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PREFACE

Dear Students,

Microsoft Excel is a spreadsheet application which is capable of performing
calculations, analyzing data and integrating information from different programs.

This E-Book, covers in-depth lessons on how to use various Excel
formulas, Tables and Charts for managing small to large scale business process.
It has been designed for computer users who would liRe to learn Microsoft Excel
in easy and simple steps.

If this E-Book_helps anyone to learn and to use the computer effectively,
it will be of great success.

SGINFOTECH



CONTENTS

Microsoft Excel2007

Setting up a Workbook

- Features of Excel

- Getting Started

- Microsoft Office Excel 2007 Interface
Renaming Deleting a Worksheet
Deletion of Cells

Opening a workbook

Relative & Absolute Addressing

Paste Special and Text to Columns
Naming Cells and Ranges

Using Names for Constants or Formulas
- Naming a Formula

Referencing Other Worksheets and Workbooks
- Customizing a Fill Series

- Deleting a Customer List

- Conditional Formatting

- Chart

- Apply a Chart Layout

- Change the Style of a Chart

- Change the Chart Type

- Adding the Data Labels

- Changing the Text Colour

- Changing the Font Type and Size

© 00 N o o O

14
18
19
21
26
26
27
31
32
34
38
39
40
41



- Operators

- The Function Wizard

- Mathematical and Statistical Functions
- Concatenation

- Working with Text

- Working with Dates

- Rounding Functions

- Logical Functions

- Evaluating and Checking Errors

- Sorting and Filtering

- Grouping Cells Using the Subtotal Command
- Pivot Table

- Macros

- Lookup Tables

- Isna and Iserror Functions

- Data Validation

- Arranging Windows in Workbooks

- Freezing

- Protecting Your Work

43
44
48
49
54
55
59
62
77
79
82
84
89
96

103

105

116

119

122



MS Excel 2007 | 5 |

Microsoft Office Excel 2007

Microsoft Excel, the spreadsheet component of Microsoft Office, is created for performing
mathematical calculations on the data and provides tools you need for your data analysis
and calculations.

Modern day analysis is heavily dependent on financial analysis. Spreadsheets are also
utilized in numerous business applications like payroll, production planning, investment
analysis and many other purposes.

The default extension of Microsoft Office Excel 2007 file called Workbook is “.xIsx”. It is a
major revision of Microsoft Office Excel after Microsoft Office Excel 2003. We no longer
use the Menu driven part but that is replaced by Tab Tabbed Ribbons instead. To utilize
the full features of Microsoft Office Excel, .net Framework of Microsoft should be installed.

Features of Excxel
Excel has the following features
m  Bestfit
Auto fill
Comments
Data form
Sorting
Macro Tools
Goal Seek
Scenario
Formatting
Charts

Terminology:
Spreadsheet or Worksheet

A spreadsheet or worksheet consists of rows and columns of the cells. The rows
are usually identified by row numbers and the column name by letters. The majority of the
screen is a blank area. Extensive data presentation features are standard in most
spreadsheets, which include report generation and powerful graphing capabilities.
Microsoft Office Excel 2007 has by default three worksheets present namely Sheetl,
Sheet2, Sheet3 respectfully. We can add more sheets to it based on our need.

Workbook

A workbook is a container that holds one or more worksheets. That way a
workbook can keep all the sheets related to a particular project in one file.
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Rows and Columns

Columns run up and down (Vertical) and Rows run side to side (Horizontal) in a
spreadsheet.

Cells

The intersection of a row and a column generates a cell identified by the cell number. For
example, row 5 when intersects column V, the cell we get is V5.

Getting Started

To start MS Office Excel 2007

Click on Start > All Programs > Microsoft Office > Microsoft Office Excel 2007
or

Click on Start > Run > Type “Excel “ and Click on “OK” Button.
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Microsoft Office Excel 2007 Interface

Inserting a new worksheet
Click on the icon next to Sheet 3 and we get a new worksheet called Sheet 4
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Sheetl

Sheet2

Sheet3

Three default Sheets of a workbook

Renaming/ Deleting a Worksheet

Right click on the Sheet tab of which you want to Rename/Delete, scroll to

Rename/Delete and click on it.
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Insertion of a new Row/Column
Right Click on the worksheet > Insert
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The Insert Dialog Box appears

e )

Click on the Entire row/Entire column to insert new Row/Column>0OK

Deletion of Cells:

Right Click on the Row/Column to be deleted > Delete
The Delete Dialog Box appears

rDeletc -
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Entire golumn

Click on the Entire row/Entire column to delete Row/Column>0K
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Opening a Workbook:
Click on the Office button > Open. The open Dialog box Appears. Browse the location
of the Workbook and Click on “Open “ button of the File Open Dialog box.

Saving a Workbook:

Click On Office Button > Save. The save As dialog Box appears. Give the name of
the Workbook and Click on Save button.

If you want to save the workbook in older versions of Office excel, click on Office
Button > Save As > “Excel 97-2003 Work Book” > Give the Name of the
workbook and click on “Save” Button.
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RELATIVE & ABSOLUTE ADDRESSING

There are different sorts of cell references. These are:
> Relative
> Absolute
> Mixed

A relative reference will change column and row numbers as it is copied to other
cells. Think of it as an original instruction being to go in a certain direction e.g.
2 rows up and 2 columns across from your current position. When this
instruction is copied elsewhere, it will still refer to 2 rows up and 2 columns
across from your new current position.

An absolute reference is one that does not change. If you refer to a cell in a
certain row and column and then copy that reference elsewhere, it will still refer
to exactly the same cell or range.

A mixed reference is one that is half relative and half absolute.

An absolute address is defined with the use of the “$” symbol. This can be typed
in at the time of creating the formula, or by editing the cell afterwards.

Examples of relative and absolute addressing:

Relative A4 A4:B5
Absolute $AS%4 $A$4:35B$5
Mixed $A4 or A$4 $A4:B$5

The “$ ” sign can be hand typed or inserted by pressing the keyboard shortcut
F4. As you press F4 the cell address will cycle between the four variations of
an address - for example A4 would cycle between:

A4

$A4

A$4

$A%4
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PASTE SPECIAL AND TEXT TO COLUMNS

Using the Cut, Copy, and Paste commands in Excel, you can move or copy entire
cells or their contents. You can also copy specific contents or attributes from the
cells. For example, using Paste Special you can copy the resulting value of a
formula without copying the formula itself, or you can copy only the formula.

Using the Paste Special Dialog Box
The Paste Special dialog box allows you to select which aspects of the copied
data you would like to paste.
1. Select the cell(s) whose values should be copied. These cells have a
function as well as the value inside
2. Press [Ctrl] + [C]
or
From the Home command tab, click COPY
3. Select the cell(s) where the results should be pasted. From
the Home command tab, click the PASTE>Select Paste Special
or
Press [Ctrl] + [V]>Select Paste Special

Paste Special Elg]
The Paste Special dialog box appears. =
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1. Select the desired options
EXAMPLE: To paste only the results of a formula, Select Values
2. Click OK. The results of the formula are pasted into the selected cell(s).

Paste Special Options
You may choose to paste many different aspects of your copied data.
1. All: pastes all information in the copied cell; this is the default option
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2. Formulas: paste only the formula from the selected cell
NOTE: Any relative cell references within the formula are changed to reflect its
new location.

3. Values: paste only the result of the formula from the selected cell

4, Formats: paste only the formatting applied to the cell (e.g., font or color
of the text)

5. Comments: paste only annotations that were made to the cell

6. Validation: pastes any rules about what text can be entered in the cell
(e.g., only numbers between 1 and 25)

7. All except borders: paste the formatting and contents of the cell,
excluding any cell borders

8. Column widths: paste only the width of the selected column

9. Formulas and number formats: paste the formula from the selected cell and
any formatting applied to numbers (e.g., number of decimal places displayed)

10. Values and number formats: paste the numerical result of the formula

from the selected cell, as well as any formatting applied to numbers (e.g.,
number of decimal places displayed)

11. None: the values that are being pasted override any data already in the
destination cells; this is the default option

12. Add the values that were copied to the data in the destination cells

13. Subtract the values that were copied from the data in the destination cells
14. Multiply the values that were copied by the data in the destination cells
15. Divide the values that were copied by the data in the destination cells

16. Skip blanks paste the contents of all cells except for empty cells

NOTE: This option is only useful when pasting a range of cells into an area that
already contains information. This will ensure that a blank cell will not be pasted
in place of information that is already in place.

17. Transpose causes information that extended down a column to extend
across rows and vice versa

NOTE: If you select more space for the information to be pasted into than you
have cells to be pasted, the information will be repeated to fill the selected
space. For example, if you copy one column and paste it into four rows while
using Transpose, the information from the column will be repeated in every row.

18. All using Source theme: when using a document theme, pastes all
information using formatting from the theme that was applied to the copied cells
19. Paste Link: connects the cells that were copied with the pasted cells; if the

data in one group changes, so will the data in the other group
A. Paste Special
1. Copy the names from cells
i These cells have a function as well as the value inside
2. Paste only the values
i. Select cell




MS Excel 2007 | 13 |

ii. On the Ribbon >select the Home tab>in the
Clipboard group>click the Paste down arrow >in
the menu choose Paste Values

iii. Clear the information in cells

B. Text to Columns

1. Select cells

2. On the Ribbon >select the Data tab>in the Data Tools
group>click Text to Columns

3. In the Convert text to columns wizard window

i Select the radio button next to Delimited

ii. Choose the Next >button

iii. Under Delimiters check v only the Space box
iv. Choose the Next >button

V. Choose the Finish button
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NAMING CELLS AND RANGES

Cells and ranges can be given a name so that when you need to refer to that cell
or range of cells, you can refer to its name rather than an address.
Traditional cell addresses have been used for working out January’s profit or loss.
Usieg the trosiional cel addaesses 1o work Dt
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Row 6 has been given the name Total_Income and Row 15 the name
Total_Expenditure. When the formula for February was done, the syntax was
Total_Income-Total_Expenditure.

Using names may make it easier to understand what the formula is doing-it
might make more sense to some, than saying B6-B13.
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There are a couple of ways to create a range name. They both require that you
select the cell or range or before creating the name.

Method 1: INSERT, NAME, DEFINE option (or CTRL + F3)

1. Go to the INSERT, NAME, DEFINE dialog box (or press the keyboard
shortcut CTRL + F3). The DEFINE NAME dialog box will appear;

2. Give the cell or range you selected a name

3. Click on ADD, and then click on CLOSE.

> Range names must be one word - if you require 2 words, join them with an
under score as in the example below.

> The names can be a combination of numbers and letters, but must not
start with a number.

> The default is to show the address as being ABSOLUTE. By clicking in the
REFERS TO text box, this can be edited to what is required.

Names i workbook:
(T o |
Total_Income ]
Close
add |
Deiete |
Refers to!
[wSheet11§13:413 LY

> As a default, names are work book level i.e. the name you create is
available throughout the whole work book.

> If the worksheet has been named with a name that includes spaces, the
worksheet name will have to be enclosed in single quotation marks.

Method 2: Using the NAME box

1. Highlight the cell or range(s) that is going to be named;
2. Click in the NAME box. The contents of the name box will be highlighted;
3. Type the RANGE NAME you want and ENTER to accept the name.
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Click in the NAME box, the Type the name of the range, then hit
acdress wall be highsghted ENTER on the keyboard to sccept

Applying a Range Name in a Formula
To use the RANGE NAME in a formula either:

1. Type the name - make sure you use the correct spelling or else the
function will not recognize the name; or
2. When you are in the part of the formula that requires the RANGE NAME,

press the keyboard shortcut F3. This brings up the PASTE NAME dialog
box. Select the name and click on OK.

Paste Name

Paste pame

Total_Income




MS Excel 2007 | 17 |

When working with many names, you can have a list of these names and the cells
or ranges they refer to be placed in your workbook by using the PASTE LIST
option (located in the PASTE NAME dialog box). Make sure you are in an empty
cell and have 2 columns free and as many rows as there are names before using
this option. The first column will list the RANGE NAMES, the second column
shows the range address that the range name refers to.

H ] 1

Total_Expenditure =Sheet11$13:$13
Total_Income =Sheet11§6:$6
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USING NAMES FOR CONSTANTS OR FORMULAS

In addition to using Names to name cells or ranges, you can also name constants
or formulas, these constants or formulas don’t have to appear in a cell. This is a
good way of storing a constant or a formula that may have to be used several
times.

Naming a constant

Imagine having to work out someone’s holiday leave loading. You might have the
leave loading in a cell (H6 in the example below), so that you can use this value
in a formula. By having the value in a separate cell, if the leave loading rate ever
changes you would only have to change the value in H6 and all formulas
referring to this cell would update.

The formula in this case is =(D5/52)*4*$H$6 , i.e. the salary divided by 52
weeks, multiplied by 4 weeks and then multiplied by 17.5%.

n
™
‘4

£ =[D5A2)" 4 IM46
A B C

™
m
-
-

B
4 Name Home Town Aldfare  Salary LLoading
: & Smiih, Fred Molboume 230 00 'J."l’ofl 510 3"-I Leave Loading
6 Jones Tom Darwin 78200 40000 Amount 17.50%
7  Brown Jobn Maiboumna 0 278500
g Thomson, Helén Adelunde 400 00 52400
9 Pulchard, Patar Adelnde 400 OC &0
10 Witmer, Valene Darenn 799 00 ITE
11 Hams, Thomas Pent 90 00 0
12 Robentsen, Sarah  Moban %0 X 21800
13 Roe, Denise Dendiquie 72200 35000
14 Luck, Mane Sydney 220 00 37955
15 Lawtonce Anthony Dashane 504 0O 00
16 Lssbeck, Chny Canbetrs 95 00 iS00
17 Beckett Nadl B ne S04 X 0
18 Crockett, B Sydney 220 00 IPE
19

Danisds Dean Canbesra a9 O 2T

By using a name in the formula rather than a cell address, you save space in the
spreadsheet and make the formula more readable i.e. what is easier to read
=(D5/52)*4*$H$6; or
=(D5/52)*4*loading
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To give the leave loading of 17.5% (which is a constant) a name, you:
1. Open the DEFINE NAME dialogbox (INSERT, NAME, DEFINE or CTRL+F3).
Give the constant a name i.e. Loading

In the REFERS TO: section enter the amount of the constant

(without an “=" sign, Excel will add this in for you).
4, Click on ADD, then CLOSE to close the DEFINE NAME dialogbox.
5. When creating the formula, use F3 when it is time to refer to the

loading, select the name Loading and ENTER to accept the setting (or
click on OK), then continue creating the formula in the normal way.

Nares n workbook
|Losarg o ]
Oose
A
Qefece
jeusts _
7 ¥

Naming a Formula

Instead of referring to the leave loading to do the last bit of multiplying, why not
put the whole part of working out the leave loading into one name? i.e. Take the

cell containing the salary and multiply it by loading. The formula would look like:
=Loading

To name a formula you:

1. Open the DEFINE NAME dialogbox (INSERT, NAME, DEFINE or CTRL+F3).
Give the formula a name i.e. Loading

In the REFERS TO: section

type an “=" sign to start off theformula

open a left bracket”(“

vV VvV w N

in the spreadsheet click on the cell containing the salary
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> This cell address is ABSOLUTE (i.e. it says $D$5). Use the F4 key to make
the reference relative i.e. D5. If you don’t, when you copy the formula to all the
other staff members, each formula will refer to Fred Smith’ssalary.

> type/52)*4*17.5%

> The formula should read =(‘NAMING FORMULAS’ID5/52)*4*17.5% . If you
use a new sheet it will look something like=(Sheet1!D5/52)*4*17.5%

4, Click on ADD, then CLOSE to close the DEFINE NAME dialogbox.

5. When creating the formula make sure you are in appropriate cell, then either:

> use F3 to select the name ‘LOADING’ and ENTER to accept the setting (or
click on OK), ENTER again or click on the green-’ to finish the formula; or

> Type = loading then ENTER or click on the green-’ to accept.
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REFERENCING OTHER WORKSHEETS AND WORKBOOKS

Referencing Other Worksheets

The easiest and most accurate way to reference a cell or range in another
worksheet is to use the point method (i.e. physically go to the worksheet and
select the cell or range whilst you are creating your formula). Excel then refers to
that worksheet in the correct syntax which is the sheet name, followed by an
exclamation mark (1), followed by the cell or range, e.g. Sheet1!A1:B4.

> If the worksheet has been renamed, the name is used instead of the sheet
and number, e.g. for a sheet that is named Budget it would be Budget! A1:B4.

> If the sheet name includes spaces, the sheet name must be enclosed within
quotation marks, e.g. a sheet that is named Budget 2004 would be ‘Budget
2004’!1A1:B4

The following steps show how to use the pointing method to make a reference to
another worksheet in a formula.

1. Click in B7 on the sheet called “Budget”. An amount from the “Recurring
Expenses” sheet is to go here.
2. Type an equal sign (=). This tells Excel you are starting a function, at the same

time it ‘anchors’ you to this cell so that you can go to other worksheets or work
books and be able to point at cell references in those worksheets/workbooks.

3. Click on the Recurring Expenses sheet tab and click on B7, which is the
total of recurring expenses.

4, Press ENTER on the keyboard to finish the function off or if you prefer, click
on the green -’ next to the formula bar.

The amount of the total recurring expenses is now placed in Cell B7 on the
Budget sheet. Notice the formula in B7 reads="RecurringExpenses’!B7

1. Click in B8 on the sheet called “Budget”. A small formula that works out 5%
of salary (located on the Recurring Expenses worksheet) is to go here.

2. Type an equal sign (=) and then click on cell B11 on the Recurring
Expenses sheet.

3. Now type an asterisk (*) to multiply the total income by 5%.

4. Type.05 (i.e.5/100) and press ENTER on the keyboard to click on the
green- 'to finish the function (typing 5% will also work)

Your functions hould read  =’Recurring Expenses’!B11*0.05 or

= 'Recurring Expenses’ IB11*5%

Keep this workbook open for the “Referencing other Workbooks” example.
Referencing other Workbooks
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The easiest way to reference another workbook is to have that workbook open while
you are making reference to it. If you do not have the workbook open you will have to
type in the full name and path of the workbook when referring to it, which can be
quite tedious. The syntax for referring to a worksheet is the name of the worksheet
enclosed in square brackets, followed by the sheet name, an exclamation mark, then
cell addresses or ranges. e.g. [worksheet.xls] Sheet1! Cellreference

If the workbook name includes spaces, the workbook and sheet nhame must be
enclosed within quotation marks, e.g. to refer to a cell in a workbook called
“Yearly Expenses.xls” you would type: ‘[YearlyExpenses.xIs]Sheet1’!A]

If the workbook you are referencing is closed at the time of building the function,
you must include the full path name of the workbook.e.g.’d:\excel files\[Yearly
Expenses.xls]Sheet1'lAl

By having the worksheet that you are working on, and the worksheet you are
going to refer to open at the same time, you can use the point method to
reference the worksheet. The following instructions place a reference in
“Referencing other workbooks and sheets.xls” from the workbook “Yearly
Expenses.xls”. These should be open at the same time: (Hint

- use the WINDOW, ARRANGE command to place the worksheets side by side).

1. In cell B14 of "Referencing other workbooks and files”, type an equal sign
(=) to start off a formula (which also anchors you to this cell while you go to
another workbook).

2. Either using the taskbar or the WINDOWS menu, go to the workbook called
“Yearly Expenses”. Click in cell B4. (if you have arranged the worksheets side by
side, this is where you can simply click in B4 of the Yearly Expenses workbook)

3. To finish referring to this cell, press the ENTER key on the keyboard or use
the green-—.

Notice the syntax of the formula is: =’[Yearly expenses.xIs]Sheet1'!$B$4

Excel makes the cell or range reference ABSOLUTE when you point and click on
another workbook. If you need to copy this to other cells you will need to change
the reference so it is RELATIVE (no $ signs)

4, Repeat for cells B15, B16 and B17 Hint: use the fill handle

5. If you have both workbooks open, have a look at the syntax of this formula
in the formula bar of the “Referencing other workbooks and sheets” window. Now
close ‘Yearly Expenses.xls’, click in cell B14 in ‘Referencing other workbooks and
sheets’ and have another look at the formula bar. The syntax has automatically
changed to include the full pathname of the closed file, which as you can see is
very long and would be awkward to type accurately.

FILL HANDLE AND FILL SERIES COMMAND

There are three ways to click and drag on a cell - each having a different effect.
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+

When you have the mouse inside a cell, the cursor will be shaped like the Swiss
Cross. If you click and drag when this symbol is showing you will select a range

of cells.
1.

When you point to any border of a cell the cursor changes to a 4-sided
arrow or an arrow. Clicking and dragging with this symbol will drag
and drop the contents of the cell (to copy instead of move, hold down
the CTRL key as you drag the contents of the cell).
In the right-hand bottom corner of every cell there is a small square. If
you hold the mouse above this, the cursor changes into a thick plus
sign. In this mode, if you click and drag, you are using the FILL
HANDLE to fill cells you drag over.

If the fill handle is not showing, go to TOOLS, OPTIONS, EDIT and ensure the
ALLOW CELL DRAG AND DROP option is enabled.
The fill handle is a copying tool for copying formulas, and values; however it is
also used to fill in a variety of series such as sequential numbers, dates and

mixed text.
This Entry Can be extended to
1,2,3 4,5,6,7 etc
January February, March, April etc
Jan Feb, Mar, Apr etc
Monday Tuesday, Wednesday, Thursday etc
Mon Tue, Wed, Thu etc
Qtr 1 Qtr2, Qtr3, Qtr4
1 June 2 June, 3 June, 4 June etc
01/04/04 02/04/04, 03/04/04, 04/04/04 etc.
15t Period, an Period, Srd Period etc.
9:00 AM 10:00 AM, 11:00 AM etc.
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Using the Fill Handle

Open a blank worksheet and try the following fill handle techniques:

SO s WN

_...._._..
W - Yo

>

mon

A | B C D E F G H
1 | Monday MON Monday  1/04/2004 5 January
1 2 Tussday TUE Monday 100572004 10 Fabruary
1 3 WednesdaWED Monday 1/406/2004 15 March
1 4 Thursday THU Monday  1407/2004 20 Apnl
I 5 Friday FRI Monday 14872004 25 May
! 6 Saturday SAT Monday 1032004 0 June
! 7 Sunday SUN Monday  1/10/2004 35 July
I 8 Monday MON Monday  1/11/2004 40 August
| 9 Tuesday TUE Monday  1/12/2004 45 Seplember
1 10 WednesdaWED Monday 10172005 50 October
! 11 Thursday THU Monday 140272005 &5 November
1 12 Friday FRI Monday 1032005 B0 December

Type a #1 in A1. Drag down to A12. You should end up with all number
ones. This is because Excel has no idea you want to have a series, i.e.1,
2, 3 etc.

Type a #1 in B1. Hold down the CTRL key and drag down to B12. You
now have a series. The CTRL key makes Excel do the opposite of its
natural function when using the fill handle.

Monday will drag down the days of the week

The fill handle is case sensitive and will recognize abbreviations.

Here the CTRL key was held down while dragging Monday,

hence Excel did its opposite function.

Type in a date. Drag down with the RIGHT mouse button. When you
release the mouse, you can select different options from the shortcut
menu. FILL MONTHS was selected in this example.

To get a series such as this you need to give Excel a bit of a hand. In
G1 type #5, in G2 type #10. Now select both these cells and drag down
with the fill handle. Excel now recognizes the sequence.

Finally, a trick which is handy especially if it is a very long list you have
to drag. Type the first entry and then DOUBLE CLICK on the fill handle.
The series will fill as far down as the column next to it, so this will not
work if there isn’t any data in the column nextdoor.
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Using the Fill Series Command

If you have a specialized or very long list, it may be more efficient to use
the EDIT, FILL, SERIES option.

If you had to have a column numbered 1 to 600, it would be quickertousethe
EDIT, FILL, SERIES command. Another example is if you had to have a
monthly date entered for 25 years (for a mortgage repayment schedule)

Series @

Seres n Type
" Rows o Linear .
* Columns " Growth
Date
Trend ~ Autofl

Step value: Ii Stop value: I'}U]
Carcel

The above Example shows having a column numbered from 1 to 600.

1. Type a #1 in a blankcell.

2. Click on EDIT, FILL,SERIES

3. Select either ROW Sor COLUMNS (specifies where data will be
filled- column is the more common).

4. Excel recognizes #1 as being a number and therefore has
automatically selected LINEAR.

5. Make sure Step Value = 1, and Stop value =600

6. Click on OK to finalize.

Linear - will create a linear series based on the value you have entered on the
worksheet. If the TREND option is cleared, Linear uses the value in the STEP
VALUE text box. This value is the amount you want adding each time to the
value you have on the worksheet - 1 would make it 1,2,3,4 etc. 2 would make
it 1,3,5,7 etc). STOP VALUE is the value you want to stop at.

If TREND is enabled, the STEP VALUE AND STOP VALUE are greyed out. In this
scenario you would enter an example of the trend desired in 2 or more cells on the
worksheet, then select all the cells which you want filling before going to the EDIT,
FILL, SERIES command. For example, if you put #5 in cell A1, and #10 in cell A2,
then select A1:A12, the result would be 5,10,15,20,25,30,35,40.....60.
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Growth - will create a series whereby the number is multiplied by the number
in the STEP VALUE. If you have #1 in cell A1, then go into EDIT, FILL, SERIES and
select COLUMN, GROWTH, STEP VALUE = 2 and STOP VALUE = 20 the result

would be 1,2,4,8,16.

Customizing a Fill Series
Any list of items that you use constantly can be made into a customized list.

For example - a roster of staff members

1. If you have a list typed, select the list.
2. Click on TOOLS, OPTIONS, CUSTOM LISTS
Optiers ﬁ_zl
= Irtwecations T Crrow Chwckrg iy Securty
V. Caletsmon e | Seneryd | Teaositon Qo Lints Dt
|
CABOm biis Lt grires:
PEw 32 '-D)‘ Shes A | ‘
Many, Tus, Wed, The, P S, 5 3 S
Morchey, Tussday, Wednesday Mo, B o Db | ‘
flan, Faby My, A, May, Yo, ) Gyl P b - J
 Jarwpany . Fatruwry, March, Aced Perege Bosdar o
POTREWEEDTTINT o, e |
] Margaret Hobby
K arem Thck |

Fress Endey Lo separate B erlries

oot ks From ool G817 ap24 Y | Ingert ;I ‘
|

|
|

o Cacel
3. Click on the IMPORT button. The list you selected will
appear in the LIST ENTRIES window.
4. If you did not select a list before you entered this option, click in the

LIST ENTRIES window and type in the list, using a new line for each
entry. When you have finished adding items, click on the ADD button.

5. Click on OK to finish.

Deleting a Custom List

1. Click on TOOLS, OPTIONS, CUSTOMLISTS
2. In the CUSTOM LISTS window, select the list to be deleted
3. Click on the DELETE button

Click on OK to accept the warning that the list will be deleted and then OK
again to close the CUSTOM LISTS window.
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CONDITIONAL FORMATTING

Conditional formatting is extremely useful for things like changing the color of
cells or text in order to flag an event. Formatting occurs when a cell reaches
the condition that is set in the Conditional Formatting option.

Examplel If you are doing aroster, having cells that reach a certain date turn
red.

Example2 A spreadsheet that has student exam results - having those that
Pass turn yellow in order to see who should receive a
Distinction. You may also want to highlight the “Fail” marks in
red so as to flag them for follow up. The instructions for doing
this example are below.

Creating a Conditional Format

Steps 1-8 show how to make cells in Column D below change color if a student
has passed (using 19 marks or over as the benchmark), (the formula will have
to refer to the data in Column C to work this out). Steps 9-10 show how to
make the score in Column C change color if a student has 10 marks or less (to
show that they have failed).

Sarmane L hitshias Scuie *aun | peb
fAcherds Jows =
. )
'

1. Click in the first cell that will have conditional formatting attached (D6)
2. Click on FORMAT, CONDITIONAL FORMATTING. The
CONDITIONAL FORMATTING dialog box willappear.

Conditisnal armalteg

it |

P idmn v e
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whar concitan w hrue
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3. Change the first dialogue box to FORMULA IS. This allows you to enter
the instructions to refer to another location other than the one you are
currently in.

4. The formula is the condition i.e. to find out if the figure to the left is

greater than or equal to (>=) 19 . If you use the pointer to enter the
cell address, make sure you change it to relative (as a default Excel will
make it Absolute).

5. Click on the FORMAT button

6. In the FORMAT CELLS dialogue box that appears, make all the required
changes. In the example being used here you would choose the
PATTERNS tab, and then choose a yellow fill color for the cell.

7. Click on OK (twice) to finalize the formatting.

8. To copy the formatting to the rest of the cells in the column either:

> use the FORMAT PAINTER

> use the fill handle (use this only if the cell contains a formula) to copy
to the other cells - beware - if you use the fill handle on cells
containing values, you will change the values; or

» use the normal COPY command and then use the EDIT, PASTE SPECIAL,

FORMATS option to apply to the other cells

9. To apply conditional formatting to an active cell (in our example,
changing the cell to red if the student has 10 or less marks) - place the
cursor in Cell C6. Click on FORMAT, CONDITIONAL FORMATTING

10. Select CELL VALUE IS (this will make Excel look at the value of the cell
you are currently placed in). Make the changes the same as below (the
fill color is red). Click on OK to finish, and then copy the formatting to
the rest of the column as previously described.

Conditional Formatting @@
Condtion |
I(dv.mel: w | Jioss than or equal to j l1o Y|
when condition is true: e
add>> | pelete.. | ok | concel |
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Should you require more than one condition, click on the ADD button.lfyouwant
to get rid of a condition, select the DELETE button and then specify which
condition is to beerased.

Find cells that have conditional formats

To find all cells that have conditional formatting, click any cell in the worksheet
then follow the steps 1-3below.

To find cells that have conditional formatting settings identical to the settings of
a specific cell, click the specific cell, and then do steps 1-4 below.

On the EDIT menu, click GOTO.

Click on the SPECIAL button.

Select the CONDITIONAL FORMATS option.

To find cells with identical conditional formats, click SAME below DATA
VALIDATION (the default is ALL).

HwWwnN —
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TABLES

A table is made up of columns and rows. Where they intersect, a cell is created.
When you create a table in Excel, you can manage and analyze the data in that
table independently of data outside of the table. For example, you can filter table
columns, add a row for totals, apply table formatting, and apply a style to a
word, line, or paragraph
A. Insert a table
1. Select the cell range
2. On the Ribbon, select the Insert tab>in the Tables group >click
Table
3. In the new window under Where is the data for your table? Make
sure the range is the same as the one you selected
4. Check the box to the right of My table has headers
5. Click OK

B. Table design
1. The Design tab is now showing on the Ribbon

C. Table expansion
1. One of the great options with using a table format is that you can
expand the table
i Move your mouse pointer to the bottom right corner of the
table and use the Fill Handle to click and drag to the right
and down
ii. Notice how the added cells change their look and feel to
match the table
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CHART

The Charts are used to give a graphical touch to the written data. It is very useful
for analyzing and understanding them very quickly.

In Microsoft Excel, you can represent numbers in a chart. On the Insert tab, you
can choose from a variety of chart types, including column, line, pie, bar, area,
and scatter. The basic procedure for creating a chart is the same no matter what
type of chart you choose. As you change your data, your chart will automatically
update. You select a chart type by choosing an option from the Insert tab’s Chart
group. After you choose a chart type, such as column, line, or bar, you choose a
chart sub-type. For example, after you choose Column Chart, you can choose to
have your chart represented as a two -dimensional chart, a three-dimensional
chart, a cylinder chart, a cone chart, or a pyramid chart. There are further sub-
types within each of these categories. As you roll your mouse pointer over each
option, Excel supplies a brief description of each chart-

Create a Chart

Toy Sales

. —
—
J '
= . | o
T N |

A 2711

M3

To create the column chart shown above, start by creating the worksheet below
exactly as shown.

1 Toy Sales

3 Products Regionl Region2 Region3

Dolls 2478 2640 2388
5 Trucks 2031 2173 2790
6 Puzzles = 1918 722 2795
! Total 6427 7535 7973

8

After you have created the worksheet, you are ready to create your chart.
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EXERCISE 1

Create a Column Chart
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1. Select cells A3 to D6. You must select all the cells containing the data you
want in your chart. You should also include the data labels.

2. Choose the Insert tab.

3. Click the Column button in the Charts group. A list of column chart sub-
types appears.

4. Click the Clustered Column chart sub-type. Excel creates a Clustered
Column chart and the Chart Tools context tabs appear.

Apply a Chart Layout

Context tabs are tabs that only appear when you need them. Called Chart Tools,
there are three chart context tabs: Design, Layout, and Format. The tabs become
available when you create a new chart or when you click on a chart. You can use
these tabs to customize your chart.

You can determine what your chart displays by choosing a layout. For example,
the layout you choose determines whether your chart displays a title, where the
title displays, whether your chart has a legend, where the legend displays,
whether the chart has axis labels and so on. Excel provides several layouts from
which you can choose.
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1. Click your chart. The Chart Tools become available.

2. Choose the Design tab.

3. Click the Quick Layout button in the Chart Layout group. A list of chart

layouts appears.

4. Click Layout 5. Excel applies the layout to your chart.

Add Labels

When you apply a layout, Excel may create areas where you can insert labels. You
use labels to give your chart a title or to label your axes. When you applied layout
5, Excel created label areas for a title and for the vertical axis.
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1. Select Chart Title. Click on Chart Title and then place your cursor before
the C in Chart and hold down the Shift key while you use the right arrow

key to highlight the words Chart Title.

2. Type Toy Sales. Excel adds your title.

3. Select Axis Title. Click on Axis Title. Place your cursor before the A in
Axis. Hold down the Shift key while you use the right arrow key to

highlight the words Axis Title.

4. Type Sales. Excel labels the axis.

5. Click anywhere on the chart to end your entry.

Switch Data

If you want to change what displays in your chart, you can switch from row data

to column data and vice versa.

Toy Sales
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1. Click your chart. The Chart Tools become available.

2. Choose the Design tab.

3. Click the Switch Row/Column button in the Data group. Excel changes the

data in your chart.

Change the Style of a Chart

A style is a set of formatting options. You can use a style to change the color and
format of your chart. Excel 2007 has several predefined styles that you can use.
They are numbered from left to right, starting with 1, which is located in the

upper-left corner.
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1. Click your chart. The Chart Tools become available.

2. Choose the Design tab.

3. Click the More button *'in the Chart Styles group. The chart styles
appear.
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4. Click Style 42. Excel applies the style to your chart.
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Change the Size and Position of a Chart

When you click a chart, handles appear on the right and left sides, the top and
bottom, and the corners of the chart. You can drag the handles on the top and
bottom of the chart to increase or decrease the height of the chart. You can drag
the handles on the left and right sides to increase or decrease the width of the
chart. You can drag the handles on the corners to increase or decrease the size
of the chart proportionally. You can change the position of a chart by clicking on
an unused area of the chart and dragging.
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1. Use the handles to adjust the size of your chart.

2. Click an unused portion of the chart and drag to position the chart beside
the data.

Move a Chart to a Chart Sheet

By default, when you create a chart, Excel embeds the chart in the active worksheet.
However, you can move a chart to another worksheet or to a chart sheet. A chart
sheet is a sheet dedicated to a particular chart. By default Excel names each chart
sheet sequentially, starting with Chart1. You can change the name.
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1. Click your chart. The Chart Tools become available.
2. Choose the Design tab.

3. Click the Move Chart button in the Location group. The Move Chart dialog
box appears.

Choose where you want the chart to be placed:

ﬁ @ New gheet: Toy Sales P
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4. Click the New Sheet radio button.

5. Type Toy Sales to name the chart sheet. Excel creates a chart sheet
named Toy Sales and places your chart on it.

Change the Chart Type

Any change you can make to a chart that is embedded in a worksheet, you can

also make to a chart sheet. For example, you can change the chart type from a
column chart to a bar chart.

1. Click your chart. The Chart Tools become available.

2. Choose the Design tab.

3. Click Change Chart Type in the Type group. The Chart Type dialog box
appears.

4. Click Bar.

5. Click Clustered Horizontal Cylinder.
6. Click OK. Excel changes your chart type.
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Toy Sales

EXERCISE 2

Create a Pie Chart
The steps below will create a basic pie chart. Select the Data
> Click on the /nsert >Pie>Select the Style

ADDING THE CHART TITLE
Edit the default Chart Title by clicking on it twice - but don’t double click

1. Click once on the default chart title to select it - a box should appear

around the words Chart Title
2. Click a second time to put Excel in edit mode, which places the cursor
inside the title box

Delete the default text using the Delete/Backspace keys on the keyboard
4. Enter the chart title into the title box

ADDING THE DATA LABELS
1. Click once on the pie chart in the plot area to select it

Right click on the chart to open the data series context menu
In the context menu, hover the mouse above the Add Data Labels option
to open a second context menu

4. In the second context menu, click on Add Data Labels to add the values
for each School- to each slice of pie in the chart
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CHANGING THE COLOR OF THE PIE SLICES

1.
2.

5.

Click on the chart background to select the entire chart
Click on the Change Colors option located on the left hand side of
theDesign tab of the ribbon to open a drop down list of color choices

Hover your mouse pointer over each row of colors to see the option name

Click on the Color 5 option in the list - the first choice in
the Monochromatic section of the list

The slices of pie in the chart should change to varying shades

CHANGING THE CHART’S BACKGROUND COLOR

Formatting the background is a two-step process because a gradient is added to
show slight changes in color vertically from top to bottom in the chart.

1.
2.
3.

Click on the background to select the entire chart

Click on the Formattab of the ribbon

Click on the Shape Fill option to open the Fill Colors drop down panel
Choose Blue, Accent 1, Darker 25% from the Theme Colors section of the
panel to change the chart’s background color to dark blue

Click on the Shape Fill option a second time to open the Colors drop
down panel

Hover the mouse pointer over the Gradient option near the bottom of the
list to open the Gradient panel

In the Dark Variations section, click on the Linear Up option to add a
gradient that gets progressively darker from bottom to top

CHANGING THE TEXT COLOR
Change the color of all text in the chart to white

1.

2
3.
4.
5. All the text in the title and data labels should change to white

Click on the background to select the entire chart

Click on the Formattab of the ribbon if necessary

Click on the Text Fill option to open the Text Colors drop down list
Choose White, Background 1 from the Theme Colors section of the list
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ADDING CATEGORY NAMES AND MOVING THE DATA LABELS

This step will add the name of each School to the data labels along with the value
that is currently displayed. It will also ensure that the data labels are displayed
inside the chart so there will be no need to display leader lines linking the label
to its respective slice of the pie chart.

1. Click once on one of the data labels in the chart - all data labels in the chart
should be selected

2. Click on the Formattab of the ribbon if necessary

3. Click on the Format Selection option on the left side of the ribbon to open the
Formatting Task pane on the right side of the screen

4. If necessary, click on the Options icon in the pane to open the /abel/ options

5. Under the Label Contains section of the list, add a check mark to the Category
Name option to display the School names as well as their Percentage, and remove
the check mark from the Show Leader Lines option

6. Under the Label Position section of the list, click on the /nside end to move all
data labels to the outer edge of their respective sections of the chart

CHANGING THE FONT TYPE AND SIZE

Changing the size and type of font used in the chart, will not only be an
improvement over the default font used in the chart, but it will also make it
easier to read the category names and data values in the chart.

Note: The size of a font is measured in points - often shortened to pt.

72 pt text is equal to one inch - 2.5 cm - in size.
1. Click once on the chart’s title to select it
2. Click on the Home tab of the ribbon

3. In the font section of the ribbon, click on the Font box to open the drop
down list of available fonts

4. Scroll to find and click on the font Lucida Sans Unicodein the list to
change the title to this font

5. In the Font Size box next to the font box, set the title font size to 16 pt

6. Click once on the data labels in the chart to select all four labels

7. Using the steps above, set the data labels to 8 pt Lucida Sans Unicode
EXPLODING A PIECE OF THE PIE CHART

This last formatting step is to drag or exp/ode the St. Mary’s slice out from the
rest of the pie to add emphasis to it.
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After exploding out the St. Mary’s slice, the rest of the pie chart will shrink in
size to accommodate the change. As a result, it may be necessary to reposition
one or more of the data labels to place them fully inside their respective sections.

1. Click once on the pie chart in the plot area to select it
2. Click once on the St. Mary’s slice of the pie chart to select just that

section of the chart - make sure that only the St. Mary’s slice is surrounded by
the small blue highlight dots

3. Click and drag the St. Mary’sslice out from the pie chart to explode it
4, To reposition a data label, click once on the data label - all data labels
should be selected

5. Click a second time on the data label to be moved and drag it to the

desired location

Pass % In HSLC Examination In 2017
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Operators

Operators are those which works on operands. For example A + B. Here A and B
are the operands and + is the operator. Based on the type of operations we can
have grouping of these operators:

1. Arithmetic Operators: To perform basic mathematical operations such as
addition, subtraction, divisions, multiplications, etc, we use arithmetic
operators.

Arithmetic Operators Meaning Example

+ Addition 343
- Subtraction 6-4
* Multiplication 5%9

- (Negation) Unary negative operator -89
/ Division 45/8
% Percent 20%

A (Caret) Exponentiation 3A2=9 means 3.

2. Comparison Operators: We can compare two values with comparison
operators such as are they equal, greater less than the operand with
whom we are comparing them. When we compare two operands, the
result is always in either true or false.

Comparison Operator Meaning Example
= Equal to Al1=B1
> Greater than C1>C5
S Greater than equal to B1>=EIl
< Less than M2<H4
<3 Less than Equal to D5<=D10
<> Not equal to H1<>H2

3. Text Concatenation Operator: We use & ( ampersand operator) to join or
concatenate one or more strings. Example : “north” & “Wind” will give the
result as “northWind”.

4, Reference Operators: Combines range of cells for calculations with the

following operators:

Reference Operator Meaning Example

Range Operator, which provides a range of B1:B10
all the cells in between two given cells.

Union operator, which combines multiple =Sum(B1:B5, C3:C10)
references into one reference.
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THE FUNCTION WIZARD

A function is inserted into a spreadsheet either by typing it directly into the
active cell; or in the formula bar; or by using the INSERT FUNCTION option in
Excel. The latter automates the process, ensuring that you get arguments in

the right order.
There are several ways of accessing the INSERT FUNCTION dialog box:
> Use the INSERT menu, select the FUNCTION option;
> Use the shortcut - SHIFT + F3; or
> Click on the INSERT FUNCTION icon next to the formula bar.
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Using the Function Wizard

1. Make sure you are in the cell where you want to place a function, and
then open the INSERT FUNCTION dialog box by one of the methods
listed above.

2. The INSERT FUNCTION dialog box will appear.
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a)

b)

Type a brief description of what you want to do - then click on GO. Excel
will search for functions that might perform the job;or

If you prefer, and if you know the name of the function, you can drop
down a list and select a category. If you aren’t sure which category your
function is in, selectALL.

To make scrolling to your function quicker when you are in the ALL category:
» Click somewhere in the “SELECT A FUNCTION” area of the
dialogbox; > Type in the first two or three letters of the name very quickly.
For example

if you type VLO quickly, it will return VLOOKUP. If you type it slowly, you
will get the functions starting with the letter “V”, and then when you type
“L” the list will change to the functions beginning with the letter’L”.

If you used the function recently, select the MOST RECENTLY USED category -

this is a convenience list of your recently used functions.
c) A brief description of the selected function.
d) A link to take you to Excel’s comprehensive help menu for further

details on the selected function, this includes examples of use.

Once you have found the function you require, select it then click on OK.
The FUNCTION ARGUMENTS dialogbox appears. Most of the time you will
be required to enter the arguments yourself.
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The data in the text box can be changed by either:

> Clicking in the formula bar in the main excel window in and
changing thedata;

» Dragging over cells behind the FUNCTION ARGUMENTS dialogbox (the dialog
box can be moved to make viewing easier - just click and drag on the title
bar); or

» Temporarily collapsing the FUNCTION ARGUMENTS dialog box by
clicking on the COLLAPSE DIALOG icon. This will then allow you to select
larger ranges without hindrance. When you have selected the range/data
click on the restore button

Function Arguments mm

AL:AY P-.
Click here to restore the -
FUNCTION ARGUMENTS dislog
box
5. When you have finished filling in all the arguments required in your

function, click on OK.

Restoring the Function Arguments dialog box in order to edit a function
1. Click in the cell where the functionis.
2. Click on the INSERT FUNCTION icon (the fx button) to restore the dialogbox.

fx =SUM(A1:A3)

O & WK -
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Shortcut for entering a function

You can access your most recently used functions without having to go through

the INSERT FUNCTION dialog box.

1. Make sure you are in the cell where you want the function to be.
Instead of clicking on the fx icon to start your function, type an equal
sign (=). You will see the function that was last used in the space
where the cell address normally shows.

2. Either click on the function name (if it is the one you want to use), or
click on the drop down arrow next to the function name to see the list
of recently used functions.
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As soon as you click on the required function, you will go straight to
the FUNCTION ARGUMENTS dialog box, bypassing the [INSERT

FUNCTION option.

Some commonly used Functions

>

>
>

>

Char(Number): This function returns Character of any ASCII code.
Example =char(97) will return “a”.

Concatenate: (“Text1”, “Text2”): Will concatenate two strings.
Len(String): Counts number of character in a string. This includes the
white spaces also.

Trim(String): Removes unwanted white spaces of a string.

Date and Time Function:

>

>

>

>

Days360(“StartDate”,”"EndDate”): This function returns difference between
the start date and the end date in integer value in a 360 day vyear.
Example: =Days360(“12/12/2011",712/13/2011) will return 1.
Date(year, Month, Day): This function returns a numeric equivalent of the
date. Example, =DATE(2012,10,5) will return 05-10-2012

Now(): This function returns the current System date and time.

Today(): Returns System’s Current Date.

Mathematical and Statistical Functions:

>

>

>

ABS(Number): This function returns the absolute value of the number
supplied as the argument.

Int(Number): This function returns rounds of the number, passed as the
parameter to the near integer.

Sgrt(Number) : This function returns the square root of the number
passed as the parameter.

Power(Number, Power): Multiplies a number with itself for the given
number of power. Used to find out squares, cubes etc.

Mod(number, Divisor(): Returns the remainder of the division of the
number divided by the divisor.

Max(Number1, Number2,....): Finds out the maximum out of the given
numbers.

Min(Number1, Number2,....): Finds out the minimum out of the given
numbers.

Average(Numberl, Number2,....): Finds out the average out of the given
numbers.

Count(Valuel, Value2...): Counts the number of values passed as the
arguments.
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Logical Functions:
» AND(logicall, Logical2,...): Returns true if all the conditions satisfies and
returns false if any single condition fails to comply.
Example, =AND(A3>10,B3>20) will return True only when both A3 >10
and b3>20 or else will return False.
> OR(Logicall, Logical2,....): Returns true if any of the condition satisfies.

Example, =OR(A3>23,B3>10) will return true if either value at cell A3 >
23 or B3 > 10 else it will return false.
> NOT(Logical) : Will return True if the logic is false or else returns True.

Example, say value at cell A3 is 10 then “=NOT(A3>30)” will return True.
> IF(condition, IFTrue, IFFalse): Returns one value if condition specified is
true or the other value if the condition is false.

Example=(if(b4>35,"Pass”,”Fail”) will return Pass if value at cell b4 > 35
and will return “Fail” if value less then equal to 35.
CONCATENATION
The CONCATENATE function joins strings of text together. It is often used when
working with databases but is also useful for consolidating information. There
are two methods of concatenating text, with the CONCATENATE function or by
using the & operator. Both are explained here.

Example : When doing consolidations where you have to combine information,
you may end up with a list where items often mean the same thing e.g. imagine
working with two different companies each with their own expense sheet. It is
your job to bring the expenses together in a consolidated expense sheet.

DodgyBrothers Sweet ToothCafe
Wages Telephone
Electricity
Communications
Power COGS
Rent Lease
COGS Salaries

In a consolidated expense sheet this may look better presented as:
Wages & Salaries

Electricity & Power

Rent & Lease

Telephone & Communications

COGS & COGS
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COGS would look unusual being mentioned twice so we have combined it into
one listing, using an IF function.

The listing for the consolidated information could be typed as ordinary text,
however you would be breaking a basic rule of spreadsheeting - Do not repeat
information, use cell references. If you change the ORIGINAL text in any way
whatsoever, the change will automatically be reflected in the Consolidation if you
use Concatenation to combine the information.

In the following detailed instructions there are two ways of handling
concatenation, one where words are combined (Electricity and Power) and one
where the listing is only mentioned once (COGS). An exercise has been set up for
your convenience and can be found in the working example Consolidation. The
first two worksheets belong one each to Dodgy Brothers and Sweet Tooth Café,
the third worksheet is the consolidation where you can concatenate the cells.

Example 1 - Combining two entries using the & operator
Join the two cell references with &” and “&
Wages and Salaries have been combined

A5 - # =TDodgy Bros1AS4" and “&'Sweet Tooth CafelAS
A B8 C D E F
1 CONSOLIDATION
=
3 January February Maich
4 Expenses
5 [Wanes and Salanes |

'

-~

g
9
10
11 Total Expenses $ $ $
In Excel you normally have operators such as +, -, / or * between cell

references, which asks Excel to add, subtract, divide or multiply the contents of
those cells. In this scenario however, we are joining two cells that contain text.
The & symbol is the operator used for joining cells with text. They are usually
in pairs so that in between the symbols you can indicate what text you want to
join the words (a space or words, punctuation etc). This text must be enclosed
in double quotation marks - *”
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Using the Consolidation workbook as an example, make sure you are in
Cell A5 on the CONSOLIDATION worksheet.

Type an “=" sign (the beginning of everyformula).

To get the first cell which contains the word “Wages”, click on the
DODGY BROS worksheet tab at the bottom of the window, then click in
A5, the cell address ‘Dodgy Bros’!A5 should be in the address bar.
Type an ampersand (@ & symbol, found above the number 7 on the
keyboard). This tells Excel you are going to add some text or point to
another cell containing text.

We want some text between the words “Wages” and “Salaries”. This text
is a space, followed by the word “and” followed by another space. After
the & you just typed, type “ and “ (a double quotation mark, a space,
the word “and” and then another space, close the quotation marks).
Any text you want between cells MUST BE ENCLOSED IN DOUBLE
QUOTATION MARKS.

Type another &. This tells Excel you are ready to point to another cell.
The & .oveviiiiiiiennns "& is the way to combine cells containing text with
whatever text or symbols you place between these characters - in our
case with a space, the word “and”’and another space.

Click on the SWEET TOOTH CAFE worksheet tab. Then click in cell A5
(the cell containing the word”Salaries”.

To finalize the formula, click on the Green—' or hit ENTER on the keyboard.
Repeat the above instructions to create the Electricity & Power, Rent &
Lease and Telephone & Communications cells. (if you were sure they
were entered in the same order on both worksheets, you could use the
Fill Handle to copy the formula).

Example 2 - By using an IF function, combine two entries, ending up with one

entry

In the case of the COGS entry, combining them as in the first example, we would

end up with COGS and COGS which is exactly the same thing and would not look
very professional. By using an IF function we can say make Excel show COGS only

once, but if the original text changes then reflect that change automatically.

- A& *FTotgy Sros A2 Swea! Toas Cole ™8 Dadyy Bvoa VW Todgy Siwoa WL asd "R5weet Tooth CalWAE)
A | 8 C 1 E ¥ G { | --
CONSOLIDATION

Jamsary Fabimary Mach

11 Tatal Evpanscs § § i
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Ensure you are in Cell A9 of the CONSOLIDATION worksheet.
2. Call up an IF FUNCTIONS ARGUMENTS window.

Function Arguments ﬁlﬁl

I
Logical_test |Dodgy Bros'| A Smest Tooth Cafe'lAl &) = THLE

—_

Vaue # true l\‘wsg, Bres A8 ﬁ,.' = "COGS*

value_tf faice |Dodgy Bres1AB8" and "B'Swest Tooth C: "Ry = “COGS and COGS”

- "C0GS"
Checks whather a condition s met, and reburns one value F TRLE, and another value
FALSE

Logical_test is oy value or sagressen that can be avalusted to TALE or FALSE

Formuly replt = OGS

Halp g0 this function o [ || Corxel

Logical_test
» click on DODGY BROS worksheet and select A8.

» Type an “="sign
> Click on SWEET TOOTH CAFE worksheet and select A8.
i.e. you are asking “is the cell A8 in Dodgy Bros the same as cell A8 in Sweet Tooth
Café”. The result of the logical test is “True”. The cells are the same as each other.
1. value_if_true
> Click on DODGY BROS worksheet and select AS.
i.e. if the cells are the same, you only wish to have the word “COGS” appear once.
2. value_if_false
> Click on DODGY BROS worksheet and select A8
> Type the following &” and”&

» Click on SWEET TOOTH CAFE worksheet and select A8

i.e. if the cells aren’t the same, show the contents of the two cells joined by the
text “ and “

3. Click on OK to finish the formula.
To see if this works correctly, try going to the DODGY BROS worksheet and changing
Cell A8 to read “Cost of Goods Sold ”. Go back to the CONSOLIDATION worksheet and
see if the cell containing COGS now reads “Cost of Goods Sold and COGS”
Example 3 - Using the CONCATENATE Function
The text cells can be joined by using the CONCATENATE function, which is found
under the TEXT category of functions.
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5.
6.

Call up a CONCATENATE FUNCTION ARGUMENTS window

Function Arguments

l
l

CONCATENATE
rext ! [EEDTEAE . ~ e
Tet2 [’ ad” w ="and”
Text3 ['Swpst Tooth Cafe 1S %) = “alaries

= "Wages and Salares”
Jowrs severd Dt stiings o0 one text strng,

Tewtl:text] tat2, ... e | bo X test strings o be jored ko 4 singls bet
sring and can be teod sirings, numbers, or single-coll references,

Formuia résul = Wages and Salaries

Mele on thes Function I oK | Cancel

In Textl, click on DODGY BROS worksheet and select A8. Then click in
Text2. Note Text 3 automatically appears (you can join upto 30 strings
of text)

In Text 2 type a space, then the word and, then type anotherspace.
Click in Text3 - note how the quotation marks have been added
automatically for you in the Text 2 dialogbox

Click on SWEET TOOTH CAFE worksheet and select A8

Click on OK to finalize the formula.

To fix up the problem of COGS appearing twice, you would have to create
an IF function and when you get to the “VALUE-IF_FALSE” section, call up a
CONCATENATE function and fill in as per instructions above.

The final step to completing the exercise is to bring across the figures for
DODGY BROS and SWEET TOOTH CAFE. These will be normal formulas - do
not retype the figures because if the original figures change, the retyped
ones on the CONSOLIDATION worksheet will not change. By using the
following instructions the consolidation figures will automatically update
with any changes.

Using Wages and Salaries as an example:

1.

2.

Using the CONSOLIDATION worksheet, click in B5. Type an “=" sign
to start off a formula.
Click on the DODGY BROS worksheet tab and select B5 (the first wages

amount).
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Type a “+”sign
Click on the SWEET TOOTH CAFE worksheet tab and select B5 (the

pw

=4

first salaries amount)

Now

WORKING WITH TEXT

Either click on the green— or hit ENTER on the keyboard to finalize.
Use the fill handle to drag this formula across to February and March
When you have finished inputting all the consolidated figures, check
the final totals agree with the final totals of the first two worksheets.

There are many functions under the TEXT category and once you have worked
with a few the others are quite easy to follow. Some of the more common text

functions are:

LOWER ® PROPER UPPER
° MID i d RIGHT ¢ LEFT
B C
1 Richards julia
2 Thompson sarah
3 Smith fred
Syntax Description Example

=lower(cell address)

Gives you the text all in lower case

=lower(A1) would return
"richards”

=upper(cell address)

Returns text string in upper case

=upper(Al1) would return
"RICHARDS"

=left(cell address)

Returns the leftmost character in a text
string

=left(A1) would return "R"

=right(cell address)

Returns the rightmost character
in a text string

=right(A1) would return "s"

=mid(cell_address,whe
re_to_start,how_many_
characters_ to_return)

Returns characters from a specified

point in the text
Has 3 arguments.
1. Cell address

2. Which character to start
from (first character is no 1)

3. How many characters do

you want to appear

Example - to return the 15t

three letters of the

surname

=mid(A1,1,3) would return
"Ric"

=proper

Makes the first letter of character
string uppercase

=proper(B1) would return "Julia"
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Nested Text Functions

If nesting text functions (having more than one function in the same formula)
ensure you enter the formulas in the right order.

For example: If you wanted the first 3 letters of the surname

in Lower case:

Rightway: = lower(mid(A1,1,3)) would return’ric”
Wrongway:=mid(lower(A1,1,3)) would return an error

WORKING WITH DATES

Dates are stored as numbers in spreadsheets and because of this you can do
calculations using dates. Take the number 36500.35 for example. The integer
component (36500) is the date and the decimal fraction (.35) is the time. The
integer number is the number of days since 01/01/1900. The number 36500.35
therefore, would be 6 December 1999, 8.24am.

By going to the TOOLS, OPTIONS menu and clicking on the CALCULATION tab
you can enable the 1904 DATE SYSTEM option which calculates all dates from
January 1, 1904.

When you enter a date into a cell in a worksheet Excel formats that cell as a date
format. If you then try and put a normal number into that cell, it will appear as a
date. This is because the formatting information and the data are stored
separately in spreadsheets. To correct the situation you need to reformat the cell
as a number (FORMAT, CELLS, NUMBER) or clear the format (EDIT, CLEAR,
FORMATS). You can also use the shortcut key to return a cell to GENERAL format
- CTRL + SHIFT + ~ (a tilde).

NOTES : If you are typing a date into a cell, you can use either / or -(slashes or
hyphens) as separators. E.g. 31/12/99 or 31-12-99 do the same formatting.

If entering a date with the year between 1920 and 2029, you only need to enter
the last two digits. Before or after these years, enter the four numbers for the
date to appear correctly.

The easiest way to enter a quantity of dates in a row or column is to use the
EDIT, FILL, SERIES command. You can then make the dates appear in Day,
Weekday, Month or Year series. Alternatively you can use the fill handle with the
Right Mouse Button to select a series of dates.

CTRL + ; is a shortcut for entering the current date.

A cell with a date can be reformatted to appear the way you want by going to
FORMAT, CELLS, DATE (for pre-designed formats) or FORMAT, CELLS, CUSTOM to
design your own format. The following table shows some of the different ways of
formatting a date - using 6 August 2004 as an example:
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m/d 8/6

d/m 6/8

d/m/yy 11/8/04

dd/mm/yy 06/08/04

d-mmm 6 Aug

d-mmmm 6 August

dddd d mmmm yyyy Friday 6 August 2004

Useful Date Functions

There are many DATE functions available but some common ones are:

DATE Returns a serial number that represents a particular date. The result is
formatted to appear as a date. This function is most often used when creating a
date from values in a spreadsheet. Calculations can be performed on these dates
because they are stored as a serial number

Syntax: = DATE (year, month, day)

e e O

A F (
| 1 MEMBERSHIP LISTING

N

3
i 4 |Bloggs Fred |
| 5 Brown John 27
’ 6 Smith Tom 23

=DATE(E4,04,C4)

D E F

Suname FirstName Day Joined Month_Joined Year_Joined  Date

8 20011 1108/2001
23 2003 2711172004
B 1999 23/04/1999

NOTE: If you enter an invalid month e.g. 14, Excel assumes you wish to use
Febru-ary (12 months + extra 2 months into the new vyear). If you enter an
invalid day such as 45, Excel will add that number to the first day of the month.

Example: DATE(2004,14,45) would return 17 March 2005. (1st February 2004 +

45 days)
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Example:

DAY : Returns a number as a value corresponding to the day in a date-

numbersrange between 1 and 31.

Useful if you need to extract the day so as to perform calculations.
Syntax:DAY(serial_number)

Example: Two examples are given, the first where the formula refers to a cell
containing a date, the other where the date is used in the formula itself - Note
that the date is enclosed in quotation marks. If the quotation marks were not
there Excel would attempt to take 17 and divide by 12, then the result would be
divided by 1979.

B3 - & =0AY(BY) 83 - & ~DAY(C1/ RS
A ] C A ' & C
| 1 Date Joined 17121979 1 Dme Joined 171421979
2 'i
| 7377.:'17 of momth | '.'! 3 |Day of month | 7,"|
‘ 4 Morth of year 12 4 Month of yesr 12
5 Year 1979 5 Yeur 1979

MONTH : Returns a number as a value corresponding to the month in a date-
numbers range between 1 and 12.
Useful if you need to extract the month so as to perform calculations.

Syntax: MONTH(serial_number)

Example: Two examples are given, the first where the formula refers to a cell
containing a date, the other where the date is used in the formula itself - Note
that the date is enclosed in double quotation marks. If the quotation marks were
not there Excel would attempt to take 17 and divide by 12, then the result would
be divided by 1979.

84 v A =MONTHET) B4 v B =MONTHC17N279%)

4 Month of year 4 Month of year
. £

5 Yeam 19/9 5 Year 1979

i A .8 | (5 A 8 C
| Date Joined 17121979 ! Date Joined 17121979

! 3 Day of morth 17 3 Day of month 17

F
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YEAR : Returns a number as a value corresponding to the year in a date-numbers

range between 1900 and 9999.
Useful if you need to extract the year so as to perform calculations.

Syntax:YEAR(serial_number)

Example: Two examples are given, the first where the formula refers to a cell
containing a date, the other where the date is used in the formula itself - Note
that the date is enclosed in double quotation marks. If the quotation marks were
not there Excel would attempt to take 17 and divide by 12, then the result would
be divided by 1979.

ES - & =YEAR(B!) 5 - o =YEAR(M17A2797
=il A T - | C ‘ A 8 |
1 Date Joined 17121979 1 Date Joined 17121979
; 3 Day of month 17 3 Day of month 17
| 4 Month of year 12 ‘ 4 Manth of year 12
[§iven Silven

TODAY : Returns the current date. Useful for inserting into a spreadsheet where
the current date is required. This function does not require any arguments. The
date updates everytime a calculation is made in the worksheet.

Syntax:=TODAY()

Example:
) gETOOAYO
A B C D E
' l 'CREDITORS AS AT: |9 06 2004!
3 Country Energy 54000
4 Office Express 21050
5 Telstra 102015

NOW : Returns the current date and time. This function does not require any
arguments. The date and time update everytime a change is made in the worksheet.

Syntax:=NOW()
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Example:
" v A~ =.'~.§”l\'\'l:;
A 3 C D E
! [CREDITORS AS AT: 9062004 9:11
3 Courtry Energy 540 00
4 O%ce Cxpress 21050
5 Telstta 102015

ROUNDING FUNCTIONS

Numbers can be rounded to decimal places by using the INCREASE or DECREASE
DECIMAL on the Formatting toolbar or the FORMAT, CELLS, NUMBER option,
however you are not changing the value of the number when you use these, only
the display. For example, if you have 123.654 decreased to 123.65, you will see
123.65 in the worksheet but 123.654 in the address bar. Excel will use the
underlying value (123.654) to do any calculations, not the displayed value.

A number which has had a decreass in
decimal places, will still show the onginal
number in the address bar

s “~

-

At/ . i 123654
JA & c 0

ROUND : Rounds a number to a specific number of decimal places. It is made up
of 2 arguments, the reference to a number and the number of decimal places
that reference is to be rounded to.

Syntax: = ROUND (number, num_digits)

Notes: The number argument can be a number, a cell address referring to a cell
that holds a number, or a formula which results in a number.

The num_digits argument can be a negative or positive integer (whole number). If you
use a negative number it rounds that number of places to the left of the decimal
point. If you use 0 (zero), it number rounds to the nearest whole number.

Numbers less than 5 get rounded down. Numbers that are 5 or more get
rounded up.
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Examples:

A 8 C D
123
2 258 3
654
1253
5 250 456
b 1419 (56 = SUMIAY A5
7 1419 =ROUNDSUNAT A5 D)
8 1418 06 =ROUND{SUM(AT .A5) 2)
The ROUND function using a FORMULA, that

retums a number as ds NUMBER armument

Assuming that Cell A1 holds the number 2365.854, using the ROUND formula in
the following ways will return:

=ROUND(A1,0) 2366
=ROUND(AT1,1) 2365.9
=ROUND(A1,2) 2365.85
=ROUND(AT,3) 2365.854
=ROUND(A1,-2) 2400

A number can be used as the Number argument e,g:=ROUND (2365.854,-3)
would return 2000

ROUNDDOWN Works in the same way as ROUND, however as its name suggests,
this function roundsdown.

Syntax: = ROUNDDOWN (number, num_digits)

Examples: Assuming that Cell A1 holds the number 2365.854, using the
ROUNDDOWN formula in the following ways will return:

=ROUNDDOWN(AT,0) 2365
=ROUNDDOWN(AT1,1) 2365.8
=ROUNDDOWN(AT1,2) 2365.85
=ROUNDDOWN(AT1,3) 2365.854
=ROUNDDOWN(AT1,-2) 2300

ROUNDUP Works in the same way as ROUND, however as its name suggests, this
function roundsup.

Syntax: =ROUNDUP(number,num_digits)

Examples: Assuming that Cell A1 holds the number 2365.854, using the
ROUNDUP formula in the following ways will return:




MS Excel 2007 | 61 |

=ROUNDUP(A1,0) 2366
=ROUNDUP(AT1,T1) 2365.9
=ROUNDUP(A1,2) 2365.86
=ROUNDUP(A1,3) 2365.854
=ROUNDUP(AT,-2) 2400

EVEN Using this function a number can be rounded up to the
nearestevenintegeror down to the nearest even negative integer.

Syntax:Examples: = EVEN(number) = EVEN(13.6) 14
= EVEN(16.2) 18
= EVEN(16) 16
= EVEN(-3) -4

ODD This function rounds a number up to the nearest odd integer or down to the
nearest odd negative integer.

Syntax: =0DD(number)

Examples: =0DD(13.6) 15
=0DD(16.2) 17
=0DD(17) 17
=0DD(-4) -5

CEILING The CEILING function rounds a number up to the nearest specified
multiple. This is a useful function for rounding someone’s wages to the nearest 5
cents for example, since 1 and 2 cent pieces have been discontinued.

Syntax: = CEILING (number, multiple)
Examples: = CEILING (2365.81,.05)=CEILING(2365.81,-.05) 2365.85#NUM!

= CEILING(-2365.81,-.05) -2365.85
Note: The number argument and the multiple argument must have the same sign
or the function will return a #NUM! error.

FLOOR The FLOOR function rounds a number down to the nearest specified multiple.

Syntax: =FLOOR(number,multiple)
Examples: =FLOOR(2365.81,.05)=FLOOR(2365.81,-.05) 2365.80#NUM!
=FLOOR(-2365.81,-.05) -2365.80
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Note: The number argument and the multiple arguments must have the same
sign or the function will return a #NUM!error.

INT The INT function rounds numbers down to the nearest integer.

Syntax:=INT(number)

Example: =INT(2365.80) 2365

TRUNC The TRUNC functions truncates numbers to the right of the decimal point.

Syntax: TRUNC (number, num_digits) num_digits isoptional

Example: =TRUNC(2365.8045) 2365
=TRUNC(2365.8045,2) 2365.80
=TRUNC(2365.8045,1) 2365.8

LOGICAL FUNCTIONS

The AND, OR and NOT functions, like the IF function, are found under the
LOGICAL category of functions available in Excel.

Although they can be used in their own right, these functions are most often found
being used to increase the logical comparisons you can make within an IF function.

The AND and OR Functions
Both of these functions can have up to 30 arguments. The difference between
them is that:
> with an AND function, all arguments MUST be TRUE, to return a TRUE
result. Only one comparison needs to be false to make the result FALSE.
> With an OR function, only one of the comparisons needs to be TRUE to
return an answer of TRUE.

Examplel (Using the AND function) - Using a Sales Commission example, an
employee gets a 10% bonus commission when his sales meets a target ($1,500)
AND he has worked for the company for 2 or more years (2 comparisons). If
these comparisons are true he gets the 10% bonus, if he doesn’t meet these
conditions he gets a 5% bonus as long as he has sales of $500 or more (another
IF function). If sales are less than $500, the commission is zero.
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If we do an OR function using the same example, we would get a
different result, What we would be saying is an employee gets a
10% bonus if he reaches the $1500 target OR he has worked for
the company for 2 or more years. Therefore in this case he would
get his 10% bonus commission if he only has sales of $1,000.

Syntax: =AND(logicall,logical2,.......... logical30)
=OR(logicall,logicalz,.......... logical30)
logical# the comparisons you make, (each to be separated with a

comma) upto 30 are allowed as long as it does not exceed
1,024 characters in total.

Creating the AND function within an IF statement

1. Ensure your cursor is in Cell D8. Bring up the IF FUNCTION ARGUMENT
dialog box.
2. In a normal IF Function we would be using only one conditional test here.

However we have two tests to make so we use the AND function. You have
a choice of either manually typing the AND function in the Logical_test
dialog box, or using the AND FUNCTION ARGUMENTS dialog box. If using
the latter, make sure the cursor is in the Logical_test dialog box then click
on the drop down arrow on the Name Box (which should have the word “IF”
on it), and select the AND function from the list (go into MORE FUNCTIONS
if AND is not in the list).

functien Arguments icded

r

Legu ot kst y
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your cursor is in the
Logical_test dialog box

~

Crwchs whathuw & condbor o rmt
st

-

s et -

fk o0 the huoaen

Lagead toal Wy vwa o

[l el Tl

A retiarm orw sl F TRLE, ared sl vobm ¥

trpremaey ek oen S svabadtad to TR o AL

o l Carnnl




arrow here

MS Excel 2007 I 64-|

IF > X VB =IFy
AS B8 C D | E

/

Sales A arget $1 85000
y

o] V4

Step 2 - Click on Service
the drop down Length
77 Staff Membar Sales fyearst  Commission  Tetal
} 8 |michards, J 900 00 1 E] a00 00
| 9 |Smith, G 1600 00 1 1600 00

Favorks
s % v[# =A.
I =
Step 3 - Select the AND "’“{‘, .
function from the list or go :“:-‘U'“ !
into More Fu_nctlons if AND venace BE ——
is not in the list. T los Commissii
COUNT |
Mt' | $1.50000
N
UM
"4,"} Functions
7 Stalf Member Sales
8 |Richards, J 900 00

The AND FUNCTION ARGUMENTS window appears. Your cursor should be
in the Logicall dialog box. Click in B8 (the first sales figure), type in “>="
and then click in B5 (the sales target figure). After clicking in B5, press
the F4 key to make B5 absolute. (If you don’t, when you copy the formula
down to other rows, B5 will change to B6, then B7 and so on. This
reference must always be talking about the figure in B5). Logicall should

now read B8>=%$B$5

Click in the Logical2 dialog box (notice that Logical3 automatically gets
added). The second comparison is now entered. Click in C8 (the amount

of years the staff member has worked for the company), type” > =",
finally type the number 2.
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Function Arguments

AND
Logicall [65>=4545 N = PasE
Logical2 [Ca>=2 ") = FALSE
Logical | -
- FALSE

Checks whether all arguments are TRLE, and returns TRUE  all arguments are TRLE.

Logical2: logeall logical?, ... are | to 30 condibions you want bo test that can be
erher TRUE or FALSE and can be logical values, arrays, or references,

Formula result = 45.00
Hielo on this function oK Cancel |
5. Click on OK. Excel now believes you have finished the formula and

returns you to the worksheet. However there is an error (because the
formula has not been finished), the following message will appear.

Microselt Ixcel g

The formds you typed contans an errer,

] o For nformnation about Nuong common formuly prodiens, Chck Helo.

. s « To get assstance in enterng a function, dick OK, then ciek Function on the Insert menu.
o If you are nak trying to enter 3 Formidls, avold using an egul sign (=) or minus <gn (+), or precede £ with & single
quotation mark (),

[ tw o |

Click on OK to get rid of the message. To bring the FUNCTION ARGUMENTS
dialog window back up, click in the formula bar where the IF function part of the
formula is, and then click on the fx button.
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AN « X J & =IF(AND(BE>=$835 (8>=2))
B B | tFloged test [vakue f bus) [vabe ¥ faka])| F

3 ABC Staff Sales Commission

N

Sales Target $1500 00

o

Service
Lanth
7 Stall Membaet Sales tyears)  Commission  Total
_B |Richseds, J 900 00 1 l=IF|AN:'|8’3 »=$8¢5 C8>=2))

Step 1 - Click on the fx button
Step 2 - Click in the “IF” part of the formula

6. The IF FUNCTION ARGUMENTS window will reappear, with the AND function
information in the Logical_test dialog box.

NOTE: If you want to manually type in the AND Function, replace Step 2 by typing in
the function name, open the brackets and put in the arguments, each separated by a
comma. End by closing the brackets. (Don’t forget to make the reference to B5
absolute. Go to Step 8 when you have done this. Your value_if_true should read :
AND(B8>=$B$5,C8>=2)

7.In the value_if_true dialog box, type in the TRUE result - i.e. click in B8 to
select the sales amount then type “*10%”. value_if_true should then read B8*10%

Function Argumunts rf{lg_l

¥
Loghoal_test LAAINED el 08 5ed) S - rmse
vehoe #_teue Jaotyornd A -0
Ve _f faics | -
- FaLSE
Croche whather a concition n met, ace! returss orm value # TRLE, ardd arother valm #
FALSE

Valoe il _true n e vabae that o relisrmd § Logead_Lost 5 TRUE. If nited, THLE &
meluered You can telt LD 1o seven IF Fercbions

Formuls rond ~ P

st oo bn Bt Caont
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8. The value_if_false is another IF function - to find out IF the salesperson
has earned $500 or more. Making sure your cursor is in the value_if_false
box, go and request another IF Function. Use the instructions in Step 2
which show you where to click to request anotherfunction.

9. Fillinthedetailsasshown below (note that value_if_true is 0 - they get no
commission if sales are less than $500).

Funciiun Aigperments mg'.
E
Loghool_test |68 <500 ~
v £ s o 8-
¥

ek f o [p5esn

Srecha whalther ¢ zondbon u metl, ed rebure ore velos F BUE, and ercther vahue
S

Velue _# [dse o e vohue thot is rebaved F LOQCH bl o FALSE. IY omited, FASE 8
febhusred

Forvuds vl - <.
tee o U huniler o I Ce
10. Click on OK to finish the function. If filling several cells with this formula,

use the FILL HANDLE to drag down to the other cells.
If you were to manually enter the above formula it would look like:
IF(AND(B8>=$B$5,C8>=2),B8*10%,IF(B8<500,0,B8*5%))

Creating the OR function within an IF statement

Repeat all of the above instructions but using the OR function rather than the
AND function. Note that the results are different. This is because anyone
achieving either of the comparison tests (earning over $1500 OR having worked
for 2 or more years), will earn them a 10% bonus.

The NOT function
The NOT function only has one argument. Again it can be used on its own, but is
usually used in conjunction with an IF function. Whereas most of our logical
functions return TRUE if the argument is true, and FALSE if the argument is false,
the NOT function returns FALSE if the argument is true, and returns TRUE if the
argument is false.

Syntax: =NOT(logical)

Example: Using the Pass/Fail of students example, a letter must be sent
to the students who failed. To aid in flagging these, a formula
is created to put the word “Send” next to those who have failed.
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Suname Christian
Richards Julia
Smith Gavin
Brown Allan
Perkins Gysell
Broadhurst Penglope
Jenkins Hamy
Hobby Margarst
Thigle Karen

Score
15

-
'

4
19
16
13

9
"

Pass Fall

Pass
Fail
Faul
Pass
Pass
Pass
Fail
Pass

Leter to studemt

Send
Send

Send

Create an IF Function and fill in the following details by going and calling in a
NOT FUNCTION ARGUMENTS window. Remember that any text you request must

be enclosed in quotation marks.

Function Arguments kd: 3

>

Logical_test [NOT(02 1« Pass )

d

Vakue F_troe [Sseva”

AL
- “Send”

wekoe £ faka [=

FALSE

Chmcks whather & conaition W mel, and returtt one value £ TRUE, and anothar valus #

Logical _test s any velue or sxgresuon that can be evabuted Lo TRUE o FALSE,

v

Fortuls resyt =
vl on thas function [ cf,;l I Cm l
1. Click on OK to finish the function. If filling several cells with this

formula, use the FILL HANDLE to drag down to the other cells.

If you were to manually enter the above formula it would look
like:=IF(NOT(D21="Pass”"),"Send",”)

IF FUNCTION

The IF function is located in the LOGICAL category of functions in Excel. Its job is
to do a conditional test on criteria that return different answers depending on
whether the results of the test are true or false.

The conditional test can be made on values, text or on formulas
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Examplel:

Example2:

Syntax:

A typical example is that of a lecturer giving a PASS to a student
having a score of 10 or more in an exam, and a FAIL if they
have a score less than 10. The logical test is to find out what
their score is, then return a PASS or FAIL depending on the
outcome of the test.

Staff in a hardware store receives 5% commission if they achieve
budget. The logical test is to find out whether they have
achieved budget and then give them 5% commission if they
have, no commission if they haven’t.

If (Logical test, value if true, value if false) logical test is the test
performed on a value or expression. The result of the test must
be able to be evaluated to TRUE or FALSE. The logical test uses
comparison calculation operators e.g:

= equalto

> greater than

<less than

S greater than or equal to
<= less than or equal to
<> not equal to

Julia Richards has a score of 15 in her exam, the logical test would be to find out
if C6 is greater than or equal to 10 (shown as C6>=10). In this case, the answer
would be TRUE, cell C6 is greater than 10. Julia Richards will get a PASS.

—

L LR PR O

~Soy D,

o0

A B s D E
lse the I function to calculate the answers required
Surname Chaistian Score Pass Fail Grade
|Richards Juka 15
Smith Gavin 7
Brown Alan 4

The logical test would be to find out if the cells in column B are greater than the
sales target found in cell B21. The logical test is to find out if B25 is greater than
or equal to the amount found in cell B21 (B25>=%B$21). It isn’t greater so the
an-swer would be FALSE. (Note how B21 has been made absolute so that when
the formula is copied down, each line will refer to the amount in B21 . The first
staff member has not reached or equaled the sales target and therefore will not
get the 5% commission.
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| 19 ABC Staff Sales Commission

20

21 Sales Targert $ 150000

2

23

24 Staft Member Sales Commission  Total
25 |Richards, J 800 DJI ! 20000
25 Smith, G 1600 00 1600 00

value_if_true is one of the values that can be returned from the logical test.

If you want the answer to be “True”, then the text “TRUE” would be used (can be
lower or upper case). Any text can be used, just make sure it is enclosed in
quotation marks (“text to be returned”).

If you want the answer to be nothing, leave the argument blank or type “’. (In
Excel text expressions are enclosed within quotation marks).

You can use another formula if the answer is true i.e. sum figures or multiply by
an amount.

value_if_false is the other value that can be returned from the logical test. The
same arguments as for value_if_true are used except if you want “False” to be
returned, type the text”FALSE”".

Creating the IF Function - Example 1

Use the IF function to work out whether students have a Pass or Fail (P or F).
1. Place your cursor in the cell where the result will be

IF FUNCTION ARGUMENTS dialog box showing on your Excel worksheet.

Functms Argumunts r‘?l&]

IF
Logical_test }o65w10

\-7 -
s F s | '\." - \
vohow ¢ paise - Message showing
current result of

“hachs whsthur & condien i reet, ared refurrs one vl £ TRUE, and anctter vabus # your |Ogica| test
FELSE

Logxal_fest iz arvy viloe & sapressen that can be sealusted Lo TILE o FALSE

Foamiarendt =

bl 00 thes BrCtion 1o | Lol




Fanetian Argumeats ﬁ S
I

LR T !a'n;-a ] "_‘ - MNIF Al

e
bous ¥ ine [\7:5-,' N - Pan* —
abo_f e TP -
e ey
- Y

Cre i whathar 2 Corxibon i Y, 4G rebta s ore vekue £ TOLE, ard srothar veke #
FuS

Vahse M falee ¢ 2o vaka 1 coetarec FLEgOM St TR I o, te e
resmmad

radiind - "

Saewd

oM P A N |
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|

Results that will be used
after the logical test has
been completed.

3. The Logical_test is where you put your argument - which must return
an answer of true or false. In the above figure we refer to Julia
Richards’ exam result in C6 and ask if it is greater than or equal to 10.

Note the “TRUE’'message.

4, value_if_true - Type the word “Pass” (If using the Function Wizard the
quotation marks are automatically typed in for you). Note the result at
the right- hand side of the dialog window. This is the result you will

get if the argument is TRUE.

5. value_if_false - Type the word “Fail”. This is the result you will get if the

argument is FALSE.

6. Click on OK to finish the function. If filling several cells with this
formula, use the FILL HANDLE to drag down to the other cells.
The arguments are not always text, it can be another formula or a value, or if a null

(no result) is required, nothing (or

Creating the IF Function - Example 2

. i.e. nothing between the quotation marks).

The second example - using sales commission, requires a formula to be used.

"

-p

FALSE

rebamed.

Formuia ren i - (LY

Hele 20 this furction

Logkol_test 107 cugtins) ) = raise
vahse K e (e -
Vebhun ¥ Tauw [x‘ ‘_‘ -C

Crachan whathay & Conaion it mak, sod retirne ore Vs § TRLE, andd ancites vs

Vabue H_Taluw i tha vatas that e returned 7 Logoal_beat e FALST. T orstted FALSE b




MS Excel 2007 I 75'

In this case the Logical_test is asking if the value in B25 (on the IF FUNCTIONS
worksheet) is greater than or equal to B21 (the target the sales people have to
achieve in order to get any commission, note that this reference is Absolute).
The value_if_true is saying if the target is achieved; multiply the amount by 5%. The
value_if_false is saying if the target is not achieved, give 0 commission.
Manually Creating an IF Function
Once you are confident with IF functions you may decide to type the formula rather
than use the FUNCTION ARGUMENT dialog box. Just remember:
» To use = IF as the function
> In side the parenthesis (brackets) you have 3 argument swhich MUST be
separated by commas(,)
> If your equire a result to be text, the text must been closed inside quotation
marks e.g. “Pass” or “Fail” or “” (the latter is to have no text appear)).
=IF(B25>=B21,B25*5%,0)
or
=IF(B25>=B21,B25*5%,"")
NESTED IF FUNCTION
Occasionally a single IF statement may not be enough to give you the results you are
looking for. The traditional example of this is taking the student example. In the
figure below, Column D is the normal IF function which finds out whether the student
has passed or failed. Column E, however, is asking what grade the student is to
receive based on the followingtable:
The normal IF Function will not give you the required result. You need more than one IF
function to complete the job - you can do this with a NESTED IF FUNCTION i.e. more than
one IF Function, one inside the other (you are allowed up to 7 nested functions).

A = 17-20 |
B = 1416 2 Ve 085 cculats the anom
C 11-13 y
D = 8_10 ;v ‘\Avm e Clubsian Scoe ) »'.|'-.-.) ol Cuade
E = 7 or below R ey Ve i
3 Browm Adan ‘ Fa
i Pwrhin Gyre 19 Va
10 Groadherst Panelope 16 ‘
11 Jenhing MHary 13 )
13 Hotsy Mariparet ' Fa
Thiake Kang | Pass

Put in simple terms, our nested IF statement is going to be:

First IF statement:

Logical test - see if C6 has a value of 7 or below (C6<=7)

If true- Give an “E’grade

If false— see IF C6 has a value of 10 or below to work out whether this student
should have a “D” grade - this will lead to the second IFstatement
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Second IF statement.
Logical test - see if C6 has a value of 10 or below (C6<=10)
If true- Give a “D’grade
If false- see IF C6 has a value of 13 or below to work out whether they should get
a "C” grade - this leads to the third IF statement

Third IF statement:

Logical test - see if C6 has a value

of 13 or below (C6<=13)

If true- Give a “C’'grade

If false- see IF C6 is a value of 16 or below to work out whether they
should geta "B” grade - this leads to the fourth (and last)
IFstatement

Fourth IF statement:

Logical test - see if C6 is a value of 16

or below (C6<=16)

Iftrue- Give a “B’grade

If false - it must be true that C6 is between 17 and 20 as there are
no other possible marks left. Therefore “A” should be
entered here to indicate the top grade possible.

Each statement above has a logical test, then a value_if_true, then a
value_if_false. The step by step instructions, using the FUNCTION ARGUMENT
dialog box and the scenario about a student’s grades as an example are:

1. Ensure your cursor is in Cell E6. Call up the IF FUNCTION ARGUMENT
dialog box.
2. Put in the first logical test (point and click on Cell C6 then type <=7)

and the Value_if_true result (the student would get an “E” if true).
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Function Argumants

2
Logical_test [CEcw? e 1. Fill in the
Vabe f true h“ _\-I - first two
— dialogueboxes
vahw f faise | -
= FALE
Chacks whether & condbion & meat, and retuPsops valus F TRUE, and ancther value f
FALSE,
2. Then click
Vabue il _Talse b5 the vadus tht is eaturned ¥ Logcs tesl s FALSE, IF onted, FALSE » inthe
returmed “Value_if_false”
dialoguebox
Formda resid = FALSE
rlp on thes funstion o I Cocel |
3. Make sure your cursor is in the “Value_if_false dialog box. Now click on

the IF function in the name box to bring up a brand new FUNCTION
ARGUMENTS dialog box.

IF v X J A =IF(C6<=7,"E")
A B C D

2 |Usathe IF function to calculate the answers required
3
)
Click on the IF function to
create a new FUNCTIONS
ARGUMENT dialog box
4, In the new FUNCTION ARGUMENTS dialog box, type in the next

argument, and the Value_if_true result (see if the student has a mark
of 10 or less, and if so give them a’D").
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Function Arguments F_—?_”s_z

g
Logical_test fcicmin A ~FAE
Yaue § true [ Ve
Vb f false % -
- FALSE
Chadks whether 4 condition 18 met, and returns one value F TRLE, and another value £
FaLsE,

Valdue _il_False is the vokm that s reburned F Logicn test is FALSE. If conted, FALSE is

retumned,
Formuba resut = PFALSE
Heko o0 Shis tunctn ok | cacat |
5. Repeat Step 3
6. Repeat Step 4 but this time the logical test is to see if the student

has a mark of 13 or less. If it is TRUE, they will get a’C”

IF
Logical_test [T6cmid N = FAGE
value 1 _true [‘-_“ ‘_; -
Vakoe ¥ false | -
- FaLSE
Chachs whether & condibon i mel, and retures one valus | TRLE, and ancther vabue if
FALSE.

Value #_[alse & the yalue that is returnad ¥ Logcy test s FALSE. If omited, FALSE &
ratumed

Formuds ool - FALSE

Repeat Step 3 to bring up a final FUNCTION ARGUMENTS dialog box. This is the
only tricky part, knowing when to stop asking for more new arguments. Here the
final logical test is entered (C6<=16). Notice that the result of this argument is
TRUE. The value_if_true is a mark of B. The value_if_false must therefore be
some-one who has more than 16 marks and gets an”A”.
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4

Functien Arguments ?{_?
I
Logical_test [Coculs Al - R \
Yaboe F_trus I‘E' }J - e~
b ¢ fubim 2] -

Chodis whether a condton b met, and retirm one value F TRLE, andd sncther value
FaLSE

Value d [alse s the vaboe that i roturned if Logeal_test s FALSE, If ooetted, FALSE &5

This argument is
TRUE

1eturned
Formds recdt = D
theln on thes furchior [v o ﬁ] Cancel
7. Click on OK to finish the function. If filling several cells with this formula, use

the FILL HANDLE to drag down to the other cells.

If you were to manually type the above formula it would look like:

=IF(C6<=7,"E",IF(C6<=10,"D”,IF(C6<=13,”C",IF(C6<=16,"B","A"))))

As you can see it looks a little complex, just remember that you must have the right amount
of parenthesis in the right order, and commas separating the arguments. Usually this sort of
formula is easier to create using the FUNCTION ARGUMENTS dialog boxes.
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EVALUATING AND CHECKING ERRORS

The Evaluate Formula dialog box in Excel walks you through the steps used in
calculating a result from a formula. This helps locate errors in formulas that are
long, or have precedents. For example, the formula = IF (MAX (Orders!B2:B29) >
200, MAX (Orders!B2:B29)* Shipping!C22,Shipping!C24) refers to different
worksheets. Using the Evaluate Formula dialog box makes it easy to see how this
formula is worked out by Excel. The step-by-step approach lets you see what is
done at each step.

EVALUATING FORMULAS

Follow these steps to evaluate a formula using the Evaluate Formula dialog box:
Select the cell containing the formula and click the Evaluate Formula button on
the Formulas tab of the Ribbon.The Evaluate Formula dialog box appears.

1 &3
Fefererce Exaluobon
Contaycos - (PO e BEETS) 200, AR Cr ders 2 829)° wpng)
C22,.5h0ongiC4)

To show e result of the urddeined exgression, ik Evaluate. The 0@t recert rea
sppears Ralced

USING THE EVALUATE FORMULA DIALOG BOX TO ASSESS A FORMULA

Click the Evaluate button one or more times to evaluate each expression in the
formula.With each successive click on the Evaluate button, the Evaluation box
displays the interim results. The Step In and Step Out buttons are enabled during
the steps that work on the precedents.

CHECKING ERRORS

A similar error-hunting tool is the Error Checking dialog box. To use this tool,
follow these steps:

Select the cell containing the formula and click the Error Checking button on the
Formulas tab.The Error Checking dialog box appears.
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r
XD ASICLKING,

»C7/(A3483)

The Formula or function used & dividing by
2610 or empty cels.

Qptions... |

Help on this error

RIx]
J

Show Calcuiation Steps

fgnore Error

Edt in Formusa Bar

Previous AI I

Next

CHECKING THE CAUSE OF AN ERROR

Click any of the following buttons to help analyze the error and make decisions

about how to correct it:

> Help on This Error starts the Excel Help system.

» Show Calculation Steps opens the Evaluate Formula dialog box.

> Ignore Error ensures that Excel no longer cares about the error.
The cell may still display an error symbol, but Excel doesn’t give a
hoot, and probably you won’t either, since you clicked the button.

> Edit in the Formula Bar places the cursor in the Formula Bar,
making it easy for you to edit the formula.

> Options open the Excel Options dialog box.

> Previous and Next cycle through the multiple errors on the
worksheet, assuming there is more than one error.
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SORTING AND FILTERING

Excel’s sorting and filtering functions range from very simple sorts to being able
to filter out unwanted data in large lists of information. Lists typed into an Excel
worksheet are often used as a data source for creating merge documents in
Word, or for exporting to other databases such as Microsoft Access.

If you are creating a list that is intended for using with a merge document, the
information you type is organized into fields (columns) and records (rows). The
fields (the headings of each column known as the header row), must be one
word i.e. “Firstname” or “First_Name” is more correct than “First Name”.

A list, unlike normal worksheet data, must not have entire blank rows or columns.
However if information from a record is missing, a cell can be left blank.

Once a list is created, it becomes easy to sort and filter the information. It can
also be used to create pivot tables

The Excel worksheet, Sorting and Filtering, has been set up to make practicing
the following sorting and filtering methods more convenient.

Simple Sorts x
Select any cell in the column that needs sorting, then use '}l :\:'v
the SORT ASCENDING or SORT DESCENDING icons on the &

formatting toolbar.
Do not highlight the column to be sorted. If you do, only that column will
sort, the rest of the data will remain static.

Sorting on more than one criteria (DATA, SORT)

The DATA, SORT option is used if you wish to sort on more than one criteria.
For example, you may wish to have a sort done on surname, then if there is
more than one surname the same, sort on the first name, then the city the
person comes from. You can have up to three selections using the DATA,

SORT option.

1. Select any cell within the list - this will help Excel to select the correct
range of cells to be sorted.

2. Click on DATA, SORT. The SORT
dialog box will open.

3. If your list has a header row, make sure this option is selected. Doing
this makes the field names appear in the field names drop down text
boxes.

4, Select which field names are to be sorted, specifying each time

whether the sort is to be in ascending or descending order.
5. Click on OK
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Filtering Data
Filtered lists allow you to view only the specified data. This data can then be
copied, printed etc.
Examplel: From your list you require a list of all males living in NSW
1. Click on DATA, FILTER,AUTOFILTER
2. Drop down arrows appear next to each heading in thelist.
i. Click on the drop down arrow next to “GENDER” and select” Male”
ii. Click on the drop down arrow next to “STATE” and select” NSW”

> Notice that the drop down arrow on both of these fields have turned blue.
This is to show that these particular fields have had filtersapplied.

> To return each of the columns information back to normal, click on
the dropdown arrow and select”’ALL”

If you have many columns to restore, it is quicker to click on DATA, FILTER,
SHOW ALL

Example2: You need a report listing everybody who lives in VIC or NSW,
and was born before 1 January 1985.

1. Click on DATA, FILTER,AUTOFILTER
2. Select the drop down arrow next to “STATE” and select CUSTOM
3. Fill in the CUSTOM AUTOFILTER dialog box the same as the

following screenshot (make sure you select the OR option, this
makes sure you are left with everyone who lives in NSW or VIC)
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Custom AutoFilter

[equals | |nsw ]

[ecpsals ~} [wud -]

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

oK Cancel
4, Click on OK
5. Select the drop down arrow next to “DOB” and select CUSTOM
6. Fill in the CUSTOM AUTO FILTER dialogbox

[is less than ~| [yo1j19es -

I =] -]

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

[T | coxe |

Turning AUTOFILTER off

When you have finished filtering your data, click on DATA, FILTER, AUTOFILTER
(there should be a tick next to AUTOFILTER, clicking on this ‘unticks’ the option).
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GROUPING CELLS USING THE SUBTOTAL COMMAND

Grouping is a useful Excel feature that gives you control over how the
information is displayed. You must sort before you can group. In this section, we
will learn how to create groups using the Subtotal command.

To create groups with subtotals:
> Select any cell with information in it.
> Click the Subtotal command on the Data tab. The information in your
spreadsheet is automatically selected, and the Subtotal dialog box appears.

Subtotal @I@I

At each change n:

Category v
Use Function:

Sum v
Add subtotal to:

{1 1tem ~
Uk Cost

.'": Unt S2e Number
[’_‘ Package Size

l 1 Inwentory

Boalco B4
Iv] Replace qurrent subtotals

[ ] Page break between groups

[v] Surmmary below data

l Remove M AJ [_ o

> Decide how you want things grouped. In this example, we will organize
by Category.

> Select a function. In this example, we will leave the SUM function selected.

> Select the column where you want the Subtotal to appear. In this
example, Total Cost is selected by default.

> Click OK. The selected cells are organized into groups with subtotals.
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To collapse or display the group.
> Click the black minus sign, which is the hide detail icon,
to collapse the group.
> Click the black plus sign, which is the show detail icon, to
expand the group.
» Use the Show Details and Hide Details commands in the Outline
group to collapse and display the group as well.

Lt b

To ungroup select cells
> Select the cells you want to remove from the group.
» Click the Ungroup command.
> Select Ungroup from the list. A dialog box will appear.
> Click OK.

To ungroup the entire worksheet:
> Select all cells with grouping.
» Click Clear Outline from the menu.

|




=
PIVOT TABLE

Use a Pivot Table report to summarize, analyze, explore, and present summary
data. Use a Pivot Chart report to visualize this summary data in a Pivot Table
report, and to easily see comparisons, patterns, and trends. Both a Pivot Table
report and a Pivot Chart report enable you to make informed decisions about
critical data in your enterprise. The following sections provide an overview of
Pivot Table reports and Pivot Chart reports

Pivot tables are one of Excel’s most powerful features. A pivot table allows you to
extract the significance from a large, detailed data set.

Our data set consists of 213 records and 6 fields. Order ID, Product, Category,
Amount, Date and Country.

A 2} C D E F G H
1 Order 1D Product Category Amount Date Country
2 .;CJ'!C';'. Vegetables 54270 1/6/2016 United States
3 2 Broccoll Vegetables S8.23%9  1/7/2016 United Xingdom
4 3 Banana Frun SA17 1/8/2016 United States
S 4 Banana Fruit S8.384 1/10/2016 Canada
[ 5 Beans Vegetables 52,626 [10/2016 Germany
7 6 Orange Frunt £3.61 1/11/2016 United States
8 7 Broccoli Vegetables 59,06 11/2016 Australla
9 8 Banana Frunt $6,206 1/16/2016 New Zealand
10 3 Apple Frutt 62.417 f16/2016 France
“e iN At - . & ans IVETWANE v

Insert a Pivot Table
To insert a pivot table, execute the following steps.
1. Click any single cell inside the data set.
2. On the Insert tab, in the Tables group, click Pivot Table.

—

PivotTable

»

The following dialog box appears. Excel automatically selects the data for you.
The default location for a new pivot table is New Worksheet.
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Create ProctTadle 4 X

Choose the data that you wamt {0 analyze
®) Select a table or range
Table/Range  Sheet)iSaSNSFS21S .

(L Use an extemnal a1y sownce

'™

Choote where you want the PivolTsbie repont 1o be placed
@ New Worksheet
) Eeisting Workshest
Location s
Choose whether you want to analyze msultiple tables

[ ] 204 this data to the Data Model

oK Cancel

1. Click OK.

Drag fields
The PivotTable Fields pane appears. To get the total amount exported of
each product, drag the following fields to the different areas.

1. Product field to the Rows area.

2. Amount field to the Values area.

3. Country field to the Filters area.

Country ALY

Row Labels ~ Sum of Amoumt

4 Apple 137

Bananas 3
b S L P~ DY

o 42435
B Carret L
9 Mang: 3N
10 Orange 104838
11 Geand Totad 1029732

|

Below you can find the pivot table. Bananas are our main export product. That’s

how easy pivot tables can be!
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Product
L ale

Amount

Country .

Two-dimensional Pivot Table
If you drag a field to the Rows area and Columns area, you can create a two-
dimensional pivot table. First, insert a pivot table. Next, to get the total amount
exported to each country, of each product, drag the following fields to the
different areas.

1. Country field to the Rows area.

2. Product field to the Columns area.

3. Amount field to the Values area.

4. Category field to the Filters area.
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PivotTable Fields ~ X
Choose fields 1o add to report L+
oAt 2
Qrder 1D -
v Product
Category
v Amount
Date
v Country .
Drag fields between aress below:
Y Filters P Columns
Category - Product -
Rows E Valves
Lountry = sum of Amou. *

Defer Layout Update

Below you can find the two-dimensional pivot table

! A L} C D i F G " | ]

1 [Category (aly -

2

3 Sum of Amount Column ~

a4 Mowlsbhels - Apple Dararss Beans Broccoli Canots Mango Orange Grand Totel
5 Australia W63+ ST M43 1795)  BI06 3585 86RO 131713
6 Canada 24887 33778 L2807 367 1999 Sq7as
7 Frae EOIS3 360 650 5341 5108 7333 2256 121056
8 Germany SOE2 39684 29305 IS8T 21636 8T 8837 155168
9 |New Iesland 10332 400 4 12010 a2
10 [United Kingdom IS5 4% 5100 Jsa)e  a1Els 800 21734 1707
il ‘United States J8615 95061 Ti&3 H715 S84 22363 39N X7133
11 Gramd Total 191257 340295 S5T2E1 142438 136845 57079 104438 109734
i3
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To easily compare these numbers, create a pivot chart and apply a filter.
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MACROS

Introduction
A macro is a recording of actions to automate tasks that are tedious or you do
frequently. Some examples:
> A macro to open a document you use everyday;
> A macro to add the months of the year across a row, centering and bolding
the names of the month;
> A macro to select a group of cells;
> A macro to find out which cells have Conditional Formatting;
> A macro to setup a worksheet in a certain way and then print the
worksheet. Excel provides some useful tools to help beginners to use macros and
to start achieving results straight away without having to learn much about
Visual Basic for Applications.
The following notes show how to:
> record a simple macro
> toggle between absolute and relative references when recording
> place a macro (assign a macro) on a tool bar icon
» assign a macro to a button on a worksheet so it is only available to
that worksheet
> delete macros
Recording a macro
These are instructions for recording a simple macro - selecting a range of cells
you need to enter data into on a regular basis.
Select TOOLS, MACRO, RECORD NEW MACRO. The RECORD MACRO dialogbox

will appear.
Record Macro @g

Macro name:
|Select_Cells
Shortout key: Store macro in:
Clris Is— IP« sonal Macro Workbook vJ
Description

ISebd arange of cels
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2. In the MACRO NAME text box, type a name for your macro. Macro
names cannot include spaces - an underscore is a good way to
separate words. Do not use a cell address in the name as this will cause
an error. Also, you may not use names of commands that already
exist,e.g.Close. We have used Select Cells for our example.

3. You may wish to give the macro a keyboard shortcut (which is typed in
the SHORTCUT KEY text box). You can have a lower case or upper case
letter. If you use a shortcut that is already assigned to another function
(i.e. CTRL + B has already been assigned to BOLD), you will overwrite
that shortcut whilst the workbook that is storing the macro is open.

4. Decide where to store the macro This information gets entered in the

STORE MACRO IN textbox:

> Personal Macro Workbook - a workbook that is usually hidden from
view, a macro stored here will be available everytime you use Excel,
no matter which workbook or worksheet.

> This Workbook - the current workbook. Useful if the macro you are
going to record is only to be available when you are using this
workbook.

> New Workbook - Will open a new workbook where you can store the
macro. You might do this because you want to have a similar macro
workbook like the Personal Macro workbook - although unlike the
Personal Macro workbook, this one will not open automatically. If
you want to use the macros stored in this new workbook, you would
have to physically open it first.

5. If desired, fill in a brief description in the DESCRIPTION text box - this
is for your information only.
6. Click on OK to start the recording process. You will be placed back in

the main worksheet. A STOP RECORDING toolbar should appear (if not,
click on VIEW, TOOLBARS, STOP RECORDING). This toolbar has two
icons. An icon to stop the recording and one to toggle between
recording relative or absolute addresses

Sty X

. B al
The STOP Relatwe f Absolute
button tc;g!e
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The Macro Recorder is active at this stage. The Macro Recorder records
all keystrokes and commands that you use, so now is the time to be
careful as any mistakes you may make will also be recorded.
7. Enter data as normal. For our example, select a range of cells e.g.F1:G12.
8. Click on the STOP button to stop recording or alternatively, click on
TOOLS, MACRO, STOP RECORDING.

Running a Macro
The computer terminology for playing a macro is “Run”. To run a macro you
can use any one of the methods following:

1. Click on TOOLS, MACRO, MACROS (or use the keyboard shortcut ALT +
F8), select your macro from the list.
2. Click onRUN;
3. Use the shortcut key if you created one (our example is CTRL +5);
4, Use an icon on the toolbar if one has been created for the macro or
5. Use a button on the worksheet if one has been created
Macro F|ﬁ
Macro e
[PERSONAL 1. 51Seimct_Cebs SN[ e |
DERSONAL . 05 1Months w
- Conced |
Step [nto ‘
tn |
i
=] _ Oeets |
Macros nl [Al Cpen Workbooks -l Bsond :

Dezorpbon
Seloct & range of cels

Absolute vs Relative

If you followed the example above, run the macro a couple of times from different
locations. For example, place your cursor in A1 and run the macro - it will select
cells F1:G12. Place your cursor in H12 and run the macro. It will still select the cells
F1:G12 . This is because the macro you created recorded ABSOLUTE cell references
- the default way of recording. If you want to select a range of cells relative to
where your cursor is at the time of recording, ensure you click on the Relative /
Absolute icon on the Macro toolbar before commencing to record.
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.917 x
.. ;,1~

. —~—
- ~

The STOP Relatve / Absolute
button toggle

Assigning buttons to macros
Macros can be assigned to buttons or any AutoShape on the worksheet. These
buttons will only show on the worksheet that you assign it to and therefore the
macro will only be available to the worksheet the button is on. To assign
a button:
1. Make sure the FORMS toolbar is showing (right click mouse over a
toolbar that is already showing and select FORMS from the list, or
VIEW, TOOLBARS, FORMS)
2. Select the BUTTON shape
fromthetoolbar. Once you have
clicked on the shape, go into the
worksheet and click and drag the ow x|
mouse until the desired size of the

button is achieved (this can be e
edited later if necessary). "™l ' )

3. The ASSIGN MACRO window e SEETER
will immediately appear. vV @ e Sobonadad o

Select the macro being

assigned to the button from | &8
the list. Click on OK.

You will be returned to the

Excel worksheet where you B o
will see your button with
sizing handles around it. You
can change the text inside the
button by dragging over the
text and retyping.

Sizing handles
- (used for
resizing object)
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a) To resize, hold mouse over a sizing handle and drag in orout

b) To retype label drag over text, then type. If the button is not
selected, select it by:
> Holding down CTRL key and clicking on the button;or
> Click on the button with Right Mouse button and select
EDITTEXT.

Do not use left mouse button to select the button as this runs the
macro.
Q) To move the button, click and drag on the frame surrounding the
button, avoid dragging on the sizing handles.
5. Once you click away from the button you have created, it becomes
active and will run the macro assigned to it when clicked on.

Assigning the macro to an AutoShape

1. Draw an AutoShape on your worksheet.

2. Format the AutoShape in any way you like e.g. borders and patterns.

3. Add descriptive text to the AutoShape (right Mouse click on the
AutoShape and select ADDTEXT)

4, Right mouse click on the AutoShape and select ASSIGN MACRO (if Assign

Macro is not available try clicking on the frame surrounding the Auto Shape
again, it should be made up of tiny dots, not diagonal lines.

{ < 1

- W e x
I . A YA 7 es e — —
— —— A

- ~ P ) 1
‘\ — : e —— —
| 4 ® ™ A Thd
MACRO WITH ? DAACIRG A
5 Lol ) 3 AJTOSHARE <
AUTOSHAPE 7
= ‘-‘_\\‘\ - . T —
7 e e e
N\
X

If the frame surrounding the object is
made up of diagonal lines, click on the
frame again so that is made up of tiny
dots. “Assign Macro” will then be active
in the shortcut menu
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5. The ASSIGN MACRO window will immediately appear. Select the macro
being assigned to the AutoShape from the list. Click on OK.
6. When you deselect the AutoShape, it becomes active and will run the

macro assigned to is when clicked on.

Assigning a macro to an icon on a Toolbar
Macros can be assigned to icons on an existing toolbar or on a new toolbar. This
macro will be available whenever you open a worksheet showing that toolbar.
1. Use either the VIEW, TOOLBARS, CUSTOMIZE command or click on any
toolbar with the right mouse button and select the CUSTOMIZE option.
The CUSTOMIZE dialog box will appear.
2. Choose the COMMANDS index card and select MACROS from the
CATEGORIES listing textbox.

Customize

Toobars  Commands !g)honsi

Yo add a command to & toobar: select 3 category and drag the
command out of this dalog box to a toober.

Categories: Commangs:
Data - Custom Mens Itam =]
()  Custom Button
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3. Click on the CUSTOM BUTTON (the smiley face) in the COMMANDS
window and drag and drop this icon on to the desired toolbar, in the
desired location.

4. Click with the Right mouse button on the icon you have just put on the
toolbar and select the ASSIGN MACRO option from the shortcut menu.
Select your macro from the list.

5. Optional - to change the button image, make sure the CUSTOMIZE
dialog box is still on the screen, then use the Right Mouse button over
the icon you want to change, choose CHANGE BUTTON IMAGE from the
menu. Choose a new icon.

6. Close the CUSTOMIZE dialogue box.
Viewing the Macro
1. Once you have recorded your macro you may view it by Selecting
TOOLS, MACRO, MACROS. The Macro Dialogue box will appear.
2. Select your macro from the list and then click on the EDIT button

Deleting a Macro
1. Open the TOOLS, MACRO, MACROS dialogbox.
2. Select the macro to be deleted, then click on the DELETE button.
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LOOKUP TABLES

The functions VLOOKUP and HLOOKUP enter information into a spreadsheet
from a table made up of possible values. The result can be a value or text. The
advantages of using VLOOKUP and HLOOKUP are:

> They avoid the need for repetitious data;

» Cuts down on the possibility of entering data incorrectly; and
> Allows automatic updating of entries by changing the values in the look up
table.

Example: Imagine having to workout staff allowances for 100 staff, eachen
titled to are turn airfare to their home town each year. If you
enter a value next to each staff member for the price of the
airfare, and the airfares change (as they do), you would have to
change each value every time the airfares changes. By using
VLOOKUP, only the airfares in the lookup table are updated.

CS - ) & 3500
\ t C L
3
2 Name Home Town Aur Fare
S |Mayur) Cunahati | 350 1
O Archana Morsgaon 2500
Binita Nalbar 1500
Swapna Mahamta Tezput <000
Sangesta LOMNDAra 1500
10 Puja Diphu 2300
Tulika Soko 1500
12 Chanadin Kokrajnas 220
23 humi JAQuUN <600
4 Sagarika Duliajan 270
15 Bnhaskar Tinsukia 2400
10 Saurav Sivasagar <100

Figure 1 - Airfares entered manually
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Name Home Town A Fare Home Town M Fare

2 Vay SARTD : (S

g vALege y i

Figure 2 - Airfares using a VLOOKUP formula - if the airfares change then only
the amounts in column H will be changed - the amounts in column C will update
automatically.

VLOOKUP function (see Figure 2), looks up a value from the LEFT most column of
a table. This function is used when your data is arranged in columns.

HLOOKUP function looks up a value from the top row of a table. HLOOKUP is
used when your table is arranged in rows.

Syntax:
VLOOKUP(lookup_value,table_array,col_index_num,range_lookup)

HLOOKUP(lookup_value,table_array,row_index_num,range_lookup)

The bold part of the formula above is required, the last bit is optional. lookup_value
refers to a cell in the main part of your worksheet whose information also appears in
the first column (or row if using HLOOKUP) of your table. Using Figure 2 as an
example, the lookup value for the first staff member is cell B5 (Guwahati). This
information is also found in the first column of the Lookup table (the table you are
going to refer to, to get the amount of the airfare).

The lookup value can be text, a value or a cell reference. table_array refers to the
reference table from which you are going to get information. When referring to this
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table you should refer to an ABSOLUTE range (in Figure 2 the table’s range is

$G$5:$H$16). You can also refer to a Range Name. If you give the table a range
name, by default the cells will be absolute. Having an absolute range ensures that the
formula always refers to the same set of cells making up the table when copying.

The first column (or first row) of the table can be text, numbers or logical values.
It doesn’t matter if it is uppercase or lowercase. The first column (or row) should
be in either numerical or alphabetical order; it can be sorted using the DATA,
SORT menu

col_index_num The third part of the function is asking which column of the

reference table do you want your answer to come from. In

Figure 2 the table is a 2-column table and we want the

answer to be the amount of the airfare, therefore in this

case the col_index_num would be?2.

> If the col_index_num is less than 1, you will get a
#VALUEerror.

> If col_index_num is more than the number of columns
in the table, you will get a #REF!error.

range_lookup The 4th part of the formula is optional depending on the
answer you want. If you require an exact match, use FALSE.
If you want an approximate match, leave this option out or
use TRUE (they are the same).

For example (refer to Figure 3), Saurav’s home town has been changed from
Sivasagar to Dibrugarh. The fourth part of the LOOKUP function has been made
to say TRUE and will therefore look up an approximate match. Dibrugarh is not in
the table of airfares therefore the formula returns the nearest match which is less
than or equal to what is being looked up (Dibrugarh). Boko is the nearest match.
This formula would be unsuitable in this case because hopefully the airfare to
Dibrugarh would be nowhere near the amount of Rs. 1500. FALSE should have
been used in the fourth part of this function.
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™~ [ 1 :_'. -
No=e Home Town Air Tare Home Town Asr Fare

Uy " L
Seagrg Myvsia (1) YT

“ ' "

P ok Usrigs
s Qe Y ™ '
e ] “

Figure 3 - Finding an Approximate Match
> When TRUE is used, or the range_lookup is omitted, the VLOOKUP
and HLOOKUP will return the largest match which is less than or equal
to thelookup_value.
> If using FALSE and exact match is not found, a #N/A error is returned.
. I SA00KUNES SGSSSHEIAL FALSE)
“
Naime Home Town At e Home Tows An Fare

Uy vt Lok

e Wanary Tens L

Pten NEM Cva

“9 E g (

w3 LIS A L ST

4 lageria . nauge
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>

>

If lookup_value is smaller than the smallest value in the first column/row
of the table, you will get a #N/Aerror.

When referring to the table range, the range should be made to be
ABSOLUTE. i.e. highlight the table (do not include headings), press F4
until the range has “$” signs in front of column and row references.

e.dg. $G$5:$ H3$16. (F4 is the shortcut key to toggle between different sorts of
addresses - relative, absolute and a combination of the two. A way to remember
this shortcut key is that the normal number 4 has the $ sign above it).

>

Consider giving the table a range name. Using the airfare example, a
good name would be “Airfares”. As a default range names are made
absolute.

The table can be put on the same worksheet as your data however
you should take into account security issues. If you don’t want just
anyone changing the core data of the table you might wish to put the
table on a different worksheet or even in a totally different file.

Creating the VLOOKUP Function

1.
2.

Place your cursor in the cell where the first result will be (C5).
Formulas>LOOKUP & Reference>VLOOKUP

The VLOOKUP FUNCTION ARGUMENTS dialog box showing on your Excelworksheet.

Function Arguments EIE]

LOoKLP
Lookup_valoe ﬂ A=
Table_array | % -
Col_index_num | % -
Range_lookup | %] -

Looks for a value in the leftmost column of 4 table, and then returns & value in the same row
from 2 column you specfy. By defauk, the table must be sorted in an ascending order,

Lookup_value = the value to be Found in the first column of the table, and canbe a
valus, areference, or a text string.

Formuda result =
Help on this function oK Cancel J
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4. The Lookup_value is asking you to refer to a cell in the main part of
your worksheet that has the data that also appears in the first column
of the reference table. Using our airfare example, B5 has this
information. B5 has the text “Guwahati’. Guwahati also appears in the
first column of our reference table. If you can see B5 on your
spreadsheet, click on it. This cell address will then appear in the first
reference. (Use the COLLAPSE DIALOG icon if you can’t see the
spreadsheet behind the FUNCTION ARGUMENTS dialog box, or move
the dialog box by dragging on the titlebar).

5. Table_array is asking for the details about the table. Highlight the entire
table, do not include any headings. When the range address appears in the
reference area, use the F4 key to make the range ABSOLUTE (each column
and row reference has a “$” sign in front of it); or
If you have previously given the table a RANGE NAME, use F3 to bring
up the PASTE dialog box, select the table name from the list.

6. Col_index_num is asking for the number of the column in the table the
result is to come from. In our example, the table has only 2 columns
and the prices of airfares are in the second column, therefore type the
number 2 in the third reference area.

7. Range_lookup is optional (notice the text is not bold like the

compulsory arguments). If you want an exact match, type FALSE in
here. If you want an approximate match, leave it blank or type TRUE. In
our example you would need an exact match.
If you are doing the VLOOKUPS exercise, try leaving this option blank
and then look at Row 11 and Row 16 of the example. Saurav’s airfare
would read Rs. 1500 - the amount someone flying to Boko would
receive. Dibrugarh is not mentioned in the airfares table so it used the
nearest matches -Boko. Fill the option in with"FALSE”. You will now
have a “#N/ A” error. This will serve to draw your attention to the fact
that Dibrugarh needs to be added into the table information.

8. Click on OK to finish the function. If filling several cells with this
formula, use the FILL HANDLE to drag down to the other cells.

Note: In the example used, NEW STAFF entries should have #N/A errors. As
soon as a hew staff member and city is added, the prebuilt formula will
immediately show the amount of airfare (if the city is mentioned in the
table).

If you are putting formulas in a worksheet where no data has yet been entered
(such as the NEW STAFF in our example) #N/A errors will occur. This type of error
can be ‘hidden’ by using the ISNA or ISERROR function.
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If you add new data to the table, your range address used in each formula will
have to be changed to include the new cells of the table. If you used a range
name this will be taken care of automatically if you ensure that the new data falls
within the boundary of the range name - you can check by looking at the
reference in the INSERT, NAME, DEFINE dialog box. As a hint, if you add a couple
of rows in the middle of the table, add the new data then re-sort the first column
of the table into alphabetical/numerical order, the new data will be confined
within the boundaries of the range name.




ISNA AND ISERROR FUNCTIONS

When doing IF and LOOKUP Functions (amongst others) you may be left with
#N/A or#REF! error codes that look unsightly or “clutter” up the page. In the
VLOOKUP example formulas have been built in for Staff not yet employed. #N/A
errors will disappear as soon as a Home Town has been added to column B. #N/A
errors occur if there is no information available to make the formula work.

CS - o =VLOOKURDES 9655 3HS12 2 FALSE)

= \ ! B e D E F - | H
1
;l
j
& Namne Heome Town Aldaie Town Alifae
& | Smith, Fred Walbcurne Adslaide 400.00
& Jores, Tom Darwn 739 00 Drszbane 04 00
7 Brown, John Melbcurne 230 00 Canbevra 93.00
8 Thomson, Helen Adatade & 00 Drarwrn 799 00
8 Prichmd, Petse Adalaide & 00 Hobart 501 00
10 Waumer, Valens Darn 799 00 Miedtourne 23 00
1! Harms, Thomas Perth &0 00 Perth &%) 00
12 Robentson Sarah MHoban 350 00 Sytney ZX1 00
13 Ree, Deruse Derchigues " OMwA
14 Luck, Mare Sydoey 220 00
15 Lawrence, Anthony Brnsbane 0400
15 Liebeck, Chne Canberia 99 00
17 Beckett Ne Brstanw 0400
18 Crockett, Brae Sydney 220 00
19 Damsels, Dear Cangera 39 00
20 Blogygs, Joe Alice Speings " #WA
21 NEW STAFF " muA
22 NEW STAFF " MA
23 NEW STAFF " OMVA

The ISNA and the ISERROR functions allow you to use other functions without
returning an error. Instead you can have a “0” appear or alternatively an empty
cell (or any text you enclose within double quotation marks). This would be
useful, for example, when information is yet to be added i.e. you have formulas
entered for a budget using January through to December. If the current month is
March error codes will probably appear in April through to December cells. It
would look better to have them blank (or with a “0”).

The ISNA command avoids the #N/A code.
The ISERROR command enables you to avoid the #N/A, #VALUE!, #REF!, #DIV/
0L #NUM!, #NAME? and the #NULL codes.
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Syntax:
=IF(ISERROR(VLOOKUP(lookup_value,table_array,col_index_num,range_lookup)),””,
VLOOKUP(lookup_value,table_array,col_index_num,range_lookup))

"y

=IF(ISNA(VLOOKUP(lookup_value,table_array,col_index_num,range_lookup)),”,
VLOOKUP(lookup_value,table_array,col_index_num,range_lookup))

Click in C5 in the workbook and follow the steps below:

1. Highlight the formula in the formula bar (without the “=" sign). Copy this
formula (use the copy icon or CTRL +C)

R Al /| OO UP(85 §555 §H812 2 FALSE)
- F C D F

n
G

2. In front of the VLOOKUP formula, BUT after the “=" sign, type IF(ISERROR)

X v XV A& =FISERRORMLOOKUP{BS $6%5 §H5§1 2 2 FALSE)
A 8 D E F G
3. Now hit END on the keyboard to go to the end of the formula. Type ),”, (if you
want the cell to be blank) or type ),0, (if you want a”0").
IF v X A =IF{ISERROR(VLOOKUP(B5 $G§5 $H$12.2 FALSE)),",

A | IF{logical_test, [value £ _true], [value_if_false]) | F .

4. Paste in the formula you previously copied (use paste icon or CTRL+V).

A [Fioged_tes, (vehe A trus) (vahue Il false]) | F 6 A

F v XV & sIFESERRORVLOOKUP(ES 3655 $H$12 2 FALSEY, ™ VLOOKUP(ES $5§5 $H§12 2 FALSE]

5. Finish off by typing a closing)
F v XV & =IFISERRORVLOOKUPES $G55 §4812 2 FALSE]). ™ VLOOKUPIBS §G55 $451 2 2 FALSEN
S i - B 0 | E | F | 6 | H
6.Use the ENTER key to finish the function. If filling several cells with this

formula, use the FILL HANDLE to drag down to the other cells. Those cells that
previously had an error code should now be blank.
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Data Validation

Data validation allows you to control exactly what a user can enter into a cell.
We can use data validation to ensure that the user chooses one of the three
possible shipping options.
Data validation allows you to build a powerful, fool-proof spreadsheet. Since
users won’t have to type in data manually, the spreadsheet will be faster to
use, and there’s a much lower chance that someone can introduce an error.
Depending on what spreadsheet program you’re using, the process of adding
data validation will vary.
To create the data validation rule, execute the following steps.
1. Select the cell you want to validate.
2. On the Data tab, in the Data Tools group, click Data Validation.

Aree - -

3. The Data Validation dialog box will open

Data Validation did

Seltis It Message Lrron Rt
AY e
r v v lgnare Dare
v | I ont Sropdomn
e
~3C81: 5084 s -
1
L
oo &) ' . | el

4. In the Data Validation dialog box, click the Settings tab.
5. Click on the Allow box then select List from the drop-down list.




Notes:
1.

1.

Tip

3.
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6.

Click the Source box and then type the valid values separated by the
appropriate list separator character depending on your installation( usually a
comma “,” or semicolon “;”). For example if the cell is for a color of a car then
you can limit the values by entering: Silver, Green, Blue.
Instead of typing your list manually, you can also create the list entries by
referring to a range of cells in the same worksheet or another worksheet in
the workbook.
To specify the location of the list of valid entries, do one of the following:
i. If the list is in the current worksheet, enter a reference to your
list in the Source box, for example enter: =$A$1:$A$6.
ii.If the list is on a different worksheet, define a name for your
list then enter the name that you defined for your list in
the Sourcebox, for example, enter: =ValidProjects.

Make sure that the In-cell dropdown check box is selected. Otherwise, you won’t
be able to see the drop-down arrow next to the cell.

2. To specify how you want to handle blank (null) values, select or clear the Ignore
blank check box.

If your allowed values are based on a cell range that has a defined name and
there is a blank cell anywhere in that range, selecting the Ignore blank check box
allows any value to be entered in the validated cell. This is also true for any cells
that are referenced by validation formulas: if any referenced cell is blank,
selecting the Ignore blank check box allows any value to be entered in

the validated cell.

More Validation options:

Display an input message when the cell is clicked.

Click the Input Message tab.

Select Show input message when cell is selected check box.

Fill in the Title and text for the Input message.

Display an error message when wrong data is entered.

Click the Error Alert tab.

Select Show error alert after invalid data is entered check box. Fill

in the Title and text for the Error message.

Select one of the following options for the Style box:
Information: Display an information message. Does not prevent entry
of invalid data.
Warning: Display a warning message. Does not prevent entry of
Stop : Prevent entry of invalid data.

If you change the validation settings for a cell, you can automatically apply your
changes to all other cells that have the same settings. To do so

1.
2.
3.

Open the Data Validation dialog box.

Click the Settings tab.

Select the Apply these changes to all other cells with the same settings check
box.
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Using What-if Analysis:

One of the most powerful features of Microsoft Office Excel is the automatic
recalculation of a formula when any of the source data will change. Using these
features we can observe change or one set of data make a reflection on another
set of data. It is found in Data Tab.

Goal Seek : When you know the desired result of a single formula but not the
input value the formula needs to determine the result, you can use Goal seek
feature inside What-if Analysis.

- ——
Goal Sesk | p———
Setcel: 0% i
TO vl 350
By hengrgoel: NS e =
oK | Caxel
|

Click on the cell where you have put the formula and click on Data tab > What-if
Analysis > Goal seek. Then give the required value for the selected cell and by
changing which cell it should obtain it. Click on OK button. The Goal Seek Status
dialog box appears.

o & ca )
Goal Seek Status Y- —)
Gool Sewk g wih Ced 06
found & sohuton
Targetvaue: IS0
Cusrent voe: 350
ok || | Carcel

Click on the OK button to keep the changes done intact.
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Scenarios:

Scenarios come under the heading of “What-If Analysis” in Excel. They are similar to
tables in that you are changing values to get new results. For example, What if |
reduce the amount I’'m spending on food? How much will | have left then? Scenarios
can be saved, so that you can apply them with a quick click of the mouse.

An example of a scenario you might want to create is a family budget. You can
then make changes to individual amounts, like food, clothes, or fuel, and see
how these changes effect your overall budget.

We’ll see how they work now, as we tackle a family budget. So, create the
spreadsheet below:

1
The Famity aiget

OUTGOINGS INCOME
’ -

P.'.cn'.l_v"‘:—- 410 1200
L Fusl Bils S
Council Tex 45
Crodit Cards %
Fooa 280
Clothes 150
Phone BMI 45
10 Durect Dobits 20
il
12 Total Dutgoings 1158
ncome Lefy an

The figure in B12 above is just a SUM function, and is your total debts. The figure
in D3 is how much you have to spend each month (not a lot!). The figure in D13
is how much you have left after you deduct all your debts.
With only 46 pounds spending money left each month, clearly some changes
have to be made. We’'ll create a scenario to see what effect the various budgets
cuts have.

e From the top of Excel click the Data menu

e On the Data menu, locate the Data Tools panel

e Click on the What if Analysis item, and select Scenario Manager from

the menu:
| - . =5 <« W
L3 - —~ ~ 5 W
} - o - - _-.
Conwert Text Remove Oata comolidate What
to Table Duphcate Jalidation = ANa s A AL

2<enano Manages
L0oal Seek

Data Table
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When you click Scenario Manager, you should the following dialogue box:

No Scenanos dafined, Choose Add to add scenaros,

Charging cells:
Comment:

e

We want to create a new scenario. So click the Add button. You’ll then get
another dialogue box popping up:

Add Scenario &l 3
|

Chargng cels:

2 s

Chrldcick celis to select nooradjacent changing celis
Commant
Croated by user on 091172006

Protection

[“) Prevent changes
[ Hge

| Cancel
i
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The J22 in the image is just whatever cell you had selected when you brought up
the dialogue boxes. We’ll change this. First, type a Name for your Scenario in the
Scenario Name box. Call it Original Budget.

Excel now needs you to enter which cells in your spreadsheet will be changing. In
this first scenario, nothing will be changing (because it’s our original). But we still
need to specify which cells will be changing. Let’s try to reduce the Food bill, the
Clothes Bill, and the Phone bill. These are in cells B7 to B9 in our spreadsheet. So
in the Changing Cells box, enter B7:B9

Don’t forget to include the colon in the middle! But your Add Scenario box
should look like this:

[ |

R0 e
Criginal Buoget

Changing celis

B7:89 =)
Chrischck cells to sefect non-adiacent dhangng calls,

Coramant

Croated by Mome and Leam

Frotection

[«] Brerewe changms
[ vegie

[ [ cred ]

Click OK and Excel will ask you for some values:

Scenario Yalues E

Enter values for each of the changng cells.
L LE 2 0

2 $643 150

3 $6889 45

@ l oK ll Cancel ]

X
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We don’t want any values to change in this first scenario, so just click OK. You

will be taken back to the Scenario Manager box.

Scanario Monoger

Scanarios
Cr i s Budost

Changing colls: | $847: 4849
Commernt: Created by Moma and Leam

[ o J[ oo |

It should now look like this:

il
By

—
S

e

— ¢

ik

[ smery... |

Now that we have one scenario set up, we can
we’ll enter some new values - our savings.

add a second one. This is where

Click the Add button again. You’ll get the Add Scenario dialogue box back up.

Type a new Name, something like Budget Two
already say B7:B9. So just click OK.

. The Changing Cells area should

You will be taken to the Scenario Values dialogue box again. This time, we do

want to change the values. Enter the same ones

as in the image below:

Scenario Yalues ﬁlﬁfl

Enter vakses for each of the changng cels.

L
i

-

$847

180
100

A
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These are the new values for our Budget. Click OK and you’ll be taken back to the

(3

Scenario Manager. This time, you’ll have two scenarios to view:

Scenario Manager

Scenarios:
0 » - i‘ll'

Budaet Two

Changing cells:
Comment:

$8$7:$8$9
Created by Home and Learn

Show

As you can see, we have our Original Budget, and Budget Two. With Budget Two
selected, click the Show button at the bottom. The values in your spreadsheet

will change, and the new budget will be calculated. The image below shows what
it looks like in the spreadsheet:
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A 8 C 0 £
1 The Family Budget
2 OUTGOINGS INCOME
3 Mortgage 4420 1200
4 Fuel Bills 85
S Council Tax 45
6 Credit Cards 29
7 Food 180
8 Clothes 100
9 Phone Bill 25
10 Direct Debits 80
11
12 Total Outgoings 984
13 Income Left 216
14 :
15 Scenario Manager
16
17
18
19
20
21
2
23
24
25 .
26 Changing cells:  $887:3849
o Comment: Created by Home and Learn
28
29
30
3 L Son | [ cose |
32

113
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Click on the Original Budget to highlight it. Then click the Show button. The first
values will be displayed!

Click the Close button on the dialogue box when you’re done.

So a Scenario offers you different ways to view a set of figures, and allows you to
switch between them quite easily.

How to Create a Report from a Scenario

Another thing you can do with a scenario is create a report. To create a report
from your scenarios, do the following:
e Click on Data from the Excel menu bar

e Locate the Data Tools panel
¢ On the Data Tools panel, click What if Analysis
e From the What if Analysis menu, click Scenario Manager

e From the Scenario Manager dialogue box, click the Summary button to
see the following dialogue box:

Scenario Summary @@

Report type
(%) Scenario summary
() Scenario PivotTable report

£

| ok || cancel

What you’re doing here is selecting cells to go in your report. To change the
cells, click on your spreadsheet. Click individual cells by holding down the CTRL
key on your keyboard, and clicking a cell with your left mouse button. Select the
cells D3, B12 and D13. If you want to get rid of a highlighted cell, just click
inside it again with the CTRL key held down. Click OK when you’ve selected the
cells. Excel will then create your Scenario Summary:
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Scenario Summary

Current Values: Original Budget Budget Two
Changing Cells:
$8s7 280 280 180
$8S8 150 150 100
$BS9 45 45 25
Result Cells:
SDS13 46 46 216
$BS12 1154 1154 984
SDS$3 1200 1200 1200

Notes: Current Values column represents values of changing cells at
time Scenario Summary Report was created. Changing cells for each
scenario are highlightaed in gray.
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ARRANGING WINDOWS IN WORKBOOKS

You can open multiple workbook windows and arrange them into windows of
varying displays so that you can view different parts of a worksheet from each
workbook on the screen at one time.

After you arrange windows, activate the one you want to use (if it’s not already
selected) by clicking it. In the case of the cascade arrangement (described below),
you need to click the worksheet window’s title bar, or you can click its button on
the taskbar.

Follow these steps to arrange workbook windows:

1. Open the workbooks that you want to arrange.lf you want to open at
least two workbooks and select the worksheet in each workbook that
you want to display.

2. Click the Arrange All button in the Window group on the View tab.The
Arrange Windows dialog box appears.Select the desired Arrange
setting in the Arrange Windows dialog box.

| Arrange Windows |9 S

Arrange
o fied)
Horizontal
Vertical
Cascade

Windows of active workbook

oK | Cancel

4. Make one of the following selections:
> Tiled: Select this option button to have Excel arrange and size the
windows so that they all fit side by side on the screen in the order
in which you opened them.
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Arrange four worksheet windows with the Tiled option.

> Horizontal: Select this option button to have Excel size the
windows equally and place them one above the other.

Four worksheet windows arranged with the Horizontal option.
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Vertical: Select this option button to have Excel size the windows equally
and place them next to each other.

)
LI W23

Arrange four worksheet windows with the Vertical option.

> Cascade: Select this option button to have Excel arrange and size

the windows so that they overlap one another with only their title
bars showing.

Four worksheet windows arranged with the Cascade option.

1. Click OK.

The workbooks are arranged on-screen based on your selection in the previous
step.

If you want to have Excel show only the windows that you have open in the
current workbook, select the Windows of Active Workbook check box in the
Arrange Windows dialog box.




MS Excel 2007 1119

FREEZING

Freezing panes is a great help when working with large spreadsheets. Freezing
panes makes it easier to see what numbers in cells represent.

Freeze panes
1. Click the Sales tab.
2. In the Sales worksheet, click cell A4.

|
. o B C D E F G H
1 Frog Sales
2
Rruary March April May June July AUgust
20 30 40 50 60 70 80
()
7
3. Click the View tab.
( » L
| (r3s )| bd 2 - Ji3Z] ) * frog Farm - Microsoft
1 ;
\ “ Home Ingen Page Layout Formutas Dats Rewt
" l dd Page Becek Preview W ) ) =
g JJ Custom Views . " <=\ wd ArEANGE All @
Momal Fage Showfide Zoom 100% Zoomto n
(wyour i Full Screen . Selectios i Frecse Panes - Wi
JO»
\
‘ Al - 5|10
| A B C D E : G M u
1 Frog Sales
3 January February March April May June July August Septembde O
a 20 30 a0 0 60 70 80 30
<

4. In the Ribbon, click Freeze Panes, then Freeze Panes.
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. Frog Faem - Mcrotch Excel

SO . RSN

non Fomuta Data Feorm View

Ehe el o the werkitesl

Freepe Fast Column

5 moar
| & Keep the Feak column viubie whie tarohing
Apri May e Ny S BAOUGH IR 168t BF The workineet. i

5. Scroll vertically in the worksheet.The rows below the months should
scroll.

e . c [ o [ s [ ¢ 1l 6.1 w_ [ .
- 1 Frog Sales

ua February March  April May Nne July August  Septembe

6. In the Ribbon, click Freeze Panes, then Unfreeze Panes.

' Frog Farm - Micreaeft Eecel
ayaut Fermulas Uata Rewrw View |

05 ] L3 E

Showide Zoowm L0O% Joomt

Zoom
S 10
D E F
Aol May june July D11 Keeo the tust calumn visinée while sooling
RS through the redl of the warksheet
0 B 0 0 120
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11.

=z

10.

7. Scroll vertically in the worksheet.The view should have returned to normal.

[ 8 C n E F G H |

Frog Sales

Faimiar Fabruary Blarch ) April Py _dune July i L UEE SE'p'.trnL'lt_'ﬂ'
2 » B W # H % »

Click the heading for column C.

A & ( % ) ) { ¢ f G H
1 Frog Sales —-]

Anuary  February fIManch gl May ure July August  Septembe D
4 10 20 W 40 50 &0 » w %

“ s

8
10
11

12

In the Ribbon, click Freeze Panes, then Freeze Panes.

Scroll horizontally in the worksheet.The columns to the right of column B
should scroll.
' A G 3 7 G H | J
1 Frog Salées——
2
3 January February [May une July August  Septembe October
4 10 20 50 60 70 80 90 100
5
8
7
3
9
10

In the Ribbon, click Freeze Panes, then Unfreeze Panes.
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PROTECTING YOUR WORK

Create a password that only allows certain users to change the worksheet or the
entire workbook.
1. Cell protection format

i.  The default protection for every cell is a locked cell

ii. To see this, right click inside any cell

iii. From the menu click on Format Cells...

iv. In the Custom Lists window, select the Protection tab

v. Locked is check as a default

This will allow us to password protect our worksheet
vi. Click the cancel button in the bottom right of the window

2. Protect your worksheet

i.  On the Ribbon >select the Review tab>in the Changes group >click Protect
Sheet

ii. Check v the box next to Protect worksheet and contents of locked cells

iii. In the text box under Password to unprotect sheet:, type the password

iv. Check v the box next to both Select locked cells and Select unlocked
cells

v. Click the OK button

3. Changing any of the data in your worksheet
i.  Once you try to change something, a window will open explaining how
the sheet is protected from change
ii. To change the data you need to unprotect the worksheet
iii. On the Ribbon >select the Review tab>in the Changes group >click
Unprotect Sheet
iv. The password is now gone and you can edit the file

4. Protect workbook
i. Itis the same thing as protecting the worksheet except this time you
protect the entire file

5. Save the file




