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Creating drop-down lists (1)

o

¢Drop-down lists can be created in Excel to assist with data entry and
to reduce input errors and typing mistakese.

A, B C D E F G
Money Money

Date Num Paid To/Rec'd From Category oOuT IN

13| 210217 100 Beginning Balance r 125 00
14 - -

15 Mon 91817 To/From Savings C
6 |Sun 91717 To/From Wallet

1 Sat 9/168/17 To/From Checking ilElr'ICEl
17 Fri 9/15/17 Starbucks _

-1 Thu 99417 Fovies M E
18 | Wed 91317 3as d Back
1Tue g/12/17 ¥ Food “ lod

19 G Fuel
| 01| el v
20 100
- oS
21 O3
. oT
iy EFT
. DEP b

27




" J
Creating drop-down lists (2)

Steps for creating a simple drop-down list:

Books -

Films
Games

# Type the entries you want to see in the drop-down list.
# Select and name the range of cells containing the entries for the list (entering
a name into the i N a nBeo X).0
® Fromthei DaTabdickthei DaVal i dacomnamdo
@ Selectn L1 &dmahe it Al | meno.
® Inthe i S o u r feld, enter 1 =fallowed by the named range.
Data Validation [ﬂéj
Entering a name into
the Name Box Seﬁ'”95| Input Message | Error Alert |
/ Validation criteria
CETEEDW N f" Books élliljtw: E | Ignore blank
Data ¥ In-cell dropdown
; B C D —
1 Category Books Films Games ! éou,c'e:-
2 |Books Sports Horror  Xbox =Category E3
3 |Films Travel Thriller  Playstation
4 Gaﬂ.compulﬁng Comedv W" ["] Apply these changes to all other cells with the same settings
5 Animation
6

; Clear All

IT[ Cancel
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Creating drop-down lists (3)

Steps for creating dependent drop-down lists:

®

@

By creating a dependent drop-down lists, the entry in one is dependent upon
the selection made in another.

The first step in creating the multiple drop down lists is to name each range of
cells containing the entries for each list - This is vital as it will establish the
relationship between the lists.

For this to work, the name given to a range will need to match the wording
of the item from the previous list.

[ I = N ¥ I S R o R ]

R R e
Wk |3

A B C|D E F

Dependent Drop Down Lists A B C D
Step 1 Step 2 Category Books Films Games
Select Category: Select Type:
[ I~ Books Romance  Horror Xbox
e Films Travel Thriller Playstation

Games Computing Comedy Wil
Animation

o IR 5 N - ¥ ¥ R N B




Creating drop-down lists (4)

Steps for creating dependent drop-down lists:

#® The first list is created normally, the other dependent lists will use the
Al NDI R HuGclian to reference the previous list entry - This function
converts the text (selected item) to a reference (named range).

#® Use the steps previously described to create the first list.

# To create the dependent lists:

-Fromthen DaTabdickthen DaVal i dacomnamdo
-Selectin L1 &damahe it Al | mena.
-Inthe n S o u r feld, @nter =INDIRECT(A2), where A2 is the first cell of the
previous list.
Category Books Films Games Books  Romance
Books Romance Horror Xbox Films Horror
Films Travel Thriller PlayStation Books  Travel
Games  Computing Comedy Wi Games  |Wii v

FlayStation
Wi




Introduction to scatterplots (1)

#® A scatterplot is an excellent way to visually display the relationship
(correlation) between two variables.
# |n a scatter graph, both horizontal and vertical axes are value axes that plot

numeric data.

4 Each point representsani n d i v idatauoa thé tsvo variables.
# The tighter the data points fall along a straight line, the higher the correlation

IS.
Scatter 4 //’—\) For Scattel’p|0tS,
. Q 1 — - * t d t
Sl Ul 3 N4 it does no
— ' g o //¢ . matter which
\&( /)<l S 2 . variable
> 15 L /
< goes on each
1 . ..
Bubble . \ axis (this is
e, |Q . Students NOT true for
o |95
O 9 10 20 30 40 50 other
StudyHrs

|ﬂ Meore Scatter Charts...

types of charts)
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Introduction to scatterplots (2)

@ Inascatterplotafit r e n d(dlso oabed i L i of 8est F i )tcan be drawn.

# |t is drawn using statistical techniques (e.g. Least Square Regression) with
the scope to have the line as close as possible to all points, and as many
points above the line as below.

# Overall, there exist three types of correlation.

- Positive Correlation: as the x variable increases, so does the y variable.

- Negative Correlation: as the x variable increases, the y variable decreases.

- No Correlation: there is no evident relationship between the two variables; the
dots are scattered around the entire chart area.

Positive Correlation Negative Correlation No Correlation

40

20




Introduction to scatterplots (3)

# Right click on a point, choose i AdTr e n d Ifroomtlee@rop-down menu.
# Excel will draw a line as close as possible to all data points so that there

are as many points above the line as below.

# Additionally, you can show the equation for the trendline that mathematically

describes the relationship between the two variables.

4

M- [P
W Senes "AvGrad -
Fill Cutline

T

3.5
/ *
3

StudyHrs

Q 75 *
o ®
© — \ y=0.0547x+ 1.3073
O * \ RZ = 0.7809
-

1 -

Trendline
0.5
0 T T T
0 10 20 30

-

Delete

@ Reset to Match Style

|:|:|:| Change Series Chart Type...
ﬂ:qj Select Data...
O

Add Data Labels

Add Trendline...

{F Format Data Series...




Introduction to scatterplots (4)

# Right click on a point, choose i AdTr e n d Ifroomtlee@rop-down menu.

# Excel will draw a line as close as possible to all data points so that there
are as many points above the line as below.
# Additionally, you can show the equation for the trendline that mathematically

describes the relationship between the two variables.

AvGrade

4
3.5
3
2.5
2
1.5
1
0.5
0

¢ ¢
_— \ y = 0.0547x+1.3073
s \ RZ = 0.7809
Trendline
10 20 30 40 20
StudyHrs

Format Trendline

Trendline Options
OO M

4 Trendline Options

/ Exponential

/ ® | inear

/(“_ Logarithmic

/'Ul Polynomial  Order
/ Power

? Moving

Average

Period 2
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Introduction to scatterplots (5)

# Right click on a point, choose i AdTr e n d Ifroomtlee@rop-down menu.

# Excel will draw a line as close as possible to all data points so that there
are as many points above the line as below.

# Additionally, you can show the equation for the trendline that mathematically
describes the relationship between the two variables.

4 Trendline Name
*
3.5 ~ . . .
/ L 2 ¢ Automatic Linear (Series1)
3
/ Custom
@ 25 & \
L) L 2
S — \ y=0.0547x+ 1.3073 Forecast
(:2 L 2 \ RZ=0.7809 Forward 00 FlEfiEId
g 15
1 \l \ Backward 00 period
0.5 Trendline N Set Intercept
0 . . ! . : Display Equation on chart
a 10 20 30 40 50

Display R-squared value on chart

StudyHrs . X




Introduction to scatterplots (6)

# Finally,

you can display

the R-squared value,

R2 (Coefficient of

Determination) on chart, which is used as an indicator of the goodness of fit - It
shows how many points fall on the regression line.
# R-squared values range from 0 to 1 - The higher the R-squared, the better
the relationship between two variables is.

4
3.5
3
2.5
2
1.5

AvGrade

1
0.5
0

¢ ¢
_— \ y = 0.0547x+1.3073
s \ RZ = 0.7809
Trendline
10 20 30 40

StudyHrs

50

N

Trendline Name

¢ Automatic Linear (Series1)
Custom
Forecast
Forward 00 period
Backward 00 period
Set Intercept

™

Display Equation on chart

Display R-squared value on chart




Introduction to scatterplots (7)

Pal

# |n a scatterplot, each point representsani ndi vi dataal 0 s

#® We can put labels to the points in order to identify each individual and the

data corresponding to them.
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Data Label Range

Select Data Label Range
=scatterplot!SB34:56511|

Format Data Labels

Label Options

SN |

2 Label Contains

Cancel

+| Value From
Cells

Select Range...
Series Name
X Value
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Introduction to Line Charts (1)

# Line charts are commonly used to visually represent quantitative data over a
certain time period (i.e. days, months, years).

# Typically, independent values such as time intervals are plotted on the
horizontal x-axis, while dependent values such as prices, sales and the like
go to the vertical y-axis.

= =
Il. .} ‘1_.-'L 1‘_.-
Insert Draw Page Layout Formulas Data Review View D¢ |
L T L T Sales
PR e i Iz =l -~
Bing |People Recommended e Dissabl i, e 20 ling S180
Maps | Graph Charts 2P Line
\,, \ \ d L $160
at . - ¢ a N
: $140
B c C l o Line
1 Use this chart type to: 1
Month _ |sales o e 5120
» Show trends over time (years
Jan $120 3.D Line Months, and days) or categories .
Feb $150 ()>100
3 Us W 4
D $125 L A Use it when o
“RN_._ | * The order of categories is S80
Apr $140 4 important -
May $110 2-DArez " There are many data points. -
Jun $100 ) <oy
Jul $30 ~A RO N
Aug 560
Sep $55 3-D Area $20
Oct $160 LA L A& f ’
Nov o) | O A [ ﬂ 50
Dec 580 U e v
I More Line Charts.. Jan Feb Mar Apr May Jun Jul Aug S5ep Oct Nov Dec
0 0
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Introduction to Line Charts (2)

#® We can draw a multiple line graph, performing the same steps as for
creating a single line graph.

# Each data series will be plotted individually.

#® When creating a multiple line chart, try to limit the number of lines to 3-4
because more lines would make your graph look cluttered and hard to read.

Insert | Draw  Pagelayout  Formulas  Data  Review  View  Developer  Help ) i
" ) ;};{.._.,‘J,. Dy W T Multiple line graph
. ll e I v |5+
3y Add-ins - Bing People Recommended Ll.' I hlomc_DiasobiChak 2D0. Liy S‘SD
Maps Graph Charts 2°y Line
Add-ins } _ \ \ , 5160
P~ IAS N 6120
B C D E 1 — 5120
Month |Year2016 Year2017 Year2018| ¢ * _.
Jan 8120 $160 S5 ' 3.0 line 2100
Feb $150 $85 $75 580
Mar $125 $105 65| LN )
Apr S0 s S0 VT 560
May 5110 $80 $135 2-D Area
Jun $100 $45  S120 P— 0
Jul $30 $5 0 } d #,“ 520
Aug $60 $70 $89 e .
Sep §55 $30 $60 3-D Area 20
Oct $160 $140 5150 LA LA Jan Feb Mar Apr May Jun Jul Auwe Sep Oct Nov Dec
Nov $30 $85 155 l[‘“"-t-]j VARGN
Dec $80  $45  $%0 o s YEAT 2016 s YT 2017 Year 2018
b More Line Charts...
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Introduction to Line Charts (3)

# By default, the horizontal gridlines are added automatically to help us read
values in line charts.

# Actually, we can also manually add drop lines to connect the data points
and their X axis values in the chart.

AutoSave (® off) =)< 5 Seminar - Excel Chart Tools

File Home Insert Page Layout Formulas Data Review View Help Design Format 2 Search 1% Share
Series "Max - Min" - YN

2N £ Shape Fill - -] A R i B= align - Tfoem
S | 0500 () (1) (5) B | A i g g
=1 -

ﬂ Reset to Match Style ALLF 7| &) Shape Effects~ T A Text E'Ti‘ Selection Pane |

i< Comments

Current Selection Insert Shapes Shape Styles [F] WordArt Styles Accessibility Arrange Size [P ~

Ih Axes

I Asxis Titles dI’Op lines
Chart Title
Data Labels

Data Table

B« F & =10

Gridlines None

|

Legend

=x

i Lines

j Trendline

Drop Lines

<R R

Jan-17

Feb-17
Mar-17
Apr-17
Jul-17
Aug-17
Jan-18

May-17
Jun-17
Sep-17
Oct-17
Nov-17
Dec-17
Feb-18

Mar-18
Apr-18

May-18
Jun-18

Jul-18

Sep-18

Oct-18

High-Low Lines

>
>
>
P
>
Error Bars >
>
.
>
>
P

Aug-18
Nov-18
Dec-18

de Up/Down Bars
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Introduction to Line Charts (4)

® ANt r e n dchnba @so drawn in a time series graph.
# In this case, it indicates the general pattern or direction of a time series data
(a specific variable increases or decreases over time).

J K L M N 0 p «
M. [7- .
__ . Format Trendline v X
BN W Serjes “Sales” -+
Fill Qutline O O 's) Trendline Options
- ri‘\\
== trendline HOMm
F ¥ H e
DE'EtE Trendline Options
""""" / Expanential
T!_—3| Reset to Match Style P
Q QO / ® Linear
|:|:|:| Change Series Chart Type... # O Logarithmic
?‘i._:.ll Palynomial  Order
ﬂ:ﬁ Select Data... [ " o
SRR R EEEEEEE LR 7O power
N 8955553783 R 555522888 ¢8 e
9] O O i Rerage Period 2
Jﬂ,'dd Data LEQE|5 > Trendline Name
* Automatic Linear (Sales)
Add Trendline... Custom
Farecast .
rﬂ?' Format Data Series... . | ,
1 =+ 1 r
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Introduction to Line Charts (5)
® ANt r e n dchnba @so drawn in a time series graph.

# In this case, it indicates the general pattern or direction of a time series data
(a specific variable increases or decreases over time).

80 -
78 -
76 -
74 -
72 -

y =-0.0745x + 222.21
R? =0.4182

70 -
68

Annual Mean Humidity in %

1950 1960 1970 1980 1990 2000 2010 2020
Years 1953 to 2013
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Highlighting MAX and MIN values (1)
#® When using column charts to compare values, you may want to highlight the
maximum and minimum values on the chart.
# To show the max and min values on a column chart, we will first need to
identify the max and min values of our range - These values will then be used

as a second data series (in a separate column).
# Then, we crate the column chart using the different data series.

Product Sales
£35,000.00

£30,000.00

£25,000.00
£20,000.00
£15,000.00
£10,000.00
£5,000.00
£-
Jlan Feb Mar Apr May Aug Sep Oct Mow Dec

Jun Jul
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Highlighting MAX and MIN values (2)

# Click on one of the columns in the chart.
@ Clickthein For ma bon the Ribbonandthen For &1 e c tbuttonn O
#® Enter 100% inthein Ser Ower |fialgh O

AutoSave (@ off) - 8 Seminar - Excel Chart Tools lias Siarkos o ga) -

File Home Insert Page Layout Formulas Data Review View Help Design Format 2 Search 15 Share 2 Comments
Series "Max - Min L EINN ’__O <7 Shape Fill - :‘- F‘ a)] |-('_='.Allgr1" Tlocm
< Format Selection ooo - Abe Abc Abc | |+ [ Shape Outline - A A = |G iH

_ — — Alt =, .
@ Reset to Match Style ALLIF ~ | &) Shape Effects - - Text |:'_|[§ Selection Pane | cem
Current Selection Insert Shapes Shape Styles [P WordArt Styles Accessibility Arrange Size [P ~
Format Data Series v Product Sales

£35,000.00
SERIES OPTIONS ¥ '

o £30,000.00
SO M

£25,000.00
4 SERIES OPTIONS £20,000.00
Plot Series On
£15,000.00
® Primary Axis
. £10,000.00
Secondary Axis

Series Overlap — | 100% - £5,000.00

Gap Width — 219% . f-

Feb Mar Apr May

Jan Jun Jul Aug Sep Oct Nov Dec
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Creating a combination chart (1)

# Combination charts in Excel let you present and compare two different
data-sets that are related to each other (in a single chart).

# With combination charts, you can have two Y-axis, which allows you to have
two different type of data points in the same chart.

# A popular example of combination charts is a line & column comba chart.

Sales
100
50 Sales & Profits
m | H 100 - 50
0 -+ v v v T :
1 2 3 4 =
m— 5 - 125
+ 0 |t . v - - 0
Profits 1 > 3 4 5
50
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Creating a combination chart (2)

# Select the cells you want to chart, including the column titles and row labels.
® Fromthen | n sTearhtianthefi Ch a 6t e u,pliok the i C o mb syrabol.
@ Clickn Cr e @ustem ComboChart o

H = Book3 - Excel

e [MLEGS Pagelayout  Formulas Data  Review  View  Help Q Tell me what you want to do

B 5 mews | iy TR Y W F G 4
PivotTable Re;lzgrl_rl:r;zr;::d Table | llustrations | - gy vt pgetins - RECD&zﬂ;:ded:"' = e Maa[; Line  Column I.E.ruulx Sicer Timeline | Link | Tect | Symbols
You may be Year  Floods Deaths
interested in 2000 100 12
plotting the ! 2001 200 20
annual numbers
2002 100 13
of floods, and at Combo 2003 150 15
the same time, ;
also be able to W‘H;T W‘H" h-ﬁm 2004 300 22
show the annual 2005 400 25
number of deaths | | ¥ Create Custom Combo Chart.. 2006 200 18 |




Creating a combination chart (3)

D

ek SN eEE I

...
-

SIHIE-FOER W

Recent
Templates
Column
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Map
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Treemap
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Histogram
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Recommended Charts | All Charts

Insert Chart
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400
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1 3

Choose the chart type and axis for you

2
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Creating a combination chart (4)

@ ESMeFEOS

-
-

FIEZFO@HER W

Recommended Charts

Recent
Templates
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Bar

Area

XY (Scatter)
Map

Stock
Surface
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Combo

All Charts

il

Insert Chart

b M
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Chart Title

150 10
1000
I . 5
S0
L] a
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Choose the chart type and axis for your data series:
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B Floods
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Chart Type
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Line
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On the
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Creating a combination c

nart (5)

| H | [y Kk LM Ny Select Data Source
b . Delete Chart data range: |="Compination Chart'!3E53:5F510 +
Chart Title ﬁ] Reset to Match Style
as0 A Eont.. J/}:I 27 switch Row/Column I:{\L
400 Y 7
350 |:D:| Change Chart Type...
Legend Entries [Series) Hnrlzontal [_ategory] Axis Labels
300 E Select Data... _> = - . =
- {7 Add FAEdit | X Remove W
0200 0 ~
Floods
150 Add Major Gridlines
100 Deaths
I I Add Minor Gridlines
50
i] rDS‘ Format Axis...
1 2 3 4 & L
| W
B Flo0ds  em——=Deaths & [Z-
e} O = Horizontal (Cal =
Fill  Qutline Hidden and Empty Cells oK Cancel
a50 an I__‘l_":—:;a_r__l Floods Deaths
400 - : 2000 : 100 12
350 | 2001 I 200 20
300 20 i 2002 ! 100 13
1 ]
250 - : 2003 1 150 15
|
200 | 2004 ! 300 22
150 10 i 2005 ! 400 25
1
100 5 1 _2006 | 200 18
. 2
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Creating an interactive chart (1)

# There are several ways to make an interactive chart in Excel - You can use
data validation, form controls, slicers, timelines, VBA or hyperlinks.

4 In the following, we learn how to make an interactive chart with data
validation.

Jan-17 620 660 800 730 790 990

Mar-17 430 720 910 790 980 1270

May-17 560 840 1230 590 880 1510

Jul-17 590 1140 1280 900 1030 1700

sep-17 760 1220 1280 1120 1290 1610

Nov-17 820 1250 1560 1240 1500 1710



Creating an interactive chart (2)

Step 1: Make a list of all choices

ASelect all the product names and go to Namebox (top left corner) and type a
namelikei pr oduct so

AAlternatively, you can also list the food names in a separate range and give
that a name (i.e. products).

(Educts ) v J | Milk

—

i A B C D £ F G H
1
2

[ Months” WY chocolate Cheese  Meat  Bread Fruits

Step 2: Set up selection mechanism

ADecide which cell will have the user selection (i.e. N8) - Select the cell and go
to Data > Data Validation.

ASelectii L i &§rdmdhe i Al | mema.

Alnthe i S o u r field, énter fi =fd@llowed by the named range, i.e. products.




Creating an interactive chart (3)

Data Validation 5
i

| Settings | Input Message  Error Alert g
Validation criteria !
?

List v Ig s
Data In-cell dropdown }
between E

1

Source: Z
=products + ;’

Chocolate
Cheese
Meat
Bread
Fruits

Afndrop-d o wn withalkthe products

Step 3: Find out which product is selected

AFor the calculations, we need the number of the product (i.e. what is the
position of the selected productinthei pr o d ulistt s 0
AType the i MA T Cfdrénula in an empty cell, i.e. 12.

A=MATCH(Q5,products,0).

AThis will return a number, matching the product user has picked (i.e. Milk =
Lo Chocolate = R0 Cheese = 30 etc.).
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Creating an interactive chart (4)

Step 4: Calculating order guantity to show in the chart

ANow, assume we have the number of product selected in cell 12 - Given this,
we can calculate picked pr o d u guaotgy (in a new column called
A Pi c Besagasimplein | N D HEakmula.

A=INDEX(C4:H4,$I$2).

ANow that we have calculated product quantity values for selected product, if
you change 12, you will see values for the relevant product.

Cheese '~

. _ Jan-17 620 800 730 790 990
Milk
|:|-| DCD|EtE‘ s Mar-17 430 910 790 980 1270 910
Ch EESE May-17 560 840 590 880 1510 1230
Meat i
Bread Jul-17 590 1140 900 1030 1700 1280
Fruits Sep-17 760 1220 1120 1290 1610 1280

Cheese ¥ L8y 0 w0 | a0 | 1290 1500 170 1560
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Creating an interactive chart (5)
Step 4: Create the chart
ASimply select picked product column and insert a column chart.
AAdd axis labels and remove chart title.

APosition the chart under cell N8 (the data validation selection cell).
ANow, when you pick a new product from N8, your chart will update.

__Cheese 7 The chart when the
18‘00 ocolare ~ - N
productii Ch e eis e

1600 e
1200 Fruts selected form the drop-
1200 down list
1000 ;
800 -
A
600 -
400 -
200 -
0 ! | T T T
A A A A
Moo > '» o*b e,“';\

,’,\v
o

A A
A % :» S
SSRGS

S S Y




Essential conditional formatting tricks (1)

How to format the entire row

#® Applying Conditional Formatting to the entire row will be far more
effective in spreadsheets that have many columns.

@ For example, in the spreadsheet below w e ddrmat the entire row where the
countryincolumnDisi Fr anceo

D1 - f;:| Country
A B C D E F G H | J K

1 Order ID | Order Date | Customer Name Country Product Name ‘ Product Category | Unit Price | Units Sold | Discount | Total Sales Value Sales Rep

2 10248  4-Avuy-10 Vins et alcools Chevalier France Mozzarella di Giovanni Dairy Products £34.80 5 0.00% £ 174.00 Steven Buchanan
3 10248  4-Avy-10 Vins et alcools Chevalier France Singaporean Hokkien Fried Mee Grains/Cereals £14.00 10 0.00% £ 140.00 Steven Buchanan
4 10248 4-Auy-10 Vins et alcools Chevalier France Queso Cabrales Dairy Products £21.00 12 0.00% £ 252.00 Steven Buchanan
5 10249 5-Auy-10 Toms Spezialitdten Germany Manjimup Dried Apples Produce £53.00 40 0.00% £ 2,120.00 Michael Suyama

[ 10249 5-Auy-10 Toms Spezialitdten Germany Tofu Produce £23.25 9 0.00% £ 209.25 Michael Suyama

7 10250 8-Auy-10 Hanari Carnes Brazil Manjimup Dried Apples Produce £53.00 35 15.00% £ 1,576.75 Margaret Peacock
8 10250 8-Auy-10 Hanari Carnes Brazil Jack's New England Clam Chowder Seafood £9.65 10 0.00% £ 96.50 Margaret Peacock
9 10250 8-Auy-10 Hanari Carnes Brazil Louisiana Fiery Hot Pepper Sauce Condiments £21.05 15 15.00% £ 268.39 Margaret Peacock
10 10251 8-Auy-10 Victuailles en stock France Gustaf's Knackebrod Grains/Cereals £21.00 6 5.00% £ 119.70 Janet Leverling

11 10251 8-Auy-10 Victuailles en stock France Louisiana Fiery Hot Pepper Sauce Condiments £21.05 20 0.00% £ 421.00 Janet Leverling

12 10251 8-Auy-10 Victuailles en stock France Ravioli Angelo Grains/Cereals £19.50 15 5.00% £ 277.88 Janet Leverling

13 10252 9-Auy-10 Suprémes délices Belgium Geitost Dairy Products £2.50 25 5.00% £ 59.38 Margaret Peacock
14 10252 9-Avuy-10 Suprémes délices Belgium Camembert Pierrot Dairy Products £34.00 40 0.00% £ 1,360.00 Margaret Peacock
15 10252 9-Auy-10 Suprémes délices Belgium Sir Rodney's Marmalade Confections £81.00 40 5.00% £ 3,078.00 Margaret Peacock
16 10253 10-Avy-10 Hanari Carnes Brazil Chartreuse verte Beverages £18.00 42 0.00% £ 756.00 Janet Leverling

17 10253 10-Avy-10 Hanari Carnes Brazil Gorgonzola Telino Dairy Products £12.50 20 0.00% £ 250.00 Janet Leverling

18 10253 10-Auy-10 Hanari Carnes Brazil Maxilaku Confections £20.00 40 0.00% £ 800.00 Janet Leverling

19 10254 11-Auy-10 Chop-suey Chinese Switzerland |Longlife Tofu Produce £10.00 21 0.00% £ 210.00 Steven Buchanan
20 10254 11-Avy-10 Chop-suey Chinese Switzerland |Paté chinois Meat/Poultry £24.00 21 15.00% £ 428.40 Steven Buchanan
21 10254 11-Avy-10 Chop-suey Chinese Switzerland |Guarana Fantastica Beverages £4.50 15  15.00% £ 57.38 Steven Buchanan
22 10255 12-Auy-10 Richter Supermarkt Switzerland |Chang Beverages £19.00 20 0.00% £ 380.00 Anne Dodsworth
23 10255 12-Auy-10 Richter Supermarkt Switzerland |Raclette Courdavault Dairy Products £55.00 30 0.00% £ 1,650.00 Anne Dodsworth
24 10255 12-Avuy-10 Richter Supermarkt Switzerland |Pavlova Confections £17.45 35 0.00% £ 610.75 Anne Dodswaorth
25 10255 12-Avy-10 Richter Supermarkt Switzerland |inlagd Sill Seafood £19.00 25 0.00% £ 475.00 Anne Dodsworth
26 10256 15-Avuy-10 Wellington Importadora Brazil Perth Pasties Meat/Poultry £32.80 15 0.00% £ 492.00 Janet Leverling

27 10256 15-Auy-10 Wellington Importadora Brazil Original Frankfurter griine SolRe Condiments £13.00 12 0.00% £ 156.00 Janet Leverling

28 10257 16-Auvy-10 HILARION-Abastos Venezuela Schoggi Schokolade Confections £43.90 25 0.00% £ 1,097.50 Margaret Peacock
29 10257 16-Avy-10 HILARION-Abastos Venezuela [Chartreuse verte Beverages £18.00 6 0.00% £ 108.00 Margaret Peacock
30 10257 16-Avy-10 HILARION-Abastos Venezuela |Original Frankfurter griine SofRe Condiments £13.00 15 0.00% £ 195.00 Margaret Peacock
31 10258 17-Auy-10 Ernst Handel Austria Chef Anton's Gumbo Mix Condiments £21.35 65 20.00% £ 1,110.20 Nancy Davolio




Essential conditional formatting tricks (2)

How to format the entire row
ASelect the entire table of data excluding the header row.
AClick the AiHomd&ab ®@n the Ribbon and then the ACondi t

For mat bUIttUng 0 New Formatting Rule ? X
ASelectfi Ne Riu | foin the list. Select 3 Rule Type
ACIle onn Usaformulato » Format all cells based on their values

=~ Format only cells that contain

determine which cellstof o r ma {| =rormat only top or bottom ranked values
= Format only values that are above or below average

in the tOp half Of the screen and type = Format only unique or duplicate values

= Use a formula to determine which cells to format

the following formula:
:$D2:ﬁ |: rance C\) Edit the Rule Description:

ACIICk the ﬁ F or rrtmtto[‘) and Format values where this formula is true:
choose the formatting you would like
to apply (i.e.use i Ficloll anromler oreviews —— =
to make the entirerowin y el )).ow

AClick ok.

' =%$D2=fAFrancebod E

0K Cancel
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Essential conditional formatting tricks (3)

M18 ( £
A B C D E F G H \ J K

1 OrderID | Order Date| Customer Name Country Product Name | Product Catagory ‘ Unit Price | Units Sold ‘ Discount‘ Total Sales Value Sales Rep

2 10248  4-Auy-10 Vins et alcools Chevalier France Mozzarella di Giovanni Dairy Products £34.80 5 0.00% f 174.00 Steven Buchanan
3 10248  4-Auy-10 Vins et alcools Chevalier France Singaporean Hokkien Fried Mee Grains/Cereals £14.00 10 0.00% £ 140.00 Steven Buchanan
4 10248  4-Auy-10 Vins et alcools Chevalier France Queso Cabrales Dairy Products £21.00 12 0.00% £ 252.00 Steven Buchanan
5 10249 5-Auy-10 Toms Spezialitdten Germany Manjimup Dried Apples Produce £53.00 40 0.00% f 2,120.00 Michael Suyama

6 10249 5-Auy-10 Toms Spezialitaten Germany  Tofu Produce £23.25 9 0.00% £ 209.25 Michael Suyama

7 10250  8-Auy-10 Hanari Carnes Brazil Manjimup Dried Apples Produce £53.00 35 15.00% £ 1,576.75 Margaret Peacock
38 10250 8-Auy-10 Hanari Carnes Brazil Jack's New England Clam Chowder  Seafood £9.65 10 0.00% f 96.50 Margaret Peacock
9 10250  8-Auy-10 Hanari Carnes Brazil Louisiana Fiery Hot Pepper Sauce Condiments £21.05 15 15.00% £ 268.39 Margaret Peacock
10 10251  8-Auy-10 Victuailles en stock France Gustaf's Knackebrod Grains/Cereals £21.00 6 5.00% f 119.70 Janet Leverling

11 10251  8-Auy-10 Victuailles en stock France Louisiana Fiery Hot Pepper Sauce Condiments £21.05 20 0.00% £ 421.00 Janet Leverling

12 10251  8-Auy-10 Victuailles en stock France Ravioli Angelo Grains/Cereals £19.50 15 5.00% £ 277.88 Janet Leverling

13 10252 9-Auy-10 Suprémes délices Belgium Geitost Dairy Products £2.50 25 5.00% £ 59.38 Margaret Peacock
14 10252 9-Auy-10 Suprémes délices Belgium Camembert Pierrot Dairy Products £34.00 40 0.00% £ 1,360.00 Margaret Peacock
15 10252 9-Auy-10 Suprémes délices Belgium Sir Rodney's Marmalade Confections £81.00 40 5.00% f 3,078.00 Margaret Peacock
16 10253 10-Auy-10 Hanari Carnes Brazil Chartreuse verte Beverages £18.00 42 0.00% £ 756.00 Janet Leverling

17 10253 10-Auy-10 Hanari Carnes Brazil Gorgonzola Telino Dairy Products £12.50 200 0.00% £ 250.00 Janet Leverling

18 10253 10-Auy-10 Hanari Carnes Brazil Maxilaku Confections £20.00 40 0.00% £ 800.00 Janet Leverling

19 10254 11-Awy-10 Chop-suey Chinese Switzerland | Longlife Tofu Produce £10.00 21 000% f 210.00 Steven Buchanan
20 10254 11-Auy-10 Chop-suey Chinese Switzerland | Paté chinois Meat/Poultry £24.00 21 15.00% f£ 428.40 Steven Buchanan
21 10254 11-Avy-10 Chop-suey Chinese Switzerland | Guarana Fantastica Beverages £4.50 15 15.00% f 57.38 Steven Buchanan
22 10255 12-Auy-10 Richter Supermarkt Switzerland | Chang Beverages £19.00 200 0.00% £ 380.00 Anne Dodsworth
23 10255 12-Auy-10 Richter Supermarkt Switzerland | Raclette Courdavault Dairy Products £55.00 30 0.00% £ 1,650.00 Anne Dodsworth
24| 10255 12-Auy-10 Richter Supermarkt Switzerland  Pavlova Confections £17.45 35 0.00% f 610.75 Anne Dodsworth
25 10255 12-Auy-10 Richter Supermarkt Switzerland | Inlagd Sill Seafood £19.00 25 0.00% £ 475.00 Anne Dodsworth
26 10256 15-Auy-10 Wellington Importadora Brazil Perth Pasties Meat/Poultry £32.80 15 0.00% f£ 492.00 Janet Leverling

27 10256 15-Auy-10 Wellington Importadora Brazil Original Frankfurter griine Sofie Condiments £13.00 12 0.00% f£ 156.00 Janet Leverling

28 10257 16-Auy-10 HILARION-Abastos Venezuela  Schoggi Schokolade Confections £43.90 25 0.00% £ 1,097.50 Margaret Peacock
29 10257 16-Auy-10 HILARION-Abastos Venezuela |Chartreuse verte Beverages £18.00 6 0.00% £ 108.00 Margaret Peacock
30 10257 16-Auy-10 HILARION-Abastos Venezuela | Original Frankfurter grilne Sofe Condiments £13.00 15 0.00% f 195.00 Margaret Peacock
31 10258 17-Auy-10 Ernst Handel Austria Chef Anton's Gumbo Mix Condiments £21.35 65 20.00% f 1,110.20 Nancy Davolio
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Essential conditional formatting tricks (4)

How to use multiple conditions in your Conditional Formatting Rules

# To use multiple conditionsini Co n d i R d romaatlouiwil gegd to enter
a formula.
# Depending on the logic you want to use this will likely be either the i A N Doo
A O Rfanction.
#® For example, in the spreadsheet below w e ddrmat the entire row where the
country isn Br a ANDIthe units sold are less than n200.

H1 - ( £ | Units Sold
A B C D E F G H | ] K

1 OrderID | Order Date ‘ Customer Name Country Product Name | Product Category | Unit Price | Units Sold ‘ Discount | Total Sales Value Sales Rep

2 10248 4-Auy-10 Vins et alcools Chevalier France Mozzarella di Giovanni Dairy Products £34.80 5 0.00% £ 174.00 Steven Buchanan
3 10248 4-Auy-10 Vins et alcools Chevalier France Singaporean Hokkien Fried Mee Grains/Cereals £14.00 10 0.00% £ 140.00 Steven Buchanan
4 10248 4-Auy-10 Vins et alcools Chevalier France Queso Cabrales Dairy Products £21.00 12 0.00% £ 252.00 Steven Buchanan
5 10249 5-Auy-10 Toms Spezialitdten Germany Manjimup Dried Apples Produce £53.00 40 0.00% £ 2,120.00 Michael Suyama

6 10249 5-Auy-10 Toms Spezialitaten Germany Tofu Produce £23.25 9 0.00% £ 209.25 Michael Suyama

7 10250 8-Auy-10 Hanari Carnes Brazil Manjimup Dried Apples Produce £53.00 35 15.00% £ 1,576.75 Margaret Peacock
8 10250 8-Auy-10 Hanari Carnes Brazil Jack's New England Clam Chowder Seafood £9.65 10 0.00% £ 96.50 Margaret Peacock
9 10250 8-Auy-10 Hanari Carnes Brazil Louisiana Fiery Hot Pepper Sauce Condiments £21.05 15 15.00% £ 268.39 Margaret Peacock
10 10251 8-Auy-10 Victuailles en stock France Gustaf's Knackebrod Grains/Cereals £21.00 6 5.00% £ 119.70 Janet Leverling

11 10251 8-Auy-10 Victuailles en stock France Louisiana Fiery Hot Pepper Sauce Condiments £21.05 20 0.00% £ 421.00 Janet Leverling

12 10251  8-Auy-10 Victuailles en stock France Ravioli Angelo Grains/Cereals £19.50 15 5.00% £ 277.88 lanet Leverling

13 10252 9-Auy-10 Suprémes délices Belgium Geitost Dairy Products £2.50 25 5.00% £ 59.38 Margaret Peacock
14 10252 9-Auy-10 Suprémes délices Belgium Camembert Pierrot Dairy Products £34.00 40 0.00% £ 1,360.00 Margaret Peacock
15 10252 9-Auy-10 Suprémes délices Belgium Sir Rodney's Marmalade Confections £81.00 40 5.00% £ 3,078.00 Margaret Peacock
16 10253 10-Auy-10 Hanari Carnes Brazil Chartreuse verte Beverages £18.00 42 0.00% £ 756.00 Janet Leverling

17 10253 10-Auy-10 Hanari Carnes Brazil Gorgonzola Telino Dairy Products £12.50 20 0.00% £ 250.00 Janet Leverling

18 10253 10-Auy-10 Hanari Carnes Brazil Maxilaku Confections £20.00 40 0.00% £ 800.00 Janet Leverling

19 10254 11-Avy-10 Chop-suey Chinese Switzerland  Longlife Tofu Produce £10.00 21 0.00% £ 210.00 Steven Buchanan
20 10254 11-Auy-10 Chop-suey Chinese Switzerland  Paté chinois Meat/Poultry £24.00 21 15.00% £ 428.40 Steven Buchanan
21 10254 11-Auy-10 Chop-suey Chinese Switzerland | Guarana Fantastica Beverages £4.50 15 15.00% £ 57.38 Steven Buchanan
22 10255 12-Auy-10 Richter Supermarkt Switzerland Chang Beverages £19.00 20 0.00% £ 380.00 Anne Dodswaorth
23 10255 12-Auv-10 Richter Supermarkt Switzerland  Raclette Courdavault Dairv Products £55.00 30 0.00% f 1.650.00 Anne Dodsworth




Essential conditional formatting tricks (5)

How to use multiple conditions in your Conditional Formatting Rules
ASelect the range of cells you want to apply the Conditional Formatting to.
AClick the AiHomd&ab ®@n the Ribbon and then the ACondi t

For mat bUItthg 0 New Formatting Rule ? X
ASelectfi Ne Riu | foin the list. Select 3 Rule Type
AC'ICk on i U saeformulato = Format all cells based on their values

=~ Format only cells that contain

determine which cellstof o r ma {| =rormat only top or bottom ranked values

= Format only values that are above or below average

in the tOp half Of the screen and type = Format only unique or duplicate values

= Use a formula to determine which cells to format

the following formula:
:AND($H2<20’$D2:ﬁ Br azi | o©fEdittheRuleDescription:
AC'ICk the ﬁ F or rrtmttoﬁ and Format values where this formula is true:

choose the formatting you would like

" =AND($H2<20, $D2=ABrazil o) .5

to apply (i.e.use i Ficloll anromler

Preview: AaBbCcYyZz [ Format...

0K Cancel

to make the entirerowin y el )).ow
AClick ok.
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Essential conditional formatting tricks (6)

M11 [ k|
A B C D E F G I ] K

1 OrderlID | Order Date| Customer Name Country Product Name ‘ Product Category | Unit Price ‘ Units Sold ‘ Discount| Total Sales Value Sales Rep

2 10248 4-Avy-10 Vins et alcools Chevalier France Mozzarella di Giovanni Dairy Products £34.80 5 0.00% f 174.00 Steven Buchanan
3 10248 4-Avy-10 Vins et alcools Chevalier France Singaporean Hokkien Fried Mee Grains/Cereals £14.00 10 0.00% £ 140.00 Steven Buchanan
4 10248 4-Avy-10 Vins et alcools Chevalier France Queso Cabrales Dairy Products £21.00 12 0.00% f£ 252.00 Steven Buchanan
5 10249 5-Auy-10 Toms Spezialitdten Germany Manjimup Dried Apples Produce £53.00 40 0.00% £ 2,120.00 Michael Suyama
6 10249 5-Avy-10 Toms Spezialitdten Germany Tofu Produce £23.25 9 0.00% f 209.25 Michael Suyama

7 10250  8-Avy-10 Hanari Carnes Brazil Manjimup Dried Apples Produce £53.00 35 15.00% f£ 1,576.75 Margaret Peacock
g 10250  8-Auy-10 Hanari Carnes Brazil Jack's New England Clam Chowder  Seafood £9.65 10 0.00% £ 96.50 Margaret Peacock
9 10250  8-Auvy-10 Hanari Carnes Brazil Louisiana Fiery Hot Pepper Sauce Condiments £21.05 15 15.00% £ 268.39 Margaret Peacock
10 10251 8-Avy-10 Victuailles en stock France Gustaf's Knackebrod Grains/Cereals £21.00 6 500% f 119.70 Janet Leverling

11 10251 8-Avy-10 Victuailles en stock France Louisiana Fiery Hot Pepper Sauce Condiments £21.05 200 0.00% £ 421.00 Janet Leverling

12 10251 8-Avy-10 Victuailles en stock France Ravioli Angelo Grains/Cereals £19.50 15 5.00% f£ 277.88 lanet Leverling

13 10252  9-Auy-10 Suprémes délices Belgium Geitost Dairy Products £2.50 25 5.00% f 59.38 Margaret Peacock
14 102521 9-Auy-10 Suprémes délices Belgium Camembert Pierrot Dairy Products £34.00 40  0.00% £ 1,360.00 Margaret Peacock
15 102521 9-Avy-10 Suprémes délices Belgium Sir Rodney's Marmalade Confections £81.00 40  5.00% £ 3,078.00 Margaret Peacock
16 10253 10-Avy-10 Hanari Carnes Brazil Chartreuse verte Beverages £18.00 42 0.00% f£ 756.00 Janet Leverling

17 10253 10-Avy-10 Hanari Carnes Brazil Gorgonzola Telino Dairy Products £12.50 20 0.00% £ 250.00 Janet Leverling

18 10253 10-Auy-10 Hanari Carnes Brazil Maxilaku Confections £20.00 40 0.00% £ 800.00 lanet Leverling
19 10254 11-Avy-10 Chop-suey Chinese Switzerland  Longlife Tofu Produce £10.00 21 0.00% £ 210.00 Steven Buchanan
20 10254 11-Auy-10 Chop-suey Chinese Switzerland  Paté chinois Meat/Poultry £24.00 21 15.00% £ 428.40 Steven Buchanan
21 10254 11-Auy-10 Chop-suey Chinese Switzerland  Guarana Fantastica Beverages £4.50 15 15.00% £ 57.38 Steven Buchanan
22| 10255 12-Auy-10 Richter Supermarkt Switzerland  Chang Beverages £19.00 20 0.00% f£ 380.00 Anne Dodsworth
23 10255 12-Avy-10 Richter Supermarkt Switzerland  Raclette Courdavault Dairy Products £55.00 30 0.00% £ 1,650.00 Anne Dodsworth
24 10255 12-Avy-10 Richter Supermarkt Switzerland Pavlova Confections £17.45 35 0.00% £ 610.75 Anne Dodsworth
25 10255 12-Auvy-10 Richter Supermarkt Switzerland  Inlagd Sill Seafood £19.00 25 0.00% £ 475.00 Anne Dodsworth
26| 10256 15-Auy-10 Wellington Importadora Brazil Perth Pasties Meat/Poultry £32.80 15 0.00% f£ 492.00 Janet Leverling

27 10256 15-Auy-10 Wellington Importadora Brazil Original Frankfurter griine SolRe Condiments £13.00 12 0.00% £ 156.00 Janet Leverling

28 10257 16-Auy-10 HILARION-Abastos Venezuela  Schoggi Schokolade Confections £43.90 25  0.00% £ 1,097.50 Margaret Peacock
29 10257 16-Auy-10 HILARION-Abastos Venezuela  Chartreuse verte Beverages £18.00 6 0.00% f£ 108.00 Margaret Peacock
30 10257 16-Auy-10 HILARION-Abastos Venezuela  Original Frankfurter griine Sofe Condiments £13.00 15 0.00% f£ 195.00 Margaret Peacock
31 10258 17-Avy-10 Ernst Handel Austria Chef Anton's Gumbo Mix Condiments £21.35 65 20.00% f£ 1,110.20 Nancy Davolio




" M
Introduction to Pivot Tables (1)
#® Excel pivot tables are very useful and powerful feature of MS Excel.
# They can be used to summarize, analyze, explore and present your data.
# Use Pivot Tables for: a) Summarizing data, b) Listing unique values in any

column of a table, c) Filtering, sorting, drilling-down data without writing one
formula or macro, d) Transposing data, e) Linking data sources outside excel.

16 24 29

22 17 70 .
w5 Sum of Quantity Column Labels pg

#oE = Row Labels g Bill Harry Janet Martha Grand Total

65 78
64
12 22 21

154 145 202 164

Joe Grand Total 128"965

Martha B $9,000
Mary B 22 $375.00 $8,250
Ralph C 11 $515.00 S5,665
Frank D 7 18 $280.00 S5,040
Mary A Colorado 12 $400.00 S4,800




Introduction to Pivot Tables (2)

To create a Pivot Table

ASelect the range of cells you want to use for the Pivot Table.

AClick the i | n sTearbbd the Ribbon and thenthe i Pi v ot Thattbn. e 0
ADecide whether you want the Pivot Table to appear in a new worksheet or

within an existing worksheet.

(2 )

-
Create PivotTable

Connection name

/| Choose where you want the PivotTable report to be placed
© New Worksheet
Existing Worksheet
Location: 55
To build a report, choose
7 fields from the PivoiTable

Choose whether you want to analyze multiple tables
i Fisld List

_| Add this data to the Data Model

[ oK ][ Cancel } —

— BN
-

Pivot Table - g

Pivot Table
Fields

Choose the data that you want to analyze 2 | | Actiee Fuekd s | | B mnsert Shces 7 Fie | 3 -
@ Select a table or range - S ¥ : Acti e Racommenidad | 8
Table/Range: | ‘List of Orders'1SAS1:5K52156| (3] : aiTaies
Use an external data souree || }p o RwRe8 . FRm
. fr
A D E

PivotTable Fields

o wdd to report

Preduct Mame




Introduction to Pivot Tables (3)

To specify a Pivot Table

ATo specify the data to use in the Pivot Table,

you need move the required fields into the
relevant report areas at the bottom of the field list.
ABy simply moving the fields between the different

report areas you change the configuration of the
report, and is why they are known as Pivot Tables.

M2 ~ &
1 § Order ID | Order Date Customer Name Country Product Name Product Category | Unit Price | Units Sold | Discount | Total Sales Value Sales Rep
2 10248 4-Auy-10 Vins et alcools Chevalier France Mozzarella di Giovanni Dairy Products £34.80 5 0.00% £ 174.00 Steven Buchanan
3 10248 4-Auy-10 Vins et alcools Chevalier France Singaporean Hokkien Fried Mee Grains/Cereals £14.00 10 0.00% £ 140.00 Steven Buchanan
4 10248 4-Auy-10 | Vins et alcools Chevalier France Queso Cabrales Dairy Products £21.00 12 0.00% £ 252.00 Steven Buchanan
5 10249  5-Auy-10 Toms Spezialititen Germany Manjimup Dried Apples Produce £53.00 40 0.00% £ 2,120.00 Michael Suyama
6 10249 5-Avy-10 Toms Sperzialitdten Germany Tofu Produce £23.25 9 0.00% £ 209.25 Michael Suyama
7 10250  8-Auy-10 Hanari Carnes Brazil Manjimup Dried Apples Produce £53.00 35 15.00% £ 1,576.75 Margaret Peacock
8 10250 8-Auy-10 Hanari Carnes Brazil Jack's New England Clam Chowder Seafood £9.65 10 0.00% £ 96.50 Margaret Peacock
9 10250 8-Auy-10 Hanari Carnes Brazil Louisiana Fiery Hot Pepper Sauce Condiments £21.05 15 15.00% £ 268.39 Margaret Peacock
10 10251 8-Auvy-10 Victuailles en stock France Gustaf's Kndckebrod Grains/Cereals £21.00 6 5.00% £ 119.70 Janet Leverling
11 10251 8-Auy-10 Victuailles en stock France Louisiana Fiery Hot Pepper Sauce Condiments £21.05 20 0.00% £ 421.00 Janet Leverling
12 10251 8-Auy-10 Victuailles en stock France Ravioli Angelo Grains/Cereals £19.50 15 5.00% £ 277.88 Janet Leverling
13 10252 9-Auy-10 Suprémes délices Belgium Geitost Dairy Products £2.50 25 5.00% £ 59.38 Margaret Peacock
14 10252 9-Auy-10 Suprémes délices Belgium Camembert Pierrot Dairy Products £34.00 40 0.00% £ 1,360.00 Margaret Peacock
15 10252 9-Auy-10 Suprémes délices Belgium Sir Rodney's Marmalade Confections £81.00 40 5.00% £ 3,078.00 Margaret Peacock
16 10253 10-Auy-10 Hanari Carnes Brazil Chartreuse verte Beverages £18.00 42 0.00% £ 756.00 Janet Leverling
17 10253 10-Auy-10 Hanari Carnes Brazil Gorgonzola Telino Dairy Products £12.50 20 0.00% £ 250.00 Janet Leverling
18 10253  10-Auy-10|Hanari Carnes Brazil Maxilaku Confections £20.00 40 0.00% £ 800.00 Janet Leverling
19 10254  11-Auy-10|Chop-suey Chinese Switzerland | Longlife Tofu Produce £10.00 21 0.00% £ 210.00 Steven Buchanan
20 10254  11-Auy-10 Chop-suey Chinese Switzerland | P&té chinois Meat/Poultry £24.00 21 15.00% £ 428.40 Steven Buchanan
21 10254  11-Auy-10 Chop-suey Chinese Switzerland |Guarané Fantastica Beverages £4.50 15 15.00% £ 57.38 Steven Buchanan
22 10255  12-Auy-10 Richter Supermarkt Switzerland | Chang Beverages £19.00 20 0.00% £ 380.00 Anne Dodsworth
23 10255  12-Auy-10 Richter Supermarkt Switzerland | Raclette Courdavault Dairy Products £55.00 30 0.00% £ 1,650.00 Anne Dodsworth
24 10255  12-Auy-10 Richter Supermarkt Switzerland |Pavlova Confections £17.45 35 0.00% £ 610.75 Anne Dodsworth
25 10255 12-Auy-10 Richter Supermarkt Switzerland | Inlagd Sill Seafood £19.00 25 0.00% £ 475.00 Anne Dodsworth
26 10256  15-Auy-10 Wellington Importadora Brazil Perth Pasties Meat/Poultry £32.80 15 0.00% £ 492.00 Janet Leverling
27 10256 15-Auy-10 Wellington Importadora Brazil Original Frankfurter griine SoRe Condiments £13.00 12 0.00% £ 156.00 Janet Leverling
28 10257 16-Auy-10 HILARION-Abastos Venezuela Schoggi Schokolade Confections £43.90 25 0.00% £ 1,097.50 Margaret Peacock
29 10257 16-Auy-10 HILARION-Abastos Venezuela Chartreuse verte Beverages £18.00 6 0.00% £ 108.00 Margaret Peacock
30 10257 16-Auy-10 HILARION-Abastos Venezuela Original Frankfurter griine SoRe Condiments £13.00 15 0.00% £ 195.00 Margaret Peacock
31 10258 17-Auy-10 Ernst Handel Austria Chef Anton's Gumbo Mix Condiments £21.35 65 20.00% £ 1,110.20 Nancy Davolio

T

Order ID

Order Date
Customer Name
Country

Product Name
Product Category
Unit Price

Units Sold

Discount

Drag fields between areas below:

FILTERS

R O W S

Defer Layout Update

PivotTable Fields

Choose fields to add to report:

COLUMNS

VALUES
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Introduction to Pivot Tables (4)

A B

1

2

3 RowlLabels ~ Sum of Total Sales Value
4 |Beverages 288694.68
5 Condiments 113992.64
6 |Confections 179863.73
7 |Dairy Products 251147.65
8 Grains/Cereals 101646.97
9 Meat/Poultry 174622.58
10 |Produce 105745.71
11 Seafood 137989.33
12 Grand Total 1353703.29

- Move the i Pr o dQiactt e g digldyinbo
the i R O W&rea.

- Move the i T o tSalds Va | u &efdinto
theA VAL U&ead

-Move the i Sal Re p &ield into the
A ROWS&rea (belowfi Pr o€ac¢t & g.o

A

2

3 Row Labels

4 -'Beverages

5 Andrew Fuller

6 Anne Dodsworth

7 Janet Leverling

8 Laura Callahan

9 Margaret Peacock

10 Michael Suyama

11 Nancy Davolio

12 Robert King

13 Steven Buchanan

14 = Condiments

15 Andrew Fuller

16 Anne Dodsworth

17 Janet Leverling

18 Laura Callahan

19 Margaret Peacock
rl $00 ) Michael Suyama

+* Sum of Total Sales Value

288694.68
40785.85
20127.98
47311.63

18936.1
56409.08
10075.4
49156.53
32924.45
12967.66

113992.64
15759.89
11023.75
14245.85
16174.36
25678.42

4733.79
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Introduction to Pivot Tables (5)

A B

1

2

3 RowlLabels ~ Sum of Total Sales Value
4 |Beverages 288694.68
5 Condiments 113992.64
6 |Confections 179863.73
7 |Dairy Products 251147.65
& |Grains/Cereals 101646.97
9 Meat/Poultry 174622.58
10 |Produce 105745.71
11 Seafood 137989.33
12 Grand Total 1353703.29

-Move the i Pr o dQiactt e g dieldyinbo
the A R O W&rea.

-Move then T o tSalds Va | u &etd into
thed VAL U&eho

-Move the i Sal Re p &ield into the

A ROWS&rea (abovein Pr o €at € g.0

=

A
2
3 Row Labels
4 = Andrew Fuller
3 Beverages
6 Condiments
7 Confections
8 Dairy Products
9 Grains/Cereals
10 Meat/Poultry
11 Produce
12 Seafood
13 = Anne Dodsworth
14 Beverages
15 Condiments
16 Confections
17 Dairy Products

MO0 ) Grains/Cereals

+* Sum of Total Sales Value
173875.52

40785.85
15759.89
22708.15
25060.05
11854.13
31664.6
9884.92
16157.93
80413.45
20127.98
11023.75
8400.53
21958.71
1245.3




"

Introduction to Pivot Tables (6)

- Move thein Pr o dQuactte g deldyntothed COL U Maré&ao
-Movethein To tSaldsVal uteklintotheid VAL U&eao
- Move the i S a |Reespfield into the i R O W&rea.

A B L D E f G H [ J
2
3 |Sum of Total Sales Value Column Labels -
4 Row Labels * Beverages Condiments Confections Dairy Products Grains/Cereals Meat/Poultry Produce Seafood  Grand Total
5 |Andrew Fuller 4078585 1575989  22708.15 25060.05 11854.13 J1664.6 388492 1615793 173875.512
6 |Anne Dodsworth 012798 1102375 8400.53 21958.71 1245.3 8699.91  368.81 838846  B0413.45
T |Janat Laverling 4731163 1424585  36408.69 34148.26 22505.98 77024 123382 2613635 2148858
8 |Laura Callahan 189361 1617436  23474.61 2228135 174145 1897933 1260542 1351667 13113329
9 |Margaret Peacock 56409.08 2567842  30342.02 37050.73 24393.58 J676.82 1841546 2910452 256075.08
10 |Michael Suyama 100754 4733.19 1433.53 19094.38 9706.3 9313.09 1213504 oleo.2d 7906295
11 |Nancy Davolio 49156.53 1438281 308933 38725.08 9086.72  16440.49 2045118 2555249  2(M638.6
12 |Robert King 3192445 9il8.d40 143314 28333.75 b643. 15 30422 1191298 76l 13354009
13 [Steven Buchanan 1206766 267531  5250.86 23893.29 A209.56 1157388 TSEL1 33415 TAMM5.81
14 ' Grand Total 28800468 11399264  179863.73 251147.65 101646.97 17462258 105745.71 137989.33 1353701.29




Introcluction to Pivot Taoles (7)

- Movethen Pr o dQiactte g dieldynto the A R O W&rea.

-Movethein To tSaldsVal uteklmmtotheid VAL U&eno

-Move then Co u n fieldyntothed F1 L T Br&aS o

- Click the filter list arrow and select the required criteria.

- You can add more fieldstothe i F 1 L T Br&aSod more advanced filtering.




