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* Tabs, Toolbars, Quick Access Toolbar
* Basic Functions & Formulas

* Tips, Tricks, Shortcuts

« Conditional Formatting

» Text to Columns

« VLOOKUP

* Pivot Tables & Charts
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Developer Tab Items

 The Developer tab is useful for
advanced features of Excel 2010 such
as creating and recording Macros, or
using or editing Visual Basic commands

 |tis also necessary if youwishto — "...

e

- . 2 = View
Insert Form Controls or ActiveX — = a.
Controls into your spreadsheet = z#7sac



ﬂ Quick Access
" Toolbar

 The Quick Access Toolbar is a
customizable toolbar that contains a set of
commands that are independent of the
tab that is currently displayed.

e Used to store shortcuts to frequently used
features

— Save, Undo/Redo, Spelling, Add Comment



Adding “$” to a
Formula

If a dollar sign precedes a row If a dollar sign precedes a ~If a dollar sign precedes both
number, the row number column letter, the column letter | column letters and row
doesn't change when you copy doesn't change when you copy - numbers, the formula copies

it up or down. it right or left. - anywhere as a static number.
For example: For example: | For example:
» =B3 copies up as: =B2 » =B3 copies right as: =C3 » =$B$3 copies anywhere as:
« =B3 copies down as: =B4 « =B3 copies left as =A3 =$B$3
* =B$3 copies up or down as: » =$B3 copies right or left as:
=B$3 =$B3

Hint: If you click on the cell address within the formula bar, the F4 key on the keyboard allows
you to “toggle” through the four possibilities




n $ Exercise

* Add a $ to the formulas in Line 9 so that
you can drag down (or copy) to fill in the
remaining portion of the table.

* You want to "anchor” the exchange
rates in Colum D

e Answer: B9=D$3*A9



2 Sort and Filter

* Found on the HOME page under editing,
or on the DATA page under sort and
filter

» Sorting and Filtering allow you to
manipulate data in a worksheet based on

given set of criteria



2 Sort and Filter
Exercise

 Employee List

» Let's SORT by First Name then by Hire
Date

— Highlight all columns of data (otherwise it will
only sort the columns you highlighted)

— On the Data tab choose SORT
— Sort by First Name (A to 2)

— Add Level and sort by Hire Date (oldest to

newest) :
Sort & Filter



2 Sort and Filter
Exercise

 Now add a FILTER to only show the
Classified employees who work 4 Hours
— On the DATA Tab choose FILTER

— Column H click on the drop down box and
select only "Classified”

— Column F click the drop down box and
select only “4”

Sort & Filter



* Analyzing Data in a Colorful Way
— On the HOME Tab under Styles

* Formatting that is applied "under some
condition”. It allows you to format
certain cells when some type of criteria

(that you specify) is met.



a Conditional Formatting
Exercise

« Highlight the movies with a viewer rating
that is above average (light red fill)

— Highlight column G, select Conditional
Formatting, Top/Bottom Rules, Above Avg
« Highlight the movies that were released
prior to 1985 (green fill)

— Highlight column B, select Conditional
Formatting, highlight cells rules, less than,

1985, change to green fill _




b~ R

« \When you need to flip-flop data and you
don't waste time doing it manually.

— Returns a vertical range of cells as a
horizontal range, or vice versa.

* YOU can use Transpose as a
— Paste Option for one-time paste
— Formula for linked cells



Transpose Exercise 1

* Transpose Function
— Highlight the empty cells B2:K2
— Enter =TRANSPOSE(A3:A12) in the formula box
— Then press Ctrl-Shift-Enter to create an array formula

« Paste Special (ONLY want to perform a one-time paste)
— Copy cells A3:A12
— Right click on cell B13, select “Paste Special”

— Select the Transpose checkbox and click
on the OK button.




Transpose Example 2

* Transpose can also be applied to tables

— Highlight and Copy the entire table (A6:K9)

— Right click where you want to paste the table and
select “Paste Special”

— Select the Transpose checkbox and click on the OK
button.

— You can also use the =TRANSPOSE Formula with

tables if you want them to be linked _



Lok, roeer

* Proper Function
— One of Excel’s text functions

— Capitalizes the first letter and any other
letters that follow a non-letter character in a
text string. Converts all other letters in the
text string to lowercase letters.

— Useful with employee lists, expenditures
descriptions, etc



Proper Example 1

« \We want to convert the text expenditure

description in Column A

— Insert a new column between A and B

— In B2, Enter =PROPER(A2)

— Drag formula down to fill in the remaining cells
— Copy the new data

— Paste Special and select “Values”

— Delete Column A
Proper 1



n Proper Example 2

« Using the PROPER function, convert
the City Departments

* Bonus Question: Using a function within
Excel, remove the duplicate
departments in the table

Proper 2



Proper Example 2
Answer

* Proper
— Insert a new column between A and B
— In B4, Enter =PROPER(A4)
— Drag formula down to fill in the remaining cells
— Copy the new data
— Paste Special and select “Values”
— Delete Column A

« Delete Duplicates
— Make sure cursor is somewhere on the table
— On the Data tab, select "Remove Duplicates” Proper 2



2 Text to Columns

« Convert Text to Columns: separate
simple cell content into different
columns.

— Depending on the way your data Is
arranged, you can split the cell content:

 Specific column break location within your data

« A space or a character (comma, a period, or a
semicolon)



Text to Columns

Example

 We want to separate the Make and Model

of the cars (in Column A)

— First you have to insert a column where you want the
data to go (insert a new column between A and B)

— Highlight the data that you want to split into separate
columns

— On the DATA tab, select “text to columns” — The
Convert Text to Column Wizard will appear

— Select “Delimited” and then check “space”




n Tables

« Sometimes it can be tricky when re-
organizing adding or deleting data from
a table
— Deleting portions of a table
— Insert rows into a table
— Moving tables within a worksheet




Shortcuts:
n Moving and Scrolling
on Worksheets

« CTRL ENnd: moves to the last cell on a
worksheet, in the lowest used row of the
rightmost used column

« CTRL Home: moves to the beginning of
a worksheet.

« CTRL |: moves to the edge of the

current data region  Shortcuts




n Shortcuts
continued
« CTRL Page Down: moves to the next
sheet In a workbook.

« ALT Page Down: Move one screen to
the right



n More Shortcuts

« Shift + spacebar: select entire row.

» Ctrl + spacebar: select entire column.
e Ctrl + Z: undo

« Ctrl C: copy

« Ctrl V: paste

 Ctrl+Shift+$: applies the currency

format _




Data Analysis

* Once Installed, this command button will
appear on the Data Tab in Excel 2007 — 2013

-
Home Insert Page Layout Formulas Data Review View
D TED o S @ N & C = = ~
. 2l bt of [®
=@ =2 CEl =l L] AT Z, ¢ EEE) -
From  From Existi h B Z] sort Fi 7 Text to
Access  Web ot onne = E A Advanced | Columns Duplicates Validation ~

Get External Data Connections Sort & Fiker |  DataTools

« |f it does not appear, install the Data Analysis
Toolpak as described in the following steps



Adding the Data
Analysis ToolPak

» Click on the File ===

General View and manage Microsoft Office Add-ins.
t Formulas
ab, choose |
)
Save

L] L]
Language Mame ~ Location Type il
I I Active Application Add-ins
’ Advanced Analysis ToolPak - VBA ChfficeldiLibranAnalysis\ATPVEBAEN, XLAM Excel Add-in

Snaglt Add-in chSmith'\Snagit 10\5nagitOfficeAddin.dll  COM Add-in
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y Hidden Waorksheets ChJ\Microsoft Office\Officel \OFFRHD.DLL  Document Inspector

Invisible Content ChJ\Microsoft Office\Officel \OFFRHD.DLL  Document Inspector

Microsoft Actions Pane 3 XML Expansion Pack

I OO I ak Document Related Add-ins
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Publisher: Microsoft Corporation
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Adding the Data
Analysis ToolPak

* Once installed, the Data Analysis command appears
here on the Ribbon under a new Analysis group

Home Insert Page Layout Formulas Dat Review View ;
o) | o) g 'ﬁ.ﬂ Connections ‘j ]? B mm [ ] ] TE ¥Z show Detail { g Data Analysis
a2 b B B a Za SE = Jfé £ 7
From From From From Other Existing Refresh - Jr Sort Filter Y Te x‘tt Rem Data C olidate Wha tIf Gro p Un g up Subtotal B
Access Web  Text  Sources~ Connections | Al - == Edit Links 4 Advanced | Columns Duplica t Validatio Analysis
Get External Data Canne ctions Sort & Filte Data Tools Outlin = Analysis

« Select the Descriptive Statistics worksheet tab at the
bottom of the page, and then click on Data Analysis
to see an example of how this works — columns E
and F show the results of the Descriptive Statistics of
the Sample Data in column C

Descriptive Statistics



Using Data Analysis for
Descriptive StatiStiCS  sampe oaa

7
19
18

» To try this yourself, click on the worksheet tab

named Descriptive Statistics 2, and click on =

cell E1 19
« On the Data tab, click on Data Analysis L
« Select Descriptive Statistics, click OK 12
« Select the Input Range: C2:C16 18
« Select cell E1 as your Output Range 12
« Be sure to check Summary Statistics 17
e Click OK 17

16
19
Descriptive Statistics 2



* Your data
should
appear
like this:

 But what
does It
mean?

Using Data Analysis for
Descriptive Statistics

Columnl

Mean

Standard Error
Median

Mode

Standard Deviation
Sample Variance
Kurtosis
Skewness
Range

Minimum
Maximum

Sum

Count

Descriptive Statistics 2

17.73333
0.228174
18

18
0.883715
0.780952
-0.48529
-0.11571
3

16

19

266

15



Data Analysis: Descriptive
Statistics Definitions

Excel Descriptive Statistics Definitions:

Mean: The average of a set of data points
Standard
Error: The estimate of how well the standard mean approximates the population mean
Median: The number in the middle of a set of numbers
Mode: The most common number in a list of data
Standard
Deviation: The measure of the average deviation from the mean
Sample
\ariance: The square of the Standard Deviation
The sharpness of the peak of data distribution (negative values flatter, positive
Kurtosis: values sharper)
Refers to a lack of symmetry of the curve of data (negative skewness left of center,
Skewness:  |positive skewness right of center)
Range: The difference between the largest and smallest data point values
Minimum: The lowest value in a set of data
Maximum: The highest value in a set of data
Sum: The total of all values in a set of data

Count:

The number of values in a set of data




2 SUBTOTAL

« SUBTOTAL Function

— Returns a subtotal in a list or database

— Unlike SUM, AVERAGE, COUNT etc.
which do one thing and only one thing,
SUBTOTAL is versatile.

— You give SUBTOTAL two things — type of

subtotal and the range of cells
« =SUBTOTAL (TYPE OF TOTAL, RANGE OF CELLS)



n Subtotal

» Type of Subtotal (or Function Number)

— There are 11 types of subtotal, each with a
designated number 1 -11

« Average (1), Count (2), ... Sum (9) and so on

* Range of Cells
— The range that you want to subtotal



Function__mnum
{(includes hidden values)

Function__mnum
(ignores hidden values)

Function
AVERAGE
COUNT
COUNTA
WA,

NI
FRODUCT
STDEV
STDEVP
SLIM
VAR




n SUBTOTAL

* You can use SUBTOTAL to ignore
values in hidden rows
— Often, we use hide rows to remove
Irrelevant items from view. You can use

SUBTOTAL so that values in hidden rows
are neglected.



2 SUBTOTAL

« SUBTOTAL(9,A1:A10) finds the sum of
values in cells A1:A10

« SUBTOTAL(109,A1:A10) will find sum
of values in visible rows only

« See Example (yellow highlighted cells)

« Add a Filter to not show “seasonal” employees

* Notice how the Subtotal changes




SUBTOTAL

* If there are subtotals in SUBTOTAL
range, they will be neglected

Year Region Sales
2007 South 5 100
2007 West 150
2007 East 200
2007 Total 450

2008 South 300
2008 West 350
2008 East 400
2008 Total 1,050
2009 South

hese SUBTOTALS

are neglected
when calculating
this SUBTOTAL

2009 West
2009 East
2009 Total
Grand Total




SUBTOTAL
2 Example 2

* We can create subtotals in a given list
« Highlight the Table and go to Data Tab

» Click on “Subtotals” - This will launch a Subtotal
dialog where you can easily specify the type of
total grouping you want.

« Example:

— Highlight Table (A1:136)
— On DATA tab select “Subtotal”
— Sum the Number of employees at

each change in Department



Lok, . oowr

 VLOOKUP - looks up the value In the first
column of the range or table and returns
the corresponding value in a specified
table or range column.

 =VVLOOKUP (Lookup value, Table array,
Col ndex _num, Range lookup



n Huh??

* In Simpler terms, there Is:
—an INPUT (something to search for),
—a TABLE (to Search in)

—and a RETURNED VALUE (from a specific
column that you identify)

« Example exercise



2 VLOOKUP Exercise

* Using the VLOOKUP function, fill in the Fund
Description (In Column B):

=VLOOKUP (A2,'VLOOKUP DATA'A:B,2, FALSE)

— Lookup_Value: the value to be found in the first column
of a table

— Table array: the table in which the data is retrieved

— Col_index_num: The column in the table array from
which the matching value is returned

— Range_Lookup: find an exact match, enter “FALSE”

VLOOKUP




n VLOOKUP Exercise

« Using the VLOOKUP function, fill in the
Department Description

» Department Description (In Column D):
— =VLOOKUP(C2,'VLOOKUP DATA'D:E,2,FALSE)

VLOOKUP



2 Pivot Tables

« Great for large lists of data
— expenditures, inventory, staffing lists

* Provides a quick way to extract specific
Information from the data

— Expenditures by fund, staffing by
department, vehicle by year, etc



2 Pivot Tables

* Creating a Pivot Table:

— Make sure each column of data has a
heading, or a title.

— Choose “Pivot Table” on the INSERT Tab

— Highlight the data to be included. You can
highlight the entire columns

— Option to insert the Pivot Table into a new
worksheet or existing worksheet
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2 Pivot Table Exercise

« Using the data provided, create a Pivot
Table illustrating:

— The total (the SUM) of Employees by
Department

— Include only the following departments:

 Auditor’s Office, Engineering Office, Health
Department, Mayor’s Office, Treasurer’s Office,
and Zoning Department

— Filter the Table to include only employees

who work 260 days per year. _
Pivot



Pivot Table Exercise: Answer 28.85
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COMPUTER SERVICES SUPERVISOR  COMPUTER SERVICES $36.09 10 260 100 7 RepotFter ] Column Labels
COURT MAGISTRATE MUNICIPAL COURT $5000 | Asnesded 0.00 DAvS oAk~
FIRE CAPTAIN FIRE DEPARTMENT 52370 504 122 1.00
FIREFIGHTER PERMANENT FIRE DEPARTMENT $21.16 504 122 1.00
POLICE OFFICER. PROBATION POLICE DEPARTMENT $2056 40 260 1.00
WATER TREATMENT SUPERVISOR WATER TREATMENT PLANT $30.56 40 260 100
WTR TMT PLANT OPERATOR WATER TREATMENT PLANT $10.28 40 260 1.00
RECREATION ACTIVITIES CO-ORD CUBE $13.49 40 260 1.00
TRAFFIC SIGNAL ELECTRICIAN IT TRAFFIC LIGHTS 52659 40 260 1.00
MAINTENANCE MECHANIC [ SUPPLY RESERVOIR sn 10 260 100
BLDG & ICE MAINTENANCE TECH CEMETERY DEPARTMENT 2113 40 260 100
BLDNG & GRNDS MAINT TECH BUILDING MAINTENCE $10.28 40 260 1.00
COURT BAILIFF MUNICIPAL COURT $2453 40 260 1.00
MEMBER OF CIVIL SERVICE CIVIL SERVICE OFFICE §168.07  BoardMember  Paid Biweekly 0.00 ] Row Lebels 3 EE
POLICE OFFICER PERMANENT POLICE DEPARTMENT $27.06 . 260 100 DEPARTMENT ~ | | Sumof EMPL..
BATTALION CHIEF FIRE DEPARTMENT $26.06 504 [55) 100
PROFESSIONAL CIVIL ENGINEER ENGINEERING OFFICE $30.70 40 260 1.00
FIREFIGHTER PERMANENT FIRE DEPARTMENT 2116 504 122 1.00
POLICE LEAD DISPATCHER DISPATCH CENTER 2494 40 260 1.00
DEPUTY COURT CLERK COURT IMAGING $15.00 40 260 100
DEPUTY COURT CLERK MUNICIPAL COURT $2033 40 260 100
WAV TANT Pl OPER T ACC TIT WATER POTTITTION CONTREOT €5 74 AN VEN 100




2 Pivot Table Charts

« Simple way to illustrate findings
« Example shows the average hourly rate of
public works employees at this city

— Pivot Table is already created includes:
« Public Work Departments (filtered)
» Average Rate of Pay (values summarized by avg)

* We can put this data into a chart



Pivot Table Chart

 Make sure your cursor is on the pivot
table

 Under Pivot Table Tools, select “options”
« Select “PivotChart”

el PivotTable Tools

loper Acrobat | Options Design

R

7l
A }1 o/ = ] ] a— h ﬂ % lﬂ
\Q £ 7y O i | M L& SR |
Refresh Change Data Clear Select  Move PivotChart| Formulas OLAF Field +/- Field
r Source = r PivotTable = tools List 'Buttons'Headers
Data Actions Tools Show/Hide
PivotChart
J Insert a PivotChart based on the ! M N 0 P
data in this PivotTable,

=]

Row Labels ~I|Average of PAY RATE
BUILDING MAINTENCE $15.30
PARKS MAINTEMANCE $18.12

SEWER MAINTEMNANCE 52211
STORM WATER MAINTENANCE 523.34
STREET DEFARTMENT 52419
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