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What is data analysis?

@
4 cData analysis involves sorting through massive amounts of
unstructured information and deriving key insights from it, which are
enormously valuable for decision-makinge.
\/

An overview of how data analysis is done:

*

®

® @

Define the question or goal behind the analysis: what are you trying to
discover?

Collect the right data to help answer this question.

Perform data cleaning/data wrangling to improve data quality and prepare it
for analysis and interpretation.

Manipulate data using Spreadsheets (such as Excel).

Analyze and interpret the data using statistical tools (i.e. finding correlations,
trends, outliers, etc.).

Present this data in meaningful ways: graphs, visualizations, charts, tables,
etc.



Introduction to Excel (1)

cExcel is one of the most popular spreadsheet applicationse.

&

|
|

CA Spreadsheet is a grid of rows and columns in which you enter text,

numbers, as wells as the results of calculationse.

We use Excel for:

@
®

&

Entering, storing, organizing, analyzing different kinds of data.
Representing data in a variety of ways, with visually interesting charts and
graphs (e.g. in bar graphs, line graphs, and scatterplots).

Performing calculations with mathematical and statistical functions.

A

Simple Bar Chart

B c D E ]b F

(' NN = Vi S T ) U T

il Product  Ordered Product:  Cherries I
2 |Cherries 30 % of Total: 33%.l

40.0
30.0
3 |Bananas 20
4 |Apples 20
200 |
5 |Oranges 30
6 |Cherries 20
iy 7 Apples 30
& |Cherries 20
0.0 — - . - 9 |Peaches 40
2011 2012 2013 2014 o

10 |Total 210

B | C | B2 - S | =SUMIF(A2:A9,E1,82:83)/$8510




Introduction to Excel (2)

Advantages of Excel (and spreadsheets in general):

@
@
®

® ® & @& @

The space allowed to the user by the i s p r e a dissuhlieiget. 0
Information is organized and is easy to access.
Information is easy to edit if a mistake has been made by retyping or using

Aundoo

Data can be quickly analyzed.
Data can be easily sorted and filtered.
Calculations are completed automatically.

Calculations are correct.
Reports can be made more visual by using charts and graphs.
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Opening Microsoft Excel (1)

To open Excel and create a Workbook:
4 Start menu > All Programs > Microsoft Office > Excel (ori S e a Excdl)o
% File > New > Blank Workbook.

Microso! ft Excel - WO rkboo k

The file (with
e s b C, | | e extension .xls or

XIsx) used to

store various

Excel sheets,
which are called

worksheets.
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Opening Microsoft Excel (2)

To open Excel and create a Workbook:
4 Start menu > All Programs > Microsoft Office > Excel (ori S e a Excdl)o

% File > New > Blank Workbook.
hssaros i @ - X
Workbook

rmu
i E:E:;y Calb n-NL | ==2 %_ 2 Viap Tet Genersl . |;'J Q < EX E é::tfg”m Ay PO
Pt o rmatpanter | B L YT E T DA | S== EE EMegeaCeter - | E-% 0 R 3E Fcoj:ﬂda‘gfnf;'_ FDT:Ef:Ss;i!- e DECe TOMRt | e o [
Clipboard ] Font ] Alignment [ Number [ Styles Cells Editing ~
Al b2
A B C D E F G H J K L M N 0 p Q R S T U

5 The file (with
extension .xIs or
; XIsx) used to
; store various
‘ Excel sheets,
x which are called
st [ ® : ) worksheets.

Ready B m - ] + 100%
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Opening Microsoft Excel (3)

Bookl - Excel Ilias Siarkos . 2l

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

b Cut Calitri Bookl - Excel i"”msum Ay O
Copy ~ @ Return to Excel Fill =
Paste : Sort & Find &
= rmat Painter B I U . Info _contams Clear~ Filter = Select =
information about the
Clipboar f current workbook. You 'I' f Editing »
a1 . P can also inspect the n O .
- workbook and set New: you can create a new, blank
A B c protection controls. New workbook, or choose from a large R 5 T Ul
1] ! selection of templates. act Workbook
2 Open: you can open Open ‘ n» |""Control what types of changes
3 recent workbooks, as Protect people can make to this workbook.
well as workbooks saved Save UseS At
& to your OneDrive or on i~ ar;::;:nk s sal\:
5 your computer. your workbook to your computer
6 — : — Save As or to Office 365.
7 From the Print pane, ' = | Inspect Workbook
£ you can change the Sl Share: you can invite people to view and le, be aware
3 print settings and print collaborate on your workbook. You can also share
10 your workbook. Y?U Share your workbook by emailing it as an attachment. & printer
1 can also see a preview Y. . .nd
12 of your workbook. Export absolute path
13 Content that people with
14 Export: you can choose Close Close the current workbook. disabilities find difficult to read
15 to export your
workbook in another
12 format, such as From the Account pane, you can access your
17 PDF/XPS or Excel e Microsoft account information, modify your theme
18 1997-2003. and background, and sign out of youraccount. | . i
19 0 | Manage | of this file.
ptions
20 Options: you can change various Excel options. For
21 example, you can control the Quick Analysis preferences,
22 Auto Recover settings, or Language preferences.
23 L -
Sheetl ® b

Ready H O - 1 + 100%



Saving a document

To save an Excel file (Workbook):

# File > Save as.
# In a dialog box, you can specify: 1) the new f | Inantes2) location of where

you want it saved, and 3) format of the document.

# Press i S a \b@ton in the dialog box.

#® D o nforget to periodically save your work as insurance against a computer
freeze or a power outage (click the i s a budtan).

x| Save As
@T o e« Users ¢ isiarkos ¢ Documents w | O Search Documents o
@ File name:  Bookl -
@ Save as type: | Excel Workbook v
Authors:  [lias Siarkos Tags: Add atag

[ ] Save Thumbnail

I I Tool - 5 i |
Saving dialog box ools ave ance




Ilias Siarkos . &=

UG Inset  Pagelayout  Formulas  Data  Review  View  Help

¥ Cut

Q Tell me what you want to do

0 Calibri AN FT=E= & DwWepTet General F“ D EEIED X @ 2. htoSum - AY p
p E@CDW Conditional F Cell | Delete F .FIH Sort & Find &
aste B I U-~- . &, |l === E3= I'\.r'ler o BiCentar e, 9 9 ug 08 onditiona urmatas gl nsert Delete Format ort In
- Format Painter - B - - . Formatting~ Table~ Styles~ - - - Clear~ Filter - Select -
Clipboard Ta Font Ta Alignment P Number Ta Styles

Cells Editing L

1. The area outlined in yellow is calledthen Ti t | e It displaythe
name of the open program (in this case Microsoft Excel) and the
name of the current file (workbook name).

. The area outlined in blue is the work area (the active worksheet).

. The area outlined in green includes the sheet tabs - Here we can
create worksheets

(press n+0)
name, delete, move).
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About worksheets

#® We can create new worksheets by pressing the in + lautton.

# The worksheet displayed in the work area is the active worksheet.

#® We can delete a worksheet, rename it (double-click and type a new name) or
move it (hold, drag & release mouse).

# Also, we can do the previous actions from the pop-up window (right click).

S - : Pop-up
A B C D E F G H J K L M N 0 P Q R 5 T (A

]

2

3 In=sert...

4

2 3 Delete

6 o< L

7

; Bename

9

1 Move or Copy...

Protect Sheet...

s ad View Code

Ll Tab Color k

20 ﬂilﬂE
; Click to add a

;2 A ) new worksheet
Sheet! | Sheet2 | Sheets | Sheetd | (@) . ' Select All Sheets

= i m - | + 100%

v = —
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EEN2 A5
Home Da () 3
:DE:E:; i n - AN fff %,'i_ WrapText General QJ @ Em Ex iil :lL:thumv%Y p
afte ¥ Format Painter Iy~ DA | EEE EE EMegebiCentr - | - %+ 5 58 Fcoor:ndal’zionr:lv FUT:E:E'S St},rclﬂls' et Dee FDI’Eﬂat Clear~ Eﬁtr:[arsf S’:;Tedcfi
Clipboard Ta Font Ta Alignment P Number Ta Styles Cells Editing L
Al @ k
A B C D E F G H J K L I N 0 p a R 5 T U«
I
;._.
. 4.The area outlined in yellowiscalledi Qui c k Acces-dt -
5
° contains the most commonly used commands (Save, Undo, Redo).
a
: 5.The area outlined in blue is called i R b b-dtmlepicts all the
1 . ~ .
2 features in easy to understand form (expanded menu) -ii Ri b b 0
s isbrokenintofi Tab(stbome, I nsert, Dat aé)
16
. 6. The area outlined in green is where any calculations or formulas
19
2 we write will appear.
: ,
- Sheet1 ® ‘ b
Ready H m - | + 100%
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READY SCROLLLOCK

H ©- O Bookl - Excel
| HOME |  INSERT | PAGE LAYOUT IIFORMULASI DATA  REVIEW  VIEW

Aaj [_["j]Onentatlon' "—Rreaks 4.:..} idth: |Automatic | Gridlines Headings T
T;emes - Margms ID Size - & BAckground E eight |Automatic = | [¥| View v View F—

[&: Print Area~  FE, PriNt Titles Eefscale: 100% Print Print -
Themes Page Setup = Scale to Fit M Sheet Options e
_“_ Click a tab to see
more commands
 Ibashihattiy F G - I

1 [ [

- Each tab is divided

3 . | into groups

f i

8 ]

6

7

8

9

10

11

12

13

Sheetl +) 1

7

k3] [ S 4
Anna C Neagu ~




Bookl - Excel

File Insert  Pagelayout  Formulas  Data  Review  View  Help Q Tell me what you want to do

- EE Wrap Text General - E‘J @ EEEI E}( iil ?:toSum - %Y p
€| Fill =

D ER Copy ~ = &
Paste ) B I U-~- . &, === =3 B Merge & Center ~ A TR Conditional Formatas Cell Insert Delete Format Sort & Find &
- Format Painter - B - == H soEt e Formatting~ Table~ Styles~ - - - Clear~ Filter - Select -
Clipboard P Font Iy Alignment P Number Iy Styles Cells Editing LS
Al v k&
A B C D E F G H | J K L M M 0 p a R 5 T U«
]
T h m [Grdup tain th mmand
3 0 e @6 Contain the Co anas
4
5 L] n n
b
- most commonly associated with the formatting
a

: and editing of cells and their contents.
: Clipboard Font Alignment

; Number Styles Cells Editing

Sheet1 ® ‘ b

Ready H o= 1 + 100%



Book3 - Excel

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

- i Text | Symbols
.’M Add g . votCha n Link
PivotTables v / Chats @~ k=~ - Map Loss v -
Tables Add-ins Charts 4 Tours Sparklines Filters Links
Al W Fe

A B i D E F G H J K L M N 0 P a R 3 T U~

] ~ e

T hd nrs er tGroligsbomtain the commands
most commonly associated with adding

: something to the document.

€0 |~ | n (W b W P —

z Tables lllustrations Add-Ins

g Charts Tours Sparklines

: Filters Links Text & Symbols

Ready H m - | + 100%



Book3 - Excel

Home  Insert QEEELIEWNSN Formulas Data  Review  View  Help Q Tell me what you want to do

ile
" L] m tas Width:  Automatic - [ Gridlines ' Headings [l —
Auj K colors @ D [‘E [ED':‘ ieag Widlth: g |
anaei . €
Fonts~ D [D = - = E UHeight: Automatic - View View ‘—-| |:| u t?
. Bring Send  Selection Align

Therﬂes@EfFects' I'V'Iarvgins Orienfation Sivze :rr;r;t' Background -?irti{:; Wscle 0% - Clprint | ] i e :
Theme_s PageSet_up Ia Scal;toFit I3 Sheet Options Ia Arra_nge A
Al v f
A B C D 3 F G H J K L M N 0 p aQ R 3 T U
1 |
1 ] ~ = N\
. T hdedarmge L ay oG@raupsktentaio the
4
5 . .
. commands most commonly associated with
g

. settings that affect the entire page or worksheet.
; Themes Page Setup Scale to Fit

: Sheet Options Arrange

Sheet1 ® ' 3

Ready H o= 1 + 100%



Book3 - Excel Ilias Siarkos . &=

File Home  Inset  Page Layout Data  Review View  Help Q Tell me what you want to do

Define Name - ¥:0Trace Precedents IEﬁhow Formulas =
* d |5 E & G = .
f SEE@EIE B @ & |5 3|8 o

I=:§TrarzeDer.]endents 1 Error Checking -

o e e s | e B raetomscion | 5. e - @it o | S, 25

Al M E v
1I A ! B C D E F~ G H J K L i} M 0] i Cl. R S T U«
: T hd& oir mul a <roupa tootain the

. commands most commonly associated with

: Excel 0s formul as a|
: Defined

: Function Names Formula

: Library Auditing

5 Calculation
|| @ « »

Ready H m - | + 100%




Book3 - Excel

me Inset  Pagelayout  Formulas Review  View  Help Q Tell me what you want to do

B F [l Show Queries ’_@?@C nnnnn tions ?l Y Elrflﬁl (5" Flash Fill f+a Consolidate B @ GE Group ~

i B Remove Duplicates
GetExternal  New Refresh z l Sot  Filter Text to What-If Forecast
Data - Query D};. Recent Sources Al o Y Advance d 1 columns £ Data Validation - Analysis~ Sheet E@ Subtotal

et & Transform Connections Sort & Filter Data Tools Forecast Outline

Al W Je

A B i D E F G H J K L M N 0] P Q R 3 T U+

L] :
T h & ait Graupcontain the commands
most commonly associated with data from
. external sources, and evaluating/arranging data.

L= B = T B e R R L

(7=}

© Get & Transform  Connections Sort & Filter

z Data Tools Forecast Outline

Sheet! 0
Ready H m - | + 100%




Book3 - Excel

me  Inset  Pagelayout  Formulas  Data View  Help Q Tell me what you want to do

i I %

Spelling Thesaurus Check Smart || Translate New Protect Protect Allow Edit Hide
Accessibility § Lookup Commen t Sheet Workbook Ranges Ink =

Proofing Accessibility § Insights § Language Comments Protect Ink
Al ki

A B € D E F G H J K L M N 0] P Q R 5 T U=
1
2 h eRen | Grioapb @ontain th
3 T envi ew apb contain t
4
3 - .
. commands most commonly associated with text
7
8

. portions of a spreadsheet and sharing changes.

: Proofing Accessibility Insights

. Language Comments Protect

Sheetl ®
Ready H oo - 1 + 100%




Book3 - Excel

ile Home  Inset  Pagelayout Formulas  Data  Review Help Q Tell me what you want to do
: = =1 Split col
[¥] Formula Bar q [E) L_—I L-|_-| E @ Elsp
D D IDJ o Q m ™ Hide co D
Normal Page Break Page Custom § (7] Gridlines Headings Zoom 100% Zoomto Mew Arrange Freeze Switch Macros
Preview Layout Views Selection | Window  All - Panes~ Windows ~ -
Warkboak Views Show 7oom Windaow lMacros ~
Al v k&
A B i D E F G H J K L M N 0 P Q R 3 T U+
1 |
) | —— . ~ \ -
- T he/irew Gaupscontain the commands
4
5 L] L] L]
- MOSt comn |only assoclated with the variety of
7
8

sways you can nl ook ata

7 Workbook
: . Show Zoom
: views

: Window Macros
0 [sen | @

Ready H oo - | + 100%




Book1 - Excel Ilias Siarkos . &=

UG Inset  Pagelayout  Formulas  Data  Review  View  Help Q Tell me what you want to do

¥ Cut

Calibri ‘M AN = & B Wrap Text General - |::--—‘ E‘J 2. AutoSum * A p
D B2 Copy ~ o & . Fill =
Paste ¢ BT U- H. M. A-| === =a= Merge&Center S T o 1 o Conditional Farmat as CEII Insert Delete Farmat Snrt& Find &
- Format Painter - B - Formatting~ Table~ Styles~ - - - Clear~ Filter - Select -
Ta Font Ta Alignment P Number Ta Styles Cells Editing L
Al F
B C D E F G H J K L M M 0 P a R 5 T U~

Excel organize information (text and
numbers) by rows and columns

|
I S

ARows are represented by numbers along the side of the sheet
AColumns are represented by letters across the top of the sheet
AA cell is the intersection of a row and a column (unique name)

T[]

Sheet1 ® ‘ b
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The Excel Interface

Ouick &cceds Toalbar

e ‘_ Baabig) bucl The Ribbon L
_ HIOME PAGE LAYOUT  FORMIULAS  DATA hﬂl &nna © Neagu = 14
ey X, Calibri -lu -l CommandGreup = - B Condtionsl Formetting = | B=lnsert - | X - %v-
: b By~ B8 I W - A | 5 - % » | EFreemat o Table- = Delete -~ | - M-
asie -
. ¥ | H~- - A - = s e "% B Cell Styles = B Forrat~ | & -
Clipbosrd & Furvt ) s gy & T FeumbEr [ Skyles Cells Lok L
Cell Address ~a a1 @ NameBox . ﬁ' 4— Formula Bar "

:! & o £ F G H A« L [=
o [Row

i

2 D w3 o B W R
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Data entry T Active cell

# To enter information into a cell: Click on a cell, and type in the data
(numbers or text) and press Enter.

# The cell in the worksheet in which you can type data is called the active cell.

#® Aborder will appear around the active cell indicating that it is a selected cell.

# The contents of the active cell always appear in the Formula Bar.

# We can change the active cell either by moving the pointer or by using keys.

Data Entry Keyboard navigation
[ ) i D S~ Microsoft Excel ~ =] Enter Mave Dawn Accept changes and mave down
= Home| Insert Page | Formi Data Reviev View | Acrob | & Shift-Enter Move Up Accept changes and move up
£ D = % A 3o8 z - Tab Mave Right Accept changes and move right
Paste - Font | Alignment Number Styles Celis | — & Shift-Tab Maove Left Accept changes and move Left
Clipbe... Editir

L]

Al v (DXt L 3 Arrow Keys Moves to another cell Maves between Points to an
characters in cell address of a cell
D

"Ah';«,,_]»
A C

E

1 533_42| '! Home Moves to first column Movestothefront |  Paints to cellin
2 of the line in the cell column A
3 — ,
- - Ctrl-Home Moves to the beginning cell of the Points to the
a Active Cell e "
= worksheet (A1) beginning of the

3 = warksheet

Enter IEEET e —
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Flash Fill (1)

#® Excel Flash Fill is a special tool that analyzes the information you are
entering and automatically fills data when it identifies a pattern.
# Flash Fill easily copes with dozens of different tasks, such as:

- splitting and combining text strings,

- cleaning data and correcting inconsistencies,

- formatting text and numbers,

- converting dates to the desired format.
# The Flash Fill tool residesonthei DaTahiothein Da T @ o | gsoup.
# You can run Flash Fill with this key combination: Ctrl + E.

Data Review View Developer Help

— il = -
G E u < L& E = Ekg

Textto | Flash | Remove Data Consolidate Relationships Manage
Columns|] Fill |Duplicates Validation - Data Model

Data Tools
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Flash Fill (2)

# Usually Flash Fill starts automatically, and you only need to provide a

pattern. Here's how:

1. Insert a new column adjacent to the column with your source data.

2. In the first cell of a newly added column, type the desired value.

3. Start typing in the next cell, and if Excel senses a pattern, it will show a
preview of data to be auto-filled in the below cells.

4. Press the Enter key to accept the preview.

Data Review View Developer A B C
= [~/ = . .
S| B = B 1 Participants Country
Text to | Flash | Remove Data Consolida 3
Columns| Fill |Duplicates Validation ~ 2 Ronnle Anderson’ UK UK ,
Data Tools
3 lTom Boone, Canada Canadd !
. : 5 4 Sally Brook, USA
Participants Country : z
Ronnie Anderson, UK\ UK 5 Jeremy Hill, Australia
rom Boone, Canads ] 6  Mattias Waldau, USA
ally Brook, USA
Jeremy Hill, Australia
e ol e 7 Robert Furlan, France
Robert Furlan, France 8 Da\”d Whlte UK
David White, UK g
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Changing data in a cell i Cut, Copy, and Paste

# You can edit, replace, or clear data.

# You may change an entry within a cell two different ways:

- Click the cell one time and begin typing. The new information will replace any
information that was previously entered.

- Double click the cell and a cursor will appear inside. This allows you to edit
certain pieces of information within the cells instead of replacing all of the data
at once.

# You can use the Cut, Copy and Paste features of Excel to change the data
within your worksheet or to move data from other worksheet into new
worksheets.

# To Cut or Copy & Paste:

- Highlight the data or text by selecting the cells that they are held within.
- Go to Edit > Copy (Command-C) or Edit > Cut (Command-X).

- Click the location where the information should be placed.

- Go to Edit > Paste (Command-V).
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Finding & Replacing data (1)

# You can easily search the worksheet using the i F i nféature, which also
allows you to modify content usingthe i Re p | $eat@e

® From the A Ho mEa b ¢lick the i Fi &dS e | e command, then select
AFiI nNatido Re p | a(ase by pressingin Co mmah @

Book1 - Excel
Insert Page Layout Formulas Data Review View Help Q Tell me what you want to do
— P = [mm] 1—3 -
& Cut Calibri YA E=E e B WepTet General . = ¥ [ | == BX 2. AutoSum A p
0 BR Copy ~ - = & | B B Fill - z
Paste . B I U~ ifie Mo - === |eE3= E Merge & Center = e, o o+ S0 Conditional Formatas Cell Insert Delete Format Sort §¢ Find &
-~ ¥ Format Painter N o 4 T g " Formatting = Table~ Styles~ - - Clear ~ Filterf Select -
Clipboard [F} Faont [} Alignment [F} Number [F} Styles Cells Editing el

Find and Replace @

Find | Replace a_c Replace...

Find what: Friday E| -2 GoTo..

 Options >> |

Find All Find Next \ Close J




" J
Finding & Replacing data (2)

# You can easily search the worksheet using the i F i nféature, which also
allows you to modify content usingthe i Re p | $eat@e

® From the A Ho mEa b ¢lick the i Fi &dS e | e command, then select
AFiI nNatido Re p | a(ase by pressingin Co mmah @

Book1 - Excel
Insert Page Layout Formulas Data Review View Help Q Tell me what you want to do
.. . . [mm} =3 -
& Cut Calib N - K8 ==21%- | ®wepTet General . = ¥ [ | == BX 2. AutoSum A p
Dy Copy ~ - s & 5 = Fill~ z
Paste . B I U~ ifie Mo - === |eE3= E Merge & Center = e, o o+ S0 Conditional Formatas Cell Insert Delete Format Sort §¢ Find &
-~ ¥ Format Painter N o 4 T g " Formatting = Table~ Styles~ - - Clear ~ Filterf Select -
Clipboard [F} Faont [} Alignment [F} Number [F} Styles Cells Editing el

Find and Replace ? #% Find..

: a
Find | Replace ac Replace...

Find what: | ht -2 GoTo..
Replace with: W

Options > >

Feplace All Beplace Find All Find Mext Close
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Selecting group of cells

#® A group of selected cells is called a range - The range is identified by its

range reference, e.g. a) B3:F3, b) A3:C5.

# |n an adjacent range, all cells touch each other and form a rectangle
- To select an adjacent range, click the cell in a corner of the range, drag the
pointer to the cell in the opposite corner of the range, and release the mouse
button.

# Anonadjacent range has two or more adjacent ranges and selected cells
- To select a nonadjacent range, select the first adjacent range or cell, press
the Ctrl key as you select the other cells or ranges you want to include, and
then release the Ctrl key and the mouse button.

B2 a ;ﬁ.}| Ad v .fc|
A B C D E F G A B C D

B3:F3

[ o TN o I O Y 6 T
|

(= IR N S T S Y
-y
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Using the fill handle (1)

4 You canuse then f h b h d koeguickly copy and paste content to adjacent

cells in the same row or column.
# Select the cell(s) containing the content you wishtouse - Then f ha h d |
will appear as a small square in the bottom-right corner of the selected cell(s).
# Click & drag the ii f hi a nl dunté all of the cells you wish to fill are selected.

— ° A B C D E F

. 1

- =

a 2

> The fill handle 3 Fruit Apple 100 100
4 Orange 110

s B C

1 [ x 2 Banana

g. - - B Pears

5 7 Appricot

; 8 Berries

- g Melon

10

E 10 Fruit

13 11
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Using the fill handle (2)

4 You canuse then f h b h d koeguickly copy and paste content to adjacent

cells in the same row or column.
# Select the cell(s) containing the content you wishtouse - Then f ha h d |
will appear as a small square in the bottom-right corner of the selected cell(s).
# Click & drag the ii f hi a nl dunté all of the cells you wish to fill are selected.

SR, A ; c D E F
E 1
: 3|,
5 The fil handle 3 | Fruit  Apple 100 100}
A = c 4 Fruit Orange 100 110
2 B » 5 Fruit Banana 100 120
5 Fruit Pears 100 130
_% i Fruit Appricot 100 140
g 8 Fruit Berries 100 150
= G Fruit Melon 100 160
- 10 =
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Rotating rows/columns (1)

#® When you need to rotate columns and rows, you transpose them in Excel.

# Select & Copy the cell(s) containing the content you wish to use - On the
A H o mlea h dick the arrow under the Paste button.

# Click Paste Special, and then click the checkbox for Transpose - Press OK.

A E C D E F G H
1
> | Item  Bread Donuts Cookies Cakes  Pies |
3 {Amount _ 50 ____ 100 |40 ____ S0 ____: 20 _ |
4
a Item Amount
6 Bread 50
7 Donuts 100
a8 Cookies 40
g Cakes 50
10 Pies 20 1
11 Tfl (Ctrl) ~
12
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Rotating rows/columns (2)

#® When you need to rotate columns and rows, you transpose them in Excel.

# Select & Copy the cell(s) containing the content you wish to use - On the
A H o mlea b dick the arrow under the Paste button.

# Click Paste Special, and then click the checkbox for Transpose - Press OK.

File Home  Insert Pag Paste Special ?
ey
[] & Calibri | Paste
Paste (- B I U- | () Al () All using Source theme
o = ) Formulas () All except borders
Paste Font () Values () Column widths
O On O (_) Formats () Formulas and number formats
0 _-ft '_'fr 4 () Comments () Values and number formats
T i T -
H LE Lg I Validation All merging conditional formats
Paste Values Dperation
e po (®) Mone () Multipl
123 Uy 7 — — Py
\_) Add () Divide
Other Paste Options () Subtract
f’f Sn oty T
oy L] 2 P ;
[ ] skip blanks [¥|:Transpose;
Paste 5pecial.. ¢~ | T
9 Paste Special (Ctrl+Alt+V) Paste Link OK Cancel
10
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Formatting cells (1)

# There are various different options that can be changed to format the cells
differently - When changing the format within cells you must select the cells
that you wish to format.

® Togettothe i For rcaetl ldislag box select the cells you wish to change
then press right click and go to Format > Cells - A box will appear on the
screen with 6 different tab options (4 of these are presented below):
ANumber: Allows you to change the measurement in which your data is used

(if your data is concerned with money the number that you would use is
currency).

AAlignment: This allows you to change the horizontal and vertical alignment
of your text within each cell - You can also change the orientation of the text
within the cells and the control of the text within the cells as well.

AFont: Gives the option to change the size, style, color, and effects.

ABorder: Gives the option to change the design of the border around or
through the cells.
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Formatting cel

A Cut
(& Copy

|_ﬂ'|f| Paste Options:

i

Paste Special...
,E] Smart Lockup
Insert...

Delete...

Clear Contents

Filter
Sort
Format Cells...
Pick From Drop-down List...
Define Mame...

@5 Link >

Number {) Alignment

Categony:

[General ]

Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text
Special
Custom

Font

Sample

General format cells have no specific number format,

Format Cells

Border Fill

Protection

QK

Cancel
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Formatting cells (3)

EE] Lopy Alignment Font Border Fill Protection

|_ﬂ'|f| Paste Options: Categary:
sample
B
Paste Special... Accounting Decimal places: |2 =
Date =
Time [ ] Use 1000 Separator {.)
S Smart Loo kup Percentage -
Fraction Megative numbers:
Insert... Scientific | 123410
Text 123410
Delete... Special -1234.10
Custom -1234,10
Clear Contents
(5]
Filter
Sort
Mumber is used for general display of numbers. Currency and Accounting offer specialized
Format Cells... formatting for monetary value,

Pick From Drop-down List...

Define Mame...

K Cancel

@5 Link >

A Cut Format Cells ? “
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Formatting cells (4)

EE] Lopy Alignment Font Border Fill Protection

|_ﬂ'|f| Paste Options: Categorny:
General Sample

ﬁi Mumber

currency

Type:

Paste Special... tin

jo, Smart Lockup Percentage 14/03/12
. 14/3/12
Fraction 14.3.12
Insert... Saentific 2012-03-14
o int 14 March 2012
Delete... Cﬂmm 14 March 2012

Clear Contents Locale {location):

English (United Kingdom] W

Filter

Sort
Date formats display date and time serial numbers as date values. Date formats that begin with

Farmat Cells... an asterisk (*) respond to changes in regional date and time settings that are specified for the
- operating system. Formats without an asterisk are not affected by operating system settings.

Pick From Drop-down List...

Define Mame...

oK Cancel

@5 Link >

A Cut Format Cells ?
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Formatting cel

s (5)

A Cut
(& Copy

|_ﬂ'|f| Paste Options:

i

Paste Special...
,E] Smart Lockup

Insert...
Delete...

Clear Contents

Filter

Sort

Eormat Cells...

Pick From Drop-down List...

Define Mame...

e Link

Category:

General
Mumber
Currency
Accounting
Date

L
i

Percentage
Scientific
Text
Special
Custom

sample

Decimal places:

Format Cells

Alignment Font Border Fill Protection

2 =

Percentage formats multiply the cell value by 100 and displays the result with a percent symbol.

oK

Cancel




Formatting cel

& Cut
[ Copy
|_ﬂlfl Paste Options:

i

Paste Special...

Jo

Smart Lockup
Insert...
Delete...

Clear Contents

Filter
Sort
Format Cells...
Pick From Drop-down List...
Define Mame...

e Link )

Format Cells

Font Border Fill Protection
Text alignment Crientation
Haorizontal: +* .
Center W | |ndent: +
WVertical: 0 = ET .
Center W X Text ‘
i
Justify distributed '
*
Text control +
[ | wrap text 0 +| Degrees
[ ] shrink to fit
File Home Insert Page Layout Formulas Data Review View Help
|:| Merge cells 0
DEXO Calibri -1 - A === -  BWapTet
RIght_tn_lEft E v B I U-~- - S-AL | SE= == Merge&Center @
IE}{t dirECtic'n: Clipboard & Font 7 Alignment P
Context L 03 - P
A E C ] E F G H
1
2
3
4
3
B
8] 4 Cancel
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Formatting cel

s (V)

A Cut
[ Copy
|_ﬂ'|f| Paste Options:

i

Paste Special...
,E’ Smart Lockup
Insert...

Delete...

Clear Contents

Filter
Sort
Format Cells...
Pick From Drop-down List...
Define Mame...

@5 Link >

Format Cells
Mumber | Alignment >Elc'rder Fill Protection
Faont: Fant style: Size:
Calibri Fegular 11
Calibri Light (Headings ~ | (TR 8 A
i Italic 9
Abadi Eold 10
Abadi Extra Light Bold Italic
AdLib Win95BT 12
Adobe Caslon Pro h 14 h
Underline: Colon
None v| I | (V] Normal font
Effects Preview

[ ] strikethrough
[ ] superseript ——> %2
|:| subscript ——>

X2

Calibri

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

oK

Cancel
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Formatting cel

s (8)

A Cut
[ Copy
|_ﬂ'|f| Paste Options:

i

Paste Special...
,E] Smart Lockup
Insert...

Delete...

Clear Contents

Filter
Sort
Format Cells...
Pick From Drop-down List...
Define Mame...

@5 Link >

Format Cells

Mumber | Alignment > Fill Protection
Line
Style:

Mone  '===s===—=-

Mone  Qutline  Inside

—————- e ——— Border

----- - Y I L
Color

Automatic W an Qe -

1 I N

abaove,

The selected border style can be applied by clicking the presets, preview diagram or the buttons

(5] 4

Cancel
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Formatting cells (9)

Book! - Excel Ilias Siarkos . il
Insert Page Layout Formulas Data Review View Help Q Tell me what you want to do
sy X Cut .| = == = > AutoSum + A
ibri - =E=_ & @® - — 4 ) €m X p
D B Copy - Calibri n A A = % &5 Wrap Text General - 23 & SR == E il ZY
Paste . B I . R === &e=3= Merge & Center = | 2o+ 95 3 &0 00 Conditional Formatas Cell Insert Delete Format Sort & Find &
-  Format Painter _ - — = 2 o Formatting - Table~ Styles~ - - - Clear~ Filter = Select

Clipboard F} Alignment ra MNumber ra Styles Cells Editing ~

Font Style - Size Add boarders

Bold 1 Italics i

Theme Fonts - o Borders B 7
Calibri Light Headings) | g __ Bottom Border Underline
Calibri {Body) 10 Top Border
Al Fonts 1 L2 Left Border
| Right Border
Abadi e
i\t E . o 12 Mo Border
A Exarel Lignt B
AdLib Win83BT R L EH anBorders
[| m .
e Colon o 16 [ outside Borders To add fill & font
Tobe Coslon Pro Bold -‘lE El Thick Qutside Borders COIOr
i B Double Bord
Adobe Garamond Pro 20 — Bottom Double Border
- Thick Bottom Border
Adobe Garamond Pro Bold 22 _
i Top and Bottom Border
lgency FB —
Agle::f . 24 - Top and Thick Bottom Border
aroni 111 T1AN —
EE" —— Top and Double Bottorn Border
s 40 28 Draw Borders T h
Alef i
e T T1IN 6 7| Draw Border = = OC ange
ALGERIAN o 48 B2 Draw Border Grid horlzontal &
o il 72 & Erase Border % E E . .
Apmiri Quran L ___| E Line Color > Ver“CaI allgnment




Formatting cells (10)

Book! - Excel

Ilias Siarkos . =

Insert Page Layout Formulas Data Review Help Q Tell me what you want to do
sy X Cut . v | = == = > AutoSum + A
ibri - - E =0 &~ ab - oT== = ¢ p
By Copy - Calibri 11 A A = | ¥ 22 Wrap Text General = p" o} B o ril- ZY
Paste . Iu- === Merge & Center ~ e o 3 |51 0 tional Formatas Cell Insert Delete Format Sort & Find &
-  Format Painter - 2 o Formattr Table Styles~ - - - Clear~ Filter = Select
Clipboard F} Font 7} Alignment ra MNumber ra Cells Editing ~
Y ,
2 |
; = = (P
General is the default format for any cell.
Th eme C O I{} s When you enter a number into the cell, ABC General
Excel will guess the number format that is *123 no specific format
most appropriate.
e Number Number formats numbers

Standard Colors

HE EEEEN
No Fill

Light Green
v More Comors:

12 &

Currency formats numbers as currency
with a currency symbol. =

w

Short Date formats numbers
- asM/D/YYYY.
M’ 3
Long Date formats numbers as
Weekday, Month DD, YYYY.
T

Percentage formats numbers with
decimal places and the percent sign.

Scientific formats numbers
in scientific notation.
3

You can easily customize any format in
More Number Formats.

—10°

Currency
list

Accounting o
list

Short Date
list

Long Date
list

Time
list

Percentage
list

Fraction —

list

Scientific

Text “+—

list

More Number Formats..d

with decimal places.

f

Accounting formats numbers as monetary
values like the Currency format, but it also
aligns currency symbols and decimal
places within columns.

[

Time formats numbers as HH/MM/SS
and notes AM or PM.

Fraction formats numbers as fractions
separated by the forward slash.

Text formats numbers as text, meaning
that what you enter into the cell will
appear exactly as it was entered.
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Formatting/Adding rows & columns

# When formatting rows and columns you can: (1) change the height (or
width), (2) hide (or un-hide) information within a row or column, or (3)
delete the row/column.

# When adding a row or column you are inserting a blank row or column next
to your already entered data - To insert multiple at once, select the number
of rows/columns you would like to insert.

= ]
& Cut Column Width &y Cut F H
E Co E Co
B Copy Column width: | 8,43 & Copy
lﬂll:l Paste Options I‘llh'] Paste Options
o CHE Cancel o
O O

Paste Special... Paste Special...
Insert COlumn Insert

Delete Delete
@ - Row @ -

Clear Contents Clear Contents

= 2
Eormat Cells... FRow Height E “

@ ST AT Row height: | 15|

Hide
@ 2k Cancel
Unhide

Format Cells...

Row Height... .
Hide Hide
Unhide Information

® O
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Freezing rows & columns (1)

4 You may want to see certain rows or columns all the time in your worksheet,
especially header cells.

# By freezing rows or columns in place, you'll be able to scroll through your
content while continuing to view the frozen cells.

# ClicktheA Vi dwbandgotoin Fr e Pa p e-sChoosein Fr e €op o wo
from the drop-down menu.

#® Chooseni Unf r P a m ets unfreeze rows.

File Home Insert Page Layout Formulas Data Review View Help 2 Search
L= & | EE Sspit | COView Side by § —
-H plit View Side by Side
ol
IE Farmula Bar Q O\ E@ ke (E
Maormal Page Break Page Custom Gridli Headi Zoom 100% Zoomto Mew Arrange Freeze Switch
Preview Layout Views Hdie Tl ngs Selection | Window  All  Panes~ Windows
Waorkbook Views Show Zoom * Unfreeze Panes
E@ Unlock all rows and columns to scroll
H3 - fe through the entire worksheet.
A B C D E F G H J kg [reezeTopRow - :
- E@ Keep the top row visible while scrolling
1 through the rest of the worksheet.
2 Freeze First Column
3 E@ Keep the first column visible while
4 scrolling through the rest of the worksheet.
> |:-|
6




Freezing rows & columns (2)

B C D E G H I l L M

1 |lan Feb Nar Apr May Jun Jul Aug Sep Oct Mow Dec

2 | 1 2 3 4 ] 5] 7 8 9 10 11 12

3 | 3 4 5 3] 7 B 9 10 11 12 13 14

4 | ] 5] 7 8 9 10 11 12 13 14 15 16

3 7 8 9 10 11 12 13 14 15 16 17 18

b 9 10 11 12 13 14 15 16 17 18 19 20

7 11 12 13 14 15 16 17 18 19 20 21 22

= 13 14 15 16 17 18 19 20 21 22 23 24

9 | 15 16 17 18 13 20 21 22 23 24 25 26

10 | 17 18 19 20 21 22 23 24 23 26 27 28

1 =H

A B C D E H ] K

1 |Jan Feb mar Apr May Jun Jul Aug Sep Oct Mov Dec

] 13 14 15 16 17 18 19 20 21 22 23 24 F R E EZ E
g 15 16 17 18 19 20 21 22 23 24 25 26
10 17 18 19 20 21 22 23 24 25 26 27 28
1 =

A B C D E H ] K L

7 11 12 13 14 15 16 17 18 19 20 21 22 N O

8 | 13 14 15 16 17 18 19 20 21 22 23 24 —

9 | 15 16 17 18 19 20 21 22 23 24 25 26 FREEZE
10 17 18 19 20 21 22 23 24 25 26 27 28
11
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Conditional Formatting (1)

# Conditional Formatting changes the color of a cell and its contents given a

certain condition.

#® For example, you might want to highlight any negative numbers in red, or

cells that contain a certain word.
® Fromthei Ho nmlea h dickthei Condi tFioa rmalt tommanad.

L Data Bars

— Color Scales

[]
—H lcon Sets

E:E Mew Rule...

BE& Clear Rules
E Manage Bules...

T s
(<] Highlight Cells Rules by

>

'l 4

E Top/Bottom Rules 2 h-

E Greater Than...

Less Than...
E:g Between...

E_Iqu Equal To...

E E Text that Contains...

E i A Date Occurring...

E‘ g Duplicate Values...

Maore Rules...

Bookl - Excel

me what you want to do

==l ng iil 2 AutoSum ~ AY p
H | Fill = =
Insert Delete Format Sort & Find &

Clear - Filter = Select =

Cells Editing -

ﬂﬁﬂmwﬁﬂhuﬂﬁ

Format cells that are GREATER THAN:

b

Greater Than ? “

* | with |Light Red Fill with Dark Red Text |

Light Red Fill with Dark Red Text
Yellow Fill with Dark Yellow Text
Green Fill with Dark Green Text

Light Red Fil

Red Tedt

Red Border

(ustom Format...
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Conditional Formatting (2)

# Conditional Formatting changes the color of a cell and its contents given a

certain condition.

#® For example, you might want to highlight any negative numbers in red, or
cells that contain a certain word.

® Fromthei Ho nmlea h dickthei Condi tFioa rmalt tommanad.

Bookl - Excel

:L ﬂ"!lhl'!lht EE“'S R“IES > E: ﬁr er Than... me what you want to do
(] =3 .
ny Genera | . - E‘J _} ==l = IEI 2 AutoSum AY p
40 E_q Less Tha & & & H WFil-
:"T" Tﬂprﬂttﬂm Rules > s - Less Mo . e, o o+ S0 ConditionaljFormat as  Cell Insert Delete Format Sort & Find &
LU0 — Formattin Table~ Styles~ - - - Clear - Filter = Select =
g ty
[F} Number I Ftyles Cells Editing -

] E:g Between...

|
L Diata Bars >
] = . ]
E—q llias Text That Contains :
Equal To...
Jofn Format cells that contain the text:

-
— Color Scales 2 . ;
E Text that Contains... las
I 5 Pater llias ® | with  Light Red Fill with Dark Red Text |w

= lcon Sets . —
-con Al}at 0 lohn Light Red Fill with Dark Red Text
€ Occurring... Yellow Fill with Dark Yellow Text
Bl Mew Rule... John Green Fill with Dark Green Text
, Peter Light Red Fill
S E‘ g Duplicate Values Red e

Red Border
[l Manage Rules... More Rules.. Custom Format..

E& Clear Rules
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Conditional Formatting (3)

# Conditional Formatting changes the color of a cell and its contents given a

certain condition.

#® For example, you might want to highlight any negative numbers in red, or
cells that contain a certain word.

® Fromthei Ho nmlea h dickthei Condi tFioa rmalt tommanad.

Book1 - Excel
: ﬂigh“ght Cells Rules :} ! E Iﬂp 10 Items... me what you want to do
- i - B B B BTty O
) TopfBottom Rutes > .- T o 105%.. T B [ e e sy | o e T g e s
[F} Number I Ftyles Cells Editing -
I|I Data Bars b mNAs Bottom 10 ltems
L n b ? , "
Above Avera - -
== — 7] g
m=t| Color Scales ? YV Bottom 10 %...
U] = 7 Format cells that are ABOVE AVERAGE:
— 2 ,
== lconSets ? Above Average... 5 forthe selected range with | Light Red Fill with Dark Red Text | v
E:ﬂ Mew Rule... 6
Below Average... oK Cancel
E& Clear Rules > a 3
E Manage Rules... More Rules... 3.
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Conditional Formatting (4)

# Conditional Formatting changes the color of a cell and its contents given a
certain condition.

#® For example, you might want to highlight any negative numbers in red, or
cells that contain a certain word.

® Fromthei Ho nmlea h dickthei Condi tFioa rmalt tommanad.

Bookl - Excel
= Gradient Fill
:: ﬂ'ghhght EEII'S R“IES > ! me what you want to do
g S S e Gener . B P & Enumsumvéyp
"T" . _= E : E _= E .| =, y €0 00 ConditionaljFormat as  Cell Insert Delete Format il Sort & Find &
IﬂPfBﬂttﬂ‘m R“IES :} R % e Formatting -§ Table~ Styles~ A - - & Clear~ Filter = Select =
= = ¥ = [F} Number Tl Ftyles Cells Editing el
0 Data Bars > E =] e
I v
| souarm .
S D v
=t = ]
H:=H lcon Sets > - 2
_ B s
5 s e z —
Epn Clear Rules > - 3
E Manage Rules... MDFE Rules... _
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Sorting/Filtering Data (1)

# We can sort our data alphabetically, numerically, and in many other ways.
# To sort our data alphabetically, select the i H o nilea h then click Sort & Filter
> Sort Ato Z.

File
4

-
@

Home Insert Page Layout Formulas Data Review View Help 2 Search

1= Share

7 Comments
i AutoSum
=
SFin -
OCIear'

=]

Conditional Format as
Formatting ~ Table~

Styles

Calibri - A AT 2b, Wrap Text General

'] “i]
-9% 9 | G54

=

Cell
Styles~

Paste

B I U- -

=g R= Merge&Center - Insert Delete Format

Clipboard Font Alignment Cells

Athens
Athens
Athens

Patra

Patra

Patra
Thessaloniki
Thessaloniki
Thessaloniki
Volos

Volos

Civil Engin
Mechanichal Engin
Chemical Engin
Civil Engin
Mechanichal Engin
Chemical Engin
Civil Engin
Mechanichal Engin
Chemical Engin
Civil Engin
Mechanichal Engin

230
240
200
160
170
160
220
220
190
180
170

240
230
210
170
180
170
230
230
200
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180

250
260
220
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190
180
240
240
210
200
190

2| SotAteZ

Z| sotZtoa

+t| Custom Sort...

N FEilter

| o |
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Sorting/Filtering Data (2)

# We can sort our data alphabetically, numerically, and in many other ways.
# To sort our data alphabetically, select the i H o nilea h then click Sort & Filter
> Sort Ato Z.

File m Insert Page Layout Formulas Data Review View Help 2 Search ¥t Share I Comments
N EK' | |catbr S AN E== - B wepTed General - = % @ &y ==X @ ::tfsum g

Paste E BIU- - G-A- === =35 EMegetiCenter - | TZ-% 9 21 Fco‘::nii;ionngalv FoTrarEr:s Stycils- Insvert Delvete For:nat © Clear~ Ideas
Clipboard Font [F} Alignment [F] MNumber [F] Styles Cells Id ~
[Pepartment " Category. ot TNow T Tee T [T ooy npp

Patra Civil Engin 160 170 180

Patra Chemice.ll Engin | 160 170 180 El Sort Zto A

Volos Mechanichal Engin 170 180 190

Patra Mechanichal Engin 170 180 190 11| Custom Sort...
Volos Civil Engin 180 190 200

Thessaloniki  Chemical Engin 190 200 210 ? Filter

Athens Chemical Engin 200 210 220 -

Thessaloniki  Civil Engin 220 230 240 'I_'

Thessaloniki Mechanichal Engin 220 230 240

Athens Civil Engin 230 240 250 'I_'

Athens Mechanichal Engin 240 250 260
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Sorting/Filtering Data (3)

# We can sort our data alphabetically, numerically, and in many other ways.
# To sort our data alphabetically, select the i H o nilea h then click Sort & Filter
> Sort Ato Z.

File Home Insert Page Layout Formulas Data Review View Help 2 Search ¥t Share I Comments
C e | == T AutoS
D? Calibri S AN E== - B wepTed General - = % @ & mx [ Lo g
B~ . Fill =
Paste = == == = = o .00 Conditional Formatas Cell Insert Delete Format |deas
B I U- - L AL === 23 Em & Center - | B2 - 9 0 00

- - - - - - — == erge Enter B-% 9 | % 3% Formatting > Table~ Styles~ - - - 0033"

Clipboard Font [F} Alignment [F] MNumber [F] Styles Cells Id ~

2| SotAteZ
Athens Chemical Engin 200 210 220

Sort 2 Z| sotZtoa
—|— Add Level “ Delete Level E@ Copy Level & Dptions... MMy data has headers —
Column Sort On Crder <"I".T- [:HE-tDm Sljrt"'
S ——
Sortby | pepartment w | | Cell Values w | |AtoZ W
Then by |Eategory | w| |Cell Values w| AtoZ W :
- Filter
| |
I
| |
|
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Sorting/Filtering Data (4)

# We can sort our data alphabetically, numerically, and in many other ways.
# To sort our data alphabetically, select the i H o nilea h then click Sort & Filter
> Sort Ato Z.

File Home Insert Page Layout Formulas Data Review View Help 2 Search ¥t Share I Comments

o - T AutoS
X == 9 | Bwooree oo | R SmE | e
- Conditional F Cell | Insert Delete F raf~ -
B I U- . A === = M & Center - -9 0 .00 onditional Format as el nsert Delete Format
5 = — - - —Il—= = erge Enter % 3 | %38 Formatting = Table~ Styles~ S - 0 Clear ~

Calibri -1 - A AT

Paste

Clipboard Font [F} Alignment [F] MNumber [F] Styles Cells

Z| sotZtoa

<H Custom Sort...

N FEilter

| o |

Athens Chemical Engin 200 210 220
Athens Civil Engin 230 240 250
Athens Mechanichal Engin 240 250 260
Patra Chemical Engin 160 170 180
Patra Civil Engin 160 170 180
Patra Mechanichal Engin 170 180 130
Thessaloniki Chemical Engin 190 200 210
Thessaloniki  Civil Engin 220 230 240
Thessaloniki Mechanichal Engin 220 230 240
Volos Civil Engin 180 190 200
Volos Mechanichal Engin 170 180 190
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Sorting/Filtering Data (5)

# Filters can be used to narrow down the data in your worksheet, allowing you

to view only the information you need.

# |n order for filtering to work correctly, your worksheet should include a header
row, which is used to identify the name of each column.

# Selectthe i H o mlea h then click Sort & Filter > Filter - Adrop-down arrow
will appear in the header cell for each column - Click the drop-down arrow for
the column you wish to filter.

2] sothtez
%l SortAto L _ _ N - M - Ei SotZto A
Athens Chemical Engin 200 210 220 Sort by Color 5
El Sort Z to A Athens Civil Engin 230 240 250
Athens Mechanichal Engin 240 250 260
Custom Sort... Patra Chemical Engin 160 170 180| | T2 ;
Patra Civil Engin 160 170 180 ] (Select All
Patra Mechanichal Engin 170 180 190 Fey
Thessaloniki Chemical Engin 190 200 210 éjjj;;:ff'“”‘i
Thessaloniki  Civil Engin 220 230 240
Thessaloniki Mechanichal Engin 220 230 240
Volos Civil Engin 180 190 200

Volos Mechanichal Engin 170 180 190
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Working with charts (1)

# Charts are an important part to being able to create a visual for spreadsheet
data - Showing data in a chart can make it clearer, more interesting and
easier to read.

# Once the data are entered, the cells that are going to be used for the chart
need to be highlighted so that the software knows what to include.

# Excel provides a variety of chart types that you can choose from when you
create a charrt.

V Column charts / Bar charts use vertical / horizontal bars to represent data. They
can work with many different types of data, butt h e yusuallg used for comparing
information.

V Pie charts make it easy to compare proportions. Each value is shown as a slice of
the pie, so it's easy to see which values make up the percentage of a whole.

V Line charts are ideal for showing trends. The data points are connected with lines,
making it easy to see whether values are increasing or decreasing over time.

V Scatterplots are an excellent way to visually display the relationship (correlation)
between two variables.
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Working with charts (2)

Sales and Expenses THE MAIN CAUSES OF DATA LOSS
$140,000
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$120,000 e 66/0 Drive Crash
5100,000 ; 14%
- HUMaN Error
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560,000 + W Expenses Software Failure - S oy, {
" 49, y g - 7 O/D Other
0
Sﬂ L Power Failure 8/0 ...................
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Source: Kroll Ontrack

Product Trends by Month Weight and Height of Children
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=0 \ = D sltops
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a0 \ == Laptops
30 -/" =le=Tablats
g
20 a . ®
0 . ; . . . 58 ] &4 BB n
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Working with charts (3)

Charts: Graphs:

ACharts present information in the form | | AGraphs show the mathematical
of graphs, diagrams, maps or tables. relationship between sets of data.
ACharts are a large group of methods | | AGraphs are one type of chart, but not
for presenting information. the only type of chart.

.
2 |
i

i 190.0

142.5
95.0
47.5

2
1 cln other words, all graphs are charts, but not all charts are graphse.
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Working with charts (4)

@ Select the cells you want to chart, including the column titles and row labels.
#® Fromthe i | n sTearhtdick the desired Chart command.
# Choose the desired chart type from the drop-down menu.

Ilias Siarkos .

K]
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Working with charts (5)

# Excel allows you to add chart elements -such as chart titles, legends, and
data labels- to make your chart easier to read.

# To add a chart element, click the i A d @hart E |

e me ecommand on the

N De s il g h then choose the desired element from the drop-down menu.
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Working with charts (6)

# Excel allows you to add chart elements -such as chart titles, legends, and
data labels- to make your chart easier to read.

# To add a chart element, click the i A d @hart E |

e me ecommand on the

N De s il g h then choose the desired element from the drop-down menu.
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Working with charts (7)
# Excel allows you to add chart elements -such as chart titles, legends, and
data labels- to make your chart easier to read.

#® To add a chart element, click the A A d @hart E|l e me command on the
N De s il g h then choose the desired element from the drop-down menu.
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Working with charts (8)

# Excel allows you to add chart elements -such as chart titles, legends, and
data labels- to make your chart easier to read.

# To add a chart element, click the i A d @hart E |

e me ecommand on the

N De s il g h then choose the desired element from the drop-down menu.

File Home Insert Page Layout Formulas Data Review Wiew Help Design Format 2 search
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Working with charts (9)

# Excel allows you to add chart elements -such as chart titles, legends, and

data labels- to make your chart easier to read.

#® To add a chart element, click the A A d @hart E|l e me command on the
N De s il g h then choose the desired element from the drop-down menu.
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Working with charts (10)

# Excel also includes several different chart styles, which allow you to quickly
modify the look and feel of your chart.
# To change the chart style, select the desired style from the i Ch aStty | €

group.
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Working with charts (11)
You can also use the chart formatting shortcut buttons to quickly: (1) add
chart elements, (2) change the chart style, and (3) filter the chart data.
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Working with charts (12)

You can also use the chart formatting shortcut buttons to quickly: (1) add
chart elements, (2) change the chart style, and (3) filter the chart data.
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