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ABOUT THIS COURSE

Course Prerequisites

This manual assumes the user has completed the first part of the Microsoft 365 Excel

courseware or has an understanding of the information presented in that course, including:
e Getting started with the app
e Working with formulas and functions
e Modifying worksheets
e Printing workbook contents
e Managing workbooks

e Customizing the Excel environment

Course Overview

Welcome to the second part of our Microsoft 365 Excel courseware. This version of Excel
incorporates some new features and connectivity options in efforts to make collaboration

and production as easy as possible.

This course is intended to help all users become familiar with the more advanced selection
of features of Excel. We will cover how to create and use advanced formulas, analyze data,
organize worksheet data with tables, visualize data with charts, work with graphical objects,

and enhance workbooks.

Course Objectives

By the end of this course users should be comfortable in creating advanced formulas,
analyzing data with functions, analyzing data using functions and PivotTables, working with
tables, visualizing data with charts, working with graphical objects, and enhancing

workbooks.
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How to Use This Book

This course is divided into seven lessons. Each lesson focuses on several key topics, each of
which are broken down into easy-to-follow concepts. At the end of each topic, you will be
given an activity to complete. At the end of each lesson, we will summarize what has been
covered and provide a few review questions for you to answer. Supplemental learning for

selected topics is provided in the form of Lesson Labs at the end of this book.

Before you begin, download the course’s Exercise Files to a convenient location. They will

be referenced throughout this course and are a key part of your learning experience.
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LESSON 1:
CREATING ADVANCED FORMULAS

Lesson Objectives

In this lesson you will learn how to:
e Apply range names

e Use specialized functions

© 2005-2022 Velsoft Training Materials Inc.
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TOPIC A: Apply Range Names

To help ensure that everyone who works on the same workbook can understand the
formulas and calculations, one option is to use cell and range names. While cell references
can be used to identify where formulas are getting information to calculate data, it is not
always obvious. Excel allows you to give names to individual cells and cell ranges, and then
use those names in formulas and functions. Then, at a glance you can understand what data

is being used in a formula or function.

Topic Objectives
In this session, you will learn:

e About cell and range names
e How to add range names using the Name box and the New Name dialog box
e How to edit and delete range names

e How cell and range names are used in formulas

© 2005-2022 Velsoft Training Materials Inc.
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Range Names

Range names are meaningful labels that you can assign to individual cells or cell ranges. You
can use a range name anywhere you would use a cell reference or cell range reference. This
means you can use a name such as “Employees” to describe a range of cells rather than

their reference (such as C2:C55).

For example, consider the following worksheet. Cells A2 and B2 have been given names

(TotalSales and TotalExpenses, respectively) and those names have been used in a formula

in cell C2 (=TotalSales-TotalExpenses):

AutoSave © ~ Book1.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
[] & Cut Calibri Wt VAR === v BWapText
[ Copy ~ . o A
B I U~ @i v v = == |e = | [& -
<& Format Painter - - — === == Merge&Center
Clipboard N Font N Alignment N
c2 N Fe =TotalSales-TotalExpenses
A B F G H
1 Sales enses
2 | $152,348.88 $128,854.3 523,494.56.
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As an added bonus, range names are absolute references. This means that if you copy a
formula or use AutoFill while using named ranges, the formula will maintain its original cell

references:

Bookl.xlsx ~

AutoSave )<

<l

File Home Insert Page Layout Formulas Data Review View Help
[] & Cut Calibri Y11 AR === § ab, Wrap Text
(B Copy ~ oA
B I U~ v v = = = | e= 3= ~
é? Format Painter - - —_ - - — = = Ep e
Clipboard N Font N Alignment N
H7 \ Je =TotalSales-TotalExpenses

A A B | ¢ /
Sales Expenses Profit

$152,348.88 $128,854.32 $23,494.56

| S 23,494.56 .I

Range names make formulas much more readable, improve worksheet clarity, and greatly

D O B W N -

improve worksheet organization. Range names can even help in the overall design of your

worksheet.

Most small worksheets are usually constructed by filling a sheet with data and then

performing calculations. However, range names enable you to create a worksheet by doing

the opposite: constructing formulas and then adding the data. When you are designing your

worksheet, you can create formulas using names instead of traditional cell references, and

then define the names for the corresponding ranges as data becomes available.

© 2005-2022 Velsoft Training Materials Inc.
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For example, below is an empty worksheet with a defined formula but no defined names,
which results in a #NAME error. This error will remain visible until both “Valuel” and

“Value2” have been defined:

AutoSave ) ¢ = Book1.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
[] & Cut Calibri W11 VAA | === v B wapTet
(@ Copy ~ o A e —
I U+~ - - - i ——— = 2= | [& -
<& Format Painter - — === == S
Clipboard N Font (5] Alignment N
Al N Je =Valuel-Value2
A C D E

#NAME? |4

Keep in mind when choosing cell or range names that all names must start with a letter,
underscore, or backslash. Beyond the first character, you can add any letter or number you
wish. Additionally, names cannot contain any spaces, nor can they contain cell references.

Finally, it is important to know that cell and range names are not case-sensitive.
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Adding Range Names Using the Name Box

To apply a cell name or range name, first use your cursor to select the cell(s) that you want

to name. Next, type the name that you would like to use into the Name Box:

AutoSave z) v O = Bookl.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
[] & Cut Calibri Jiu VAR =E=E ® | BwepTet
(@ Copy ~
Paste BIu.|HEy|O0-AY | =SBE=E =B =
v <& Format Painter = = — = |[=|==es Merge&Center
Clipboard N Font [ Alignment N
Headers| J< || sales
A B C p | E | F | 6 | H |
1 sales = Expenses  Profit |
2

Pressing Enter will apply this name. From then on, you will be able to select this range by

clicking the Name Box drop-down menu and clicking on the range name that you set:

AutoSave z) v 5 Book1.x
File Home Insert Page Layout Formulas Data Review View
[] éi::y ) Calibri Y11 VAR ===
Pajt 5Format Painter I U-~|dH~ |2~ A - === EE
Clipboard N Font N Alignm
fe
Meade—;ﬂl B C D E  F | G
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Adding Range Names Using the New Name Dialog Box

Cells and cell ranges can also be named using the New Name dialog box. While this
technique takes a little bit longer, you have more control over what cells the name refers to.

To open the New Name dialog box, click Formulas = Define Name:

Bookl.xlsx ~

AutoSave =) =

File Home Insert Page Layout Formulas Data Review View Help

ﬁ' Z @ @DeﬁneNam v

i Usein F v
Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math & More Name < Use n Formu

Function v Used ~ v v v Time~ Reference~ Trigv Functionsv | Manager B Create from Selection

<l

Function Library Defined Names

When the New Name dialog box is displayed, you will see that the Name field appears at
the top. The Scope drop-down menu allows you to choose if this new name will be applied
to only the current worksheet or the entire workbook. Inside the Comment text area, you
can enter a brief description of the named cell or range. By default, the cells that were
selected when the Define Name command was clicked will already be filled into the Refers

to field. If you wish, you can change this selection by clicking on the cell selector (\2!):

New Name ? N

Name:

Scope: Workbook e

Comment:

Refersto: | _gpeet115CS9 *
Cance
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Once you enter your options and click OK, the named range will be created.

Name Manager ? X
New... Edit... Delete Filter~
Name Value Refers To Scope Comment
=25 Headers {"Sales”,"Expenses”,... =Sheet1!SA$1:5C$1  Workbo...
B TotalExpenses §128,854.32 =Sheet1!$BS2 Workbo...
EfTotalsales §152,343.88 =Sheet1!SAS2 Workbo...
Refers to:
2|l | =sheet1isastiscst [2]

Close

/.

Clicking the New button will open the New Name dialog box, which you can use to create a

new range name:

New Name ?
Name:

Scope: Workbook ZI
Comment: |

Refersto: | —sheet1!5Cs9

© 2005-2022 Velsoft Training Materials Inc.
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If you select a name from the list in the Name Manager dialog box and then click the Edit

button, the Edit Name dialog box will be shown:

Edit Name ? X
Name: Headers
Scope: Workbook v
Comment:
Refersto: | _gheet115A51:5C51 .
A

This dialog box is identical to the New Name dialog box; the only difference is that it will be

prepopulated with information from the selected range name.

To delete a range name, click to select the range name in question and then click the Delete
button:

Name Manager ? X
New.. | | Eat. Eiter
Ay
Name Value Refers To Scope Comment
25 Headers {"Sales”,"Expenses”,... =Sheet1!SA$1:3C81 Workbo...
Ef TotalExpenses $128,854.32 =Sheet1!SBS2 Workbo...

Ef TotalSales $152,348.88 =Sheet1!SAS2 Workbo...

A dialog box will then open to ask you to confirm this action. Click OK to complete the
deletion process.
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Finally, the Filter command is used to show only certain ranges based on specified criteria:

Name Manager ? X
New... Edit... Delete
Name Value Refers To Scope Commg CI<dr Filter
B Headers {"Sales","Expenses’,... =Sheet1!SAS1:5CS1  Workbo... Names Scoped to Worksheet
EflTotalExpenses  $128,854.32 =Sheet1!3B52 Workbo... Names Scoped to Workbook

@TotalSales $152,348.88 =Sheet1!SAS2 Workbo...
Names with Errors

Names without Errors
Defined Names

Table Names

This is particularly useful when working with a workbook that contains a large amount of

range names, as you can quickly narrow down the list to only those ranges that you would

like to work with.

Using Range Names in Formulas

Cell and range names are not just useful in keeping your workbooks more organized; they
can also help immensely in the creation of formulas. This is because after you have defined
a cell or range name, you are able to use that name in place of the usual cell reference. This

makes formulas much more readable.

For example, below you can clearly and quickly see what this formula does. If it used

standard cell references, it would be more difficult to understand:

D4 v Je =Price*Quantity
A B C K D E F G
1
2
3 Price Quantity Cost
< S 4.99 5 ) 24.95
5 s 24.69 33 s 814.77
6

Perhaps one of the easiest methods to enter cell and range names into a formula is to use
the Formula AutoComplete feature. In the same way the AutoComplete feature suggests

function names based on the first few characters that you type into the Formula Bar, it will

© 2005-2022 Velsoft Training Materials Inc.
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also suggest cell and range names in a small menu. Double-clicking on a suggestion in this

menu will insert it into the formula:

Book2 - Excel

<l

AutoSave ") v

File Home Insert Page Layout Formulas Data Review View Help

VD3 9l [ | <G

<G

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math&  More ]
Function v Used v v v v Timev Reference~ Trigv Functions v BG
Function Library De

AVERAGEIF ~ X « f || =Price*Quan|
A B c EEE Quantity E | F | G [

1]
You can differentiate names from functions and other objects suggested by the small tag

icon that appears by each name ( ® .- function, BH - named cell or range, B - table).

In addition to manually entering cell and range names, you can also utilize the Use in
Formula command to insert existing cell and range names into formulas. To access this

command, click Formulas < Use in Formula:

AutoSave 9~ = Book2 - Excel £ Search
File Home Insert Page Layout Formulas Data Review View Help
VIR, B A ==
223 g (| <Gg S [
G Use in Formula v =] P

Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More
Function v Used v v v v  Time~ Reference~ Trigv Functions v Price

Function Library Formula Auditing

Quantity
N

D4 v X v Kk =Price* Paste Names...

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

This action will display a drop-down menu listing all of the existing cell and range names.

Clicking on an option will insert its reference into the Formula Bar.
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Activity 1-1: Using Range Names in Formulas

Using the features that you learned about in this topic, you will complete a small sales
worksheet.

1. To begin, open Activity 1-1 from your Exercise Files folder:

N Activity 1-1.xlsx
X Microsoft Excel Worksheet
9.37KB

2. To create the first range name, use your cursor to select cells B4:B6:

A | B | ¢ | b

|

1 -

2 o

3 Price Quantity Cost
4 5

5 65

6 45

7

a

3.  Next, type “Prices” inside the Name Box. Press Enter:

$ 42.50 45

AutoSave Activity 1-1.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
ﬁj & Cut Calibri Jiu VA A | =E=E % BwepTe
Paste E@Copy i ') A
T ~ v === = E >
v <X Format Painter = — S — A R Merge&Center
Clipboard N Font N Alignment N
A B (< D E F G H | J
1 -
2
3 Price Quantity Cost
4 S 299 5
5 $ 34.99 65
6
7 -
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The selected range now has “Prices” as a range name:

AutoSave O~ Activity 1-1xlsx ~

File Home Insert Page Layout Formulas Data Review View Help
ﬁj & Cut Calibri Jiu VA A | =E=E % BwepTe
Past: [B Copy ~

€= 5= =
v <X Format Painter == == Merge & Center

Clipboard N Font N Alignment N

A

Now, let’s try another method to create another range name. First, use your cursor
to select cells C4:C6:

S 42.50 EE |

|

A ‘ B C D 1 E ‘ F 1 G
1 —
2“
3 Price Quantity Cost
4 S 299 5
5 S 34.99 65
6
7
o

Next, click Formulas < Define Name:

AutoSave ") v Activity 1-1.xlsx ~

File Home Insert Page Layout Formulas Data Review View Help

X B ERAEBEQLQ Q B G e

G Usein Formula v

Insert  AutoSum Recently Financial Loglcal Text Date & Lookup & Math&  More Name
Function < Used ~ v v Time~v Reference~ Trigv Functions~ | Manager EQ B Create from Selection
Function Library Defined Names
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7. The New Name dialog box is now displayed. Ensure that “Quantity” appears inside
the Name text box and that the Scope drop-down menu is set to Workbook. Click

OK:

New Name ? X

Name: Quantity

Scope: Workbook v)

Comment:

Refersto: | _gpeet1!5C54:5CS6 +
A

8. The selected range now has “Quantity” as a range name:

AutoSave Z) v

File Home Insert Page Layout Formulas Data Review
L2 B E RGO O @ L
Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math& M
Function v Used ~ v v v Time~ Reference~ Trigv Functi
Function Library

I Quantity ¥ f || 5

9. You have one more range name to create. Use your cursor to select cells D3:D6:

A B ‘ C D E ‘ F ‘ G J
1«
2
3 Price = Quantity Cost
4 S 299 5
5 S 34.99 65 _ |
6 S 42.50 45 o
]
2
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10. Click Formulas = Create from Selection:

AutoSave z) v Activity 1-1xlsx ~

File Home Insert Page Layout Formulas Data Review View Help

5 @DefineName v
VA [-] pé
; Usein F lav
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math & More Name fx Use In Formu’a
Function v Used ~ v v v Time~ Reference~ Trigv Functions~ | Manager ET'oCreatefrom Sele(ti%n

Function Library Defined Names

11. Inthe Create Names from Selection dialog box, ensure that the “Top row”
checkbox is selected and click OK:

Create Names from Selection ? X

Create names from values in the:

|:] Left column
[C] Bottom row
[l Right column

Cancel

12. Next, you need to create a formula that will calculate the cost of the items
(Quantity*Prices). Select cell D4:

A B C D E F G

1
2
3 | Price Quantity Cost
y s 2 5 [ @ |
5 S 34.99 65
6 S 42.50 45
7

© 2005-2022 Velsoft Training Materials Inc.
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“u_n,

13. Click inside the Formula Bar and type “=":

AutoSave z) v

File Home Insert Page Layout Formulas Data Review View

L2 B EERAQLO O @ [

Insert  AutoSum Recently Financial Logical Text Date & Lookup& Math&  More
Function v Used v v v v Time~ Reference~ Trigv Functions v

Function Library

SUM Y X Vv || o —

A B & D E F G H

14. Next, type “Prices” followed by an asterisk:

AutoSave ‘9 v

File Home Insert Page Layout Formulas Data Review View

£ >SEEREL @ @ O

Insert  AutoSum Recently Financial Logical Text Date& Lookup & Math&  More
Function v Used v v v v Timev Reference~ Trig~ Functions~

Function Library
SUM vl X v A =Prices®

A B C D E F G H

Price = Quantity Cost

1
2
3
4 $ 299 5 |=Prices* |
5
6
7

S 34.99 65
S 42.50 45

Note that because Prices is a range name, its text will appear blue in the Formula
Bar and blue shading will appear around that range of data on the worksheet.

© 2005-2022 Velsoft Training Materials Inc.
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15. Still inside the Formula Bar, type “Q” and then double-click the Quantity result
from the small menu that appears:

AutoSave )= Activity 1-1.xls

File Home Insert Page Layout Formulas Data Review View

L2 B EFAQGO O @ [

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math&  More
Function v Used v v v v Time~ Reference~ Trigv Functions v

Function Library

SUM vl i | X « Jf || =Prices*q

A B C D

(&) QUARTILE.
(%) QUARTILE.INC

Price  Quantity Cost (& quoTient

) QUARTILE
$ 299 5 |=Prices*q | @

S 34.99 65
S 42.50 45

|

|

|

|

PN Oy B W -

16. The Quantity name now appears within the Formula Bar in red text, with its
associated range shaded in red in the worksheet:

AutoSave 9 ~

File Home Insert Page Layout Formulas Data Review View

L2 H ERHAG O @ [

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math&  More
Function v Used v v v v Time~ Reference~ Trigv Functions~

Function Library
SUM v X v Kk =Prices*Quantity|

A B C D E F G H

1

2

3 Price = Quantity Cost
4 $ 299 5 |Quantity |
5

6

7

S 34.99 65
S 42.50 45
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17. Press Enter to apply the formula. You will see the results appear in cells D4 through

Dé6:
A B C
1
2
3 Price Quantity
4 $ 299 5
5 | $ 3499 65
6 $ 42.50 45
7

(You may receive a “Formula Spilled” alert, indicating that the formula returned
multiple values, so they were spilled into the neighboring blank cells. Because each
of the named ranges contains more than one value, Excel must predict the correct

calculation for each value.)

18. Save the current workbook as Activity 1-1 Complete and then close Microsoft 365

Excel to complete the exercise.

© 2005-2022 Velsoft Training Materials Inc.
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TOPIC B: Use Specialized Functions

A function is a predefined formula that is available in Excel and performs a specific
calculation based on specified values, called arguments. While the basic functions in Excel
cover the majority of use cases, there are some situations where a specialized function is
more appropriate. To find and use specialized functions, you must be familiar with their

syntax and understand how they work on a fundamental level.

Topic Objectives
In this session, you will learn:
e About function categories
e About function syntax
e About function entry dialog boxes
e How to use nested functions
e About automatic workbook calculations
e How to show and hide formulas
e How to enable iterative calculations

e About finding Excel Functions
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Function Categories

Every built-in function that is available in Excel has been categorized into one of 12
standard categories. These categories are available on the Formulas tab, with some

categories available under the More Functions drop-down menu:

AutoSave [E|
File Home Insert Page Layout Formulas Data Review View

Lo> HE R @AG [ [@ [

Insert ~ AutoSum Recently|Financial Logical Text Date& Lookup & Math&  More
Function v Used v v v v Time~ Reference~ Trigv Functions v

Bookl ~

<|

Function Library
(Note that you can expand the number of standard categories using add-ons.)

Here is a list of what types of functions each of the available categories contains:

Financial This category contains dozens of functions that can be used to
calculate financial data such as compound interest, rates of return,
and depreciation.

Logical The functions in this category are used to return values that are
either true or false. Typically, these functions are used in
conjunction with other formulas.

Text Functions in this category are used to manipulate text. For
example, you will find functions that will replace text or convert
text to uppercase.

Date & Time These functions can be as simple as calculating the current date to
calculating the number of workdays in a year.

Lookup & The functions in this category are used to find specific values in a

Reference specified range or table.

Math & Trig This category includes a variety of common mathematical
functions.
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Statistical

Engineering

Cube

Information

Compatibility

Web

The functions in this group are used to perform a variety of
statistical analysis tasks. For example, you will find functions to
calculate mean and median data.

This category includes functions that are commonly used in
engineering settings.

The functions in this category are used to perform complex data
analysis using OLAP (Online Analytical Processing) cubes.

Functions in this category give you information about the
worksheets in your workbook and the data that they contain. For
example, one function has the ability to determine the type of data
in a cell.

The functions in this category are unique in that they are actually
older versions of functions that are still available. Such functions
are useful if you are working with workbooks that were created in
older versions of Excel.

The functions found in this category are used to return data from
web services, return data from XML content, and return URL-
encoded string data.

© 2005-2022 Velsoft Training Materials Inc.

34



Microsoft 365 Excel: Part 2 35

Function Syntax

To successfully use functions in Excel, you must first understand the required values for the
function, and the order in which they are used. This is known as syntax. Excel displays the
syntax of a function by first stating the function, then, in brackets, listing the required
arguments. Any argument enclosed in square brackets ([]) is optional, where all other
arguments are required. Whenever you are entering a function, either in a cell or in the
Formula Bar, Excel will display the function syntax in a ScreenTip, and the current argument
will be bold:

|=SUM( .‘

SUM( nun-1ber1, [number?], ...)

Functions are a major part of what makes Excel so popular, so now we will explore some
different types of functions and learn some tricks that you can use to perform complex
calculations. Just keep in mind that even the most complex of formulas can be broken down
into simple parts. Remember to pay attention to the order of precedence (using the

BEDMAS acronym) and the number of parentheses you use.

The SUMIF Function

|:SU MIF(range, criteria, [sum_range] )|

The SUMIF function is used to calculate the sum of values in a specified range if they meet a
specified criteria. For example, you could calculate total sales figures and only include
numbers that are less than a specified value. The sum_range argument is optional; you can
use it if you want to add cells to the sum other than those specified in the argument. If you
choose to leave out this argument, the function will only calculate the sum of the values

from the previous range argument.
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Below are some example of the SUMIF function in action:

Function

=SUMIF(A1:C10, “<5”)

=SUMIF(A1:A10, 5)

Description

Only numbers in the range A1:C10 that are
under 5 will be added together.

=SUMIF(A1:C10, “December”, D1:D10) | Only numbers in the range D1:D10 will be

added together where they correspond with
the text entry of “December” in the range
Al1:C10.

All numbers with the value of 5 that fall within
the A1:A10 range will be added together.

The AVERAGEIF Function

=AVERAGEIF(range, criteria, [average ra nge])l

The AVERAGEIF function will return the average of every cell within a range if the specified

criteria are met. For example, if you want to calculate the average sale amount in a set

range of sales data only for sales below a certain amount you could use this function. The

average_range argument is optional; it can be used if you want to add cells to the sum

other than those specified by the range argument. If you choose to leave out this argument,

the function will only calculate the average of the values from the range argument.

Below are some AVERAGEIF functions in action:

Function

=AVERAGEIF(A1:C10, “<5”)

=AVERAGEIF(A1:C10, “December”,
D1:D10)

Description

The average of all numbers in the range A1:C10
that are under 5 will be calculated.

The average for the numbers in the range D1:D10
will be calculated where they correspond with
the text entry of “December” in the range
Al1:C10.
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The COUNTIF Function

=COUNTIF(range, criteria)l

The COUNTIF function will count the number of cells in a specified range if the criteria are
met. For example, this function could be used to count the number of sales associates who

have sold X number of products.

Function Description

=COUNTIF(A1:C10, “<5") This function will count all cells within the A1:C10
range where the value is 5 or lower.

=COUNTIF(A1:A10, 5) This function will count all cells within the A1:A10
range only where the value is 5.

IFS Functions

The functions that have been covered so far (AVERAGEIF, COUNTIF, and SUMIF) all have an
equivalent IFS function that allow you to perform those respective calculations on data that

requires more than just one specified criteria.

With a few exceptions, such functions have very similar syntax:

|:SUI\/IIFS(sum_range, criteria_rangel, criterial, [criteria_range2], [criteria2], )|

|:AVERAGEIFS(average_range, criteria_rangel, criterial, [criteria_range2], [criteria2], )|

|:COUNTIFS(criteria_range, criterial, [criteria_range2], [criteria2], )|
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The COUNTA Function

|:COUNTA(va|ue1, [value2],...)|

The COUNTA function is used to count the number of cells specified by the argument

(valuel, value2, etc.) that are not empty.

Function Description

=COUNTA(A1:A10) All cells that contain data within the A1:A10 cell range
will be counted.

=COUNTA(A1:A10, B1, C1)  All cells that contain data within the A1:A10 range, as
well as cells B1 and C1, will be counted.

Finding Excel Functions

While you become familiar with Excel functions, you may find it challenging to know which

function to use in specific situations. In such cases tools are available to help you identify an

appropriate function for your purpose.

One option is the Search for a function feature in the Insert Function dialog box:

Insert Function ? X

Search for a function:

Type a brief description of what you want to do and then
click Go

Or select a category: | Most Recently Used v

Select a function:

~
AVERAGEIF
MAX
AVERAGE
VLOOKUP
IF
HYPERLINK

SUM(number1,number2,...)
Adds all the numbers in a range of cells.

Help on this function 0K Cancel
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As the Search for a function textbox suggests, type a brief description of what you want to
do and then click Go. Excel will offer matching suggestions in the Select a function list.

Clicking a function will display the syntax and provide a brief description:

Insert Function ? X

Search for a function:

sum

Or select a category: | Recommended

Select a function:
SUM

SUMIF

SUMIFS

SUMPRODUCT

SUMSQ

SUMX2MY2

SUMX2PY2 v
SUMIFS(sum_range,criteria_range,criteria,...)

Adds the cells specified by a given set of conditions or criteria.

~

Help on this function Cancel

You can also select a function category from the Or select a category drop-down list. This
will display a list of available functions in that category, in alphabetical order, in the Select a

function list:

Insert Function

Search for a function:

sum

Or select a category: | Logical

Select a function:
AND

FALSE

IFERROR

IFNA

IFS

NOT v
IF(logical_test,value_if_true,value_if_false)

Checks whether a condition is met, and returns one value if TRUE, and
another value if FALSE.

Help on this function Cancel
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Once you have selected the appropriate function, click OK to open the Function Arguments

dialog box, where you can define the required parameters:

Function Arguments ? X
SUM

Number1 | A1:Ag| 2| = {1,2;3,4;5,6}

Number2 4| =

21

Adds all the numbers in a range of cells.

Number1: numberl,number2,... are 1to 255 numbers to sum. Logical values and
text are ignored in cells, included if typed as arguments.

Formula result = 21

Help on this function Cancel
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Function Entry Dialog Boxes

Functions can be entered into a worksheet using a number of different methods. Perhaps
the most straightforward way is to type the function directly into the Formula Bar — in the
same way that you would type a regular formula. For example, if we want to use the SUM
function to calculate the sum total of the values inside the A1:A6 range, we would select the

cell where the result will be displayed and type “=SUM(A1:A6)” into the formula bar:

AutoSave = Bookl.xlsx ~
File Home Insert Page Layout Formulas Data Review View F
f['j dxa Cut A" A = — _ b
Copy ~ o
Paste D.% " B I U O-A- | ZE==| == |E
Clipboard (5] Font Alignment
SUM v X v Kk =SUM(AL:AG)
A B C A D A E A F A G 1 H
1| 1
2 | 2
3 | 3
4 | 4
5 | 5
6 6
7 |=SUM(A1:A6)
8
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Pressing Enter or clicking the Enter button will then enter the function into your worksheet

and then produce the result:

AutoSave z) v

File Home Insert

Calibri

I U
v 6 Format Painter -
Clipboard (5]

A7 N Je

Page Layout

<l

Formulas Data

Font N
=SUM(A1:A6)

D E

-

Review

Bookl.xlsx ~
View
2 A

&=

Alignment

t= s =

| | | |

!

s W N

|

0 W~ O AW N
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While manually entering a function into the Formula Bar can often be the fastest way to
enter a function, it is sometimes a difficult method to take advantage of when you are
unsure of a function’s syntax. In such cases, you want to open the Insert Function dialog
box. To open this dialog box, first select the cell in which you want the result of the function
entered and then click Formulas = Insert Function, or click the Insert Function button that
is beside the Formula Bar:

|

AutoSave

File Home Insert Page Layout Formulas Data Review View

AKo> B R AG Q6 [

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

Book1.xlsx

Function v Used v v v v Time~v Reference~ Trig~ Functions~
T Function Library
Al v —p  fx
A B C D E F

| | | |
1 1

The Insert Function dialog box provides you with a search area (1) that you can use to find a
particular function that you need, as well as a category drop-down menu (2) that displays
all of the functions that belong to a specified category:

Insert Function ? X

Search for a function:

Type a:lrieiotion of what you want to do and then
click G

Or select a category: | Most Recently Used v 9

Select a function:

SUM A
AVERAGEIF
MAX
AVERAGE
VLOOKUP
IF
HYPERLINK

@

SUM(number1,number2,...)
Adds all the numbers in a range of cells.

Help on this function QK Cancel
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Near the bottom of this dialog box you will see a list of functions (3) that are shown based
on your search or the category that you selected. Clicking any of the functions that are
listed here shows you a preview (4) of what the syntax for the selected function is and a

brief description of what that function is used for.

Once you find and select a function, click OK to enter it into your worksheet. This action

typically displays the Function Arguments dialog box:

Function Arguments ? X
SUM

Numberi | A1:Ag | = {1;2:3456 o

Number2 * =

21
Adds all the numbers in a range of cells. e

Number1: numberl,number2,... are 1to 255 numbers to sum. Logical values and
text are ignored in cells, included if typed as arguments.

Formula result = 21 e

Help on this function Cancel

Using the controls in this dialog box, you are able to (1) add arguments to the function that

you selected. For this example, as we are working with the SUM function, we are able to
choose data ranges that will be entered into the function for us. You will also see (2) a
description of the current argument and the result in the middle section of the dialog box.
You will also see (3) the formula result and have access to a link at the bottom of the dialog

box to get help on the function.

Clicking the OK button will enter the function into the worksheet using the arguments that

you selected.

© 2005-2022 Velsoft Training Materials Inc.



Microsoft 365 Excel: Part 2 45

Using Nested Functions

Some situations require that a function be nested inside of another function. This means
that you are using the results of the nested function as arguments. For example, here is an

example of a nested function:

[=IF(SUM(A1:A5)>10, SUM(A6:A10), O)

In this example, two SUM functions have been nested inside of a single IF function. The way
this example works is that IF the SUM of data in cells A1:A5 is greater than 10, then this
formula will SUM the values of cells A6:A10 and display that result. IF the SUM of data in
cells A1:A5 is less than 10, then “0” will be displayed instead.

Automatic Workbook Calculations

By default, Excel workbooks will calculate the results of formulas automatically.
Occasionally, you may want to switch your workbook calculations to manual recalculation
so that you have more control over when formulas are calculated. Typically you would do
this if you are working with a particularly large workbook and the response times in Excel
are slowed when you change a value and numerous formulas calculate the results of this

change at the same time.

To change the calculation options, click Formulas - Calculate Options. This drop-down
command includes the Automatic (default), Automatic Except for Data Tables, and Manual

options:

Autoseve @3D) [T O . Bookais - D Search I

file ~ Home Insert  Pagelayout Formulas Data  Review  View  Help

f)‘c Z @ & Define Name ~ EL, Trace Precedents I Show Formulas @ ] Calculte Now

. q A
Use in Formula ~ 39 Trace Dependents A Error Checking ~

Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Nome i Usein Formula g Trace Dependents /5 Error Checking Watch | Calculation £ .1 e Sheet

Function v Used v v v ~  Time~ Referencev Trigv Functionsv | Manager B Create from Selection | [ Remove Arows ~ (&) Evaluate Formula  Window Opﬁo%v 8

Function Library Defined Names Formula Auditing v Automatic
Automatic Except for Data Tables

Manual

If you switch to the Manual option, you can then calculate formulas in your workbook

manually by clicking Formulas - Calculate Now:

AutoSave 9~ = Booklxlsx ~ O Search _

File Home Insert Page Layout Formulas Data Review View Help

ﬁ Z [ﬂ <?EI &) Define Name ~ BL Trace Precedents [k Show Formulas @ Cakulater&

7 Usein F la~ 53 Trace Dependents A Error Checking ~
Insert | AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Nome Gk Usein Formula d Trace Dependents - /& Eror Checking Watch | Calculation
= EB Calculate Sheet

Functon v  Usedv  ~ ~  Timev Reference~ Trigv Functions~ | Manager BZ Create from Selection | [FxRemove Arrows v (B)Evaluate Formula ~ Window | Options

Function Library Defined Names Formula Auditing Calculation

© 2005-2022 Velsoft Training Materials Inc.



Microsoft 365 Excel: Part 2 46

Alternatively, you can also choose to calculate only those formulas on the current

worksheet by clicking Formulas - Calculate Sheet:

= : — e I

File Home Insert Page Layout Formulas Data Review View Help

y ] & Define Name ~ B, Trace Precedents [/ Show Formulas
+ S EHERIED QB B |G - - e
f ! @ ! ! ! ! [i] 7 Use in Formula ~ B9 Trace Dependents A Error Checking ~ 5 g
Insert | AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name - Watch | Calculation [Eyialiniag
Function v Usedv  ~ - ~  Time~ Reference~ Trigv Functions~ | Manager B3 Create from Selection | FxRemoveArrows ~ (%) Evaluate Formula | Window | Options~ =0 Iﬁ“
Function Library Defined Names Formula Auditing Calculation

Showing and Hiding Formulas

To make creating and reviewing worksheets a bit easier, you can show the formulas (instead

of the result) on the worksheet and the printed page. To do this, click Formulas - Show

Formulas:
.

file  Home  Insert  Pagelayout Formulas Data  Review View  Help

g o = E

f\f Z @ & Define Name ;JTracePrecedents WxSho’wFormula‘} @ e

N - = = = = = — ; Formula~ B hecking ~

Insert | AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Nome - Usein Formula £ Trace Dependents A Error Checking Watch | Calculation = .1 ite Sheet
Function ~ Used v ~ ~ ~  Time~ Reference~ Trig~ Functions~ | Manager B3 Create from Selection | [FxRemove Arrows v (B)Evaluate Formula  Window | Options~ =0

Function Library Defined Names Formula Auditing Calculation

This action shows formulas within the sheet instead of the calculated results:

A B C J D E

100
200 =A1+A2+A3
300

LSRN SRR VR R oS B
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Enabling Iterative Calculations

While you would typically want to avoid circular references (formulas that refer to cells that
contain the same formula), there are situations where this is desirable. In Excel, you are
able to accommodate such situations by enabling iterative calculations and choosing the
exact number of iterations required. Iterative calculations are those calculations that repeat
until a desired condition is reached. Typically, these are used when building more complex

calculations, such as those used to calculate tax accrual.

To enable iterative calculations, first open the Excel Options dialog box by clicking File -

Options. Next, display the Formulas category. Finally, check the Enable iterative calculation

check box:
General . ) ) -
- 4 Change options related to formula calculation, performance, and error handling.
Formulas o
Data Calculation options
Proofing Workbook CalculationG _> v §Enab]elterat\-.e calculat\en%
Save ® Automatic Maximum lterations: | 100

Automatic except for data tables

Language Maximum Change:  |0.001

Manual

Ease of Access

Advanced
Working with formulas
Customize Ribbon
R1C1 reference style G
Quick Access Toolbar X _
v| Formula AutoComplete G
Add-ins v| Use table names in formulas
Trust Center v| Use GetPivotData functions for PivotTable references

v| Suggest formula variations that are supported by older versions of Excel G

With iterative calculation enabled, any formulas that contain circular references will
calculate up to the value found in the Maximum lterations increment box (100 by default).
The Maximum Change text box contains the maximum change value (.001 by default) to

control how much the results change.
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Activity 1-2: Using Specialized Functions

48

You have a large worksheet that contains the details of dozens of loans. A payment rate for

each loan must be calculated according to the terms that have been provided for each. You

will use the PMT function and the Function Arguments dialog box to complete this task.

1. To begin, open Activity 1-2 from your Exercise Files folder:
N, Activity 1-2.xlsx
X Microsoft Excel Worksheet
11.3KB
2.  First, click to select cell G3:
AutoSave = Activity 1-2:xlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help
;& @ Calibri i VAN === v BwepTet General - @ @ Normal
[ Copy ~
=t : —====|@ Condtons romt s [Ciction |
e Sramain | BT U E O A | STEEE Bvegeaco - | §- % G| Condiond fomate [Gioiion ]|
Clipboard ~ Font ~ Alignment ~ Number N
G3 v £
A B c D E F G H 1
1 Loan Payment Schedule
2 Amount of Loan Length of Loan (in years) Annual InterestRate  Payment Period  Amount of Each Payment
3| $ 50,000.00 3 5.25% Monthly @ I
4 $ 50,000.00 4 5.25% Monthly
5 $ 50,000.00 5 5.25% Monthly
6 $ 50,000.00 6 5.25% Monthly
7 $ 50,000.00 7 5.25% Monthly
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3. Next, click Formulas = Financial - PMT:

49

AutoSave = Activity 1-2xlsx ~ £ Search
File ~ Home Insert  Pagelayout Formulas Data  Review  View  Help
j)‘; Z @ E <?E| @; Define Name ~ EL_.,T.m Precedents [/ Show Formulas @
< i " i v
Insert | AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name i Trace Dependents A Error Checking Watch
Function v Usedv |~ ~ ~  Time~ Referencev Trig~ Functionsv | Manager B Create from Selection | [ Remove Arrows v (&) Evaluate Formula  Window
ISPMT - Defined Names Formula Auditing
G3 v MDURATION
A B MIRR D E F G H 1
1 NOMINAL Loan Payment Schedule
2 Am NPER 1 of Loan (in years) Annual Interest Rate  Payment Period  Amount of Each Payment
3 S 3 5.25% Monthly
NPV s
4 $ 4 5.25% Monthly
5 | $ ODDFPRICE 5 5.25% Monthly
6 | S ODDFYIELD 6 5.25% Monthly
7 $ 7 5.25% Monthly
8| $ ODDLPRICE 8 5.25% Monthly
9 | $ ODDLYIELD 9 5.25% Monthly
10 $ 10 5.25% Monthly
PDURATION
1 $ 11 5.25% Monthly
12| $ PMT 12 5.25% Monthly
13| S PPMT 13 5.25% Monthly
14 $ 14 5.25% Monthly
15 $ PRICE 15 5.25% Monthly
16 $ PRICEDISC 16 5.25% Monthly
17 $ 17 5.25% Monthly
1 PRICEMAT
18 $ 18 5.25% Monthly
19 $ PV 19 5.25% Monthly
20| S RATE 20 5.25% Monthly
21 $ 21 5.25% Monthly
22 $ RECEIVED 2 5.25% Monthly
23| $ RRI 23 5.25% Monthly
24| $ o 24 5.25% Monthly
25 S 25 5.25% Monthly
26 g oo 3 5.25% Monthly
27 | $ TBILLEQ - & 5.25% Monthly
28 $ - 5 5.25% Monthly
29 § /x InsertFunction... 6 5.25% Monthly
o IS ann nnn nn - < neor P
Sheet1 @
@

4. The Function Arguments dialog box appears. Within this dialog box you need to

enter all of the arguments. As the interest rate is stored in cell E3, type “E3” into
the Rate text box:

PMT

Formula result =

Function Arguments

Ra

&

Nper
Pv
Fv

Type

Help on this function

TR —

Rate is the interest rate per period for the loan. For example, use 6%/4 for

> > > >

quarterly payments at 6% APR.

0.0525
numb
number
numb

number

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

er

er
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5. Asthese are annual interest rates and the payments will be monthly, you need to
divide this value by 12. Type “/12” following the cell reference in the Rate text box:

Function Arguments ? X
PMT
Rate | £3/12] [2] = 0.004375
Nper 4+ =
Pv r
Fv * =
Type 4+ =

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

Rate is the interest rate per period for the loan. For example, use 6%/4 for
quarterly payments at 6% APR.

Formula result =

Help on this function Cancel

6. The next argument is Nper, or the number of payment periods over the life of the
loan. This information is contained in cell D3, but it is provided in years. Because
you need to enter it as months, type “D3*12” into the Nper text box:

Function Arguments ? X
PMT
Rate E3/12 4 = 0.004375
Nper D312 = [2] = 36
Pv 4+ -
Fv * =
Type 4| =

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

Nper is the total number of payments for the loan.

Formula result =

Help on this function Cancel
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7. The next argument is Pv, or present value. This is the amount of money that is
being borrowed. This information is contained in cell C3, so type “C3” into the Pv

text box:
Function Arguments ? X
PMT
Rate E3/12 4 | = 0.004375
Nper | D3*12 *| = 36
Pv (3 [2] = s0000
Fv +| =
Type 4| =
= -1504.163526

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

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

Formula result = -1504.163526

Help on this function Cancel

8. Leave the Fv (Future Value) argument field empty. This argument will default to O,
which is what we want. (This means there will be no part of the loan left
outstanding at the end of the payments.) We will also let the Type field default to
0, meaning payments will be due at the end of the payment period. Click OK to
create the function:

Function Arguments ? X
PMT
Rate E3/12 4| = 0.004375
Nper D3*12 * = 36
Pv | C3 4 | = 50000
Fv | =
Type 4+ =
= -1504.163526

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

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

Formula result = -1504.163526

Help on this function Cancel
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10.

You now have a result in the cell G3. You will also see the PMT function in the

Formula Bar:

® Activity 1-2 - Excel

Insert  Pagelayout [EZSLTES

Review
fx z IE B Im IH ) (=] Define Name ~ %o Trace Precedents (%] Show Formulas ’:6

A Usein a o3 Trace Dependents ¥ Error Checking ~

Tell me what you want to do

Insert AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name = — Watch
Grmarm e - - Time- Reference~ Trig~ Functions~ Manager 3 Create from Selection | 3% Remove Arrows ~ (&) Evaluate Formula  Window
Function Library Defined Names Formula Auditing

G3 9 5 =PMT(E3/12,D3*12,C3)
LA B c o\ F G H |

1 Loan Payment Schedule

2 Amount of Loan Length of Loan (in years) Annual Interest Rate  Payment Peri
3 $ 50,000.00 3 5.25% Monthly
4 $ 50,000.00 a 5.25% Monthly
5 $ 50,000.00 5 5.25% Monthly
= a ey - e —

Now it is time to enter this formula for the rest of the data rows. To do this, click
cell G3 to make it active, and then drag the AutoFill handle in the lower right
corner of the cell down to G94:

A B c D E F G H 1
66 $ 150,000.00 20 5.25% Monthly
67 $ 150,000.00 21 5.25% Monthly
68 $ 150,000.00 2 5.25% Monthly
69 $ 150,000.00 23 5.25% Monthly
70 $ 150,000.00 24 5.25% Monthly
7| $ 150,000.00 25 5.25% Monthly
72| [s 200,000.00 3 5.25% Monthly’
73 $ 200,000.00 4 5.25% Monthly
74 $ 200,000.00 5 5.25% Monthly
75 $ 200,000.00 6 5.25% Monthly
76 $ 200,000.00 7 5.25% Monthly
77 $ 200,000.00 8 5.25% Monthly
78 $ 200,000.00 9 5.25% Monthly
79 $ 200,000.00 10 5.25% Monthly
80| $ 200,000.00 1 5.25% Monthly
81 & 200,000.00 12 5.25% Monthly
82 $ 200,000.00 13 5.25% Monthly
83 $ 200,000.00 14 5.25% Monthly
84 $ 200,000.00 15 5.25% Monthly
85 $ 200,000.00 16 5.25% Monthly
86 $ 200,000.00 17 5.25% Monthly
87 & 200,000.00 18 5.25% Monthly
88| $ 200,000.00 19 5.25% Monthly
89 $ 200,000.00 20 5.25% Monthly
% $ 200,000.00 21 5.25% Monthly
91 $ 200,000.00 2 5.25% Monthly
92 $ 200,000.00 2 5.25% Monthly
93 $ 200,000.00 24 5.25% Monthly v
94 $ 200,000.00 25 5.25% Monthly 1
95

Sheet! | @

Drag outside selection to fill, or inside to clear

© 2005-2022 Velsoft Training Materials Inc.

52



Microsoft 365 Excel: Part 2

53

11. Release the mouse button. You will see that the loan payments for each entry have

been calculated:

AutoSave

Function ~

69
70
7
72
73
74
75
76
77
78
79
80
81
82
23

85
26
87
88
89

91
%2
93
04
o5
%
97
%8

File  Home Insert

Sz

Insert  AutoSum Recently Financial Logical Text
sedv v ~

Page Layout

Function Library

Formulas

Data

=

Date & Lookup &
Time ~ Reference

fe | =PMT(E3/12,03*12,C3)

~ Tig~ Functions >

Review  View  Help

@ <% ?Def\neName -

Math&  More Name
Manager B3 Create from Selection

£ search

Bl Trace Precedents % Show Formulas
5 Trace Dependents A, Error Checking v
[ Remove Arrows ~

Formula Auditing

C D E F G H
B 150,000.00 2 5.25% Monthly -$937.14]
$ 150,000.00 2 5.25% Monthly -$917.11
S 150,000.00 25 5.25% Monthly -$898.87|
s 200,000.00 3 5.25% Monthly’ -$6,016.65
B 200,000.00 2 5.25% Monthly, -$4,628.54
$ 200,000.00 5 5.25% Monthly -$3,797.20
$ 200,000.00 6 5.25% Monthly -$3,244.23
$ 200,000.00 7 5.25% Monthly -$2,850.34
S 200,000.00 8 5.25% Monthly -$2,555.86)
S 200,000.00 9 5.25% Monthly -$2,327.65|
$ 200,000.00 10 5.25% Monthly -$2,145.83|
$ 200,000.00 1n 5.25% Monthly -$1,997.75
S 200,000.00 12 5.25% Monthly -$1,874.96|
$ 200,000.00 13 5.25% Monthly -$1,771.63|
s 200,000.00 1 5.25% Monthly -$1,683.58
S 200,000.00 15 5.25% Monthly -$1,607.76)
$ 200,000.00 16 5.25% Monthly -$1,541.86|
$ 200,000.00 17 5.25% Monthly -$1,484.13)
$ 200,000.00 18 5.25% Monthly -$1,433.21
S 200,000.00 19 5.25% Monthly -$1,388.02
$ 200,000.00 20 5.25% Monthly -$1,347.69)
$ 200,000.00 2 5.25% Monthly -$1,311.53
S 200,000.00 2 5.25% Monthly -$1,278.96|
S 200,000.00 23 5.25% Monthly -$1,249.52
$ 200,000.00 24 5.25% Monthly -$:
$ 200,000.00 P 5.25% Monthly

Led

Watch
Window

Calculate Now

%l;f;:’;i" BB Calculate Sheet

Calculation

Sheetl

®

Average: 135756 Count: 92 M:

12. Save the current workbook as Activity 1-2 Complete and then close Microsoft 365

Excel to complete this exercise.
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Summary

In this lesson you learned about range names and how to apply them. Additionally, you
learned about the different function categories and specialized functions that are available.
You should also now be familiar with function syntax, nested functions, automatic

workbook calculations, and iterative calculations.

Review Questions

1. For aselected range, where do you type in a new range name?
2. How many function categories are there in Microsoft 365 Excel?

3. What is the command sequence to show formulas rather than calculated values in
cells?

4. What is a nested function?

5. What is the command sequence to change workbook calculations to manual?
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LESSON 2:
ANALYZING DATA WITH LOGICAL AND
LOOKUP FUNCTIONS

Lesson Objectives

In this lesson you will learn how to:
e Use text functions
e Use logical functions
e Use lookup functions
e Use date functions

e Use financial functions
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TOPIC A: Use Text Functions

Now that you are familiar with Excel’s more commonly used functions, you will learn about
some of its more specialized ones. In this topic you will learn about functions that are

specific to text analysis.

Topic Objectives
In this session, you will learn:
e About text functions
e About LEFT and RIGHT functions
e About the MID function
e About the LEN function
e About the TRIM function
e About the UPPER, LOWER, and PROPER functions
e About the TEXTJOIN function

e About the TRANSPOSE function
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Text Functions

Text functions are used in Excel to analyze text-based worksheet data. While such functions
can be used for data analysis, they are typically used instead to prepare data for analysis.
This is because they allow you to format textual data for use in other areas. For example,
you can use text functions to import textual data from another workbook and format it so

that it meets the formatting requirements for the destination workbook.

The LEFT and RIGHT Functions

|:LE FT(text, [num_cha rs])|

|:R|G HT(text, [num_cha rs])|

The LEFT and RIGHT functions are used to return a specific number of characters from
either the left or the right side of a text string. Typically, these functions are used in
situations where you need to transfer text to a destination where there is a limit on the
number of characters each entry may have. The text argument is used to declare which text
you would like to transfer, while the [num_chars] argument is used to declare how many

characters you would like transferred.
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Suppose that cell Al contains “John Smith” as a text string in a worksheet. Examine the

possible examples of how the LEFT and RIGHT functions would work with this data:

Function Description

=RIGHT(A1) As the num_chars argument was not set in this function, it will
default to one character. This means that the output for this
function would be “h” — the last letter on the far right of the text
string.

=RIGHT(A1, 5) With the num_chars argument set to 5, this function would result
in “Smith” as an output — the last five letters on the far right of
the text string.

=LEFT(A1, 5) With the num_chars argument set to 5, this function would result
in “John ” (including the space) as an output — the first five letters
on the far left of the text string.

”J 4

=LEFT(“John”) This function would return only “J” as an output because the

num_chars argument was not set.

The MID Function

|:I\/I|D(text, start_num, num_chars)l

Similar in use and design to the LEFT and RIGHT functions, the MID function returns
characters from the middle of a text string. As with the LEFT and RIGHT functions, the text
argument is used to reference the cell(s) with the text string in question or to enter a text
string directly into the function surrounded by double quotation marks. The start_num
argument is unique to the MID function as it tells the function which character in the text
string to start with. The num_chars argument then allows you to set the number of
characters that you would like to return from the starting point that you set in the previous
argument. Keep in mind that while the num_chars argument behaves the same as it does in
the LEFT and RIGHT functions, it is required in order for the MID function to operate

correctly.
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Suppose that Al contains “John Smith” as a text string in a worksheet. Examine the possible

examples of how the MID function would work with this text string:

Function Description

=MID(A1, 5, 5) In this case, the text is contained within cell Al. The start_num
argument is set to 5, so the function starts five characters
(including spaces) into the text string. The num_chars
argument is set to five so the five characters after the starting
position will be returned. This means that “Smith” would be
the output for this formula.

=MID(A1, 1, 4) In this case, the text is contained within cell Al. The start_num
function is set to 1, so the function starts at the beginning of
the text string. The num_chars argument is set to 4 so the four
characters after the starting position will be returned. This
means that “John” would be the output for this formula.

The LEN Function

=LEN(text)

The LEN (short for length) function’s sole purpose is to return the number of characters that
appear within a text string. While there can be many uses for this function, it is typically
used to ensure that text strings are of the correct length. For example, you could use this
function to make sure that all of the text data within a row is under a specified length. The
only argument in this function, text, is used to specify where the text data that you would

like to count is stored.
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Suppose that Al contains “John Smith” as a text string and B1 contains “Jane Doe” as a text
string. Examine the possible examples of how the LEN function would work with this

information in mind:

Function Description

=LEN(A1)  Inthis case the LEN function has the text argument set to Al. This means
that a count of the text string within this cell will be returned. The output
of this function would then be 10.

=LEN(B1)  In this case the LEN function has the text argument set to B1. This means
that a count of the text string within this cell will be returned. The output
of this function would then be 8.

The TRIM Function

=TRIM(text)

The TRIM function is used to remove any empty spaces from text strings, excluding spaces
between words. This function can be very useful in solving data compatibility issues. For
example, a frequent problem in data entry is random spaces at the beginning or end of a

text string. Such problems can greatly affect your ability to work with text-based data.

Note that the only argument in this function, text, is used to specify where the text data

that you would like to work with is stored.
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Suppose that Al contains “ John Smith” as a text string and B1 contains “Jane ” as a text
string. Examine the possible examples of how the TRIM function would work with this

information in mind:

Function Description

=TRIM(A1) In this case the TRIM function has the text argument set to Al. “John
Smith” will be returned with all of the spaces at the beginning of this text
string removed.

=TRIM(B1) In this case the TRIM function has the text argument set to B1. “Jane” will
be returned with all of the spaces at the end of this text string removed.

The UPPER, LOWER, and PROPER Functions

=UPPER(text)

=LOWER(text)

[=PROPER text)

The UPPER, LOWER, and PROPER functions are used to change the casing of text-based
data. The UPPER function converts all lowercase characters into uppercase, while the

LOWER function will do the opposite. The PROPER function will only capitalize the first

character of each word in a text string. For all of these functions, the only argument is text.

This is used to indicate the text-based data that you would like this function to work with.
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Suppose that Al contains “John Smith” as a text string and B1 contains “jANe smiTh” as a
text string. Examine the possible examples of how the UPPER, LOWER, and PROPER

functions would work with this information in mind:

Function Description

=UPPER(A1) | In this example, the UPPER function converts all of the text within cell
A1l to uppercase. This means that the output would be “JOHN SMITH”.

=LOWER(A1) ' In this example, the LOWER function converts all of the text within cell
A1l to lowercase. This means that the output would be “john smith”.

=PROPER(B1) ' In this example, the PROPER function ensures that only the first
character in each word in cell B1 is capitalized. This means that “Jane
Smith” would be the resulting output.

The TEXTJOIN Function

|:TEXTJOIN(de|imeter, ignore_empty, textl, [text2], )|

The TEXTJOIN function allows you to combine (concatenate) text strings together from
multiple cells into a single cell. This function can save you an enormous amount of time if

you need to combine data from multiple sources into one cell.

The delimiter argument is used to define a text string (empty, or one or more characters)
that will separate the text strings you are joining. The ignore_empty argument is either
TRUE (default) or FALSE and allows the function to ignore empty cells that are defined by
the text arguments. Finally, the text arguments allow you to define the text strings, or

ranges of strings that you want to join.
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Suppose that Al contains “John Smith” as a text string, B1 is blank, and C1 contains “Jane
Doe” as a text string. Examine the possible examples of how the TEXTJOIN functions would

work with this information in mind:

Function Description

=TEXTJOIN( “, “, TRUE, A1, B1,C1) In this example, the TEXTJOIN function combines
cell A1, add a comma and a space, ignore cell B1
because it is empty, then add cell C1. The output
would be “John Smith, Jane Doe”.

=TEXTJOIN( “, “, FALSE, A1, B1, C1) In this example, the TEXTJOIN function combines
cell A1, add a comma and a space, add another
comma and space for cell B1, because the empty
cell is not ignored, then add cell C1. The output
would be “John Smith, , Jane Doe”.

TEXTJOIN(, TRUE, A1, B1, C1) In this example, because the delimiter argument is
empty, the TEXTJOIN function combines cell Al,
ignore cell B1, because the ignore_empty
argument is TRUE, then add cell C1. The output
would be “John SmithJane Doe”.
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The TRANSPOSE Function

=TRANSPOSE (array))

The Transpose function shifts a vertical range of cells to a horizontal range or vice versa. To
operate correctly, this function needs to be entered as an array formula in a range that has

the same number of rows and columns.

For example, suppose that you wanted to transpose the values in column A so that they

appear horizontally on row 1:

AutoSave '9 v

File Home Insert Page Layout Formulas Data Review View
ﬁj L_gz:;y ) Calibri Jn VA A === e g
Pavste <& Format Painter I U~ A A ; ===|==|E
Clipboard (5] Font (5] Alignmen
Al 5 Je 1
A B C D E F G H

0 oh W N

R = )T, B S VS S
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To do this, first select the destination cells that you would like the results to be shown in:

AutoSave ©) ~ s Book1 - Ex
File Home Insert Page Layout Formulas Data Review View
[] ﬁgz:tpy ) Calibri i1 AR | E== o
pajte 6Format Painter I 4~ 2 A - g g % E L_: E
Clipboard (5] Font (5] Alignmen
C1 A Je
A B C D E F G H 1

b W N

Next, you would enter the transpose function into the Formula Bar with the original cell
range as the argument — in this case it would be “=TRANSPOSE(A1:A5)":

AutoSave e ~ v Book1 - Exc
File Home Insert Page Layout Formulas Data Review View
. D X Cut A A = = — ab
[ Copy ~ o o
» B I U~ |iiv v A === == B
Clipboard [FY] Font Alignment
PMT v X « J< | =TRANSPOSE(A1:A5)
A B C D E F G H 1
1 1 [5) | | | | |
2 | 2
3 | 3
4 4
5 5
6 —
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Press Ctrl + Shift + Enter to enter this function as an array formula and the results will be

displayed within the selected cells:

AutoSave z) v < Book1 - Exc
File Home Insert Page Layout Formulas Data Review View
[] g’ o Calibri Wi VAN | === v 2
(2 Copy ~
Paste = = = | = = | B
B I U v 0‘ v A v — =. = =
v <X Format Painter - f— === ==
Clipboard (5] Font (5] Alignment
C1 i Je {=TRANSPOSE(A1:A5)}
A | B C D E F G H |
1 1 | 1] 2 3 4 5l
2 | 2
3 | 3
4 | <
5 | 5
6%
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Activity 2-1: Analyzing Data Using Text Functions

Using some of the text functions that you have learned about in this session, you would like

to automate portions of an invoice form to decrease the time needed for data entry.

1. To begin, open Activity 2-1 from your Exercise Files folder:

N Activity 2-1.xlsx
X Microsoft Excel Worksheet
9.02 KB

2.  First you would like to find the first initial from the first name that is entered into
column A. Click to select cell C2 and type “=LEFT(A2)” into the Formula Bar:

File Home Insert Page Layout Formulas Data Review

(@ Copy ~ B

BIU-|H-|ga-A-|===|=

Clipboard N Font A

PMT v X  f | =LEFT(A2)
A B C

1 First Name Last Name First Initial
2 John Smith [-LeFT(A2) |
3 | Jane Johnson
4

3. Press the Enter key on your keyboard and you will see that the previously selected

cell now displays the initial from the first name (“J” in this case):

1 First Name Last Name EirstInitia Last Initial Full Initals Date: Invoice #:
2 John Smith J 2015-11-12 8463157
3 I Jane Johnson 1] 2015-11-13 45678
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4. Next, you need to do the same thing and find the first initial from the last name
that is entered into column B. Click to select cell D2 and type “=LEFT(B2)” into the

Formula Bar:

AutoSave '9 v Activity 2-1.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
D & Cut A° A === 1)
[@™Copy ~ , _
~ B U~ |E %~ A === == B b~ % 9
Clipboard ~ Font Alignment Number
PMT v X « f || =LEFT(B2)
. : \ 5 . .
1 First Name Last Name First Initiah Last Initial Full Initals Date:
2 John Smith | J [oLEFT(B2) | 2015-11-12
3 | Jane Johnson 2015-11-13
4 4
5

5. Press the Enter key on your keyboard and you will see that the previously selected
cell now displays the initial from the last name (“S” in this case):

A B C D E F G H
1 First Name Last Name First Initial _lastinitial _  Full Initals Date: Invoice #:
2 John Smith J S 2015-11-12 8463157
3 Jane Johnson 1] 2015-11-13 45678

6. Now you need to use the TEXTJOIN function to fill in the Full Initials column. Click
to select the E2 cell and then type “=TEXTJOIN(,TRUE,C2,D2)” into the Formula

Bar:
AutoSave z) v Activity 2-1.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
[] & Cut A | == )t
[@Copy ~ R : e | =
y B U~ |Hd A === == E 5~ % 9
Clipboard N Font Alignment Number
SUM v X « f | =TEXTJOIN(,TRUE,C2,02)
A | B D E F
1 ‘ First Name Last Name First Initial Last Full Initals Date:
2 | John Smith | J | s |,c2,02) | 11/12/2015
3 Jane Johnson 11/13/2015
4
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7.

10.

Press the Enter key and you will see that the values from cells C2 and D2 have been

combined to show the full initials:

A B © D E F G H
1 First Name Last Name First Initial Last Initial Full Initals Date: Invoice #: hi
2 John Smith ] s 2015-11-12 8463157
3 Jane Johnson 1) 2015-11-13 45678

Finally, you would like to automatically fill in the shipment method based on the
number of characters that appear in the invoice number. If the invoice has more
than five characters, then it is designated a rush order and if it is five characters or

less, it is a standard order. Select H2:

AutoSave (@ off) B~ < Activity 2-1xlsx ~ P Search
file ~ Home  Insert  Pagelayout  Formulas Data  Review  View  Help
Eﬁ ?’C“‘ Calibri LA A 25 Wrap Text General v == @ Normal Ba
[ Copy ~
Paste =5 o oo | Conditional Formatas |Calculation
BIU- - &-A- %94
°  SEmEm =~ |- = B Merge & Center $ %9 WD Formatting v Table v E
Clipboard ~ Font ~ Alignment ~ Number ]
H2 ) f
A B C D E F G H |
1 First Name Last Name First Initial Last Initial Full Initals Date: Invoice #: _ Shipment Method:
2 John Smith ] S s 2015-11-12 8463157 1)
Jane Johnson 2015-11-13 45678

Type “=IF(LEN(G2)>5, "RUSH", "STANDARD")” into the Formula Bar:

AutoSave 9~ Activity 2-1.xlsx ~ £ Search
file  Home Insert  Pagelayout  Formulas  Data  Review  View  Help
T & Cut AAN|=== == H37 | Norma
L [QCopy e BIU m 2y / ===|==|" ¢ 2 0 [
Clipboard ~ Font Alignment Number

PMT - X « f | =IF(LEN(G2)>S,"RUSH","STANDARD")|
A B c N G H |
1 First Name Last Name First Initial Last Initial Full Initals Datem_ Shipment Method:
S s 2015-11-12 | 8463157 |","STANDARD")

H| John Smith ]
Jane Johnson 2015-11-13 45678

Press the Enter key on your keyboard and you will see that this particular order is a
rush order because its invoice number is more than five characters:

A B © D E F G H |
1 First Name Last Name First Initial Last Initial Full Initals Date: Invoice #: i J
2 John Smith J S s 2015-11-12 8463157 RUSH
3 Jane Johnson 2015-11-13 45678 1]
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11.

12.

Use the Auto Fill feature to copy the formulas that you entered during this activity
into the adjacent cells in row 3:

A B © D E F G H |
1 First Name Last Name First Initial Last Initial Full Initals Date: Invoice # _ Shipment Method:
2 John Smith J S s 2015-11-12 8463157 RUSH
3 Jane Johnson J J i) 2015-11-13 45678 STANDARD +

Save the current workbook as Activity 2-1 Complete and then close Microsoft 365
Excel to complete this exercise.
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TOPIC B: Use Logical Functions

Logical functions are used to ask yes or no questions related to your data. In this session you
will learn all about the logical functions that are available in Excel 365, including the AND,
OR, and IF functions.

Topic Objectives

In this session, you will learn:
e About logical functions
e About logical operators
e About the AND function
e About the OR function
e About the IF function

e About the IFS function
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Logical Functions

Excel contains a collection of logical functions that allow you to essentially ask yes or no
guestions related to your data. Such questions return a positive (TRUE) or negative (FALSE)
response. Logical functions also allow you to perform calculations when certain conditions
are met. For example, logical functions could be used to ask your data if the sales
department met its goals for this quarter, or it could be used to find out if the sales

department met its goal, and if so, what the bonus would be for the team members.

Logical Operators

Logical operators are used to compare two values against one another to see if they meet a
specified logical condition. For example, should the values meet the logical condition (2 > 1)
then the output would be the logical value of TRUE. If the values do not meet the logical
condition (2 < 1), then the output would instead be FALSE. Due to this behavior, logical
operators are instrumental in constructing conditions for functions and calculations to run

correctly.
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Below you will find a table with all of the logical operators that are available in Excel 365

and what they do:

Operator Symbol Examples with TRUE Result
Equal to = 1=1
Greater than > 2>1
Less than < 1<2
Greater than or equal to >= 2>=2
3>=2
Less than or equal to <= 2<=2
1<=2
Not equal to <> 1<>2

The AND Function

|:AN D(logicall, [logical?], )|

This function returns a TRUE value when all of the arguments are true. On the flipside, it
returns a FALSE value when any of the arguments in this function are false. While there can
be a varied amount of use cases for this function, you would typically use it for conditional
purposes. For example, you could use this function to check whether all of the departments

in an organization have met all of their goals for the current quarter.

The first argument that is required in this function is logicall. You can have up to 30 of
these arguments in one AND function with each argument separated by a comma. These
arguments are where you enter the logical values and operators that you would like to test
for (e.g. A1>B2). Additionally, you also have the option of entering a formula as a single

argument.
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Suppose that Al contains the value of 15, while cell B1 holds the value 20, and C1 contains
25. Additionally, assume that D1 holds the logical value of FALSE:

A B C D E
1 15 20 25 FALSE
2
Function Description

=AND(A1<B1, B1>C1)  While the value of Al is less than the value in B1, B1 is actually
less than C1. As not all of the arguments in this function are
true, the AND function will output FALSE.

=AND(A1<B1, B1<C1) The value of Al is less than B1, and similarly the value of B1 is
less than C1. As all of the arguments in this AND function have
returned as true, the output for this function would be TRUE.

=AND(D1) The value of D1 holds the logical value of FALSE so the output
of this AND function would also be FALSE.

=AND(2*2=4) In this function a simple equation has been added as an
argument. As this equation is correct (2X2=4) the output from
this AND function would be TRUE.

The OR Function

|:OR(|ogica|1, [logical?], )|

The OR function is similar to the AND function with one key difference: the OR function
returns a TRUE value if any of the arguments evaluate to TRUE. With the same 30
arguments limit as the AND function, the OR function is constructed in the same manner
and supports the same items (formulas, cell references, etc.). Typically, this function would
be used to determine if there is a TRUE value in a group of data. For example, you could use
it to quickly see if anyone in your sales department has made sales over a particular dollar

amount in any one of the four months of this quarter.
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Suppose that Al contains the value of 15, while cell B1 holds the value 20, and C1 contains
25. Additionally, assume that D1 holds the logical value of FALSE:

A B D E
1 15 20 25 FALSE
2
Function Description

=OR(A1<B1, B1>C1)

=OR(A1<B1, B1<C1)

=OR(D1, A1<5)

While the value of Al is less than the value in B1, B1 is
actually less than C1. Even though only one of the arguments
in this function has returned as TRUE, the OR function will still
output TRUE.

The value of Al is less than B1, and similarly the value of B1 is
less than C1. As all of the arguments in this OR function have
returned as true, the output for this function would be TRUE.

The value of D1 holds the logical value of FALSE and the data

in Al is not less than 5, so both of these arguments resolve to
FALSE. This means that the output for this OR function would
also be FALSE.

The IF Function

|:|F(|ogica|_test, [value if true], [value_if_false])|

The IF function is one of the most commonly used logical functions. It sets a cell value based

upon whether a logical test resolves to be true or false. For example, you could use this

function to test if a salesperson in your organization exceeded a sales goal. If that resolves

to true, then this function could output a bonus amount. If it resolves to false, then this

function could output a zero amount.
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The IF function has three arguments: logical_test, value_if _true, and value_if_false. The
logical_test argument is where you create the condition that you would like to test. The
value_if_true argument will be the output of this function if the condition is found to be
true. Similarly, the value_if_false argument will be the output if the condition is found to be
false. Keep in mind that the value arguments in this function can hold both text and

numerical data; however, all text data must be enclosed in double quotation marks.

Suppose that Al contains the value of 15, while cell B1 holds the value 20, and C1 contains
25. Additionally, assume that D1 holds the logical value of FALSE:

A B C D E
1 15 20 25 FALSE
2
Function Description
=IF(A1<B1, “Yes”, “No”) In this example, Al is in fact less than B1 so this

function would output Yes.

=IF(A1<B1, B1*C1, “No”) In this example, Al is less than B1 so this function
would output the result of the B1*C1 formula - 500 in
this case.

=IF(A1>B1, “Yes”, “No”) In this example, Al is less than B1 so this function

results in No as the output.

The IFS Function

|:IFS(|ogica|_test1, value_if truel, [logical test2], [value_if true2], )|

The IFS function is an evolution of the IF function that was introduced in Excel 2016. It is an
alternative to using nested IF functions, where you want to test multiple conditions and

return multiple results based on those conditions. It is much easier to use and much easier
to understand than a complex nested IF function, and you should keep it mind as you begin

to use more complex logical analysis in your workbooks.
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The IFS function only has two required arguments: logical_test1, and value_if_truel. Each
argument is similar to those in the IF function, but the benefits of the IFS function are
realized when you begin to add additional arguments. The IFS function checks whether the
first condition (logical_testl) is true, and, if so, returns the value_if_truel argument. If the
first condition is false, it moves to the next condition and performs the same analysis again,
then continues through all of the logical tests. If none of the logical tests are true the IFS
function will return #N/A. You can prevent this outcome by making the last logical test in
your IFS function TRUE.

Suppose that Al contains the value of 15, while cell B1 holds the value 20, and C1 contains
25. Additionally, assume that D1 holds the logical value of FALSE:

A B {& D E
1 15 20 25 FALSE
2
Function Description
=IFS(A1>B1, A1, B1<C1,B1) In this example, Al is in fact less than B1 so the
first logical test is false. In the second logical
test, B1 is less than C1, therefore the function
would output the contents of cell B1, 20.
=IFS(A1<B1, “A1”,B1<C1,”B1") In this example, both of the logical tests are

true. The function would output the string “A1”
because it returns the value_if true of the first
logical test that is true.

=IFS(A1>B1, A1, B1>C1,B1,TRUE,C1) In this example, both the first and second logical
tests resolve to FALSE. The third logical test has
been defined as TRUE, so the function would
output the contents of cell C1, 25.
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Activity 2-2: Analyzing Data Using Logical Functions

You have been tasked with maintaining a worksheet that is used to determine whether

employees qualify for a bonus. Use the functions you learned about in this lesson to

determine which employees will receive a bonus and complete the data in the ID column.

1.

To begin, open Activity 2-2 from your Exercise Files folder:

N Activity 2-2.xlsx
X Microsoft Excel Worksheet
9.83 KB

First you need to fill in the ID column. This data is the first name and last name

separated by an underscore (_). While you can do this manually, the TEXTJOIN

function is built for exactly this type of work. Select cell C5, then, in the Formula

Bar, type “=TEXTJOIN(“_”, TRUE,A5,B5)”

SUM - X  fe | =TEXTJOIN("_",TRUE,AS,BS)
A B c D E F

1 |Weekly Sales & Bonus PAyout
2
3

15

4 | First Name_Last Name | Call List Comp Weekly Sales Weekly Goal  Bonus Bonus Amount
5 [sackie  Iwilliamson|As,B5) [ Yes $ 16,785.14 $ 15,000.00
6 |Lucas Bressan Yes $ 14,687.50 $ 15,000.00
7 |Stanley  Prestwick No $ 13,478.96 $ 15,000.00
8 |Jerry Harrison No $ 21,689.47 $ 15,000.00
9 |Leah Thompson Yes $ 2547845 $ 15,000.00
10 |Robyn Fletcher No $  7,600.00 $ 10,000.00
11 |Lisa McCain Yes $ 5689.00 $ 10,000.00
12 |Steven Stone Yes $ 12,346.87 $ 10,000.00
13 |Devon Lawrence No $ 11,687.00 $ 10,000.00
14 \George  Jackson Yes $  9,874.45 $ 10,000.00

J K L

Weekly Bonus Amount
$ 500.00

Press Enter, to enter the formula, then select cell C5 again, hover your cursor over

the cell handle until your cursor icon turns into a small black cross:

A B ¢ D E F G H
1 |Weekly Sales & Bonus Payout
2
3
4 |First Name Last Name 1D Callljst»t'omp Weekly Sales Weekly Goal Bonus Bonus Amount
5 [sackie Williamson [Jackie_Williamson | 4 ves $ 16,785.14 $ 15,000.00
6 Lucas Bressan + Yes $ 14,687.50 $ 15,000.00
7 |Stanley Prestwick No $ 13,478.96 $ 15,000.00
8 |lerry Harrison No $ 21,689.47 $ 15,000.00
9 |Leah Thompson Yes $ 25,478.45 $ 15,000.00
10 |Robyn Fletcher No $ 7,600.00 $ 10,000.00
11 |Lisa McCain Yes $ 5,689.00 $ 10,000.00
12 Steven Stone Yes $ 12,346.87 $ 10,000.00
13 |Devon Lawrence No $ 11,687.00 $ 10,000.00
14 |George Jackson Yes $ 9,874.45 $ 10,000.00
15
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4. Double click on the cell handle to automatically copy your formula down the
column, to cell C14:

A B C D E F G H
1 |Weekly Sales & Bonus Payout
2
3
4 |First Name Last Name 1D Call List Comp Weekly Sales Weekly Goal Bonus Bonus Amount
5 |Jackie Williamson |Jackie_Williamson Yes $ 16,785.14 $ 15,000.00
6 |Lucas Bressan Lucas_Bressan Yes $ 14,687.50 $ 15,000.00
7 |Stanley Prestwick |Stanley_Prestwick No $ 13,478.96 $ 15,000.00
8 |Jerry Harrison  |Jerry_Harrison No $ 21,689.47 $ 15,000.00
9 |Leah Thompson |Leah_Thompson Yes $ 25,478.45 S 15,000.00
10 |Robyn Fletcher Robyn_Fletcher No $  7,600.00 $ 10,000.00
11 |Lisa McCain Lisa_McCain Yes $  5689.00 $ 10,000.00
12 |Steven Stone Steven_Stone Yes $ 12,346.87 $ 10,000.00
13 |Devon Lawrence |Devon_Lawrence No $ 11,687.00 $ 10,000.00
14 |George Jackson George _Jackson Yes $ 9,874.45 $ 10,000.00
15 =

n

5. Next, you need to determine which salespeople are going to receive a bonus.
Bonuses are dispensed when the representative exceeds their weekly sales goal,
and if their call reports are complete. For this purpose, you can use the AND
function. Use your cursor to select cells G5 on the worksheet:

A B C D E F G H | J K L
1 |Weekly Sales & Bonus Payout Weekly Bonus Amount
2 $ 500.00
3
4 |First Name _Last Name D CallRep Comp Weekly Sales Weekly Goal __Bonus __Bonus Amount
5 |Jackie Williamson Jackie_Williamson Yes $ 16,785.14 $ 15,000.00 l
6 |Lucas Bressan Lucas_Bressan Yes $ 14,687.50 $ 15,000.00
7 |stanley  Prestwick Stanley_Prestwick No $ 13,478.96 $ 15,000.00
8 |Jerry Harrison  Jerry_Harrison No $ 21,689.47 $ 15,000.00
9 |Leah Thompson Leah_Thompson Yes $ 2547845 $ 15,000.00
10|Robyn  Fletcher  Robyn_Fletcher No $  7,600.00 $ 10,000.00
11 |Lisa McCain Lisa_McCain Yes $  5689.00 $ 10,000.00
12 |Steven Stone Steven_Stone Yes $ 12,346.87 $ 10,000.00
13 |Devon Lawrence Devon_Lawrence No $ 11,687.00 $ 10,000.00
14 |George  Jackson George _Jackson Yes $ 9,87445 $ 10,000.00

15

© 2005-2022 Velsoft Training Materials Inc.



Microsoft 365 Excel: Part 2 80

6. Inside the Formula Bar, type “=AND(D5="Yes",E5>F5)” and then press Enter:

AutoSave (@ off) Activity 2-2:xlsx ~ £ search
File Home Insert Page Layout Formulas Data Review View Help

A

2 p3 H o <Gg :

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

oy e

Function v Used v v v v  Time~ Reference~ Trig~ Functions v 2
Function Library Defined Names Formula Auditing

PMT - X « f || =AND(D5="Yes",E5>F5)

A B (& G H I J K
1| Weekly Sales & Bonus Payout Weekly Bonus Amount
2 $ 500.00
2
4 |First Name Last Name D Call Rep Comp Weekly Sales Weekly Goal"® Bonus Bonus Amount
5 |Jackie i Jackie_Wil | Yes | $ 16,785.14 | $ 15,000.00 |=AND(D5="Yes" ES>F5)
6 |Lucas Bressan Lucas_Bressan Yes $ 14,687.50 $ 15,000.00
7 |Stanley  Prestwick Stanley_Prestwick No $ 13,478.96 $ 15,000.00
8 |lerry Harrison  Jerry_Harrison No $ 21,689.47 $ 15,000.00
9 Leah Thompson Leah_Thompson Yes $ 25,478.45 $ 15,000.00
10 |Robyn Fletcher  Robyn_Fletcher No $  7,600.00 $ 10,000.00
11 |Lisa McCain Lisa_McCain Yes $  5689.00 $ 10,000.00
12 |Steven Stone Steven_Stone Yes $ 12,346.87 $ 10,000.00
13 |Devon Lawrence Devon_Lawrence No $ 11,687.00 $ 10,000.00
14 |George  Jackson  George Jackson Yes $  9,87445 $ 10,000.00
15
16

7. Because both logical tests are true, the formula returns the value of TRUE in cell
G5. Now drag the AutoFill handle at the bottom right of the cell down to cell G14:

A B c ) | E | F G H I K L
1 |Weekly Sales & Bonus Payout Weekly Bonus Amount
2 $ 500.00
3

4 |First Name Last Name 1D Call Rep Comp Weekly Sales Weekly Goal  Bonus Bonus Amount

5 [Jackie Williamson Jackie_Williamson Yes $ 16,785.14 $ 15,000.00 TRUE

6 |Lucas Bressan  Lucas_Bressan Yes $ 14,687.50 $ 15,000.00

7 |stanley  Prestwick Stanley_Prestwick No $ 13,478.96 $ 15,000.00

8 |Jerry Harrison  Jerry_Harrison No $ 21,689.47 $ 15,000.00

9 |Leah Thompson Leah_Thompson Yes $ 2547845 $ 15,000.00

10 |Robyn Fletcher  Robyn_Fletcher No $  7,600.00 $ 10,000.00

11 |Lisa McCain Lisa_McCain Yes $ 5689.00 $ 10,000.00

12 [Steven  Stone Steven_Stone Yes $ 12,346.87 $ 10,000.00

13|Devon  Llawrence Devon_Lawrence No $ 11,687.00 $ 10,000.00

14 |George  Jackson  George _Jackson Yes $  9,87445 $ 10,000.00

15

8. All sales representatives who have met both conditions now show a value of TRUE
in this column. To add the bonus amount to column H, first select cells H5 through
H14:

A B c D E F G H | J K L
1 |Weekly Sales & Bonus Payout Weekly Bonus Amount
2 $ 500.00
3

4 |First Name Last Name 1D Call Rep Comp Weekly Sales Weekly Goal  Bonus Bonus Amount

5 |Jackie Williamson Jackie_Williamson Yes $ 16,785.14 $ 15,000.00 TRUE

6 |Lucas Bressan Lucas_Bressan Yes $ 14,687.50 $ 15,000.00 FALSE

7 |Stanley Prestwick Stanley_Prestwick No $ 13,478.96 $ 15,000.00 FALSE

8 |lerry Harrison Jerry_Harrison No $ 21,689.47 $ 15,000.00 FALSE

9 [Leah Thompson Leah_Thompson Yes $ 2547845 $ 15,000.00 TRUE

10 |Robyn Fletcher  Robyn_Fletcher No $  7,600.00 $ 10,000.00  FALSE

11 [Lisa McCain Lisa_McCain Yes $ 5689.00 $10,000.00  FALSE

12 |Steven Stone Steven_Stone Yes $ 12,346.87 $ 10,000.00 TRUE

13 [Devon Lawrence Devon_Lawrence No $ 11,687.00 $ 10,000.00 FALSE

14|George  Jackson  George Jackson Yes $ 987445 $10,000.00  FALSE [+ I

15 =
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9.

10.

11.

Inside the Formula Bar, type “=IF(G5:G14=TRUE,K2, 0)”. Because this is an array
function, press Ctrl + Shift + Enter:

AutoSave

o Activity 2-2.xlsx ~ £ Search ||

File ~ Home Insert  Pagelayout  Formulas Data  Review View  Help

B X T I 4 - |

LY g = N A
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More &

Function v Usedv v - ~  Time~ Reference~ Tig~ Functions~ 7] ;
Function Library Defined Names Formula Auditing

PMT - X « f | =IF(G5:G14=TRUEK2, 0)|

A 8 c D E F G H | J K L
1 \Weekly Sales & Bonus Payout Weekly Bonus Amount
2 | I $ smmI
3
4 |First Name Last Name 1D Call Rep Comp Weekly Sales Weekly Goal Bonus Amount
5 |Jackie Williamson Jackie_Williamson Yes $ 16,785.14 $ 15,000.00 TRUE =TRUE,K2, 0)
6 |Lucas Bressan Lucas_Bressan Yes $ 14,687.50 $ 15,000.00 FALSE
7 [stanley  Prestwick Stanley_Prestwick No $ 13,478.96 $ 15,000.00 | FALSE
8 [Jerry Harrison  Jerry_Harrison No $ 21,689.47 $15000.00 | FALSE
9 |Leah Thompson Leah_Thompson Yes $ 2547845 $ 15,000.00 | TRUE
10 |Robyn Fletcher Robyn_Fletcher No $  7,600.00 $ 10,000.00 FALSE
11 |Lisa McCain Lisa_McCain Yes $ 5,689.00 $ 10,000.00 FALSE
12 |Steven Stone Steven_Stone Yes $ 12,346.87 $ 10,000.00 TRUE
13 |Devon Lawrence Devon_Lawrence No $ 11,687.00 $ 10,000.00 | FALSE
14|George  Jackson George _Jackson Yes $ 987445 $10,000.00| FALSE | 1
15
16

The bonus information has now been calculated for all employees in this

worksheet:
A | 8 | c | D | E F G H [ K L
1 \Weekly Sales & Bonus Payout Weekly Bonus Amount
2 $ 500.00
3
4 |First Name Last Name D Call Rep Comp Weekly Sales Weekly Goal  Bonus __ Bonus Amount
5 |Jackie Williamson Jackie_Williamson Yes $ 16,785.14 $ 15,000.00 TRUE $ 500.00
6 |Lucas Bressan Lucas_Bressan Yes $ 14,687.50 $ 15,000.00 FALSE S -
7 |Stanley Prestwick Stanley_Prestwick No $ 13,478.96 $ 15,000.00 FALSE 8 =
3 |serry Harrison  Jerry_Harrison No $ 21,689.47 $15,000.00 FALSE |[$ =
9 |Leah Thompson Leah_Thompson Yes $ 2547845 $ 15,000.00 TRUE S 500.00
10 [Robyn Fletcher  Robyn_Fletcher No $ 7,600.00 $10,000.00 FALSE |[$ -
11 |Lisa McCain Lisa_McCain Yes $ 5,689.00 $ 10,000.00 FALSE S =
12 |steven Stone Steven_Stone Yes $ 12,346.87 $10,000.00  TRUE $ 500.00
13 [Devon Lawrence Devon_Lawrence No $ 11,687.00 $ 10,000.00 FALSE S -
14|George  Jackson George _Jackson Yes $ 9,874.45 $ 10,000.00 FALSE | $ -
15
1

Save the current workbook as Activity 2-2 Complete and then close Microsoft 365
Excel to complete this exercise.
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TOPIC C: Use Lookup Functions

Looking up a specific value within a dataset is one of the more common tasks you will
complete in Excel. In this session you will learn about the various lookup functions that are

available and the situations where they can be most effective.

Topic Objectives

In this session, you will learn about:
e The LOOKUP function
e The HLOOKUP function
e The VLOOKUP function
e The MATCH function

e The INDEX function
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Lookup Functions

Lookup functions are used to find and return a value by searching a corresponding row or
column. For example, suppose that you are trying to find a product name that corresponds
to a product number. You could use one of the lookup functions to search for the product

number and then return the value from an adjacent column (Product Name in this case):

A B C D E F
1 |Product#| Product Name Unit Price
2 | 54946 USB Cable 4.99
3 | 48948 Keyboard 29.99
4 15467 Wireless Mouse  49.99
5

The LOOKUP Function

|:LOOKU P(lookup value, lookup vector, [result_vector])l

The LOOKUP function requires three arguments. The first is the value that you are searching
for, followed by the area that you would like to search, and then the corresponding range
from which you would like the results to be shown. For example, let’s suppose that you

want to find out the product name for product number 48948 in the following worksheet:

A B C D E
1 |Product# Product Name UnitPrice
2 54946 USB Cable 4.99
3 | 48948 Keyboard 29.99
4 15467 Wireless Mouse  49.99
5
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To do this using a LOOKUP function, you would use the following formula:

AutoSave = Book1.x
File Home Insert Page Layout Formulas Data Review Vit
E D % Cut A A = = =
(B Copy ~ B
o7 B I U fegd < A = = = | €= 3=
..{ ~ il — — — e
Clipboard N Font Aligr
PMT % X v S =LOOKUP(48948,A2:A4,B2:B4) 4—
A . B 1 C J D 1 E F G
1 |Product# Product Name Unit Price |B4) i
2 | 54946 USB Cable 4.99
3 | 48948 Keyboard 29.99
4 | 15467 | Wireless Mouse| 49.99
5

As you can see, the value that you are looking up is entered first (48948), followed by the
lookup area (A2:A4), and it is ended with the results area where the corresponding result is
found (B2:B4). In this case, the result is “Keyboard:”

AutoSave e ~ = Book.
File Home Insert Page Layout Formulas Data Review Vi
ﬁj E& Cut Calibri Ju AN | =E=E 2
(3 Copy ~
Paste == ===
I U~ D Av | === &5
v ‘5Format Painter - — ===|==
Clipboard N Font N Alig
F1 % Je =LOOKUP(48948,A2:A4,B2:B4)
A | B | ¢ | b | E F G
1 |Product# Product Name Unit Price |Keyboardl'
2 | 54946 USB Cable 4.99
3 | 48948 Keyboard 29.99
4 | 15467 Wireless Mouse  49.99
5 —
A
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The VLOOKUP Function

|:VLOOKUP(Iookup_vaIue, table_array, col_index_num, [range_lookup])|

The VLOOKUP (vertical lookup) function operates in a similar way to the LOOKUP function.
It is used when you need to find things in a table or range only by row, and it does this by
only looking for a value that appears in the left-most column of an array and then returns

the corresponding value from any other column that you specify.

For example, let’s suppose that you want to find the unit price for product number 15467.

To do this, you would enter the following formula:

AutoSave e ~ Bookl.xlsx ~
File Home Insert Page Layout Formulas Data Review View
D o& Cut A™ A = = — 1
E@ Copy ~ - : R
B U _ - == = | = = | E
Clipboard N Font Alignment
PMT v X « fc | =VLOOKUP(15467,A1:C4,3,FALSE) -<fmmmm
B @ D E F G H
1 [Product# Product Name Unit Price |FALSE) |
2 | 5494 USB Cable 4.99
3 | 48948 Keyboard 29.99
4 ‘ 15467 Wireless Mouse  49.99
3
6

As you can see, the value that you are looking for is entered first 15467), followed by the
array (A1:C4). Following this is the column index number. Columns in the selected range or
table are numbered from left to right, with the first column numbered 1, the next 2, and so
on. In this example, as we are looking for the unit price, we entered 3 for the third column.
Finally, you can then choose between looking for approximate or exact matches. In this

example FALSE was chosen because we wanted an exact match.
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The final result returned by the formula is 49.99:

AutoSave e ~ = Book1.xlsy
File Home Insert Page Layout Formulas Data Review View
[] E& EL Calibri Juu AN | E=E 2
(3 Copy ~
Paste == =l= =
I U v & v A v — = = =, =
v 6Format Painter - ) === == I
Clipboard N Font N Alignmi
F1 \ Je =VLOOKUP(15467,A1:C4,3,FALSE)
A B A C A D A E F G
1 |Product# Product Name Unit Price | 49'99..
2 | 54946 USB Cable 4,99
3 | 48948 Keyboard 29.99
4 | 15467 Wireless Mouse  49.99
5 -
A

The HLOOKUP Function

|=H LOOKUP(lookup_value, table_array, row_index_num, [range_lookup])l

The HLOOKUP function is very similar to the VLOOKUP function, but it works horizontally

rather than vertically. Like the others, it is used when you need to find things in a table or
range only by column. It does this by only looking for a value that appears in the top-most
row of a table and then returns the corresponding value from any other row that you

specify.
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For example, let’s suppose that you want to find unit price for “USB Cable” product. To do

this, you would enter the following formula:

Bookl.xlsx ~

AutoSave '9 v

<l

File Home Insert Page Layout Formulas Data Review View Help
D A Cut A™ A - = — il
[ Copy ~ N
B I U | A ===|==8
Clipboard N Font Alignment
F1 \ x v Je =HLOOKUP("USB Cable",Al:D3,3,FALSE)| 4—
A B C D E F G H |
1 [Product Name USB Cable Keyboard Wireless Mouse SE) !
2 | Product# 54946 43948 15467
3 | UnitPrice 4.99 29.99 49.99
4 4
g

As you can see the value that you are looking up is entered first (“USB Cable”), followed by
the lookup area (A1:D3) that includes the whole range (or table). Following this is the row
index number. Rows in the selected range or table are numbered from top to bottom, with
the first row numbered 1, the next 2, and so on. In this example, as we are looking for the
unit price, we entered 3 for the third row. Finally, you can then choose between looking for
approximate or exact matches. In this example FALSE was chosen as we wanted an exact

match.
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The final result is 4.99 being returned by the formula:

Bookl.xlsx ~

AutoSave '9 v

<l

File Home Insert Page Layout Formulas Data Review View Help
[] & Cut Calibri W VAA | === v L wapText
bore BCopy ~ | e e | === =
B I U+ i4is v - = = = = 5=  [& ~
v <& Format Painter - - — === == eSS
Clipboard N Font N Alignment
F1 v S =HLOOKUP("USB Cable",A1:D3,3,FALSE)
A B C D E F G H

1 | Product Name USB Cable Keyboard Wireless Mouse | 4.99-|
2 Product # 54946 48948 15467
3 Unit Price 4.99 29.99 49.99
4

The MATCH Function

|: MATCH(lookup_value, lookup_array, [match_type])|

The MATCH function searches for a value in a range of cells and then returns its position.
This function requires two arguments: the value that you are searching for, followed by the

range of cells that you would like to search. Note that this function is not case-sensitive.

You can also use the optional match_type argument to customize the function’s behavior:

Match_Type Behavior

1 (or omitted)  Finds the largest value that is less than or equal to the lookup value.
Requires the lookup_array argument values to be in ascending order.

0 Finds the first value exactly matching the lookup_value argument.

2 Finds the smallest value that is greater than or equal to the lookup
value. Requires the lookup_array argument values to be in
descending order.
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For example, let’s suppose that you want to find the most expensive product in this

worksheet:
A ‘ B ‘ < ‘ D ‘ E A F A G
1 |Product# Product Name UnitPrice
2 | 54946 USB Cable 4.99
3 | 48948 Keyboard 29.99
4 | 15467 Wireless Mouse  49.99
5

File Home Insert Page Layout Formulas Data Review Vit
D o& Cut A™ A = = __
[ Copy ~ B N
BIU-|Hi-|@-A-v|===|==
Clipboard (5] Font Aligr
PMT v X Jc | =MATCH(1000,C:C) fmmm—
A | B C D | E F G
1 |Product# Product Name |Unit Price |1000,C:C)i'
2 | 54946 USB Cable 4.99
3 | 48948 Keyboard 29.99
4 | 15467 Wireless Mouse| 49.99
5

We know we do not sell any products over $1,000, so we have entered that as the lookup
value, followed by the lookup area (Column C). We have also omitted the match_type

argument as we want the default behavior.
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In this case, results are returned showing the most expensive product is in Row 4 of our

dataset:

AutoSave ") v

File Home Insert Page Layout Formulas Data Review Vi
[] EXO Cat Calibri W11 VAA | === v
(2 Copy ~
Past 3 =>==2|===
U ~ O A | === =
v <& Format Painter Iy — === ==
Clipboard (B Font (5] Aligl
F1 e S =MATCH(1000,C:C)
A | B | ¢ | b | E F G
1 |Product# Product Name Unit Price | al
2 | 54946 USB Cable 4.99
3 | 48948 Keyboard 29.99
4 | 15467 Wireless Mouse  49.99
5

The INDEX Function

|INDEX(reference, row_num, [column_num], [area_num])l

The INDEX function returns a value from a table or range. It also offers an alternative

syntax, which allows you to use it with an array:

|INDEX(array, row_num, [column_num])l
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For example, let’s suppose that you want to find the value at the very end of this range:

A l B . C 1 D 1 E ‘ F ‘ G
Product# Product Name Unit Price
54946 USB Cable 4,99
48948 Keyboard 29.99

1
2
3
4 | 15467 Wireless Mouse  49.99
5
=

File Home Insert Page Layout Formulas Data Review Vit
[ D °X° e A" A == =
. [@Copy ~
. B 7T U g ¢ A = = = | e= 3=
o U i = = = | £z 2=
Clipboard N Font Aligr
F1 v X « Jc || =INDEX(AL:C4,4,3) e
A | B | ¢ D | E F G
1 |Product# Product Name Unit Price 1:C4,4,3)
2 | 54946 USB Cable 4.99
3 | 48948 Keyboard 29.99
4 | 15467 Wireless Mouse  49.99
5

In this case, the value in Row 4, Column 3 of the range A1:C4, 49.99 is returned:

A | B | ¢ | b | E F G
Product# Product Name Unit Price I 49'99..
| 54946 USB Cable 4.99

48948 Keyboard 29.99

15467 Wireless Mouse  49.99

N WM e
|
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Activity 2-3: Analyzing Data Using Lookup Functions

Using a lookup function, you would like to find the total amount of sales that were made by

a particular employee.

1. To begin, open Activity 2-3 from your Exercise Files folder:
N Activity 2-3.xlsx

X Microsoft Excel Worksheet
10.4 KB

2.  Click cell D1 to place your cursor there:

AutoSave “) v Activity 2-3.xlsx ~

File Home Insert Page Layout Formulas Data Review View Help

ﬁj & Cut Calibri it VAN E== v BwapText
Paste [B Copy ~ ') A === ===

U +~ v v v = = = = 5=  [&
v <X Format Painter ru - === == S e
Clipboard [ Font N Alignment
D1 v fe
A B ‘ c D E | F

1 |[Weekly Sales Report

2 +H

3 4
4 | First Name Last Name ID Weekly Sales  Weekly Goal

5 |Jackie Williamson Jackie_Williamson $ 16,785.14 S  15,000.00
6 |Lucas Bressan Lucas_Bressan S 14,687.50 S  15,000.00

7 |stanley Prestwick Stanley_Prestwick $ 13,478.96 S  15,000.00
8 |Jerry Harrison Jerry_Harrison S 21,689.47 S  15,000.00

9 |Leah Thompson Leah_Thompson S 25,478.45 S  15,000.00
10 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S  15,000.00
11 |Lisa McCain Lisa_McCain S 5,689.00 S  15,000.00
12 |Steven Stone Steven_Stone S 12,346.87 S  15,000.00
13 |Devon Lawrence Devon_Lawrence $ 11,687.00 S  15,000.00
14 |George Jackson George _Jackson S 9,874.45 $  15,000.00
15 |
1A
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3.  You would like to find out the weekly sales that Lucas made, so start by typing

“=VLOOKUP(“Lucas”,” into the Formula Bar (without the outer most quotation

marks):

AutoSave ") v

Activity 2-3xIsx ~

© 2005-2022 Velsoft Training Materials Inc.

File Home Insert Page Layout Formulas Data Review View Help
- D [1& Cut A A == - b
[BCopy ~ ) . )
” B B &~ A === == |3 % 9
Clipboard ] Font Alignment Number
PMT - X « fo | =VLOOKUP("Lucas"| =
A B | VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup]) | G H
Sveoonortucy
1 |Weekly Sales Report |s
ol
2 -
3
4 | First Name Last Name 1D Weekly Sales ~ Weekly Goal
5 |Jackie Williamson Jackie_Williamson S 16,785.14 $  15,000.00
6 |Lucas Bressan Lucas_Bressan $ 1468750 $  15,000.00
7 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 $  15,000.00
8 |Jerry Harrison Jerry_Harrison S 21,689.47 $  15,000.00
9 |Leah Thompson Leah_Thompson  $ 25,478.45 S  15,000.00
10 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S  15,000.00
11 |Lisa McCain Lisa_McCain $ 5689.00 $  15,000.00
12 |Steven Stone Steven_Stone S 12,346.87 $  15,000.00
13 |Devon Lawrence Devon_Lawrence $  11,687.00 $  15,000.00
14 |George Jackson George Jackson S 9,874.45 $  15,000.00
15
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4. Next, you need to add the cell range that you are working with. For this example,
type “A5:E14,” (without quotation marks), following the comma:

AutoSave Y~ Activity 2-3.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
D & Cut A° A === ab
[@Copy ~ _
B I U ] a} === == B $~% 9 |§
Clipboard N Font l Alignment Number
D1 N x v fe :VLOOKUP("LucaS”,AS:E14,|
A B | VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup]) | G H
oo oworicusa
1 |[Weekly Sales Report |s",A5:E14, |
a
2 -4
3
4 | First Name Last Name 1D Weekly Sales  Weekly Goal
5 |Jackie Williamson Jackie_Williamson $ 16,785.14 $  15,000.00
6 |Lucas Bressan Lucas_Bressan S 14,687.50 $  15,000.00
7 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 S  15,000.00
8 |lerry Harrison Jerry_Harrison S 21,689.47 S  15,000.00
9 |Leah Thompson Leah_Thompson 5 25,478.45 $  15,000.00
10 |Robyn Fletcher Robyn_Fletcher 5 7,600.00 $ 15,000.00
11 |Lisa McCain Lisa_McCain 5 5,689.00 S  15,000.00
12 |Steven Stone Steven_Stone S 12,346.87 $  15,000.00
13 |Devon Lawrence Devon_Lawrence S 11,687.00 $  15,000.00
14 |George Jackson George Jackson S 9,874.45 S  15,000.00
15

5. Now you need to enter the column of the data you would like to use as a result. In
this case you want the weekly sales to be shown, so type “4,” as the Weekly Sales

column is further from the left:

AutoSave 9 ~ Activity 2-3.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
[] & Cut Aa|l==— b,
EBCOPY - T ), i — ; —_ = [ 0,
g B I U it A === [le=i5=l| 5 {* % 9
Clipboard [ Font l Alignment Number
PMT N/ x v fe =VLOOKUP("Lucas",A5:E14,4,
A B | VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup]) | G H

—rcooory e —e—————
N (88 TRUE - Approximate match Approximate match - the

1 |Weekly Sales Report s ,AS.E14,4.’:)W

2 -

3 -4

4 | First Name Last Name 1D Weekly Sales  Weekly Goal

5 |Jackie Williamson Jackie_Williamson $ 16,785.14 S  15,000.00

6 |Lucas Bressan Lucas_Bressan S 14,687.50 $  15,000.00

7 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 $  15,000.00

8 |Jerry Harrison Jerry_Harrison S 21,689.47 $  15,000.00

9 |Leah Thompson Leah_Thompson 5 25,478.45 $  15,000.00

10 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S  15,000.00

11 |Lisa McCain Lisa_McCain S 5,689.00 $  15,000.00

12 |Steven Stone Steven_Stone S 12,346.87 S  15,000.00

13 |Devon Lawrence Devon_Lawrence S 11,687.00 $  15,000.00

14 |George Jackson George Jackson S 9,874.45 $  15,000.00

15
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6. Finally, you need to decide if you would like only exact matches to be used or
approximate matches. For this example, you would like exact matches, so type

“FALSE” followed by a closing parenthesis:

AutoSave K) v Activity 2-3.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
§ & Cut A | == |3 i
[@Copy ~ -
» B I U 2] 2~ A === == B b~ % 9
Clipboard N Font l Alignment Number
PMT v X « f | =VLOOKUP("Lucas",A5:E14,4,FALSE]|
A B | c D E | F | G | H
1 |Weekly Sales Report m
H
2
3
4 | First Name Last Name 1D Weekly Sales ~ Weekly Goal
5 |Jackie Williamson Jackie_Williamson S 16,785.14 $  15,000.00
6 |Lucas Bressan Lucas_Bressan S 14,687.50 S  15,000.00
7 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 S  15,000.00
8 |lerry Harrison Jerry_Harrison S 21,689.47 $  15,000.00
9 |Leah Thompson Leah_Thompson S 25,478.45 S  15,000.00
10 |Robyn Fletcher Robyn_Fletcher S 7,600.00 $  15,000.00
11 |Lisa McCain Lisa_McCain S 5,689.00 S  15,000.00
12 |Steven Stone Steven_Stone S 12,346.87 $  15,000.00
13 |Devon Lawrence Devon_Lawrence S 11,687.00 $  15,000.00
14 |George Jackson George Jackson S 9,874.45 $  15,000.00
15
16

7.  With the formula now completed, press Enter. The weekly sales that Lucas made
will now be shown in D1:

A B © D E F G H
1 |Weekly Sales Report 14687.5 =
2 | ]
3 4
4 | First Name Last Name ID Weekly Sales ~ Weekly Goal
5 |Jackie Williamson Jackie_Williamson $ 16,785.14 $  15,000.00
6 |Lucas Bressan Lucas_Bressan S 14,687.50 S  15,000.00
7 |Stanley Prestwick Stanley_Prestwick S 13,478.96 S  15,000.00
8 |Jerry Harrison Jerry_Harrison S 21,689.47 $  15,000.00
9 |Leah Thompson Leah_Thompson S 25,478.45 $  15,000.00
10 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S  15,000.00
11 |Lisa McCain Lisa_McCain S 5,689.00 S  15,000.00
12 |Steven Stone Steven_Stone S 12,346.87 S  15,000.00
13 |Devon Lawrence Devon_Lawrence S 11,687.00 $  15,000.00
14 George Jackson George Jackson S 9,874.45 $  15,000.00

15|

8. Save the current workbook as Activity 2-3 Complete and then close Microsoft 365
Excel to complete this exercise.
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TOPIC D: Use Date Functions

Entering the current date and time into a worksheet is one of the more common tasks that
you will complete using Excel. In this topic, you will learn how to add date information using
the TODAY and NOW date functions.

Topic Objectives

In this session, you will learn:

e About the TODAY function
e About the NOW function

e How to serialize dates and times with functions
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The TODAY Function

About as simple as a function can get, the TODAY function has no arguments:

=TODAY()

When executed, it will simply print today’s date into a cell:

File Home Insert Page Layout Formulas Data Review
ﬁj A Cut Calibri W VAN | === G
C -
Paste 13 CoPY T e
v 6Formatpainter e =B =
Clipboard N Font ~
Al - fc || =TODAY()
A B | ¢ | o | E |
1 2020/07/26 l
2<
3
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The NOW Function

The NOW function is also very simple and uses no arguments:

=NOW()

It prints the current date and time into the cell where the function is placed:

File Home Insert Page Layout Formulas Data Review
fﬁ] A Cut Calibri Jn JA A | ==3
C v
Paste L3 CoPY RS A ==
v <& Format Painter — =Bl =
Clipboard (5] Font ~
Al M fo | =NOW()
A B C D E

7/26/2020 17:39

2

Usually this function would be used in conjunction with others to complete time

calculations.
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Serializing Dates and Times with Functions

If you are using formulas where you only need the month or a specific time of day, there are
a number of different functions that you can use to gather that information from an original
date or time serial value. For example, here you can see the YEAR, MONTH, DAY, HOUR,
MINUTE, and SECOND functions serializing the date in A1 and the time in A2:

AutoSave ") v Bookl.xlsx ~
File Home Insert Page Layout Formulas Data Review
D A Calibri 11 v === 2 General v |
v BIU- AN =ZS==E-| $-% 9 |
S |HEHy dvAv | EE D % -8 7L
Clipboard N Font N Alignment [ Number ~
H25 = Jx
A B C D E
1| Sunday, July 26, 2020 YEAR 2020
2 5:43:12 PM MONTH 7
3 | DAY 26
4 HOUR 17
5 | MINUTE 43
6 SECOND 12
7

Each of these functions only accept one argument — a reference to the cell that contains the
date or time value. For example, here you can see the syntax of a YEAR function pointing to

cell Al:

=YEAR(A1)
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Activity 2-4: Analyzing Data Using Date Functions

You would like to fill out an invoice tracking sheet using some of the date functions that you

learned about in this topic.

1. To begin, open Activity 2-4 from your Exercise Files folder:
N Activity 2-4.xlsx

X Microsoft Excel Worksheet

3.88 KB

2.  Ensure that cell B2 is selected and then type “TODAY()” into the formula bar:

AutoSave z) v Activity 2-4.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
[] X Cut A A == _ |4 it
(@ Copy ~
= B I U-~|Hi-|[Z ===|== = g ’
Clipboard ] Font Alignment Number
PMT - X « £ | =ToDAY()
A B © D E F
1 ‘ Name: Date: Time: Invoice #: Comment:
2| [ropav() |
2
A

3. Press Enter and the current date will be shown as a value in previously selected

cell:
AutoSave 9 ~ Activity 2-4.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
I—:_xlrj & Cut Calibri Y11 Y AA == = ’3’7' ?E;Wrap Text General v
Paste LICOPY Iu-~ O-A- | =E==|= = |EMegetiCenter ~ | § - % 9 | 505
v <Y Format Painter = — === == = 2 (s} 00 -0
Clipboard ~ Font N Alignment ~ Number N
B3 i I
A B © D E F
1 Name: Date: Time: Invoice #: Comment:
2 7/26/2020
3
4
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4. Click cell C2 and type “=NOW()” into the formula bar:

AutoSave = Activity 2-4xlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help
. D le, Cut A A == = at
[HCopy ~ ) o )
~ BIU-|[H.|&-A === == E $ % 9
Clipboard N Font Alignment Number
PMT v X v | =Now()
‘ A B C D E | F
1 Name: Date: Time: Invoice #: Comment:
2 7/26/2020|=NOW() |
3
A

5. Press Enter and the current date and time will be the value shown in the previously

selected cell:

AutoSave z) v Activity 2-4.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
[ & cut Calibri i AN === v BwepTet General v
Paste LEICOPY ~ BIU-|HEH. OvA-|=Z==|=% EMegeaCenter ~ | $ % 98-8
v 6Format Painter - - — == == = ||= 9 (o} .00 0
Clipboard ~ Font N Alignment ~ Number [
Cc3 = S
‘ A B C D . E i
1 Name: Date: Time: Invoice #: Comment:
2 7/26/202d) 7/26/2020 17:53
2
4
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6.

7.

8.

Select cell C2 once again. Change the number format to Time by clicking Home >
Number Format - Time:

Activity 2-4xlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help
ﬁj & Cut Calibri Ju A A === Bwepe - =ai
Paste (@ copy ~ & === == | F el
Sk b B I U~ v v Ay | === &=3= [EMerge&Center ~ (D) General )
v ormat Painter 123 No specific format fng~
Clipboard N Font N~ Alignment N
Number
c2 v fe =NOW() 1 2 44038.75
Currenc
2 > _c I.) 2 s44, oae:ys e
1 Name: Date: Time: Invoice #: C = ‘
2 7/26/2020( 7/26/202017:53] LE‘ Accounting
3 SRS 54403875
4
Short Date
5 | 7/26/2020
6
7| E Long Date
a Sunday, July 26, 2020
9 O &
10 | 5:53:09 PM
11
12 0 Percentage
g A) 4403874.52%
13
14 1 Fraction
15 | /2 44038 3/4
16
= 1 OZ Scientific
4 4.40E+04
18
19 Text
» ab s s
2 More Number Formats...
22|
23

With the time number format applied to the selected cell, you will see that its

value will now only show the current time:

AutoSave 9~ Activity 2-d.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
4 Cut Calibri it VAN | E== - BwWapText Time v
Paste E@COPY ) I U~ ARCARS = = = | e= 5= Mer e & Center v $ ~% 9 0 -9
v < Format Painter = — ===|l==\|= 9 (¢} 100 30
Clipboard N Font ] Alignment ~ Number ~
c2 v fe || =NOwW()
A B © D E F
1 Name: Date: Time: Invoice #: Comment:
2 7/26/2020 5:53:09 PM.I
3
A

Save the current workbook as Activity 2-4 Complete and then close Microsoft 365
Excel to complete this exercise.
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TOPIC E: Use Financial Functions

As Microsoft Excel is widely used by many accounting and finance professionals, it includes
a number of special financial functions. For example, some financial functions can be used
to calculate loan interest, while others can be used to determine the value of investments
over time. During this topic you will learn about the four major financial functions that are

available in Excel 365.

Topic Objectives

In this session, you will learn about:
e The IPMT function
e The PPMT function
e The NPV function

e The FV function
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The IPMT Function

|:IPI\/IT(rate, per, nper, pv, [fv], [type])|

The IPMT function is used to calculate the interest payment that is due for a period on a
loan that has a fixed interest rate with regular payments. Alternatively, this function could

also be used to calculate the return per period on an investment with the same restrictions.

The rate argument is where you declare the interest rate per period. For example, if you
were trying to calculate the interest payment on a loan that has a 3% annual interest rate,
you would divide 3% by 12.

The per argument is the period over which you need to calculate the interest. For example,
if the period of the loan is four years and payments are being made monthly, the per

argument would be 48. If annual payments are being made, the per argument would be 4.

The total number of payments for the loan or investment are entered as the nper
argument. For example, if payments are being calculated on a three-year investment, nper
would be 36.

Finally, the pv argument is where you enter the principal of the loan or total amount of

money being invested.

In addition to the required argument, the IPMT function includes two optional arguments:
fv and type. The fv argument is used to enter the future value of the investment after all
payments have been made to it, or if working with a loan, the balance of the loan. If you
choose not to set this argument, it defaults to 0 (the typical balance of a loan after all the
payments are made). Finally, the type argument is used to indicate if payments are due at
the end of each payment period (indicated by “0” or by omitting the argument), or at the

beginning (indicated by “1”). If left blank, this argument defaults to 0.

Suppose that in a worksheet, Al contains the value of $15,000, while cell B1 holds the value

6%, and C1 contains the value 4:

A B C D E
1 | $15,000.00 6% -
2
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With that information in mind, below you can see how an IPMT function could be

constructed to determine how much interest the borrower would owe one and a half years

into the four-year loan:

Function

=IPMT(B1/12, 18, C1*12, A1)

Description Result

This function calculates (550.46)
how much interest a

borrower will owe for the

loan (A1), one and a half

years into the term (18)

with an annual interest

rate of 6% (B1/12) and a

total term of four years

(C1*12).

If this was from the lender’s perspective, the function would be almost the same, but the

principal would be a negative value as they would be paying that out. This would result in a

positive end result rather than a negative one.

Function

=IPMT(B1/12, 18, C1*12, -A1)

Description Result

This function calculates = $50.46
how much interest is

owed to you as the

lender of the loan (-A1l),

one and a half years

into the loan (18) with

an annual interest rate

of 6% (B1/12) and a

total term of four years

(C1*12).
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The PPMT Function

|:PP|\/|T(rate, per, nper, pv, [fv], [type])|

The PPMT (payment) function is used to calculate the amount owed against the principal on
a loan (or gained from an investment) over a select period and a fixed interest rate. Like the
IPMT function, the PPMT function uses the exact same arguments: rate, per, nper, pv, [fv],
and [type]. You could even add the result from the same period of the same loan calculated
by the IPMT function to the result using the same arguments from the PPMT function to

calculate the total payment for the selected period.

Suppose that in a worksheet, Al contains the value of $15,000, while cell B1 holds the value

6%, and C1 contains the value 4:

A B C D E
1 | $15,000.00 6% 4
2

With that information in mind, below you can see how a PPMT function could be
constructed to determine the required payment on the principal of a loan, one and a half

years into the four-year loan:

Function Description Result

=PPMT(B1/12, 18, C1*12, A1) This function calculates the = $(301.81)
amount owed to the
principal of a loan (A1), one
and a half years into the
loan (18) with an annual
interest rate of 6% (B1/12)
and a total term of four
years (C1*12).
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The NPV Function

|:NPV(rate, valuel, [value2], )|

If you are unfamiliar with NPV (net present value) calculations, they are used to compare
the value of money today to the value of money in the future, taking inflation and returns
into account. In particular, the NPV function is used to calculate the net present value of an
asset or investment using the estimated (or known) future cash flow, as well as the discount

rate per period.

The rate argument in this function is used to declare the discount rate per period. The value
arguments are used to represent any future cash flow. For example, suppose that an initial
cost of $75,000 is incurred (A1) with a discount rate of 9% (A2). The cash flows for the next
consecutive four years are $16,000, $14,000, $12,000, and $10,000 (A3:A6) respectively:

A B C D E

1 | $(75,000.00)
2 9%
3 | $ 16,000.00
4 | S 14,000.00
5 | $ 12,000.00
6 | $ 10,000.00
7

The NPV function could then be constructed as follows:

Function Description Result

=NPV(A2, A3:A6) This function calculates the net present = $42,812.87
value of $75,000 with a discount rate of
9% (A2) and future cash flow (A3:A6).

Keep in mind that the output from this formula does not include the initial cost. To factor
that into the result, you would subtract the result from the initial cost. With that in mind,
the NPV for this example would be $32,187.13.
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The FV Function

[=FV(rate, nper, pmt, [pv], [type])|

The FV function is used to calculate the future value of an investment that has a fixed
interest rate, as well as a fixed or periodic payment schedule. Like most of the other

financial functions covered in this topic, the FV function uses many of the same arguments.

The rate argument is where you declare the interest rate per period. For example, if you are
trying to calculate the interest payment on an investment that has a 3% annual interest

rate, you divide .03 by 12 and enter that result (.0025 in this case) as the argument.

The total number of periods from now that you want to use to calculate the future value of
the investment are entered as the nper argument. Keep in mind that the periods entered

into this argument are the same as the ones used to calculate the rate argument.

The pmt argument is where you enter the payment that is being made for each period. For
example, if you are paying $200 a month into this investment over 10 years, you would

enter 200 as the pmt value. It would also mean that the nper value would be 120 (12 x 10).

In addition to the required argument, the FV function includes two optional arguments: pv
and type. The pv argument is used to enter the present value of the investment. This would
be used if you need to calculate the future value of a one-time investment that has a fixed
interest rate. The type argument is used to indicate if payments are due at the end of each
payment period (indicated by “0” or by omitting the argument), or at the beginning
(indicated by “1”). If left blank, this argument defaults to 0.

Suppose that in a worksheet, Al contains the value of -515,000 (initial investment), while
cell B1 holds the value 6% (annual interest), and C1 contains the value -$200 (additional
monthly payments). As well, assume that the investor wants to contribute the additional

monthly payments for a period of 25 years:

A B C D E
1 | $(15,000.00) 6% $(200.00)
2
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With that information in mind, below you can see how an FV function could be constructed
to determine the future value of this investment:

Function Description Result

=FV(B1/12, 25*12, C1, A1) This function calculates the $205,573.34
future value of the initial
investment (A1), combined
with a monthly contribution of
(C1) over a period of 25 years
(25*12) with a fixed annual
interest rate of 6% (B1/12).

Note that because you are calculating an investment, the initial payment (pv) and monthly
payment (pmt) need to be entered as negative values to receive a positive result. On the

other hand, entering positive values would result in a negative value.
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Activity 2-5: Using Financial Functions

You have been given the task of calculating the net present value of an investment, as well

as calculating the future value of an investment.

1. To begin, open Activity 2-5 from your Exercise Files folder:

N Activity 2-5.xlsx
X Microsoft Excel Worksheet
9.58 KB

2. Let’s start with the NPV calculation. Click inside cell B8 to select it:

AutoSave

Activity 2-5.xlsx ~

11 |CALCULATE FUTURE INVESTMENT

12 |Initial Investment
13 |Annual Interest Rate
14 'Monthly Contribution

$  (1,500.00)
5%
$  (300.00)

15 |Value After 25 Years
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File Home Insert Page Layout Formulas Data Review View Help
[] & Cut Calibri 1WA A E== v B wapText
poe [BCopy ~ W
U v | i v v === e = | E v
v <¥ Format Painter B I U e — S== = Merge & Center
Clipboard (] Font N Alignment N
B8 2 fe
A B (€ D E F
1 |CALCULATE NET PRESENT VALUE
2 |Initial Investment $(250,000.00)
3 |Discount Rate 3%
4 |Cash Flow Year 1 $ 210,000.00
5 |Cash Flow Year 2 $ 190,000.00
6 |Cash Flow Year 3 $ 150,000.00
7 |Cash Flow Year 4 $ 110,000.00
8 |Net Present Value | l
9 -
10
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3.

Next, in the Formula Bar, type “=NPV(”:

Activity 2-5.xlsx ~

AutoSave ) <

File Home Insert Page Layout Formulas Data Review View Help
D & Cut A A == _ ib
(A Copy ~ B
” B I U-~|Hi+|He A === | E=F|E
Clipboard N Font Alignment
IPMT v X v £ | =NPV( —
A NPV(rate, valuel, [value?], ...) | C | D E | F
1 |CALCULATE NET PRESENT VALUE
2 |Initial Investment $ (250,000.00)
3 |Discount Rate 3%
4 |Cash Flow Year 1 $ 210,000.00
5 |Cash Flow Year 2 $ 190,000.00
6 |Cash Flow Year 3 $ 150,000.00
7 |Cash Flow Year 4 $ 110,000.00
2 |Net Present Value I:NPV( l
9 —
10|
11| CALCULATE FUTURE INVESTMENT
12 |Initial Investment S (1,500.00)
13 |Annual Interest Rate 5%
14 |Monthly Contribution S (300.00)
15 |value After 75 Years

4. Now you need to enter the discount rate (rate argument). In this example it is 3%,
so enter the B3 cell reference:

AutoSave “) v

Activity 2-5.xlsx ~

File Home Insert Page Layout Formulas Data Review View Help
C D A Cut A A = = = v,\,
(@ Copy ~
E BIU-|[HI. |2 A | === == |H
Clipboard N Font Alignment
IPMT - X || =NPV(B3
A NPV(rate, valuel, [value?], ..) | C | D [ E | F

L
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1 |CALCULATE NET PRESENT VALUE

2 |Initial Investment I $ (250,000.00 I
3 |Discount Rate | 3%)
4 |Cash Flow Year 1 $ 210,000.00

5 |Cash Flow Year 2 $ 190,000.00
6 |Cash Flow Year 3 $ 150,000.00
7 Cash Flow Year 4 $ 110,000.00
2 [Net Present value [=nPv(es |
g
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5. The future cash flow (value argument) now needs to be entered. Add a comma and

then enter the B4:B7 range followed by a closing parenthesis:

AutoSave O~ Activity 2-5.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
D A Cut A A =— _ |3 ‘
[@copy ~ o
a e BIU-|H-|2-A|====2= 8
Clipboard ] Font Alignment
B3 - X [ | =NPV(B3,B4:B7) —
A B C D E F
1 |CALCULATE NET PRESENT VALUE
2 |Initial Investment $ (250,000.00)
3 |Discount Rate 3%
4 |Cash Flow Year 1 $ 210,000.00
5 |Cash Flow Year 2 $ 190,000.00
6 |Cash Flow Year 3 $ 150,000.00
7 |Cash Flow Year 4 $ 110,000.00
8 |Net Present Value 7)
9

6. Press Enter to apply the new function. You will see the result in the currently

selected cell:
A B (€ D E F

1 |CALCULATE NET PRESENT VALUE

2 Initial Investment $ (250,000.00)

3 |Discount Rate 3%

4 |Cash Flow Year 1 $ 210,000.00

5 |Cash Flow Year 2 $ 190,000.00

6 Cash Flow Year 3 $ 150,000.00

7 |Cash Flow Year 4 $ 110,000.00

8 |Net Present Value $617,981.54 <—
9 -

ian

7. Keep in mind that this result does not factor in the initial cost (B2). In order to
calculate the true NPV of this investment, the initial cost of the investment needs
to be subtracted from the value that was returned from the NPV function. In this
example, the NPV for this investment would be $367,981.54.
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8. Next, you need to calculate the future investment value using the information a

little lower on this worksheet. Click to select cell B15:

A B (& D E
1 |[CALCULATE NET PRESENT VALUE
2 |Initial Investment $ (250,000.00)
3 |Discount Rate 3%
4 |Cash Flow Year 1 $ 210,000.00
5 |Cash Flow Year 2 $ 190,000.00
6 |Cash Flow Year 3 $ 150,000.00
7 Cash Flow Year 4 $ 110,000.00
8 i Net Present Value $617,981.54
9 —
10|
11| CALCULATE FUTURE INVESTMENT
12 | Initial Investment $  (1,500.00)
13 |Annual Interest Rate 5%
14 |Monthly Contribution S (300.00)
15 |Value After 25 Years !
16

9. Inside the Formula Bar, type “=FV(B13/12":

AutoSave K) v
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Activity 2-5.xlsx ~

View
ab
== B

Alignment

Help

File Home Insert Page Layout Formulas Data Review
ﬁj & Cut Al ===
Paste E@ e B I U &+ A ===
- 3 = i 4 == =
Clipboard N Font
IPMT v X v £ || =FV(B13/12 d—
A FV(rate, nper, pmt, [pv], [type]) C
1 |CALCULATE NET PRESENT VALUE
2 |Initial Investment $(250,000.00)
3 |Discount Rate 3%
4 |Cash Flow Year 1 $ 210,000.00
5 |Cash Flow Year 2 $ 190,000.00
6 |Cash Flow Year 3 $ 150,000.00
7 |Cash Flow Year 4 $ 110,000.00
8 NetPresent Value $617,981.54
9 -
10|
11 |CALCULATE FUTURE INVESTMENT
12 |Initial Investment I S 11,500.00[_
13 |Annual Interest Rate | 5%
14 |Monthly Contribution S (300.00)
15 |Value After 25 Years |=FV(Bl3/12 !
16
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10. Now add the period that you wish to use to calculate the future value (nper). In

this example it is 25 years, so in the Formula Bar add a comma and then type

“25%12":

AutoSave ) =

Activity 2-5.xlsx ~

File Home Insert Page Layout
D X Cut
(@ Copy ~
B U 3
Clipboard N Font
IPMT v X v Kk

Formulas Data

Review

1]

1]
il

=FV(B13/12,25%12

View Help

== B

Alignment

11. Next, you need to declare what the monthly contribution to this investment will be

after the initial investment (pmt). In the Formula Bar, add a comma and type the

“B14” cell reference:

AutoSave ) = Activity 2-5xIsx ~
File Home Insert Page Layout Formulas Data Review View Help
[] & Cut A A | == ib
(@ Copy ~ -
S BIU-|MH A-|===|== 8
Clipboard N Font l Alignment
B15 v X « f || =FV(B13/12,25%12,B14|
A FV(rate, nper, pmt, [pv], [type]) C D E F
4 |Cash Flow Year 1 $ 210,000.00
5 |Cash Flow Year 2 $ 190,000.00
6 |Cash Flow Year 3 $ 150,000.00
7 Cash Flow Year 4 $ 110,000.00
8 | Net Present Value $617,981.54
9 -
10
11| CALCULATE FUTURE INVESTMENT
12 |Initial Investment S (1,500.00)
13 |Annual Interest Rate 5%
14 |Monthly Contribution S (300.00)
15 |value After 25 Years *12,B814
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12. Finally, you need to enter the present value of the investment (pv). In the Formula
Bar, add a comma and then type B12 followed by a closing parenthesis:

AutoSave 2 ~

Review

Activity 2-5.xlsx ~

View
== |E

Alignment

13. Press Enter to apply the new formula. You will see that the value of this investment
will be $183,874.85 after 25 years of contributions and the initial investment of

$1,500:

10|

11 |CALCULATE FUTURE INVESTMENT

12 Initial Investment S (1,500.00)
13 |Annual Interest Rate 5%
14 |Monthly Contribution S (300.00)
15 Value After 25 Years $183,874.85

16
17
18|
10

14. Save the current workbook as Activity 2-5 Complete and then close Microsoft 365

Excel to complete this exercise.
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File Home Insert Page Layout Formulas Data
D % Cut A A =
(@ Copy ~
B U £ A =
Clipboard N Font 1
B15 v X « f | =FV(B13/12,25*12,B14,B12)
A B
4 |Cash Flow Year1 $ 210,000.00
5 |Cash Flow Year 2 $ 190,000.00
6 |Cash Flow Year 3 $ 150,000.00
7 Cash Flow Year 4 $ 110,000.00
8 |NetPresent Value $617,981.54
9
10
11 |CALCULATE FUTURE INVESTMENT
12 |Initial Investment $ (1,500.00)
13 |Annual Interest Rate 5%
14 |Monthly Contribution S (300.00)
15 |value After 25 Years *12,B14,B12)
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Summary

In this lesson you learned about using text functions to manage and manipulate text, using
logical functions to answer questions, as well as how to use lookup functions to find
information. You have also learned how to use date functions to return date information.
Additionally, you learned about the different financial functions that are available and how

they operate.

Review Questions

1. What is the TRIM function used for?

2. What is the TEXTJOIN function used for?

3. What are the only two possible outputs from a logical function?

4. What is the difference between the TODAY function and the NOW function?

5. What is the FV function used for?
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LESSON 3:
ORGANIZING WORKSHEET DATA WITH
TABLES

Lesson Objectives

In this lesson you will learn how to:

e Create and format tables
e Modify tables

e Use table references
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TOPIC A: Create and Format Tables

While formulas and functions are great at analyzing data within your workbook, they are
more apt at analyzing entire workbooks rather than specific sets of data. If you need to
analyze smaller sets of data within a large workbook or break down large sets of data into
smaller parts, then converting your data into tables is often the best solution. Tables allow
you to use Excel’s powerful organizational capabilities without modifying the data itself.
Using tables, you can narrow down specific data, focus on only the important information,

and more.

Topic Objectives

In this session, you will learn:
e About tables
e About the components of a table
e How to use the Create Table dialog box
e About the Table Design contextual tab
e How to use and apply table styles, as well as Quick Styles

e How to customize row display
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Tables

A table is a specially designated range of information that has added functionality. You can
have multiple tables per worksheet, and tables can be as large or small as the amount of
data you want to work with. Tables can be created from existing data ranges or from empty
ranges and then populated afterwards. Once a table has been created, it will automatically
be given a generic name such as “Table1” or “Table2” depending upon the number of tables
present in the current workbook; however, these names can be changed at any time.
Additionally, tables are flexible in that you can convert a table back to a normal range at any

point without affecting the contents.

A table is made from adjacent columns of data, with a unique label or heading for each
column. Columns and rows may be added to a table just as you would when working with a

normal range.

Remember that each worksheet has a lot more rows than columns. This design is well

suited for data organized in long, adjacent, list-like columns:

A B C D E

1 |Weekly Sales & Bonus Payout

2

3

4 First Name ~ Last Name v ID v Weekly Sales | v| Weekly Goal | ~
5| Jackie Williamson Jackie_Williamson $ 16,785.14 S 15,000.00
6/ Lucas Bressan Lucas_Bressan S 14,687.50 S 15,000.00
7|||Stanley Prestwick Stanley_Prestwick $ 13,478.96 S 15,000.00
8|l|Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00
g|l|Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
10 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00
14 |Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00
12 |Steven Stone Steven_Stone S 12,346.87 S 15,000.00
13 Devon Lawrence Devon_Lawrence S 11,687.00 S 15,000.00
11 George Jackson George _Jackson S 9,874.45 S 15,000.00
15
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Table Components

A number of components come together to create a table. Here is an overview of each

element.

3

== First Name v Last Name | v 1D v Weekly Sales || Weekly Goar e
5 | Jackie illiamson Jackie_Williamson $ 16,785.14 | $ 15,000.00
6 | Lucas ressan Lucas_Bressan 5 14,687.50 $ 15,000.00
7 | Stanley restwick Stanley Prestwick $ 13,478.96 | $ 15,000.00
8 | Jerry arrison Jerry_Harrison S 21,689.47 $ 15,000.00
9 lLea hompson Leah son S 25,478.45| $ .00
10} Rob letcher Robyn'S her S 7,600.00 | $ .00
11) Lisa cCain Lisa_McCain S 5,689.00 | $ 15,000.00
12) Steven tone Steven_Stone S 12,346.871 $ 15,000.00
13} Devon awrence Devon_Lawrence S 11,687.00§ $ 15,000.00
14 George ackson George Jackson S 9,874.45| $ 15,000.00

—=t5 Total §  150,000.00 | - | = e

The Header Row (1) displays the column headers (or names) for each column in the
table. For each header within the Header row, you will see the Header Row drop-down
arrow (2). This is used to access filter and sort commands.

Banded Rows (6) allow you to easily differentiate between each row that appears within
the table, while the Total Row (3) is used to display the results of calculations that are
done on a column-by-column basis. When the Total row is selected it also includes the
Total Row drop-down arrow (7). This gives you quick access to functions that can
perform calculations on the table data.

Finally, the First Column (4) option applies a bold effect to first column to the table to
differentiate it from other columns. The Last Column (5) option, when applied, will do
the same thing to the last column of data.
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The Create Table Dialog Box

The Create Table dialog box is used to convert existing ranges of data into a table. To access
this dialog box, select the cell range that you would like to convert into a table and then
click Insert - Table:

AutoSave Z) v O

Book1.xlIsx ~

<l

File Home Insert Page Layout Formulas Data Review View Help
o= o= N '-_(‘)Shapesv 7= SmartArt T . :
0& 09 o . B Get Add-ins Bing Maps
T : s R o tﬁ Icons @i Screenshot v
ivotTable Recommended Table ictures :
PivotTables [} . @ 3D Models ~ o/J My Add-ins E People Graph
Tables Illustrations Add-ins

The Create Table dialog box will open. You will see the selected range (using absolute cell
references) in the “Where is the data for your table?” text box. You can enter a different

range into the provided field or, select one with your mouse by clicking the Cell Selector
button:

Create Table ? X

Where is the data for your table?
=SAS1:SES14

I

My table has headers

Checking the “My table has headers” checkbox indicates that the first row in the selected

range contains column names. If your data does not have headers (or column names), Excel
inserts a header row and give the columns generic names of “Column”, followed by a

sequential number. Clicking the OK button converts the selected cell range into a table.

© 2005-2022 Velsoft Training Materials Inc.

121



Microsoft 365 Excel: Part 2

The Table Design Contextual Tab

Whenever you are working with a table, the Table Design contextual tab appears on the

ribbon. Using the controls on this tab, you can modify just about any aspect of your table:

AutoSave (@ off) 9~ = - £ Ssearch
File ~ Home Insert  Pagelayout  Formulas  Data  Review View Help  Table Design
marize with PivotTable F E | Header Row ¥/ First Column | Filter Button
e Duplicates Infz Expﬁ et  TotalRow | Last Column
5 < =

‘@ Resize Table | & Convert to Range Slicer

Table Name:

Tablel

v/ Banded Rows || Banded Columns

Properties Tools External Table Data Table Style Options Table Styles ~

Here is a brief description of the various groups that are situated on this tab and the

commands and options that they contain.

Properties This group allows you to view and edit the current table’s
name. You can also redefine the table size using the Resize
Table command.

Tools Within this group, the Remove Duplicates command allows
you to remove duplicate values from the current table. The
“Summarize with PivotTable” command will create a
PivotTable out of the current table, and the “Convert to
Range” command will convert it back to a regular range. You
can also insert a slicer into the table using the Insert Slicer
command.

External Table Data The commands in this group are used to export table data to
other applications, as well as manage data links to external
resources.

Table Style Options The checkbox controls in this group allow you to toggle on or
off available table components.

Table Styles This group displays a gallery of styles that you can apply to the
current table.
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Styles and Quick Style Sets

Similar to cell styles, table styles are preconfigured formatting options that can be applied
to tables. They allow you to quickly apply a splash of color to your tables and in some cases
enhance their readability. While you do have the option of configuring your own table style,
you can also select from a variety of preconfigured quick styles. You can find all of these

quick styles within the Table Styles group of the Table Design tab:

AutoSave (@ off B~ P Search Jane Gibson G = - o X
File  Home Insert  Pagelayout  Formulas  Data  Review View  Help  Table Design 1% Share 3 Comments

Table Name: [iE summarize with PivotTable ,?\ @ D | | Header Row v/ First Column | Filter Button
= =
Tablel Remove Duplicates B | Total Row ! Last Column
? EX P Insert | Export Refresh
‘B Resize Table | Gg Convert to Range Slicer ~ v | Banded Rows Banded Columns
Properties Tools External Table Data Table Style Options Table Styles ~

Clicking the More arrow ( ~ ) within the Table Styles gallery expands it to show more

options:

AutoSave (@ of) B v Bookl.xlsx ~ L Search Jane Gibson  JG =B e o X
Fle  Home  Insert  Pagelayout  Formulas  Data  Review View Help  Table Design 1% Share 2 Comments
Table Name: Summarize with PivotTable [ @ [—\ E | HeaderRow ¥/ First Column v/ Filter Button
=
Tablel B} Remove Duplicates ; vn = B | TotalRow ¥/ Last Column

B Resize Table

Properties

Export Refresh
& Convert to Range Slicer ~ > &

Tools External Table Data

| Banded Rows

Table Style Options
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Clicking any style option inside the Table Styles gallery applies it to the current table:

AutoSave O Search e}
File  Home Insert  Pagelayout  Formulas  Data  Review View Help  Table Design 1% Share & Comments
Table Name: ummarize with PivotTable F? @ [b. [E] pr es ! Header Row First Column | Filter Button M
= H [ A
=~ [8 Open in Browse: Total Row Last Column =

Tablﬂ [} Remove Duplicates et | Export Refrah E‘ E g
‘8 Resize Table | & Convert to Range Slicer ~ v B Unlink ! Banded Rows || Banded Columns

Properties Tools External Table Data Table Style Options Table Styles ~
6 M fe || 15000 v

A 8 c | D E | F | 6 | H | | | J | K | L | M | N | O | P [2]

Weekly Sales & Bonus Payout

Williamson Jackie_Williamson

Bressan Lucas_Bressan
Stanley Prestwick Stanley_Prestwick
Jerry Harrison Jerry_Harrison
Leah Thompson Leah_Thompson 25,478.45
Robyn Fletcher Robyn_Fletcher 7,600.00
Lisa McCain Lisa_McCain 5,689.00
Steven Stone Steven_Stone 12,346.87
Devon Lawrence Devon_Lawrence 11,687.00
George Jackson George _Jackson 9,874.45 X L

Sheet! | Sheet2 | sheets | @ E K| D]

Ready B m - ] + 100%

To clear an applied style, click the More arrow ( ~ ) within the Table Styles gallery, and then

click Clear:

AutoSave O Search
File  Home Insert  Pagelayout  Formulas  Data  Review View Help  Table Design 1% Share 2 Comments
Table Name: ummarize with PivotTable [&5] [E Properties ! Header Row. First Column ! Filter Button .
= 2| Light
~~ [1g Open in Browse Total Row Last Column
TAabI=1 [} Remove Duplicates Insert | Export Refresh ﬁ E
‘8 Resize Table | & Convert to Range Slicer v $5 Unlink ! Banded Rows || Banded Columns
Properties Tools External Table Data Table Style Options
E6 M F || 15000
A | 8 c | D E F G | H |
Weekly Sales & Bonus Payout
EEEEE
EEEEE
EEEEE
EEEEE
===

Williamson Jackie_Williamson 16,785.14
Bressan Lucas_Bressan 14,687.50
Prestwick Stanley_Prestwick 13,478.96
Harrison Jerry_Harrison 21,689.47
Thompson Leah_Thompson 25,478.45

Fletcher Robyn_Fletcher 7,600.00
McCain Lisa_McCain 5,689.00
Stone Steven_Stone 12,346.87
Lawrence Devon_Lawrence 11,687.00
Jackson George _Jackson 9,874.45

Sheet] | sheet2 | sheets | @

Ready S

E+ 100%

8 New Table Style...

BB Clear k
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The table is then displayed with no style at all:

AutoSave (@ of) B~ s Bookl.xlsx ~ £ Search Jane Gibson G ca) = [m] X
File  Home Insert  Pagelayout  Formulas  Data  Review View Help  Table Design 1% Share &3 Comments
Table Name: [iZ) summarize with PivotTable F @ I E] | Header Row First Column ! Filter Button
=7 =
= Total Row Last Column
Tablel B} Remove Duplicates et | Export Refreah O
B Resize Table | & Convertto Range Slicer v v o ! Banded Rows | | Banded Columns
Properties Tools External Table Data Table Style Options ~
AS N fe || Jackie 9
A 8 c D E F G H | J K L M N o P -
1 |Weekly Sales & Bonus Payout
2
3
4| FirstName[~| LastName|~ D ~| WeeklySales [~| Weekly Goal|~
5 [Jackie 1\ Jackie_\ $ 16,785.14 $ 15,000.00
6 |Lucas Bressan Lucas_Bressan $ 14,687.50 $ 15,000.00
7 |stanley Prestwick Stanley_Prestwick  $ 1347896 $ 15,000.00
8 |Jerry Harrison Jerry_Harrison $ 21,689.47 $ 15,000.00
9 |Leah Thompson Leah_Thompson  $ 2547845 $ 15,000.00
10 |Robyn Fletcher Robyn_Fletcher $ 7,600.00 $ 15,000.00
11 |Lisa McCain Lisa_McCain $ 5,689.00 $ 15,000.00
12 |Steven Stone Steven_Stone $ 12,346.87 $ 15,000.00
13 |Devon Lawrence Devon_Lawrence  $ 11,687.00 $ 15,000.00
14 George Jackson George Jackson  $ 9,874.45 $ 15,000.00
15
16
17 -
Sheet! | Sheet2 | sheets | @ < »
Ready [ :::] = 1 + 100%

Customizing Row Display

Rows in a table can be customized through the enabling (or disabling) of banded rows and
the inclusion of total rows. To toggle banded rows, first select the table that you would like

to work with and then click the Banded Rows checkbox in the Table Style Options group:

AutoSave Bookl.xlsx ~ £ Search

File Home Insert Page Layout Formulas Data Review View Help Table Design

Table Name: Summarize with PivotTable F‘ @ [‘l 5] v| Header Row First Column v| Filter Button
=

Tablel E)'< Remove Duplicates s => Total Row Last Column

5 Insert Export Refresh
‘B Resize Table L':,% Convert to Range Slicer v - Q3 —> %Banded Rows Banded Columns

Properties Tools External Table Data Table Style Options

While banded rows are enabled by default to make the data easier to read, disabling it is

always an option:

3| S

4 | FirstName v| Last Name|~ D ~|  WeeklySales v| Weekly Goal 4 | FirstName v LastName v D v WeeklySales ~| Weekly Goal -
5 |Jacl illi Jackie_Willi S 16,785.14 $ 15,000.00 5 [Jackie Iwilliamson Jackie_Williamson $ 16,785.14 $ 15,000.00
6 |Lucas TBressan Lucas_Bressan S 14,687.50 $ 15,000.00 6 |Lucas Bressan Lucas_Bressan $ 14,687.50 $ 15,000.00
7 |stanley Prestwick Stanley_Prestwick $ 13,478.96 $ 15,000.00 7 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 $ 15,000.00
8 JJerry Harrison Jerry_Harrison $ 21,689.47 $ 15,000.00 8 |Jerry Harrison Jerry_Harrison $ 21,689.47 $ 15,000.00
9 |Leah Thompson Leah_Thompson  $ 2547845 $ 15,000.00 9 |Leah Thompson Leah_Thompson  $ 2547845 $ 15,000.00
10]Robyn Fletcher Robyn_Fletcher $ 7,600.00 $ 15,000.00 10 |Robyn Fletcher Robyn_Fletcher $ 7,600.00 $ 15,000.00
11 |Lisa McCain Lisa_McCain S 5,689.00 $ 15,000.00 11 |Lisa McCain Lisa_McCain $ 5,689.00 $ 15,000.00
12 ‘Steven Stone Steven_Stone $ 12,346.87 $ 15,000.00 12 |Steven Stone Steven_Stone $ 12,346.87 S 15,000.00
13 Devon Lawrence Devon_Lawrence  $ 11,687.00 $ 15,000.00 13 |Devon Lawrence Devon_Lawrence  $ 11,687.00 $ 15,000.00
14lﬁeorge Jackson George Jackson  $ 9,874.45 $ 15,000.00 14 |George Jackson George Jackson  $ 9,874.45 $ 15,000.00 ,
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Clicking the Total Row checkbox in the Table Style Options group inserts a Total row at the
bottom of the table:

AutoSave )< s Bookl.xlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help Table Design
Table Name: Summarize with PivotTable E‘? @ P [ v| Header Row First Column v| Filter Button
[ % 4
Tablel R Duplicat —'> Total Row Last Column
? € ﬁ e Insert Export Refresh [‘Z‘ lﬁ
‘B Resize Table (% Convert to Range Slicer v - Q5 v| Banded Rows Banded Columns
Properties Tools External Table Data Table Style Options

When the Total Row is shown, you will see that it appears bold and one or more of the

columns will display a total:

3

4| FirstName ~| LastName|~ ID '~| WeeklySales || Weekly Goal| - |
5 |Jackie |williamson Jackie_Williamson $ 16,785.14 $ 15,000.00
6 |Lucas Bressan Lucas_Bressan S 14,687.50 S 15,000.00
7 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 $ 15,000.00
8 |Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00
9 |Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
10 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00

11 |Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00
12 |Steven Stone Steven_Stone S 12,346.87 S 15,000.00
13 |Devon Lawrence Devon_Lawrence S 11,687.00 $ 15,000.00
14 |George Jackson George Jackson S 9,874.45 S 15,000.00

1§ |Total $  150,000.00 _I
1A
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Activity 3-1: Creating and Modifying a Table

You have decided that because the Weekly Sales & Bonus Payout worksheet will become

larger on a weekly basis, it is a good idea to convert the range into a table to facilitate data

analysis. You would also like to apply a new table style to it.

1. To begin, open Activity 3-1 from your Exercise Files folder:

N Activity 3-T.xlsx
X Microsoft Excel Worksheet
10.7 KB

2.  First, use your cursor to select the A4:G14 cell range:

A B C D E F G
1 \Weekly Sales & Bonus Payout
2
3
4 Week First Name Last Name 1D Weekly Sales  Weekly Goal  Bonus
5 1 Jackie Williamson Jackie_Williamson $ 16,785.14 $  15,000.00 $500.00
6 1 Lucas Bressan Lucas_Bressan $  14,687.50 $ 1500000 S -
7 1 Stanley Prestwick Stanley_Prestwick $ 13,478.96 $ 15,000.00 S -
8 1 Jerry Harrison Jerry_Harrison S 21,689.47 $  15,000.00 $500.00
g 1 Leah Thompson Leah_Thompson  $ 25,478.45 $  15,000.00 $500.00
10 1 Robyn Fletcher Robyn_Fletcher S 7,600.00 S 1500000 S -
1 1 Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00 $ -
12 1 Steven Stone Steven_Stone S 12,346.87 $ 15,000.00 $ -
13 1 Devon Lawrence Devon_Lawrence $  11,687.00 $ 15,000.00 S -
14 1 George Jackson George _Jackson S 9,87445 $ 1500000 $ -
15
16
3. Next, click Insert = Table:

AutoSave = Activity 3-1.xlsx ~

File Home Insert Page Layout Formulas Data Review View Help

o= o= ’“ I-_(‘)Shapesv 73 SmartArt o -

E? @ - H Get Add-ins

. - . ) lcons @ Screenshot v -
PivotTable Recpmmended Table Pictures © M &My Add-ins ~ Bing People

PivotTables % v odels ~ Maps Graph
Tables lllustrations Add-ins
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4. Inthe Create Table dialog box, you will see that the range you previously selected

is listed inside the “Where is the data for your table?” text box:

Create Table ? X

[ My table has headers

[ ok | cance |

5.  Ensure that the “My table has headers” checkbox is checked and click OK:

Create Table ? X
Where is the data for your table?
=5AS4:5GS14) 5
--» [] My table has headers

I OK !}_H Cancel l

6. You will see that the previously selected range has now been converted into a

table:
AA B | C | D | E | F |
1 \Weekly Sales & Bonus Payout
2
e []

luas  Bressan  lucasBressan  $ 1468750 $ 1500000
Jey  Hamison  Jemy Hamison  $ 21,8947 $ 1500000

Robyn  Fletcher  Robyn Fletcher | § 760000 § 1500000
Steven  Stone  StevenStone | $ 1234687 § 1500000

$ 9,874.45 $  15,000.00 $
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7. Now, you need to apply a new table style. With any of the cells inside the table
selected, open the Table Design contextual tab. Within the Table Styles group, click

the More arrow ( *):

= o

las  Data  Review View Help  Table Design

@ [B. [] Properties | Header Row First Column | Filter Button =
N EE 1|
= Lo @ Browse Total Row Last Column == = | =
Export Refresh = EEEEE === 1 ===== jiEeEese—— ===== e =
v~ 5 Unlink ~| Banded Rows || Banded Columns
External Table Data Table Style Options Table Styles

8. Avariety of different quick styles to choose from is now displayed. For this
example, click Table Style Medium 8:

AutoSave @ o) [F] © ~

Fle  Home Insert  Pagelayout  Formulas  Data  Review  View  Help  Table Design
Table Name: [=] summarize with PivotTable E? @ [h. [E] Properties | Header Row First Column
= L - Total Row Last Column
Tabkel B Remove Duplicates et | Export Refresh Browse
‘B Resize Table | (2 Convert to Range Slicer ~ - ! Banded Rows | | Banded Columns.
Properties Tools Extemnal Table Data Table Style Options
As - £ 1
4 A | ] [ c [ ) 3 F [ 6 | u |
1 |Weekly Sales & Bonus Payout Weekly Bonus
2
3
4
5
6 1 Lucas Bressan Lucas_Bressan $ 1468750 $ 1500000 $ -
7
8 1 seny Harrison Jerry Harrison  $  21,68947 $ 1500000 $500.00
°
10 1 Robyn Fletcher Robyn_Fletcher  $ 7,600.00 $ 1500000 $ -
1
12 1 Steven Stone Steven_Stone $ 1234687 $ 1500000 $ -
3
14 1 George Jackson George Jackson  $ 9,87445 $ 1500000 $ -
15
16
17
18
19
20
2
Sheet! ®
Reaty 1S

[ New Table Style...

BB Clear

9. The new style is now applied to the current table:

AR B | c | D E F G H

Weekly Sales & Bonus Payout

14,687.50 S  15,000.00 $

Harrison Jerry_Harrison S 21,689.47 $ 15,000.00 $500.00

Fletcher Robyn_Fletcher S 7,600.00 $ 15,000.00 S -

n Usa  McCain  LsaMcCain  $ 568900 $ 1500000 $ -

Steven Stone Steven_Stone S 12,346.87 $ 15,000.00 $

George Jackson George Jackson S 9,87445 $ 15,000.00 $ -

Lucas_Bressan
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10. Save the current workbook as Activity 3-1 Complete and then close Microsoft 365
Excel to complete this exercise.
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TOPIC B: Modifying Tables

Once you have created and formatted a table, you will have access to many tools that will
allow you to quickly organize and manage your data. During this topic you will learn how to
resize a table, and how to quickly summarize your data. You will also learn how to clean

your data by removing duplicates.

Topic Objectives

In this session, you will learn:

e How to add and remove rows and columns
e About total row functions

e How to remove duplicate values
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Adding Rows and Columns

Once you have created a table in Excel, there are many ways that you can easily add or

remove table rows and columns.

To add rows at the bottom of the table, you can simply select any cell immediately below

the table and type your data:

W 0 ~N O ;W N -

=
[=]

1
12
13
14 |
15|

ac

When you press Enter (or Tab or select a cell outside of the table) Excel automatically

expands the table to include the new row. The new row will include any formulas that are

A B
First Name -1/ Last Name -

Devon Lawrence
George Jackson
Jackie Williamson
Jerry Harrison
Leah Thompson
Lisa McCain
Lucas Bressan
Robyn Fletcher
Stanley Prestwick
Steven Stone
Craig ‘l

used in the table:

Ci5 N S =CONCATENATE(A15, " ", B15)

A B C D E
1 |Weekly Sales & Bonus Payout
2
3
4 First Name -1/ Last Name ! ID v  WeeklySales |~ Weekly Goal | ~
5 Devon Lawrence Devon_Lawrence S 11,687.00 S 15,000.00
6 |George Jackson George Jackson | S 9,874.45 S 15,000.00
7 Jackie Williamson Jackie_Williamson $ 16,785.14 S 15,000.00
8 |Jerry Harrison Jerry_Harrison S 21,689.47 | S 15,000.00
9 Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
10 |Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00
11 |Lucas Bressan Lucas_Bressan S 14,687.50 S 15,000.00
12 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00
13 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 S 15,000.00
14 |Steven Stone Steven Stone S 12,346.87 | S 15,000.00
15 |Craig Craig_ 4
16 ¥

C

ID v
Devon_Lawrence
George _Jackson
Jackie_Williamson
Jerry_Harrison
Leah_Thompson
Lisa_McCain
Lucas_Bressan
Robyn_Fletcher
Stanley_Prestwick
Steven_Stone

‘Weekly Sales & Bonus PayouAt

RV R TR Vol Vo ARE VR Vo R VoA Vo AR Vo e V2 8

Weekly Sales | ~
11,687.00
9,874.45
16,785.14
21,689.47
25,478.45
5,689.00
14,687.50
7,600.00
13,478.96
12,346.87

RN Vo SRR VR Vo AR Vo ¥ R Vo R ¥ SRR Vo AR Vs 8

Weekly Goal ~
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00 ,
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Similarly, if you select a cell immediately to the right of a table and enter data, Excel

automatically expands the table to include the new column:

1 \Weekly Sales & Bonus Payout
2

3

4 First Name -1/  Last Name .| ID v

5 |Devon Lawrence Devon_Lawrence $
6 George Jackson George _Jackson S
7 |Jackie Williamson Jackie_Williamson $
8 ‘Jerry Harrison Jerry_Harrison S
9 |Leah Thompson Leah_Thompson 5
10 J Lisa McCain Lisa_McCain S
11 |Lucas Bressan Lucas_Bressan )
12 ‘Robyn Fletcher Robyn_Fletcher S
13 |Stanley Prestwick Stanley_Prestwick $
14 ‘Steven Stone Steven_Stone S
15 |Craig Craig_

16

EE 4

This functionality is called Table AutoExpansion. You can control this behavior by clicking on

the Control AutoCorrect Options button that appears next to added row or column, and

selecting the appropriate option:

Weekly Sales ~

D

11,687.00

9,874.45
16,785.14
21,689.47
25,478.45

5,689.00
14,687.50

7,600.00
13,478.96
12,346.87

Weekly Goal ~ Bonus -

W n

15,000.00 | l =
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00

A B © D E F G H |
1 \Weekly Sales & Bonus Payout
2
3
4 First Name -/  Last Name -! 1D v| WeeklySales v/ WeeklyGoal ~ Bonus |~
5 |Devon Lawrence Devon_Lawrence  $ 11,687.00 $ 15,000.00 k
6 |George Jackson George Jackson | S 9,874.45 S 15,000.00 € Undo Table AutoExpansion
7 Jackie Williamson Jackie_Williamson $ 16,785.14 S 15,000.00 Stop Automatically Expanding Tables
8 |Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00 - .
9 Leah Thompson Leah_Thompson  §$ 25,478.45 $ 15,000.00 F  Control AutoCorrect Options...
10 |Lisa McCain Lisa_McCain S 5,689.00 | S 15,000.00
11 |Lucas Bressan Lucas_Bressan 5 14,687.50 S 15,000.00
12 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00
13 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 S 15,000.00
14 Steven Stone Steven_Stone 5 12,346.87 S 15,000.00
15 |Craig Craig_ )
16
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Selecting Undo Table AutoExpansion removes the column or row from the table, but the

data you entered remains, and the AutoCorrect Options button is still displayed, allowing

yo

u to select Redo Table AutoExpansion:

A B © D

1
2
3
4
5
6
7
8
9

—

Weekly Sales & Bonus Payout

First Name .| Last Name -! ID v| WeeklySales v/ WeeklyGoal v |Bonus

0
1

-

Devon Lawrence Devon_Lawrence S 11,687.00 S
George Jackson George _Jackson S 9,874.45 | $
Jackie Williamson Jackie_Williamson $ 16,785.14 S
Jerry Harrison Jerry_Harrison S 21,689.47 S
Leah Thompson Leah_Thompson  $ 2547845 S
Lisa McCain Lisa_McCain S 5,689.00 S
Lucas Bressan Lucas Bressan S 14.687.50 S

15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15.000.00

N

@ Redo Table AutoExpansion

Stop Automatically Expanding Tables

Control AutoCorrect Options...

Selecting Control Auto Correct Options launches the AutoCorrect dialog box where, on the

AutoFormat As You Type tab, you can set your preferences for automatically including new

rows and columns in tables, and automatically filling formulas in tables:

AutoCorrect

AutoCorrect AutoFormat As YouType Actions Math AutoCorrect

Replace as you type

[l Internet and network paths with hvoerlinks

Apply as you work
Indude new rows and columns in table

Automatically as you work
Fill formulas in tables to create calculated columns

X

Cancel

©
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If you select Stop Automatically Expanding Tables after clicking the Auto Correct Options

button, the AutoCorrect Options button is no longer visible when working on your tables. To

open the AutoCorrect dialog box, click File = Options, then select the Proofing category in

the Excel Options dialog box and click AutoCorrect Options:

Excel Options
General
enere anc Change how Excel corrects and formats your text.
Formulas
Data AutoCorrect options
Proofing Change how Excel corrects and formats text as you type: | AutoCorrect Options.k
Save
When correcting spelling in Microsoft Office programs
Language
i Ignore words in UPPERCASE
Ease of Access )
v| Ignore words that contain numbers
Advanced v| Ignore Internet and file addresses

You can also add rows and columns to a table by selecting a cell, row, or column in the table

and clicking Home - Insert, then selecting from the available options:

Jane Gibson )G &=

¥ Share
¢ o R = > AutoSum ~ A
B &= | 2o gy O
I v
Insert Delete Format Sort & Find &
- % v v OCIearv Filter v Select v
& Insert Cells... ng

%6 Insert Sheet Rows

 Insert Sheet Columns

B3 |Insert Table Rows Above
V[l Insert Table Columns to the Left

flv Insert Table Columns to the Right

X Insert Sheet
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Similarly, you can delete rows or columns by clicking Home -» Delete, and selecting either

Delete Table Rows or Delete Table Columns:

Jane Gibson JG &= — O X

1 Share 2 Comments

:él:l!c:] :I:IX: H:'_‘H > AutoSum ~ é? p &

Fill ~ .
Insert Delete Format Sort & Find & Ideas
v & = & Clear ¥ Filter v Select v
BxX Delete Cells... diting Ideas A

%x Delete Sheet Rows

Delete Sheet Columns

%x Delete Table Rows

Delete Table Columns

EE Delete Sheet

You can also adjust the size of your table by clicking Table Design - Resize Table:

AutoSave z) v O < Booklxlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help Table Design
Table Name: Summarize with PivotTable F @ [51 [=] v| Header Row First Column v| Filter Button
Tablel5 R Duplicat Total Row Last Column
? € E)‘< emove Buplicates Insert Export Refresh F
‘B Resize Tab) ('_-;% Convert to Range Slicer - - Q3 v Banded Rows Banded Columns
Properties Tools External Table Data Table Style Options

This opens the Resize Table dialog box, where you can define the new range of your table.
Keep in mind that the headers must remain in the same row, and the resulting table range

must overlap the original table range:

Resize Table ? X

Select the new data range for your table:
=S$AS4:SES19] 4

Note: The headers must remain in the same
row, and the resulting table range must
overlap the original table range.
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Additionally, options to add or remove row and/or columns are available by right-clicking a

cell in the table and selecting from the available options in the menu:

A | B C D [ E 1 F |

1 |Weekly Sales & Bonus Payout

2| Calibri ~[11 VA A $ % 9E

o . , BIZS O A-H-RH

4 | FirstName v| Last Name|~ 1D - , , , [v]

5 |Jackie Williamson |Jackie_WiIIia'"“ La s Tanas A 115,000.00

6 |Lucas Bressan Lucas_Bressa Cut 15,000.00

7 |Stanley Prestwick Stanley Pres [[3 Copy '15,000.00

8 |lerry Harrison Jerry_Harriso [\:_\" . 115,000.00

9 |Leah Thompson Leah_Thomp: O Paste Options: 115,000.00

10 |Robyn Fletcher Robyn_Fletck [% 115,000.00

11 |Lisa McCain Lisa_McCain ) 15,000.00

12 |steven Stone Steven_Ston¢ " aste3pecial.. 15,000.00

13 |Devon Lawrence Devon_Lawre  ® Smart Lookup '15,000.00

14 |George Jackson George _Jack 15,000.00

15| [2

:? Insert h > iﬂ] Table Columns to the Left
- 8: Delete > | "5 Table Rows Above
19 | Select >

20

- Clear Contents

21 |

22 @ Quick Analysis

23

al Sort >

24 |

25 | Filter >
26 Table >

Sheet1 ® 5
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Total Row Functions

As we discussed earlier in the lesson, you can add a Total Row to your tables by clicking the
Total Row checkbox in the Table Style Options group of the Table Design contextual tab.
Now we will explore some of the functions that are available in this row to help analyze and

summarize your data.

Selecting any cell in the Total Row displays the Total Row drop-down arrow, which provides

function options for calculating the total for that particular column:

3
4 First Name ~ Last Name| v ID v Weekly Sales |v| Weekly Goal| ~
5 |Jackie Williamson Jackie_Williamson $ 16,785.14 S 15,000.00
6 |Lucas Bressan Lucas_Bressan ) 14,687.50 S 15,000.00
7 |Stanley Prestwick Stanley Prestwick S 13,478.96 S 15,000.00
8 |Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00
g |Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
10 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00
11 |Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00
12 |Steven Stone Steven_Stone S 12,346.87 S 15,000.00
13 |Devon Lawrence Devon_Lawrence S 11,687.00 S 15,000.00
14 |George Jackson George Jackson S 9,874.45 S 15,000.00
15 | Total I~ 150,000.00
16 None

Average
17 Count

D\ Count Numbers
Sheet1 ©) cou

Min

StdDev

Var

More Functions...
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In the below example

3

4 First Name v| Last Name|~ ID v Weekly Sales | v| Weekly Goal| ~
5 |Jackie Williamson Jackie_Williamson $ 16,785.14 S 15,000.00
6 |Lucas Bressan Lucas_Bressan S 14,687.50 S 15,000.00
7 |Stanley Prestwick Stanley Prestwick $ 13,478.96 S 15,000.00
8 |Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00
9 |Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
10 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00
11 |Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00
12 |Steven Stone Steven_Stone S 12,346.87 S 15,000.00
13 |Devon Lawrence Devon_Lawrence S 11,687.00 S 15,000.00
14 |George Jackson George Jackson S 9,874.45 S 15,000.00
15 | Total | 10| ~ | 139,316.84 §  150,000.00
16

It is important to note, though, that the functions that you select are not necessarily the
functions that are used to display the value. In this example, if we select cell E15, the sum of

the Weekly Goal column, we will see in the Formula Bar that the function used is actually

SUBTOTAL:

E15 v F | =SUBTOTAL(109,[Weekly Goal])

A B (c \ D E F G

1 |Weekly Sales & Bonus Payolt

2

3

4 First Name -1/ Last Name -! 1D v Weekly Sales |~ Weekly Goal ~

5 Devon Lawrence Devon_Lawrence S 1,687.00 $ 15,000.00

6 |George Jackson George _Jackson S S 15,000.00

7 |Jackie Williamson Jackie_Williamson $ S 15,000.00

8 |Jerry Harrison Jerry_Harrison S S 15,000.00

9 Leah Thompson Leah_Thompson S 25,478. S 15,000.00
10 [Lisa McCain Lisa_McCain S 5,689.00 15,000.00

11 |Lucas Bressan Lucas_Bressan S 14,687.50 15,000.00
12 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00
13 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 S 15,000.00
14 |Steven Stone Steven Stone S 12,346.87 | § ,000.00
15 |Total 10 $ 13,931.68| $ 150,000.00,1 v
16

17

SUBTOTAL functions are used to perform calculations on only subsets of data within a range

or table. In this case it is particularly useful to display the table total values when filters are

applied to the table
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In the below example, a filter has been applied to hide several of the sales representatives.

Note that the results in the total row only reflect the data that is visible after the filter is

applied:
E15 S Je =SUBTOTAL(109,[Weekly Goal])
A B € D E F G F
1 |Weekly Sales & Bonus Payout
2
3
4 First Name T/  Last Name .| 1D v Weekly Sales ~| Weekly Goal ~
7 |Jackie Williamson Jackie_Williamson $ 16,785.14 S 15,000.00
8 |lerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00
9 |Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
15 |Total 38 21,317.69' $ 45,000.00_,1'
16
17

If you prefer, you can manually enter functions in the Total Row cells. In the below example
the Weekly Goal column total is a true SUM function, showing the total for all rows, while
the Weekly Sales column remains a SUBTOTAL function, only showing the total for the rows

that are not hidden:

E15 v e =SUM|(Sales[Weekly Goal])

Weekly Sales & Bonus Payout

]
2

3

4 First Name T, Last Name . ID v Weekly Goal ~

7 Jackie Williamson Jackie_Williamson $ % 15,000.00

8 |Jerry Harrison Jerry_Harrison S 21,689.47 15,000.00

9 |Leah Thompson Leah_Thompson 5 25,478.45 S 15,000.00
15 |Total 3 8 21,317.69| $ 150,000.00 ,lv
16

17
SUBTOTAL Function

Now that you have seen how the SUBTOTAL function is used in the Total Row, here is some

more detail on the function syntax and arguments.

=SUBTOTAL(function_num, refl, [ref2], [...])|

The function_num argument is used to define other functions that you would like to use to

calculate subtotals. Functions are called using numeric values of 1 to 11 when including
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hidden values and 101 to 111 when excluding them. For example, if you want to subtotal
using the SUM function and include hidden values in the calculation, you would type “9” as
the argument. To exclude the hidden values, as in the example shown above, you would
type “109.”

Below is a table that tells you which value calls which function in the function_num

argument:
Function Argument Function Argument Function
Including Hidden Values  Ignoring Hidden Values
1 101 AVERAGE
2 102 COUNT
3 103 COUNTA
4 104 MAX
5 105 MIN
6 106 PRODUCT
7 107 STDEV
8 108 STDEVP
9 109 SUM
10 110 VAR
11 111 VARP

The reference arguments (refl, ref2, etc.) identify the ranges that you want to subtotal.
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Removing Duplicate Values

Duplicate values in data can be a common occurrence, especially in larger datasets, where
data has originated from multiple sources, and they can be difficult to identify, when
dealing with many columns and rows. It is important, however, to identify and remove

duplicates from your data to ensure accuracy and that your analyses are correct.

While there are many strategies for identifying and removing duplicate data, Excel has a
built-in function to remove duplicate values from tables (or ranges) that can be very
effective. To use this function, click anywhere inside of a table and then click Table Design

-> Remove Duplicates:

AutoSave 2D~ Book1.xlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help Table Design
Table Name: Summarize with PivotTable [= @ [ v Header Row First Column v Filter Button
Table6 R Duplicat Total Row Last Column
? € E|< emove Duplica Insert Export Refresh
‘B Resize Table ('_-;% Convert to Range Slicer - - A v| Banded Rows Banded Columns
Properties Tools External Table Data Table Style Options

You can also access this function by clicking Data - Remove Duplicates, when working with

ranges.

This displays the Remove Duplicates dialog box. Here, you can select the columns that
contain the duplicates that you would like to remove (By default all of the columns in the

table will be selected).

Remove Duplicates ? X

To delete duplicate values, select one or more columns that contain duplicates.

= cerect AN 5= Unselect All My data has headers

Columns
Name
Height
Weight
Age

Cancel

Use caution when selecting only some of the columns, as it may create a situation where

you can unintentionally delete data that is not a duplicate. In the below example there are
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three instances of the name Ron in the dataset, but only two of the rows are identical
across all of the columns. Extra care should be taken whenever you are removing duplicates

and using only some of the columns to define them:

A B C Db L E | F | G

1
2 |Barney 76 155 19

3 |Ron = 72 172 38

4 |Ariana 69 161 36

5 |Allegra 52 160 29

6 |Kitty a7 99 54

7 [Ron = | 72 172 38

8 |Tymon 68 191 52

8 |Carolyn 75 91 59
10Ron 4= | 72 172 26

11 |Areebah 59 94 61
12<Terrence 64 159 33

13 |Cosmo 59 112 3
14

15 |

16

Once you have selected the columns, click OK in the Remove Duplicates dialog box. Any
duplicate value that is found is then removed. An information box appears that informs you

of the number of duplicate values found and how many unique values remain:

Microsoft Excel X

o 1 duplicate values found and removed; 11 unique values remain.
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Activity 3-2: Modifying Tables

You would like to analyze the top sales associate data in the Weekly Sales & Bonus Payout

worksheet that you have been working on.

1. To begin, open Activity 3-2 from your Exercise Files folder:

N Activity 3-2.xlsx
X Microsoft Excel Worksheet
11.2KB

2. To begin your analysis, you want to add a total row to your table. Click anywhere

within the table then click Table Design - Total Row:

D Search

ile wlas ata iew  Help  Table Design
Table Name Table E\ @ ' Header Row First Column
Tovet | B B | [iton et con
# Resize Tab Sicer | v~ tanded Rows [ Banded Colurmns
rope EemaiTable Data Table Stye Options
05 - fe | Jackie_williamson
A 8 c o 3 F s H , K L ™
1 |Weekly Sales & Bonus Payout
2
3
4 Wee - FirstName - Last Name - Rep ID ~| WeeklySales -| Weekly Goa ~
5 1 Jackie Williamson n _5 16,785.14 $ 15,000.00
6 1 Lucas Bressan u an S 14,687.50 $  15,000.00
7 1 Stanley Prestwick stwi $ 1347896 $  15,000.00
8 1 Jerry Harrison $ 21,689.47 $ 15,000.00
) 1 Leah Thompson $ 2547845 $  15,000.00
10| 1 Roby Fletcher s 7,600.00 $  15,000.00
n 1 Lisa McCain $ 5,689.00 $ 15,000.00
12 1 Stever $ 12,346.87 $  15,000.00
13 1 Lucas $ 14,687.50 $  15,000.00
14 1 Devon $ 11,687.00 $ 15,000.00
15| 1 George $ 987445 $  15,000.00,
16
7
18
19
2
21
2
2
2%
2
2
Sheet1 ®
B -
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3. ATotal Row is added to your table, with a total amount in the Weekly Goal

column:
A B c D E F G
1 |Weekly Sales & Bonus Payout
2
3 -
4 | Wee v | FirstName v| Last Name Rep ID ~| WeeklySales | Weekly Goa ~ |
5 1 Jackie Williamson |Jackie_WilIiamson _l S 16,785.14 $ 15,000.00
6 1 Lucas Bressan Lucas_Bressan S 14,687.50 S 15,000.00
7 1 Stanley Prestwick Stanley_Prestwick S 13,478.96 S 15,000.00
8 1 Jerry Harrison Jerry_Harrison 5 21,689.47 S 15,000.00
9 1 Leah Thompson Leah_Thompson S 25,478.45 $  15,000.00
10 1 Robyn Fletcher Robyn_Fletcher 5 7,600.00 $ 15,000.00
1 1 Lisa McCain Lisa_McCain S 5,689.00 $  15,000.00
12 1 Steven Stone Steven_Stone S 12,346.87 S 15,000.00
13 1 Lucas Bressan Lucas_Bressan S 14,687.50 $  15,000.00
14 1 Devon Lawrence Devon_Lawrence S 11,687.00 S 15,000.00
15 1  George Jackson George_Jackson S 9,874.45 $  15,000.00
16| Total $  165,000.00 |
17
18

4. First, you want to add a count for the number of sales representatives. Select cell
C16, then click the total row drop-down arrow and select Count:

G

A B © D E F
1 |Weekly Sales & Bonus Payout
2 -
3 -
4 | Wee v FirstName v | Last Name ~ Rep ID ~| Weekly Sales ~| Weekly Goa ~ |
5 1 Jackie Williamson  Jackie_Williamson S 16,785.14 S 15,000.00
6 1 Lucas Bressan Lucas_Bressan S 14,687.50 $ 15,000.00
7 1  Stanley Prestwick Stanley_Prestwick $ 13,478.96 $  15,000.00
8 1 Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00
9 1 Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
10 1 Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00
1 1 Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00
12 1 Steven Stone Steven_Stone S 12,346.87 S 15,000.00
13 1 Lucas Bressan Lucas_Bressan S 14,687.50 S 15,000.00
14 1 Devon Lawrence Devon_Lawrence S 11,687.00 $ 15,000.00
15 1 George Jackson George_Jackson S 9,874.45 S 15,000.00
16| Total | v $  165,000.00 A
17 None
18 ﬁm_y
19 'S‘Oal;nt Number:
20 | Min
el grd"[,)ev
22 Var
25 More Functions...
24
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5. You see that the count of sales representatives is 11, but you know that there are
only 10. You realize there must be duplicate data:

A | B C D ‘ E F G H o
1 |Weekly Sales & Bonus Payout
2 -
3 -
4 | Wee v| FirstName v Last Name Rep ID ~| WeeklySales ~| Weekly Goa |
5 1 Jackie Williamson Jackie_Williamson S 16,785.14 $ 15,000.00
6| 1 Lucas Bressan Lucas_Bressan S 14,687.50 S  15,000.00
7 | 1 Stanley Prestwick Stanley_Prestwick S 13,478.96 $ 15,000.00
8 1 Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00
9 1 Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
10| 1 Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00
1M 1 Lisa McCain Lisa_McCain $ 5689.00 $  15,000.00
12 1 Steven Stone Steven_Stone S 12,346.87 S 15,000.00
13 1 Lucas Bressan Lucas_Bressan S 14,687.50 S 15,000.00
14 1 Devon Lawrence Devon_Lawrence S 11,687.00 S 15,000.00
15 1 George Jackson George_Jackson S 9,874.45 $  15,000.00
16| Total 11F<— $  165,000.00
17

6. Toremove the duplicate, click Table Design - Remove Duplicates:

AutoSave (@ of) =)= Activity 3-2:xlsx ~ £ Search

File Home Insert Page Layout Formulas Data Review View Help Table Design
Table Name: Summarize with PivotTable F @ [751 = v Header Row First Column ! Filter Button

= | B8

Tablel R Duplicat: | Total Row Last Column

.a € E)‘( e Insert Export Refresh —
‘B Resize Table ('.:)% Convert to Range Slicer v v O | Banded Rows Banded Columns

Properties Tools External Table Data Table Style Options

7. The Remove Duplicates dialog box opens. Leave all of the columns selected and
click OK:

Remove Duplicates ? X

To delete duplicate values, select one or more columns that contain duplicates.

5= Select All | | 8= Unselect All My data has headers

Columns

Week

First Name
Last Name
Rep ID
Weekly Sales
Weekly Goal
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8. Aninformation window appears, indicating that one duplicate has been removed
and there 10 unique values remaining. Click OK:

Microsoft Excel X

0 1 duplicate values found and removed; 10 unique values remain.

9. With the duplicate now removed you can now add a total to the Weekly Sales
column. Select Cell E15, click the dropdown arrow, and select Sum:

A | B | c | D E F G | H
1 |Weekly Sales & Bonus Payout
2
3
4 | Wee v FirstName v| Last Name ~ Rep ID v| WeeklySales ~| Weekly Goa |
5 1 Jackie Williamson Jackie_Williamson S 16,785.14 S 15,000.00
6 1 Lucas Bressan Lucas_Bressan S 14,687.50 S 15,000.00
7 1 Stanley Prestwick Stanley_Prestwick S 13,478.96 S 15,000.00
8 1 Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00
9 1 Leah Thompson Leah_Thompson S 2547845 $  15,000.00
10 1 Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00
1 1 Lisa McCain Lisa_McCain S 5,689.00 $ 15,000.00
12 1 Steven Stone Steven_Stone S 12,346.87 S 15,000.00
13 1 Devon Lawrence Devon_Lawrence S 11,687.00 S 15,000.00
14 1 George Jackson George_Jackson S 9,874.45 S 15,000.00
15| Total 10 | [~] 150,000.00
16 None

Average
17 Count
18 Count Numbers

Max
19 Min
2 StdDev
21 Var
22 More Functions...
23
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10. You can now add a column to your table by selecting cell G4 and typing “% of Total

Sales”, then pressing Enter:

® N U AW N -

A B C D

Weekly Sales & Bonué Payout

Wee v | First Name v Last Name ~ Rep ID ~| WeeklySales ~| WeeklyGoa ~ % of Total Sales ~
1 Jackie Williamson  Jackie_Williamson S 16,785.14 S 15,000.00
1 Lucas Bressan Lucas_Bressan S 14,687.50 $ 15,000.00
1 Stanley Prestwick Stanley_Prestwick S 13,478.96 S 15,000.00
1 Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00
1 Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
1 Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00
1 Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00
1 Steven Stone Steven_Stone S 12,346.87 S 15,000.00
1 Devon Lawrence Devon_Lawrence S 11,687.00 $ 15,000.00
1 George Jackson George_Jackson S 9,874.45 S 15,000.00

Total 10 $  139,316.84 $  150,000.00

(Adjust your column width as required to view the text in the header.)

11.

the column to percentage, and center the content:

In cell G5, type the formula “=E5/SE$15” and press Enter, then set the format of

© 2005-2022 Velsoft Training Materials Inc.

1IPMT - X V  fe | =ES/SESLY
A B (€ D E F G
1 |Weekly Sales & Bonus Payout
2
3
4 | Wee v| FirstName v | Last Name ~ Rep ID . Weekly Sales M. Weekly Goa ~| % of Total Sales | ~ |
5 1 Jackie Williamson  Jackie_Williamson | $ 16,785.14 | $  15,000.00 |=ES/$ES1S
6 1 Lucas Bressan Lucas_Bressan S 14,687.50 S 15,000.00 11%
7 1 Stanley Prestwick Stanley_Prestwick S 13,478.96 S 15,000.00 10%
8 1 Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00 16%
] 1 Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00 18%
10 1 Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00 5%
1 1 Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00 4%
12 1 Steven Stone Steven_Stone S 12,346.87 S 15,000.00 9%
13 1 Devon Lawrence Devon_Lawrence S 11,687.00 $ 15,000.00 8%
14 1 George Jackson George_Jackson S 9,874.45 $ 15,000.00 7%
15| Total 10 1§ 13931684 |$  150,000.00 4
16
17
18
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12. You can now add sum of the % of Total Sales column by selecting cell G15, clicking

the drop-down arrow, then selecting Sum:

A B © D E F G H
1 |Weekly Sales & Bonus Payout
5
3
4 | Wee - FirstName v LastName - Rep ID v WeeklySales ~  Weekly Goa ~| % of Total Sales ~
5 1 Jackie Williamson Jackie_Williamson S 16,785.14 S 15,000.00 12%
6 1 Lucas Bressan Lucas_Bressan S 14,687.50 S 15,000.00 11%
7 1 Stanley Prestwick Stanley_Prestwick S 13,478.96 S 15,000.00 10%
8 1 Jerry Harrison Jerry_Harrison $ 21,689.47 $  15,000.00 16%
9 | 1 Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00 18%
10] 1 Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00 5%
1| 1 Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00 4%
2] 1 Steven Stone Steven_Stone S 12,346.87 S 15,000.00 9%
13 1 Devon Lawrence Devon_Lawrence S 11,687.00 $  15,000.00 8%
14 1 George Jackson George_Jackson S 9,874.45 S 15,000.00 7%
15[ Total § 13931684 §  150,000.00 | I~
16 None

Average

17| Count
18 Count Numbers
19
20|
21
22 More Functions...

13. You can now filter the table to show only the sales representatives who reached
their weekly goal by clicking the header row drop-down arrow of the Weekly

Sales column, then selecting Number Filters, then Greater Than:

D

Rep ID =
Ql Sort Smallest to Largest
il Sort Largest to Smallest

Sort by Color

Number Filters

Search

(Select All)
$5,689.00

$11,687.00
$12,346.87
$13,478.96
$14,687.50
$16,785.14

OK

| A | B | € |
1 |Weekly Sales & Bonus Payout
51
3 +
4 | Wee v| FirstName v | Last Name ~
5| il Jackie Williamson
6 1 Lucas Bressan
7 1 Stanley Prestwick
8 1 Jerry Harrison
9 1 Leah Thompson
10 1 Robyn Fletcher
1| 1 Lsa McCain
12 1 Steven Stone
13 1 Devon Lawrence
14 1 George Jackson
15| Total
16 |
17
18|
19|
20
21|
22 |
23 |
24|
25
26

Weekly Sales ~| Weekly Goa ~

>

Cancel
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ROV ARV RV ARV RV ARV RV Y

% of Total Sales ~

15,000.00 12%

15,000.00 11%

15,000.00 10%

15,000.00 16%

15,000.00 18%

15,000.00 5%

15,000.00 4%

15,000.00 9%
Equals...

Does Not Equal... |
Greater Than... <4

Greater Than Or Equal To...
Less Than...

Less Than Or Egual To...
Between...

Top 10...

Above Average

Below Average

Cuickamn Cilbar
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14.

15.

16.

In the Custom AutoFilter dialog box, type “15000” next to the “is greater than”
selection, then click OK:

Custom AutoFilter ? X

Show rows where:
Weekly Sales

is greater than v | | 15000 4— v
®and O or

v v

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

Cancel

You will now see the three sales representatives who reached their weekly goal,
but the % of Total Sales column is showing percentages only for the total sales of
the three. You want to see the percentages based on the total. To do this, select
cell E15, then select the Subtotal formula in the formula bar and type
“=SUM([[Weekly Sales]])” to replace it:

1PMT - X  F | =Sum([[WeeklySales]])| m—

A B © D E F G H

1 |Weekly Sales & Bonus Payout

2

3

4 | Wee v FirstName v Last Name ~ Rep ID v Weekly Sales.T Weekly Goa ~ % of Total Sales | ~
5 1 Jackie Williamson Jackie_Williamson S 16,785.14 | $ 15,000.00 26%

8 1 Jerry Harrison Jerry_Harrison S 21,689.47 | $ 15,000.00 34%

9 1 Leah Thompson Leah_Thompson S 25,478.45 | S 15,000.00 40%

15| Total 3 Sales ]1) o 45,000.00 100% A

16
17

Press Enter to apply the formula. You will see that the value in the Total Row of the
Weekly Sales column is now the sum of all of the sales, not just the ones that are
visible. You will also see that the values in the % of Total Sales column are now

displaying correctly:

A B © D E F G H
1 |Weekly Sales & Bonus Payout
2
3
4 | Wee v| FirstName v Last Name v~ Rep ID v WeeklySales.T| Weekly Goa v | % of Total Sales ~
5 1 Jackie Williamson Jackie_Williamson S 16,785.14 S 15,000.00 12%
8 1 Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00 16%
9 1 Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00 18%
15| Total 3 el §  139,316.84 $  45,000.00 46%

16|
17
18
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17. Save the current workbook as Activity 3-2 Complete and then close Microsoft 365
Excel to complete this exercise.
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TOPIC C: Table References

Using tables is an excellent way to quickly define, organize, and analyze specific groups of
data. By using table names and structured references you can simplify the process even
more. In this topic you will learn how to name your tables and then use that information in
structured references and database functions. You will also learn how to convert your table

back to a range.

Topic Objectives

In this session, you will learn:
e About naming tables
e How to use structured references
e How to use database functions

e How to convert a table to a range
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Naming Tables

As you learned earlier in this course, applying names to cells and ranges can help you create
workbooks that are easy to understand and work with. Tables are automatically named by
Excel as they are created, with a generic name of “Table” with a sequential number at the
end, depending on how many existing tables you have in your workbook. Giving your table a
uniqgue name that clearly describes the purpose or use of the table will make the structure

of your workbook, and the formulas you use, easier to understand.

As with ranges and cells, there are several ways to name your table. The simplest is to first
select a cell anywhere in your table, then type the new name of the table in the Table Name

text box in the Properties group of the Table Design contextual tab, then press Enter:

AutoSave ) = O = Bookl.xlsx ~ £ Search
Saved to this PC

File Home Insert Page Layout Formulas Data Review View Hep Table Design

Table Name: Summarize with PivotTable [= @ I E v| Header Row First Column v Filter Button
: = = L
S.ales IJ E)l Remove Duplicates Insert Export Refresh 572 Total Row Last Column
‘B Resize Table (':,% Convert to Range Slicer - - Q3 v| Banded Rows Banded Columns
Properties Tools External Table Data Table Style Options

You can also open the Name Manager dialog box, to edit your table name, by clicking

Formulas - Name Manager:

AutoSave DY v QO = Bookl.xlsx ~ £ Search -
File Home Insert Page Layout Formulas Data Review View Help Table Design

fi, Z @ @ <T| & Define Name ~ EL, Trace Precedents [ Show Formulas F‘

- = = = = = ST o : &S

. . - U F lav g Trace Dependents A Error Check v

Insert AutoSum Recently Financial Logical Text Date& Lookup & Math & More Name G s€n Formula Elleolci ol A/ fror &hecking Watch

Function v Usedv ~ v v Time~ Reference~ Trigv Functions~ | Manager B Create from Selection | [ Remove Arrows ~ () Evaluate Formula  Window
Function Library Defined Names Formula Auditing
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In the Name Manager dialog box, you can select and edit your table name:

Name Manager

Delete

Value

{"Devon’,"Lawren...

Refers To
=Sheet1!SAS5:SES14

Scope
Workbo...

Comment

Refers to:
' =Sheet1!SAS5:5E$14

Close

[2]

A

In the Edit Name dialog box, you can edit the table name, and also add comments that can
help you and other users understand the use of the table. You will notice, though, that the

Refers to field is grayed out, because, unlike a range, table size is dynamic, so it cannot be

set using the Name Manager:

Edit Name ? X
Name: Sales

Scope: Workbook j‘

Comment: | \weekly Sales used to calculate bonus

payout|

Refers to:

L

=Sheet1!SASS5:SES14
Cancel

OKD
’ A
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Using Structured References

A structured reference, also known as a table reference, is a unique way of referencing
tables and their elements that uses a combination of table and column names, instead of

cell addresses.

This special syntax is used in tables because they are dynamic, and normal cell references

cannot adjust as tables are modified.

Some of the benefits of structured references are:
e They are easily created, by selecting the table elements you want to refer to.
e They update automatically when elements of the table are changed.

e They can be used inside and outside of the table, which can make your workbooks
easier to understand.

e They take advantage of the auto-fill feature of AutoCorrect, filling the entire column
of a table with a formula after entering it in just one cell.

As an example, in the following table, there is an open column that is used to calculate the

dollar amount that a sales representative was over or under their weekly goal:

A B (€ D E F
1 \Weekly Sales & Bonus Payout
2 |Bonus Amount: $ 500.00
3
5 |Lucas Bressan Lucas_Bressan S 14,687.50 S 15,000.00
6 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00
7 Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00
3 |George Jackson George _Jackson S 9,874.45 S 15,000.00
9 Devon Lawrence Devon_Lawrence S 11,687.00 $ 15,000.00
10 |Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00
11 Stanley Prestwick Stanley_Prestwick $ 13,478.96 S 15,000.00
12 |Steven Stone Steven_Stone $ 12,346.87 $ 15,000.00
13 |Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
14 |Jackie Williamson Jackie_Williamson $ 16,785.14 S 15,000.00
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To calculate this column using structured references, first select cell F5, and type the equal

sign (=) in the Formula Bar:

Then click on cell D5 to automatically add the structured reference, using the column name.

In this case “[@[Weekly Sales]]:”

IPMT v X v &4 I
A | B c | D E F

1 |Weekly Sales & Bonus Payout

2 : Bonus Amount: $ 500.00

3

« | - e - I - e - e - :
5 |Lucas Bressan Lucas_Bressan s 14,687.50 $ 15,000.00 |=

6 |Robyn Fletcher Robyn_Fletcher S 7,600.00 $ 15,000.00

7 |[lerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00

8 George Jackson George _Jackson  $ 9,874.45 S 15,000.00

9 |Devon Lawrence Devon_Lawrence S 11,687.00 $ 15,000.00
10 |Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00
11 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 $ 15,000.00
12 |Steven Stone Steven_Stone S 12,346.87 S 15,000.00
13 |Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
14 Jackie Williamson Jackie_Williamson $ 16,785.14 $ 15,000.00 |
15
1A

© 2005-2022 Velsoft Training Materials Inc.

D5 v X « £ | =l@[WeeklySales]]| «mm——
A | B | c | D 1 E F

1 |Weekly Sales & Bonus Payout

2 : Bonus Amount: $ 500.00

3

5 |Lucas Bressan Lucas_Bressan m S 15,000.00 |=[@[Weekly Sales ]] |
6 |Robyn Fletcher Robyn_Fletcher 5 7,600.00 S 15,000.00

7 |Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00

8 |George Jackson George _Jackson S 9,87445 S 15,000.00

9 |Devon Lawrence Devon_Lawrence S 11,687.00 $ 15,000.00
10 |Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00
11 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 S 15,000.00
12 |Steven Stone Steven_Stone S 12,346.87 S 15,000.00
13 |Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
14 |Jackie Williamson Jackie_Williamson $ 16,785.14 S 15,000.00 j
15
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To complete the formula, type the minus sign (-), then click on cell E5:

E5 v X « £ | =[@[Weekly Sales]]-[@[Weekly Goal]]| I
A ‘ B ‘ c D E F (

1 \Weekly Sales & Bonus Payout

2 |Bonus Amount: S 500.00

3

5 |Lucas Bressan Lucas_Bressan S 14,687.50 | S 15,000.00 | [@[Weekly Goal]]

6 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00

7 [Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00

8 |George Jackson George Jackson S 9,874.45 S 15,000.00

9 |Devon Lawrence Devon_Lawrence  $ 11,687.00 $ 15,000.00
10 |Lisa McCain Lisa_McCain 5 5,689.00 S 15,000.00
11 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 S 15,000.00
12 |Steven Stone Steven_Stone S 12,346.87 S 15,000.00
13 |Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
14 |Jackie Williamson Jackie_Williamson $ 16,785.14 S 15,000.00 A
15
16|

Again, Excel adds the structured reference using the column name. Pressing Enter

completes the formula. Not only do the formula results appear in cell F5, but it is auto-filled

to all the cells in the Over/Under column:

lOGJ\lO'U\#WN—i

-
=

F6

A

S =[@[Weekly Sales ]]-[@[Weekly Goal]]

=

D

|

Weekly Sales & Bonus Payout

$ 500.00

Bonus Amount:

Lucas
Robyn

|Jerry
|George
\Devon
 |Lisa
|Stanley
. |Steven

Leah

| Jackie

Bressan
Fletcher
Harrison
Jackson
Lawrence
McCain
Prestwick
Stone
Thompson
Williamson

Lucas_Bressan
Robyn_Fletcher
Jerry_Harrison
George _Jackson
Devon_Lawrence
Lisa_McCain
Stanley_Prestwick
Steven_Stone
Leah_Thompson
Jackie_Williamson
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$
$
$
$
$
$
$
$
$
$

14,687.50

7,600.00
21,689.47

9,874.45
11,687.00

5,689.00
13,478.96
12,346.87
25,478.45
16,785.14

RV Y VR VR Ve Ve VR VA VR o 8

15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00
15,000.00

$ 312.500
mr

s 6,689.470
) (5,125.550)
S (3,313.000)
) (9,311.000)
S (1,521.040)
$ (2,653.130)
S 10,478.450
S 1,785.140
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You can also use structured references in formulas outside of a table. In the example below,

there is a field to show the number of sales representatives who have not reached their
weekly goal. You could use normal cell references to create this formula, but if the table
gets larger or changes, the formula may no longer refer to the correct cells. Using

structured references ensure that the calculation is always correct.

To continue with the example, to create this structured reference outside of a formula, you
would first select cell H5, then use the COUNTIF function by typing “=COUNTIF(“ in the

Formula Bar:

1PMT - X « A | =COUNTIF( I

A B | COUNTIF(range, criteria) D E F | G H

1 |Weekly Sales & Bonus Payout

(312.500) =COUNTIF( _|

5 |Lucas Bressan Lucas_Bressan S 14,687.50 $ 15,000.00 $

6 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00 $ (7,400.000)
7 [Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00 $ 6,689.470
8 |George Jackson George _Jackson S 9,874.45 S 15,000.00 $ (5,125.550)
9 |Devon Lawrence Devon_Lawrence S 11,687.00 $ 15,000.00 $ (3,313.000)
10 Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00 $ (9,311.000)
1 ‘Stanley Prestwick Stanley_Prestwick $ 13,478.96 S 15,000.00 $ (1,521.040)
12 |Steven Stone Steven_Stone S 12,346.87 S 15,000.00 $ (2,653.130)
13 |Leah Thompson Leah_Thompson S 25,47845 S 15,000.00 $ 10,478.450
14 |Jackie Williamson Jackie_Williamson $ 16,785.14 S 15,000.00 $ 1,785.140 ,

15

ac

For the range argument, select the column with the values you want to count (if they match

the criteria argument). In this case you select the range D5:D14:

D5 v x v fe =COUNTIF(Sales[[Weekly Sales]]l I
A B COUNTIF(range, criteria) D E F G H
1 |Weekly Sales & Bonus Payout
2 -Bonus Amount: $ 500.00
3
5 |Lucas Bressan Lucas_Bressan S 14,687.50 | S 15,000.00 S (312.500) 1 I
6 |Robyn Fletcher Robyn_Fletcher S 7,600.00 | S 15,000.00 $ (7,400.000)
7 _‘Jerry Harrison Jerry_Harrison S 21,689.47 1 8 15,000.00 S 6,689.470
8 |George Jackson George _Jackson | $ 9,874.45 | S 15,000.00 $ (5,125.550)
9 _‘Devon Lawrence Devon_Lawrence | $ 11,687.00 § S 15,000.00 S (3,313.000)
10 |Lisa McCain Lisa_McCain S 5,689.00 1 $ 15,000.00 $ (9,311.000)
1 _‘Stanley Prestwick Stanley_Prestwick § $ 13,478.96 1 $ 15,000.00 $ (1,521.040)
12 Steven Stone Steven_Stone S 12,346.87 1 $ 15,000.00 $ (2,653.130)
13 |Leah Thomp Leah_Thomp $ 25,478.45 ¢ $ 15,000.00 $ 10,478.450
14 Jackie Williamson Jackie_Williamson | $ 16,785.14 { S 15,000.00 $ 1,785.140 ,
15

© 2005-2022 Velsoft Training Materials Inc.

158



Microsoft 365 Excel: Part 2 159

Because the formula is outside of the table, the reference contains not only the column
name (Weekly Sales), but also the table name (Sales), or “Sales[[Weekly Sales]].” To
complete the formula, you would type a comma (,) to move to the next argument, then
type a less than symbol, in parentheses (“<”), then an ampersand (&), then click on cell E5,

and finally type a closing bracket and press Enter:

=COUNTIF(Sales[[Weekly Sales ]},"<" & Sales[@[Weekly Goal]])|

The formula calculates that seven sales representatives did not meet their weekly goal:

H5 v Je =COUNTIF(Sales[[Weekly Sales ]],"<" & Sales[@[Weekly Goal]])
A B © D E F G H
1 |Weekly Sales & Bonus Payout
2 |Bonus Amount: $ 500.00
3
5 |Lucas Bressan Lucas_Bressan S 14,687.50 S 15,000.00 $ (312.500) 7 I
6 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00 $ (7,400.000)
7 Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00 $ 6,689.470
8 |George Jackson George _Jackson S 9,87445 S 15,000.00 $ (5,125.550)
9 Devon Lawrence Devon_Lawrence  $ 11,687.00 $ 15,000.00 $ (3,313.000)
10 |Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00 $ (9,311.000)
11 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 $ 15,000.00 $ (1,521.040)
12 |Steven Stone Steven_Stone S 12,346.87 S 15,000.00 $ (2,653.130)
13 |Leah Thompson Leah_Thompson S 2547845 S 15,000.00 $ 10,478.450
14 |Jackie Williamson Jackie_Williamson $ 16,785.14 S 15,000.00 $ 1,785.140 ,
15

Letting Excel define the structured reference, by selecting cells and ranges, greatly simplifies
the process of using these formulas. The syntax is complicated, and can be confusing at first,
but as you become more familiar with tables and structured references you will come to

understand them better and appreciate their value in complex workbooks.

Database Functions

Database functions are similar to subtotal functions, in that they allow you to perform
common operations on a specified subset of data. Unlike the subtotal function though,
where the criteria is whether the data is hidden or not, database functions allow you to use

criteria for the data in each column of your data set.

The syntax of a typical database functions is:

:DCOUNT(database,field,criteria)|
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Before creating a database function, you must first define the criteria you will be using
somewhere within your workbook, using column names that exactly match the column
names of your database. In the example below, we have created a range with all of the

column names, but have only added criteria for the Quantity and Order Price columns:

F G H |

1 SKU UnitPrice  Quantity  Order Price Count
2

3k |

4

5 | 22 S 45.00 8 S 360.00

6 | 36 S  254.05 69 $ 17,529.45

7 | a4 S 22.00 8 S 176.00

8 44 S 33.00 12 S 396.00

g 89 S 99.30 64 S  6,355.20 I -I
IOA 126 S 313.32 47 S 14,726.04

1| 322 S 275.32 35 S 9,636.20

1 2A 554 S 28221 66 $ 18,625.86

13| 555 S 236.47 87 S 20,572.89

14A 573 S 17499 83 S 14,524.17

15| 791 S 353.78 70 S 24,764.60

To count the number of orders in the database where the quantity is less than 10 and the
order price is greater than 200, first select the cell where you want to enter the function,
then type “=DCOUNT(“ in the Formula Bar:

IPMT - X  fc | =DCOUNT(

A B C DCOUNT(database, field, criteria) | F G H . |

1 SKU UnitPrice Quantity  Order Price Count
2

3

4

5 | 22 S 45.00 8 S 360.00
6 | 36 S  254.05 69 $ 17,529.45
7| a4 S 22.00 8 S 176.00
8 | 44 S 33.00 12 S 396.00
9 | 89 S 99.30 64 S 6,355.20
10| 126 S 313.32 47 S 14,726.04
1| 322 S 275.32 35 S 9,636.20
12| 554 S 28221 66 $ 18,625.86
13| 555 S  236.47 87 S 20,572.89
14| 573 S 174.99 83 S 14,524.17
15 791 $ 353.78 70 S 24,764.60

To define the database argument, select the full range or table of data, or, to better

understand structured references, you can start typing the table name and the Excel

© 2005-2022 Velsoft Training Materials Inc.

160



Microsoft 365 Excel: Part 2

AutoComplete function suggests available table names. You can use the arrow keys to

select the table and press Tab to apply it:

IPMT v X « fc | =DCOUNT(or

A B (& DCOUNT(database, field, criteria) | F G H |

1 SKU Unit Price  Quantity

2

3

4

5 | 22 S 45.00 8 S 360.00
6 | 36 S 254.05 69 S 17,529.45
7 | 44 S 22.00 8 S 176.00
8 | a4 S 33.00 12 S 396.00
9 | 89 S 99.30 64 S  6,355.20
10H 126 S 313.32 47 S 14,726.04
1 | 322 S 275.32 35 S 9,636.20
12| 554 S 28221 66 S 18,625.86
13| 555 S  236.47 87 S 20,572.89
144 573 S 174.99 83 S 14,524.17
15 791 $ 353.78 70 S 24,764.60

To continue defining the table, type an open square bracket ([), then use the arrow keys to
select [#All], press Tab to apply it, then type a closed square bracket (]). In structured

references, this describes the entire contents of the table, including headings, data, and

total rows:
1PMT v X « f | =DCOUNT(Orders[|
A B C DCOUNT(database, field, criteria) y | | G H | J | K | L | M N [¢) P
1 SKU Unit Price  Quantity  Order Price 04 () sku
2 <10 5200 Orde| () Unit Price
3 () Quantity
() Order Price
4 Returns the entire contents of the table, or specified table columns including column headers, data and total rows
5| 22 $  45.00 8 $  360.00 =Data
6 36 $  254.05 69 $ 17,529.45 #Headers
7| 4 $ 22,00 8 $  176.00 #Totals
8| 4 $  33.00 12 $ 396.00
9 89 $  99.30 64 $  6,355.20
10| 126§ 313.32 47 $ 14,726.04
1| 322§ 27532 35 $  9,636.20
12| 554§ 28221 66 $ 18,625.86
13| 555 S 23647 87 $ 20,572.89
14| 573 S 17499 83 $ 14,524.17
15 7a1 < 282 72 n & 24 7RA AN
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Once you have entered a comma to move to the next argument, define the field argument
by selecting the full column that contains the items you want to count, or, in the case of a

table, you can click the table header, and Excel inserts the structured reference in the

=DCOUNT(Orders[#AlI],Orders[[#Headers],[SKU]]|

F

G

L —

H

function:
A4 v X v Kk
A B C DCOUNT(database, field, criteria)
1 Order Price Count
2 ders],[SKU]] |
3 —
Y sl
5 22 S 45.00 8 S 360.00
6 36 S 254.05 69 S 17,529.45
7 a4 S 22.00 8 S 176.00
8| 4 $ 3300 12 $  396.00
9 89 S 99.30 64 S  6,355.20
10 126 S 313.32 47 S 14,726.04
1 322 S 275.32 35 S 9,636.20
12 554 S 28221 66 S 18,625.86
13 555 S 236.47 87 S 20,572.89
14 573 S 174.99 83 S 14,524.17
15 791 $ 353.78 70 S 24,764.60

© 2005-2022 Velsoft Training Materials Inc.

162



Microsoft 365 Excel: Part 2

You would define the final argument, criteria, by selecting the cells that contain all of the
column names and related criteria. In this example, select the range A1:D2, and finally, type

a closed bracket to complete the function, then press Enter:

E2 v x v K =DCOUNT(Orders[#AII],Orders[[#Headers],[SKU]],A1:02)| 4—
A B C D E F | 6 [ w | 1 |

1 SKU UnitPrice  Quantity  Order Price Count

2 <10 >200 A1:D2)

3

| e e

5 22 S 45.00 8 S 360.00

6 36 S  254.05 69 S 17,529.45

7 44 S 22.00 8 S 176.00

8 a4 S 33.00 12 S 396.00

g 89 S 99.30 64 S  6,355.20

10 126 S 313.32 47 S 14,726.04

11 322 S 275.32 35 $ 9,636.20

12 554 S 28221 66 S 18,625.86

13 555 S  236.47 87 S 20,572.89

14| 573 S 174.99 83 S 14,524.17

15 791 4 2537 70 & 24 7RA AN

The function counts one order where the quantity is less than 10 and the order price is

greater than 200:

A B € D E F J G . H | | .
1 p Q Order P 0
2 <10 >200 1
3
4 l > A Qua A Order Price Rd
5 | 22 S 45.00 8 S 360.00
6 | 36 S 254.05 69 $ 17,529.45
7 | a4 S 22.00 8 S 176.00
8 | a4 S 33.00 12 S 396.00
9 | 89 S 99.30 64 $ 6,355.20
10| 126 $ 313.32 a7 S 14,726.04
1| 322 S 275.32 35 $ 9,636.20
12| 554 S 28221 66 $ 18,625.86
13| 555 S 236.47 87 S 20,572.89
14| 573 S 17499 83 S 14,524.17
15 791 $ 353.78 70 S 24,764.60
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Now that the function has been created, changing the criteria in the criteria range changes
the criteria for the function. In this example, changing the quantity to less than 50 shows
that there are 10 orders in the dataset where the quantity is less than 50 and the order

price is greater than 200:

A B C D E F | 6 | H | 1 |
1 SKU UnitPrice  Quantity  Order Price Count
2 <50 >200 10
3 |
4 SKU B2l Unit Price ﬂ QuantitRd order Price K
5 | 22 S 45.00 8 S 360.00
6 | 36 S 254.05 69 S 17,529.45
7| a4 S 22.00 8 S 176.00
8 i 44 S 33.00 12 S 396.00
9 | 89 S 99.30 64 S  6,355.20
10| 126 S 313.32 a7 S 14,726.04
1| 322 S  275.32 35 S 9,636.20
1 2A 554 S 282.21 66 S 18,625.86
13| 555 S  236.47 87 S 20,572.89
14| 573 S 17499 83 S 14,524.17
1 SA 791 S 353.78 70 S 24,764.60

Because the function is built to include criteria for all of the columns, you can set the
criteria any way you like. In the below example, there are seven orders with a unit price of

less than 100 and an order price of greater than 200:

F G H |

1 SKU UnitPrice Quantity  Order Price Count
2

3

4

5 | 22 S 45.00 8 S 360.00

6 | 36 S  254.05 69 S 17,529.45

7 | a4 S 22.00 8 S 176.00

8 | a4 S 33.00 12 S 396.00

9 | 89 S 99.30 64 S  6,355.20

10| 126 S 313.32 47 S 14,726.04

1] 322 S 275.32 35 S 9,636.20

1 2A 554 S 28221 66 S 18,625.86

13| 555 S 236.47 87 S 20,572.89

14| 573 S 17499 83 S 14,524.17

15 791 S 353.78 70 S 24.764.60
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Below is a table of the available database functions, giving you the flexibility to perform

many common operations on a specified subset of your data:

DAVERAGE Calculates the average of values in a field of a list or database, that satisfy
specified conditions

DCOUNT Returns the number of cells containing numbers in a field of a list or
database that satisfy specified conditions

DCOUNTA Returns the number of non-blank cells in a field of a list or database, that
satisfy specified conditions

DGET Returns a single value from a field of a list or database, that satisfies
specified conditions

DMAX Returns the maximum value from a field of a list or database, that satisfy
specified conditions

DMIN Returns the minimum value from a field of a list or database, that satisfy
specified conditions

DPRODUCT | Calculates the product of values in a field of a list or database, that satisfy
specified conditions

DSTDEV Calculates the standard deviation (based on a sample of a population) of
values in a field of a list or database, that satisfy specified conditions

DSTDEVP Calculates the standard deviation (based on an entire population) of
values in a field of a list or database, that satisfy specified conditions

DSUM Calculates the sum of values in a field of a list or database, that satisfy
specified conditions

DVAR Calculates the variance (based on a sample of a population) of values in a
field of a list or database, that satisfy specified conditions

DVARP Calculates the variance (based on an entire population) of values in a field
of a list or database, that satisfy specified conditions
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Converting to Range

There may be times when you decide that using a table for your data is not the best option

for your purposes. In these cases, it is simple to remove the table structure from your data.

To convert your table to a range, first select any cell within the table, then click Table

Design - Convert to Range:

Bookl.xlsx ~ £ Search

AutoSave )<

File Home Insert

SummarizewithPivotTable F‘ @ D D
= | B |

Page Layout Formulas Data Review View Help Table Design

Table Name: v Header Row First Column v Filter Button

v Total Row Last Column

Table15 E( Remove Duplicates
‘B Resize Table ('.:)% Convert to Rangh

Properties Tools

Insert Export Refresh

Slicer v v =5 v Banded Rows

Banded Columns

External Table Data Table Style Options

An information window appears asking you to confirm that you want to convert your table

to a range. Click Yes:

Microsoft Excel X

0 Do you want to convert the table to a normal range?

Yes k— No

The table features, such as the sort and filter arrows, are no longer available for this data,
but the table style formatting, and the Total Row remain, and all structure references will

be converted to cell references:

A B C D E F G

Weekly Sales & Bonus Payout

1
2
3
4 First Name
5
6

Last Name 1D Weekly Sales Weekly Goal

Devon Lawrence Devon_Lawrence S 11,687.00 $ 15,000.00

‘George Jackson George Jackson | S 9,874.45 | S 15,000.00
7 |Jackie Williamson Jackie_Williamson $ 16,785.14 S 15,000.00
8 herry Harrison Jerry_Harrison S 21,689.47 | S 15,000.00
9 Leah Thompson Leah_Thompson S 25,478.45 S 15,000.00
10 ] Lisa McCain Lisa_McCain S 5,689.00 | S 15,000.00
11 |Lucas Bressan Lucas_Bressan S 14,687.50 $ 15,000.00
12 J Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00
13 |Stanley Prestwick Stanley Prestwick $ 13,478.96 S 15,000.00
14 |Steven Stone Steven_Stone S 12,346.87 S 15,000.00
15 Total 10 $ 13,931.68 $ 150,000.00

16

17
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Activity 3-3: Table References

You have been asked to create a workbook to analyze the daily SKU sales, by SKU number,
and by order type. To complete this task, you decide to use database functions with

structured references.

1. To begin, open Activity 3-3 from your Exercise Files folder:
N Activity 3-3.xlsx

X Microsoft Excel Worksheet
15.0KB

2.  First select the table, then click Table Design, and type “Daily_Orders” in the Table

Name field:

AutoSave 9~ Activity 3-3xlsx ~ P Search
File Home Insert Page Layout Formulas Data Review View Help Table Design
Table Name: Summarize with PivotTable .:? @ N[5 | Header Row First Column | Filter Button
E = =
i i | Total Row Last Column
Dallly_OrdersH E)'( Remove Duplicates T Export Refresh &
‘B Resize Table | 2 Convert to Range Slicer v v O ~| Banded Rows Banded Columns
Properties Tools External Table Data Table Style Options
c8 v fe 163
A B © D E F G H J
1 | Daily SKU Sales
2
3 Order Type SKU No. Count Total Sale
4
5
(] Order Numbﬂ Order Type SKU ﬂ Unit Price - Quantihﬂ Order Price
7 387124 Phone 2889 $ 12.97 14 S 181.58
8 387129 Phone 0163 .I S 14.16 17 S 240.72
9 387132 Online 0406 S 25.10 20 5 502.00
10 387137 Online 3364 S 47.39 14 S 663.46
1 387142 Phone 0671 S 20.74 1 S 228.14
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3.

4,

5.

Press Enter to update the table name, then select cell D4 and type “=DCOUNT(“ in
the Formula Bar:

PMT v x v i =DCOUNT(
[ A | B | | DCOUNT(database, field, criteria) | E | F | G | H

1 |Daily SKU Sales

2

3 Order Type SKU No. Count Total Sale

4 =DCOUNT(

5

6 Orde DERS Orde pe b P e Qua M Ord P S
7 387124 Phone 2889 S 12.97 14 S 181.58
8 387129 Phone 0163 S 14.16 17 S 240.72
9 387132 Online 0406 5 25.10 20 S 502.00
10 387137 Online 3364 S 47.39 14 S 663.46
1 387142 Phone 0671 S 20.74 11 S 228.14

Now begin typing the table name, “Daily_Orders” to display table name
suggestions:

PMT v i | X « f | =DCOUNT(dd|

| A | B | | DCOUNT(database, field, criteria) | E [ F [ G | H

. E-E Dailly_Orders

1 |Daily SKU Sales Gone
2 (%) DATEVALUE
3 Order Type (@ oaverace
4
5 (%) DAYS360
[l Order Numbeﬂ Order Type ﬂ SKU ﬂ unitPrice §d Quantit\ﬂ Order Price
7 387124 Phone 2889 S 12.97 14 S 181.58
8 387129 Phone 0163 S 14.16 17 S 240.72
9 387132 Online 0406 S 25.10 20 S 502.00
10 387137 Online 3364 S 47.39 14 S 663.46
1 387142 Phone 0671 S 20.74 11 S 228.14

With the Daily_Orders table highlighted, press Tab to accept the suggestion:

PMT v i | X « f | =DCOUNT(Dailly_Orders| -mmmm—
A | B | | DCOUNT(database, field, criteria) | E | F | G | H

1 | Daily SKU Sales

2 -

3 Count Total Sale

4 y_Orders

5 —

[ Order Numbeﬂ Order Type ﬂ SKU ﬂ Unit Price ﬂ Quantit\ﬂ Order Price
7 387124 Phone 2889 5 12.97 14 S 181.58
8 387129 Phone 0163 S 14.16 17 S 240.72
9 387132 Online 0406 S 25.10 20 S 502.00
10 387137 Online 3364 S 47.39 14 S 663.46
1 387142 Phone 0671 S 20.74 11 S 228.14
- BT T e A A an Aan ~ A arann
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Next, type an open square bracket ([) to show suggestions for table elements. Use
the arrow key to select “#All” from the list, then press Tab to accept:

PMT - X « f | =DCOUNT(Dailly_Orders]|
A B |_[ DCOUNT(database, field, criteria) | E | F G H o 1 K L M | N | O©
1| Daily SKU Sales (ot
2 () Order Type
Bl orderType SKU No. (w)sku
() Uniit Price
4 y_Orders[ | /™)
g () Order Price
[l oOrder NumbeRd  OrderType B Linitneicn BN Returns the entire contents of the table, or specified table columns including column headers, data and total rows
7 387124 Phone 2839 $ 12.97 #Data 181.58 |
8 387129 Phone 0163 $ 14.1q  *#Headers 240.72
9 387132 Online 0406 S 2510 FTotals 502.00
10 387137 Online 3364 S 47.39 14 $ 663.46
1 387142 Phone 0671  $ 20.74 1n $ 228.14
! somas ohean = 5 102n a S 1an 00

You can now type a closed square bracket (]) and a comma (,) to complete the
database argument:

PMT v X v Kk =DCOUNT(Dailly_Orders[#All], <—
A | B DCOUNT(database, field, criteria) | E | F G | H

1 |Daily SKU Sales

2 —

. T

4 ,

5

6

7 .

8 387129 Phone 0163 S 14.16 17 S 240.72
9 387132 Online 0406 5 25.10 20 S 502.00
10 387137 Online 3364 5 47.39 14 S 663.46
1 387142 Phone 0671 5 20.74 11 5 228.14
anl  AATaar [, TP Ll ~ an An ~ ~ arann

To define the field argument, click the table header “Order Number.” Excel enters
the structured reference automatically:

A6 S x v i =DCOUNT(Dailly_Orders[#All],Dailly_Orders[[#Headers],[Order Number]]l
| A | B || DCOUNT(database, field, criteria) E | F | G | H

1 |Daily SKU Sales

2

3 Order Type SKU No. Count Total Sale

4 der Number]]

5 --------------

(3 Order Numbelig orderType B  sku B8 unitPrice B QuantitBl order Price

T 387124 Phone 2889 S 12.97 14 S 181.58

8 387129 Phone 0163 S 14.16 17 S 240.72

9 387132 Online 0406 S 25.10 20 S 502.00

10 387137 Online 3364 S 47.39 14 S 663.46

1 387142 Phone 0671 S 20.74 11 S 228.14

12 287146 Phone 0775 s 18.22 9 s 164.8%
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9.

10.

11.

To define the criteria argument, and complete the formula, first type a comma (,)
to move to the next argument, then select the range A3:B4:

A3 v x v Kk =DCOUNT(Dailly_Orders[#All],Dailly_Orders[[#Headers],[Order Number]],A3:84 <4+

A | B | | DCOUNT(database, field, criteria) |E | F | G [ H | | [

Daily SKU Sales

1

2 ........................

3 Order Type SKU No. Count Total Sale

4 4

5

6 Order Type K2

7 387124 Phone 2889 S 12.97 14 S 181.58
8 387129 Phone 0163 S 14.16 17 S 240.72
9 387132 Online 0406 S 25.10 20 S 502.00
10 387137 Online 3364 S 47.39 14 S 663.46
1 387142 Phone 0671 S 20.74 11 S 228.14
1 2R714A Phnna n77% < 1222 q < 1R4 %

Press the F4 key to make this an absolute reference, then press Enter:

A3 v X v Kk =DCOUNT(Dailly_Orders[#All],Dailly_Orders[[#Headers],[Order Number]],$A$3:5B34
| A ‘ B DCOUNT(database, field, criteria) |E | F G Ho|

1 |Daily SKU Sales

2

3 Count Total Sale

4 $A$3:5854

S

6 orderType B sku Bd unitPrice B QuantitBd orderprice |2

7 387124 Phone 2889 S 12.97 14 S 181.58

8 387129 Phone 0163 S 14.16 17 S 240.72

9 387132 Online 0406 S 25.10 20 5 502.00

10 387137 Online 3364 S 47.39 14 S 663.46

1 387142 Phone 0671 S 20.74 1 S 228.14

You will see that the formula returns the value 99, as there are 99 rows in the
table, and no criteria have been entered:

| A | B | © D | E | F | G | H |
1 |Daily SKU Sales
2
3 Order Type Count Total Sale
& 99 —
5 |
(] Order Numbeﬂ Order Type ﬂ SKU ﬂ Unit Price |4 Quantit\ﬂ Order Price ﬂ
7 387124 Phone 2889 S 12.97 14 S 181.58
8 387129 Phone 0163 S 14.16 17 S 240.72
9 | 387132 Online 0406 S 25.10 20 S 502.00
10 387137 Online 3364 S 47.39 14 5 663.46
1 387142 Phone 0671 S 20.74 11 S 228.14
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12. Now type “Online” in cell A4. You will see that 50 of the order types were Online:

A B | ¢ D | E . F G H |
1 |Daily SKU Sales
2
3 Order Type Count Total Sale
4 Online 50 3
5
(3 Order Numbeﬂ Order Type ' SKU ﬂ Unit Price ' Quantitﬂ Order Price ﬂ
7 387124 ) Phone 2889 S 12.97 14 S 181.58
8 387129 Phone 0163 $ 14.16 17 3 240.72
9 387132 Online 0406 S 25.10 20 S 502.00
10 387137 Online 3364 S 47.39 14 S 663.46
11J 387142 Phone 0671 S 20.74 11 S 228.14 [

13. Type the SKU number “0406” in cell B4. While you would expect the count value to
change, it has not:

‘ A B c | o | E | F 6 | H
1 |Daily SKU Sales
2
3 Order Tvbe Count Total Sale
4 50
5
(B orderNumbeBd oOrderType B  sku Bd unitprice B qQuantitBd orderprice |4
7] 387124 Phone 2889 S 12.97 14 S 181.58 |
8 387129 Phone 0163 S 14.16 17 S 240.72
9 | 387132 Online 0406 S 25.10 20 S 502.00 |
10 387137 Online 3364 S 47.39 14 S 663.46
1| 387142 Phone 0671 S 20.74 11 S 228.14 |

14. This is because the heading in cell B3, “SKU No.”, does not match the column name
in your table. Change the text in cell B3 to “SKU” to match the column name. Now
you will see that the count value has changed:

A B © D E F G H

Daily SKU Sales

1

2

3 Order Type Count Total Sale

4 Online 0406 2

5

5] Orde beld Orde pe 4 "7 Price R4 Qua M Ord p v
7 387124 Phone 2889 5 12.97 14 S 181.58
8 | 387129 Phone 0163 S 14.16 17 $ 240.72 |
9 387132 Online 0406 5 25.10 20 S 502.00
10 387137 Online 3364 S 47.39 14 S 663.46
1 287142 Phnne NR71 < 20 74 11 < 278 14

15. You can now select cell E4 and follow the same steps, but this time use the DSUM
function and use the table header “Order Price” for the field argument:

=DSUM(Dailly_Orders[#All],Dailly_Orders[[#Headers],[Order Price]],5A$3:5854)
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16. You will now see the sum of orders where SKU 0406 had an order type of Online:

17. Save the current workbook as Activity 3-3 Complete and then close Microsoft 365

Excel to complete this exercise.

© 2005-2022 Velsoft Training Materials Inc.

E4 v fe =DSUM(Dailly_Orders[#All],Dailly_Orders[[#Headers],[Order Price]],SA$3:5B54) <4
‘ A B [ ¢ E

1 |Daily SKU Sales

2

3 Order Type Count Total Sale

4 Online 0406 978.90 |

5

(@ Order Numbﬂ Order Type n SKU - Unit Price - Quantitﬂ Order Price n

7 387124 Phone 2889 S 12.97 14 S 181.58

8 387129 Phone 0163 S 14.16 17 S 240.72

9 387132 Online 0406 S 25.10 20 S 502.00

10 387137 Online 3364 S 47.39 14 S 663.46

1 387142 Phone 0671 S 20.74 11 S 228.14
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Summary

In this lesson you learned how to organize your worksheet data with tables. You can now
create, format, and modify tables. You can also use structured references, as well as the
subtotal and database functions. Taking advantage of all these tools will enable you to learn

more about your data than ever before.

Review Questions

1. What is the command sequence to add a table?

2. How do you add a Total Row to a table?

3. What type of functions do Total Rows use by default?
4. How can you remove duplicate values from a table?

5. When you convert a table to a range, what happens to the structured references?
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LESSON 4:
VISUALIZING DATA WITH CHARTS

Lesson Objectives

In this lesson you will learn how to:
e Create charts
e Modify and format existing charts
e C(Create a trendline

e Create advanced charts
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TOPIC A: Create Charts

Charts are an enormous help when people do not have time to study the data and only
need a brief overview of the relevant information. In this topic, you will learn how to create

charts of different types, using different methods in Excel 365.

Topic Objectives

In this session, you will learn:
e About charts
e About chart types
e How toinsert a chart
e How to resize and move a chart
e How to add additional data

e How to switch between rows and columns
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Charts

Charts are graphical representations of data and relationships in a dataset. They are
commonly used in situations where viewers need to be able to quickly interpret data,

without having to take a close look at the worksheet itself.

For example, here you can immediately see on this chart that Division A generates the vast

amount of sales within the organization, while Division D generates the least:

O O O
Divisional Sales Figures

$12,000,000.00__ 549,000,000.00
§56,000,000.00

A uB uC =D sE

o O O
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Chart Types

There are many different chart types to choose from, each tailored to display specific types
of data. To further customize their appearance, each chart type then has even more sub-
types from which to choose. All of these chart types and sub-types are accessed using the
Insert Chart or Change Chart Type dialog boxes. To open the Insert Chart dialog box, click
the Insert tab and click the option button ('+) in the Charts group while the dataset that you

would like to represent is selected:

AutoSave 5) < = Book1 - Excel £ Search I
File Home Insert Page Layout Formulas Data Review View Help
o= o= [ Shapes ~ 75 SmartArt - " h " H
B B &Y 2 g ? WEA @ g )
. - i % Icons @ Screenshot v K~ [ﬂ]] v iR :
PivotTable Recommended Table Pictures Y My Add-ins ~ E Recommended a . Maps PivotChart 3D
PivotTables «  @3DModels ~ oMY Charts D [~ v v Map v
Tables Ilustrations Add-ins Charts _» IT} Tours
D6 = f

Alternatively, you can click Insert - [Any Chart Category] - All Chart Types.
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The Insert Chart dialog box consists of two tabs — Recommended Charts and All Charts. The
Recommended Charts tab are displayed by default and suggest a few chart types that best

fit the data that you are trying to represent. Usually, there a few options to choose from

with the top-most option being the most recommended one:

i All Charts

Clustered Column

Chart Title
$900,000,000.00
B - - $800,000,000.00
$700,000,000.00
$600,000,000.00
$500,000,000.00
$400,000,000.00
$300,000,000.00
$200,000,000.00
$100,000,000.00
B u _ =
- A B c D E
“)
- A clustered column chart is used to compare values across a few categories.
- j— Use it when the order of categories is not important.
| e
: [
[ |
|
: [ |

Insert Chart ? X
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The All Charts tab displays a list of primary chart types on the left, with a gallery of sub-

types on the right:

Insert Chart

Recommended Charts  All Charts

5 e (L (A (AL 0 Ju8 100 [

Line Clustered Column

I
0
(=r
E
3
5

Pie Chart Title Chart Title
Bar

Area

XY (Scatter)
Map

Stock

ers Moy

Surface

Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall
Funnel

Combo

FAE=FOHR W

Cancel
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Below is a breakdown of each chart type that is available and what data each type is best

suited to display:

Column

Best suited to display data changes over time or to compare separate
data points.

Line

Typically used to display data changes over a period of time.

Pie

Used to compare different data points in relation to a total. For
example, you could use this chart type to show the total expenses of
a company broken down by department.

Doughnut

Like a pie chart, doughnut charts show the relationship of parts to a
whole, but unlike pie charts, they can show more than one data
series, one within another.

Bar

Typically, this chart type is used to compare different data points. It is
similar to the Column chart type, but instead has the X-axis as the
vertical axis and the Y-axis as the horizontal axis.

Area

This chart type is typically used to illustrate rates of change over a
period of time, as well as include the total value in a trend.

XY (Scatter)

Used to illustrate values from a variety of different trends and their
relationship to one another.

Bubble

Similar to an xy (scatter) chart, a bubble chart offers an additional
axis to define the size of a data point.

Stock

As the name implies, this chart type is designed to show data
fluctuations in a stock market.

Surface

While more complex than other options, this chart type is used to
find favorable patterns between two separate data sets.

Radar

This chart type is used to compare values from multiple data sets all
on the same chart with each separate data (category) on a separate
axis. Typically, this chart type is best suited to identify outliers and
commonalities between data points.

Treemap

This chart type is designed to display hierarchical data through
nested rectangles. Each branch of the tree is shown as a rectangle
which is then tiled with smaller rectangles that show sub-branches.
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Sunburst Displays data hierarchy as a series of rings where each ring
represents the children of the ring it encloses.

Histogram A column chart that is designed to show frequency data.
Box & Also known as a box plot, this chart type is designed to depict groups
Whisker of numerical data as boxes on the chart. These boxes also have a line

that extends from each end (whiskers) that are used to describe
upper and lower quartiles.

Waterfall Sometimes referred to as a flying bricks chart or a Mario chart, this
chart type represents data through a series of columns that are
suspended in mid-air. These are typically used to understand how an
initial value (e.g. sales revenue) is affected by positive or negative
values (e.g. staff costs).

Funnel Displays the values over multiple stages in a process, where the
values decrease between stages, allowing the bars to resemble a
funnel.

Combo This type of chart combines the features of the bar chart and the line

chart. Typically, this type of chart is useful if you need to compare
values in different categories.

Map Used to show categories and compare values across geographical
regions, including countries, regions, states, counties, or postal
codes.
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Chart Insertion Methods

When inserting a new chart into a worksheet, you should always select the dataset that you
would like represented. If you select only one cell within the dataset in question, Excel
automatically tries to guess the data range that you are trying to represent. While this is a

good idea in theory, in practice this feature does not always work as intended.

Additionally, when you are inserting charts remember to include the row or column header
when selecting the dataset. This ensures that categories that you want plotted along the X
axis of the chart are your column labels from the dataset and the data series are row labels.
Once the data set, including labels, is selected, you can then insert a chart using one of
several options. The most direct way is to use the commands inside the Charts group of the
Insert tab. However, you can also use the Insert Chart dialog box, or insert the most

recommended chart type for the selected data using keyboard shortcuts.

If you would like the most recommended chart type to be inserted onto the same
worksheet, you would press Alt + F1. If you want the default chart type to be inserted into a

new worksheet, press F11.
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Resizing and Moving the Chart

Once a chart has been added to a worksheet, you are able to resize and move the chart
around as you wish. To move a chart, click to select the chart and then drag it to its new

destination. Release your mouse button to place it there:

A B C D E F G H I J K L M

Divisional Sales Figures

5$12,000,000.00 $49,000,000.00
5$56,000,000.00

T moow®»

SN

monw»
g
g
]

Divisional Sales Figures

512,000,000.00 $49,000,000.00
0 $56,000,000.00

12| ‘

13|

14

15 *{%
16

18 $786,000,000.00

<IN

25| A B aCeDaE

Sheetl ® <

To resize the overall size of a chart, first click to select it. Next, click the Format contextual

tab and examine the Size group. Inside of this group you are able to enter the exact height
and width of the chart:

AutoSave (@ off) B s £ Search Jane Gibson  JG B = a X

file  Home Insert  Pagelayout Formulas  Data  Review View  Help  ChartDesign  Format & share & Comments
ENN\ . R & Shape Fill A Text Fill Lx‘
ooo | C (soc] [ooc] [me] [me| (] [mc] | @owpeoutner A A A Gretouner |
ALLE g *| @ Shape Effects ~ | A\ Text Effects Text

Insert Shapes Shape Styles [l WordArt Styles | Accessibility
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Alternatively, you can resize a chart using the resize handles that appear on each of its sides

and corners while it is selected:

(o) O

\ Divisional *Ies Figures

$12,000,000.00 $49,000,000.00
$56,000,000.00

$786,000,000.00

" .

o

O

7

N

O
U

To use these handles, click and drag them in the direction in which you want the chart
enlarged or made smaller. Using the handles on the sides you can modify the chart size in
one direction (horizontal and vertical), while the corner resize handles allow you to resize
the chart size in both directions at the same time.
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You can also find some resize options in the Format Chart Area task pane, in the Size and

Properties section:

Format Chart Area ~ X%

Chart Options ~  Text Options

,}Tr ' Y —

O RRWR -

4 Size
Height 424
Width 6.22°
Scale Height 100%
Scale Width 100%

Lock aspect ratio

I* Properties

Included are both the Height and Width increment boxes, as well as options to adjust the
height and width scaling. You would use the scaling options if you would like to decrease
the size of your chart by half (50%) or increase it by half (150%). You will also find the Lock
aspect ratio check box. For example, when checked this prevents your chart from getting

skewed when you try to change only the height but not the width.
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Adding Additional Data

Once a chart has been created, the data that it represents does not have to be static. You
can add or remove information from the data range and have the chart represent these
changes instantaneously. To do this, first click to select the chart. While the chart is
selected, you will see that the associated data range appears outlined and shaded on the

worksheet:

A B c | o | E | F | 6 | H | 0t | 3 | xk | L | M
$ 786,000,000.00
$122,000,000.00
$ 56,000,000.00
$ 12,000,000.00
$ 49,000,000.00
> 22,000,000.00

Him o 0o ® >

Divisional Sales Figures

W ~N U B W N -

(=]

$56,000,000.00

=
(=]

$12,000,000.00 $49,000,000.00 /

| | | |- - -
N U s W N
O

$786,000,000.00

NN NN N = e
HW N = O 0w

A mB uC wD sE
o— : : : o : : : —0

[N
o wn

Clicking and dragging the resize handles for these outlines lets you choose which data you
would like to include in the chart. For example, if you want to include the additional line of
information shown in the example above, you would click and drag the resize handle
downwards:

A B

S 786,000,000.00
$122,000,000.00
S 56,000,000.00
$ 12,000,000.00
S 49,000,000.00

$ 52,000,000.00
"

TMOoO O ® >

N O B W N e
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Once the range area has been successfully resized, the new data is immediately

incorporated into the chart. In this case you can see that F is now represented:

A A B c | b | e | F | 6 [ H | v | 3|k |t | M
1A $ 786,000,000.00

2 B $122,000,000.00

3 |c $ 56,000,000.00

4D $ 12,000,000.00

5 E $ 49,000,000.00

6 |F $ 52,000,000.00 | § . o ?
7 Divisional Sales Figures

:— $49,000,000.00 _ $52,000,000.00
10 5$12,000,000.00
1 $56,000,000.00

E

13

14

15

16 (0] (o]

7

18

19

20

21

22

23

24

25 "A uB uC =D mE »F

26| o 0 o)
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Switching Between Rows and Columns

188

Occasionally, with some chart types, you may find the need to switch between rows and

columns so that your chart represents the data more clearly. In the example below, the

chart is displaying SKU sales by month, but the columns are grouped by the SKU number,

and each column in the group represents a month in the quarter. You would prefer to group

the data by month, and have each column in the group represent a SKU. To quickly make

this change, first select your chart, then click Chart Design - Select Data:

AutoSave 9~ = Bookl - Excel £ Search
File Home Insert Page Layout Formulas Data Review View Help Chart Design Format
Add Chart Quick | Change |- * Irlll i ||\ jii apcllEHgE o .ﬂ,‘ I :ene Ill I ca " I
Element v Layoutv | Colors v
Chart Layouts Chart Styles
Chart 3 ~ fe
A B c D | E F G | H | J K L
1 |/Q1 SKU Sales
2 1285 456 1345
3 |January 150 324 698
4 |February 245 267 635
5 |March 192 300 534
6
;i ? T
8 | Q1 SKU Sales
9
| 800
10 4
al 700
600
» Y
13 500 ‘ ‘
A 400 ‘ ‘
b B N
16 200
S I B I\ | ||
18| o - - |
19 1285 456 1345
20| mlanuary WFebruary B March
21 o o)

Cl

Switch Row/ Select
Column Dal}

il | Eq

Change | Move

Chart Type | Chart
Data

Type Location

This action displays the Select Data Source dialog box. Click the Switch Row/Column button

to make the month the horizontal axis:

Select Data Source X
Chart data range: | =Sheet2!SAS2:5DS5 *
f | &8 switch Row/CqumnC£ — N
Legend Entries (Series) Horizonta Switch All Values iels
{H Add 7 Edit > Remove v 7 Edit
January 1285
February 456
March 1345
Hidden and Empty Cells Cancel
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Clicking the OK button applies the new changes and they are represented in the chart:

4 A | B c D | | F G | H | J |
1 |Q1 SKU Sales

2 1285 456 1345

3 January 150 324 698

4 |February 245 267 635

5 |March 192 300 534

6_

7| e o

8 Q1 SKU Sales

9 800

10— 700

1

12| 600

13 300

14 o

15 300

16| 200

: - afill HER §
18 0

19 January February March
22 m1285 m456 m 1345

21 o o ol
22

23
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Activity 4-1: Creating Charts

190

You need to produce a chart that easily demonstrates to your supervisor which salesperson

made the most sales in week 1.

1. To begin, open Activity 4-1 from your Exercise Files folder:

N, Activity 4-1.xlsx
X Microsoft Excel Worksheet
11.7KB

2.  First, you need to select the dataset with which you would like to work. Use your
cursor to select cells C4:C14 and E4:E14. Remember to hold the Ctrl key down

when selecting non-adjacent cell ranges:

A B © D E
1 |Weekly Sales & Bonus Payout
2
3
4 Week| v | First Nam( ~ [ LastName |~ 1D v "
5 1 Jackie ‘Williamson \Jackie_Williamson | S 16,785.14
6 1 Lucas ‘Bressan ‘Lucas_Bressan | S 14,687.50 I
7 1 Stanley Prestwick Stanley_Prestwick | § 13,478.96
8 1 Jerry |Harrison |Jerry_Harrison | S 21,689.47 |
9 1 Leah ‘Thompson Leah_Thompson | S 25,478.45
10 1 Robyn |Fletcher Robyn_Fletcher |'$ 7,600.00
1 1 Lisa ‘McCain Lisa_McCain | 5,689.00
12 1 Steven |Stone Steven_Stone | S 12,346.87
13 1 Devon Lawrence Devon_Lawrence | S 11,687.00
14 1 George Jackson George Jackson | $ 9,874.45
15

Weekly Go:z v| Bonu| v

$  15,000.00 $500.00
$  15,000.00 $

$ 1500000 $ -
$  15,000.00 $500.00
$  15,000.00 $500.00
$ 1500000 $ -
$  15,000.00 $

$  15,000.00 $

$  15,000.00 $

$  15,000.00 $

3. Next, click Insert = Insert Column or Bar Chart - Clustered Column:

AutoSave = Activity 4-1xlsx ~ £ Search

Fle ~ Home Insert  Pagelayout Formulas Data  Review View Help  Table Design

= =] % v b ~ v v =

17 ] SRR = SmatArt B Get Add-ins Bing Maps D]? i~ [H- % @ Hﬂ]@

{ 3 Icons {1} Screenshot ¥ 2-D Column
PivotTable Recommended Pictures )My Add-ins ~ [ People Graph | Recommended 3D

PivotTables ~ @ 3DModels ~ oMy ple Grap! Charts Map ~
Tables Illustrations Add-ins MHH m-ﬁ Tours
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The new chart now appears on the current worksheet, overlapping some of the
data:

A B c | D | E | F | 6 H | | 3 | x L M
1 |Weekly Sales & Bonus Payout Weekly Bonus Amount
2| $ 500.00
3
4| week|~| FirstNam({~ Last Name |~ D [~] weeklySale{~ | Weekly Goz~| Bonu~|
5| 1 Jackie illi Jackie_willi S 1678514 |$ 1500000 $500.00
6| 1 Lucas Bressan Lucas_Bressan $  14687.50 [$  15,000.08 Q +‘
7] 1 stanley Prestwick stanley_Prestwick [ $  13,478.96 [ $  15,000.0( Weekly Sales
8| 1 Jeny Harrison Uerry_Harrison S 21,689.47 |$  15,000.00 53000000 /‘
9 1 leah Thompson Leah_Thompson [$ 2547845 [$  15,000.0(
1 1 Robyn Fletcher Robyn_Fletcher | $  7,600.00 | $  15000.0( *2°0% E
1 1 lsa McCain Lisa_McCain $  5689.00 (S 15000.0( 52000000
12 1 Steven stone steven_Stone S 1230687(S 1500000 oo
13 1 Devon Lawrence Devon_Lawrence | $ 11,687.00 [ $  15,000.00
14 1 George Jackson George Jackson |$  9,874.45|$  15,000.0( 51000000
o $5,000.00 I I
. |
‘7’ ¢ S s
P R
20| o o
21

anything:

Click and drag this chart to a location on the worksheet where it is not overlapping

A | B c D E F G H | I J K
1 |Weekly Sales & Bonus Payout Weekly Bonus Amount
2 $ 500.00
3
4 | Week/~| FirstNam(~| LastName |~ 1D ~| WeeklySale{~| WeeklyGoz~| Bonu|~
5 | 1 Jackie n Jackie_Willi $  16,785.14 |$  15,000.00 $500.00
6 | 1 Lucas Bressan Lucas_Bressan S 14,687.50 | $  15,000.00 $ -
7 | 1 Stanley Prestwick Stanley_Prestwick | $  13,478.96 [ S  15,000.00 $ -
8 1 Jerry Harrison Jerry_Harrison $  21,689.47 |$  15,000.00 $500.00
9 1 Leah Thompson Leah_Thompson | $ 2547845 ($  15,000.00 $500.00
10| 1 Robyn Fletcher Robyn_Fletcher $ 7,600.00 | $ 15,000.00 $ -
11 1 Lisa McCain Lisa_McCain $ 5689.00 [ $ 15,000.00 $ -
12 1 Steven Stone Steven_Stone S 12,346.87 | $  15,000.00 $ -
13 1 Devon Lawrence Devon_Lawrence | $ 11,687.00 | $  15,000.00 $
14 1 George Jackson George _Jackson S 9,87445|$ 1500000 $ - |
15 |
16 o o}
17 Weekly Sales &
18 $30,000.00 1§ \é
= $25,000.00
20 ’ f
21 $20,000.00 v
Z $15,000.00
23|
24 $10,000.00
=) $5,000.00 I I I I I I I
26| I
2 i PN s s & @ LIPS
& 2 & & & & 2 ¢ & S

= FEESSE SIS
30 O O
1

Sheet ®
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6. Examine the new chart. You will quickly see that Thompson made the most sales in

week 1, with Harrison as the next runner up. McCain clearly has some work to do:

(0 O O
Weekly Sales
$30,000.00
$25,000.00
$20,000.00
$15,000.00
o o
$10,000.00
$5,000.00 I I I
S_
O . < @
@OPQ z«q’b \_,&{} &&0‘\ & .@5‘6 é}’& %\OQ ‘é& R &
\\sx\\ﬁ %\ Q‘Qf" Q\’b " 0& ((\Q’ é\ \?4‘ W
O O O

7.  Save the current workbook as Activity 4-1 Complete and then close Microsoft 365

Excel to complete this exercise.
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TOPIC B: Modify and Format Charts

Charts can be added quickly and easily using the default chart configurations, but
sometimes those configurations are not ideal for your requirements. In such cases, you will
need to know how to modify your chart to include more or less data, display or hide

elements, and apply formatting.

Topic Objectives

In this session, you will learn:
e About modification vs. formatting
e About chart elements
e Guidelines for including chart elements
e About the Chart contextual tabs
e About formatting the chart with a style

e How to add a legend to the chart
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The Difference Between Modifying and Formatting

While modifying and formatting charts sound like the same thing, they are actually different
in this context. When you choose to modify a chart, you are changing the various elements
that are used to illustrate the data. For example, adding or removing chart elements or

changing the chart type would be considering modifying a chart.

Formatting is the process of altering the overall appearance of the chart. This includes
changing the chart’s colors, fonts, and/or size. For example, if you need to change a chart to

incorporate your organization’s branding rules, you would be formatting it.
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Chart Elements

Chart elements are the individual pieces of the chart that come together to create it. There
will always be at least one chart element present in a chart, but the combination of chart

elements largely depends on the chart type. Here is a sample column chart:

o .
Divisional Sales Figures o

$900,000,000.00

$800,000,000.00 5786,000,000.00 o ] 9

$700,000,000.00

$600,000,000.00

$500,000,000.00 9

$400,000,000.00

O
Total Sales

$300,000,000.00

$200,000,000.00

$122,000,000.00
5100,000,000.00 - §56,000,000.00 $49,000,000.00 $52,000,000.00
$12,000,000.00
s [ | [ [ |
A B c D E F

= Divisions  $786,000,000.0 = $122,000,000.0 $56,000,000.00 $12,000,000.00 $45,000,000.00 $52,000,000.00 | 6

Divisions
9# mA uB sC sD mE nF

o O O

The above chart contains six chart elements: Chart Title (1), Gridlines (2), Data series (3),
Legend (4), Data table (5), and Axis Titles (6).

Note that elements differ for each individual chart.

Minimize Extraneous Chart Elements

When modifying charts, you can have a significant impact on how and what information is
conveyed. Because of this, it is best to keep your charts as simple as possible. This allows
the data to speak for itself without cluttering it with extraneous information that the chart
was trying to simplify in the first place. However, there are some instances where chart
elements can help add meaning and context to the information being displayed. For
example, the legend can be helpful when you are dealing with multiple sets of data, but less

so when you are working with only one dataset.
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The Chart Contextual Tabs

When a chart is selected in the worksheet, the Chart Design and Format contextual tab sets

will become available on the ribbon.

The Chart Design Tab

AutoSave (@ of) D) = Bookl.xlsx ~ £ Search Jane Gibson  JG = - [m} X

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format & Share 2 Comments

il ST = E B E§

Add Chart Quick | Change Select | Change | Move
Element ~ Layout~ | Colors~ Data | ChartType | Chart

Chart Layouts Chart Styles Data Type Location ~

The Chart Design tab includes commands to change the overall appearance of the selected
chart. This includes things such as adding and removing chart elements, changing the chart
layout, colors, and applying chart styles. Additionally, this tab gives you access to commands
to change the chart’s dataset range and switch row and column data. The Type group
contains a command to change the chart type, while the Location group contains a

command that is used to move charts between worksheets in the current workbook.

The Format Tab

AutoSave (@ of) 9~ < Booklxlsx ~ £ Search Jane Gibson  JG &= = (] X

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format & Share 7 Comments

< [ Align ~ -
g |2 Baion | 175
At o
Text LR Selection Pane

< Shape Fill

Chart Area ~ \ \ R
< Format Selection imlelm]is ‘ Abc ‘ Abc | | v| [Z Shape Outline v A A f,fi‘, v
__J i~

§] Reset to Match Style ALLFF | @ Shape Effects v &

== P>
< < <

=
e

Current Selection Insert Shapes Shape Styles [} WordArt Styles 5| Accessibility Arrange Size 5 A

On the Format tab, the Current Selection controls allow you to select individual chart
elements to edit, as well as access the Format Selection dialog box. Shape styles can be
applied and configured using the commands in the Shape Styles group. The WordArt Styles
group is used to configure and format chart text. Inside the Arrange group you will see
controls to change the layered order of elements on a chart, as well as change the
orientation of selected chart elements. Finally, the Size group is used to view and change

the overall size of the currently selected chart.
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Formatting the Chart with a Style

197

Chart styles are used to slightly adjust how a chart is arranged without changing the

primary color scheme. This is excellent for adding visual flair to your chart and on occasion a

new chart style can also help a chart’s readability.

To format a chart with a style, first click to select the chart and then click Chart Design.

Examine the Chart Styles group and you will see a gallery of different chart styles that you

can choose from:

AutoSave (@ off) 9~ < Bookl.xlsx ~ P Search

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format

& D | | | [ I b [
Add Chart Quick | Chang s ' = - — et s el
Element v Layout~ | Colors

Chart Layouts Chart Styles

Jane Gibson JG B = [m} X
& Share 2 Comments
[2mm
69 B ol ER
Select | Change | Move
Data | ChartType | Chart
Data Type Location A

Move your cursor over these chart styles and you will see a preview of how these styles

look once applied to your chart. Clicking on a style applies it:

AutoSave )< s Bookl.xlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help Chart Design Format

B D i e A A T B
Add Chart Quick Change T ' = = S - g i i = Switch Row/ Select
Element v Layout ~ Colors ¥ Column Data

Chart Layouts Chart Styles Data

Chart1 4 fe

A B © D E F G H J K L M N (o}
1 |Divisions Total Sales
2 A $ 786,000,000.00
3 B $122,000,000.00
4 |C $ 56,000,000.00
5 |D $ 12,000,000.00 o o)
6 |E $ 49,000,000.00 Divisi I Sal Fi +
7 E $ 52,000,000.00 Ivisional >ales rigures
8 | NA mB NC WD WE WF &
9
10 Y
1 '86,000,000.
12
13 |
14 P
15 3
16 g
17
18 |
19
20 |
2; R “1 0 ||a 0 Ii‘ Hnililil'mil
=X X .0 49,00 JOU b

= A B c ) E F
24 Divisions
25 |
26
27 O O
28
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You can also find these styles by clicking the Chart Styles button that appears to the top

right of a selected chart:

I ; TH
Divisional Sales Figures
$900,000,000.00 =A =B =C =D =E =F [Zl£
$800,000,000.00 $786,000,000.00 ?
$700,000,000.00
$600,000,000.00
% $500,000,000.00
3
Q g $400,000,000.00 IS
$300,000,000.00
$200,000,000.00
$122,000,000.00
S0 $56,000,000.00 s $49,000,000.00  $52,000,000.00
12,000,000.00
s . | |
A B c D £ .
Divisions
O o S

This button displays a scrolling menu of the same chart styles that you can select from:

O O O +
Divisional Sales Figures ‘
$900,000,000.00 "A =B uC uD =E uF % Style Color
L —
s800000,000.00  S7EB000.000.00 ? | W
$700,000,000.00
$600,000,000.00 S——
% $500,000,000.00
@
Q § $400,000,000.00 h
$300,000,000.00 |
$200,000,000.00 1
$122,000,000.00
$100,000,000.00 $56,000,000.00 s $49,000,000.00  $52,000,000.00
12,000,000.00
s || | |
A B c D E F
Divisions — ]
(o] O O
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Adding a Legend to the Chart

When working with charts, legends can be very important to the understanding of the data
that a chart is trying to convey. While legends are usually displayed by default, you are able
to toggle on or off this legend, as well as reposition it. To do this, select the chart by clicking
Chart Design - Add Chart Element - Legend - [Position]:

AutoSave )= = Bookl.xlsx ~ £ Search -

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format

Add Chart Quick Change
Element ¥ Layout~ | Colors~

Chart Styles

ih Axes

b Axis Titles

E Chart Title
i DataLabels
J_:E Data Table
fis Error Bars

i Gridlines

vV vV VvV VvV VvV VvV VvV Vv

H' Legend M=
I 5 % X None

2/ Trendline > Right

S
[dh &
il o
Eldh
I

Left

Bottom

More Legend Options...

Alternatively, you can use the Chart Elements buttons and submenu that appears near the

top right-hand corner of a selected chart.
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Activity 4-2: Modifying and Formatting Charts

You have created a chart that illustrates the weekly sales made by your sales staff. You

would like to improve the look of the chart. Additionally, it looks as though George

Jackson’s data has been accidentally left out of the chart.

1.

2.

3.

To begin, open Activity 4-2 from your Exercise Files folder:

N Activity 4-2.xlsx
X Microsoft Excel Worksheet
14.2 KB

Click to select the chart on the current worksheet. You will see the Chart Design
and Format contextual tabs appear on the ribbon:

Pagelayout  Formulas  Data  Review
) [A s Calibri Body) ~ +|10 YA A | === ) B 7 Norma &
[ Copy ~
Paste . s A. | ===|=x= [Checkcell | Insert Dele
< Sromatpainter | B T Y =Y e $ 2 - -
Clipboard e Font 5 Alignment Numb: sty cel
Chart8 £
A 8 c [ E F G H ! J K L ™M N o 3
1 |Weekly Sales & Bonus Payout Weekly Bonus Amount
2 $ 500.00
3]
4| Weekl~| FirstNam{~| LastName |~ ) ~| Weeklysale{~| weeklyGoZ~| Bonu - $30,00000 -+
5 1 Jackie Wwilliamson [Jackie_Williamson | § ~ 16,785.14 | $  15,000.00 $500.00
6 1 Lucas Bressan |Lucas_Bressan $ 14,687.50 | S 15,000.00 $ - $25,000.00 /
7 1 stanley Prestwick Stanley_Prestwick [ $  13,47896 | $ 1500000 $ -
$20,000.00
8| 1 semy Harrison Jerry_Harrison $  21,68947 |$  15000.00 $500.00 Y
] 1 Leah Thompson Leah Thompson [ $ 2547845 |$ 1500000 $500.00 $15,00000 |
10 1 Robyn Fletcher Robyn_Fletcher | $  7,600.00 [$ 1500000 $ -
1 1 Usa McCain Lisa_McCain $ 568900 S 1500000 $ - $10,000.00 = Weekly Sales
12 1 Steven Stone Steven_Stone $ 12,346.87 | $ 1500000 $ - $5,000.00
13 1 Devon Lawrence Devon_Lawrence | $ 116870018 1500000 $ - .
14 1 George Jackson George Jackson  $ 9,87445 $ 1500000 S - s
15
16 &
17 E
18
19

First, you should add a title to this chart. Click Chart Design - Add Chart Element
-> Chart Title > Above Chart:

AutoSave 9~ Activity 4-2xlsx ~ £ Search

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format

i 7 o B
AddChart Quick | Change I“,”"“ L1 H\ il fiill..is /]'u'u'""'/l 7]
Element ¥ Layout~ | Colors~

iﬂl Axes > Chart Styles

I Axis Titles >

nal rII|||..|| Hillon =

b ChatTite > [=x
N lj None
[li DataLabels >
Ib DataTaple > E’D Above Chart
fi Error Bars >
=
i Gridlines > \_[ﬂl Centered Overlay
[hE Legend >

More Title Options...

/ Trendline >
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4. The chart title is now displayed above the data series on the chart:

O O O _|_
IWeekIy SalesI -
$25,000.00 -
$20,000.00 - E
(, $15,00000 - o
$10,000.00 - W Weekly Sales
$5,000.00 -
S- .
F S
& & & ,\~¢°@ & & \?4‘
O e O

5. Next, you should add gridlines to make this chart a little easier to read. Click to
select the chart and then click the Chart Elements button that appears near the
top right-hand corner:

O O O _|_
Weekly Sales -
$30,000.00 - é
$25,000.00 - </
$20,000.00 - ?
£ $15,000.00 o
$10,000.00 W Weekly Sales
$5,000.00 -
S- .
& o 4 @& & & .\_c.é o o e,°&
N2 Q\Q’é & & ° \,s‘“

O

O O
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6. From the menu that appears, check the Gridlines check box:

1 v T
Chart Elements
Weekly Sales
Axes
$30,000.00 [ Axis Titles
$25,000.00 Chart Title
20,000.00 [:, Data Labels
320,000/ D Data Table
0 $15,000.00 o D Err.or-Bars
$10,000.00 - W WeeKly Sales %Gﬂdlmﬁ 3
Legend
3500000 1 D Trendline
S.
& < ¢
500 & N *\\g 6\500 s “;oe, < & :_',&00 @(\
NI ORI &
O O O

7. Major gridlines are now displayed on the chart:

O O 0O
Weekly Sales
$30,000.00
$25,000.00
$20,000.00
15,000.00 -

O $15 o)
$10,000.00 - W Weekly Sales
$5,000.00 -

S- .
& N . S S 2
& & & & & e‘,\"Q & & &°&
N AR < & Q < A
o) o ')
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8. Finally, you might as well remove the legend as it is fairly self-evident what this
data represents. Click Chart Design - Legend - None:

AutoSave (@ off) O~ Activity 4-2xIsx ~ P Search

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format

1l ||||],.|; U,\,U,I : T | T | B ﬂﬂn'ﬂﬂﬂnﬂn E?Iu"..u III”;M:

Add Chart Quick Change il 727777 =
Element v Layoutv | Colors~

ih Axes

I Axis Titles

Chart Styles

@ Chart Title
fii DataLabels
ﬂ; Data Table
5 ErrorBars

Il Gridlines

vV vV VvV vV VvV VvV v v

[]]E Legend

l.d]lr)?( None lk

2/ Trendline > Right
. ==
(i =
Eldh Left
|_|ﬂ]_ Bottom
=

More Legend Options...

9. Now you need to adjust the color of this chart. Click the Chart Design contextual
tab. Within the Chart Styles gallery, click any of the chart styles presented:

AutoSave (@ of) (5 s - £ Search -

Fle  Home Insert  Pagelayout Formulas Data  Review View Help  ChartDesign  Format
: |9 : — | = i
ﬂ = il i i = il 228 1) [D] =1l
ST il 0lllgonn il [-
Add Chart Quick | Chang 2 LLLELEn [TT1] AT 777773577 22 I"!;"“ I 2220 S| | switchRow/ Select | Change | Move
Element ~ Layout~ | Colors N Column  Data | ChartType | Chart
Chart Layouts Chart Styles Data Type Location
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10. The new style is now applied to the selected chart:

O

)

$30,000.00
$25,000.00
$20,000.00
$15,000.00
@
$10,000.00

$5,000.00

7

Weekly Sales

11. Finally, with the chart selected, click and drag the handle of the highlighted data

selection, at the bottom right of cell E13, and drag it down one row:

A 8 c ) 3 F G H | ) K L M N o
1 \Weekly Sales & Bonus Payout Weekly Bonus Amount
2] s 500.00
3
4| wWeek/~| FirstNam{~ Last Name |~ D ~| WeeklySale{ ~ | Weekly Goz~| Bonu ~ 2 +
5| 1 Jackie Williamson lackie_Williamson | 16,785.14 | $  15,000.00 $500.00 Weekly Sales
6 1 Lucas Bressan Lucas_Bressan $  14,687.50 [ $  15000.00 $ - $30,000.00 4
7 1 Stanley Prestwick Stanley_Prestwick [ $  13,478.96 [$ 1500000 $ - 52500000
8 1 ey Harrison erry_Harrison S  21,689.47 |$ 1500000 $500.00 Y
9| 1 Leah I Thompson Leah_Thompson | $  25478.45 [$  15,000.00 $500.00 $20,00000
10 1 Robyn Fletcher Robyn_Fletcher $ 7,600.00 [$  15,000.00 $ - $15,000.00
1 1 Lisa McCain Lisa_McCain S 5689.00 [$ 1500000 $ -
12 1 Steven Stone Steven_Stone $  12,346.87 |$ 1500000 $ - S1000000
13 1 Devon Lawrence Devon_Lawrence |$  11,687.00 | $ 1500000 $ - $5,000.00
14 1 George Jackson leorge Jackson |$  9,87a45]$ 1500000 5 - . H
::’ Mv\ I S N
17 & @ & &
18 °
19
20|
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12. A column representing the weekly sales of George Jackson will be added to the
chart:
O O O
Weekly Sales
$30,000.00
$25,000.00 —
$20,000.00 [ ]
$15,000.00
(@) o
$10,000.00
$5,000.00 H I_l H
S-
o o X & o A Q& 2 2 o
- ,..\\\(10 @f?:b . \“P \(@o (\\Q"O ,,-é}\c é;o\ “)@Q A&(\L E C:"o
W@ TS D 3 v
O O O
13. Save your current workbook as Activity 4-2 Complete and close Microsoft 365 Excel

to complete this exercise.
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TOPIC C: Create a Trendline

Trendlines are designed to help you better understand the data that a chart shows, as well
as to try to predict future trends. In this topic, we will learn all about trendlines, the

different types that are available, and how to add them.

Topic Objectives

In this session, you will learn:
e About trendlines
e About the types of trendlines
e How to add a trendline

e About the Format Trendline task pane
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Trendlines

Trendlines are used to graphically depict trends that exist within your data or show a
forecast of future data in a chart. For example, here you can see a trendline that forecasts

two years ahead that shows a trend towards increasing revenue:

O O O
Annual Revenue Over Time Revenue

$400,000,000.00
$350,000,000.00

$300,000,000.00

$250,000,000.00 o
$200,000,000.00 o

Revenue

$150,000,000.00
$100,000,000.00
$50,000,000.00 o o

5- .._.".'

$(50,000,000.00)
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Types of Trendlines

Excel includes six different trend types that you can add to a chart. The type of trendline
that you add depends on the type of data that the chart represents. Let’s breakdown each
type of trendline and the type of data that they are best suited to represent:

Exponential — These types of trendlines are curved to illustrate data rising or falling at

constant rates:

Annual Revenue Over Time Revenue
$800,000,000.00
$700,000,000.00
$600,000,000.00
$500,000,000.00

$400,000,000.00

Revenue

$300,000,000.00
$200,000,000.00

$100,000,000.00

O

Linear — This trendline is typically used to represent simple linear data sets. It is a way to

illustrate that something is increasing or decreasing over time:

Annual Revenue Over Time Revenue

$300,000,000.00
$250,000,000.00 L ]
$200,000,000.00

$150,000,000.00 o)

Revenue
L J

$100,000,000.00

$50,000,000.00 o o ®

5- o

$(50,000,000.00)

© 2005-2022 Velsoft Training Materials Inc.



Microsoft 365 Excel: Part 2

Logarithmic — This trendline is best suited for data that changes quickly and then evens out

over time:
O O O
Annual Revenue Over Time Revenue
$250,000,000.00
$200,000,000.00 Fye
° .® '
v $150,000,000.00
o 2 :
v
3
e« $100,000,000.00 °
P
$50,000,000.00 £
¢
5.
0 2 4 6 8 10 12
O O 0]

Polynomial — This type of trendline is curved to help illustrate fluctuating data points. It is
divided in three orders: Order 2, Order 3, and Order 4. Order 2 trendlines include one hill or

valley. Order 3 trendlines have one or two hills or valleys, while Order 4 trendlines have up

to three hills or valleys:

O O O
Annual Revenue Over Time Revenue
$400,000,000.00
$350,000,000.00
$300,000,000.00
» $250,000,000.00
]
Q § $200,000,000.00
v
% $150,000,000.00
$100,000,000.00 o g o
.
$50,000,000.00
s.
0 1 2 3 4 5 6 9
(o} O 0O
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Power — This type of trendline is also curved but is used with data sets that compare
measurements at a specific rate. For example, you could use this trendline to measure

acceleration over time:

Seconds

Seconds

=)

0 50 100 150 200 250 300

Moving Average — This type of trendline is intended to smooth out data that includes a lot
of fluctuation. It does this by averaging a chosen number of data points. The number of data
points is decided by setting the Period option. If this option is set to “2” then the first two

points are used to create the trendline:
Annual Revenue Over Time Revenue
$250,000,000.00
$200,000,000.00

$150,000,000.00 e

Revenue
)

$100,000,000.00

$50,000,000.00 L]
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Adding a Trendline

Trendlines can be added to charts in Excel through a number of different methods. The first
method involves selecting the chart and then click Chart Design - Add Chart Element =
Trendline - [Trendline]:

AutoSave (@ of) . Q- Q = Booklxlsx ~ 0 Search Jane Gibson  JG = - O X

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format & Share {2 Comments
= ) o

il = D = o B K ES
AddChart Quick | Change : N O% e =277 || | switchRow/ Select | Change | Move
Element~ Layout~ | Colors ¥ Column  Data | ChartType | Chart

gm Axes > Chart Styles Data Type Location A~
i Axis Titles >

b ChartTitle >

[li Datalabels >

I

fis Error Bars >

m Gridlines >

1E Legend >

/ Trendline >

&

None

Linear
Exponential
Linear Forecast

Moving Average

L o S

ore Trendline Options...

Alternatively, you can click to select the chart to display the Chart Elements button. Click
this button and click the arrow icon that appears next to the Trendline listing. Click the
trendline that you would like to add:

o 0O Q
. Chart El ts
Annual Revenue Over Time Revenue emen
| Axes
$250,000,000.00 V4 Ais Titles
? Chart Title
$200,000,000.00 o [] Data Labels
)i ’ [] ErrorBars
) g $150,000,000.00 ¢ Gridlines
% o . ::‘ I:‘ Legend
£ $100,000,000.00 o gt Trendline bb Linear
$50,000,000.00 | Frponental
T ey Linear Forecast
S- L e Two Period Moving Average
s 0 2 4 6 8 10 12 14 16 5 More Options...
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The Format Trendline Task Pane

The Format Trendline task pane allows you to add and modify a trendline in a number of

different ways. To open this task pane, click Chart Design - Add Chart Element -

Trendline - More Trendline Options:

AutoSave Dy 3~ Q& = Bookl.xlsx - Saved ~ £ Search

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format

I:D-ﬂ— E D - pal = 7= T
Add Chart Quick Change T —Bo8 s = |- =
Element v Layout~ | Colors v

iDCl Axes > Chart Styles

I Axis Titles >

b ChartTitle >
[li Data Labels >
I

i ErrorBars >
il Gridlines >
|],E] Legend >

_/ Trendline >

None

Linear
Exponential
Linear Forecast

Moving Average

ore Trendline Options... h
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Alternatively, you can click More Options from the Trendline submenu when the Chart

Elements button is clicked:

0 O Q
. Chart El ts
Annual Revenue Over Time Revenue e
V| Axes
$250,000,000.00
,000, / Axis Titles
Chart Title
$200,000,000.00 Y ? [] DataLabels
d . D Error Bars
- $150,000,000.00 i ¢ Gridlines
% o . D Legend
& $100,000,000.00 ., e Trendline < Linear
° <. ]
$50,000,000.00 ° Exponentil
® . Linear Forecast
5 L4 ® Two Period Moving Average
a .
S 0 2 5 6 8 10 12 1 16 5 More Options... %
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Activity 4-3: Create a Trendline

You would like to add a moving average trendline to a chart that illustrates sales data over

the period of several weeks.

1. To begin, open Activity 4-3 from your Exercise Files folder:

N Activity 4-3.xlsx
X Microsoft Excel Worksheet
14.0 KB

2.  Click to select the large chart that appears on Sheetl of the current workbook:

Osso,ooo,oo - “ T —|—
$25,000.00 - /
$20,000.00 - ?

15,000.00 -
OS ! m Weekly Sales O

$10,000.00 -

$5,000.00 -

$_

O
0
O
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3.  Click Chart Design -» Add Chart Element - Trendline - More Trendline Options:
AutoSave (@ off) & Activity 4-3xlsx ~ £ Search -

file  Home  Insert  Pagelayout  Formulas Data  Review View Help  ChartDesign  Format

T ' — = , oo
,,E:gﬂ*m éﬁﬂ (E il Gl il Bl “onlloan Zwllon =il & o (Emg ,%E&
Element ~ Layout~ | Colors~ Data | ChartType | Chart

il Axes Chart Styles Data Type Location
I Axis Titles
@ Chart Title
{ii DataLabels
I Data Table
[ ErrorBars

I Gridiines

bE Legend

VvV VYV VY VY v ovov

2/ Trendline

v )

e RO RO

None

Linear
Exponential
Linear Forecast

Moving Average

ore Trendiine Options... |

© 2005-2022 Velsoft Training Materials Inc.



Microsoft 365 Excel: Part 2 216

4. The Format Trendline task pane now appears on the right side of the Excel
window. Click the Moving Average radio button:

Format Trendline v X

Trendline Options
OOl

4 Trendline Options
Exponential

® Linear
Logarithmic

Polynomial Order 2

£ NSRS Y

Power
Moving Period 2
verage
Trendline Name
® Automatic Linear (Weekly
Sales)
Custom
Forecast
Forward 0.0 | period
Backward 0.0 period

Set Intercept
Display Equation on chart

__| Display R-squared value on chart
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5. Ensure that the Period setting is set to “2” and that the Trendline Name radio
button is set to Automatic:

Format Trendline MRS

Trendline Options
CIReN ||

4 Trendline Options

) Exponential

) Linear

) Logarithmic

) Polynomial Order 2

() Power

Moving Period |2 . =
Average L -

IR 1Y P e

Trendline Name

—p (o Automatic =il i

(Weekly Sales )
) Custom
Forecast
Forward 0.0 period
Backward 0.0 period

Set Intercept
Display Equation on chart

Display R-squared value on chart
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6.  Close the Format Trendline task pane by clicking the Close button (X) in its upper
right-hand corner:

Format Trendline v ’1\3

Trendline Options
OOl

4 Trendline Options

|_/ () Exponential

7. Examine the graph and you will see that the trendline that has been added better
illustrates the fluctuation in this data over time:

o O Q
$30,000.00

$25,000.00 -

$20,000.00 -

mmm Weekly Sales

15,000.00 -
() s ’

O
—2 per. Mov. Avg.

$10,000.00 - (Weekly Sales )

$5,000.00

S- 4

6 7 8 9
O O O

8. Save the current workbook as Activity 4-3 Complete and then close Microsoft 365
Excel to complete this exercise.
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TOPIC D: Create Advanced Charts

Beyond the basic chart types that are available and the simple modifications that you can
make to them, Excel 365 offers more advanced charts that can be used to represent your

data. During this topic you will learn how to create advanced charts.

Topic Objectives

In this session, you will learn:

e About combination charts
e About dual axis charts

e How to create custom chart templates
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Combination Charts

When you are working with more than one kind of information in a data set it can be
challenging to represent it clearly in one chart. It can also be confusing for the audience
who need to understand the information. Combination charts provide an effective way of

presenting different, but related, data series in a single graphic.

As an example, if you want to compare your company’s sales results over time against the
number of outgoing sales calls, over the same period, it is difficult to see how a single chart
could represent this data. Using two different chart types in the same graphic, though,

could provide a clear comparison that is simple and easy to understand.

To create a combination chart, you must first have your data in an existing chart of a single

type. You would then select one of the data series by clicking on one of the elements:

O O O
Revenue vs. Sales Calls
$200,000
$180,000
$160,000
$140,000
$120,000
$100,000
O $80,000 0o
$60,000
540,000
$20,000
s-
~ S o L S
\'o‘\yi@‘\;bd é(b‘é\ ® & v&; _&&e O¢°\3® o&éo“ z&éo :
X <« Q
m Revenue m Outgoing Sales Calls
O O O
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You would then click Chart Design - Change Chart Type:

221

AutoSave (@ off) O~ = Booklxlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help Chart Design Format

L ARCART e
= 1 [Z] | Switch Row/ Select

Add Chart Quick | Change il ';u@;,b. |||!!!|JI||| =

Element v Layout~ | Colors~ —— : Column  Data

Chart Layouts Chart Styles Data

| E§

Change Move
Chart Type | Chart

Type Loation

The Change Chart Type dialog box opens, and the Combo category should be selected

automatically:

Change Chart Type ? X
Recommended Charts
Z) Recent i l_l
] Templates i f
H Al
Iﬂ[]_ Column
B Line Custom Combination
® Pie Chart Title
E Bar $200,000
$180,000
MR Area $160,000
$140,000
|£ XY (Scatter) $120,000
$100,000
$80,000
@ Map $60,000
1 $40,000
ik Stock $20,000
s . B B B B B
Surface N .
.2 s’”d & ‘}‘C\‘ ?o\ ‘g\* \\,& S é\@‘ &g‘ & @@@
& Radar & T T
Eﬂ Treemap mRevenue  m Outgoing Sales Calls
@ Sunburst Choose the chart type and axis for your data series:
I[I]:l Histogram Series Name Chart Type Secondary Axis
ﬂ Box & Whisker B Revenue \CIustered Column v O
M waterfal
Il Outgoing Sales Calls Clustered Column v O
= Funnel
|fr Combo
| OK I Cancel
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In the “Choose the chart type and axis for your data series” window, you can now select a
different chart type for either of the data series by clicking on the “Chart Type” drop-down

menu for the chosen “Series Name”:

Change Chart Type ? X
A
Recommended Charts Al Charts lin Column
z) Recent i “:h-dl I:IH I:H:\
] Templates i I
l[[[l Column
. . E Bar
P Line Custom Combination
® rie Chart g j:l | ::IH
E Bar $200,000
$180,000
$160,000
WA Area ;140,000 % Line
B XY (Scatter) ggﬁg
@ Map $80,000 /Q( /\/ W
$60,000
lish Stock 40000 I /\/ /\/
$20,000
$ - - - - - -
Surface
& & «\d‘p‘& & & o //\/\/‘ /_\/
@ Radar ¥ & h
Eﬂ Treemap mRevenue WOl
@ Sunburst MA Area
unburs Choose the chart type and axis for you
hj]:l Histogram Series Name Ch Kis
8%  Box & Whisker I Revenue \/\
v
[|11_I|l Waterfall
I Outgoing Sales Calls Clustered Column v E]
T Funnel S
@ Combo
OK | Cancel
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Once you have selected the desired chart type, clicking OK closes the Change Chart Type
dialog box and your chart now contains a different chart type for each data series, as

indicated in the legend:
O O O
Revenue vs. Sales Calls

$200,000
$180,000
$160,000
$140,000
$120,000
$100,000
O $80,000 0O
$60,000
$40,000
$20,000

—> N Revenue  ==g==Qutgoing Sales Calls

@ O

~
~
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Dual Axis Charts

When using combination charts, it is often helpful to use a unique axis for each of the data
series, so it is easier to compare, and understand. In our previous example, the number of
outgoing sales calls is significantly less than the revenue values, resulting in a chart that

does not clearly show the relationship between the two values. By adding another axis for

the sales call volume, we can make the comparison clearer for the viewer.

To add a secondary axis to your chart, first select the data series you want to use, then click

Format = Format Selection:

AutoSave D Q- = Bookl.xlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help Chart Design Format
Series "Outgoing Sales C v AN \ _ — S— — — 2 Shape Fill ~
< Format Selectiorsh Oooal- Abc ‘ Abc ‘ Abc ‘ Abc Abc ‘ Abc ‘ ‘ Abc | |v| [Z Shape Outline
Tﬂ Reset to Match Style A 1TLF ) ’ @ Shape Effects v
Current Selection Insert Shapes Shape Styles N

This opens the Format Data Series task pane, where you can click the Secondary Axis radio
button:

Format Data Series ~ %

Series Options
SOl

4 Series Options

Plot Series On

®) Primary Axis

Dgecondary Axis - ffm—
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A second axis now appears for the chosen data series, opposite to the primary axis:

o O

Revenue vs. Sales Calls

$200,000 7000
$180,000
6000
$160,000
$140,000 5000
$120,000 4000
$100,000
O $80,000 HA
$60,000 2000
$40,000
1000
$20,000
S- 0
I Revenue  ==g==Qutgoing Sales Calls
O )
7

225

To adjust the positioning of the data points, relative to the other axis, first click to select the

secondary axis on your chart, or, with your chart selected, you can click on the Chart

Elements drop down menu in the Current Selection group of the Format contextual tab, and

select the Secondary Vertical (Value) Axis:

Bookl.xlsx ~

<l

AutoSave L ~

File Home Insert Page Layout Formulas Data Review View Help Chart Design

lChartArea EI ENN\ a (o
Chart Area E% O ’i

‘ Abc Abc ‘ Abc
Chart Title i
Horizontal (Category) Axis rt Shapes Shape Styles
Legend
Plot Area

Secondary Vertical (Value) Axis h
Vertical (Value) Axis

Vertical (Value) Axis Major Gridlines
Series "Revenue”

Series "Outgoing Sales Calls"
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This launches the Format Axis task pane, where you can click the Axis Options icon and
adjust the bounds of the axis to determine how the data is displayed. In this example,
increasing the maximum bounds widens the axis and move the stacked line lower,
compared to the revenue axis. As you can see, there are many options in the Format Axis

task pane that you can explore and experiment with, to achieve your desired result:

Format Axis v X

Axis Options ~  Text Options

A N |
{ )
= M

4 Axis Options
Bounds
Minimum 0.0 Auto
Maximum 12000.) | Reset
Units
Major 2000.0 Auto
Minor 400.0 Auto

Horizontal axis crosses

® Automatic
Axis value
Maximum axis value
Display units None v
Show display units label on chart
Logarithmic scale Base

Values in reverse order

I Tick Marks
I Labels
> Number
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The chart now more clearly shows how the volume of sales calls compares to the revenue:

O O O
Revenue vs. Sales Calls
$200,000 7 12000
$180,000
$160,000 10000
$140,000 2000
$120,000 Vertical (Value) Axis
$100,000 6000
O $80,000
$60,000 000
$40,000 2000
$20,000
S 0
\q,°j<< ‘&d V‘@@ ol * s > v"of‘-& Qéoécpé@@@@ &@&‘
& S
I Revenue === Qutgoing Sales Calls
O O O

Creating Custom Chart Templates

As you have seen in the previous example, it can take a long time to create a fully
customized chart to suit your exact needs. Excel includes the ability to save an existing chart
as a chart template (.crtx). This allows you to quickly recreate this type of chart again, using

a different data set.
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To create a custom chart template, first click to select the chart that you want to work with.

Next, right-click this chart and then click Save as Template:

A [P
0 n Wmmm  mmmm  Chart Area vh
d - Fill  Outline
Revenue vs. Sales' __..._
200,000 0
2200 & Cut
$180,000
$160,000 [ Copy 0
$140,000 (B Paste Options: )
$120,000 LQ-I
$100,000 O )
O $80,000 ] Reset to Match Style o)
)
$60,000
$40,000 A font.
! )
$20,000 [DII Change Chart Type...
S d-fg'] Save as Template... h
A o D A @ M R
\'a“‘db ‘(eo@"’ & Ty % [El Select Data...
<
Bl Move Chart...
N Revenue === Outgoir B
O O 3 : —0O
e >
0, 5 Fr >
T2, Send to Back >
Assign Macro...
3 Edit Alt Text...
rﬂ? Format Chart Area...
ig P t0
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This action displays the Save Chart Template dialog box, with the Charts folder already

open. In the File name text box, enter a name for this new template and then click Save:

3l Save Chart Template

Organize v New folder

@, OneDrive

[ This PC Working on it.
_J 3D Objects
[ Desktop
|2] Documents
& Downloads
D Music
=] Pictures
B Videos
‘e Local Disk (C:)

o
%
% Lenovo_Recover

1 <« Users > Jane Gibson > AppData > Roaming > Microsoft > Templates > Charts

Name Date modified Type

Search Charts

¥ Network v
File name: | EElC]IEXTIY

Save as type: | Chart Template Files(*.crtx)

A Hide Folders

Cancel

Now, with the new custom chart template saved, you can create new charts using this
template by selecting the Templates category of the All Charts tab in the Change Chart
Type dialog box, then clicking on the desired template, and clicking OK:

Change Chart Type
Recommended Charts  All Charts

Recent My Templates

SalesCalls

[ Column B

Line

Pie

il
Area

XY (Scatter)

e EmerE

Map

Stock

Surface

Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall
Funnel

Combo

FIE=FOHRB W

Manage Templates...

X

Cancel
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Activity 4-4: Creating Advanced Charts

Using weekly sales data, you would like to create a dual axis chart to compare sales and

expenses, and then save the finished chart as a template.

1. To begin, open Activity 4-4 from your Exercise Files folder:

N Activity 4-4.xlsx
X Microsoft Excel Worksheet
9.99 KB

2.  Use your cursor to select cells A4:C14 on the current worksheet:

A B C D
1 \Weekly Sales
2 |
3
4 Weekly Sales Expenses First Name
5 1 S 16,785.14 | S 419.63 Jackie
6 2 S 14,687.50 | S 232.14 Jackie
7 3 S 13,47896 | S 419.63 Jackie
8 4 S 21,689.47 | S 367.19 Jackie
g 5 $ 18,267.85 | S 336.97 Jackie
10 6 S 7,600.00 | S 542.24 Jackie
11 7 S 5,689.00 | S 456.70 Jackie
12 8 S 12,346.87 | S 190.00 Jackie
13 9 S 11,687.00 | S 142.23 Jackie
14 10 S 987445 |5 30657 Jackie
15
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3. Click Insert = Insert Column or Bar Chart - Clustered Column:

File  Home Insert  Pagelayout  Formulas  Data  Review  View  Help
B sh ~ b - - -
fil7) @ Ohapes B SmartArt B Get Add-ins Bing Maps D]? 1R 0= R S, Y el Uﬂ@ = m =
{ y 3 lcons (@1} Screenshot 2-D Column R i
PivotTable Recommended Table | Pictures My Add-ins ~ [ People Graph | Recommended 3D Line Column Win/
PivotTables . @3DModels v oMy Ple Grap Charts Map ~ Loss
Tables Illustrations Add-ins U]ld:L[H_H mﬁ Tours Sparklines
A4 < F
3-D Column
A 8 | G D E | F G H K L
. Weeky Sales Ho Js8 133 e
2
3 2-D Bar
4 Weekly Sales Expenses First Name
5 1 $ 1678514 (S 419.63
6 2 $ 1468750 | $ 232.14
7 3 S 1347896 [$ 419.63
8 4 S 21,689.47 | S 367.19 o 3-D Bar
9 5 $ 18,267.85($ 336.97
10 6 S 7,600.00 S 542.24 % % %
1 7 $ 568900 456.70 52500000
12 8 S 1234687]$ 190.00
$20,000.00
13 9 S 11,687.00 | $ 142.23 I More Column Charts..
4] 10 S 9874458 308.67 515,000.00
15
157 Q $10,000.00
17
1| $5,000.00
19 s - I
20) 12 3 4 s & 7 8 85 10
21
22’ mWeekly Sales  m Expenses
23 O O O

4. With the chart now added, you need to select the second data series. Click Format
-> Chart Elements -» Series “Expenses”:

AutoSave == s Activity 4-4.xlsx ~ £ Search

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format

Chart Area B mN\ 2 Shape Fill +
Chart Area 3] Abc | |v| [Z Shape Outline v
Chart Title L[® =] Shape Effects v
Horizontal (Category) Axis It Shapes Shape Styles &
Legend
Plot Area

Vertical (Value) Axis
Vertical (Value) Axis Major Gridlines
Series "Weekly Sales "

Series "Expenses” N

5. Next, click Chart Design -» Change Chart Type:

<l

Activity 4-4.xlsx ~ £ Search

AutoSave ") v

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format

Series "Expenses” v NN\ L _ — . < Shape Fill ~
(El Reset to Match kle A T L ) ) " Fla Shape Effects ~

Current Selection Insert Shapes Shape Styles N
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6. Inthe Change Chart Type dialog box, click the “Chart Type” drop-down menu for
the “Expenses” series and select “Stacked Line with Markers” from the Line

category:
Change Chart Type X
~
Recommended Charts  All Charts ”]ll Column
z) Recent ] J:hﬂ I:l H |:| H
CJ Templates E 4
I_[[[[ Column
T E Bar
b Line Custom Combination
® rie Chart g :DI | :]:II I
E Bar $25,000.00
MR Area $20,000.00 % Line
B XY (Scatter) $15,000.00 /\/
M

@ Map 00000 k?f /\/ /\/ W
b Stock

$5,000.00
/# Surface

s - B N B
& Radar X 5 X R
ﬁ Treemap B Weeky Sales
WA Area
@ Sunburst Choose the chart type and axis for you
hﬂ:l Histogram Series Name Chg ‘ Kis
&9  Box & Whisker I Weekly Sales
v

M Waterfall =

B Expenses Clustered Column !
T Funnel -
|#} Combo

oK Cancel
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7. Now click to select the “Secondary Axis” checkbox for the “Expenses” series, then

click OK:
Change Chart Type ? X
Recommended Charts  All Charts

“)  Recent i |'|
CJ Templates E ﬁ
I_ﬂn_ Column
b Line Custom Combination
® ri Chart Title
E Bar $25,000.00 $600.00
MR Area $20,000.00 $500.00
.
[22 XV (Scatter) 1 o000 $400.00
@ Map $300.00

$10,000.00
lﬁﬁﬁ Stock $200.00

$5,000.00
ﬁ Surface I I $100.00

$- 5

@ Radar 1 2 3 s 6 7 8 9 10
m Treemap —\eekly Sales  emgeeExpenses
@ Sunburst Choose the chart type and axis for your data series:
[mh Histogram Series Name Chart Type Secondary Axis
8%  Box & Whisker B Weekly Sales O
M waterfall . o

B Expenses Stacked Line with Ma... .v —_—
= Funnel
|#} Combo

oK ,\L | Cancel
L
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8. Right-click on the secondary axis of your chart and then click Format Axis:

o O (])

Chart Title
$25,000.00 $60000 e wm—" Secondary Vert +
Fill  Qutline
$20,000.00 5500.00| |
$400.00
$15,000.00 Delete

$300.00 (El Reset to Match Style

$200.00! A Font...

o
$10,000.00

$5,000.00
I I $100.00 I:D] Change Chart Type...
S [
! ] Select Data...
1 2 3 4 5 6 7 8 9 10 Eﬁ -
mmmm Weekly Sales  ==ge=Expenses D]
O O Add Major Gridlines

Add Minor Gridlines

rﬂ? Format Axis.[}

9. Inthe Format Axis task pane, type “1000” in the Maximum window of the of the
Axis Options Bounds, then press Enter:

Format Axis v X

Axis Options ~  Text Options

SO = il

4 Axis Options
Bounds
Minimum Auto
Maximum hooo.o E
Units
Major Auto
Minor 20.0 Auto
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10. The chart is complete, showing the comparison of weekly sales to expenses:

O O O
Chart Title
$25,000.00 $1,000.00
$900.00
$20,000.00 $800.00
$700.00
$15,000.00 $600.00
> $500.00 o
$10,000.00 $400.00
$300.00
§5,000.00 $200.00
I I $100.00
S 5-
1 2 3 4 5 6 7 8 10
mmmm Weekly Sales  —=ge=Expenses
O O O
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11. Now, to save your chart as a template, right-click the chart, then click Save as

Template:
A [P
==  =mm ChartArea
O O Fill  Outline
Chart Title |
$25,000.00 X Cut
$20,000.00 @ Copy
PEI Paste Options:
$15,000.00

i

Reset to Match Style

o
$10,000.00

$5,000.00 I I
[
5 6 7 8

1 2 3 4

Font...

Change Chart Type...
mmmm Weekly Sales  e=ge=Expenses Save as Template...

)
A

O

Select Data...

Move Chart...

Send to Bac >

SO E OB ERE > E

Assign Macro...

Edit Alt Text...

< W

Format Chart Area...

@l
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12. The Save Chart Template dialog box is now displayed. Type “Activity 4-4
Complete” into the File name text box and then click Save:

3l Save Chart Template

1t « Users > JaneGibson > AppData > Roaming > Microsoft > Templates > Charts v 0 Search Charts

Organize v New folder
~ Name c c - e
@ OneDrive Name Date modified Type Size

[ This PC No items match your search.

_J 3D Objects

[ Desktop

|] Documents

& Downloads

D Music

=] Pictures

B Videos

‘i Local Disk (C:)

o
T Lenovo_Recover

¥ Network v

File name: | Activity 4-4 Complete

Save as type: | Chart Template Files(*.crix)

~ Hide Folders Tools  ~ Cancel

13. Save the current workbook as Activity 4-4 Complete and then close Microsoft 365
Excel to complete this exercise.
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Summary

This lesson taught you how to insert charts into worksheets as well as the best way to
format charts to meet your specific needs and those of your audience. Additionally, you
learned about the wide variety of charts that are available to you depending upon the data
with which you are working. You should now feel comfortable modifying as well as
formatting existing charts. You should also understand how to work with dual axis charts

and create custom chart templates.

Review Questions

1. What are charts?

2. What is a line chart typically used for?

3. What is the difference between modification and formatting?
4. When is the Chart contextual tab displayed?

5. What is the command sequence to add a trendline using the ribbon?
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LESSON 5:
ANALYZING DATA WITH PIVOTTABLES,
SLICERS, AND PIVOTCHARTS

Lesson Objectives

In this lesson you will learn how to:
e Create a PivotTable
e Filter data using slicers

e Analyze data using PivotCharts
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TOPIC A: Create a PivotTable

One of the most powerful tools that you have at your disposal when analyzing data in Excel
is the PivotTable. While extremely useful and interactive, they can be somewhat
cumbersome to use properly and are often misused. For this reason, it is important to
understand how they work and gain some fundamental understanding of their purpose

before creating PivotTables of your own data.

Topic Objectives

In this session, you will learn:
e About PivotTables
e How to start with questions and end with structure
e About the Create PivotTable dialog box
e About the PivotTable Fields task pane
e How to summarize data in a PivotTable
e About the “Show value as” functionality
e How to format a PivotTable
e About using external data with PivotTables
e About PowerPivot

e About PowerPivot functions
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PivotTables

Why are PivotTables called PivotTables? Because they let you move data around easily (by
dragging and dropping fields) to perform a sort of rotation on the structure of your table
and at the same time, change your view of the data. With PivotTables, columns can become

rows and rows can become columns, all without altering the original data.

When a PivotTable is created, you are given the option to place it on the worksheet that
you currently have open or on a new one. In either case, once the PivotTable is created you
can pivot, re-pivot, sort, and summarize your data without affecting it directly. You are able
to choose the level of detail that you want to view depending on your needs. Additionally,

you have access to all of the summary functions in Excel to complete your data analysis.
Below you can see an example of a very simple PivotTable:

Row Labels ~ Sum of Quantity Sum of Value

47 178 1,600.22
147 1,305 169,636.95
235 110 62,698.90
354 50 37,500.00
1358 90 449.10
1459 178 3,024.22
1478 8,191 4,013.59
1547 20 2,691.60
1567 70 10,331.30
1574 135 403.65
2358 292 116,797.08
5167 90 3,825.00
Grand Total 10,709 412,971.61

In this case, the SKU (first column), Quantity, and Value columns have been pivoted to
appear as rows. A summary of each numerical column in this PivotTable is displayed by
default.
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Start with Questions, End with Structure

Before you even create a PivotTable, you need to think of the questions that you are trying
to answer by using it. Just like when you are working with functions or formulas, half of the
work in data analysis is finding the right questions. This process is especially important for
PivotTables because how you construct them depends on the question that you are asking.
Once you know the question that you would like the PivotTable to answer, you can start
constructing the PivotTable. While there are no hard and fast rules to constructing a

PivotTable, there are some ways to make it easier.
Here are a few tips to keep in mind when constructing your PivotTable.

e First, it is usually best to create rows and columns using fields that have a relatively
low set number of entries. Using entries that span a huge swath of data (such as five
years of transaction numbers) to create rows and columns can only cause confusion
rather than answer any specific questions.

e Next, it is almost always a good idea to create a row out of a field that you need an
answer from and then create a column out of that criterion to narrow down the
answer.

Examine the worksheet below. You will see a range that contains 34 rows of data about

product SKUs, their warehouse location, their quantities, and their value:

A B < D E
1 Warehouse g SKU A Unit Price g Quantity Rd Value |4
2 Warehouse A 1574 3 2.99 5 3 1495
3 Warehouse B 2358 S 399.99 5 S 1,999.95
4 Warehouse B 1478 S 0.49 1587 S 777.63
5 Warehouse A 2358 S 399.99 54 S 21,599.46
6 Warehouse B 147 S 129.99 214 S 27,817.86
7 Warehouse A 1358 S 499 45 S 22455
8 Warehouse C 1574 S 2.99 65 S 194.35
9 Warehouse A 5167 S 42.50 45 S 1,912.50
10 Warehouse C 2358 S 399.99 89 S 35,599.11
1" Warehouse A 1547 S 13458 8 S 1,076.64
12 Warehouse B 235 S 569.99 55 S 31,349.45
13 Warehouse A 1567 S 147.59 35 S 5,165.65
14 Warehouse B 1459 S 16.99 89 S 1,512.11
15 Warehouse A 1478 S 0.48 854 $ 418.46
16 Warehouse A 147 S 129.99 475 S 61,745.25
17 Warehouse A a7 S 8.99 89 s 800.11
18 Warehouse A 354 S 750.00 25 S 18,750.00
19 Warehouse B 1547 S 13458 2 s 269.16
20 Warehouse B 1478 S 0.48 4876 S 2,389.24
21 Warehouse A 2358 S 399.99 54 S 21,599.46
22 Warehouse B 147 S 129.99 145 S 18,848.55
23 Warehouse A 1358 S 499 45 S 22455
24 Warehouse C 1574 S 2.99 65 S 194.35
25 Warehouse A 5167 S 4250 45 S 1,912.50
26 Warehouse C 2358 S 399.99 90 S 35,999.10
27 Warehouse A 1547 S 13458 8 S 1,076.64
28 Warehouse B 235 S 569.99 55 S 31,349.45
29 Warehouse A 1567 S 147.59 35 S 5,165.65
30 Warehouse B 1459 S 16.99 89 S 151211
31 Warehouse A 1478 S 0.49 874 S 428.26
32 Warehouse A 147 S 129.99 471 S 61,225.29
33 Warehouse A 47 S 8.99 89 s 800.11
34 Warehouse A 354 S 750.00 25 S 18,750.00
35 Warehouse B 1547 S 134.58 2 S 269.16
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A PivotTable created from this dataset answers the question, “What is the total value of
the products stored in each warehouse?”

Row Labels ~ Sum of Value

Warehouse A 222,890.03
Warehouse B 118,094.67
Warehouse C 71,986.91
Grand Total 412,971.61

As you can see, the warehouses are listed by row and the value (the criterion) is listed as a

column. A SUM function automatically totals the value of each SKU stored by each
warehouse.

To answer a question, you can change the function that is used by the PivotTable. For
example, suppose you want to see how many different products each warehouse has, not a

total count. You could do this by adding the SKU field as a column and applying the COUNT
function:

Row Labels ~ lCount of SKU !

Warehouse A 19
Warehouse B 11
Warehouse C 4
Grand Total 34
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The Create PivotTable Dialog Box

The first step to creating a PivotTable is to open the Create PivotTable dialog box by clicking
Insert - PivotTable:

AutoSave '9 v

Book1.xlsx ~

<l

File Home Insert Page Layout Formulas Data Review View Help
o= =] O sh v 7= SmartArt
0] "O>hapes e + Get Add-ins Bing Maps
o r= g Map
E— . P = tg Icons @ Screenshot v
ivotTable Recommended Table ictures -
PivotTables . €D 3D Models ~ O/)MyAdd-ms v EPeople Graph
Tables Illustrations Add-ins

The controls in the Create PivotTable dialog box are used to choose the dataset (or data
source) for the new PivotTable that you are creating, and where you want it to be placed.
By default, new PivotTables are placed on new worksheets, but you do have the option of

adding them to existing worksheets in your workbook:

Create PivotTable ? X

Choose the data that you want to analyze
(® Select a table or range
Table/Range:  Tablel|

(O Use an external data source

2

Choose Connection...

Connection name:
Use this workbook's Data Model
Choose where you want the PivotTable report to be placed
(® New Worksheet
O Existing Worksheet

Location:

I

Choose whether you want to analyze multiple tables

[:I Add this data to the Data Model
L /

Once you have set your options, click OK to create the PivotTable.
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The PivotTable Fields Task Pane

When you insert a PivotTable into your workbook, the PivotTable Fields task pane is

automatically displayed on the right hand-side of the Excel 365 window:

Autosave @20 [F O - B B D search

File  Home Inset  Pagelayout  Formulas Data  Review View  Help  PivotTable Analyze  Design

e e e AN N = R =] = -

L1

To buil

Sheetd | Sheet! | Sheet2 | Sheet3 ®

— . Insert_Insert Refresh Change Data | Clear Selec
[iE options ~ = ing v Source~ - ~  PivotTable | &Sets~ PivotTables List Buttons Headers
ProtTable Adive Feld Group Fiter Data Adions Calculations Tools show
A3 %
A 8 c o 3 3 [ H ) K L M N o » a R s A u v

“| PivotTable Fields

Choose fields to add to report:

z

Drag fields between areas below:

Y Fiters Il Columns

"
4
H

3 Values

Defer Layout Update
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The PivotTable Field task pane is the primary tool that you will use to configure PivotTables.
(Note that it is hidden when the PivotTable is not selected.) The top portion of this pane (1)
lists all of the fields from the dataset that you can add to the PivotTable. To add or remove a
field from the PivotTable, toggle the corresponding checkbox. Alternatively, to give you
more control over field placement on the PivotTable, you can click and drag these fields to
the PivotTable itself. Note that field names are derived from the column header in the

dataset:

PivotTable Fields vy X
Choose fields to add to report: {9} v
Search /O

Warehouse
[] sKu

[] Unit Price
Quantity
[] value

More Tables...

Drag fields between areas below:

I Filters Il Columns
Rows 2 Values
Warehouse M Sum of Quantity v

0

Defer Layout Update

The bottom half of this pane is comprised of four areas (2): Filters, Columns, Rows, and
Values. If you drag fields between these areas, you are able to change the structure of the

PivotTable and choose the values that will be used to make calculations.

Here is an overview of these four areas.
e Adding fields to the Filters area will include those field values as filter criteria.
e The Columns area will create columns out of unique field entries.

e Similarly, the Rows area will create rows out of unique field entries.

© 2005-2022 Velsoft Training Materials Inc.

246



Microsoft 365 Excel: Part 2 247

e Finally, fields that are dragged to the Values area will have calculations performed on

them or their values summarized.

e Note that any fields that appear in these four areas will include a pull-down arrow (3)
that gives you access to a number of different settings, and the Field Settings dialog
box, which you can use to further customize your PivotTable.

Remember that any changes that you make in the PivotTable Field task pane are applied

dynamically.

Summarize Data in a PivotTable

Combining options from the Summarize Values By and the Show Values As tabs on the
Value Field Settings dialog box will provide further insight into your data. For example,
suppose that you want to calculate the total unit price of all the products that each
warehouse is storing. You can do this by dragging the Unit Price field to the Values area of
the PivotTable Field task pane. Next, you click the drop-down arrow for this field and click
the Field Settings option to open the Value Field Settings dialog box. Inside the Value Field

Settings dialog box, ensure that the Sum function was selected:

Source Name: Unit Price

Custom Name: |Sum of Unit Price

Summarize Values By Show Values As

Summarize value field by

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

sSum |
Count

Average

Max

Min

Product v

Number Format Cancel
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The PivotTable then displays the sum of the unit prices found in each warehouse:

Warehouse A
Warehouse B
Warehouse C
Grand Total
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Row Labels | ~ Sum of Unit Price

3241.23
2104.07

805.96
6151.26
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As you can see, Pivot Tables are an excellent tool to quickly summarize large amounts of
data, but because they are dynamic, it may seem difficult to use the PivotTable results in
other parts of your workbook. Fortunately, Excel has a function to do just that. You can
retrieve results from PivotTables in other parts of your workbook using the GETPIVOTDATA

function. The syntax is as follows:

GETPIVOTDATA(data_field, pivot_table, [field1, item1, field2, item?2], )|

While this syntax seems complicated, Excel simplifies the process of building the function by
automatically inserting it. When you select a cell outside of the pivot table, even in another
worksheet, or workbook, and type the equal sign (=), then click on the field in the Pivot
Table that contains the value you want to retrieve, Excel automatically inserts the
GETPIVOTDATA function, with the correct syntax.

“u_n

In the following example, selecting cell D2, typing “=", then clicking on cell B9 (which
contains the sum of the value of the SKU 1567), will create the GETPIVOTDATA function

automatically:

D2 N S =GETPIVOTDATA("Value",5A$1,"SKU",1567)
A B s D E F G H

1 |Row Labels - Sum of Value Value of 1567

2 1574 403.65 | 10331.3.|

3 1358 449,10

4 a7 1,600.22

5 1547 2,691.60

6 1459 3,024.22

7 5167 3,825.00

8 1478 4,013.59

9 1567 10,331.30

10 354 37,500.00

1 235 62,698.90

12 2358 116,797.08

13 147 169,636.95

14 |Grand Total 412,971.61

The value of this function is that it will return the correct value, as long as it remains visible
in the Pivot Table.
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The “Show Values As” Functionality of a PivotTable

Now that we have seen how to use the Summarize Values By tab or the Value Field Settings
dialog box, let’s use the same example and suppose that you want to see the percentage of
the total inventory value that each warehouse holds. While you could do this calculation
manually, it would be easier to change how the values are shown. Within the Show Values
As tab of the Value Field Settings dialog box, you would click the % of Grand Total option

from the Show values as drop-down menu:

Value Field Settings ? X

Source Name: Unit Price

Custom Name: |Sum of Unit Price

Summarize Values By Show Values As

Show values as

% of Grand Total v
No Calculation A
% of Grand Total

% of Column Total k

% of Row Total
% Of

% of Parent Row Total v
vdiUutc | ’

Number Format Cancel

You will now see what percentage of the grand total each warehouse holds. In this case you
can see that Warehouse A contains products with a larger value, while Warehouse C has the

lowest value:

Row Labels ¥ Sum of Unit Price

Warehouse A 52.69%
Warehouse B 34.21%
Warehouse C 13.10%
Grand Total 100.00%
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Format a PivotTable

When you are working with PivotTables, you will see two contextual tabs. One of these is

the Design tab:

AutoSave 2~ s Book1.xlsx ~ £ Search

File Home Insert Page Layout Formulas Data Review View Help PivotTable Analyze Design

v| Row Headers Banded Rows

Subtotals Grand Report  Blank
v Totals v ' Layout ¥ Rows v

v| Column Headers Banded Columns

Layout PivotTable Style Options PivotTable Styles

This tab allows you to add layout elements to your PivotTable, customize style options, and
apply a style (in the same way that you would with a regular table). You can modify these

options at any time.

External Data

If the data that you would like to analyze exists outside of Excel, such as in a Microsoft
Access database, you can still use PivotTables to summarize it. To do this, you need to
create a connection to that external data by opening the Create PivotTable dialog box and
then clicking the Use an external data source radio button. Next, click the Choose
Connection button:

Create PivotTable ? X

Choose the data that you want to analyze
(O Select a table or range
Table/Range: Tablel

£ 4

(®:Use an external data source:

| Choose gonnedion...\%

Connection name:
Use this workbook's Data Model
Choose where you want the PivotTable report to be placed
@ New Worksheet
(O Existing Worksheet

¥

Location:

Choose whether you want to analyze multiple tables

[:] Add this data to the Data Model
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The Existing Connections dialog box then allows you to choose from existing connections

that exist, as well as browse for more connections:

Existing Connections ? X

Select a Connection or Table

Connections  Tables

show: |iji'Connections i[v

Connections in this Workbook
<No connections found >

Connection files on the Network
<No connections found >

Connection files on this computer
<No connections found >

Browse for More...% Open Cancel

© 2005-2022 Velsoft Training Materials Inc.



Microsoft 365 Excel: Part 2

PowerPivot

PowerPivot is an add-in that is available for Excel 365. It is additional software that is
included with some editions of Excel 365, but by default, it is not enabled. In cases where it
is not included, it can be added later if required. Once installed, this additional software

extends the functionality of Excel to allow for greater data analysis.

What makes PowerPivot special is that is uses compression and processing algorithms that
allow you to work efficiently with large amounts of data. This facilitates analysis with data
that would otherwise be too cumbersome to work with. Additionally, PowerPivot also
facilitates the integration of data from multiple sources and has been designed with extra
features and flexibility for environments that rely on Microsoft SharePoint and/or Microsoft

SQL servers.

PowerPivot Functions

DAX (Data Analysis Expression) is a type of formula language that is used to create custom
calculations inside calculated columns in a PowerPivot table. It is also used to create
measures inside a PivotTable. This means that PowerPivot provides you with additional
functions using DAX that can be used to work with relational data in a much more powerful

manner.

Arguments in a DAX function commonly use tables and columns. For example, below you
can see a DAX function that uses the Totals and Date columns from the Employee Sales

table as arguments:

|:TOTALQTD(SUI\/I(’Emp|oyee Sales’[Totals]), ‘Employee SaIes'[Date])|

While there are lots of DAX functions that you can choose from, each is classified under one

of the following categories:

e Data and Time functions: Functions of this type are used to manipulate date and
time values. As such, they are similar to the data and time functions that can be used
in Excel.

e Filter functions: These functions are used to manipulate data and filter it
dynamically.
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¢ Information functions: This type of function is used to scan the values inside a cell
range and match them against an expected data type.

e Logical functions: Typically, these functions are used to validate expressions and
values, and then work with other data that is based upon the evaluation.

e Math and Trigonometric functions: Functions of this type are used to perform
mathematical calculations.

e Statistical functions: These functions are used to generate statistical data such as
minimum and maximum values, as well as averages.

¢ Time Intelligence functions: This type of function is used to manipulate data using
time periods. It can be used to compare data of one time period against another.
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Activity 5-1: Creating PivotTables

You have been given the raw transactional data for the daily sales numbers of your sales
staff. To determine the total sales numbers for each sales associate, you would like to

create a PivotTable using this data.

1. To begin, open Activity 5-1 from your Exercise Files folder:

N Activity 5-T.xlsx
Microsoft Excel Worksheet

11.5KB

X

2.

Use your cursor to select cells A4:E40:

AutoSave Y~ Activity 5-1xlsx ~ £ Ssearch
File w Insert Page Layout Formulas Data Review View Help
‘ Lgs‘zm Calibri i VAR === & ab, Wrap Text General v @ %
opy v .
§Fm"m’mpai"m TU-H- 0 A | EEZ EZ Evesaces - | $-% 9 @5 | Condtonal Formats
Clipboard [ Font ] Alignment [ Number [
& fe | FirstName
A B © D E F G H | J K
12 |Stanley Prestwick Stanley Prestwick $ 2,346.87 $ -
13 |Jerry Harrison Jerry_Harrison $ 168700 $ -
14 |Leah Thompson  Leah_Thompson $ 9,87445 $ 50.00
15 |Jackie Williamson  Jackie_Williamson $  8,773.68 $ 50.00
16 |Lucas Bressan Lucas_Bressan $ 7,835.87 $ 50.00
17 |Stanley Prestwick Stanley_Prestwick $  6,898.05 S 50.00
18 [Jerry Harrison Jerry_Harrison $ 5960.23 $ 50.00
19 |Leah Thompson  Leah_Thompson $ 502241 $ 50.00
20 |Jackie Williamson  Jackie_Williamson $  4,084.59 $ 50.00
21 |Lucas Bressan Lucas_Bressan $  3,146.77 $ 50.00
22 |Stanley Prestwick Stanley_Prestwick $ 2,208.96 S -
23 |Jerry Harrison Jerry_Harrison $ 1,271.14 $§ -
24 |Leah Thompson  Leah_Thompson S 33332 § -
25 |Jackie Williamson  Jackie_Williamson $  5,022.41 $ 50.00
26 |Lucas Bressan Lucas_Bressan $ 4,084.59 $ 50.00
27 |Stanley Prestwick Stanley Prestwick $ 3,146.77 $ 50.00
28 |Jerry Harrison Jerry_Harrison $ 22089 $ -
29 [Leah Thompson  Leah_Thompson $ 1,271.14 § -
30 |Jackie Williamson  Jackie_Williamson $  7,478.96 $ 50.00
31 |Lucas Bressan Lucas_Bressan $ 168947 $ -
32 |Stanley Prestwick Stanley_Prestwick $ 5,478.45 S 50.00
33 [Jerry Harrison Jerry_Harrison $  7,600.00 $ 50.00
34 [Leah Thompson  Leah_Thompson $ 6,599.75 $ 50.00
35 |Jackie Williamson  Jackie_Williamson $  7,014.96 $ 50.00
36 |Lucas Bressan Lucas_Bressan $  7,430.17 $ 50.00
37 |Stanley Prestwick Stanley Prestwick $  7,845.38 $ 50.00
38 |Jerry Harrison Jerry_Harrison $ 8,260.59 $ 50.00
39 [Leah Thompson  Leah_Thompson $ 8,675.80 $ 50.00
40 |Jackie Williamson  Jackie_Williamson  $  9,091.01 $ 50.¢%
41 37Rx 5C
42
Sheet1 ®
B
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3. Next, click Insert = PivotTable:

AutoSave Z) v Activity 5-1xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
=] o= [y sh = 32 SmartArt
1) @ [ag] O°hePe oeme H Get Add-ins Bing Maps
PivotTable R (=l e @1 Screenshot ¥
Ivotlable hecommende: able Ictures -
PivotTables - €D 3D Models ~ (;)MYAdd-InS v EPeople Graph

N

Tables Illustrations Add-ins

4. The Create PivotTable dialog box is now displayed. The data range that you
previously selected is shown within the Table/Range text box:

Create PivotTable ? X

Choose the data that you want to analyze
(® Select a table or range
Table/Range: | Sheet1!SAS4:SES4) b= E
O Use an external data source
Choose Connection...

Connection name:
Use this workbook's Data Model

Choose where you want the PivotTable report to be placed

(® New Worksheet
(O Existing Worksheet

Location: E

Choose whether you want to analyze multiple tables
[[] Add this data to the Data Model
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You want this new PivotTable to be inserted into the current worksheet, so click

the Existing Worksheet radio button:

Create PivotTable ? X

Choose the data that you want to analyze
(® Select a table or range

Table/Range: | Sheet1!SAS4:SES40
O Use an external data source

2

Choose Connection...

Connection name:
Use this workbook's Data Model
Choose where you want the PivotTable report to be placed

(® New Worksheet
Existing Worksheet

I

Location:

Choose whether you want to analyze multiple tables
|:] Add this data to the Data Model

Inside the Location text box, click the range picker button:

Choose where you want the PivotTable report to be placed
O New Worksheet

Location:

Choose whether you want to analyze multiple tables

l:| Add this data to the Data Model

A
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7. Use your cursor to select cell H4:

258

G H | J K L

Daily Bonus Amount  Daily Goals

$ 50.00  $2,500.00
I
Create PivotTable ? X
Sheet1!SHS4 ]

A B € D E
1 |Daily Sales & Bonus Payout
2 1
3
4 |First Name | Last Name D Daily Sales Bonus
5 |Jackie illi Jackie_Willi $ 6,785.14 $ 50.00
6 [Lucas Bressan Lucas_Bressan $ 4,687.50 $ 50.00
7 |Stanley Prestwick Stanley_Prestwick $ 7,478.96 $ 50.00
3 |lerry Harrison Jerry_Harrison $  1,689.47 $
9 [Leah Thompson  Leah_Thompson  $ 547845 $ 50.00
10 |Jackie Williamson  Jackie_Williamson $  7,600.00 $ 50.00
11 |Lucas Bressan Lucas_Bressan $ 5,689.00 $ 50.00
12 |Stanley Prestwick Stanley_Prestwick S  2,346.87 $
13 [Jerry Harrison Jerry_Harrison $ 1,687.00 $ -
14 |Leah Thompson  Leah_Thompson $ 9,874.45 $ 50.00

8. Press Enter to apply the new location. Back at the Create PivotTable dialog box,

click OK to apply the new settings:

Create PivotTable

(® Select a table or range

O Use an external data source
Choose Connection...

Connection name:

(O New Worksheet
(® Existing Worksheet

Location: | Sheet1!SHS4

Use this workbook's Data Model

Choose the data that you want to analyze

Table/Range: |Sheet1!SAS4:SES40

Choose where you want the PivotTable report to be placed

Choose whether you want to analyze multiple tables
|:] Add this data to the Data Model

2>

I
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10.

The PivotTable is now added to the current worksheet in the location that you

previously set:

Fle  Home Insert

Page Layout
PivotTable Name: | Active Field: .

PivotTabled

Formulas  Data

Review  View  Help

: Es & L

D Search

PivotTable Analyze  Design

B E | 7

=

" -

4 Share

5 | B@ B

. Insert_nsert Refresh Change Data | Clear Select Move | Fields, hems, PivotChart Recommended | | Field  +/- Fild
[Boptions ~ | [ ] Sicer Timeline - v v Photlable - Pivotables | | List Buttons Headers

Puottabe Actve iel Group Fier osta Actions Gatcuitions Tools show ~
H4 e S M

A 8 c ) € F s H ' ) 3 L ™ o | =
. PivotTable Fields v B

1 Daily Sales & Bonus Payout Daily Bonus Amount  Daily Goals
2 S 5000 $250000 Choose fields to add to report: &~
3

. . Search el
& [FirstName ~tastName » Dailysales Bonus 1
5 lackie  Williamson Jackie_Williamson $ 678514 $ 50.00 [T T — O FirstName.
6 Lucas Bressan Lucas_Bressan S 468750 $ 50.00 ] Last Name
7 [Stanley  Prestwick  Stanley Prestwick § 7,478.96 $ 50.00 To build a report, choose fields from the Oo
8 lerry Harrison Jerry_Harrison $ 168947 $ - PivotTable Field List 0] Daily Sales
9 |Leah Thompson  Leah_Thompson  $ 547845 $ 50.00 [ Bonus
10 Jackie  Williamson Jackie_Williamson §  7,600.00 $ 50.00 T
11 |Lucas Bressan Lucas_Bressan S 5689.00 $ 50.00
12 Stanley  Prestwick  Stanley_Prestwick $ 2,346.87 $
13 JJerry Harrison Jerry_Harrison $ 168700 $ -
14 |Leah Thompson  Leah_Thompson  § 9,87445 $ 50.00
15ljackie  Willamson Jackie_Williamson $ 877368 $ 50.00 Bt et
16 |Lucas. Bressan Lucas_Bressan S 7,83587 $ 50.00
17 Stanley  Prestwick  Stanley_Prestwick § 6,898.05 $ 50.00 Y Fiters I Columns
18 |serry Harrison Jerry_Harrison $ 596023 $ 50.00
19 |Leah Thompson  Leah_Thompson  $ 502241 $ 50.00
20 Jackie Williamson  Jackie_Williamson $  4,08459 $ 50.00
21 |Lucas Bressan Lucas_Bressan $ 314677 $ 50.00
22[stanley  Prestwick  Stanley Prestwick | $ 220896 S - = Rows = Volues
23 Jerry Harrison Jerry_Harrison s 127114 S
24/lesh  Thompson leshThompson | § 3332 $ -
25|lackie  Wwilliamson Jackie_Williamson $  5,02241 $ 50.00
26 |Lucas Bressan Lucas_Bressan S 408459 $ 50.00
27 |stanley  Prestwick Stanley_Prestwick $ 3,146.77 $ 50.00

sheett [T @ = = Defer Layout Updte

Reaty B5 ] @ - 1 + oo

BNl =]

o X

© Comments

In the Pivot Table Fields task pane, click the Last Name, Daily Sales and Bonus field

checkboxes:

PivotTable Fields

Choose fields to add to report:

Search

[] First Name
Last Name
Jip

Daily Sales
Bonns

More Tables...
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11. You will see that the daily sales and bonuses have been summarized by Sales
Representative:

Row Labels R Sum of Daily Sales Sum of Bonus

Bressan 34563.36536 300
Harrison 28677.37555 150
Prestwick 35403.43045 250
Thompson 37255.30564 250
Williamson 55850.74527 400
Grand Total 191750.2223 1350

12. To improve the number formatting, click the Sum of Daily Sales drop-down arrow
in the Values area and select Value Field Settings:

Drag fields between areas below:

Y Filters Il Columns

> Values v
= Rows 2 Values
Last Name v Sum of

Move Down

|| Defer Layout Update Move to End

Y Moveto Report Filter
Il Moveto Row Labels

Move to Column Labels

Remove Field

X
[® ValueField Settings... |\ |
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13. Now click Number Format:

Value Field Settings

Source Name: Daily Sales

Custom Name: :Sum of Daily Sales

Summarize value field by

Summarize Values By Show Values As

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

| Number Formatt!

14. In the Format Cells dialog box, click Currency, then click OK:

Format Cells
Number
Category:
General Sample
Number Row Labels
Curren
Accounting ; .
Date Decimal places: }2
Time Symbol: |$
Percentage
Fraction Negative numbers:
Scientific
Text §1,234,10
special (51,234.10)
Custom (51,234.10)

-$1,234.10

? X

&

points in a column.

|

Currency formats are used for general monetary values. Use Accounting formats to align decimal

Cancel
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15. Click OK in the Value Field Settings dialog box:

Value Field Settings ?

Source Name:

Custom Name:

Daily Sales

Sum of Daily Sales

Summarize Values By

Show Values As

Summarize value field by

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

BT

Count
Average
Max
Min
Product

16. Repeat the steps for the Bonus column. Once complete, the daily sales and bonus
values should be formatted correctly:

Row Labels Rd Sum of Daily Sales Sum of Bonus

Bressan $34,563.37 $300.00
Harrison $28,677.38 $150.00
Prestwick $35,403.43 $250.00
Thompson $37,255.31 $250.00
Williamson $55,850.75 $400.00
Grand Total $191,750.22 $1,350.00

17. Save the current workbook as Activity 5-1 Complete and then close Microsoft 365

Excel to complete this exercise.
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TOPIC B: Filter Data Using Slicers

While regular filters can be effective in obtaining more detail from your data, they can
quickly become a chore to manage. Between having to clear existing filters before applying
new ones and trying to determine which data is actively being filtered out, filters definitely
have some downsides. To give you more control over filtering capabilities, Excel provides
slicers. These are easy-to-use filters that can be applied multiple times without negative
effects on the data’s readability. Throughout this topic you will learn about slicers and how

to use them to filter data in a PivotTable.

Topic Objectives

In this session, you will learn:

e About slicers

e About the Insert Slicer dialog box

© 2005-2022 Velsoft Training Materials Inc.



Microsoft 365 Excel: Part 2 264

Slicers

Slicers can be a great help when working with PivotTable data. While the main purpose of
PivotTables is to help you analyze information and find patterns or trends that might be

difficult to spot in a large volume of raw data, the Slicer tool takes this idea to the next level.

Slicers can be created out of any field that exists within the dataset for the PivotTable.
These slicers can then be used to filter each field by its unique entries. For example, if you
wanted to filter out data from one of the three warehouses in a worksheet that tracks
inventory, a slicer would be able to do that for you easily. Slicers can also be linked to more
than one PivotTable. Typically, this occurs when using raw transactional data as a dataset

and multiple PivotTables exist for that data.

Slicers are displayed graphically as a small pane that contains a series of buttons that
represent each unique value from the field that the slicer is associated with. To toggle
between filtering and not filtering unique values from the field, you can simply click these

buttons:

SKU Z

47 o
147

235

354

1358

1459

1478

1547 v

Filters in a slicer that are not applied appear blue, while those that are white are active.
Should a filter button appear grayed out, this indicates that an already active filter has
removed the values represented by this filter from view. Multiple filters that exist in the
same slicer can be applied at once by holding down the Ctrl key and clicking on each filter
that you would like to apply. Additionally, the Clear Filter button in the top right-hand

corner of a slicer will deactivate all of its filters.
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The Insert Slicers Dialog Box

265

To create a slicer, first click anywhere in the PivotTable to display the PivotTable Tools tabs.

Next, click Insert = Slicer:

AutoSave 9~ = Booklxlsx + O Search

File  Home Insert Pagelayout Formulas Data  Review View Help  PivotTable Analyze  Design

P :‘ FO shapes - & SmartArt [ Get Add-ins Bing Maps D]? - [~ - @ @

o &5 Icons f&} Screenshot v N e Mev > R i
ictures . ecommende . aps PivotChal

2" € 30 Models ~ &My Add-ins ~ [EPeople Graph i’ TR ! *
Tables Illustrations Add-ins Charts 5]

This action displays the Insert Slicers dialog box:

Insert Slicers ? X

{ | Warehouse

[] sku

[] Unit Price
[] Quantity
[] value

OK Cancel

b
3D
Map ~

Tours

mmE =

Line Column Win/ Slicer Timeline

Loss
Sparklines I%ltus

This dialog box lists each field in the PivotTable with a checkbox. To create a slicer from a

field, check its associated checkbox. Once you have finished choosing the fields that you

would like to appear as filters, click OK to apply your settings.
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Returning to the worksheet, you will now see the slicer(s) placed there:

w

KU

NS
11
ey

A

<
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Activity 5-2: Filtering Data Using Slicers

You have constructed a PivotTable that displays the total sales made by each sales
associate, as well as the total amount of bonuses they each received. Jerry Harrison and
Leah Thompson are going to form their own sales department that sells a specialty product.
In an effort to estimate bonus payouts and sales goals you would like to use slicers to

display only their data in the PivotTable.

1. To begin, open Activity 5-2 from your Exercise Files folder:

N Activity 5-2.xlsx
X Microsoft Excel Worksheet
15.5KB

2. Click inside the PivotTable to display the PivotTable Tools contextual tabs. Next,
click PivotTable Analyze - Insert Slicer:

AutoSave L) O = Activity 5-2xlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help PivotTable Analyze Design
PivotTable Name: | Active Field: . T‘: = = [m, [I; L—|u:; Dm:l Dm:.
PivotTablel Sum of Daily Sale - Sy =Y E < g iy 0
v = —_ Insert  Insert Refresh Change Data Clear Select Move
@ options ~ [[F Field Settings Slicer Timeline ~ Source v ~ ~  PivotTable
PivotTable Active Field Group Filter Data Actions

3. TheInsert Slicer dialog box is now displayed:

Fle  Home insert Pagelajout Formuas Data  Review View Hep  PivotTable Analyze  Design B
Pivot] Name: | Active Fi = = B B= B [B=] [B==] - [F= [F=A 4
Bs & [ BEE RG = | @B 0 |5
Insert_Inset ta | Clear Select Move | Fieds hems, PivotChart Recommended | | Field /- Fied
([ Field settings sii - PivotTabis - fTbles Lt Buttons Headers
Actve Feld Group iter osta Acions Garaistion: Tools show ~
H7 - I 35403.4304545454
A 3 < ) e G G H i ) K L ™ N o/ .
1| Daily Sales & Bonus Payout Daily Bonus Amount  Daily Goals. PivotTable Fields
3 T 50005 250000 Choose fieds to add o report &~
3
s son S 678514 $ 50.00 S 56337 5 30000
6 $ 4,687.50 $ 50.00 S 28,677.38_ $ 150.00
7 $ 747896 $ 50.00 S 3540343 | $ 250.00
8 $ 168947 § - S 37,255.31 $ 250.00
9 $ 547845 $ 50.00 $ 55,850.75_$ 400.00
S 760000 S 50.00 $ 10175022 § 135000
S 56800 S 50.00
S 2387 S -
S 168700 S -
S 98745 S 50.00
$ 877m.68 | $ 50.00 Drag fields between areas below:
S 78587 S 5000
$ 689805 $ 50.00 Y Filters 1l Columns.
$ 5960.23 $ 50.00 3 Values
$ 502241 $ 50.00
$ 408459 $ 50.00
S 31677 S 5000
s ames s - = fows % Vaues
§ LB$ - Last Name = || sum of Daity Sales
$ 33332 § - oK Cancel
Sum of Bonus
S so2a1 S 50.00
$ 408459 S 50.00
$ 314677 S 50.00
Defer Layout Updte
& @ - ' + 100
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4. Check the Last Name checkbox and then click OK:

Insert Slicers ? X

[] First Name

Last Name <«
]ip

[[] Daily Sales

[] Bonus

| oK [\\H Cancel

5. Aslicer for the Last Name field now appears on your worksheet:

Last Name = 57

‘ Bressan

' Harrison

‘ Thompson

|
| |
‘. Prestwick |
|
|

‘ Williamson
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6.

7.

8.

For this exercise you want to filter out everyone except for Jerry Harrison and Leah
Thompson. While holding down the Ctrl key, click the Bressan, Prestwick, and
Williamson buttons:

Last Name v= ¢

Bressan

’ Harrison ‘

Prestwick

’ Thompson ‘

‘ Williamson ‘

The entries that you clicked on in the slicer are now filtered out of the PivotTable:

Row Labels &4 Sum of Daily Sales Sum of Bonus

Harrison S 28,677.38 S 150.00
Thompson S 37,255.31 S 250.00
GrandTotal § 65,932.68 $ 400.00

oA

Last Name v= v

Bressan

‘ Harrison ‘

Prestwick

‘ Thompson

Williamson

Save the current workbook as Activity 5-2 Complete and then close Microsoft 365

Excel to complete this exercise.
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TOPIC C: Analyze Data with PivotCharts

PivotTables are fantastic at helping you analyze your data, but they are not so great at being
able to quickly convey it. To solve this problem, PivotTable data can quickly be converted
into charts in the same way as regular datasets. In this topic you will learn how to use

PivotCharts to present PivotTable data visually.

Topic Objectives

In this session, you will learn:

e About PivotCharts
e How to create PivotCharts

e How to apply a style to a PivotChart
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PivotCharts

PivotCharts are just like regular charts in that they are designed to convey data analysis in a
visual form. The primary difference is simply that PivotCharts are linked to PivotTables,
while charts are linked to data ranges or tables. Despite this difference, both PivotCharts
and regular charts share many of the same features, such as dynamic updating, lots of chart

types to choose from, and easy creation.

Creating PivotCharts

To insert a PivotChart into your worksheet, first click to select the PivotTable that you would

like to work with. Next, click PivotTable Analyze - PivotChart:

Help PivotTable Analyze Design

E= B b h BEEDO @G e g © HBE

Insert  Insert Filter Refresh Change Data Clear Select Move Fields, ltems, PivotChart Recommended Field +/- Field
Slicer Timeline Connections < Source v = v PivotTable & Sets v % PivotTables List Buttons Headers

Filter Data Actions Calculations Tools Show
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This action displays the Insert Chart dialog box. Just like when you are working with regular

charts, you need to consider what chart type best suits your data. For this example, the

Clustered Column chart type has been selected:

Insert Chart

Recent
Templates
Column
Line

Pie

Bar

Area

XY (Scatter)

Z)
O
[
ai
®
E
@

Map

Stock

Surface

Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

Funnel

FAE=FOHR W

Combo

[T 1

Clustered Column

Total

Cancel

Once you click OK, the PivotChart is added to the current worksheet, displaying data from
the selected PivotTable:

A B C D E F |
1 Row Labels - Sum of Value o O 0o
4 -y 7 \
2 | 1574 403.65 sum of Value —+
3 | 1358 449.10 |
4| a7 1,600.22 Tota V%
5 | 1547 2,691.60 180,000.00
6 1459 3,024.22 160,000.00
7 5167 3,825.00 14000000
-1 120,000.00
8 | 1478 4,013.59 /100,000.00 S
9 | 1567  10,331.30 80,000.00 wTotsl
10| 354 37,500.00 60,000.00
1 235 62,698.90 40,000.00
12 2358  116,797.08 20,000.00 I
13 147 169,636.95 0.00 R
- : = 1574 1358 47 1547 1459 5167 1478 1567 354 235 2358 147
14 |Grand Total 412,971.61
1 5— SKU v
- D! O C
16| O O O
17|
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Applying a Style to a PivotChart

PivotChart styles are used to slightly adjust how a chart is laid out without changing the
primary color scheme. This is excellent for adding visual flair to your chart and on occasion,

a new chart style can also help a chart’s readability.

To format a PivotChart with a style, first click to select the PivotChart and then click the
Pivot Chart Design contextual tab. Examine the Chart Styles group and you will see a gallery
of different chart styles that you can choose from:

AutoSave 0~ s Bookl.xlsx + £ Ssearch _

File Home Insert Page Layout Formulas Data Review View Help PivotChart Analyze Design Format

E= | D L E = i = £
AdELcL:;n % C?nge .v” il ||I 7[ _nuﬂ"' : ,.|||' .||| || switch Rowr Selg CEIa:Ee Mi}g

Element ~ Layout~ | Colors Column Data | ChartType | Chart

Chart Layouts Chart Styles Data Type Location

Move your cursor over these chart styles and you will see a preview of how these styles will

look once applied to your chart. Clicking on a style applies it:

AutoSave (@ of) O~ = Booklxlsk + P search JaneGibson U6 B - O X
File ~ Home Insert  Pagelayout  Formulas  Data  Review  View  Help  PivotChartAnalyze  Design  Format % Share & Comments
= = - - = K7

Add Chart Quick | Change il il il ——ill a5l il | | SwitchRow/ Select | Change | Move
Element ~ Layout~ | Colors ~ Column  Data | ChartType | Chart

Chart Chart Styles Data Tpe | Location ~
Chart5 e S

A 8 c [} 3 F G H 1 J K L M N o p[s )
1 |Row Labels -1/ sum of Value o o PivotTable Fields v o8
2 1574 403.65 Sum of Value -
Choose fields to add to report: &~
3 1358 449.10
5 1547 2,691.60 - <
6 1459 3,024.22 | . [ Warehouse
7 5167 3,825.00 Sku
8 1478 4,013.59 & [ Unit Price
7978 Q
9 1567 10,331.30 o) [ . [ Quantity
10 354 37,500.00 Value
n 235 62,698.90 698 80
12 2358 116,797.08 — ﬂ D
i e i oo
B 47 169,636.95 1574 1358 47 1547 1459 5167 1478 1567 354 235 2358 147
14 | Grand Total 412,971.61
5 SKU v Drag fields between areas below:
16 o o ~
Y Fitters 1l Legend (Series)
17 Total
18
19
20 5
o e = Axis (Categories) 2 Values
2 - - KU Sum of Val -
23
24
Sheets | Sheet! | Sheet2 | Sheets ® i > Defer Layout Update

B i1} m - i + 100%

You can also find these styles by clicking the Chart Styles button that appears to the top

right of a selected chart.
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Activity 5-3: Analyzing Data with PivotCharts

Now that you have completed a PivotTable, you would like to visualize its results using a
PivotChart.

1. To begin, open Activity 5-3 from your Exercise Files folder:

I, Activity 5-3.xlsx
X Microsoft Excel Worksheet
154 KB

2. Click inside the PivotTable to select it and then click PivotTable Analyze -
PivotChart:

Activity 5-3xisx ~ £ search
fle  Home Inset  Pagelayout  Formulas  Data  Review View Help  PivotTable Analyze  Design
PivotTable Name: | Active Field: - —> Group Selection =) B [ E=
= Bpandfield | = P i¢ N 2 07 |
PivotTablel Last Name. B Ungroup Y 5} E i
el || o Refresh ChangeData | Clear Select Move | Fields, ltems,
Eoptions ~ | [2 Field Settings Sy &S < 7" Pivotfable | &Sets~
PivotTable Activ Field Group Data Actions Calculations Tools
G5 - f< | Bressan
A ] c [ E F G H ! ) K L M N o [ Q R
1 Daily Sales & Bonus Payout Daily Bonus Amount Daily Goals
2 B 5000 $2,500.00
3
4 | FirstName ~Last Name D DailySales  Bonus Row Labels B sum of Daily sales
5 |iackie  williamson Jackie_Williamson $  6,785.14 $ 50.00 Bressan | 18.03%
6 |Lucas Bressan Lucas_Bressan $  4,68750 $ 50.00 Harrison 14.96%
7 |Stanley  Prestwick  Stanley_Prestwick $ 7,478.95 $ 50.00 prestwick 18.46%
8 erry Harrison Jerry_Harrison S 168947 $ - Thompson 19.43%
9 |Leah Thompson  Leah_Thompson  $  5478.45 $ 50.00 Williamson 29.13%
10 |Jackie Williamson  Jackie_Williamson $  7,600.00 $ 50.00 Grand Total 100.00%
11 |Lucas Bressan Lucas_Bressan $ 568900 $ 50.00
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3.

The Insert Chart dialog box is now displayed. For this exercise, click the Pie

category:

Insert Chart

All Charts

o e [1llIaf (AR Mo a8 03 4

Column

& Line Clustered Column

|.E_,..7® — | -

XY (Scatter) . .
Map '

Stock

Surface

Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

Funnel

FIdE=FOEARWEW®OLRS

Combo

ok |

Cancel
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4. With the default pie chart selected, click OK to apply the new settings:
All Charts

“)  Recent
£ Templates (’ O m &E @
Pie

|_I[|_ Column

XY (Scatter)
Map

@ 2§ 0

Stock

Surface

Radar
Treemap
Sunburst
Histogram

Box & Whisker
Waterfall

Funnel

FIEZFOHR W

Combo

OK Cancel
o ]|
L

5. The new PivotChart now appears on your worksheet:

Q O 0
Sum of Daily Sales
Total
LastName ~
fo) u Bressan o
n Harrison
= Prestwick
» Thompson
u Williamson
O O O
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As you can see, Williamson generated most of the total sales, so you should filter

his results out to focus on the remaining associates. On the PivotChart, click the
Last Name drop-down list:

O O

O O
Sum of Daily Sales +
Total VZ
Last Name v,
O u Bressan k
» Harrison
» Prestwick
» Thompson
» Williamson
O
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7. Onthe menu that appears, deselect the Williamson checkbox and then click OK:

(o} O O
‘Sum of Daily Sales

Total

2l SsotAtoz

Z] sotztoa

More Sort Options...

? Clear Filter From "Last Name

Label Filters >

v

Value Filters

’Search ,q

..[H] (Select All
Bressan
[ Harrison
Prestwick

.[¥ Thompson

OK w ‘ Cancel
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8. The results for Williamson are no longer displayed on the PivotChart or the

PivotTable:

Row Labels E§ Sum of Daily Sales

Bressan 25.43%
Harrison 21.10%
Prestwick 26.05%
Thompson 27.41%
Grand Total 100.00%
O O O
Sum of Daily Sales
Total
Last Name ¥
(@] = Bressan Q
m Harrison
= Prestwick
= Thompson
O O O

9. Save the current workbook as Activity 5-3 Complete and then close Microsoft 365
Excel to complete this exercise.
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Summary

In this lesson you learned what PivotTables are and how they can be best used to answer
different types of questions related to your data. You now know how to insert a PivotTable,
as well as how to add and remove fields from it. Additionally, you are able to generate

PivotCharts from a PivotTable, and use slicers to selectively filter out unique field entries.

Review Questions

1. What is pivoting in Excel?

2. Where do the field names come from in the Choose fields to add to report section of
the PivotTable Fields task pane?

3. What happens to fields that are dragged to the Values area on the PivotTable Field
task pane?

4. What is the command sequence to insert a PivotChart?

5. What do the buttons on a slicer represent?

© 2005-2022 Velsoft Training Materials Inc.



Microsoft 365 Excel: Part 2 281

LESSON 6:
WORKING WITH GRAPHICAL OBJECTS

Lesson Objectives

In this lesson you will learn how to:
e Insert and modify graphical objects
e Layer and group graphical objects

e Incorporate SmartArt into your workbooks
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TOPIC A: Insert and Modify Graphic Objects

While the default appearance of your worksheets can be quite plain, Excel offers you access
to a variety of graphical objects that you can use to enhance their visual appeal. In this
topic, you will learn all about the various types of graphical objects that you can add to your

worksheets, as well as the contextual tabs that are used to work with them.

Topic Objectives

In this session, you will learn:
e About graphical objects
e How to insert shapes
e How toinsert WordArt
e How toinsert text boxes
e How toinsert images
e About the Picture Format contextual tab
e About the Shape Format contextual tab

e About the SmartArt contextual tabs
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Graphical Objects

In Excel there are six types of graphical objects that can be inserted into a workbook:
pictures, shapes, icons, 3D models, SmartArt, and screenshots. While each graphical object
type is mostly tailored to a specific purpose, all of them behave in the same way once they
are placed on a worksheet. For example, they are all able to be resized, changed, and

moved using the same techniques.

The commands to insert graphical objects are located in the lllustrations group on the

Insert tab:

AutoSave “) v

File Home Insert Page Layout Formulas Data Review View Help

@ @ '-_(b t% @ T B Get Add-ins E

@_+ Screenshot v

Bookl1 - Excel

<l

PivotTable Recommended Table Pictures Shapes Icons 3D - Bing People
My Add- =
PivotTables v v Models v O/J v e Maps Graph
Tables lllustrations Add-ins

Here is an overview of these commands:

e The Pictures drop-down command allows you to insert image files from outside of
Excel into your worksheet. These can be pictures on your device, from a stock library,
or from online. Most common image formats are supported.

e The Shapes drop-down command inserts basic shapes, including circles, squares,
rectangles, text callouts, and arrows. You can customize all of these objects in a
variety of ways.

e The lcons command allows you to select from a wide array of available icons,
searchable by category.

e The 3D Models drop-down command allows you to insert 3D models from your own
device or from a Microsoft online library, searchable by category.

e The SmartArt command allows you to choose and insert a SmartArt graphic. These
types of graphics are pre-configured and are typically used to graphically represent
text-based content, such as flowcharts and lists.

e Finally, the Screenshot drop-down command allows you to take a screenshot of any
open window or your desktop. This screenshot is then inserted into the current
worksheet.
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Inserting Shapes

To insert a shape into the current worksheet, first click Insert = Shapes:

AutoSave K) v

File Home

g

PivotTable Recommended Table
PivotTables

Tables

This dropdown command reveals that there are nine major categories in the Shapes menu:

< Book1 -

Page Layout Formulas Data Review

L_C‘) t(} Ea 75 SmartArt

@ i Screenshot v

Pictures Shapes Icons 3D

Models ~

Recently Used Shapes

ENNOOOALLIG
e\ { } %

Lines

NNNLLL22 3\6GE

Rectangles
Oooooaaonooa

Basic Shapes
EOANOOOOQOO®
@600@?&7#0@

(GIVARe(@™
CJ{} [ J{1

Block Arrows

Do letdLr

(I
€ ouvNnNDDDRLILMN
Ten

Equation Shapes
T=R-SA
Flowchart

Oo<ogO0fg0focoav
o0AdnN®® X ¢ AVAD
Qs o

Stars and Banners

A O R
ks [0

Callouts
QOO OO0 A4 ATAD
1404040

JAG

£ Search

B Get Add-ins E |:|]? %: EE: ”ﬂu": © E‘?]]

&) My Add-ins ~

i
Bing People | Recommended 4 . Maps PivotChart
Maps Graph Charts QDV |-_" v v

Add-ins Charts 5]

e Recently Used Shapes: Contains the most recently used shapes (up to the last 24).

e Lines: Create a variety of lines and plain arrows.

e Rectangles: Create a variety of rectangular shapes.

e Basic Shapes: Create basic shapes, such as circles and triangles. Fun shapes such as

smiley faces are also included here.

e Block Arrows: Create block-style arrows and lines.

e Equation Shapes: Create mathematical shapes.
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¢ Flowchart: Create shapes used in flowcharts, such as decision points and terminators.
e Stars and Banners: Offers 20 different types of these shapes.

e Callouts: Annotate other drawings and images.

Once you decide on the shape that you would like to insert, click on its listing in the drop-
down menu. This action causes your cursor to change into a crosshair. You can then click
once to add the shape using its default dimensions or click and drag over the worksheet

area to add it using custom dimensions of your own selection:

A | 8 ¢ D | E | F | G | H | 1

J
I

=[S [P |® N[ ™ TN

=

Upon releasing your mouse button, the shape now appears on the worksheet. You can then

manipulate and work with it as you would any other object in Excel:

A | B | C | D | E | F | G | H | |

ol K ol il il el Bl el el [ N
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Inserting WordArt

WordArt is special text that you can add to your workbook that includes decorative flair
such as drop-shadows and other accents. To insert WordArt into the current worksheet,
click Insert - WordArt - [WordArt Style]:

Za|lmQ
ignature Object | Equation Symbol

A4
A
A
A
A

The WordArt is then added in its own text box using the style that you selected:

=

mmmmmmmmmm

A A A A
A A

A
A A
A A A

You can then move this text around on the current worksheet in the same manner as you
would move any other object in Excel.
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Inserting Text Boxes

As the name suggests, text boxes are simply boxes that you can add to a worksheet that are
used to display text without having to embed that text directly within a cell. This provides
some added flexibility when designing your worksheets and it is commonly used to add

additional information without interfering with the data.

To insert a text box into a worksheet, click Insert - Text Box:

Auosave @00 [F] D~ B Search
sert  Page Layout  Form Data

B e
B Q2 [w

Pictures Shapes Icons

4 share & Comments

. e i1:S | B R B 4 xal TTQ

Maps Y Slicer Timeline Link Text  Header WordArt Signature Object | Equation Symbol
Map~ - Sorprooter - Line~ -

Models ~

This action changes the shape of your cursor. Use your cursor to draw the text box on the

current worksheet through the click and drag method:

Upon releasing your mouse button, the new text box is added and selected. Inside this text

box, you can immediately begin adding any text that you want included:
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Inserting Images

Images are able to be inserted into your workbooks from your computer or from online

sources. To insert images from your computer, first click Insert - Pictures - This Device:

Bookl - Excel

|

AutoSave )

File Home Insert Page Layout Formulas Data Review View Help Shape Format

D E:’P E |-_C1) t,&j} @ et F Get Add-ins E

2
@ Screenshot v

Recommended Pictures Shapes Icons 3D : Bing People
My Add- v
PivotTables v v Models ¥ 6) y Add-ins Maps Graph
Tables ons Add-ins

Insert Picture From
F3 This Device... h
Fal Stock Images...

F& Online Pictures...

This action displays the Insert Picture dialog box. Use its controls to browse to the location
on your computer where the image that you would like to insert is located. Click to select

the image and then click Insert:

B3 Insert Picture X
<« R > ThisPC > Pictures > Saved Pictures v 0 O Search Saved Pictures
Organize v New folder = v [l o
~
@ OneDrive
[ This PC [
5o H - $
[ Desktop
. img100.jpg img101.png img102,jpg img103.png img104.jpg img105.jpg
| Documents
& Downloads
D Music
| Pictures
Camera Roll
ControlCenter«
Saved Pictures
B videos
‘e Local Disk (C:)
%@‘ Lenovo_Recover o,
File name: |img100.,jpg vl All Pictures (*.emf;*.wmf;*,jpg;* v
Tools ~ Cancel
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The picture is then inserted into your worksheet where you can move and resize it like any

other object in Excel:

To insert an online picture, click Insert = Pictures - Online Pictures:

Book1 - Excel

<l

AutoSave ") v

File Home Insert Page Layout Formulas Data

0 - l-_é Cb} @ B St Y Get Add-ins E

Review View Help Picture Format

I !
Recomm?nded Pictures Shapes Icons 3D f@; Screenshot ¥ : Bing People
PivotTables v v Models ~ O() My Add-ins Maps Graph
Tables Insert Picture From 20 Add-ins
FS This Device...

Fal Stock Images...

P& Online Pictures... b
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This action displays the Online Pictures dialog box. Listed inside you will see the option to
search the web for images using Bing. You will likely also see an image library, which is

searchable by category, as well as a link to your OneDrive account:

Online Pictures

©
®

P Search Bing

Powered by [» Bin

Bmhday Cake

)
Beach

¥l 2
Family Food
yeol
Frlends Graduatmn House

To use the Bing image search functionality, type keywords into the provided text box and
press Enter. Results from you search are displayed. Click to select the result that you would
like to add to the current worksheet and then click Insert:

Online Pictures

&« P Meeting

Powered by |» Bing

v 4 Creative Commons only

SRS I ‘

You are responsible for respecting others' rights, including copyright. Learn more here
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The selected image is then inserted into the current worksheet. You can then work with this

image in the same way you would work with any other graphical object in Excel:

O
This Photo by Unknown Author is licensed
under CC BY

O
O
(@
O

O

The Picture Format Contextual Tab

The Picture Format contextual tab is displayed whenever a graphical object that is
considered a picture is selected. This tab displays many of the tools and commands that you

will need to format and edit a picture in Excel:

Eic
—pEpEoEE -

This tab contains the following groups:

e The Adjust group contains image editing tools, including options to remove the
background and touch up the picture.

e The Picture Styles group contains pre-configured styles that you can apply to an
image, as well as menus to customize the border, layout, and effects applied to the
image.

e The Arrange group allows you to manage the position of images.

e The Size group gives you control over the height and width of the image.
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The Shape Format Contextual Tab

The Shape Format contextual tab is displayed whenever a graphical object that is
considered a drawing (such as a shape) is selected. This tab displays many of the tools and

commands that you will need to format and edit a drawing in Excel:

lp  Shape Format

aeboan:

. >
H

25
>

e { I %
This tab contains five groups with commands that can be used to edit drawings in some
way:

e The Insert Shapes group allows you to insert more shapes into the current
worksheet, as well as insert text boxes and change the type of shape.

e The Shape Styles group includes a gallery that contains a variety of pre-configured
styles from which you can choose. You can also customize the fill, outline, and effects
of a selected shape.

e The WordArt Styles group also contains a gallery, but this one includes a variety of
WordArt styles that can be added to drawings. You can also customize the fill,
outline, and effects of the WordArt.

e The Arrange group allows you to adjust how objects are placed on a worksheet and
the order in which they appear if they overlap.

e Finally, the Size group includes two increment boxes that are used to change the
width and height of a selected object.

The SmartArt Contextual Tabs

The SmartArt contextual tab set is displayed whenever a SmartArt graphic is selected. This
contextual tab set consists of two tabs: SmartArt Design and Format.

The SmartArt Design Tab

The SmartArt Design tab is comprised of four groups that contain commands to change the

structure of SmartArt graphics, apply styles, and more:

y

]
[
T
T
n
‘
m
N
T
[ [ |

Create Graphic
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Let’s look at each of these groups:

The first group on the SmartArt Design tab is the Create Graphic group. This is where
you will find commands to add SmartArt shapes and text to the selected SmartArt
graphic. Additionally, this group also contains commands to position the selected
SmartArt graphic in the hierarchy of other SmartArt graphics.

The Layouts group contains a gallery of possible layout options from which you can
choose and then apply.

The SmartArt Styles group contains a gallery with styles to change the color scheme
and effects of the selected SmartArt graphic. You can also change the overall color
scheme from this group.

Finally, the commands inside the Reset group are used to remove customization from
the selected graphic, as well as convert SmartArt graphics into basic Excel shapes.

The Format Tab

The Format tab is comprised of five groups. Most of the commands on this tab are used to

customize individual shapes within a SmartArt graphic:

Let’s look at each of these groups:

The Shapes group contains commands to change the shape and size of individual
SmartArt shapes.

The Shape Styles group includes a gallery of styles that can be applied to a selected
SmartArt shape.

The WordArt Styles group also contains a gallery, but this is used to apply formatting
to text inside a SmartArt shape.

The Arrange group includes commands for customizing how shapes are arranged and
placed on the worksheet.

The Size group contains increment controls to change the size of the selected
SmartArt shape.
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Activity 6-1: Inserting Graphical Objects

To add visual flair to one of your workbooks, you would like to insert a few graphical

objects.

1. To begin, open Activity 6-1 from your Exercise Files folder:
N, Activity 6-1.xlsx

X Microsoft Excel Worksheet
15.5 KB

2. Llet’s start by inserting some online pictures. Click Insert = Pictures = Online

Pictures:

AutoSave (@ off) Dy Qv Q = Activity 6-1xlsx ~

File Home Insert Page Layout Formulas Data Review View Help

@ @ |__<‘) TO @ P ST B Get Add-ins E

@+ Screenshot v

PivotTable Recommended Table Pictures Shapes Icons 3D - Bing People
My Add- v
PivotTables v v Models v 6) v e Maps Graph
Tables Insert Picture From ons Add-ins
FS This Device...

Fal Stock Images...

Fé Online Pictures... h

3. The Insert Pictures dialog box is now displayed:

Online Pictures

\ |

ered by |» Bing

Baseball

Bifthday Cake Coffee

Flowers

:
87 W Ice i
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4. Click inside the search text box and type “Calculator.” Execute the search by

pressing Enter:

Online Pictures

| Calculato] e

Powered by |» Bing

o

Airplafié

=3 OneDnve

5. The results from the search are now displayed. Click any result that you like, then

click Insert:

i

Animals

Famlly

Pl o Fel ol
Autumn Background Balloons Baseball

Bmhday z - -

gel
Flreworks Fish

yol
Celebration

0

Flower

pol
Coffee

5
Flowers

3¢
n

Online Pictures

€| P calculator

Powered by |» Bing

v
¥ @ Creative Commons only

Cancel
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6. The selected Clip Art is placed on the current worksheet:

AutoSave (@ off) = Activity 6-1xlsx ~ P Searct
File Home Insert Page Layout Formulas Data Review View Help Shape Format Picture Format

8 | B A @ Horwere

3 Change Picture ~
Corrections Color Artistic Transparency@ angeFicture

v v Effects~ ~ £ Reset Picture ~

Adjust

r~= |[r~=

= = E =2 = =

7. If necessary, click and drag the top right-hand corner handle of the image to make
the image about the same size as the example shown below:

A B c D E

F G H |

Daily Sales & Bonus Payout

1

2

3

4 First Name Last Name D Daily Sales Bonus
5 |Jackie  ‘Wiliamson Jackie_Wiliamson $ 6,785.14 $50.00
6 |Lucas Bressan Lucas_Bressan  $ 4,687.50 $50.00
7 |Stanley  Prestwick  Stanley_Prestwick $ 7,478.96 $50.00
8 | Jemy Harrison Jerry_Harrison $ 168347 ¢ -
9 Leah Thompson Leah_Thompson $ 5,478.45 $50.00
10 |Jackie  ‘Wiliamson Jackie_Wiliamson $ 7,600.00 $50.00

Daily Bonus AmouDaily Goals
$ 50.00 $ 2,500.00

Row Labll Sum of Daily Sz Sum of Bo

Bressan $ 3456337 ¢ 300.00

Harrison $ 28677358 ¢ 150.00
Prestwick ~ $ 3540343 ¢ 250.00
Thompson  $ 3725531 ¢ 250.00
Wiliamson  $  55,850.75 $ 400.00

Grand Tota_$ 191,750.22 #3383

Ml |Lucas Bressan Lucas_Bressan ¢ 5683.00 $50.00

12 |Stanley  Prestwick Slanley_Preslw'Ek $ 2,346.87 ¢ -
13 | Jerry Harrison Jerry_Harrison

14 Leah Thompson  Leah_Thompson
15 | Jackie Wiliamson  Jackie_Williamsc

16 |Lucas Bressan Lucas_Bressan
17 |Stanley  Prestwick  Stanley_Prestwi
18 | Jerry Harrison Jerry_Harrison

19 |Leah Thompson  Leah_Thompson
20 | Jackie Wiliamson  Jackie_Williamsc

21 |Lucas Bressan Lucas_Bressan
22 |Stanley  Prestwick  Stanley_Prestwi
23 |Jerry Harrison Jerry_Harrison

24 |Leah Thompson  Leah_Thompson
25 | Jackie Wiliamson  Jackie_Williamsc

26 |Lucas Bressan Lucas_Bressan
27 |Stanley  Prestwick  Stanley_Prestwi
28 |Jemry Harrison Jerry_Harrison

29 |Leah Thompson  Leah_Thompso

3 Lucas Bressan Lucas_Bressari-) 2
32 |Stanley  Prestwick  Stanley_Prestwick $ 5,478.45 $50.00

30 |Jackie  ‘Wiliamson  Jackie_Williamsgn cRARG. 96 #5000
3 4 —O

licensed under CCBY.5A

| Sheet1 @
|_sheet1 |

(You may be able to skip this step if you picked a small image.)

© 2005-2022 Velsoft Training Materials Inc.

296



Microsoft 365 Excel: Part 2

8. Now, click and drag the image so that it appears just under the existing PivotTable

A B c D E F G H I J
1 Dally Sales & Bonus Payout Daily Bonus AmouDaily Goals
2 $ 50.00 # 2,500.00
3
4 First Name Last Name 1D Daily Sales Bonus
§ |Jackie  ‘iliamson Jackie_Wiliamson $ 6,785.14 $50.00 Bressan $ 3456337 ¢ 300.00
6 |Lucas  Bressan Lucas_Bressan  $ 4,687.50 $50.00 Harrison $ 28677358 $ 150.00
7 Stanley Prestwick  Stanley_Prestwick $ 7,478.96 $50.00 Prestwick $ 3540343 $ 250.00
8 |Jemy Harrison Jerry_Harrison $ 168347 & - Thompson  $ 37,255.31 ¢ 250.00
9 Leah Thompson  Leah_Thompson $ 547345 $50.00 Williamson  $ 5@‘ .75 ¢ 400.00
10 |Jackie  ‘Wiliamson  Jackie_\Wiliamson $ 7,600.00 $50.00 Grand Tota_$ 191.750.22 #3338
fl|Lucas Bressan Lucas_Bressan  $ 5,683.00 $50.00 o o
12 |Stanley  Prestwick  Stanley_Prestwick $ 2,346.87 ¢ -
13 | Jery Harrison Jerry_Harrison $ 168700 & -
14 |Leah Thompson  Leah_Thompson $ 3,874, $50.00
15 |Jackie  ‘Wiliamson Jackie_\Wiliamson $ 8,773.;h?$\
16 |Lucas Bressan Lucas_Bressan  $ 7,835.87 $50.00
17 |Stanley  Prestwick  Stanley_Prestwick $ 6,838.05 $50.00
18 | Jerry Harrison Jerry_Harrison $ 5,960.23 $50.00
19 |Leah Thompson Leah_Thompson $ 5,022.41 $50.00
20 |Jackie  ‘Wiliamson  Jackie_\Wiliamson $ 4,084.53 $50.00
21 |Lucas Bressan Lucas_Bressan  $ 3,46.77 $50.00
22 |Stanley  Prestwick  Stanley_Prestwick $ 2,208.96 $ -
23 |Jemy Harrison Jerry_Harrison $ 127114 ¢ -
24 |Leszh Thompson Leah_Thompson $ 33332 % -
25 |Jackie  ‘Wiliamson  Jackie_\Wiliamson $ 5,022.41 $50.00
26 |Lucas Bressan Lucas_Bressan ¢ 4,084.59 $50.00
27 |Stanley  Prestwick  Stanley_Prestwick $ 3,146.77 $50.00
28 |Jemy Harrison Jerry_Harrison $ 220896 ¢ - A O
29 |Leah Thompson Leah_Thompson $ 127114 $ - This Phato by Unknown Authar is licensed under CC BY-5A g
30 |Jackie  ‘Wiliamson  Jackie_\Wiliamson $ 7.475.96 $50.00 e
31 |Lucas Bressan Lucas_Bressan ¢ 168347 $ -
32 |Stanley  Prestwick  Stanley_Prestwick $ 5,478.45 $50.00

Sheet1 ®
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9. Now, you just need to add a small shape to the title. Click Insert >

Shapes - 5-Point Star:

AutoSave (@ of) Do @e @ = Activity 6-1.xlsx ~

10| Jackie Williamson  Jackie_\Wiliamson $ 7.1 HO A B U A 0 O O @ @ @ 12 BREEEER

1l |Lucas Bressan Lucas_Bressan  $ 51

12 Stanley Prestwick  Stanley_Prestwick $ 2.1 @ 6 O O @ IF EI V '{v‘;‘ O @ @ Q
6;30 REC3BN

1 |Jemy  Hamison  Jemy Hamison  $ 11

# |Lesh  Thompson Leah Thompson $ [ O@® ~[J
B |Jackie Willamson Jackie_Willamson $ 8( ] {} [ ] {

% |Lucas  Bressan  Lucas_Bressan $ i "@

17 Stanley  Prestwick  Stanley_Prestwick $ 6,1 f /{)

18 | Jerry Harison  Jemy_Hamison ¢ 5: Block Arrows

19 |Lesh  Thompson Leah Thompson $ 5,

20 [dackie  willameon  Jackie_wiliamson ¢ 41> DT 0 & § LR ST o
2 |Lucas  Bressan  Lucas Bressan ¢ 3,6 O WD DD D[BLI]Y

22 Stanley Prestwick  Stanley_Prestwick $ 2.

23 |Jeny  Harison  Jemy_Harison {I” on

2 |Leah  Thompson Leah_Thompson s

25 |Jackie  Willamson  Jackie_wilamson $ §, Equation Shapes

2 |Lucas  Bressan  Lucas Bressan  § 41

27 |Stanley  Prestwick  Stanley_Prestwick $ 3, =88R

28 |Jeny  Harison  Jemy Harison & 2. - .
29 |Leah  Thompson Leah Thompson & 1 Flowchart G under ceavsa g

30 |Jackie  Wiliamson  Jackie_Wiliamson $ 7.

3 |Lucas Bressan  Lucas Bressan 8 11O J[HUTUTO0OOT
%2 |Stanley  Prestick  Starley_Preswick ¢ 5:0) [J (JIAR D X & AV D

File Home Insert Page Layout Formulas Data Review View Help Shape Format
SmartArt . v -
5 | @ O 2 [swes DE a-@-
R ded Pictures Shapes | e Bing Peopl “ iy~
ecommendex ictures Shapes Icons My Add-ins ~ Bing People a .
PivotTables v v Models v I My Add-ins Maps Graph D [~
Tables Recently Used Shapes Add-ins Charts
- £ | ANNOOCOALL2UG
AZ3RNANR N I 14
A B c [ | 4K 0 3
1 |Daily Sales & Bonus Payout  Lines \ouDaily Goals
2 | 30 $ 2,500.00
o] NNNLLL22 3N\GE
4 First Name Last Name D Daily
5 |Jackie ‘iliamson Jackie_Wiliamson $ 6, Rectangles 37 0§ 30000
6 |Lucas  Bressan  Lucas Bressan  $ 4 3B ¢ 150.00
7 |Stanley Prestwick  Stanley_Prestwick $ 7 OoDooonOooa 43 ¢ 250.00
8 |Jeny  Hamison  Jemy Hamison  $ 1) 31 ¢ 250.00
8 |Lesh  Thompson Leah Thompson $ 5:  Basic Shapes 75 ¢ 400.00

[shett | ® Q200

al

Stars and Banners
4 ﬁ&?ﬁ-@-@ G
£k TF £ [im] N

Callouts
OO OO0
di40A4A0d0

the star shape is roughly the same height as row 1:

A B 1 C

10. Your cursor turns into a crosshair. Just to the right of the title, click and drag until

L D
Daily !}ales & Bonus Payout 7}]_

First Name Last Name ID Daily Sales
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11. Release your mouse button to add the shape. Click on a blank area of the
worksheet to deselect the new shape. The worksheet now looks similar to this:

o e . 3 H 1 ) K L ™ N ° 3 a R s T v v w x s

Daily Bonus Amount_Daily Goals

B 5000 § 250000
Dalysales  Bonus ke Su

675514 S 50.00 e s

455750 $ 5000 H s memas s

747836 S 50.00 s asamas s 25000

168947 5 - A s masal s 25000 1

54745 S 50.00 s ss07s s a0

760000 S 50.00 GrandTotal _§ 10175022 5 1,350.00

5689.00 S 50.00
234687 S -
168700 S
987445 S 50.00
877268 S 50.00
782587 $ 5000
6898.05 S 50.00
596023 S 50.00
s02.41 S 50.00
408453 $ 5000
318677 $ 50.00
22085 § -
FEETIPINN
ma s -
50241 S 50.00
408459 $ 5000
314677 S 50.00
220895 S
12714 5 s Photo by Unkcnoum Authr s censed uncer CCBYSA
7478.95 | $ 50.00

12. Save the current workbook as Activity 6-1 Complete and then close Microsoft 365
Excel to complete this exercise.
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TOPIC B: Layer and Group Graphical Objects

Once you have added graphical objects to a worksheet, it is important to know how to
organize their positioning in relation to one another. Using layers, you can choose which
object overlaps another, while grouping allows you to group multiple graphical objects
together so that you can adjust their properties all at the same time. In this topic, you will

learn all about layering and grouping graphical objects in Microsoft 365 Excel.

Topic Objectives

In this session, you will learn:

e About layering objects
e About grouping objects

e About positioning objects
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Layering Objects

When a graphical object is added to a worksheet, it is added to its own layer so that it can
overlap any existing objects. You can manipulate a layer and how it interacts with others by
moving it forward or backward in the stack of layers — just like moving the top-most card in
a deck below the next and vice-versa. To do this, first click to select the object that you

would like to work with and then click Picture Format (or Drawing Format) = Bring

Forward or Send Backward:

File Home Insert Page Layout Formulas Data Review View Help Picture Format

& Compress Pictures Z picture Border ~ [_A—| 1 [ L] Boign~
. I EEZZZEEECER e P2 DIES
, 5 Change Picture E = E M g icture Effects At Bing  Send [Selection

{QReset Picture ~ G Picture Layout ~ Text | Forward v Backward~| Pane ZARotate~

Picture Styles 5| Accessibility. Arrange

If you would instead like to move a selected graphical object to the bottom or top of the
stack of layers, the Bring Forward -» Bring to Front, or Send Backward - Send to Back

commands can be used:

view View Help Picture Format

Z Picture Border v 5 l 2 [] [Esaignv
ZoEpzEz=oE=oaEm: s =X
-l |l @ - ol o == @ o~ & Picture Effects I Bring o =)

| & picture Layout v Text | Forward Backward [\ Pane ZdRotate -
Picture Styles 15| Accessibility [0} Send Backward

D8 SendtoBack - fm—
Alternatively, you can view and interact with the various graphical objects that exist on

layers within the worksheet by opening the Selection task pane. To do this, click Picture
Format (or Shape Format) - Selection Pane:

view View Help Picture Format

Z Picture Border ¥ 3 D [__1 Y [B= Align ~
o [re= -l o @@ ; EE.: ] [0 P -
ad | ad E i o ot & Picture Effects I Bring Rl i

%1 & Picture Layout v Text Forward ~ Backward v | Pane | 24 Rotate

Picture Styles ! Accessibility Arrange
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This Selection task pane lists all of the graphical objects that exist on the current worksheet

and how they are currently arranged:

Selection e

Show All Hide All PN IEY;
Picture 4 )
Rectangle: Rounded Corners 1 o

If you would like to change how these objects are arranged, click and drag them around in

this list to shift their location:

Selection Vo

Show All Hide All A~
Picture 4 o)
Rectangle: Round orners 1 o
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Grouping Objects

If you would like to work with multiple objects as a group, such as moving them all at the
same time, you can group them together. To do this, select each graphical object that you
would like to group (hold the Ctrl key while clicking on each object). Next, click Picture

Format (or Shape Format) - Group - Group:

AutoSave (@ o) ) < - P Search Jane Gibson
Fle  Home Insert  Pagelayout  Formulas  Data  Review View  Help  ShapeFormat  Graphics Format
X Edit Shape ~ - ~| £ Shape Fill ¥ A Text Fill 7 ! B - -

EN\\OOO ape - L2 ShapeFil A TextFi k\_‘g 0 FE\ EE = Aign DHeight
AL LD G Eeto Abc [ ~| 2 shape Outline ~ A A /A ] Ateoutine- S oy
e~ o } %= < 5 /W= Alt Bring Send  Selection *= e

@ shape Effects ~ ATextffects> | Tt | Forward v Backward~ | Pane | [ Group

Arr: ize

Insert Shapes Shape Styles [l WordArt Styles il Accessibility

Once two or more graphical objects are grouped together, any changes made to the group

are applied to all of its members — including size, position, and more:

A B C D E F
1 A4 A4 A4
2
: 0
4
5
6 O O O
7 Acme Widgets Co. Global Sales
8
g | Quarter Global Sales Outside of USA
10 Q1 ) 75,000,000.00 32%
11 Q2 ) 61,000,000.00 28%
12 Q3 ) 56,000,000.00 21%
13 Q4 ) 83,000,000.00 35%
14

To ungroup any objects that have been grouped together, first click to select the group and

then click Picture Format (or Shape Format) - Group - Ungroup:

AutoSave (@ of) B < - P Search Jane Gibson

Fle  Home Insert  Pagelayout Formulas  Data  Review View Help  Shape Format  Graphics Format

EN N\ OO D - X Edit Shape pr— ~| £ shapeFill ~ A TextFill v R B L] [Boaign- TDHei . n

H [ Height: 1 H

AR e BOCDBB = A A A B 00 EIEE

e~~{ } %~ =] @ Shape fects « S Fa . £ Eesdicy Twidth: 106 0
\ pe Effects Text Effects Text Panell =

5 &

Insert Shapes Shape Styles S WordArt styles 5| Accessibility Armange } size

o gngmu;k

After ungrouping a group, you can quickly reform it by selecting one of the objects that was
a member of the previous group and clicking Picture Format (or Shape Format) - Group >

Regroup.
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Positioning Objects

Objects can be positioned in relation to the grid of the worksheet, as well as in relation to
other shapes that appear on it. You can enable either of these options by clicking Picture
Format - Align - Snap to Grid (or Snap to Shape) while the object that you would like to

work with is selected:

£ Search

Picture Format

-1

[

To align objects in relation to themselves, select the objects you wish to align, then click

Shape Format - Align, then select from the available options:

out  Formulas Data  Review  View Help  Shape Format  Graphics Format
PR < Shape Fill ~ A Text Fill v W D F Iy| B> Align ~ Tl Heiaht:
‘ Abe ‘ v ave || anc ‘ v Abc | <] 2 shape Outline A A B\ [~] & Text Outine ~ =] ull 0O o B AignLett
_J 5 a\ Alt Bring Send  Selection = Alignle
@ Shape Effects ~ A Text Effects Text ward « Backward > Pane |[" &) gl
Shape Styles = ‘WordArt Styles 5| Accessibility Arrange =| Al Righ ~
5| Align Right
T Align Top
c D 3 F G H J K L M N o P Q R S | o} AlignMiddle w

ol Align Bottom

Snap to Grid

sales .
O Snapto Shape

stside of USA [ View Gridiines
32%
28%
21%
35%

In this example, selecting Align Center aligns the two shapes horizontally, then repeating
the process and selecting Align Middle, aligns the shapes vertically, centering one over the

other:
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Activity 6-2: Layering and Grouping Shapes

The workbook that you have been working on includes multiple shapes. You would like to

arrange how these objects are layered, as well as group them together.

1. To begin, open Activity 6-2 from your Exercise Files folder:

N Activity 6-2.xlsx
X Microsoft Excel Worksheet
165 KB

2.  First, you need to move the star shape so that it appears in front of the calculator
drawing. Click to select the calculator image and then click Picture Format - Send
Backward - Send to Back:
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3. The star shape layer now appears above the calculator drawing:

Williamson S 55,850.75 S 400.00
Grand Total $ 191,750.22 $ 1,350.00
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4. While holding down the Ctrl key, click to select both the calculator drawing and
the star shape:

N - oy v
Thompson S 37,255.31 S 250.00
Williamson S 55,850.75 . $ 400.00
Grand Total  $ 19,5022 | §  1,350.00

O
0
O O O

5. Click Picture Format - Group - Group:

P Search
view  View Help  ShapeFormat Picture Format 1% Share 3 Comme
Z Picture Border v R [B= Align ~ A
TS OEE O Eiaee 2 D0 O Tl
= St Alt Bring d  Selection == 0P gt
Text | Forward At

Se
ard v Backward~  Pane | [B] Group' -
Picture Styles ! Accessibility Armange e & Size ]
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6. The two graphical objects are now grouped together. Click and drag this group so
that it is placed to the right of the table:

o 3 3 3 H ' ] 3 L [ N ° 3 Q R s T v v w X [=

A 5 c
Daily Sales & Bonus Payout

DailySales  Bonus
678514 3 50.00
469750 50.00

156237 $
867738 $
3540343 25000
375531 25000
5585075 $  400.00
10175022 § 135000

7. Save the current workbook as Activity 6-2 Complete and then close Microsoft 365
Excel to complete this exercise.
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TOPIC C: Incorporate SmartArt

SmartArt combines text-based information with graphics to create a more appearance-
driven look. Using Excel’s tools, you will be able to create SmartArt that can be used
enhance the presentation of your text-based information. During this topic, you will learn

how to insert SmartArt into your workbooks, and how to customize it.

Topic Objectives

In this session, you will learn:

e About SmartArt graphics
e About the Choose a SmartArt Graphic dialog box

e About the Text pane
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About SmartArt

SmartArt graphics are used to visually represent text-based content. A great example of this
is a flowchart or hierarchy diagram. While you can describe these things, it is much more
intuitive to the reader to see a graphic that describes and separates each step. Just like
other graphical objects, SmartArt graphics are individual objects on a worksheet that can be
moved and modified as group when needed. Some of these changes are made using the
sizing handles (1). The Text Pane (3) allows you to quickly add text. This pane is toggled by
clicking the arrow button (2) that appears on the left side of a SmartArt object:

Type your text here X

o [Text]
o [Text]
o [Text]
o [Text]
o [Text]

©

Basic Cycle... ‘
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The Choose a SmartArt Graphic Dialog Box

To insert SmartArt into a worksheet, click Insert = SmartArt:

Book1.xlsx ~

|

AutoSave D)

File Home Insert Page Layout Formulas Data Review View Help SmartArt Design

D @ i '-_(I) t& @ ESNM“& EH Get Add-ins E

@ Screensh

Recommended Pictures Shapes Icons - Bing People
My Add- v
PivotTables v v Modelsv 6) v e Maps Graph
Tables lllustrations Add-ins

This action displays the Choose a SmartArt Graphic dialog box:

Choose a SmartArt Graphic ? X
"~

3 Al |

8= List e
¥ Process - -
‘tn: Cycle ’ a
sk Hierarchy s -
Bg Relationship

gﬁ Matrix ‘ - i
é Pyramid Basic Cycle
Picture Use to represent a continuing sequence
@ Office.com Cycle of stages, tasks, or events in a circular

flow. Emphasizes the stages or steps
rather than the connecting arrows or
3 TN AN flow. Works best with Level 1 text only.

The Choose a SmartArt Graphic dialog box is divided into several categories of graphics,
each of which is displayed in a panel on the left. Here is an overview of each of these

categories.
e The List category is used to create bulleted lists with some visual flair

e The Process category is used to illustrate information in sequential order, such as a
series of steps to complete a task

e The Cycle category is intended to illustrate continuous processes

e The Hierarchy category will display the steps in a process or the people in an
organizational chart
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e The Relationship category is used to show how elements can connect to each other
e The Matrix category is used to show how elements in a system relate to it

e The Pyramid category is used to create diagrams that display how elements of
varying importance, size, or power relate proportionally to each other

e The Picture category is used to create diagrams that display content using a
combination of text and graphics

e The Office.com category displays additional layouts that are available on Office.com.

Clicking on these categories changes which type of SmartArt layouts are displayed in the
middle pane. Clicking the thumbnail for a SmartArt graphic displays a preview for that
graphic as well as a brief description for it. With the thumbnail still selected, click OK to

insert this graphic.

About the Text Pane

When you first insert SmartArt into a worksheet, the Text pane is displayed beside it:

Type your text here X Q 0

* [Text]
* [Text]
* [Text]
® [Text]
* [Text]

l Basic Cycle... I @ @
o 1% ©

Using this pane, you are able to enter text into the SmartArt graphic. While you are still able

to enter text directly into the graphic by clicking on the placeholder text and typing over it,

the Text pane offers broader control.

For example, if you are working with bulleted lists, the Text pane gives you a clear indication
where you are inserting text in relation to the other bullet points. Additionally, because

each bullet point represents a graphic, adding new graphics is usually as simple as adding
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another bullet point inside the Text pane. (However, note that not all SmartArt graphics
work this way. Depending upon exactly which SmartArt graphic that you are working with,

adding new bullet points may just add a bullet point to the text within the shape.)
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Activity 6-3: Incorporating SmartArt

You need to create a simple SmartArt graphic that lists all of the sales associates in your

department.

1.

2.

To begin, open Activity 6-3 from your Exercise Files folder:

I Activity 6-3.xlsx
X Microsoft Excel Worksheet
7.73KB

Click Insert = SmartArt:

AutoSave K)v Q‘v Q' < Activity 6-3.xlsx ~

File Home Insert Page Layout Formulas Data Review View Help

Ezr} @ l__(b % @ );‘::'S"’a'm"kv B Get Add-ins E

@ Screensh

PivotTable Recommended Table Pictures Shapes Icons 3D - Bing People
My Add- =
PivotTables v v Models ~ O/J v n Maps Graph
Tables Illustrations Add-ins

The Choose a SmartArt Graphic dialog box is now displayed. Ensure that either the
All or List category has been chosen and then ensure that the Basic Block List
graphic has been selected. Click OK:

Choose a SmartArt Graphic ? X
List A
% All
e EE| oo @m —— —
- EE| 8 =5 =
B | o0 D@ =
¢ Cycle _ o
d%h Hierarchy  — = :% % -
— = E
E Relationship
==
Matrix =- FEE =—r— =
= N
Pyramid o o
é yrem o Basic Block List
@ Picture \31 ~eo—o- Q- 0- - Use to show non-sequential or grouped
. e-e-0- §-6@-@
@ Office.com Q = B _—_— | | blocks of information. Maximizes both
' horizontal and vertical display space for
— shapes.
elgle| B20 gg
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4. The SmartArt graphic is now placed on the current worksheet:

Type your text here X

. EIEED

O
9,

Basic Block List...

5. Inside the Text pane, type “Williamson”:

O
19

O
\%

Type your text here X

o Williamson| — f—
o [Text]

* [ed] « Williamson ¢
o [Text]
* [Text]

Basic Block List...

(If you do not see the Text pane, click SmartArt Design - Text Pane.)

6. Click to select the next bullet point in the list. This time type “Bressan”:

Type your text here X
* Williamson
® Bressan 4—
® [Text]
* [Text]
® [Text] =
[Text] >

[TeXt]

Basic Block List...
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Repeat the above steps until the Text pane looks like the example shown here:

7.
/Type your text here X %
* Williamson
* Bressan
* Prestwick Bressan Prestwick
* Harrison
. Thompsonl
Harrison
Basic Block List... _

8.  With the SmartArt still selected, click SmartArt Design contextual tab, then hover
your mouse over the various styles in the SmartArt Styles group. Click the Polished
style:

T
Help SmartArt Design Format
T e=. Hm|m . O m O N E W 2D
T x| H L N O N EH N M C Reet comen
Colors v N Graphic to Shapes
SmartArt Styles Reset
1 J K L M | N

P | @ | R | s | T | U | v | W | X | ¥
I

.o
[ Type your text here x |
* Williamson
* Bressan
* Prestwick Bressan
* Hariison
<

* Thompson
Harrison Thompson |

Basic Block List...
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Now click SmartArt Design - Change Colors -» Colorful — Accent Colors:

£ Search

Help SmartArt Design Format

Primary Theme Colors
-
L
[

Colorful

-
1 |
--h

Accent 1

Basic |

[ ||
[ | |
[ | |
L]

o A
=
= GO
Reset Convert
Graphic to Shapes

[ 1)
J

al<]

Reset

Bressan

ﬂ

10. Save the current workbook as Activity 6-3 Complete and then close Microsoft 365

Excel to complete this exercise.
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Summary

This lesson showed how graphical objects can be used to enhance the appearance of your
workbooks. You learned how to insert different types of graphical objects into worksheets
as well as how to modify them to suit your needs. Additionally, you learned about SmartArt,

how it works, and how to add it to a worksheet.

Review Questions

1. What are the six types of graphical objects that can be inserted into Excel workbooks?
2. Are shapes considered pictures or drawings?

3. How do you open the Selection pane?

4. What are SmartArt graphics used for?

5. How do you open the Choose a SmartArt Graphic dialog box?
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LESSON 7:
ENHANCING WORKBOOKS

Lesson Objectives

In this lesson you will learn how to:
e Customize workbooks
e Manage themes
e Protect files

e Prepare a workbook for audiences
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TOPIC A: Customize Workbooks

Your workbooks can be customized in a number of different ways. In this topic, we will
focus on customization through the addition of notes, comments, watermarks, and

background pictures.

Topic Objectives

In this session, you will learn:

e About notes and comments
e About watermarks

e About background pictures
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Notes and Comments

The information and analysis contained in Excel workbooks is often meant to be shared with
and used by individuals other than the author. Making sure that the information is clear and
easily understood by other users can often be challenging, especially when you are dealing
with large amounts of data and often complex analysis. Fortunately, Excel 365 provides two
ways to communicate additional information related to a specific cell in a spreadsheet,
helping you collaborate and eliminating confusion. Comments allow for a threaded
conversation about the data with multiple users, and Notes allow for making annotations,

which are typically used to add additional context to a cell.

Comments

To add a comment, first select the cell to which you would like to add the comment. Next,

click Review - New Comment:

AutoSave 9~ O = Bookl.xlsx + £ Search
File Home Insert Page Layout Formulas Data Review View Help
>*EBE B Lk O %K ‘ 11D B B B 2
EE 123 & P ax L o) 2} e Vs
Spelling Thesaurus Workbook Check Smart Translate New Show Notes Protect Protect Allow Edit Hide
Statistics Accessibility | Lookup Comme&t Comments = Sheet Workbook Ranges Ink ~

Proofing Accessibility Insights | Language Comments Notes Protect Ink
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This action creates a new comment dialog box and a violet comment indicator appears in
the upper right-hand corner of the currently selected cell. The new comment is labeled with
the current user’s name and the cell reference. To add text to the comment, type inside the

provided text area, then press the Post (=) icon:

A B C D E F
1
2 Acme Widgets Co. Glodal Sales
3
4 | Quarter Global Sales Outside of USA
s| @ [$ 75000000007

| . "

6 Q2 S 61,000,000.00 @ Jane Gibson BS
7 Q3 $  56,000,000.00
8| Q4 $  83,000,000.00 |lIsthisUS dollars?
9
10 “—
1
12

Once you are done, click anywhere outside of the comment dialog box to hide it. The violet

comment indicator remains visible:

A B C D E F
1
2 Acme Widgets Co. Globjl Sales
3 )
4 | Quarter Global Sales Outside of USA
5, Q $ 75000,000.00 " 32%
6 Q2 $  61,000,000.00 28%
7 Q3 $  56,000,000.00 21%
8 Q4 $  83,000,000.00 35%
9
10
1
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Other users can now respond to the comment by hovering the cursor over the commented

cell, selecting the reply field, then typing the comment, and pressing Post:

E

B5

A B C . D
1 =
2 Acme Widgets Co. Global Sales
3 4
4 | Quarter Global Sales Outside of USA
5 Q |$  75,000,000.00"
6 Q2 I S 61,000,000.00 @ Jane. Gibson
. Is this US dollars?
LA S 26,000,000,00 7/29/2020 11:28 AM
8 | Q4 ) 83,000,000.00
9 | Yes it is.
10
11| %
12
13

The comment now contains the response, including the user name, and the date and time

of the reply:
A B (& D E
1 —
2 |Acme Widgets Co. Global Sales
3 -
4 | Quarter Global Sales Outside of USA
s| a1 [s 75000000007 '
6 Q2 S 61,000,000.00 Jane. Gibson BS =*-
. Is this US dollars?
LA S 56,000,000.00 7/29/2020 11:28 AM
8 | Q4 S 83,000,000.00
9 @ John Smith
10 Yes it is.
11| 7/29/2020 12:14 PM
12|
13|
14 Reply...
15 |
16
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Clicking Review - Show Comments opens the Comments task pane on the right side of the

worksheet. It displays all of the comment threads in the worksheet. If a cell with a comment

is selected, that comment is highlighted by a violet bar to the left of the comment:

AutoSave (@ off) D~ v Booklxlsx ~ P Search Jane ) = u] X
File Home Insert Page Layout Formulas Data Review  View Help 15 Share  §2 Comments
abc F] [©) e +:] X ‘B IKd [V—_| [} |
v 123 Di axa H;I H/:I Ly:l Eﬁ E@ %/ ER /,,1;‘7/
Spelling Thesaurus Workbook Check Smart | Translate New Delete Previous Next | = Show Notes | Protect Protect Allow Edit Hide
Statistics | Accessibility | Lookup Comment Comment Commeift Comments v Sheet Workbook Ranges Ink ~
Proofing Accessibility | Insights | Language Comments Notes Protect Ink ~
85 v f< | 75000000 v
A B c D E F G H | K -
1 Comments v
2 |Acme Widgets Co. Global Sales
3 Jane Gibson BS
- Is this US dollars?
4 | Quarter Global Sales Outside of USA 7/29/2020 1125 AM
5| ai [$ 75000000007 z
6| Q@ $  61,000,000.00 28%
| . —_—
7| Q@ $  56,000,000.00 21% e John Smith
8, Q& $  83,000,000.00 35% Ves itis.
9 | 7/29/2020 12:14 PM
10
1|
12 ‘Replyu,
13|
14
=l @ Jane Gibson c7 e
b This seems low. Has it been checked?
17|
18] [Reply..,
19|
20
21| =
Sheet1 | Sheet3 ® < »
B H LI + 100%

To close a conversation, hover over the commented cell, select more actions {(...), then click

Resolve thread:

A B C D
1 .
2 Acme Widgets Co. Global Sales
3 -
4 | Quarter Global Sales Outside of USA
s| a1 [s  75000000.007 ,
6| Q S  61,000,000.00 @ oncGison
Is this US doll
i — Q3 S 26,000,000.00 7/29/2020 11:.
8| Q4 $  83,000,000.00
9 -
10 G John Smith
11 | Yes it is.
12A 7/29/2020 12:14 PM
13|
14
15 | I Reply...
16
17

Delete thread

Resolve thread h‘_
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Now, the violet indicator, and all of the comments in the thread, are grayed. You still have

the option to either reopen the thread, or delete the thread:

A B C D E F !
1 4
2 Acme Widgets Co. Global Sales
3
4 | Quarter Global Sales Outside of USA
s| a1 [s 75000000007 )
6| Q $ 61,000,000.00 \T] o - -
7 Q3 S 96,000,000.00 7/29/2020 11:28 AM
8 | Q4 ) 83,000,000.00
g
10< John Smith
n Yes it is.
12 | 7/29/2020 12:14 PM
13
14
15 | Reopen thread Delete thread
16
17

You can also delete a comment by clicking Review - Delete, clicking Delete thread in the
Comments task pane, or by right-clicking the commented cell and selecting Delete

Comment.

Notes

To add a note to a cell, first select the cell, then click Review - Notes - New Note:

AutoSave (@ 0ff) D~ = Bookl.xlsx ~ £ Ssearch Jane ) = - O X
File Home Insert Page Layout Formulas Data Review View Help 15 Share {3 Comments
s E B R|(L 80000 QDEERE D B K
N 123 & ax \j b v ] el E@ 4 [-—‘ 2z
Spelling Thesaurus Workbook Check Smart | Translate New Show Notes | Protect Protect Allow Edit Hide
Statistics | Accessibility | Lookup Comment Comments v Sheet Workbook Ranges Ink v
Proofing Accessibility | Insights | Language Comments 7 New Note t Ink ~
cs v £ | 32% [ v
A B C D E F G H 1| @ - | M | N o P -
1] O
2 |/Acme Widgets Co. Global Sales T Show All Notes
3
4 | Quarter Global Sales Outside of USA
s| a1 s 7500000000 32%
6 Q2 $ 61,000,000.00 28%
7, @ $ 56,000,000.00 21%
8 Q4 S 83,000,000.00 35%
9
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A new note is created, and a red note indicator appears in the upper right-hand corner of

the currently selected cell. The note is labeled with the current user’s name:

A ‘ B {& ‘ D ‘ E ‘ F
1 -
2 Acme Widgets Co. Global Sales
3 4
4 | Quarter Global Sales Outside of USA 5 Gibsoﬁ:
5 | Q1 S 75,000,000.00 32%
6 | Q2 S 61,000,000.00 28% O |
7 | Q3 S 56,000,000.00 21%
8 | Q4 S 83,000,000.00 35% O
9 4
10

To complete the note, type the desired information, then click outside of the cell. The note

is hidden but the red note indicator remains:

A | B C | o | E | °F
1 -

2 Acme Widgets Co. Global Sales

3 /

4 | Quarter Global Sales Outside of USA

5/ @ $  75000,000.00 32% )

6| Q $  61,000,000.00 28%

7| @ $  56,000,000.00 21%

8| Q4 $  83,000,000.00 35%

9

To show all notes on a worksheet, click Review - Notes - Show all Notes:

File Home Insert Page Layout Formulas Data Review View Help 15 Sha
CE B R | O %D 1 L LA BB B B | &
v EE 123 & ax v Hj L o) 8 ¥ E 2
Spelling Thesaurus Workbook Check Smart Translate New Show Notes | Protect Protect Allow Edit Hide
Statistics Accessibility | Lookup Comment Comments v Sheet Workbook Ranges Ink ~
Proofing Accessibility Insights | Language Comments D New Note t Ink

S Previous Note
E; Next Note
P

O

oJ

Show All Notes

Convert to Comments

Y
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All notes on the worksheet are displayed:

A A B A {& A D A E A F |
1 .|
2 Acme Widgets Co. Global Sales
3
4 | Quarter Global Sales Outside of USA ey
5, S 75,000,000.00 32% These include US
AnD/s fnrri-ories
6| @ 5 61,000,000.00 ,135ne Gibson:
7, Q3 S  56,000,000.00 |This was impacted by
g Q4 $ 83,000,000.00 |inventory write downs
9 -
10|
11
12

Clicking Review > Notes - Show all Notes again hides all notes on the worksheet.

Finally, you can convert all notes to comments by clicking Review - Notes - Convert to

Comments:
AutoSave D Qv Q = Bookl.xlsx + £ Search Jane el
File Home Insert Page Layout Formulas Data Review View Help 15 Sh:
CERE | O % O 12 BB B E .
v ] 123 s ax Y | v ] L ‘ — a) rZa == Ve
Spelling Thesaurus Workbook Check Smart Translate New Show Notes Protect Protect Allow Edit Hide
Statistics Accessibility | Lookup Comment Comments v Sheet Workbook Ranges Ink ~
Proofing Accessibility Insights | Language Comments D New Note t Ink

S Previous Note
ﬁ;l Next Note

3

[ Show All Notes

@ Convert to Comments N

You will receive a warning that converting notes to comments will remove any formatting or

images within the notes:

Microsoft Excel X

When converting notes to comments, any images and formatting inside them will be removed.

Do you want to convert all notes to comments?

Convert all notes | Cancel Help
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Watermarks

While Excel 365 does not include a direct way to create watermarks, there is a way that you
can add them, using WordArt. To do this, first insert WordArt by clicking Insert - WordArt
- [WordArt Style]:

AAAA

Next, type the text for the watermark:

0 R F S ——— O L S SRS y
o o
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With the WordArt selected, right-click and then click Format Shape:

- DRAFT

© 2005-2022 Velsoft Training Materials Inc.

4 & £

Style

A
[
i

@

©

Fill Outline

Cut

Copy

Paste Options:

s

Edit Text

Edit Points

Link >

Smart Lookup
Assign Macro...

Edit Alt Text...

Set as Default Shape
Size and Properties...

Format Shape... %
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The Format Shape task pane opens to the right of the worksheet. In the Text Fill & Text

Outline category of the Text Options section, adjust the Transparency slider:

Format Shape Vo

Shape Options  Text Options

A A (A

- @

4 Text Fill

No fill
® Solid fill
Gradient fill
Picture or texture fill

Pattern fill

Color 2 v

Transparency —h 85%

> Text Outline

You can also rotate the WordArt Shape by clicking and holding the rotation handle at the

top of the shape. Holding Ctrl while doing so will limit the adjustment to preset increments:
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The watermark is now ready, and you can reposition it as needed:

B BB EDe QR - OA| P 2920 [{ (d|zn=Bs|e| O 4 Za|nao
s - o | e 2 | e e e s o | et
Z A_cm_e Widgets Co. Global s;I;s
: Rl v
8 Q2 $61,000,000.00 28%
g o Cedmaghion |2t
:i \ Col 2
2 | sheeti | Sheet2 | Sheet3 @
Ready S ] m ) 100%
Background Pictures
To add design elements to your workbooks, you have the option to add background
pictures. These pictures appear entirely in the background of a worksheet without
interfering with the contents of the cells.
To insert a background picture, click Page Layout - Background:
AutoSave (@ off) 9~ = Bookl.xlsx ~ O Search Jane ) = - (] X
File Home Insert Page Layout Formulas Data Review View Help 12 Share 3 Comments
olors S L I Width: | Automatic v | Gridlines | Headings B2_ 1=
8 | [ By [ [ S |G e o | B By (S [6]
Themes Margins Orientation Size  Print Breaks Background Print - - Bring Send  Selection Align
v [@cffects > - - v Areav -~ [y Titles [R]Scale:  100% C Print Print | Forwardv Backwardv Pane  ~
Themes Page Setup 5 Scale to Fit | SheetOptions [ Arrange ~
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This action displays the Insert Pictures dialog box. Using the options provided here, you can
insert a picture that resides on your computer or local network, or a picture from a web
search, your OneDrive storage, or even Facebook and Flickr if you are using a Microsoft

account:

Insert Pictures ©

W From afile Browse »
l) Bing Image Search Search Bing
& OneDrive - Personal Browse »

Once you find and select a background picture, it is added to the current worksheet. If the

image does not span the entire dimensions of the worksheet, it is tiled automatically:

AutoSave (@ off) 9~ O = Bookl.xlsx ~ O Ssearch Jane J [ ] X
File Home Insert Page Layout Formulas Data Review View Help & Share 7 Comments
H I Colors ~ @ IE P ) Z32) SIwidth: | Automatic | | Gridlines ' Headings D\j qj Iy |\:I|:I \:\ N
=2 R Fonts v = 1 B = [ Height: Automatic ~| | v View | [v| View LI e )
Themes Margins Orientation Size  Print Breaks Delete  Print Bring Send  Selection Align
v [@Effects ~ v v Areav v Background Titles FR]scale:  100% Print Print | Forward v Backward~ Pane v
Themes Page Setup ~ Scale to Fit | SheetOptions & Arrange ~
c9 & fe || 56000000 v
A | B € D | E F G H | 1 | K L M | N o P Q|[~
1 |
2 {
3 |
4 Acme Widgets Co. Global Sales
5
6 Quarter Global Sales Outside of USA
7 Qi $75,000,000.00 32%
3 Q2 $61,000,000.00 28%,
9 Q3 ['$56,000,000.00 | 21%
10 Q4 $83,000,000.00 35%
1
12
13
14 |
15
16 |
17
18
19
20
21 v
Sheet1 ® < >
B it = i + 100%
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To remove a background image, click Page Layout - Delete Background:

AutoSave (@ of) >~ O =

= Bookl.xlsx + P Search

Page Layout Formulas Data

Jane ) = = o X
File Home Insert

Review View Help

& Share 12 Comments
Hj Boes- | 7 A [ [ 2 VB G | B Avomstic - | Gidines Hestings | [ [ N B [ S
..... B | & T = RS 1| ow - ull| 0 N = =l
[A] Fonts 1 []Height: |Automatic View View
Themes Margins Orientation Size  Print Breaks  Delete Print L'" . Bring Send Selection Align
v [@frects~ - - Areav v |Background| Titles | CNlScale |100%

- Print Print | Forward v Backwardv Pane v
Themes Page Setup

~ Scale to Fit 5] Sheet Options N Arrange
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Activity 7-1: Customizing Workbooks
Your supervisor has sent you a workbook with notes indicating his requests.

1. To begin, open Activity 7-1 from your Exercise Files folder:

N, Activity 7-1.xlsx
X Microsoft Excel Worksheet
17.4 KB

2.  First, you would like to view all the notes on the worksheet. Click Review - Notes
-> Show All Notes:

AutoSave (@ o) < Activity 7-1xlsx ~ £ Search Jane Gibson = = X
Fle  Home Insert  Pagelayout Formulas Data  Review View  Help 15 Share  $= Comment Save:
CEHE B R L2 OO0 0 0IdERB B E
Spelling Thesaurus Workbook Check Smart. Translate New Show Notes Protect Protect Allow Edit Hide
Statistics | Accessibility | Lookup Comment Comments | |~ Sheet Workbook Ranges Ink~
Proofing Accessibility | Insights | Language Comments 13 NewNote t Ink ~
H5 . 5 =SUMIF($BS5:58$40,G5,$D$5:3D$40) 5 Previous Note &
A 8 c D E F G H D) NextNote K L M N o |
1 Daily Sales & Bonus Payout Daily Bonugl=>.
2 |ABC Widgels Inc. 54_
3| T Convert to Comments
4 |FirstName  Last Name D DailySales  Bonus. sales Rep Total Saves bunus
5 |Jackie Williamson  Jackie_Williamson $  6,785.14 $ 50.00 Bressan $ 3456337 | $ 300.00
6 |Lucas Bressan Lucas_Bressan $  4,687.50 $ 50.00 Harrison $ 2867738 $  150.00
7 |Stanley  Prestwick  Stanley_Prestwick $ 7,478.96 $ 50.00 Prestwick $ 35,403.43 $ 250.00
8 |Jerry Harrison Jerry_Harrison $ 168947 $ - Thompson $ 37,255.31 $ 250.00
9 |Leah Thompson  Leah_Thompson  $ 547845 $ 50.00 $ 55,850.75  $ 400.00
10 |Jackie Williamson  Jackie_Williamson $  7,600.00 $ 50.00 Total $ 191,750.22 $  1,350.00
11 |Lucas Bressan Lucas_Bressan $  5689.00 $ 50.00
12|Stanley  Prestwick  Stanley Prestwick $ 2,346.87 $
13 |Jerry Harrison Jerry_Harrison $ 1,687.00 $
14 |Leah Thompson  Leah_Thompson  $ 9,87445 $ 50.00
15 |Jackie Williamson  Jackie_Williamson $  8,773.68 $ 50.00
16 |Lucas Bressan Lucas_Bressan $  7,835.87 $ 50.00
17 |Stanley  Prestwick Stanley_Prestwick $ 6,898.05 $ 50.00
18 |Jerry Harrison Jerry_Harrison $ 596023 $ 50.00
19 |Leah Thompson  Leah_Thompson  $ 502241 $ 50.00
20 |Jackie Williamson  Jackie_Williamson $  4,084.59 $ 50.00
21 |Lucas Bressan Lucas_Bressan $  3,146.77 $ 50.00
22 |Stanley  Prestwick  Stanley_Prestwick $  2,208.96 $ =
Sheet1 ® < 3
B i) m - 1 + 100%

3. There are two notes from John Smith. The first, in cell A2, asks you to add a
background to the worksheet:

A 8 c D 3 F G H | J K L M N o |
1 Daily S ]'oh" S:ith? Payout Daly Bonus Amount_Daily Goals re-ree
2 |ABC Widgets|iplease add a background $ 50.00 $ 2,500.00  |How much would it cost
3 image to this worksheet to lower the daily goal to
4 | First Name DailySales  Bonus sales Rep Total Sales Bonus 2,000
5 IJackie = $ 678514 $ 50.00 Bressan $ 34,563.37 | $ 300.00
6 |Lucas Bressan Lucas_Bressan $  4,687.50 $ 50.00 Harrison $ 28,677.38 $ 150.00
7 |Stanley  Prestwick Stanley_Prestwick $ 7,478.96 $ 50.00 Prestwick $ 3540343 $  250.00
8 |Jerry Harrison Jerry_Harrison $ 168947 $ - Thompson  $ 37,255.31 $  250.00
9 |Leah Thompson  Leah_Thompson  § 547845 $ 50.00 i $ 55,850.75 $  400.00
10 |Jackie Williamson  Jackie_Williamson  $  7,600.00 $ 50.00 Total $ 191,750.22 §  1,350.00
11 |Lucas Bressan Lucas_Bressan $ 5689.00 $ 50.00
12|Stanley  Prestwick  Stanley_Prestwick $ 2,346.87 $
13 |Jerry Harrison Jerry_Harrison $  1,687.00 $
14 Leah Thompson  Leah_Thompson  $  9,874.45 $ 50.00
15 |Jackie Williamson  Jackie_Williamson $ 8,773.68 $ 50.00
16 |Lucas Bressan Lucas_Bressan $  7,835.87 $ 50.00
17|Stanley  Prestwick  Stanley_Prestwick $ 6,898.05 $ 50.00
18 Jerry Harrison Jerry_Harrison $ 596023 $ 50.00
19 Leah Thompson  Leah_Thompson  §  5,022.41 $ 50.00
20 Jackie Williamson  Jackie_Williamson $  4,084.59 $ 50.00
21 |Lucas Bressan Lucas_Bressan $  3,146.77 $ 50.00
22|stanley  Prestwick  Stanley Prestwick $ 2,208.96 $ <
Sheetl ® < 3
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4. Click Page Layout ->Background:

AutoSave (@ off) O = Activity 7-1xlsx ~ P Search Jane Gibson G = = o X

fle  Home Insert  Pagelayout Formulas  Data  Review  View  Help & Share 2 Comments

I Colors ~ @ PD IE IE%] ﬁ z‘;g a:@ S3Width: Automatic ~ | Gridlines | Headings D\j f‘j E’—‘[} E:' ﬁ (&'

Thmes BlFonts~ I[lHeight: Automatic v | I View  [¥! View

Margins Orfenation Size  Print  Breaks Backgrofed Print | - —— Bring  Send  Selection Align
v [O]Effects~ v - v Aeav v Tites | DRJScale [100% Print Brntll et Bac kward S Eare)
Themes Page Setup & Scale to Fit 15 Sheet Options & Arrange ~

5. The Insert Pictures dialog box opens. Click From a file:

Insert Pictures © ©
:* From a file Browse » @
b Bing Image Search Search Bing

& OneDrive - Personal Browse »

6. Browse to your exercise folder and select Activity 7-1.png, then click Insert:

B3l Sheet Background X
<« v 4 <« Exercise Files » Lesson7 v D O Search Lesson 7
Organize v New folder =~ @ O

# Quick access

> u Microsoft Excel ‘

> @ OneDrive
Activity 7-1.pn:
> B ThisPC i
» ¥ Network

File name: | Activity 7-1.png vl All Pictures (*.emf;*.wmf:*jpg;* v

Tools ~ Cancel
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7. The background picture is added to the worksheet:

suson €D Z=
File Home Insert Page Layout Formulas Data Review  View Help &8 Share 7 Comments
E [‘\D IE IDE‘J ) E:g EWrdth- Automatic | Gridlines | Headings D_‘I % E,—‘% “:',:. _E [N
Tl Height: |Automatic ~| | I View = I View <
Margins Orientation Size  Print Breaks  Delete  Print | /3 Bing  Send Selection Align
~ ~ ~ Aeav v Background Titles | [RIScale  [100% C Print Print | Forward v Backward v  Pane
Themes Page Setup & Scale to Fit = Sheet Options = Arrange
HS - fe | =SUMIF($B$5:$BS40,GS,$D$5:5D$40)
A 8 c | D 3 [ G H | b K L M )

1 Daily <')Ion:“< sﬁ- : Bonus Payout Daly Bonus Amount_Dally Goals e
2 |ABC Widgets Iplease add a background $ 50.00 $ 2,500.00  |How much would it cost
3 image to this worksheet to lower the daiy goal to
4 | First Name Dailysales  Bonus sales Rep Total sales Bonus $2,000
5 |Jackie TaTRT $ 678514 $ 50.00 Bressan $ 34,563.37 | S 300.00
6 |Lucas Bressan Lucas_Bressan $  4,687.50 $ 50.00 Harrison S 28,677.38 S 150.00
7 |Stanley  Prestwick  Stanley Prestwick $ 7,478.96 $ 50.00 Prestwick $ 3540343 $  250.00
8 |Jerry Harrison Jerry_Harrison $ 168947 $ - Thompson $ 37,255.31 $ 250.00
9 |Leah Thompson  Leah_Thompson $ 547845 $ 50.00 Williamson $ 55,850.75 $ 400.00
10 |Jackie Williamson  Jackie_Williamson ' $  7,600.00 $ 50.00 Total $ 191,750.22 $  1,350.00
11 |Lucas Bressan Lucas_Bressan $ 5689.00 $ 50.00
12|Stanley  Prestwick  Stanley_Prestwick $ 2,346.87 $ -
13 |Jerry Harrison Jerry_Harrison $ 168700 $ -
14 Leah Thompson  Leah Thompson  $ 9,874.45 $ 50.00
15|lackie  Williamson Jackie_Williamson $ 8,773.68 $ 50.00
16 |Lucas Bressan Lucas_Bressan $  7,835.87 $ 50.00
17 |Stanley Prestwick Stanley_Prestwick $  6,898.05 $ 50.00
18 |Jerry Harrison Jerry_Harrison $ 5960.23 $ 50.00
19 |Leah Thompson  Leah_Thompson $ 502241 $ 50.00
20 |Jackie Williamson  Jackie_Williamson $ 4,084.59 $ 50.00
21 |Lucas Bressan Lucas_Bressan $ 314677 $ 50.00
22 |Stanley Prestwick Stanley_Prestwick $ 2,20896 $ -

Sheet1 ® < >
i o - + 100%

8. The second note asks how much it would cost to lower the daily sales goal to

$2,000:

A 8 © D E | F G H | J K | L | M o
1 Daily q';'o‘?..f S"E- : Banus Payout Daily Bonus Amount_Daily Goals ==
2 |ABC Widgets Iplease add a background $ 50.00 $ 2,500.00 " | |How much would it cost
3 image to this worksheet to lower the daily goal to
4 |First Name DailySales  Bonus sales Rep Total sales Bonus $2,000
5 |Jackie TECRTE $ 678514 $ 50.00 Bressan $ 34,563.37 | S 300.00
6 |Lucas Bressan Lucas_Bressan $ 4,687.50 $ 50.00 Harrison $ 28,677.38 S 150.00
7 |Stanley  Prestwick Stanley_Prestwick $ 7,478.96 $ 50.00 Prestwick $ 3540343 $  250.00
8 |Jerry Harrison Jerry_Harrison $  1,68047 $ - Thompson  $ 37,255.31 $  250.00
9 Leah Thompson  Leah_Thompson  $  5,478.45 $ 50.00 $ 55,850.75 $ 40000
10 Jackie Williamson  Jackie_Williamson $  7,600.00 $ 50.00 Total $ 191,750.22 $  1,350.00
11 |Lucas Bressan Lucas_Bressan $ 5689.00 $ 50.00
12|Stanley  Prestwick  Stanley_Prestwick $ 2,346.87 $ -
13 Jerry Harrison Jerry_Harrison $ 168700 $ -
14 |Leah Thompson  Leah_Thompson  $  9,874.45 $ 50.00
15 | Jackie Williamson  Jackie_Williamson $  8,773.68 $ 50.00
16 |Lucas Bressan Lucas_Bressan $ 7,835.87 $ 50.00
17 |Stanley ~ Prestwick  Stanley_Prestwick $ 6,898.05 $ 50.00
18 Jerry Harrison Jerry_Harrison $ 5960.23 $ 50.00
19 |Leah Thompson  Leah_Thompson  $ 502241 $ 50.00
20 |Jackie Williamson  Jackie_Williamson $  4,084.59 $ 50.00
21 |Lucas Bressan Lucas_Bressan $ 3,146.77 $ 50.00
22|stanley  Prestwick  Stanley_Prestwick $ 220896 $ -

Sheet1 ® < »
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9. First note that the total of bonuses in cell 110 are $1,350. Now click cell 12 and type
“2000” to change the daily goals value, then press Enter:

F G H I J K L
Daily Bonus Amount Daily Goals <« Tiohn Smith:
S 50.00 $ 2,000.00  [How much would it cost
to lower the daily goal to
Sales Rep Total Sales Bonus by [#2-000

Bressan S 34,563.37 S 300.00
Harrison ) 28,677.38 S 200.00
Prestwick S 35,403.43 S 350.00
Thompson ) 37,255.31 S 250.00
Williamson S 55,850.75 S 400.00
Total $ 191,750.22 $  1,500.00

10. The calculated total bonuses in cell 110 is now $1,500. It would cost $150 to lower
the daily sales goal. Press Ctrl + Z to undo the change made to cell 12, then click
Review -> Notes - Convert to Comments so you can add your comments to the

notes:

AutoSave (@ off) By Q- = Activity 7-1xlsx ~ P Search
File  Home Insert  Pagelayout  Formulas  Data  Review View  Help 1% Share 3 Comments

CTEB (O OO0 0 O IMNEEB B E| kL

Spelling Thesaurus Workbook Check Smart | Translate Delete Show Notes | Protect Protect Allow Edit
Statistics | Accessibility | Lookup Comments | =~ Sheet Workbook ~ Ranges Inl

Proofing Accessibility | Insights | Language Commen ts 7) Edit Note t Ink ~
{3 Previous Note
TJ Next Note
[ Show/Hide Note
[ show All Notes
3 Convert to Comments h

11. Inthe Excel alert dialog box, click Convert all notes:

Microsoft Excel X

When converting notes to comments, any images and formatting inside them will be removed.

Do you want to convert all notes to comments?

Convert all notes k Cancel Help
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12. Now click Review = Show Comments:

AutoSave (@ 0ff) D~ s - £ search
File ~ Home Insert  Pagelayout  Formulas  Data  Review  View  Help & Share & Comments
abc ) T X €= T4 D B &p [===]
v EB ﬁ* /C - o b A E B E /n/[
Spelling Thesaurus Workbook | Check Smart | Tanslate | New Delete Previous Next | Show: Notes | Protect Protect Allow Edit Hide
Statistics | Accessibility | Lookup Comment Comment Comment Com: - Sheet Workbook Ranges Ink~
Proofing Accessibility Insights | Language Comments Notes Protect Ink ~

13. In the Comments task pane, in the first comment, in the reply text box, type
“Done”, then click Post:

Comments v X

Author A2
0

John Smith:
Please add a background image to this
worksheet

Dong

>
Post

o Author 12
John Smith:
How much would it cost to lower the daily

goal to §2,000

Another comment is already in progress.
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14. Inthe second comment type “An extra $150.” Again, click Post:

Comments v X

° Author A2

John Smith:

Please add a background image to this
worksheet

Jane Gibson
Done

Another comment is already in progress.

° Author 12

John Smith:

How much would it cost to lower the daily
goal to §2,000

An extra $150.

B

Post
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15. Close the Comment task pane, then hover your cursor over cell 12. Note that only
your comment has a date and time, as the previous comment was converted from

a note:
G H | | J K L M N
Daily Bonus Amount Daily Goals
$ 50.00 $ 2,500.00 |
o Author 12 ==
John Smith:
Sales Rep Total Sales Bonus How much would it cost to lower the
Bressan S 34,563.37 S 300.00 daily goal to $2,000
Harrison S 28,677.38 S 150.00
Prestwick S 35,403.43 S 250.00
Thompson $ 37,255.31 $  250.00 @ Jane Gibson
Williamson  $ 55,850.75 S 400.00 An extra §150.
Total $ 191,750.22 $  1,350.00 7/29/2020 3:23 PM
Reply...

16. Save the current workbook as Activity 7-1 Complete and then close Microsoft 365
Excel to complete this exercise.
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TOPIC B: Manage Themes

Excel offers themes to control and change the look of your workbook with the simple click
of a button. Each theme consists of different colors, fonts (for headings and body), and
effects for shapes and SmartArt. Changing a theme, or customizing one, can quickly and
dramatically change the look and feel of your workbook. During this topic you will learn

about themes in Excel 365 and how you can change and customize them.

Topic Objectives

In this session, you will learn:

e About themes

e How to customize themes
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About Themes

Themes are a combination of preset colors, fonts, and effects. Each theme includes 12
colors, two fonts (Header and Body), and colors and effects for shapes and SmartArt. Much
of the formatting that you apply to elements of your workbook can be changed, simply by
changing the theme of the workbook.

On the Home tab, in the Font group, you can see the Theme Fonts of the currently selected

theme:
AutoSave ) = O = Book1.xlsx ~ 2 se
File Home Insert Page Layout Formulas Data Review View Help
f[j & cut Calibri ; 1N VAAN | === & ab, Wrap Text General v
C v v
Paste E@ o Theme Fonts ~le= 3= Merge&Center v $ ~% 9 <_08 _.)Ug
v <& Format Painter - — | = ’ ’
Clipboard N Calibri nght (Headings) Alignment N Number N
Calibri {Body)
All Fonts
Abadi (<]
Abadi Extra Light D
Adobe Arabic Ge doul
Adobe Caslon Pro
Adobe Caslon Pro Bold
Adobe Fan Heiti Std B
Adobe Fangsong Std R
You can also see the Theme Colors:
AutoSave ) O = Book1.xlsx ~ 2 s
File Home Insert Page Layout Formulas Data Review View Help
D é’ Cut Calibri Y11 VA A == — L EE}WrapText General v
Co v
Paste 1P B I U-~ - |BBA - | =E==|< 5 | B Merge&Center ~ | $ ~% 9 | G0 -8
v <Y Format Painter = [\ = = —|l=——|= S
Clipboard & Font Theme Colors Alignment & Number 5

.
||II||||||

Standard Colors
Hu EEEER
[] NoFin

More Colors...
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To change a workbook’s theme, click Page Layout - Themes:

AutoSave (@ off) 9~ Booklxlsx + £ Ssearch Jane Gibson 16 ca} - O X
File Home Insert Page Layout Formulas Data Review View Help & Share {7 Comments
@ [~ IE IEH = gE S3Width:  Automatic v | Gridlines  Headings | [ ] 2 L “:'\:, @ &N
D U Lle ™ B 2 | icight ot < | Dlvien | v | = LN Hl
Margins Orientation Size  Print Breaks Background Print - Bring Send  Selection Align
S - . Titles | [KlScale  100% Print Print | Forward~ Backwardv Pane
Page Setup 5 Scale to Fit S| SheetOptions 1§ Arrange ~

D12 ~ Fe 2

A B | c D E F G H 1 J K L | M N | O© P Q R (4|
1,
Z,
3
4 Acme Widgets Co. Global Sales
5_
6 | Quarter Global Sales  Outside of USA
7| Q1 $ 75,000,000.00 32%
8 Q2 $ 61,000,000.00 28%
9 Q3 $ 56,000,000.00 2%
10| Q4 $ 83,000,000.00 35%
1
12 I
13
14|
15|
16|
17
18
19|
20|
21
22
23 -

| Sheett ® . v

B i) - i + 100%

This shows a gallery of themes. As you move you mouse over each thumbnail in this gallery,

you will see a preview applied to your workbook (if it has theme elements such as SmartArt,

headers, or body text). Click the new theme to apply it:

AutoSave (@ off) O~ O = Booklxlsx ~ £ search Jane Gibson 16 B - ] X
File Home Insert Page Layout Formulas Data Review View Help & Share {7 Comments
[ | ) By [§ R B ER | B e e e | O Y ] B (B O
""" [A] Fonts ~ = o 15 = T Height: Automatic ~| | v|View ¥ View K e =l
Themes Margins Orientation  Size  Print Breaks Background Print | 3 o Bring Send  Selection Align
v [@Effects ~ ~ v Areav ~ Titles | NJScale  100% Print Print | Forward~ Backward~ Pane =
Office - 5] Scale to Fit & SheetOptions & Arrange ~
L v
2]
T E F G H J K L M N o P [al
Office Facet Gallery Integral i T T * T T i
Aa Aa Aa Aa
mmaman mmmann mmmms mmmmes
lon lonBoard..  Organic  Retrospect Sc
A Aa Ra Aa
= = mmaan = JSA
Wisp Badge Banded
Aa
mmuns
Circuit Crop
Aa Aa Aa Aa
smmmas mmmann mmmmnm mmmmcn
Damask Dividend Droplet Feathered
(8 Browse for Themes...
Save Current Theme...
8
19|
20,
21 >
| Sheett ® 5 =
B i} mo- ] + 100%
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344

You can now see that the Theme Fonts, and the Theme Colors, have changed in the Font

group on the Home tab:

Book1.xlsx ~

AutoSave (@ of)) 9~ L =
Help

Review View

Fle ~ Home Insert  Pagelayout  Formulas  Data
& cut CentumGothic |11 <A AT === ¥ 25 Wrap Text

Merge & Center ~

Il

[®copy ~
Paste. L COPY Theme Fonts =

v < Format Painter
(Headings)

®ody)

Century Gothic R

Clipboard 5 Alignment

Century Gothic

Al Fonts
Abadi »
Abadi Extra Light @
Adobe Arabic preseen |
Adobe Caslon Pro
Adobe Caslon Pro Bold

Adobe Fan Heiti Std B
Adobe Fangsong Std R
Adobe Garamond Pro

Customizing Themes

File

Paste

AutoSave (@ ) . U = Bookl.xlsx ~
Home Insert Page Layout Formulas Data Review View Help
& cut Century Gothic  ~|11 | A" A" 35, Wrap Text
@ Copy ~ I A -
L. . .
< Format Painter BIU ] D= Merge & Center
Clipboard (1 Font Theme Colors Alignment [
H EEEENEN
I i
Standard Colors
[ ] | EEEEE
[ noFin
More Colors...

The default theme for new workbooks in Microsoft 365 Excel is Office. You can customize
elements of this theme or any other theme that is currently applied, by choosing new style
options from the Colors, Fonts, and Effects drop-down commands that are found inside the

Themes group of the Page Layout tab.

AutoSave L~ O = Bookl.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
Ao I Colors ~ @ Ij[b'} IE P L1 !&5 E::D —width: Automatic ~
= Fonts v - ) . - Eg] M1 — Egj II] Height: Automatic ~
Them Margins Orientation Size  Print Breaks Background Print o
v @] Effects v v v v Areav v Titles 15_] Scale: 100%
Themes Page Setup N Scale to Fit N
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Choosing a different Color, Font, or Effects element creates a customized theme that
maintains the elements of the original theme that were not changed. In the example below,

selecting the Blue Green color theme changes the color elements but does not change the

font and effect elements:

AutoSave (@ off) 9 ~ Bookl.xlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help
I colors i =N ) D =) SR H:II T3 Width: | Automatic v | Gridlines ~Headings |:l|—_] rlj N |E'|:, @ N
""" Office ) et AT S | 1T Height: Avtomatic < | 4 View |l View | C L e =
Themes [~ Print Breaks Background Print o Yy Bring Send  Selection Align
v N TR Office Areav v Titles | -N/Scale  100% C Print Print | Forward~ Backward~ Pane =
T B BN Office 2007 - 2010 e Setup N Scale to Fit N Sheet Options ~ Arrange
D12 I T T Grayscale
I Blue Warm
D E | F G H | J K L M N
—— I NN Blue L I | | | I |
1
2| I N Bluell
3 | I T Blue Green N
i N ETE. -
4 reen obal Sales
5 | I TR Green Yellow e
| T . i
6 Vellow Jutside of USA
7 | I TR Vellow Orange 32%
8 | T Orange 28%
9 I I Orange Red 21%
10| I I Red Orange 35%
1] | e red
12| | o - Red Violet
Bl | er—ioet
:z— I T Violet ||
16| I TN Median
171 I TN Paper
18 I T Marquee -
19 Customize Colors...
207
21
Sheet1 ®
B
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To save a customized theme, click Theme -» Save Current Theme:

Bookl.xlsx ~

AutoSave 2 ~ (@)

File Home Insert Page Layout Formulas Data Review View Help

— . .
Ej B Colors ~ @ [“' 1. IE%] ______ L] EII T3 Width: |Automatic v | Gridlines | Headings
1 5 o= ' ) '

T
..A Fonts Height: Automatic v | [v|View v View
Themes on Margins Orientation Size Print Breaks Background Print J"[] < ' !

<l

~ @ Effects v v v = fome o Titles K] Scale: 100% Print Print
[~ N Scale to Fit N Sheet Options N
Aa Aa
EEEsEn EEsEEn L L L L I~ Ll L] L
Office Facet Gallery Integral
Aa Aa_ [ |Aa
EEsEEn LU L L] L L L L EEEEaE
lon Board... Organic Retrospect
Aa_lil |Aa Aa
aEEEE
Slice Wisp Badge Banded
Aa
Ll L Bl L L L] EaEEEe mErEEEn
Basis Berlin Circuit Crop
Aa Aa Aa Aa
- L L L L]

Damask Dividend Droplet Feathered

& Browse for Themes...
Save Current Theme... h

In the Save Current Theme dialog box, give the custom theme a unique name, then click

Save:
B3l Save Current Theme X
™ <« Microsoft > Templates > Document Themes v 0 O Search Document Themes
Organize v New folder == = o
A
Name Date modified Type Size

> & Quick access

Theme Colors 7/23/2020 11:12 AM File folder
> Kl Microsoft Excel Theme Effects 7/23/2020 11:12 AM File folder
. @ OneDrive Theme Fonts 7/23/2020 11:12 AM File folder
> [ ThisPC
> ¥ Network
File name: | lon Blue Green.thmx o
Save as type: | Office Theme (*.thmx) v

~ Hide Folders Tools Cancel
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The custom theme is now available in the Custom category of the Themes command drop-
down gallery:

Bookl.xlsx ~ £ Search

File Home Insert Page Layout Formulas Data Review View Help

I Colors ~ E [‘ﬁD IE IE% # a;é 3 Width: Automatic | | Gridlines | Headings ‘:,‘j ’—_|j [’ﬂ E:l L_EL\ SA

Fonts v

I lHeight: Automatic ~| | v|View = v| View

lemes Margins Orientation Size Print Breaks Background Print o - Bring Send  Selection Align
o Osrects - . v Aeav o~ Titles | ElScale:  [100% print | [ | Print | Forward Backwardv Pane
Custom [~ 5] Scale to Fit | Sheet Options 5] Arrange
Aa
mammnn
lon Blue ...
Office
Aa Aa Aa Aa
mmmsmn msams mmsmms mmams

Office Facet Gallery Integral

- ‘ = = - =

Aa Aa Aa Aa
mmsams mmmsns mmms mmme

lon lon Board... Organic Retrospect
Aa_|il |Aa Aa Aa
mmmasn mamans mmmnn smmmn

Slice Wisp Badge Banded
Aa Aa Aa Aa
smanen [l (ssesss mamam memam

Basis Berlin Circuit Crop

-

[F Browse for Themes...

Save Current Theme...
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Activity 7-2: Managing Themes

You would like to apply a new theme to a workbook that you have been working on and

then customize its colors.

1. To begin, open Activity 7-2 from your Exercise Files folder:

N Activity 7-2.xlsx
X Microsoft Excel Worksheet
23.7KB

2.  First, apply a new theme to this workbook by clicking Page Layout < Themes -
Badge:

AutoSave @D < E £ Search

fle  Home Insert Pagelayout Formulas  Data  Review  View  Help

Swidth: | Automatic ~.
1lHeight: Automatic +
Hscale  100%

PivotTable Analyze

 View

Print

Design

Gridlines  Headings

I View

Sale to fit &l sheetoptions
G H !

Daily Bonus Amour Daily Goals

$ 5000 § 2,500.00

Bressan $ 3456337 § 30000
Harrison $ 2867738 § 15000
Prestwick ~ § 3540343 §  250.00
$ 3725531 § 25000

$ 5585075 § 40000

s 19175022 s 1,350.00
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3.  With the new theme applied, you will see that the primary colors and text have all
been modified. While you like the font change, you would prefer a different color
scheme. Customize this theme by clicking Page Layout -» Colors - Green:

Oliseh
File Home Insert Page Layout Formulas. Data Review View Help PivotTable Analyze Design & Share T3 Comments
Elwidth: | Avtomatic | Gridlines | Headings il N B B o)
T | o= e | B Iy O = [ 96
2 bing  Send  Selecion Algn
Hscoe [100% 2 bint | Pt | Fomud~ Backrd~ Pone. <
st 8 setoptos N
—
D | E F G H | 1 ] K L M | N o P Q | R [<]
ayout Daily Bonus Amouni Daily Goals
$ 5000 $ 2,500.00
Daly Sales  Bonus
$ 678514 $ 50.00 Bressan $ 3456337 $ 300.00 - 11:, "
s 46750 5 5000 e s memm s 100 Williamson |§  Bressan Prestwick
$ 747896 $ 50.00 Prestwick $ 3540343 § 250.00
$ 168947 $ - Thompson $ 3725531 § 250.00
$ 547845 $ 50.00 ‘Williamson $ 55,850.75 $ 400.00
$ 7,600.00 $ 50.00 Grand Total  § 191,750.22  $  1,350.00 .
$ 568900 § 5000 Harrison Thompson
$ 234687 § -
$ 168700 $ -
N —T, $ 987445 § 5000
[ e — $ 877368 $ 5000
16 /LU0 o o Marquee $ 783587 § 5000
I775ur $ 689805 $ 50.00
18 |Jerr  Sustomize Colors $ 596023 § 5000
19 |Leah Thompson  Leah_Thompson $ 502241 $ 50.00
20 Jackie Willamson  Jackie_Willamson $ 408459 $ 5000
21 |Lucas Bressan Lucas_Bressan $ 3,14677 $ 50.00
217§hn\ey Prestwick Stanley_Prestwick $ 22089 $ -
23 lerry  Harrison Jerry_Harrison s 127004 s
24 Leah Thompson _ Leah_Thompson $ 33332 § 4
Sheet1 ® < 5
B B | - ] + 100%

4. Examine the workbook and you will see that its colors have been updated. Now
that you are satisfied with the colors, fonts, and effects, save the customized
theme by clicking Themes - Save Current Theme:

Autosave @) [T D~ Actity 7-2alx + D search ]

File Home Insert Page Layout Formulas Data Review View Help PivotTable Analyze Design

B Colors - @ [Ib'} IE [%] # Q:;[g:] IWidth: Automatic ~| | Gridlines | Headings |:l|j % E’E |'E:| LT_]‘ [N

: =
Fonts THeight Automatic ~ | v v; AV

Themes (A Fonts Margins Orientation Sze  Print Breaks Background Print E‘D g < ew W | Bing  Send Selection Align
© [@Effects~ = = c fme © Titles | TN Scale  100% prnt | () Print | Forward~ Backward~ Pane  ~
Custom =] [ Scale to Fit &l SheetOptions [ Arrange

Aa

e

lon Blue

Office

off Facet Gallery Integral

Aa Aa Aa Aa

e N e e

lonBoard..  Organic  Retrospect

Badge Banded

Aa

Basis Berlin Circuit Crop

[ Browse for Themes...

Save Current Theme... N
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5. Inthe Save Current Theme dialog box, give your customized theme a file name of
“Badge Green.thmx” and click Save:

™ « Microsoft > Templates > Document Themes v O Search Document Themes
Organize v New folder = < (7]
Name Date modified Type Size
s+ Quick access
Theme Colors 020 11:12 AM File folder
il Microsoft Excel Theme Effects 011:12 AM File folder
7/ 011:12 AM ile €
@ OneDrive Theme Fonts 7 011:12 AM File folder
[ This PC
¥ Network
File name: | Badge Green.thmx v| ‘
Save as type: | Office Theme (*.thmx) v
A Hide Folders Tools  ~ Cancel

6. Confirm your customized theme has been saved by clicking the Themes command
drop-down and looking under custom:

AutoSave (@ of) ) O = Activity 7-2xlsx ~ O search _
File  Home  Insert  Pagelayout Formulas Data  Review View  Help  PivotTable Analyze  Design
I Colors ~ e - 3 width: | Automatic ~ | Gridlines Headings = @ \
A 0 b DR= B8 B ; h i A BEEA
[&]Fonts ~ - . - I Height: Automatic ~ | [vIView  [vI View ; -
Themes Margins Orientation Size  Print Breaks Background Print | S Bring Send  Selection Align
v | [@lEfrects~ = = e Titles | RlScale  |100% print | (] Print | Forward~ Backward~ Pane
cus'{\f,m - ] Scale to Fit | SheetOptions R~ Arrange

Ba:

=
sis Berlin Circuit

Aa
5]

[F Browse for Themes...

Save Current Theme...

7.  Save the current workbook as Activity 7-2 Complete and then close Microsoft 365
Excel to complete this exercise.
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TOPIC C: Protect Files

One of the more important aspects that you need to understand while working with your
data in Excel is how to protect Excel files from data loss, as well as unauthorized access. In

this topic you will learn about the various ways that Excel 365 can protect your workbooks.

Topic Objectives

In this session, you will learn:
e How to recover lost data
e About the Protect group on the Review tab
e About worksheet and workbook protection
e About marking a workbook as final
e How to encrypt a workbook

e About digital signatures
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Recovering Lost Data

Excel 365 has an AutoRecover feature that works in the background to automatically save
the workbook that you are working on. This saved copy of the file is called a version and it

can be recovered if Excel or your computer experiences an error. If you have automatically

saved versions of your workbook, you can find them by clicking File = Info, and then

examining the Manage Workbook section:

Book1.xlsx

Info

Book1

Documents » MOS6001_Excel365_Part 1 » MOS6002_Excel365_Part 2 » Working Files » Lesson 7

@ Upload |18 Share @ Copy path | | & Open file location

E Protect Workbook

Q Control what types of changes people can make to this workbook.
Protect

Workbook

Inspect Workbook
@ Before publishing this file, be aware that it contains:
= Comments
= Document properties, printer path, author's name and absolute path
®  Hidden worksheets
= Invisible objects
Publish = Content that people with disabilities find difficult to read

Close

@ Version History
View and restore previous versions.
Version

History
Ei Manage Workbook
0. £33 Today, 5:28 PM (when | closed without saving) — ——
Manage
Workbook v
Account
E\ Browser View Options
Feedback = Pick what users can see when this workbook is viewed on the Web.
Browser View
Options

Options

meGson @ ® ® 2 - O X
Properties ~
Size 591KB
Title Add a title
Tags Add atag
Categories Add a category

Related Dates

Last Modified Today, 4:36 PM
Created Today, 11:18 AM
Last Printed

Related People

Author )
Jane Gibson

Add an author

Last Modified By @J -
lane Gibson

Related Documents

"] Open Fite Location

Show Al Properties

Each version listed here includes the date and time that it was saved, as well as the

circumstances in which it was saved (such as closing Excel without saving the changes).

Clicking on any version that is listed here opens it and you will be asked to overwrite any

previously saved versions of this file by clicking the Restore button on the message bar:

AutoSave (@ _off Book1.xlsb: 7/29/2020 5:28 PM (Unsaved File) - Read-Only ~

File  Home Insert  Pagelayout  Formulas  Data  Review View Help  PivotTable Analyze

n| EA Cut Calibri VA A
[ Copy ~
Paste v|HEe O A
- SFomatpainter | B 1 Y IE =

¥

Uil
[}

Clipboard, 5 Eont 5 lignment ] Number

I RECOVERED UNSAVED FILE This is a recovered file that is temporarily stored on your computer. Restore
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If you experience an error and have not previously saved the workbook that you have been
working on at all, you may still be able to acquire a saved version of it by clicking File = Info
-» Manage Workbook - Recover Unsaved Workbooks:

Bookl.xlsx - Saved Jane Gibson @ ®© 6 -° - o X

Info

Book1

Documents » MOS6001_Excel365_Part 1 » MOS6002_Excel365_Part 2 » Working Files » Lesson 7

& Upload | | & Share | | @ Copypath | | B Openfile location

E_ Protect Workbook Properties
Q Control what types of changes people can make to this workbook. Size) 54.7KB
Protect
Workbook v Title Add a title
Tags Add a tag
Categories Add a category
3 Inspect Workbook
Q Before publishing this file, be aware that it contains: Related Dates
C];‘::::f’ * Comments LastModified  Today, 5:33 PM
= Document properties, printer path, author's name and absolute path e Today, 11:18AM
Export = Hidden worksheets !
u Invisible objects el
Publish = PivotTables, PivotCharts, cube formulas, slicers, and timelines
= Content that people with disabilities find difficult to read Related People

Close Author
e Jane Gibson
® Version History

View and restore previous versions.
Version Last Modified By .
History Jane Gibson

Related Documents

Add an author

ﬁ Manage Workbook
o File Locati
£33 Today, 5:28 PM (when | closed without saving) D pen Hie Location
Manage
Workbook Show All Properties
"D Recover Unsaved Workbooks
E'? Browse recent unsaved files h .
Account stions
I=]" | Pickwhat users can see when this workbook is viewed on the Web.
Feedback Browser View
Options

Options

This action displays the Open dialog box, in which you can select an unsaved version and

then click Open:

3 Open X
NN <« Jane Gibson > AppData > Local > Microsoft > Office » UnsavedFiles v O O Search UnsavedFiles

Organize ¥ New folder = - 1| 9

Name Date modified Type Size
s Quick access

@ Book1((Unsaved-308279253229274654)) xIsb 020 10:48 AM Microsoft Excel Bi... 10KB
13 Microsoft Excel £3.] Book1((Unsaved-308279682266131183)) xIsb 7/29/2020 3:54 PM Microsoft Excel Bi... 9KB
> @ OneDrive
> [ This PC
¥ Network
File name: | Book1((Unsaved-308279682266131183)).xIsb Vl All Excel Files (*xI*;*xlsx;* xlsmr v

Tools ~ Cancel
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Once the version is open, you can save it to another location by clicking the Save As button

on the message bar:

AutoSave Book1.xlsb: 7/29/2020 3:54 PM (Unsaved File) - Read-Only ~ £ Ssearch _
file  Home Insert  Pagelayout  Formulas  Data  Review  View  Help

f" 4 cut Calibri e A A | === v BwepText General - Eﬂ @ Normal Bad Good Neutral

B %Epmym B1u- @ 0 A EST Ex EWEGES | §-% > G Srdtnd romas [Glcton explanatory .. [Inpat 15

Clipboard 5] Font 5] Alignment [} Number 5] Styles

RECOVERED UNSAVED FILE This is a recovered file that is temporarily stored on your computer.

The Protect Group

Most of the commands that you need to protect your files can be found within the Protect

group on the Review tab:

AutoSave (@ 0ff) O = Bookl.xlsx + £ Search Jane Gibson 16 = - O X

File Home Insert Page Layout Formulas Data Review View Help & Share 7 Comments

*E B R OI% B EI DD B B 2

Spelling Thesaurus Workbook Check Smart | Translate New Show Notes | Protect Protect Allow Edit
Statistics | Accessibility | Lookup Comment Comments - Sheet Workbook Ranges

Proofing Accessibility | Insights | Language Comments Notes Protect

Let’s look at the purpose of these commands:

e Protect Sheet — This command prevents others from making unwanted changes to
the current worksheet by limiting their editing options.

e Protect Workbook — Clicking this command prevents others from making structural
changes to the current workbook, such as adding or deleting worksheets.

e Allow Users to Edit Ranges — Clicking this command allows users to protect specific
ranges with a password.

Unshare Workbook is part of a legacy feature that has been replaced by Co-authoring
and is typically grayed out.

The Protect Worksheet Option

We know that workbooks (individual Excel files) are composed of one or more worksheets.
Complex workbooks might make use of several worksheets, each of which might contain
important data that is used by the rest of the workbook. To help protect your data, using

the File menu you can choose to protect individual worksheets in a workbook.
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To begin, make sure you are viewing the worksheet you want to protect and then click
Review - Protect Sheet:

AutoSave = Bookl.xlsx - Saved ~ £ Search -
File Home Insert Page Layout Formulas Data Review View Help
AN AN AR = D DER BB &
N E[E] 23 & ax HJ Hj L 5 BZ ER Wz
Spelling Thesaurus Workbook Check Smart Translate New Show Notes Protect Protect Allow Edit Hide
Statistics Accessibility | Lookup Comment Comments = Sheet Workbook Ranges Ink ~
Proofing Accessibility Insights | Language Comments Notes Protect Ink

The Protect Sheet dialog box appears and prompts you to specify what sort of editing

actions are permitted and not permitted after a worksheet has been protected.

There are 15 types of editing restrictions that you can apply:

Protect Sheet ? X

Password to unprotect sheet:

Protect worksheet and contents of locked cells

Allow all users of this worksheet to:

| Select locked cells A

Select unlocked cells

Format cells

Format columns

Format rows

Insert columns

Insert rows

Insert hyperlinks

Delete columns

Delete rows v

EEEEENENNN

© 2005-2022 Velsoft Training Materials Inc.

355



Microsoft 365 Excel: Part 2

You can use this dialog box in two ways: with or without a password. You can simply check
to allow items in the Allow all users of the worksheet to box and click OK to apply the

restrictions without a password. For example, here we have checked Insert columns:

Protect Sheet ? X

Password to unprotect sheet:

Protect worksheet and contents of locked cells

Allow all users of this worksheet to:

Z] Select locked cells A

Select unlocked cells

Format cells

Format columns

Format rows

Insert columns

Insert rows

Insert hyperlinks

Delete columns

|| Delete rows v

If this protection is applied, users can still insert columns, but the command to insert sheet

(I I N

rows are grayed out:

AutoSave (@ 0f) = - O Search
File ~ Home Insert  Pagelayout Formulas  Data  Review View  Help
O 4 cut Calibri RIS == B Nora Bad & = = =
[ copy ~ R =i~
Paste B I L : === == 8 § % 9 Insert Delete Format Find &
< Format Painter . = ! v v v | ©Cer~ Select v
avosa ot Aignment Number Sies - cating e | o
2 -
Ul Insert Sheet Columns
E7 Ingert Sheet

Also, if a user attempts to edit a locked cell, a warning message appears, indicating that the
cell is protected and to make a change the sheet must be unprotected, and a password

might be required:

Microsoft Excel X

| The cell or chart you're trying to change is on a protected sheet. To make a change, unprotect the sheet. You might be requested to enter a password.
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By default, all cells on a worksheet are locked when a worksheet is protected. To allow
specific cells to be edited when a sheet is protected, first unprotect the sheet, then select

those cells and press Ctrl + 1. The Format Cells dialog box opens:

Format Cells ? X

Alignment Font Border Fill Protection

Category:

General Sample
Number 32%
Currency
Accounting : )
Date Decimal places: |0
Time

Fraction

Scientific

Text

Special

Custom

4r

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

Click the Protection tab, uncheck the Locked checkbox, then click OK:

Format Cells ? X
Number  Alignment Font Border Fill Protection
D;‘ 4—

[J Hidden
Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab,
Protect group, Protect Sheet button).

Cancel
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When the sheet is again protected, users are now allowed to edit those cells that have been

unlocked, but the protection remains for all others.

To remove the restrictions simply click Unprotect Sheet:

AutoSave = Bookl.xlsx ~ £ Search -

File Home Insert Page Layout Formulas Data Review View Help
s E BRI D000 D DER 5 B |&%
EE] 23 & ax L 1 L 71 a) EEL, = B [
Thesaurus Workbook Check Smart | Translate New Show Notes | Unprotect Protect Hide
Statistics Accessibility | Lookup Comment Comments < Sheet = Workbook Ink ~

Proofing Accessibility Insights | Language Comments Notes Protect Ink

Now suppose that you would like to better protect the worksheet by assigning it a password
in the Protect Sheet dialog box. In this case you would add a password to the Password to
unprotect sheet text box:

Protect Sheet ? X

Password to unprotect sheet:

Protect worksheet and contents of locked cells

Allow all users of this worksheet to:

| Select locked cells A

Select unlocked cells

Format cells

Format columns

Format rows

Insert columns

Insert rows

Insert hyperlinks

Delete columns

Delete rows v

Cancel

When the OK button is clicked, a dialog box appears in which you are asked to confirm the

[N S

password that you supplied:

Confirm Password ? X

Reenter password to proceed.

.......l

Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords

and their corresponding workbook and sheet names in
a safe place. (Remember that passwords are

case-sensitive.)

© 2005-2022 Velsoft Training Materials Inc.

358



Microsoft 365 Excel: Part 2 359

The sheet has the same restrictions as when it was protected without a password, only

now, users are prompted to enter the password after clicking Unprotect Sheet:

Unprotect Sheet ? X

Password: ooooooo[

Cancel

The Protect Workbook Option

To prevent other users from viewing hidden worksheets, adding, moving, hiding, or deleting
worksheets, or renaming worksheets, you can protect your workbook structure with a

password.

To protect your workbook, click Review = Protect Workbook:

File Home Insert Page Layout Formulas Data Review View Help
abc Eg I:b, M | b ] [ D B ’Eﬂ B £
> EE ER & | M| a= SR A oESY 7 B Ao
Spelling Thesaurus Workbook Check Smart Translate New Show Notes Protect  Protect Allow Edit Hide
Statistics Accessibility | Lookup Comment Comments = Sheet Worklt?k Ranges Ink ~

Proofing Accessibility Insights | Language Comments Notes Protect Ink

You can also complete this action by clicking File = Info - Protect Workbook - Protect
Workbook Structure.

This action displays the Protect Structure and Windows dialog box. Here, you can apply a
password to help prevent unauthorized changes. Enter your password and click OK to

activate the protection:

Protect Structure and Windows ? X

Password (optional):
(A2 2111

Protect workbook for
Structure

Windows
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Note that the Windows option is only available for earlier versions of Excel and some Mac

OS versions.

As with protecting worksheets, you will be asked to confirm your password. Reenter your

password and click OK:

Confirm Password ? X

Reenter password to proceed.

Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords
and their corresponding workbook and sheet names in
a safe place. (Remember that passwords are

case-sensitive.)

Unlike the Protect Sheet process, where the command changes to Unprotect Sheet when
the sheet is protected, the Protect Workbook command acts as a toggle: the command

remains highlighted, but the name of the command does not change, when the workbook is

protected:
AutoSave v Bookl.xlsx ~ £ Search -
File Home Insert Page Layout Formulas Data Review View Help

> B B k| O % d o v I e R e ==z ez == Z

v EE 123 & ax g _ g Eé N == |

Spelling Thesaurus Workbook Check Smart Translate New Previous Next Show Notes Protect  Protect Rllow Edit Hide

Statistics Accessibility | Lookup Comment Comment Comment Comments v Sheet] Workbook | Ranges Ink v

Proofing Accessibility Insights | Language Comments Notes Protect Ink

Clicking Protect Workbook when it is highlighted opens the Unprotect Workbook dialog

box, where you can enter the password and click OK to unprotect the workbook:

Unprotect Workbook ? X

Password: oooooool
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Mark Workbooks as Final

When you finish working with your workbook, and do not plan to make any further
changes, you should consider marking it as final. This alerts others who may use your data
that the work is complete, and it helps jog your memory if you have not touched the
workbook in a long time. To mark your work as final, click File = Info - Protect Workbook
-> Mark as Final:

Book1.xIsx
Book1
Documents » MOS6001_Excel365_Part 1» MOS6002_Excel365_Part 2 » Working Files » Lesson 7
& Upload |& Share | | @ Copy path Open file location
2 Protect Workbook Properties ~
Control what types of changes people can make to this workbook. Size 54.7KB
Workbook v Title Add a title
Tags Add atag

Always Open Read-Only - N

© Prevent accidental changes by asking Ceteaerss Sddacetegory
readers to opt-in to editing.

i s Related Dates

Encrypt with Password hat it contains: -

), Require a password to open this workbook. Last Modified Today, 5:33 PM

th, author's name and absolute path Created Today, 11:18 AM
gﬂ Protect Current Sheet Last Printed
CUBE ) Control what types of changes peoplecan | L
make to the current sheet. y N
ities find difficult to read Related People
Close Protect Workbook Structure Author
E| Prevent unwanted changes to the structure @ Jane Gibson

of the workbook, such as adding sheets.
Add an author
Add a Digital Signature

. - ified B:
Ensure the integrity of the workbook by Last Modified By §
adding an invisible digital signature. Jane Gibson

Mark as Final
D Let readers know the document hinal‘ Related Documents
0 File Locati
»;‘—'—! 635 Today, 5:28 PM (when | closed without saving) D oAl
lanage
Workbook v Show All Properties

Click OK to confirm your choice and save the file:

Microsoft Excel X

This workbook will be marked as final and then saved.

Cancel

© 2005-2022 Velsoft Training Materials Inc.



Microsoft 365 Excel: Part 2 362

Your will receive a final notification explaining the document has been marked as final to

indicate that editing is complete and that this is the final version of the document:

Microsoft Excel X

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

0 When a document is marked as final, the status property is set to “Final” and typing, editing commands, and proofing marks are turned off.
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

|:| Don't show this message again

TN

The Backstage menu now displays a visual warning stating the file has been marked as final:

E Protect Workbook
Q,

D This workbook has been marked as final to discourage editing.
Protect

Workbook v

A similar warning is shown in the message bar, and the title bar shows that the file has been

marked as Read-Only.

AutoSave Bookl.xlsx - Read-Only - Saved ~ £ Search .
File Home Insert Page Layout Formulas Data Review View Help
@ MARKED AS FINAL  An author has marked this workbook as final to discourage editing. Edit Anyway

You can click the Edit Anyway button on the message bar to release the read-only lock and

return the files normal status.

There is also a small notification in the status bar:

3U
31
32
33

34
25 |

Sheet

R B

You can mark a document as final as many times as you want but keep in mind that any

changes will remove this notification and status.
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Encrypting a Workbook

Encrypting a document with Excel 365 is very easy, despite the complexity of the underlying
encryption operation. In fact, encrypting a workbook using a password is one of the easiest
ways to protect sensitive information. To lock a workbook using a password, click File =
Info - Protect Workbook -» Encrypt with Password:

Info

Book1

Documents » MOS6001_Excel365_Part 1 » MOS6002_Excel365_Part 2 » Working Files » Lesson 7

& Upload |2} Share @ Copy path = Open file location

& Protect Workbook

Control what types of changes people can make to this workbook.

Always Open Read-Only
©© Prevent accidental changes by asking
readers to opt-in to editing.

hat it contains:

Encrypt with Password
Q Require a password to open this workbook. Ik
th, author's name and absolute path
Export
Protect Current Sheet
Publish Control what types of changes people can

srmulas, slicers, and timelines
ities find difficult to read

make to the current sheet.

Close Protect Workbook Structure
Prevent unwanted changes to the structure
of the workbook, such as adding sheets.

Add a Digital Signature
Ensure the integrity of the workbook by
adding an invisible digital signature.

Ijh‘ Mark as Final
\/ Let readers know the document is final.

=3 [ I:Ij Today, 5:28 PM (when | closed without saving)
Manage

Workbook ¥

Enter a password and click OK:

Encrypt Document ? X

Encrypt the contents of this file
Password:
.......l

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

(Remember that passwords are case-sensitive.)
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You will be asked to confirm the password:

Confirm Password ? X

Encrypt the contents of this file
Reenter password:
LA L1l ]}

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

(Remember that passwords are case-sensitive.)

Once encrypted, the Backstage menu indicates to you that the workbook has been

password-protected:

E_ Protect Workbook
Q\

Eq A password is required to open this workbook.
Protect

Workbook v

When it comes time to open the file, you (and anyone else) will be prompted for the

password before you can even see the data. Enter the password and click OK:

Password ? X

‘Book1.xlIsx is protected.

Password: eeesese
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To remove a password, click File = Info - Protect Workbook -> Encrypt with Password:

G)
Uﬁ Home
D New

= Open

Info
Save
Save As
Print
Share
Export
Publish

Close

All you have to do is clear the Password field and click OK:

Info

Book1

Documents » MOS6001_Excel365_Part 1» MOS6002_Excel365_Part 2 » Working Files » Lesson 7

@ Upload |2} Share @ Copy path 2 Open file location

& Protect Workbook

& A password is required to open this workbook.

‘Workbook v

Always Open Read-Only
© Prevent accidental changes by asking
readers to opt-in to editing.

I.E. Enciyptwith P =] hat it contains:
Q Require a password to open this workbook.

th, author's name and absolute path
g;:l Protect Current Sheet
\9] Control what types of changes people can

irmulas, slicers, and timelines
make to the current sheet.

ities find difficult to read
Protect Workbook Structure
Prevent unwanted changes to the structure
of the workbook, such as adding sheets.

Add a Digital Signature
Ensure the integrity of the workbook by
adding an invisible digital signature.

D Mark as Final
s/ Let readers know the document is final.

=
Manage
Workbook v

|E|Tj There are no unsaved changes.

Encrypt Document ? X

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

(Remember that passwords are case-sensitive.)

Cancel

Encryption works by using the password as a way to jumble up the contents of a file.
Anyone who intercepts the encrypted file and examines the contents would only see a
garbled mess. When the proper recipient enters the password, the “jumbling” process is
performed backwards, and the result is a perfectly readable and usable file.
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Digitally Signing a Workbook

Another way of protecting your workbook is to digitally sign it. A digital signature is an
electronic, encrypted, certificate of authenticity. It provides reassurance to the recipient
that the workbook really came from you. The actual makeup of the digital signature is
directly linked to the structure of the file. If something in the file changes, the digital
signature becomes corrupted. If the signature is corrupted, that means the data has

somehow been intercepted and changed.

To create a digital signature, you must have a signing certificate. Certificates are issued by a
certification authority, similar to a notary public. Like other types of identification, digital

signatures can be revoked.

If your document requires this level of security, speak with your IT department, or contact a
digital security company to determine what type of digital signature will be best for your

needs.
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Activity 7-3: Protecting a Worksheet and a Workbook
You want to protect a worksheet from unauthorized changes.

1. To begin, open Activity 7-3 from your Exercise Files folder:
N, Activity 7-3.xlsx

X Microsoft Excel Worksheet
12.1 KB

2.  With the workbook open, select cells H2 and 12. Press Ctrl + 1:

Comma commatol |* | B W =] éf‘:‘fx“’"'év 0Ol #

ercans 21| e Dekte Fomt Sonte fnde | e
il percent < | e PR O clare 5

e ating s o

o 3 3 s il i ) 3 L ™ N ° 3 a R s T v v w x v [

A s c
1 Daily Sales & Bonus Payout
> | nsc widgers nc

Dallysales  Bonus SalesRep  TotalSales Bonus
67510 S 5000 ressan 256257 30000
w738 s 15000

sa043 S 25000
325531 5 25000
5585075 540000
19175022 5 135000

]
]

319677 S 5000
2anmes & -

erage $12500 Cownt:2 wac s250000 sum: 255000 || B @ - ' - oo

3. This opens the Format Cells dialog box. Click the Protection tab:

Format Cells + ? X
‘Number : Alignment Font  Border  Fill  Protection

Category:

General Sample
Number $50.00
Curren

.

4

Date Decimal places: |2
Time Symbol: | § v
Percentage
Fraction
Scientific
Text
Special
Custom
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4,

5.

Click to uncheck the “Locked” checkbox, then click OK:

Number Alignment Font Border Fill Protection
|:| ...... o

[ Hidden

Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab,
Protect group, Protect Sheet button).

:

Format Cells ? X

Now click Review - Protect Sheet:

AutoSave (@ 0f) -~ Activity 7-3xisx ~ PO Search
fle ~ Home Insert  Pagelayout  Formulas  Data  Review  View  Help
s E @D LoR OO CDIDEE B B |®
g E[E] 123 & ax b — L\ﬁ‘ o) E{% 2 =2 2%
Spelling Thesaurus Workbook | Check Smart | Translate | New Show | Notes | Protect Protect Allow Edit Hide
Statistics | Accessibility | Lookup Comment Comments |~ thhWorkbonk Ranges Ink~
Proofing Accessibility | Insights | Language Comments Notes Protect Ink
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This action displays the Protect Sheet dialog box. Type a memorable password into
the Password to unprotect sheet text box:

Protect Sheet ? X

Password to unprotect sheet:
sssseee <—

Protect worksheet and contents of locked cells

Allow all users of this worksheet to:

[&[selectiockedces N

Select unlocked cells
Format cells

Format columns
Format rows

Insert columns
Insert rows

Insert hyperlinks
Delete columns

IO

Delete rows v

Check the “Format Cells” checkbox and then click OK:

Protect Sheet

Password to unprotect sheet:

Protect worksheet and contents of locked cells

Allow all users of this worksheet to:

Select locked cells A
Select unlocked cells

Format columns

Format rows

Insert columns

Insert rows

Insert hyperlinks

Delete columns

Delete rows v

OOOC00O4a
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8. Next, you will be required to re-enter the password that you selected. Do so and
then click OK:

Confirm Password ? X

Reenter password to proceed.

.......l

Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords

and their corresponding workbook and sheet names in
a safe place. (Remember that passwords are

case-sensitive.)

9. Back on the worksheet, right-click on cell D5, then click the Bold button on format

Cancel

menu:
A B c D E | F G H I J

1 Daily Sales & Bonus Payout Daily Bonus Amount Daily Goals
ZAABCWidgetsInc. Calibri ~[11 YA A S~ % 9 E 50.00 $ 2,500.00
3| . N | I A L
4 |FirstName Last Name D Daily Sales Bh , . lotal Sales Bonus
5 |Jackie Williamson  Jackie_Williamson | $  6,785.14 | ¢ =nno Dcaccan S 34,563.37 S 300.00
6 |Lucas Bressan Lucas_Bressan S 4,687.5 & Cut S 28,677.38 S 150.00
7 |Stanley Prestwick Stanley_Prestwick $  7,478.91 [@® copy S 35,403.43 S 250.00
8 Jerry Harrison Jerry_Harrison S 1,689.4° S 37,255.31 S 250.00
9 |Leah Thompson  Leah Thompson  § 5,478.! [ paste Options: $ 55,850.75 $  400.00
10 |Jackie Williamson ~ Jackie_Williamson $  7,600.0 Ijj $ 191,750.22 $  1,350.00
11 |Lucas Bressan Lucas_Bressan $  5,689.00
12 |Stanley Prestwick Stanley_Prestwick $  2,346.8 Paste Special...
13 |Jerry Harrison Jerry_Harrison $ 168700 © SmartLookup
14 |Leah Thompson Leah_Thompson S 9,874.4!
1SAJackie Williamson  Jackie_Williamson $  8,773.6!
16 |Lucas Bressan Lucas_Bressan S 7,835.8
17 |Stanley Prestwick Stanley_Prestwick $  6,898.0!

ul N N | Clear Contents
18 |Jerry Harrison Jerry_Harrison $  5960.2;
19 |Leah Thompson Leah_Thompson $ 50224 &
204Jackie Williamson  Jackie_Williamson $  4,084.5! Eilter
21 |Lucas Bressan Lucas_Bressan S 3,146.7 -
22 |Stanley Prestwick Stanley_Prestwick $  2,208.91 Sort
23 Jerry Harrison Jerry_Harrison S 1,27L1 =
24 |Leah Thompson Leah_Thompson S 333.3]
25_Jackie Williamson  Jackie_Williamson $  5,022.4: *I;‘ New Comment
26 |Lucas Bressan Lucas_Bressan S 4,084.5
27|stanley  Prestwick  Stanley Prestwick $  3,146.7 Eormat Cells...

Harrisnn i
® Sheetl ®
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10. The contents of cell D5 are now bold: Now try to change the value of cell D5 by

typing a new value into it:

A B C D E | F
1 |Daily Sales & Bonus Payout

2 |ABC Widgets Inc.

3 -

4 |First Name Last Name ID Daily Sales Bonus

5 |Jackie Williamson  Jackie_Williamson I $ 6,785.14 _l S 50.00

6 |Lucas Bressan Lucas_Bressan S 4,687.50 S 50.00

7 _Stanley Prestwick Stanley_Prestwick $  7,478.96 $ 50.00

8 |lerry Harrison Jerry_Harrison S 1,689.47 S -

0 ltAaahk ThAnmneAn lanh ThAnmnecAn ¢ S A70 AC ¢ =n nn

11. A warning message appears, informing you that the cell you are trying to change is

protected. Click OK:

Microsoft Excel X
! The cell or chart you're trying to change is on a protected sheet. To make a change, unprotect the sheet. You might be requested to enter a password.
“ ”
12. Now select cell I12. Type the value “2000” and press Enter:
A B c D 3 F G H I J
1 |Daily Sales & Bonus Payout Daily Bonus Amount _Daily Goals
2 |aBc widgets inc. s 50.00 | 2000]
3
4 |FirstName Last Name 1D Daily Sales Bonus Sales Rep Total Sales Bonus
5 |Jackie Williamson  Jackie_Williamson $  6,785.14 $ 50.00 Bressan S 34,563.37 S 300.00
6 |Lucas Bressan Lucas_Bressan $ 4,687.50 S 50.00 Harrison S 28,677.38 S 150.00
7 |Stanley Prestwick Stanley_Prestwick $ 7,478.96 $ 50.00 Prestwick S 35,403.43 S 250.00
8 |Jerry Harrison Jerry_Harrison S 168947 S§ - Thompson S 37,255.31 $ 250.00
9 |Leah Thompson Leah_Thompson $ 547845 S 50.00 Williamson S 55,850.75 S 400.00
10 |Jackie Williamson ~ Jackie_Williamson $  7,600.00 $ 50.00 Total $ 191,750.22 $  1,350.00
11 |Lucas Bressan Lucas_Bressan $ 5,689.00 S 50.00
12 |Stanley Prestwick Stanley_Prestwick S  2,346.87 S
12 llarns Harrican larns Harrican < 1A2700 &
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13.

14.

15.

16. Save the current workbook as Activity 7-3 Complete and then close Microsoft 365

Because the cell has been unlocked, you are able to change the value in the cell. All

the formulas that reference that cell have updated results:

[ A B | € D | e | F G ‘ H I J
1 Daily Sales & Bonus Payout Daily Bonus Amount Daily Goals
2 4ABC Widgets Inc. S 50.00 S  2,000.00
;|
4 |FirstName Last Name D Daily Sales Bonus Sales Rep Total Sales Bonus
5 |Jackie Williamson  Jackie_Williamson $  6,785.14 $ 50.00 Bressan S 34,563.37 $ 300.00
6 |Lucas Bressan Lucas_Bressan $  4,687.50 $ 50.00 Harrison 5 28,677.38 S 200.00
7 |Stanley Prestwick Stanley_Prestwick $  7,478.96 $ 50.00 Prestwick S 35,403.43 S 350.00
8 |Jerry Harrison Jerry_Harrison $ 168947 S - Thompson S 37,255.31 S 250.00
9 |Leah Thompson Leah_Thompson $ 547845 $ 50.00 Williamson S 55,850.75 S 400.00
10 |Jackie Williamson  Jackie_Williamson $  7,600.00 $ 50.00 Total $ 191,750.22 $  1,500.00
11 |Lucas Bressan Lucas_Bressan $ 5,689.00 $ 50.00
12 |Stanley Prestwick Stanley_Prestwick $  2,346.87 S 50.00
13 |Jerry Harrison Jerry_Harrison $ 1,687.00 S
14 |Leah Thompson Leah_Thompson $ 987445 $ 50.00
15 |Jackie Williamson  Jackie Williamson ' $  8,773.68 $ 50.00

Now click Review -» Unprotect Sheet, to remove the protection:

AutoSave = Activity 7-3xlsx + £ Search Jane Gibson  JG = - m] X
File ~ Home Inset  Pagelayout  Formulas Data  Review  View  Help & Share &3 Comments
> EE FH O D) ER B | &
EE %3 Di ax (93 Vo Ry [ 5 7a) = E Ve
Thesaurus Workbook Check Smart | Tanslte | New Show Notes | Unprotect Protect Hide
Statistics | Accessibility | Lookup Comment Comments |~ Sheet  Workbook Ink~
Proofing Accessibility | Insights | Language Comments Notes Protect Ink ~

Enter your password and click OK:

Unprotect Sheet ? X

Password: eeeesee

Excel to complete this exercise.
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TOPIC D: Preparing a Workbook for Multiple

Audiences

One thing to keep in mind when working with and managing workbooks created by Excel
365, is that multiple audiences from other regions of the world, or with different abilities,
may be required to use and understand them. For this reason, it is important to understand

how you can adapt your workbooks for different audiences, when required.

Topic Objectives

In this session, you will learn:

e How to display data in multiple international formats
e How to utilize international symbols

e How to add alternative text to objects
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Displaying Data in Multiple International Formats

If you encounter data that appears in a different language or unit of measurement, Excel

can accommodate this information and modify it to suit your own preferences.

When working with other languages, you have the option to change the interface and the

languages that are used for editing. You can find these settings within the Excel Options

dialog box, in the Language category:

Excel Options

General
Formulas

Data

Proofing

: Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

? X
e e ice Language Preferences
7|'Stth Office Language Pref
Office display language
Buttons, menus, and other controls will show in the first available language on this list.G
1. English <preferred>
2. Match Microsoft Windows [English]
Move Down

Install additional display languages from Office.com

Office authoring languages and proofing

Manage languages used for creating and editing documents, including proofing tools such as spelling and grammar G
check.

English (United States) <preferred> Proofing installed

English (Canada) Proofing installed Add a Language...

Install additional keyboards from Windows Settings

| Cancel

Within the Office display language section, you can choose the language for buttons,

menus, and other controls. Select your preferred language and then click Set as Preferred.
If the language you prefer is not displayed, you can click Install additional display languages
from Office.com.

In the Office authoring languages and proofing section you can similarly choose languages

for creating and editing documents, including proofing tools such as spelling and grammar

check.
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The Proofing category of the Excel Options dialog box includes settings for customizing
dictionaries and setting modes for the French and Spanish language. You can also select the

dictionary language here:

Excel Options ? X
G |
e E:lb/c Change how Excel corrects and formats your text.
Formulas
Data AutoCorrect options
Proofing Change how Excel corrects and formats text as you type: | AutoCorrect Options...
Save
When correcting spelling in Microsoft Office programs
Language

i Ignore words in UPPERCASE
Ease of Access
v| Ignore words that contain numbers

Advanced v| Ignore Internet and file addresses
Customize Ribbon v| Flag repeated words

Quick Access Toolbar Enforce accented uppercase in French
Suggest from main dictionary only

Custom Dictionaries...

French modes: Traditional and new spellings ~

Add-ins

Trust Center

Spanish modes: Tuteo verb forms only W

Dictionary language: | English (United States)

oK ‘ ‘ Cancel

Translation

If you are dealing with other languages, Excel also has a translation function available, in
the Review tab, allowing you to select text within your spreadsheet and translate between

more than 60 languages. To launch the Translator task pane, click Review - Translate:

AutoSave 9~ O = Bookl.xlsx ~ £ Search Jane Gibson  JG = - o X
File Home Insert Page Layout Formulas Data Review View Help 1 Share {2 Comments
T E B & OB D S UL BB B 2
> E B & ax (o T R o By B2 E %
Spelling Thesaurus Workbook Check Smart Translate New Show Notes Protect Protect Allow Edit Hide
Statistics Accessibility | Lookup Comment Comments e Sheet Workbook Ranges Ink ~
Proofing Accessibility | Insights | Language Comments Notes Protect Ink ~
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The Translator task pane opens on the right side of your worksheet, where you can set the

From and To languages, then select cells on your worksheet that contain text to see the

translation:
AutoSave (@ of) D~ O = Bookl.xlsx ~ O Search Jane Gibson  JG cal = O X
File Home Insert Page Layout Formulas Data Review View Help 12 Share 3 Comments
abc h T B
v B & | O % 1 dd s 1 BB B B B &
Spelling Thesaurus Workbook Check Smart | Translate New Show Notes | Protect Protect Allow Edit Hide
Statistics Accessibility | Lookup Comment Comments v Sheet Workbook Ranges Ink v
Proofing Accessibility | Insights | Language Comments. Notes Protect Ink ~
c6 & f Global Sales v
A B C D E F G H 1 J K [«
1 Translator A
2
3 From English ~ <+
4 Acme Widgets Co. Global Sales X
5 Global Sales
6 1 Qutside of USA
7 22%
8 28%
9 | Q3 $ 56,000,000.00 21%
10 Q4 $ 83,000,000.00 35% 1l
1 q
= To Spanish v =
| Ventas globales
14
15
16|
17
18 Was the translation helpful? & &3
19|
20 |
21
22|
23 |
24
25
26 |
27
28 -
Translated by @% Microsoft Privacy statement
Sheet! | @ . ,
B ] m- 1 + 100%
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You can also type directly into either field to see a translation in the other field:

Translator vy X
From English ~ A
Yearly| X

I
Tl
To Spanish ~
Anual

Was the translation helpful? & g2

\ Translations of anual

other
annual

anual v

Translated by =' Microsoft Privacy statement

Finally, you can copy text from either field to use in your worksheet, by right-clicking the

selected text, then clicking Copy:

To Spanish ~

Copy N

Attach Debugger
Reload

Security Info
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Date and Numerical Formats

Date and numerical formats can also be adjusted to international units. To do this, select
the data that you would like to adjust and then click the Option button ("*) within the

Number group on the Home tab:

AutoSave < Book1 - Excel £ Search
File Home Insert Page Layout Formulas Data Review View Help
D 4 Cut Calibri VAN === o ab, Wrap Text General v
Paste f@Copy - ') A 0 .00
B I U+ v v v | === =532 35 v ~ 9 €0 .
v <& Format Painter = L — === Z3= EMergeaCenter $ % 9 S 0

Clipboard (] Font N Alignment ~ Number—» I'h

This action displays the Format Cells dialog box. From the list of categories on the left side
of this dialog box, select the data that you are working with and you will see either the
Symbol drop-down or the Locale (location) drop-down that you can use to choose a

different regional option:

Format Cells ? X
Number  Alignment Font Border Fill Protection
Category:
General Sample
Number 7/30/2020
Currency

Accountini Type:
*3/14/2012

Time *Wednesday, March 14, 2012

Fefceniage 2012-03-14
Fraction 3/14
Scientific
Text 3/14/12
. 03/14/12
Special 14-Mar v
Custom =

Locale (location):
English (United States)

Spanish (Puerto Rico A
panish (Spain)

Spanish (Spain, Traditional Sort)

Spanish (United States)

Spanish (Uruguay)

Spanish (Venezuela) v

Date formats display date and time serial numbers as date values. Date formats that begin with
an asterisk (*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.
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Utilize International Symbols

Many languages can be entered using a standard keyboard, but some do require special

international characters. To find and insert one of the symbols, click Insert = Symbol:

Autoswve @20 [F] O -
File

nsert  Pagelayout  Formuas  Data  Review Vi

.

P B aDg Q2

PivotTable Recommended Table | Pictures Shapes lcons 3D 0
,,,,,,

This action opens the Symbol dialog box to the Symbols tab. First, from the Font drop-down

menu select the font that you would like to use. Next, double-click the symbol that you
would like to insert into the last location that was selected on the current worksheet. The
Symbol dialog box remains open, allowing you to enter more than one symbol in your

selected cell. When you are finished adding symbols, click Close:

Symbol ? X

Symbols  Special Characters

Font: | (normal text) v | Subset: |Latin-1 Supplement v
ulviw|x|ylz|[{]|][} ™ i|¢|Elr|¥[! "
gl @2 |«|-|-[®] [°[x[23| |ul9l-
IEBBAEBEA . BBBRREREE
EIE|E[T|T|T|T|D|N|O|O|O|O|O|x|@|U .
Recently used symbols:

Al€|E£|¥|O|®|™|x|z[<|[2|+|X|c=|p|al|B

Unicode name:

Character code: | 00CO | from: | Unicode (h v
Latin Capital Letter A With Grave Lharacter code rom: | Unicode (hex)

Insert | | Close m_‘
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Adding Alternative Text to Objects

You can create alternative text (Alt Text) for shapes, pictures, charts, or other objects in
your Excel workbooks. This helps people with visual impairments, who use screen readers,
to better understand your graphical content. When you add Alt Text to an object, a screen
reader reads out the Alt Text when it encounters the object. Without Alt Text, the screen

reader user only knows they have reached an object without knowing what it shows.

To add Alt Text to an object, first select the object, then click Format = Alt Text:

File  Home  Insert  Pagelayout  Formulas Data  Review View Help  ChartDesign  Format
Chart Area Y ENN PR R £ Shape Fill A Text Fill v lﬁt‘
< Format Selection oo~ Abe ‘ Abc ‘ Abe ‘ Abe || A ‘ Abe ‘ Abe ‘ +| [Z Shape Outline A A A ~| A Text Outline ~ Arf—'
ResettoMatchstyle | AL L[ R— | @ shape Effects ~ | A Text Effects Text
Current Selection Insert Shapes Shape Styles ~ ‘WordArt Styles | Accessibility
Chart 8 M fe
A B c D E F G H 1 J K L M N o P Q R s
1 |2020-07-30
2
3
4 Acme Widgets Co. Global Sales Q +
5 Global Sales
6 _Quarter| _Global Sales _Outside of USA 590,000,000 0% | | 7
7 Q1 $ 75,000,000 32% 580,000,000 90%
s @ |[s 61,000,000 28% $70,000,000 %Y
g @ |s 56000000 1% 560,000,000 ;g:z
10 | aa |$ 83,000,000 35% & $50,000,000 50%
1 540,000,000 20%
12 $30,000,000 30%
13 520,000,000 20%
14 $10,000,000 10%
s 0%
15 a1 @ a3 s
16
17 mm Global Sales  ——g=Outside of USA
18 [e] O
19
20
”

The Alt Text task pane opens, where you can type a description of the object (typically one

or two sentences), to help communicate the information it presents:

Alt Text v X

How would you describe this object and its
context to someone who is blind?

(1-2 sentences recommended)

Chart of Acme global sales, showing
percentage of sales from outside of the
USA. |

Mark as decorative '
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If you instead check the Mark as decorative checkbox, the object will not expose a
description to screen readers. This allows you to identify to the user objects as decorative,

rather than informational:

Alt Text v X

How would you describe this object and its
context to someone who is blind?

(1-2 sentences recommended)

v/| Mark as decorative '

R
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Activity 7-4: Preparing a Workbook for Multiple Audiences

The workbook that you have been working on needs to be sent to customers in Quebec, a

French speaking Canadian province. You have been asked to prepare it for them.

1. To begin, open Activity 7-4 from your Exercise Files folder:
N, Activity 7-4.xlsx

X Microsoft Excel Worksheet
16.2 KB

2. Use your cursor to select cells C8 to D22:

AutoSave (@ off) = Activity 7-4:xlsx ~ £ Search
file ~ Home Insert  Pagelayout  Formulas  Data  Review View  Help
ﬁ:‘] E;z”‘ Calibri Ju AR E=E 9 BwepTe Accounting J B 7 voma
opy ~ =
Paste === == B Conditional Format as
b1y (@ |a-A-|===|==|m 5% wa
v <¥ Format Painter = = = S== EE= EMegescCente $-%9 BB Formatting v Table v
Clipboard N Font N Alignment N Number ~
c8 - fe | 13.44
A 8 C D E F G H 1 J K L M
1 |Product Sales
2
3 |From: 1/1/2020
4
5 [To: 6/30/2020
6
7 SKU Quantity Price Total
a| s2 sas [ 1344 | $  11,343.36 Product Sales by SKU
o| 12 26 | $ 2933 $ 2481318 $30,000.00
10| 3398 70 |$ 19.74 $  19,147.80
$25,000.00
11| 3649 670 $ 1139 $ 7,631.30
12| 7688 308 S 1552 $ 4,780.16 $20,000.00
13| 1573 813 |$ 2393 $  19,455.09
14| 3328 733 $ 3145 $ 23,052.85 §15,000.00
15| 9137 83 |$ 1430 $  12,197.90 $10,000.00
16| 4158 34 |$ 1696 $ 6,003.84
17| 7448 913 $ 2037 S 18,597.81 $5,000.00
18| 793 34 |$ 2433 $ 8,369.52 . I I I I
19| 2417 362 $ 1597 $ 5,781.14 i
S O H © P A A P W H D > & A
20| a3s8 14 |$ 3847 $ 4,385.58 E U R A L S S (I Pl
21| 4103 24 |$ 1919 $ 5,066.16
22| 6722 701 |$ 1138 $ 7,977.
23
24
25
2
Sheet1 ®
=
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3.  Next, press Ctrl + 1. The Format Cells dialog box opens. Click the Number tab if it is

not already displayed:

Format Cells

Alignment

Category:

General
Number

Curren%

Date

Time
Percentage
Fraction
Scientific
Text
Special
Custom

Font Border Fill Protection

Sample
$13.44

Decimal places: |2 =

Symbol: | § English (United States)

Accounting formats line up the currency symbols and decimal points in a column.

Cancel
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4. Ensure that the Accounting category is selected from the Category list on the left,
then click the Symbol drop-down menu and click the French (Canada) option:

Format Cells

Number  Alignment

Category:

General
Number

Curren%

Date

Time
Percentage
Fraction
Scientific
Text
Special
Custom

Font Border Fill Protection

Sample
$13.44

-

Decimal places: |2 ==

Symbol: | § English (United States)

X

S English (Australia)

S English (Belize)

S English (Canada)

S English (Hong Kong SAR)
S English (Jamaica)

S English (New Zealand)

S English (Singapore)

S English (Trinidad and Tobago)
S English (United States

$ French (Canada)

S Hawaiian

S Inuktitut (Latin)

S Inuktitut (Syllabics)

S Malay (Brunei Darussalam)
S Maori

Accounting formats line up the cur|S Mapuche

S Mohawk
S Papiamento
S Quechua (Ecuador)

Cancel

5.  With the new currency symbol selected, click OK to apply your changes:

Format Cells

Number  Alignment

Category:

General
Number

Curren
Mb.

Date

Time
Percentage
Fraction
Scientific
Text
Special
Custom

Font Border Fill Protection

Sample
1344 §

-

v

Decimal places: |2

X

Symbol: |[ERFEN(ERERE) 7‘

Accounting formats line up the currency symbols and decimal points in a column,

Cancel
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385

6. Back at the worksheet, you will see that the cells have been updated with the new

currency format:

A B C D F G | H I J K |
1 |Product Sales
2,
3 |From: 1/1/2020
4,
5 |To: 6/30/2020
6,
7 SKU uanti Price Total
a] s a san b 1342 5 1124336 S Product Sales by SKU
9| 612 846 29.33 $ 24,813.18 $ | 30,000.00
10| 3398 970 19.74 $ 19,147.80 $
25,000.00 S
1| 3649 670 11.39 $ 7,631.30 $
12| 7688 308 15.52 $ 4,780.16 S 20,000.00 $
13| 1573 813 23.93 $ 19,455.09 $ |
14| 3328 733 3145 $ 23,052.85 $ 15,00000 5
15| 9137 853 14.30 $ 12,197.90 $ 1000000 §
16| 4158 354 16.96 $ 6,003.84 $
17| 7448 913 2037 $ 18,597.81 $ 5,000.00 $
18| 793 344 24.33 $ 8,369.52 $ | . I I I I I
o - B PILFPLIS IR IS
21| 4103 264 19.19 $ 5,066.16 $
22| 6722 701 11.38 $ 7,977.38 $
23

7. Now select cell B3, then hold Ctrl and also select cell B5. Once both cells are

selected, press Ctrl + 1, to again open the Format Cells dialog box:

Format Cells ? X
Alignment Font Border Fill Protection
Category:
General Sample
Number 6/30/2020
Currency
Type:

Accountini

Time pe
Percentage ‘Wednesday, March 14, 2012
: 2012-03-14
Fraction 314
Foentific 3/14/12
. 031412
Special 12-Mar ©
Custom .
Locale (location):
English (United States) ﬂ

>

*3/14/2012

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

coc
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8. Ensure that the Date category is selected from the Category list on the left, then
click the Locale (location) drop-down menu and select the French (Canada) option:

Format Cells ? X
Number  Alignment Font Border Fill Protection
Category:
General Sample
Number 6/30/2020
Currency
A(countini Type:
Time *3/14/2012 ~
Percentage ;\g:ezdg?’e:iay, March 14, 2012
Fraction 3/14' B
Scientific
Text 31412
. 03/14/12
Special 14-Mar v
Custom -

Locale (location):

English (United States)

Filipino A
Finnish

French (Belgium)

French (Cameroon

French (Canada) k

French (Caribbean) v
Date formats display date and time serial numbers as date values. Date formats that begin with

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

9. With the new date locale selected, click OK to apply your changes:

Format Cells ?

Number  Alignment Font Border Fill Protection
Category:

General Sample

Number 6/30/2020

Currency

Accountini Type:

n 2012-03-14
Time 12-03-14
Percentage 14-03-12
Fraction gy
Scientific 120314

14/03/12
Text
. 14 mars, 2012
special 14 mars 2012
Custom

Locale (location):
French (Canada) ZI

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

o] [ o
|
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10. The date formats have now been updated:

A B C D E

Product Sales

From: 2020-01-01

To: 2020-06-30

O B W N -

11. Now, to translate the title and the date labels, click Review - Translate:

AutoSave 9~ O = Activity 7-4xlsx ~ O Search
File Home Insert Page Layout Formulas Data Review View Help
BB R OB D 1 D BB %
NG EE 23 s ax = :‘ L o g@ 2
Spelling Thesaurus Workbook Check Smart | Translate New Show Notes Protect Protect Allow Edit
Statistics | Accessibility | Lookup Comment Comments v Sheet Workbook Ranges
Proofing Accessibility | Insights | Language Comments Notes Protect
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12. In the Translator task pane, leave the From language selector set to Auto-detect
and click on the To drop-down menu and scroll to find, then select, French:

Translator vy X
From Auto-detect ~ A

Select text from the X

document or enter text here
to translate.

1

To French ~
Filipino

Finnish
French
German
Greek
Gujarati

Haitian Creole v

Translated by =' Microsoft Privacy statement

13. Now click on cell Al. You will see that the translation is, likely, “Ventes de
produits.” Type this into cell A1, then press Enter:

A B C D E F G H | I J K L[4
. Translator Voo
1 |Ventes de produits
2 I From English (detected) ~
3 |From: 2020-01-01
4 Product Sales 23
5 [To: 2020-06-30
6
7 SKU Quantity Price Total
8| sw P 1344 8 11,343.36 § Product Sales by SKU
9| 612 846 29.33 24,813.18 $ 30,000.00 §
10 3398 970 1974 $ 19,147.80 $ 25,00000 Tl
11| 3649 670 1139 $ 7,631.30 $ ’ To French ~
12 7688 308 1552 $ 4,780.16 $ 20,00000 §
13 1573 813 2393 19,455.09 $ N Ventes de pI'OdUhS
14| 3328 73 3145 § 23,052.85 $ 1900000
15 9137 853 1430 $ 12,197.90 $ 10,000.00 §
16 4158 354 16.96 $ 6,003.84 $
17| 7448 913 2037 $ 18,597.81 $ 500000 §
18] 793 304 233 $ §,369.52 § I I I Was the transiation helpfu? &5 §3
- s
19 2417 362 1597 $ 578114 $
1 I U S Y > & & &
20| 4348 14 3847 $ 4,385.58 $ PEFLLELFSIE P ISP
21 4103 264 19.19 $ 5,066.16 $
2| &2 701 1138 $ 7,972.38 $
23
24
25|
26 -
= Transated by B8 Microsoft e
Sheet1 ® < >
Reaty 3 ] m - 1 = 100
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14. Now, click on cell A3. Type the translation, “De:”, in cell A3, and press Enter:

A B c D E F G H | ! L K L[4
. Translator v

1 |Ventes de produits

2| From English (detected) ~ ~

3 |De: 2020-01-01

1 From: X

5 [To: 2020-06-30

6

7 SKU Quantity Price Total

ERIE) 844 1344 $ 11,343.36 $ Product Sales by SkU

9 612 846 29.33 $ 24,813.18 $ 30,000.00

10 3398 970 1974 $ 19,147.80 $ 25,00000 § ”

11| 3649 670 1139 $ 7,631.30 $ ’ To French ~

12| 7688 308 1552 $ 4,780.16 $ 20,00000 §

13 1573 813 2393 19,455.09 $ De:

14 3328 733 3145

23,052.85 $ 19000005
15 9137 853 1430 $ 12,197.90 $ 10,000.00 §
16 4158 354 16.96 $ 6,003.84 $
17| a8 913 2037 $ 18,597.81 $ 500000 §
18 793 344 2433 S 8,369.52 $ s I I I I I
o

19 2417 362 1597 $ 578114 $

I S D B P S NS E DD PP D
20| 4348 14 3847 $ 4,385.58 $ FPEFLLELFSIF P ISP
21 4103 264 19.19 $ 5,066.16 $
22| 6722 701 1138 § 7,977.38 $

23
24
25|
26|
Sheet! ®

Ready [@

Was the transiation helpful? & &3

“\Translations of from

verb
partir

from, leave, go, start, set out, get off v
Transiatea by B8 Microsoft P —
:::] [ 1 + 100%

15. Now select cell A5. You will see that the translation fo

accent grave). To enter this in the cell, first delete the
click Insert - Symbol:

r “To:” is “A:” (A with an

contents of cell A5, then

16. The Symbol dialog box will open to the Symbols tab. S
grave, then click Insert, then click Close:

elect the capital letter A with

2|3

0
_
J
I
@

§"|©

Symbol ? X

Symbols  Special Characters

Font: | (normal text) v | Subset: Latin-1 Supplement v
o s ~

O | >

M [«
m

—

—

—_

D o

C/

o >
Q: O\ >> =+
B | O >

C

o
C:|m:
<\

Av2

Q-

[«V]N

Q2

Qo

o[ [« |=A
rmv

D>

ol | ZEH

= 1
o-
(o}
(@]
@)
o

S [0 O:>a
clo | X |\ |E

C\
ot

Recently used symbols:

~

AE|E|¥|O® ™|z [<[2|+]|X

<|lu|la|p

Unicode name:

h :
Latin Capital Letter A With Grave s  ShAracter code: | 00C0

J

from: Unicode (hex} |V

Cancel
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17. Add the colon to complete the entry on cell A5, then press Enter:

A B C D | E
1 'Ventes de produits

2 4

3 |De: 2020-01-01

4 4

5 |A: ~ 2020-06-30

o

7 SKU Quantitv Price Total

18. Save the current workbook as Activity 7-4 Complete and then close Microsoft 365
Excel to complete this exercise.
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Summary

During this lesson you learned about the various ways that you can enhance your
workbooks in Excel 365. You should now be familiar with the customization options that are
available, including notes and comments, as well as how to manage themes to control the
appearance of your workbooks. At this point, you should also be comfortable with
protecting your workbooks against data loss and unauthorized access. Finally, you now

know how to prepare your workbooks when working with multiple audiences.

Review Questions

1. What is the command sequence to insert a comment?

2. What are themes?

3. How do you add a background image to your worksheet?

4. In which group on the Review tab can you find the Protect Sheet command?

5. What is the command sequence to open the Alt Text task pane?
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LESSON LABS

Lesson 1

Lesson Lab 1-1

Objective To understand how to apply and use range names, as well as

apply and use specialized functions.

Briefing You have a workbook that lists the total sales for every branch
of your company. You need to calculate the average sales for

each region, for stores with sales under $1,000,000.

Task Apply the following range names to the indicated cells:

e A4:A27: Store

e B4:B9: Region_1

e B10:B14: Region 2
e B15:B17: Region_3
e B18:B22: Region 4
e B23:B27: Region_5

In the designated cells, use the AVERAGEIF function to
calculate the average of the stores by region only where the

stores earned under $1,000,000 in sales.

Hints Remember that logical operators need to be enclosed in

double quotations when constructing this function.

Sample Data £33 Lesson Lab 1-1.xlsx
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Lesson 2

Lesson Lab 2-1

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

393

To understand how to analyze data using functions.

You have been tasked with finishing a sales worksheet that lists

the actual sales and sales goals for each store in your company.

Use an IF function to determine if each store in every region

has met their sales goal outlined in the worksheet.

Remember that the IF function syntax is as follows:

IF(logical_test, value_if_true, value_if false).

£33 Lesson Lab 2-1.xIsx

Use the UPPER function to convert the text found in cell Al

entirely to uppercase.
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Lesson Lab 2-2

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

394

To understand how to use lookup functions.

You need to use a LOOKUP function to find specific information

from the provided worksheet.

Add a LOOKUP function to cell G2 to find out if store 358 met
its sales goal.

Remember that the syntax for a LOOKUP function is as follows:

=LOOKUP(lookup_value, lookup_area, results_area).

@ Lesson Lab 2-2.xlsx

Add the current date to cell E1 using the TODAY function.
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Lesson 3

Lesson Lab 3-1

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

395

To understand how to create and customize tables, as well as

sort table data.

A worksheet that you have been working on requires a table.
Additionally, you need to sort this data to better see which

stores have not met their sales goal.

Create a new table from the data in the A3:D27 range in the
sample workbook. Apply any one of the table styles that are

available.

Sort the data in the table by the Sales Goal Met column from A
to Z.

You can find the table styles in the Table Styles gallery on the
Table Tools — Design tab.

E3=|Lesson Lab 3-1.xlsx

Add a Total Row to the table and calculate the sum of total
sales, the sum of the sales goals, and a count of the stores that

met their sales goals.
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Lesson 4

Lesson Lab 4-1

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

To understand how to create and modify charts based on

existing data.

For an upcoming presentation, you would like to create a chart

based upon sales data with which you have been working.

Using the B3:C15 range in the provided Sample Data file,
create a new chart that will best illustrate actual sales numbers

against sales goals for the store.

Once you have chosen and inserted a new chart, remove the
title.

Remember that each chart type is best suited to a specific type
of data, so if one chart does not look right, try another type.

There might be a number of different solutions.

@ Lesson Lab 4-1.xlsx

Apply a new style to the chart that you just created.
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Lesson Lab 4-2

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

397

To understand how to utilize trendlines while working with

charts.

To get a better picture of the order value by age group that has
been collected over a period of time, you would like to add a

trendline to a chart.

Add a polynomial trendline to the chart that appears on the
supplied worksheet, then format the trendline in red to stand

out from the data plots.

Ensure that the polynomial trendline is set to an order of 2.

3z Lesson Lab 4-2.xlsx

Experiment with the other trendline types to see how they

represent the data.
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Lesson 5

Lesson Lab 5-1

Objective

Briefing

Task

Hints

Sample Data

To understand how to create and use PivotTables to analyze
data.

Using a PivotTable, you would like to see the total amount of
sales made by stores that reached their sales goal and stores
that did not.

Using the provided data (A3:D27) in the Sample Data file,
create a new PivotTable on the current worksheet (Sheet1)
that starts in cell F3.

Add data to the PivotTable by adding the Sales Goals Met field
as a column. Next, add the Sales field to the Values area.
Ensure that the Sales field uses the SUM function.

Apply the appropriate data formats to the resulting table and

adjust the column widths as necessary.
Remember that you can click and drag fields from the field list
in the top half of the PivotTable Field task pane to the four

areas on the bottom half.

£33 Lesson Lab 5-1.xIsx
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Lesson Lab 5-2

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

To understand how to present data using PivotCharts, as well

as filter data using slicers.

Using a PivotTable that you previously created, you would like
to create a PivotChart that best illustrates the data that it

presents.

Create a PivotChart on the worksheet of the Sample Data file

that uses the Column chart type.

Insert a slicer that filters out data from store 122 as this

location recently closed.

You can insert a slicer by clicking PivotTable Analyze - Insert
Slicer. Additionally, by holding down the Ctrl key and clicking
on a button in the slicer you can choose to filter out that

option.

£33 Lesson Lab 5-2.xIsx

On the PivotChart, add data labels to the outside end position.
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Lesson 6

Lesson Lab 6-1

Objective To understand how to work with graphical objects.

Briefing You are going to be presenting the results of a customer
survey. To improve the visual elements of this worksheet, you

would like to add some graphical objects.

Task Align, order, and group the happy and unhappy face shapes
with the colored circles to create icons for satisfactory and
unsatisfactory results, then size the grouped shapes to fit next
to the average score and the scores for each CSR. Copy and
paste as required to add an icon to each score. Scores above 6

get a happy face and scores below 6 get an unhappy face.

Next, search stock art and online to find and add an image

below the title that is related to customer satisfaction.

Hints Remember that clicking Shape Format -> Selection Pane will
open the Selection task pane, where you can arrange the

layers of the shapes.

Sample Data 3=| Lesson Lab 6-1.xIsx

Follow-Up Questions  Add a SmartArt graphic to show the CSR results, from highest
to lowest. Use colors in the individual shapes that match the

icons.
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Lesson 7

Lesson Lab 7-1

Objective To understand how to manage themes, add backgrounds, and

protect a workbook.

Briefing You need to send a confidential workbook to an international

branch to confirm the inventory value.

Task Change the theme of the document to “Feathered,” then use
the Lesson Lab 7.1.png image to add a background to the
workbook. Unlock the cells in the range C5:C34, to allow for
editing, then protect the worksheet, making sure you select
“Edit objects” in the “Allow all users of this workbook to” field.
(Allowing “Edit objects” lets users add notes to a worksheet
even when it is protected.) Use the password “1234” (without
the quotation marks). Finally, encrypt the document, again
with the password “1234”,

Hints When choosing a background, ensure that you choose the
Browse button that appears in the From a file section. Also
remember that you click File = Info - Protect Workbook to

encrypt with a password.
Sample Data 33 Lesson Lab 7-1.xlsx

Follow-Up Questions  Try editing the values in column C, then column B.
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Lesson Lab 7-2

Objective To understand unprotecting workbooks, marking them as final,

using comments and notes, and using translation.

Briefing An international branch has returned a confidential workbook

in response to your request. You must finalize it.

Task Open the workbook using the password “1234” (without the
guotation marks). Also unprotect the sheet with the same
password. You can now remove the background and change
the theme back to Office. Find any notes on the worksheet and
translate them to English. Convert the note to a comment and

add the translation in a new thread.

Hints You can copy the text from the note and paste it into the
translator. You can use the Auto-detect feature if you are not
sure what the language is. Also, remember to clear the

password from the document encryption.

Sample Data 3] Lesson Lab 7-2.xlsx
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COURSE WRAP-UP

Post-Course Assessment

1. Where can you search for different types of functions?

a. Inthe Microsoft Search box
b. Inthe Insert Function dialog box
c. Inthe Formulas tab

d. All of the above

2. What is the LEN function used for?

a. ltreturns a set number of characters from a string
b. It counts the number of cells in a row
c. It returns the number of characters in a string

d. It counts the number of rows in a column

3. When does the AND function return a TRUE value?

a. When one of the arguments is true
b. When all the arguments are true
c.  When all the arguments are false

d. When there is only one argument.
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4. What is the last argument in all of the database functions?

a. criteria
b. database
c. lookup_value

d. row_num

5. What are the two contextual tabs available when you have a chart selected?

a. Chart Task Pane
b. Chart Design
c. Format

d. Add Chart

6. What do dual axis charts display?

a. Aunique axis for both data series in a combination chart
b. Two different axis titles
c. Values above and below zero

d. Two charts beside each other

7. What does a slicer do, in relation to PivotTables?

a. Adds columns to the table
b. Filter fields by unique entries
c. Adds rows to the table

d. Separates column data
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8. How can you see the layers of all shapes and pictures on a worksheet?

a.

b.

Click Shape Format - Group - Group
Click Picture Format - Selection Pane
Click Picture Format - Bring Forward = Bring to Front

Click Shape Format - Selection Pane

9. What is a digital signature?

a.

b.

A scan of your signature
A link to your company website
A fingerprint scanner

An electronic, encrypted, certificate of authenticity

10. What is Alt Text used for?

a.

b.

To add translations to objects in your workbook
As a programming language
To give context to objects in your workbook for users with screen readers

To add animations to your workbook objects
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Course Summary

Congratulations on completing the second part of Microsoft 365 Excel training. During this

course, you learned how to:
e Create advanced formulas
e Analyze data with logical and lookup functions
e Organize worksheet data with tables
e Visualize data with charts
e Analyze data with PivotTables, slicers, and PivotCharts
e Work with graphical objects

e Enhance workbooks

You should now know which formulas and functions are used to complete which tasks, as
well as how to use those formulas and functions for data analysis. You should be
comfortable with the variety of data visualization tools that are available in Excel, as well as

the use of graphics and the many ways that you can enhance your workbooks.
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ANSWER KEYS

Lesson 1 Review Questions

1. For aselected range, where do you type in a new range name?

You type a new range name for a selected range into the Name Box.

2. How many function categories are there in Microsoft 365 Excel?

In Excel 365, there are 12 function categories.

3. What is the command sequence to show formulas rather than calculated values in
cells?

The command sequence to show formulas rather than calculated values in cells is

Formulas = Show Formulas.

4. What is a nested function?

A nested function is a function within the arguments of another function.

5. What is the command sequence to change workbook calculations to manual?

The command sequence to change workbook calculations to manual is Formulas =

Calculate Options - Manual.
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Lesson 2 Review Questions

1. What is the TRIM function used for?

The TRIM function is used to remove empty spaces from a string, excluding those that

appear between two words.

2. What is the TEXTJOIN function used for?

The TEXTJOIN function is used to combine (concatenate) text strings together, with or

without delimiters, from multiple cells into one single cell.

3. What are the only two possible outputs from a logical function?

The output from a logical function is either TRUE or FALSE.

4. What is the difference between the TODAY function and the NOW function?

The difference between the TODAY function and the NOW function is that the TODAY
function will only print the current date, while the NOW function prints both the date

and time.

5. What is the FV function used for?

The FV function is used to calculate the future value of an investment that has a fixed

interest rate, as well as a fixed or periodic payment schedule.
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Lesson 3 Review Questions

1. What is the command sequence to add a table?

To add a table, click Insert = Table.

2. How do you add a Total Row to a table?

To add a Total Row, click Table Design < Total Row.

3. What type of functions do Total Rows use by default?

Total Row formulas use the subtotal function to display the results of common

operations. This means the formulas will display totals only for rows that are not hidden.

4. How can you remove duplicate values from a table?

To remove duplicate values from a table, first select a cell within the table and click

Table Design > Remove Duplicates.

5. When you convert a table to a range, what happens to the structured references?

Structured references are replaced with cell references when you convert a table to a

range.
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Lesson 4 Review Questions

1. What are charts?

Charts are graphical representations of data and its relationships.

2. What is a line chart typically used for?

Line charts are typically used to display data changes over a period of time.

3. What is the difference between modification and formatting?

When you choose to modify a chart, you are changing the various elements that are
used to illustrate the data. Formatting, on the other hand, is the process of altering the

overall appearance of the chart.

4. When are the Chart contextual tabs displayed?

The Chart contextual tab set is displayed whenever a chart is selected.

5. What is the command sequence to add a trendline using the ribbon?

The command sequence to add a trendline using the ribbon is Chart Design - Add
Chart Element - Trendline - [Trendline].
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Lesson 5 Review Questions

1. What is pivoting in Excel?

Pivoting is the act of moving data around to change the table’s structure.

2. Where do the field names come from in the Choose fields to add to report section of
the PivotTable Fields task pane?

The field names are derived from the column headers in the table or range used to

create the PivotTable.

3. What happens to fields that are dragged to the Values area on the PivotTable Field
task pane?

Fields that are dragged to the Values area of the PivotTable Field task pane will have

calculations performed on them or their values summarized.

4. What is the command sequence to insert a PivotChart?

The sequence to insert a PivotChart is PivotTable Analyze - PivotChart.

5. What do the buttons on a slicer represent?

The buttons on a slicer represent unique entries that exist within the field that is

associated with the slicer.
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Lesson 6 Review Questions

1. What are the six types of graphical objects that can be inserted into Excel workbooks?

The six types of graphical objects that can be inserted into Excel workbooks are Pictures,

Shapes, Icons, 3D Models, SmartArt, and screenshots.

2. Are shapes considered pictures or drawings?

Shapes are considered drawings.

3. How do you open the Selection pane?

To open the Selection pane, click Picture Format (or Shape Format) - Selection Pane.

4. What are SmartArt graphics used for?

SmartArt graphics are used to visually represent text-based content in a chart or

diagram.

5. How do you open the Choose a SmartArt Graphic dialog box?

To open the Choose a SmartArt Graphic dialog box, click Insert = SmartArt.
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Lesson 7 Review Questions

1. What is the command sequence to insert a comment?

To insert a comment, click Review > New Comment.

2. What are themes?

Themes are combinations of preset colors, fonts, and effects

3. How do you add a background image to your worksheet?

To add a background image, click Page Layout = Background.

4. In what group on the Review tab can you find the Protect Sheet command?

You can find this command in the Protect group on the Review tab.

5. What is the command sequence to open the Alt Text task pane?

To open the Alt Text task pane, click Format = Alt Text.
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Post-Course Assessment

1. Where can you search for different types of functions?

a. Inthe Microsoft Search box

b. Inthe Insert Function dialog box
c. Inthe Formulas tab

d. Allof the above

All of these methods can help you find and use functions.

2. What is the LEN function used for?

a. ltreturns a set number of characters from a string
b. It counts the number of cells in a row

c. ltreturns the number of characters in a string

d. It counts the number of rows in a column

The LEN function returns the numbers of characters in a cell that contains text, orin a

text string, and is often used to ensure text strings are the correct length.

3. When does the AND function return a TRUE value?

a. When one of the arguments is true
b. When all the arguments are true

c.  When all the arguments are false
d. When there is only one argument.

The AND function only returns TRUE when all of the arguments are true.
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4. What is the last argument in all of the database functions?

a. criteria

b. database

c. lookup_value
d. row_num

The last argument in a database function is criteria, where the criteria is defined withing
the workbook, directly below a column name that exactly matches a column name in
the database.

5. What are the two contextual tabs available when you have a chart selected?

a. Chart Task Pane
b. Chart Design
c. Format
d. Add Chart

When a chart is selected in a worksheet, the Chart Design and Format contextual tabs

will become available on the Ribbon.

6. What do dual axis charts display?

a. A unique axis for both data series in a combination chart
b. Two different axis titles

c. Values above and below zero

d. Two charts beside each other

A dual axis chart allows you to display a unique axis for both data series in a

combination chart. This makes it easier to compare different but related values.
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7. What does a slicer do, in relation to Pivot Tables?

a. Adds columns to the table

b. Filter fields by unique entries
c. Addsrows to the table

d. Separates column data

A slicer allows you to quickly filter fields in your pivot table using unique values in that
field.

8. How can you see the layers of all shapes and pictures on a worksheet?

a. Click Shape Format - Group - Group

b. Click Picture Format - Selection Pane

c. Click Picture Format - Bring Forward = Bring to Front
d. Click Shape Format - Selection Pane

You can see the layers of all the shapes and pictures on a worksheet by first selecting a
picture or a shape, then clicking Shape Format -> Selection Pane, or Picture Format -
Selection Pane.

9. What is a digital signature?

a. Ascan of your signature

b. Alink to your company website

c. Afingerprint scanner

d. An electronic, encrypted, certificate of authenticity

A digital signature is an electronic, encrypted, certificate of authenticity. It provides

assurance to the recipient of a file that it really came from you and has not been altered.
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10. What is Alt Text used for?

a. To add translations to objects in your workbook

b. Asaprogramming language

c. To give context to objects in your workbook for users with screen readers
d. To add animations to your workbook objects

Alt Text allows you to give context to shapes, pictures, charts, and other objects in your
workbook to assist users with visual impairments, who use screen readers to view your
files.
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Keyboard Shortcut Quick Reference Sheet

APPENDICES

Open a new workbook Ctrl + N

& | Saveafile Ctrl +S

;

%0 .

© | Open a file Ctrl+ 0O

©

=

@ | Print worksheet Ctrl+P

=
Close Microsoft Excel Alt + F4
Switch between worksheet tabs (left to Ctrl + Page Up
right)

§ Switch between worksheet tabs (right to Ctrl + Page Down

% left)

o

= .
Insert cells Ctrl + Shift + +
Delete cells Ctrl + -
Select all items in current worksheet Ctrl + A

oo

S | Copy text Ctrl + C

=

wl

g Cut text Ctrl + X

[ et
Paste text Ctrl +V
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Open Find tab of Find and Replace dialog Ctrl+F
Open Replace tab of Find and Replace Ctrl + H
- dialog
oo
=)
-g Open Go To dialog Ctrl+ G
5
oﬂ- Open Font tab of Format Cells dialog Ctrl + Shift + F
Check spelling F7
Get Help F1
Apply bold formatting Ctrl +B
Apply underlining Ctrl + U
Apply italic formatting Ctrl + 1
Align text to center Ctrl + E
(7]
8
— | Align text to left Ctrl + L
g
E Align text to right Ctrl +R
S .
& | Justify text Ctrl +)
k
Increase font size Ctrl + Shift + .

Decrease font size

Ctrl + Shift +,

Undo last action

Ctrl+2

Redo last action

Ctrl+Y
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Glossary

absolute reference

A type of reference that will not change even if it is moved or copied to another location.
add-in

Small components that can be added to Excel to add features and functionality.

array

Any grouping of two or more adjacent cells.

arguments

Data used by functions to complete calculations.

AutoFill

A feature that is used to automatically fill sequential data into a range of cells.
AutoFilters

Preconfigured filters that can be quickly applied or removed.

Anova

Short for Analysis of Variance. Used to examine if the averages of samples are different in a

significant way.

cell

The intersection of a row and column on a worksheet.

charts

Visual representations of numeric data in a dataset.

conditional formatting

A formatting type that will highlight cells whose data satisfies certain criteria.

consolidation

The process of combining, condensing, and summarizing data from multiple sources into

one destination.

correlation

Indicates if data sets trend or change with each other.
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criteria range

Used in database functions or advanced filters, this refers to the range that contains criteria

needed to perform an operation.

database functions

Functions that allow you to perform operations on multiple fields in an Excel database.
delimited text
Data that is entered with one row equaling one line of text.

dependent cells

Cells that are affected by the contents of another cell.
exporting

The process of sending data from one application to another.

external reference

A link to the contents of one or more cells within the worksheet of another workbook.

fields

Columns that appear in a dataset that is used for a PivotTable.
fill

Formatting that adds background color to cell(s).

fill handle

The small black box that appears in the bottom right-hand corner of a selected cell or cell

range. Used to activate the AutoFill feature.
filtering
Removing data from view based upon set criteria.

Flash Fill

Feature that will automatically extract or combine data based on a pattern.

font

A design for a set of characters, combining typeface and other qualities such as size, pitch,
and spacing.
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form

An interface element of a workbook that is used to collect data or execute an action.

Format Painter

A tool that is used to copy formatting from one selection of text to another.

formula

A mathematical relationship expressed through symbols.

Formula Bar

A part of the Excel interface that displays the cell name, as well as values and formulas in

the selected cell.

function

A preconfigured formula that is used for a specific purpose.

HTML

A programming language that describes how to display data.

importing

The process of opening data in one application that was saved in another application.

logical operators

A type of operator that is used to compare values and determine if those values meet

specified criteria.

logical values
A type of value that expresses whether data is TRUE or FALSE based on specified criteria.
macros

Small programs that are created to complete a specific task or set of tasks.

mixed references

Cell references that include both relative and absolute references.

multi-cell array formula

A type of array formula that performs multiple calculations on one or more arrays and then

displays the results.
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outline

A feature in Excel that allows you to organize datasets in a worksheet into hierarchical
groups.

PivotChart

Similar to regular Excel charts, a PivotChart is a visual representation of data that is being
displayed in a PivotTable.

PivotTable

A data analysis tool that dynamically allows you to pivot columns and rows of raw data
without altering it.

precedent cells

Cells within a worksheet that provide data for a formula.

range names

Meaningful names that can be added to cell ranges so that they can be easily referred to
and understood later.

relative reference

A cell reference that will change relative to its positioning in a worksheet.

scenario

A set of cell values that are saved and substituted into your worksheet at your convenience.

single-cell array formula

A type of array formula that performs multiple calculations on arrays and then displays the
results in a single cell.

slicers

A type of data analysis tool that works in conjunction with PivotTables to sort data based on
unique data entries.

Sparklines

Small graphs contained within a single cell that are used to summarize data and display

trends.
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spreadsheet

Either a paper or electronic file that is used to store and work with data (mostly numbers) in
a tabular fashion.

SUBTOTAL functions

A type of Excel function that is used to perform calculations on subsets of data.

subtotals feature

A feature that is used to quickly perform the SUBTOTAL function on a subset of data within
a dataset.

summary functions

A feature that uses SUBTOTAL functions on subsets of data within a table.

table

A dataset that is comprised of rows and columns but is treated as one object (unlike regular

data ranges).

Tell Me

Natural language help feature accessed directly on the ribbon interface.

Text pane

Part of the interface when SmartArt is added or selected in Excel. Typically used to add text
to SmartArt.

tracer arrows

Colored arrows used to indicate the direction of the data flow to and from cells and
formulas.

transactional data

Data that represents each transaction (or event) in a series. It is not summarized in any way

and is considered raw data without row labels.

VBA

Visual Basics for Applications, a programming language that can be used to automate

procedures in Microsoft Office

workbook

An Excel file that stores multiple worksheets.
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worksheet

An electronic spreadsheet.

workspace

Saved set of Excel files.
XML

A commonly used programming language that is frequently used to describe data. Stands

for Extensible Markup Language
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