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Goal

The purpose of this class is to familiarize the
user with the advanced features of Microsoft
Excel.

Objectives
By the end of this class, you will be able to:

e Create, rename, and move worksheets

e Insert functions

e Use paste special

e Use split panes and freeze panes

e Customize your Excel worksheet

e Change the page layout for your worksheet
e Create and header and footer

e Create achart

e Sort a database

e Splitasingle column into two columns

e Filter a database
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Before we cover new material, here is a brief review of the Excel screen and Toolbars.

The Excel Screen
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i Increase Font
Font Bold Underlin  Center lc\:/leei{tg;& Percen .| Decrease Borders Color
l l l l l l l Indent l
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ltalic  Align  Align  Currency Decrease Increase Fill
giozr;t Left  Right Style aStyle pecimal  Indent Color Buttons

Creating and Renaming New Worksheets

Excel allows you to add additional worksheets to your workbook as well as move, rename, and delete

worksheets.

To Create a New Worksheet

1. Right click on the open tab (2006). -~ Insert. |\,
2. Choose Insert. 77 =
3. Click OK to select Worksheet. o %
R.enarne
29 %
a0 Movve or Copy. ..
31 Select All Sheets
32
3 Tab Calar...
A4 =l View Cod
M 4 » M} 2005 ;J‘_J e

To Rename a Worksheet

1. A worksheet can be renamed by right clicking on the new sheet tab (Sheet 1) and selecting

Rename.
2. Type the new name and press Enter.

To Move a Worksheet
1. The new worksheet can be moved by clicking and dragging on the
tab. The new location will be designated by a small arrow. ‘

Ready

21
M 4 » »\Sheetl /2005 F

To Delete a Worksheet
1. Right click on the tab for the offending worksheet.
2. From the menu choose Delete.
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Page setup allows you to change the margins and orientation of your document, change the display of
gridlines, and set whether titles should be displayed on every printed page.

To Change Printing Options

1. From the menu choose File, and then
Page Setup E]@
Page Setup.
2. Click on the Sheet tab. Page | Margins | Header/Footer Sh
3. _To add gr_ldlmes toa printed d(_)cu_ment, REfaes:
in the Print section, select Gridlines. e
4. To have the same row(s) or column(s) S ———
repeat on every page, in the Print b i
titles section, select Rows to repeat Columee T repadt Sticl:
at top or Columns to repeat at left e
and then select the desired rows. [ ridines [ Rew and column headings
5- CI |Ck OK |:| Black and white Comments: .(Nune) o
[ oraft guality Cell errors as: displayed w
Page order
(%) Down, then over EE E E','_EE
() Over, then down B ElIE =8
[ (o] 4 l [ Cancel

Header and Footer

Headers and Footers appear at the top and/or bottom of every page in the workbook.

To Set a Header/Footer

1. From the Menu choose File and then Page
Page Setup

Setup.

2. Click on the Header/Footer tab. s PR el | Sheet

3. To add one of the default headers, click on the
drop down box under Header, and select one
of the options, such as Page 1. Header: er—

4. Click OK. |{none; &

To Create a Custom Header/Footer

[ Custom Header. ., ] [ Zuskom Focker. .. ]

Fooker:

| {none)

[ o

J’ Cancel ]

1. To create custom header or footer, click on the Custom Header or Custom Footer button.

5
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2. Select the appropriate icon

Header §|
to add to the header or
To Format text: select the text, then choose the Font button,
footer ok
. To insert & page number, date, time, file path, filename, or tab name: position the
3. Click OK when finished. insertion point in the edit bow, then choose the appropriate bukkon,
To insert picture: press the Insert Picture button, To Format vour picture, place the
cursor in the edit box and press the Format Picture button,
%
Left section: Center section: Right section:
Options

The options dialog box allows you to change how things look in Excel.

To Change Program Options

1. From the menu select Tools and then Options.

2. To remove visible gridlines
from a worksheet, click on  RiLLE

the View tab, and in the : - _ -
Windows options Color International Save Errar Checking Speliing Security
section. remove the : L Calculation I Edit . General Transition | Custom Lists Chart
checkmark from Show
Gridlines. [ ] startup Task Pane Formula bar Status bar Windows in Taskbar
3. To change the default _ o

number of worksheets in a ) Mone (%) Comment indicator only ) Comment & indicator
workbook, select the = : ~
General tab and beside Objects
Sheets in new (%) Show al () show placeholders () Hide all
WO _rkbook select the Window options
desired number of sheets. [ ]Page breaks Row & column headers Horizontal scroll bar

[ ] Formulas outline symbols wertical scroll bar

aridlines Zero values Sheet kabs

aridines color: | Adkoratic v:

Ik ] [ Cancel
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Page Break Preview

Sometimes even after you have changed the layout of a worksheet, you still cannot get all your
columns or rows to fit onto a single printed sheet. Excel provides a page break preview to use when a
worksheet must fit on one page.

To Use Page Break Preview

1. From the menu choose View and the Page Break Preview.

2. Adialog box appears asking telling how to use Page =
Break Preview. Click OK. Welcome Io Pagz Break Preyiew ?IX]

ou can adjust where the page breaks are by clicking and
dragaging them with wour mouse,

DQD not show this dialog again. ;

2 Bl E o E F G H i J K L[ M ]
3' The WorkSheet 1 Jan Feb Mar Apr May Jun Jul Aug Sep Oct | Nov Dec
changes to hide 2 |Mortqaq $600.00  $600.00  $600.00  $600.00  $500.00  $500.00  $500.00 $600.00  $600.00  $500.00 | $500.00  $600.00
3 |Car $220.00 $220.00 322000 $220000 $220.00  $220.00 $220000  gE220.00 §RE0.00  §220.00 | f220000 22000
4 |cable $65.00  $ES.O0 $ER00 $6500 $6500 (RSO0 6500 600 $6S00  $ES00| LRS5O0 $65.00
empty cells. Page 5 |Phone $400  $1400 §4.00  $1400  FAOD  $1400 400 $4.00  $M00  $1400 | $M400  $1400
b k 6 |Cell Phor  $75.00  $78.00 $7600  §18.00  $7800 0 $18.00 47800 STAO0  $1800 478000 1800 §78.00
reaks are i |Gas giznd | itani] grenoyseepinl sain | gsrong Tesno] Jsseon | s sss.uo: 1400 §127.00
: : 8 |Electric  $65.00  $60.00 5500 [ $55.007% #TOD0F™g04.00 | $155.00  $15200  $103.00 35300 ] 4700 #7500
desngnated with a 3 |water 31500 41500 $15.00 § 500D Dpspdt T ss00l  $500 0 £1500 1500 g500 | $1500°0% Syis.00
. 10 |Garbage $10.00  $10.00  $10.00 & po0oe wA0ot= fi000)  $10.00  $10.00  $000  $1000)  $10.00  $10.00
thick, blue, 1 |Food 27500 $215.00  $21500  $22100 24600 §251.00 H3500 200 §213.00 | 23500  $350.00
. 12 | Gasolise $55.00 $355.00 $65.00 $42.00 $41.00 $14.00 = $42.00 $55.00 42,00 $35.00 $6:3.00
VertlcaL dashed 15 |Emtertaim 5000 $45.00  §ER00 $40.00 $4500 6500 §5e0.00 47500 fs000 gacool  gso0 gadso0
line 14 |Totals  SESsd $51200 $1476.00 $1427.00 $44500 $154300 $2,260.00  $1512.00  $1455.00 :1.441.-:-0:31.453.00 $1,565.00
. 15
1& Monthly Average |
1
1%
1
4. When you place your cursor over the blue dotted page break line, the cursor ] K ¥
T
changes to a two headed arrow. ep  Octéd Nov I
. o0 00,00 | $E0000 g€
5. Click and drag to move the page break. 000 $22000| $22000
- - - 3500 $65.00 $65.00 4
6. The resulting document is reduced to allow the selected text and data to fit 14.00 :14.::::::: $14.00
H H H 6,00 §78.00 j15.00 H
onto the page. Be aware that that reducing the document may make it difficult 550 fal seoo s
to read 300 $53.00] 44700

15.00 $15.00 | 15607 -
10,00 $10.00 $10.00

.00 $213.00 | 23500 f0
500 $42.00 $35.00 i
W0.00 $40.00 | 33500 %2

3500 $1.441.DD=$1.4E-3.DD $1.d
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Inserting Functions

A formula is an equation that performs an operation on selected data, such as adding a column of
cells. A formula always begins with an equal sign (=), a plus sign (+), or a minus sign (-).

A function is a formula that has been built into Excel. Excel organizes the different functions into
categories to help you find the desired function. It also provides a search dialog that allows you to
search for a specific function.

Excel displays the most recently used functions when the Insert function dialog box opens.

There are two buttons available in the Function Arguments dialog box that will minimize that dialog
box to help you select your range and then return to the Function Arguments dialog box.

Range Selection Button Range Return Button k‘.’ﬂ

To Insert a Function in a Worksheet
1. Select the cell where the result will appear.

2. From the menu choose Insert, and then Insert Function PIX
Function. Search For a Function:
--OR-- wpe a brief description of what wou want to do and then
Click the Insert Function tool on the cick S0
Formula Toolbar. The Insert Function =l Mot Recently Used 4
dialog box opens. Select a function:

3. Beside Or select a category, click the down
arrow and select the group that contains the
desired function. If the category is unknown,
select All to display all the available functions.

. . w
4. Under Select a function, select the function to Eflj'::;(range —
be Used. Use the SCFOll bar to see the entire IISt- Caunts the number of cells within a range that meet the given condition,
Help on this Function [ kK ] [ Cancel ]
5. Select the desired function. : _
6. Click OK. The Function Arguments dialog box Ml X]
opens. 2
. - .| = {as0;220;0520;30;2:
7. Enter the range to be used in the formula ”:'“":’; o1 Do
- - - - Umbetr, ==
using the range selection icon, or by typing =
1 1 = 1625
the range Int_o the dlalog bOX . Adds all the nurmbers in a range of cells.
8. Click OK to insert the function in the
WorkSheet' Number1: number1,numberZ, ... are 1 to 30 numbers to sum, Logical values and kext
are ignored in cells, included if byped as arguments.
Formula result = $1,625,00
Help on this Function QK ] [ Cancel ]

8
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Exercise

1. Open the spreadsheet Budget.xls located on the Desktop in the Excel2 folder.

2. Select cell beside Total for the month of January, cell B14.

3. From the Menu choose Insert, and then Function.
The Insert Function dialog box opens. \gzert Function )

4. If available from the list, select SUM. If sum is not ki B
available, find it using the Search for a function b T SR CR S
dialog bOX, type sum. Cr select a category: |Most Recently Used v

5. C“Ck OK Select a function:

COURTIF
SUMIF
IF
ROUMND
DAYS360
STEYR
COUNTA b
COUNTIF(range,criteria)
Counts the number of cells within a range that meet the given condition.
Help on this Function [ QK ] [ Cancel ]

6. The Function Arguments dialog box - T EE—— X
opens. o

7. Enter the range to be summed in the e [—— ] = (as0y220,020,30,2
Number 1 text box. Nurber2 (-

8. Click OK. The range of numbers is added and oot
the results dISp|ay incell B14. Adds all the numbers in a range of cells,

--O R—— Number1: numberl,numberZ, ... are 1 to 30 numbers to sum. Logical values and text
are ignored in cells, included if typed as arguments,
Formula result = $1,625.00
Help on this Function I a4 ] [ Cancel

9. Click on the range selection button and use the cursor to highlight the range B4:B15.

10. Click the Range Return button to return to the dialog box.

11. Click OK. The range of numbers is added and the results display in cell B16.

--OR--

12. If needed, move the Function Arguments dialog box so that the Total row is completely visible.

13. Click and drag to select the desired range, B2:B13.

14. Click OK. The range of numbers is added and the results display in cell B14.

15. The sum function can be copied and 11 |Sewage $10.00 $10.00 $1000 $10.00
pasted into other cells using either 12 |Garbage $10.00 $10.00 $10.00 $10.00
copy and paste, or using the Fill 13 |Food $275.00  $29500  $32000  $315.00
Handle. If necessary widen the cells | 14 |Gasoline $565.00 $38.00 $i53.00 $63.00
to display the totals. 15 |Entertainment $50.00 §45.00 §E55.00 $40.00

16 [ Totals §1 620.00 !$1 BE3.00  §1,746.00  $1 716.00

9
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Exercise

1. Select the cell next to Monthly Average, cell C16.

2. Click on the Insert from the Menu and choose Function. The Insert Function dialog box opens.

3. Ifavailable from the list, select AVERAGE. If average is not available, find it using the Search
for a function dialog box, type average.

4. Click OK. 15 [Entertainment Fa0.00 F45.00

5. In the Function Arguments dialog box, select the 16 | Totals $1 590.00 1 5E3.00
monthly totals, cells B14:M14. 17

6. Click OK. 51 7317 ]

7. The monthly average is displayed in cell C16. 1 Montivy Averaps kAFE NN

Paste Special

In Excel, paste special allows you to control exactly what information is being pasted. For example, by
default, Excel pastes formulas and not values, so if you paste your totals into a blank worksheet, the
cells will display zeroes or errors because the blank sheet has no values to add. Paste special allows
you to paste values from one location to another.

To Use Paste Special.
1. Highlight and copy the source cell(s).
2. Move to the destination worksheet or workbook.
3. Place the cursor in the first destination cell.
4. From the menu choose Edit and then Paste Special.
--OR--
Right click in the destination cell and choose Paste Special.
5. In the Paste Special dialog box, select the desired options.
6. Click OK.

Paste Special Options
e All pastes copied text normally.
Formulas pastes only the formulas.

Paste Special

[ ]
e Values pastes only the values. .
e Formats pastes only the formatting. al Ll naba st eine
C | ) Formulas () All except borders
. on_”lme_nts pastes only comments_. _ S Gt
¢ Validation pastes only the cell validation. O C Fotmulas and number Formats
e All except borders pastes normally, only without O Comments © ¥alues and number Formats
cell borders. © walidation
e Column widths pastes only the column widths. Operation
e Formula and number formats pastes the Ol g O Muiply
formulas and the cell formatting. e o bnile
() Subtract
e Values and number formats pastes the values
and the cell formatting. [] Skip blarks [ Transpose
e Operation takes the value of the copied cells, and
. . . . Paste Link 04 C |
performs the designated operation with the values in [ L e

the target cells.
e Skip blanks removes blank cells.
e Transpose changes the layout from horizontal to vertical or vice versa.

10
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Paste Link

Paste link is used when you would like data from one worksheet to update second worksheet. This
command links two worksheets together, so that when data in the first worksheet is updated, those
changes are reflected in the second worksheet.

When a linked document is opened, Excel prompts you to update the links from the source data. This
allows Excel to go to the source worksheet and look for any changes to the data.

To Use Paste Link

Highlight and copy the source cell(s).

Move to the destination worksheet or workbook.

Place the cursor in the destination cell.

From the menu choose Edit and then Paste Special.

--OR--

Right click in the destination cell and choose Paste Special.

In the Paste Special dialog box, click Paste Link.

The copied cells are pasted into the destination cell. Any changes made to the source will
automatically be reflected.

puonE

o a1

Split Panes

The Split Panes command allows you to split your worksheet into multiple panes, so that you can see
different parts of your worksheet at once. Excel allows you to split your worksheet into two or four
panes. A split will always occur to the left of and above the selected cell.

To Split a Window into Panes

1. Place the cursor where you would like the panes to be split. Remember that a split occurs above
and to the right of the selected cell.

2. Choose Window from the Menu, and choose Split.

‘Window | Help
Tew Window
Arrange. ..
Hide
[ s
Freeze Panes
lBudget
1. The window is split into panes. Use the vertical and Aol ® & | D
horizontal scroll bars to move through the data. (1] Monthly Expenses
2. To adjust the size of the division of the panes, place the L2]
cursor over the split bar. The cursor changes to a four- _ ey | Jan 2L L]
headed arrow; drag the bar to the desired location. EN Loans |
| 5 | Morgage || $850.00 $850.00 $350.00
| B | Car | $220.00 $220.00 $220.00

To Remove the Split

1. From the Menu, choose Window and click Remove Split.
--OR--

1. Double click in any part of the split.

11
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Freeze Panes

Freeze panes allows you to keep the top row(s) or left column(s) frozen in place while the rest of the
worksheet scrolls. This allows you to keep your headings at the top of the page, even if you have
multiple screens worth of data.

To Freeze Panes
1. Place the cursor below or to the right of where you would like the freeze to occur.
2. From the menu choose Window and then Freeze Panes. [ Window.| Documerts To o Help  Adobe PO

Tew Window

Arrange. ..

Compate Side by Side with Excel 1.x1s
Hide:

Split

| Freeze Panes |

i Budget. xls

3. The selected row(s) or column(s) are frozen. A G I T
=0 Sep Oct Nov Dec
| 4 |Mortgage %350.00  §8580.00  $850.00  §850.00
| 5 |Car 22000 $22000  $220.00 §220.00
| 6 |Cable $65.00 $65.00 $65.00 $65.00
7 |Phone $32.00 $32.00 $32.00 $32.00
| & |Gas $43.00 $43.00 $43.00 $43.00
| 9 |Electric $54.00 §53.00 F47.00 $E5.00
10 |Water $15.00 $15.00 $15.00 $15.00
|11 |Sewage $10.00 $10.00 $10.00 $10.00
| 12 |Garbage $10.00 §10.00 §10.00 $10.00
| 13 |Food 31500 §300.00  §295.00  §350.00
| 14 |Gasoline $63.00 $63.00 $63.00 $63.00
15 |Entertainment $50.00 §40.00 $35.00 $95.00
|16 | Totals $1.767.00 §1.701.00 %1,635.00 $1,521.00

To Remove a Freeze
1. From the menu choose Windows and then Unfreeze Panes.

12
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Charts

Charts are graphical representations of data. Excel has many different chart formats from which you
can choose. In Excel, charts are displayed in one of two ways: embedded in the current worksheet, or
in a separate sheet in the workbook.

The easiest way to create a chart is to use the Chart Wizard. The Chart Wizard provides a series of
screens where you supply information to create the chart, and then Excel displays the finished
product.

Parts of a Chart

Chart Title Legend
>
Vertical Spending 2006
AXis - T $700.00 ¥
—+=F|ectric
$600.00 +—Food
" —— Gasoline
EU $500.00 a Entertainment
g ——Gas
= $400.00 .
. bo
AXis £ $300.00 /
Title ° \_ﬁ_/__/ H/
c l
“a @ $200.00 ¥ A
w
$100.00 N\ /I'('f : \ o~
$0.00
Jan  Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
Month
Horizontal Axis Title

AXis

Creating Charts

There are several preset chart types available in Excel: Columns, Line, Pie, Bar, Area, and Scatter are
the most commonly used chart. The type of chart that is best to use will depend entirely upon your

data. For class we will create a pie chart and a column chart. Other chart types are created in the same
manner as these two.

13
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To Create a Bar Chart

1. Highlight the data for the chart. To select non-adjacent cells, hold down the control key while
clicking and dragging to highlight the desired cells. For class, select A1:M13.

2. Click the Chart Wizard button on the Standard Toolbar.

3. The Chart Wizard dialog box appears. Select a Chart
type, and then a Chart sub-type. For class, select
Column and then select a column chart sub-type. & e T

4. Click Next. ¥ colm 3
=" in ot il
|ﬁLine
P Fie
| Y (Scatter) i £ =
. [0 ol Gl
@Doughnut | | W - e e
iy Radar 1 )
@Surface
&, Bubble v |

Clustered column with a 3-D visual effect,

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types | Custom Types

[ Press and Hold to Yiew Sample ]

(text> ][ Boeh ]
5. Decide whether to display the data in rows or columns.
6. If necessary, you can change the cells used to create the DetaRance B
chart by clicking on the Range Selection Button icon = e
beside Data range and selecting a new range of cells to ;jgg;gg}i sy
be used. ggg;ggﬁ ey
7. Click Next. e ) i
e e L
00 }

0 Gasel
Jan  Feb  Mar Apr May  Jun S

Datarange: | ='2005'14A43:4G415]
Series in: (&) Rows

O Columns

Cancel ][ < Back “ Mext = ][ Finish

14
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8. Under the title tab, add chart and axis titles
as desired. For class, under Chart title, type

Chart Wizard - Step 3 of 4 - Chart Options

Monthly EXpenseS_ Under Category (X) Titles | Axes | Gridines | Legend | Data Labels | Data Table
axis type Month. Under Value (Z) axis Chalrvtl titleh; - Monthty Expenses
type Dollar Amount. Other formatting oy P
H - Categaory () axis: B Mertgage
options are available under the other tabs. Morkh s30.00 e
9. Click Next. $t00.00 i,
Dollar  $500.00 W Gas
| Ammane :;gg:gg  Electric
Value (Z) axis: 120000 I I I i :;‘:::'c
Dallar Arnount $0.00 n Garbaggc
Jan Mar o May T
Manth O Gaseline

Cancel ][ < Back H Mext = ][ Einish ]

10. Select where the chart will appear. For class,
choose As new sheet. For class, name the chart
Column Budget. This name will appear on the B
worksheet tab. E © asrew shest: | STEREN

11. Click Finish. The chart is inserted as a separate
sheet.

Chart Wizard - Step 4 of 4 - Chart Location

Place chart:

) as object in: | 2005 W

[ Cancel ][ < Back

15
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To Create a Pie Chart

1. Highlight the data for the chart. To select non-adjacent cells, hold down the control key while

clicking and dragging to highlight the desired cells. For class, highlight cells B1:M1 and cells
B14:M14.

2. Click the Chart Wizard button on the Standard Toolbar.

ol

3. The Chart Wizard dialog box appears. Select a Chart Wizard - Step 1 of 4 - Chart Type
Chart type, and then a Chart sub-type. For class, |- -
- Standard Tvpes | Custom Types
select Pie and then select a chart sub-type.
. Chart byvpe: Chart sub-type:
4. Click Next. i Cohmn =
£
|ﬁ Line = @
? -
. RY (Scatter) (Y
h frea O Q QE
D Doughnut = ' “ '
-@f Radar
@ Surface
o Bubblz R
Pie with & 3-0r visual effect,
’ Press and Hold to Yiew Sample ]
- Bar Next> | [ Erish |

5. We do not need to make any changes as to whether
the data is presented in rows or columns. Click _ =
Next. Diata Range | Seties |

Chart Wizard - Step 2 of 4 - Chart Source Data E|E|

Diata range: : ':-T_-'I:II:IE-'!EI' :1:4MEL, 2006 146514 §ME L4
Series in; (%) Rows
) Columns

Cancel ][ < Back “ Mexk = ][ Finish
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6. Under the title tab, add a chart titles as
desired. For class, under Chart title, type
Monthly Expenses. Other formatting
options are available under the other tabs. ot e

7. Click Next. (Monthy Expenses

Chart Wizard - Step 3 of 4 - Chart Options

Legend | Datalabels |

] Monthly Ezpenses

@ Jan
I ] mFeb
I | O Mar|

o Apr
[ E
adun
o Jul
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8. Select where the chart will appear. For class,
choose As new sheet. For class, name the chart
Pie Budget. This name will appear on the
worksheet tab.

9. Click Finish. The chart is inserted as a separate
sheet.

Chart Wizard - Step 4 of 4 - Chart Location

Place chart:

ull (%) As new shest: !_Pie Budget| i

[al | ) &s ohject in: EZDDG w |

[ Cancel ][ < Back

Formatting Charts

In charts, you can change the text formatting, such as font, alignment, and orientation. You can make
these changes from the Formatting Toolbar or from the menu. In Excel charts, most changes can be
made by right clicking on the desired object and choosing Format Chart (object).

Chart Toolbar

The Chart Toolbar can be used to format specific portions of a chart, alter the chart type, add or
remove a legend, view the data table, change the way the chart is plotted on the chart by row or
column, and angle text.

Angle Text
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Chart Chart Data
Objects Type Taple ~ Column
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wialls v Selected Row gle 1
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To Format a the Chart Title

1. Click on the chart title to make it active.

2. Highlight the text to be formatted.

3. Use the Formatting Toolbar to modify the font.
__OR__
From the menu choose Format and then

Selected Chart Title. Format Chart Title

The Learning Center

--OR-- Patterns ki Aligrment | ]
Right click on the title and choose Format Font: Fant style: Size:
Chart Title. Atial el L
OR T AngsanallPC A [Regular | T8 &
T T . B antique Olive | Ttalic | |9
Double click on the chart border. L e roneparrt LN 0
4. Click on the Font tab. e T - aE
5. Make any desired font changes. b B i BN st v
6. Click OK. Effects . Preview
[] strikethrough
[ superseript AEBbCCY‘y‘ZZ
] subseript
| 1v] Auto scale
| This is a TrueType font. The same Font will be used on bath your printer and
Your sCreen.,
[ [8]'4 ] [ Cancel
To Format Chart Axes
1. Click on the axis, then from the menu, choose Format and then Selected Axis.
--OR--
Right click on an axis and choose Format Axis.
--OR--
Double cllc_k on the axis to be formatted. The [ ST X
Format Axis dialog box opens.
2. Click on the Font tab and make any desired Patterns | Scale || Font | Mumber | Algnment
font Changes Qrientation Right-to-left
) - () Automatic Text direction: Context v
3. Click on the Alignment tab and make any e el
desired alignment changes. ‘|’ T
4. Click OK. i y
e |
x || *
t -
*
I+ "
5u:| % |Degrees
Offset: :100_ &
[ [8]'4 ] [ Cancel ]
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Legends

The chart legend explains the chart. It shows what the various lines, bars, or pie pieces represent. If
you have not labeled the various parts of your chart with data labels, it is a good idea to have a chart
legend.

To Add a Chart Legend
Click the Legend Tool on the Chart Toolbar.
--OR--
Right click on the legend and choose Format Legend.
--OR--
Click Chart from the Menu and choose Chart Options. Select the Legend tab and choose the
Show legend option.

To Change the Legend Placement
1. Click and drag the legend to a new position.
--OR--
1. Select the legend.
2. Click the Format Legend icon on the chart toolbar.

--OR--

1. Right click on the legend and choose Format Legend.
--OR--

1. Double click on the legend. The Format Legend dialog box opens.
--OR--

1. Click Chart from the Menu and choose Chart Options. Select the Legend tab and choose the
Show legend option.

Click on the Placement tab.

Choose Bottom for the placement.

Click OK. The legend is moved beneath the plot area.

hwn

To Delete a Chart Legend
1. Click the Legend icon on the chart toolbar.
--OR--
Click on the legend to select it, and press the Delete key.
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Databases

A database is a tool for organizing, managing, and retrieving information. A database allows you to
search for specific data, to sort your data, to extract specific records, and to perform calculations.
Excel is a good tool for creating and maintaining simple databases, such as an employee address book.
A database is comprised of records, field names, and calculated fields.

e Record A single row in a database. Each record

contains related information, such as all the Field Field Name
information about a single patient. " .

e Field Each column in a database is a field. A B <
These fields contain information on a single Record 1 |Last Name First Name Amount Due
subject, such as last name. a2 Gates il

e Field Name A field name identifies the data in 3 [Smith Jim 5.72
that field. The first row of a database must 4 |Total !Esuchz:ca}!
contain field names, and each field name must
be unique. Calculated Field

e Computed Field A computed field is a field
containing a formula or function.
e Database Range A database range is a group of cells (range) in the database.

Sorting

Sorting allows you to organize your data in a sensible manner, such as placing the records into
alphabetical order by last name. A sort can be performed on letters (alphabetic) or numbers
(numeric). A sort can also be ascending or descending—A to Z or Z to A.

In a sort, the columns are identified by their field names. Excel 2003 allows you to sort by up to three
columns. For example, in a database of patient records, you could sort the patients by doctor, then by
last name, then by first name.

You can also use a sort to group similar items together. For example, you could sort by insurance
company to group all the patients who have one insurance company together, so you could inform
them of a change in policy.

When you perform a sort, you must make sure there are no blank records in the database, otherwise

the data will not sort properly. You must also take care that no cells are selected when you begin your
sort, otherwise part of your data may not be sorted, which could ruin your database.
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To Sort a Database

1. Open the file Database, located on the Desktop in Excel2 folder.

2. From the menu choose Data and then Sort. The entire
database range is automatically selected.

3. Inthe My data range has section, select Header row. Sart by
4. Inthe first Sort by box, choose Patient. o Y deenide
- . | Patient W =t d
5. Select Descending to sort the names in the reverse @ ibescending:
Orqer' Then by
6. Click OK. B @ dscerding
) Descending
Then by

w | (® ascending
) Descending
My daka rande has

(%) Header row ) Mo header row

Cptions. .. [ Ok, ] [ Cancel

To Undo a Sort
1. Click on Edit from the menu, and then choose Undo Sort.

To Sort a Database by Multiple Fields
1. From the menu choose Data and then Sort.
2. Inthe Sort by box, choose Date.

3. Select Descending to sort the dates into reverse Sart by
chronological order. (Date | (O ascending
4. Inthe Then by box, choose Patient. () Descending
5. Select Ascending to sort the names in reverse Then by
alphabetical order. v | () Ascending
6. Click OK. () Descending
Then by

w | ) ascending
) Descending
My data range has

(%) Header row ) Mo header row

Qptions. ., I O, %J [ Cancel
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Filtering

Excel allows you to filter your database to pull out records that meet specific criteria. For instance,
you may want to contact all female patients who will be turning 40, so they can schedule a
mammogram. Or, you may want to contact all patients who see a specific doctor, to let them know she
is retiring and that they will need to select a new primary care physician.

Filtering Criteria

Excel allows you to set criteria for your filter. A criteria is a set of conditions that must be met. In
Excel, criteria allow you to find specific records within the database, based upon conditions that you

specify.

There are two types of criteria: computed criteria and comparison criteria. Comparison criteria allow
you to find records that match certain limits. The criteria names are the same as your database field
names. You can use operators to place limits on your criteria.

Comparison Operators
Operator Meaning

= Equal to

> Greater than

< Less Than
>= Greater than or equal to
<= Less than or equal to
<> Not equal to

For example, we want to find all patients who are older than the Baby Boomers. Our criteria for this
would be <=01/01/1946. This will bring up all patients who were born before 1946.

Computed criteria are used to find records based on a formula. For instance, if your database has the
fields Total Charges and Paid by Insurance, and you want to find all patients who owe more than
$1000 so you can offer them a special payment plan, your criteria would be:

=Total Charges-Paid by Insurance>1000

AutoFilter

The AutoFilter allows you to select records to be displayed. When you turn on the AutoFilter, arrows
appear in the field name cells. Selecting one of those arrows provides a list of every option in that
field, plus the options All, Top 10, and Custom. Selecting an option will bring up all records
meeting that criteria.
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To Filter a Database Using the AutoFilter
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1. Place your cursor in any cell in the database. Data | Window  Help

2. From the menu, choose Data, then Filter, and 24 sort.. E B @R
then AutoFilter. | e AutoFilter

Farm,.. Show Al
Subkotals, .. Advanced Filker...

3. Adrop down arrow a 5 | © [ & E E
appears at the top of 1 [Patient ~ |Patient [+ Birth D4 = | D{~ | Physici[«|Ins. Co[+|Total Fe(~]
each column. 2 |Willig, Allonzo B5111-612 4/27H966] 3/23/19956] Suess |Aetna 512476

4. Click the down arrow in the Physician column and choose Seuss as the criteria. 5 [ E

This will filter out only the records where Dr Seuss is the physician.

5. To use this data, such as for a mail merge, select all the data (Ctrl + A) and copy

the filtered data into a new worksheet or workbook.

To Undo the Filter

1. Click the down arrow in the column heading and choose All.
--OR--
From the menu, choose Data, then Filter, and then Show All.

Custom Filter

[+ |Physici{~

Sort Ascending
Sort Descending

all

(Top 10...)
(Cuskom, ..
Pierce

el

The Custom options allow you to filter for two or more criteria called a Range. (i.e., =$50.00 but

<$100.00)

To Use the Custom Filter
1. Place the cursor in any cell in the database.
2. Click the down arrow in Total Fees.

Custom AutoFilter

100

1000|

QK

] [ Cancel

3. Select the Custom option. The Custom ?25;7;2:: e
AutoFilter dialog box opens. is greater than b
4. In the first drop-down list, choose is greater
than, then type 100 in the text box beside it. Oy e
5. Select the option button And. il b
6. In the bottom left-hand corner, there is another i3 5 s seri e sl chiarackes
drop-down list box. Choose is less than from e
the list.
7. In the next text box, type 1000.
8. Click OK.
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9. Only the records specified in the
range between $50 and $100 will

appear on the screen.

To Turn Off the AutoFilter

The Learning Center

&, B e e e E G |

1 |Patient ~ |Patient I[+|Birth Dat[~|Date [+ |Physici{=]Ins. Co.[+]|Tatal Fee{~]
|4 |OReilly, Rudy B2547-011  4/BA980 37187006 Suess  Mone $6435.64
| B |Kiss, Alex H1223-286  12/5A941 371672006 Suess  Aetna $850.00
| 11 |Schlueter, Kevin H1223-289  BAA959 31272006 Welby MNone $a43.39
| 17 |Rosenguist, Kaye H1223-295  12/A941 31072006 Suess  Aetna 7267
| 16 |Jones, Tom H1223-296  9/19A4942 311/2006 Welby  Prudential $397.34
21 |Sotiropoulos, Sotin H1223-293 3151945 3137008 Suess  Aetna $350.00
| 22 [Van Moorsel, Mick H1223-300  3A15M945 317006 Welby | Prudential $295.00
| 23 |Kuzelicki, Alex H1223-301 | 9194942 313/0068 Suess  Prudential $220.00
| 26 |Morris, Steve H1223-304  7/24A968 3/12/2006 Suess  Aetna $220.00
| 32 |Dakanalis, Harry H1223-310  11/1/1959| 3/13/2006 Fierce  Prudential §275.00
| 34 |Tuscan, Darka H1223-312  7/24A968 3/18/2006 Welby  Aetna $220.00
| 35 |King, Migel H1223-313 8AA959 4/9/2006 Suess  Prudential $850.00
| 41 |Stahelski, Chad H1223-319  7/26A1968 3/25/2006 Pierce  National $295.00
| 45 |Davies, Dar H1223-323  12/8M941 3130006 Welby  Mone $850.00
| 59 [Mclean, Scott 04122123 BAMSET 3134006 Pierce | Prudential §295.00
| B0 |Frantz, Micheal OB100-284  9/27A969 31872006 Suess F&M $535.64

£1 [Lindeman, Brian 08675-309  8/19A41955 371372006 Pierce  Mone $234.00

2
| 63 |Totals $34,950.04

1. From the menu choose Data, then Filter, and then AutoFilter.
2. All of the AutoFilter arrows are removed from the database.

Common Keyboard Commands

Ctrl +B
Ctrl +C
Ctrl + X

Ctrl + Home

Ctrl + End
Ctrl + 1
Ctrl+N
Ctrl+0O
Ctrl +V
Ctrl+P
Ctrl+Y
Ctrl+S

Ctrl + Spacebar
Shift + Spacebar

Ctrl + U
Ctrl +Z

Bold

Copy
Cut

Go to first cell in worksheet
Go to last cell in worksheet

Italic
New

Open
Paste
Print
Redo
Save

Select entire column

Select entire row
Underline
Undo
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Summary

This class has covered the following topics:

¢ Review of the Excel screen, toolbars, and retrieving a saved spreadsheet
Excel worksheets including; editing cell contents and cell series
Inserting functions
Paste special
Splitting and freezing panes
Excel charts including; creating and formatting a chart

Excel databases including; parts of a database and sorting

® & 6 O o o o

Filtering records using AutoFilter and Advanced Filter

If you would like more information about other Learning Center workshops, please or visit our
website at http://www.hsc.wvu.edu/its/LC or call the Learning Center at 293-3631 ext 5.
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