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Getting Started With MS-Excel 2007

Getting started with Excel 2007 you will notice that there are many similar features to
previous versions. You will also notice that there are many new features that you’ll be able to
utilize. There are three features that you should remember as you work within Excel 2007:
the Microsoft Office Button, the Quick Access Toolbar, and the Ribbon. The function of these
features will be more fully explored below.
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Spreadsheets

A spreadsheet is an electronic document that stores various types of data. There are vertical
columns and horizontal rows. A cell is where the column and row intersect. A cell can
contain data and can be used in calculations of data within the spreadsheet. An Excel
spreadsheet can contain workbooks and worksheets. The workbook is the holder for related
worksheets.

Microsoft Office Button

The Microsoft Office Button performs many of the functions that were located in the File menu
of older versions of Excel. This button allows you to create a new workbook, Open an existing
workbook, save and save as, print, send, or close.
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Ribbon

The ribbon is the panel at the top portion of the document It has seven tabs: Home, Insert,
Page Layouts, Formulas, Data, Review, and View. Each tab is divided into groups. The
groups are logical collections of features designed to perform function that you will utilize in
developing or editing your Excel spreadsheets.
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Commonly utilized features are displayed on the Ribbon. To view additional features within
each group, click the arrow at the bottom right corner of each group.
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Home: Clipboard, Fonts, Alignment, Number, Styles, Cells, Editing
Insert: Tables, Illustrations, Charts, Links, Text

Page Layouts: Themes, Page Setup, Scale to Fit, Sheet Options, Arrange
Formulas: Function Library, Defined Names, Formula Auditing, Calculation
Data: Get External Data, Connections, Sort & Filter, Data Tools, Outline
Review: Proofing, Comments, Changes

View: Workbook Views, Show/Hide, Zoom, Window, Macros

Quick Access Toolbar

The quick access toolbar is a customizable toolbar that contains commands that you may
want to use. You can place the quick access toolbar above or below the ribbon. To change
the location of the quick access toolbar, click on the error at the end of the toolbar and click
Show Below the Ribbon.
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You can also add items to the quick access toolbar. Right click on any item in the Office
Button or the Ribbon and click Add to Quick Access Toolbar and a shortcut will be added.
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Mini Toolbar

A new feature in Office 2007 is the Mini Toolbar. This is a floating toolbar that is displayed
when you select text or right-click text. It displays common formatting tools, such as Bold,
Italics, Fonts, Font Size and Font Color.
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Customize

Excel 2007 offers a wide range of customizable options that allow you to make Excel work the
best for you. To access these customizable options:

= (Click the Office Button
= (Click Excel Options
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Popular

These features allow you to personalize your work environment with the mini toolbar, color
schemes, default options for new workbooks, customize sort and fill sequences user name
and allow you to access the Live Preview feature. The Live Preview feature allows you to
preview the results of applying design and formatting changes without actually applying it.
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Formulas

This feature allows you to modify calculation options, working with formulas, error checking,
and error checking rules.
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Proofing

This feature allows you personalize how word corrects and formats your text. You can
customize auto correction settings and have word ignore certain words or errors in a
document through the Custom Dictionaries.
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When correcting spelling in Microsoft Office programs.
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Save
This feature allows you personalize how your workbook is saved. You can specify how often
you want auto save to run and where you want the workbooks saved.
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This feature allows you to specify options for editing, copying, pasting, printing, displaying,
formulas, calculations, and other general settings.
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Customize allows you to add features to the Quick Access Toolbar. If there are tools that you
are utilizing frequently, you may want to add these to the Quick Access Toolbar.
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Save
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Create a Workbook

To create a new Workbook:

Click the Microsoft Office Toolbar

Click New

Choose Blank Document

v For all documents [default)
~ .H Save
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0 Redo *
-
v.
L_ox | [ concer |
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If you want to create a new document from a template, explore the templates and choose one
that fits your needs.
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Save a Workbook

When you save a workbook, you have two choices: Save or Save As.
To save a document:

= Click the Microsoft Office Button
= Click Save
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Publish »

Close

#] Excel Optjons | | X Exit Excel

You may need to use the Save As feature when you need to save a workbook under a
different name or to save it for earlier versions of Excel. Remember that older versions of
Excel will not be able to open an Excel 2007 worksheet unless you save it as an Excel 97-
2003 Format. To use the Save As feature:

= Click the Microsoft Office Button

= (Click Save As

= Type in the name for the Workbook

= In the Save as Type box, choose Excel 97-2003 Workbook
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Save As ? I[x

Savei: | IL) My Documents ¥ @- XM
@mnm ;anqn
Documents | |3 ANGEL Training Materials
(@ Desktop Iat:mhsiam
= < |
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- 2 My Music
© Net gmmu
ggﬂﬁ My Videos
O 0ffice 2007 Tutorial
[snaglt Catalog
) Technology Trainings

File pame: |Bm

Save 351D | xcel 97-2003 Workbook

Open a Workbook

To open an existing workbook:

= Click the Microsoft Office Button
= (Click Open

=  Browse to the workbook

= Click the title of the workbook

= Click Open
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Entering Data

There are different ways to enter data in Excel: in an active cell or in the formula bar.

To enter data in an active cell:

=  (Click in the cell where you want the data
= Begin typing

K Exit Excel

A2 v (2 %X « fe cella

A B C

Cell A2 data

a0 Ln s W | RS

To enter data into the formula bar

= Click the cell where you would like the data
= Place the cursor in the Formula Bar
= Type in the data

D
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Manipulating Data

Excel allows you to move, copy, and paste cells and cell content through cutting and pasting
and copying and pasting.

Select Data

To select a cell or data to be copied or cut:

= (Click the cell

2-Jun
4-lun

| |
a-Jun

F I T O Y O T 6 Y

= Click and drag the cursor to select many cells in a range

A B C D E F
Widgets Customers Sales Price

2-Jun

4-Jun 2 4 2 3

6-Jun 1

S T, I A U N

Select a Row or Column
To select a row or column click on the row or column header.
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Copy and Paste
To copy and paste data:

= Select the cell(s) that you wish to copy
= On the Clipboard group of the Home tab, click Copy
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= Select the cell(s) where you would like to copy the data
= On the Clipboard group of the Home tab, click Paste
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Cut and Paste

To cut and paste data:

= Select the cell(s) that you wish to copy
= On the Clipboard group of the Home tab, click Cut

a3y
—-/I Home
& i
o ==
3 | ¥
J
ipboard ™
C3
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= Select the cell(s) where you would like to copy the data
= On the Clipboard group of the Home tab, click Paste

Undo and Redo

To undo or redo your most recent actions:

= On the Quick Access Toolbar
= Click Undo or Redo

mm H H] - =
337
A Haome ert
'ﬁ Calibri
=3

Paste B 5 U~
7

Auto Fill

The Auto Fill feature fills cell data or series of data in a worksheet into a selected range of
cells. If you want the same data copied into the other cells, you only need to complete one
cell. If you want to have a series of data (for example, days of the week) fill in the first two
cells in the series and then use the auto fill feature. To use the Auto Fill feature:

= Click the Fill Handle
= Drag the Fill Handle to complete the cells

iy B C D
Widgets Customers Sales
2-Jun

4-Jun 2I 4!
6-Jun /

Ln | || e

Modifying a Worksheet

Insert Cells, Rows, and Columns
To insert cells, rows, and columns in Excel:

= Place the cursor in the row below where you want the new row, or in the column to the left of
where you want the new column

= (Click the Insert button on the Cells group of the Home tab
= Click the appropriate choice: Cell, Row, or Column
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EI Insert Cells...

== Insert Sheet Rows

L Insert Sheet Columns

E Insert Sheet

Delete Cells, Rows and Columns
To delete cells, rows, and columns:

=  Place the cursor in the cell, row, or column that you want to delete

= Click the Delete button on the Cells group of the Home tab
=  Click the appropriate choice: Cell, Row, or Column

':"ﬂInsert*
I?Deleteq D* ﬁ Ei

I el T

Delete Cells...

Delete Sheet Rows

Delete Sheet Columns

Pl e WY

Delete Sheet

Find and Replace

To find data or find and replace data:

= Click the Find & Select button on the Editing group of the Home tab
= Choose Find or Replace

= Complete the Find What text box

= Click on Options for more search options

| g T AT A

=.0 .00 Conditional Format Cell e Sort & Find &
=00 N
%8 %] Formatting ~ as Table = Styles~ || I Format ~ || <2~ Fittpllr Select =

] Styles Cells Editing

Find and Replace

Find Replace
Find what: | w |
Replace with: | w |
[ Replace Al ] [ Replace ] [ Find Al ] L Eind Mexxk J [ Close ]
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Go To Command

The Go To command takes you to a specific cell either by cell reference (the Column Letter
and the Row Number) or cell name.

= Click the Find & Select button on the Editing group of the Home tab

= (Click Go To
E - W

Sort & |Find &
<27 Filter~ 'select -

#4  Eind..
Nac | BReplace..

= | GoTo..

Go To Special..
Formulas
Comments
Conditional Formatting
Caonstants
[Data Walidation

Ly | Select Objects

EI;; Selection Pane...

Spell Check
To check the spelling:

= On the Review tab click the Spelling button

il
_/ll Home Insert Page Layout Formulas Data Review

v 2 (o NN I S R S Il R B

i@ 5h

Spelling Research Thesaurus Translate New Delete Previous MNext
Comment 5h

Proofing Comments

Calculations

Excel Formulas

A formula is a set of mathematical instructions that can be used in Excel to perform
calculations. Formals are started in the formula box with an = sign.
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COUNT - X v f|d 44—
A B c D E F

1
2
2

There are many elements to and excel formula.

References: The cell or range of cells that you want to use in your calculation
Operators: Symbols (+, -, *, /, etc.) that specify the calculation to be performed
Constants: Numbers or text values that do not change

Functions: Predefined formulas in Excel

To create a basic formula in Excel:

= Select the cell for the formula
= Type = (the equal sign) and the formula
= (Click Enter

COUNT - X v ﬁ:| :{fl:f3}|
A B C D E F
=(f1:f3) |

L s b pa

Calculate with Functions
A function is a built in formula in Excel. A function has a name and arguments (the
mathematical function) in parentheses. Common functions in Excel:

Sum: Adds all cells in the argument

Average: Calculates the average of the cells in the argument

Min: Finds the minimum value

Max: Finds the maximum value

Count: Finds the number of cells that contain a numerical value within a range of the
argument

To calculate a function:

=  Click the cell where you want the function applied
= (Click the Insert Function button

=  Choose the function

= Click OK
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= Complete the Number 1 box with the first cell in the range that you want calculated
= Complete the Number 2 box with the last cell in the range that you want calculated

Function Arguments

TYFE

¥alue | |

Returns an inkeger representing the data tvpe of a value: number = 1; text = 2; logical walue
= 4; errar value = 16; array = 64,

¥Yalue canbe any value,

Farmula result =

Help on khis Funckion K l [ Cancel

Function Library

The function library is a large group of functions on the Formula Tab of the Ribbon. These
functions include:

AutoSum: Easily calculates the sum of a range

Recently Used: All recently used functions

Financial: Accrued interest, cash flow return rates and additional financial functions
Logical: And, If, True, False, etc.

Text: Text based functions

Date & Time: Functions calculated on date and time

Math & Trig: Mathematical Functions

il
_,/ Home Insert Page Layout Formulas Data Re

f = AutoSum - ﬁ Logical = [_:L Lookup & Reference -

[ Recently Used = [A Text - [ Math & Trig -
Insert i .
Function [E? Financial = Eﬁ Date & Time = ﬁﬁ:_] Mare Functions -

Function Library
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Relative, Absolute and Mixed References

Calling cells by just their column and row labels (such as "A1") is called relative
referencing. When a formula contains relative referencing and it is copied from one cell to
another, Excel does not create an exact copy of the formula. It will change cell addresses
relative to the row and column they are moved to. For example, if a simple addition formula
in cell C1 "=(A1+B1)" is copied to cell C2, the formula would change to "=(A2+B2)" to reflect
the new row. To prevent this change, cells must be called by absolute referencing and this
is accomplished by placing dollar signs "$" within the cell addresses in the formula. Continuing
the previous example, the formula in cell C1 would read "=($A$1+$B$1)" if the value of cell
C2 should be the sum of cells A1 and B1. Both the column and row of both cells are absolute
and will not change when copied. Mixed referencing can also be used where only the row
OR column fixed. For example, in the formula "=(A$1+$B2)", the row of cell Al is fixed and
the column of cell B2 is fixed.

Conditional Functions

IF

Consider the following example. Suppose we need to calculate HRA for each employee. HRA is
based on a condition i.e., For east region it is 50% of Basic Salary for others 48%.

Emp | First Name | Last Name | Region | Dept DOJ Qualification | Basic | HRA
Code Salary
1 Amit Sharma East Admin | 2/28/2005 | Graduate 18000
2 sumit verma West HR 7/16/2007 | Post Graduate | 22000
3 anuRadha gupta West Finance | 7/16/2007 | Post Graduate | 22000
4 rosy Fernandise | West Finance | 12/4/2007 | Post Graduate | 22000

IF function can be used in such cases, when we have to return one value if a condition evaluates to
TRUE and another value if it evaluates to FALSE.

Syntax
IF(logical_test,value_if true,value_if false)

Logical_test  is any value or expression that can be evaluated to TRUE or FALSE.
Value_if true is the value that is returned if logical test is TRUE.

Value_if false is the value that is returned if logical test is FALSE.

How to use If for the above example

Below HRA heading type the following formula.

=IF(D2="east”, H2 * 50%, H2 * 48%)

Logical Test Value IF true Value IF true
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Nested IF

Consider the following example. Suppose we need to calculate HRA for each employee. HRA is

different for different region i.e., East region it is 50% of Basic Salary, West region it is 48%,

North region 35% and South region 55%.

=IF(D2="east”, H2 * 50%, IF(D2="west” , H2 * 48% ,IF(D2="north”,

H2 *55%)))

Remarks

* Up to seven IF functions can be nested as value if true and value if false arguments to

construct more elaborate tests.

*  When the value if true and value if false arguments are evaluated, IF returns the value

returned by those statements.

AND

Consider the following example. Suppose we need to calculate HRA for each employee. HRA is

based on multiple conditions and if all the conditions are satisfied then only employee will get that
particular percentage i.e., For east region of Admin department, it is 50% of Basic Salary for

others 48%.

Emp | First Name | Last Name | Region | Dept DOJ Qualification | Basic | HRA
Code Salary

1 Amit Sharma East Admin | 2/28/2005 | Graduate 18000

2 sumit verma West HR 7/16/2007 | Post Graduate | 22000

3 anuRadha gupta West Finance | 7/16/2007 | Post Graduate | 22000

4 rosy Fernandise | West Finance | 12/4/2007 | Post Graduate | 22000

AND function can be used in such cases.
Syntax

AND(logicall,logical2, ...) Returns TRUE if all its arguments are TRUE; returns FALSE if one or

more argument is FALSE.

Logicall, logical2, ... are 1 to 30 conditions you want to test that can be either TRUE or FALSE.

How to use AND for the above requirement

Below HRA heading type the following formula

=IF(AND(D2="east” , 1@2=”admjn7, H2 * 50%, H2 * 48%)

\

Logical Test for IF
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OR

Consider the following example. Suppose we need to calculate HRA for each employee. HRA is
based on multiple conditions and if any one condition is satisfied employee will get that particular

percentage i.e., For Admin, HR department, it is 50% of Basic Salary for others 48%.

Emp | First Name | Last Name | Region | Dept DOJ Qualification | Basic | HRA
Code Salary
1 Amit Sharma East Admin | 2/28/2005 | Graduate 18000
2 sumit verma West HR 7/16/2007 | Post Graduate | 22000
3 anuRadha gupta West Finance | 7/16/2007 | Post Graduate | 22000
4 rosy Fernandise | West Finance | 12/4/2007 | Post Graduate | 22000

OR function can be used in such cases. OR returns TRUE if any argument is TRUE; returns

FALSE if all arguments are FALSE.

Syntax

OR(logicall,logical2, ...)

Logicall, logical2, ...
How to use OR for the above requirement

are 1 to 30 conditions you want to test that can be either TRUE or FALSE.

Below HRA heading type the following formula
=IF(QOR(E2="Admin” XEZ=”HR}’)7—)2 *50%, H2 * 48%)
Y Y

v

Logical Test for IF
SUMIF
Consider the following example. Suppose we need to add the salaries of east region
Emp | First Name Last Name | Region | Dept DOJ Qualification Basic
Code Sala
East 18000
West 22000
West 22000
West 22000
|| Range to evaluate the East Range to add the values 22000
|| condition East 15500
East 22000
North 21500
North 22000
South 21500
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SUMIF function can be used in such cases.It adds the cells specified by a given criteria.

Syntax
SUMIF(range, criteria, sum_range)
Range is the range of cells you want evaluated.

Criteria is the criteria in the form of a number, expression, or text that defines which cells
will be added. For example, criteria can be expressed as 32, "32", ">32", "apples".
Sum_range are the actual cells to sum.

How to use SUMIF for the above requirement

=SUMIF(D2 : D11, “east” , H2: H10 )

e

Range to evaluate the condition Range to add the values

Countif
Consider the following example. Suppose we need to count employees working in east region.
Emp | First Name Last Name | Region | Dept DOJ Qualification Basic
Code Salary
East
West
West
Range to evaluate the West
condition to count East
East
East
North
North
South

COUNTIF function can be used in such cases.

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

Syntax

COUNTIF(range,criteria)

Range is the range of cells from which you want to count cells.

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

How to use COUNTTF for the above requirement
=COUNTIF(D2 : D11, “east” )

o

Range to evaluate the Criteria to check
condition to count count
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Lookup Functions

VLOOKUP

Searches for a value in the leftmost column of a table, and then returns a value in the
same row from a column you specify in the table. The V in VLOOKUP stands for
"Vertical."

Syntax

VLOOKUP(lookup_value,table_array,col_index_num,range_lookup)

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

Table_array is the table of information in which data is looked up. Use a reference to a
range or a range name, such as Database or List.

* Ifrange lookup is TRUE, the values in the first column of table array must be
placed in ascending order: ..., -2, -1, 0, 1, 2, ..., A-Z, FALSE, TRUE; otherwise
VLOOKUP may not give the correct value. If range lookup is FALSE,
table array does not need to be sorted.

*  You can put the values in ascending order by choosing the Sort command from
the Data menu and selecting Ascending.

* The values in the first column of table array can be text, numbers, or logical
values.

* Uppercase and lowercase text are equivalent.

Col_index_num is the column number in table array from which the matching value
must be returned. A col index num of 1 returns the value in the first column in

table array; a col index num of 2 returns the value in the second column in table array,
and so on. If col index num is less than 1, VLOOKUP returns the #VALUE! error value;
if col index num is greater than the number of columns in table array, VLOOKUP
returns the #REF! error value.

Range _lookup is a logical value that specifies whether you want VLOOKUP to find an
exact match or an approximate match. If TRUE or omitted, an approximate match is
returned. In other words, if an exact match is not found, the next largest value that is less
than lookup value is returned. If FALSE, VLOOKUP will find an exact match. If one is
not found, the error value #N/A is returned.

Remarks

e If VLOOKUP can't find lookup value, and range lookup is TRUE, it uses the
largest value that is less than or equal to lookup value.

* Iflookup value is smaller than the smallest value in the first column of
table array, VLOOKUP returns the #N/A error value.

e If VLOOKUP can't find lookup_value, and range lookup is FALSE, VLOOKUP
returns the #N/A value
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Example 1
A
Density
0.457
0.525
0.616
0.675
0.746
0.835
0.946
1.09
1.29

O 0 NN A W=

Formula

=VLOOKUP(1,A2:C10,2)

B
Viscosity
3.55
3.25
2.93
2.75
2.57
2.38
2.17
1.95
1.71

C

Temperature

500
400
300
250
200
150
100
50
0

Description (Result)

Looks up 1 in column A, and returns the value from
column B in the same row (2.17)

=VLOOKUP(1,A2:C10,3,TRUE)

Looks up 1 in column A, and returns the value from
column C in the same row (100)

=VLOOKUP(.7,A2:C10,3,FALSE) Looks up 0.746 in column A. Because there is no

exact match in column A, an error is returned
(#N/A)

=VLOOKUP(0.1,A2:C10,2,TRUE) Looks up 0.1 in column A. Because 0.1 is less than

=VLOOKUP(2,A2:C10,2,TRUE)

the smallest value in column A, an error is returned
(#N/A)

Looks up 2 in column A, and returns the value from
column B in the same row (1.71)
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HLOOKUP

Searches for a value in the top row of a table or an array of values, and then returns a
value in the same column from a row you specify in the table or array. Use HLOOKUP
when your comparison values are located in a row across the top of a table of data, and
you want to look down a specified number of rows. Use VLOOKUP when your
comparison values are located in a column to the left of the data you want to find. The H
in HLOOKUP stands for "Horizontal."

Syntax

HLOOKUP(lookup value,table array,row_index num,range lookup)

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

Table_array is a table of information in which data is looked up. Use a reference to a
range or a range name.

The values in the first row of table array can be text, numbers, or logical values.

* Ifrange lookup is TRUE, the values in the first row of table array must be placed
in ascending order: ...-2, -1, 0, 1, 2,... , A-Z, FALSE, TRUE; otherwise,
HLOOKUP may not give the correct value. If range lookup is FALSE,
table array does not need to be sorted.

* Uppercase and lowercase text are equivalent.

* You can put values in ascending order, left to right, by selecting the values and
then clicking Sort on the Data menu. Click Options, click Sort left to right, and
then click OK. Under Sort by, click the row in the list, and then click Ascending.

Row_index_num is the row number in table array from which the matching value will
be returned. A row_index num of 1 returns the first row value in table array, a
row_index num of 2 returns the second row value in table array, and so on. If
row_index num is less than 1, HLOOKUP returns the #VALUE! error value; if
row_index_num is greater than the number of rows on table array, HLOOKUP returns
the #REF! error value.

Range _lookup is a logical value that specifies whether you want HLOOKUP to find an
exact match or an approximate match. If TRUE or omitted, an approximate match is
returned. In other words, if an exact match is not found, the next largest value that is less
than lookup value is returned. If FALSE, HLOOKUP will find an exact match. If one is
not found, the error value #N/A is returned.
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Remarks

If HLOOKUP can't find lookup value, and range lookup is TRUE, it uses the largest
value that is less than lookup value.

If lookup value is smaller than the smallest value in the first row of table array,
HLOOKUP returns the #N/A error value.

Example
A B C
1 Axles Bearings Bolts
2 4 4 9
3 5 7 10
5 6 8 11
Formula

e =HLOOKUP("Axles",A1:C4,2,TRUE) Looks up Axles in row 1, and returns the
value from row 2 that's in the same column. (4)

e =HLOOKUP("Bearings",A1:C4,3,FALSE) Looks up Bearings in row 1, and
returns the value from row 3 that's in the same column. (7)

» =HLOOKUP("B",A1:C4,3,TRUE) Looks up B in row 1, and returns the value
from row 3 that's in the same column. Because B is not an exact match, the next
largest value that is less than B is used: Axles. (5)

» =HLOOKUP("Bolts",A1:C4,4) Looks up Bolts in row 1, and returns the value
from row 4 that's in the same column. (11)

 =HLOOKUP(3,{1,2,3;"a","b","c";"d","e","{"},2,TRUE) Looks up 3 in the first
row of the array constant, and returns the value from row 2 in same column. (c)

Iserror

ISERROR Value refers to any error value (#N/A, #VALUE!, #REF!, #DIV/0!, #NUM!, #NAME?,
or #NULL!).

=IF(ISERROR(VLOOKUP(A2,Incentives!$A$1:$B$10,2,0)),0,H2*
VLOOKUP(A2,Incentives!$A$1:$B$10,2,0))
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Linking Worksheets

You may want to use the value from a cell in another worksheet within the same workbook in
a formula. For example, the value of cell Al in the current worksheet and cell A2 in the
second worksheet can be added using the format "sheetnamel!celladdress". The formula for
this example would be "=A1+Sheet2!A2" where the value of cell Al in the current worksheet
is added to the value of cell A2 in the worksheet named "Sheet2".

Sort and Filter

Sorting and Filtering allow you to manipulate data in a worksheet based on given set of
criteria.

Basic Sorts
To execute a basic descending or ascending sort based on one column:

= Highlight the cells that will be sorted
=  (Click the Sort & Filter button on the Home tab
=  (Click the Sort Ascending (A-Z) button or Sort Descending (Z-A) button

=gr &
a- &

~ |'Sort & | Find &
2 ™ |Filter ~ |Select =

4] sortAtoz
2} sotztoa
41 Custom Sort..

W= | Filter

Custom Sorts
To sort on the basis of more than one column:

= C(Click the Sort & Filter button on the Home tab
=  Choose which column you want to sort by first
= Click Add Level

= Choose the next column you want to sort
= Click OK
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[ "“';1 Add Level ] [ }( Delete Level ] [ 23 Copy Level J| ir % | Options... My data has headers
Calumn Sort On Order
Sort by | W | |'I.|'a|ues W | |A toZ w
[ oK ] [ Cancel ]
Filtering

Filtering allows you to display only data that meets certain criteria. To filter:

Click the column or columns that contain the data you wish to filter
On the Home tab, click on Sort & Filter

Click Filter button

Click the Arrow at the bottom of the first cell

Click the Text Filter

A B
1
2 Monday Er
A4l sortatoz
2} sortzZtoA |
Sort by Color L3N
% | Clear Filter From “Monday b
Filter by Color LA |
Text Filters L
-] (Select All) |
o] Friday |
- [+#] Monday b
[+ Saturday L
- [+#] Sunday |
~[+#] Thursday
] Tuesday |
-~ [f] Wednesday b
L Ok J [ Cancel J |

Click the Words you wish to Filter
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= To clear the filter click the Sort & Fi
= C(Click Clear

I

._:Iv

‘P

Iter button

Sort & | Find &
Filter = |Select =

4] sortAtez
il
i

=

Sort Zto A

Filter
Clear

%

Reapply

Custom Sort...

Filter by using Advance Criteria:

The Advanced Filter command on the Data tab lets you use complex criteria (criteria: Conditions
you specify to limit which records are included in the result set of a query. For example, the
following criterion selects records for which the value for the Order Amount field is greater than
30,000: Order Amount > 30000.) to filter a range, but it works differently from the AutoFilter

command in several important ways.

1

Insert at least three blank rows above the range that can be used as a criteria range. The criteria

range must have column labels. Make sure there is at least one blank row between the criteria

values and the range.

i T d 4 o] | 1] - | B

B11 - = Pinki

A, B © 8] E F G H

1 |Region Dept
2 |east admin
g
1 |Emp Code |First Name |Last Name |Region |Dept |DOJ Qualification |Basic Salary
5 3|anuRadha gupta YWest Finance 7AB/2007 |Post Graduate 22000
B 4|rosy Fernandise West Finance 12/4/2007 |Post Graduate 22000
7 2| sumit YEHTa YWest HR 7HB6L2007 |Post Graduate 22000
A 24lRinkn Zhah Zniith Ardrmin PP e AET RANN
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2 On the Data menu, point to Filter, and then click Advanced Filter.

1 Regit;n II:Jne t - | -
2 |east
TTLT HI
Data base range
; fiction
=]
= () Filter the list, in-place
I (%) Capy to another location
13
14
i > List range: §AG41SHE 74

Criteria range : Criteriarange:  |'Emp Database'I1$a41:4
y Copy ko: Emp Database' 14144
Unique records anly

unique records

Select the reference
where you want the
filtered result

| K || Cancel |

Select this check box to filter the
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Graphics

Adding a Picture

To add a picture:

=  (Click the Insert tab

= Click the Picture button

=  Browse to the picture from your files

= Click the name of the picture

= (Click Insert

= To move the graphic, click it and drag it to where you want it

Imsert m Formulas Data Review View Developer Add-Ins

EE ) = e @ a -
cal 0 (P 2l ¥k @ A & 4
Picture Clip Shapes Smartart  Column  Line Pie Bar  Area Scatter Other | Hyperlink Text Header WordArt Signature
At - v - o b v - Charts = Box & Footer - Line =

fu Lirtks Text

llustrations Charts

v @@ Xw@-

Sunset ‘Water kes ‘Winter
Fie parme: -
Fies of type: | o pictures £

Adding Clip Art
To add Clip Art:

= Click the Insert tab
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= Click the Clip Art button

= Search for the clip art using the search Clip Art dialog box

= (Click the clip art

= To move the graphic, click it and drag it to where you want it

Insert Page Layout Formulas Data Review View Developer AddEns W - 7 X
D e o i) QA
l:J \-—-I«J .I-\_y = u }}k “ i M ' o) — '_:/ Pﬂj Q
Ficture | Clip |Shapes Smartart | Column  Lime Pie Bar  Area Scatter Other | Hyperlink Text Header Wordart Signature Object Symbol
Art ~ = ~ = = = Charts = Box & Faaber Ling =
IursiPEgons Charts . Lirvks Text
B D E F G H I J K 'r_upm v x
: Search for:
o =]
Search in
Selected collections A
Results should be:
Al media file types w

Editing Pictures and Clip Art

5™ s |

8
&

When you add a graphic to the worksheet, an additional tab appears on the Ribbon. The
Format tab allows you to format the pictures and graphics. This tab has four groups:

Adjust: Controls the picture brightness, contrast, and colors

Picture Style: Allows you to place a frame or border around the picture and add effects

Arrange: Controls the alignment and rotation of the picture
Size: Cropping and size of graphic

(O e - s Ficture Tools
Hame Ingert Page Layout Formulas Data Review View Develaper Addldn: | Format L
& Brightness = J& Compress Pictures — — g — . [ Picture Shape = % Bring to Front = &= | 5] ‘voa-
=g 2l
(b Contrast = -.Fj Change Picture .‘ d ‘ ‘ ‘ d > E Picture Barder = 2k 5S¢ E' - —
d - i rep 1Y
dag Recalor = % Reset Picture E Picture Effects = || %, Selection Pane Sk~ =
Adjust Picture Styles I Arrange Size
Adding Shapes

To add Shape:

= Click the Insert tab

37



Click the Shapes button
Click the shape you choose

Bar

-

s

Layout Formulas Data Review
[P il ik
Shapes|SmartArt | Column  Line Pie
Recently Used Shapes

B~ NOOCOALL S G
CORCAN G 4

Lines

SNSTLL T LNNNG G
Rectangles

[l () [a) () [ sy () [ (] (]

Basic Shapes
EOAMIASODOO®
@LOJOr Ly dd
OO@AHOY & [ O™
(40 )34 %

Block Arrows

DA RTRLPRI S
€ dwnpoD » R AN
1p G A

Click the Worksheet
Drag the cursor to expand the Shape

To format the shapes:

Click the Shape
= (Click the Format tab
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sl o g * Bookl - Microsoft Exce Drawing Taols -

Home  Inget  Pagelsyout  Formulss  Dats  Review  View  Developer  Adddng Fatmat W - = X
SENNOO - gz - Spsvopern- S A - | Syongtoron - Ak | g o
OALLS L - = [ shape Outline - A A = & - || By sendtoBack 18] Group -

& T TAS A = o Shape Eff:cti- = < = - By selection Fane Sk Retate - ez

Insert Shapes Shape Styles Whordart Styles ] Arrange Size

Adding SmartArt

SmartArt is a feature in Office 2007 that allows you to choose from a variety of graphics,
including flow charts, lists, cycles, and processes. To add SmartArt:

= C(Click the Insert tab
=  (Click the SmartArt button
=  (Click the SmartArt you choose

Choose a SmartArt Graphic
Em 1
= st
wxr Process
I Cyde
a5 Hierarchy
B melationshp
£ Maix
& pyramd Basic Block List
= Use to show non-sequential or grouped
blodks of informaton. Maamizes both
=N I E horizontal and vertical display space for
- - v shapes.
. 'B - J
e _ .
ok J[ cwn |

= Select the Smart Art
= Drag it to the desired location in the worksheet

To format the SmartArt:

=  Select the SmartArt
= Click either the Design or the Format tab
= Click the SmartArt to add text and pictures.

@ H9-m- 5 Bookl - Microsolt Excel | Smartirt Tools | -

Home Insert Fage Layout Formulas Data Review Wiew Developer Add-Ins _' Design Farmat @ -

== Add Basllet + Pramate b
. HE B8 = .. N -

= Right to Left & Demote -_ | .. I

- =

Add " B — || Change - - - Reset
Shape~ &3 Layout = L Text Pane * || Colors~ Graphic
Create Graphic Layouts Seartart Styles Reset
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Charts

Charts allow you to present information contained in the worksheet in a graphic format. Excel
offers many types of charts including: Column, Line, Pie, Bar, Area, Scatter and more. To
view the charts available click the Insert Tab on the Ribbon.

Create a Chart

To create a chart:

= Select the cells that contain the data you want to use in the chart
= Click the Insert tab on the Ribbon
= Click the type of Chart you want to create

L1

Bookl - Microsoft Excel

Insert Page Layout Formulas Data Review View Developer Ad

bal HE P D pl) X @ S g [ )

Ficture Clip Shapes SmartArt | Column  Line Fie Bar Area  Scatter Other
Art - - - - - - - Chartsv

INMustrations Charts ]

Modify a Chart

Once you have created a chart you can do several things to modify the chart.

To move the chart:

= (Click the Chart and Drag it another location on the same worksheet, or
= (Click the Move Chart button on the Design tab
= Choose the desired location (either a new sheet or a current sheet in the workbook)

Chart Tools - 0 X
Design Layout Format @ - =
—
| i
. . _ FMove
i Chart
Chart Styles Location

To change the data included in the chart:

=  Click the Chart
= Click the Select Data button on the Design tab
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|Ef a)ild 9 - ) Kl - M ft Exce Chart Tog
il
"—j Hame Ingert Page Layout Farmulas Data Review Vieww Developer Add-Ing Design

' iLp Tl [E tp—

Type Daka A | |
- . 'i‘ & Select Data Source | (s "El

. A | 8 Chart data range:  SEIEEIETN R L]
1
2 ‘Monday I
— Switch Row /Column
3 Tuesday | Hi su -
4 'Wednesday 4} | Legend Entries (geries) Horizontal (Category) Axis Labels
L]
5 :Thursday B ¥ Add ]r % Edit H Xﬁmel "AE % Edit
2 E::daa,- 3 X | =
: turday & ;
8 *Sunday 5 .
9 Monday Ei
"
10 (Tuesday 2 Tercey
11 Wednesday ﬁi b =
12 [Thursday L | [ sdden and Empty cels | [ ok | [ conce
13 \Friday i)

To reverse which data are displayed in the rows and columns:

= (Click the Chart
=  Click the Switch Row/Column button on the Design tab

u,ﬂn. o9~ T
h?ﬂ

Home Insert Page Layout

oW =

_| Change Save As Switch Select
Chart Type Template || Row/Column Data
I Type Data
i’
| Chart 4 - £ |

To modify the labels and titles:

= Click the Chart
= On the Layout tab, click the Chart Title or the Data Labels button
= Change the Title and click Enter

ilas Data Review View Developer Add-Ins Design Layout
i| Chart Wall
o] o ] (B o] ] 2
Im o] iica| | 9] | dw| g | |l |
3| Chart Floo
Chart  Axis Legend Data Data Axes  Gridlines Flat ]
Titler Titles* ~  Labels~ Table~ v v Area~ [ 3-D Rotation

Labels Axes Background




Chart Tools

The Chart Tools appear on the Ribbon when you click on the chart. The tools are located on

three tabs: Design, Layout, and Format.

Within the Design tab you can control the chart type, layout, styles, and location.

|/f|1 o - = Bookl - Microsoft Excel
o
Home s ert Page Layout Farmulas Diata Reviewr View Develaper
il &
= aa = R
e | o
Change | Save Ag Switch  Seleat Ji i i
Chart Type Template Fow/Column  Data
Type Data Chart Layouts

Add-Ing

Chart Taoaols

Dresign

Loyt

Chart Styles

Format

bt bk bk bk b

Within the Layout tab you can control inserting pictures, shapes and text boxes, labels, axes,

background, and analysis.

(D b - = Bookl - Microsoft Excel
o
Home  Inzent Page Layout  Formulas  Dats View  Developer  Addudng
Chart Area

3 Format Selection

d Prcturt ihnp ]
& Reset to Mateh Style -
Insent

Data Axes  Gridlines
Table - = ®

AxEy

Chart  Axis
Tithe = Titles = *

Labels

Legend Data
Labels -

Text
Box

Current Selection

@ A _IJ;|_|2I CA T ™

Chart Teols

Design

Layait

=

Trgndlm:

Background

Within the Format tab you can modify shape styles, word styles and size of the chart.

I:!% -~ s Bookl - Microsoft Excel
—"/r Hame Intert Page Layaul Faormulas Dats Rewméw View Develaper
Chart Area ;& Shape Fill =
3_:,; Format Selection - D Shape Qutling = A A
hj Reset to Match Style T =t Shape Effects -
Current Selection Shape Styles ‘WordArt Styles

Copy a Chart to Word

= Select the chart

= Click Copy on the Home tab

= Go to the Word document where you want the chart located
= (Click Paste on the Home tab

lg)

Hom

il [T
e e

53

9| Past
7
Clfpboard ™

Add-Ing

Chart Tools

Design

~
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Format Worksheet

Convert Text to Columns
Sometimes you will want to split data in one cell into two or more cells. You can do this
easily by utilizing the Convert Text to Columns Wizard.

= Highlight the column in which you wish to split the data

= Click the Text to Columns button on the Data tab

= Click Delimited if you have a comma or tab separating the data, or click fixed widths to set the
data separation at a specific size.

: ; —== £ Claar —= =

|E5] Connections 'Hr i i ]7 { Clea TI %_,E =

% Properties . J_ G Reapply SR e

1 Refresh - il Sort Filter 7 Textto Remove
on A == EdIT LINKS 52 Advanced || Coglumns Duplicates =3
Connections Sort & Filter Data To

Convert Text to Columns Wizard - Step 1 of 3

The Text \Wizard has determined that vour data is Fixed Width,
If this is correct, choose Mext, or choose the data bype that best describes your data.

Criginal data bype
Choose the File tvpe that best describes vour data:

B

iL di - Characters such as commas or tabs separate each Field,
) Fixed width - Fields are aligned in columns with spaces between each Field.

Preview of selected data:

Z Bmith, John A
I =22, Tom
E ones, Sarah
A v
Mext = | [ Finish
Modify Fonts

Modifying fonts in Excel will allow you to emphasize titles and headings. To modify a font:

= Select the cell or cells that you would like the font applied
= On the Font group on the Home tab, choose the font type, size, bold, italics, underline, or color
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Home Insert Page Layout For
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e

Paste B I O -5 A
- 7 —

Clipboard ™= Font e

Al - fe | smitt
Iy B c

1 [Smith lsohn
2 Lee Tom

Format Cells Dialog Box
In Excel, you can also apply specific formatting to a cell. To apply formatting to a cell or group
of cells:

=  Select the cell or cells that will have the formatting
= Click the Dialog Box arrow on the Alignment group of the Home tab
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b d = — - = - "'I
A |l = §||%?,ﬂ_| = General ié #jﬂ
ivl (== EHE? §;§| Ev | % - 9% # |53 ;0| Conditional Format

Formatting = as Table ~ &
[= Alignment [ Mumber [= Styles

Fonk Border Fill Pratection

Text alignment Crientation

Horizontal: + .

| General w | +
Vertical: | a >

| Bakkam b |

Lot e |

Text control .
S I
W Degrees
[ shrink ka Fit
[ ]Merge cells

Right-to-left

Text direckion:

(0] 4 l [ Zancel

There are several tabs on this dialog box that allow you to modify properties of the cell or
cells.

Number: Allows for the display of different number types and decimal places

Alignment: Allows for the horizontal and vertical alignment of text, wrap text, shrink text,
merge cells and the direction of the text.

Font: Allows for control of font, font style, size, color, and additional features

Border: Border styles and colors

Fill: Cell fill colors and styles

Add Borders and Colors to Cells

Borders and colors can be added to cells manually or through the use of styles. To add
borders manually:

=  (Click the Borders drop down menu on the Font group of the Home tab
= Choose the appropriate border

45



To apply colors manually:

* NI T

":: B L U de- A [EER EE
Borders

Imzert Page Layout Formulas Data

Calibri =11

d s Fd

a1l Bottom Border
Top Border
Left Border

Right Border

S =

Ho Barder
2ll Borders
Qutzide Borders
Thick Box Border

O0o®\

Bottom Double Border

Thick Bottom Border

Top and Bottom Border

Top and Thick Bottom Border
Top and Doyble Bottom Border
Borders

{

Draw Border
Draw Border Grid
Erase Border

ks

Lime Caolor ¥
Ling Style k

Mare Borders...

Click the Fill drop down menu on the Font group of the Home tab
Choose the appropriate color

Hame Insert Page Layout Formulas Data
& Calibri -1 -lA AT = —|E
A = =|| %7
B L U~ A EE F||E
J
rd = Font Theme Colors
s H EEEREEEN
B3 Ml -
A B
= T
-
1eg I Standard Colors
HE EEEEN
|_| Mo Fill
+8) | More Colors...
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To apply borders and colors using styles:

= Click Cell Styles on the Home tab
= Choose a style or click New Cell Style

T T GRS

| - $ - % » 138 ﬂ| Conditional Format re } ~ Sort & Find &
L lE *+8! | Formatting = a5 Table - istytes =||| =JFormat = | 2~ Fimer~ Select

j Good, Bad and Neutral

[ Mormal ] Bad Good MNeutral

_i Data and Model

|| Calculation m Explanatory ... Linked Cel Note
|| Output Warning Text

| Titles and Headings

: HEHdiI‘IE 1 Heading2 Heading 3 Heading 4 Title Total

| Themed Cell Styles

| 20%% - Accentl  20%- Accent2  20% - Accent3  20% - Accentd  20% - Accent5  20% - Accents
| 40% - Accentl  40%- Accent2  40% - Accent3  40%- Accentd  40% - AccentS  40% - Accents

| 50% - Accents J60% - Accent2 |

| Number Format

' Comma Comma [0] Currency Currency [0] Percent
| ]| Mew Cell Style...

;E Lderge Styles...

Change Column Width and Row Height

To change the width of a column or the height of a row:

=  (Click the Format button on the Cells group of the Home tab
= Manually adjust the height and width by clicking Row Height or Column Width
=  To use AutoFit click AutoFit Row Height or AutoFit Column Width
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Salnsert~ | E - %’ []"
I Delete - E*

e Sort B Fir
|L;._IF0rmﬂt' <27 Filter~ Sel

Cell Size

[ RowHeight...
AutoFit Row Height
3 Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide »
Organize Sheets
Rename Sheet
Mowe ar Copy Sheet...
Tab Colar 4
Protection
&)y Protect Sheet..
2| Lock Cell

'f?' Format Cells...

Hide or Unhide Rows or Columns
To hide or unhide rows or columns:

Select the row or column you wish to hide or unhide

Click the Format button on the Cells group of the Home tab

Click Hide & Unhide
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o ! il || g nsert ~ E - ﬁ I
2 ""ﬂ "f T Delete - _J:l' "‘{'( JI

tional Format Call = Sort & Fim
tting = as Table = Styles - | | LZ]Format = /™ Fijter - Sel¢
tyles | Cell Size |

|
L e
! +L Row Height...
I J K AutoFit Row Height
i'| T Calumn Width...

AutoFit Column Width

Default Width.,
Visibility
Hide Bows | Hide & Unhids ¥
Hide Columns Organize Sheets
Hide Sheet Bename Sheet
Unhide Pgws Mowe or Copy Sheet...
Unhide Cojumns Tab Color ¥

Protection
ajy PErotect Sheet...
Lock Cell

-1
A
3 Format Cells...

Merge Cells

To merge cells select the cells you want to merge and click the Merge & Center button on
the Alignment group of the Home tab. The four choices for merging cells are:

Merge & Center: Combines the cells and centers the contents in the new, larger cell
Merge Across: Combines the cells across columns without centering data

Merge Cells: Combines the cells in a range without centering

Unmerge Cells: Splits the cell that has been merged

| ¥~ = General

|| ££ ££| @q [ $ ~ % 9 ||%

Alignment =a{ Merge & Center
E—EI Merge Acraoss
Merge Cells
D g | Mero
il | Unmerge Cells

Align Cell Contents

To align cell contents, click the cell or cells you want to align and click on the options within
the Alignment group on the Home tab. There are several options for alignment of cell
contents:

Top Align: Aligns text to the top of the cell

Middle Align: Aligns text between the top and bottom of the cell
Bottom Align: Aligns text to the bottom of the cell

Align Text Left: Aligns text to the left of the cell
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Center: Centers the text from left to right in the cell

Align Text Right: Aligns text to the right of the cell

Decrease Indent: Decreases the indent between the left border and the text
Increase Indent: Increase the indent between the left border and the text
Orientation: Rotate the text diagonally or vertically

| — —

= ==||8 =

= = =(EE =
Alignment P

Developing a Workbook

Format Worksheet Tab

You can rename a worksheet or change the color of the tabs to meet your needs.
To rename a worksheet:

=  Open the sheet to be renamed

= Click the Format button on the Home tab
= (Click Rename sheet

= Type in a new name

= Press Enter
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Salnsert~ | E - ﬁ ’-'
j""" Delete ~ @* J
— Sort & Fir
|L:f.'j Format ~| | (2~ Filter~ Sel

Cell Size

L RowHeight...
AutoFit Row Height

= Column Width...
AutoFit Column Width
Default Width..,

Visibility
Hide & Unhide b
Organize Sheets

Rename Sheet iff—

Mowve or Copy Sheet...
Tab Colar L4

Protection

\5)g Protect Sheet..
5| Lock Cell

é?' Format Cells...
To change the color of a worksheet tab:

= Open the sheet to be renamed

= Click the Format button on the Home tab
= Click Tab Color

= Click the color
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‘-_tl‘g Conditional Format Call o —— Sort & Fim

Formatting = as Table = Styles - || (2] Format =} | _£~ Figer~ Sen

i Stytes | Ce size |

| :L Row Height...
H I [ J [ K. AutoFit Row Height

1 Column Width...
AutoFit Column Width
Default Width...

Visibility
Hide & Unhide k|

Organize Sheets
Rename Sheet
Move or Copy Sheet...

Theme Colors | Tab Color k|
BN NN NN N potection

&y Protect Sheet...

III x| Lock Cell
[ | .I ll II 3 Format Calls...

Standard Colors
L ] EREEN

Ho Color

W Moare Colors...

Reposition Worksheets in a Workbook
To move worksheets in a workbook:

Open the workbook that contains the sheets you want to rearrange

Click and hold the worksheet tab that will be moved until an arrow appears in the left corner of
the sheet

= Drag the worksheet to the desired location

26
27 "

4 4 » M| Sheetl - Sheet?2 | Sheet3 %]

Insert and Delete Worksheets
To insert a worksheet

=  Open the workbook

= (Click the Insert button on the Cells group of the Home tab
= Click Insert Sheet
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;,"E'Insert:] x - h £

HE

1

+H3

L L

|

i
=

Insert Cells...
Insert Sheet Rows
Insert Sheet Columns

Insert Sheet

To delete a worksheet

=  Open the workbook

= (Click the Delete button on the Cells group of the Home tab

g=Insert - E - ﬁ [i

= Click Delete Sheet

% Delete T| E -

T B, PR

E

g %

Delete Cells...
Delete Sheet Rows
Delete Sheet Columns

Delete Sheet

Copy and Paste Worksheets:

To copy and paste a worksheet:

=  (Click the tab of the worksheet to be copied
= Right click and choose Move or Copy

= Choose the desired position of the sheet

=  (Click the check box next to Create a Copy

= Click OK

2t3 " Sheetl

Insert...

Delete

Eename

Move ar Copy...

View Code

E &y

Protect Sheet...
Tab Colar 4

Hide

Select All Sheets

Shesty ~F I
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Page Properties and Printing

Set Print Titles

The print titles function allows you to repeat the column and row headings at the beginning of

each new page to make reading a multiple page sheet easier to read when printed. To Print
Titles:

= Click the Page Layout tab on the Ribbon

= (Click the Print Titles button

= In the Print Titles section, click the box to select the rows/columns to be repeated
=  Select the row or column

=  (Click the Select Row/Column Button

= Click OK
Page Layout Formulas Data Rueview Wiew Dreveloper Add-Ins
Byy =5 3 1 =l =] width: Automatic - Gridlines |k
- . aldl L .
=) IJ — j 3| Height: Automatic = | View
15 Orientation  Size Frint saks Badkgrougd Print . _
- s s /} Titles || =k Scate: 100% Print
Page Setup ] Scale to Fit ] Sheet Opti
: 5| Page Setup
C D T
Page | Marging = Header/Footer || Shest
Prink area:
Prirk tithes
FLowes bo repeat at bop: L3
Columns to repeat st beft: 4
Print
[ ridines Comenerks: | {None) bl
[[] Bdack and white
Cell errors a3: | deplayed b
[ ovait quaity
[ row and colurmn headings
Page order
(%) Down, then over
) Orger, then down

Create a Header or Footer
To create a header or footer:

= Click the Header & Footer button on the Insert tab
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=  This will display the Header & Footer Design Tools Tab
= To switch between the Header and Footer, click the Go to Header or Go to Footer button

Oin) i = Bookl - Microsoft Excel Header & Footer Tools

)

- Hame Insert Page Layout Farmulas Dats Revigw Vigwr Developer Add-Ins Degign

8 I . — 1Y

L | J ﬂ I -.J —‘T .-_‘_I_L‘.__:.II ’ 'I—?_:_ = o) L Ceifferent First Page W Scale with Document
Header Footer Fage Mumber Cument Currént File File  Sheet Picure t t Goto Different Odd & Even Pages & Align with Page Marging

b iad Humber of Fages Date Time Fath MName Name I Footer
Header & Foalber Header & Footer Elements Hawvigation Opticgns

Al il - S |

= To insert text, enter the text in the header or footer

= To enter preprogrammed data such as page numbers, date, time, file name or sheet name, click
the appropriate button

= To change the location of data, click the desired cell

(DN~ | | I I T L 4 I | I | I
A B C D E F G H I
3 m 6/27/2007 11:31 AM
i 1
2
-
ol 4
51
Set Page Margins

To set the page margins:

= Click the Margins button on the Page Layout tab
= Select one of the give choices, or
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Page Layout

=

Formulas

Data

EEERE

Margins| Crientation  Size Print EBreaks Bz
- - - Area ™ -
Mormal
Top: 0.75" Bottom: 0.75"
Laft: 0.7" Right: 07"
| Header: 0,37 Footer: 0,37
Wide
Top: 1" Bottom: 1"
Left: 1" Right: 1"
| Header: 0.5" Footer: 05"
Marrow
Tap: 0.75" Bottom: 0.75"
Left: 0.25" Right: 0.25"
| Heacder: 0.3" Footer: 0.3"
Custom Margins...
= Click Custom Margins
=  Complete the boxes to set margins
= (Click Ok
Page Setup ﬁlﬁ
Page || Margins || Header/Footer | Sheet
Teg: Hegder:
075 |3 0.2 |
(£ Right:
0.7 = 0.7 B
Bottoim: Feater
07s |5 0.3 |§
Certer on pags
] Horigonkaty
[ werticaty
prirk... | | Privkpreview | | opons.. |

i

| [ comet ]

Change Page Orientation

To change the page orientation from portrait to landscape:

= (Click the Orientation button on the Page Layout tab



=  Choose Portrait or Landscape
[nsert Page Layout Formi

W= NN

Margins |Crientation| Size |

= - - I

= | S Portrait
- '___ —=

f — Landscape

Set Page Breaks

You can manually set up page breaks in a worksheet for ease of reading when the sheet is
printed. To set a page break:

= Click the Breaks button on the Page Layout tab
= Click Insert Page Break

Data Review View

1‘_1;*&4—':‘3'

. |Breaks |Background Print
i - Titles

EINE S A

—

e Insert Page Break

Bemove Page Break

i Reset All Page Breaks

Print a Range
There may be times when you only want to print a portion of a worksheet. This is easily done
through the Print Range function. To print a range:

= Select the area to be printed
= Click the Print Area button on the Page Layout tab
= (Click Select Print Area

EERE

Print |EBreaks Background
Area~ -

5§ Set Print Area t

Clear Print Area
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Layout

Split a Worksheet
You can split a worksheet into multiple resizable panes for easier viewing of parts of a
worksheet. To split a worksheet:

= Select any cell in center of the worksheet you want to split
=  Click the Split button on the View tab
= Notice the split in the screen, you can manipulate each part separately

View Developer Add-Ins

| ] 9 35 Mew Window [~ Split
[100]

- e = Arrange All .1 Hide
m 100% Zoomto

Selection || L Freeze Panes - 7] Unhide

Zoom Wind

Freeze Rows and Columns

You can select a particular portion of a worksheet to stay static while you work on other parts
of the sheet. This is accomplished through the Freeze Rows and Columns Function. To
Freeze a row or column:

= (Click the Freeze Panes button on the View tab

= FEither select a section to be frozen or click the defaults of top row or left column
= To unfreeze, click the Freeze Panes button

= Click Unfreeze

View Developer Add-Ins

1 _E:,L\J C3 New Window [ split | 1] % %

----- = Arrange All — Hide E|
m  100% Zoom to - Save Switch
Selection |;E Freeze Panes "| 1 Unhide | +14 Workspace Windows

Zoom Freeze Panes

Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).
Freeze Top Row

Eeep 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.

i .

Hide Worksheets

To hide a worksheet:

= Select the tab of the sheet you wish to hide
= Right-click on the tab
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= Click Hide

Insert...

Delete

Eename

Move or Copy...
View Code

Protect Sheet...

B 4

Tab Colar L4

Hide

|
!

Select All Sheets
sheet2 | Shesrg g

To unhide a worksheet:

= Right-click on any worksheet tab
= Click Unhide
= Choose the worksheet to unhide

Insert...
Delete
Eename
Move or Copy...
Q;J Wiew Code
(i}y Protect Sheet...
Tab Colar b
Hide
Unhide...

Select All Sheets
zetl | Sheetz v

Pivot Tables

A pivot table is essentially a dynamic summary report generated from a database.
The database can reside in a worksheet (in the form of a table) or in an external
data file. A pivot table can help transform endless rows and columns of numbers
into a meaningful presentation of the data.



Data appropriate for a pivot table

A pivot table requires that your data is in the form of a rectangular database. You can store the
database in either a worksheet range (which can be a table or just a normal range) or an external
database file. Although Excel can generate a pivot table from any database, not all databases
benefit.Generally speaking, fields in a database table consist of two types:

Data: Contains a value or data to be summarized. For the bank account example, the Amount

field is a data field.

Category: Describes the data. For the bank account data, the Date, AcctType, OpenedBy, Branch,
and Customer fields are category fields because they describe the data in the Amount field.A
single database table can have any number of data fields and category fields. When you create a
pivot table, you usually want to summarize one or more of the data fields. Conversely, the values
in the category fields appear in the pivot table as rows, columns, or filters.

- = = = = : E
L |Customer Existing |+
8
i |Sum of Amount 1
L Central Morth County Westside Grand Total 3
» CD 973,112 845,522 356,079 2,174,713
i |Checking 505,822 208,375 144,391 858,588
7 IRA 68,380 125,374 10,000 203,754
i 5avings 548,198 286,891 291,728 1,126,817
3 |Grand Total 2,095,512 1,466,162 802,198 4,363,872

4 v M| data - ptl | pt2 a0l a2 a3 04 0o

Creating Pivot Tables
1. Select Insert tab from the Ribvbon

-
' nsert Page
JJ Eici| O |
[PivotTabl able Picture Clip
i Art
i3 PivotTable | Tlust
nln. I
A Insert PivotTable

Summarize data using a Pivotl

6

PivotTables make it easy to arr
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2. Select a table or range is already selected and the Table/Range field shows the range of the
selected data. New Worksheet is also selected by default as the place where the report will be
placed.

Create PivotTable

Choose the data that wou wank to analyze
{*) Select a table or range
Table/Range: | s

) Use an external data source

Choose whete you wank the PivokTable report ko be placed

) Mew Worksheet
() Existing Warksheet

Location: Rz

3. Click Existing Worksheet and select a worksheet, if you do not want the pivot table to
appear in a new worksheet.

4. Click OK.
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Create the Layout of PivotTable

When you create a pivot table, each column label in your data becomes a field that can be
used in the report. The Field List appears on the right side of the report, while the layout
area appears on the left.

ﬂ oYl * Candle Company_final - Microsoft Excel PivatTable Tools - = X
Home Insert  Page layout Formulas  Data  Review  View mm:j‘ﬁ Design & - = X
. LAY Eﬂ B 7k Crear = i3 PrvotChart
. - ] sefect - 38 Formuias ~
PwotTable| Active |Group || Sort || Refresh Change Data | . B e i
- Field~ = = Source = | gk Move PvotTable || Sg OLAFR taols
Sort | Data Actions Took
A3 -2 I | ¥
l..a B € D E | F | G WpivotTable FieldList v x
1
2 Chogse fislds to add to report:
'i [[]5alesperson
4 [regien
5 I PivotTablel l [Jaccount
6 . [JOrder Amaunt
To build a report, choose [Month
7 | fields from the PivotTable
8 Field List
g |
10
11
12
13
14
15
16
17
18
15
i
W 4 » v | Sheetl 2008 Sales Detaied Vie
Ready |




1. Select the check box next to the Salesperson field in the PivotTable Field List. The field will
appear in the drag and drop area at the bottom of the field list and in the layout area. The
order amount data appears on the right. This is a default setting in Excel — data with numbers
will always appear on the right.

2. Select the check box next to the Order Amount field in the PivotTable Field List. The field
will appear in the drag and drop area at the bottom of the field list and in the layout area. All of
the salesperson data appears on the left side as rows.

- . c o E F G [ PrvotTable Fiekd List A
; Chase fiekds to add b report:
3 [Row Labels |~ Jsum of Order Amount [ZISalespersan |
4 Doe, lane 1630 =

5 Haveria, Luiz 4625 Dmm

6 Hines, Zach 135 Em‘r

7 Read, Tira 3700

8 Smith, Bob G105 L]

9 Stuart, Jill 1430

10 Tall, Liz 2045

11 Temple, Cheryl 3160 D Yo Dbt B e Bl

E Grand Total 24070 W ReportFiter T Columlabels
14

15 ' B

- j_| Row Labels . _E W :
o SR b Surn of Orded.., ~

18 - I
[[] Defer Layout Lipdate

Ak
W4 b M| Sheetl - 2008 Sales Detaded View 2008 OJHIE ™

Moving, or Pivoting Data:

« Click and drag a field from one area to another.

A B c D £ F G '.mm.u.n-um - x
1 Region [all) = -
2 Cheose fields o add to report:
1 Rowlabels | = Sumof Order Amount [+] Salesperson
4 1650 [#] Regian
5 Hawveria, Luiz 4625 [l aceoun
& Hines, Zach 235 g“"""’“‘"
7 |Read, Tira 3700
& smith, Bob 6105 1
9 Stuart, Nl 1450
10 | Tall, Liz 2065
11 |Temple, Charyl 3160 orag Seds

between areas below:
:: Grand Total 28070 7 — =
L

14 Regan  «
15
T 1] Riow Labels I vales
17 Sabesnerzon - Sum of Order... =
18
10 [ Defer Lavout Undate
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« Release the mouse button to drop the field in the new area. In this example, we move

Region from Report Filter to Column Label. The pivot table report will change.

| A B lc |, b | E|F| & H B PivotTable Fiekd List %
1
2 Choose fiskds to add to report: @ -
3 Sum of Order Amount_Column Labels |~ | ] salesperson '
4 [Rowiabels - east East North South West Grand Total ¥ Region
5  Doe, lane 1690 1690 x'
& Maveria, Luiz 4625 4525 =  —
7 Hines, Zach 235 235 Dton
8 |Read, Tira 3700 3700 |
9 Smith, Bob 5605 500 6105
10 Stuart, Jill 1450 1450
11 Tall, Liz 3065 1065 S s
12 Temple, Cheryl 1160 3160 2 FeUMDERNEEN ek
13 Grand Total THS 500 3395 7690 5190 29070 _Y Repart Fiter _ :ﬂ ﬁi-lmui:dsv .
14 | Regean |
- L) Rowisbes  E vabes
= Saesperson | | Sumof Order,.. ~ |
18
18 ) [T] Defer Layout Update
Hod b W Shestl D008 Sukes Detabed View - 2008 B
OR
+ Right-click one of the rows. A menu will appear.
« Select Move and then select a move option.
5 |Doe, Jane— 1 1800 1690
6 Haveria, L 2 SoPY 4625 4625
7 Hines, za¢ &' Eormat Cells.. 235 235
8 |Read, Tira |£] Refresh 3700 3700
9 _Smlth, Bo Sort 6105
10 |Stuart, Jil Filter 1430 1490
11 |Tall, Liz |— 3065 3065
v | Subtotal “Salesperson
12 Temple, 160 3160
13 Grand T Expand/Collapse 395 7690 5190 24070
14 &  Group..
15 “  Ungroup...
16 | Move Move "Doe, Jane™ to Beginning
1?. )( Remove “Salesperson” Move "Doe, Jane™ Up
18
19 1 % Field 5ettings... Move "Doe, Jane™ Down
| PivotTable Options... Move "Doe, Jane™ to End
20
21' E Hide Field List Move “Salesperson” to Beginning
22. Mowve “Salesperso 1 Let
23 hMowve “Salespé 1 Higt
24 Mowve “Salesperson” to End
23 | Move “Salesperson” to Columns
e L4 T T .
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To Create a PivotChart
- Select the Pivot Chart command from the Options tab. The Insert Chart dialog box
appears.

PivotTable Tools

Ins | Options | Design

i, 04 L4 a5 B o3

3 Clear Select Move PivotChart| Formulas OLAF
- PivotTable & h tools
Adtions l Tools ] 5h
PivotChart 1
H | | | | Insert a PivotChart based an the
data in this PivotTable.

« Select the chart you'd like to insert.
« Click OK. The chart will now appear on the same sheet as the Pivot Table.

Using Conditional Formatting

Table Tools

Design

Conditional | Format Cell |
Formatting ~'as Table = Styles = [

~| 2. Hignlight Cells Rules »

I—-—@ﬂll Top/Bottom Rules 4

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

the cell.
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The Conditional Formatting Options

You have many conditional formatting rules, or options, that you can apply to cells in your
spreadsheet. Each rule will affect selected cells differently. Before you choose a formatting
rule, you need to identify what questions you are trying to answer.

For example, in a sales spreadsheet, you might want to identify the salespeople with lower
than average sales. To do this, you need to choose a conditional formatting rule that will show
you this answer. Not all of the options will provide you with this information.

Some of the Conditional Formatting Options Include:

- Highlight Cell Rules. This rule highlights specific cells based on your option choice.
For example, you can choose for Excel to highlight cells that are greater than, less
than, or equal to a number, and between two numbers. Also, you can choose for Excel
to highlight cells that contain specific text, including a specific date. If you choose this
option, a dialog box will appear, and you will have to specify the cells to highlight, and
the color you would like to highlight the cells.

Greater Than

Format cells that are GREATER THAM:

with | Light Red Fil with Dark Red Text v |

[ Ok, ][ Cancel ]

Salesperson _|Region |Account Order Amount

Doe, Jane East 78532 $765.00
Doe, Jane East 78532 $150.00
Doe, Jane East 65532 $425.00
Doe, Jane East 78532 $350.00

Haveria, Luiz South 55667 $225.00

Example: Order Amounts with “alues Greater Than

« Top/Bottom Rules: This conditional formatting option highlights cell values that meet
specific criteria, such as top or bottom 10%, above average, and below average. If you
choose this option, a dialog box will appear, and you will have to specify the cells to
highlight, and the color you would like to highlight the cells.

Doe, Jane East 78532 $765.00

—— Doe, Jane East 78532 $150.00

Top 10% g4I} Doe, Jane East | 65532  $425.00
Format cells that rank in the TOP: Doe, Jane East 78532 $350.00
o 2] sewith [LiohtRed Fill nith Dark Red Text v | Haveria, Luiz ~ South 55667 $225.00

Haveria, Luiz South 54393 $105.00
Example: Below Average Order Armounts are Highlighted.

[ OK J[ Cancel ]
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- Data Bars: This is an interesting option that formats the selected cells with colored
bars. The length of the data bar represents the value in the cell. The longer the bar,
the higher the value.

Salesperson Region |Account |Order Amount

Doe, Jane East 78532 | $765.00
Doe, Jane East 78532 | $150.00
Doe, Jane East 65532 |  $425.00
Doe, Jane East 78532 | $350.00
Haveria, Luiz South 55667 I $225.00
Haveria, Luiz South 54393 I $105.00
Haveria, Luiz  South 40028 |  $25.00
Haveria, Luiz South 27589 I 5250.00
Haveria, Luiz South 55667 I $155.00

Haveria, Luiz  South 54393 [ §2,600.00
Haveria, Luiz South 54393' $225.00

Example: Data Bars Represent Yalues in Order Amount Column



« Color Scales: This option applies a two or three color gradient to the cells. Different
shades and colors represent specific values.

Salesperson__|Region |Account |Order Amount |

Doe, Jane East 78532 $765.00
Doe, Jane East 78532 $150.00
Doe, Jane East 65532 $425.00
Doe, Jane East 78532 $350.00

Haveria, Luiz South 55667 $225.00
Haveria, Luiz South 54393 $105.00

Haveria, Luiz South 40028 _

Example: Color Scales Represent Walues in Crder Amount Column

To Apply Conditional Formatting:

1. Select the cells you would like to format.

2. Select the Home tab.

3. Locate the Styles group.

4. Click the Conditional Formatting command. A menu will appear with your formatting
options.

e

Conditional | Format Cell
f\grmatting ~|as Table = Siyles =

W

alE== Highlight Cells Rules »

Top/Bottom Rules  » |

=| Data Bars 3
E Color Scales F |
=1 I
$=H lcon Sets L |

Hew Rule,,,
Clear Rules LA

i & &

Manage Rules...

Select one of the options to apply it to the selected cells. A cascading menu will appear.



R IR &
H ! ) i’ L
= _‘ﬂ o Delete - @' u
Conditional | Format Cell e Sort & Fi
Formatting = as Table = Styles = L:-:'_']Fnrmat* 2™ Filter~ se
J I Cells Editing

< =21 Highlight Cells Rules »

==

1

___ﬂ Top/Bottom Rules % 'Ii Top 10 kems...

=| Data Bars 3 l Top 10 %...
Yal
Color Scales 3 E_IIJJ Bottom 10 ems...

o=

= 3 ]

:=| Ion Sets Elﬁ Bottom 10 %

B MNew Rule... =8 A —

L'T,a Clear Rules y | HE T

HE'] Manage Bules.., ]

E"ﬂ Below Average...
Maore Rules...

An additional dialog box may appear, depending on the option you choose.

If so, make the necessary choices, and click OK.

To Remove Conditional Formatting Rules:

Click the Conditional Formatting command.
Select Clear Rules. A cascading menu appears.
Choose to clear rules from the entire worksheet or the selected cells.

To Manage Conditional Formatting Rules:
Click the Conditional Formatting command.

Select Manage Rules from the menu. The Conditional Formatting Rules Manager dialog box will

Conditional Formatting Rules Manager

Show formatting rudes for:  [ThsWorkshest | 1v
[ vewrie... | [[Erestrue... | [ X pdeterie | | E]

Rule (apped in order shown)  Format Apples to Stop I True
Battom 10 AaBbCcYyZz =$046:40412 0O
Graded Color Scale I =$046:40§16

o ][ ome

From here you can edit a rule, delete a rule, or change the order of rules.
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What-if Analysis

1 =] =] Data Vvalidation -
i = Ji Consolidate

o  Remove o -
ns Duplicates = What-If Analysis -

[Data Tools %

The real power in Excel comes in its ability to perform multiple
mathematical calculations for you. One of the tools in Excel that you can use to perform these
calculations is a Data tool called What-If Analysis. What-If analysis allows you to see the effect
that different values have in formulas.

You need a loan to buy a new car. You know how much money you want to borrow, how long of a
period you want to take to pay off the loan (the term), and what payment you can afford to make
each month. But, what you need to know is what interest rate you to qualify for to make the
payment $400 a month. In the image below, you can see that if you didn’t have interest and just
divided this $20,000 into 60 monthly payments, you would pay $333.33 a month. The What-If
Analysis tool will allow you to easily calculate the interest rate.

~
— Home Insert Page Layout Formulas Data Re

f‘_-,FromAccess o 3 n |thf Connections A
: I | U8 S |2
= From Web T Properties
. From Other Existing Refresh - i
:[Zj From Text Sources ~ | Connections All- == BT LINKS

Get External Data Connections

B3 - I =PMT|[B4}'12,B3,B2}

A B C D E
1 Loan Analysis
2 |Loan Amount 20000
3 | Term (months) 60
4 |Interest Rate
5 Payment I t5333.33'!
6

There are three What-If analysis tools that you can use.
To access these, select the Data tab, and locate the What-If Analysis command. If you click
this command, a menu with three options appears.
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Goal seek

is useful if you know the needed result, but need to find the input value that will give you the
desired result. In this example, we know the desired result (a $400 monthly payment), and are
seeking the input value (the interest rate).
Goal Seek
1. To Use Goal Seek to Determine an Interest Rate:
Select the Data tab.
Locate the Data Tools group.
Click the What-If Analysis command. A list of three options appears.

bl

= idation ~ =
N= 24| Data validation Ebﬂf
[Fi= Consolidate L=

Text to Remove = . Group
Columns Duplicates |2 What-If Analysis '; -

Datg

i

Scenario Manaé?r...
Goal Seek...
1 ] Data Table...

5. Select Goal Seek. A small dialog box appears.
6. Select the cell that you what to set to a specific value. In this example, we want to set BS,
the Payment cell.
A B C D E F

2 TLoan Amont
Goal Seek ?
2 |Loan Amount 20000 088 SEE 2
3 | Term {months) 60 Set cell:
4 |Interest Rate To value: l:l
5 |Payment E t5333.33'3 57 et _
c |
7 [ Ok l [ Cancel ]
7 a8
8. Insert the cursor in the next field.

9. Enter a value in the value field. In this example, type -$400. Since we’re making a payment
that will be subtracted from our loan amount, we have to enter the payment as a negative

number.
A B C D E F
Loan Analysis
Loan Amount 20000 —
Term (months) 60 Set cell: E,Fé
Interest Rate To value:

Payment (5333.33 1 By changing cell E‘f:

I []4 l[ Canicel ]

W0~ e | |

10. Insert the cursor in the next field.
11. Select the cell that you want to change. This will be the cell that tries various input values.
In this example, select cell B4, which is the interest rate.
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A B

13. Then, click OK again. The interest rate appears in the cell. This indicates that a 7% interest
rate will give us a $400 a month payment on a $20,000 loan that is paid off over 5 years, or

1 Loan Analysis P
2 Loan Amount 20000 02 See -
3 | Term {months) 60 Set cell: ES S
4 InterestRate | ! To walue: 400
Bl Payment (5333.33 H By changing cell: | $544| 5
6
7 (a4 ] ’ Cancel l
3
9
12. Click OK.
60 months.
A B C D E F G
1 L Analysi
oan Analysis Goal Seek Status
2 Loan Amount 20000
3 | Term (months) &0 Goal Seeking with Cell BS
2 |Interest Rate 7% found a solution,
5 Payment I tMDD.DD'I Target walue:  -400
5 o Current value;  ($400,00)
. IOK| ’ —
8

Scenario

Scenario Manager lets you create and save sets of different input values that produce different
calculated results as named scenarios (such as Best Case, Worst Case, and Most Likely Case).
The key to creating the various scenarios for a table is to identify the various cells in the data
whose values can vary in each scenario. You then select these cells (known as changing cells)
in the worksheet before you open the Scenario Manager dialog box.

The example uses three scenarios based on the following sets of values for the three changing

cells:

* Most Likely Case, where the Sales Growth percentage is 5%, COGS is 20%, and Expenses

1s 25%

* Best Case, where the Sales Growth percentage is 8%, COGS is 18%, and Expenses is 20%
*  Worst Case, where the Sales Growth percentage is 2%, COGS is 25%, and Expenses is

35%
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Dy ol
= P T Fage Lo Faimia Brerw - St apii - - 8 E
— - i - - .
= i ] [~] SIHEE = 27 s k= &R * E K
e it ] Hame - R & o = 3 s T
berd [ alerman Dada et Laprm. & el Tid - i arady
| =1 A =
a -~ i = 0 E F [ H ] -
,  Sales Forecast for 2008
Qard Otr 3 ik Qera Totasl  Asswsmpiions
3 | Sabas SPSO000.00  S2E250000 @ SP62S00.00 SIERS00.00 5103750000 5%
4 Coatof Goods Sold 0, 00, ) [, S0 (S S0, 00 5.2, 50000 [207 500, 00) boi ]
L Gedd Prefit & 200,000, OO L2U0,000.00 5210, 000, 0 L3 10,000.00 2830000, 00
i Espanuer STOO0000) (STLS0000)  (STRSOO0.00)  (STRSO000) 530050000 [ |
T Income F e £136,%00.00 S136,500.00 G105, 500,00 £539,500.00
4 S nuans Marager L e
L]
i1 Sowrared
12 S —
13 A [
i4
1B -8
16
17 L
L] -
e Click this to create a o
=1 i L s B ! 14
5 summary report T a3 2000
aa
34
o
2 -
(e m] MmIGAST - e ey = S I __E— - E—_______ N
| g A a0 LN - ——
4

Use the Scenario Manager to add and switch to different scenarios in your worksheet.

Follow these steps to use the Scenario Manager:

1. On the Data tab of the Ribbon, choose What-If Analysis—Scenario Manager in the Data
Tools group.

The Scenario Manager dialog box appears.

2. To create a scenario, click the Add button.
The Add Scenario dialog box appears.

3. Type the name of the scenario (Most Likely Case, in this example) in the Scenario Name
text box, specify the Changing Cells (if they weren’t previously selected), and click OK.
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Edit Scenario (2 [ |

Scenario name:
Most Likely Case

Changing cells:

$GS3,5654,5G56
Ctrl+dick cells to select non-adjacent changing cells.
Comment:

Created by Greg Harvey on 9/13/2006| -

J

#

N
1

Protection

[¥] Prevent changes
[C] Hige

I oK I[ Cancel ]

L

Create a scenario in the Edit Scenario dialog box.

Excel displays the Scenario Values dialog box.

4. Enter the values for each of the changing cells in the text boxes.
In this example, you would enter the following values for the Most Likely Case scenario:
e 0.05 in the Sales Growth text box
* 0.20 in COGS text box
* 0.25 in the Expenses text box
5. Click the Add button.
Excel redisplays the Add Scenario dialog box.
6. Repeat Steps 3 through 5 to enter the other scenarios. When you finish entering values for
the final scenario, click OK instead of Add.
The Scenario Manager dialog box makes another appearance, this time displaying the
names of all scenarios in its Scenarios list box.
7. To have Excel plug the changing values from any scenario into the table, click the scenario
name in the Scenarios list box and then click Show.
8. Click the Close button when you’re finished with the Scenario Manager.

After adding the various scenarios for a table in your worksheet, don’t forget to save the
workbook. That way, you’ll have access to the various scenarios each time you open the
workbook in Excel by opening the Scenario Manager, selecting the scenario name, and
clicking the Show button.
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Creating a Scenario Summary Report

After using Scenario Manager to add scenarios to a table in a worksheet, you can have Excel 2007
produce a summary report. This report displays the changing and resulting values not only for all
the scenarios you’ve defined but also the current values that are entered into the changing cells in
the worksheet table at the time you generate the report.

1. Open the workbook that contains the scenarios you want to summarize.
You create scenarios from the Data tab by choosing What-If Analysis—Scenario Manager
in the Data Tools group.

2. Choose What-If Analysis—Scenario Manager in the Data Tools group of the Data tab.
The Scenario Manager dialog box appears.

3. Click the Summary button.
The Scenario Summary dialog box gives you a choice between creating a (static) Scenario
Summary (the default) and a (dynamic) Scenario PivotTable Report. You can also modify
the range of cells in the table that are included in the Results Cells section of the summary
report by adjusting the cell range in the Result Cells text box.

K pap Bl e s ] e 0

i MREENE i ] -

1 1 B B (D

LA lsrrewsn IHRUEN FINSNE ELLrilng e

Tonel histoess 157800 00 9578 L0000 gD D B0 g N
lichsn DLy WihaFl cobdve PRI bl 2 Chargand Tl
ires: Topsare: Toreary Bppor sun oemied  Chargers sl e e

EoEnanc o heghisaghied rormy

4. Click OK to generate the report.
Excel creates the summary report for the changing values in all the scenarios (and the
current worksheet) along with the calculated values in the Results Cells on a new
worksheet.
You can rename and reposition the Scenario Summary worksheet before you save it as part
of the
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Data Table:

A data table is a range of cells that shows how changing certain values in your formulas
affects the results of the formulas. Data tables provide a shortcut for calculating multiple
versions in one operation and a way to view and compare the results of all of the different

variations together on your worksheet.

One-variable data tables

For example, use a one-variable data table if you want to see how different interest rates

affect a monthly mortgage payment. In the following example, cell D2 contains the
payment formula, =PMT(B3/12,B4,-B5), which refers to the input cell B3.

(572 55—

=PMT(B3/12 ,b4 , b5)

A, | E C

1 Mortgage Loan Analysis

2 |Rate of Interest 9.50%

3 |Loan Amount 360

4 Mo of inst 20000

o

6 (EMI

7 9%

g i 9.25%

5 | pree™ 9.50%

1

How to create table

1 Select the range B6 To C9

2 On the Data tab , in What if
analysis, click Datable

=4 Data Validation ~ E}ﬂFJ
i Consolidate -

L

E9 What-If Analysis -

Group

"

Scenario Manager...
Goal Seek...
Data Table...
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3 In Column Input cell select B2. Table [5__<|

4 Click OK.
Row inpuk cell: [ .

A

Zolumn input cell: $B42| %

oIk | | Cancel

Two-variable data tables

A two-variable data table can show how different interest rates and loan terms will affect
the mortgage payment. In the following example, cell C2 contains the payment formula,
=PMT(B3/12,B4,-B5), which uses two input cells, B3 and B4.

A | B | ¢ D |
1 Mortgage Loan Analysis
2 |Rate of Interest 9.50%
3 [Loan Amount 360
4 (Mo of inst a0ooo
5 No of Inst.
E |EMI (§572 B8] 180 3E0
7 9%
a AL 9.25%
g |pite® 9.50%
Table [x]
How to create table —
1 Select the range B6 to D9 Row input cell: $B43
Column input cell: |$E$2|
2 On the Data menu, click Table
[ (0.4 ] [ Zancel ]

w9

In Row Input cell select B3.

4 In Column Input cell select B2.

5 Click OK
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Protection

Excel 2007 includes a Protect Workbook command that prevents others from making changes to
the layout of the worksheets in a workbook. You can assign a password when you protect a
workbook so that only those who know the password can unprotect the workbook and make
changes to the structure and layout of the worksheets.

Protecting a workbook does not prevent others from making changes to the contents of cells. To
protect cell contents, you must use the Protect Sheet command button on the Review tab.

Protecting a workbook
Follow these steps to protect an Excel 2007 workbook:

1. Click the Protect Workbook command button in the Changes group on the Review tab.
Excel opens the Protect Structure and Windows dialog box, where the Structure check box
is selected by default. With the Structure check box selected, Excel won’t let anyone mess
around with the sheets in the workbook (by deleting them or rearranging them).

T & ' ] 1] Protect and Share Workbook
—,_Ej 'ﬂ.ig &t rotect and Share Workboo
, . ¢ Allow Users to Edit Ranges
| Protect Protect Share
! Sheet Workbook Workbook g2 Track Changes ~
Changes J

:—.r Protect Structure and Windows l ? |-E:H

— I L N

Protect workbook for

[V] Structure
("] windows

Password (optional):

You can protect the structure and windows in a workbook.

2. (Optional) If you want to protect any windows that you set up, select the Windows check
box.
When selected, this setting keeps the workbook windows in the same size and position each
time you open the workbook.

3. To assign a password that must be supplied before you can remove the protection from the
worksheet, type the password in the Password (optional) text box.

4. Click OK.
If you typed a password in the Password (optional) text box, Excel opens the Confirm
Password dialog box. Re-enter the password in the Reenter Password to Proceed text box
exactly as you typed it Step 3, and then click OK.
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Unprotecting a workbook
To remove protection from the current workbook, follow these steps:

1. Click the Unprotect Workbook command button in the Changes group on the Review tab.
2. Ifyou assigned a password when protecting the workbook, type the password in the
Password text box and click OK.

Protecting a Worksheet :
Protecting data from change in Excel is a two step process.

1. Step one involves locking/unlocking specific cells in your spreadsheet.
2. Step two involves applying the Protect Sheet option. Until step 2 is completed, all data is
vulnerable to change.

Step 1

Locking/Unlocking Cells
By default, all cells in an Excel spreadsheet are locked. This makes it very easy to protect all data

in a single worksheet or in a workbook simply by applying the Protect Sheet or Protect Workbook
option.

1. Select the cells which you want to lock/unlock

2. Click on the Home tab.

3. Choose the Format option on the ribbon to open the drop down list.

4. Click on Lock Cell option at the bottom of the list.

Protection
4y Protect Sheet...

i) Lok Cell [:E
% Format Cells...

Locking/unlocking cells
can be used to control
changes to a
worksheet

5. The Lock Cell option works like an ON/OFF button. Since all cells are initially locked in
the worksheet, clicking on the option has the affect of Unlocking the highlighted cells A1l
and B1.

Step 2

1. Click on the Home tab.
2. Choose the Format option on the ribbon to open the drop down list.
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3. Click on Protect Sheet option at the bottom of the list to open the Protect Sheet dialog box.
[Protect sheet k5]
P Frotect workehest and gontents of locked cols
Passweoed bo ungrokedt shaset:

[

s all s of his weorisheet boo

Select urfocked cells

Foring ool

Format colmns

Format nowe

Insart colamne

Insert rovwes

Pt Frygepr b

Dt e oL

Dot riere x|

o | caen |

4. This dialog box contains a number of options when protecting the worksheet.

5. The first option is to add a password to prevent worksheet protection from being turned off.
This password does not stop users from opening the worksheet and viewing the contents.

6. Next there a number of options that can be turned on or off with check boxes. The first two
allow a user to drag select locked and unlocked cells. If these two are turned off, users will
not be able to make any changes to a worksheet - even if it contains unlocked cells.

7. The remaining options allow users to carry out specific tasks on a protected worksheet,
such as formatting cells and sorting data.

8. These options, however, do not all work the same. For instance, if the format cells option is
checked off when a sheet is protected, all cells can be formatted. The sort option, on the
other hand, works only on those cells that have been unlocked before the sheet was
protected.

9. When you have selected the appropriate options, click OK.
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Data Validation

Excel 2007 provides a straightforward method to prevent invalid data entry in a worksheet. You're
allowed to specify the allowed data type and range checking among other options. As you decide
the type of the validation appropriate for different areas of your Excel 2007 worksheet, follow
these steps to set up the data validation. To set up data validation in your Excel 2007 sheet, follow
the steps below:

Select the range of cells that you wish to validate.

Click Data Tools group > Data Tab > Data Validation.

Click the Settings tab in the Data Validation dialog box and specify the type of validation.
Check or uncheck the Ignore Blank checkbox to specify what you want to do with the null
values.

Optionally, arrange for an input message when the cell is clicked (Input Message)

Specify Excel’s response to the invalid data.(Error Alert)

7. Finally, test the data validation to make sure it works.

el e

SN

There is a minor issue with data validation, and it happens when data is copy-pasted, since the
system fails to identify the invalid entries. In order to prevent users from copy-pasting data by cell
drag-and-drop, do the following:

Click the Microsoft Office Button > Excel Options > Advanced category. In the Editing options,
clear the Enable fill handle and cell drag-and-drop checkbox. Click OK.

B ' c o

Mame  Blmaks R

Jlames

ke Eeieni
Juliet

Data Yalidation

Settings || Input Messsge | Error Adert
Waldakion criteris

Al

eucle renier o | [¥] Lgroes Blank
Cabac

o
100

[ Apgty thess changes bo all other cals with the sanmes settings

Clear A1 O Cancel
i | ]
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Validation : Allows values from the list

1  Select the cell to validate Data Validation =

Settings | Input Message | Errar alert

Walidation criteria
Allow:
|List ~ Ignore blank
Data: In-cell dropdosen

2 On the Data menu, click Validation,

. .
and then click the Settings tab.
—cT— T
. . Data Yalidation ['5_<|
3 In the Allow box, click List. —
Seftings | Input Message | Error Alert
Yalidation criteria
Allow:
|List " | Ignore blank
Daka: In-cell dropdown

| fpproved,Rejected

N

=k

y -

K, l [ Cancel

Note: Cell references have to be to

cells on the same worksheet. If you

have to refer to a different worksheet

or a different workbook, use a

defined name and make sure the workbook is already open.



Validation : Use a formula to calculate what is allowed

1  Select the cell to validate

2 On the Data menu, click Validation,
and then click the Settings tab.

3  In the Allow box, click Custom

4 In the Formula box, enter a formula
that calculates a logical value
(TRUE for valid entries or FALSE
for invalid). For example, to allow
only text and of 5 letters, you could
enter =AND(IsText(C2),Len(c2)=5)
for the custom formula.

Data Yalidation

Settings | Input Message Error alerk

walidation criteria

™

X

Allove:

|Custom ~ Ignore blank

Data:

Formula:

—~—_

)

'(

Clear all

=14 ] [ Cancel ]

Data Yalidation

Ed

5 | Input Message | Error Alerk

Walidation criteria

Bllow:

|Custnm v Ignare blank

Data:

[ &pgly these changes ko all other cells with the same settings

"

H Canicel ]
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Formula Auditing

Use Trace Precedents

Choose a formula and click Trace Precedents. It is on the Formulas ribbon in Excel 2007 and the
Tools - Formula Auditing menu in Excel 97-2003. Excel will draw blue arrows to show all the
cells that flow into this cell.

.f:ﬂ Trace F'rec:[%nts i .%‘ Show Formulas
E':f Trace Dep ents "{i:» Error Checking -

<Tw Remove Arrows = & Evaluate Formula

T

Precedent cells: Precedent cells are referred to by a formula in another cell. For example, if cell
D10 contains the formula =B3, cell BS is a precedent to cell D10.

Dependent cells. Dependent cells are cells that contains formula that refer to other cells. For
example, if cell D10 contains the formula =BS5, cell B5 is a precedent to cell D10.

Evaluate Formula — learn how to evaluate your formulas in slow motion

84



Display the relationships between formulas and cells

Tracing Precedents: Trace cells that provide data to a formula (precedents)

= > Tracing

= Precedents

]
&7
=

=SUM(F5,F9,F13,F17)
Select the cell and click Tracing Precedents
from Formula Auditing toolbar

‘ This cell has the formula

23 EAST TOTAL

15 N 124

56

22

3 WEST TOTAL

- 162 T Click again Tracing Precedents from
15 ?a&
66 MORTH TOTAL]

76 — 2

15

34

56 SOUTHAOTAL

78 v« 267

99

PRI TN R N - R |

< Click again Tracing Precedents
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Tracing Dependents: Trace formulas that reference a particular cell (dependents)

=
=3

Tracing

B3 microsoft Excel - Emp Database

S vt Tope o question for hele - = @ %
IR Y g LEs | Dependantc (NI - [ N Il o= A I I e W == W~ Ao N _ R S I B
ENE T W W W= W L= 0 Fcvien:
oo = = d
=1 = | =+ 1 Ledepnts = e [ - ) I B -~
i
E] [EasT ]
a City 1 =5 EAST TOTAL
5 City an,
e City= S5
= [WEST  [citya ==
o City5 24| T
E] City& 55 .
10 City7 51 T
T ETET=N= N [T ary
1= citya 55
1= City10 75
14 City11 =
15 SouUTH [curiz ER
16 City13 =
K ty1a =
§1-3 City1s oo
]
20
21
22
25
22
55
26 ——
Frd
25
EC]
Sn
ET]
£
- o a9 { Ermp Databasce £ Functions £ Shortcuts 4 Mined Coll Rofore | <

Select this cell and click Tracing Dependants

Insert Comments

1. Click Review tab
2. Click New Comment

jout ormulas Data Review

O o a3 O
-A.i Evio

New De
Comment

To move between the
comments

Comments

Delete
Comment




Date Functions

Functions Description Example
Date Adds day, month, year =DATE(2004,1,14)
Today Current date =TODAY()
Now Current date and time =NOW()
Day Extracts day from Current

date =DAY(TODAY())
Month Extracts month from Current

date =MONTH(TODAY())
Year Extracts year from Curent

date =YEAR(TODAY())
Time Adds Hr, min, second =TIME(12,30,45)
Hour Extracts Hours from given

time =HOUR(C44)
Minute Extracts Minutes from given

time =MINUTE(C44)
Second Extracts Seconds from given

time =SECOND(C44)
Weekday Extracts day from Current

date

=TEXT(WEEKDAY(TODAY()),"dddd")

Text Function

Function Description Example
Upper Converts a text into ~UPPER(A1)
uppercase
Lower Converts a text into =LOWER(A1)
lowercase
Proper Converts a text 1‘nto First =PROPER(A1)
character as capital
Left Extracts characters from left | =LEFT(A1,3)
Right Extracts characters from =RIGHT(A1,3)
right
Mid E{(tracts caracters from =MID(A1,3,3)
middle
Concatenate Join text =CONCATENATE("Hello ",A1,B1)
Len Find the length of string =LEN(A1)
Exact Checks for two text are same “EXACT(A1,A1)
or not
Search
Search for position of text =SEARCH("is","India is my country",1)
=REPLACE("India is my
Replace Changes the text country”,C15,2,"was")
Text Changes value to text format | =TEXT(C1,"$###.00")
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DataBase Function

DSUM

Adds the numbers in a column of a list or database that match conditions you specify.

Syntax

DSUM(database,field,criteria)

Database is the range of cells that makes up the list or database. A database is a list of
related data in which rows of related information are records, and columns of data are
fields. The first row of the list contains labels for each column.

Field indicates which column is used in the function. Field can be given as text with the
column label enclosed between double quotation marks, such as "Age" or "Yield," or as a
number that represents the position of the column within the list: 1 for the first column, 2
for the second column, and so on.

Criteria is the range of cells that contains the conditions you specify. You can use any
range for the criteria argument, as long as it includes at least one column label and at least
one cell below the column label for specifying a condition for the column.

A B C D E F

Tree Height Age Yield Profit Height
Apple >10 <16
Pear

Tree Height Age Yield Profit
Apple 18 20 14 105.00
Pear 12 12 10 96.00
Cherry 13 14 9 105.00
Apple 14 15 10 75.00
Pear 9 8 8 76.80
Apple 8 9 6 45.00

Formula Description (Result)

=DCOUNT(A4:E10,"Age",A1:F2)

This function looks at the records of apple trees between a
height of 10 and 16 and counts how many of the Age
fields in those records contain numbers. (1)

=DCOUNTA(A4:E10,"Profit",A1:F2)

This function looks at the records of apple trees between a
height of 10 and 16 and counts how many of the Profit
fields in those records are not blank. (1)

=DMAX(A4:E10,"Profit",A1:A3)

The maximum profit of apple and pear trees. (105)

=DMIN(A4:E10,"Profit",A1:B2)

The minimum profit of apple trees over 10 in height. (75)

=DSUM(A4:E10,"Profit",A1:A2)

The total profit from apple trees. (225)

=DSUM(A4:E10,"Profit",A1:F2)

The total profit from apple trees with a height between 10
and 16. (75)

=DPRODUCT(A4:E10,"Yield",A1:B2)

The product of the yields from apple trees with a height
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greater than 10. (140)

The average yield of apple trees over 10 feet in height.

=DAVERAGE(A4:E10,"Yield",A1:B2) (12)

Financial Functions

PMT
Calculates the payment for a loan based on constant payments and a constant interest rate.

Syntax

PMT (rate,nper,pv,fv,type)

For a more complete description of the arguments in PMT, see the PV function.

Rate is the interest rate for the loan.

Nper is the total number of payments for the loan.

Pv is the present value, or the total amount that a series of future payments is worth now; also
known as the principal.

Fv is the future value, or a cash balance you want to attain after the last payment is made. If fv is
omitted, it is assumed to be 0 (zero), that is, the future value of a loan is 0.

Type is the number 0 (zero) or 1 and indicates when payments are due.

* 0 or omitted At the end of the period
* 1 At the beginning of the period

A B
Data Description
8% Annual interest rate
10 Number of months of payments
10000 Amount of loan
Formula Description (Result)
=PMT(A2/12, A3, A4)|Monthly payment for a loan with the above terms (-1,037.03)
=PMT(A2/12, A3, A4,|Monthly payment for a loan with the above terms, except payments are due
0,1) at the beginning of the period (-1,030.16)
IPMT

Returns the interest payment for a given period for an investment based on periodic, constant
payments and a constant interest rate. For a more complete description of the arguments in IPMT
and for more information about annuity functions, see PV.

Syntax

IPMT((rate,per,nper,pv,fv,type)

Rate is the interest rate per period.

Per is the period for which you want to find the interest and must be in the range 1 to nper.
Nper is the total number of payment periods in an annuity.
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Pv is the present value, or the lump-sum amount that a series of future payments is worth right

now.

Fv is the future value, or a cash balance you want to attain after the last payment is made. If fv is
omitted, it is assumed to be O (the future value of a loan, for example, is 0).

Type is the number 0 or 1 and indicates when payments are due. If type is omitted, it is assumed

to be 0.

* 0 At the end of the period
* 1 At the beginning of the period

A B
Data Description
10% Annual interest
1 Period for which you want to find the interest
3 Years of loan
8000 Present value of loan
Formula Description (Result)

—IPMT(A2/12, A3*3, A4,
A5)

Interest due in the first month for a loan with the terms above (-22.41)

=IPMT(A2, 3, A4, AS)

Interest due in the last year for a loan with the terms above, where

payments are made yearly (-292.45)

RATE

Returns the interest rate per period of an annuity. RATE is calculated by iteration
and can have zero or more solutions. If the successive results of RATE do not
converge to within 0.0000001 after 20 iterations, RATE returns the #NUM! error

value.
Syntax

RATE(nper,pmt,pv,fv,type,guess)
For a complete description of the arguments nper, pmt, pv, fv, and type, see PV.
Nper is the total number of payment periods in an annuity.
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Pmt is the payment made each period and cannot change over the life of the annuity. Typically,
pmt includes principal and interest but no other fees or taxes. If pmt is omitted, you must include
the fv argument.

Pv s the present value— the total amount that a series of future payments is worth now.

Fv is the future value, or a cash balance you want to attain after the last payment is made. If fv is
omitted, it is assumed to be 0 (the future value of a loan, for example, is 0).

Type is the number O or 1 and indicates when payments are due.

* 0 or omitted At the end of the period

e 1 At the beginning of the period

A B

Data Description

4 Years of the loan

-200 Monthly payment

8000 Amount of the loan

Formula Description (Result)

=RATE(A2*12, A3, A4) |Monthly rate of the loan with the above terms (1%)

=RATE(A2*%12, A3, Annual rate of the loan with the above terms (0.09241767 or
A4)*12 9.24%)
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Macros
What is Macro

An action or a set of actions that you can use to automate tasks. Macros are recorded in the Visual

Basic for Applications programming language.

Displaying the Developer tab

If you plan to work with VBA macros, you’ll want to make sure that the
Developer tab is present in Excel. To display this tab:

1. Choose Office = Excel Options.
2. In the Excel Options dialog box, select Personalize.

3. Place a check mark next to Show Developer tab in the Ribbon.
4. Click OK to return to Excel.

How to create a Macro by Recording

1 On the Developer tab menu, click Record New Macro.

.-"Egg‘ - | =
——'/I Home Ins Page Layout Chck here
,Lj 3 73 Record Macro to raise or
== [ use Relative Ref'iy lower the
Wisual Macros i I .
Easic @ Macro Security Securlty
Code Taxrnl

2 In the Macro name box, enter a name for the macro .

Notes
e The first character of the macro name must be a letter. Other characters can be
letters, numbers, or underscore characters. Spaces are not allowed in a macro
name; an underscore character works well as a word separator.

* Do not use a macro name that is also a cell reference or you can get an error
message that the macro name is not valid.
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3 In the Store macro in box,
click the location where you
want to store the macro.

4 Ifyou want to include a
description of the macro,
type it in the Description
box.

5 Click OK.

Becord Macro

Macro name:
|Ma|:r|:|1 |
Sharkbcut ke Store macro in:

Ctr|+|:| This Workbook, hd
Description:

Macro recorded 1162009 by varshan

[ (.4 ] [ Cancel

%]
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