate the amount sold in parentheses: (19*1.99)=37.81 White Pete
Lily seeds and (33*1.99)=65.67 Total Pete Lily seeds.

. Second, it will divide the White Pete Lily seeds amount by the Total Pete Lily seeds
amount: 37.81/65.67=.5758.

. Last, it will multiply the result by 100 to obtain the value as a percent: .5758*100=57.58.

Based on this complex formula, the result will show that 57.58% of the total Pete Lily
seeds sold were white. You can see from this example that it is important to enter
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complex formulas with the correct order of operations. Otherwise, Excel will not
calculate the results accurately.

To create a complex formula using the order of operations:

In this example, we'll use cell references in addition to actual values to create a
complex formula that will add tax to the nursery order.

. Click the cell where you want the formula result to appear (F11, for example).
. Type the equals sign (=).
3. Type an open parenthesis, then click the cell that contains the first value you want in the
formula (F4, for example).
. Type the first mathematical operator (the addition sign, for example).

. Click the cell that contains the second value you want in the formula (F5, for example),
then type a closed parenthesis.

. Type the next mathematical operator (the multiplication sign, for example).
. Type the next value in the formula (0.055 for 5.5% tax, for example):

SUM v (* % « f| =(Fa+F5)*0.055

B , C D

FAr

ITEM # Price Quantity  Total

LE Tomato Planter Bags 5G324 518.99 2
M - Cord AU396 50.12 5

=
HE:,LDQG'-JU‘I'LH-D-WN

|=(Fa+ F5)*0.055
$40.70]

=
5]

13

8. Click Enter to calculate your formula. The results show that $2.12 is the tax for the
nursery order.
$2.12|
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Excel will not always tell you if your formula contains an error, so it's up to you to
check all of your formulas. To learn how to do this, you can read the Double-Check
Your Formulas lesson from our Excel Formulas tutorial.

Working with cell references

Video: Working with Cell References in Excel 2010

In order to maintain accurate formulas, it is necessary to understand how cell references
respond when you copy or fill them to new cells in.the worksheet.

Excel will interpret cell references as either relative or absolute. By default, cell
references are relative references. When<opied or filled, they change based on the
relative position of rows and columns. If you copy a formula (=A1+B1) into row 2, the
formula will change to become (=A2+B2).

Absolute references, on the other hand, do not change when they are copied or filled
and are used when you want.the values to stay the same.

Relative references

Relative references can save yau time when you're repeating the same type of
calculation across multiple rows'or columns.

In the following example; we're creating a formula with cell references in row 4 to
calculate the total cost of the electric bill and water bill for each month (B4=B2+B3). For
the upcoming months, we wantto use the same formula with relative references
(C2+C3, D2+D3, E2+E3, etc.). For convenience, we can copy the formula in B4 into the
rest of row 4, and Excel will calculate the value of the bills for these months using
relative references.

To create and copy a formula using relative references:

1. Select the first cell where you want to enter the formula (B4, for example).
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B4
A B E F G H I
JAN APR MAY JUN JUL AUG NOV

Electric 5 116.45 511478 | S 5845 | 5 10198 | 5 12041 | 5 139.42 5 110.12

1
2

3 Water 5 50.15 5 4957 & 5042 |6 64455 66428 6324 4 43,24
4 |Total o

. Enter the formula to calculate the value you want (B2+B3, for example).

A B =
1 JAN FEB
2 Electric 5 116.45 | 5 125.15
3 Water S 50155 48.75

| 4 Total =B2+483

. Press Enter. The formula will be calculated.

$ 166.60

. Select the cell you want to copy (B4, for example), then click the Copy command from
the Home tab.

. Select the cells where you want.to paste the formula, then click'the Paste command from
the Home tab. You can also«drag the fill handle to fill cells.

c4 - B | =C24C3

a | e [ ¢ [ TEEEEALF | Sy | 1 | 1 ] k | 1

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV

Electric S 11645 | 5 12515 [ 5 13204 | 5 114.78 | S 59345 | 5 10198 | S 12041 (513942 | 5 9956 | 5 106.24 | 5 110.12

Water . 5 4875 |5 4587 |5 4957 |5 5042 |5 6445 |5 6642 |5 6324 |5 5654 |5 46 |5 4324

S 173,90 | § 177.91 | S 164.35 | $ 143.87 | S 166.43 | 5 186.83 | S 202.66 | 5 156.10 | S 152.48 | $ 153.36

. Your formula is copied to the selected cells as a relative reference (C4=C2+C3,
D4=D2+D3, E4=E2+ES3, etc.), and the values are calculated.

Absolute references

There may be times when you do not want a cell reference to change when copying or
filling cells. You can use an absolute reference to keep a row and/or column constant
in the formula.

An absolute reference is designated in the formula by the addition of a dollar sign ($). It
can precede the column reference, the row reference, or both.
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SAS2: The column and the row do notchange when copied.
AS2: The row does not change when copied.

SA2: The column does not change when copied.

In the below example, we want to calculate the sales tax for a list.of products with
varying prices. We'll use an absolute reference for the sales tax{($B$1) because we do
not want it to change as we are copying the formula down the column of varying prices.

To create and copy a formula using an absolute reference:

1. Select the first cell where you want to enter the formula (C4, for example).

ca - Je y
A B C
1 |5.5% Sales Tax 0.055
2

2 ITEM Price Sales Tax
| 4 |7" Spanish Pot - $9.95
5 | LightWorks Garde %24.50
& |Coneflower - Sur £9.99
7 Four Way Soil An £49.99
& Ferti-Again $8.25

. Type an equals sign, and then click the.cell that contains the first value you want in the
formula (B4, for example).

. Type the first mathematical operator (the multiplication sign, for example).

. Type the dollar sign.($), then enter the column letter of the cell you are making an
absolute reference to (B, for example).

— —
MAX (" X v fr =-B4A*3B
A | B |
1 |5.5% Sales Tax 0.055
2

3 |ITEM Price Sales Tax
| 4 |7" Spanish Pot - BLU [ $9.95] =B4* 58|
5 LightWorks Garden Kit £24.50
& Coneflower - Sundown £$9.99
7 Four Way Soil Analyzer £49.99
8 Ferti-Again £8.25

5. Type the dollar sign ($), then enter the row number of the same cell you are making an
absolute reference to (1, for example).
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MAX X v Jf | =B4A*SBS1
A B |

1 [5.5% Sales Tax 0.055

2
3 |ITEM Price Sales Tax
| 4 |7" Spanish Pot - BLU [ $9.95] =B4*5B851]
5 LightWorks Garden Kit £24.50
& Coneflower - Sundown £9.99
7 Four Way Soil Analyzer 549,99
8 Ferti-Again %8.25

. Press Enter to calculate the formula.
$0.55

. Select the cell you want to copy (C4, for example), then click the Copy command from
the Home tab.

. Select the cells where you want to paste the'formula, thenlick the Paste command from
the Home tab. You can also drag the fill handleto fill cells.

s - Je | =B5*S$BS1

A ) B C

5.5% Sales Tax 0.055

ITEM Sales Tax
7" Spanish Pot - BLU £9.95
LightWorks Garden Kit %24.50
Coneflower - Sundown %9.99
Four Way Soil Analyzer £49.99
Ferti-Again £8.25

1
2
3
4
5
5]
7
B

9. Your formula is copied to the selected cells using the absolute reference (C5=B5*$B$1,
C6=B6*3$B$1, etc.), and your values are calculated.

When writing a formula, you can press the F4 key on your keyboard to switch
between relative and‘absolute cell references. This is an easy way to quickly insert
an absolute reference.

Challenge!

. Open an existing Excel 2010 workbook. If you want, you can use this example.
. Create a formula that uses an absolute reference. If you are using the example, calculate
the sales tax in E4:E20. Use cell C23 as your absolute reference to the price of sales tax.

. Create a formula that uses a relative reference. If you are using the example, create a
formula that adds the price of each item in column D and the sales tax for each item in
column E, then multiplies the result by the quantity of each item in column F. Enter your
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results in the totals column (column G). Hint: You'll need to think about the order of
operations for this to work correctly.

Working with basic functions

ﬁ % AutoSum ~ ﬁ L
[ Recently Used = [A Tt
Insert

Function @ Financial = fﬁf D

Functi
- ?
C

1 |=5UM{19.99, BS, C5:C11)
| SUM(numberl, [number2], [1
3

Figuring out formulas for calculations you want to make inExcel can be tediousand
complicated. Fortunately, Excel has an entire library. of functions—or predefined formulas—
you can take advantage of. You may be familiarwith common functions

like sum, average, product, and count, but there‘are hundreds of functions in Excel, even for
things like formatting text, referencing cells, calculating financial rates, and analyzing statistics.

In this lesson, you'll learn the basics of inserting common functions into your worksheet by

utilizing the AutoSum and Insert Functions commands. You will also become familiar with
how to search and find various functions, including.exploring Excel's Functions Library.

Basic functions

A function is a predefined formula that performs calculations using specific values in a
particular order. One of the key benefits of functions is that they can save you time because you
do not have to write the formula yourself. Excel has hundreds of functions to assist with your
calculations.

To use these functions correctly, you need to understand the different parts of a function and
how to create arguments in functions to calculate values and cell references.

You can download this example for extra practice.

The parts of a function
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The order in which you insert a function is important. Each function has a specific order—
called syntax—which must be followed in order for the function to work correctly. The basic
syntax to create a formula with a function is to insert an equals sign (=), function name (SUM,
for example, is the function name for addition), and argument. Arguments contain the
information you want the formula to calculate, such as a range of cell references.

=SUM(B3:B12)

Equal sign Function Argument
name

Working with arguments

Arguments must be enclosed in parentheses. Individual values or<cell references inside the
parentheses are separated by either colons or commas.

« Colons create a reference to a range of cells.

For example, =ZAVERAGE(E19:E23) would calculate the average of the cell range E19
through E23.

Commas separate individual values, cell references, and cell ranges in parentheses. If
there is more than one argument, you must separate each argument by a comma.

For example, =COUNT(C6.:C14,C19:C23,C28) will count all the cells in the three
arguments that are included in parentheses.

To create a basic function in Excel:

1. Select the cell where the answer will appear (F15, for example).
2. Type the equals sign (=), then enter the function name (SUM, for example).
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$12.20
$7.33

Unit Price
512.03
515.95

55.87
58.83
513.54

$61.00
$36.65

I:f:;-:l

%) sUMIF

() SUMIFS

() SUMPRODUCT
%) suMsQ

() sUMX2MY2
) suMX2PY2

() SUMXMY2

ErmPe

8-Aug
g-Aug

11-Aug
11-Aug

| Adds all the numbers in a range of cells

18-Sep
18-5ep
8-Aug

g-Aug

527.08

22-1ul

Ordered Date Received

26-5ep
26-5ep
14-Aug
14-Aug

29-Jul

3. Enter the cells for the argument inside the parentheses.

Unit Price  Subtotal Date Ordered Date Received
$5.86 $58.60 12-5ep 17-Sep
$10.26 $80.52 12-Sep 17-5ep
54.20 542.00 6-Sep 12-Sep
$6.19 $74.28 6-Sep 12-Sep
53.20 548.00 B-Sep 12-Sep
$3.40 $17.00 6-Sep 12-Sep
$4.10 $32.80 6-Sep 12-Sep
512.20 561.00 8-Aug 11-Aug
$7.33 $36.65 8-Aug 11-Aug

|=sum(Fé:F1a)|

4. Press Enter, and the result will appear.
$450.85

Excel will not always tell you if your function contains an error, so it's up to you to check all
of your functions. To learn how to do this, read the Double-Check Your Formulas lesson
from our Excel Formulas tutorial.

Using AutoSum to select common functions

The AutoSum command allows you to automatically return the results for a range of cells for
common functions like SUM and AVERAGE.

1. Select the cell where the answer will appear (E24, for example).
2. Click the Home tab.

3. In the Editing group, click the AutoSum drop-down arrow and select the function you
want (Average, for example).
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E Z AutoSum|~| h _ﬁa
' = 5um
Format il
- Average b £t~
Count Numbers
Max

Min

More Functions...

=

4. A formula will appear in E24, the selected cell. If logically placed, AutoSum will select
your cells for you. Otherwise, you will need to click the cells to choose the argument you
want.

Unit Price  Subtotal Date Ordered Date Received
$12.03)  $36.09 18-Sep 26-Sep
515.955 $31.90 18-Sep 26-Sep

$5.87¢ 558.70 8-Aug 14-Aug
53.83§ $88.30 8-Aug 14-Aug
527.08 22-Jul 29-Jul

|=avErAGE( )

AVERAGE(numberl, [numberd], ...

5. Press Enter, and the result will appear.

$11.24

The AutoSum command can also be'accessed from the Formulas tab.

The Function Library

There are hundreds of functions in Excel, but only some will be useful for the type of data you're
working with. There is.no need to learn every single function, but you may want to explore some
of the different types to get ideas about which ones might be helpful to you as you create new
spreadsheets.

A great place to explore functions is in the Function Library on the Formulas tab. Here, you can
search and select Excel functions based on categories such as Financial, Logical, Text,
and Date & Time. Click the buttons in the interactive below to learn more.
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To insert a function from the Function Library:

1. Select the cell where the answer will appear (16, for example).
2. Click the Formulas tab.

. From the Function Library group, select the function category you want. In this
example, we'll choose Date & Time:

. Select thedesired function from the Date & Time drop-down menu. We'll choose

the NETWORKDAY Sfunction to count the days between the order date and receive date
in our worksheet.

nAdhvayan An Educational Trust
(Approved By Govt. of Delhi)

y _._ . Contact- 9999478454, 9999478409
B-1/A 3rd Floor Opp. Kirpal Apt. Joshi Colony L.P. Extention Delhi 110092
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Home Insert Page Layout Formulas Data Review View
f T P E@NE AP S
|| |- - = Us

Insert AutoSum Recently Financial Logical Text |Date & | Lookup & Math More Mame

Function = Used ~ = = = Time ~ |Reference ~ & Trig ~ Functions = | Manager ES Cr
Function Librany DAY - Drefine

16 F | =NETWO DAYS3E0

A B EDATE
2 Office Supply Order Log  Jul-Sep 2010
3
4 OfficeMax HOUR

5 Office Supply Item Number MINUTE Unit Price  Subtota
6 |File Folders EGC38230 MONTH $5.86 $58.61
7

Copy Paper LBG43576 —— $40.26 SB0.5:

8 Paperclips CAD789237 $4.20 S42.00
5 Binder Clips (Multi) CAD256903 L R — : ;
10 Pens {Blue} KLH72902 NO MNETWORKDAY S(start_date end_date, holidays)

|
11 Pens (Red) KLH78904 SEC| s the nemberafiunole workdays
12 |Highligher Pens (Yellow) STA73298 i
|

TINA
13 Sticky Notes JUG198430 e Press F1 for more help.

————— TTRAE ™ T——= T———=

ECMONTH

The Function Arguments dialog box will appear. Insert the cursor in the first field, then
enter or select the cell(s) you want (G6, for.example).

itity Type Unit Price Date Received Delivery Time
10 boxes 55.86 4 -Sep 1?—Sep|:KDAYS{GEs} -l

2 cartons 540.26 ! 17-Sep

Function Arguments [ ? &J

METWORKDAYS

Start_date s
End_date
Holidays

Returns the number of whole workdays between two dates.

Start_date is a serial date number that represents the start date.

Formula result =

Help on this function 0K l l Cancel l

b

Insert the cursor inthe next field, then enter or select the cell(s) you want (H6, for
example).
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tity Type Unit Price
10 boxes 55.86
2 cartons 540.26

Function Arguments

METWORKDAYS
Start_date |Gs
End_date Hg|
Holidays

Returns the number of whole workdays between two dates.
End_date is a serial date number tat represents the end date.

Formula result = 5 *— [View formula result )
T

Help on this function

7. Click OK, and the result will appear. Our.sesults show that it took five days to receive the
order.

Date Ordered Date Received
12-Sep 17-5ep

The Insert Function command

The Insert Function command is'convenient because it allows you to search for a function by
typing a description of what you're' looking for or by selecting a category to peruse. The Insert
Function command can also be used to easily enter or select more than one argument for a
function.

Using the Insert Function.command

In this example, we want to find a function that will count the total number of supplies listed in
the Office Supply Order Log. The basic COUNT function only counts cells with numbers; we
want to count the cells in the Office Supply column, which uses text. Therefore, we'll need to
find a formula that counts cells with text.

1. Select the cell where the answer will appear (A27, for example).
2. Click the Formulas tab, then select the Insert Function command.
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Home Insert Page Layout Data Review View

Insert AutoSum Recently Financial Logical Text Date & Lookup &  Math Maore

Function hd Used ~ - - h Time = Reference ~ & Trig = Functions =
Function Library

Insert Function (Shift+F3) F |

Edit the formula in the current cell B C D E
by choosing functions and editing
the arguments.

em Number Unit Quantity Type
0 Press F1 for more help. SC3IR290 10 boxes
T Cnnw Danar I BISAZRTA 2 rartnnc

3. The Insert Function dialog box will appear.

4. Type a description of the function you are searching for, then click Go (Count.cells with
text, for example). You can also search by selecting a category.

wo 1

9 |Binder Clips (Multi) Cy - _—— wﬁ A‘Q
Insert Funchion . % g

10 Pens (Blue)
11 Pens (Red) Search for a function:
12 Highligher Pens (Yellow)
|| 12 |Sticky Notes
14 |staples Or select a category: | All
15
16
17 USFoods
18 oOffice Supply Type a brief description of
13 Coffee Filters the funetion you are
20 Creamer searching for and click Go
21 Paper Towels

Count cells with text

Select a function:

22 Hand Soap Returns the absolute value of a number, a number without its sign.
23 Garbage Bags

24
25
20
27

1=}

5. Review the results to find the function you want (COUNTA, for example). Click OK.

Help on this function

Adhyayan An Educational Trust
(Approved By Govt. of Delhi)
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-

Insert Function

Search for a function:

Count cells with Text

Or select a category: | Recommended

Select a function:

—
COUMT Review the recommended
COUNTIF .
DCOLNT results and sel_ect a function.
COUNTELAME Then click OK.

TEXT
DCOUMNTA
COUNTA

COUNTA(valuel,valuel,...)
Counts the number of cells in a range that are not empty.

Help on this functon [ Ik Q-J [ Cancel ]

e

6. The Function Arguments dialog box will'appear. Insert the cursor in the first field, then
enter or select the cell(s) you want (A6:A14, for example).

Function Lbrary etined Names Formula Auditing

COUNTA X v f« =COUNTA(A6:A14)

4 Offic

e Max
TR

; _gr-ile Folders
3Copy Paper . -

§ iPaperclips Valuel As:ALd ) = (e Folders " Copy Paper'; Paperc...

3 ?‘Binder Clips (Multi) ( s ———

18 1Pens (Biue)

1 }Pens(ked) -
I| 1§ jHighligher Pens (Yellow) |3 Select cell range for first argument.
isticky Notes

=9

BE] = number

. Counts the number of cefls in a range that are not empty.

Valuel: valuelvaiue2,... are 1 to 255 arguments representing the values and cells
17 USFoods you want to count. Vakses can be any type of information.

13 Office Supply

19 Coffee Filters
20 Creamer

21 Paper Towels :Idﬁpr_m_-‘msm [ ok || conca

22 Hand Soap ; Co— . S .
23 Garbage Bags 589kjyu 2 boxes $13.54 $27.08 22-Jul

na

Formula result = 9

——

7. Insert the cursor inthe next field, then enter or select the cell(s) you want (A19:A23, for
example). You can continue to add additional arguments if needed.
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| 15 Function Arguments 2
16
17 USFoods

COUNTA

—— Valuel AG:A14 = [Fle Folders " "Copy Paper"; Paperc...
- Coffanlters Value2 |A19:A23 = {"Coffee Filters"; "Creamer"; Paper T...
D iCreamer Value3 = number

L}
A
\
.
s § -Pa er Towels '
D Ha:d Soap E *\ Select cell range for next argument.
,: Garbase Bass : Click OK when finished.

| Counts the number of cells in a range that are not empty.

Value2: valuel,value2,... are 1 to 255 arguments representing the values and cells
you want to count. Values can be any type of information.

4 < » M| Sheet1 Sheet? .~ SHll| Help on this function [—-~——]
- : —— )

8. Click OK, and the result will appear. Our results show that 14 Total Supplies were
ordered from our log.

If you're comfortable with basic functions, you may want to try a more advanced one

like VLOOKUP. You can check out our article on How to Use Excel's VLOOKUP
Function for more information. Af you want to learn even more about functions, check out
our Excel Formulas tutorial.

Challenge!

. Open an existing Excel 2010 workbook. If you want, you can use this example.
. Create a‘'function that contains more than one argument.

. Use AutoSum to inserta function. If you are using the example, insert the MAX function
in cell E15 to find the highest-priced supply.

. Insert a function from the Functions Library. If you are using the example, find the
PRODUCT function (multiply) to calculate the Unit Quantity times the Unit Price in cells
F19 through F23.

. Use the Insert Function command to search and explore functions.

Introduction
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Sort

4| Add Level ” 7 Delete Level ]

Column
Sortby | Column A IE'

With more than 17 billion cells in a single worksheet, Excel 2010 gives you the ability to
work with an enormous amount of data. Arranging your data alphabetically, from
smallest to largest, or using other criteria can help you find the information you're
looking for more quickly.

In this lesson, you will learn how to sort data to better view and organize the contents of
your spreadsheet.

Basic sorting

Sorting is a common task that allows you to change or'customize the order of your
spreadsheet data. For example, you could.organize an office birthday list by employee,
birthdate, or department, making it easier to find what you're looking for. Custom sorting
takes it a step further, giving you the ability to sort:multiple levels—such as department
first, then birthdate—to group birthdates by department.

Optional: You can download this'example for extra practice.

To sort in alphabetical order:

1. Select a cell'in the column you want to sort by. In this example, we'll sort by Last Name.

| C D E
1 Last Name Payment T-Shirt Color
2 [olivera g J1-oct White
3 Richards [4-0ct Dark Red
4 |Hanlon 5-Oct
5 Means 5-Oct Dark Red

. Select the Data tab, then locate the Sort and Filter group.

3. Click the ascending command ! to Sort A to Z or the descending command il toSort z
to A.
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Insert Page Layout Formulas Data Revig'

ORI 4

z )
Al Sort Filter

gJCcunnecticuns

3 .
E?Aduanced Co
Sort & Filter

SortAto Z

Sort the selection so that the

lowest values are at the top of the
M column.
Olivera

Richards '@' Press F1 for more help.
Hanlon |5-Gct |

4. The data in the spreadsheet will be organized alphabetically.

C D E
Last Name Payment T-Shirt Color
Ackerman 1-Oct
Albee 13-Oct
Bell 11-Oct Dark Red
Benson 11-Oct White
Chen 5-Oct Dark Red
Del Toro 13-Oct White
Ellison Pending Dark Red
Flores g-Oct White
Hanlon 5-Oct Heather Grey
Kelly 11-Oct Dark Red
Kelly 11-Oct eather
Lazar 14-Oct White
MacDonald Pending Dark Red
Means 5-0Oct Dark Red
Maser 14-Oct Dark Red
Nichols 6-Oct Dark Red

Sorting options can also be,found 'on the Home tab, condensed into the Sort &
Filter command.

To sort in numerical order:

1. Select a cell in‘the column you want to sort by.

| A B c
1 Homeroom # First Name Last Name
2 |110 rh lIKris Ackerman

3 105

Mathan

Albee

4 |220-B

Samantha

Bell

5 (110

Matt

Benson
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2. From the Data tab, click the ascending command 2 to Sort Smallest to Largest or the
descending command %! to Sort Largest to Smallest.

3. The data in the spreadsheet will be organized numerically.

A
Homeroom #

B
First Name

C
Last Name

105

MNathan

Albee

105

Christiana

Chen

105

Sidney

Kelly

105

Derek

MacDonald

105

Melissa

White

105

Esther

Yaron

110

Kris

Ackerman

= = B R = VR B R R L B

110

Matt

Benson

110

Gabriel

Del Toro

110

Regina

Olivera

135

Anisa

Maser

135

lames

Panarello

135

Lia

Richards

135

Jordan

Weller

135

Chantal

Weller

135

Alex

Yuen

To sort by date or time:

1.

Select a cellin the column you want to sort by.

| D

E

1 Payment

T-shirt Color

F
T-Shirt Size

2 |13-0ct ¢y

Heathe

Medium

3 5-Oct

“Dark Red

Medium

4 11-Oct

Dark Red

Medium

5 Pending

Dark Red

Large

. From the Data tab, clipk the ascending command 21 to Sort Oldest to Newest or the
descending command £} to Sort Newest to Oldest.

. The data in the spreadsheet will be organized by date or time.
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D E F
Payment T-Shirt Color T-Shirt Size
1-Oct Large
1-Oct White Large
4-0Oct Dark Red X-Large
5-0Oct Dark Red Medium
5-Oct Large
5-0Oct Dark Red Medium
5-Oct X-Large
6-Oct White X-Large
B-0ct Dark Red X-Large
7-Oct Smmall
7-Oct Dark Red Small
7-Oct Smmall
7-Oct Small
11-Oct Dark Red Medium
11-Oct White Medium
11-Oct Dark Red Medium

A= R R = VR B R SR R R

Custom sorting

To sort in the order of your choosing:

You can use a.Custom List to identify your own sorting order, such as days of the
week—or in‘this example, T-shirt sizes from smallest to largest.

1. From the Data tab, click.the Sort'command to open the Sort dialog box.

—— Te—_ \ 2 &
Data Review View Developer

| Connections 4 T? T =
| d ==

Z| Sort | Filter ., Text to
il I,} 7 advanced | columr
Sort & Filter

1ections

Sort

D Show the Sort dialog box to sort
Payment data based on several criteria at

once.
13-Oct
5_Oct l@l Press F1 for more help.

11-Oct Dark Red Medium
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2. ldentify the column you want to Sort by by clicking the drop-down arrow in
the Column field. In this example, we'll choose T-Shirt Size.

= 2 |
[ 4| Add Level H X Delete Level ” =24 Copy Level ] My data has headers

Caolumn Saort On Order

Sortby | T-Shirt Size [=] values [=] |atoz ﬂ

Homeroom #
First Name
Last Mame
Payment
T-Shirt Color

T-shirt Size L\\

[ OK l [ Cancel

3. Make sure Values is selected in the Sort On field.
4. Click the drop-down arrow in the Order field, then choose Custom L.ist.

[Sort )
’ 4| Add Level ” ¥ Delete Level ] ’ 53 Copy Level ] My data has headers

Column Sort On Crder

Sortby [T Shirt Size [=] |values ] [awz [=]

AtoZ
Zto A

OK ][ Cancel ]

5. Select NEW LIST, and enter how you want your data sorted in the List entries box.
We'll sort T-shirt sizes from smallest to largest.

6. Click Add to save the list, then click OK.

Adh ayan An Educational Trust
(Approved By Govt. of Delhi)

y _‘_ . Contact- 9999478454, 9999478409
B-1/A 3rd Floor Opp. Kirpal Apt. Joshi Colony L.P. Extention Delhi 110092
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-
Custom Lists

Custom Lists

Custom lists:
MEW LIST

Sun, Maon, Tue, Wed, Thu, Fri, &
Sunday, Manday, Tuesday, Wet
Jan, Feb, Mar, Apr, May, Jun, J
January, February, March, April

List entries:

~ | | Small
Medium
Large
¥-large

Press Enter to separate list entries,

o | [ concel |

7. Click OK to close the Sort dialog box and$ort your data.
r—Suc:nrt

B i S |
| Add Level ] ’  Delete Level ] ’ =3 Copy Level ] _l |Z| My data has headers

Colurmn SortOn

Sortby  |T-Shirt Size E Values

E |¥, Medium, Large, ¥-Large El

L%

8. The spreadsheet will'be sorted inorder of Small, Medium, Large, and X-Large

nAdhvayan An Educational Trust
(Approved By Govt. of Delhi)

b Contact- 9999478454, 9999478409
B-l/A 3rd Floor Opp. Kirpal Apt. Joshi Colony L.P. Extention Delhi 110092
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To sort by cell color, font color, or cell icon:

1.

C
Last Name

D
Payment

E
T-Shirt Color

F
T-Shirt Size

From the Data tab, click the Sort command to open the Sort dialog box.

Maser

14-0Oct

Dark Red

Small

Lazar

14-Oct

White

Small

Ellison

Pending

Dark Red

Small

Peyton-Gomez

Pending

White

Small

Chen

5-Oct

Dark Red

Medium

Means

5-0Oct

Dark Red

Medium

Benson

11-Oct

White

Medium

Bell

11-Oct

Dark Red

Medium

Albee

13-Oct

Medium

Del Toro

13-0Oct

White

Medium

Panarello

15-Oct

White

Medium

17 Ackerman

1-Oct

Large

18 Olivera

1-Oct

White

Large

19 'Weller

5-Oct

Large

20 Yuen

4-0ct

White

Large

21 MacDonald

Pending

Dark Red

Large

22 Richards

4-0Oct

Dark Red

X-Large

23 Hanlon

5-0Oct

X-Large

Identify the column you want to Sort by by clicking the drop-down arrow in

" the Column field.

. Choose whether you want to sort by Cell Color, Font Color, or Cell Icon in the Sort
On field. In this example, we'll'sort by Font Color.

-

A

Sort

2. . |

’ | Add Level ” X Delete Level ” =3 Copy Level ”

My data has headers

Colurmn

Sort On

Sortby  T-shirt Color (=] Values

Values
Cell Calar

Font Color

[,

Cell Icon

b

(=]

4. In the Order field, click the drop-down arrow to choose a color, then decide whether you
want it ordered On Top or On Bottom.
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2. . |

My data has headers

Sort

| Add Level ” * Delete Level ” =3 Copy Level ]

Order

=) —] o7

Automatic

RGEB(155, 45, 21)

Sart On

E Font Color

Colurmn

Sortby  T-shirt Colar

(=]

L

5. Click OK. The data is now sorted by attribute rather than text.

C D E
Last Name Payment T-Shirt Color
Richards 4-0ct Dark Red
Means 5-0ct Dark Red
Chen 5-0ct Dark Red
Michols g-Oct Dark Red
Yaron 7-Oct Dark Red

1
2
3
4
5
b
7
a8
9

Bell

11-Cct

Dark Red

Kelly

11-Oct

Dark Red

Maser

14-Oct

Dark Red

Ellison

Pending

Dark Red

MacDonald

Pending

Dark Red

Ackerman

1-Oct

He

Olivera

1-Oct

White

Sorting multiple levels

Another feature'of custom sorting—sorting multiple levels—allows you to identify
which columns t@ sort by and when, giving you more control over the organization of
your data. For example, you could sort by more than one cell color—such as red, then
yellow, then green, to indicate different levels of priority—or, as seen below, you could
sort students by homeroom number, then by last name.

To add a level:
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. From the Data tab, click the Sort command to open the Sort dialog box.

. Identify the first item you want to Sort by. In this example, we will sort Homeroom #
from Smallest to Largest.

. Click Add Level to add another item.

Sort L2 )
ﬁlﬁdd Level ] ’ ¥ Delete Level ” =3 Copy Level ] : My data has headers

Colurmn Sort On Order
Sortby  Homeroom = E Values E Smallest to Largest E

[ Ok ][ Cancel ]

L

4. Identify the item you want to sert by next. We will sort Last Name from A to Z.

[Sort LD i |

’ -..ﬂ%l Add Level ] ’ >< Delete Level ] ’ =3 Copy Level ” B My data has headers

Column Sort On Order
Sortby | Homeroom # E Values E Smallest to Largest E

Then by |} ast Name E Values E Ato IZ‘

Homeroam =
First Marme

T-Shirt Calor
T-5hirt Size

Ok ] [ Cancel

b

5. Click OK.
6. The spreadsheet will be sorted so homeroom numbers are in order, and within each
homeroom, that 'students are listed alphabetically by last name.
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A
Homeroom #

B
First Name

C
Last Name

105

MNathan

Albee

105

Christiana

Chen

105
105
105
105
110
110
110
110
135
135
135 Lia
135
135
135

Sidney
Derek
Melissa
Esther
Kris
Matt
Gabriel
Regina

Kelly
MacDonald
White
Yaron

Ackerman

= = B R = VR B R R L B

Benson

Del Toro

Olivera

Anisa Maser

Panarello
Richards
Weller
Weller
Yuen

lames

Jordan
Chantal
Alex

Copy Level will add a level by duplicating the'one you havesSelected and allowing
you to modify the sorting criteria. This is useful if you need to sort multiple levels that
share some criteria, such as the same Column, Sort On, or Order.

To change the sorting priority:

1. From the Datatab, click the Sort command to open the Custom Sort dialog box.
2. Select the level you.want to reorder.

. Use the Move Up or Move Down arrows. The higher the level is on the list, the higher its
priority.

2 [ |

My data has headers

Sort

[ 1 Add Level H ¥ Delete Level H =23 Copy Level H B[ Cptions...

Sort Gn Move Up (Ctrl+Up .C\rrcnw:l|
E Values |L| Smallest to Largest E
EI Values EI Small, Medium, Large, X-Large E‘
E Values E AtoZ E

Column

Sortby¥ | Homeroom £

Thenby s

Thenby || ast Name
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4. Click OK.

Challenge!

. Open an existing Excel 2010 workbook. If you want, you can use thisiexample.

. Sort a column in ascending 24 or descending &) order. If you are using the example, sort
by Homeroom #.

. Add a second level, and sort it according to cell color, font calor, or cell icon. If you are
using the example, add a second and third level to sort by the red and grey fonts used in
T-Shirt Color.

. Add another level, and sort it using a Custom List.df you are using the example, sort by
T-Shirt Size in the order of Small, Medium, Large, and X-Large.

. Change the sorting priority. If you are using:the example, reorder the list'to sort by T-
Shirt Color (red), then by T-Shirt Color (grey), then by T-<Shirt Size, then by:Homeroom
#.

Introduction

B

1 First Name

[ 10
21
k‘ 22 Derek MacDc

23 |Kris Ackerr
24 |Jordan Welle
25 Regina Oliver
26 Alex Yuen
27

If the amount of data in your worksheet becomes overwhelming, creating an outline can
help. Not only'does‘this allowyou to organize your data into groups and then show or
hide them from view, but it also allows you to summarize data for quick analysis using
the Subtotal command (for example, subtotaling the cost of office supplies depending
on the type of product).

In this lesson, you will learn how to outline your worksheet in order to summarize and
control how your data is displayed.

Outlining data

B-1/A, 38> FLOOR JOSHI COLONY LP. EXTN. DELHI-92



https://media.gcflearnfree.org/ctassets/topics/175/Excel2010_Sorting_Practice.xlsx

ADHYAYAN AN EDUCATIONAL TRUST | MS-EXCEL

Outlines give you the ability to group data you may want to show or hide from view, as
well as to create a quick summary using the Subtotal command. Because outlines rely
on grouping data that is related, you must sort before you can outline. For more
information, you may want to review our lesson on Sorting Data.

Optional: You can download this example for extra practice.

Outlining data using Subtotal

The Subtotal command can be used to outline your worksheet in several ways. It uses
common functions like SUM, COUNT, and AVERAGE t0 summarize your data and
place itin a group. To learn more about functions, visit our Working with Basic
Functions lesson.

In this example, we'll use the Subtotal command to count the number of T-shirt sizes
that were ordered at a local high school. This‘will also place each T-shirt size in a group,
making it possible to show the count but hide the details'that are not crucial to placing
the order (such as a student's homeroom number and payment date).

To outline data using Subtotal:

1. Sort according to the data you want to outline. Outlines rely on grouping data that is
related. In this example, we will outline the worksheet by T-Shirt Size, which has been
sorted from smallest to largest.

C D E F
Last Name Payment T-Shirt Color T-Shirt Size
Ellison Pending Dark Red Small
White 7-Oct rey  [Small
Reynolds 7-Oct ey |Small
Shaw 7-Oct oy [Small
Peyton-Gomez |Pending White Small
9 |Lazar 14-Oct White Small
10 Chen 5-0ct Dark Red Medium
11 |Kelly 11-Oct Dark Red Medium
12 Means 5-Oct Dark Red Medium
13 Bell 11-Oct Dark Red Medium
14 Albee 13-Oct Medium
15 |Kelly 11-Oct Medium
16 Benson 11-Oct White Medium
17 Del Taro 13-Oct White Medium
18 Panarello 15-Oct White Medium
19 Weller 15-Oct White Medium
20 MacDonald Pending Dark Red Large
21 Ackerman 1-Oct Large
22 weller 5-0Oct Large
23 Olivera 1-Oct White Large
24 Yuen 5-Oct White Large
25 |Richards 4-Oct Dark Red X-Large

2. Select the Data tab, then locate the Outline group.
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3. Click the Subtotal command to open the Subtotal dialog box.

AN @r L = chow Deta
"l s
== .

Group Ungroup Subtotal

Cutline I:}

Subtotal

Total several rows of related data
together by automatically inserting
subtotals and totals for the
selected cells.

9 Press F1 for more help.

. In the At each change in field, select the column you want to use to outline your
worksheet. In this example, we'll choose T-Shirt Size:

. In the Use function field, choose from the list of functions that are available for
subtotaling. We'll use the COUNT function totally the number of each size.

. Select the column you want the subtotal toappear in. We'll choose the T-Shirt Size
column.

. Click OK.
[ subtotal IR

At each change in:
T-5hirt Size

Use function:
Count

Add subtotal to:

[l T-shirt Size

Replace current subtotals
[ Page break between groups
Summary below data

[Eemove#.ll ] [ OKM [ Cancel l

8. The contents of your worksheet will be outlined. Each T-shirt size will be placed in its
own group, and the subtotal (count, in this case) will be listed below each group.
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C
Last Name

D
Payment

E
T-5hirt Color

F
T-Shirt Size

MS-EXCEL

Dark Red
Dark Red
Dark Red

7-Oct Small
14-Oct
Pending
7-0ct
7-Oct
7-Oct
Pending
14-Oct

Yaron

Maser Small

Ellisan small
White
Reynaolds

Shaw
Peyton-Gomez

Lazar

Small

Small

Small

White
White
small Count
Dark Red
Dark Red
Dark Red
Dark Red

Small

L= = R = R B S R T R )

Small

=
=

Medium

-
=

Chen
Kelly
Means
Bell
Albee
Kelly

5-Oct

11-Cct
3-0ct

11-Oct
13-Oct
11-Oct
11-Cct
13-Oct
15-Oct
15-Oct

Medium

=
P2

Medium

[
L

Medium

=
=

Medium

&

Medium

=
=]

White
White
White
White
Medium Count

Medium

=
|

Benson

Medium

=
(=]

Del Toro

Medium

=
o

Panarello
Weller

Medium

=)
=

[=]

P
=

Showing and hiding data

To show or hide a group:

1. Click the minus.sign—also known as the Hide Detail symbol—to collapse the group.

AAdhyayan An Educational Trust
(Approved By Govt. of Delhi)

Contact- 9999478454, 9999478409
B-1/A 3rd Floor Opp. Kirpal Apt. Joshi Colony L.P. Extention Delhi 110092
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C D E F

Last Name Payment T-Shirt Color T-Shirt Size
8 Peyton-Gomez |Pending White Small
9 Lazar 14-Oct White Small
10 Small Count
11 |Chen 5-Oct Dark Red Medium
12 Kelly 11-Oct Dark Red Medium
13 Means 5-Oct Dark Red Medium
14 |Bell 11-Oct Dark Red Medium
15 Albee 13-Oct Medium
16 |Kelly 11-Oct Medium
17 Benson 11-Oct White Medium
18 Del Toro 13-Oct White Medium
19 Panarello 15-Oct White Medium
20 weller 15-0Oct White Medium
21 Medium Count
22 |MacDonald Pending Dark Red Large
23 Ackerman 1-Oct =1 Grey Large
24 \Weller 5-Oct ther Gre Large
25 Olivera 1-Oct White Large
26 Yuen 5-Oct White Large
27 Large Count 3

lick the plus sign—also knewn as.the Show Detail symbol<to expand the group again.

C D E F
Last Name Payment T-Shirt Color T-Shirt Size
Peyton-Gomez |[Pending White Small

9 Lazar 14-Oct White Small

10 Small Count

21 Medium Count

22 |MacDonald Pending Dark Red

23 |Ackerman 1-Oct

24 \Weller 5-Cct

25 |Olivera 1-Oct White

26 |Yuen 5-Cct White

27 Large Count

28 Richards 4-Oct Dark Red

29 |Nichols B-Oct Dark Red

30 Hanlon 4-Oct

31 |Flores B-Oct White

32 X-Large Count 4

33 Grand Count 27

You can also use the #Z show Detailor =Z Hide Detail commands on the Data tab in the
Outline group. Select a cell in the group you want to show or hide, then click the
appropriate command.
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To view groups by level:

The groups in your outline, based on their hierarchy, are placed on different levels. You
can quickly display as little or as much information as you want by clicking the level
symbols to the left of your worksheet. In this example, we will view levels in
descending order, starting with the entire worksheet on display, then finishing with the
grand total. While this example contains only three levels, Excel gan accommodate up
to eight.

1. Click the highest level (level 3 in this example) to view and‘expand all.of your groups.
Viewing groups at the highest level will display the entirety of your worksheet.

C D E E
Last Name Payment T-Shirt Color T-Shirt Size
Yaron 7-Oct Dark Red Small
Maser 14-0Oct Dark Red Small
Ellison Pending Dark Red Small
White 7-Oct vy |Small
Reynolds 7-Oct irey  |Small
Shaw 7-Oct v |Small
Peyton-Gomez |Pending White Small
Lazar 14-Oct White Small
Small Count
Chen 5-Oct Dark Red Medium
Kelly 11-Oct Dark Red Medium
Means 3-Oct Dark Red Medium
Bell 11-Oct Dark Red Medium
Albee 13-Oct “Grey  |Medium
Kelly 11-Oct =r Grey  |Medium
Benson 11-Oct White Medium
Del Toro 13-Oct White Medium
Panarello 15-Oct White Medium
weller 15-Oct White Medium
Medium Count
MacDonald Pending Dark Red Large
Ackerman 1-Oct Heat Large
24 'Weller 5-Oct 1 Large
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2. Click the next level (level 2 in‘this example) to hide the detail of the previous level. In
this example, level 2 contains each subtotal.

C D E F
b3 1 Last Name Payment T-Shirt Color T-Shirt Size

10 Small Count

21 Medium Count
27 Large Count

32 X-Large Count
33 Grand Count
34

[+ ][+ [+]
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3. Click the lowest level (level 1 in this example) to display the lowest level of detail. In this
example, level 1 contains only the grand total.

C D E F
L3 1 Last Name | Payment |T—5hirt Color |T—5hirt Size |
L4

a3 Grand Count 27

34
a5

Removing groups and subtotaling

To ungroup data:

1. Select the rows or columns you want to ungroup. In this example, we'll ungroup size

Small.

2. From the Data tab, click the Ungroup command. The range of cells will be ungrouped.

C

D

E

F

Last Name

Payment

T-Shirt Color

T-Shirt Size

Yaron

7-Oct

Dark Red

Small

Maser

14-Oct

Dark Red

Small

Ellison

Pending

Dark Red

Small

White

7-0Oct

h\_

Small

Reynolds

7-Oct

Heathe

Small

Shaw

7-0ct

Heather Gi:

Small

0O (= | [N | e |2 | =

Peyton-Gomez

Pending

White

Small

11
12
13
14
15
16
17

Lazar

14-Oct

White

Small

Small Count

Chen

5-0ct

Dark Red

Medium

Kelly

11-Oct

Dark Red

Medium

Means

5-0ct

Dark Red

Medium

Bell

11-Oct

Dark Red

Medium

Albee

13-Oct

Medium

Kelly

11-Oct

Medium

Benson

11-Oct

White

Medium
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== Hide Detail
Group Ungroup | Subtotal

g ar e #Z show Detail
d 95
T ’E %ﬂ

Cutline

Ungroup (Shift+Alt+Left)

Ungroup a range of cells that were
previously grouped.

L 6 Press F1 for more help.

To ungroup all of the groups in your outline, open the drop-down menu under
the Ungroup command, then choose Clear Outline.

Ungroup and Clear Outline will not remove subtotaling from your worksheet.
Summary or subtotal data will stay in place and continue to function until'you remove
it.

To ungroup data and remove subtotaling:

1. From the Data tab, click the Subtotal command to open the Subtotal dialog box.
2. Click Remove All.
[‘subtotal R

At each change in:
T-5hirt Size

Use function:
Count

Add subtotal to:
| |Homeroom #

Replace current subtotals
[] Page break between groups
summary below data

[ Remove AJI!:]\?’ QK J [ Cancel l

3. All data will be ungrouped, and subtotals will be removed.
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C
Last Name

D
Payment

E
T-Shirt Color

F
T-Shirt Size

Ellison Pending Dark Red Small
White 7-0Oct Small
Reynolds 7-Oct Small
Shaw 7-0Oct Small
Peyton-Gomez |Pending White Small
Lazar 14-Oct White Small
Chen 5-Oct Dark Red Medium
Kelly 11-Oct Dark Red Medium
Means 5-0Oct Dark Red Medium
Bell 11-Oct Dark Red Medium
Albee 13-Oct Medium
Kelly 11-Oct Medium
Benson 11-Oct Medium
Del Toro 13-Oct Medium
Panarello 15-Oct Medium
weller 15-0Oct Medium
MacDonald Pending Large
21 Ackerman 1-Oct Large
22 'weller 5-0ct Large
23 |Olivera 1-Oct Large
24 Yuen 5-Oct Large
25 Richards 4-Oct X-Large

Creating your own groups

The Group command allows you to group any range of cells—either columns or rows. It
does not calculate a subtotal or relyon your data being sorted. This gives you the ability
to show or hide any part of your worksheet and display only the information you need.

To create and controlyour own group:

In this example, wewill prepare a list of T-shirt colors and sizes that need to be
distributed to each homeroom. Some of the data in the worksheet is not relevant to the
distribution of T-shirts; however, instead of deleting it, we'll group it, then temporarily
hide it from view.

1. Select the range of cells you want to group. In this example, we will group the First
Name, Last Name, and Payment columns.
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B C D | E
First Name Last Name Payment IIT-Shirt Color
Esther Yaron 7-Oct Dark Red
Anisa Maser 14-Oct Dark Red
Brigid Ellison Pending Dark Red
Melissa White 7-Oct
Malik Reynolds 7-0ct
Windy Shaw 7-Oct
Christopher Peyton-Gomez (Pending White
Michael Lazar 14-Oct White
Christiana Chen 5-Oct Dark Red
Sidney Kelly 11-Oct Dark Red

A= R R = T - O R L R

2. From the Data tab, click the Group command.

2P E>ﬂr§>) *’_Eﬂ GEE #Z show Detail
o = = == Hide Detail
What-If Group |Ungroup Subtotal
Analysis - - =

Cutline

Group (Shift+Alt+Right)

Tie a range of cells together so that
they can be collapsed or expanded.

[+| |5 A+B+C 14

3. Excel will group the selected columns or rows.

=]

B C D E
First Name Last Name Payment T-Shirt Color
Esther Yaron 7-Oct Dark Red
Anisa Maser 14-Oct Dark Red
Brigid Ellison Pending Dark Red
Melissa White 7-Oct
Malik Reynolds 7-0ct
Windy Shaw 7-Oct
Christopher Peyton-Gomez [Pending White
Michael Lazar 14-Oct White
10 Christiana Chen 5-Oct Dark Red
11 Sidney Kelly 11-Oct Dark Red

A= R R = VR B R SR R R
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4. Click the minus sign—also known as the Hide Detail symbol—to hide the group.
5. The group will be hidden from view.

N\

A E F
Homercom#  |T-Shirt Color T-Shirt Size
105 Dark Red small
135 Dark Red Small
220-A Dark Red small
105 Small
220-B small
220-B Small
220-4A White Small
220-B White Small
10 |105 Dark Red Medium
11 |105 Dark Red Medium

= = B R = VR B R R L B

Click the plus sign—also known as the Show Detail symbol—to.show the group
again.

Challenge!

. Open an existing Excel 2010 workbook: If you want, you can use this example.
. Outline your worksheet using the Subtotal command. If you are using the example,
outline by T=shirt size.

. Display the first level of groups'in your outline.

. Display the highest level to view your entire worksheet again.

. Create your own group of rews or. columns, then hide the group from view.
. Ungroup any range.of data.

. Remove subtotaling from yourworksheet.

Introduction
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A B

1
1011 Laptop 10" Saris
1012 Laptop 10" Saris
1021 Laptop 15" EDI S
1022 Laptop 15" EDIS
1023 Laptop 15" EDI S
1025 Laptop 15" EDIS
1031 Laptop 17" Saris

9= R I = R

Filters can be used to narrow down the data in your worksheet and hide parts of it from
view. While it may sound a little like grouping, filtering.is different because it allows you
to qualify and display only the data that interestsyou. For example, you could filter a list
of survey participants to view only those who are between the ages of 25 and 34. You
could also filter an inventory of paint colors.to view anything that contains the word blue,
such as bluebell or robin's egg blue.

In this lesson, you'll learn how to filter the data in‘your worksheet to display only the
information you need.

Filtering data

Filters can besapplied in different ways to improve the performance of your worksheet.
You can filter text; dates, and numbers. You can even use more than one filter to further
narrow your results.

Optional: You can download this example for extra practice.

To filter data:

In this example, we'll filter the contents of an equipment log at a technology company.
We'll display only the laptops and projectors that are available for checkout.

1. Begin with a worksheet that identifies each column using a header row.
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A B 5 D

1
ID# Type Equipment Detail Checked Out
1011 Laptop 10" Saris Metbook Pro 04-Oct-10
1012 Laptop 10" Saris Netbook Pro 29-Sep-10
1021 Laptop 15" EDI SmartPad L200-3 15-Sep-10
1022 Laptop 15" EDI SmartPad L200-3 14-Aug-10
1023 Laptop 15" EDI SmartPad L200-3 08-Aug-10
1025 Laptop 15" EDI SmartPad L200-4X% 26-Sep-10
1031 Laptop 17" Saris X-10 Laptop 04-Oct-10
1032 Laptop 17" Saris X-10 Laptop 19-Sep-10
1033 Laptop 17" Saris X-10 Laptop 24-5ep-10
1034 Laptop 17" Saris X-10 Laptop 25-Aug-10
2050 Other EDI SmartBoard L500-1 05-Oct-10
2051 Other EDI SmartBoard L500-1 01-Oct-10
3000 Other Saris Lumina Digital Camera 12-May-10

WD = b s W (R

2. Select the Data tab, then locate the Sort & Filter group.
3. Click the Filter command.

D —
e Layout Formulas Data Review View D

Filter . ' Text to Remove
Caolumns Duplicates

Sort & Filter Data

ARERHI (S =
il Sort

Filter (Ctrl+Shift+L)

Enable filtering of the selected
cells,

Onee filtering is turned on, click

the arrow in the column header to
detbook Pro | choose afilter for the column,
detbook Pro
nartPad L200- 0

rartPad L200-3 14-Aug-10 16-Aug-10

0 Press F1 for more help.

4. Drop-down arrows will appear in the header of each column.

5. Click the drop-down arrow for the column you want to filter. In this example, we'll filter
the Type column to view only certain types of equipment.
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A B 5 D

I[}#ﬂwpe “Equipment Detail

1011 Laptop P= ~=i=4latbook Pro

1012 Laptop (Showing All) etbook Pro 29-Sep-10
1021 Laptop [5 martPad L200-3 15-5ep-10
1022 Laptop 15" EDI SmartPad L200-3 14-Aug-10

1023 Laptop 15" EDI SmartPad L200-3 08-Aug-10

The Filter menu appears.

Uncheck the boxes next to the data you don't want to view, or uncheck the box next
to Select All to quickly uncheck all.

Check the boxes next to the data you do want to view. In this example, we'll.check
Laptop and Projector to view only these types of equipment.
A B C
s Equipment Log — Ragnar Technologies Inc.

SortAto Z

SortZto A 29-5ep-10
sort by Colar 15-Sep-10
14-Aug-10
08-Aug-10
26-5ep-10
04-Oct-10

Text Filters

|Search 19-5ep-10

] (Select All) 24-Sep-10
Laptop 25-Aug-10
05-Oct-10
01-Oct-10
Camera 12-May-10
tal Camera 27-Jul-10
lamcorder 06-Oct-10
Printer 1l 04-Aug-10
ker 13-Jun-10
[—m m ravel Bag  27-Jul-10
top Case 04-Oct-10
22 14905 Gtht—:T 7N Heavy Rolling Laptop Case  04-Cct-10
23 5020 TV 32" Paragon 440 Plasma TV 11-Aug-10

Click OK. All other data will be filtered, or temporarily hidden. Only laptops and
projectors will be visible.
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A B C D
1
ID # g4 Type B § Equipment Detail il Checked Out §g

1011 Laptop 10" Saris Metbook Pro 04-Oct-10
1012 Laptop 10" Saris Netbook Pro 29-Sep-10
1021 Laptop 15" EDI SmartPad L200-3 15-Sep-10
1022 Laptop 15" EDI SmartPad L200-3 14-Aug-10
1023 Laptop 15" EDI SmartPad L200-3 08-Aug-10
1025 Laptop 15" EDI SmartPad L200-4X% 26-Sep-10
1031 Laptop 17" Saris X-10 Laptop 04-Oct-10
1032 Laptop 17" Saris X-10 Laptop 19-Sep-10
1033 Laptop 17" Saris X-10 Laptop 24-5ep-10
1034 Laptop 17" Saris X-10 Laptop 25-Aug-10
6100 Projector Omega Visx 1.0 28-5ep-10
6101 Projector Omega Visx 1.0 26-5ep-10
6102 Projector Omega Visx 1.0 22-Aug-10

9= R A = R

Filtering options can also be found on the Home tab, condensed.into the Sort &
Filter command.

To add another filter:

Filters are additive, meaning you can use as many as you need to narrow your results.
In this example, we'll work with a spreadsheet that-has already been filtered to display
only laptops and projectors. Now we'll display only laptops and projectors that were
checked outduring the month of August.

1. Click the'drop-down arrow where you want to add a filter. In this example, we'll add a
filter to the Checked Out column to view information by date.

2. Uncheck the boxes next to the data you don't want to view. Check the boxes next to the
data you do'want to view. In this example, we'll check the box next to August.
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A B

Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Projector
Projector
Projector
Projector
Projector
Projector

YD R R = RN R R X S R

C

ID#ﬂTvpe EEquipment Detail

10" § ‘%l Sort Oldest to Newest

10"s £}

15" E
15" E
15" E
15" E
17" 5
17" 5
17" 5
17" 5
Ome
Ome
Ome

Sort Mewest to Oldest
Sort by Color

Date Filters

D

E

Equipment Log — Ragnar Technologies Inc.

M Checked Out B Checked In

» 01-Oct-10
16-Aug-10
e 10
~|04-Oct-10

|Searn:h (All)

-[W] (Select All)
=] 2010

- HEm
- L eptember

-] October

26-5ep-10
27-Aug-10
01-Oct-10
27-Sep-10
23-Aug-10
04-5ep-10

15-5ep-10

3. Click OK. In addition to the original filter, the new. filter will be applied. The worksheet
will be narrowed down even further.

A B

ID # B4 Type

1022 Laptop
1023  Laptop
12 1034 Laptop

1
2
6
7

C

Equipment Log — Ragnar Technologies Inc.
E{ Equipment Detail

15" EDI SmartPad L200-3

15" EDI SmartPad L200-3

17" Saris X-10 Laptop

28 6102 Projector
32

To clear a filter:

Omega VisX 1.0

D

B3 checked Out [Ef Checked In

14-Aug-10
08-Aug-10
25-Aug-10
22-Aug-10

16-Aug-10
15-Aug-10
27-Aug-10
23-Aug-10

1. Click the drop-down arrow in the column from which you want to clear the filter.

2. Choose Clear Filter From.
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A B C O E
s
2 [ #ﬂ Type E Equipment Detail pd Checked Out B Checked In
6 1022 Laptop 15"E %) Sort Oldest to Newest 16-Aug-10
7 (1023 Laptop 15"E %| Sort Newest to Oldest 15-Aug-10
12 (1034 Laptop 17" 5 Sort by Color »  27-Aug-10
28 6102 Projector Ome i N § 23-Aug-10

‘%  Clear Filter From "Checked Out

32 [s
33
34
35 |Search (Al £l
36 [ (Select All

=m0 2010
-+ August
[#-[] September
-] October

Date Filters k

3. The filter will be cleared from the column. The data.that was previously hidden will be on
display once again.

To instantly clear all filters fram your worksheet, click the Filter command on the
Data tab.

Advanced filtering

To filter using search:

Searching for data is'a convenient alternative to checking or unchecking data from the
list. You can search for data that. contains an exact phrase, number, date, or simple
fragment. For'example, searching for the exact phrase Saris X-10 Laptop will display
only Saris X-10 laptops. Searching for the word Saris, however, will display Saris X-10
laptops and any other Saris equipment, including projectors and digital cameras.

. From the Datatab, click the Filter command.
. Click the drop-down arrow in the column you want to filter. In this example, we'll filter
the Equipment Detail column to view only a specific brand.

. Enter the data you want to view in the Search box. We'll enter the word Saris to find all
Saris brand equipment. The search results will appear automatically.
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A B C D
Equipment Log — Ragnar Technologies Inc.

ID#Ed Type B Equipment Detail Bl checked out B
1011 |} sortAtez 04-Oct-10
1012 |%] sotZtoa 29-Sep-10
1021 Sort by Color 15-5ep-10
1022 14-Aug-10
1023 B 08-Aug-10
1025 ] 26-5ep-10
1031 Text Filters _O4—C]Ct—10
1032 [sari;| 19-Sep-10
1033 - (Select all Search Results) 24-5ep-10
1034 -] Add current selection to filter 25-Aug-10
2050 - [+] 10" Saris Metbook Pro 05-0ct-10
- [w] 17" Saris X-10 Laptop E—
2051 - |+ Saris Lumina Digital Camera 01-Oct:10
3000 [+ Saris Lux T-30 12-May-10
3005 [ Saris Lux T-81 Lite 27-Jul-10
3070 --[+] Saris Zoom Z-60 Digital Camera 06-0ct-10

- [#] U-Go Saris DigiCam Printer 11 —
3800 - [v] U-Go Saris Label Maker (04-Aug-10
3900 13-lun-10
4800 [ = ] [ — ] 27-ul-10
4900 04-0ct-10
4905 Other 7N Heavy Rolling Laptop Case  04-Oct-10

TR T R S TCR S e

=
[=]

|
R | =

o~

Bt

[
[=]

3 | 2
k3| =

4. Check the boxes next to the data you want to display. We'll display all of the data that
includes the brand name Saris.

5. Click OK. The worksheet will be filtered according to your search term.

Equipment Log — Ragnar Technologies Inc.

Equipment Detail B Checked Out g
10" Saris Metbook Pro 04-0Oct-10
10" Saris Netbook Pro 29-5ep-10
17" Saris X-10 Laptop 04-Oct-10
17" Saris X-10 Laptop 19-5ep-10
17" Saris X-10 Laptop 24-5ep-10
17" Saris X-10 Laptop 25-Aug-10
Saris Lumina Digital Camera 12-May-10
Saris Zoom Z-60 Digital Camera 27-Jul-10
U-Go Saris DigiCam Printer 1l 04-Aug-10
U-Go Saris Label Maker 13-Jun-10

Projector  Saris Lux T-80 01-5ep-10

Projector  Saris Lux T-81 Lite 10-5ep-10

Projector  Saris Lux T-81 Lite 08-5ep-10

Using advanced text filters
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Advanced text filters can be used to display more specific information, such as cells
that contain a certain number of characters or data that does not contain a word you
specify. In this example, we'll use advanced text filters to hide any equipment that is
related to cameras, including digital cameras and camcorders.

. From the Data tab, click the Filter command.

2. Click the drop-down arrow in the column of text you want to filter<In this example,
we'll filter the Equipment Detail column to view only certain types of equipment.

. Choose Text Filters to open the advanced filtering menu.

. Choose a filter. In this example, we will choose Does Not.Contain to view data that does
not contain the text we specify.

2l sertatez 04-Oct-10
Z) sortztoa 29-Sep-10
Sort by Calor + | 15-5ep-10 01-Cct-10
14-Aug-10 16-Aug-10
03-Aug-10 15-Aug-10

26-San. 10 0A_Oet10)
Text Filters Equals...

Search 1 Does Not Equal...

~[+#] 10" Saris Netbook Pro
-[#] 15" EDI SmartPad L200-3 5
~[#| 15" EDI SmartPad L200-4x Contains.., 5
bl 17 Saris X-10 Laptop Does Not Contain...

[+ 32" Paragon 440 Plasma TV h’, 0
- [#] 50" Paragon 430L LCD TV Custam Filter... E
[+ 7N Deluxe Camera Travel Bag 06-0Oct-10

- [#] M Heawvy Rolling Laptop Case i

[+ M Light Rolling Laptop Case 04-Aug-10 05-Aug-10

-

el S 13-Jun-10 20-Jun-10

[ == ] [ — ] 27-Jul-10 06-Aug-10
21 04-Oct-10
22 Other 7N Heavy Rolling Laptop Case  04-Oct-10

[ (select all) Begins With... 0
0

Ends With...

. The Custom AutoFilter dialog box appears.

. Enter your text to the right of your filter. In this example, we'll enter cam to view data
that does not contain these letters. That will exclude any equipment related to cameras,
such as digital cameras, camcorders, camera bags, and the digicam printer.

Adhyayan An Educational Trust
A" (Approved By Govt. of Delhi)

e Contact- 9999478454, 9999478409
B-1/A 3rd Floor Opp. Kirpal Apt. Joshi Colony L.LP. Extention Delhi 110092
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r B’
Custom AutoFilter M

Show rows where:
Equipment Detail

does not contain |Z| |mm E|
@and Oor
=] ]

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

[ oK ]’ Cancel ]

e A

7. Click OK. The data will be filtered according to the filter you chose and the text you
specified.

Using advanced date filters

Advanced date filters can be used to view information from a certain time period, such
as last year, next quarter, or between two dates. Excel automatically knows your current
date and time, making this tool easy to use. In this example, we'll use advanced date
filters to view only the equipment that has been checked out this week.

1. From the Data tab, click the Filter command.

2. Click the drop-down arrow in the column of dates you want to filter. In this example,
we'll filter the Checked Out column to view only acertain range of dates.

. Choose Date Filters to open the advanced filtering menu.

. Click a filter. We'll choose This Week to view equipment that has been checked out this
week.

ﬁAdhvavan An Educational Trust
A (Approved By Govt. of Delhi)

e Contact- 9999478454, 9999478409
B-1/A 3rd Floor Opp. Kirpal Apt. Joshi Colony LP. Extention Delhi 110092
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C

D

E

F

agnar Technologies Inc.

M checked out Bl checked in B By Whom

Equipment Detail

10" s %] Sort Oldest to Newest
10"S %] sort Newest to Oldest
15"E Sort by Color

15"E .
15"E
15" E
17" 5

Date Filters

¢ [01-Oct-10
16-Aug-10
15-Aug-10
NA-Ort 10

Jay Peralta
August Zorn
Sofie Ragnar
Hank Sorenson
lennifer Weiss

Klin Sonnm

17"s Search (Al

17"s
17"s
EDI S
EDI S
Saris

[ (Select All)
=¥ 2010
-- May
-] June
-5 July
-- August
-] September
(-] October

Saris
Ome
U-Gc
U-Gc

7N D
[ ok

l[ Cancel ]

N Li
7N Heavy Rolling Laptop Case

U4-Uct-10

Equals...

Eefare...
After...
Between...

Ir 4
sta
"";ell

yen

Tomarrow
Today
Yesterday
Mext Week
This Week
Last Week

Mext Month
This Month

5. The worksheet will be filtered@according to the date filter youchose.

agnar Technologies Inc.
Equipment Detail

10" Saris Netbook Pro
17" Saris X-10 Laptop
EDI SmartBoard L500-1
Omega PixL Digital Camcorder
7N Light Rolling Laptop Case
7N Heavy Rolling Laptop Case

04-Oct-10
04-Cct-10

B checked Out Ej Checked in B By Whom

Jay Peralta
Nick Ortiz

05-Oct-10

Anthony Liddell

06-Oct-10
04-Cct-10
04-Oct-10

Min Seung
lay Peralta
Mick Ortiz

If you're working along with the example file, your results will be different from the
images above. If you want, you ecan change some of the dates so the filter will give
more results.

Using advanced number filters

Advanced number filters allow you to manipulate numbered data in different ways. For
example, in a worksheet of exam grades you could display the top and bottom numbers
to view the highest and lowest scores. In this example, we'll display only certain types of
equipment based on the range of ID #s that have been assigned to them.

1. From the Data tab, click the Filter command.
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Click the drop-down arrow in the column of numbers you want to filter. In this
example, we'll filter the ID # column to view only a certain range of ID #s.

Choose Number Filters to open the advanced filtering menu.

Choose a filter. In this example, we'll choose Between to view ID #s between the
numbers we specify.

D
s Equipment Log — Ragnar Technologies Inc.
4 checked Out BJ Checked In
‘%.L Sort Smallest to Largest 04-Oct-10
il Sort Largest to Smallest 29-5ep-10
Sort by Color 15-5ep-10 01-Oct-10
14-Aug-10 16-Aug-10

00-3 08-Aug-10 15-Aug-10

nAY - A San.in nA-Qct-10
Mumber Filters Equals... A |

Search Does Mot Equal...

-] (Select All) Greater Than... Sep-10

igi; Greater Than QOr Equal To... 'ﬂug—lﬂ
[ 1021 Less Than... gz-ig
~41022 Less Than Or Egual To.., el
1023 _ME _1{.
. Between... Y
-[#] 1025 % Aug10
-] 1031 Top 10..
-] 1032

1033
I Below Average Jun-10

-Aug-10

Above Average Aug-10

[ 0K ] [ Cancel Custom Filter...

L a2 LV L B L

2274905  Other 7N Heavy Rolling Laptop Case  04-Oct-10
23 50200 TV 32" Paragon 440 Plasma TV 11-Aug-10 13-Aug-10

5. Enter a number to the right of each filter. In this example, we'll view ID #s greater than
or equal to 3000 but less than or equal to 4000. This will display ID #s in the 3000-4000
range.
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i '
Custom AutoFilter m

Showe rows where;
ID #

iz greater than or equal to IEI [SUUU E
(:'zl &nd |:::| gr

iz less than or equal to IEI [4CICICI| IZ[

Lse ? to represent any single character
LIse = to represent any series of characters

L A

6. Click OK. The data will be filtered according to the filter you chose and the nhumbers you
specified.
A D
Equipment Log — Ragnar Technologies Inc.

I[}#ET\rpe =Equipment Detail =Chec:ked Dutn
Saris Lumina Digital Camera 12-May-10
Saris Zoom Z-60 Digital Camera 27-Jul-10
Omega PixL Digital Camcorder 06-Oct-10
U-Go Saris DigiCam Printer I 04-Aug-10
U-Go Saris Label Maker 13-Jun-10

Challenge!

. Open an existing Excel 2010 workbook. If you want, you can use this example.
. Filter a column of data. If.you are using the example, filter the Type column so it
displays only laptops and other equipment.

. Add another filter'by searching for the data you want. If you are using the example,
search for EDI brand equipment in the Item Description column.

. Clear both filters.

. Use an advanced text filter to view data that does not contain a certain word or phrase. If
you are using the example, display data that does not contain the word cam. This should
exclude any camera-related equipment, such as digital cameras and camcorders.

. Use an advanced date filter to view data from a certain time period. If you are using the
example, display only the equipment that was checked out in September 2010.

. Use an advanced number filter to view numbers less than a certain amount. If you are
using the example, display all ID #s less than 3000.
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Introduction

E ﬁ [Nurmal

iitional | Format |[a||:u|ati|::r1
atting = |as Table =

H

Once you have entered information into a spreadsheet, you may want to format it.
Formatting your spreadsheet can not only improve the look and feel of‘your
spreadsheet, but it also can make it easier to use. In a previous lesson, we discussed
many manual formatting options such as bold and italics. In this lesson, you'll learn how
to format as a table to take advantage of the tools and predefined table styles available
in Excel 2010.

Formatting tables

Just like regular formatting, tables can help to organize your content and make it easier
for you locate the information you need. To use tables effectively, you'll need to know
how to formatinformation as a table, modify tables, and apply table styles.

Optional: You can download this example for extra practice.

To format information as a table:

1. Select the cells you want to format as a table. In this example, an invoice, we'll format the
cells containing the column headers and order details.
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A

M . Date: 11/13/10
ongibello involce #: 14510
.ﬂlHHSAl‘-J Pﬂ'{S”’l | H‘."D | £E Customer: Café Aurora

Quantity Description Unit Price Line Total

5 Fettuccini, Black Bean Flavor 512.00 560.00

7 Fettuccini, Sundried Tomato Flavor 510.00 570.00

9 Fettuccini, Thai Basil Flavor 510.00 590.00

6 Penne, Roasted Red Pepper Flavor 514.00 584.00

3 Penne, Massaman Curry Flavor 514.00 542,00

4 Penne, Wild Mushroom Flavor 515.00 $ﬁﬂ.ﬂﬂ.

. Click the Format as Table command in the Styles'group on the Home tab.

ij % [Nnrmal l Bad

Conditional | Format |[a culation | " @
Formatting = as Table

Styles

Format as Table

Quickly format a range of cells and
convert it to a Table by choosing a
pre-defined Table Style.

. Alist of predefined table styles will appear. Click.a table style to select it.

MNormal Good MNeutral

| Calculation Explanatory ... |Input

. A dialog box will appear, confirming the range of cells you have selected for your table.
The cells will appear selected in the spreadsheet, and the range will appear in the dialog
box.

5. If necessary, change the range by selecting a new range of cells directly on your
spreadsheet.
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6. If your table has headers, check the box next to My table has headers.

A

. Date: 11/13/10

Mongibello involce s 14510
ﬂuRT|SA~. PnﬁuSTnﬂu | HIII'IO | fE Customer: Café Aurora

_ Line Total
5 Fettuccini, Black S60.00
7 Fettuccini, Sundri . 570.00
9 Fettuccini, Thai $AS4:8DS10 | $50.00
6 Penne, Roasted R }, table has headers 58400
3 Penne, Massama - $42.00
4 Penne, Wild Mus [ oK $60.00

A
M . Date: 11/13/10
ongibello involce #:  145-10
.ﬂHHSAJ P.&ST.& | H ‘."ﬂ | Cl Customer: Café Aurora
Quantity| = | Description EUnit Price |~ |Line Total |~

5 Fettuccini, Black Bean Flavor 512.00 560.00
7 Fettuccini, Sundried Tomato Flavor 510.00 570.00
9 Fettuccini, Thai Basil Flavor 510.00 590.00
6 Penne, Roasted Red Pepper Flavor £14.00 584.00
3 Penne, Massaman Curry Flavor 514.00 542,00
4 Penne, Wild Mushroom Flavor 515.00 $60.00,

Tables include filtering by default. You can filter your data at any time using
the drop-down arrows in the header. To learn more, review our Filtering
Data lesson.

To convert a table back into normal cells, click the Convert to Range command in
the Tools group. The filters and Design tab will then disappear, but the cells will
retain their data ‘and formatting.

Modifying tables

To add rows or columns;
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1. Select any cell in your table. The Design tab will appear on the Ribbon.
2. From the Design tab, click the Resize Table command.

Table Name: iz Summarize with PivotTable

Tablel ;}1 Remowve Duplicates

) Resize Table | [7] Convert to Range

Properties Tools

Resize Table

Resize this table by adding or
removing rows and columns.

1VLongibello

3. Directly on your spreadsheet, select the new range©f cells you want your table to cover.
You must select your original table cells as well

A
. Date: 11/13/10
M 0 ﬁgfb € llﬂ Invoice #  145-10
#HHSAE“ PnﬂuSTnﬁu Customer: Café Aurora

Quantity| - {Description it Pricecdmlline Total |~}
5 Fettuccini, Blag Resize Table _ | $60.00s
]

L]

o Select the new data range for your table: $?D'DD:
9 Fettuccini, T - 50.00
$A84:5D814 3 $90.00¢

L]

6 Penne, Roast Mote: The headers must remain in the same row, $E4'DD:
3 Penne, MESEEIIJII and the resulting table range must overlap 542,004
- L]

4 Penne, Wild M the original table range.

7 Fettuccini, 5u

1
2

3

4

5

6

7

3

9
10
11!
12
13
14
15

4. Click OK. The newrows and/or columns will be added to your table.

nAdhyayan An Educational Trust
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A
M . Date: 11/13/10
aﬂga 6!!0 Invoice #: 145-10
ﬂR”SAJ P.&ST.& | NVO | EE Customer: Café Aurora
Quantity| = | Description - | Unit Price |~ |Line Total |~
5 Fettuccini, Black Bean Flavor 512.00 560.00
7 Fettuccini, Sundried Tomato Flavor 510.00 $70.00
9 Fettuccini, Thai Basil Flavor 510.00 550.00
6 Penne, Roasted Red Pepper Flavor 514.00 5584.00
3 Penne, Massaman Curry Flavor $14.00 $42.00
4 Penne, Wild Mushroom Flavor 515.00 560.00

Wt [~ o s w e

To change the table style:

1. Select any cell in your table. The Design tab'will appear.
2. Locate the Table Styles group..Click the More drop-down arrew to see all of the table

| Choose a visual style for the table,

3. Hover the mouse over the various styles to see a live preview.
4. Select the desired style. The table style will appear in your worksheet.

i
M . Date: 11/13/10
ongibello involce # 14510
ﬂ!\RTI P.&STA | NW”CE Customer: Café Aurora
5 Fettuccini, Black Bean Flavor
7 Fettuccini, Sundried Tomato Flavor
9 Fettuccini, Thai Basil Flavor
6 Penne, Roasted Red Pepper Flavor
3 Penne, Massaman Curry Flavor
4 Penne, Wild Mushroom Flavor

Wt [~ @ [ e
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To change table style options:

When using an Excel table, you can turn various options on or off to change its
appearance. There are six options: Header Row, Total Row, Banded Rows, First
Column, Last Column, and Banded Columns.

1. Select any cell in your table. The Design tab will appear.

2. From the Design tab, check or uncheck the desired options in the Table Style
Options group.

v View Developer

[¥] Header Row []] First Column

[ Total Row [N Last Column
[¥] Banded Rows I%
Table Style Options

Banded Columns

Depending on the table style you're using, certain table style eptions may have a
different effect. You may need to experimentto get the exact look you want.

Challenge!

1. Open an existing Excel 2010 workbook. If you want, you can use this example.
. Format a range of cells as a table. Ifyou are using the example, format the column
headers (Quantity, Description, etc.) and the order details.

. Add a row or a column.
. Change the table style options. If you are using the example, add a total row.

. Change the table style several times. Take note of how the table options may appear
different depending.on the style you use.

(Approved By Govt. of Delhi)

L e Contact- 9999478454, 9999478409
B-1/A 3rd Floor Opp. Kirpal Apt. Joshi Colony L.P. Extention Delhi 110092

B-1/A, 38> FLOOR JOSHI COLONY LP. EXTN. DELHI-92

@ Adhyayan An Educational Trust



https://media.gcflearnfree.org/ctassets/topics/175/Excel2010_Tables_Practice.xlsx

ADHYAYAN AN EDUCATIONAL TRUST | MS-EXCEL

Introduction

e =)
FE J Top/Bottom Rules
i -

Data Bars
Color Scales

Icon Sets

Let's say you have a spreadsheet with thousands of rows of data. It would be extremely
difficult to see patterns and trends just from examining the raw data. Excel gives us
several tools that will make this task easier. One of these tools is called conditional
formatting. With conditional formatting, you can apply formatting to one or more

cells based on the value of the cell. You can highlight interesting or unusual cell
values, and visualize the data using formatting such as colorsg icons, and data bars.

In this lesson, you'll learn how to apply, modify, and remove conditional formatting
rules.

Conditional formatting

Conditional formatting applies one or more rules to any cells you want. An example of a
rule might be If the value is.greater than 5000, color the cell yellow. By applying this
rule to the cells in a worksheet, you'll be able to see at a glance which cells are more
than 5000. There are also rules that can mark the top 10 items, all cells that are below
the average, cells that are within a certain date range, and many more.

Optional: You can download this example for extra practice.

To create a conditional formatting rule:

1. Select the cells you want to add formatting to.

2. In the Home tab, click the Conditional Formatting command. A drop-down menu will
appear.
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3. Select Highlight Cells Rules or Top/Bottom Rules. We'll choose Highlight Cells Rules
for this example. A menu will appear with several rules.

4. Select the desired rule (Greater Than, for example).

e | G St 2T 0¥ &
‘ﬁ‘ ‘d ¥ Delete = G - Z
=0 .00 | Conditional | Format Cell r Sort & Find

00 .0
- Formatting =|as Table ~ Styles = L:jFO"""at" 27 Filter~ Seles

——__IS_II Highlight Cells Rules » ——__Izll geate”hanm

rju] Top/Bottom Rules ——__Iill Less Than...

E| =
E_I Data Bars b

=
E Color Scales __—_'EJI Equal To...

=
70.00 QEI Icon Sets _:::J Text that Contains...

17.00 = New Rul

By MNew Rule..

000 :"é
s Clear Rules

7

18.00 *12' Manage Rules... =

319.00 515,U853.00 —

=i| Duplicate Values...
12.00 513,714.00 More Rules...

A Date Ocourring...

From the dialog box, enter awvalue in the space provided, if applicable. In this example,
we want to format cells that are greater.than $5000, so we'll enter 5000 as our value. If
you want, you can enter a cell referenceinstead of a number.

Select a formatting style from the drop-down menu.

o N
Greater Than M

Format cells that are GREATER THAN:

soo0 ] "«'ﬁ-. Yellow Fill with Dark Yellow Text []

[ Ok ] [ Cancel ]

e

7. The formatting will be appliedto the selected cells.

$9,355.00 51 100.00 $10,185.00 $18,749.00
$6,702.00 ﬂllE.DD $13,452.00 $8,046.00
$4,415.00 i[}gg.[}[} $4,404.00 520,114.00
$11,601.00 '51,122.00 $3,170.00 $10,733.00
$3,726.00 $1,135.00 $8,817.00 518,524.00
$9,007.00 $2,113.00 $13,090.00 $13,953.00
$4,505.00 $1,024.00 $3,528.00 515,275.00
$3,973.00 $1,716.00 $4,839.00 513,085.00

If you want, you can apply more than one rule to your cells.
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Conditional formatting presets

Excel has several presets you can use to quickly apply conditional formatting to your
cells. They are grouped into three categories:

Data bars are horizontal bars added to each cell, much like a bar graph.

$3,863.00 5$1,117.00 $8,237.00 $8,690.00
$9,355.00 $1,100.00 $10,185.00 $18,749.00
$6,702.00 $2,116.00 513,452.00 $8,046.00
$4,415.00 $1,089.00 $4,404.00 = $20,114.00

Color scales change the color of each cell based on.its value. Each color scale uses a two- or
three-color gradient. For example, in the Green<Yellow-Red color scale, the highest values
are green, the averagevalues are yellow, and the lowest values are red.

$3,863.00 $1,117.00 $8,237.00 $8,690.00

$9,355.00 $1,100.00 $10,185.00 $18,749.00

$6,702.00 $2,116.00 $13,45200  $8,046.00
$4,41500 $1,089.00 = $4,404.00 $20,114.00

Icon sets add a specific icon to each cell'based on its value.

J $3,863.00 .$1,117.00 < $8,237.00 & $8,690.00
94 $9,355.004 $1,100.00 $4$10,185.00 4 $18,749.00
%4 $6,702.00 §$2,116.00 71$13,452.00 ¢4 $8,046.00
J $4,415.00 §.$1,089.00 § $4,404.00 4 $20,114.00

To use preset conditional formatting:

. Select the cells you want to add formatting to.

. In the Home tab, click the Conditional Formatting command. A drop-down menu will
appear.

. Select Data Bars, Color Scales, or Icon Sets. Then select the desired preset.

B-1/A, 38> FLOOR JOSHI COLONY LP. EXTN. DELHI-92



ADHYAYAN AN EDUCATIONAL TRUST | MS-EXCEL

g e
I ) £

e “j _‘d 5 Delete ~ j* Z
! | |Conditional | Format Cell -~ Sol
Formatting v as Table - Styles ~ | (& Format = | 2+ Fit

= = | Cels | E
—__Iﬂ Highlight Cells Rules »

A '
=Ty Top/Bottom Rules 3

T
Color Scales C i% % %
EE_I Icon Sets Solid Fill

E  NewRule.. ﬁ ﬁ ﬁ

5% Clear Rules = — -
ﬂ Manage Rules... % ﬁ %
213, Us5.UU

Aanm ra A e

Mare Rules...

4. The conditional formatting will be applied.to the selected.cells.
$3,863.00 $1,117.00  $8,237.00|  $8,690.00
$9,355.00  $1,100.00  $10,185.00  $18,749.00
$6,702.00 = $2,116.00 _$13,452.00  $8,046.00
$4,415.00 | $1,089.00 $4,404.00  $20,114.00

To remove conditional formatting rules:

. Select the cells that have conditional formatting.

. In the Home tab, click the Conditional Formatting command. A drop-down menu will
appear.

. Select Clear Rules.

. A menu will appear. You can.choose to clear rules from the Selected Cells, Entire
Sheet, This Table, or This PivotTable. In this example, we'll clear rules from the entire
sheet.

ﬁAdhvayan An Educational Trust
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¥ B s 2 @
£F 2

£ ‘ﬁ‘ _‘d I Delete - [g]~ &
Conditional | Format Cell Sort & Find &

Formatting ~| as Table = Styles ~ L';'_JIFormatv 27 Filter~ Select=
Cells Editing

= __II iahli 3
E=pn) Highlight Cells Rules

_| e
=10

Top/Botiom Rules

E_I Data Bars
=

Color Scales
;E I Icon Sets

Mew Rule,..

1=
%5 Clear Rules Clear Rules from Selected Cells
{5

] Manage Rules... Clear Rules from Entire Sheet
CIE%r Rules from This Table
able
You can edit or delete individual rules by clickingthe Conditional

Formatting command and selecting Manage Rules. This is especially useful if you
have applied multiple rules to.the cells.

Challenge!

. Open an existing Excel 2010 workbook. If you want, you can use this example.
. Apply conditional formatting to a range of cells with numerical values. If you are using
the example, apply formatting to all of the sales data.

. Apply a second conditional formatting rule to the same set of cells.
. Explore the Conditional Formatting Rules Manager dialog box.
. Clear all conditional formatting,.rules from the worksheet.

Introduction

ﬂAdhyayan An Educational Trust
A (Approved By Govt. of Delhi)
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A chart is a tool you can use in Excel to communicate data graphically. Charts allow
your audience to see the meaning behind the numbers, and they make

showing comparisons and trends much easier.n this lesson, you'll learn how

to insert charts and modify them so they communicate information effectively.

Charts

Excel workbooks can contain a lot ofidata, and this data can often be difficult to
interpret. For example, where are the highest and lowest values? Are the numbers
increasing or decreasing?

The answers to questions like these can become much clearer when data is
represented as.a chart. Excel has various types of charts, so you can choose one that
most effectively represents your data.

Optional: You can download this example for extra practice.

Types of charts

Click the arrows in the slideshow below to view examples of some of the types of
charts available in Excel.
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Types of Charts

Excel has a variety of chart types, each with its own advantages. Click the arrows to see some of the
different types of charts available in Excel.

Adhyayan An Educational Trust
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Column

m Classics

hhystery

= Young Adult]

m Romance
) I . m Sci-Fi & Fanflfisy
2008 2009 2011 1

2010

Line

m Classics
hhystery

= Romance

= Sci-Fi & Fanflfisy

= Young Adult]
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Ple

Young Adult, 35,358 w Classics
hystery

Sci-Fi & Fantasy, = Romance
$16,730 m Sci-Fi & Fanflfjsy

= Young Adult
Romance, 524,236

w Classics
hhystery

= Romance

m Sci-Fi & Fanflfjsy

= Young Adult]

]
2008 IS

S0 $20,000 540,000 560,000 580,000 5100,000 $120,000 5140,000
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Area

w Classics
hhystery

= Romance

m Sci-Fi & Fanflfisy

= Young Adult]

2010

Surface

518000000 T
$160,000.00 II \ P
$140,000,00 ¥ - :
$120,000.00 T
$100,000.00 :r .
=
$80,000.00 ¥
$60,00000 &
$30,00000 + 7
$20,00000 7|
7~
2000

Ams & M -
Mesic NOPrIenY
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Fiction Book Sales

B Young Adult

Classics

M Mystery

B Romance

Gross Earnings

W 5ci-Fi & Fantasy

To create a chart:;

1. Select the cells you want to chart, including the column titles and row labels. These cells
will be the‘'source data for the chart.

1
2
3
4
]
6
7

2. Click the Insert tab.
3. Inthe Charts group, select the desired chart category (Column, for example).

B-1/A, 38> FLOOR JOSHI COLONY LP. EXTN. DELHI-92




ADHYAYAN AN EDUCATIONAL TRUST ‘ MS-EXCEL

Insert Page Layout Formulas Data Review View Design

ElE L Shapes - i A | I =
raal W @ = el
BE P gnanan i —=
Picture Clip Column  Line Pie Bar Area Scatter Other
Art |_-i+5crEEﬂ5hCIt' vh - - - - - Charts =

Charts u

IlNustrations

Jf | Genre |Co|umn

Insert a column chart. G

Column charts are used to compare

5£35,358.00 542,685.00 values across categories.

4. Select the desired chart type from the drop-down menu (Clustered Column, for
example).

Insert Page Layout Formulas Data Review View Design

ElE L shapes - i A - T =
= W @ = e
B8 2 onorae (Tl 2 —
Picture Clip Column| Line Pie Ear Area Scatter Other
Art |_-i+5crEEﬂ5hCIt' - - - - - - Charts =

INustrations 2-D Column =

£ | Genre MM \_Bﬂ l;

2005 M Zﬂﬂ? 3-0 Clustered Column
535,353.1]0 542,685.[[ .

Compare values across categaories

513:53{]-09 549; 225.0C by using vertical recktangles.

5?8’9?“'“1 582’252'[[ Use it when the order of categories

£94,236.00 5131,390.0C O¥l| is not important or for displaying

= 51'5 “519 730.0C item counts such as a histogram.

E £ 7 - L
I

LT

5. The chart will appear in the worksheet.
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A B C D E F G
___Genre ] 2006 Bl 2007 B 2008 B3l 2005 B 2010 K3l
Classics $18,580.00 $49,225.00 $16,326.00 $10,017.00 $26,134.00
Mystery $78,970.00 $82,262.00 $48,640.00 $49,985.00 $73,428.00
Romance $94,236.00 $131,390.00 $79,022.00 $71,009.00 $81,474.00
Sci-Fi & Fantasy | $16,730.00 $19,730.00 $12,109.00 $11,355.00 $17,686.00
Young Adult  [$35,358.00 $42,685.00 $20,893.00 $16,065.00 $21,388.00,

$140,000.00

LY== I = I, B R TR R N

$120,000.00

100,000.00
>100, M Classics

580,000.00 Myste ny

M Romance

$60,000.00 -
M 5ci-Fi & Fantasy

$40,000.00 -
B Young Adult

$20,000.00 -

$0.00 -

2002 2010

Chart tools

Once you insert achart, a set of chart tools arranged into three tabs will appear on the
Ribbon. These are only visible when the chart is selected. You can use these three tabs
to modify your chart.

View Design Layout Format

e bk kd |

To change chart type:

1. From the Design tab, click the Change Chart Type command. A dialog box appears.
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Cﬂﬁ-fh a2 &

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

Type Data

{ Change Chart Type S

Change to a different type of chart.

elect the desired chart type, then click OK.

Change Chart Type

@ Templates :
Line B
7 Pie

Bar

Area

A XY (Scatter)
Bl Stodk

Surface
3 Doughnut
2 Bubble

Radar

| (ew] ][ | i

[ManageTemplates... ] [ Set as Default Chart ]

To switch row and column data:

Sometimes when you create.a chart, the data may not be grouped the way you want. In
the clustered column.chart below, the Book Sales statistics are grouped by Fiction
and Non-Fiction, with a column for each year. However, you can also switch the row
and column data so the chart will group the statistics by year, with columns for Fiction
and Non-Fiction. In both cases, the chart contains the same data—it's just organized
differently.
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Book Sales

$600,000.00
?E-L $500,000.00
‘£ 5400,000.00
,_':' $300,000.00
E $200,000.00
(§ $100,000.00

$0.00

Fiction Mon-Fiction

1. Select the chart.
2. From the Design tab, select the Switch Row/Column command.

Insert Page Layout Formulas [

r‘

Em
Switch Select

Row/Column Data

Data Chart Layc

] Switch Row/Column

Swap the data over the axis. C

5 Data being charted on the X axis
will move to the ¥ axis and vice 8,1
5.9

VErsa.

. The chart will readjust.

Book Sales

$600,000.00
?E-L $500,000.00
‘T $400,000.00
ﬂ 5300,000.00 - M Fiction
E $200,000.00 —  m Non-Fiction
(5 $100,000.00 —
50.00

2007 2008 2009 2010

To change chart layout:

1. Select the Design tab.
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2. Click the More drop-down arrow in the Chart Layouts group to see all of the available
layouts.

ut Formulas Data Review View | Design | Layout

Chart Layouts

More
C Change the overall layout of the

3. Select the desired layout.

4. The chart will update to reflect the new layout.

Book Sales

M Fiction & Non-Fiction

$549,940.00

3593,208.00
§357,518.00 534711800 000
5329,325.%0 ) . 5225?:.25;10 5283,584.00

$178,218.00 $151,053.00

Some layouts include chart titles, axes, or legend labels. To change them, place
the insertion point in the text and begin typing.

To change chart style:
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1. Select the Design tab.

2. Click the More drop-down arrow in the Chart Styles group to see all of the available
styles.

View Desig Layout Format l & g = @E

ool “I AT T

Chart
Chart Styles Location

Maore

H J_ | Change the overall visual style of
the chart.
008

3. Select the desired style.

bl (el (ol b Tk
THATAT !

Style 31

b kb b kb (b

4. The chart will update to reflect the new style.

Book Sales

M Fiction & Non-Fiction
$549,940.00

$329,826.00 $357,518.00 5547,118.00 $393,208.00
532813 5283 58

To move the'chart to a different worksheet:

1. Select the Design tab.

2. Click the Move Chart command. A dialog box appears. The current location of the chart
Is selected.
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— i
] I]] ﬂ] D ke
Chart
Location

Mowe Chart
Mowve this chart to another sheet or

tab in the workbook,

3. Select the desired location for the chart (choose an existing worksheet, or select New
Sheet and name it).

Mave Chart m

Choose where you want the chart to be placed:

\_dTJ’d (7) New sheet: | Chartl T

)| ©omer e —

[ oK I[ Cancel ]

b

4. Click OK. The chart will appear in the new location.

Challenge!

. Open anexisting. Excel 2010 workbook. If you want, you can use this example.
. Use worksheet data to.create a chart.

. Change the chart layout.
. Apply a chart style.
. Move the chart to.a different worksheet

Introduction
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Home Insert Pa

o T—1 EIE
l@ = | el me
PivoiTable| Table Picture Clip
7 Art
Tables INustr

Insert PivoiTable

Summarize data using a PivotTable.

PivotTables make it easy to arrange
and summarize complicated data

PivotTable reports—or PivotTables—make the data in your worksheets much more
manageable by summarizing the data and allowing youto manipulate it in different ways.
PivotTables can be an indispensable tool when used with large and complex spreadsheets, but
they can be used with smaller spreadsheets as well.

In this lesson, you will learn the basics of creating and manipulating PivotTables.

Using a PivotTable

When you have a lot of data, it can sometimes bedifficultto analyze it all. A
PivotTable summarizes the data, making it easier to-manage. Best of all, you can quickly and

easily change the PivotTable to see the data in a different way, making it an extremely powerful
tool.

Optional: You can download this example for extra practice.

Using a PivotTable to answer questions

The example below contains sales statistics for a fictional company. There is a row for each
order, and it includes the order amount, name of the salesperson who made the
sale, month, sales region, and customer account number.
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Albertson, Kathy East 29386 S925.00 Jlanuary
Albertson, Kathy East 74830 S875.00 February
Albertzon, Kathy East 90099 SC00.00  February
Albertzon, Kathy East 74830 5350.00 March
Brennan, Michael West 32853 540000  January
Brennan, Michael West 72949 S5850.00  January
Brennan, Michael ‘West 90044 5150000 January
Brennan, Michael West 32853 S550.00 February
Brennan, Michael West 721545 5400.00 March
Davis, William South 55223 $235.00 February
Cavis, William South 10354 S850.00  January
Davis, William South 50192 SE00.00 March
Cavis, William South 27539 525000  January
Dumlaa, Richard West 67275 540000  January
Dumlaa, Richard West 41328 5965.00 February
Dumlao, Richard West 27543 5125.00 March
Flores, Tia South 97446 5150000 March

Clmrme Ti= T kb A1 AN

Let's say we wanted to answer the question What is the amount sold by each

salesperson? This could be time consumingdecause each salesperson appears on multiple rows,
and we would need to add all of the order amounts for each salesperson. Of course, we could use
the Subtotal feature to add them, but we would'still have a lot of data.to sift through.

Luckily, a PivotTable can instantly do all of the math for.us andSummarize the data in a way
that's not only easy to read butalso easy to manipulate. Whenwe're done, the PivotTable will
look something like this:

Row Labels * | Sum of Order Amount
Albertson, Kathy 52,650.00
Brennan, Michael 53,700.00
Davis, William 51,935.00
Dumlao, Richard 51,490.00
Flores, Tia 54,565.00
Post, Melissa 51,6590.00
Thompsaon, Shannan 53,160.00
Walters, Chris $4,375.00

Grand Total $23,565.00

As you can see, the PivotTable is much easier to read. It only takes a few steps to create one, and
once you create it you'll be able to take advantage of its powerful features.

To create a PivotTable:

1. Select the table or cells—including column headers—containing the data you want to use.
2. From the Insert tab, click the PivotTable command.
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PivotTable

L4

Tables

Insert

iy b

Picture

Page
EE
EE]

) Lzl
Clip
Art
Illustratio

Insert PivoiTable

Summarize data using a PivotTable.

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

3. The Create PivotTable dialog box will appear. Make sure the settings are correct, then
click OK.

-

Create PivotTable

Choose the data that you want to analyze
i@ Select a table or range
Table/Range: | (EaEN

(7 Use an external data source

Connection name:
Choose where you want the PivotTable report to be placed

@ Mew Worksheet
(7 Existing Worksheet

Location:

PR,
L3

S

4. A blank PivotTable willappear on the left, and the Field List will appear on the right.

hAdhyaVan An Educational Trust
(Approved By Govt. of Delhi)

& _._ by Contact- 9999478454, 9999478409
B-1/A 3rd Floor Opp. Kirpal Apt. Joshi Colony L.LP. Extention Delhi 110092
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C

| PrvotTable Field List - %

To build a report, choose
fields from the PivotTable
Field List

Blank

-
Choose fields to add to report: :—']
| Salesparson

Cregon
U lAecoun
| order . .
=mees | Fi€ld List
—

A—
Drag fields batwesn areas below:

. W Report Fiter T Cohumn Labels
PivotTable A

i — ——
W 4% M| Sheetd 2010 Saks . o] [I]4

To add fields to the PivotTable:

You'll need to decide which fields to add.to the PivotTable. Each field is a column header from
the source data. It may be helpful to recall the question you are trying to answer. In this
example, we want to know the total amountsold.by each salesperson, so we'll need the Order
Amount and Salesperson fields.

1. Inthe Field List, place a check mark next to each field you want to add.

2. The selected fields will be added to one of the four areas below the Field List. In this
example, the Salesperson field is added to the Row Labels area, and the Order
Amount is added to the\VValues area. If a field is not in the desired area, you can drag it to
a different one.

. The PivotTable nowshows the amount sold by each salesperson.

Adhyayan An Educational Trust
A" (Approved By Govt. of Delhi)

o, Contact- 9999478454, 9999478409
B-1/A 3rd Floor Opp. Kirpal Apt. Joshi Colony LP. Extention Delhi 110092
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| B C PivotTable Field List v X

Choose fields to add to report:

[Row Labels v !Sum of Order Amount [/ Salesperson
Albertson, Kathy 2650 /DF‘.EgiDn
Brennan, Michael 3700 [C]Account
Davis, William 1935 [/ Order Amount
Dumlao, Richard 1490 EiMogl

Flores, Tia 4565
Post, Melissa 1690 I—
Thompson, Shannon 3160
Walters, Chris 4375
Grand Total 23565

W0~ @ W w k=

Drag fields betwedn areas below:
“ Report Filter i column Labels

Amountsold by

each salesperson
Row Labels Values

Salesperson - Sum of Order... =

p =

M Defer Layout Update

-
M 4 b M| Sheet2 2010 Sales . 72 ]I 4 i v |

Just like with normal spreadsheet data, you can sortthe data in a PivotTable using the Sort &
Filtercommand on the Home tab. You canalso apply any type of formatting you want. For
example, you may want to change the number formatto Currency. However, be aware that
some types of formatting may disappear when you modify the PivotTable.

If you change any of the data.in your source worksheet, the PivotTable will not update
automatically. To manually update it, select the PivotTable and then go to Options =
Refresh.

Pivoting data

One of the best things about a PivotTable is that it lets you pivot the data in order to look at it in
a different way. This allows you to answer multiple questions and even experiment with the
data to learn new things about it.

In our example, we used the PivotTable to answer the question What is the total amount sold
by each salesperson? Now we'd like to answer a new question, What is the total amount sold
In each month? We can do this by changing the row labels.
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To change row labels:

1. Drag any existing fields out of the Row Labels area, and they will disappear.

t Drag fields between areas below:
“ Report Filter i Column Labelz

1] Row Labels E  Values

Salesperson - sum of Order... ™

Sales;:&rsun

[ Defer Layout Update

b1
2. Drag a new field from the PivotTable Field List into.the Row Labels area. In this
example, we'll use the Month field.

PivotTable Field List * X

Choose fields to add to report:

[|salespersan
[CIRegion
] Account

ount
[Month

Dray| fields between areas below:
7} Report Filter 4 Column Labels

Row Labels % Values

Motg Sum of Order... =

[=|

[7] Defer Layout Update

3. The PivotTable will adjust to show the new data. In this example, it now shows us the
total Order Amount for each month.

Row Labels ~ | Sum of Order Amount
lanuary 59,090.00
February 59,160.00
March 55,315.00
Grand Total $23,565.00
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To add column labels:

So far, our PivotTable has only shown one column of data at a time. To show multiple columns,
we'll need to add column labels.

1. Drag a field from the PivotTable Field List into the Column Labels area. In this
example, we'll use the Region field.

Drag fields between areas below:
“ Report Filter “ column Labels

Region
%E

1 Row Labels T Values
Maonth - Sum of Order... =

[ Defer Layout Update

2. The PivotTable will now have multiple columns. In this example, there is a column for
each region.

Sum of Order Amount Column Labels |

Row Labels - East Morth South West Grand Total
January $1,690.00 $1,140.00 $3,110.00 $3,150.00  $9,090.00
February $1,950.00 $1,720.00 $3,975.00 $1,515.00  $3,160.00
March 4700.00 $300.00 $3,790.00 $525.00  §5,315.00

Grand Total $4,340.00 53,160.00 $10,875.00 $5,190.00 523,565.00

Using report filters

Sometimes you may want focus on a portion of the data and filter out everything else. In our
example, we'll focus on certain salespeople to see how they affect the total sales.

To add a report filter:

1. Drag a field from the Field List into the Report Filter area. In this example, we'll use
the Salesperson field.
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Drag fields between areas below:

“F Report Filter “H column Labels
Salesperson Reciog -

|

=

1 Row Labels E  Values
Month Sum of Order... *

[] Defer Layout Update

2. The report filter appears above the PivotTable. Click the drop-down arrow on the right
side of the filter to view the list of items.

3. Select the item you want to view. If you want to select more than one item, place a check
mark next to Select Multiple Items, then'click OK. In.the example below, we are
selecting four salespeople.

| A | B — o
Salesperson (all) E
Search B

St gan
-] Albertson, Kathy rth South
—[+#] Brennan, Michael
[ Davis, Wiliam
-] umlag, Richard Click the drop-down
[+ Flores, Tia arrow to view items.
----%ﬁ:ﬂt, Melissa
ompson, Shannon

- [_]Walters, Chris

Check here if you
Select Multiple tems want to select
multiple items.

4. Click OK. The PivotTable will adjust to reflect the changes.

Salesperson (Multiple Items) -7

Sum of Order Amount Column Labels -~

Row Labels - I~ East MNorth South West Grand Total
January $765.00 $1,140.00 $2,755.00 $2,750.00  $7,410.00
February 5575.00 51,720.00 51,220.00 5550.00 54,065.00
March 5350.00 5300.00 52,525.00  S400.00 53,575.00

Grand Total $1,690.00 %3,160.00 56,500.00 $3,700.00 $15,050.00
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Slicers

Slicers were introduced in Excel 2010 to make filtering data easier and more interactive.
They're basically just report filters, but they're more interactive and faster to use because they
let you quickly select items and instantly see the result. If you filter your PivotTables a lot, you
might want to use slicers instead of report filters.

To add a slicer:

1. Select any cell in your PivotTable. The Options tab will appear on the Ribbon.
2. From the Options tab, click the Insert Slicer command. A dialog boxwill appear.

Data Review View Oiptions Design
| 372 \ﬂ gj > i clei
- EiE 57l sele

Insert | Refresh Change Data

Slicer = - Source « —"#‘ Mo
Sort & Filter Data A

3. Select the desired field. In this'example, we'll select Salesperson. Then click OK.

Inzert Slicers M

Salesperson
eqgion
[T Account

[T]order amount
[TMonth

QK I Cancel

4. The slicer will'appear next to the PivotTable. Each item selected will be highlighted
in blue. In the example below, the slicer contains a list of the different salespeople,
and four of them are currently selected.
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Salesperson

Sum of Order Amount Column Labels | -

Row Labels - South West Grand Total
January $2,010.00 $3,150.00  $5,160.00 [ Brennan, Michael
February $3,740.00 $1,515.00  55,255.00 Davis, William
March 53,190.00 5525.00 §3,715.00
Grand Total $8,040.00 $5,120.00 $14,120.00

Albertson, Kathy

[ Dumlao, Richard

[ Flores, Tia

Post, Melissa

Thompson, Shannon

[ Walters, Chris

Using the slicer:

Just like with report filters, only the selected items are used in the PivotTable. When
you select or deselect items, the PivotTable will instantly reflect the changes. Try selecting
different items to see how they affect the PivotTable.

To select a single item, clickat.

To select multiple items, hold down the.Control (Ctrl) key on your keyboard, then click
each item you want.

You can also select multiple items by clicking and dragging the mouse. This is useful if
the desired items are adjacent to one another, or if you want to select all of the items.

To deselect an item, hold downthe Control (Ctrl) key on your keyboard, then click the
item.

Salesperson W

Sum of Order Amount Column Labels ~ | [ Albertson, Kathy ]
Row Labels vt| East South Grand Total
January $1,690.00 $1,100.00  52,790.00
February 51,950.00 5235.00 52,185.00 [ Davis, William ]
March $700.00 5600.00  51,300.00
Grand Total 54,340.00 $1,935.00 %6,275.00

Brennan, Michael

Dumlao, Richard

Flores, Tia

Post, Melissa

Thompson, Shannon

Walters, Chris

Using a PivotChart
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A PivotChart is like a regular chart, except it displays data from a PivotTable. As with a regular
chart, you'll be able to select a chart type, layout, and style to best represent the data. In this
example, we'll use a PivotChart so we can visualize the trends in each sales region.

To create a PivotChart:

1. Select any cell in your PivotTable. The Options tab will appear on the Ribbon.
2. From the Options tab, click the PivotChart command.

i) PEtChart 3 Field List
B OfRP Toals 2L+ Buttons
[E What-If Analysis £ Field Headers

Tools Show

PivotChart
Insert a PivotChart based on the
=y

r data in this PivotTable,

. From the dialog box, select the desired chart type (3-D Clustered Column, for
example), then click OK.

Insert Chart

i Templates

|ﬁ Line

Pie

Bar

%Y (Scatter)

&
E
kA
izl stode
&
®
£

Surface

Doughnut

Bubble

Radar

Pie
o Vo] B lan)] o] -

[ManageTemplates... ] [ Set as Default Chart ] [ QK ] [ Cancel ]

|

4. The PivotChart will appear in the worksheet. If you want, you can move it by clicking and
dragging.
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Sum of Order Amount Column Labels ~

Row Labels A East North South West Grand Total
January $1,690.00 $1,140.00 $3,110.00 $3,150.00  $9,090.00
February $1,950.00 $1,720.00 $3,975.00 $1,515.00  $9,160.00
March $700.00 $300.00 $3,790.00 $525.00  $5,315.00
Grand Total $4,340.00 %3,160.00 $10,875.00 55,190.00 $23,565.00

Sum of Order Amount

$4,000.00
$3,500.00
$3,00000 Region ~
$2,50000 1+ W East

$2,000.00 +~ ® North

$1,500.00 17 . South
$1,000.00 T ) ] N West
$500.00 1 .7

20.00 4+~
January

Month - |

If you make any changes to the PivotTable, the PivotChart will adjust automatically.

Challenge!

. Open an existing Excel 2010 workbook. If you want, you can use this example.
. Create a PivotTable using the data in the workbook.

. Experiment with different row'labelsand column labels.
. Filter the report with a slicer.
. Create a PivotChart.

. If you are using the example, use the PivotTable to answer the question, Which
salesperson sold the lowest.amount in January? Hint: First decide which fields you
need in order to answer the question.

Merging copies of a shared workbook

Turning on the Track Changes feature automatically shares your workbook. When
multiple users collaborate on the same shared workbook, you can use the Compare
and Merge Workbooks command to view all of their changes at once and address
them by accepting or rejecting them.

Each person you collaborate with must save a copy of the shared workbook using a
unique file name that differs from the original. For example, if the original file name
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is Agenda, your collaborators could use the files names Agenda—Ana's
Changes or David Agenda Feedback.

You can only merge copies of the same shared workbook. All of the copies you plan to
merge should be located in the same folder.

To add the Compare and Merge Workbooks command:

The Compare and Merge Workbooks command is not available on the Review tab but
can be added to the Quick Access toolbar. Start hereqif you have not already added
the command.

1. Click the File tab.
2. Choose Options.
3. The Excel Options dialog box will appear: Select QuickéAccess toolbar.

Advanced i Calculate Now

Center

Customize Ribbon
fﬁ Conditional Formatting

Quick Access Toolbar l Iﬁ Connections

=a Copy
ﬂ.i] Create Chart

Trust Center [#f] Custom Sort...
# Cut

Add-Ins

. Under Choose commands from, click the drop-down menu and select All Commands.
. Find and select the Compare and Merge WWorkhooks command.
. Click Add to add it to the Quick Access toolbar.

@ Customize the Quick Access Toolbar,

Choose commands from: i Customize Quick Access Toolbar (i

All Commands : l For all documents [default) El
o S n H cave

d  Command Button [ActiveX Control) ¥ Und
ndo

£ ¥ Redo

Comments =
[ Compatibility b
E> Compatibility Checker
;ﬂf Compress Pictures..,

Maodify...

. Customizations: i
[] show Quick Access Toolbar below the
Ribbon Import/Export = |

[ QK ] ’ Cancel

7. Click OK.
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8. The Compare and Merge Workbooks command will be added to the Quick Access
toolbar.

To compare and merge workbooks:

. Open a copy of the shared workbook.
. Click the Compare and Merge Workbooks command on the Quick Access toolbar.

Compare and Merge V\.’orkbooksr|

a5 ot

l ulas

. If prompted, allow Excel to save your workbook.
. The Select Files to Merge into Current Workbook dialog box will appear.

. Select another copy of the same shared workbook you'want to merge. To select multiple
copies, hold CTRLor SHIFT on your keyboard while clicking the file names.

-
|z| Select Files to Merge Into Current Warkbook lg

@'\‘:j" 3 » Libraries » Documents » - | 3 | | Search Documents el |

Organize = Mew folder d= ~ [ @'

P Desktop -

Documents library
4. Downloads

3 Arrange by:  Folder ~
Includes: 2 locations

= Recent Places ‘

P
‘ MName Date modified Type Size

.l Libraries | Miscellaneous 10/13/2010 9:31 AM  File folder

3 Documents My Data Sources 9/14/2010 10:46 AM File folder
o) Music ] Agenda - Liz's Comments  10/13/2010 9:20 AM  Microsoft Excel ..
le=| Pictures ||z_|] Agenda Edits Marianne I 10413/2010 915 AM  Microsoft Excel ...
B videos E] Agenda “$10,13/2010 913 AM  Microsoft Excel ..
Recipient List 9/14/2010 9:53 AM Microsoft Excel ...

& Homegroup

File name: "Agenda Edits Marianne” "Agenda - Liz's Corr [Excel Workbook VI

Tools - [ OK |vl ’ Cancel ]

6. Click OK.

7. The changes from each copy of the shared workbook will be merged into a single copy.
All changes and comments can now be addressed at the same time.
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E:DDAME 9:00 AM: 1:00:Breakfast, welcome ;Exec team

9:00 AM: 9:30 AM 0:30{ Introduction  Garth

EI:BDAME 10:30 AME 1:DDEWOrk relationships exercise EGarth, Dean, Liz
10:30 AM:  10:45 AM; 0:15;Break f
10:45 AME 12:45 PME E:DDTCad',r Falls hike (strategy game) Marianne, Liz
12:45 PME 1:45 F'P-.-'IE 1:00:iLunch (with strategy game team)

1:45 PM 2:15 PM 0:30Strategy debrief [Marianne

2:15 PM 3:15 PM; 1:00 Get to know your team Lz

3:15 PME 4:00 PM 0:45 | Team building exercise Rick

4:00 PMi 4:15 PMi 0:15;Break

4:15 PMi 4:45 PM! 0:30{Walk in the redwoods ‘Dean

4:45 PME B:00 PM 1:15 Strengths exercise iGarth, exec team

6:00 PM 8:00 PM! 2:00:Dinner 5

Each color represents changes from a different user, se you can tell at a glance who
made the change.
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