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4 \Workbook

Once you have started Excel, you will see a workbook with one sheet (spreadsheet). In the
Excel versions up to 2010 there were several sheets. If the windows are not displayed on the
full area of the screen, maximize the Excel program window to full screen mode. To do this, left-
click the Maximize icon [_]. In this course document, the Excel windows are restored down for
reasons of space.

ﬂ% The X icon closes windows!

One sheet is divided into 16,384 columns (A to XFD) and 1,048,576 rows (1 to 1,048,576). You
can enter contents into each cell - the interface between rows and columns. The cell cursor
[ 1is moved around in the sheet using the mouse or the arrow (cursor movement) keys.
Each cell can be activated.

H ©- B BookT - Excel Signin  E — O *
Hame Insert Page Layout Farmulas Data Review View Q Tell me what you want to do
ol L = - iti ing - - - Ayo
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aste - FE . - - == = €= 3= - i
- g BIU - & L - T T 1= b 4% GCEIISt_\,rIES' [=1 Format ~ M
Clipboard & Font [F] Alignment M MNumber [F] Styles Cells Editing -~
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2
3
4
5
6
7
8
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Sheet1 (O] [l v

The workbook

The active cell address, i.e. the position of the cell cursor, is displayed
in the top left-hand corner in the name field. If, for example, you move
the cell cursor into column B, row 9, the active cell address will be B9.

4.1 Moving within the sheet

To move efficiently around a sheet with 17 hillion cells, you can use either the mouse or the
following keys and shortcuts.

_ The [] Transition navigation keys control box in Excel Options has to be
deactivated first: Select the File tab (File menu), Options, Advanced and then the
Lotus Compatibility category:
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Excel Options

General Data -
Formulas /| Disable undo for large PivotTable refresh operations to reduce refresh time

Proofing Disable undo for PivotTables with at least this number of data source rows (in thousands): | 300 z

Save Prefer the Excel Data Model when creating PivotTables, QueryTables and Data Connections G

| Disable undo for large Data Model operations
Language
Disable undo for Data Model operations when the model is at least this large (in ME): | 8 -
Advanced . . .
Enable Data Analysis add-ins: Power Pivot, Power View, and Power Map

Customize Ribbon /| Ask before adding a feature that would block Excel 2013 from loading or refreshing the data model

ick Access Toolb
Quick Access Teclbar Lotus compatibility

Add-ins
Microsoft Excel menu key: |/

Trust Center Transition navigation keys

Lotus compatibility Settings for: Eﬁ!Sheeﬂ -

Transition formula evaluation

Transition formula entry

oK Cancel

Excel options, Advanced page

Cell cursor 1 cell to the right
Cell cursor 1 cell to the left
Cell cursor 1 cell down
Cell cursor 1 cell up
Cell cursor to the start of row
(End] [Enter]) Cell cursor to the end of row
(only with sheets containing data)
(Ctr1]+[Home] Cell cursor to the start of sheet
(Ctr1]+[End] Cell cursor to the end of sheet
(only with sheets containing data)
1 screen page down
1 screen page up
(ATt ])+[PgDown] 1 screen page to the right -
(ATt])+[PgUp] 1 screen page to the left
(ctr1]+[Pgbown] Next sheet
(ctr1]+(Pgup] Previous sheet
address The "Go To" key opens up a e
dialog box. Enter the cell address,
e.g. B9, and press the key — —

The shortcuts with the key send the cell cursor to the end:

or click [ ok ]J.

It is necessary to differentiate between 2 scenarios:
e  Cell cursor isin a cell with an entry:

The cell cursor jumps in the direction of the arrow to the last cell with an entry or to the end
of the sheet.

e  Cell cursor is in a cell without an entry:

The Go To window

The cell cursor jumps in the direction of the arrow to the first cell with an entry or to the
start of the sheet.
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Notes on the keys and (End):
(ctr1J+ Hold down the key while pressing another button.

=3

End

bar. Now press the other key.

Briefly press the key and then release. End Mode then appears on the status

H - 5 Book] - Excel Signin @ — m} X
Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do
XFD1048576 ~ Fe
HEV HEW HEX XEY XEZ XFA XFB HFC XFD
1048570
1048571
1048572
1048573
1048574
1048575
1048576 I
]
Sheet1 ® [l 3
Ready il M -———+ 0%

Jump to the lower right cell with the key and the arrow keys

-

If you press the cursor control keys, e.g. (=], (1], [Home], (End], in the numeric

keypad (number pad) on the right, the numeric entry must be switched off. In that

case, the NumLock light above the keypad is off. To switch, press the NumLock key

((nume)) in the keypad. There may be differences with laptops.

Scrolling with the wheel mouse

With the wheel mouse, also known as the scroll mouse or IntelliMouse, there is a wheel
positioned between the two mouse buttons. You can use it to scroll quickly through large
sheets. The Intellimouse wheel features several options, e.g.:

Move the mouse pointer to the sheet and turn the wheel without pressing it.
Turn the wheel forwards or backwards to scroll up or down respectively.

Point the mouse pointer to the sheet and briefly press the wheel. The mouse
pointer changes its appearance, e.g. four small triangles with one dot. Its
appearance depends on the connected mouse or mouse program. The same
symbol in gray is displayed in the background. Move the black pointer -
above or below the gray background symbol to scroll up or down in the Excel
sheet. If the mouse pointer +} is on the right or left of the gray symbol, you can
shift to the right or left. The more distance between the gray background
symbol and the black mouse symbol, the faster you can scroll through the
sheet. Click the wheel or a button to close the scroll function.
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4.2 Zoom

You can use the wheel mouse to zoom the sheet between 10% and
400%: Move the mouse pointer to the sheet, hold down the key and

push the wheel forwards to zoom in and backwards to zoom out. Magnification
O 200%

You can also zoom in and out without using the wheel mouse: ©
O 50%
() Fit selection
Zooming function on the status bar O Custom: 100 |5
Cancel

e Click the percentage at the bottom right on the status bar to open the
Zoom dialog box and select the new zoom size ® or enter the  Selector et”te”he
percentage in the Custom box. Close the box by clicking [ ok ]. percentage

e  Oryou can zoom the view by holding down the left mouse button and moving the [] slider or
clicking the kX plus and & minus buttons on the status bar.

4.3 Entering data

In the following table, the names of five employees are entered that made suggestions for
improvements last year. The figures show the employee savings amounts:

H ©- E Book] - Excel Sign in = - O X
Home Insert Page Layout Formulas Data Review View @ Tell me what you want to do
L] - A = - - - -
D 3{, alibri n A =E=E :}J/ . E’F’ General %Cond\tlonal Formatting iz‘:-“ Insert Z ,%Y p
P Eg - $-% GFDrmatasTﬂhlE' = Delete - - Sort & Find &
aste B I U - . 8. - === = 3= - e ort in
e u ] A === S0 [7 Cell Styles - [ Format ~ " Filter - Select~
Clipboard & Font [F] Alignment . Number & Styles Cells Editing -~
F8 2 fe ’
A B C D E F G H J K -
1 1st Quarter 2nd Quarter 3rd Quarter 4th Quarter Totals
2 |Heintz 29407 33070.12 31000 50340
3 |Taylor 20956 30704 61078.34 41000
4 Young 77000 51929 48035 226924
5 |Brown 43189.67 24000 52718 68491
& |Sander 32831 63117 19047 39162
7
: [
]
9 -
Sheet1 ()] ] 3

Entering data

Move the cell cursor to cell A2 and enter the name Heintz. As soon as the first letter is entered,
notice what happens to the mode display at the bottom left of the screen: The mode switches
from Ready to Enter.

4.4 Saving entries

A cell entry can be completed in various ways:
e with the key or

e with an arrow key: or

e with a click on the ¥ Enter icon (chack mark) to the left of the formula bar (see following
image).
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Completing an entry with an arrow key (without [Enter]) is convenient if other data has to be
entered in an adjacent cell as in the example.

4.5 Canceling entries

As long as the data is not entered, you can cancel the entry with the key or by clicking the
# Cancel icon (cross) to the left of the formula bar:

Cancel
Name box Enter
— Insert Function
| |
A2 - X « f | Heintg — Formula bar
Select All button — A B c o —T1— Column heading

1 1st Quarter 2nd Quarter 3rd Quarter
Row heading — 2 |Heintz 29407  38070.12 31000

3 |Taylor 20956 30704 61078.34

4 Young 77000 51929 48035

5 |Brown 43189.67 24000 52718

6 |Sander 32831 63117 19047

Important parts of a workbook (here: in Edit mode)

4.6 Changing entries

If you discover an error in a cell after you have entered the data, there are several options to
change the entry. Requirement: Excel is in Ready mode! Position the cell cursor in the cell to be
edited:

e  Overwrite the old entry. When entering data it is not important whether the cell contains
data or is empty.

If you just want to change a part of the cell entry or expand the entry, press the key.
The mode display in the bottom left of the status bar switches to Edit. Click in the formula
bar or double-click the cell to switch to Edit mode. You can make the changes directly in
the cell or in the formula bar at the top.

The following keys are activated in Edit mode

Moves the flashing cursor sideways.

Moves the cursor in front of the first characters.

Moves the cursor behind the last character.

Deletes the character to the left of the cursor or the selected characters.

Deletes the character to the right of the cursor or the selected characters.

Switches between Insert and Overtype mode. In Overtype mode,
Overtype can appear at the bottom left on the status bar.

(A1t]+[Enter) Inserts a line break within the cell at the cursor position (new line).

Cancels Edit mode and returns to Ready mode. Changes are ignored.

Mouse click on the Cancel icon to abort editing ..

Closes editing.

Mouse click on the Enter icon to confirm and complete editing +.

Selecting individual characters
You can only select cell contents in Edit mode. You can select data directly in the cell or in the
formula bar at the top. Besides deleting the selected characters, you can also change the format
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of text within a cell, e.g. font, size, color (font on page 59 onwards). Select the characters you
want using the mouse or the keyboard:

e Move the mouse pointer in front of the first character you want to select. Keep the left
mouse button pressed and drag the mouse over the characters.

e Or move the cursor in front of the first character. Keep the key pressed down and
select the characters using an arrow key, e.g. (= ].

Insert or overtype mode

You can check in Edit mode whether you are working in Insert or Overtype mode by activating
a button on the status bar. Right-click the status bar as described on page 135. Activate the
following line in the configuration menu:

| v Overtype Mode |

Show this line

Experience shows that users mostly work in Insert mode. However, it often happens that the
key is unintentionally pressed and the computer switches to Overtype mode.

Your task

Enter all the data from the spreadsheet on page 26.

n%» Please do not use the lower or upper case letter O (for Oscar) to replace the digit O
(zero). Excel recognizes these as 3 different characters.

4.7 Calculating sums

Once you have entered the figures from the 1st to the 4th quarter for all five names, you can
now calculate the annual sums of the individual employees.

For the first time, the benefits of spreadsheet calculations are clearly visible. Before Excel, data
had to be collected using the typewriter.

You need the annual sum from the employee Heintz in cell F2. The 4 figures are entered in cells
B2, C2, D2, and E2. Now, all you have to do is link all four cells together using a formula:
=B2+C2+D2+E2.

There are several methods for entering this formula:

1. Move the cell cursor to cell F2 and enter:
=B2+C2+D2+E2

Save the entry with the key. The first character is the important equals sign (=].
Every formula or calculation in Excel has to start with this sign.

2. In cell F3, enter the equals sign [=] only. Now, move the arrow key to cell B3. The
mode display in the bottom left-hand corner switches to Point. =B3 is now displayed in the
formula bar at the top. Enter (+], the cell cursor jumps to F3. Now, move to cell C3. Then
enter again and move to cell D3; again enter and move to cell E3. The following
formula appears in the formula bar:

=B3+C3+D3+E3

The data is now entered. No more plus signs are added. Press to complete the
entry.
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The second method might seem complicated but you will soon be working in Point mode in
Excel quite often in the future.

The Sum icon

Another option to calculate sums in Excel is the AutoSum icon on the Home tab in the
Editing group. The cell cursor is in cell F4. Click the left part of the icon. Excel adds the I
SUM function to the cell. Now click cell B4, hold down the left mouse button and select
B4:E4. By doing this, you create a flashing frame. In addition, an info box appears

under the function.

1 77000 51529 48035 22692.4i=5UM(B4:=4)]
43189.67 24000 52718 68491 | SUM{number1, [number2], ...)

Sum function with info box

Press the key to enter.

In AutoSum, Excel now selects the next adjacent cell above or on the left. You can change the
cell using the mouse or the arrow keys.
Difference between the screen display and the cell contents

Click cell F4 again. The sum: 199656.4 appears in the spreadsheet where the cell cursor is
located. In contrast, the actual cell content is displayed in the formula bar at the top:

=SUM(B4:E4)
These functions will be described in more detail from page 49 onwards.

The sums in cells F5 and F6 are still missing. Leave these cells empty for the time being. The
missing formulas will be copied into these cells. The next step is to save your work.
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13 Filling Data

To fill a data series, Excel provides the Fill command. The range has to be selected before you
open the menu of the Fill button. However, you do not always know the exact range or final
value (stop value) before you start. It's important to select a large range for unknown series.

With a negative step value (increment), it's important to remember that the end value must be
smaller than the start value.

An example:

In a new, blank worksheet, a row of humbers should start with 25% and end at 3 % a step
value (increment) of 0.5%. The stop value is smaller than the start value, this is why the step
value has to have a negative suffix.

1. Create a new workbook by clicking File menu, New, Blank workbook or press the

(ctr1)+(N] keyboard shortcut.

2. Enter the value 25% in cell B1 and close the entry.

3. The range is not yet known so select a very large area:
Select the range B1:B100

4. Open the Home tab and click the Fill button in the Editing

group and select Series.... E %‘Y p
- . " Sort& Find &
5. Inthis dialog box, select the following: * Filter~ Select
. Editi
Series in: ® Columns =
Type: ® Linear Editing group
Trend: [ ] no chack mark!
. _0 59
Step value: 0.5% ] Down
Stop value: 3% Right
w W up
Series ? X Left
Series in Type Date unit
O Rows @ Linear Day Series...
(® Columns () Growth Weekday Justify [}
O Date Month sty
) AutoFill Year ' HashFil
[ Irend Fill button submenu
Step value: | -0.5% Stop value: | 3%

Filling the series

@ With percentage values, e.g. 3%, the percentage sign % must also be entered
otherwise it equals 300%!

6. Click [0K .

7. Format the number series in the percentage format with one decimal place.
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13.1 Filling in date values

Date values can also be entered as the step and stop values. In the series type, select ® Date
and as a date unit you can select:

Day

Weekday

Month

Year.

A date or time format may also have to be specified for the range.

13.2 Autofill using the mouse

Autofill using the mouse can also facilitate work greatly. Here's an example:
1. Write the word January into cell B1 and close the entry.

2. Return the cell cursor to cell B1.

3. Point the mouse to the fill box B (page 45) in the bottom right-hand corner of the cell cursor.
The mouse cross turns black: +.

4. Hold down the left mouse button and expand the selection until you reach the range or the
month name you want. A ScreenTip of the month name appears to the right of the mouse

Cross:
C D

Fo (P9 =

== I = ]

10
11

=W ra

December

Autofill of month name

5. The context icon = that appears features different options to change the insert later.

@ If you need the same month name several times below or next to each other, hold
down the key while performing step 4.

13.3 Flash Fill

The feature called Flash Fill can be used to fill data in your worksheet. As soon as Excel re-
cognizes a pattern in your procedure, Flash Fill provides a list with suggested data. Press the
key and Excel enters the data according to this list. Or you use the Flash Fill button.

Assumed, all email addresses in your company are structured like this

FirstName.LastName@company.com
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and you want to display the first and last names in seperate columns. We have prepared such a
list for you with the E-mail list.xIsx file. Below, we want to try out both versions of flash fill: the
suggestion list and the Flash Fill button.

In cell B2, enter the first name from cell A2 (in this case Rachel) and complete the entry with the
key. In cell B3, start typing the first name from cell A3. Now, flash fill provides a list with
all first names from the A column. Press the key to accept the suggestions.

H - H E-mail listaclsx - Excel Sign in 5l — O *
Home Insert Page Layout Formulas Data Review View Developer @ Tell me what you want to do Q,_ Share
E Clear 5E] = Data Analysis
Reappl . 2, Solver
Get External MNew Refresh Sort Filter o Test to What-f Forecast Outline
Data~ Quer, All Advanced | Columns Analysis ~  Sheet M
Get & Transform  Connections Sort & Filter Data Tools Forecast Analyze S
B3 - x v & Frank v
A B C o} E F G H -
1 |E-mail First name Last name
2 |rachel.heintz@company.com Rachel

3 |frank.carillo@company.com
ann.nguyen@company.com
brian.hicks@company.com
michael.stevens@company.com
shannon.callahan@company.com
sarah.till@company.com
Jamie.mccoy@company.com

W o o w

=)
[]

Sheet ® :

Flash fill list

context icon £ appears beside it with which you can undo the

. Undo Flash Fill
automatic data entry.

If the data is entered with flash fill, the Flash Fill Options
(3
v

Accept suggestions

Now, type the last name from cell A2 (Heintz) into cell C2 and
complete the entry by clicking the key. In cell C3, click

Select all 7 changed cells

the Flash Fill button on the Data tab in the Data Tools group. Flash Fill options
Excel automatically fills the C column with the other last names.
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14 Database

In principle, the term database means nothing new. You most probably have access to
databases at home or at work even if they are not referred to as such.

Just visualize a database like a large card box with lots of index cards. Let's assume you had to
create and maintain a list of suppliers in your office. This involves following many standard
procedures. Compare the computer database procedure with the index card system in the table
below. You will notice that the basic principle of a computer database shares a lot of the same

features with a paper database.

Index card box

Database

Install an index card system.

Create a new database.

Open an existing card box.

Open an existing database.

Complete new index cards for new suppliers
and add cards to the box.

Add new addresses.

Delete those suppliers with whom we no longer
do business.

Delete addresses we no longer require.

Search for the relevant supplier for orders
orders.

Search for specific suppliers.

Change the address if a supplier moves to new
premises.

Change addresses.

Close the card box once you have completed
your work.

Close the database and exit the program.

All index card activities have their equivalent in the database. The structure of the index card is
also mirrored in the database. Index cards often have pre-printed segments or boxes where you

fill in the relevant information.

b j Suppliers

Street
12 Virginia Ave.
1020 Broadway

Number - | LastName -~
18491 Grant
3635 Tanaka

89116
94612

4627 Chang 28 W. 10th Street 27044

% 27171 Jones 1155 Peachtree St. 30367
n’; 18868 Stewart 12 Oak Street 60657
..9__ 3156 Cooper 520 Michigan Ave. 60611
_5 1638 Mendez 3814 NW 82nd Ave. 33166
fz>= 6172 Manuel 1947 Park Ave. 80200
4824 Roth 113 Prospect Ave. 44115

13645 Lavalle 319 Laurel Ave. 90048

* 0 0

Record: M4 4 [100f 10 | » M K No Filter | |Search

Datasheet View

~ | PostalCode ~

X
City - State ~ Telephone - Clickto Add ~
Las Vegas NV (702) 459-5921
Oakland CA (510) 398-4986
San Francisco CA (415) 439-5933
Atlanta GA (404) 243-2691
Chicago IL (312) 885-1548
Chicago IL (312) 649-2873
Miami FL (305) 336-4097
Denver co (303) 320-8465
Cleveland OH (216) 593-5882
Los Angeles CA (213) 836-4406

An Access database sheet

The computer database saves the addresses in a list. The columns are referred to as fields or
better data fields and the rows as data sets. Data fields are identified by their names, the field

names.
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14.1 Preliminary considerations - new database

Before you create a new database, you first have to consider its structure, i.e. what it should
look like. If you take your time with it now, you may save a lot of time later.

The first consideration:

e "What information do you require?"

"Which data do you need access to later?"

"Which data has to be sorted?"

If you want to access last names, it is practical to create two separate data fields, one
designated to the first name and one to the last name. On the other hand, the street number
can be saved in the same field as the street name; it is very unusual to sort the database by the
house number. However, it is advisable to create two separate fields for the zip code (postal
code) and town/city.

[[@ If you're unsure, it is better to save items in separate data fields.

14.2 Database ranges
A complete database in Excel comprises 3 ranges:

e Listrange
The data sets are contained here.

e Criteriarange
To filter certain data sets, enter the conditions here.

e  Output range
The data sets that fulfill the search criteria (conditions) can be copied to the output area.

Create a new, blank workbook by selecting File, New, Blank Workbook or press the (ctr1]+(N]
keyboard shortcut. Save the book as Customer Database
List range

Leave the first 8 rows blank to insert the criteria. Therefore, start with row 9, and enter the field
names in range A9:G9 in separate cells:

FIRST NAME LAST NAME CITY STATE ZIP CODE DATE OF BIRTH SALES

Now select these field names, i.e. range A9:G9, and define the name Database for this range
as described on page 75.
Data form

You can type data directly into cells as you have already been doing. However, Excel
enables you to enter data in a form. To do this, the Form icon has to be on the Quick
Access Toolbar. Find out on page 134 how to add an icon to the toolbar.

H -2 3

Quick Access Toolbar with the Form icon
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Sheet1
FIRST MAME: A Mew Record
LAST MAME: New
CITY: Delete
. STATE: Hestare
Select range A9:G9 (Database) and click the e CoDE.
Form icon. A blank data form appears on the i Find Prev
DATE OF BIRTH:
screen. Find MNext
SALES:
LCriteria
Close
W

A blank data form

If the following message appears, range A9:G9 has not been named. Click and
the entry mask will appear nonetheless.

IS5

Microsoft Excel cannot determine which row in your list or selection contains column labels, which are required for this command,

» If you want the first row of the selection or list used as labels and not as data, click OK.

! « If you selected a subset of cells in error, select a single cell, and try the command again.
» To create column labels, click Cancel, and enter a text label at the top of each column of data.
* For information about creating labels that are easy to detect, click Help.

To specify the column heading, click [ 0K _].

Cancel Help

Now fill in the individual fields. Enter the data from the following screen. To switch to the next
entry field in the form, press the

key.
If a data set is filled in, press the key to open a new, blank form for the next set.

H - B - Customer Database.xlsx - Excel Sign in [Ea) — O *
Home Insert Page Layout Formulas Data Review View Developer Q Tell me 9,_ Share
E19 S £ || '06103 v
A B C D E F G H J K -
4]
7 |List range:
g
9 |FIRST NAME  LAST NAME CITY STATE ZIP CODE DATE OF BIRTH SALES
10 |Bill Green Chicago IL 60611 6/15/1959 2000.00
11 |Malin Gibson Los Angeles CA 90086 12/7/1956 12300.00
12 |Samuel Clinton Barre vt oss41 5/12/1955 450.00
13 |Monica Cooper MNew York  NY 10012 9/24/1970 345678.00
14 |Lee Rose Miami FL 33101 8/10/1968  3000.00
15 |Brenda Major Chicago IL 60607 3/21/1972  4000.00
16 |Abigail Q'Conner Sacramento CA 95814 4/30/1986  83000.00
17 |John Brewer Chicago IL 60657 12/10/1973  1340.00
18 |Andrew Johnson Seattle WA 98101 9/14/1958  1999.00
19 |Michae| Stevens Hartford qd® | 06103_' 2/29/1968  1200.00
20 -
Sheet1 () 1 »
Ready B M -—F—+ 100%

Database list with small green triangles in E12 and E19 and a context symbol
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However, a problem arises if you need to enter numbers: If the number starts with O (zero),
Excel will omit the zero. This is obviously not acceptable with certain zip codes (Barre and
Hartford in our example).

For zip codes, Excel offers two solutions to this problem, but for telephone area codes and
similar types of numbers, there is only one:

e When entering a zip code or another number starting with O in the data form, enter an
apostrophe ' as the first character. An example is shown in the previous image in cell E19
displayed in the formular bar at the top. Or before opening the data form, select the range
for the zip codes (E10:E19) and format the cells as text using the Format Cells dialog box
(page 54). Nonetheless, after completing the entry of cells E12 and E19, you will see a
small green triangle 7 in each case and a context symbol | for the current cell. You can
ignore this error message or click the context symbol and select the Ignore Error
command (image page 72).

e An alternative for 5-digit zip codes only: Before opening the input screen, select the entire
zip code range (E10:E19) or the entire column, open the Format Cells dialog box and
select the Special format Zip Code:

Format Cells

MNumber  Alignment

LCategory:

General
Mumber
Currency
Accounting
Date
Time
Percentage
Fraction
Scientific
Texut

D
Custom

Fant Border Fill

Sample

Phone Number
Social Security Number

Protection

Locale {location):

English [United States)

Special formats are useful for tracking list and database values.

Cancel

Special format

Once you have entered the last data set in the form,

click [Close].

FIRST NAME:

LAST NAME:
CITv:

STATE:

ZIP CODE:
DATE OF BIRTH:

SALES:

Michael - Mew Record
Stevens New
Hartford
T Restore
06103

Find Prev
2/29/1968

Find Mext

1200
Criteria

Close

v

The data form with the 10th data set
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14.3 Filters

You don't often work with all the data sets in the list. Frequently, yo
information. Excel offers you very convenient ways of filtering data:

. Autofilter
e Advanced filter.
Autofilter

The Autofilter function allows you to access specific data sets
extremely quickly:

u have to access specific

Clear

2 Y

) Reapplh
. . Z Sart Filt:
1. Move the cell cursor to the first field name, to FIRST NAME. Al e " % advanced
. . . Sort & Filter
2. Select: Data, Sort & Filter group, Filter icon.
) Data tab,
3.  Now, a drop-down arrow |~ | appears next to every field name. Sort & Filter group
H ©- (= Customer Database.xlsi - Excel Sign in B - ] X
Home Insert Page Layout Formulas Data Review View Developer Q Tell me what you want to do Q+ Share
B = B n [EI Y rary Clear N EFOBe 55| [ Data Analysis
'El e “:EE’ “ Y Reappl E= 5 B gl 2, Solver
Get External New Refresh Zl Sort Filter Text to What-If Forecast Outline
Data®  Query- L& All- " Tradvanced  Columns 55 © Analysis- Sheet  ~
Get & Transform Connections Sort & Filter Data Tools Forecast Analyze ~
G19 57 5 1200 v
A B C D E F G H | J K L -
6
7 |List range:
8
9 |FIRST NAME ~ | LAST NAN ~ | CITY ¥ |STA] * | ZIP COI * | DATE OF BIRT ~ |SALES |~
10 |Bill Green Chicago IL 60611 6/15/1959 2000.00
11 |Malin Gibson Los Angeles CA 90086 12/7/1956 12300.00
12 \Samuel Clinton Barre vT 7 ossa1 5/12/1955 450.00
13 |Monica Cooper New York NY 10012 9/24/1970 345678.00
14 |Lee Rose Miami FL 33101 8/10/1968 3000.00
15 |Brenda Major Chicago IL 60607 3/21/1972  4000.00
16 | Abigail O'Conner  Sacramento CA 95314 4/30/1986 83000.00
17 |John Brewer Chicago IL 60657 12/10/1973 1340.00
15 |Andrew Johnson Seattle WA 98101 9/14/1953  1999.00
‘IEIlMichaeI Stevens Hartford cT " 06102 2/29/1968) IZDD.DD_
20 -
Sheet1 (&) 4 v
Ready i) M -——+ 00%
Autofilter with drop-down arrows | ™ | next to the field names
4. Click the arrow |~ next to the CITY field and select Chicago ;. .~
as the filter. In order to do this deactivate the [ ] (Select All) 7] wizwn
check box and activate ¥l Chicago. Click [ ok ]. Sort by Color ,
. . . T?« Clear Filter From "CITY"
5. In the list range, you will now see the filtered data sets only. %
The down arrow -T| next to CITY has also changed to Ted Fters »
indicate that the filter has been activated for this field. Search A
w W] (Select All
. . . Barre
6. To show all data sets again, open the CITY filter list T and chicago
. Hartford
select Clear Filter. Los Angeles
Miami
Mew York
. i-[J sacramento
Advanced filter L Seattle
The advanced filter offers you extended filtering options. However, o p—
you have to set up a criteria range first in which you enter the
filter conditions, i.e. the criteria. Clearing the filter
Musterseite aus dem Dettmer-Verlag, D-76889 Kapellen 120

www.dettmer-verlag.de



http://www.dettmer-verlag.de/

Seminarunterlage Excel 2016 Einfihrung in Englisch

Criteriarange

For the Criteria range, you need a row with the field names and for now only one blank row
below it. Copy the range with the field names (A9:G9) and paste it into cell A3.

Output range

The data sets which meet the criteria (conditions) can be copied by Excel (including the row with
the field names) and inserted into the output range, e.g. 13:03.

=3

No other data must be contained in the entire range below the output range (up to
and including the last row). They will otherwise be deleted!

H ©- = Customer Database.lsx - Excel Sign in
Home  Insert  Pagelayout  Formulas  Data = Review  View  Deweloper Q@ Tell mewhat you wantto do
B FEI gihuwuuanes rg E'C.onnrac.t}?ns 5l Y _'{w E’E B Be B @ g
From Table Properties Reappl BB =
Get Bxternal  New Refresh ) i z| Sort Filter Text to What-If Forecast Outline
Data*  Query- [% Recent Sources gy~ Edit Links Yo advanced  Columns 58 * Analysis = Sheet -
Get & Transform Connections Sort & Filter Data Tools Forecast
A3 i F< || FIRST NAME
A B C D E F G | J K L
1 |Criteria range: Output range:
2
3 |FIRSTNAME LAST NAME CITY STATE ZIPCODE  DATEOFBIRTH SALES
4
5
6
7 |List range:
8
9 FIRSTNAME'.LASTNAME > |CmY ~ |STA1~ | ZIP CODE | ~ | DATE OF BIRTH ¥ | SALES .
10 [Bill Green Chicago L 60611 6/15/1959 2000.00
11 |Malin Gibson Los Angeles CA 90086 12/7/1956 12300.00
12 |Samuel Clinton Barre VT [ 05641 5/12/1955 450.00
13 |Monica Cooper New York NY 10012 9/24/1970 345678.00
14 |Lee Rose Miami FL 33101 8/10/1968 3000.00
15 |Brenda Major Chicago L 60607 3/21/1972 4000.00
16 |Abigail O'Conner Sacramento  CA 95814 4/30/1986 83000.00
17 [John Brewer Chicago L 60657 12/10/1973 1340.00
18 |Andrew Johnson Seattle WA 93101 9/14/1958 1999.00
19 |Michael Stevens Hartford T f 06103 2/29/1968 1200.00
20
Sheet1 ® 4 v [«
Ready H

The 3 ranges in the vertically split window

14.4 Entering criteria

[5a) - [m] x
2 Share
= Data Analysis
2; Salver
Analyze S
-
M N =

M -——+ 100%

To access certain information, type the criteria into the criteria range below the relevant field
name. Criteria are also referred to as conditions or filters.

Below the CITY field name, in the
criteria range, enter the filter
Chicago in cell C4. Then move
the cell cursor to the top left cell

A B
Criteria range:

FIRST NAME  LAST NAME

A9 in the list range, i.e. FIRST
NAME the field name. Now select

Data tab, Sort & Filter group, [ Advanced |

ciTy
Chicago

STATE ZIP CODE

DATE OF BIRTH  SALES

Entry in criteria range
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Select and enter:

1. ® Copy to another location. Advanced Filter
2. The list range $A$9:$G%$19 is already entered. Adian
() Filter the list, in-place
3. Criteria range: A3:G4 ® Copy to another location
. List range: SAS3:5G519 25

4 Copy tO. |303 e Criteria range: | A3:G4 E‘:E

If you apply the ranges in Point mode ¥ the Copyto:  |13:03 =

addressing is absolute._When typing, you can omit the [ TE——

sheet name and the $ sign.

Criteria range: | Sheet1/5AS3:5GS4  |F: —

Copy to: Sheet1!5153:5053  |F®: A special filter
5. Click .
The data sets with the CITY Chicago were copied to the output range:
H - = Customer Databasexls: - Excel Signin & — O X
Haome Insert Page Layout Formulas Data Review View Developer @ Tell me }:lr Share
B = = [= A H Y ~ B Be gl 5] = Data Analysis
rEl B E 2 Sl BB ? 25 Solver
Get bxternal  New Refresh z| Sort Filter Text to What-If Forecast Outline
Data~ Query~ L® All~ ' Columns =& 7 Analysis = Sheet M
Get & Transfo... Connections Sort & Filter Data Tools Forecast Analyze ~
18 7 Fe v
H | 1 K L M M s} p -
1 Output range:
2
3 FIRST NAME LAST NAME CITY STATE ZIP CODE DATE OF BIRTH  SALES
4 Bill Green Chicago IL 60611 6/15/1959 2000.00
5 Brenda Major Chicago IL 60607 3/21/1972 4000.00
3 John Brewer Chicago IL 60657 12/10/1973 1340.00
7
5 ] L1
9 v
Sheetl (&) ] 3
Ready i) M -———+ 10

Output with advanced filter

Filtering with an operator

1. Please delete the filter Chicago in cell C4.

2. Now, let's only display data sets which contain a higher number than 60000 in the ZIP

CODE field:
>60000

Enter this condition in the criteria range in the ZIP CODE column (field) in cell E4 and then

copy the data sets to the output range.

Caution: First move the cell cursor to the top left cell A9 in the list range (FIRST

NAME) before you click the icon.

3. Clear the filter in the ZIP CODE field. Now, select the data sets with an amount below 5000

in the SALES field:
<5000
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Filter with multiple conditions

For queries with more than one condition, there are two different possibilities:

e AND link

The filtered data sets have to meet all conditions. To do this, enter the conditions into one
row in the criteria range.

You may have to define the criteria range again: it includes the row with the field names
plus one row.

e OR link
The filtered data sets only have to meet one of the conditions. To do this, type the
conditions into rows one below the other in the criteria range.

You may have to define the criteria range again: it includes the row with the field names
and all rows which contain one of the search criteria.

The zip code problem

The Special format Zip Code (Postal code) has already been introduced on page 119. A
deliberate choice has been made not to recommend using the Zip Code format in this example.
The reason is that the following problem occurs for other numbers beginning with a zero as well,
such as article and invoice numbers, and the Zip Code special format cannot be used for these
numbers.

If you want to filter out all data sets with a ZIP CODE less than 60000, the data sets of Barre
and Hartford will not be copied. These zip codes start with a 0 (zero) and are in the Text type.

To solve this problem, insert another OR link in cell E5: >0* The asterisk * sign acts as a joker
and you may recognize this character from the search function in the Windows file explorer.

Now that the criteria range has changed, you'll have to enlarge it by one row in the Advanced
Filter dialog box: A3:G5.

=] =l Customer Database.xlsx - Excel Signin &= o x
Home  Inset  Pagelayout  Formulas  Data | Review  View  Developer @ Tellme what you want to do 8 Share
- P ) — ) - ) . ——

[ Show Queries [#] Connections 4 v [E Flash Fill E+o Consolidate & Group ~ Data Analysis
B R T o B e '
[ From Table =~ [~ Remove Duplicates : @8 Ungroup ~ 25 Solver
Get External  New Refresh z| Sot Filter What-If Forecast
Data-  Query~ [ Recent Sources )+ A Vo Advanced  Cojymns S5 Data Validation ~ Analysis = Sheet EF subtotal
Get & Transform Connections Sort & Filter Data Tools Forecast Qutline F] Analyze ~
A9 - F || FIRSTNAME M
A B C D E F G I ] K L M N o] -
1 |Criteria range: Output range:
2
3 |FIRSTNAME LAST NAME cmy STATE ZIP CODE DATE OF BIRTH  SALES FIRST NAME LAST NAME CITY STATE ZIP CODE DATE OF BIRTH  SALES
4 <60000 Samuel Clinton Barre VT I 05641 5/12/1955 450.00
5 >0* Monica Cooper New York NY 10012 9/24/1970 345678.00
6 Lee Rose Miami FL 33101 8/10/1968 3000.00
v
7 |List range: Michael Stevens Hartford  CT 06103 2/29/1968 1200.00
8
9 [FRsTNAME liasTNAME  crTY STATE ZIPCODE  DATEOFBIRTH SALES =
Sheetl @ 4 v [« 3
Ready B M -——F——+ 100%
Zipcodes under 60000
1. Filter out all data sets with a zip code above 40000 and sales above 5000:
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I J K L I N Q
Output range:
FIRST NAME LAST NAME CITY STATE ZIPCODE  DATECQFEBIRTH SALES
Malin Gibson Los Angeles CA 90086 12/7/1956 12300.00
Abigail O'Conner  Sacramento CA 95814 4/30,/1986 83000.00

Zip code above 40000 and sales above 5000

2. Save the workbook.

14.6 Sorting

Although the Sort command can also be found on the Data tab, it can be used on any range.

Now let's sort our database by SALES. Excel can automatically recognize a list:
1. Move the cell cursor to the SALES field name in the list range.
2. Onthe Data tab, in the Sort & Filter group, click the Sort button.

3. Inthe Sort dialog box, select:
- Sort by: SALES.
- #] My data has headers (to prevent the sorting of field names).

+5‘l Add Level }( Delete Level EE Copy Level Options.., My data has headers

Column Sort On Order

~ Values ~ Smallest to Largest ~

Sort by SALES
4. Click [oK].

For simple sorting tasks, you can also use the icons on the right: From A to Z or
From Z to A.

Sort
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14.7 Summary: database

Preliminary considerations - new database
Before you create a new database, you first have to think about the layout with the field
names.

Database ranges
A complete database in Excel comprises three ranges: list range, criteria range, output
range.

List range
The field names are entered side by side in separate cells in the first row of the list range.

Criteria range and output range
Copy the range with the field names from the list range and paste it into two separate
ranges in the worksheet. There should be no data below the output range.

Filter
If you want to access specific data only, you can use the autofilter or advanced filter.

Autofilter
Move the cell cursor to the first field name and click Filter (Data tab, Sort & Filter group).
You can now select a filter for each field name from a list.

Advanced filter
1. Enter the criteria (condition) in the criteria range under the relevant field name, e.g. for
the CITY field the word Chicago.

2. On the Data tab, in the Sort & Filter group, click the Advanced button.

3. In the dialog box, select or enter: ® Copy to another location, List range, Criteria
range, Output range (= Copy to).

AND link
The filtered data sets have to meet all conditions. To do this, you are required to enter the
conditions into one row in the criteria range.

OR link
The filtered data sets must meet just one of the conditions. To do this, you are required to
enter the criteria into rows one below the other in the criteria range.

Sorting
To sort a list, move the cell cursor to the column b i
, . . y Whlch the rows are to be
sorted. On the Data tab, in the Sort & Filter group, click the Sort button, or [Z%| |4
click the icons From A to Z or From Z to A.
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