Excel Intermediate

Custom Sorting and Subtotaling

Excel allows us to sort data whether it is alphabetic or numeric. Simply clicking within a column
or row of data will begin the process.

e C(Click in the name column of our Range of Data. (Do not highlight the column)
e Click on the Data Tab in the Ribbon

ﬁl Sort

e C(Clickon A—-Zinthe sort and filter group to see the donor names alphabetically sorted A - Z
e C(ClickonZ—Ainthe sort and filter group to see the donor names alphabetically sorted Z - A.

A column containing numbers will be sorted smallest to largest and largest to smallest when
choosing A—Z and Z — A, respectively.

Custom Sorting by Level
Custom Sorting allows you to select multiple criteria to sort your data.

e C(Click anywhere inside your range of data
e Click on the Data Tab
Home Insert Page Layout Formulas @ Review View

Click on the Sort Box. This brings up the Sort dialog box allowing you to sort your data by level.
Clicking on the downward arrow in the “Sort by” field will bring up the criteria to choose from.

e Choose Region as your first sort level.

e C(Click on Add Level at the top left of the dialog box and select State.
e Click on Add Level again and select Library.

e C(Click on add Level once more and select Giving Total.

e Click on ok.
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Your resulting spreadsheet should look like this:

A B D F =
3 [Name Library State Region Giving Total Contact Preference
4 Streep, Meryl Boston Public Library MA East $ 1,119 email
5 Trump, Donald New Jersey Public Library  NJ East 3 1,444 email
6 Fallon, Jimmy Brooklyn Public Library NY East 3 1,456 email
7 Clinton, Hillary New York Public Library NY East 3 351 email
8 Pitt, Brad New York Public Library NY East 3 1,614 phone
9 Patterson, James New Yark Public Library NY East % 1,863 email
10 Williams, Brian New Yaork Public Library NY East 3 3,536 email
11 Jordan, Michael Chicago Public Library IL Midwest  $ 517 phone
12 Winfrey, Oprah Chicago Public Library IL Midwest $ 558 phone
13 Obama, Barack Chicago Public Library IL Midwest § 1,504 phone

The data should be sorted first alphabetically by Region. Within each region it should be sorted
alphabetically by State. Within each state it should be sorted alphabetically by Library and
within each Library, The Giving Totals should be listed smallest to largest.

Subtotaling
After sorting your data you may want to add subtotals. This option is available within the Data
Tab as well.

e Select any cell inside your range of data

e C(Click on subtotal in the Outline Group (way over to the right), to bring up the Subtotal dialog
box. Clicking on the downward arrows next to each field, select:

e At eachchangein: Region

e Use the function: Sum

e Add subtotal to: Giving Total

e Check the box that says Summary below data
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Subtotal

At each change in:

Region IZ|

Use function:

e Click on ok o =]
| Add subtotal to:
[ Name N
. . . Il |[C]Library
The resulting spreadsheet should look like this: i %gt:gin
| Covi
A | 8 | ¢ D 2 T | & .
Streep, Meryl Boston Public Library MA East $ 1,119 email |
Trump, Donald New Jersey Public Library ~ NJ East 3 1,444 email [T Replace current subtotals
Fallon, Jimmy Brooklyn Public Library NY East $ 1,456 email || [F] Page break between groups
Clinton, Hillary New York Public Library NY East $ 351 email 3 || [¥] summary below data
Pitt, Brad New York Public Library NY East % 1,614 phone |
Patterson, James [New York Public Library INY East $ 1,863 email I [ Remove Al ] [ oK ] [ Cancel
Williams, Brian New York Public Library NY East $ 3,536 email EEE————— =
East Total $ 11,383
Jordan, Michael Chicago Public Library IL Midwest  $ 517 phone
Winfrey, Oprah Chicago Public Library IL Midwest  $ 556 phone
Obama, Barack Chicago Public Library IL Midwest % 1,504 phone
Ditka, Mike Chicago Public Library IL Midwest $ 1,873 email
Murray, Bill Chicago Public Library IL Midwest  $ 2,640 email
Potter, Harry Palatine Public Library IL Midwest % 1,376 owl
Simpson, Homer Springfield Public Library IL Midwest  § 440 email
Clooney, George Lexingten Public Library KY Midwest  $ 1,200 phone

We can add more subtotals by simply clicking on the Subtotal icon again, and changing region
to state for instance. Just make sure the box next to: “Replace current subtotals” is not

checked.



Creating a Table

Tables are a great way to organize your data and make it easier to sort and filter information.

Select any cell within your data set, select the Insert Ribbon, then click on” Table.”
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A3 - J< | Name
| A | B c D E F

1 Library Donors

2

3 |Name |Library State Region Giving Total Contact Preference

4 Simpson, Homer Springfield Public Library IL Midwest § 440 email

5 Patterson, James New York Public Library NY East 3 1,863 email

6 Stone, Emma Los Angeles Public Library CA West $ 1,552 phone

7 Cooper, Bradley Las Vegas Public Library NV Southwest $ 854 phone

8 Spielberg, Steven Los Angeles Public Library CA West 3 3,597 emalil

9 Trump, Donald New Jersey Public Library  NJ East $ 1,444 email

10 'Winfrey, Oprah Chicago Public Library IL Midwest § 556 phone

11 Lawrence, Jennifer Phoenix Public Library AZ Southwest $ 2,490 email

12 Jordan, Michael Chicago Public Library IL Midwest § 517 phone

13 |Streep, Meryl Boston Public Library MA East $ 1,119 email

14 Pitt, Brad New York Public Library NY East $ 1,614 phone

A B C = =

3 'Name Library State Regil Excel will highlight the data it will be
4 ESimpson, Homer Springfield Public Library IL Midw including in the table. If Excel has not
5 iPatterson, James New York Public I_.|bra_ry NY East highlighted the correct data, you can
6 :Stone, Emma Los Angeles Public Library CA Wes If by clicki dd .
7 iCooper, Bradley A )% B sout 40 so yourself by clicking and dragging
g ESpiEIberg' Steven Where is the data For your table? — CA Wes over the correct data.

9 iTrump, Donald - NJ East

10 ;Winfrey, Oprah_ [ My tabls has headers IL Midw |f you have headers make sure the
11 :Lawrence, Jennifer AZ Sout| , le has Headers” box i

12 {Jordan, Michael Co J[ o= ]| IL Mig MV Table has Headers” box is

13 iStreep, Meryl e ey MA East| Checked.

14 !Pitt, Brad New York Public Library NY East - re——prrrerT \
15 iPerry, Katy San Diego Public Library CA West $ 100 email E
16 :Obama, Barack Chicago Public Library IL Midwest  $ 1,504 phone E
17 :McGraw, Tim Nashville Public Library TN South $ 448 phone E
18 iJohn, Elton San Francisco Public Library CA West $ 584 email '

You now have a new Ribbon titled “Table Tools - Design.” This Ribbon allows you to change the
color coding of your table. By selecting “Banded Rows” the table will color every other row a




different color for easier viewing. You can also select “Banded Columns” to do the same to
your columns.

EE9-~-aA&= | | Excel 2010 Class 2 - Consolidated Sample Spreadsheets - Microsoft Excel
Home Insert Page Layout Formulas Data Review | Design |
Table Name: i8] summarize with PivotTable % = Properties Header Row [ First Calumn S
Tablel B Remove Duplicates - Open in B [ Total Row [ tast Column | | [=[=[=1=]=
':I> Resize Table .;D Convert to Range Exp'ort REf:ESh €3 Unlin Banded Rows |:| Banded Columns SEEEE
Properties Tools External Table Data Table Style Options Table Styles
| A3 - fr| Name
\ A | B C D E F
1 Library Donors
2
3 = P - bra - ate = Regio - g Total 0 = . -
4 Simpson, Homer ingfield Public Library IL Midwest  $ 440 email
5 Patterson, James New Yor lic Library NY East $ 1,863 email
6 Stone, Emma Los Angeles Publitibran:  CA Waet L 1 589 nhona
7 Cooper, Bradley Las Vegas Public Lil Yoy will now see some drop-down arrows at the
8 Spielberg, Steven Los Angeles Public .
9 Trump, Donald New Jersey Public | end of each of your column headings. Select
10 Winfrey, Oprah Chicago Public Librg the drop down arrow next to the “Name”
11 Lawrence, Jennifer Phoenix Public Libra Heading. You will see the options for sorting
12 Jordan, Michael Chicago Public Libra
13 Streep, Meryl Boston Public Librar  tN€ column. You can choose to sort from A-Z or
14 Pitt, Brad New York Public Lig from Z-A.
15 Perry, Kaly CHR VVEST T TOU  ETTTam
16 Obama, Barack IL Midwest $ 1,504 phone
| A3 -
| B C D E

g State g Region pg Giving Total pg Contact

f% Springfield Public Library IL Midwest 3 440 email
& ooy ot ’ New York Public Library NY East $ 1,863 email
- Los Angeles Public Library  CA West 3 1,552 phone

Las Vegas Public Library NV Southwest $ 654 phone

Text Filters , Los Angeles Public Library CA West 3 3,597 emalil

5| New Jersey Public Library ~ NJ East 3 1,444 email

2 (Select Al ~ Chicago Public Library IL Midwest 3 556 phone
E;nr:gﬁl}‘;y Phoenix Public Library AZ Southwest $ 2,490 email

| Cloaney, Gearge — |Chicago Public Library IL Midwest  $ 517 phone
e Boston Public Library MA East $ 1,119 email
E;T:n',h;iiknfmy New York Public Library NY East 3 1,614 phone

] Gaga, Lady San Diego Public Library CA West 3 100 email

i Gates, B v Chicago Public Library IL Midwest  $ 1,504 phone

[ oc ] [ cne | Nashville Public Library TN South $ 448 phone

San Francisco Public Library CA West 3 584 email

19 Spielberg, Steven Los Angeles Public Library  CA West 3 3,597 emalil
20 Ditka, Mike Chicago Public Library IL Midwest  $ 1,873 email



O oo ~No0;bk Ww N =

A B © D E
Library Donors

g State pgRegion pg Giving Total pggContact

Carell, Steve — ancisco Public Library CA West $ 538 phone
Clinton, Hillary New York ic Library NY East 3 351 email
Clooney, George Lexington Public Libr; ] ] dwest $ 1,200 phone
Cooper, Bradley Las Vegas Public Lib You will notice a uthwest $ 654 phone
Degeneres, Ellen Los Angeles Public L| little arrow est $ 2,037 phone
Ditka, Mike Chicago Public Libra( indicating that dwest S 1,873 email
Fallon, Jimmy Brooklyn Public Libra this column has st $ 1,456 email
Gaga, Lady Los Angeles Public I pheen sorted. est $ 1,101 phone
Gates, Bill Seattle Public Library rthwest $ 1,488 email
Gosling, Ryan Los Angeles Public Library  CA West 3 1,176 email
John, Elton San Francisco Public Library CA West $ 584 email
Jordan, Michael Chicago Public Library IL Midwest 3 517 phone
Keith, Toby Houston Public Library TX Southwest $ 346 email
King, Stephen Augusta Public Library ME Northeast $ 291 email

In addition to sorting, you can use Excel 2010 to filter out data from your table in order to leave
just the data you need. For instance, in this example, you can filter out all library donors except
those who donated to the Chicago Public Library:

O~k wN =

A B cC D E

Library Donors

g ’tate pjRegion B Giving Total g Contact

Simpson, Homer 2] sotatoz L Midwest 440 email
Patterson, James il sotzton NY East $ 1,863 email
Stone, Emma Sort by Color " ICA West $ 1,552 phone
Coacper, Bradley NV Southwest $ 654 pheone
Spielberg, Steven = e = 2=25 emall
Trump, Donald Text Filters Start by clicking the drop-down email
Winfrey, Oprah 4 arrow in the “Library” column. phone
Lawrence, Jennifer Libraw u email
Jordan, Michael [] Augusta Pubiic Library Uncheck “(Select All)” to clear out phone
Streep, Meryl [ Boston Pubic Library all checkmarks. email
pltt, Brad Chicago Public Library 1 phone
Perry, Katy CLas Vegas Puble Library Check “Chicago Public Library” and | email
Obama‘ Barack []Lexington Public !.ibr_ar\y' click OK. phone
McGraw, Tim [Jtos Angeles Pubiic Library Y phone
John, Elton Cox ] [ | w7y VVEST 3 oz emalil
Spielberg, Steven CA West $ 3,597 emall
Ditka, Mike Chicago Public Library IL Midwest % 1,873 email



Only the donors for the Chicago Public Library remain — the others have been filtered out. You
will notice a filter icon now appears next to the drop-down arrow by the column heading.

A B C D E F
1 |Library Donors
2
3 i Siate [pgIRegion B Giving Total g Contact Preferencefs
10 Winfrey, Oprah Chicago Public Library ‘= Midwest  $ 556 phone
12 |Jordan, Michael Chicago Public Library IL Midwest  $ 517 phone
16 Obama, Barack Chicago Public Library IL Midwest $ 1,504 phone
20 Ditka, Mike Chicago Public Library IL Midwest  $ 1,873 email
27 Murray, Bill Chicago Public Library IL Midwest $ 2,640 email 4
37
38
39

You can clear afilter by selecting the column heading, then “Clear” from the Sort & Filter
section of the Data ribbon; or, you can click the column heading drop-down arrow and select
the option to clear the filter.
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10 Winfrey, Oprah 2l sotatez 1L Midwest % 556 phone
12 Jordan, Michael &l sortzton IL Midwest $ 517 phone
16 Obama, Barack Sort by Color "L Midwest % 1,504 phone
20 Ditka, Mike | & cearFirer From orary | L Midwest $ 1,873 emall
27 Murray, Bill Fliter by Colc L Midwest $ 2,640 email
3? Text Filters L4
38 | Al
39 ] (Select All) »
[[] Atlanta Public Library
40 [ Augusta Public Library
41 [] Boston Public Library
[ Brooklyn Public Library L4
42 Chicago Public Library
43 []Houston Public Library
[ Las Vegas Public Library
44 [] Lexington Public Library
45 [ Los Angeles Public Library K.
46 [ oK ] [ Cancel
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Conditional Formatting — Top/Bottom Rules

Excel 2010 offers conditional formatting options that highlight data that meet criteria that you
have set. For example, it might be helpful to have Excel highlight library donors that give more
than average.

Home Insert Page Layout Formulas Data Review View

I iz:;yv Arial 10 v AN A = %[;] v = Wrap Text Custom - ijgl H _’_;‘dl EIE- ?."\ 'ﬂﬁ__\ E::Itfsm
Pt rormatpainter| B £ U [ Q- A S ZZ[FEE Evegeacenter-| § - % o+ |G 03| |Condiional] Fomat  Cell | insert Delete Format |
Clipboard F] Font ] Alignment F] Number ] ] Cells
= . B _:'g Highlight Cells Rules » [
[l A B C D —E kﬁ] Top/Bottom Rules  » "ﬁ] o tems...
1 |Library Donors = S
L E Data Bars > :EEJ Top 10 %...
=l Name B Library B State g Region B Giving |
4 Simpson, Homer Springfield Public Library  IL Midwest | $ 2] coorsces > [Hg) Bottom 10ttems..
~ 5 Patterson, James New York Public Library NY East $ ﬂ on set » |5l sottom 10%
B Stone, Emma Los Angeles Public Library CA West $ = e -
_ 7 |Cooper, Bradley Las Vegas Public Library NV Southwest| $ Bl NewRule.. FE ppove Average..
~ 8 Spielberg, Steven Los Angeles Public Library CA West $ | Clear Rules » (5
9 Trump, Donald New Jersey Public Library  NJ East 3 [F] Manage Rules.. J_-_JLJ Below Ayerage..
10 Winfrey, Oprah Chicago Public Library IL Midwest | $ 556 |phone
11 Lawrence, Jennifer Phoenix Public Library AZ Southwest] $ 2,490 |email e
12 |Jordan, Michael Chicago Public Library IL Midwest | $ 517 |phone
13 Streep, Meryl Boston Public Library MA East $ 1,119 |email
14 Pitt, Brad New York Public Library NY East $ 1,614 |phone

Start by highlighting the column to which you wish to apply conditional formatting. Then, on
the Home ribbon, select “Conditional Formatting,” “Top/Bottom Rules,” and finally, “Above
Average.”

| A A B C D E
1 |Library Donors
2
3 B Region B Giving Total g
_ 4 |Simpson, Homer Springfield Public Library IL Midwest | $ 440 |email
~ 5 |Patterson, James New York Public Libra NY East $ 1,863 |email
~ 6 Stone, Emma Above Average ?]X] West $ 1,552 |phone
_ 7 |Cooper, Bradley | rormat cells that are ABOVE AVERAGE: Southwest| $ 654 |phone
ispie"‘)erg‘ Steve for the selected range with | Green Fill with Dark Green Text West $ 3’597 email
9 |Trump, Donald gt Red Fil with DarkRed Tt East $ 1,444 |email
10 Winfrey, Oprah O Midwest [$ 556 [phone
11 |Lawrence, JennifeT PTIOENTX RLoh-RedFl Southwest| $ 2,490 |email
12 | Jordan, Michael Chicago RedBorcer Midwest | $ 517 |phone
13 |Streep, Meryl Boston Public Library WA East $ 1,119 [email
14 |Pitt, Brad New York Public Library NY East $ 1,614 |phone

You will then be prompted choose how Excel will highlight the cells that meet the “above
average” criterion. In this case, a green fill with dark green text marks the big library donors.
Note that that these changes can be easily undone using the “Clear Rules” option on the
“Conditional Formatting” menu.



Conditional Formatting — Data Bars

Excel 2010 allows you to display graphical representations of numerical data. Adding colored
data bars in this example makes it easy to see who is donating the most and least. Select the
column you wish to format, select “Conditional Formatting,” then “Data Bars,” and finally the
style and color of fill you want to use on your data bars.
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= - B 7—"5 Highlight Cells Rules »
A B C D E _"ﬁﬁ Top/Bottom Rules 3 G
1 Library Donors
2 EJ Data Bars N Gradient Fill
3 B Library = ﬁ $$ ﬁ
4 Simpson, Homer Springfield Public Library  IL Midwest [$ Color Scales ' H E E
5 |Patterson, James New York Public Library NY East $ _E_I S ) sm-m o -
6 Stone, Emma Los Angeles Public Library CA West $ =4 e [
7 |Cooper, Bradley Las Vegas Public Library NV Southwest [$ [ NewRule.. ﬁ % ﬁ
8 Spielberg, Steven Los Angeles Public Library CA West $ ::/f Clear Rules g ﬁ ﬁ ﬁ
S Trump, Donald New Jersey Public Library  NJ East $ 15| Manage Rules..
10 Winfrey, Oprah Chicago Public Library IL Midwest |$ 556 phone More Rules...
11 Lawrence, Jennifer Phoenix Public Library AZ Southwest [§ 2490 email
12 Jordan, Michael Chicago Public Library IL Midwest |'$ 517 phone
13 | Streep, Meryl Boston Public Library MA East $ 1,119 email
14 Pitt, Brad New York Public Library NY East % 1,614 phone
15 |Perry, Katy San Diego Public Library CA West $ 100 email
16 Obama, Barack Chicago Public Library IL Midwest [$ 1,504 phone
17 McGraw, Tim Nashville Public Library TN South $ 448 phone
18 |John, Elton San Francisco Public Library CA West 3 584 email
19 Spielberg, Steven Los Angeles Public Library CA West $ 3,597 | email
20 Ditka, Mike Chicago Public Library IL Midwest [ $ 1,873 email
21 Schwarzenegger, Armnold Sacramento Public Library CA West $ 8695 phone
22 Gosling, Ryan Los Angeles Public Library CA West $ 1,176 email
23 Keith, Toby Houston Public Library TX Southwest | $ 346 email
24 Williams, Brian New York Public Library NY East 3 3,536 email
25 Gaga, Lady Los Angeles Public Library CA West $ 1,101 phone
26 Potter, Harry Palatine Public Library IL Midwest | $ 1,376 owl
27 |Murray, Bill Chicago Public Library IL Midwest [$ 2,640 email
28 Fallon, Jimmy Brooklyn Public Library NY East $ 1,456 email
29 Degeneres, Ellen Los Angeles Public Library CA West $ 2,037 phone
30 Carell, Steve San Francisco Public Library CA West $ 538 phone
31 King, Stephen Augusta Public Library ME Northeast ' $ 291 email
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Conditional Formatting - Highlight Cells Rules

Another helpful feature of Conditional Formatting is the option to search for duplicate values.
If you wanted to search through the list of donors to make sure you haven’t accidentally listed
somebody twice, you can select the “Name” column, then “Conditional Formatting,” “Highlight

Cell Rules,” and finally

“Duplicate Values.”

(x| el 9 - |= T ﬂ'ﬁ e Tools |%d\ate—8ample Spreadsheets - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Design
_‘i %CUt Calibri 1l v A= E[; par =1 Wrap Text General - iji‘ ﬁ Mormal Bad Good
Clipboard Font Alignment Number _—|J - J L
A3 - & | Name =) Highlight Cells Rules * ——;ﬂ Greater Than... I
B D E l—ﬁJ (] ottom Rules » JJ £55 an... 7|_
3| g State  pgRegion g Giving g T =g =
~ 4 |Simpson, Homer Springfield Public Library IL Midwest 3 EJ Data Bars » Between..
_ 5 |Patterson, James New York Public Library NY East 3
~ 6 |Stone, Emma Los Angeles Public Library CA West 3 EJ Color Scales » jﬂJ Equal To...
7 |Cooper, Bradley Las Vegas Public Library NV Southwest $ '_ J
~ 8 |Spielberg, Steven Los Angeles Public Library CA West % | _,ﬂ lcon Sets » | Egp) Text that Contains...
~ 9 [Trump, Donald New Jersey Public Library  NJ East % | newrute.. = )
10 |Winfrey, Oprah Chicago Public Library IL Midwest  $ B Ciear Rules , b avacocuring..
11 |Lawrence, Jennifer Phoenix Public Library AZ Southwest $ [[# manage Rules.. % Dunicate Values
12 |Jordan, Michael Chicago Public Library IL Midwest % 517 phone il
13 |Streep, Meryl Boston Public Library MA East 3 1,119 email More Rules...
14 |Pitt, Brad New York Public Library NY East 3 1,614 phone
You can then select how you want Excel to mark the duplicates.
A B C D E
1 |Library Donors
2
3
4 |Simpson, Homer Springfield Public Library IL Midwest $ 440 emalill
5 |Patterson, James New York Public Library NY East $ 1,863 email
6 |Stone, Emma $ 1,652 phone
7 |Cooper, Bradley —|west $ 654 phone
8 |Spielberg, Steven $ 3,597 email
9 (Trump, Donald $ 1,444 email
10 |Winfrey, Oprah o [ o= ] bst $ 556 phone
11 |Lawrence, Jennifer Ph . west $ 2,480 emalil
12 |Jordan, Michael Chicago Public Library IL Midwest $ 517 phone
13 |Streep, Meryl Boston Public Library MA East $ 1,119 emalill
14 |Pitt, Brad New York Public Library NY East $ 1,614 phone
15 |Perry, Katy San Diege Public Library CA West $ 100 emalil
16 |Obama, Barack Chicago Public Library IL Midwest % 1,504 phone
17 |McGraw, Tim Nashville Public Library TN South $ 448 phone
18 |John, Elton San Francisco Public Library CA West $ 584 email
19 |Spielberg, Steven Los Angeles Public Library CA West $ 3,597 email
20 |Ditka, Mike Chicago Public Library IL Midwest % 1,873 emalil




You can manually remove duplicates or use Excel’s automated feature for removing duplicates.
To use Excel’s automated Remove Duplicates feature, make sure your table is selected, then
click the “Design” contextual ribbon, “Remove Duplicates,” and “Unselect All.” Selecting
“Unselect All” is important so that Excel does not remove duplicates from any column other
than the one you select — in this case, the “Name” column. Click OK.

EH2-=-R&Is | | Excel Intermediate - Sample Spreadsheets - Microsoft Excel
Home Insert Page Layout Farmulas Data Review View Design
Table Mame: ble % ;) [EEf Properties Header Row |:| First Column | (o= ===| p——— ==
Table2 - Open in Browse DTotaIRow DLaitColumn EECEE ::::: —————| ==
‘T Resize Table F_xpvor‘t Refiesh £5 Unlin Banded Rows [] Banded Columns SR E —==——|E===2 =
Properties External Table Data Table Style Options Table Styles
A4 - Jx | Simpson, Homer
\ A | B ¢ T o 1] E | F

1 Library Donors

2

3 B Library B State g Region BJ Giving Total g Contact Preferences
" 4 [Simpson, Homer Springfield Public Library  IL Midwest  $ 440 email

5 |Patterson, James New Y ic i 1,863 email

6 |Stone, Emma (N1-Y.-\| Remove Duplicate 23 552 phone

7 Cooper, Bradley Las Vd To delete duplicate values, select one or more columns that contain duplicates. 654 phone

8 |Spielberg, Steven Los Ar [Esdecat | [Emcean My data has headers 3,997 email

9 |Trump, Donald New J¢ 1,444 emalil

10 |Winfrey, Oprah Chica : ~/| 556 phone

11 |Lawrence, Jennifer Phoen} 4 Name ] 2,490 email

12 |Jordan, Michael Chicag E e 517 phone

13 |Streep, Meryl Bostor] O region 1,119 email

14 |Pitt, Brad New Y{ O Giving Total v 1,614 phone

15 |Perry, Katy San Dj| e reference “1 100 email

16 |Obama, Barack Chicai oK Cancel 1,504 phone

17 |McGraw, Tim Nashvgi‘l!'PMy TN SO ;) 448 phone

18 |John, Elton San Francisco Public Library CA West $ 584 email

19 |Spielberg, Steven Los Angeles Public Library CA West $ 3,597 email

20 |Ditka, Mike Chicago Public Library IL Midwest $ 1,873 email

21 |Schwarzenegger, Arnold Sacramento Public Library CA West $ 695 phone

The duplicate donor has been removed.

B Library g State I Region P Giving Total g Contact Preferencefs
4 |Simpson, Homer Springfield Public Library  IL Midwest 3 440 email
5 |Patterson, James New York Public Library NY East 3 1,863 email
6 |Stone, Emma Los Angeles Public Library CA West $ 1,552 phone
7 |Cooper, Bradley Las Vegas Public Library NV Southwest $ 654 phone
8 |Spielberg, Steven Los Angeles Public Library CA West $ 3,597 emalil
9 |Trump, Donald New Jersey Public Library  NJ East $ 1,444 email
10 [Winfrey, Oprah (@ [{er=Te ol picrosoft Excel X 556 phone
11 |Lawrence, Jennifer Phoenix . . 2,490 email
12 ‘jc)rdar],I Michael Chicago J‘) 1 duplicate values Found and remaoved; 32 unique values remain. 517 phone
13 |Streep, Meryl Boston A 1,119 email
14 |Pitt, Brad New Yol - 1,614 phone
15 |Perry, Katy San Diego Public Library CA West $ 100 email
16 |Obama, Barack Chicago Public Library IL Midwest $ 1,504 phone
17 [McGraw, Tim Nashville Public Library TN South $ 448 phone
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Adding a Total Row

You can easily add a Total row to your table by checking the “Total Row” option on the Table
Tools-Design contextual ribbon.

\Z’I RS -3 @ = ‘ | Excel 2010 Class 2 - Consolidated Sample Spreadsheets - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Design

Table Name: [i3] Summarize with PivotTable ‘3 = - iy irst Column

Tablel [ Remove Duplicates ast Column

. - Export Refresh

T Resize Table ] Convert to Range - - ™ Banded Columns

Properties Tools External Table Data Table Style Options Table Styles
E37 - F
Name | Library ~|State |-|Region |[-|Giving Total |-|Contact Preference |~

30 Carell, Steve San Francisco Public Library CA West $ 538 phone

31 King, Stephen Augusta Public Library ME Northeast $ 291 email

32 Tatum, Channing Atlanta Public Library GA South $ 420 phone

33 Clooney, George Lexington Public Library KY Midwest  $ 1,200 phone

34 Gates, Bill Seattle Public Library WA Northwest $ 1,488 email

35 Clinton, Hillary New York Public Library NY East $ 351 email

36 VWoods, liger Miami Public Library FL South > 86 email \
37 | Total | I 33
38 [\one

39 Count

40 Count Numbers

41 M

42 Min

Sum

\_ J

Once the Total row is in place, click in the cell where you want a total to appear and a drop-
down arrow will appear. Select whether you want Excel to calculate a sum, an average,
minimum, maximum, etc.

30 Ellen Degeneres Los Angeles Public Library  CA West a3 2U3r 26 phone
31 Steve Carell San Francisco Public Library CA Woest 25 535.60 phone
32 Stephen King Augusta Public Library ME Mortheast 15 291.84 email
33 Stephenie Meyer Forks Public Library WA Morthwest 4% 420.00 phone
34 George Clooney San Francisco Public Library CA West 35 1,200.80 phone
35 |Bill Gates Medina Public Library WA Morthwest 2% 1.488.80 email
36 Hillary Clinton Mew York Public Library NY East 15 351.00 email
37 Tim Burton San Francisco Public Library CA Woest 5% 613.20 phone
38 Tiger Woods Sacramento Public Library  FL South 35 86.50 email
39 |Total $ 1,181.94
410

Average
11 Count
42 Count Mumbers

Mla
43 flin

Sum
a4 SkdDe
45 War
a5 More Functions. ..
47

If Excel assigns a total to a column that doesn’t require a total, click the cell with the total and
select “None” from the drop-down menu. This will delete the unnecessary total.
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Pivot Tables

Once you have created a table in Excel 2010, it is easy to convert your table to a Pivot Table.
The “Pivot Tables” feature is a flexible tool that allows you to easily analyze your data in
different ways.

To convert your table to a Pivot Table, select the Insert ribbon, then click the “Pivot Table”
button.

EEH9-~-3 &+ ‘ | Excel 2010 Class 2 - Consolidated Sample Spreadsheets - Micro

Home Page Layout Formulas Data Review View Design
T HE P2 o el v e F Q

PivotTable Fable Picture Clip Shapes SmartArt Screenshot | Column  Line Pie Bar Area Scatter Other Line Column Win/Loss Slicer | Hyperlink Text
Art %7 v v v v 7 %7 v  Charts~ Box
Tables Nustrations Charts Fl Sparklines Filter Links
Insert PivotTable Mame
summarize data using a PivotTable, B C D E

PivotTables make it easy to arrange
and summarize complicated data
and drill down on details.

9 Press 1 for more help. g Library g State g Region pg Giving Total pg Contact P
4 Simpson, Homer Springfield Public Library IL Midwest $ 440 email
5 Patterson, James New York Public Library NY East 3 1,863 email
6 Stone, Emma Los Angeles Public Library CA West $ 1,552 phone
7 Cooper, Bradley Las Vegas Public Library NV Southwest $ 654 phone
8 Spielberg, Steven Los Angeles Public Library CA West 3 3,597 email
9 Trump, Donald New Jersey Public Library NJ East 3 1,444 email
10 Winfrey, Oprah Chicago Public Library IL Midwest $ 556 phone
11 Lawrence, Jennifer Phoenix Public Library AZ Southwest $ 2,490 email
12 Jordan, Michael Chicago Public Library IL Midwest 3 517 phone
13 Streep, Meryl Boston Public Library MA East 3 1,119 email

Make sure Excel has selected the correct data, choose “New Worksheet” or “Existing
Worksheet,” depending on where you want the new pivot table to go, then select OK.

| A | B C D E F
Library Donors

g State pgRegion pg Giving Total pg Contact Preferen

1
2
3
4
5 iF’atterson, James
6
7
8

:Simpson, Homer Midwest $ 440 email
East $ 1,863 email

EStone, Emma Chg)osethadatathatyouwanttoanalyze West $ 1,552 phone
‘Cooper, Bradley s el __| Southwest $ 654 phone
:Spielberg, Steven OUseibfji T::rdae West $ 3,597 email

9 iTrump, Donald East $ 1,444 email
10 ‘Winfrey, Oprah Midwest $ 556 phone
11 Lawrence, Jennifer | cheose where you want the PivatTable report to be placed Southwest $ 2,490 email
12 }Jordan, Michael S e Midwest ~ $ 517 phone
13 Streep, Meryl - =| East $ 1,119 email
14 iPitt, Brad o — East $ 1,614 phone
15 iPerry, Katy - West $ 100 email
16 |Obama, Barack Chicago Public Library IL Midwest § 1,504 phone
17 iMcGraw, Tim Nashville Public Library TN South $ 448 phone

12



You’re newly created Pivot Table should look something like this, with a list of fields taken from
the original table.

HEH9-~-Qe~ FivotTable Tools Excel 2010 Class 2 - Consolidated Sample Spreadsheets - Microsoft Excel o & R

Home Tnsert Page Layout Formulas Data Review  View Options | Design a@ o @ =

PivotTable Name: Active Field: % Group Selection | E = 5 = = = id summarize Values B %] #
J AN IR =T - J,;l' J,_%J i el !
PivotTablel & Ungroup zla] | =i S| v P | [ show Values As iz < =
—r Z] Sort | Insert | Refresh Change Data | Clear Select Move o PivotChart hatlf || Field | =/~ | Field
[ Options ~ €% Field Settings Slicer - > Source ~ < - PivotTable [ifl Fields, Ttems, & Sets - Tools - Analysis List |Buttons|Headers
PivatTable Active Field Group Sort & Filter Data Adtions Calculations Tools Show

v

D E F G H 1 J K L M N o F= | PivatTable Field List v %

Choose fields to add to refjprt:

ame
[tibrary

[Cstate

JRegion

[Giving Total
[Icontact Preference

4

g

5 Tobuilda report, choose fields
; from the PivotTable Field List

S
R
[l

Drag fields between areas below:
W Report Filter #A Column Labels

36 i Row Labels I Values

45 | [ pefer Layout Update Update
W 4> ¥| Sheet5 ~Sheetl . Shest? . Sheet3 . Sheets . %d 41 w I 0

Ready | |[E@m 0% = iy (F)

You can choose which data you would like your Pivot Table to focus on by checking the data
fields from the list. Excel will then try to guess if the field belongs as a filter, column label, row
label, or value. Or, if you prefer, you can drag the field name to the area of your choice.
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In this example, “Region” and “Giving Total” have been selected so that Excel will create a Pivot

Table showing how donations in the different regions compare.

A B D £ PivotTable Field List - x
1 g Conse ek o
2 e
3 [Row Labels .|Sum of Giving Total L
4 East 11383 lomvng Total
5 Midwest 10106 \|
6 Northeast 291
7 Northwest 1488
8 South 954
9 Southwest 3490
10 West 14977
11 Grand Total 42689
12 i
13
14 e e
15
16
17
18
19 4 Row Labels 3 Values
20 Region - Sum of Giving... =
21
22
22 U
24
4 ¢ » 9| SheetS Sheetl . Sheet? , Sheet3 . Sheetd . ¥d Tl pll [ pefertayoutpdte —
You can easily add fields to your Pivot Table by checking another field from the list. In this
example, the “State” field has been added by checking it in the list.
A B o] D E 5 PivotTable Field List v %
1 /
2 [Hame
3 |Row Labels |-|Sum of Giving Total I;::tr:
4 oEast 11383 :;“i,‘;“m,
5 MA 1119 \[Jcontsct Freference
6 NJ 1444
7 NY 8820
8 = Midwest 10106
9 IL 8906
10 KY 1200
11 = Northeast 291
12 ME 291
13 Northwest 1488

14



Changing Value Field Settings

If you would like the Pivot Table to show average donations instead of summing the donations,
you can click on “Sum of Giving Totals” under the “Value” area, then select” Value Field

Settings.”

1200
291
291

1488

1488
954

86
420
4438

3490

2490

You can then change the” Value” setting to “Average.”

1 =T/t

954
86
420
448
3490
2490
654
346
14977
14977
42689

h]

Value Field Settings

Source Mame:  Giving Total

Custom Mame: |Average of Giving Tatal

Surnmatize Values By | Show Yalues As

Summarize value field by

Choose the type of calculation thak you want ko use to summarize
data from the selected field

L o

PIX)

Murnber Format [o]'4

l ’ Cancel

l

Drag fields be
W Reportl

Mave to Repaort Filter

Move to Row Labels

Bemoye Field

N

i

F Move to Column Labels
T Move

X

%

HH Row L3
Region hd
State

Value Field Settings...

Sum of Giving... ™

Drag fields between areas below:
W Report Filter T Column Labels

i Row Labels T Values
Region - Sum of Giving... ™
State

* | O pefer Layout Update Update

Ml [

20

Before clicking OK, you may wish to change the “Number Format” to “Currency” so that
numeric values will appear as dollar amounts.
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After selecting “Number Format”, select “Currency” and make sure the “Decimal Places” are set
to 2. Click OK on both menus.

‘Giving Total

11383
1119
1444
8820

10106
8906
1200

291
291
1488
1488
954
86
420
448
3490
2490
654
346

14977

14977

42689

Format Cells

Mumber

[Ctibrary

[#]State

Region

[¥]Giving Total
[[Jcontact Preference

Category:
General

| Sooouphing

Date

Time
Percentage
Fraction
Scientific
Texk
Special
Cuskorm

Sample

Surn of G@iving Tatal

Decimal places: |2 3| I

Symbol: |$ >

Megative numbers:

(41,234,100
(41,234,100

Currency Formats are used For general monetary values, se Accounting Farmats ko align decimal
points in a column.

Drag fields between area:
W Report Filter

Cancel

x|
Sum A

Zount E

Max

Iin

Praduct A

== ==

Row Labels -|Average of Giving Total |

- East
MA
NJ
NY

$1,626.14
$1,119.00
$1,444.00
$1,764.00

1] Row Labels
Region
State

tibrary

[7]state

[“]Region
[7]Giving Total
[[]cantact Preference

You will notice that donations are now displayed as averages and in currency format.

= Southwest

AZ

NV

>
~West

CA
Grand Total

$1,163.33
$2,490.00

$654.00

$346.00
$1,497.70
$1,497.70
$1,293.61

] Row Labels X Values
Region v | | Average of Gi... >
State -

16



Pivot Tables - Slicers

Excel 2010 allows you to use the Slicer tool to filter your data. On the Pivot Table Tools
contextual ribbon, select “Insert Slicer.” In this example, we will check “Library” and click OK.

@i

2@

Fivoilable Tools
Haome Insert Page Layout Formulas Data JlFe View i Options | Design
ivotTable Name: ive Field: = =i ) ] 5 o (i§] Summarize Values By * a 7 .
Fli‘iu't:I:TT:J‘lell:q ’::erag: (I:‘: Giving = ] l :l —L JJfl/ JJ?\L Mﬁ E zhowValue\Z :\s = ? EE s E 1
= . . . = 1 Insert Change Data | Clear Select Move R o PivotChart Field
E&f Options - %] Field Settings L7 Slicer = Source * - +  PuotTable | [ Fields, ltems, & Sets ~ List |Bt
PivotTable Active Field Group Sort & Data Actions Calculations Tools
B3 - fe | Average of Giving Total
A | B | © D E F G =|PwotrableFi
1 Insert Slicers @ Choose fields t
[Crame
2 — [ ame Dabrary
3 Row Labels .|Average of Giving Total | [lstate
4  -East $1,626.14 Enesion
5 MA $1 1 1 9 . 00 [CGiving Total [contact Pre
6 NJ $1 ’444 00 [[Jcontact Preference
7 NY $1,764.00
8 = Midwest $1,263.25
9 IL $1,272.29
10 KY $1,200.00
11 =Northeast $291.00
12 ME $291.00 B
13  =Northwest $1,488.00 7
14 WA $1,488.00
Drag fields bet
:]Ig = SOII.:.IEh $g;ggg YgRepthi\

Holding the Ctrl button allows you to make multiple selections. In this case, the California
libraries have been selected in the Slicer tool. Notice that the Pivot Table now only shows

average donations to libraries in the Western region that are located in the state of California.

OO~k wWN-=

You can easily clear the filter by selecting the button in the upper right of the Slicer box.

A

Row Labels - Average of Giving Total

=West
CA
Grand Total

$1,497.70
$1.,497.70
$1,497.70

C D E

Library

r

w

New York Public Libr...
Palatine Public Library
Phoenix Public Library
Sacramento Public L...
San Diego Public Lib...
San Francisco Publi...
Seattle Public Library

Springfield Public Lib...

]

bl
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Pivot Tables — Charts

Like other tables, Excel 2010 can easily convert a Pivot Table to a chart to display information in
a more visually interesting way. Simply click on the Insert ribbon, then select the kind of chart

you want.

EEHD-&-Q &=

Insert

Page Layout

PivotTable Tools

Formulas Data Review Vi Design

W Options

Excel 2010 Class 2 - Consolidated Sample Spreadsheets - Microsoft Excel

= HE ) w» | = e — = y  AD] [=
O EHED D b Sl xmm 5 @ FE
PivotTable Table Picture Clip Shapes SmartArt Screenshot | Column  Line Bar Area  Scatter Other Line Column Win/Loss Slicer Hyperlink Text  Header WordArt Signature Object | |
Art bl o bl wJ wJ wJ wJ Charts ~ Box & Footer bl Line =
Tables Tlustrations Sparklines Filter Links Text
| B3 - 5 | Average of Giving Total > Q @
B y D E F (3 - PivotTableField List

A |

B

1
2
3 Row Labels -|Average of Giving Tc

4 East

5 Midwest

6 Northeast

7 Northwest

8 South

9 Southwest
10 'West

11 Grand Total

HEH9-c-R_&s

Insert  Page Layout

$1.62¢ @&
$1,26 =

$29T.
$1,488.00

$318.00
$1,163.33
$1,497.70
$1,293.61

ily Al chartT| Exploded pie in 3-D

Display the contribution of each
value to a total while emphasizing
individual values.

Consider using a 3-D pie chart, and
explode individual values instead.

PivotChart Tools Excel 2010 Class 2 - Consolidated Sample Spreadsheets - Mic

Formulas  Data  Review  View | Design | layout  Format  Analyze

o, = E

Change  Save As switch  Select
Chart Type Template | Row/Column Data

Type Data Chart Layouts Chart Styles
| chans  +( £
A B C D E F (G -|PivatTable Field Lis

1 Choose fields to add
2 Name
3 Row Labels .| Average of Giving Total ESZ?
4 East $1,626.14 2:*:;';"““'
5 Midwest $1.263.25 [lcantact Preferen
? Eggn\?\fzi; Average of Giving Total
8 South
9 Southwes Total
10 West
11 Grand T¢
12 Region S )
13 o East 1
14 i
15 = Midwest Drag fields between
16 ® Northeast R
:]] g B Northwest
19 m South
20 ® Southwest
21 [ Axis Fields (Ca.
22 Region -
23

Choose fields to add to repor

[Name

[Ctibrary

[(state

Region

[]Giving Total
[C]contact Preference
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Sparklines

Sparklines are a new feature in Excel 2010 that allow you to create a mini chart within a single

cell in order to show a visual representation of data trends.

Home Page Layout

Formulas Data Review View

DR 2 o e Sl O

=l
FivotTable Table Ficture Clip Shapes SmartArt Screenshot | Column  Line Fie Bar Area  Scatter Other olumn Win/Loss Slicer
< Art < < < < < < ~  Charts 7]
Tables Ilustrations Charts = parklines Filter
F4 - p 2 | Insert Line Sparkline
A B C D = \_‘ Insert a line chart within a single
1 |Library Donors =l
2
3 |Name 2012 2013 2014 2015 Sparklines

4 |Homer Simpson $223.00 $378.00 $440.00 $631.00
5 James Patterson $1.863.00 $1,204.00 $998.00 $740.00
6 Emma Stone $1,552.00 $1,894.00 $2,132.00 $1.,012.00
7 Bradley Cooper $654.00 $865.00 $986.00 $1,014.00
8 Steven Spielberg $3,597.00 $3,174.00 $2.875.00  $2,456.00
9 Donald Trump $956.00 $714.00 $678.00 $515.00
10 | Oprah Winfrey $1,444.00 $1,749.00 $2,240.00 $2,998.00
11 | Jennifer Lawrence $2.490.00 $1,978.00 $1,621.00 $1,345.00

Select the cell where you want your first Sparkline to appear, then select the Insert ribbon, then
“Line” under the “Sparklines” menu.

A
Library Donors

Name

Homer Simpson
James Patterson
Emma Stone

Bradley Cooper

Steven Spielberg

Donald Trump
10 Oprah Winfrey

11 Jennifer Lawrence

$1,863.00
$1,552.00
$654.00
$3,597.00
$956.00

$1,444.00

C D E | F
2013 2014 2015 Sparklines

_____________________ $378.00 ... .$440.00 ____ $631.00

$1,204.00 $998.00 $740.00

T
Choose the data that you want

Data Range: |B4:E4 00

Choose where you want the sparklines to be placed 00

Location Range: |$F$4 00

[ 0K ] [ Cancel ] 00

$1,978.00 $1,621.00  $1,345.00

$2,490.00
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Then, highlight the data range, make sure the Sparkline location range is correct, then click OK.

X e - Q&= | ‘ Excel Intermediate - Sample Spreadsheets
Home Insert Page Layout Formulas Review View [ Design .
—— | +— 4 [ High Point [ First Point [

77| = i [ Low Paint [ Last Point \/\/\ \/\/\ \/\/\ \/\/\ \/\/\ \/\/\ |

Edit Line |Column Win/Loss ) )

Data = [ megative Paints [ Markers
Sparkline Type Show Style

F4 - 5
A B D E F

1 Library Donors

2

3 Name 2012 2013 2014 2015 Sparklines

4 |Homer Simpson $223.00 $378.00 $440.00 $631.00 ,/

5 |James Patterson $1,863.00 $1,204.00 $998.00 $740.00

6 |[Emma Stone $1,552.00 $1,894.00 $2,132.00 $1,012.00

A Sparkline chart appears showing a visual representation of that row’s data. You can then
AutoFill the rest of the rows.

IEH H9-o-[Q I& I= | ‘ Excel Intermediate - Sample Spreadsheets -
Home Insert Page Layout Formulas Data Review View | Design

A7 E jE W [[ High Point [0 First Point G

W 'l_ [ Low Point [ vast Paint \/\/\ \/\/\ \/\/\ \/\/\ \,/\/\ \/\/\ - I

Edit Line |Column Win/Loss —

Data ~ [ negative Points [ Markers =
Sparkline Type Show Style

Fa - Je
A B C D E |

1 Library Donors

2

3 Name 2012 2013 2014 2015 Sparklines

4 |Homer Simpson $223.00 $378.00 $440.00 $631.00 /

5 |James Patterson $1,863.00 $1,204.00 $998.00 $740.00 \

6 |Emma Stone $1,552.00 $1,894.00 $2,132.00 $1,012.00 /’—\

7 |Bradley Cooper $654.00 $865.00 $986.00  $1,014.00 /

8 |Steven Spielberg $3,597.00 $3,174.00 $2.87500  $2,456.00 \

9 |Donald Trump $956.00 $714.00 $678.00 $515.00 \

10 |Oprah Winfrey $1,444.00 $1,749.00 $2,240.00 $2,998.00 /

11 | Jennifer Lawrence $2.490.00 $1,978.00 $1,621.00 $1,345.00 \

12 |Michael Jordan $517.00 $994 00 $1.023.00  $1,256.00 /—/

13 |Brad Pitt $1,119.00 $3,583.00 $2,997.00 $989.00 /\

14 |Meryl Streep $1,614.00 $1,087.00 $1,879.00 $2,042.00 \//

15 |Katy Perry $100.00 $207.00 $368.00 $401.00 /

16 |Barack Obama $1,504.00 $1.718.00 $1.86500  $1,987.00 //

a
~
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You can easily change the look of your Sparklines or convert your line graphs to bar graphs
using the menu options on the Sparkline Tools Design contextual ribbon.

X d@9- Q&= | | Excel Intermediate - Sample Spreadsheets -
Home Incert Page Layout Formulas Data Review View Design
A7 —A | +=— | B | [ High Point [ First Point c
17 1% 5 | TPR] et [ Low Paint [ Last Paint IIIIII"IIIIII IIIIII"IIIIII IIIIII"IIIIII IIIIII"IIIIII IIIIII"IIIIII IIIIII"IIIIII -1
Edit Line} |Column|§in/Loss . . —
Data~ [ megative Points arkers =
Sparkline Type Show Style
F4 - e
A B [ D E | F

1 Library Donors

2

3 Name 2012 2013 2014 2015 Sparklines

4 |Homer Simpson $223.00 $378.00 $440.00 $631.000 —_ mm -
5 |James Patterson $1,863.00 $1,204.00 $998.00 $740.00 - e
6 Emma Stone $1,552.00 $1,894.00 $2,132.00  $1,012.00 N I - _
7 Bradley Cooper $654.00 $865.00 $986.00  $1,014.00f [N - -
8 | Steven Spielberg $3,597.00 $3,174.00 $2,875.00  $2,456.00 - [
9 Donald Trump $956.00 $714.00 $678.00 $515.00 - [ W
10 | Oprah Winfrey $1,444 00 $1,749.00 $2,240.00  $2,998.00( e -
11 Jennifer Lawrence $2,490.00 $1,978.00 $1,621.00  $1,345.00 - .
12 |Michael Jordan $517.00 $994.00 $102300 $125600 — [N N [ ]
13 Brad Pitt $1,119.00 $3,583.00 $2,997.00 $989.00 —— - Il
14 Meryl Streep $1,614.00 $1,087.00 $1,879.00 $2042 00 I _ I -
15  Katy Perry $100.00 $207.00 $368.00 $401.00) —__ —m - -
16 Barack Obama $150400  $1718.00 s186500 198700 mmm [ ]
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Logical Functions

Excel offers functions that compare data using logical operators such < (less than), > (greater
than), = (equal to), etc. In the example below, the logical function “IF” allows Excel to compare
donors’ 2014 donations amounts to their 2012 amounts and then indicate if that donor should
receive a thank you letter for increasing their donation or a phone call requesting additional
funding.

&9~ @&l Excel Intermediate - Sample Spreadsheets - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
ﬁf Z @ @n} @ :.AJ lrg ﬁ @ m § i3 Define Name #ia Trace Precedents 5] Show Formulas ‘j [ B calcuia
e = e e B
== #Z Use in Formula =% Trace Dependents @Error(heckmg - & =
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare MName . 2 = Watch | Calculation [:’]Calcula
Function = Used = - - +  Time+ Reference~ & Trig~ Functions ~ | Manager B Create from Selection | /7, Remove Arrows ~ (&) Evaluate Formula  \indow Options *

Function Library Defined Mames Formula Auditing Calculation
IF - xRV | =
A B C D E F | 5 |
1 Library Donors
2
3 Name 2012 2013 2014 2015 Sparklines Thank You Letter or Phone Call?
4 'Homer Simpson $223.00 $378.00 $440.00 $631.00 —_ o - =
5 James Patterson $1,863.00 [EEAATLE A e
Search For a function: -

6 Emma Stone $1 55200 Type a brief description of what you want to do and then click Go —

. ]
7 Bradley Cooper $654 .00 Or select 2 category: |Log\cal v| -

I function:
8 Steven Spielberg $3,507.00 | T anneen -—

FALSE
9 Donald Trump $956.00 [

IFERRCE

O
10 Oprah Winfrey $1,444 00 $§UE ]

B IF{logical_test,value_if_true,value_if_false)

11 Jennifer Lawrence $249000 Checks whether a condition is met, and returns one value if TRUE, and another e —

wvalue if FALSE. -
12 Michael Jordan $517.00 [
13 Brad Pitt 1,119.00 - N

$ ’ Help on this function

14 Meryl Streep $1,614.00 $T.0G67.00 BT1.679.00 B2, 04200 p—— - -

Select the Formulas ribbon, then “Insert Function.” Select the category “Logical” and then
select the “IF” function. Click OK.

22



x| =IF(E4=B4,"Thank You Letter","Phone Call")

B C D E F | G
2012 2013 2014 2015 Sparklines Thank You Letter or Phone Call?
$223.00 $378.00 $440.00 $631.00 — mum - ik You Letter","Phone Call")

$19 r N
Logical_test |E4:64 TRUE -

$ Walue_if_true |"Thank ‘iou Letter” "Thank You Letker"
$3. value_if_False |"Phone cal| 5] = "Phone Call* _

= "Thank You Letber"
$ Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

¥alue_if_false is the value that is returned if Logical_test is FALSE. If omitted, FALSE
$ 1 is returned,

$2= Formula result = Thank You Letter

$ Help on this Function [ Ok ][ Cancel ]
$1,119.00 $3,583.00 $2,997 00 $969.00 —— - - -

In the “Logical_test” field, click on the cell with the 2014 donation amount, enter the > (greater
than) operator, click on the cell with the 2012 donation amount.

In the “Value_if_true” field, enter in quotations “Thank You Letter”.
In the “Value_if-false” field, enter in quotations “Phone Call”
Observe in the formula bar at the top how Excel constructs the function.

Click OK.
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Excel then uses the logical function to determine that the first donor has given more in 2014
than in 2012 and indicates that this donor needs to receive a thank you letter.

G4 - S | =IF(E4>B4,"Thank You Letter","Phone Call")
A B C D E F | G |

1 Library Donors
2
3 Name 2012 2013 2014 2015 Sparklines Thank You Letter or Phone Call?
4 |Homer Simpson $223.00 $378.00 $440.00 $631.00 — mmm N - Thank You Letter
5 |James Patterson $1,863.00 $1,204.00 $998.00 $740.00 - e
6 Emma Stone $1,552.00 $1,894.00 $213200 $101200 mmm [ - o
7 Bradiey Cooper $654.00 $865.00 $986.00  $1,01400 — [ [ -

Simply AutoFill the rest of the column and Excel applies the logical function to each donor.

\1—-“ H9- I @ I= Excel Intermediate - Sample Spreadsheets - Microsoft Excel

Home Insert Page Layout Formulas Data Review View
ﬁ z @ @ @ L’.;;J @ ﬂ @ W’l g A3 Define Name ~ #i= Trace Precedents ) Show Formulas j [::"’J [ Cleutate No
=% Trace Dependents @ Error Checking = o I—I

Py A5om R e ool Tt B koo | M| MO ot | 2 e Ao @t | v | B B
Function Library Defined Names Farmula Auditing Calculation
G4 - fe | =IF(E4»B4,"Thank You Letter","Phone Call"}
A B c D E F | G \
1 Library Donors
2
3 Name 2012 2013 2014 2015 Sparklines Thank You Letter or Phone Call?
4 |Homer Simpson $223.00 $378.00 $440.00 $631.00 — mmm - Thank You Letter
5 |James Patterson $1,863.00 $1,204.00 $998.00 $740.00 - B == __ |Phone Call
6 |[Emma Stone $1,552.00 $1,894.00 $2,132.00  $1,012.00 NN [ - __ |Phone call
7 |Bradley Cooper $654.00 $865.00 $986.00 $1.01400 [ | - - Thank You Letter
8 |Steven Spielberg $3,597.00 $3,174.00 $2.875.00  $2,456.00 - Bl == _ |Phonecal
9 |Donald Trump $956.00 $714.00 $678.00 $515.00 - I mmm _ |Phone Call
10 | Oprah Winfrey $1,444 .00 $1,749.00 $2.240.00 $2,998.00 —  omma - Thank You Letter
11 | Jennifer Lawrence $2.490.00 $1,978.00 $1621.00  $1,34500 - B === __ |Phone Call
12 | Michael Jordan $517.00 $994.00 $102300 $125600 [N N - Thank You Letter
13 |Brad Pitt $1,119.00 $3,583.00 $2,997.00 $989.00 — - B |Froneca
14 |Meryl Streep $1,614.00 $1,087.00 $1.879.00 $204200 NN _ [ | - Thank You Letter
15 |Katy Perry $100.00 $207.00 $368.00 $401.00 e [ - Thank You Letter
16 | Barack Obama $150400  $1,718.00 s186500 $1067.00 — mmm -
17 =
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Payment Function

Excel provides a simple way to calculate monthly loan payments using the Payment Function.
First, enter into a simple spreadsheet the price, interest rate, number of payments, and a blank

monthly payment line, like the example below.

Home Insert Page Layout Farmulas Data Review View
2 Iﬁj @ @ AJ ﬁ @ ﬁ m@ A=) Define Name - f:ﬂ Trace Precedents @ Show Farmulas ':.(
£ Use in Formula I='C*:Trace Dependents @Error Checking - L=11
Insert butoSum Recently Financial Loglcal Text Date & Lookup & Math Mare MName 5 Watc
Function - Used ™ - - Time = Reference ~ & Trig ~ Functions * | Manager B Create from Selection /7. Remove Arrows = L& Evaluate Farmula  wind,
Function Library Defined Mames Farmula Auditing
PMT oKV &=
A | B e D E F G )
1 Payment Function -
Insert Function
2
Search Far a function:
3 | Car Price 523,000 payment | (s
4 Interest Rate 4.9%
Or select a category: |Recommended - |
5 Number of Payments 60 _
Select a function:
6 ;
PPMT
7 |Monthly Payment = | Fy
EMPY B
8 SIRR
IPMT
9 CUMIPMT v
PMT{rate,nper,pv,fv,type)
10 Calculates the payment for a loan based on constant pavments and a conskant
inkerest rate.
11
12
13 Help on this function o4 ] [ Cancel
14
15

Select the cell where you want the monthly payment calculation to go, select the Formulas
ribbon, and then the “Insert Function” option on the far left. An” Insert Function” dialog box
will appear. Search for the “Payment” function (abbreviated PMT) and click OK.
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The “Function Argument”s box will appear. Click on the “Rate” field, then select the cell with
the interest rate amount.

| pMT ~ (%X v K| =pMT(B4)
A | B | D E F G
1 Payment Function
:
3 Car Price $23,000 o
Rate g4 0.049
4 | Interest Rate 4.9% Nper |
5 |Number of Payments 60 pv |
6 Fu |
7 |Monthly Payment  [-PMT(B4) | e |
8 Calculates the payment For & loan based on constant payments and a const:nt interest rate.

In order to have Excel calculate the interest rate on a per-month basis, add a “/12” next to the
cell address.

PMT - (© X ¥ £ =PMT(B4/12)
A | B | D | F G I
Payment Function
. PMT
Car Price $23,000 _
o Rate |B4,'12| fez| = 0.004083333
Interest Rate 4.9% Nper | =
Number of Payments 60 Pv | Fe| =
Py | . =
|Monthly Payment  [=PMT(B4/12) e | e -
Calculates the payment For a loan based on constant payments and a c-:nst;nt inkerest rate,

For the “Nper” (number of payments) field, select the cell with the number of payments and for
the “Pv” (present value) field, select the cell with the item’s price. Lastly, click OK.

| PMT ~ (* X « fe| =PMT(B4/12,85,B3)
A | B . c D E F G H !
1 Payment Function —
;
. FMT
3 | Car Price $23,000
Rate |B4||'12 0.004053333

4 Interest Rate 4.9% Nper |55 .
5 Number of Payments 60 Pv [B3 23000
6 Fv |
7 |Monthly Payment  [=PMT(B4/12,B5,83) | Tree |
8 = -432.9854312

Calculates the payment for a loan based on constant payments and a constant interest rate,
9 P¥ s the present value: the total amount that a series of future payments is

worth now,

10
11 Formula result = ($432,99)
12 o

Help on this Function ok ][ cancel
12

26



Excel will then display the monthly payment amount.

B7 - S | =PMT(B4/12,B5,B3)
A B (
1 Payment Function
2
3 Car Price 523,000
4 Interest Rate 4.9%
5 Number of Payments 60
6
7 |Monthly Payment ($432.99)|
8
9

Once Excel completes the Payment Function, you can change the price, interest rate, and
number of payment values to see how it impacts the monthly payment amount.

B7 - fe | =PMT(B4/12,B5,B3)
A B (
Payment Function

Car Price 519,000
Interest Rate 4.2%
Number of Payments 72
Monthly Payment ($298.99)|

JDO“‘--J‘U‘ILH-F—HLUMI—‘



VLOOKUP

The VLOOKUP function in Excel is a useful tool when you need to perform calculations that
reference a table with a range of values. This feature is frequently used when cross referencing
incomes with income tax ranges or, as in the example below, cross referencing sales revenues
with commission ranges.

9~ & &= Excel 2010 Class 2 - Consolidated Sample Spre
Home Insert Page Layout Data Review View

23 Define Mame -~
S B EerdE R @ @

£ Use in Formula

AutoSum Recently Financial Log|ca| Text Date & Lookup & Math Mare Mame
- Used ~ - =  Time= Reference = & Trig~ Functions~ | Manager B Create from Selectio
Function Library Defined Mames
ci1 (0K A=
A B | C D E
1
2 Revenue is Greater than or Equal to But Less Than | Then Commission
3 | % - 3 10,000.00 3%
4 1% 10,001.00 | § 25,000.00 4%
51 % 2500100 % 100,000.00 5%
6 % 100,001.00 | § 500,000.00 6%
7|5 500,001.00 7%
8
9
10 Salesperson Revenue Commission Rate Commission Paid
11 |Brad Fitt 3 1.,000,000.00|=
12 Meryl Streep 3 3,000.00
13 Bradley Cooper 3 26,000.00
14 Jennifer Lawrence 5 150,000.00
15
16
1; Insert Function [‘S__<|
19 ﬁearch for a function:
20 vinokup Gn
21 Looces ) Le |
22 Or select a category: | Recommended w
23
24 Select a function:
25
26
27 HLCOKUP
o3 IF
29
30
31 ¥LOOKUP{lookup_value,table_array,col_index_num,range_lookup)
32 Looks For a value in the leftmost column of a table, and then returns a value in the
13 same row From & calumn you specify, By default, the kable must be sorted inan
ascending order,
34
35
36
a7 Help on this Function QF l [ Cancel
38
10

Select the cell of the first commission rate, select the Formulas ribbon and then “Insert
Function.” In the search field, type “VLOOKUP” and select it from the search results. Click OK.

28



In the "Lookup_value” field, select the cell with revenue amount.

VLOOKUP v (© X « fc| =VLOOKUP()
A B & D

1
2 Revenue is Greater than or Equal to But Less Than | Then Commission
3% - |9 10,000.00 3%
4 | § 10,001.00 | 5 25.000.00 4%
5% 25.001.00 | 5 100.000.00 5%
6 | § 100,001.00 | 5 500.000.00 6%
7% 500,001.00 7%
8
9
10 Salesperson Revenue Commission Rate  Commission Paid
11 |Brad Pitt i 1.000.000.00 0 =VLOOKUP() |
12 |Meryl Streep b 8,000.00
13 Bradley Cooper B 26,000.00
14 Jennifer Lawrence b 150.000.00

15
16
17
18
19
20
ey
22
23
24
25
26
27
28
29
30
3
32
33
34
35
36
v

Function Arguments

WLOOELR

[ Lookup_value Gi1 I 275
Table_array 25
Col_index_num | Rz
Range_lookup | iz

Formula resulk =

Help on this function

Looks Faor a walue in the leftmost column of a kable, and then returns a walue in the same row from a column you
specify, By default, the table must be sorted in an ascending order.

Lookup_value is the value to be Found in the First column of the table, and can be a
value, a reference, or a text skring.

= any
= number
= number

= logical

[ 4 ] [ Zancel
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In the “Table_array” field, highlight the data in the revenue/commission table, excluding the
column headings.

2 Revenue is Greater than or Equal to But Less Than | Then {Zummissiun’j
R A T [l -
45 10.001.00 | § 25.000.00 4%;
519 25.001.00 | 5 100,000.00 5%
6195 100.001.00 | § 500,000.00 6%
(A - Xk 2 S S
g

9

10 | Salesperson Revenue Commission Rate Commission Paid
11 |Brad Pitt $ 1.000,000.00 [KUP(B11,A3:C7) |
12 Meryl Streep b 8.000.00

13 Bradley Cooper B 26,000.00

14 Jennifer Lawrence b 150,000.00

15

16

17 Function Arguments

13 WLOOKLIP

20 Lookup_value IL F&:| = 1000000

21 | Table_array |azic7 | = {0,10000,0.03;10001,25000,0.04;2. .
§§ Col_index_num | | =

24 Range_lookup | | =

25 =

Important: The “Table_array” range must then be converted to absolute values by enteringa $
before each column letter and each row number.

YLOOKLIP
Lookup_value [E11 FR:| = 1000c
Table_arra¥ | 44434047 | = 40,10
Col_index_num | =
Range_|ookup Pl =
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In the” Col_index_num” field, enter the relative column number of the Commission data. This
table has three columns and the Commission data is in the third column, so enter 3.

VLOOKUP A K « Jfr| =VLOOKUP(B11,5A53:5C57,3)
A B | C D

1

2 Revenue is Greater than or Equal to But Less Than | Then Commission

3|5 - 3 10.000.00 3%

4 | 10,001.00 | & 25.000.00 4%

5% 2500100 (% 100,000.00 5%

6 | 3 100,001.00 | % 500,000.00 6%

75 500,001.00 7%

8

9

10 | Salesperson Revenue Commission Rate Commission Paid
11 |Brad Pitt § 1.000,000.00 |I1 1,5A53:5C57 3) |

12 |Meryl Streep B 8,000.00

13 |Bradley Cooper ! 26,000.00

14 Jennifer Lawrence 5 150,000.00

15

16 S
17 Function Arguments E|
13 VLOOKLIP
20 Lookup_value Ei1 fms| = 1000000
21 Table_array |$a$3:4047 Fe:| = 40,10000,0.03; 10001, 25000,0.04;2500
3% Col_index_num |3 | = 3
24 Range_loakup | =
25 = 0.07
26 Looks for a walue in the leftrmost column of a table, and then returns a value in the same row From a column you
27 specify. By default, the table must be sarted in an ascending order.
28 Col_index _num is the column number in table_array from which the matching walue
23 should be returned. The First column of values in the table is column 1.
30

31

32 Formula result = 0,07

33

34 Help on this funckion k. l [ Zancel

35

36
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Excel then cross references the salesperson’s revenue with the revenue/commission table and
determines the appropriate commission rate.

C11

Je | =VLOOKUP(B11,5A53:5C57,3)

—

=k =k | =k | =k | =k | = | =
mmhum_hgmmﬂmmhmm

A

Revenue is Greater than or Equal to

But Less Than

Then Commission

b - 5 10,000.00 3%
B 10,001.00 | § 25.000.00 4%
b 25.001.00 | 5 100,000.00 5%
b 100,001.00 | § 500,000.00 5%
b 500,001.00 7%
Salesperson Revenue Commission Rate
Brad Pitt § 1.000,000.00 7%l
Meryl Streep 5 8.000.00

Bradley Cooper b 26.,000.00

Jennifer Lawrence 5 150,000.00

Use AutoFill to determine the commission rates of the other salespersons.

Commission Paid

—

k| | | = | =
mmhmm_kcmmﬂmmhwm

A

Revenue is Greater than or Equal to

But Less Than

Then Commission

b - B 10,000.00 3%
B 10,001.00 | 5 25,000.00 4%
b 25,001.00 | § 100,000.00 5%
] 100,001.00 | 5 500,000.00 5%
b 500,001.00 7%
Salesperson Revenue Commission Rate Commission Paid
Brad Pitt § 1,000,000.00 7%
Meryl Streep 5 8,000.00 3%
Bradley Cooper B 26,000.00 5%
Jennifer Lawrence 5 160,000.00 6%
=
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Calculating the commission paid to each sales person is a simple multiplication formula,

multiplying the Revenue cell with the Commission Rate cell.

—

9 Revenue is Greater than or Equal to But Less Than | Then Commission
3 | % - & 10.000.00 3%
4 3 10,001.00 | § 25,000.00 4%
5139 25.001.00 | 5 100.000.00 5%
6 | 5 100,001.00 | 5 500,000.00 6%
7|3 500,001.00 7%
8
9
10 | Salesperson Revenue Commission Rate Commission Paid
11 |Brad Pitt [s 1000000007 T TTTTTTTTTIRI=BA1C] |
12 |Meryl Streep 3 3,000.00 3%
13 Bradley Cooper 3 26,000.00 5%
14 | Jennifer Lawrence 3 150,000.00 6%
15
1
2 Revenue is Greater than or Equal to But Less Than | Then Commission
33 - 5 10,000.00 3%
413 10,001.00 | 5 25,000.00 4%
5 1% 25.001.00 | % 100,000.00 5%
N 100,001.00 | 5 500,000.00 6%
713 500,001.00 7%
8
9
10 | Salesperson Revenue Commission Rate Commission Paid
11 |Brad Pitt 5 1,000,000.00 ?%l 5 70.000.00 1
12 |Meryl Streep ;] 8,000.00 3%
13 |Bradley Cooper B 26,000.00 5%
14 Jennifer Lawrence 5 150,000.00 6%
15
AutoFill the remaining commissions.
1
7 Revenue is Greater than or Equal to But Less Than | Then Commission
3 3 - |5 10.,000.00 3%
4 5 10,001.00 | 5 25.000.00 4%
5 % 25.001.00 | % 100,000.00 5%
6 % 100,001.00 | 5 500,000.00 6%
7% 500.001.00 7%
8
9
10 Salesperson Revenue Commission Rate Commission Paid
11 |Brad Pitt $ 1.000,000.00 T%| 5 70,000.00
12 |Meryl Streep 5 §,000.00 3%| 5 240.00
13 |Bradley Cooper 5 26.000.00 5%| % 1,300.00
14 |Jennifer Lawrence 5 150,000.00 6% 5 9.000.00
15 =
1R
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External Cell Reference

It might be necessary to reference a cell from another worksheet within the workbook. An
example would be collecting quarterly totals into an annual report on a separate worksheet.
Say the quarterly budget totals are one worksheet and we want to add them together on a
separate worksheet.

Add the quarterly totals for all
four quarters (3rd and 4th quarters
not shown) and display the results

A B 5 D E F G H
1 External Cell Reference
2
s Smith Family Budget 1st Quarter 2014
4
Cell
5 Income Mortgage Utilities Phone Groceries
6 11714 $7,000 $2,000 $500 $125 $700
7 211114 $7,000  $2,000 $500 $125 $700
8 3/1/14 $7,000 $2,000 $500 $125 $700
Quarterly
9 Total $21,0001] $6,000 $1,500 $375 $2,100
10
11
2 Smith Family Budget 2nd Quarter 2014
13
Cell
14 Income Mojtgage Utilities Phong Groceries
15 4/1/114 $7,0p0  $2,000 $500 $125 $yoo
16 5/1/14 $7,0p0  $2,000 $500 $125 $foo
17 6/1/14 $7,0p0  $2,000 $500 $125 $yoo
Quarterly
18 Total $21,000]] $6,000 $1,500 $375 $2,100
in these cells
A B C D H F G H I
1 External Cell Reference
2
3 Smith Family|Budget Annual
4
Cell
5 Year Income Mortgage Ulilities Phone Grocgries
6 2014 |
7
8
9
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The formula looks like this:

PMT - K v Jx | =SUM('quarterly totals'!BS,'quarterly totals'!B18,'quarterly totals'!B27,'quarterly totals'|B36)

A B Cc D E F G H I
1 External Cell Reference
2
s Smith Family Budget Annual
4

Cell

5 Year Income Mortgage Utilities Phone Groceries
6 2014 |=SU|VI('quarterIy totals'!B9,'quarterly totals'!B18,'quarterly totals'!B27,'quarterly totals''B36)
7 | SUM(numberl, [number2], [number3], [numberd], [number5], ..} |
8
9

Note that the source worksheet name has single quotes. This is because the worksheet name
contains a space.

A B C D E F G
1 External Cell Reference
2
;s Smith Family Budget Annual

Cell

5 Year Income Mortgage Utilities Phone Groceries
6 2014 |$84,0DD $24,000 $6,000 $1,500 $8,400
7
8
9
10
11
12
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Macros

A Macro is a simple and powerful tool that can save you time. Macros allow you to record a
series of steps that you can have Excel repeat whenever you wish. This is especially helpful
when using the same formatting and functions for multiple spreadsheets. A Macro is a
customized function that is created and saved on your own computer.

Record a Macro

Start with a blank spreadsheet, or a spreadsheet containing data you want Excel to work with.
Select the “View” ribbon, then “Macros,” and “Record Macro.” Select your options from the
dialogue box. You can name your Macro, assign it a shortcut (optional), decide where it will be
stored, and enter a description (optional).

Excel 2010 Class 2 - Consolidated Sample Spreadsheets - Microsoft Excel = =2 B

[ = split
w Q ]; E y 1, E E = spli Caal %
EE RS li‘ =T Hide synchranous Scrolling H
Zoom 100% Zoomto Mew  Arrange Freeze — ~ Save Switch
Selection | Window  All  Panes~ Jnhide g Reset Window FosItion  wWorkspace Windows ~
Zoom Window View Macras
kﬂ Record Macro... I
E F G H J K L [l ﬁ Use Relative References -

Record Macro

Macro name:

Macrol |

Sharkcut kesy:

Chri |E|

Skore macro in:
This Waorkbook, v

Descripkion:

Example Macro

QK ] ’ Cancel
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Once you click OK, Excel returns you to your workbook and will be recording every step of what
you do next. Be sure to set up your spreadsheet exactly how you want it look (formatting, cell
sizes, etc). Make any corrections to your spreadsheet while recording as Excel will only save
your finished product (after you’ve turned off the recording).

:; View Macros

@ Stop Recording v

Data Review| View
[ 5] | ] split =)

Formula Bar . 1 @ s E E
| ] Co - =
| Headings Zoom 100% Zoomto Mew  Arrange Freeze Save Switch

Selection | Window  All Panes~ Workspace Windows ]
N Zoom Window
E F G H J K L

Use Relative KeTerences e

Once you have finished, go back to the View ribbon, click on “Macro” and chose “Stop

Recording.”

Run a Macro

Once you have recorded a Macro you can run it again and again within your worksheet,

workbook, or anywhere in Excel.

Review [|| View O =@ =
e |8 | =1 spiit ) View Side by S =
3 Bar - L} . e E Al B
R & ] = o = :
gs Zoom 100% Zoomto Mew  Arrange Freeze Save Switch Macras
Selection | Window  All Panes~ L Unnide = g Resel Window Fasition Workspace Windows =
Eao :,; View Macros
Record Macro... 1
=
E F G H - K L N E Use Relative References e

Select the View ribbon. Click on “Macro”. Click on “View Macros”. Choose the Macro you wish

to use, then click “Run”.

Macro ?X]

Macro nanne:

Macrol

Macrol
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