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It’s very common to total all data in a column. However, many times you want to total columns in a segmented
way in which you only sum the numbers in the column if it is that they are related to data in another column. So,
rather than total all fruit sales, you wish to total only bananas in the fruit column.

=SUMIF(G2:G65,"Bananas",K2:K65)
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=SUMIF(G2:G65,"Bananas”,K2:K65)
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RANGE/SHEET 1 /

W oo ~N o B W

A

B

=VLOOKUP(A2,Absences!A2:B198,5,FALSE)

VLOOKLUP MERGING TABLE DATA

c

D

E

485631
423001
482411
409703
528534
418743
516497
419828
494358
461733
426015
410125
523218
417765
421985
419828
534629
407929
419828

2.75
1.31
3.07
3.34
2.32
2.98
4.00
1.84
1.04
4.25
4.42
1.87
2.62
2.57
3.25
2.80
3.83
1.55
1.66

| StudentID GPA Datal

0.57541
0.917169
0.386684
0.873604
0.376897
0.947087
0.772674
0.894331
0.460323
0.713222

0.27838
0.533116
0.133794
0.489459
0.170534
0.694828
0.814929
0.116487
0.257994

Data2
0.215272
0.274426
0.618345
0.829961
0.273523
0.179978
0.128149
0.613419
0.653711
0.964691
0.694624

0.32885
0.281801
0.791371
0.101488

0.7047
0.817335
0.319284
0.840722

Data3
0.667696
0.094206
0.551375
0.871027
0.888607
0.228481

0.12814
0.864604
0.31795
0.876311
0.706907
0.634028
0.20478
0.618847
0.6117
0.919989
0.066301
0.825021
0.049487

W o~ U B WwN R

RANGE/SHEET 2

A B | c | D E ‘ F
| Student ID Datal Data2 Data3 Absenses |Data4
| 497105 0.010921 0.90128 0.796288 1]0.031487662
| 432810 0.358564 0.506361 0.336449 410.700563461
| 433754 0.974758 0.633775 0.783541 60.499136208
| 473136 0.711851 0.379409 0.602037 210.525360279
| 446199 0.466988 0.619577 0.940898 510.483231654
| 460583 0.684 0.94302 0.686174 410.738456336
| 466178 0.321643 0.255734 0.808654 410.769427078
| 511601 0.004035 0.069678 0.105663 60.186467724
| 400919 0.021504 0.487972 0.510385 310.903545564
| 525691 0.514437 0.30528 0.323103 710.949545717
| 500017 0.306542 0.188273 0.697971 310.239768151
| 410107 0.349945 0.895423 0.278473 6]0.023925284

441485 0.022627 0.502276 0.226892 310.679038515

416818 0.117657 0.590512 0.729085 510.612780286
| 523730 0.688298 0.040986 0.484709 410.663959185
| 473850 0.337848 0.171442 0.519129 310.295970793
| 419828 0.443959 0.277436 0.809392 310.874941326
| 517622  0.49709 0.187322 0.32562 1]0.463273365
| 463674 0.082362 0.510341 0.087396 210.427783167
| 493883 0.509383 0.266362 0.233918 710.974155859

534629 0.260232 0.118808 0.38147 310.304320615

Absences
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GRAPHING RANGE DATA

Newport Couch Pillow Couch Fashion Bench Bear Bench TentBed Straw Bed

Arnold 20 15 16 22 11 15
Fletch 22 11 7 17 14 16
Billy 11 6 12 15 9 8
Barry 8 8 15 21 17 20
Marge 11 16 14 10 11 18
Tedd 22 15 7 12 14 22

1. Highlight the range of data you wish to graph

2. Inthe Insert Menu and click on Recommended Charts

3. Select the chart that coincides with your type of data

4. Click on OK
Newport Couch Pillow Couch Fashion Bench Bear Bench TentBed Straw Bed
tirnold 20 15 16 22 11 15
letch 22 11 7 17 14 16
billy 11 6 12 15 9 8
larry 8 8 15 21 17 20
ANarge 11 16 14 10 11 18
‘edd 22 15 7 12 14 22
Chart Title
| 25
20
15
10
5 [l 1 || | |
0
Arnold Fletch Billy Barry Marge Tedd

B Newport Couch B Pillow Couch M Fashion Bench

Bear Bench M Tent Bed M Straw Bed
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Being able to quickly analyze data can help you make better business decisions. But sometimes it’s hard to
know where to start, especially when you have a lot of data. Pivot tables are a great way to summarize,
analyze, explore, and present your data, and you can create them with just a few clicks. Pivot tables are highly
flexible and can be quickly adjusted depending on how you need to display your results. You can also create
pivot charts based on PivotTables that will automatically update when you update your pivot tables.

Note: You cannot create a pivot table based on a range that maintains empty columns and or rows.

CREATE PIVOTTABLE

1. Place your cursor in the cell where you wish | - . pivoiTable ? %

to place the pivot table
Choose the data that you want to analyze

2. Click on the Insert Tab and click on (®) select a table of range
PivotTable Table/Range: | ‘Pivot Table'ISAS1:SHS62 \ B
(:) Use an external data source

The Create PivotTable window appears. i

3. Under Choose the data that you want to Connection name:

Use this workbook's Data Model
analyze, choose Select a table or range
Choose where you want the PivoiTable report to be placed

4. Click on the Define Range button () Mew Worksheet
@ Existing Worksheet
Location: | “Pivot Table!51542 55

5. Click and drag across the range that contains
the data you will develop a pivot table on
including the header row

Choose whether you want to analyze multiple tables

[] add this data to the Data Model

6. Click on the Define range button again ok | | Cancel |

You have defined what range will be
analyzed.

7. Under Choose where you want the pivot table report to be placed, choose Existing Worksheet

8. Click on OK

You have defined where the pivot table will be placed. A place [

holder for the Pivot Table will be placed at the defined location.

The PivotTable Fields window shows at the right. The pivot table e e e
fields window contains a field list of all your column headings.

PivotTablel

NOTE — The Pivot Table Fields panel at the right will not show if it is that you
select a cell anywhere outside of your Pivot Table placeholder or Pivot Table
data. The inverse is true, in that, in order to see the Pivot Table Fields panel,
you’ll need to click on the Pivot Table place holder or place your cursor
somewhere in the pivot table data.

CONTINUED...
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BuiLD PIVOTTABLE

1.

Click on the Pivot Table place holder or place your cursor in any cell
within the pivot table data

The pivot table fields window displays at the right. The pivot
table fields window contains a field list of all your column
headings.

In the listed fields place a checkmark on the field you wish to
become your categorical data (rows in the Pivot Table data range)

The selected field will place itself in the ROWS area at right. The
select field’s data array will display as the rows of your pivot
table.

In the listed fields place a checkmark on the field you wish to
become your series data (columns in the Pivot Table data range)

The selected field will also place itself in the ROWS area at right.

Drag the field you wish to become series data into the COLUMN
area at right

This field’s data array will display in the columns of your pivot
table.

In the listed fields place a checkmark on the field you wish to
become your numeric data per the categories and series data

The selected field will place itself in the VALUES area at right.

- X

A

PivotTable Fields

Choose fields to add to report:

|Search

Sales Person
[] Employee ID
Product

[] Region

[] Date

[] ltem Cost
Items Sold
[] Total Cost

MORE TABLES...

Drag fields between areas below:

T FILTERS Il CoLumMms

Product =

= ROWS % VALUES

Sales Person = Sum of ltems Sold

Note: Anytime data is changed in the range which this pivot table is generated from, you’ll need to refresh
the pivot table data. Right-click on the pivot table and choose Refresh.

Sum of Items Sold Column Labels |z|

Row Labels |z| Bear Bench

Alan Stanwyk 9 22 6 12
Arnold Babar 5 11 8 0
Billy Jean King ] 13 3 15
Bobby Lee Swartz 19 22 20 17
Claud Henry Smoot 3 7 10 0
Don Corlione 9 3 11
Fletch F. Fletch 19 11 15 11
Gordon Liddy 4] 4] 11 8
Harry 5. Truman a a 13 0
lgor Stravinsky 1] 17 13 17
Mary Poppins a 13 0 13
Mostradamus ] 0 17 17
Peggy Lee Zorba 4] 20 0 20
Grand Total 86 141 125 147

Fashion Bench Newport Couch Pillow Couch Straw Bed Tent Bed Grand Total

10 22 81
25 13 62
8 5 52
15 0 93
15 & 41
11 8 47
11 13 80
& 0 25
] 11 24
] 9 62
3 0 43
18 3 61
0 8 43
122 a3 719
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1. Use the steps on the prior pages to create a Pivot Table
2. Highlight the entire pivot table except the totals column and totals row
3. Click on the Insert Tab and click on the Recommended Charts

4. Choose the appropriate chart type per the type of data comparison/analysis you're pivot table
generates

5. Inthe top of the window, choose the chart subtype

6. Click on OK

Note: Each chart type correlates to a certain type of data comparison or analysis you’re looking to generate.
See the following page for chart type definitions.

45
40
3 Praduct -
30 M=,
25 B Fashion Bench
20 m Newport Couch
15 Pillow Couch
10 | | ‘ m Straw Bed

5 B Tent Bed

]

Alan Stanwyk Amold Babar Billy lean King Bobby Lee  Jaud Henry Don Corlione  FletchF. Gordon Liddy

Swartz Smoot Fletch

Note: The Column/Series criteria and the Row/Categorical criteria can be filtered within the pivot chart. This
feature quickly allows you to adjust the comparisons your making very quickly and easily.
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CHART TYPES EXPLAINED

LINE CHART
N Line Chart
200

The line chart is one of the most |

frequently used chart types, typically

used to show trends over a period of A0

time. If you need to chart changes over croll

time, consider using a line chart.

o]

Jam  Feb Mar Apr May Jun  Jul Aug Sep Oct MNov Dec
2010 145 109 105 100 145 109 130 140 150 193 185 171
=——3011 182 193 185 179 198 195 174 165 185 149 169 130

COLUMN CHART
Column Chart

250 -

Column charts are typically used to
compare several items in a specific
range of values. Column charts are
ideal if you need to compare a single
category of data between individual
sub-items, such as, for example, when
comparing revenue between regions.

200 A

150 A

Revenue (thousands)

EMEA Asia Pacific Americas

CLUSTERED COLUMN CHART

La
L
=]

Clustered Column Chart

73]
=]
(=]

A clustered column chart can be used if
you need to compare multiple

Revenue (thousands)
2
Ln
o

categories of data within individual =
sub-items as well as between sub- 150
items. For instance, you can use a ihb
clustered column chart to compare

revenue for each year within each 50
region, as well as between regions. G

EMEA Acsia Pacific Americas

H2002 H2003 N2004 H2005
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STACKED COLUMN CHART

A stacked column chart allows you to
compare items in a specific range of
values as well as show the relationship
of the individual sub-items with the
whole. For instance, a stacked column
chart can show not only the overall
revenue for each year, but also the
proportion of the total revenue made
up by each region.

PIE CHART

Another frequently used chart is the
old pie chart. A pie chart represents
the distribution or proportion of each
data item over a total value
(represented by the overall pie). A pie
chart is most effective when plotting
no more than three categories of data.

BAR CHART

Bar charts are typically used to
compare several categories of data.
Bar charts are ideal for visualizing the
distribution or proportion of data items
when there are more than three
categories. For instance, a bar chart
could be used to compare the overall
revenue distribution for a given set of
products.

__ 700 A
0 Stacked Column Chart
£ 500 -
w
=
-E 500 -
g
£ 400
]
&
= 300
200 4
100 4
0 T T T d
2002 2003 2004 2005
M EMEA M Asia Pacific ™ Americas
Pie Chart
B EMEA W Asia Pacific W Americas
Bar Chart
Product D 29%
5% 10% 15% 20% 25% 30% 35%
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AREA CHART

Area charts are ideal for clearly
illustrating the magnitude of change
between two or more data points. For
example, you can give your audience a
visual feel for the degree of variance
between the high and low price for
each month.

COMBINATION CHART

A combination chart is a visualization
that combines two or more chart types
into a single chart. Combination charts
are an ideal choice when you want to
compare two categories of each
individual sub-item. They are
commonly used to create visualizations
that show the difference between
targets versus actual results.

XY SCATTER PLOT CHART

Scatter charts in Excel (also known as
XY scatter plot charts) are excellent for
showing correlations between two sets
of values. For example, an XY scatter
plot can be used to illustrate the
correlation between employee
performance and competency,
demonstrating that employee
performance rises as competency
improves. The x and y axes work
together to represent data plots on the

Area Chart
530
525
520
515
510
35
s0
2 2 E 4 g &6 7 2 10 i1 12
Months
N High M Low
— Combination Chart

200 A

150

100 4

50 1

g
Jan Feb Mar Apr May Jun  Jul  Aug

Sep Oct MNov Dec

e Target 145 105 105 100 145 109 130 140 150 193 185 171
—fctual 182 193 185 179 198 195 174 165 185 149 169 180
XY Scatter Plot Chart

g
*
¢“¢.
*a
- g o o8P
: . .
e .
H a ® + ::
2
E *e %
*
g, - *
o T T T 1
4] I 2 3 4 5

Competency Scores
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chart based on the intersection of x
values and y values.

BUBBLE CHART Bubble Chart

i

A bubble chart is a variation of an XY
scatter plot. Just like the XY scatter
plot, bubble charts show the
correlation between two sets of data.
The difference is the addition of a third
dimension that is represented by the
size of each bubble in the chart. This

b L +a

Performance Scores

e

[=]

05 1 15 . 25
Competency Scores

=]

third dimension is typically used to
show the relative impact of a

quantitative data item. For instance, in
addition to showing employee
performance versus competency, you
can have the size of each bubble
represent years of service, allowing
your audience to quickly get a sense of
how years of service may affect the
relationship between competency and
performance.

10
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CONDITIONAL FORMATTING - BAsICS

BASIC CONDITIONAL FORMATTING

1. Place your cursor in the cell or highlight a range of cells you wish [ c

to assign a Conditional Format Conditional Formatas| Currency [0] | Percent
Formatting~ Table -

Styles

Top 10 ltems...
E Jop

» % Top 10 %...

2. Click on the Home tab, click on the Conditional Formatting Highiight Cells Rules » |

button, and select from a range of conditions gzl e
Top/Bottom

3. Inthe resulting window select a value and basic cell format to be
applied.

3 Bottom 10 ltems...
Example: Top 10% values in the column will be filled green.

3 Bottom 10 %...
4. Click on OK

NOTE — Remove Conditional Formats by using the Clear Formats feature in the Conditional Formatting
button.

MULTIPLE CONDITIONAL FORMATTING RULES ;gi:f;i
1. Place your cursor in the cell or highlight a range of cells you wish to assign a
Conditional Format 888271
984319
2. Click on the Home tab, click on the Conditional Formatting button and assign a 245057
Conditional Format 700062
200771
3. Place a second and third Conditional Format for the same cell or range of cells 1::;::‘:
you set the initial format on 624972
209771
4. You have now assigned multiple Conditional Format rules on the same cell or 699444
range of cells. 454977
MANAGING/EDITING RULES
1. Click on the Home tab, click on L s b
the Conditional Formatting ot Dk sk e
button, and choose Manage ETop FJ!| |10 | % of the selected range faor |allvalues
Rules
The Conditional Formatting Preview: AaBbCcYyZz
Rules Manager window will s
appear. [ ok ]| cance |

2. Inthe Show formatting rules for dropdown list, choose the sheet which maintains the conditional
formatting rules you wish to edit

3. Select the rule you wish to edit and click on the Edit Rule... button

4. Change the rule’s conditions and or change the formatting

11
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CoNDITIONAL FORMATTING — IF CONDITIONS

1. Highlight a range of rows you’ll be comparing the conditions of two separate column values. Do not
select the header row.

2. Click on the Home tab, click on the Conditional Formatting button and choose New Rule
3. Under Select a Rule Type:, select Use a formula to determine which cells to format

4. Inthe Format Values where this formula is true: field, create a formula that compares values in two
separate cells

Example: =AND(SD2="Yes", SE2 = 0,5C2="Active")
5. Click on the Format button and set a basic desired format

6. Click on OK and OK again

Edit Formatting Rule ? X

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Farmat only top or bottom ranked values

= Farmat only values that are above or below average

= Farmat only unique or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Foermat values where this formula is true: -
=AND($C2="Yes" §D2=0%B2="Active") + L
Preview: AaBbhCcYyZz Format... |
ARl T T T T T T '3

12
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BuiLo MACRO

If you have tasks in Microsoft Excel that you do repeatedly, you can record a macro to automate those tasks. A
macro is an action or a set of actions that you can automate and run as many times as you want.

ENABLE THE DEVELOPER TAB
1. Click on the File tab and click Options

2. Click the Customize Ribbon category

3. Under Customize the Ribbon, in the Main Tabs list, place a check mark on Developer, and click OK

RECORD MACRO ;

CES
1. Click on the Developer tab and click Record Macro [ Use Relative References

Wisual Macros )
Basic _ﬂMacru Security

2. Enter a name for the macro Code

Note: Your macro name cannot contain spaces.

3. Enter ashortcut key in the Shortcut key and a description in for the macro

4. Click OK to start recording

Note: Choosing Personal Macro Workbook in the Store macro in: feature will make this macro available in

all your workbooks.
(d Stop Recarding

@ Use Relative References

5. Perform the actions you want to automate, such as auto fitting
columns, removing columns and formatting row 1

“Wisual Macros

6. On the Developer tab, click Stop Recording Bagic I\ Macra Security
Code
Macro ? x
RUN MACRO Macro name:
1. Click on the Developer Tab SRR =
i '_ Step Into
2. Click on the Macros button [ ga
3. Inthe Macro window, choose the macro you wish to run : S
Delete
4. Click on Run .| | eetions... |
Maeros in: -N.I cpen V;f.ot.l.t.blél;k; E
Description

i Cancel ]

13
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Macros are actually the result of a set of commands and statements in a computer language known as VB, or
Visual Basic. This language is powerful because it’s the language in which you can customize operations and
features in Microsoft Office. Knowing how to inject VB in the VB editor allows you grab all kinds of macros
which have been built by users around the world.

Note: You must save your excel file as an Excel Macro-Enabled Workbook in order to save an excel file
which maintains macros you’ve create.

FIND MACRO CODE ON THE WEB

1. Use a search engine and search the web for “Excel VB Macro Refresh Pivot Table” or some close
variation

2. Copy the VB script/code for the stated macro (Sub through End Sub)

CREATE NEW VB GENERATED MACRO
1. Click on the Developer tab and click the Macros button

1. Enter a temporary name for the new macro you will create Dl' 1
-

Example: MacroA Macraos

Note: Your macro name will be replaced with the name of the VB function you have copied.

2. Click on the Create button
The Visual Basic for Applications window will display.
In the Module window you will see a small piece of code that looks like this:
Sub MacroA()
End Sub

3. Inthe Module window highlight the current VB code
(Sub through End Sub)

4. Press Delete and paste the code you copied from the web
5. Close the Visual Basic for Applications window

6. Click on the Macros button and run your new macro

Note: Users initial attempt to open this file will need to enable active content and are prompted with a
security waring that the file maintains active content.

14
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PROTECT SHEET

After developing a well built and very functional spreadsheet, you may suffer the fact that other users of this
file are breaking it. They may inadvertently delete a formula or change data which should not be changed or
even touched. Protecting your sheet will keep this from happening.

UNLOCK USER ENABLED CELLS
1. Select the cells you wish the user to be able to use or edit

Note: Holding the control key will allow you to highlight multiple ranges at a single time.

2. Click on the Home Tab and click on the Format button
3. Choose Format Cells
4. Click on the Protection Tab

5. Remove the checkmark on Locked

6. Click on OK
The selected cells will remain usable for users once the sheet is protected. All other cells will remain
locked and become protected.
PROTECT SHEET

1. Click on the Review Tab

2. Click on the Protect Sheet button

Note: You can protect all sheets in a workbook with the Protect Workbook feature.

3. Select the features in the list you wish user to be able to do within the sheet
4. Enter a password
5. Clickon OK

6. Confirm the password and click on OK

Note: There is NO password retrieval feature whatsoever for this password feature.

UNPROTECT SHEET
1. Click on the Review Tab

2. Click on the Unprotect Sheet button

3. Enter the password and click on OK

15
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SUPPORT FOR MICROSOFT EXCEL

You may contact the following office for assistance with Microsoft Excel:

Training — Training Specialists

techtraining@sbcusd.com

(909) 386-2550 from 8:00 AM to 4:30 PM
OR

Check out the Microsoft Excel Self Help Video Library

16
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