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Worksheet Editing & Formatting

Elements of the Excel interface

Quick access toolbar Tabs Group
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Worksheets

A worksheet is an electronic spreadsheet that is used for entering and storing data in Excel. An

Excel worksheet contains columns and rows which intersect like a grid to form cells. Excel

designates columns with alphabetical headers running across the top of the worksheet, and rows

with numerical headers running down the left of the worksheet.

Rows & Columns

How to insert a row: Click on the row number where the row must be inserted, then right click

and select Insert on the short-cut menu

How to insert a column: Click on the column heading where the column must be inserted, then

right click and select Insert on the short-cut menu.

Rows — Height & Column — Width

The height of rows can be adjusted by
selecting the row heading (number) that
needs adjusting > right click > select Row
height on the short-cut menu > insert the row

height

Row Height ® =

Row height: 15

[ OK ][ Cancel ]

Visibility: Hide & Unhide

Home tab > Cells group > Format > Visibility

The width of columns can be adjusted by
selecting the column heading that needs
adjusting > right click > select Column
Width on the short-cut menu > insert the

column width

Column Width ® | =

Column width: 8.43

oK ] [ Cancel

NI i o

as Cell Insert Delete Format Sort & Find &

* Styles~ - - -

— " Filter = Select~

Cells | Cell Size

IC RowHeight..
AutoFit Row Height
© P Q £1 Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide Rows Hide & Unhide 3

Exercise: Hide column C on the Formatting worksheet




Rename and/or copy a worksheet

Right click on Sheet 1 (sheet name) > click on Rename and type in the new name of the

sheet. Worksheets can be copied and placed in the same workbook or in a new/other existing

workbook.

12 r =
13 Insert... Move or Copy [e=]
14 x Delete Move selected sheets
15 —eneme Language data 1996_2011.xisx [~
17 Move or Copy.. Before sheet:

View Cod tanguage _______________________|}§
18 &1 Yew Code Percentages
19 E Protect Sheet... (move to end)
20 | Tab Color 3
21 Hide i
22
23 [¥] Create a copy
= Select All Sheets

Exercise: Rename worksheet S1 to “Formatting” in the Exercise Workbook and change the tab

colour to red

Data Validation

Data Validation is an effective tool in Microsoft Excel when you need to share a spreadsheet
with other people and want to keep the content unified. In cells with validation enabled, creator
of the spreadsheet can prompt users to choose data from a list, restrict cells to certain data types,
or do a few other things that involve complicated custom settings. Basic data validation is easy
to setup.

Data Validation is on the Data Tools group on the Data tab

EXercise VWOrkKnooK - EXcel

Review  View  Acrobat  PowerPivot Q) Tell me what you want to do...

*j |§ Connections A m Clear e Flash Fill E"‘ Consolid
o Zl Alz Q’:—I
- P

roperties E-F Remove Duplicates E,: Relation|

Refresh Sort  Filter Text t
cent Sources All - Edit Links Y/ Advanced Colum

Reapply
‘é Data Validation - Manage

hnsform Connections Sort & Filter Data Tools

e On the Settings tab, under Allow, select an option:
» Whole Number - to restrict the cell to accept only whole numbers.
Decimal - to restrict the cell to accept only decimal numbers.
List - to pick data from the drop-down list.
Date - to restrict the cell to accept only date.
Time - to restrict the cell to accept only time.
Text Length - to restrict the length of the text.

Custom — for custom formula.




Settings  Input Message  Error Alert Settings  Input Message  Error Alert
Validation criteria Validation criteria
Allow: Allow:
Any value Ignore blank Custom N Ignore blank
Dat Data:
between

Formula:
=Q2:Q3

Apply these changes to all other cells with the same settings

Clear All OK Cancel Clear All Cancel

e Under Data, select a condition:
» between
» not between
» equal to
» not equal to
» greater than
» less than
» greater than or equal to
» less than or equal to
e On the Settings tab, under Allow, select an option:
» Set the other required values, based on what you chose for Allow and Data.
For example, if you select between, then select the Minimum: and Maximum:
values for the cell(s).
» Select the Ignore blank checkbox if you want to ignore blank spaces.
» If you want to add a Title and message for your rule, select the Input Message
tab, and then type a title and input message.
» Select the Show input message when cell is selected checkbox to display the
message when the user selects or hovers over the selected cell(s).

» Select OK.

Now, if the user tries to enter a value that is not valid, a pop-up appears with the message, “This

value doesn’t match the data validation restrictions for this cell.”

Exercise: Open Sheet S7 (2). Use Data validation to select a list for “OK” and “Poor” (Q2:Q3)
to allow the user to select a comment from a dropdown list for column G (Homework

comment).




Protection and security in Excel

Excel gives you the ability to protect your work, whether it’s to prevent someone from opening
a workbook without a password, granting Read-Only access to a workbook, or even just
protecting a worksheet so you don’t inadvertently delete any formulas.
Warning:

e Ifyou forget or lose your password, Microsoft can’t retrieve it for you.

¢ You should not assume that just because you protect a workbook or worksheet with a

password that it is secure - you should always think twice before distributing Excel

workbooks that could contain sensitive personal information.

e Worksheet level protection is not intended as a security feature. It simply prevents

users from modifying locked cells within the worksheet.

©

Info
L
Protect Workbook
Open
P f Control what types of changes people can make to th
Protect
sz Workbook -
Save As \( Mark as Final
LY
Let readers know the workbook is final and
Save as Adobe PDF make it read-only at it contains:
Encrypt with Password
Print o )
Require a password to open this 1, author's nam
workbook.
Share ©
Protect Current Sheet
Export Control what types of changes people car
make to the current sheet
Publish Protect Workbook Structure
Prevent unwanted changes to the structure
Close of the workbook, such as adding sheets
X mulas, slicers, a
Restrict Access
Account @ Grant people ss while removing their
ability to edit or print
QOptions Add a Digital Signature ies are unable t
A Ensure the integrity of the workbook by

adding an invisible digital signature
T Pick what users can see when this workbook is viewe:

Following are the different options available for protecting your Excel
data:

e File-level: This refers to the ability to lock down your Excel file by specifying a

password so that users can’t open or modify it. You have two choices here:

» File encryption: When you choose this option, you specify a password and

lock the Excel file. This prevents other users from opening the file.



» Setting a password to open or modify a file: You specify a password to open
or modify a file. Use this option when you need to give Read-only or edit

access to different users.

1. Select File > Info.

2. Select the Protect Workbook box and choose Encrypt with Password.
3. Enter a password in the Password box, and then select OK.

4. Confirm the password in the Re-enter Password box, and then select

OK.

Encrypt Document 7 =

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be |
recovered. It is advisable to keep a list of passwords and |
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

» Mark as Final: Use this option if you want to mark your Excel file as the final

version and want to prevent any further changes by other users.

Microsoft Excel X
This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

When a document is marked as final, the status property is set to “Final" and typing, editing commands, and proofing marks are turned off.
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

[JDon't show this message again

OK

Home Insert Page Layout Formulas Data Review View Acrobat

0 MARKED AS FINAL An author has marked this workbook as final to discourage editing.  Edit Anyway

Al v Jx

> Restrict Access: If your organization has permissions set up using Information
Rights Management (IRM), you can apply any of the available IRM

permissions to your document.

» Digital signature: You can add digital signatures to your Excel file.

Get a Digital ID ? ‘ P

To sign a Microsoft Office document you need a digital ID, would you like to get one from a Microsoft Partner now?

Yes No




A digital signature is an electronic, encrypted, stamp of authentication on
digital information such as e-mail messages, macros, or electronic documents.
A signature confirms that the information originated from the signer and has

not been altered.

e  Workbook-level: You can lock the structure of your workbook by specifying a
password. Locking the workbook structure prevents other users from adding, moving,

deleting, hiding, and renaming worksheets.

1. Open the Review tab > click on Protect Workbook in the Changes group.
2. Enter a password in the Password box.

3. Click OK, and retype the password to confirm it, and then click OK.

Review Vie v Acrobat Power Pivot Design Q Tellme

Show All Comments
axt Protecq Protect

) Show Ink Sheet | Workbook

Protect workbook for

Structure

Windows

Password (optional):

e  Worksheet-level: With sheet protection, you can control how a user can work within
worksheets. You can specify what exactly a user can do within a sheet, thereby
making sure that none of the important data in your worksheet are affected. For
example, you might want a user to only add rows and columns, or only sort and use
AutoFilter. Once sheet protection is enabled, you can protect other elements such as

cells, ranges, formulas, and ActiveX or Form controls.

?
Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

Select locked cells )
Select unlocked cells

D Format cells

D Format columns

[JFormat rows

[insert columns

[insert rows

D Insert hyperlinks

D Delete columns

[ Delete rows v




Protect a worksheet

To prevent other users from accidentally or deliberately changing, moving, or deleting data in
a worksheet, you can lock the cells on your Excel worksheet and then protect the sheet with a
password. With worksheet protection, you can make only certain parts of the sheet editable and

users will not be able to modify data in any other region in the sheet.

Enable worksheet protection

Worksheet protection is a two-step process: the first step is to unlock cells that others can edit,
and then you can protect the worksheet with or without a password.

Step 1: Unlock any cells that needs to be editable

e Inyour Excel file, select the worksheet tab that you want to protect.

e Select the cells that others can edit.

To lock or unlock cells in Microsoft Excel 2016 and 2013.

e Select the cells you wish to modify.
e Open the Home tab > In the Cells area, select Format > Format Cells
e Select the “Protection” tab.

e Uncheck the box for “Locked” to unlock the cells. Check the box to lock them. Select
‘COKGC.

& what you want to do. Robbertze, R, Me [renesc@sun.acza) /4 Share

iy X cut - o = AutoSum -
o ial 0 - A A P ewmpTen Genera - Lk p M) € x W Z S )
Copy i o o T Fill -
Paste B ! = . o «o oo Conditional Formatas Cell  jncen Delete Format Sort& Find &
o Format Painter ru B9 e = AT $-% 9 B a5 o maning- Teble: Styles - Clear Filter - Select -
Clipboard Font Alignment Numbe: Siyfus Cells Editing
G2 - fe  Poor
Format Cells ? %
Number  Alignment Font Border Fill Protaction
A B (5 D £ F €] P Q R s T

Test {1 L00ea

1 Name Test 1 Test 2 Test 3 Test4  Average Homework | [ Hidden

2 |Albert, Eddy 80 71 70 84 763 Poor

3 |Thomas, Frank 96 08 97 a0 a53 oK. Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab, Changes
4 |Jones, Theodore 78 81 70 78 768 oK el

5 |Fagan, Samuel 85 85 85 80 63.8 OK

6 |Dicks, Starr 92 95 79 80 86.5 OK

7 |Frampton, Judy a0 90 20 70 85.0 OK

8 |Marie, Tina 60 50 40 79 57.3 OK

9 |Sandy, Grace 75 70 85 95 76.3 OK

Step 2: Protect the worksheet

Next, select the actions that users should be allowed to take on the sheet, such as insert or delete
columns or rows, edit objects, sort, or use AutoFilter, to name a few. Additionally, you can
also specify a password to lock your worksheet. A password prevents other people from

removing the worksheet protection—it needs to be entered to unprotect the sheet.
e Open the Review tab > click on Protect Sheet in the Changes group

8



View Acrobat Power Pivot () Tell me what you

Show All Comments

) Show Ink

/ Allo
Protect

orkbook W

Protect
Sheet

ext

ments Changes

e In the Allow all users of this worksheet to list, select the elements you want people to

be able to change.
Protect Sheet ? X
Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

A
[A select unlocked cells

D Format cells

D Format columns

Ij Format rows

Dlnsert columns

D Insert rows

[Jinsert hyperlinks

|:| Delete columns

[CJpelete rows v

Option Allows users to

Select locked Move the pointer to cells for which the Locked box is checked on

cells the Protection tab of the Format Cells dialog box. By default, users are allowed
to select locked cells.
Select Move the pointer to cells for which the Locked box is unchecked on

unlocked cells | the Protection tab of the Format Cells dialog box. By default, users can select
unlocked cells, and they can press the TAB key to move between the unlocked
cells on a protected worksheet.

Format cells Change any of the options in the Format Cells or Conditional Formatting dialog

boxes. If you applied conditional formatting before you protected the
worksheet, the formatting continues to change when a user enters a value that
satisfies a different condition.

Format Use any of the column formatting commands, including changing column width
columns or hiding columns (Home tab, Cells group, Format button).
Format rows Use any of the row formatting commands, including changing row height or

hiding rows (Home tab, Cells group, Format button).
Insert columns | Insert columns.

Insert rows Insert rows.

Insert Insert new hyperlinks, even in unlocked cells.

hyperlinks

Delete If Delete columns is protected and Insert columns is not protected, a user can

columns insert columns but cannot delete them.

Delete rows If Delete rows is protected and Insert rows is not protected, a user can insert
rows but cannot delete them.

Sort Use any commands to sort data (Data tab, Sort & Filter group). Users can't sort
ranges that contain locked cells on a protected worksheet, regardless of this
setting.

Use AutoFilter | Use the drop-down arrows to change the filter on ranges when AutoFilters are
applied. Users cannot apply or remove AutoFilter on a protected worksheet,
regardless of this setting.



Use PivotTable Format, change the layout, refresh, or otherwise modify PivotTable reports, or

reports create new reports.

Edit objects Doing any of the following:

Make changes to graphic objects including maps, embedded charts, shapes, text
boxes, and controls that you did not unlock before you protected the worksheet.
For example, if a worksheet has a button that runs a macro, you can click the
button to run the macro, but you cannot delete the button.

Make any changes, such as formatting, to an embedded chart. The chart
continues to be updated when you change its source data.

Add or edit comments.

Edit scenarios | View scenarios that you have hidden, making changes to scenarios that you
have prevented changes to, and deleting these scenarios. Users can change the
values in the changing cells, if the cells are not protected, and add new
scenarios.

e Optionally enter a password in the Password to unprotect sheet box and click OK. Re-

enter the password in the Confirm Password dialog box and click OK.

?

Reenter password to proceed.

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and their
corresponding workbook and sheet names in a safe place.
(Remember that passwords are case-sensitive.)

(https://support.office.com/en-us/article/protection-and-security-in-excel-be0b34db-8cb6-
44dd-a673-0b3e3475ac2d)

Exercise: Unlock the cells A2:E15 & G2:G15 on Sheet7 in the workbook. Then protect the

worksheet by allowing the user to do everything except to insert and delete columns.

Hyperlinks

Hyperlinks automate Excel 2016 worksheets by making the opening of other Office documents
and Excel workbooks and worksheets just a mouse click away. It doesn’t matter whether these
documents are located on your hard drive, a server on your LAN (Local Area Network), or web
pages on the Internet or a company’s intranet. You can also set up e-mail hyperlinks that
automatically address messages to co-workers with whom you routinely correspond, and you

can attach Excel workbooks or other types of Office files to these messages.
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The Hyperlink function is situated on the Links group on the Insert tab.

Insert Hyperlink i
Link to: Text to display:
i) Look in: My Documents 2 %)
Existing File E] D
a R Bluetooth Exchange Folder | [ Bookmark..
Ama CF%'I'::‘: Custom Office Templates
e ] Downloads
D Eiace BT fotos =
Document Browsed Hisui
. Pages iSuite
Hyperlink o Musik
Create New Recent |&@ My D‘at? Sources
Document Files My Digital Editions
Link L | L. Outlook Files |54
LS JJ Address: E
E-mail
Address

Exercise: Add a hyperlink in cell A1 on worksheet S9 in the Exercise Workbook to worksheet
S8 cell Al in the same workbook

Freeze panes

By freezing panes, you can keep a particular portion of a worksheet static, while you scroll
through other areas. You can access the Freeze Panes option from the Freeze Panes drop-down

list in the Windows group on the View tab.

VIEW DEVELOPER POWERPIVOT EEREIseit | (DView Sy Side =

™ Hide Synchronous Scrolling
: Switch

Freeze

. ) Panes+ [ Unhide Reset Window Position | Windows
D D Spllt Ef] Vle" Freeze Panes
gl Keep rows and columns visible while the rest of
D ——— [— - the worksheet scrolls (based on current selection).
Hide '

Freeze Top Row

New Arrang £ Freeze D Keep the top row visible while scralling through
- nt [ the rest of the worksheet.
i Window All | Panes~

Freeze First Column
D Keep the first column visible while screlling
Window through the rest of the warksheet.

Exercise: Freeze row 1 on worksheet S2 in the Exercise Workbook

The Split Command

When you work with large worksheets, you may need to view different portions of a worksheet
simultaneously. Using the Split command, you can split the worksheet into multiple resizable
panes to view its various parts by scrolling through different panes. You can resize these panes

by dragging the split bars that separate them.
The Split command is in the Windows group on the View tab.

DATA REVIEW VIEW DEVELOPER POWERPIVOT

QL @E B HE
fr—
—m e L ~~ T Hide
Zoom 100% Zoom to New Arrange Freeze
Selection Window All  Panes~

Zoom Window
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Exercise: Split worksheet S15 in the Exercise workbook and see how it works

Comments

Microsoft Excel has the ability of creating comments in each of the cells. Comments enable a
user to get additional information about the cell such as what the value represents.
Click on the cell where the comment needs to be inserted > Click on New Comment in the

Comments group on the Review tab

SELAYOUT ~ FORMULAS  DATA | REVIEW | VIEW ormation Skills Grades
'l_j ! ' <« [Robbertze:
v Testl  Tes February 2015
New ”:[_-;! Show All Comments 44 {Humarga 314
Comment - A Show Ink 68 |Group 1: 12:00-13:00|
92
Comments 24 © 49 51
Exercise: Add comments on worksheet S5 (test info)
Formatting
Calibri 1 A A E= = - %’Wrap Text General v
B I U~ i+ &y A === &= Merge&Center - B0 0 48008

Font ] Alignment e Number 1

Formatting cells
Home tab > Number group > Format cells dialog window

When you type something into a cell in a worksheet, Excel makes use of one of the following

decisions regarding the type of data you entered:

e You entered a value.

e You entered a date or time.

e You entered some text.

¢ You entered a formula. [ You signal that you’re entering a formula by beginning the

cell entry with an equal sign (=).]
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Format Cells % (=]

- y (-] |:|:|>g L1
G | - 7} o = T T |
Enera I' ‘J). ‘_.)- j==] j=s Number | [ Font I Border] Fill vaotedlon

. g 9 &1 00 Conditional Formatas Cell Insert Delete Format Category:
Formatting = Table~ Styles~ - - - [T . | | sample

Number
MNumber Styles Cells Currency

Accounting General format cells have no specific number format.
Date
Time
Don't see what you're looking for? Percentage
- Fraction
Scientific
Check out the full set of number Text

. P Special
formatting options. Custom

Number Format

Exercise: Follow the instructions on worksheet S1

Conditional formatting: Highlight Cells Rules, Data bars & Icon Sets

Let's imagine you have a worksheet with thousands of rows of data. It would be extremely
difficult to see patterns and trends just from examining the raw information. Similar to charts
and sparklines, conditional formatting provides another way to visualize data and make
worksheets easier to understand. Conditional formatting allows you to automatically apply
formatting—such as colours, icons, and data bars—to one or more cells based on the cell value.

Conditional formatting is situated in the Styles group on the Home tab.

¥ 9D

Conditional Formatas Cell
Formatting~ Table~ Styles~

Styles

Highlight Cells Rules » Greater Thai
ighlig Greater Than...

T@ Top/Bottom Rules » Lé Less Than...

- f Data Bars » E Between...

—: ]
=| Color Scales » e Equal To...
=0 X
;= lcon Sets » — Text that Contains...
= - @b
B NewRule.. | A Date Occurring...
[ ClearRules >
[E Manage Rules... D Duplicate Values...

More Rules...

Exercise:
Insert Data bars on worksheet S5 for test 1, test 2 and test 3.

Use the Highlight Cells Rules function to change all marks that is below 50% to red on
worksheet S5.
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Go To dialog box

Use the Go To dialog box when you want to locate specific types of cells in your worksheets.

The Go To dialog box is in Editing group on the Home tab.

z - A Go To Special ? 2
2 [tk
- Select
Sort & |Find &
® - Fitor - BREETE © Comments Row differences
# End.. Constants Column differences
al Formulas Precedents
2%c Beplace..
Numbers Dependents
= boln. Text @) Direct only
Go To Specil... Logicals All levels
Formulas Errors Last cell
Comments Blanks Visible cells only
Conditional Formatting Current region Conditional formats
- Current array Data validation
Constants
Objects @ All
Data Validation <
Same
[+ Select Objects

The options available in the Go To Special dialog box.

Option What It Selects
Comments Only the cells that contain cell comments.
Constants All non-empty cells that don’t contain formulas. This option is useful if you have a

model set up and you want to clear out all input cells (so you can enter new
values), but keep the formulas intact. Use the check boxes under the Formulas
option to choose which cells to include.

Formulas Cells that contain formulas. Qualify this choice by selecting the check box for the
type of result: Numbers, Text, Logicals (the logical values TRUE or FALSE), or
Errors.

Blanks All empty cells.

Current Region A rectangular range of cells around the active cell. This range is determined
by surrounding blank rows and columns. You can also use the Ctrl+A shortcut key
combination.

Current Array | The entire array (used for multicell array formulas).

Objects All graphical objects on the worksheet. This is useful if you want to delete all
objects.

Row If one row is selected, cells that are different from the active cell. If more than one

Differences row is selected, the same comparison is done, but the comparison cell for each
row is the cell in the same column as the active cell.

Column If one column is selected, cells that are different from the active cell. If more than

Differences one column is selected, the same comparison is done, but the comparison cell for
each column is the cell in the same rows as the active cell.

Precedents Cells that are referred to in the formulas in the active cell or selection (limited to
the active sheet). You can select either direct precedents or precedents at any
level.

Dependents Cells with formulas that refer to the active cell or selection (limited to the active

sheet). You can select either direct dependents or dependents at any level.

Last Cell The lower right cell in the worksheet that contains data or formatting.

14



Option What It Selects ‘

Visible Cells Only visible cells in the selection. This option is useful when dealing with outlines
Only or a filtered list.

Conditional Cells that have a conditional format applied (by wusing the
Formats Home=>»Styles—=>Conditional Formatting command).
Data Cells that are set up for data entry validation (by using the Data—>Data
Validation Tools=»Data Validation command). The All option selects all cells of this type. The
Same option selects only the cells that have the same validation rules as the active
cell.
(Walkenbach, 2010:21)

Exercise: Use the Go to function and look for comments on worksheet S5

Finding and replacing text

You may want to remove a common leading string, such as a label followed by a colon and
space, or a suffix, such as a parenthetic phrase at the end of the string that is obsolete or
unnecessary. You can do this by finding instances of that text and then replacing it with no

text or other text.

The Find command thus allows you to locate specific data within a workbook. The Find tab
of the Find and Replace dialog box contains various options that allow you to perform the

search.

You can use wildcard characters, such as an asterisk (*) or a question mark (?), in your
search criteria:
e Use the asterisk to find any string of characters. For example, s*d finds "sad" and
"started".
e Use the question mark to find any single character. For example, s?t finds "sat" and
"set".
You can find asterisks, question marks, and tilde characters (~) in worksheet data by
preceding them with a tilde character in the Find what box. For example, to find data

that contains "?", you would type ~? as your search criteria.
Click Options to further define your search, and then do any of the following:

e To search for data in a worksheet or in an entire workbook, in the Within box,
select Sheet or Workbook.
e To search for data in specific rows or columns, in the Search box, click By Rows

or By Columns.
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e To search for data with specific details, in the Look in box, click Formulas,
Values, or Comments.

e To search for case-sensitive data, select the Match case check box.

e To search for cells that contain just the characters that you typed in the Find what
box, select the Match entire cell contents check box.

If you want to search for text or numbers that also have specific formatting, click

Format, and then make your selections in the Find Format dialog box.

e If you want to find cells that just match a specific format, you can delete any
criteria in the Find what box, and then select a specific cell format as an
example. Click the arrow next to Format, click Choose Format From Cell, and

then click the cell that has the formatting that you want to search for.

The Replace command allows you to replace existing data in a workbook with new
data. To replace text or numbers, type the replacement characters in the Replace
with box (or leave this box blank to replace the characters with nothing), and then

click Find or Find All.

The Find & Replace dialog box is in Editing group on the Home tab.

Find and Replace ? =
z - A Find | Replace
i Sort & Find & Within: | Sheet E] Match case
— 7 Filter v| Select ~ Search: [ByRows [ - Norch entire cell cantents
Editing Lookin: |Formulas [+ Options << |
[ReplaceAll‘ [ Replace | [ Find All_| [ EindNext | [ Close |

Exercise: Replace the surname Smit with Smith in S5

Find Blank Cells In Excel With A Colour

In Excel you can have a data set that comes from an external source which is not always
formatted to your liking. One of the most common things you may encounter are blank cells in
your Excel data which can hinder your analysis, especially if you are using a Pivot Table to

analyse the data.

To find blank cells in Excel you will need to highlight all your data set and bring up the Go To
Special ...> Blanks.

Then you can fill in the blank cells with a colour and filter by that same colour to drill down to

these blank cells and take some formatting action.
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Exercise: Open sheet S15. Stand in A1, press Ctrl & Shift & End together to select the dataset
and then use Go to Special to find all the blank cells and delete them.

Automatically Filling a Range with a Series
Excel has an Autofill feature that can complete a series:
1. Enter 1 into cell Al.
2. Enter 2 into cell A2.
3. Select A1:A2.

4. Move the mouse cursor to the lower right corner of cell A2 (the cell’s fill handle) and
when the mouse pointer turns into a black plus sign, drag down the column to fill in

the cells.

The data entered in Steps 1 and 2 provide Excel with the information it needs to determine
which type of series to use. If you entered 3 into cell A2, the series would then consist of odd

integers: 1, 3, 5, 7, and so on.

Autofill also works with dates and even a few text items — day names and month names. The

following table lists a few examples of the types of data that can be Autofilled.

First Value Autofilled Values

Sunday Monday, Tuesday, Wednesday, and so on

Quarter-1 Quarter-2, Quarter-3, Quarter-4, Quarter-1, and so on
Jan Feb, Mar, Apr, and so on

January February, March, April, and so on

Month 1 Month 2, Month 3, Month 4, and so on

(Walkenbach, 2010:85)

Enter a series > select the last 2 numbers in the range > right click and copy down to get the

following options from the mini toolbar:

A B & D

1 1

2 B

b - Exercise: Open worksheet S4 and type 1 in cell Al and 3 in cell A2.
5 9

6 1

i —" Select A1 and A2 and copy a few cells down. Use the Fill series option
9 =72

w O Copy Cells .

2 P sees to complete the series.

1i O Aivmartomis

B O HashFill

te
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Paste special

If you want to paste only a specific aspect of the copied data like its formatting or value, you

would use one of the Paste Special options.

Open the Home tab > Clipboard group > Paste > Paste Special. [Or press Ctrl+Alt+V to open
the Paste Special dialog.]

Paste Special ‘ ? ‘ N
Paste
@ All O All using Source theme
O Formulas O All except borders
O values O column widths
O Formats O Formulas and number formats
O Comments O Values and number formats
O Validation All merging conditional formats
Operation
@ None O Multiply
O Add O Divide
O subtract
D Skip blanks D Transpose
Paste Link Cancel

To pick an option, press the underlined letter for that option. For example, press the letter C to

pick the Comments option.

: : : Keyboard
Pick this option sthtcut
All Paste all cell contents and formatting. Press A
Formulas Paste only the formulas as entered in the formula bar. Press F
Values Paste only the values (not the formulas). Press V
Formats Paste only the copied formatting. Press T
Comments Paste only comments attached to the cell. Press C
Validation Paste only the data validation settings from copied cells. Press N
All using Source theme  Paste all cell contents and formatting from copied cells. Press H
All except borders Paste all cell contents without borders. Press X
Column widths Paste only column widths from copied cells. Press W

Formulas and number Paste only formulas and number formats from copied

Press R
formats cells.
Values and number Paste only the values (not formulas) and number formats Press U
formats from copied cells.
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Mathematical Operation

Specify which mathematical operation, if any that you want to apply to the copied data. For
example, put 10 in a cell, press Ctrl+C to copy it. Next, select the cells you want to apply the
operation to, and go to Home > Clipboard > Paste > Paste Special > select the Operation you

want, such as Multiplication, and press OK.

Paste Operation Action

None Specifies that no mathematical operation will be applied to the copied data.

Add Adds the copied data to the data in the destination cell or range of cells.

Subtract Subtracts the copied data from the data in the destination cell or range of cells.

Multiply Multiplies the copied data with the data in the destination cell or range of cells.

Divide Divides the copied data by the data in the destination cell or range of cells.
Other

Paste Operation  Action

Avoids replacing values in your paste area when blank cells occur in the copy

SLAIEETLE area when you select this check box.

Changes columns of copied data to rows and vice versa when you select this
Transpose

check box.
Paste Link Links the pasted data on the active worksheet to the copied data.

Transforming and rearranging columns and rows - Transpose

Most of the analysis and formatting features in Office Excel assume that the data exists in a
single, flat two-dimensional table. Sometimes you may want to make the rows become
columns, and the columns become rows. At other times, data is not even structured in a tabular

format, and you need a way to transform the data from a nontabular to a tabular format.
Use the Transpose function to make the rows become columns, and the columns become rows.

e There is an easy way to convert your rows to columns and vice versa using the

Transpose feature in Excel.
e Select the cells containing the headings and data you want to transpose.
e C(lick Copy or press Ctrl + C.

e C(lick in a blank cell on the worksheet. This cell will be the top, left corner of the

new table of data.



e C(Click the down arrow on the Paste button and select Paste Special from the drop-

down menu.

e On the Paste Special dialog box, select the Transpose check box so there is a

check mark in the box and click OK.

e The rows become the columns and the columns become the rows. The original set
of data still exists. You can select those cells and delete the headings and data, if

desired.

lSaIes Group: Northeast Southeast Northwest Southwest

}Consulting R 14307 R 13121 R 14831 R 16 988

}Marketing R 15045 R 14772 R 11045 R 10715
}Outsourcing R 24261 R 26593 R 23192 R 21789
|Bundling R 12377 R 9200 R 13056 R 8512

Region |M Consulting Bl Marketing Bl Outsourcindd Bundling

|Northeast R 14307 R 15045 R 24261 R 228
| Southeast R 13121 R 14772 R 26593 R 9200
| Northwest R 14831 R 11045 R 23192 R 13 056
jSouthwest R 16988 R 10715 R 21789 R 8512
m
s % Cut
Bl Copy ~
Paste
= ¥ Format Paint
Paste
= B B
O Lk % 2
— il ' Paste Special [®)[=]
(-'_-" gﬂ Paste
@ Al All using Source theme
Pas'te valu Formulas All except borders
o ?}: Values Column widths
Formats Formulas and number formats
123 123 Or ) Comments Values and number formats
Dther P N IOHS Validation All merging conditional formats
T Operation
"y e i © None _) Multiply
EJ" oD ﬁ'?l Add Divide
Subtract
Paste Special... —— .
|__| Skip blanks |V Transpose
o
q | t OK Cancel
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Quarter 1 Quarter 2
Sales GrouNortheast ~ Southeast Northwest  Southwest Sales Group: Northeast Southeast Northwest  Southwest
Consuling R~ 14 307 R 13121 R 14831 R 16 988 Consulting R 16307 R 17121 R 18831 R 16500
Marketing R 15045 R 14772 R 11045 R 10715 Marketing R 25045 R 12772 R 10545 R 17715
Outsourcir R~ 24 261 R 26593 R 23192 R 21789 Outsourcing R 24261 R 26593 R 27201 R 21001
Bunding R 12377 R 9200 R 13056 R 8512 Bundling R 15377 R 10401 R 13056 R 10512
Quarter 3 Quarter 4
Sales GrouNortheast  Southeast Northwest  Southwest Sales Group: Northeast Southeast Northwest  Southwest
Consultin R 15307 R 17351 R 19500 R 14 500 Consulting R 19921 R 13201 R 1423 R 17108
Marketing R 20045 R 13901 R 12457 R 12 365 Marketing R 18035 R 19374 R 14846 R 15289
Outsourci R 24450 R 30593 R 17201 R 23201 Outsourcing R 21012 R 25406 R 21351 R 25048
Bundling R 14677 R 8401 R 12072 R 11512 Bundling R 9783 R 7267 R 11144 R 12681
Quarte[ll Region Bl Consulting B Marketing Bl Outsourcin@@ Bundiing -

1 Northeast R 14307 R 15045 R 24261 R 12377

1 Southeast R 13121 R 14772 R 26593 R 9 200
| 1 Northwest R 14831 R 11045 R 23192 R 13 056 !

1 Southwest R 16988 R 10715 R 21789 R 8512

2 Northeast R 16307 R 25045 R 24261 R 15377

2 Southeast R 17121 R 12772 R 26593 R 10 401

2 Northwest R 18831 R 10545 R 27201 R 13 056

2 Southwest R 16500 R 17715 R 21001 R 10512

3 Northeast R 15307 R 20045 R 24450 R 14 677

3 Southeast R 17351 R 13901 R 30593 R 8401

3 Northwest R 19500 R 12457 R 17201 R 12072

3 Southwest R 14500 R 12365 R 23201 R 11512

4 Northeast R 19921 R 18035 R 21012 R 9783

4 Southeast R 13201 R 19374 R 25406 R 7267

4 Northwest R 1423 R 14846 R 21351 R 11144

4 Southwest R 17108 R 15289 R 25048 R 12681,

Exercise: Use the Transpose function to switch the rows and columns on worksheet S10 to

form a more usable, integrated table.

[Source: https://support.office.com/en-us/article/paste-special-when-copying-from-excel-

6eafd4c6-388c-4938-a7a9-a76afcd5f5¢3 ]

Spell checking

You can use a spell checker to not only find misspelled words, but to find values that are not
used consistently, such as product or company names, by adding those values to a custom

dictionary.
Open the Review tab > Proofing group > Spelling

?

Repeated Word:

Suggestions:

Delete

Dictionary language: | English (South Africa)

Options... Cancel

Removing duplicate rows

Duplicate rows are a common problem when you import data. It is a good idea to filter for
unique values first to confirm that the results are what you want before you remove duplicate

values.

Open the Data tab > Data Tools group > Remove Duplicates
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?

To delete duplicate values, select one or more columns that contain
duplicates.

#=Select All 5= Unselect All My data has headers

Columns
State
Capital
Region
Population
Area

oK Cancel

In Excel, you have several ways to filter for unique values or remove duplicate values:

e To filter for unique values, use the Advanced command in the Sort & Filter group on
the Data tab.

e To remove duplicate values, use the Remove Duplicates command in the Data Tools
group on the Data tab.

e To highlight unique or duplicate values, use the Conditional Formatting command in

the Style group on the Home tab.

Exercise: Find the duplicate entry on sheet S3 and remove it (look at Capital).

Cell & Range Names

A straightforward way of constructing complex formulas lies in using names instead of cell

addresses to refer to ranges.

A range name is a descriptive label assigned to one or more cells for referring to them in a
formula. The cells may be located anywhere in a workbook; in case of multiple cell ranges,
they may be adjacent or nonadjacent. When you select a range of cells that have been assigned
a name, the range name is displayed in the Name Box. A range name must start with a letter,

cannot contain spaces, and can be up to 255 characters long.
How to apply Cell and Range Names

e Select the range you want to name

e Click in the name box, type a range name of your choice and press Enter

How to verify that the range is correctly named.:

e C(Click any cell outside the selected range

e C(Click the Name box Drop-down arrow and select the range name
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A B C D E F G

a4

1 Information Skills Grades

2

3 'Student Surname Firstname Test1 Test2 Test3 Final
4 1 Adams Jean 44 33 50
5 2 Glassman Paul 68 58 60
6 3 Baker Michelle 92| 84 0
T 4 Walker Maurie 24 49 51
8 5 Moldof Wigman 37 65 62
9 6 Widd Keith 18 87 72
10 7 Smit Judy 49 45 L
11 8 Le Roux Cynthia 73 66 69
12 9 Solomon Wynand 64 63 71
13 10 Van Wyk Koos 39 55 49
14 11 Potgieter Susan 75 70 63
15 12 Arendse Pieter 55 49 61
16 13 Colon Sandy a7 65 63
17 14 Kirstie Simon 69| 73 75
18 15 Swart Louis 62| 0 66
19 16 Van Aswegen Lourens 54 51 50
20 17 Maas Debregt 51 59 64
2] 18 Nacthiican Antania [ ra 7

Exercise: Add Range names for the Tests 1-3 on worksheet S5.

Name Manager

The Name Manager on the Formulas tab can be used to Edit, Delete and/or create new name
ranges

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER POWERPIVOT
2 J%\_‘ b=] Define Name ~ #3a Trace Precedents  [%]
— o
. . B i 7 Use in Formula ~ a’% Trace Dependents
Insert | AutoSum Recently Financial Logical Text p& Math&  More Mame
Function - Trig - Functions - | Manager |5 Create from Selection B, Remove Arrows -
Function Library efined Names Formuli
G4 - e \
f New Name l P ||
A B c D E F G Hame: [ Final M
1 Information Skills Grades Stopet workbook [~
2 Comment: "
3 |Student Surname Firstname Test1 Test2 Test3 Final Ay
4 1 Adams Jean 44 33 50
5 2 Glassman Paul 68 58 60
6 3 Baker Michelle 92 84 0 -
7 4 Walker Mz_aune 24 49 5 Refersto: | —'g4'150554:56523 3
8 5 Moldof Wigman 37 65 62
9 6 Widd Keith 18 87 72
10 7 Smit Judy 49 45 57
1 8 Le Roux Cynthia 73 66 69

Exercise: Add a Range name for the Final marks on worksheet S5 using the Name Manager.

Sort & Filter

Custom Sort — Sorting on more than one column
The Custom Sort function is in the Editing group under Sort & Filter on the Home tab

Sort 7=
z t A “21 add Level | [ X petete Leve | E3 copy Level i‘ [ options... | (@) My data has heacers
Z Sortby |Region [=] |values [=] |atoz [+]
N i Thenby |state [=] |values [=] [Atoz =]
Sort & Find & Thenby | Capital [=] [values =] [Atez [=]

— | Filter ~| Select ~
Editing ok cancel |

Exercise: Sort the information on worksheet S2 in the Exercise workbook first according to

Region and then State.
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Add Subtotals

Work out the total of several rows of related data by automatically inserting subtotals for the

selected cells. The Subtotal function is in the Outline group on the Data tab

Subtotal [7l=]
At each change in:
Region B
Use function:
=2rg €rg r } Det L ]
HE AaE & Add subtotal to:
L LE . [ state
r J | | Capital
Group Ungroup Subtotal [C]Region
p g p ,‘/; Population
v v || Area
QOutline = [V] Replace current subtotals
B Page break between groups
[¥] summary below data
[ Remove All J [ OK ] [ Cancel ]
SN
2113 HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELO
) = [ G Connections 4| [ZTA]
Bl B T Ao
From From From FromOther  Existing  Refresh z| Sot Fiter
Access Web Tedt Sources~ Connections  All~ b Vo Advanced
Get External Data Connections Sort & Filter
Hie - fe G1z]z] A B C D
1]2] A B [ ] D E F 1 i i i
1 [State Capital Region Population Area . State Capital Re_glon N Population
2 |Delaware Dover Middle Atlantic 783600 2057 [+] 7 Middle Atlantic Total 45751947
3 |Maryland Annapolis Middle Atlantic 5296436 10877 r -
4 |New Jersey Trenton Middle Atlantic 8414350 7836 ﬂ 16 Mountain Total 18172295
5 |New York Albany Middle Atlantic 18976457 49576 '+ 1
6 |Pennsyhania  Harrisburg Middle Atlantic 12281054, 45333 ~7J 23 New England Total 13922517
-] 7 Middle Atlantic Total 45751947 E] 37 North Central Total 70473261
8 |Arizona Phoenix Mountain 5130632 113909 — .
9 Colorado Denver Mountain 4301261 104247 ,+| 43 Pacific Total 45025637
10 /Idaho Boise Mountain 1293963 83557 = :
11 Montana Helena Mountain 902195 147138 :] 50 South Atlantic Total 45117015
12 |Nevada CarsonCity  Mountain 1998257 110540 +| 59 South Central Total 48467660
13|New Mexico  Santa Fe Mountain 1819046 121666 -
14 |Utah Salt Lake City  Mountain 2233169 84916 =] 60 Grand Total 286930332
15 |Wyoming Cheyenne Mountain 493782 97914 61
-] 16 Mountain Total 18172295
17 |Connecticut  Hartford New England 3405565 5009
18 |Maine Augusta New England 1274923 33215
19 Massachusetts  Boston New England 6349097 8257
20 |New Hampshire  Concord New England 1236786 9304
21|Rhodelsland  Providence  New England 1048319 1214
22 |Vermont Montpellier  New England 608827 9609
-] 2 New England Total 13922517
24 llinois Sorinafield North Central 12419203 56400

Exercise: Insert Subtotals on S2 in the Exercise workbook

Make the following selections: At each change in Region

Add subtotals to the Population

Working with tables

A table is a rectangular range of data that has a row of text headings to describe the contents of
each column. In Excel, you can arrange data into an ‘official’ table by selecting any cell within

the data range and click Table in the Tables group on the Insert tab.

Converting a data range into a table extends functionality, which you can then use to work

more efficiently and effectively.
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Reasons why you should consider using a table instead of an ordinary

data range.

1. Easy sorting and filtering

Excel automatically adds filter controls to the header row when you convert a range into a table.
You do not have to do a thing but use them to sort and filter the table's records. You can execute

a sort quickly by choosing a criteria item or colour from the drop-down.

A B C D
1 [State - [Capital | - [Region | - [Population - |

Al & Jx State
4] sortAtoZ 1th Central 4447100
A B © 8] il 626932
Sp—
1 - - - V. i 30632
»
2 [Algbama 4| sortAtoz 4447100 Sert by Color Sort by Cell Color k72400
3 |flaska - 626932 | — 71648
il SartZioa
4 |arizona 5130632 Filter by Color » o Fill 4901261
5 |Arkansas sort iy Color ' 2673400 Text Filters » | Sort by Font Color g:ggg
6 |Caiifornia 33671648 Search o e o
7 |Colorado 4301261 [ (Select All B || 86453
8 [Connectic et Filters N 3405565 [ Alabama = Automatic 1§11537
9 |Delaware - 783600 [ aizsis 1pa3053
10 |Florida Search O 15082378 9 arzons cotom et igoes
[¥ Arkansas
11 |Georgia 8186453 ¥ california "th Central 80485
12 |Hawaii 1211537 [¥l coloraco “th Central 26324
13 |Idaho 1293953 ¥l connecticut o 't: ((;entra‘\ j i?;;:
v Mew England iio9aa | ith Centra
14 [llinois 12419293
[ Morth Central ok Cancel | 1th Central 68976
15 | Indiana 6080485 - )
Pacific TEDRES | N v England 74923
16 |lowa L south Adartic 2996324 | TN vland Annapolls Niddle Atlantic 5206456
17 |Kansas "L south central 2688418, 22 Massachusets  Boston New England 6349097
18 |Kentucky 4041769 23 |Indiana Indianapolis North Central 6080485
19 |Louisiana OK Cancel 4468976 24 |Michigan Lansing North Central 9938444
20 |Maine 1274923 25 |Minnesota Minneapalis North Central 4919479
21 |Maryland Annapolis Middle Atiantic 5296486, 2 |Mississippi ackson SouthEeniiel L5050
22 |Massachusets s New England £349007 27 |Missouri Jefferson City North Q.entra\ 5505211
28 IMontana Helena Mountain 902195

If I wanted to see information in red, just filter that colour (but keep in mind that you could just

as easily also filter by various text values, characters, etc.)

The totals always adjust to suit the filter/sort.

A B c D a B . B
1 [Btate - Tcapital - [Region - |popuiation - Area | gtate - Capital | - [Region | - [Population - [Are
5l sonAtez ith Central 4447100 "
z ific 26032 4] sortatoz th Central 4447100
il sortziea . b ot
Hntain 5150657 il soriZwoA e
sertey Colr " it Central 2673400 - untzin o —
gj Sert by Color g ith Central 2673400
Filter by Color -
—_ 565 ific : 33871648

261

Equals...

Does Not Equal...

12419093 (Select Ally g Begins With...
Automatic s0sgfas Alabama E |
th Cenral o4 Alaska | Encts With..
th Central 2688418 Arizona Contains..

ith Central 4041769 Arkansas

ith Central 4468976 california Does Not Contain...

w England 1274923 Colorado Custom Filter..
21 |Maryland Annapolis Middle Atlantic 5296486 Connedicut i\ — = oo
22 |Massachusetts  Boston News England 6349097
23 |Indiana Indianapolis North Central 6080485 | 789
24 |Michigan Lansing North Central 9938444 ith Central 4458976
25 Minneapolis North Central 4819479 w England 1274923

Exercise: Filter the information on sheet S3 in column B to show only the yellow cells.
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2. Quick formatting

Excel automatically applies a banded row format to new tables. If you do not like that format,
you can choose a new one from 60 predefined formats in the Table Styles gallery on the
contextual Design tab. You can also use the Format As Table option on the Home tab. As you
hover over each option, Live Preview updates the actual table. That means less experimentation

and reformatting.

= 4 = @ - 3 ] Table Tools

File Home  Insert P; out orr Jata ey View  Add-ins Poy ot Design Q Tell me

Table Name: Summarize with PivotTable D Properties | Header Row First Column /| Filter Button -
Table3 B-E Remove Duplicates > OpeninBrowser | [ Total Row Last Column
- Insert | Export Refresh
@ Resize Table &% Convert to Range Sha | o o Unlink | Banded Rows || Banded Columns
Properties Tools External Table Data Table Style Options
88 v Je || Hartford
A B C D E F <} H | J
1 |SEESHINNN - [CEpiEIN - |REsEr - [Popuiatcn - AraN - W
2 Alabama Iontgomery South Central 4447100 51609
3 |Alaska Juneau Pacific 626932 589757
4 | Arizona Phoenix Mountain 5130632 113909
5 |Arkansas Little Rock South Central 2673400 53104
6 |California Sacramento Pacific 33871648 158693
7 |Colorado Derver Mountain 4301261 104247
8§ Connecticut Hartford News England 3405565 ]
9 |Delaware Dover Middle Atlantic 783600
10 |Florida Tallahassee South Atlantic 15982378 ideica
11 Georgia Aflanta South Atlantic 8186453 58876
12 |Hawaii Honalulu Pacific 1211537 6450
13 Idaho Boise Mountain 1293953 83557
14 llinois Springfield North Central 12419283 56400
15 |Indiana Indianapolis North Central 6080485 36291
16 |lowa Des Moines North Central 2926324 56290
17 Kansas Topeka North Central 2688418 82264
18 |Kentucky Frankfort South Central 4041769 40395
19 |Louisiana Baton Rouge South Central 4468976 48523
20 Maine Augusta New England 1274923 33218
21 Maryland Annapolis Middle Atlantic 5296486 10577
22 Massachusetts Boston News England 6349097 8257
23 |Indiana Indianapolis North Central 6080485 36291
24 Michigan Lansing North Central 09938444 58216
25 [Minnesota Minneanolis North Central 4919479 84068

Exercise: Choose a new format for the table on sheet S2 (Table Style Medium 4)

3. Effortless data entry

You can easily extend a table, making data entry much easier. To insert a new record, select
any cell in the row below the table's last row and enter a value. Excel will automatically extend

the table's formatting to the new row. It also works with columns.

e Vet e Crcew g e e
48 |Virginia Richmond South Atlantic TO78515 40817
49 Washington Olympia Pacific 5894121 63192
50 West Virginia Charleston South Atlantic 1808344 24181
51 [Wisconsin Madison North Central 5363675 56154

52 Wyyoming Cheyenne Mountain 493782 97914

Exercise: Add a column after to the right of column E and call it Population density.

4. Automatic nomenclature

When entering formulas, you use cell references and range names. When working with a table,

Excel works all that out for you.
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D2 - X ¥ N =[@Population]

1

2 IMontgomery South Centiral 4447100 51609 =[@Popu\at\on]|
3 |Alaska Juneau Pacific 626932 589757

4 Arizona Phoenix Mountain 5130632 113908

5 Arkansas Little Rock South Central 2673400 53104

6 California Sacramento Pacific 33871648 158693

Excel also extended the table's formatting to the new column. When referring to the table from

outside the table, Excel will include the table's names in the reference.
5. No copy necessary

Excel always anticipates what your next move is going to be. After adding a column and filling
in the formula for the first line, it automatically fills in the rest of the column so that it totals

up each row. These columns are called calculated columns.

=[@Population]/[@Area]

€ | D E E G H | J K L
— = = X = AutoCorrect i @!ﬂ
South Central 4447100 51609 86.16908 - —

Pacific 626932 589757 1.063034- | AutoCorrect
Mountain 5130632 113909 45.0415 AutoFormat As YouType | actions | Math Autocorrect |
South Centra 2673400 53104 5034272
Pacific 33871648 158693 213.4413 [V] Internet and network paths with hyperlinks
Mountain 4301261 104247 41.26029 — i
¥ Include new rows and columns in table
N?W England . 3405565 5009 679.8892 Automatically &you work
Middle Atlantic 783600 2057 380.9431 V] Fill formulas in tables to create calculated columns
South Atlantic 15982378 58560 272.9231
South Atlantic 8186453 58876 139.0457

In the AutoCorrect Options section, click the AutoFormat As You Type tab.

Check the Fill Formulas In Tables To Create Calculated Columns option.

The next time you enter a formula into a table, Excel will automatically copy it to the remaining

cells in the column.

Exercise: Add a function in the Population density column by dividing the population by the

area to work out the population density of each capital.

6. Quick totals
Add a Totals row to the table as follows:
Click anywhere inside the table and then click the contextual Design tab.

Check the Total Row option in the Table Style Options group.
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H - 4 = 'i s Exercise Worl Excel Table Toals

File Home Insert Page Layout Formulas Data Rewview Yiew  Add-ins

Table Name: Summarize with PivotTable D Properties
g 3

Table3 B-BRemove Duplicates Cpen in Browsef{ | [v] Total Row Last Column ===
Insert  Export Refresh

First Column | Filter Button | ===

) Resize Table G Convert to Range Hligzr - - Unlink Banded Columns
Properties Teols External Table Data Table Style Options
F53 s S =SUBTOTALLO9,[[ 1]}
= m ﬂgglul\ L o T \EH TTN ‘ \J
49 Yyashington Olympia Pacific 5894121 68192 86.4342
50 [WWest Virginia Charleston South Atlantic 1808344 24181 74 78367
51 |Wisconsin Madison North Central 5363675 56154 9551724
52 Wvyoming Cheyenne Mountain 493782 97914 5043017
53 |Total 8806.656 -
54 Mone
&0 Average
Count
61 Courit Mumbers
62 Max
B3 Min
54 stdDev
65 var
BB More Functions.|
\d )

This toggling option displays and hides a row of formulas. You can toggle it off for easier data
entry. Excel does its best to guess your needs by evaluating the actual data. In this case, the
only total added is a SUM() function. Using that function's drop-down, you can easily change

the function. Each field has a drop-down from which you can choose or change a function.

Exercise: Add a total row for the table and use the average function under area and population.

7. Always visible headers

In a data range, header cells disappear as you scroll, but table headers are always visible —

with absolutely no work on your part. Excel replaces the column header cells with the table's

header row.
| State ~ | Capital ~ |Region ~ | Population | ~ | Area |
40 |Pennsylvania Harrisburg Middle Atlantic 12281054 45333 2
41 |Rhode Island Providence New England 1048319 1214 ¢
42 |South Carolina ~ Columbia South Atlantic 4012012 31055 1
43 | South Dakota Pierre North Central 754844 77047 ¢

8. Formula autofill

When you extend a table to include a new row, it does not just extend the formatting. The table

will also copy any formulas.

1] ¥¥ISCONISIN IVIEQISOT ] INOrTn Lentral D5DIDID 00 104 YO.D 17 L4
;! “l‘“emlng f‘hn;’u\nnn nnm A1Q2789 Q70141 K.ﬁAQﬁ47
3 |Texas Austin South Central 20851820 267338 77.99797

4 Total 8884.553_.
ol
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9. Dynamic charts

If you base a chart on a table, Excel will update the chart automatically as you change and enter

new data into the table.

4 B © D E E G H J
1] B(Welington [ Paari | Cgmm ) v

2 |Word Processing 50000 67500 |

3 Spreadsheets ‘ 44000 18000 200000

4 Database

12000 7500 | 200000 w
150000 g 000

105000

9 O100000
T 675001

e S0009 4