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A Message From the Author

Congratulations on taking ownership of your professional development. My name is Allen
Aguilar and | am the author of this booklet. My intention with this message is to provide
you with additional context about this booklet and details on how to use it.

| began to use Excel since | was about 11 years old. However, | never received formal
training in Excel until college but forgot most of it because | stopped using it. It wasn't until |
worked for a start-up company that Excel became the every-day software to use. This
booklet is intended for the Excel user who is looking to build up their Excel skills and
thinking. Although | do cover some of the Excel terminology in this booklet, | shy away from
being too technical, and instead, provide a very practical approach to learning.

About This Booklet

This booklet can be used as a reference guide for any Advanced Excel user. This booklet
most likely accompanies one of my in-person trainings or online trainings on the same
topic. My Excel trainings are typically delivered in-person or online and includes a booklet
(such as the one you're reading) with Excel files where the participants get to practice what
they learned. To learn more about my trainings, please visit www.leadershipbuild.com.

How to Use This Booklet

This booklet will take you step-by-step through the journey of an Excel user moving from
an Advanced level to an advanced level. There are various screenshots that will help you
visualize my explanations in this booklet. Additionally, there are practice exercises along
with this booklet that will help you apply what you are learning. If you purchased one of my
online courses, or are attending an in-person training, the practice exercises will be
provided for you by your instructor.

If you have any questions or would like to get in contact with me, please feel free to send
me an email at allenaguilar@leadershipbuild.com. Enjoy!

Allen Aguilar

Founder of Leadership Build


http://www.leadershipbuild.com/
mailto:allenaguilar@leadershipbuild.com

Excel continues to be a very popular software used across different companies. Most
people don't know this, but MS Excel existed since 1985, making its way to the offices of
different companies throughout the world.

Why Excel?

Excel is typically used to capture information in a centralized location. However, the true
power of Excel lies in its ability to make calculations by using different formulas and
functions. MS Excel is one of the most powerful software that can make computations,
forecasts, charts, graphs and organize data in a way that can be understood.

How can this booklet help me professionally?

Depending on the type of work that you do, a good understanding of Excel can help you
become faster at your job. Excel experts are extremely efficient when it comes to projects,
reports and sharing information. Those that use Excel with proficiency will save time
because Excel will do the work for them. This booklet will not only help you learn more
Excel features, but will also help you get better at problem solving by deciding which Excel
function is the most efficient to use.

What will | learn in the Excel Advanced Course?
In the Excel Advanced Course, you will learn:

How to become more efficient in Excel with hyperlinks

How to better work with Tables, records and fields

How to effectively work with dates on spreadsheets

Formulas to help you make calculations with dates

How to become more efficient with Names and Ranges

An introduction to basic Logical Formulas such as the SUMIFS formula and others
How to use different types of Logical Formulas such as the OR formula, AND
formula and the IF formula

8. The difference between the different types of lookup formulas

9. How to use the VLOOKUP, HLOOKUP and the LOOKUP formulas

10. How to work with Pivot Tables, perform Pivot tasks and more

11. How to set up pages and update settings in your sheets to print according to needs
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Before you dig deep into this booklet, it is important that you know some of the
terminology that we will use throughout the book. As you read through this booklet you
will encounter different words that are used in Excel and you will get a chance to learn the
definition of those words. Just like anything new that is worth learning, it takes some time
to get used to the terminology used in Excel. This booklet can’t confirm your previous Excel
training so it will make the assumption that you know some terms and not others.
However, we want to make sure that we speak the same language which is why we want to
include four terms and its definition in this section.

A Workbook

A Workbook consists of one or many spreadsheets. You can think of a Workbook as a book
with different pages (or sheets) that you are working on. Typically, when you save you work
in Excel, you save it as a Workbook file.

A File

A file is the name of your workbook. Think of it as a book that you are ‘filing’ away. You
need to give it a name so that you can easily find it later. The older versions of Excel save
workbooks as .x/s. Newer version of Excel saves files as .x/sx.

A Spreadsheet

The spreadsheet is the platform that allows you to do you work with cells, make
calculations, enter data, store data, create graphs and display any type of information you
would like to present. Spreadsheets are sometimes called ‘sheets’ or ‘Excel sheets’ as well.

Gridlines

Gridlines are the ‘rectangles’ that you see on a spreadsheet. They help users gauge the
space between each entry while neatly organizing data. The gridlines do not print unless
you modify a setting in Excel.
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The Excel features you'll learn in this section are functions that will help you access data,
tables and sheets quicker. The techniques are more of a warm-up for those seeking a
smoother transition from Intermediate-level skills to more Advanced skills.

Creating and Working with Hyperlinks

Using hyperlinks in your Excel spreadsheets help users quickly get from one place to
another with just one click. In this section, you'll learn how we define hyperlinks, the
different types of hyperlinks that we typically use in Excel and how to create them and
insert them into a spreadsheet. Additionally, you'll learn how to edit and customize your
hyperlinks.

I J K L M
2 Zip  Purchase Date
42988 05/11/1995

41496 09/23/1993 |Lesson 2 _l

74800 03/01/2000
A1050 NR/?5/1002

What is a Hyperlink?

Microsoft defines a hyperlink as an object that links to another location in the same file, or
to another file altogether. Hyperlinks are common in other areas such as websites and
digital books. Think of it as something that you can click on that will direct you to another
location or file. Hyperlinks can be used to direct someone from your spreadsheet to a file, a
website, an email and even someone else’s file. You probably have already used hyperlinks
in your lifetime in one way or another, especially if you have visited any websites recently.
Hyperlinks are typically displayed as words that are blue and underlined. This is typically
how people know that a word can be clicked on and be directed to another location.

How to Insert a Hyperlink to an Existing File

The process to create a hyperlink is relatively easy. One way to use hyperlinks is by linking
them to a file on your computer. This way, if someone (such as yourself) needs to access a
certain file quickly, you can easily click on the hyperlink and be directed to the file that you
choose.

To insert a Hyperlink to an existing file:
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1. Click on the cell where you will insert the hyperlink

| G | H | 1 | J . K L M
City State Zip  Purchase Date

Kearney NE 42988 05/11/1995

Las Vegas NV 41496 09/23/1993 |_|
Cincinnati OH 74800 03/01/2000

2. After selecting the cell, navigate to the Insert tab

File Home Page Layout Formulas Data Review

@ Shapes ~
[\

EEfGet Add-ins

PivotTable R ded Table | Pictures oA
ivotTable Recommende able ictures :
PivotTables - @+ Screenshot - 3 My Add-ins
Tables lllustrations Add-ins

3. From the Links group, select the command that says Link. (If you're using an earlier
version of Excel, then you would find a command called Hyperlink).

4 Q

Text Symbols

- -

El=

Slicer Timeline

Filters Links

After selecting the command, you will see a dialog box displayed. Make sure that

you select the appropriate settings by selecting the Existing File or Web Page

option from the left side.

{ Insert Hyperlink

Text to display:

Existing File or Look in: Excel Intermediate - Accelerated Course o7

8

. v

Web Page

& Excel Certificate - Intermediate
8| Excel Course Stock Image for Checkout Page - Intermediate
Excel Intermediate - Accelerated Course - Lesson 1 File

Current
Place in This Folder

] Document -
. Excel Intermediate - Accelerated Course - Lesson 2 File
. H« E::?;:d Excel Intermediate - Accelerated Course - Lesson 3 File
reate New n . H
. Excel Intermediate - Accelerated Course - Lesson 4 File

Excel Intermediate - Accelerated Course - Lesson 5 File
Recent Files Excel Intermediate - Accelerated Course - Lesson 6 File
E-mail Address Excel Intermediate - Accelerated Course - Lesson 7 File

I Address:

OK

|
ScreenTip...
~ Bookmark...
v
~
Cancel
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5. Select the appropriate file to open when the hyperlink is clicked. You can view your
Current Folder, view Recent Files or browse through your computer for the
appropriate file.

Insert Hyperlink ? X
Link to: Text to display: Excel Intermediate - Accelerated Course - Lesson 2 Filexlsx ScreenTip..
-
Existing File or Look in: = Excel Intermediate - Accelerated Course | HQ
Web Page - - .
|&] Excel Certificate - Intermediate " I[ Bookmark...
C t .
FQEE" |& Excel Course Stock Image for Checkout Page - Intermediate
Place in This whlEr N . .
z Excel Intermediate - Accelerated Course - Lesson 1 File
ocument B -
Excel Intermediate - Accelerated Course - Lesson 2 File
s Excel Intermediate - Accelerated Course - Lesson 3 File
Create New Pages - . '
T — Excel Intermediate - Accelerated Course - Lesson 4 File
Excel Intermediate - Accelerated Course - Lesson 5 File
Recent Files Excel Intermediate - Accelerated Course - Lesson 6 File
E-mail Address Excel Intermediate - Accelerated Course - Lesson 7 File v
Address: xcel Intermediate - Accelerated Course - Lesson 2 Filexlsx =

6. If applicable, change the Text to Display at the top to a word or phrase of your

choice.
Insert Hyperlink ? x
Link to: I Text to display: |Lesson 2 t ScreenTip...
=
Existing File or Look in: & Excel Intermediate - Accelerated Course v 5 Q.
Web Page — .
8| Excel Certificate - Intermediate A Bookmark...
CF%;;EET |&| Excel Course Stock Image for Checkout Page - Intermediate
Place in Thi s . .
Dgcem 'S Excel Intermediate - Accelerated Course - Lesson 1 File
ocument

Excel Intermediate - Accelerated Course - Lesson 2 File
U Bloed Excel Intermediate - Accelerated Course - Lesson 3 File

Create New Pages .
Document Excel Intermediate - Accelerated Course - Lesson 4 File
Excel Intermediate - Accelerated Course - Lesson 5 File
Recent Files Excel Intermediate - Accelerated Course - Lesson 6 File
E-mail Address Excel Intermediate - Accelerated Course - Lesson 7 File V)

Address: Excel Intermediate - Accelerated Course - Lesson 2 Filexdsx ~

7. Click the OK button to see the hyperlink displayed.

| J K L M
: Zip  Purchase Date
42988 05/11/1995

41496 09/23/1993 |Lesson 2 _l

74800 03/01/2000
A1050 NR/75/1002

Moving forward, you (or anyone else) will be able to click on the hyperlink and will
automatically be directed to the file you selected. The hyperlink helps you access the file
quickly, without the need of opening your File Explorer and looking for the file manually.
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How to Insert a Hyperlink directed to a Web Page

One other way to use hyperlinks is by linking them to a website. This is perhaps one of the
most common ways to use hyperlinks. When done correctly, anyone who clicks on the

hyperlink will be directed to the website you selected.

To insert a Hyperlink directed to a website:

1. Click on the cell where you will insert the hyperlink.
G H | J K L M
City State Zip  Purchase Date
Kearney NE 42988 05/11/1995
Las Vegas NV 41496 09/23/1993 |_|
Cincinnati OH

74800 03/01/2000

2. After selecting the cell, navigate to the Insert tab.

File

J

Insert

Home Page Layout Formulas Data Review
~NSh <
’) AN\ il EH_ Get Add-ins
PivotTable R . ded Tabl P TE SmartArt
ivotTable Recommende able ictures :
PivotTables - g+ Screenshot ~ & My Add-ins
Tables Illustrations Add-ins

3. From the Links group, select the command that says Link. (If you're using an earlier

version of Excel, then you would find a command called Hyperlink).

Slicer Timeline

Filters

=¥ E‘r

-

Links

option from the left side.

Existing File or

Web Page

Place in This
{ Document

Create New
Document

E-mail Address

Look in:

Text to display:

Symbols

-

= Excel Intermediate - Accelerated Course

After selecting the command, you will see a dialog box displayed. Make sure that
you select the appropriate settings by selecting the Existing File or Web Page

ScreenTip...

Current
Folder

Browsed
Pages

Recent Files

8| Excel Certificate - Intermediate

& Excel Course Stock Image for Checkout Page - Intermediate

Excel Intermediate -
Excel Intermediate -
Excel Intermediate -
Excel Intermediate -
Excel Intermediate -
Excel Intermediate -
Excel Intermediate -

Accelerated Course -
Accelerated Course -
Accelerated Course -
Accelerated Course -
Accelerated Course -
Accelerated Course -
Accelerated Course -

Lesson 1 File
Lesson 2 File
Lesson 3 File
Lesson 4 File
Lesson 5 File
Lesson 6 File
Lesson 7 File

Bookmark...

Address:

0K

Cancel
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5. In the bottom sections titled Address, type the name of the website (or paste the
URL from an existing website).

Insert Hyperlink ? X
Link to: Text to display: http://www.leadershipbuild.com i
.
Existing File or Look in: 2 Excel Intermediate - Accelerated Course v 5 ';*:d
Web Page
|&] Excel Certificate - Intermediate ~ Bookmark...
CF%)EZT |&] Excel Course Stock Image for Checkout Page - Intermediate
Place in Thi >
foulgen;s Excel Intermediate - Accelerated Course - Lesson 1 File
. Excel Intermediate - Accelerated Course - Lesson 2 File
. H\: E;Zg::d Excel Intermediate - Accelerated Course - Lesson 3 File
reate New N
D m—— Excel Intermediate - Accelerated Course - Lesson 4 File
Excel Intermediate - Accelerated Course - Lesson 5 File
Recent Files Excel Intermediate - Accelerated Course - Lesson 6 File
E-mail Address Excel Intermediate - Accelerated Course - Lesson 7 File v
————
Address: http:,f,fwww.Ieadershipbuild‘coml ~ I
oK Cancel

6. If applicable, change the Text to Display at the top to a word or phrase of your

choice.
Insert Hyperlink ? X
Link to: Text to display: Leadership Build]| [ScreenTip...
Existing Fileor | Lookin: = Excel Intermediate - Accelerated Course B2 B
Web Page . 8
|&] Excel Certificate - Intermediate ~ Bookmark...
CF%);;:‘ |&] Excel Course Stock Image for Checkout Page - Intermediate
Place in Thit Y . .
DQCE n This Excel Intermediate - Accelerated Course - Lesson 1 File
ocument -
. Excel Intermediate - Accelerated Course - Lesson 2 File
e 1—1] E:]Da\;::d Excel Intermediate - Accelerated Course - Lesson 3 File
reate New ™
Document Excel Intermediate - Accelerated Course - Lesson 4 File
Excel Intermediate - Accelerated Course - Lesson 5 File
Recent Files @ Excel Intermediate - Accelerated Course - Lesson 6 File
E-mail Address Excel Intermediate - Accelerated Course - Lesson 7 File
Address: http://www.leadershipbuild.com v

Cancel

7. Click the OK button to see the hyperlink displayed.

Now, when you (or anyone else) clicks on this hyperlink you will be directed to the website
you included in the hyperlink.

How to Insert a Hyperlink to a Location In Your Workbook

You may have an instance in which you want to create a shortcut from the current
spreadsheet you're working on to a different location in your workbook. Again, the point of
the hyperlink is to create shortcuts and produce efficiency.

To insert a Hyperlink to a location in your workbook:
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1. Click on the cell where you will insert the hyperlink

| G | H | 1 | J | K L M
City State Zip  Purchase Date

Kearney NE 42988 05/11/1995

Las Vegas NV 41496 09/23/1993 |_|
Cincinnati OH 74800 03/01/2000

2. After selecting the cell, navigate to the Insert tab

File Home Insert Page Layout Formulas Data Review
== 5.
= Sh v
&g 2 1/ Shapes Y Get Add-ins

PivotTable R ended Table | Pictures oA
ivotTable Recommende able ictures :
PivotTables - @+Screenshot ~ & My Add-ins
Tables lllustrations Add-ins

3. From the Links group, select the command that says Link. (If you're using an earlier
version of Excel, then you would find a command called Hyperlink).

=

Slicer Timeline

4 Q

Text Symbols

- -

Filters Links

4. After selecting the command, you will see a dialog box displayed. Make sure that
you select the appropriate settings by selecting the Place in This Document option
from the left side.

Insert Hyperlink ? X
Link tor Textto display: ‘Exercise 14141 i
xisting File or | TyPe the cell reference:

Web Page LLM
Or select a plage in this document:
[= Cell Reference

‘Exercise 10"

Place in This
Document

‘Exercise 11"

Create New
Document

‘Exercise 12
‘Exercise 13"
‘Exercise 14'
E-mail Address Defined Names

5. Select a specific sheet, cell reference or defined name in your workbook.
Insert Hyperlink ? x
Link to: Text to display: I'Exsrciss 101A1 | ScreenTip..

Existing File or [J| TYPe the cell reference:

Web Page a1

Or select a place in this document:

Place in This = Cell Reference
Document . 3
| Exercise 10

‘Exercise 11'
Create New 'Exercise 12°
Document
'Exercise 13°
IL]J ‘Exercise 14
E-mail Address. Defined Names

Cancel




6. If applicable, change the Text to Display at the top to a word or phrase of your E
choice.
Insert Hyperlink ? X

Link to Text to display: Exercise 10| I ScreenTip...
iC]
Existing File or

Web Page Al

Type the cell reference:

!ﬂ Or select a place in this document:

Place in This =+ Cell Reference
Document

‘Exercise 10'
‘Exercise 11'
Create New
Document

‘Exercise 12'
‘Exercise 13'
‘Exercise 14
E-mail Address Defined Names

7. Click the OK button to see the hyperlink displayed.

H | J K L M
State Zip  Purchase Date
NE 42988 05/11/1995

NV 41496 09/23/1993 |Exercise 1.—b
OH 74800 03/01/2000

ArA cAArEA A lars Famos

From now on, when this hyperlink is clicked, it will direct the user to the appropriate
location in your worksheet.

How to Insert a Hyperlink to An Email Address

Another common use of the hyperlink is using it to direct to an email address. In other
words, whoever clicks on the hyperlink will be able to automatically email the person you
included when the hyperlink was created.

To insert a Hyperlink to an email address:

1. Click on the cell where you will insert the hyperlink

G H | J K L M
City State Zip  Purchase Date
Kearney NE 42988 05/11/1995
Las Vegas NV 41496 09/23/1993 |_|
Cincinnati OH 74800 03/01/2000

2. After selecting the cell, navigate to the Insert tab
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5.

6.

File Home Page Layout

2 %

PivotTable Recommended Table
PivotTables

Tables

™

Pictures

-

Formulas

@ Shapes ~
5 SmartArt

7+ Screenshot ~

lllustrations

Data Review

EEfGet Add-ins
3 My Add-ins

Add-ins

From the Links group, select the command that says Link. (If you're using an earlier
version of Excel, then you would find a command called Hyperlink).

= ¥y EE
Slicer Timeline Text Symbols

Filters Links

-

You will see a dialog box displayed. Make sure that you select the appropriate
settings by selecting the Email Address option from the left side.

Insert Hyperlink

Link to: Text to display:
Existing File or E-mail address:
Web Page |
Subject:
Place in This
Document
Recently used e mail addresses:
3 mailtozallentaco@hotmail com?subject=None
Create New

Document

E-mail Address

oK

? X

ScreenTip...

Cancel

Include the recipient’s email address in the section titled Email Address.

Insert Hyperlink

Link to: Text to display: mailtoinfo@leadershipbuild.com?subject=None
:
Existing File or [ E-mail address:
Web Page mailtoinfo@leadershipbuild.com|

? X

ScreenTip...

Place in This None
Document
Recently used e-mail addresses:
U mailto:allentaco@hotmail.com?subject=None
Create New
Document

E-mail Address

Cancel

If you want to include a default subject, type something in the field titled Subject.

m-
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Insert Hyperlink ? X

Link to: Text to display: mailto:info@leadershipbuild.com?subject=Question about Excel ScreenTip...

Existing File or E-mail address:

‘Web Page mailtciinfo@leadershipbuild.com

B Subject:
Place in This Question about Excel|
Document

mailto:allentaco@hotmail. com?subject=None

Create New
Document

E-mail Address

Conee
7. If applicable, change the Text to Display at the top to a word or phrase of your
choice.
Insert Hyperlink 7 X
Link to: Text to display: Email Leadership Build| I[ ScreenTip..
I
Existiilenr T
Web Page mailtoinfo@leadershipbuild.com
Subject:
Place in This Question about Excel
Document

Regently used e-mail addresses:

| mailto:allentaco@hotmail.com?subject=None

Create New
Document

E-mail Address

8. Click the OK button to see the hyperlink displayed.

H | J K L M N
State Zip  Purchase Date
NE 42988 05/11/1995

NV 41496 09/23/1993 |Emai| Leat_iership Build
OH 74800 03/01/2000

Moving on, when this hyperlink is clicked, it will open a window to access the person’s email
provider and will include the email address you included and the default subject (if one was
included).

How to Quickly Modify Hyperlinks
If you need to quickly change the displayed text of a hyperlink you created, you can easily
do so by using the Formula Bar.

To quickly modify your Hyperlinks:

10



1. Select the cell that contains the hyperlink. Be careful because the hyperlink is
clickable. Therefore, if you click on the cell that contains the hyperlink, you will most

likely trigger the hyperlink. You can select the cell by using the arrow keys on your
keyboard.

H I J K L M N
State Zip  Purchase Date
NE 42988 05/11/1995

NV 41496 09/23/1993 IlEmaiI Leac_iership Buildl

OH 74800 03/01/2000

2. Click on the Formula Bar and make the necessary edits to the text.

X « f | EmailMm

How to Make Changes to Your Hyperlinks

If you're planning on making major modifications to your hyperlinks, then the best thing to
do is to modify the work you created when you first set up the hyperlinks.

To insert a Hyperlink to an email address:
1. Right-click on the hyperlink.

Cut

% Cut
K L E@ Copy
T] Paste Options:

ol

|Emai| N [

Paste Special...
£ Smart Lookup
Insert...

Delete...

2. Select the Edit Hyperlink option.

I_:l Get Data from Table/Range...

0

Insert Comment

Format Cells...

Pick From Drop-down List...

% Remove Hyperlink

- N

LEADERSHIP BUILD
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3. Make any necessary changes to your hyperlink and click the OK button.

Edit Hyperlink ? X
| Link to: Text to display: Email Me ScreenTip..
=
Existing File or | E-mall address:
Web Page mailto:]
(| Subject:

Place in This Question620about¥%:20Excel
Document
Regently used e-mail addresses:

ct=Question%20about9%20Excel

Create New mailtozallentaco@hotmail com?subject=None

Document

|| E-mail Address

Remove Link

= ] -

How to Format A Hyperlink

As mentioned previously, by default hyperlinks will be displayed in blue with an underline.
However, how the hyperlink is displayed can be customized.

To change the format of a Hyperlink:
1. Right-click on the hyperlink.

Cut

%
K L By Copy
“D Paste Options:

-

Email M b
Paste Spedial...

£ Smart Lookup
Insert...

Delete...

2. Select the Format Cells... option.

I_:l Get Data from Table/Range...

Insert Comment

Format Cells...

Define Name...
& Edit Hyperlink...
QOpen Hyperlink

% Remove Hyperlink

1l
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3. The Format Cells dialog box will appear. Here, you can change the font size, font

type, font color and other settings that you can typically make to the cell. Once
you're done. Click on the OK button.

Format Cells ? X

Number  Alignment Font Border Fill Protection

Font: Font style: Size:
Calibri Regular "

Calibri Light (Headings) -
Adobe Devanagari

Agency FB

Algerian

Avial v

Underline:

Single v D Normal font
Effects Preview

[] strikethrough
D Superscript m
D Subscript

This is a TrueType font. The same font will be used on both your printer and your screen.

— --

How to Change the Default Formatting For All Hyperlinks
In the previous section, you learned how to modify the formatting for a hyperlink’s cell.
However, that method only allows you to make edits to one hyperlink. The following are

the steps you would take to change the default formatting for all hyperlinks in your
workbook.

To change the default formatting for all Hyperlinks:

1. Navigate to the Styles group in the Home Tab.

Insert Page Layout Formulas Data Review View Help Acrobat Q Tell me what you want to do

_ WMo oo e
e e TR
BIWS F- 8- s | EEE == Merge & Center = - % 3 <9 00 W Conditional Formatas Cell Insert Delete Format
¥ & I 2 $ % > 8 Formatting ~ Table - Styles - - - -
1 N Font ~ Alignment ~ Number Cells

2. Select the Cell Styles command to display a gallery of options.

“ E Ls e &< 1 § Ay O

9 €0 00 Conditional Fermat Insert Delete Format Sort & Find &
. Formatting ~ Table | @ - - 7 Filter ~ Select -
n Custom
Normal 2 Normal 2 2
Good, Bad and Neutral
{ Normal Bad Good Neutral

% Data and Model
%[ calculation I:I Explanatory Followed Hy... | Hyperlink Input
1

| Note Warning Text

I Titles and Headings
" Heading1 Heading2  Heading3 Heading 4 Title Total

: Themed Cell Styles

@ 20% - Accentl  20% - Accent2  20% - Accent3  20% - Accentd  20% - Accent5  20% - Accent6
: 40% - Accentl  40% - Accent2  40% - Accent3  40% - Accentd  40% - AccentS  40% - Accent6
, 60% - Accentl  60% - Accent2  60% - Accent3  60% - Accentd  60% - Accent5  60% - Accentb 1 3

' N [T [rccens [ recento |

|
. Number Format

LEADERSHIP BUILD
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Locate the Hyperlink option.

Good, Bad and Neutral
t Normal Bad Good Neutral
t Data and Model

5‘Calculation ‘H ‘ Explanatory ... Followed Hy...Jf | Hyperlink
a

.1 Linked Cell Note Warning Text

! Titles and Headings
" Heading1 Heading2  Heading3 Heading 4 Title Total

B

, Themed Cell Styles

¢ 20% - Accentl  20% - Accent2  20% - Accent3  20% - Accentd  20% - Accent5  20% - Accent6
1 40%-Accentl = 40%-Accent?  40%- Accent3  40%-Accentd  40%- Accent5  40%- Accent6
3

, 60% - Accentl  60% - Accent2  60% - Accent3  60% - Accentd  60% - Accent5  60% - Accent6

[T CEE

H|
.| Number Format

Right-click on the Hyperlink option and from the drop-down menu, select the
Modify option.

Hyperlink

Title

Add Gallery to Quick Access Toolbar

Afterwards, you will see the Style dialog box. Make sure that the Hyperlink word
appears in the Style Name section. As you may notice, the only box that is checked
is the Font checkbox. This is because your hyperlinks currently only include font
styles.

?
Style ? X |
I Style name: | Hyperlink I
Style includes
D Number:
D Alignment: 1

I Font: Calibri (Body) 11, Underline Hyperlink

\_[ Border: ||
L Fin:

D Protection:

oK Cancel

14
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6. Click on the Format button to display a dialog box that will help you modify the
formatting of your cells that contain hyperlinks.

Style ? X

Style name: | Hyperlink

Style includes
D Number:

[] Alignment:

Font: Calibri (Body) 11, Underline Hyperlink
D Border:

[T

I:‘ Protection:

oK Cancel

7. The Format Cells dialog box will appear. Here, you can change the font size, font

type, font color and other settings that you can typically make to the cell. Once
you're done. Click on the OK button.

Format Cells ? X
Number  Alignment | Font = Border Fill Protection
Font: Font style: Size:
Calibri Regular

Calibri Light (Headings) ~
Adobe Devanagari

Agency FB

Algerian

Arial v

Underline:

Single M D Normal font
Effects Preview

1 Strikethrough
D Superscript Calibri
] Subsecript

This is a TrueType font. The same font will be used on both your printer and your screen.

] -

8. When the Style window appears, click the OK button again to apply your changes to
all hyperlinks.

15



Style ? X

Style name: | Hyperlink

Format..

Style includes
D Number:

D Alignment:

Font: Calibri (Body) 11, Underline Hyperlink
D Border:

I Fil:

D Protection:

I oK I Cancel

How to Remove the Hyperlink

If you decide that you no longer what the hyperlink you can easily delete it by clicking on
the cell and hitting the Delete button on your keyboard. However, if you want to keep the
text but remove the hyperlink, you'll just need to follow a few steps.

To remove a Hyperlink:
1. Right-click on the Hyperlink.

& Cut
K L EI% Copy
T] Paste Options:

-

|Emai| Y O

Paste Special...
O Smart Lookup

Insert...

Delete...

2. Select the Remove Hyperlink option.

r:l Get Data from Table/Range...
£ Insert Comment
Format Cells...
Pick From Drop-down List...
Define Name...

&, Edit Hyperlink...

QOpen Hyperlink i
I""‘;{ Remove Hyperlink I

1l
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If done correctly, you will see that the hyperlink (and it's formatting) has been successfully
removed, but your text will remain in the cell.

H | J K L M
State Zip  Purchase Date
NE 42988 05/11/1995

NV 41496 09/23/1993 Email Me _l

OH 74800 03/01/2000

Working with Dates

A critical component of using excel is working with dates. It seems as though every person
that uses Excel, at one point has to figure out how many days are left, how many days have
gone by or how many years are needed for something. In the following section we'll be
working exclusively with dates and use formulas to make calculations while working with
dates.

Formatting Dates
First, it's very important to know how to convert a cell or range from a generic text format
to a date format. There are two common date formats that are used in Excel.

To format your cells or range into as a date:

1. Select the area that you want to convert to a date format.

D E F
[Phone |Last contact _|Status Update |
1-313-296-3978 4-Feb|Not Interested
1-393-405-3642 5-Feb|Not Interested
1-880-171-2435 6-Feb|Wants to purchase
1-225-234-6700 7-Feb|Wants to purchase
1-427-427-0392 8-Feb|Not Interested
1-508-189-9848 9-Feb||Not Interested
1-288-897-8181 10-Feb|Not Interested
1-528-455-8474 11-Feb|Not Interested

2. Navigate to the Number group (located in the Home tab) and select the drop-down
menu.

ICustom \/I
$-% 9 5%

Number = I

J-
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3. Select one of the following two date formats: 1) Short Date and 2) Long Date

| H
m General -

123  No specific format
12 Number
43865.00

[ ® 1 Currency

I $43,865.00

Accounting
$43,865.00

Short Date
2/4/2020

Long Date
Tuesday, February 4, 2020

Customizing the Date Formats
If you are not pleased with the two options Excel gives you for date formats, Excel has
other options to choose from.

To customize the date format:

1. Select the area that you want to convert to a date format.

D E 7
|I_ast contact |Status Update

1-313-296-3978 4-Feb|Not Interested

1-393-405-3642|  5-Feb|Not Interested
1-880-171-2435|  6-Feb|Wants to purchase
1-225-234-6700|  7-Feb|Wants to purchase
1-427-427-0392|  8-Feb|Not Interested
1-508-189-9848|  9-Feb||Not Interested
1-288-897-8181|  10-Feb|Not Interested
1-528-455-8474|  11-Feb|Not Interested

2. Navigate to the Number group (located in the Home tab) and select the drop-down
menu.

‘I Custom ”

0 .0
/6 ’ .00 -)U

Number =

18



ﬂu-

3. Select the More Number Formats... option from the drop-down menu.

a| Long Date
Sunday, February 9, 2020

@ Time
12:00:00 AM

o) Percentage
A) 4387000.00%

]/ Fraction
| /2 13870 [~
I More Number Formats... II

4. The Format Cells window will appear next. In the Number tab, you'll have various
format types to choose from. Select the Date category located on the left menu.

Format Cells ? X
Number Alignment Font Border Fill Protection
Category:
General Sample
MNumber 2/3/2020
Currency

Type:
*3/14/2012 A

*Wednesday, March 14, 2012

Percentage 2012-03-14
Fraction
Scientific 314
Text 3/14/12
Special 03/14/12
p 14-Mar v
Customn

Locale (location):

English (United States) >

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.

CEnCEI
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5. Inthe Type area, select an option from the various date formats. The Sample section
displays a preview of the format you choose. Once you're done, select the OK
button.

Format Cells ? X

Number Alignment Font Border Fill Protection

Category:
General Sample

Number 2/9/2020
Currency

Accountini Type:
=3/14/2012

Ti
Pg?;nta - *Wednesday, March 14, 2012
9 2012-03-14

Fraction 3/14

3/14/12

03/14/12

14-Mar he

Qe ) o

English (United States) >

>

Scientific
Text
Special
Custom

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.

Cance'

Working with Dates and Formulas

Excel not only allows you to do calculations for dollar amounts and basic numbers, but it
can also do calculations on date formats. In this section you'll explore a few ways that you
can use dates to make calculations.

TODAY Formula

The TODAY formula allows users to quickly display the current date in a cell. This is
extremely helpful when you want to make up-to-date calculations. Therefore, if you use the
TODAY formula today and log into Excel tomorrow, tomorrow's date will display in the cell
where you used the TODAY formula. The TODAY formula doesn't require an argument.

Example of the TODAY formula

20
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=TODAY()

To create a TODAY formula:

1. Select the cell in your spreadsheet where you want the current date displayed.

B C

o

2. Inthe cell you selected, type =TODAY()

A B C
=TODAY()

aw R

3. Pressthe ENTER key on your keyboard to complete the formula and you will see the
current date displayed in the cell you selected.

1 § 10/23/2019

Adding a date and number of days to calculate a future date
Just like you can add digits in Excel, the same holds true for making calculations when
you're using dates.

To use formulas to calculate days in the future:

1. Click on a cell to type a formula.

'8 Current Date  Date inasdavs |

2. Type = and use the cell with the date you want to reference in your formula by
clicking on that cell. This will be your start date.

il Current Date  Date in 45 days
| 10/23/2019§A7|

21



3. Add the number of days you want to include in your calculation by selecting another
cell reference or using a constant.

B Current Date Nate in 45 davs

i Current Date  Date in 45 days
2 10/23/2019 12/7/2019

Once you're done typing your formula, check the cell to ensure that your formula is
calculating correctly. The end date will display in the cell with your formula.

Using formulas with cell references that have dates

In Excel, you can also make certain calculations by adding or subtracting two dates
together. For example, perhaps you want to know the days in between two dates. In this
case, you can use the subtraction operator to come up with that calculation, even if those
two dates are cell references.

To calculate the number of days between two dates:

1. Click on the cell where you want to make your calculation.

3. Inyour formula, subtract that cell with the older date located as a cell reference.

A B B

i Invoice Date  Current Date Days Past Due
8/1/2019 10/23/2013

- N
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Once you're done with your formula, check the cell with your calculation to make sure that
the formula is giving you the correct computation.

DAYS Formula

In the previous section, you learned how to manually subtract two dates to compute the
number of days in between. Excel allows the simplicity of using a formula that will
automatically do this calculation. The DAYS formula will calculate the number of days
between two dates.

Example of the DAYS formula:

=DAYS(C2,D2)

The DAYS formula consists of two parts in the argument:

=DAYS(End Date,Start Date)

To create a DAYS formula:

1. Select the cell where you want to create your DAYS formula.

3. Click on the cell that has the end date you want to reference and type a comma to
complete the first part of the formula.

23
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5. Press the Enter key on your keyboard to complete the formula.

A B C

Current Date
10/23/2019

| Invoice Date
2 8/1/2019

Days Past Due

You'll know that you typed the formula correctly if you don’t get an error message in the
cell where you did the calculation and if the calculation is correct.

YEARFRAC Formula

The YEARFRAC formula helps calculate the number of years between two dates. To
complete the YEARFRAC formula you'll need to cell references. Excel will display the
computation, not as a whole number, but as a decimal, providing you with the exact time
that has passed in years.

Example of the YEARFRAC formula:

=YEARFRAC(C2,D2)

The YEARFRAC formula consists of two parts in the argument:

=YEARFRAC(Start Date,End Date)

To create a YEARFRAC formula:
1. Select the cell where you want to create your YEARFRAC formula.

G H \
1/30/1990 7/15/202m
2. In the cell, type =YEARFRAC(
G H |

1/30/1990 7/15/202Q=YEARFRAC(

3. Click on the cell reference that contains the start date and type a comma to end the
first part of the formula.

G H | J

1/30/1990} | 7/15/2020|=YEARFRAC(GZ

24
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4. Click on the cell reference that contains the end date.

G H | J

'3YEARFRAC(G2,H2

5. Press the Enter key on your keyboard to complete the formula.

G H |

1/30/1990 7/15/2020§ 30.45833 §

You'll know that you typed the formula correctly if you don't get an error message in the
cell where you did the calculation and if the calculation is correct.

DAY Formula

Another formula that may be useful is the DAY formula. The DAY formula helps users
transfer or extract the day of the date. Therefore, if one needs the number 14" from
February 14", the DAY formula will help get that number. The DAY formula only contains
one partin its argument.

Example of the DAY formula:

=DAY(C2)

1. Click on a cell where you want to create your DAY formula.
A B
Date Day (Num
4/7/1967
2. Inthe cell, begin typing the DAY formula as follow: =DAY(

A B

Date Day (Num

| 4/7/1967

3. Inthe argument, select a cell that contains a date.

A B

Date Day (Nu

DX

25
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4. Hit the Enter key on your keyboard to complete your formula.

A B
Date Day (Num)
4/7/1967 7

If done correctly, the DAY formula will display the day of the date that you included in the
argument.

MONTH Formula

A formula that is more commonly used than the DAY formula is the MONTH formula. The
MONTH formula returns the numeric month of a date. Therefore, if you want to get the
numeric month from the date, February 14™, then the MONTH formula would display the
number 2 because February is the 2" month of the year.

Example of the MONTH formula:

=MONTH(C2)
To create a MONTH formula:

1. Click on a cell where you want to create your MONTH formula.

A B
Date
| 4/7/1967
2. Inthe cell, begin typing the MONTH formula as follow: =MONTH(

A B
Date Vionth

s

3. Inthe argument, select a cell that contains a date.
A B

Date
4/7/ MONTH(A2
[ E \|

4. Hitthe Enter key on your keyboard to complete your formula.

A B
Date Month
4/7/1967 4

26

LEADERSHIP BUILD



LEADERSHIP BUILD

If done correctly, the MONTH formula will display the month as a number. E

YEAR Formula

Another formula that is more commonly used is the YEAR formula. The YEAR formula
returns the year given in a date. This is helpful in the event that you want to extract
somehow the year of a date.

Example of the YEAR formula:

To create a YEAR formula:
1. Click on a cell where you want to create your YEAR formula.
A B
Date
| 4/7/1967
2. Inthe cell, begin typing the YEAR formula as follow: =YEAR(
A B
Date

| apssr e ]

3. Inthe argument, select a cell that contains a date.

A B
Date Year

| 4/7/1967 !i =YEAR(A2 ||

4. Hitthe Enter key on your keyboard to complete your formula.

A B
Date Year
4/7/1967 1967

If done correctly, the YEAR formula will display the year only.
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Working with Tables

In this section, you'll learn about the terminology that Excel uses when working with Tables,
the difference between lists and tables and how to format your lists and use them as table.

List vs Tables

Technically, Excel does not recognize any organized data as a table unless it is formatted as
a table. Although you may not be using tables, you can still use all the functions available in
Excel. If your data is organized, you can basically use your data as a table. When data is not
formatted as a table, Excel recognizes it only as a list. Let's explore the difference.

What Are Lists?

Any data organized in rows or columns is automatically considered a list in Excel. For
example, in the screenshot below, you'll see that we technically have a list with 9 columns
and 10 rows. Even if color is added to the headers and the list looks presentable, it still
does not make this list a table, according to Excel.

A B C D E R G H \

1 |TransacticStore ID Date of Transaction Time of Transaction Item No Item Desc Qty Price Amount

2 897003 11/19/2014 9:02:00 AM 100145 Peach Daisy 1 1.1 1.1
3 898004 11/19/2014 9:06:00 AM 100136 Yellow Orchids 18 1.5 27
4 899005 11/19/2014 9:10:00 AM 100145 Peach Daisy 9 1.1 9.9
5 900003 11/19/2014 9:14:00 AM 100132 Peach Carnations 8 1.3 10.4
6 900003 11/19/2014 9:14:00 AM 100146 Tigerlilly 4 0.99 3.96
7 900003 11/19/2014 9:14:00 AM 100124 Yellow Lillys 10 0.99 9.9
8 900003 11/19/2014 9:14:00 AM 100136 Yellow Orchids 21 1.5 31.5
9 504003 11/19/2014 9:20:00 AM 100137 Red Orchids 18 1.5 27
10 904 z003 11/19/2014 9:20:00 AM 100141 Pink Daisy 14 1.1 15.4

Why are Lists Not Considered Tables?

Typically for the average user, any spreadsheet that we create and add data, can be
considered a table. In fact, many of us may be calling our data a “table”. Yet, the technical
terminology is wrong because Excel does not recognize the format as a table. The main
reason why these differences are explained in detail in this booklet is because we do not
want you to get confused if we use the technical terminology used by Excel.

What is a Table?

28
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To the eye, telling the difference between a table and a list may be difficult. This is
especially true if the list has been heavily formatted. A table is an Excel format that allows
you to manage your entries quicker, organize your data much better and format your cells
in a consistent manner. A table is nothing more than a formatted database. Most of the
time, a person can spot a “table” because Excel styles are used (such as the one pictured
below).

G H I
(I Transaction No- Store ID- Date of Transaction- Time of Transaction- Item No- Item Desc - Qty - Price - Amountid
2 897003 11/19/2014 9:02:00 AM 100145 Peach Daisy 1 1.1 1.1
3 898004 11/19/2014 9:06:00 AM 100136 Yellow Orchids 18 1.5 27
4 899005 11/19/2014 9:10:00 AM 100145 Peach Daisy 9 1.1 9.9
5 900003 11/19/2014 9:14:00 AM 100132 Peach Carnations 8 1.3 10.4
6 900003 11/19/2014 9:14:00 AM 100146 Tigerlilly 4 0.99 3.96
7 900003 11/19/2014 9:14:00 AM 100124 Yellow Lillys 10 0.99 9.9
8 900003 11/19/2014 9:14:00 AM 100136 Yellow Orchids 21 1.5 31.5
9 904003 11/19/2014 9:20:00 AM 100137 Red Orchids 18 1.5 27
10 904003 11/19/2014 9:20:00 AM 100141 Pink Daisy 14 1.1 15.4

What are the Benefits of Using A Table?
There are some benefits of converting a list into a table:

The formatting (color, style, etc.) is consistent and automatically done by Excel
Filters are automatically added to your table

Any new column or row is automatically formatted

Formulas are automatically duplicated across the table

The table can be easily named and referenced

The table headers are always visible

ok wnN-=

What Are Some Limitations to Using Tables?
Although tables seem like the way to go when working with data on Excel, they do have
their limitations.

1. The table’s format may not be available in other (previous) versions of Excel
2. Using inconsistent formulas will make you reset your cells
3. The styles of the tables are limited to the styles available on Excel

For the Excel user who likes to heavily customize the data, then shying away from using
tables is probably the best option. Anything that you can do in a table, you can basically do
on a list as well.

- @
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Converting Your List into A Table
Now that you understand the benefits of converting your list (or data) into a table, let's
explore the steps to create a table.

To convert your list into a table.

1. Click in any cell within your list.
2. Navigate to the Home tab.

Insert Page Layout Formulas Data Review View Help

Eﬁ & Calibri |11 - A AT F2- B8 Wrap Text
Paste E@ .
s (B VY-[&-[2-4-

-

= 2= Merge&l:enter -

Clipboard Font ] Alignment T

3. Locate the Styles group.

1 B B p|&E=E

$ [}; " =0 0o Conditional Formatas Cell Insert Delete Format
T /0 W —x0 .
Formatting~ Table~ Styles~ = = =
Mumber I Styles Cells
[

4. Select the Format as Table command.

| o =

General - e g e
0 .00 Insert Delete Farmat
§-% 9 w® B =t [z B
MNumber r Cells

Medium

I I R e S S | E———

BRESN SEERE BEREE BEREE SEEEE BERRER SEESE

5. The Format as Table command will display a gallery of formats for you to choose.
Choose a table style.

6. Upon selecting a table style, Excel will ask you to confirm the data range of your
table. Excel will typically recognize your list and automatically display it in this
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window to convert. Verify your range and ensure that the box titled My table has
headers is checked.
7. Click the OK button

Format 4s Table ? >

Where is the data for your table?
=5451:5D542|

=¥

My table has headers

You'll know that your list was converted to a table because your list will now be formatted
in the color scheme that you chose form the gallery of options.

Editing & Customizing Tables

Now that you have learned how to convert your list into an official Excel table, you'll be able
to customize your data and format your data in a more consistent way Moving forward,
any time that you click anywhere in your table, Excel will display a new tab called Design.

File Home Insert Page Layout Formulas Data Review View Help

Navigating Through Your Table

One of the benefits of converting your list into a table is that the headers of your table are
always visible. This makes it easier to scroll down your table when you have lots of data. As
you scroll down your spreadsheet, you'll see that the typical column letters now display the
names of your headers instead.

—
Transaction No | - | Store ID| - | Date of Transaction | - | Time of Transaction | - | ltem No -

Item Desc - | Qty [~|Price |~ Amount/ ~

27 32 13 oy 19.5
28 918’003 11/19/2014 10:36:00 AM 100140 Violet Violets 20 1.25 25
29 919’003 11/19/2014 10:40:00 AM 100145 Peach Daisy 21 1.1 23.1
30 920'003 11/19/2014 10:44:00 AM 100130 Red Carnations 23 s 29.9
31 921004 11/19/2014 10:48:00 AM 100145 Peach Daisy 9 1.1 9.9
32 921004 11/19/2014 10:48:00 AM 100124 Yellow Lillys 17 0.99 16.83
33 922'003 11/19/2014 11:01:00 AM 100134 Pink Orchids 24 1.5 36
34 922'003 11/19/2014 11:01:00 AM 100124 Yellow Lillys 20 0.99 19.8
35 922'003 11/19/2014 11:01:00 AM 100128 Red Roses 10 1.25 12,5
36 922003 11/19/2014 11:01:00 AM 100127 White Roses 16 1.25 20
37 923005 11/20/2014 9:02:00 AM 100134 Pink Orchids 8 1.5 12
38 924'004 11/20/2014 9:06:00 AM 100130 Red Carnations 8 a2} 10.4
39 925 :004 11/20/2014 9:10:00 AM 100125|White Lillys ) 5 0.99 4,95
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How to Name/Rename Your Table

Any range, list or cell can have a specific name in Excel. When using a table, you can easily
name or rename your table. Editing the table’s name allows Excel to easily reference the
table. This is particularly practical when working with formulas that need to reference this

table.
To change the name of the table:

1. Click on any cell within your table.
2. Navigate to the Design tab.

File Home Insert Page Layout Formulas
Table Name: Summarizewith PivotTable :?
=5
Table2 R Duplicat
.a 13 EL emove Duplicates nsert
‘B Resize Table (';%Cnnvertto Range Slicer

Properties Taols

Data

BB [
= =
Export Refresh =

- -

Review View

External Table Data

3. Locate the Properties group in the ribbon.

Help Design
Header Row || First Column

[ Total Row [ Last Column

M—

£ Tell me wh

Banded Rows [_| Banded Columns

Table Style Options

Properties Tools

File Home Insert Page Layout Formulas
Table Name: Summarizewith PivotTable F‘?
=5
Table2 R Duplicat
‘a 13 EL emove Duplicates rsert
‘B Resize Table (E%Cnnverttn Range Slicer

Data

B 2
=7 =]
Export Refresh =

- -

Review View

External Table Data

Help Design
Header Row [ First Column

[ Total Row [ Last Column

£ Tell me wh

Banded Rows [_| Banded Columns

Table Style Options

4. In the Properties group, click on the white bar underneath the Table Name section
and type a name for your table. Excel will default to naming the table “Table” with a

number.
File Home Insert Page Layout Formulas Data Review View Help Design 2 Tell me wh

Table Mame: Summarizewith PivotTable F‘ @ ™ Header Row [ First Column
= [ ==—=]

Table? B Remave Duplicates A\ =7 f [ Total Row [ Last Columnn
Insert Export Refresh —

‘B Resize Table (’;% Convert to Range Slicer - - Banded Rows I:l Banded Columns

Properties Tools External Table Data Table Style Options

How to Update or Change the Range of Your Table

If you recall, when you first converted your list into a table, you selected the range of your
table which would let Excel know what cells should be included with the table formatting.
Typically, if you add new columns or rows, Excel will apply your table’s formatting to those
new columns or rows. However, there may be some instances in which you may need to
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change the data range to include other data that is not formatted as your table. In this

case, you'll need to change the data source.
To update or change the range of your table:

1. Click on any cell within your table.
2. Navigate to the Design tab.

M-

LEADERSHIP BUILD

File Home Insert Page Layout Formulas Data Review View
Table Name: Summarizewith PivotTable = @ Ij—‘ D
=5
Table2 ﬁRemove Duplicates ? =? |_='

Insert Export Refresh

‘B Resize Table (';%Cnnvertto Range Slicer = - )

Properties Taols External Table Data

3. Locate the Properties group in the ribbon.

Help £ Tell me wh

Header Row || First Column
[ Total Row [ Last Column
Banded Rows [_| Banded Columns

Table Style Options

File Home Insert Page Layout Formulas Data Review View
Table Name: Summarizewith PivotTable [=— El [‘—\ D
=5
Table2 ﬁRemnve Duplicates g =" ﬁ

Insert Export Refresh

‘B Resize Table ('_%Cnnvertto Range Slicer @ - =

Properties Tools External Table Data

4. Inthe Properties group, click on the Resize Table command.

Help Design 2 Tell me wh

Header Row [ First Column
[] Total Row [] Last Column
Banded Rows [_| Banded Columns

Table Style Options

File Home Insert Page Layout Formulas Data Review View
Table Name: Summarizewith PivotTable = @ Ij—‘ D
=5
Tabled ﬁRemove Duplicates ? =? |_='

Insert Export Refresh
Slicer - - 55

*@* Resize Table c'i% Convert to Range

Properties Tools External Table Data

Help Design £ Tell me wh
Header Row [ First Column
[ Total Row [ Last Column

Banded Rows [_| Banded Columns

Table Style Options

5. Clicking on the Resize Table command will prompt a window where you can
reselect the range in your data. Select the new data range for your table and click

the OK button when finished.

Resize Table ? >

Select the new data range for your table:
=5A51:5D542] +

The headers must remain in the same row,
and the resulting table range must
overlap the original table range.

Mote:

Cancel

If you have followed these steps correctly, you'll notice that the boundaries of your table

have been modified and the area you selected is now formatted.
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How to Change the Style of Your Table

1l

When you converted your list into a table, you selected a table style format. Excel gives you
the flexibility to change the format even after you selected an original style.

To change the table style format:

1. Click on any cell within your table.
2. Navigate to the Design tab.

File Home Insert Page Layout Formulas Data Review
Table Name: Summarizewith PivotTable = @ [‘5\ D
=5
Table2 ﬁRemove Duplicates ? =7 |_=|

Insert Export Refresh

*@* Resize Table (E%Cnnverttn Range Slicer = = =

Properties Tools

3. Intheribbon, locate the Table Styles group.

External Table Data

View Help £ Tell me wi

Header Row || First Column
[ Total Row [ Last Column
Banded Rows [_| Banded Columns

Table Style Options

Header Row [ First Column Filter Button
[ Total Row [ Last Column

Banded Rows [ | Banded Columns

Table Style Options

Paaos EERRE EEEEE EEEEE -

Table Styles

4. Click on the arrow in the lower-right hand corner of the group to display a gallery of

styles.

Header Row [ First Column
[ Total Row [ Last Column
Banded Rows [ | Banded Columns

Filter Button

Table Style Options

RS BRERE EEEEE EEEEE -

Table Styles
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5. Select the style of your choice from the gallery.

How to Get Rid of The Table Formatting
Excel makes it easy for users to convert their table back to a list. If you decide to do this,
please note that the table color scheme will remain.

To convert your table back to a list:

1. Click on any cell within your table.
2. Navigate to the Design tab.

File Home Insert Page Layout Formulas Data Review View Help £ Tell me wi
Table Name: Summarizewith PivotTable F‘ @ D D HeaderRow | | First Column
=5
Table2 B Remove Duplicates ? = B L] Total Row [ Last Column
. Insert Export Refresh
‘B Resize Table (';% Convert to Range Shicer o o Banded Rows [ ] Banded Columns
Properties Taols External Table Data Table Style Options

3. Locate the Tools group in the ribbon.
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4.

File Hom Insert Page Layout Formul Data Review View
Table Name: Summarizewith PivotTable F‘ @ D D
= =2
Table2 R Duplicat
‘a £ EL emaove Suplicates Insert Export Refresh f‘
‘B Resize Table G Convert to Range Slicer - > &5
Properties Tools External Table Data

In the Tools group, click on the Convert to Range command.

Help Design £ Tell me wi

Header Row [ First Column
[] Total Row [] Last Column

Banded Rows [_| Banded Columns

Table Style Options

File Home Insert Page Layout Formulas Data Review View

Table Marne: SummarizewithPivntTabIe F‘ @ P D
= | B

Table2 R Duplicat
‘a £ B P tre Insert Export Refresh f‘
‘B Resize Table | G Convert to Range Slicer - -

Properties Toals External Table Data

Help Design 2 Tell me w

Header Row [ First Column
[] Total Row [] Last Column

Banded Rows [_| Banded Columns

Table Style Options

Clicking on the Convert to Range command will display a window. Excel just wants
to confirm that you want to convert your table back to a normal range or a list. Click

on the Yes button.

Microsoft Excel >

o Do you want to convert the table to a normal range?

| Yes Mo

After completing these steps, the table formatting will disappear and Excel will only
recognize your data as a list, not a table.
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The formulas you will be learning in this Advanced Excel booklet are complex, take time to
learn but will help you do your job much quicker and smarter. To use and understand
these formulas, we rely on the assumption that you are comfortable and familiar with
some of the more basic Excel formulas such as the SUM formula, COUNT formulas and
AVERAGE formula.

5 Tips to Remember About Excel Formulas

The following tips will hopefully help you learn and understand the structure of formulas,
how to approach using the Advanced Excel formulas and when to use them.

Excel speaks its own language

To make things simplistic, assume that your goal is to learn a language called Excel. By
learning Excel's language, you can tell Excel what you want it to do by writing in Excel's
language. Luckily, most of the way we think and speak can be easily “translated” into Excel’s
language. Keep this concept in mind while you work on these more Advanced Excel
formulas and pretend that you are the translator.

An Excel Formula cannot read words

In more advanced formulas, you'll want Excel to return certain values. For example, if you
create a formula that will tell you when employees have completed all compliance training,
then you might want Excel to show the word ‘Complete’ next to the employees’ name. In
your formula, you'll need to tell Excel to return the word ‘Complete’, but the only way Excel
will know that you want it to return a word (or text) is if you include those words inside
quotation marks. Therefore, anytime you include a word in Excel that is not a formula,
you'll need to place it inside quotations marks (i.e. “Complete”).

If you're stuck with a formula, read it out loud

The best habit to develop as an Excel beginner is the habit of reading the formulas out
loud. Remember, you're basically learning to write a new language and it may take you
some time to get the hang of this. If you read the formulas out loud, it will help you find a
mistake if there is one. Additionally, if you say out loud what you want Excel to do, it will
also help you to appropriately write a flawless formula.
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In Excel, there are multiple ways to do the same thing

In previous sections of this booklet, you learned that one Excel function can be accessed in
multiple ways. In fact, there could be a button in Excel that exists in two or three different
ribbons. This is also true with Excel formulas. For example, there are multiple ways to add
in Excel. You learned about the AutoSum function, but there are two other formulas that
you can use that will also add numbers for you. Just like there are separate ways to say
things in the English language, there are diverse ways that you can tell Excel to do
something. Much of it depends on how your brain works.

Work on the first entry or row before moving on

Since we plan to use the auto-fill handle quite often, we need to make sure that we access
a cell with a perfect formula. This way, we can select that cell and use the auto-fill handle to
copy the formula into the other cells. This is also important when you're fixing a formula in
a cell. Always make sure to work on the first entry and fix that formula so that you can use
the auto-fill handle.

The Auto Fill Handle

Microsoft Excel has a useful tool called the Auto Fill Handle. The Auto Fill Handle helps
you become more efficient in Excel by quickly copying patterns or formulas across multiple
cells. The Auto Fill Handle is recognized as a little, black, flat cross that appears in the
lower-right hand corner of a cell. There are two main ways to use the Auto Fill Handle to
copy information across cells. Let's explore both options.

How to Drag the Auto Fill Handle When Using Patterns

The first way to use the Auto Fill Handle is by dragging the contents of a cell onto other
cells. Remember, dragging the Auto Fill Handle will copy a pattern or formula onto other
cells.

To drag the Auto Fill Handle:

1. Select a cell that contains content or a formula that you wish to apply to other cells.

A B

1

2

-
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2. Place your cursor in the lower-right hand corner of the cell you selected until you
see a black, flat cross. This cross is the Auto Fill Handle.

A B |

1 |January é
2 —~

-

3. Once you see the Auto Fill Handle, click with your mouse and hold, dragging your
cursor to the desired area.

A B
January l

L=l =< R R = B B R L R

=
N =

A

13 |

4. Let go of the mouse so that Excel will apply the pattern to the cells you selected.

December

A
January

February
March
April
May
June
July
August
Septembe
10 |October
11 |Novembef
12 De-cembe_

L= = B R = (R, R - R TR R S B
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How to Use the Auto Fill Handle to Copy Formulas

The Auto Fill Handle is a great tool when you have an organized list or table and are trying
to quickly make calculations. Besides patterns, the Auto Fill Handle can also be used to
apply a formula to other cells and referencing the appropriate cells based on your
calculation.

To use the Auto Fill Handle to drag (or copy) a formula:

1. Select the cell that includes the formula you want to apply to other cells.

Expense Type Kelly's Expenses Raul's Expenses Robert's Expenses Totals
CAR INSURANCE $106.00 $98.00 $101.00 $305.00
FAST FOOD $688.00 $721.00 $499.00
RENT $853.00 $899.00 $1,000.00
MISC 57.00 $10.00 $54.00
CAR PAYMENT $398.00 $450.00 $259.00
STUDENT LOAN $759.00 $0.00 $338.00
TIME SHARE PAYMENT $877.00 $0.00 $0.00
ELECTRICITY BILL $68.00 $74.00 $76.00

2. Place your cursor in the lower-right hand corner of the cell you selected until you
see a black, flat cross. This cross is the Auto Fill Handle.

Expense Type Kelly's Expenses Raul's Expenses Robert's Expenses Totals
CAR INSURANCE $106.00 $98.00 $101.00 $305.04 :
FAST FOOD $688.00 $721.00 $499.00 -
RENT $853.00 $899.00 $1,000.00
MISC $7.00 $10.00 $54.00
CAR PAYMENT $398.00 $450.00 $259.00
STUDENT LOAN $759.00 $0.00 $338.00
TIME SHARE PAYMENT $877.00 $0.00 $0.00
ELECTRICITY BILL $68.00 $74.00 $76.00

3. Once you see the Auto Fill Handle, click with your mouse and hold, dragging your
cursor to the desired area

Expense Type Kelly's Expenses Raul's Expenses Robert's Expenses Totals

CAR INSURANCE $106.00 $98.00 $101.00 $305.¢ o=
FAST FOOD $688.00 $721.00 $499.00

RENT $853.00 $899.00 $1,000.00

MISC $7.00 $10.00 $54.00

CAR PAYMENT $398.00 $450.00 $259.00

STUDENT LOAN $759.00 $0.00 $338.00

TIME SHARE PAYMENT $877.00 $0.00 $0.00 |
ELECTRICITY BILL $68.00 $74.00 $76.00 v
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4. Once you select your desired cells, let go of your mouse and Excel will apply the

formula to the cells that you selected, referencing the appropriate cells in those
calculations.

A\
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Expense Type Kelly's Expenses Raul's Expenses Robert's Expenses

CAR INSURANCE $106.00 $98.00 $101.00
FAST FOOD $688.00 $721.00 $499.00
RENT $853.00 $899.00 $1,000.00
MISC $7.00 $10.00 $54.00

CAR PAYMENT $398.00 $450.00 $259.00
STUDENT LOAN $759.00 $0.00 $338.00
TIME SHARE PAYMENT $877.00 $0.00 $0.00
ELECTRICITY BILL $68.00 $74.00 $76.00

Your formulas should now be applied to the rest of the entries in the table.

Double-Clicking the Auto Fill Handle to copy formulas

There is an alternative to dragging the Auto Fill Handle. The alternative to dragging the
Auto Fill Handle is double-clicking on the auto-fill handle. When double-clicking the Auto
Fill Handle, the formulas will automatically copy down to the last entry it finds on your list.

To use Auto Fill Handle in an alternate way:

1.

Select the cell that includes the formula you want to apply to other cells.

Expense Type Kelly's Expenses Raul's Expenses Robert's Expenses Totals

CAR INSURANCE $106.00 $98.00 $101.00
FAST FOOD $688.00 $721.00 $499.00
RENT $853.00 $899.00 $1,000.00
MISC $7.00 $10.00 $54.00
CAR PAYMENT $398.00 $450.00 $259.00
STUDENT LOAN $759.00 $0.00 $338.00
TIME SHARE PAYMENT $877.00 $0.00 $0.00
ELECTRICITY BILL $68.00 $74.00 $76.00

Place your cursor in the lower-right hand corner of the cell you selected until you
see a black, flat cross. This cross is the Auto Fill Handle.

Expense Type Kelly's Expenses Raul's Expenses Robert's Expenses Totals
CAR INSURANCE $106.00 $98.00 $101.00 $305.04
FAST FOOD $688.00 $721.00 $499.00
RENT $853.00 $899.00 $1,000.00
MISC $7.00 $10.00 $54.00
CAR PAYMENT $398.00 5450.00 $259.00
STUDENT LOAN $759.00 $0.00 $338.00
TIME SHARE PAYMENT $877.00 $0.00 $0.00
ELECTRICITY BILL $68.00 $74.00 $76.00
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3. Once you see the Auto Fill Handle, double-click with your mouse. And Excel will ﬁ

automatically apply the formula to the cells in your table.

CAR INSURANCE $106.00 $98.00 $101.00 | $305.00
FAST FOOD $688.00 $721.00 $499.00 | $1,908.00
RENT $853.00 $899.00 $1,000.00 | $2,752.00
MISC $7.00 $10.00 $54.00 I $71.00
CAR PAYMENT $398.00 $450.00 $259.00 | $1,107.00
STUDENT LOAN $759.00 $0.00 $338.00 | $1,097.00
TIME SHARE PAYMENT $877.00 $0.00 $0.00 I $877.00

ELECTRICITY BILL $68.00 $74.00 $76.00 5218.00_

Anchors in Formulas

Now that you have learned how to use the Auto Fill Handle, you may also have a need to
learn how to use Anchors in Excel. Anchors allow users to lock cells in a formula, allowing
you to use the Auto Fill Handle or to copy formulas without changing one or various cell
references.

Why do | need to use Anchors?

If you need to apply a formula to an entire column for example, but you need each cell in
that row to reference the same cell, then you can only lock that cell by using an Anchor. By
default, when you use the Auto Fill Handle, the cell references will change. When you use
an Anchor, the cell reference will not change and instead will display a dollar sign
surrounding the column and row in the formula bar (i.e. $1$3). To anchor a cell in a formula,
use the F4 key in your keyboard.

How to use Anchors in Formulas
Remember, Anchors will lock a cell inside a formula so that the cell reference does not
change. You lock cells by hitting the F4 key on your keyboard.

To use anchors in your formula:

1. Access the formula bar and identify the cell reference that needs to be anchored.

= 2+|:C

B C D E F G
SalesTax| 8%
21|_ 6.99|=C2+(C2*G1)
24 10.99
17 7.99
43 7.99
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2. Click on the cell reference you want to Anchor from inside the formula bar.

=c2+{CK

B C D
211 6.99]=C2+{C2*G1)
24 10.99
17 7.99
43 7.99

3. Press the F4 key on your keyboard to add the Anchors.

=C2+|:C

B C D
211 6.99| =C2+({C2*5G51)
24 10.99
17 7.99

4. Select the Enter key on your keyboard to complete your formula.

1
2
3
4

3
i}
7

A

Account Name

B

Qty Sold

C
Retail Price

G
Sales Tax a%|
[ | | |

F G
Sales Tax| 8%
W [l

D

Total Cost to Customer

Howard & Son Inc. 21 6.99 7.5492
The Getaway Franchise 24 10.99 l
Steele Plumbing Inc. 17 7.99
Loma Linda Unified School District 43 7.99
ABC Study Group 44 9.99
Valley Way LLC 22 4.99

5. Click back on the cell that contains your formula.

e = R I R TR R O R

A
Account Name
Howard & Son Inc.

B
Qty Sold

Retail Price

The Getaway Franchise

24

Total Cost to Customer
7.5492

Steele Plumbing Inc. 17 7.99
Loma Linda Unified School District 43 7.99
ABC Study Group 44 9.99
Valley Way LLC 22 4.99
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6. Use the Auto Fill Handle to copy down the formula in your table or list.

Retail Price

Qty Sold Total Cost to Customer
Howard & Son Inc.

The Getaway Franchise

Steele Plumbing Inc.

Loma Linda Unified School District
ABC Study Group

Valley Way LLC

R R = R R SR TR N

If you did this process correctly, you'll find that each formula that you copied down has the
same cell reference.

il Account Name Qty Sold  Retail Price . _Total Cost to Customer

2 |Howard & Son Inc. 7.5492
3 |The Getaway Franchise 24 10.99 \ 11.8692
4 |Steele Plumbing Inc. 17 7.99 8.6292
5 |Loma Linda Unified School District 43 7.9 8.6292
6 |ABC Study Group 44 9.99 10.

7 |Valley Way LLC 22 4.99 5.3892

Advanced Text Formulas & Functions

Now that you explored some common functionality of Excel formulas as an Advanced Excel
user, let's dig in to some of the most commonly used Excel formulas that Advanced Excel
users use.

LEFT Formula

The LEFT formula allows Excel to display the content of a certain cell reference with the
number of characters that you specify starting from the /eft side of the cell. The LEFT
formula consists of two parts.

Example of the LEFT formula:
=LEFT(A1,5)

Example of how the LEFT formula works:

&

44

LEADERSHIP BUILD



GEORGE WASHINGTON = LEFT formula with 5 characters - GEORG

The LEFT formula consists of two parts. The first part of the LEFT formula is used to select
a cell reference. The second part of the LEFT formula is used to tell Excel how many
characters you want to display in your formula.

=LEFT(Cell Reference , Number of characters to display)

To create a LEFT formula:
1. Click on the cell where you want to create the LEFT formula.
A B C
11D Account Name
2 |I_.ISER—DDE-1—4891 Howard & Son Inc.
3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

2. Inthe cell, type =LEFT( to begin creating your formula.

A B =
11D Account Name USER ID
2 |USER-0061-4891 |Howard & Son Inc. —LEFT(| !'
3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

3. Select the cell reference and type a comma afterwards.

A B E
1 ID |account Name USER ID
2 [USER—DﬂErl—-'lSEl ch}ward & Son Inc. =LEFT{A2, n
3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

4. Inthe formula, type the number of characters you want Excel to display in this cell.
A B C

1 1D lAccuunt Mame
2 [USER—DD51—4891 ch}ward & Son Inc. :LEFI'[.E.Z,BJ

3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

5. Press the ENTER key on your keyboard to complete the formula.

&
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A B C
11D Account Name USER ID
2 |USER-0061-4891 [Howard & Son Inc. USER-0061
3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

RIGHT Formula

The RIGHT formula allows Excel to display the content of a certain cell reference with a
number of characters that you specify starting from the right side of the cell reference. The
RIGHT formula consists of two parts.

Example of the RIGHT formula:
=RIGHT(A1,5)

Example of how the RIGHT formula works

GEORGE WASHINGTON -> RIGHT formula with 5 characters > NGTON

The first part of the RIGHT formula is used to select a cell reference. The second part of the
RIGHT formula is used to tell Excel how many characters you want to display in your
formula.

=RIGHT(Cell Reference , Number of characters to display)

To create a RIGHT formula:
1. Click on the cell where you want to create the RIGHT formula.
A B C
11D Account Name
2 |USER—0051—4891 Howard & Son Inc.
3 |USER-0083-8674 |[The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

2. Inthe cell, type =RIGHT( to begin creating your formula.
A B

C
11D Account Name
2 |USER—DEI151—4891 Howard & Son Inc. :RIGHT[l
3 |USER-0089-8674 [The Getaway Franchise

4 |USER-0041-1982 |Steele Plumbing Inc.
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3. Select the cell reference followed by a,
A B C

11D lAccount MName
2 [USER—DDE:l—dEﬁl lHDward & Son Inc. =RIGHT(AZ,

3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

4. Inthe formula, type the number of characters you want Excel to display in this cell.

A B C
1D lAccount Name
2 |USER-0061-4891 |[Howard & Son Inc, =RIGHT(A2,4]
3 |USER-0089-8674 |[The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

5. Press the ENTER key on your keyboard to complete the formula.

A B C
1 1D Account Name
2 |USER-0061-4891 [Howard & Son Inc. 4391
3 |USER-00859-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

MID Formula

The MID formula allows Excel to display the content of a certain cell reference with a
number of characters that you specify starting from the middle of the cell reference. Unlike
the LEFT and RIGHT formulas, the MID formula consists of three parts.

Example of the MID formula:
=MID(A1,2,5)

Example of how the MID formula works:
GEORGE WASHINGTON - MID formula with 5 characters > WASHI

The MID formula consists of three parts. The first part follows the pattern of the LEFT and
RIGHT formula: select the cell reference.
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=MID(Cell Reference, , ) g

The second part of the MID formula consists of selecting a starting point. In part two, you'll
need to enter a number. This number will represent the number of characters excel will
count from the left side to determine the starting point. In a simplistic example, imagine
that your cell reference has 20 characters and you select the number 5 for part 2 of this
formula. Excel will then decide to start the MID formula in the 5" character (starting from
the left) of the cell reference.

=MID(Cell Reference, Starting point (from the left),
Finally, enter the number of characters to display beginning with the starting point.

=MID(Cell Reference, Starting point (from the left), No of characters to display)

To create a MID formula:

1. Click on the cell where you want to create the MID formula.
A B E
1 |ID Account Name
2 |LISER—DDEI—4891 Howard & Son Inc.
3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

2. Inthe cell, type =MID( to begin creating your formula.

A B C
1 |ID Account Name
2 |USER-0061-4891 |Howard & Son Inc. =MID|
3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

3. Select the cell reference and type a comma afterwards.

A B C
1 /ID lAccount MName
2 [USER—DﬂEnl-rlEﬁl _IH oward & Son Inc. =MID{AZ,
3 |USER-0089-8674 |The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

4. In the formula, type a number that represents how many characters from the right
side of the cell should Excel start. Follow the formula with a comma.

A B E
1 1D lm:caunt Name il
2 |USER-0061-4891 |Howard & Son Inc. =miD(A26 |
3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.
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5. Inthe third section of the formula, type how many characters Excel should display. g

A
1 1D

B
|A4:cuunt Mame

C

2 [UsER-0061-4891

[ |
lHoward & Son Inc.

USER ID
=MID{A2,6,4] n

3 |USER-0089-8674

The Getaway Franchise

4 |USER-0041-19582

Steele Plumbing Inc.

6. Press the ENTER key on your keyboard to complete the formula.

A
11D

B
Account Name

C

2 |USER-0061-4391

Howard & Son Inc.

0061

3 |USER-0089-8674

The Getaway Franchise

4 |USER-0041-1982

Steele Plumbing Inc.

CONCATENATE Formula
The CONCATENATE formula allows users to select the content from different cells and
combine them into one cell. In the formula itself, the contents that will be displayed will be
separated by a comma. Therefore, the CONCATENATE formula doesn't have a specific
number of parts in its structure.

Example of the CONCATENATE formula:

=CONCATENATE(B2,C2,D2)

The CONCATENATE combines cell references and/or words into one cell. For example, let's
say you had three cell references with the following words: bear, yellow, three. When you
complete a CONCATENATE formula, you will end with one cell displaying all three cell
references: bearyellowthree.

=CONCATENATE(Cell Reference, Cell Reference, Cell Reference)

How to use the CONCATENATE formula
The CONCATENATE formula is typically used to combine cells into one. However, you are
not merging cells into one, but you are combining the content of different cells into one.

To create a CONCATENATE formula:

1. Select a cell where you want to create the CONCATENATE formula.
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A B C
0 [)3

August 16
July 30

Begin typing the formula: =CONCATENATE(

1
2 |September
3
4

A B C
1 D D3
2 |September :CGNC.&TENATEﬂ
3 |August 16
4 |July 30

Select your first cell reference followed by a comma.

A B C D
1 D D3
2 Septemberl =COMNCATEMATE(AZ,
3 |August 16
4 |July 30

Select your second cell reference followed by a comma.

'8l Month : month & pav [ KNGczcN

B =CONCATEMATE(AZ, BZI

August
4 |July

Continue to select cell references as desired.

A B E
1 0 Da D B: Da
2 |September Septemberd
3 |August 16
4 |July 30 T

6. Press the ENTER button on your keyboard when finished.

How to Use Characters in Your Formula That Excel Cannot Read

Remember, Excel cannot read regular texts since it can only read its own language when
you're writing formulas. Therefore, in CONCATENATE formula (and in other formulas),
Excel will not be able to read spaces, words, letters and symbols that don't belong in the

formula. To fix this issue, you'll need to use quotation marks.

To create a CONCATENATE formula with special characters in the formula:

1. Select a cell where you want to create the CONCATENATE formula.

’- : w
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A B E
1 D D3
2 |September
3 |August 16
4 |July 30

Begin typing the formula: =CONCATENATE(

A B C
1 D D3
2 |September :CGNCATENATEH
3 |August 16
4 |July 30

Select your first cell reference followed by a comma.

A B E D

=COMCATENATE(AZ,

1
[ ]
2 September_l
3 |August 16
4 |July 30

a“ u

Include a space by typing it in the formula surrounded by quotation marks: “*,

A B C D
1 D D3
2 SeptemberI =COMCATENATE(AZ" ",
3 |August 16
4 |July 30

Select the next cell reference and continue to add cell

characters surrounded by quotation marks.

A B £ D

Maonth & Dav _

~CONCATENATE(A2," ",B2|

Press the ENTER button on your keyboard when finished.

A B C
1 0 (i3 ' B: Dz
2 |September September 4
3 |August 16 |
4 |July 30 T

references or other

- N
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Text to Columns

If you recall, the CONCATENATE formula combines the content of cells into one. You can
also separate the content of one cell into multiple cells. To do this you would use a function
called Text to Columns. In order to use Text to Columns, you'll need to make sure that
the content you want to split has a delimiter (i.e. a space, comma or a character that
separates the text in the current cell).

To use Text to Columns:

1. Locate the column or cell that you wish to split the content and add a blank cell or
column to the right. This will allow Excel to place the content in empty cells instead
of placing the content in cells that already have content inside.

A
1 M Text To Column 2
2 |lohn Gundy
3 |Robert Perry
4 |Susie Wilson

o

2. Select the cell or cells whose content you want to split.

Robert Perry
usie Wilson

3. Navigate to the Data tab.

Home Insert Page Layout Formulas Review View

[D'EFrnm Text/CSV [.:%:.Recent Sources r [T Queries & Connections
I
[% From Web [h Existing Connections =
Refresh
E Frorn Table/Range All -
Get & Transform Data Queries & Connections

4. Locate the Data Tools group.

Vi |Glg |2 B3

zZ !
. =
Filter Text to o What-If Forecast
Eﬁkduanced Columns c& 7 Analysis~ Sheet
Sort & Filter Data Tools Forecast
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5.

6.

7.

Select the Text to Columns command.

N/

B B

What-If Forecast

Filter
Eﬁkdvanced Analysis= Sheet
Sort & Filter Data Tools Forecast

After selecting the Text to Columns command, you will see a window displayed that
will allow you to follow along through certain steps to successfully complete the
Text to Columns function. In the first step, select the Delimited option and click
the Next button.

Convert Text to Columns Wizard - Step 1 of 3 ? X

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

Chggse the file type that best describes your data:
- Characters such as commas or tabs separate each field.
-

h - Fields are aligned in columns with spaces between each field.

Preview of selected data:

ohn Gundy
obert Perry
[fusie Wilson

Cancel < Back Einish

In Step 2, select the Delimiter. This can be a tab, space, comma or another character
that you can identify in the content of the cell you're planning on splitting into a
column or columns. Check the appropriate box and click on the Next button.

Convert Text to Columns Wizard - Step 2 of 3 ? X

This screen lets you set the delimiters your data contains, You can see how your text is affected
in the preview below.

Delimiters

[J1ab

[ semicolon Treat consecutive delimiters as one

Text gualifier: |~ ~

Data preview

ohn zundy
obert [Ferry
usie ilson

Cancel <« Back | FEinish
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8. In Step 3, verify that the formatting of the column you'll be using and click the Finish ﬁ
button once you're done.

Convert Text to Columns Wizard - Step 3 of 3 ? >
This screen lets you select each column and set the Data Format.
Column data format
@general
‘General’ converts numeric values to numbers, date values
OIe)d: to dates, and all remaining values to text.
O pate: | MDY v Advanced...

O Do not import column (skip)

Destination: | sAS2

1»

Data preview

Cancel < Back Mext =

You'll know that you followed these steps correctly because the contents of the data in the
original cells will now be split into one or more columns.

=W R

Advanced Numerical Formulas

In the following section, you'll learn about more advanced formulas that will help you
compute data based on conditions. Most of the formulas combine a logical formula (such
as the /F formula) with basic formulas (such as the SUM and AVERAGE formulas).

IFERROR Formula

Many times, when working with Excel formulas, you can’t avoid error messages. This
typically happens when you use a formula that should technically be used to calculate
numbers but some of your cells may have words or text instead. In these cases, you may
want to keep your formula but don't want to display an error message. Excel allows you to
use the IFERROR formula which will basically ask you what content you would want to
display if an error were to occur when using your formula.
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A B C D E
1 |ID Account Name 1st Quarter Sales | 2nd Quarter {ZEII5| Total |
2 |USER-0061-4891 |Howard & Son Inc. 5 29,107.00 | 5 5
3 |USER-0089-8674 |The Getaway Franchise MO DATA ]
4 |USER-0041-1982 |Steele Plumbing Inc. 5 23,970.00 | &

Example of the IFERROR formula:

=IF

ERROR(SUM(B2,B5),"N/A")

The IFERROR formula consists of two parts in its argument:

=IFERROR (Formula or Value , Content to be displayed if error is found)

To use

1.

the IFERROR formula:

Select the cell where you want to include your formula.

B C D E
Account Name 1st Quarter Sales | 2nd Quarter Cell
Howard & Son Inc. 5 29,107.00 | & 27,224.00
The Getaway Franchise NO DATA 5 25,647.00
Steele Plumbing Inc. 5 23,970.00 | & 17,216.00

In the cell, begin the formula by typing =IFERROR(

B C D E
Account Name 1st Quarter Sales| 2nd Quarter Cells Total
Howard & Son Inc. 5 29,107.00 | 27,224.00 =IFERROR( |||
The Getaway Franchise NO DATA 5 25,647.00
Steele Plumbing Inc. 5 23,970.00 | § 17,216.00

In the first part of the formula, select a cell or create a calculation in the argument.
Complete the first part of the argument with a comma.

B C D E
Account Mame l 1st Quarter Salesl 2nd Quarter Cells | Total
Howard & Son Inc. 15 29,107.00 | 5 _FIFERRDR{C2+D2,| |
The Getaway Franchise MO DATA 5 3
Steele Plumbing Inc. 5 23,970.00 | 5 17,216.00 |

In the second (and last part) of the formula, include the content you want to display
if there is an error with the formula you just included in the first part of the
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argument. In this second part, you can type a word, number or include another cell
reference, but remember, if you decide to use words of your own, you will need to
surround that content with quotation marks.

B C D E
Account Mame l 1st Quarter Salesl 2nd Quarter Cells | Total
Howard & Son Inc. l 5 29,107.00 l 5 _3=IFERRDR|{C2+D2,“N{’A"
The Getaway Franchise MO DATA 5 .
Steele Plumbing Inc. 5 23,970.00 | § 17,216.00 |

5. Press the Enter key on your keyboard and use the Auto Fill Handle as necessary.
Any entry that would normally display an error message would display the content
you included in your argument.

B C D E
Account Name 1st Quarter Sales| 2nd Quarter Cells Total 1
Howard & Son Inc. 5 29,107.00 | 5 27,224.00 | 5 56,331.00
The Getaway Franchise MO DATA 5 25,647.00 M/A
Steele Plumbing Inc. 5 23,970.00 | 5 17,216.00 .

SUMIF Formula vs. SUMIFS Formula

There are two formulas that basically do the same thing but differ slightly in how they are
structured and when you can use them. The SUMIF formula allows users to add cells or a
range of cells when a condition is met. The SUMIFS formula allows users to add cells or a
range of cells when one or more conditions are met. This means that the SUMIFS formula
can do the same thing that a SUMIF formula can and more. Let's explore these two
formulas in detail.

SUMIF Formula
The SUMIF formula allows users to sum the value of cells (or a range of cells) when a
condition is met.

Example of the SUMIF formula:

=SUMIF(D:D,F2,B:B)

The SUMIF formula consists of three parts in its argument:

=SUMIF (Column with criteria, Cell reference, Column containing values to add)
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To use the SUMIF formula:

1. Select the cell where you want to create your SUMIF formula.

G H
State Total orders in 5vears |
ca |
IL
MY
T
WA
OR

2. Begin typing the formula: =SUMIF(

G H
CA |=SL.IMIF|{ !'
IL
NY
X
WA
OR

3. Select the range or column that includes the criteria that you want Excel to find. This
data is typically found in a separate table. Type a comma after you selected the
range to conclude the first part of the formula.

G H
1 Customer Narne W
2 |Dominguez, Barbara CA (B:B,
3 |Anthony, Rob 12 IL
4 |Williams, Debon 19 MNY
5 | Hernandez, Harold 17 TX
6 |Ochoa, lose 3 WA
7 | Houston, Steven ko) OR

4. Select the cell that includes the criteria you want Excel to find in the previous step.
Type a comma to complete part two of the formula.

G H

State

PNOHIEY %)
IL

NY

TX

Wa

OR
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5. Select the range or column that includes the data you want Excel to add.

A B C
Customer Name Sta prders in past 5 years
Dominguez, Barbara |CA 3
Anthony, Rob CA 12
Williams, Debon cA 19

Hernandez, Harold
Ochoa, Jose
Houston, Steven

I = T, R SO T T I )

17
3
8

-
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6. Press the Enter key on your keyboard. Use the Auto Fill Handle to apply the

formula to other rows.

G H
CA 181
IL BB
MY 34
TX a7
WA 74
OR 32

Once you complete these steps, you'll find that the table where you are making all
calculations will correctly include the sum totals of the criterion that you selected.

SUMIFS Formula

As previously mentioned, the SUMIFS formula can be used to make calculations with data
that includes one criterion or many. Typically, it is recommended that you learn to use the
SUMIFS formula since this formula will allow you to do the same things that a SUMIF

formula does plus more.

Example of the SUMIFS formula

=SUMIFS(D:D,B:B,G4)

The SUMIFS formula consists of a minimum of three parts in its argument:

=SUMIFS (Column to add values , Column with criteria #1 , Criteria #1)
If you have more than one criterion, then continue adding commas and the last two parts

of the argument.
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To use the SUMIFS formula:

1.

Select the cell where you want to create your SUMIFS formula.

Artive Voarle Aminnnte

Los Angeles
Fresno

San Diego

San Bernardino
Riverside
Orange

2. Begin typing the formula: =SUMIFS(

Los Angeles
Fresno

San Diego
San Bernardino
Riverside
Orange

Select the range or column that includes the data you want Excel to add. Complete
the first part of the argument by adding a comma.

1l
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A B £ D i E F G
1 Acco = oa
2 |Dominguez, Barbara  Los Angeles YES s 239.88 Los Angeles = (D:D,)
3 |Anthony, Rob Los Angeles NO 5 179.88 Fresno
4 |Williams, Debon Los Angeles YES s 119.88 San Diego
5 |Hernandez, Harold Fresno NO 5 119.88 San Bernardino
6 Ochoa, lose Fresmo NO 5 119.88 Riverside
7 |Houston, Steven Fresno NO 5 119.88 Orange

Select the range or column that includes the first criteria that you want Excel to find.
This data is typically found in a separate table. Type the comma sign after you
selected the range to conclude the second part of the formula.

A B C D E F G
1 = = Acco i = e be » Are
2 |Dominguez, Barbara Los Angeles YES 239.88 Los Angeles = ,C:C,
3 |Anthony, Rob Los Angeles NO 179.88 Fresno
4 |Williams, Debon Los Angeles YES 119.88 San Diego
5 |Hernandez, Harold Fresno NO 119.88 San Bernardino
6 Ochoa, lose Fresno NO 119.88 Riverside
7 |Houston, Steven Fresno NO 119.88 Orange

5. Select the cell that includes the first criteria you want Excel to find from the previous

step or type the criteria directly onto the formula. Type a comma to complete part
three of the formula.
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A B

1 - 3

2 |Dominguez, Barbara  Los Angeles
3 |Anthony, Rob Los Angeles
4 |Williams, Debon Los Angeles
5 |Hernandez, Harold Fresno

6 |Ochoa, Jose Fresno

7 |Houston, Steven Fresno

C
YES

NO
YES
NO
NO
NO

Membership Amount/Year

239.88
179.88
119.88
119.88
119.88
119.88

B T " ¥ S TR T e

F

HHllf=
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G

Area

Los Angeles

=SUMIFS({D :D,C:@”‘

Fresno

San Diego

San Bernardino

Riverside

Orange

e ————

6. If you have other criterion to include, you would have to include the criteria’s
column/range along with the criteria itself. In the next step of the formula, select

another column for the second criteria followed with a comma.

A B

1 stome ame Area

2 .Dominguez, Barbara [Los Angeles
3 |Anthony, Rob Los Angeles
4 |Williams, Debon ‘I_osAngeIes
5 |Hernandez, Harold Fresno

6 Ochoa, Jose ‘Fresno

7 |Houston, Steven Fresno

coolo R

B e S T T ¥

239.88
179.88
119.88
119.88
119.88
119.88

F

Are

Los Angeles

Fresno

San Diego

San Bernardino

Riverside

Orange

7. If you include another criterion, add a column and criteria as a pair. Since you
included the column in Step 6, you'll now have to include the criteria for that

column.

A B
1| Area
2 .Dominguez, Barbara |Los Angeles
3 |Anthony, Rob Los Angeles
4 |Williams, Debon Los Angeles
5 |Hernandez, Harold Fresno
6 Ochoa, Jose Fresno
7 |Houston, Steven Fresno

8. Press the Enter key on your keybo

formula to other rows.

COUNTIFS Formula

$
$
$
$
$
$

F G K

ILos Angeles === = ,F2|
y

San Diego

San Bernardino

Riverside

Orange

ard. Use the Auto Fill Handle to apply the

As previously mentioned, the SUMIFS formula is a SUM formula that allows you to include
one or more conditions in the formula. The COUNTIFS formula is a COUNT formula that
allows you to count cells based on certain conditions as well. The COUNTIFS formula has a
minimum of two parts that should be used in pairs. Basically, you'll need to include a
column for Excel to investigate and the criteria that Excel will have to find in that column.

Example of the COUNTIFS formula:

=COUNTIFS(D:D,G4,A:A,H4)
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The COUNTIFS formula consists of a minimum of two parts in its argument, always used in
pairs:

=COUNTIFS (Column to count #1, Criteria #1 , Column to count #2, Criteria #2)

To create a COUNTIFS formula:

1. Select the cell where you want to create your COUNTIFS formula.

A B C | D | E F
i Customer Name B Area B Account Active i Area - i =
2 |Dominguez, Barbara  Los Angeles YES Los Angeles
3 |Anthony, Rob Los Angeles NO Fresno
4 |Williams, Debon Los Angeles YES San Diego
5 |Hernandez, Harold Fresno NO San Bernardino
6 Ochoa, Jose Fresno NO Riverside
7 | Houston, Steven Fresno MO Orange 4
2. Begin typing the formula: =COUNTIFS(
. E
|Area
Los Angeles
Fresno
S5an Diego
San Bernardino
Riverside
Orange J

3. Select the range or column of the first criteria that includes the data you want Excel
to count. Complete the first part of the formula with a comma.

. E F

1 hd -

2 |Dominguez, Barbara  Los Angeles Los Angeles =COUN @

3 |Anthony, Rob Los Angeles Fresno o

4 \Williams, Debon Los Angeles San Diego

5 Hernandez, Harold Fresno San Bernardino

6 |Ochoa, Jose Fresno Riverside

7 |Houston, Steven Fresno Orange 4

4. Select the cell that includes the first criteria you want Excel to find from the previous

step or type the criteria directly onto the formula. Type a comma to complete part
two of the formula.

A B o D E F

il Customer Name B Area - Area - ;

2 |Dominguez, Barbara  Los Angeles ¥YES Los Angeles =COUNTIFS{C: /m.
3 |Anthony, Rob Los Angeles NO Fresno S

4 |Williams, Debon Los Angeles YES San Diego

5 | Hernandez, Harold Fresno NO San Bernardino

6 |Ochoa, Jose Fresno NO Riverside

7 |Houston, Steven Fresno NO Orange J




5. If you have multiple criterion that you want to use in your formula, you'll have
continue with another pair adding a column for Excel to count along with the criteria
to find in that column. In this step, include the column or range followed by a

comma.

VI = I IR TR S R

A
Dominguez, Barbara
Anthony, Rob
Williams, Debon
Hernandez, Harold
Ochoa, Jose

Houston, Steven

B

Area - EC0

Los Angeles
Los Angeles
Los Angeles
Fresno
Fresno
Fresno

o o e
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Los Angeles

=COUNTIF5{C:C,

,B:B

Fresno

San Diego

San Bernardino

Riverside

Orange

6. Include the criteria you want Excel to find from the previous step.

1
2
3
4
)
6
7

7. Press the Enter button to complete your formula and use the Auto Fill Handle if

A
Customer Name
Dominguez, Barbara
Anthony, Rob
Williams, Debon
Hernandez, Harold
Ochoa, Jose
Houston, Steven

needed.

F

|Anen

+ No. of Active Accounts ~

Los Angeles

13

Fresno

San Diego

San Bernardino

Riverside

Orange

= R s |

AVERAGE IFS Formula

As previously mentioned, the SUMIFS formula can be used to make calculations with data
that includes one criterion or many. The AVERAGEIFS formulas also makes calculations
with data with more than one criterion. The only difference is that the AVERAGEIFS

formula calculates the average.

Example of the AVERAGEIFS formula:

B 5
:
Los Angeles YES
Los Angeles NO
Los Angeles YES
Fresno NO
Fresno NO
Fresno NO

5an Diego

San Bernardino

Riverside

Orange
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=AVERAGEIFS(D:D,B:B,G4)

The AVEREAGEIFS formula consists of a minimum of three parts in its argument:

=AVERAGEIFS (Column to average , Column with criteria #1, Criteria #1)

If you have more than one criterion, then continue adding commas and pair the column
with the criteria.

To use the AVERAGEIFS formula:

1. Select the cell where you want to create your AVERAGEIFS formula.

F G
AVG Active Yearlv Amounts i

Los Angeles
Fresno

5S5an Diego
San Bernardino
Riverside
Orange

2. Begin typing the formula: =AVERAGEIFS(

F G

Los Angeles  |=AVERAGEIFS| m
Fresno

San Diego

San Bernardino
Riverside
Orange

3. Select the range or column that includes the data you want Excel to average.
Complete the first part of the argument by adding a comma.

A B C D E F G
1 A = A A = = = A — £3
2 |Dominguez, Barbara Los Angeles YES S 239.88 Los Angeles = D:D,
3 |Anthony, Rob Los Angeles NO ‘ S 179.88 Fresno
4 |Williams, Debon Los Angeles YES |$ 119.88 San Diego
5 |Hernandez, Harold Fresno NO ‘ S 119.88 San Bernardino
6 Ochoa, Jose Fresno NO | S 119.88 Riverside
7 |Houston, Steven Fresno NO ‘ S 119.88 Orange
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4. Select the range or column that includes the first criteria that you want Excel to find.
This data is typically found in a separate table. Type the comma sign after you
selected the range to conclude the second part of the formula.

1l

A B C D E F G
2 |Dominguez, Barbara  Los Angeles YES 239.88 Los Angeles - C:C,|
3 |Anthony, Rob Los Angeles NO 179.88 Fresno
4 |Williams, Debon Los Angeles YES 115.88 San Diego
5 |Hernandez, Harold Fresno NO 119.88 San Bernardino
6 Ochoa, Jose Fresno NO 119.88 Riverside
7 |Houston, Steven Fresno MO 119.88 Orange
5. Select the cell that includes the first criteria you want Excel to find from the previous
step or type the criteria directly onto the formula. Type a comma to complete part
three of the formula.
A B c E F G |
1 - Arez Membership Amount/Year Area
2 |Dominguez, Barbara  Los Angeles YES 5 239.88 Los Angeles :AVERAGEIFS{D:D,C:@
3 |Anthony, Rob Los Angeles NO S 179.88 Fresno
4 |Williams, Debon Los Angeles YES s 119.88 San Diego
5 |Hernandez, Harold Fresno NO S 119.88 San Bernardino
6 Ochoa, Jose Fresno NO s 119.88 Riverside
7 |Houston, Steven Fresno NO S 119.88 Orange

6. If you have other criterion to include, you would have to include the criteria’s
column/range along with the criteria itself. In the next step of the formula, select
another column for the second criteria followed with a comma.

A B D E F G
1 = = Ares Acco o - = ne Arp
2 |Dominguez, Barbara BfLos Angeles ES s 239.88 Los Angeles = a
3 |Anthony, Rob Los Angeles Q S 179.88 Fresno
4 |williams, Debon ‘Los Angeles ES s 119.88 San Diego
5 |Hernandez, Harold Fresno Q S 119.88 San Bernardino
6 |Ochoa, Jose ‘Fresno Q s 119.88 Riverside
7 |Houston, Steven Fresno o] S 119.88 Orange

7. If you include another criterion, always include the column and criteria as a pair.
Since you included the column in Step 6, you'll now have to include the criteria for
that column.

A

il Customer Name [Area Area

2 |Dominguez, Barbara  |Los Angeles $ ;
3 |Anthony, Rob Los Angeles S Sono

4 |Williams, Debon Los Angeles s 119.88 San Diego

5 |Hernandez, Harold Fresno S 119.88 San Bernardino

6 |Ochoa, Jose Fresno 5 119.88 Riverside

7 |Houston, Steven Fresno 3 119.88 Orange
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8. Press the Enter key on your keyboard. Use the Auto Fill Handle to apply the ﬁ

formula to other rows.

F 3
Los Angeles 5 166.03
Fresno 5 119.88
San Diego 5 219.88
San Bernardino | S 149.88
Riverside 5 179.88
Orange 5 179.88

Logical Formulas

Formulas such as the SUMIFS and AVERAGEIFS help us understand how Excel uses
conditions to provide the computation. In other words, we tell Excel to add numbers if
something is found in a column. This type of thinking opens the door to the next set of
formulas presented in this booklet. In this section you will learn how to use logical
formulas.

Logical formulas are formulas that determine if a statement is true or false. The most
common logical formula is the IF formula, known to create conditions to tell Excel to do
something IF something is true and then do something else. IF formulas help users
automate their tables by following a set of rules (or conditions).

IF Formula

As previously mentioned, the IF formula is one of the most popular logical formulas. The IF
formula helps us create conditions that will tell Excel what to display if those conditions are
met or not met.

To give a more practical example, imagine a room filled with 100 people. Let's say that we
ask everyone who wears glasses to stand up. If we were to use an IF formula to
communicate this instruction to the audience, we may say something like: If you are wearing
glasses, then stand up. By default, those that do not wear glasses would remain sitting. Keep
this example in mind as we explain how the formula is structured.

Example of an IF formula:
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=IF(C2>10,"Yes","No")

The IF formula consists of a minimum of three parts in its argument. Let's break down the
three parts.

=|F (Enter Condition, , )

The condition of a formula is technically called a logical test. Basically, you want to use one
of the following three types of logical tests: the equal sign (=), the greater than sign (>) or
the less than sign (<). Therefore, in the first part of the IF formula, you can include a
statement that asks if a cell reference is greater than a number or another cell reference
(i.e. C2>10).

The second part of the IF formula is a computation, a word, a phrase or a cell reference
that you want Excel to display or compute if the condition is true.

=|F (Enter Condition, TRUE, )
The last part of the IF formula is a computation, word, phrase or a cell reference that you
want Excel to display, or compute, if the condition is false. The “false” part of the argument
can also be considered as the last choice, or the default choice. In our practical example,
we discussed that the audience members that do not wear glasses remain sitting down. We
didn't have to tell them “if you don't wear glasses remain sitting”. By default, the members
knew that the only other option was to remain sitting.

=|F (Enter Condition, TRUE , FALSE)

How to use an IF Formula with one condition
IF formula can be used with one condition or many. Let’s first discuss how to use a simple
IF formula that only contains a single condition.

To write an IF formula:

1. Select the cell where you want to include your IF formula.

A B C
1 Name State Exam PASS OR DOES NOT F"ASSV
2 Sinbad Q 80
3 Robert F 85
4 Helen S 90
5 Roberta L 95
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2. Begin your formula with: =IF(

A B
1 Name State Exam
2 Sinbad Q 80
3 Robert F 85
4 Helen S a0
5 Roberta L 95

| =IF( |

3. In the first part of the formula, include your condition. Remember, you'll need to say
if something is equal to, greater than or less than something else. After writing your

condition, add a comma.

A B C
1 Name _ State Exam | |
2 | SinbadqQ | 80 | =IF(B2>85, |
3 Robert F 85 '
4 Helen S 90
5 Roberta L 95

4. In the second part of the formula, include a computation, a word, phrase or cell
reference you would like displayed if the condition is true. End the second part with

a comma.
A B C
1 Name State Exam |
2 | sinbadQ | 80 Il =iF(e2>85"pass" |
3 Robert F 85 '
4 Helen S 90
5 Roberta L 95

5. Inthe last part of the formula, include a computation, word, phrase or cell reference
you would like Excel to display if the condition is false. Type the Enter key on your
keyboard to complete your formula.

C

A B
1 ]
2 Sinbad Q|
3 Robert F 85
4 Helen S 90
5 Roberta L 95

| =IF(B2>85,"PASS","FAIL" '

M-

67/

LEADERSHIP BUILD



The IF formula can be tricky so it's always a good idea to check your work to make sure you
did it correctly.

A B C
1 Name State Exam PASS OR DOES NOT PASS
2 Sinbad Q 80 FAIL
3 Robert F 85 FAIL
4 Helen S 90 PASS
5 Roberta L 95 PASS

How to use the IF Formula with more than one condition

Previously, you learned how to use the IF formula with a single condition. But what if you
need to include additional conditions? Much of this depends on what you're trying to
accomplish. Let's look at a very practical and simple example. If | have a group of 100
people in a room and | say, “if you are older than 50 years old, stand up and if you are younger
than 20 years old hop on one foot.” This example actually has three options: those that are
older than 50 years old, those that are younger than 20 years old and those that are in
between.

Think of the IF formula in the same way. Here’s what an IF formula may look like for the
first part of our example:

=IF(Person>50, stand up, FALSE)

To continue with our example, we would have to add another condition. This means that
we would have to add another IF formula in the FALSE part of the formula because our
statement would be false according to the first condition. This is what the IF formula would
look like:

=IF(Person>50, stand up, IF(Person<20, hop on foot, FALSE)

Lastly, we have one group remaining: everyone in between. By default, this group would be
the last option; the last resort. The final formula would look something like this:

=IF(Person>50, stand up, IF(Person<20, hop on foot, remain seated))

Since you are using two IF formulas, you will need to close the final argument with two
parentheses.

Hopefully, the example made sense. Let's see how this will work in Excel.
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An Easy way to use an IF Formula with multiple conditions

In our practical example, we described using multiple conditions in Excel by adding to the
FALSE part of the argument. This is probably the easiest way to create an IF formula with
multiple conditions.

To write an IF formula with multiple conditions:

1. Select the cell where you want to include your IF formula.

D E F
c - Ade A
Robert F. 3
Clovis D. 25
Arthur H. 68
Perla S. 39

2. Begin your formula with =IF(

D E F
Name Age Action
Robert F. 348=IF( ’
Clovis D. 25
Arthur H. 68
Perla S. 39

3. Create you first condition by using an equal sign, a greater than sign or a less than
sign and include a comma at the end.

A B @ D F
1 Action ame A &
2 50 Stand Robert F. 34FIF(E2>A2 .
3 2080 Sit Clovis D.
4 2 Hop Arthur H. 68
5 Perla S. 39

4. In the second part of the argument, include what you would want Excel to display if
the first condition is true. End the second part with a comma.

A B C D E F

1 Age Name _Age_Action

2| 50 Robert F. 34|=IF(E2>A2,5B%2,
3 20-50 Clovis D. 25

4 20 Arthur H. 68

S Perla S. 39

1l
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5. Since you have other options, begin another IF statement immediately after the

second part of the argument and begin the argument.

A B c D E F
1 Age Action Name _Age_Action
2| 50 | Stand | RobertF. | 34|=IF(E2>A2,3BSKIF( [)
3 20-50 Sit Clovis D. 25 B
4 20 Hop Arthur H. 68
S | Perla S. 39

6. Inside the argument of the second IF statement, type your second condition (and
include an equal sign, greater than sign or less than sign) and add a comma at the

end.
A B c ‘
1 Age Action Action
2 50 | Stand | Robert F. IF(E2>A2,$B$2,IF(E2<A4,
3 20-50 Sit Clovis D.
4 Hop Arthur H. 68
5 Perla S. 39

7. Include a phrase, word, computation or cell reference you would want Excel to

display if the second condition is true. Add a comma.

A B C . D E F
1 | IAger TAten
2 50 | Stand | Robert F. 34|=IF(E2>A2,$B$2,IF(E2<A4,5B%4,
3 20-50 Sit Clovis D. 25
4 20 | Arthur H. 68
5 Perla S. 39

8. For the last condition of the formula, include the default condition and close the

arguments with two closed parentheses.

A B C . D E F
1
2| 30 | Stand | Robert F. 34
3 20-50 Clovis D. 25
4 20 Arthur H. 68
5

=|F(E2>A2,$B$2,IF(E2<A4,$B$4,5B33))

G

G

Perla S.

39

A
rs
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If you have more than two conditions, then you would just need to add another IF g

statement in the FALSE part of the argument and continue to add IF statements as you see
fit. Remember, the /ast IF statement would need a FALSE part and as many closed
parentheses are there are IF statements.

D E F
Robert F. 34|Sit
Clovis D. 25|8Sit
Arthur H. 68|Stand
Perla S. 39|Stand

Using IF Formulas as the TRUE statement of an argument

In the previous example, we created an IF formula with multiple conditions. In that
example, the IF formulas would continue in the FALSE part of the argument. However,
there are instances in which you may need to add an IF statement for conditions that are
true. Let's go back to the example of our audience with 100 people. Let's assume that we
want tell the audience, “if you are over 50, raise your hand if you wear glasses”. Let's break
down this statement by using an argument, like we do in formulas. First of all, our IF
formula begins with the condition: if a person is over fifty.

=IF(Person>50, TRUE, FALSE)

Next, we are saying that if that statement is true, that we want people to raise their hand if
they wear glasses. This means that we would need to add an entire IF formula in the
second part of the argument. It may look something like this:

=IF(Person>50, |F(Person=Glasses, Raise Hand, Don't Raise Hand), FALSE)

Our formula is now describing a statement for the condition if it’s true. Therefore, in the
TRUE IF formula we would need to include the three parts: condition, true statement and
false statement. In our example, if a person wears glasses they will need to raise their
hand. For the people not wearing glasses, they don't need to raise their hand (by default).

There is one missing piece to this formula. What about all the people who are not over 507
Well, by default, they belong in the FALSE statement of the original IF formula. Our
complete formula would look something like this:

=IF(Person>50, IF(Person=Glasses, Raise Hand, Don’t Raise Hand), Do nothing)

To create an IF formula like this in Excel:
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Select the cell where you want to write your IF formula.

C D E

Robert F.

Clovis D. 2
Arthur H. 68
Perla S. 39

Begin your IF formula like this: =IF(
C D E

Robert F.

Clovis D. 2
Arthur H. 68
Perla S. 39

. Write your first condition. Remember, you'll need an equal sign, a greater than sign
or a less than sign. End this part with a comma.

C D E
Robert F. 34|¥IF(D2>A2,
Clovis D.

Arthur H. 68
Perla S.

Begin your second IF formula and open the argument.

C D E
NET Age Action

Robert F. 34|=IFD2>ALIF() |
Clovis D. 25 -

Arthur H. 68

Perla S. 39

. Write a second condition for this IF formula and make sure that you include an
equal sign, a greater than sign or a less than sign. Add a comma at the end.

A B C D E F
1 Age _Age_Action
2 50 | RobertF. | 34|=IF(D2>A2,l
3 20-50 Clovis D. 25
4 20 Arthur H. 68
5 | Perla S. 39
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6. Next, select a cell reference or write a word, phrase or formula you want to display if
this second condition is true. Add a comma at the end.

A B C D E
| Age
2| 50 | RobertF. 34|=IF(D2>A2 IF(A2="Glasses
3 20-50 Clovis D. 25
4 | 20 Arthur H. 68
9 | Perla S. 39

F

G

A
g

7. Select a default cell reference, word, phrase or formula you want displayed if this
second condition is false. End the second IF formula with a closed parenthesis and a

comma.

A

C

20-50
20

WM =

_Age |
50 |

D

E

Name Age_Action

=IF(D2>A2,IF(A2="Glasses","Hand Up'

F

G

H

Robert F. 34
Clovis D. 25
Arthur H. 68
Perla S. 39

"No Hands"),

8. Complete the final step of the first IF statement by selecting a cell reference or
writing a formula, word or phrase if the first condition is false. End the entire
argument with a closed parenthesis.

A

B

C

. Age
50 |
20-50
20

(6, IS SN VRN S B

D

E

Name Age Action

34|=IF(D2>A2,|IF(A2="Glasses","Hand Up","No Hand

F

G

H

Robert F.

Clovis D. 25
Arthur H. 68
Perla S. 39

sf),"Nothing")

The final result should not result with an error message. Regardless, always check your
work to make sure that the logic makes sense and the formula is correct.

C D E
Robert F. 34|Nothing
Clovis D. 25(Nothing
Arthur H. 68(No Hands
Perla S. 39(No Hands
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AND Formula

The AND formula works well with IF formulas because they provide an opportunity to
include additional conditions and make a statement true if all conditions are true. Typically,
the AND formula is not used on its own because it only returns the words “True” or “False”.
The AND formula has an argument that exclusively contains conditions. That means, that
all parts of the AND formula must contain an equal sign, greater than sign or a less than
sign.

Example of the AND formula:

=AND(C2>=10,C2<50)

The best way to think of the AND formula is by reading it in the following way:

C2>=10 AND C2<50

Basically, the argument is saying that both conditions have to be met: cell C2 needs to be
greater than or equal to 10 and cell C2 is less than 50.

To create an AND formula:

1. Select the cell where you want to write your AND formula.

A B & D E
More than 100 AND less than 200

1
2
3

2. Begin your formula with =AND(

A B C D E
W oo 100 AND lessthan 200 |
2
3| 1. 145 fJ=AnD( |

3. Create the first condition by using an equal sign, a greater than sign or a less than
sign. To add another condition, add a comma.

A B C D E

More than ! AND lessthan 200

W N =

1.] 145 |=ANB(B3>$BS1
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4. Add a second condition in the argument and if you need to add more conditions
add another comma. When you are done adding all conditions that must be true,
end the argument with a closed parenthesis.

A B C D E
W Ve hen | 100 | AND less han | 200 ]
2
3 | 1.] 145 |=AND(B3>$Bgl,B3<SES1)]

Remember, the AND formula will return a computation that will say either the word true or
false.

A B C D E
1 IEIGERGER 100 AND less than 200
2

3 1. 145

If you don't want Excel to return either the word true or false, then you can use both the
AND and the IF formula together.

Using the AND Formula with an IF Formula
Since using the AND formula by itself returns the words true or false, the IF formula can be
used to display something else other than those words.

To use the IF formula and the AND formula together:

1. Click on the cell where you want to write your formula.

D E F
Name Age Artinn
RobertF. | 14 |
Clovis D. 25
Arthur H. 68
Perla S. 39

2. Begin the IF formula: =IF(

D E F
Age Acrtinn
Robert F. 12

Clovis D. 2
Arthur H. 68

Perla S. 39
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Begin the condition in the first part of the formula by adding a logical formula. In
this case, begin the AND formula with an open argument.

D E F
Age Artion
RobertF. | 13|=IF(AND(
Clovis D. 25
Arthur H. 68
Perla S. 39

. The following parts of the AND argument will include conditions that all have to be
met. Begin by entering the first condition (which should include an equal sign, a
greater than sign or a less than sign). Complete the first part with a comma.

A B & D E F
1 ; 2 = A\ A\ 0
2 | RobertF. 12|JF(AND(E2>A2,
3 Clovis D.
4 Arthur H. 68
5 Perla 5.4_39-/

Include a second part of the argument (if necessary) and any additional conditions
(followed with commas). Once you include all conditions, close the argument and
include a comma to continue with the IF formula.

[Perla S. 39 /

. Add a computation, a word, cell reference or phrase to display if the AND formula is
true. Include a comma at the end.

A B C D
1 Lowest Age Higk NEE (A~ 2 Action
2 | Robert F. IF(AND(E2>A2,E2<B2),
3 Clovis D.
4 Arthur H. 68
5 i

A B © D E F G H |
1 Lowest Age Highest Age. |
2 25 | 45 | Robert F. 12 =IF(AND(E2>A2,E2<BZ|,"Meets Requirements"l
3 Clovis D. 25 |
4 Arthur H. 68
5 | Perla S. 39

. Add the a computation, word, cell reference or phrase to display if the AND formula
is false. Close the argument with a closed paranthesis.

A B © D E F G H |
1 Lowest Age Highest Age
2 25 | 45 | Robert . 12|=IF(AND(E2>A2,E2<B2),"Meets Requirements
3 Clovis D. 25
4 Arthur H. 68
5 Perla S. 39 P
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Check your formula for any errors and spot check your data.

D E F
Robert F. 12|N/A
Clovis D. 25|N/A
Arthur H. 68|N/A
Perla S. 39| Meets Requirements

OR Formula

The OR formula also works well with IF formulas because the OR formula provides an
opportunity to include additional conditions and make a statement true if any of the
conditions are met. Typically, the AND and OR formula are not used on their own because
these two formulas only return the words “True” or “False”. The OR formula has an
argument that exclusively contains conditions. That means, that all parts of the OR formula
must contain an equal sign, greater than sign or a less than sign.

Example of the OR formula:

=0OR(C2>=10,C2<50)

The best way to think of the OR formula is by reading it in the following way:

C2>=10 OR C2<50

Basically, the argument is saying that any conditions has to be met: cell C2 is greater than
or equal to 10 or cell C2 is less than 50.

To create an OR formula:

1. Select the cell where you want to write your OR formula.

A B © D E
More than 100 OR less than 200

2. Start by typing you OR formula: =OR(

A B & D E
More than 100 OR less than 200
| 1. 145 ||=or( |

1
2
3

1
2
3
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3. Type your first condition and complete the first part with a comma.

A B C D E
1 _ OR lessthan 200
2
3 | 1.| 145 |-ORfB3>B1,

4. Add a second condition in the argument and if you need to add more conditions
add another comma. When you are done adding all conditions, end the argument
with a closed parenthesis.

A | B C D E |
W Viorc an | 100 | O less than | 200
2
3 | 1.| 145 =OR[BB>B!,B3<E1]I

As mentioned previously, the OR formula will only return the words “True” or “False”, letting
you know that any condition was met. Next, we'll take a look at how the OR formula and
the IF formula can be used together.

A B C D E
1 INEIERGER 100 OR less than 200
2

3 1. 145

Using the OR Formula with an IF Formula
Since using the OR formula on its own returns the words true or false, the IF formula can be
used to display something else other than those two words.

To use the IF formula and the OR formula together:

1. Click on the cell where you want to write your formula.

D E F
Name Age Artinn

RobertF. | 14 |
Clovis D. 2

Arthur H. 68

Perla S. 39

2. Begin the IF formula: =IF(
D

Age Artinn
Clovis D.
Arthur H.

Perla S.

&
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Begin the condition in the first part of the formula by adding a logical formula. In
this case, begin the OR formula with an open argument.

_ A B © D E F
1 Lowest Age Highest Age
2 25 45 Robert F.
3 Clovis D.
4 Arthur H. 68
5 Perla S. 39

The following parts of the OR argument will include conditions. Keep in mind that
using the OR formula will allow any of the conditions in the argument to be met.
Begin by entering the first condition (which should include an equal sign, a greater
than sign or a less than sign). Complete the first part with a comma.

A B C D F
1 ighest Age ame Actio
2 45 RobertF. | 12|}IF(OR(E2>$A%2
3 Clovis D.
4 Arthur H. 68
5 Perla S. 39

Include a second part of the argument (if necessary) and any additional conditions

(followed with commas). Once you include all conditions, close the argument and

include a comma to continue with the IF formula.

A B C D E G

Lowest Age Highast.Age € °
|

Robert F. 2F F(OR(E2>$A%2,E2<$B%$2),
Clovis D.
Arthur H. 68

Perla S. 39

25

g wWwNn -

Add a computation, a word, cell reference or phrase to display if the OR formula is
true. Include a comma at the end.

A B C D E F G H
1 Lowest Age Highest Age,
2 25 | 45 | Robert F. 12 =IF(OR(E2>$A$2,E2<$B$
3 Clovis D. 25
4 Arthur H. 68
S Perla S. 39

Add the a computation, word, cell reference or phrase to display if the OR formula is
false. Close the argument with a closed paranthesis.

A B c D E F G H I
1 Lowest Age Highest Age,
2 25 | 45 | Robert F. 12|=IF(OR(E2>$A$2,E2<$B52),"Meets Age
3 Clovis D. 25
4 Arthur H. 68
5 Perla S. 39

L]
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Check your formula for any errors and spot check your data.

A B C D E F
1 Lowest Age Highest Age
2 25 45 Robert F. 12|Meets Age
3 Clovis D. 25|Meets Age
4 Arthur H. 68|Meets Age
5 Perla S. 39|Meets Age

More Advanced Functions in Excel

The following functions are advanced techniques to accomplish certain tasks in Excel.
These functions range from setting up an easier process for your formulas, correcting
formulas and accessing information in a more efficient manner.

Name Ranges

Many times, you'll need to toggle back and forth between spreadsheets to complete a
formula. Using Name Ranges may drastically assist with this process. Name Ranges allow
you to title, or name, a column, table, area, location or range. This way, if you are writing a
formula and plan to use a table or column from another spreadsheet, you can easily enter
the name of the table or column without the need of toggling back and forth.

How to Apply Name Ranges

Naming a table or a column is relatively easy. Remember, when done correctly, this step
will facilitate the process of completing a formula that requires you to go back and forth
between spreadsheets.

To create a Name Range:

1. Select a column, table, area or cells that you would like to name.

1 \ccount Active Membership Amount/Year

2 |Dominguez, Barbara 0s Angeles ES 5 239.88
3 |Anthony, Rob os Angeles o] 5 179.38
4 |williams, Debon os Angeles ES 5 119.28
5 |Hernandez, Harold resno 0 5 119.88

2. Navigate to the Formulas tab.

Home Insert Page Layout Data Review View Help 2 Tell me what you w

Z . . . . . . . g @Deﬁnel‘\]ame v

] F la~
AutoSum Recently Financial Logical Text Date & Lookup & Math &  More <_| sein Formula
@ Used - - - = Time~ Reference~ Trig~ Functions~ Manager B Create from Selection )

Function Library Defined MNames
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3. Locate the Defined Names group.

Home Insert Page Layout Formulas Data Review View Help £ Tell me what you w
> 3 Glgeed
= 4= — = — — e oo
AutoSumn Recently Financial Logical Text Date & Lookup & Math &  Mare Mame
= Used ~ v v *  Time~ Reference~ Trig= Functions~ | Manager B¢ Create from Selection
Function Library Defined Mames

4. Select the command called Define Name.

Home Insert Page Layout Formulas Data Review Wiew Help 2 Tell me what you wi

> g [<3 S
Marme

i Use in F la~
AutoSum Recently Financial Logical Text Date & Lookup & Math &  Mare G == inrarmuia
= Used - v v *  Time~ Reference~ Trig Functions~ | Manager B Create from Selection

Function Library Defined Names

5. After selecting the Define Name command, Excel will display a window. Name the
range in the Name box. Pick a name you can easily remember and one that will not
interfere with other ranges you have named. Select the OK button when done.

Mew Mame 7 ot

Mame: I Areal l
\ —

scope: 'Workbook o

Coamment:

i 4

Refersto: | _conting!sE:SE

You'll know that you successfully named your range when you select the newly named
range and the name of your range appears in the Name Box.

A C (B
1 Membership Amount/Year
2 |Dominguez, Barbara 5 239.88
3 |Anthony, Rob 5 179.88
4 |williams, Debon 5 119.88
5 |Hernandez, Harold 5 119.88
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How to quickly name and access your tables

You can quickly and easily name your tables as well. Naming your tables allows you to
quickly identify them when you're including a range in a formula or to toggle back and forth
between spreadsheets. Let's discuss how you can name a table and access it quickly by
naming it.

To name a table:

1. Select the entire range of your table.

F
Count Account ID Account Name Account Manager Location I

p. 1/11368 Bright Minds Non-Profit Sebastian D. CA
3 2|11457 JFK Online College Claudia R. CA
4 311498 Rock Learning Centers Maria G. IL
5 4111500 ITT Technical Institute - Palm Springs Matthew J. IL
6 5(11459 Los Angeles USD Horacio M. CA
1 611458 Jupiter International Francisco Y. CA
8 7|11474 Educacion Escolar Para Ninos, SA de CV |William W. IL
9 8/11487 Cloud Works, Inc. George K. CA
10 9(11488 STEM Worldwide Academy Isaac K. CA
11 10/11465 Institution of Math CRL Debra S. CA
12

2. Access the Formulas tab.

Home Insert Page Layout Data Review View Help 2 Tell me what you w

Z . . . . . . g <—‘ @Deﬁnel\lame -

U F la~
AutoSurm Recentl}r Financial Logical Text Date& Lookup& Math &  Maore G =€ in Formula
< Used - M - ~  Time~ Reference~ Trig~ Functions~ Manager B Create from Selection

Function Library Defined Mames

3. Find the Defined Names group.

Home Insert Page Layout Formulas Data Review View Help £ Tell me what you w

Z g @Deﬂnel\lame v

e U F la~
AutoSumn Recently Financial Logical Text Date& Lookup & Math &  More 0 sein Formula
< Used - - M = Time~ Reference~ Trig~ Functions - Manager B Create from Selection

Function Library Defined Mames

4. In the Defined Names group, select the Define Name command.

Home Insert Page Layout Formulas Data Review View Help 2 Tell me what you w
> -] AL
= —_— = = = —_— —_— ToeenF ..
AutoSum Recently Financial Logical Text Date & Lookup & Math 8  Maore Name sE i rorma
= Used ~ v - ~  Time~ Reference~ Trig= Functions* | Manager BZJ Create from Selection

Function Library Defined Names
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5. In the pop-up window, name the table in the Name box. Be careful because Excel
will not accept space characters. Therefore, you'll need to include dashes or
underscores to name your tables. No spaces. Click the OK button.

New Name ? X

Name: P

Scope: Ikabomk a

Comment:

Refersto: | =‘Exercise L - TABLEI$A$T:$E$ 11 L
Cancel

6. Moving forward, when you need to locate the table you just named, you can use the
Name Box and find your table from the dropdown menu.

AL
Lesson4.3
Table L
Tablel.1
Table 1
Table 2

How to use Name Ranges in your formulas

The best part about naming your ranges or tables is that you can use the name ranges in a
formula. If a formula asks you for a range, a table array or a lookup array, you can use the
name of the table or column instead of having to select the range.

To use name ranges in your formulas:

1. First, make sure that your tables or columns have been named.
2. Begin your formula.

E

|=COUNTIFS( |

3. If the formula requires you to select a range (such as a column or area), type the
name of the table or column instead. This will prompt Excel to display a short menu
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of options that should include the ranges or tables that you named. Select the name ﬂ
range.

4. Complete the formula and you will find that you just saved some time and energy by
avoiding having to select a range or (in some cases) going back and forth between

spreadsheets.
Jr | =COUNTIFS(Branch_Name,"Pomona")
D E
= Number of Transactions in Pomona
33 | 123 |
78
Auditing Formulas

Excel understands that we may sometimes work with tons of data in spreadsheets and that
mistakes can happen. The Formula Auditing group helps users check for errors, trace cell
references and display the formula for analysis. This helps users quickly identify any
problems with the formulas or with the calculations. In this section, we'll explore the
different ways that Excel allows us to audit formulas.

The Show Formulas Command

As you know, when we create formulas, the cell will display the computation and the
formula bar will include the formula itself. There may be instances in which you have a
table with tons of formulas, but maybe one of those formulas seems to be incorrect. In this
case, the Show Formulas command in the Formula Auditing group, allows you to display
all formulas in their respective cells within your spreadsheet.

To use the Show Formulas command:

1. Navigate to the Formulas tab.

Home Insert Page Layout Data Review View Help O Tell me what you w
2 B [ | <GB @oeneame -

i Usein F la~
AutoSum Recently Financial Logical Text Date& Lookup & Math &  Maore Mame <. Usein Formula
= Used - v v +  Time~ Reference~ Trig= Functions~ | Manager B Create from Selection

Function Library Defined Mames

84



2. Locate the Formula Auditing group.

,."—?' Define Name ~ E:D Trace Precedents % Show Formulas
¢l Use in Formula - ”:E Trace Dependents Y1 Error Checking ~ 6
Name — Watch
Manager Create from Selection *» Remove Arrows ~ (/&) Evaluate Formula indow
Defined Names Formula Auditing

3. Click on the Show Formulas command.

E;E‘ Trace Precedents % Show Formulas m
oo

“:E Trace Dependents ! Error Checking

— Watch
1*» Remove Arrows ~ (/) Evaluate Formula = Window

Formula Auditing

Selecting the Show Formulas command will display all formulas in the cells. Below is a
comparison of what a table may look before and after selecting the Show Formulas
command.

DE/D E \F

Account  User ID |Account Account ID User ID Account Name
11368 10145  (Bright 11368 10145 =VLOOKUP($D2, Exercise L - TABLE'IB:C,2,FALSE)
11368 10081  |Bright 11368 10081 =VLOOKUP($D3, Exercise L - TABLE'IB:C,2,FALSE)
11368 10107  |Enght 11368 10107 =VLOOKUP($D4, Exercise L - TABLE'IB:C,2,FALSE)
11368 110709  |Enght 11368 10709 =VLOOKUP($D5, Exercise L - TABLE'IB:C.2,FALSE)
11368 10216  [Bright 11368 10216 =VLOOKUP($D6, Exercise L - TABLE'IB:C,2,FALSE)
ﬂggg 1832; g:g:: 11368 10097 =VLOOKUP($D7, Exercise L - TABLE'IB:C,2,FALSE)
11366 10464 |Bright 11368 10135 =VLOOKUP($D8, Exercise L - TABLE'IB:C,2,FALSE)
S0 THand  |Endi 11368 10464 =VLOOKUP($D9, Exercise L - TABLE'IB:C 2,FALSE)

How to remove the Show Formulas function
Follow these easy steps to no longer user the Show Formulas option in Excel.

To discontinue the use of the Show Formulas command:

1. Navigate to the Formulas tab.

Home Insert Page Layout Data Review WView Help 2 Tell me what you w
> B EDED @ B @ | Qg
-“'-
E

u F la~
AutoSum Recently Financial Logical Text Date& Lookup & Math &  Maore < Usein Formula
= Used - - - ~  Time~ Reference~ Trig~ Functions~ Manager BZ Create fram Selection

Function Library Defined Names
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2. Locate the Formula Auditing group.

s Define Name ~ E:” Trace Precedents % Show Formulas
=y . ’ . &0
7 Use in Formula ~ oLt Trace Dependents ! Error Checking ~

o P 9
Name — . Watch
Manager E Create from Selection *» Remove Arrows ~ (1) Evaluate Formula indow
Defined Names Formula Auditing

3. Deselect the Show Formulas command.

E:E' Trace Precedents % Show Formulas m
oo

“:E Trace Dependents ™! Error Checking ~

— . Watch
1*» Remove Arrows ~ (Ux) Evaluate Formula = Window

Formula Auditing

Introduction to Error Checking

Typically, when you create a formula and there is an issue, Excel will display a dialog box
telling you that there is an error message with the formula. Additionally, if the formula
worked well, it may return an error message such as #N/A or #NAME? In these cases,
you can quickly go back and fix the formulas.

There is an additional step that will help you check for errors in formulas in Excel, in case
you need it. Excel allows users to use the Error Checking... command to check for
particular errors. The most commonly used commands to check for errors are the
following:

Error Checking

If your spreadsheet contains any errors, this command will display the Error Checking
pop-up window, allowing you check errors one-by-one. The reason why you would want
to use this feature is because you get tons of information on why the error occurred in
the first place and have different options to correct (or ignore) this error message.

To use Error Checking:

1. Navigate to the Formulas Tab.

Home Insert Page Layout Data Review View Help 2 Tell me what you w

z g <7 Define Name ~
Mame

i Usein F la~
AutoSum Recently Financial Logical Text Date & Lookup & Math &  More G == i rarmua

@ Used ~ - - - Time~ Reference~ Trig= Functions~ | Manager B¢ Create from Selection

Function Library Defined Names
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2. Locate the Formula Auditing group.

rE‘ Define Name ~ E:”Trace Precedents [ Show Formulas m
L B
] Use in Formula - E‘SE Trace Dependents Y1 Error Checking ~
Name — . Watch
Manager DC] Create from Selection 1*x Remove Arrows ~ (/&) Evaluate Formula indow
Defined Names Formula Auditing

3. Click on the Error Checking command.

e . Oy
s Define Name -~ +27 Trace Precedents

% Use in Formula ~ Dig Trace Dependents 6
Name — Watch
Manager LIC] Create from Selection “ Remove Arrows ~ ¥ indow

Defined Names Formula Auditing

4. A window will display next with a few options. On the left side, you'll see the
formula containing the error and below that you will find the reason for the error
message. If the error is an inconsistent formula, then you can easily just use the
Copy Formula from Above button to update the formula with the formula used in
the cell above.

Error Checking ? had

Copy Formula from Above

Error in cell C8 |

=VLOOKUP(A8,G:K.4,FALSE)+C8

Inconsistent Formula Help on this Error

The formula in this cell differs from the formulas in this
area of the spreadsheet.

Ignore Error

‘ Edit in Formula Bar

Options... Previous Next

5. To continue to edit errors, use the Previous and Next buttons in the pop-up
window.

Error Checking ? X

Errorin cell C8

Copy Formula from Above

=VLOOKUP(A8,G:K4,FALSE)+C8

Inconsistent Formula Help on this Error

The formula in this cell differs from the formulas in this

area of the spreadsheet. Ignore Error

Edit in Formula Bar

Options... Previous Next
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There are a few more options you can use when checking for errors. In the dialog box,
there are three more options for you to choose from besides Copy Formula from Above:

Help on this Error: Use this option to get additional information about your
error by visiting Microsoft's website and receive a more detailed comment about

the error message you are encountering.

Error Checking ? X

Errorin cell C8

=VLOOKUP(A8,G:K4,FALSE)+C8

Inconsistent Formula

The formula in this cell differs from the formulas in this
area of the spreadsheet.

Ignore Error

Edit in Formula Bar

Options... Previous Next

Ignore Error: Use the Ignore Error option to disregard the errors in your formula

and ensure that Excel doesn’t flag the error message anymore.

Error Checking ? X

Error in cell C8 - ]
| Copy Formula from Above |

=VLOOKUP(A8G:K 4 FALSE)+C8

Inconsistent Formula Help on this Error

The formula in this cell differs from the formulas in this
area of the spreadsheet. Ignore Error

Edit in Formula Bar

Options... Previous Next

Edit In Formula Bar: Use this option to go back to the formula bar and manually

make edits to your formula.

Error Checking ? X

Error in cell C8

Copy Formula from Above |
=VLOOKUP(A8,G:K4,FALSE)+C8 :

Inconsistent Formula Help on this Error

The formula in this cell differs from the formulas in this

area of the spreadsheet. Ignore Error

‘ Edit in Formula Bar \

Options... Previous Next

1l
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Trace Error

If Excel does, indeed, find errors with your functions, you can use the Trace Error
command and use arrows that trace back to cells with error values. Remember, this
means that this feature will only work if your formula returns an error value such as
#N/A or #NAME?

To use the Trace Error feature:

1. Select the cell that displays an error message.

7 |Robert Lewis Law 2 <6000 ]
8 |Drew S. Wilson, MD 3 HN/A
9 |Drew S. Wilson, MD 7 $05.00

2. Navigate to the Formulas Tab.

Home Insert Page Layout Data Review View Help 2 Tell me what you w
> B EDED @ B @ | Q@gm
E

u F la~
AutoSum Recently Financial Logical Text Date & Lookup & Math &  Mare < Usein Formula
= Used - @ o ~  Time~ Reference~ Trig= Functions- Manager B Create from Selection

Function Library Defined Names

3. Locate the Formula Auditing group.

rE‘ Define Name ~ E:“Trace Precedents [ Show Formulas
L S
] Use in Formula - ”:E Trace Dependents Y1 Error Checking -
Name — . Watch
Manager DC] Create from Selection 1*« Remove Arrows ~ (/) Evaluate Formula indow
Defined Names Formula Auditing

4. Select the Error Checking command to display a dropdown menu.

,r‘_‘ ©=] Define Name ~ E:”Trace Precedents
& Use in Formula - ”:ETrace Dependents GC
Name — _ Watch
Manager u Create from Selection . Remove Arrows ~ %) Window

Defined Names Formula Auditing

5. From the dropdown menu select the Trace Error option.

E:E' Trace Precedents [ Show Formulas r
6

[m]
=t Trace Dependents Y\ Error Checking ~ Wt
atg
v

—
n ,
% Remove Arrows ~| ¥ Error Checking...

Fol @ Trace Error

9o Circular References ¥
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6. Excel will display blue arrows that point from the beginning cell references in
your formula to other tables and cell references that you use. This is a helpful,
visual way to find out what you're calculating. Now, you can fix your formula
errors so that the Trace Error function goes away.

c8 ¢ fe | =VLOOKUP(B8,G:K,4,FALSE)

A B C D E E G H | J K
1 Account Name | Hours of Service| Hourly Charge | Amount to Invoice Account Name A Contact|  Phone I Hourly Charge |Cnntract Teri
2 |Robert Lewis Law 10 $60.00 Robert Lewis Law Robert F. (180) 510-1635 $60.00 6 mo
3 Robert Lewis Law 8 $60.00 Drew S. Wilson, MD  |Clovis D. (280) 225-3640 $55.00 2 mo
4 |Drew S. Wilson, MD 9 $55.00 Kingston, Inc. Arthur H. (298) 414-9122 $65.00 | 15 mo
5 Robert Lewis Law 2 $60.00 Sacred Stone LLC Perla S. (161) 354-8602 $70.00 15 mo
6 Robert Lewis Law 1 $60.00 A++ Education Center |locelyn W. (283) 610-2399 $50.00 12 mo
7 |Robert Lewis Law 2 $60. Stonewall, LLC Rebecca F. (259) 896-3725 $55.00 6 mo
8 |Drew S. Wilson, MD —3— 7"‘4&,",& Pomona USD Herbert H. (144) 178-9150 $58.00 12 mo
9 Drew S. Wilson, MD 7 $55.00 Young Enterprises Jason K. (227) 200-9757 $66.00 18 mo
10 Robert Lewis Law 5 $60.00
11 Robert Lewis Law 3

Circular References

Circular references occur when formulas are created with cells that trace back to itself in
one way or another. They are basically a formula that depends on this own value. Excel
typically provides a notice when circular references occur but will not automatically
correct the circular references. Sometimes these circular references appear because
there was a mistake on your end, but they are easy to identify when using the Error
Checking Command.

To identify and correct a Circular Reference:

1. Navigate to the Formulas Tab.

Home Insert Page Layout Data Review View Help £ Tell me what you w
3 | () G-
Marne

i Use in F la~
AutoSum Recently Financial Logical Text Date & Lookup & Math &  Maore G = i Formia
< Used - - - ~  Time~ Reference~ Trig~ Functions~ | Manager B Create from Selection

Function Library Defined Mames

2. Locate the Formula Auditing group.

‘r:_o‘ Define Name -~ 30 Trace Precedents %] Show Formulas
[— A
& Use in Formula ~ DZE Trace Dependents Y1 Error Checking ~
Name — . Woatch
Manager |';|C] Create from Selection *~ Remove Arrows ~ (/) Evaluate Formula indow
Defined Names Formula Auditing

3. Select the Error Checking command to display a dropdown menu.

o Define Name ~ E:”Trace Precedents
m— " oo
#¢ Use in Formula ~ o.f Trace Dependents

Name
"—
Manager DCJ Create from Selection o Remove Arrows ~ %)

Defined Names Formula Auditing 90




4. From the dropdown menu select the Circular References option.

E:” Trace Precedents % Show Formulas r
©vY

[m]
=t Trace Dependents v1 Error Checking ~ Wt
atg
v

"—
“x Remove Arrows ~ ¥ Error Checking... :

For @ Trace Error

06 ..
s Circular References »

5. The Circular References option will only appear if Excel has detected a circular
reference. This option will display a submenu with the cell location where the

circular reference occurs. Select the cell.

E:n Trace Precedents % Show Formulas m i
“:E Trace Dependents “1 Error Checking ~ ‘ﬁ Cal -Il

atc alcu
P'x Remove Arrows ~ Y4 Error Checking... ow | Optig

For @ Trace Lrror

ES Circular References » $C$8 H

6. Check for any circular reference mistakes. The best way to do this is by checking
to see if you included the same cell in the formula (i.e. you created a formula in
cell C8 but for some reason you are doing a computation by adding C8). Remove

the circular reference.

c8 - fe :VLOOKUP(AS,G:K,d,FALS
A B C f D

1 Account Name Hours of Service| Hourly Charge Anlunt tolr
2 Robert Lewis Law 10 $60.00 /

3 |Robert Lewis Law 8 $60.00

4 |Drew S. Wilson, MD 9 $55.00

5 Robert Lewis Law 2 $60.00 /

6 |Robert Lewis Law 1 $60.00/

7 Robert Lewis Law 2

8 |Drew S. Wilson, MD 3 |a

9 Drew S. Wilson, MD 7 : .

10 |Robert Lewis Law 5 $60.00

Removing the circular reference will remove the Circular References option in the ribbon.

1l
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Trace Dependents

The Trace Dependents option of the Formula Auditing Group is helpful to determine
which cells have formulas that depend on the cell you selected. Therefore, it traces the cell
reference to any cell that contains a formula where that cell reference is needed. The Trace
Dependents option traces cell references by adding blue arrows.

To use the Trace Dependents option:

1. Select the cell that you believe is used in a formula.

D
Retail Price Ouantitvin Stock Revenue Potential
$5.99 $2,018.63
$5.99 474 $2,839.26

2. Navigate to the Formulas tab.

Home Insert Page Layout Data Review View Help O Tell me what you w
Z g @Deﬁne MName =~

i Use in F la~
AutoSumn Recently Financial Logical Text Date & Lookup & Math 8  Maore MNarme G se i ey
2 Used - = & = Time~ Reference~ Trig= Functions= | Manager B Create from Selection

Function Library Defined Mames

3. Locate the Formula Auditing group.

Lo Define Name ~ E;” Trace Precedents %] Show Formulas
m—_ " v . &S
# Use in Formula ~ 0.} Trace Dependents ! Error Checking ~
Name — . Watch
Manager E Create from Selection “ Remove Arrows ~ (x) Evaluate Formula indow
Defined Names Formula Auditing

4. Select the Trace Dependents command.

a0
o.% Trace Dependents

> Remove Arrows ~

(E’ ¢=| Define Name ~

|gshow Formulas m

Y1 Error Checking ~ V?tah
atc

U}' Evaluate Formula ' \Window

¢4 Use in Formula ~
Name

Manager [ Create from Selection

Defined Names Formula Auditing

Selecting the Trace Dependents command will add a blue arrow from the cell reference
you selected in step one to the cell that uses the cell reference in its formula.

$2,018.63
$5.99 474 $2,839.26
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Trace Precedents

The Trace Precedents command allows you to click on a cell with a formula and traces all
the cells references used in the formula. This command is helpful when trying to
understand what kind of calculations are being made and you need to track the cell
references to make any corrections or edits.

1. Select the cell that you believe is used in a formula.

Retail Price Quantity in Stock Revenue Potential
$2,018.63
$2,839.26

$5.99 474

2. Navigate to the Formulas tab.

Home Insert Page Layout Data Review View Help 2 Tell me what yo

5 B 0E0 @ @ O |@gm
Z ! ! ! g G.UseinFu:urmula'
AutoSum Recently Financial Logical Text Date & Lookup & Math &  Maore MName

© Used - = = - Time~ Reference~ Trig= Functions~ | Manager B¢ Create from Selection

Function Library Defined Mames

3. Locate the Formula Auditing group.

fE’ Define Name ~ E:D Trace Precedents %] Show Formulas
L1 G
% Use in Formula - ”ig Trace Dependents Y1 Error Checking -
Name — . Watch
Manager LIC] Create from Selection < Remove Arrows ~ Ux) Evaluate Formula indow
Defined Names Formula Auditing

4. Select the Trace Precedents command.

rE' Define Name ~ ‘ E:” Trace Precedents  f|%] Show Formulas m
e s % o 1s)

¢ Use in Formula - o Clecauiciolsiniels ! Error Checking ~
Name _:E' _ - Watch
Manager E Create from Selection *~ Remove Arrows ~ (/x) Evaluate Formula  \Window

Defined Names Formula Auditing

Using the Trace Precedents command will add arrows to your cell references, allowing
you to track the cells included in your formula.
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Retail Price

Quantity in Stock Revenue Potential
: $2,018.63|
$5.99 474 $2,839.26

How to remove Arrows

When using some of the commands in the Formula Auditing group, you'll notice that blue
arrows will be displayed to trace or track your cell references. Although the blue arrows
help you quickly and easily identify the sources of your data, they don't go away by
themselves.

To remove the blue arrows from your spreadsheet:

1. Navigate to the Formulas tab.

Home Insert Page Layout Data Review View Help 2 Tell me what you w,
> EEDED @ @ O C@
E

U F la~
AutoSum Recently Financial Logical Text Date & Lookup & Math &  Mare < Use in Formula
© Used - = @ *  Time~ Reference~ Trig~ Functions~ Manager B Create from Selection

Function Library Defined Mames

2. Locate the Formula Auditing group.

r—:\‘ Define Name - E:” Trace Precedents (%% Show Formulas
[ — - ]
4 Use in Formula - ot Trace Dependents Y1 Error Checking -
Name — . Watch
Manager DC] Create from Selection *~ Remove Arrows ~ (x) Evaluate Formula indow
Defined Names Formula Auditing

3. Select the Remove Arrows command.

y =’ Define Name ~ E:“ Trace Precedents %] Show Formulas
L1 S
@ Use in Formula ~ o2 Trace Dependents J! Error Checking -
g
Name . Watch
Manager [ Create from Selection ‘;« Remove Arrows | (&) Evaluate Formula  Window
Defined Names 1 mula Auditing

Lookup Formulas
Lookup formulas allow you to transfer information from one table to another. Lookup
formulas use an important detail from one table and use that detail to lookup information
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in another table to transfer over. There are a few lookup formulas that are typically used in
Excel. Those are the ones we will be exploring next.

VLOOKUP Formula

A VLOOKUP is a good formula to use when you want to transfer data from one table to the
other that is typically organized in the same manner. To use the VLOOKUP formula, you
need to ensure that each table has one key element that is the same. This key element is a
unique identifier such as an ID, a SKU number, a reference number, a name, a social
security number or anything that is distinctive of the entry.

Example of the VLOOKUP formula:

=VLOOKUP(A2Z,F:M,8,FALSE)

The VLOOKUP formula consists of four parts in the argument:

=VLOOKUP (Unique Identifier, Range, Number of Columns, False entry)

Let's explore each part of the argument in detail. First, the argument needs a unique
identifier in both tables. When creating the formula, make sure to select the unique
identifier of table #1.

=VLOOKUP (Unique Identifier, , , )

Next, move over to table #2 and select the range that includes the unique identifier and the
data you want to transfer. You'll need to make sure that the first column of the range is the
unique identifier in table #2.

=VLOOKUP (Unique Identifier, Range starting with Unique |dentifier, , )

In the third part of the argument, enter a number. This number will correspond with the
number of columns that set apart the unique identifier from the data you want transferred.
Therefore, if there are 8 columns from the unique identifier to the column that includes the
data that you want transferred, then enter the number eight.

=VLOOKUP (Unique Identifier, Range, Number of Columns, )

The last part of the argument is a true or false statement, but not the TRUE or FALSE
statements typically used in Logic formulas. In a VLOOKUP, the word TRUE means
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approximate match and the word FALSE means exact match. Most of the time, you would

most likely include the word FALSE.

=VLOOKUP (Unique Identifier, Range, Number of Columns, FALSE)

To write a VLOOKUP:

1. Select a cell to write your VLOOKUP.

A B C
Account Name Hours of Servic
|Robert Lewis Law 10
Robert Lewis Law 8
Drew S. Wilson, MD 9

1A WM =

2. Begin writing the VLOOKUP in this way: =VLOOKUP(

A B C
1 Account Name Hours of Servic
2 |Robert Lewis Law 10 =VLOOKUP(
3 Robert Lewis Law 8
4 |Drew S. Wilson, MD 9

3. Select the unique identifier. Add a comma at the end.

A B C
Account Name Hours of Service,
[Robert Lewis Law 10 =VLOOKUP(A2,
Robert Lewis Law 8
Drew S. Wilson, MD 9

AW N =

il

4. Continue writing your formula by moving on to the second table and select the
column that contains the unique identifier.

A B
1 Account Name
2 [Robert Lewis Law
8

3 Robert Lewis Law

G

Account Name

Robert Lewis Law

Drew S. Wilsan, MD

5. Asyou select the column with the unique identifier, hold on to the click of the
mouse and work your way to the right side of the table. Select the appropriate
number of columns. There are two reminders in this step: 1) you can only move to
the right of the table; 2) you need to make sure that the data you want to transfer is
included somewhere in the range you are selecting. Add a comma.

A B
1 Account Name | e |
2 [Robert Lewis Law | =VLOOKUP(A2,GK)
3 Robert Lewis Law | 8

c D E F G

| AccountName |Account Contact

Robert Lewis Law

H

[
Phone Number

J K
Hourly Charge |Contract Terms|

Robert F.

(180) 510-1635

$60.00 6 mo

4 Drew S. Wilson, MD | 9 |
= | 1

Drew S. Wilson, MD  |Clovis D.

(280) 225-3640

$55,00 2 mo

‘ Kingston, Inc.
T

Arthur H.

(298) 414-9122

$65.00 15 mo
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6. Count the number of columns from the unique identifier to the data you want
transferred. Enter this number in the third part of the argument and complete the

part with a comma.

1

A B C D
Account Name e
2 [Robert Lewis Law =VLOOKUP(A2,G@
3 |Robert Lewis Law 8 ! .

7. Inthe last part of the argument, type the word FALSE to have Excel look up an exact

match. End the argument and press the Enter key on your keyboard.

1

A B C D
Account Name e
2 [Robert Lewis Law =VLOOKU P(AZ,G:K,EI:FALSE]‘I
3 |Robert Lewis Law 8 ! !

After completing the formula, you will see the data transferred from the second table to
the original table where you wrote the formula.

1B Wh=

A B C D
Account Name Hours of Service| Hourly Charge | Amount to Invoice
Robert Lewis Law 10 $60.00
Robert Lewis Law 8 $60.00
Drew S. Wilson, MD 9 $55.00

HLOOKUP Formula

The HLOOKUP works in the same style as the VLOOKUP formula, but is instead used
horizontally. Therefore, instead of selecting a range from left to right, you select a range
from top to bottom. HLOOKUP aren’t used too much since most tables are organized with

rows. The HLOOKUP would be used if the tables are set from top to bottom.

Example of the HLOOKUP formula:

=HLOOKUP(A2,13:15,8,FALSE)

The HLOOKUP formula consists of four parts in the argument:

=HLOOKUP (Unique Identifier, Range, Number of Rows, False entry)

&
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Let's explore the argument in detail. In the same fashions a VLOOKUP, the argument E

needs a unique identifier in both tables. When creating the formula, make sure to select
the unique identifier of table #1.

=HLOOKUP (Unigue Identifier, , , )

Next, navigate to table #2 and select the range that includes the unique identifier and the
data you want to transfer. You'll need to make sure that the first row you select includes
the unique identifier in table #2.

=HLOOKUP (Unique Identifier, Range starting with Unique Identifier, , )

In the third part of the argument, you'll enter a number. This number will correspond with
the number of rows that sets apart the unique identifier from the data you want
transferred. Therefore, if there are 8 rows from the unique identifier to the row that
includes the data that you want transferred, then enter the number eight.

=HLOOKUP (Unique Identifier, Range, Number of Rows, )

The last part of the argument is a true or false statement. In an HLOOKUP, the word TRUE
means approximate match and the word FALSE means exact match. Most of the time, you
would most likely include the word FALSE.

=HLOOKUP (Unique Identifier, Range, Number of Columns, FALSE)

To write an HLOOKUP formula:

1. Select a cell to write your HLOOKUP formula.
A B
1 Account Name
2 |Robert Lewis Law
3 |Drew S. Wilson, MD
4 |Kingston, Inc.

2. Begin writing the HLOOKUP formula in this way: =HLOOKUP(

A B
1 Account Name
2 |Robert Lewis Law =HLOOKUP

3 |Drew S. Wilson, MD
4 Kingston, Inc.

3. Select the unique identifier. Add a comma at the end.

A
Account Name

1

2|Robert Lewis Law =HLOOKUP(A2,
35 Drew 5. wison,

4 |Kingston, Inc.
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4. Continue your formula by moving to the second table. Select the row that contains E

the unique identifier first.

2 [r =HLOOKUP(A’13:13| }

3 |Drew S. Wilson, MD

4 |Kingston, Inc. /

5 |Sacred Stone LLC /

6 |A++ Education Center

7 |Stonewall, LLC

8 |Pomona USD /

9 |Young Enterpefses

10

11

12 |

13 % Account Name Robert Lewis Law| Drew S. Wilson, MD
14 Account Contact Robert F. Clovis D.

15 Phone Number (180) 510-1635 | (280) 225-3640
16 Hourly Charge $60.00 $55.00

17 Contract Terms 6 mo 2mo

5. Asyou click on the row, hold with your mouse and work your way down the table
until you make sure that the data that you want transferred is included in the range
you just selected. There are two reminders in this step: 1) you can only move from
top to bottom; 2) you need to make sure that the data you want to transfer is
included somewhere in the range you are selecting. Add a comma.

1

2 [r =HLOOKUP{A

3 |Drew S. Wilson, MD

4 |Kingston, Inc. /

5 |Sacred Stone LLC /

6 |A++ Education Center /

7 |Stonewall, LLC 5

8 |Pomona USD /

9 |YoungEnterprises /]

10

11

12

13 Acco Name Robert Lewis Law | Drew S. Wilson, MD
14 Accouny/Contact Robert F. Clovis D.

15 7?6“ Number | (180)510-1635 | (280)225-3640
16 ourly Charge $60.00 $55.00

17 W Contract Terms 6 mo 2 mo

6. Count the number of rows from your unique identifier to the data you want
transferred in the second table. Enter this number in the third part of the argument

and add a comma.

1
2 [R =HLOOKUP(A2,13:1((3,
3 Drew S. Wilson, MD
4 Kingston, Inc.
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7. Inthe last part of the argument, type the word FALSE to have Excel look up an exact ﬁ

match. End the argument and press the Enter key on your keyboard.

R =H LOOKUP(A2,13:17,3|FALSE]

Drew S. Wilson, MD
Kingston, Inc.

| N =

After completing the formula, you will see the data transferred from the second table to
the original table where you wrote the formula.

1 Account Name Phone Number
2 Robert Lewis Law (180) 510-1635
3 Drew S. Wilson, MD (280) 225-3640
4 |Kingston, Inc. (298) 414-9122

LOOKUP Formula

Along the same family, the LOOKUP formula is also used to find data to transfer from one
table to the other. Unlike the VLOOKUP and the HLOOKUP formulas, the LOOKUP formula
only performs an approximate match in a single column or row. Although this may be an
issue in some instances, the formula is still very useful because you are not restricted by
the order of the columns. In other words, you don't have to select a range from left to right
like you have to in a VLOOKUP formula.

For the best results, the table where you are trying to transfer the data must be organized
in ascending order. If this table is not sorted in ascending order, your results may vary
when using the LOOKUP formula.

Example of a LOOKUP formula:

=LOOKUP(A2,13:15,8,FALSE)

The LOOKUP formula consists of three parts in the argument:
=LOOKUP (Unique Identifier (Ul), Column Or Row with Ul, Column Or Row)

A LOOKUP formula needs to begin with the unique identifier. When creating the formula,
make sure to select the unique identifier to begin your argument.

=LOOKUP (Unique Identifier, , )
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Next, navigate to table #2 and select a column or row that contains all the unique
identifiers.

=LOOKUP (Unique Identifier, Column Or Row with Unique |dentifier, )

In the third part of the argument, you'll also select a column or row. This column or row is
the data that you plan on transferring from this table to the other table.

=LOOKUP (Unique Identifier, Range, Column or row containing data needed)

To write a LOOKUP formula:

1. Make sure that the data in the /ookup table (the one where you'll be transferring the
data) is sorted in ascending order by the unique identifier.

A B C
1 pre Bra ore I blovee
2 |Pomona 1234 29
3 Diamond Ba 4567 28
4 Glendale 7891)f 33

2. Click on the cell where you want to begin your LOOKUP formula.
F G H
StoreID Store Manager
4567 R. Perez %
1234 C. Chavez
7891 H. Williams

3. Begin typing your LOOKUP formula in this manner: =LOOKUP(
F G H
Store ID  Store Manager ]
4567 R. Perez =LOOKUP( |
1234 C. Chavez
7891 H. Williams
4. Select your unique identifier to begin your argument and add a comma.
=LOOKUP(F2|
1234 C. Chavez
7891 H. Wiliams
5. Navigate to the lookup table (the second table) and select the column or row that

contains all the unique identifiers. Add a comma.
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A B D E F G \NI
ore Bra Store ID] oyee Store ID  Store Manager

1

2 [Pomona 1234 29 | 4567|R. Perez |=LOOKUP(F2,B:B)
3 Diamond Baf|  4567| | 28 1234 C. Chavez

4 Glendale 7891 33 7891 H. Williams

6. Select the row or column that contains the data you want transferred from the
lookup table. Hit the Enter key on your keyboard to complete the LOOKUP formula.

A B C E F G N
ore Bra ore Store ID  Store Manager

1

2 |Pomona 123 29 |_ 4567_|R. Perez =LOOKUP(F2_,B:B,C:C)|
3 |Diamond Bar 456 28 1234 C. Chavez

4 |Glendale 789 33 7891 H. Williams

Check your data to ensure the formula is working properly. If you notice that the data
transferred does not look right correct the formula. One great way to correct the
formula is by checking that the lookup table is, indeed, sorted by the unique identifier in
ascending order.

Store ID Store Manager Employees

4567 R. Perez 28
1234 C. Chavez 29
7891 H. Williams 33

INDEX Formula

Although some may not consider the INDEX formula as a lookup formula, the INDEX
formula does help find data and transfer it from one table to another. Unlike the other
lookup formulas, the INDEX formula returns a value based on a position you include in the
argument.

Example of an INDEX formula:
=INDEX(A:D,8,3)

The INDEX formula consists of three parts in the argument:

=INDEX (Range, Number of Rows, Number of Columns)
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The first part of the argument in an INDEX formula includes a range. As it's common in
most of these formulas, the range must contain the data you're trying to transfer from one
table to another table.

=INDEX (Range, , )

Next, you'll need to tell Excel how many rows it should count from top to bottom.
Therefore, if the data you want extracted is located in the 8™ row (from the top),
then you will enter the number eight in the second part of the formula.

=INDEX (Range, Number of Rows, ___ )

Finally, end the formula with the number of columns starting from the first column
in your range. Therefore, if the data you want transferred is located in the 3™
column (starting from the first column in your range), then you will include the
number three in your formula.

=INDEX (Range, Number of Rows, Number of Columns)

How to use an INDEX formula:

1. Click on the cell where you want to write your INDEX formula.

H

Acconunt Mananer for Juniter International

2. Begin your INDEX formula in the form =INDEX(
H

[
I=INDEX( '

3. Move your cursor to the table that contains the data you want transferred and make
sure that the range includes the data you're looking for. Add a comma after
selecting the range.

g

Account Name
Bright Minds Non-Profit Sebastian D.

Account ID

11457 JFK Online College Claudia R. CA

11498 Rock Learning Centers Maria G. IL
11500 ITT Technical Institute - Palm Springs Matthew J. IL
11459 Los Angeles USD Horacio M. CA
11458 Jupiter International Francisco Y. CA

~N|o|u|bs|w(n|-

Educacion Escolar Para Ninos, SA de CV |William W. IL
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4. Count the number of rows starting with the first row (at the top) of your range until
you reach the row that contains the data you want transferred. Enter the number in
the argument and include a comma.

A B C D E
[Wicount  Account ID Account Name Account Manager Location
2 | 1[11368 Bright Minds Non-Profit Sebastian D. CA
3 2|11457 JFK Online College Claudia R. CA
4 3(11498 Rock Learning Centers Maria G. 1L
5 411500 ITT Technical Institute - Palm Springs Matthew J. IL

Jupiter International

Francisco Y.

5. Count the number of rows starting from the first column in your range until you find
the column that includes the data you want transferred. Enter this number as the
last part of the argument and close the argument by hitting ENTER on your

keyboard.
A B C E

(MiCount  Account ID Account Name Account Manager Location

2 | 1/11368 Bright Minds Non-Profit Sebastian D. ICA

3 2|11457 JFK Online College Claudia R. ICA

4 3(11498 Rock Learning Centers Maria G. |

5 4|11500 ITT Technical Institute - Palm Springs Matthew J. IL

6 5(11459 Los Angeles USD Horacio M. ICA

7 6|11458 Jupiter International Francisco Y. ICA

8 7(11474 Educacion Escolar Para Ninos, SA de CVlWilliam W. IIL

If done correctly, the INDEX formula will display the data according to the coordinates (or

arguments) you included.

A B C D E
Ll Count Account ID Account Name Account Manager Location
2 111368 Bright Minds Non-Profit Sebastian D. CA
3 | 2|11457 JFK Online College Claudia R. CA
4 311498 Rock Learning Centers Maria G. IL
5 4]11500 ITT Technical Institute - Palm Springs | Matthew J. IL o
6 511459 Los Angeles USD i A
7 6(11458 Jupiter International Francisco Y.
8 7|11474 Educacion Escolar Para Ninos, SA de C
MATCH Formula

A great lookup formula is the MATCH formula. However, the MATCH formula will not help
you look up a specific value, but instead helps you identify the position of the value. In
other words, the MATCH formula will return a number, specifying the location of the value
you're searching for. Since using the MATCH formula helps you identify the position of a
value, the MATCH formula is typically used with other formula (such as the INDEX formula)

to include the position of a value.

Example of a MATCH formula:

=MATCH(G3,A:A0)

Francisco Y.
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The MATCH formula consists of three parts in the argument:
=MATCH (Unique Identifier, Column or Row, Match Type)
Let's explore the MATCH formula in detail. The first part of the formula's argument is the

unique identifier. Remember, this can be text, a cell reference, an ID or anything that is
unique to your entry.

=MATCH (Unique |dentifier, , )
The second part of the argument is a range. Typically, this range is a column or a row.
Remember, the range must contain the unique identifier you are looking for.

=MATCH (Unique Identifier, Column or Row, )
The last part of the argument may be new to most Excel users. The Match type requires
you to enter the number 1, 0 or -1. Here is the difference between the three options:

e 1 = Finds the largest value that is less than or equal to the unique identifier. If this
option is used, then the lookup table must be sorted by the unique identifier in
ascending order.

e 0 =Exact match

e -1 =Finds the smallest value that is greater than or equal to the unique identifier. If
this option is used, then the lookup table must be sorted by the unique identifier in
descending order.

=MATCH (Unique Identifier, Column or Row, 0)

To use a MATCH formula:

1. Select the cell where you want to write your MATCH formula.

=

Row Position of Jupiter International

2. Begin writing your MATCH formula: =MATCH(

H

I =MATCH( I

3. Choose the cell reference, enter a value, ID or calculation for your unique identifier.
Add a comma.

H
| |

| =MATCH("Jupiter International”| |

[
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4,

In the table that contains the information you want, select the range that contains
the unique identifier. Add a comma.

m—

LEADERSHIP BUILD

5. Include the number 0, 1, or -1 to complete the MATCH formula.

H

|=MATCH(“Jupiter International",C:C,O)]

If done correctly, the MATCH formula will return a number. This number represents the
position of the unique identifier depending if the MATCH formula’s range was a row or a
column. For example, if a MATCH formula returns the number 7, this means that the
unique identifier was found in the 7™ row.

I C D H
Account Name Account Manager Location
Bright Minds Non-Profit Bebastian D. CA =MATCM
JFK Online College klaudia R. CA
Rock Learning Centers - IL
ITT Technical Institute - Palm Springs '\Aatthew iN IL
Los Angeles USD I-Ioracio M. CA
Jupiter International rrancisco Y. CA
Educacion Escolar Para Ninos, SA de CV BViIIiam W, IL

C D E
Bright Minds Non-Profit Sebastian D. CA
JFK Online College Claudia R. CA
Rock Learning Centers Maria G. IL
ITT Technical Institute - Palm Springs Matthew J. IL
S0 Horacio N =="TCA
Jupiter International ncisco Y. CA
William W. IL

Pivot Tables

Pivot Tables are one of the most powerful tools used in Excel because they allow to make
computations and organize your data without the need of formulas. Pivot Tables are
specialized tables created from data sets. This means that you will need to already have a
table or data set created in order to use a Pivot Table.

What is a Pivot Table?
A Pivot Table is a specialized table that summarizes your data. Pivot Tables are created
from data sets and allow you to make easy calculations based on the data that you have,
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without the need of formulas. This powerful tool helps users analyze data and organize it in E
a quick way that regular tables may not be able to.

Why use a Pivot Table?

Pivot Tables are best used when you have a data set with a significant amount of entries.
When working with tens of thousands of entries, using formulas may slow down your Excel
workbook, but Pivot Tables can summarize your data in just a few clicks. Pivot Tables also
set up the foundation for creating Pivot Charts and create a visually-appealing
presentation of the data you are analyzing.

How to create a simple Pivot

Table

Excel makes it very easy to create Pivot Tables. Before you get started, you'll need a table

with data. You will create a Pivot Table based on this data.

To create a simple Pivot Table:

1. Select your table or data set.

2 JRaul Espinoza (00001

Howard & Son Inc.

Opportunity Status Account Size

Prospecting

$49,963.00

3 | Colette Robins [00002

The Getaway Franchise

Closed/Won

$9,307.00

4 N Bruce Corral 00003

Steele Plumbing Inc.

Closed/Lost

$11,472.00

5 jStacey Nguyen [00004

Loma Linda Unified School District

Negotiating

$40,902.00

6 | Bruce Corral 00005

ABC Study Group

Closed/Lost

$61,510.00

7 jStacey Nguyen [00006

Valley Way LLC

Negotiating

$6,613.00

8 IBruce Corral 00007

Robotics R' Us

Prospecting

$70,392.00

9: Raul Espinoza [00008

MarMendez Inc.

2. Navigate to the Insert tab.

File Home | Insert Page Layout Formulas Data Revie

-, X —— - =
D Calibri Vi1 VA A = == -
By -
Paste ¢ |BJI U-E- &-A- E== £
Clipboard = Font M Alignm

3. Locate the Tables group.

Formulas

Page Layout

o I - EEE

PivotTable Recommended Table
PivotTables

Tables

[ Shapes ~

I SmartArt
Pictures
+ @+ Screenshot ~

lllustrations

Closed/Won

$53,472.00
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4. Click on the Pivot Table command.

Insert Page Layout

i O |l

ecommended Table Pictures
PivotTables -

J

PivotTable

5. In the pop-up window, confirm the table or range and choose where you want the

Pivot Table to be placed. By default, your Pivot Table can be created in a new
spreadsheet. Click OK to continue.

Formulas

[ Shapes
T= SmartArt

@+ Screenshot ~

Tables lllustrations

D

Create PivotTable

<)

(Choose the data that you want to analyze
@ Select a table or range
Table/Range: | ‘Lesson 9 - Pivot' |$A$1SE$36|

O Use an external data source

I+

' . '
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:

|

CHoose wHetHer you want to analyze multiple tables

D Add this data to the Data Model

Cancel

want included as a row by checking a box.

PivotTable Fields i
Choose fields to add to report:

Search

[ sales Manager

o
‘ Account Name

[ Account Size

Drag fields between areas below:

T Filters Il Columns
= Rows % Values
Account Name i

On the right side of your screen, the Field List will appear. Select the data field you
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7. Decide how you want to summarize your data and select a quantifiable field. Drag E

the quantifiable field from the available field bank at the top and move it to the
Values box.

PivotTable Fields v X
Choose fields to add to report: 57
Search jol
[ sales Manager -
[ Account ID

Account Name

| .
‘ Account Size I
‘ ~

Drag fields between arebelow:

Filters Columns

Rows

Account Name N I Sum of Account Size &7 I‘

You can continue to manipulate your data in any way or form of your choosing. As you
make updates to the fields, the Pivot Table will update accordingly.

A B C

1

2

= |Row Labels ~ |Sum of Account Size
4 |ABC Study Group 61510
5 |ADALLC 16734
6 |Azel Furniture 27525
7 |Brandy Branding 60958
8 |Corkie's LLC 64589
9 |Cruz Cruise Ships LLC 1352
10 |Drew's ltalian Kitchen 13242
11 |Green B LLC 1745
12 |Howard & Son Inc. 49963

How to make calculations in Pivot Tables
Pivot Tables are powerful because they allow you to make calculations of all sorts. There
two main ways to make calculations in Pivot Tables:

1.

Using quantifiable fields - Excel quickly identifies quantifiable fields in Pivot
Tables. This makes it easy to manipulate the calculation. You can use SUM
functions, COUNT functions and AVERAGE functions (to name a few) with your Pivot
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Tables. To make these calculations, just drag the appropriate quantifiable field to
the Values quadrant of the Pivot Table.

PivotTable Fields vo%
Choose fields to add to report: A
Search jel
[ sales Manager -
[ Account ID

Account Name

1 .
”I Account Size I:
v

Drag fields between are

Filters Columns

Rows 2 Value:

Account Name 57 I Sum of Account Size 7 II

2. Using Non-Quantifiable Fields (Or Text fields) - Technically, you can also use text
fields (i.e. fields that are not numbers). If you use text fields, Excel will rightfully
assume that you want to make a count of those fields. Therefore, when you move a
non-quantifiable field to the Values quadrant, Excel will automatically make a
COUNT function.

S

PivotTable Fields v oXx
Choose fields to add to report: -
Search jel
[ sales Manager -

[ Account Size

Drag fields between areas b

Filters

Rows

Account Name 2 Count of Account Name ¥

m-
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How to change the calculation type of a Pivot Table
Excel will give you a default calculation when you move a field to the Values quadrant. You
can always change the type of calculation in a Pivot Table.

To change the calculation type of a Pivot Table:

1. Locate the Values quadrant.

PivotTable Fields %
Choose fields to add to report: A
Search jol
[ sales Manager -
1 Account ID

Account Name
|:| Opportunity Status
Account Size

Drag fields between areas below:

Filters Columns
Rows 2 Values
Account Name = Sum of Account Size ~

2. Next to the field, click on the drop-down arrow.

-

PivotTable Fields X%
Choose fields to add to report: A
Search je)
[ sales Manager -
[ Account ID

Account Name
[ Opportunity Status
Account Size

Drag fields between areas below:

Filters Columns

Rows 2 Values
Account Name 82 Sum of Account Size

3. From the menu options, select the Value Field Settings option.
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Move to Report Filter
Move to Row Labels

Move to Column Labels

= Sum of Account Size ~

4. In the pop-up window, select the type of calculation you want for your Pivot Table
from the options below. Click the OK button when you are done.

Value Field Settings ? X

Source Name: Account Size

Custom Name:  Sum of Account Size

Summarize Values By ~ Show Values As

Summarize value field by

Choose the type of calculation that you want to use to summarize

~
Count
Average
Max
Min
Product v

| |
Number Format Cancel

How to change the Data Source of a Pivot Table

As mentioned previously, to create a Pivot Table, you need a data set. However, you may
run into a situation in which you originally started with a data set, for example, that has 4
columns, and now your original data set increased to 7 columns. Pivot Tables do not
automatically update with any new rows or columns. Pivot Tables only read off of the
original data set that you selected when the Pivot Table was created. If you need to update
the range of the original data set, you'll need to change the Data Source.

To change the Data Source of a Pivot Table:

1. Click anywhere inside the Pivot Table.

A B Cc
1
2
3j|Row Labels ﬁSum of Account Size
48 ABC Study Group 61510
58ADA LLC 16734
6l Azel Furniture 27525

M-
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2. Navigate to the Analyze tab.

Help Acrobat Analyze Design Q Tell me what you want to do

PivotTable Styles

3. Locate the Data group.

Acrobat Design Q Tell rv

D P i& Clear ~

N

b i select -

Refresh Change Data
v Source ~

Help Analyze

@ Move PivotTable

Data Actions

Help Acrobat

EB\ i3 Clear ~

’:b[ Select ~

Change Data
Source

@ Move PivotTable

Data Actions

5. Excel will then display a pop-up window, allowing you to change the range you
originally selected. You will also see your original table displayed. You can select
your new range by using your mouse and the Table/Range field will update
accordingly. Once you select the appropriate range, click the OK button.

F G H J K L
il Sales Manager AccountID Account Name Opportunity Status Account Size |
2 BRaul Espinoza [00001 Howard & Son Inc. Prospecting $49,963.00 l
3 JColette Robins (00002 The Getaway Franchise Closed/Won $9,307.00
4 BBruce Corral 00003 Steele Plumbing Inc. Closed/Lost $11,472.00 Change PivotTable Data Source 7 X
5 fStacey Nguyen (00004 Loma Linda Unified School District |Negotiating $40,902.00
6 MBruce Corral  [00005 ABC Study Group Closed/Lost $61,510.00 Shcocteaalad Sl ianavee
7 QStacey Nguyen [00006 Valley Way LLC Negotiating $6,613.00 (®) select a table or range
8 BBruce Corral 00007 Roboties R' Us Prospecting $70,392.00 Table/Range: |‘Lesson 9 - Pivot!$A$1:5E$36 *
9 BRaul Espinoza (00008 MarMendez Inc. Closed/Won $53,472.00 GRS P S
10§ Colette Robins [00009 The Shades Store Negotiating $38,015.00 -
11'Bruce Corral  [00010 String O Rama Prospecting $35,915.00 Choose Connection..
12IBruce Corral  [00011 Brandy Branding Closed/Won $60,958.00 Connection name:
13IStacey Nguyen [00012 Stakes & More Prospecting $60,265.00
14'Bruce Corral  [00013 Swiss Cheese Inc. Closed/Won $56,349.00 p—
15'Rau| Espinoza [00014 TheHub.com Closed/Lost $26,939.00
16'Co|ette Robins (00015 RanDeer Partnership Negotiating $54,667.008
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If you followed these steps correctly, your Pivot Table will now include any additional rows g

or columns and will make the appropriate updates.

How to Refresh the data in a Pivot Table

When making particular changes to your original data set, Pivot Tables don't automatically
catch those changes. This means that if you changed the name of an entry in the original
table, the Pivot Table will not update with that new entry name. In this case, you would
have to use the Refresh command for Pivot Tables. Before explaining how to locate and
use the Refresh command, let’s first explore under what circumstances would you use the
Refresh command.

1. Made changes to the original data set - If you changed the entry of any cell in the
original data set, your Pivot Table will not automatically update. To make your
Pivot Table update the new changes, you'll need to use the Refresh command.

2. Added new columns or rows to a Table - If you formatted your data set as a
Table, then you really don't have to worry about changing the Data Source (which
was discussed in the previous section). This is because Excel will automatically
perceive any new columns or rows as being part of the Table that you named. In
this case, if you add anything new to a Table, you'll just need to use the Refresh
command.

3. Added new entries to your range - As described earlier, if you add a new entry
(row) or a new column to your range, you'll need to also use the Refresh command.

Basically, you'll need to use the Refresh command anytime a change has been made to the
original data set.

To use the Refresh command:

1. Click anywhere inside the Pivot Table.

A B C
1
2
3j|Row Labels - |Sum of Account Size
48| ABC Study Group 61510
58ADA LLC 16734
6§ Azel Furniture 27525

2. Navigate to the Analyze tab.

PivotTable Styles ‘

LEADERSHIP BUILD
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3. Locate the Data group.

Help Acrobat Analyze Design Q Tell ry

i D [‘31 [iZ Clear -
&

aline LTD[ Select ~
Refresh Change Data
= SenpEs = @ Move PivotTable
Data Actions

4. Select the Refresh command.

Help Acrobat Analyze

Q Tell

Design

|j‘51 [iZ Clear -
I_TD! Select ~

Refresh Change Data
= Senrras = @ Move PivotTable

Data Actions

The Refresh command technically has a drop-down menu that allows you to exclusively
update the Pivot Table you're working on or all Pivot Tables at once.

How to hide the Field List of a Pivot Table
The Field List appears automatically after creating a Pivot Table. The Field List can be

displayed or hidden by simply selecting or unselecting the Field List command,
respectively.

To hide the Field List:

1. Click anywhere inside the Pivot Table.

A B C
1
2
3j|Row Labels %Sum of Account Size
48 ABC Study Group 61510
SRADA LLC 16734
6l Azel Furniture 27525

2. Navigate to the Analyze tab.

Help Acrobat Analyze Design Q Tell me what want to do

PivotTable Styles

1l
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3. Locate the Show group.

= 5 & Field List
1 2 |-
= +/- Buttons
PivotChart Recommended
PivotTables 2 Field Headers

Tools Show

~
4. Unselect the Field List command.
i - B B Field List
- | %5 4/- Buttons
PivotChart Recommended
PivotTables &7 Field Headers
Tools Show ~

How to hide the buttons in Pivot Tables
Pivot Tables use buttons to group and expand selections that may be additional rows or
subtotals. These buttons can be hidden in order to make your Pivot Tables more

presentable. Additionally, hiding these buttons will also make your Pivot Charts look more
presentable as well.

3 |Row Labels ~ |Sum of Account Size
4 { = ABC Study Group 61510
5 Closed/Lost 61510
6 { =ADALLC 16734
7 Closed/Won 16734
8 L = Azel Furniture 27525

To hide the buttons in your Pivot Table:

1. Click anywhere inside the Pivot Table.

A B C
1
2
3j|Row Labels %Sum of Account Size
48 ABC Study Group 61510
SRADA LLC 16734
6l Azel Furniture 27525

2. Navigate to the Analyze tab.

PivotTable Styles |
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3. Locate the Show group.

£l Field List
E'E| +/- Buttons
27 Field Headers

N
b ?
PivotChart Recommended

PivotTables

Tools Show

4. Unselect the Buttons command.

u ’) - Field List
1 ip
= +/- Buttons
PivotChart Recommended

PivotTables £7] Field Headers

Tools Show A

If done correctly, the buttons on your Pivot Table will disappear.

3 |Row Labels ~ |Sum of Account Size 3 |R°W Labels - ISum of Account Size ‘
4 | =ABC Study Group 61510 4 ABC Study Group 61510
5 Closed/Lost 61510 5 Closed/Lost 81510
6 =ADALLC 16734 - 6 ADALLC 16734
7 Closed/Won 16734 7  Closed/Won 16734
8 =Azel Fumiture 27525 8 Azel Furniture 27525

How to hide the Field Headers in Pivot Tables
By default, Excel names the headers of your tables. You can change most column labels by

clicking directly and typing. You can also hide the Field Headers since they most likely
appear as a Row Label or Column Label.

To hide the Field Headers in your Pivot Table:

1. Click anywhere inside the Pivot Table.

A B C
1
2
3j|Row Labels %Sum of Account Size
48 ABC Study Group 61510
SRADA LLC 16734
6l Azel Furniture 27525

2. Navigate to the Analyze tab.

Help Acrobat Analyze Design Q Tell me what you want to do

PivotTable Styles
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3. Locate the Show group.

m » £ Field List
i _ S
=] +/- Buttons
PivotChart Recommended
PivotTables &7 Field Headers

Tools Show

4. Unselect the Field Headers command.

0 E? [ Field List

E'E| +/- Buttons

PivotChart Recommended
PivotTables I E Field Headers I

Tools Show ~

If done correctly, you'll notice that the Field Headers in your Pivot Table are no longer

61510
61510
16734
16734

visible.
3 [Row Labels - |Sum of Account Size 3| |Sum of Account Size
4 '5ABC Study Group 61510 4 = ABC Study Group
5 Closed/Lost 61510 5 Closed/Lost
6 =ADALLC 16734 6 =ADALLC
7 Closed/Won 16734 7 Closed/Won
8 | =1Azel Furniture 27525 8 =Azel Furniture

How to rename your columns in a Pivot Table

Excel will automatically name the columns in your Pivot Table. The steps to rename the

columns are pretty easy.
To rename your columns in a Pivot Table:

1. Click on the cell you want to rename.

3 |Row Labels vlSum of Account Size I
4 | =ABC Study Group

5 Closed/Lost 61510
6 =—ADALLC 16734
7 Closed/Won 16734
8 | =Azel Furniture 27525

2. Start typing and rename your column. Hit the Enter key on your keyboard when

you're done.

27525

M—
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3 |Row Labels 'EALME;';%J
4 = ABC Study Group

5 Closed/Lost 61510
6 =ADALLC 16734
7 Closed/Won 16734
8 = Azel Furniture 27525

That's it! However, there is a catch. You cannot rename a column and use the name of an
existing field in the original table. Therefore, if your original table has a column named
“Accounts” and you try to rename a column in your Pivot Table as “Accounts”, Excel will not
allow it and will display an error message. The names of the columns in your Pivot Tables
must be unique.

3 [Row Labels -JSum of Account Size I 3 |R0w Labels
4 =ABC Study Group [ 4 |=ABC Study Group 3 U
5 Closed/Lost 61510 5 Closed/Lost 61510
6 =ADALLC 16734 - 6 =ADALLC 16734
7 Closed/Won 16734 7 Closed/Won 16734
8 = Azel Furniture 27525 8 | = Azel Furniture 27525

How to customize the style of your Pivot Table
Pivot Tables allow you to use built-in designs to make them look professional and nice. If
you are not happy with the style of your Pivot Table, you can always change the design.

To change the style of your Pivot Table:

1. Click anywhere inside the Pivot Table.

A B C
1
2
3j|Row Labels ~ |Sum of Account Size
48 ABC Study Group 61510
58ADA LLC 16734
6l Azel Furniture 27525

2. Navigate to the Design tab.

PivotTable Styles

3. Locate the PivotTable Styles group.

- @
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View Help Acrobat Analyze m Q Tell me what you want to do

PivotTable Styles

4., Select the design of your Pivot Table from the gallery.

PivotTable Styles

How to customize the Subtotals of your Pivot Table
In many cases, when you create a Pivot Table, Excel automatically assumes that you want
to display subtotals to your calculations. The subtotals can be controlled in Pivot Tables.

To customize the subtotals of Pivot Tables:

1. Click anywhere inside the Pivot Table.

A B C
1
2
3j|Row Labels %Sum of Account Size
48 ABC Study Group 61510
SRADA LLC 16734
6§ Azel Furniture 27525

2. Navigate to the Design tab.

PivotTable Styles

3. Locate the Layout group.

File Home Insert Page Layout Formulas Data Review

Row Headers [] Banded Rows

Subtotals Grand Report  Blank Column Headers [_| Banded Columns
- Totals ~  Layout ~ Rows ~

Layout PivotTable Style Options

4. Select the Subtotals command.

1l
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Subtotals

-

otals = Layout ~ Rows ~

Layout PivotTable Style Options

5. In the drop-down menu, select the changes you want to make to your subtotals. If
you want to completely remove any subtotals, choose the Do Not Show Subtotals

option.

Subtotals Grand  Report Blank Column Hi

D Do Not Show Subtotals

Show all Subtotals at Bottom of Group

E Show all Subtotals at Top of Group

How to customize the Grand Totals of your Pivot Table
Like subtotals, Excel typically displays the grand total at the bottom of your Pivot Table.

The grand total of your Pivot Table can be customized.
To customize the grand totals of Pivot Tables:

1. Click anywhere inside the Pivot Table.

A B C
1
2
3j|Row Labels %Sum of Account Size
48 ABC Study Group 61510
SRADA LLC 16734
6l Azel Furniture 27525

2. Navigate to the Design tab.

File Home Insert Page Layout Formulas Data Review

Row Headers [] Banded Rows

rand Report  Blank Column Headers || Banded Columns

PivotTable Styles

1l
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3. Locate the Layout group.

File Home Insert Page Layout Formulas Data Review

Subtotals Grand  Report Blank
- Totals ~  Layout ~ Rows ~

Row Headers ["] Banded Rows

Column Headers || Banded Columns

Layout PivotTable Style Options

4. Select the Grand Totals command.

Home Insert Page Layout Formulas Data Review

E Row Headers [] Banded Rows

Report  Blank Column Headers [_| Banded Columns
ayout ~ Rows -

PivotTable Style Options

5. In the drop-down menu, select how you want your grand totals to appear. If you
don't want any grand totals, select the Off for Rows and Columns option.

Grand  Report Blank Column

D Off for Rows and Columns

On for Rows and Columns
On for Rows Only

D On for Columns Only

How to customize the Report Layout of your Pivot Table

By default, a Pivot Table uses a layout called Compact Form. This layout is useful when
doing a quick Pivot Table. However, when you begin to include additional rows to your
Pivot Table, the Compact Form does not look professional. In this case, it is better to use
other layouts. As a rule of thumb, if your Pivot Table has more than one row, the best
layout is the Tabular Form layout.

To customize the Report Layout of your Pivot Table:

1. Click anywhere inside the Pivot Table.

A B C
1
2
3j|Row Labels %Sum of Account Size
48 ABC Study Group 61510
SRADA LLC 16734
6§ Azel Furniture 27525

1l
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2. Navigate to the Design tab.

PivotTable Styles

3. Locate the Layout group.

File Home Insert Page Layout Formulas Data Review

Row Headers [7] Banded Rows

Subtotals Grand Report  Blank Column Headers [_| Banded Columns
- Totals ~  Layout - Rows ~

Layout PivotTable Style Options

4. Select the Report Layout command.

Review

Formulas Data

File

E [~] Row Headers "1 Banded Rows

Subtotals Grand Blank [~] Column Headers [ | Banded Columns
A Totals | 5~

Home Insert Page Layout

PivotTable Style Options

5. In the drop-down menu, select Report Layout of your choice.

E Row Headers

Report  Blank Column Headers

h‘iﬁ = Rows ~_|

D Show in Compact Form

D Show in Outline Form
] D Show in Tabular Form
Repeat All Item Labels

D Do Not Repeat Item Labels

As mentioned previously, there is a huge difference between using the default Compact
Form layout and another layout, such as the Tabular Form layout. The Tabular Form layout is
helpful when using more than one row because it basically includes the other row fields as
columns. Therefore, if you're looking to add what you would traditionally think as
“columns”, you may want to add rows instead and change the format to the Tabular Form.
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13
14
15
16
17
18
19
20
21

Below is an example comparing a Pivot Table with two rows in Compact Form and the E

same Pivot Table in Tabular Form.

Row Labels ~ |Sum of Account Size 3 |Sales Manager - |Opportunity Status | - |Sum of Account Size
= Bruce Corral 666623 4 = Bruce Corral |Closed/Lost 171841
Closed/Lost 171841 2 Closed/Won 131901
Closed/Won 131901 6 Negotiating 48802
Negotiating 48802 7 Prospecting 314079
Prospecting 314079 8 |Bruce Corral Total 666623
= Colette Robins 214235 9 = Colette Robins |Closed/Lost 29302
Closed/Lost 29302 10| Closed/Won 9307
Closed/Won 9307 - 11 Negotiating 175626
Negotiating 175626 12 |Colette Robins Total 214235
= Raul Espinoza 214005 13 |=Raul Espinoza |Closed/Lost 59833
Closed/Lost 59833 14 Closed/Won 104209
Closed/Won 104209 15 Prospecting 49963
Prospecting 49963 16 |Raul Espinoza Total 214005
= Stacey Nguyen 281539 17 | = Stacey Nguyen |Closed/Won 166795
Closed/Won 166795 18 Negotiating 54479
Negotiating 54479 19 Prospecting 60265
Prospecting 60265 20 |Stacey Nguyen Total 281539
Grand Total 1376402 21 |Grand Total 1376402

How to include columns in your Pivot Table

The reason why most people who are new to Pivot Tables struggle to manipulate the
Pivot Tables is simply because of a lack of understanding regarding the rows and columns
quadrants. We traditionally think of rows as entries that we can read from left to right and
columns go up and down. With Pivot Tables, things work a little differently.

When you use a row or a column quadrant in Pivot Tables, Excel uses the content of those
fields to create the row and column labels. This means that if you want to add a column
titled “Account Names” and you drag the Account Names field to the Columns quadrant,
Excel will not create one column with the name “Account Names". Instead, Excel will add as
many columns as there are entries. Therefore, if you have a table with 55 account names,
then Excel will add 55 columns.

The best thing to do if you want to add columns to your Pivot Tables is to do the following:

1. Make sure that you do want the entries from a specific field to be the column labels.
For example, let's say | have 5 employee names (with the names Julie, Joe, Beto,
Saul, Bethany). If | add the Employee Names field to the column’s quadrant, then
Excel will add 5 columns, each with the names of the employees.

2. Most likely, the best thing you'll need to do to add (what we would consider)
columns, is to add the field in the row quadrant and not the column quadrant. Then,
you can easily change the Report Layout and it will display as a column.
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Example of placing a field in the column’s quadrant:

Sales Manager 00001 00002

|Sum of Account SizelAccount 1D~
00003

00004 00005

00006

00007

0392 l

3

4

5 Bruce Corral
6 Colette Robins 9307
7
8
9

Raul Espinoza 49963

Stacey Nguyen
Grand Total

49963 9307

147z

11472

61510

40902

40902 61510

Example of placing a field in the rows quadrant and using the Tabular Form layout:

3 [Sales Manager 'M' um of Account Size

4 | 5Bruce Corral 00003 11472
5 00005 61510
6 00007 70392
7 00010 35915
8 00011 60958
9 00013 56349
10 00018 1352
11 00020 13242
12 00022 48162
13 00025 48802
14 00026 53541
15 00028 25029
16 00031 69992
17 00033 64589
18 100035 | 45318
19 Bruce Corral Total § 666623
20 =Colette Robins 00002 9307
21 00009 38015
22 00015 54667
L

1.

To repeat entries in your Pivot Table:

Click anywhere inside the Pivot Table.

A B C

1
2
3p[Row Labels

48 ABC Study Group
58ADA LLC

6l Azel Furniture

- [sum of Account Size
61510
16734
27525

How to Repeat entries in Pivot Tables 3 [SalesManace
When using a different layout, such as the Tabular ;‘ - Bruce Cor 3832
Form layout, Excel will place the fields entries as ? gg%
column labels. However, you may find that some 8 D011
of the rows that have repeating entries will stay 19 3812
blank. This is because Pivot Tables try to compact | o
as much information as possible and will either 1 D0025
group or just ignore duplicate entries. 1 3832
1 0031
The good news is that you can easily repeat the 1 gggg
row labels so that your Pivot Table looks a lot 1 T
more like a traditional table. 20 | SColetle Robins 00002
21 00009
22 00015

70392

=eAccount ID | - |Sum of Account Size

11472
61510
70392
35915
60958
56349
1352
13242
48162
48802
53541
25029
69992
64589
45318
666623
9307
38015
54667
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2. Navigate to the Design tab.

PivotTable Styles

3. Locate the Layout group.

File Home Insert Page Layout Formulas Data Review

Subtotals Grand  Report Blank
- Totals ~  Layout ~ Rows ~

Layout

Row Headers ["] Banded Rows

Column Headers || Banded Columns

PivotTable Style Options

4. Select the Report Layout command.

Subtotals Grand
hd Totals |

File Home Insert Page Layout Formulas Data Review

Row Headers ["] Banded Rows
Column Headers [_| Banded Columns

PivotTable Style Options

5. In the drop-down menu, select the Repeat All Item Labels option.

Row Headers

Report  Blank Column Headers
= Rows ~_|

Show in Compact Form

Show in Outline Form

Show in Tabular Form

Repeat All Item Labels

Do Not Repeat Item Labels

1 [ ] L] [

If done correctly, you'll see that the row labels will repeat.

m-
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382 Mapace —Account ID |~ |Sum of Account Size
48 = Bruce Corral 00003 11472
5 D0005 61510
6 D0007 70392
7 00010 35915
8 D0011 60958
9 D0013 56349
10 D0018 1352
11 00020 13242
12 00022 48162
1 00025 48802
14 00026 53541
19 00028 25029
16 D0031 69992
1 00033 64589
18 D0035 45318
(i vcaenc-mae 666623
20 =Colette Robins 00002 9307
21 00009 38015
22 00015 54667

0N W

11
12
13
14
15
16
17
18
19
20
21
22

How to Insert Blank Rows in Pivot Tables
As previously mentioned, Pivot Tables are meant to be efficient and save time and space.
This is why much of the data looks crammed in some cases. One way to make your Pivot
Tables look nicer is by using a blank line to separate your data. This feature is helpful when
you are analyzing data and you want to clearly dictate where an entry ends.

To insert a blank row

in your Pivot Table:

1. Click anywhere inside the Pivot Table.

A B C
1
2
3 Row Labels %Sum of Account Size
48 ABC Study Group 61510
SEADALLC 16734
6l Azel Furniture 27525

2. Navigatetoth

Help Acrobat

e Design tab.

Analyze m Q Tell me what you want to do

PivotTable Styles

3. Locate the Layout group.

File

Subtotals Grand
A Totals ~ L

Home

Layout

Insert Page Layout Formulas
Row Headers
Report Blank

ayout ¥ Rows ~

Data

Review

["] Banded Rows

Column Headers || Banded Columns

PivotTable Style Options I

= lAccount ID ~ |Sum of Account Size

=Bruce Corral 00003 11472
Bruce Corral D0005 61510
Bruce Corral D0007 70392
Bruce Corral D0010 35915
Bruce Corral D0011 60958
Bruce Corral D0013 56349
Bruce Corral 00018 1352
Bruce Corral 00020 13242
Bruce Corral 00022 48162
Bruce Corral 00025 48802
Bruce Corral 00026 53541
Bruce Corral 00028 25029
Bruce Corral D0031 69992
Bruce Corral D0033 64589
Bruce Corral 00035 45318
BrceCconar o 666623
= Colette Robins 00002 9307
Colette Robins 00009 38015
Colette Robins 00015 54667
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4. Select the Blank Rows command.

File Home Insert Page Layout Formulas Data Review

Row Headers ["] Banded Rows

Subtotals Grand Repo Column Headers || Banded Columns
< Totals ~  Layout
Layout PivotTable Style Options

5. Inthe drop-down menu, select the Insert Blank Line After Each Item option.

Row Headers [] Banded Rows

Blank Column Headers [ | Banded Colum
- Rows ~ |

| Insert Blank Line after Each Item

== 1

=:=| Remove Blank Line after Each Item

How to Remove Blank Rows in Pivot Tables
If you added a blank row to separate your items in a Pivot Table, you can easily remove it.

To remove blank rows in your Pivot Table:

1. Click anywhere inside the Pivot Table.

A B C
1
2
Row Labels %Sum of Account Size
48 ABC Study Group 61510
50 ADALLC 16734
6§ Azel Furniture 27525

2. Navigate to the Design tab.

PivotTable Styles

3. Locate the Layout group.

File Home Insert Page Layout Formulas Data Review

Subtotals Grand  Report Blank
- Totals ~  Layout ~ Rows ~

Row Headers ["] Banded Rows

Column Headers || Banded Columns

Layout PivotTable Style Options

1l
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4. Select the Blank Rows command.

Data

File Home Insert Page Layout Formulas REYE

Subtotals Grand  Repo
< Totals ~  Layout

Row Headers ["] Banded Rows

Column Headers || Banded Columns

Layout PivotTable Style Options

5. Inthe drop-down menu, select the Remove Blank Line After Each Item option.

Row Headers [] Banded Rows

Blank
- Rows ~

Insert Blank Line after Each Item
| Remove Blank Line after Each Item

Column Headers [ | Banded Colum

Slicers
If you find that navigating through a Pivot Table is a bit daunting, then you may like using
Slicers. Before you decide to use Slicers, remember, Slicers can only be used with

specialized tables such as Pivot Tables. If you try to add a Slicer to a regular data set, it will
not work.

What is a Slicer?
A Slicer is a filtering tool. It helps filter data in a visually-appealing way. Many people
believe that using a Slicer is a more efficient way to filter data than using regular filters.

How to add Slicers

To add a Slicer, you'll need to first make sure that you are using a Pivot Table or that your
data set is formatted as a table. If you're only using a data set then you will not be able to
use a Slicer. Slicers also work with Pivot Charts and Cube Functions.

To add a Slicer:

1. Click anywhere inside your table or Pivot Table.

A B C D
(Il Cutomer Name B Address
2 |DOMINGUEZ, BARBARA 764 W. Palm Ave. Palm Springs CA
3 |Anthony, Rob 2220E. 7th St. San Francisco CA
4 |WILLIAMS, DEBON 8910 W. Larkson Ave. San Mateo CA
5
6

Hernandez, Harold i os Angeles CA
OCHOA, JOSE 19019 Benson St. os Angeles CA

1l
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2. Click on the Insert Tab.

File Home Page Layout Formulas D
C Q§ Shapes ~
i%

I SmartArt
PivotTable Recommended Pictures
PivotTables - @« Screenshot -
Tables lllustrations

Locate the Filters group.

i "o F‘Y

olumn Win/ Slicer Timeline Link
Loss

arklines Filters Links

4. Select the Slicer command.

5.

A EHE

olumn Win/ Slicer fTimeline Link

arklines Filters Links

In the pop-up window, select the columns for which you want to add Slicers.

Press the OK button.

Insert Slicers ? X

Cutomer Name
[] address

[ city

State

ﬂu-
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If done correctly, you'll see a list of the columns you selected. These lists are called Slicers.

Cutomer Name /= State g

AGUILAR, DAVID ~ CA
AGUILERA, JOSE (blank)
Allen, Gabrielle
ALVARADO, ALEX
Anderson, Kirt
Anthony, Rob
BECK, David

Becker, Lucy v

How to use Slicers
After you created a Slicer, it is relatively easy to use. Just select an entry to add a filter. As
you select entries, you'll witness your table filtering according to what you do in the Slicers.

A B C D E F G H
Cutomer Name Ed Address B city B state B
28 AGUILAR, DAVID 7892 Browndje Rd. San Mateo
66
67
68
69
70 -
71 .
72 , Gabrielle
73 ALVARADO, ALEX
;g Anderson, Kirt
76 Anthony, Rob
77 )
78 BECK, David
79 Becker, Lucy v
80

Cutomer Name
AGUILAR, DAVID ~

To select more than one entry, use the Multi-Select option.
When you no longer need to use the Multi-Select option,
unselect the Multi-Select button. AGUILERA, JOSE

To remove the filters, use the Clear Filter command in the Allen, Gabrielle

upper-right hand corner of the Slicer. Remember, making ALVARADO, ALEX
any changes to the filters will also affect your table. Anderson, Kirt

Anthony, Rob
BECK, David

Becker, Lucy v
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How to remove a Slicer
The easiest way to remove a Slicer is to delete it.

To remove a Slicer:

1. Select the Slicer you want to remove.

Cutomer Name = T

AGUILAR, DAVID A
AGUILERA, JOSE
Allen, Gabrielle

., ALVARADO, ALEX
Anderson, Kirt

Anthony, Rob

BECK, David

Becker, Lucy v

L

2. Pressthe Delete button on your keyboard.

Pivot Charts

If you're comfortable with Pivot Tables, then you should be comfortable doing Pivot
Charts. Pivot Charts are visual graphs or tables (such as a Pie Chart or a bar graph) that
visually represent the data in your Pivot Table. After you've created a Pivot Table, the
process for creating a Pivot Chart is quick and easy.

The Connection between Pivot Charts & Pivot Tables

Pivot Tables provide the data to Pivot Charts. Whatever data you include in your Pivot
Table will also be included in your Pivot Chart. However, be very careful when selecting
too many fields in your Pivot Tables. If you have too many rows and fields displayed in
Pivot Tables, Excel will try to also display all of those fields in Pivot Charts and your Pivot
Charts will not look presentable or will be useless. Our recommendation is that you stick to
two fields in a Pivot Table for optimize results in Pivot Charts. In some cases, you may
include more than three fields.
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How to Create a Column Bar-Graph

One popular Pivot Chart is the Column Graph. The Column Graph is a bar chart with
horizontal columns. This is a great graph to use when comparing data over time or to make

a comparison.
To create a Column Bar Graph:

1. Select a cell inside your Pivot Table.

Row Labels - |Count of Employee Name

Accounting
Accounts Payable
Customer Service
Operations

Sales

Warehouse
Grand Total 44

© o0~ OO W]
00~~~ ~ o™

| [ —
=]

2. Locate the Analyze tab.

Review View Help Acrobat Design Q Tell r

E Insert Slicer D |j‘51 [iZ Clear ~
e

5 Insert Timeline i Select -
Refresh Change Data
o SEnnEs © (] Move PivotTable
Filter Data Actions

3. Find the Tools group.

[7 Fields, Items, & Sets - m E‘ El Field List
I ?

E‘E +/- Buttons

PivotChart Recommended

=E Relationships PivotTables 7] Field Headers

Calculations Tools Show

4. Select the PivotChart command.

B Bl Field List

- E‘E +/- Buttons
PivotChart Recommended

[7 Fields, Items, & Sets -

== Relationships

Calculations ools Show

5. Inthe pop-up window, select the Column option from the left side.

1l

PivotTables E= Field Headers
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Insert Chart

i Recent

Templates

® Pie

g Bar

@ Area

|24 XY (Scatter)
[l Stock

@ Surface

B Radar

[ Bt AR o ef 08 A0

Clustered Column

Total

52
i
e
s
Ta
” el
as
as
as
Bccounting  Accounts  Cusomer Operatsns  Sales  Warshouss
Pable  sewce

6. Select the type of Column graph you want from the top gallery.

Insert Chart

All Charts

5

Recent
Templates

Column

i =2 12 Y s2 98 0

Line

Pie

Bar

Area

XY (Scatter)
Stock

Surface

¥xBEESMe R E

Radar

3-D Clustered Column

Total

.
8
15
74
T2
. e
o
"
P R
& § &S
& & § &
5 S &

5 r
¥ o

7. Select the OK button.

If you followed the steps correctly, you'll find
spreadsheet next to the Pivot Table.

Chart 1 > Je

Row Labels - Count of

your Pivot Chart displayed in your

1
2
3
4 Accounting “ O
5 Accounts Payable Count of Employee Name
6 Customer Service
7 Operations
8 Sales

Total

9 |Warehouse i
10 Grand Total %5
11 7.2
12 P .k
13 o4
14
15 &e\b o
16 ¥ & &5
17 ¥ <

18
19

20
24
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How to Create a Line Graph
A Line Graph is also a very popular Pivot Chart because it's very easy to use and is one
that most people have used in the past (most likely in school).

To create a Line Graph:

1. Select a cell inside your Pivot Table.

Row Labels - |Count of Employee Name

TAccounting
|Accounts Payable
|Customer Service
|Operations

| Sales

Warehouse
Grand Total 44

© 0~ U W]
o ~ ~ ~ ~ o

| [
O

2. Locate the Analyze tab.

Review View Help Acrobat Design Q Tell r

Insert Slicer D [B\ % Clear ~
~
L= l_Tﬂ Select -

Refresh Change Data
> SEnEs © @ Move PivotTable

By Insert Timeline

Filter Data Actions

3. Find the Tools group.

’__ﬁ! Fields, Items, & Sets ~ 1 E‘ Q Field List
Ny 1%

E‘a +/- Buttons

I:I PivotChart Recommended
5 Relationships PivotTables £ Field Headers

Calculations Tools Show

4. Select the PivotChart command.

E‘? [7] Field List

- E‘a +/- Buttons
PivotChart Recommended
PivotTables £ Field Headers

l__ﬁ! Fields, Items, & Sets =

nﬁ Relationships

Calculations ools Show

5. Inthe pop-up window, select the Line option from the left side.

1l
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Change Chart Type ?

All Charts

& Recent

e | | | BT R

lud Column

line

9 Pie Total

E Bar .
@ Area . \ /
= XY (Scatten) -

. 5
|l Stock 5
Sccouning Sccourts Guamer Oparstions Sdes | Wartoue

@ Surface Fapble  Sarice
#  Radar

6. Select the type of Line graph you want from the top gallery.

Change Chart Type ?

All Charts

& Recent

o | EEEEES

[l Column

Line

® Pie Total

g Bar .
M Area - \ /
2 XY (Scatten) ; -

Lﬁﬁ[’l Stock :: -
@ Surface Fable Seruee

7 Radar

7. Select the OK button.

If you followed the steps correctly, you'll find your Pivot Chart displayed in your
spreadsheet next to the Pivot Table.

Chart1 S Ji

Row Labels ~ |Count of
|Accounting
Accounts Payable
|Customer Service
7 |Operations

8 Sales

9 Warehouse

10 |Grand Total

1

12

13

14

15|

16

17

18

19

20

21|

® ;B W=

Total 4

8
7.8
76
7.4
7.2
N —Total

Accounting Accounts Customer Operations  Sales  Warehouse
Payable  Service

Department ~
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How to Create a Pie Chart

Line graphs and bar charts are great for representing timelines and comparisons. A Pie
Chart, on the other hand is typically two-dimensional. This is one particular Pivot Chart in
which you may only want to include two fields in your Pivot Table. More than two fields in
your Pivot Table will not appropriately display in your Pivot Chart.

To create a Pie Chart:

1. Select a cell inside your Pivot Table.

Row Labels - |Count of Employee Name

Accounting
Accounts Payable
Customer Service
Operations

Sales

Warehouse
Grand Total 4

O o0 ~Nd®OU W]

Bloo N~~~ o>

=N
O

2. Locate the Analyze tab.

Review View Help Acrobat Design Q Tell r

Insert Slicer D EB\ [i% Clear ~
~
¢ Insert Timeline L [ select -
Refresh Change Data
= SEnmEs © @ Move PivotTable
Filter Data Actions

3. Find the Tools group.

’__ﬁ! Fields, Items, & Sets - 1 E‘ Q Field List
0 ?

E‘a +/- Buttons

= PivotChart Recommended
55 Relationships PivotTables £ Field Headers

Calculations Tools Show

4. Select the PivotChart command.

Eg! Fields, Items, & Sets ~ Q Field List
E‘E +/- Buttons
=5 Relationships £ Field Headers

Calculations Show

5. Inthe pop-up window, select the Pie option from the left side.

_E-_\
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Insert Chart ?
All Charts
> Recent .
~ -
)
Templates ® @ @CD @E @
il Column

I F# XY (Scatter)
] il Stock
@ Surface
% Radar

= Warshcuse

6. Select the type of Pie chart you want from the top gallery.

Insert Chart ?

All Charts

”m|®@@@@

Column

Line
Pie Total
Bar

Area

XY (Scatter)

Stock

Surface

e WmEREMNGEE

Radar

7. Select the OK button.

If you followed the steps correctly, you'll find your Pivot Chart displayed in your

spreadsheet next to the Pivot Table.

Row Labels - |Count of
Accounting
_Accounts Payable Count of Employee Name i +

Customer Service
Operations Total ii‘
Sales

Warehouse |
10 Grand Total Degariment__=
1 = Accounting

= Accounts Payable

WO~NO G EWN 2

= Customer Service
= Operations
» Sales

= Warehouse

20 _ il
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How to Create a Bar Graph
Bar Graphs display vertical bars to help you visually represent a comparison chart, growth
or key differences

To create a Bar Graph:

1. Select a cell inside your Pivot Table.

Row Labels ~ |Count of Employee Name

TAccounting
|Accounts Payable
| Customer Service
|Operations

| Sales

Warehouse
Grand Total 44

©w -~ R Wl
0~~~ ~ o

| |
=)

2. Locate the Analyze tab.

Review View Help Acrobat Design Q Tell r
El Insert Slicer D p [iZ Clear -
e

B Insert Timeline [l select -
Refresh Change Data
= SENTE © @ Move PivotTable

Filter Data Actions

3. Find the Tools group.

[7 Fields, Items, & Sets - m E‘ El Field List
i I _’?

i 'FE| +/- Buttons
- PivotChart Recommended
5 Relationships PivotTables £ Field Headers

Calculations Tools Show

4. Select the PivotChart command.

@ Fields, Items, & Sets ~ _,) Q Field List
. EE +/- Buttons

PivotChart Recommended

55 Relationships PivotTables E7] Field Headers

Calculations ools Show

5. Inthe pop-up window, select the Bar option from the left side.
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Change Chart Type 7
All Charts
("
Recent
Templates T
Ind  Column
2% Line Clustered Bar

.....

[ X ¥ (Scatter)

il Stock
& Surface

7 Radar

6. Select the type of Bar graph you want from the top gallery.

Change Chart Type ?

All Charts

S—
i*  Recent = =
Templates | |

Column

3-D Clustered Bar

Line
Pie Total
Bar

Area

.....

XY (Scatter)

Stock

Surface

¥WERESH R E

Radar

7. Select the OK button.

If you followed the steps correctly, you'll find your Pivot Chart displayed in your

spreadsheet next to the Pivot Table.

Chart 2 v S
A B Cc D E E G H
1
2
3 |[RowLabels - |Count of Employee Name |
4 |Accounting
5 Accounts Payable Count of Employee Name +
6 |Customer Service
7 Operations Total '
8 |Sales
PR Warehile Warehouse \
1:) Grand Total _ .---._.__I 3
12 i Operations | W— 0
13 Customer Service u Totsl
14 Accounts Payable :-'-1-,
15 Accounting
16 i \
17 : 7 /
18 75 .
18
20

ﬂu-
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How to remove the button labels from your Pivot Charts

Since Pivot Tables feed the information for Pivot Charts, some of the Pivot Table
features are also included in the Pivot Charts. For example, the buttons that you typically
use in Pivot Tables also get transferred to Pivot Charts (see image below).

Chart2 fe
A B @ D E F H | J -

1

2

3 |RowLabels - |Count of Employee Name

4 Accounting O QO

5 Accounts Payable Count of Employee Name: +
6 |Customer Service

7 Operations Total Vs
8 |Sales

9 Warehouse Warehouse \

10 Grand Total \

1 — ]

12 < — Operations ‘-‘-‘__-_.._'-__. o}

13 ustomer Service

14 Accounts Payable -.,‘--—..-‘

15 Accounting \

16 i \

17 : ; ;
:; 7.5 .

O O O

20

You can easily remove the buttons in Pivot Charts without negatively affecting your data.

To remove the button labels from your Pivot Charts:

1. Select your Pivot Chart

Chart1 2

A ‘ B | c D | E | G H | J
1 Opportunity Status \CIosed!Won vY\
2
3 Row Labels ~ |Sum of Account Size
4 Bruce Corral 131901 - ] {'l'
5 Colette Robins 9307 Opportuntty Status ¥/ |
6 Raul Espinoza 104209 Sum of Account Size { 4
7 |Stacey Nguyen 166795 I
8 Grand Total 412212 Total

2. Navigate to the Analyze tab.

Help Acrobat

o
& @ 2

Refresh Change Data Clear Move

@ Source ~ = Chart
Data Actions

Design

Sales Manager ~ (N
= Bruce Corral

= Colette Robins
= Raul Espinoza

= Stacey Nguyen

Format
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3. Locate the Show/Hide group.

Field Field
List Buttons -

Show/Hide

15 Show/Hide

You'll know that you correctly followed these instructions because the Pivot Chart will no
longer display the button labels. Your Pivot Chart may also look larger since it no longer

needs to fit the button labels.

)

(o

h

Total

- = Bruce Corral
Q \ = Colette Robins
= Raul Espinoza
' = Stacey Nguyen

q

e

O

e
LN

How to add an additional element to your Pivot Chart
The following are examples of elements you can add to your Pivot Charts:

e Chart Title - A Chart Title allows you to add a title to your Pivot Chart.

-
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Total Account Size

- N

LEADERSHIP BUILD

= Bruce Corral
= Colette Robins
= Raul Espinoza

= Stacey Nguyen

Vi

e Data Labels - In order to determine the quantity or qualitative data of a Pivot
Chart, you can use data labels.

Total Account Size

= Bruce Corral
n Colette Robins
= Raul Espinoza

= Stacey Nguyen

e Legend - The legend allows you determine what the colors or symbols represent in
a Pivot Chart. In Pivot Charts, legends can be placed in different locations.

Total Account Size

131901
166795
= Bruce Corral

\ = Colette Robins
= Raul Espinoza
0307 = Stacey Nguyen

104209
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To add a chart element to your Pivot Charts:

1. Select your Pivot Chart

Chart 1 2
A | B | Cc D | B F . G | J

1 Opportunity Status \CIosed!Won El
2
3 Row Labels ~ |Sum of Account Size
4 Bruce Corral 131901 - ]
5 Colette Robins 9307 Opportuntty Status ¥/
6 Raul Espinoza 104209 Sum of Account Size

Stacey Nguyen 166795

Grand Total 412212 Total

SRV RBRZ5 @

Sales Manager ~ (]
= Bruce Corral

= Colette Robins
= Raul Espinoza

= Stacey Nguyen

20
21| -
22
2 -l
Lesson 8.2 - VLOOKUP esson 8.3 o [ ] >
2. In the upper-right hand corner of your Pivot Chart, look for a plus sign and click on
it.
Chart 1 2
A | B | ¢© D E F G J 4]
1 Opportunity Status \CIosed!Won E
2
3 Row Labels ~ |Sum of Account Size
4 Bruce Corral 131901 o : O
5 Colette Robins 9307 Opportuntty Status ¥
6 Raul Espinoza 104209 Sum of Account Size 4
7 Stacey Nguyen 166795 <
8 Grand Total 412212 Total
97
10
11
— o] Sales Manager ~ ()
12— = Bruce Corral
13
1; = Colette Robins
1{ = Raul Espinoza
1@ = Stacey Nguyen
O
-]
Lesson 8.2 - VLOOKUP || Lesson 8.3 - VLOOKUNNRESINEN | [y |
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3. Depending on the Pivot Chart, some elements may already be included in your
chart by default. To add a new element, check the box of the element you want to
add.

4 |l ] ChartTitle
| | Data Labels

[ ] Legend

How to change the Layout of your Pivot Chart

You can heavily customize Pivot Charts. However, if you don't have the time to make small
edits to your Pivot Charts, or if you don't have the time to learn how to change everything,
then we recommend that you use the default Pivot Chart layouts.

To change the layout of a Pivot Chart:

1. Select your Pivot Chart

Chart1 <
A | B | c | D | E | F | G | H | | J | K -
1 Opportunity Status \Closedeon vY\
2
3 Row Labels ~ |Sum of Account Size
4 Bruce Corral 131901 - 1 {'l'
5 Colette Robins 9307 Opportunity Status - ¥ [
6 Raul Espinoza 104209 Sum of Account Size { 4
7  Stacey Nguyen 166795 =
8 Grand Total 412212 Total |
9 — R
10 |
11 - D Sales Manager ~ (N
:llgi > = Bruce Corral |
147 \ = Colette Robins |
157 ﬂ Raul Espinoza 1
16_ = Stacey Nguyen
17
18
197 N ) Ve
20
21
22 -
BERESN S S PN [eccon 82 VLOOKUP | Lesson 83 - VLOOKURREN < »

2. Navigate to the Design tab.

Help Acrobat Analyze Design Format

=i

Protect Pn
Sheet Worl

[, Show All Comments

Comments
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3. Locate the Chart Layouts group.

®

R
Add Chart Quick Change '

Element - Layout -~ | Colors -

Chart Layouts

4. Select the Quick Layout drop-down menu.

@
s - @
Add Cha Change '
Element Colors ~

Chart Layouts

5. From the Quick Layout gallery, select the layout of your choice.

e o:o

t Quick Change c

" layout = | Colors ~

g o /'[

% -[?’"-‘I I/ -[?-’ol Ix\ “\).-'I

\Jo oy ~ f e

~ &/
| /'[ ,'[ p '[

e ) L (., L%
A T T % “‘)"
JCL)= :
= | AN /
|.

How to change the chart type of your Pivot Chart after you already created a Pivot
Chart

You may run into a situation in which you want to change your Pivot Chart completely.
Perhaps, you used a pie chart but want to see if a bar graph looks a lot better. Excel makes
it easy for you to switch between Pivot Chart types.

To change the chart type of your Pivot Chart:
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1. Select your Pivot Chart

)| mlj-* U

Chart 1 <
A ‘ B | © D | E F | G H | J K
1 Opportunity Status \Closed!Won
2
3 Row Labels ~ |Sum of Account Size
4 Bruce Corral 131901 - 1 E
5 Colette Robins 9307 Opportuntty Status ¥ [
6 Raul Espinoza 104209 Sum of Account Size
7 Stacey Nguyen 166795 |
8 Grand Total 412212 Total

Sales Manager ~ (N
= Bruce Corral

= Colette Robins
= Raul Espinoza

= Stacey Nguyen

2. Navigate to the Design tab.

Help Acrobat Analyze Design Format

e

Protect Pr
Sheet Wor

@ Show All Comments

Comments

3. Locate the Type group.

—— T —
1l |

Switch Row/ Select Change Move
Column  Data Chart Type Chart

Data Type Location
—

4. Select the Change Chart Type command.

& 11 ill;

Switch Row/ Select Change Move
Column  Data Chart Type Chart

Data ype Location
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5. Choose the Pivot Chart of your choice and select the OK button.

{All Charts |

Line
Pie
Bar

Area

FEEFOAXBERERSMNGR E

i Recent

Stock

Radar

Column

Surface

Combo

Change Chart Type

Templates

XY (Scatter)

Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

] -~ X6

3-D Pie

Total

= 5ruce Coral
® Cokete Adbins
= sl expinaza

sty Mguyen

Cancel

How to quickly change the color scheme of your Pivot Chart

The default options available in Excel to design your Pivot Charts are really good. They
take the stress out of deciding if your charts will look professional or not.

To quickly change the color scheme of your Pivot Chart:

1.

Select your Pivot Chart

Chart 1

A

B

Opportunity Status \CIcsedNVon

|
=]

Row Labels

Sum of Account Size

Bruce Corral

Colette Robins
Raul Espinoza
Stacey Nguyen

131901

9307
104209
166795

Grand Total

412212

©®NO O WN

=
=

11

AAAAAAAA
ISR =

NN
e

N
s PN

Lesson 8.2 - VLOOKUP

(Opportunity Status .Y’

Sum of Account Size

Sales Manager ~ (}
= Bruce Corral

= Colette Robins

= Raul Espinoza

= Stacey Nguyen

-}
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2. Navigate to the Design tab.

Help Acrobat Analyze Design Format

[, Show All Comments

Protect Pr
Sheet Wor

Comments

3. Locate the Chart Styles group.

e

I} e

Add Chart Quick
Element ~ Layout ~

Chart Layouts

5. Select the color scheme of your choice from the gallery.

e &

Colorful -

Monochromatic

Change
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How to customize the Format of your Pivot Chart

There are so many things you can customize in Pivot Charts. Although we will not cover all
the ways to customize your Pivot Chart in this booklet, we want to share with you how you
can get to format your Pivot Chart in any way that you want. There are basically two things
you can do:

1. Double-click on a section or part of your Pivot Chart.
2. Double-click on your Pivot Chart.

By double-clicking on an element, section, part or your entire, Pivot Chart, Excel will
display an area that will allow you to customize many features of your Pivot Chart, such as
the color of the pie slices, the color of individual bar graphs, add a shadow to your title, etc.

© D E F G H J K L
| Format Chart Area
Chart Options ¥  Text Options
0 o o] -
> © e <« QORI

b Fill

I Border

M Bruce Corral
M Colette Robins
Raul Espinoza

M Stacey Nguyen

IS Lesson 8.2 - VLOOKUP | Lesso NG REIIR y

Use the Format Chart Area to customize your shapes, colors, border, sizes and text.
Depending on where you click in your Pivot Chart, this area will update its options to
correlate with the area you clicked on.

In earlier versions of Excel, the Format Chart Area does not exist. However, you can
always make the same format changes in any version of Excel by clicking on the Pivot
Chart and using the ribbon in the Format tab.

Chart Area v ENN, 2 Shape Fill - A - [ Align - .
- 5 - F

& Format Selection OGO v [Z shape Outline - A A A VA -
A = = v g
“EReset to Match Style AL LV | & Shape Effects ~ ™| A~ | Hi Selection Pane “

Current Selection Insert Shapes Shape Styles I~ WordArt Styles [ Arrange

1l
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Printing Spreadsheets

To change the layout of your sheet, you'll have to navigate to the Page Layout tab to make
edits. The Page Layout tab will help you make changes to your spreadsheet so that you
can print the sheet based on your needs.

File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat

HColors' @ @ IE [% ,% E‘:':EI:\'! 1 Width: Automatic ~

Fonts ~ %D Height: Automatic ~
Themes Margins Orientation Size  Print Breaks Background Print
- Q Effects ~ - . . AR o . Titles mlj Scale: 100%
Themes Page Setup M Scale to Fit M
Page Setup

The Page Setup section of the Page Layout tab helps you change your print settings and
the default settings of your spreadsheet. Changes made in this section only pertain to the
sheet you're working on and won't affect the entire workbook. Let's explore some
functionalities available in this section.

How to Change the Page Margins

The margins in your spreadsheet default to Normal which allow you to print your sheet
with a set space at the top, bottom, left and right of the page. You can also make the
margins wide or narrow. By making the margins narrower, it will allow you to fit more of
your spreadsheet into one page.

To change the Page Margins:

1. Navigate to the Page Layout tab.

File Home Insert Page Layout Formulas Data Review View Help 2 Telly
I colors - s L1 - — Width: Automatic -
O D as B

I:[l Height: |Automatic -

— Fu:unts'

Thermes Margins Orientation Size  Print  Breaks Background Print o -
- @ Effects - - - ~  Arear - Titles L] Scale: 100%

Themes Page Setup I Scale to Fit

2. Locate the Page Setup group.

-

-
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File Home Insert Page Layout Formulas Data Review View Help 2 Tell v
| n Colors~ | @ I__b‘ IE P L1 ] gl:l EWidth: Automatic -
— [A]Fonts - i i D i @ r @ T[] Height: |Automatic -~
Themes Margins Orientation 5ize  Print  Breaks Background Print O
- [@)Effects ~ - . - Area+ - Titles | FRlScale  100%
Themes Page Setup P Scale to Fit P
3. Select the Margins command.
File Home Insert Page Layout Formulas Data Review View Help £ Telly
[ — — = . . -
B colors - @ I__|'5|3 ”3 E%] = ﬁ*! E[;E] :-_}Wldth. Automatic
Fonts = - ) ) - i ) ¢_|:|Height: Automatic -
Themes Margins Prrientation  5ize  Print  Breaks Background Print o
- [@)Effects~ - . - Area+ - Titles | C&|Scale  |100%
Themes Page Setup T Scale to Fit T

4. Selecting the Margins command will display a menu of choices. Select the type of
margins you would like for your page.

Mormal
Top: 075" Bottom: 0.75"
Left: 07" Right 0.7"
Header: 0.3" Footer: 0.3"
Wide

| Top: 1" Bottom: 1"
Left: 1" Right 1"
Header: 0.5" Footer: 0.5"
Marrow
Top: 073" Bottom: 0.73"
Left: 025" Right 0.25"
Header: 0.3" Footer: 0.3"
Custom Margins

Custom Margins...

How to Change the Page Orientation
By default, your spreadsheet will print in a Portrait style. You can change this setting.

To change the Page Orientation of your sheet:
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1. Navigate to the Page Layout tab.

File Home Insert Page Layout Formulas Data Review View Help £ Tell rI

HCnlarsv @ I-—IB'E IE D?P# @Eé‘:  Width: | Automatic ~

17 . .
A|Fonts - Height: |Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print ;D J
- @ Effects~ - . - Areav - Titles | -&|Scale  |100%
Themes Page Setup T Scale to Fit

2. Locate the Page Setup group.

File Home Insert Page Layout Formulas Data Review View Help 2 Tell
| EC':'|'3'“' @ IjIB‘E IE E-\n L1 ] B::l:l — Width: Automatic -
— FDntsv _ _ _ : Iﬁ] M @ I:DHeight: Autornatic -
Themes Margins Orientation 5ize  Print  Breaks Background Print o -
- [ @) Effects ~ - - - Areav - Titles | FRlScale  100%
Themes Page Setup P Scale to Fit P

3. Select the Orientation command.

File Home Insert Page Layout Formulas Data Review View Help 2 Telln

HCE"WS' ID E%] _#_ gg} EWidth: Automatic -

- . .
A | Fonts = Height: |Automatic -
Themes ons Print  Breaks Background Print JED ? -
- @ Effects~ Arear v Titles L&) Scale: 100%
Themes Page Setup P Scale to Fit

4. The Orientation command will display a drop-down menu that will allow you to
change the page orientation from Portrait to Landscape.

D Portrait
D Landscape

8.

How to Change the Size of the Paper

At times, you might need to print your data on ledger paper or other type of paper that
suits your needs. Excel defaults to Letter size paper, but you can change this option and
select a different paper size.

To change the size of the paper:

Ml
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1. Navigate to the Page Layout tab. N
File Home Insert Page Layout Formulas Data Review View Help 2 Tell
| n Calars~ @ I__Ib'3 IE D L1 gl:l EWidth: Automatic -
[TLTTT] = S -
Fonts = ] . ) ] @ M @ I_D Height: |Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print o
- @ Effects~ - . - Areav - Titles | -&|Scale  |100%
Themes Page Setup T Scale to Fit T
2. Locate the Page Setup group.
File Home Insert Page Layout Formulas Data Review View Help 2 Tell
| n Colors~ | @ IjIB‘E IE E-\n L1 ] B::l:l — Width: Automatic -
— Fonts - i : . } @ o @ T[]Height: Automatic -
Themes Margins Orientation 5ize  Print  Breaks Background Print o -
- [ @) Effects ~ - - - Areav - Titles N FRlScale 100%
Themes Page Setup P Scale to Fit P
3. Select the Size command.
File Home Insert Page Layout Formulas Data Review View Help 2 Telln
n Colars~ @ I-—E rIE E-\n LI B::El EWidth: Automatic -
— Fants = : _ : : LEI'] - — LEI'] "l Height Automatic -
Themes Margins Orientatior Size QPrint  Breaks Background Print o -
- [@]Effects~ - . - larea- - Titles | CN|Scale | 100%
Themes Page Setup P Scale to Fit P

4. The Size command will display a drop-down menu that will allow you to change the
size of your sheet.

i
B

O[] O

Letter
83" x 11"

Tabloid
" 17"

Legal
8.5"x 14"

Statement
59" x 8.5"

Executive
7.25" x 10.5"

A3
11.69" x 16.54"

Ad
827" x 11.609"
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How to Set a Print Area
Excel also allows you to print a chosen selection from your spreadsheet, instead of printing
the entire sheet. This feature is called Setting the Print Area.

To set a Print Area:

1. Select the area in your spreadsheet that you want to exclusively print.

A B = D

N Customer Name Account Active Membership Amount/Year
2 fDominguez, Barbara  Los Angeles

3 JAnthony, Rob Los Angeles

4 illiams, Debon Los Angeles

5 fHernandez, Harold Fresno

o oa, Jose resno .

7 |Houston, Steven Fresno MO 5 119.88
8 |Stevenson, Raymond Los Angeles NO 5 119.88
9 |Guill, Sarah Fresno NO 5 119.88
10 | Quintero, lesus Los Angeles MO 5 119.88

2. Navigate to the Page Layout tab.

File Home Insert Page Layout Formulas Data Review View Help 2 Telln
HCDIDrs* M j ’Q‘ EWidth: Automatic -
@ @ DD [ E%: 1 O ﬁ@

1- . .
A | Fonts = ] . . i ) ) 4,_|:| Height: |Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print o -
- | @ Effects~ - - - Area~ - Titles | R|Scale  100%
Themes Page Setup T Scale to Fit T

3. Locate the Page Setup group.

File Home Insert Page Layout Formulas Data Review WView Help 2 Telly

- — [ 1 ] — Width: |Automatic -
‘ﬂ"aj n Colors @ I?bi |E-\N ______ b j IEI:—H (o
D IB tg] - Ig] I:[l Height: | Automatic -

= Fonts -

Thermes Margins Orientation Size  Print  Breaks Background Print o "
- [@]Effects~ - - - Area- - Titles B FRlScale  100% 2
Themes Page Setup I Scale to Fit I

4. Select the Print Area command.

File Home Insert Page Layout Formulas Data Review View Help 2 Telln

—_— — - .
A3 n Colors ~ @ I__b| D LI ﬁ‘ o Width: |Automatic -
D ID LJS] - EEJ I:l] Height: |Automatic -

A|Fonts - . . . . i -
Thermes Margins Orientation Sizej Print greaks Background Print o "
- @ Effects~ - - - 1 aea- I - Titles | -&|Scale  100%
Themes Page Setup T Scale to Fit T
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5. The Print Area command will display a drop-down menu. Select the Set Print Area
option.

E%, Set Print Area

Clear Print Area

How to Clear a Print Area
If you set a Print Area but now need to print the entire page, you'll have to clear the Print
Area.

To clear the Print Area:

1. Navigate to the Page Layout tab.

File Home Insert Page Layout Formulas Data Review View Help 2 Telln
ECD|DFS* M L1 ﬂ‘ EWidth: Automatic -
@ @ DD [ E%: 1 O ﬁ@

1- . .
A | Fonts = ] . . i ) ) 4,_|:| Height: |Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print o
- @ Effects~ - - ~  Arear - Titles LR] Scale: 100%
Themes Page Setup T Scale to Fit T

2. Locate the Page Setup group.

File Home Insert Page Layout Formulas Data Review View Help O Tell g

B colors - @ |-_|B|3 [E E%] _#_ T H;,:';l] M width: | Automatic ~

47 - .
A |Fonts - Height |Automatic -
Themes Margins Orientation Size  Print  Breaks Background Print ;D ?
- [@]Effects~ - . « Areav - Titles B FRIScale 1003
Themes Page Setup T Scale to Fit T

3. Select the Print Area command.

File Home Insert Page Layout Formulas Data Review View Help 2 Telln

HCDID“T @ Ijlq} [E E%J #— EEEJ EWidth: Automnatic -

7] . .
A | Fonts - ] . . i ) ) 4,_|:| Height |Autornatic -
Thermes Margins Orientation Sizefl Print Preaks Background Print o
- [ @] Effects ~ - - « I Area- [ - Titles L] Scale: 100%
Themes Page Setup P Scale to Fit P

4. The Print Area command will display a drop-down menu. Select the Clear Print
Area option.

| Set Print Area
Clear Print Area I
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How to Repeat the Table Headers When Printing

1l

Most of us work with lots of data which means that if we decide to print a spreadsheet, the
spreadsheet will print in more than one page. When this happens, only page one will have
the headers that you created, but the rest of the pages will only have the data without the
headers. However, the headers can be repeated throughout each page.

To print the headers on every page, you'll have to select the titles to print.

1. Navigate to the Page Layout tab.

File Home Insert Page Layout Formulas Data Review View Help £ Tall g
n Colars~ @ I__Ib'3 IE D j— ﬁ‘ gl:l EWidth: Automatic -
v | [ -
Fonts - i , ) ] @ - @ I_D Height |Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print o "
. @ Effects ~ - - *  fAregr - Titles |£—| Scale: 100%
Themes Page Setup Ta Scale to Fit Ta
2. Locate the Page Setup group.
File Home Insert Page Layout Formulas Data Review View Hel Tell n
ge Lay P
| n Colars~ @ Ijlb‘g [E |E-\n L1 ] IEI:_l_I —Width: Automatic -
— Brmfzo _ _ _ _ tgj M1 LE',J I:D Height |Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print o R
= @ Effects ~ - - - Brea~ - Titles d Scale: 0% -
Themes Page Setup P Scale to Fit P
3. Select the Print Titles command.
File Home Insert Page Layout Formulas Data Review View Hel Tell r
g Y 2
j B colors - @ |__|b|3 IE |E—\,q j — Width: Automatic -
— Fants = : _ : : LEI'] - — "l Height: Automatic -
Themes Margins Orientation Size  Print  Breaks Backgroun o "
- [@]Effects - - - *  Arear - \ﬁ—l Scale: 100% .
Themes Page Setup Scale to Fit P

4. The Print Titles command will display a pop-up window. Click on the Rows to repeat
at the top box and select a row from your spreadsheet that includes your table
headers. By selecting that entire row, Excel will repeat the row on every printed

page. Press the OK button when finished.
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Page Setup ? x I

Page Margins Header/Footer { Sheet |

Print area:

I Rows to repeat at top:

|»

[
—

Columns to repeat at left: +
Print
] Gridlines Comments: (Mone) e
[ ] Black and white :
Cell errars as: | displayed e

[] Draft guality
|:| Row and column headings

Page order
Down, then over |==g= ===
®o EE [EJF; BE
() Over, then down  |=o 5 f-l ==
B AIE 38

Print... Print Preview Options...

Additionally, you can select to print the Gridlines, print in black and white, print comments
and print in a different order. You can also click on the Print Preview button to get a
preview of the sheet you're about to print.

Scaling to Fit

In the Page Layout tab, there is a Scale to Fit section where you can customize your sheet
to make it fit in one page. Sometimes, when you try to print a spreadsheet, some columns
may not fit into the first page and will print on the second page instead.

How to Change the Width and Height of Your Sheet to Print

The width and height of a sheet can be customized so that you can try to fit your sheet into
one or multiple pages. Most likely, when using these features, the size of the font or your
table will decrease, making it harder to read. By default, Excel makes the width and height
automatic.

- @
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To change the width and height of your sheet:

1. Navigate to the Page Layout tab.

File Home Insert Page Layout Formulas Data Review View Help 2 Telly
ECDIDrs* T L1 EWidth: Automatic -
O > D= B B

1 . .
A|Fonts - ] . ) ] ) ) ¢_|:| Height: |Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print .
- @ Effects - - - >  fgme = Titles |£—| Scale: 100%
Themes Page Setup I Scale to Fit I

2. Locate the Scale to Fit group.

File Home Insert Page Layout Formulas Data Review View Help 2 Tell r{
Rew | [ Py 5 [y BE BB G e
want o [ -
Fu:unts' i , ) ] Iﬁ] - Iﬁ] I_D Height |Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print o
- @] Effects - = - - Arear - Titles §| FRlScale  100%
Themes Page Setup F Scale to Fit I}
LL
3. Change the Width and Height by clicking on the drop-down box.
File Home Insert Page Layout Formulas Data Review View Help 2 Tell r1

I colors - @ I__Ibi3 IE E%] _#_ a;él] 2 Width:  Automatic ~

'y . .
A|Fonts - Height |Automatic -
Thermes ans Margins Orientation Size  Print  Breaks Background Print J"D ? .
- @ Effects~ = - - Areav - Titles | TR Scale | 100%
Themes Page Setup I} Scale to Fit I}
Changing the Scale

The best option to make your sheet fit in one page (or in several desired pages) is by
changing the scale percentage. Be careful when you also use this option because your table
will shrink as you decrease the percentage. Anything lower than 70% may start to look too
small and the table will be aligned to the left of the sheet.

To change the scale of your sheet:

1. Navigate to the Page Layout tab.

File Home Insert Page Layout Formulas Data Review View Help 2 Telln
HCD|DFS' T L1 ﬂ‘ EWidth: Automatic -
@ P'D 3 E%: R ﬁ@

1 . .
A | Fonts - ] . ) ] ) ) ¢_|:| Height: |Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print o
- @ Effects~ - . - Area+ - Titles | C&|Scale  100%
Themes Page Setup T Scale to Fit T
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2. Locate the Scale to Fit group. g
File Home Insert Page Layout Formulas Data Review View Help 2 Tell rl
| B Colors - @ Ijlq} IE |E}n L1 ﬂ a:l:l —width: Automatic -
= Fonts= : _ : : LE'] M1 — LEI'] ]Height  Automatic -
Themes Margins Orientation 5ize  Print Breaks Background Print o ol
+ @] Effects~ - . - Arear - Titles B FRlScale  [100% 2
Themes Page Setup F Scale to Fit P
3. Change the Scale by clicking on the drop-down box.
File Home Insert Page Layout Formulas Data Review WView Help 2 Tell g
j - = LI T3 Width: | Automatic ~
As n Colaors @ I__bl |E—\,q ______ gl:l P 3
= Fonis - _ . D ”ﬁ @ — — @ U] Height: | Automatic  ~
Themes Margins Orientation Size  Print  Breaks Background Print o -
. @ Effects ~ - - ~  Areav v Titles d Scale 100%
Themes Page Setup T Scale to Fit IT..I

Other Sheet Options

As described before, the ribbons can only fit a limited number of buttons. However, you
can continue to customize the print options by checking a few options on the Sheet

Options group.

How to Remove the Gridlines

By default, Excel spreadsheets will show the gridlines, but they won't print unless you

specify that you want the gridlines to print.
To remove the gridlines from your spreadsheet:

1. Navigate to the Page Layout tab.

File Home Insert Page Layout Formulas Data Review View Help 2 Tall g
j Il Colors - @ D IE Ela L AL E[Il ) Width: Automatic ~
ammcmn - D @ 1 = Ig] 7 —_— L
Fonts - i , ) ] ) ) ¢_|:| Height: |Automatic
Themes Margins Orientation Size  Print  Breaks Background Print o
- @ Effects~ - . - Area+ - Titles | CR|Scale  100%
Themes Page Setup T Scale to Fit T

Locate the Sheet Options group.
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5 Width: | Automatic

I:DHEight: Automatic -
[K]Scale  100%

Scale to Fit

-

Headings
View View
Ll print | [ Print

Sheet Options

Gridlines

.
L

]

3. Uncheck the View checkbox in the Gridlines section.

ﬁ Width: | Automatic

ID Height: Automatic -
E Scale: 100%

Scale to Fit

Gridlines | Headings
[v] View | [¥] View
L1 print § [ Print

Sheet Options

ul

P

How to Remove the Headings
By defaults, Excel will show you the column letters and the row numbers. These are called
Headings and they can also be removed from your view.

To remove the headings from your spreadsheet:

1. Navigate to the Page Layout tab.
File Home Insert Page Layout Formulas Data Review View Help 2 Telly
| n Colars~ @ I__Ib‘3 IE D j— ﬂ gl:l EWidth: Automatic -
EEmEEm — A 9
Fonts - i , ) ] LJS] - LJS] I_D Height: | Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print o "
. @ Effects - - - *  MAreav - Titles |£—| Scale: 00%
Themes Page Setup I} Scale to Fit I}
2. Locate the Sheet Options group.
o Width:  Automatic  ~ i Gridlines | Headings

I:DHEight: Automatic -
[K]Scale  100%

Scale to Fit

I

View Yiew
(] print | [ Print

Sheet Options

]

th I EBEa
Ering Send  Selection Align
Forward =~ Backward > Pane E

Arrange
h I dEFEEAa
EBring Send  Selection Align

Forward = Backward -  Pane

Arrange

G
Bring Send
Forward = Backward =

N = H a9

Selection Align
Pane

-

Arrange
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3. Uncheck the View checkbox in the Headings section.

— - .
o Width: | Automsatic -l Gridlines | Headings | || =
] []

I:D Height Automatic - View View . o
" ring en
Cx]Scale  100% L Print § L Print | Forward ~ Backward ~

H Scale to Fit

il

Sheet Options I

o

—1
| —
ram

Selection  Align

Pane

Arrange

-

St

ﬂu-
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Basic Excel Shortcuts

Excel has plenty of shortcuts that can save you some time. Many of these shortcuts are
basic keyboard shortcuts that are universally recognized. Please note that the shortcuts
listed below are only compatible with Windows.

Commonly Used Shortcuts

The table below lists the most commonly used shortcuts. Please note that the command
‘CTRL’ stands for the ‘Control’ button located on your keyboard. Additionally, the plus sign
signifies the following button to press on your keyboard. For example, ‘CTRL + C', means
that you'll need to press the ‘Control’ button and the letter ‘C’ button on your keyboard.

Copy CTRL+C
Paste CTRL +V

Cut CTRL + X
Highlight All CTRL+A

Bold CTRL+B
Underline CTRL+ U
Italicize CTRL + |

Find text CTRL+F

Undo CTRL+Z

Save a Workbook CTRL+S
Close a Workbook CTRL+W
Open a Workbook CTLR+0O
Center align cell contents ALT+H+A+C
Delete column ALT+H+D+C
Add borders ALT+H+B
Hide selected rows CTRL+9

Hide selected columns CTRL+0

1l
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Keyboard Shortcuts for Ribbons

When using any Microsoft Office programs, you can navigate through the different ribbons
without using a mouse. The keyboard can be used to navigate through all the ribbons and
buttons. The ALT button will display letters that show you which keys will take you to which
ribbon or button. For example, after pressing the ALT key on the keyboard, Excel gives me
the following options (in the screenshot below). If the ‘P’ button is pressed, then Excel will
display the Page Layout ribbon.

LR o oM < Excel - Beginner Exercises - Excel

2 3 5 [

Insert Draw Page Layout Formulas Data Review View Help Acrobat O Tell me what you want tt‘d'o

3
D g; i Open Sans -|12 A A === % ab Wrap Text General M =: jf‘
Paste = B 7 U-MH- H . A - =EE= <= Merge&Center . $ - % 9 50 Conditional Format as

Clipboard I Font I Alignment K Number I Styles

Below are a few shortcuts that will help you navigate through the ribbons and buttons in
Excel by using your keyboard.

Formatting -~ Table -

Go to the Home Tab ALT +H
Go to the Insert Tab ALT +N
Go to the Draw Tab ALT +] +1
Go to the Page Layout Tab ALT +P
Go to the Formulas Tab ALT +M
Go to the Data Tab ALT + A
Go to the Review Tab ALT +R
Go to the View Tab ALT +W
Go to the Help Tab ALT +Y

—
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Keyboard Shortcuts for Navigating Through a Spreadsheet

Below are additional shortcuts that you can use to navigate through cells. Unlike most of
the previously mentioned shortcuts, most of the following shortcuts are Excel specific.

Move one cell right in a spreadsheet

Right arrow key

Move one cell left in a spreadsheet

Left arrow key

Move one cell up in a spreadsheet

Up arrow key

Move one cell down in a spreadsheet

Down arrow key

Move one cell right on a spreadsheet ~ Tab key
(or the next unlocked cell)
Move to the last entry of a region CTRL + Arrow key

Move to the last cell on a spreadsheet

CTRL + End key

Move to the last used cell on a
spreadsheet

CTLR + Shift + End key

Move to the top of a spreadsheet

CTRL + Home key

Move one screen down in a
spreadsheet

Page Down key

Move one screen to the right in a
spreadsheet

ALT + Page Down key

Move one screen up in a spreadsheet

Page Up key

Move one screen to the left in a
spreadsheet

ALT + Page Up key

Move to the next spreadsheet in a
workbook

CTRL + Page Down key

Move to the previous spreadsheet in a
workbook

CTRL + Page Up key
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Common Formula Errors in Excel

As you continue to work through formulas and learn how to use more advanced formulas
in your Excel journey, you'll at some point encounter error messages. Error messages in
Excel usually occur when there is an incorrect digit, or entry in a formula. Excel will then
return a message that begins with a pound sign (#). Below is a quick reference guide to
common Excel errors you will encounter as a beginning Excel user.

HH#HH# TP
You probably have already seen a cell with a bunch of pound  State  MembersBj

signs inside the cell. You are 100% sure that you never typed E: ;i{':r

those pound signs inside those cells, and you're right. You ca Silver

will encounter a cell filled with pound signs any time that the & Slver

content of a cell does not fit inside a cell. In other words, you ca Platinu

need to make the width of the cell larger because the :E: ;T:f':r

number inside your cell is too long. CA Silver

#DIV/0 Amount Sold Qty Sold Avg Sale per unit sold
If you recall back to your High School $545.00 13 $41.92

days, you'll remember that in math class 228.00 6 v $38.00

you were taught that you cannot divide I $0.00 0 #DIV/0! I’

by 0. Excel knows this too and whenever

you try to divide by 0, it will give you the error message #DIV/0. This error message typically
occurs when you use a formula to divide but you may have a cell with the entry ‘0", or a cell
that is completely blank. In this instance, Excel will return the error message. If you no
longer want to see the error message, you'll have to use a formula like the IFERROR
formula so that Excel displays a digit or value you provide. In the screenshot provide, Excel
returns a #DIV/0 error because you can't divide 0 by 0.

#NAME?
At times, you will encounter the #NAME? :
error message. This error message : F @
typically appears because of a misspelling. g B C D E
LED 1
2
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When you see the #NAME? message, Excel is telling you that either (1) the name of the ﬂ

formula is wrong (i.e., you accidentally wrote =SAM(14:115) instead of =SUM(14:i15) or (2)
there is something wrong with the entries you entered in your formula (which typically
happens with more advanced formulas). To correct the #NAME? error message, check your
spelling and that every part in your formula was properly written.

#VALUE!

The #VALUE! message typically shows

B C D E

when there is something wrong with the ‘- » 4

cells that Excel is referencing. The
#NAME? occurs when you have an error
with your formula, but the #VALUE! error message shows when you have an error
somewhere in the cell that you're referencing. For example, let's say that you're trying to
add cells together but one of the cells has a space (which is very hard to notice) in front of
the number. In this case, Excel will bring up the #VALUE! error message. This error message
may also pop up when Excel is referencing a cell where it expects a digit, but there is
something else other than a digit in that cell. To correct the #VALUE! formula, make sure to
check the cells that are referenced for any misspellings or spaces.

1
#RE e <

The #REF! error occurs when you have A . c . ;
removed a cell that Excel was referencing 1 Qisales Q2Sales Q3Sales Q4Sales TOTAL
in one of your formulas. For example, if 2 | $80,338.00 $98,408.00 $99,694.00 $98,600.00($377,040.00|
you use a formula that reads from Cell A4, and later you delete Column A in its entirety,
then Excel will you the #REF! error message because it can no longer reference Cell A4. This
error is also common when using
formulas that read from other Excel files. b2 - fe
As soon as that file that Excel is A B C D E

i 1 QlSales Q2Sales Q3Sales TOTAL
A S A e
message, you can get rid of your formula by copying/pasting special values or add the

sheet from another file to your current Excel file so that they are in the same workbook.

167

LEADERSHIP BUILD



