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CHAPTER 1
1.0 INTRODUCTION

Microsoft Excel is an electronic spreadsheet. You can use it to organize your data into
rows and columns. You can also use it to perform mathematical calculations quickly.
Microsoft Excel provides several layers of protection to control who can access and
change your Excel files data. Besides, covered in formatting toolbar, conditional
formatting and cell reference functions. Microsoft Excel also can create Simple
Formulas and Functions. Chart created in Excel can be modified quite easily. Allow you
to change the chart type, add in or remove legend and data table, and change text

orientation.
U,‘ A “-Bg ) s |Tutorial - Microsoft Excel I T = “
| =
7/| Home Insert Page Layout Formulas Data Review View I @ - o X
1 # | calibri 11~ = % % ;t General d B Seinset~ | X ~ ,:}? 1
 ([[38 e W | AT AT E= A 8% o I Delete ~ | [g]- #
Paste. _ |Ir= N oy Styles | ... = Sort & Find &
> ||| e |EE £E|| | %36 5% ~ | EIFormat~ || 2~ Fiter~ Select~
Clipboard ™ Font ] Alignment [ Number = Cells Editing
Al - 1| E
B C D E B G - I J =]

%!

W0~ bW N
—

10 : : . §

i 4 » » || Sheeti . Table2 . Table3 . Tabled ~ Table5 | Sheet4 %3 } [
Ready || E3/0 {0} 20096} ¢
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CHAPTER 2
2.0 BASIC FORMATTING

This topic will discuss on how to setup the basic format of the data in the worksheet.

2.1 MERGE AND WRAP
1. Click to select the cells and click on merge icon in order to merge the cell into one. So
the selected cells or rows will be merge into single merged cell.
2. Click to select the cells and click on wrap text in order to make sure the content fit

into single cell.
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2.2 TEXT FORMATTING

Default setting when key in data into cell will be aligns bottom and left. The data can be
aligning for how you want the data appear in your document.
1. Click and select cell or highlight the rows and column and select Alignment to align
text horizontally top / middle / bottom
2. Besides the text also can be align in vertically left, center, right or justify based on the
document requirement.
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2.3 SETTING UP ROW AND COLUMN
Set up the row height and column width
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1. Highlight the selected row and right click on row panel, Row Height windows will

pop-up and you are required to enter the row size

‘Row Height m
Row height:
o J[ cancel |

2. Hightlight the selected column and right click on column panel, Column Width

windows will pop-up and enter the column size as requ

ired.
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Column width: |
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Insert and Delete row / column
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1. Highlight the selected row / column and right click or click Insert Sheet Rows / Insert
Sheet Columns in order to insert sheet row / column
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2. Highlight the selected row / column and right click or click Delete Sheet Rows /

Delete Sheet Columns in order to delete sheet row / column
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2.4 ROW AND COLUMN LOCKING
Lock the row and column in order to keep rows and column visible while the rest of
worksheet can be scrolls

Highlight and select row or column to be freeze
Go to VIEW and select Freeze Panes

3. Freeze Top Row and Freeze First Column used to freeze the top row and the most
left column in worksheet
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2.5 FIND AND REPLACE
Replacing the data in worksheet using find and replace functions by typing the certain data
to be search and click button search to search and replace

1. Highlight the data column/ row to be replace

2. Click Ctrl + F or Home > Editing > Find & Select.

: ,Z;.,r H 63"

Sort & Find &
Filler = Select =
Fdming A

» €M

Find & Sclect
Chick to see options for finding text

| n your document

You can use advonced starch

I’;:"\"fl' (0 replace fext, jmp nghi

1Y your search
¥
Figure 2.10 Find & Select function

3. Find and Replace windows pop-up and enter Find value and Replace value
4. Click Find All to show the list of data and click Replace All

C
Cohont Year
Jun 2014 2014
D% 2014 2034
Jun 201% 2018
Om 2015 2015
Jun 2016 206
Dw 2016 2016
o e [Coow]
Dn 2017 20148

Figure 2.11 Find and Replace windows

5. New pop-ups windows appear to inform user the data has been replaced
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Figure 2.12 Pop-up information windows for find and replace

6. The highlighted data only will be replaced
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Find and Replace the data with an option (to change data with cell color)
1. Highlight the selected data in column or row to be replace
2. Ctrl + F > Enter Find value and Replace value in Find and replace windows > Click on

Option button

Find and Replace - . L@
Find Replace
Findwhat:  |2010 [+]
Replace with: Im E]
Options l'
” {.—»J Find and replace
| with and options
|| [ Repaceat | | mepiace | [ Fndal | [gndtext | [ cose |
N —— = T ————— y
Figure 2.13 Find and Replace windows with an options
Find and Replace - (-2 [
Find Replace
Findwhat: 2010 [+] [NoFormatset | [ Format.. -]
Replace with: | 2015 B
| L
|| | Within: [-Sheet E [] Match case
I | search: !EY__RTE [] Match entire cell contents
' Lookin: |Formulas :l Options <<
|
| [ Replacel | | Repace | | Fndal | [ BndNext | | Cose |
= ————— - —

Figure 2.14 Replace stabs to change with color

3. Format button > select Fill colour > click OK
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Figure 2.15 Select color from color palette



MS Excel |10

4. The selected data will change the values and colour
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Figure 2.16 Pop-up information windows for find and replace the data with cell color
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CHAPTER 3
3.0 SORT AND FILTER

3.1 SORT
Sort the data by ascending and decending the data based on document requirement
1. Highlight the selected data > select Sort & Filter icon
a. Sort Ato Z-sort data ascendingly
b. SortZto A—sort data decendingly

Sum v %7 &3

Sort & |Find &
Filter ~ ! Select ~

124
il
%]
W=

Custom Sort to sort data ordered by colou

SortAtoZ
SortZto A

Custom Sort... '] (o)

Filter

r

1. Highlight the selected data > select Sort & Filter icon > Custom Sort
2. In Sort windows > select customize the selection data and colour

Gtera

e iy

.

My dats Paa headers

Custom Sort to sort by more than one criteria (eg: year and month)

1. Highlight data > select Sort & Filter icon > Custom Sort

2. In Sort window > select 1 data > Click Add Level to add 2nd data to be sorted

Add level to add the
new sorting criteria

Ko

Coumn
Sortoy YEAR v

Then by

MONTH v

= » N
A Copy Level | 4 Qpsons.., v| My data has headers
Sort On Oreder
L) v Srafest o Largest v
Ve - Awld v
Al
1210 A
Custoibit. |



3. Custom Lists window and select the existing list or create new List entries on order to
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cater the table data > click Add to add the new list > OK

Custom Lists

Custom lists:

MEW LIST

Sun, Mon, Tue, Wed, Thu, Fri, &
Sunday, Monday, Tuesday, Wet
Jan, Feb, Mar, Apr, May, Jun, ]
January, February, March, April

Ordey

Srisdent in Largest v!
Al v

[Amz

E®R= e

e eessee——

Custom Lists

List entries:

JANUART
FEERUARI
MAC N
APRIL -
MEI

JUN

JULAI

0GOS

SEFTEMBER

OKTOBER

MOVEMBER:

DISEMBER|

Press Enter to separate list entries.

Cancel
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3.2 DATA FILTER
Data Filter will filter the range of data and the drop down arrow in header used to select
data

1. Highlight the selected data > go to Data > and select Filter

(Oa)\ H 9~ ™ 7 Book1 - Microsoft Excel
fy Home Insert Page Layout Formulas Data Review View
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6 LEXUS CHUAH 661201-07-51333 @ Press F1 for more help.
7 PERODUA DAMIA 780201-07-5446 1 54,000.00
8 VOLVO ELFIN 791201-07-5133 6 130,000.00
9 | VOLKSWAGEN FATIN 800201-07-5446 2 230,000.00
10 PROTON GAYAH 810201-07-5446 5 60,000.00
11 LEXUS HADI 811201-07-5535 3 132,000.00
12 NISSAN INDARAN 821201-07-5133 6 78,000.00
14 PERODUA KAMAL 841201-07-5133 5 54,000.00
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A B
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3. Advance filter will appear the selected data
Advanced Filter ?

Action
(®) Filter the list, in-place
() Copy to another location

List range: SAS1:8ES17 5.5
Criteria range: R
Copy to: 5.5

cocs
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CHAPTER 4
4.0 MANAGING DATA

4.1 REMOVE DUPLICATE
Delete the duplicate data by removing the row in order to avoid redundancy
1. Highlight the selected cells > go to Data > select Remove Duplicates

SRR R B [y Yic b @EE =2 b |

0 )
from  from From FromOther  Dsting  Fefiedh NS §L Sert  Fitter et Text o Flach  Momove Data  Comolidate W)
Acoemt Wet Tt Soutoms = Comoctions Al = ek P Lo VAdireed  Coumm 19 Duplicatins Vahdation - Ana
Om Daermal Data Cunmectivm Son & M Dats Took
Al . R S o
Delrte duptecate rows om a sheet, |
di ¥ G
1 | YOu Cun PO which colusnng shousd
'i be chuceed for supheate
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4
5
L4
2
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n
10
13
16

2. In Remove Duplicates windows, select column to validate the duplicates data
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3. Popup windows to acknowledge user the number of data been deleted
' Y 3 i i 1 £ 6

Figure 4.3 Confirmation windows
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4.2 DATA VALIDATION
1. Setting data list in data validation
a. Go to Data > Data Validation > List

b. In Data Validation pop-up window, select List and select the Source to be in
List and click OK

c. List will be appear as in selected data

o _:a;..| :-_Im|§'_]
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2. Setting up range data that can validate the user entered data
a. Highlight selected column / row > go to Data > and select Validation Data
windows

Data Validation ?

Settings | Input Message | Error Alert
Validation criteria

Allow:

Any value | Ignore blank

Apply these changes to all other cells with the same settings

Clear all Cancel

b. Set up the minimum and maximum number

Data Validation ?

Input Message | Error Alert

Validation criteria

Allow:

YWhole number v | []1gnore blank
Data:

between v
Minirmum:

1000 =
Maximum:

9999 ]

[] Apply these changes to all other cells with the same settings

Clear all Cancel

c. InInput Message tab, the message can be input to inform user the

information should be entered in the cells.
L T
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In Error Alert tab the message for error will be set up in this tab to warning
the user who enter the data wrongy

Data Validation ?

Settings | Input Message

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
Stop w | |Receipt Number
Error message:

cannot duplicate receipt number

Clear Al Cancel

The pop up window that appear when data entered wrongly. There are three
types of Error Alert

i. Stop
Receipt Number n
@ CRNOL BUECGALD oot Dt
" Ratry ‘: Cancel Helo
ii. Warning

Receipt Number n

ot dupicate receipt number

WA Conteuw
tes P | | conce s
iii. Information

Receipt Number n

0 Aol QAo raceol nunder

oK Cancel Hebo




CHAPTER 5

5.0 CONDITIONAL FORMATTING

Conditional Formatting is to highlight cell with color in order to differentiate the result

iy 5
€

Format

Tormatting - a4 Tabde -
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To Highlight Cells Rules with certain options

Conditional | Format  Cell
Formatting v as Table ~ Styles

| L:_"g_!] Highlight Cells Rules »

iﬁiq_lj Top/Bottom Rules  »

{2y | New Rule...

%) Clear Rules >
Ls__‘{] Manage Rules...

'—f_’- = Auto
am
L @] Fill -
Insert

= 5 2 .2 Clea
>-:ﬂ Greater Than L
=3 |
“—.S_l Less Than... A
="
B Between,
‘——‘H Equal To.
=) =

;__-:;il Text that Contains...

?% A Date Occurring...

=
E} Duplicate Values...

More Rules,..



MS Excel |21

b. Fill the cells with certain color setting (between option)

Between ?

Format cells that are BETWEEN:

5 B&| and |10 B%:| with |Green Fill with Darl Green Text ! »

Carcl

2. Top/ Bottom Rules with 10 top value
a. Top/ Bottom Rules with an options

g ! e 3 Au
¥ @ 5 3= [E
o ia ) ol : & Fill
Conditional | Format Cell Insert Delete Format =
Formatting ~ as Table ~ Styles ~ v - v o2 Cle
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b. Fill the cells with certain color setting

Top 10 Items ?

Format cells that rank in the TOP:

[ile +| with |Light Red Fill with Dark Red Text | w
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3. Data Bars/ Color Scale / Icon Set
a. Data bars
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Color Bars will be set up based on the value in selected rows or columns
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b. Color scales
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Color scales can be set up besides the color shades will be based on minimum

and maximum value in cells
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C.

Icon Sets
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Icon sets is similar as color scales whereby the icons can be set up based on

the cells value
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CHAPTER 6

6.0 GRAPH/ CHART
Here is a step by step guides for creating graphs/charts:

1. Adding graph / chart.
a. Key in the data below. Click on any cell within the data containing the information
that you wish to display as a chart.

b. Click Insert > Click the Column icon on the Standard toolbar. This will display the
2-D Column as show below. You can select any Column that you wish to create.

Home Inzen Fage Layout Formuias Data Review View
Bis .-l A, - TN e
o ) el BY LY IS gl Xk & ol |
PrvotTabie Table Maure Chp hapes Smartant  |Column’ Line Pie Ba Area St
: Art . v v - .
1At Iiustrat 2-D Column i
12 v I .
A E F h u 4 | | J lJ
1 DEPARTMENT | 2013 | 2014 | ;0 commn L
2 JP 2200 189 y ‘
— ~ R Tl
. JKM 1400 45 wu E w |
a JITMK 540 180 tnder " '
5 JKE 530 70 al =
6 [] i l_‘ ;l'I} ;] l
7 - | J

Select/ Reselect Data Source of Chart.

Once the chart is created, you can still change the chart ranges by tweaking the
values manually. If you want to re-select your chart data source you can do with a
single click option.

The Select Data option is included in the Design chart tab, which can be used after
selecting the chart area. Once the tab appears on the ribbon, just click Select Data
option from Data group to display the Data Source dialog to modify the data range
by defining the columns and rows range.

You can select the data source using the mouse, or manually enter the fields you
want to enter. In addition, you can also see the hidden and empty cells.

In order to select the chart data source, select the chart and heading > Design tab
and > click Select Data > Insert data in Select Data Sources window.



Select Data Source ?

=

Chart data range: 2.7

The data range is too complex to be displayed. If a new range is selected, it will replace all of
the series in the Series panel.

\I: I_:I = I:,| ﬂ|,
Legend Entries (Series) Horizontal (Category) Axis Labels
2 add % Edit W Remove | o @ | % Edit |
P 2013
JkM 2014
JTME
JKE
Hidden and Empty Cells oK Cancel
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Select Data Source dialog will appear. Here, you can change the data source, edit
horizontal and vertical axis.

Click Hidden and Empty Cells button opens a dialog Hidden and Empty Cells Settings,
allowing you to enable/disable show data in rows and columns hidden options, and
show empty cells in the source data as gaps or zeroes. Once finished, click OK, you
will see a changing data source is displayed in the chart.

2. The chart develop based on the data insert into the Data Sources window.
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A & r 3 "
DEPARTMENT 2013 2014 i
] P 2200 1890 Lagens) Eniries Geves) Moraon (Category) A Label
1 »a a
JKM 1400 as0| B0 || ok | HKamew ol N L
t » -
ITMK 540 1800/ 01
: ] -l 014
IKE 530| 200] R
xE
v anvl trpty Cols o Coron
L L
"I

8 o

L

3. Determine the location of the chart .

You can choose to place the chart on an existing worksheet as an object, or you can
place it on a new worksheet. Two options for you to choose:
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New sheet: It will place the chart in the new worksheet.
Object in: It will place the chart in the existing worksheet or graph.

Right click chart > Move Chart > Select the new location to place the chart.

Move Chart ?

Choose where you want the chart to be placed:
J{J’d (T)Mew sheet: | Chart1

d (®) Object in: Sheet10

DEEEDERCE



CHAPTER 7
7.0 CELL REFERENCE

7.1 RELATIVE REFERENCE
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1.

SUM A

By default, Excel using relative reference. Look at the formula in cell 16 below. Cell 16
references (points to) cell 13 and cell 14. Both references are relative.

When copied across multiple cells, they change based on the relative position of rows
and columns. For example, if you copy the formula =A1+B1 from row 1 to row 2, the
formula will be =A2+B2.

Relative references are especially convenient when you have to repeat the same
calculation on multiple rows or columns.

X v

C D E F

=] 5+_'|

J K L
JAN

(]
T
—

Sales

Total Sales(RM) Discount Afterless Total+GST|

2
5

398.00 39.80 358.2 379.69

345.00 34.50 310.5 329.13

B I - T N e N B L B

Feb [=13+14 | 7430 | e68.70 | 708.82

15% 20%

7.2 ABSOLUTE REFERENCE

1. Do not change when copied or filled. You can use an absolute reference to keep a row
and/or column constant.

2. An absolute reference is designated in a formula by the adding a dollar sign ($) in front
of the column letter and row number of cell .1t can precede the column reference, the
row reference, or both.

3. Tocreate an absolute reference to cell J3, place a S symbol in front of the column letter
and row number of cell C7 (SCS7).

4. Oryou can use F4 to create absolute reference.

13 - | sc2*(Hz*scsr) |

Jil B C D E F G H | i K L
1 Types Price Jan
2 Bag 199 Sales |Tofal Sales (RM)| Discount | Afterless | Total + GST
3 T-shirt 69 Bag 2 398.00 39.80 358.20 379.69
4 Jeans 159 T-shirt | 5 345.00 34.50 310.50 329.13
5 Jeans | 1 159.00 15.90 143.10 151.69
6 Month Jan Feb Mac 902.00 90.20 811.80 860.51
7 Discount 10% 15% 20%
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CHAPTER 8
8.0 BASIC FORMULA & LOGICAL FUNCTION

8.1 BASIC FORMULA
1. SUM
To sum a range of cells, use the SUM function.
a. Highlight cells data with extra one blank cells > click Autosum icon and get the
result

F G
QUANTITY ~ PRICE(RM) |~
2 54000
63000
60000
75000
125000 | = Autosum - >
180000 4 3] Fil - %7 o

iat e Sort & Find &
225000 £ Clear Filter~ Select~
60000 : L

Editing
_| Sum (Alt+=)

E H
225000 1 Display the sum of the selected I
cells directly after the selected cells.

66000

132000
60000

L]

LN =] [0 | & [0 oo (an |wa (an |3 |Ln

b. Use SUM function

| n - fe | =SUM(F14:F25)
' c F I ) |
1 Tvee [~| auanmr® | 58 |
14| PERODUA 2

15 PEUGEOT 5

16| PROTON 2

17| TOYOTA 6

12| CHEVROLET 3

19| MAZDA 6

200  BMW 8

21 PROTON 5

22|  BMW a

23| HYUNDAI 5

24| LEXUS 7

25 PROTOMN 5




c. SUMIF function

SUM . X v fr | =SUMIF(B2:817,022,C2:C17)
A B SlJME‘&r}m ritena imm_vaf;gal'v D

1 SalesPerson_ TYPE QUANTITY PRICE (RM)
2 Nex HONDA 5 90,000
3 Masshi MITSUBISHI 6 120,000
4 Alex CHEVROLET 5 125,000
5 Voon TOYOTA 5 75,000
6 Masshi LEXUS 5 132,000
7  Alex PERODUA 1 54,000
8 Alex HONDA 5 90,000
9 Masshi VOLVO 6 130,000
10 Daus VOLKSWAGEN 2 230,000
11 Daus PROTON 5 60,000
12 Masshi LEXUS 3 132,000
13 Alex NISSAN & 78,000
14 Voon TOYOTA 5 75,000
15 voon PERODUA 5 54,000
16 Masshi MITSUBISHI 6 120,000
17 Alex LEXUS 3 132,000
18

19 Total car 73

20 More than 3 cars 64

21 Number of cars by Type
2| Mo ez mazd

SUM . X  fr =SUMIFS{D2:D17,82.617,824,A2:A17,825)

A B M‘_tumAmé; (;ilna,mnpz. aitenal, jontena range
2 Nex HONDA 5 90,000
3 Masshi MITSUBISHI 6 120,000
4 Aex CHEVROLET 5 125,000
5 Voon TOYOTA 5 75,000
G Masshi LEXUS 5 132,000
7 Aex PERODUA 1 54,000
B Alex HONDA 5 90,000
9 Masshi VOLVO 6 130,000
10 Daus VOLKSWAGEN 2 230,000
11 Daus PROTON 5 60,000
12 Masshi LEXUS 3 132,000
12 Alex NISSAN 6 78,000
14 Voon TOYOTA 5 75,000
15 Voon PERODUA 5 54,000
16 Masshi MITSUBISH! 3 120,000
17 Alex LEXUS 3 132,000
18
23 Total sales by car by salesman
% L
25 [Somirsiozoi762
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e. SUMPRODUCT function
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SUM X  fr =SUMPRODUCT(C2:C17,02:017)

A B SUMPRODUCT aray ], lanayd] taerrig 3] [arrayd)
1 [Sales Person TYPE | QUANTITY |  PRICE(RM)
2 Alex HONDA | 5 90,000
3 Masshi MITSUBISHI 6 120,000
4 Alex CHEVROLET 5 125,000
5 Voon TOYOTA S 75,000
6 Masshi LEXUS 5 152,000
7 Alex PERODUA 1 54,000
B Alex HONDA S 90,000
9 |Masshi VOLVO o 130,000
10 Days VOLKSWAGEN 2 230,000
11 Daus PROTON 5 60,000
12 Masshi LEXUS 3 132,000
13 Alex NISSAN 6O 78,000
14 Voon TOYOTA | 5 75,000
15 Voon PERODUA | 5 54,000
16 Masshi MITSUBISHI 6 120,000
17 Alex LEXUS 3 132,000
18
19 Total car 73
20 |Total Sales [-sumpropucTiC2:c]

2. MOD

Function returns the remainder of two numbers after division

a.

SUM

B

D

Highlight the numbers and identify number to devide

M X ¥ ﬁ =IF(MOD(EZ2,2)=1,"LELAKI","PEREMPUAN")

IFlogical_test, [value_if_true], [value_if_false])

NRIC

JANTINA

Nama Penuh

800512045522

=IF(MOD(B2,2)=1

IZZAH BINTI MAHAT

870101045533

LELAKI

MOHD KHAMIS BIN NORDIN @ MAD ALI




3. COUNT
To count cells based on one criteria

a.

COUNT - count number cell that contain value

F2 - f¢ | «COUNT{B2:B17)
A B CL E
1 Type Quantity
2 |PROTON AZIA 10 Count
3 PEUGEOT
4 PROTON PERDANA 5
5 |HONDA
6 | PERODUA 10
HYUNDAI 3
8 LEXUS
9 | CHEVROLET 2
10 |AUDI
11 |MAZDA 5
12 MITSUBISHI 4
] BMW 2
14 | VOLKSWAGEN
15 VOLVO 2
16 NISSAN 1

17 TOYOTA

b. COUNTBLANK - count cell without value

I COUNTBLANK(B2:817)

C.

F3

A
1 Type

2 PROTON AZIA

3 [pevceoT

Countblank

4 [ PROTON PERDANA

5  HONDA

6 | PERODUA

7 HYUNDAI

8 LEXUS

9 [CHEVROLET
10 AUDI

11  MAZDA

17 MITSUBISHI

L L —
14 VOLKSWAGEN

15 VOLvVO

16 | NISSAN
17 TOYOTA

F

-

F

¢

COUNT the number of occurrence text in range

*

?

wildcard

number character count
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Fa . Ix COUNTIF(A2:A17,"PROTON*

A B Cl E F

1 Type Quantity
ZJ PROTON AZIA 10

PEUGEOT
4 |PROTON PERDANA
5 'HONDA
6 PERODUA
! 'HYUNDAI
8 LEXUS
1 CHEVROLET
10 AUDI
11 MAZDA
17 MITSUBISHI
13 BMW
14 V_OLKSWA(QLN
15 voLvo
16 NISSAN
17 | TOYOTA

Countif [ )l

d. COUNT logical value

F5 - jl =COUNTIF(A2:A17,"PROTON *"}+COUNTIF(A2:A17,"PERODUA")
A B CLC E F G H I

1 Type Quantity

2 |PROTON AZIA 10

3 PEUGEOT

4 |PROTON PERDANA 5

5 |HONDA Countif | 3_|

6 PERODUA 10

7 |HYUNDAI 3

8 |LEXUS

9 |CHEVROLET 2

10 |AUDI

11 |MAZDA 5

12 |MITSUBISHI

13 | BMW 2

14 |VOLKSWAGEN

15 [vowvo

16 |NISSAN 1

17 |TOYOTA

Figure 8.7 Count Logical Value
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4. COUNTIFS — To count cells based on multiple criteria

& W ora

7
8
9
10

A
Type

fl =COUNTIFS{SAS2:5SAS17,"PROTON *",02:817,">0")

E F G H

PROTON AZIA

PEUGEOT

PROTON PERDANA

HONDA

]
6 |PeroDUA

Countifs [:]

HYUNDAI

LEXUS

CHEVROLET

AUDI

MAZDA

MITSUBISHI

MW

VOLXSWAGEN

VOLVO

NISSAN

TOYOTA




8.2 LOGICAL FUNCTION

The IF function checks whether a condition is satisfied, and returns one value if TRUE and
another value if FALSE.

1. If...ifand..if or

s

Bl/e m N & & & wi v =

a.

A B 1 3] E
SUBJECT  GRADE if
history 80 | PASS _ |-IF(B2>50,"PASS","FAIL")
science 30
if and
[ FAIL__ |-IF(AND(B2 > 50,83550),"PASS","FAIL")
tAND t = TRUE

fAND f = FALSE

if or

=IF(OR(B2 > 50,83>50), "PASS","FAIL")
tOR f = TRUE
f OR t=TRUE
f ORf = FALSE

Figure 8.9 COUNTIF —count with multiple criteria

If function
Return result PASS if value more than 50
(3] . fr AF(SUMICE, D150, " pass” " fail")
A B ( D [ |
' MATRICNUM | NAME o
3 CarryMarks | FinalExam ¥ AND
3 | FOO1 ZAID A8 | A8 pasy ] pass .
] FOO2 AMINAH a5 | 45 pass pass ]
5 FO03 BASYIRAH 25 | 25 fall fail
6 FOM CHUAH 17 | 18 pass fail
' FOOS DAMIA 43 | 50 pass pass
i FOOG ELFIN 18 | 22 fail fail 1
] FOO7 FATIN 18 | 4% pass fail i
1 FOOR GAYAH 35 | 24 pass fail
1 FOOS  [HADI w | m pass pass
12 FO10 INDARAN 20 | 17 fail fail
15 | -

=IF(SUM(C3,D3)>50,"pass", "fail")
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OR
pass
pass

fail

fail
pass
fail
pass
fail
pass
fail
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b. If and function
Return result PASS for both value TRUE and return result FAIL for both value
FALSE

F1 . Jr  =IFIANDICI>40,03540),"pass”, ail")
A 1 C D g F G

1 050S

W s | CarryMarks | FinalExam I AND OR
3 I FDo1 ZAID 48 48 pass pass
4 F002  IAMINAW | 45 a5 pass pass pass
5 F003  |BASYIRAN 25 25 fail fail " fail
6 F004  |CHUAH 17 8 pass ol fal
/ 005 DAMIA 43 50 pass pass : pass
8 FOOG ELFIN 18 22 fail fail fail
8 Foor FATIN L a5 pass fail : pass
10 008 GAYAH 35 24 pass fall k fall
11 FOD9 HADI 60 41 pass pass , Ppass
i j' F010 INDARAN 20 17 fail . fail fail

=IF(AND(C3>40,D3>40),"pass", "fail")

c. If or function
Return result PASS if any of result are TRUE and return result FAIL if both
value are FALSE

G3 . Je  AIFORIC3C1220,03:012500), " pass”, " ail")
A i C 5] E F G
1 0505
MATRIC NUM |  NAME
2 ay CarryMarks | FinalExam IF AND OR
3 [ FOO1 ZAID A8 A8 pass pass
4 FO02 AMINAH 15 45 pass pass , pass
5 FOO3 BASYIRAH 25 25 tail fail i tail
] FOO4 CHUAH 17 38 pass fail 4 fail
! FO05 DAMIA 41 50 pass pass ,  pass
4 K006 |ELFIN 18 2 | fail fall il
9 FO07 FATIN 18 45 pass fail pasy
10 FOO8 GAYAH 5 24 pass fall 4 fail
1 FO09 HADI 60 41 pass pass , Pass
12 FO10 INDARAN 20 17 fail fall fail
14 =
=IF(OR(C3:C12>40,D3:D12>40),"pass", "fail")
d. if with mod
" . X W fi =IF(MODIE 1,2)=1,"Lelaki*,"Perempuan’)
C A} MO nember, drvsar)  F G H
1
» TYPE SALES PERSON |NRIC QUANTITY [PRICE (RM) | Jantina
3 |AUDI QUSYAIRI #41201015553 5 190000 -II‘MQD( 3,2
4 [AUDI XIAN 700201075446 2 190000] o ) il
5 [BmMw HANIF 761201078511 2 2250001 faki
6 (BMW JAMAL 811201085533 4 225000]5“{
7 |CHEVROLET BASYIRAH 770201075446 5 125000] o)
8 |[CHEVROLET ELINA 760201085446 £l 125000] 0 ‘
9 [CHEVROLET  |WAN 691201015533 6] 125000{Lelaki !

=IF(MOD(E3,2)=1,"Lelaki","Perempuan")




2. Nested if function

a. Using nested if to validate data in cells
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=IF(P2>4,"Excellent",

IF(P2>3,"Good","Warning Letter"))

b. Nested if with average

P2

a2 S «IF024 " Excellont” IF(P2>3,"Good", "Warning Lotter")]
A C K | M N 0 P Q

1 Name 1-Aug 2-Aug 3-Auy 4Aug SAug | Total Mour S1atus

2 [ 1 TANAN MIDRARA BINTI HAMAT FAUZ! 1 1 1 1 1 5 Excellent
32 [INAJWA AIMAN BINTI MOHANMAD SOF1 1 i 2 Wistning Lettes
4 |3 IMUHAMMAD AIMAN BIN ZAINUDIN 1 1 1 1 1 5 Excellent

5 |4 |YEOH KAl ZHENN 1 1 1 3 Warning Lette
6 |5 |NORAIN BINTI MOHAMAD NASIR 0 Warning Letter
! 6 |MUHAMAD NAIMI BIN MUHAMAD ZABIDI 1 1 1 1 ) Guod

B 7 |SITIKAMILA AMIRA BINTI KHOSIM 0 Warning Letter
O 8 [NAQIB BIN NAIMI 1 1 1 3 Warning Letter
10 9 |YEGASHSRI A/P GUNASEELAN 1 1 1 1 1 5 Excellent
11 10 [NUR ASMALIENDA BINTI MOHD FATHR i 1 1 3 Warning Letter
2

Q

. p ﬁ =IF(AVERAGE(K2:02)»75, A" IF(AVERAGE(K2:02)>50,"B" IFAVERAGE (K2:02)>35,C" " 0%)))

A C X ! M N 0
: tabl | lab2 | tabd | Labd | Labs
[ "1 [AINAN MIDRARA BINTI HAMAT FAUZ) 90 00 00 82 50 A

2 [NAIWA AIMAN BINTI MOHAMAD SOFI 83 83 83 90 70 A

3 |[MUHAMMAD AIMAN BIN ZAINUDIN 82 90 75 77 52 ]

4 |VEOH KAI ZHENN 02 05 87 82 B0 A

5 |NORAIN BINTI MOHAMAD NASIR 83 0 77 B0 53 A

6 |MUHAMAD NAIMI BIN MUMAMAD ZABIDI 70 02 97 75 50 A

7 [T KAMILA AMIRA BINTI KHOSIM 58 78 70 72 57 ]

B |NAGIE BIN NAIMI o7 98 87 82 2 A

9 |YEGASHSRI A/P GUNASEELAN 80 o8 [ 87 53 ]

10 [NUR ASMALIENDA BINTI MOHD FATHIL 40 50 30 35 30 D

=IF(AVERAGE(K2:02)>75,"A",
IF(AVERAGE(K2:02)>50,"B",

IF(AVERAGE(K2:02)>35,"C","D")))

R



CHAPTER 9
9.0 PIVOT TABLES
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A pivot table allows you to extract the significance from a large, detailed data set.

Create Pivot Table in blank sheet
Open blank sheet > Insert > PivotTable

1.

L3

Home ] Insert I

Page Layout

‘ PivotTable Table
-

8

‘ Picture Clip Shapes
Art -

Highlight data in Create PivotTable windows

> IEH

Al v ia
- ]
) 1 C [ I ' )

ORI, ISR ORIeay B o Jomeoye . PO pe—  movTses e UL JRpesmu Do, e Ss—
¥ 1o ownin | e |Gty [ i
3 APRUL AUDI ausyame | asiaaimnama 1 o 1 sanann 1
' NOVENSIN AUDI XA Create PivotTable
" NAAI hww AN
L] | SOPTRMMER | iew _JAMi  Choose the data that you want to analyze
0 Mi CHEVROLEY G | @) Selact a table or range
! _Oxromn CHEVROLEY WA
0018 | CHEVIOLET nasve TableRange: |}

" ! WAL HONOA PATN (D) Use an external data source
10 ~JANUAN L WONOA 1 LAl -
1 OXTORER WYUNDA! e Choose Connection...
128 A | wYuNDAL Tan Connection name:
3 NOVINGER L] "M Choose where you want the PivotTable report to be placed
u R APS AEXUY i
WE 0 | spTEMmR LEXUS e (O Mew Worksheet
10¢ L | waoa | ey (@) Existing Worksheet

7 PTEMIA MAZ i -
! 2 B DA 1 Location: |Sheet115HS16
I8 R ANUAN | MITSUSIN | NORM
WE e | rienuAR MITSUBII AMIN
20 301 FEONLAN) NSSAN OMA
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3. In PivotTable Tools Choose field to be insert in report
LB BE Book1 - Microsoft Excel T - o lEl
_ Home  inten '-nlm Femusc  Dots Resew  View | Optoei | Desgn - =x
WE Actree et 2% | % Gtuup Semition 7 A L Clew - i Pratcran |
| s‘-um'a&m : & ungioap 4 g g —d =] sena (il Foomunas +
n'm}'." Qmwm-g\ =3 18l Group Fiid & s -d",h Dﬁ;;lgc‘.Ddl 5§ Mowe Sreotfaile | Sy O0AP oo - '
Actwe Fieid Groon Sant fam Actions | “Showtaes | |
Bs -3 ﬂ | Fiesat Lint
; A & 3 o E i 6 Shieme ot tnde the Fi
1 [YEAR AAW). k=l hve Bedd 12 3bswe
2] e flekdi fram y
3 Sum of PRICE (RM) Column Labels (= e
4 Rowlabels <+ JUN APRIL SEPTEMBER NOVEMBER DISEMBER
5 AuDY 190000 190000
B BMW 225000
7 CHEVAOLET
o s |
5 HYUNDAI
10 LEXUS 132000 132000 132000
11 MAZDA 180000 180000
12 MITSUBISHI
AR MISSAN Drag flekds between areas bekow:
14 PERODUA 54000 ¢ RepertPhier T CoemLabeks
13 PEUGEDT GBO00 NONTH -
16 PROTON 50000
17 TOYOTA 75000 75000
18 VOLKSWAGEN 230000
18 vOLVO 130000 T Ve
20 Grand Totsl 540000 357000 537000 397000 152000 Sum of PRICE,.. ¥
n
»

Create Chart from Pivot Table
1. Choose data > Insert > select chart to represent the PivotTable data

W R ]
-.jxmm|hpw Fardst Datn | R

Book

M‘crosuft Exal

Viww

I =

) el B P 7 glg

.ih
A IMW

| Wt o. Shapes Saatht u—' une Satter Other | Header f]
| - - < Chaye | | afootn -
a.._t!ﬁ&_ mg;tm ! Chame ol ok | : ]

A3 L ﬂ YE_AI [

. I i | c AR 2 Cotumn (had. G . _H | - Y —
2 olumn charts art wied 10 compare
B8 T a—
e
5 Sumof PRICE(RM)  TYPES = o
5 MONTH = AUDI _CHEVROLET HONDA HYUNDAL MAZDA  MITSUBISI NISSAN PERODUA PEUGEQT PROT(
7 JANUARI L
8 FEERUARI *VOLKSWAGEN
‘9 MAC * PROTON B
g A‘:::L 190,000.00 = . L
ﬁ JUN »PERODUA :
A3 iutal * NISSAN §
1 0GOS ® MITSUBSH! 0
15 SERTEMBER i »MAZDA L
16 OKTOSER 125,000.00 : =
o S YUNDA) o
17| NOVEMBER | 190,000.00 i g SIIBEESE s C
1§ DISEMBER T3 § ®HONOA r
_gq{&uﬂeﬂ' 380,000,00  125,000,00 [ g soinwRoLT
n w
.



Use formula in calculate data for Pivot Table

1. In PivotTable Tools > Formula > Calculated Field
Table Tools
tions Design
o =1 = l-_l-‘ .F

o [ Ly L5 o
Refresh Change Data Clear Select Move PrvotChart ‘fimnuh'il JUAT

v Source ~ - v PivotTable e t

Cata Actions Calculated Field...
] e disail K | L LM | Solve Order,..
34 Ust Formulas
2. Insert Calculated Field > select value (quatity * price) > Add the value
Insert Calculated Field ?
Mame: |To13ISaIes
Formula: | =QUANTITY *'PRICE (RM) | [ pelete
Fields:
YEAR. ~
MONTH
TYPE
OWNER
NRIC
UANTITY

Field1 v

Insert Field
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Format number in Pivot Table

1.
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In Value Field Settings windows > click on Number Format > choose the number

~§ bos
1

In PivotTable Tools > Field Settings
Cay - -2 Microsaft Excel FwatTadte Tooss
- Mome  insert  Pagelwpont Fomuins Dats  Revew  View | Optiom Design
PreotTable Mame:  Actve Flekt O3 Banand Brtive Fickd 3l ’; z] qj
Puntiablel Sum of TotalSales =] Bt o]
ootont + [ By el Settings | e
Paatlisbie Actve Fissa aroup Sont Cata
B7 | fiekd Settings

= A Launch the Fieid Sethimgs datoy £ F G !

category.

Value Field Settings

Source Mame: PRICE (RM)

» B

Custom Mame: |5|-uﬂlllCE (RM)

Summarize by | Show values as

Summarize value field by

Choose the type of calculation that you want to use to summarize
the data from selected field

Mumber Format QK

| ‘ Cancel

Category:
Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Sdentific
Text
Spedal
Custom




CHAPTER 10
10.0 LOOKUP
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To look up a value or a series of values from a large database and append a column to a
table using data from a larger database

10.1 HLOOKUP
1. Look up value in horizontal column

1

=HLOOKUP ( lookup value, table_array, row_index_num, [range_lookup] )

3
2 4

B9

A

Ji | =HLOOKUP(A9,A1:F5,2,0)

A

{ 0 £ 12 e

3 DEPARTMENT | 2010 | 2011 | 2012 | 2013 | 2014 |
. Ip 2300 1800| 1750 200 1800/ ]
JKM 1900 1300| 1000 1400 450 2
JTMK 500 7()0I 1008 540 1800
1 JKE 750 550 650 530 700 |
7
) YEAR P KM JTMK  JKE
1 2013 1400 540 530
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10.2 VLOOKUP
1. Look up value in vertical row

1 3

=VLOOKUP(lookup value, table_array, col_index_num, [range_lookup]

2 4

c15 - £ | =viooKkuP(815,81:F11,2,0)
A B C | E F G

MATRIC NUM NAME co 0505 NS
FOO1 ZAID 56 12 45
FOO2 AMINAH 77 55 51
FOO3 BASYIRAH 88 47 54
004 CHUAH 24 48 47
FOOS DAMIA 31 44 g5

F006 ELFIN 3 = 98 51 2
£007 FATIN 54 54 41
FOO8 GAYAH 78 21 12
FO09 HADI 63 25 54
£010 INDARAN 21 45 68
' maTRIC NUM NAME co 0505 NS
1 INDARAN 21 45 68

10.3 MATCH and INDEX
The MATCH function returns the position of a value in a given range.
The INDEX function returns a specific value in a two-dimensional range.

1. Lookup two dimensional range
2. Get data combination of both Vlookup and Hlookup using MATCH and INDEX

[ J10 - S
4] A [ @ C D IV ST J—, -
1 DEPARTMENT 2010 2011 2012 2013 2014
2 P 2300 1800 1750 2200 1890
3 JKM 1900 1300 1000 1400 450
4 JTMK 500 700 1008 540 1800
5 JKE 750 550 650 530 700
o
7
8 YEAR 2011 2
5 DEPARTMENT JTMK 3
10 STUDENT 1000 | =INDEX(B2:F5,MATCH(BS,B1:F1,0), MATCH(B9,A2:A5,0))

11 STUDENT

1000

=INDEX(B2:F5,C8,C9)







