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SIMPLE €XCEL 200%: Advanced

How to create, design and use a spreadsheet.

FUNCTIONS PAGE
TEXt BOXES ..ottt 3
- Formatting Text within @ Text BOX ......cccocevererineiniinincnccenceeee 3
- Applying Colours and LiNes .........coeceverieerenieiniereniniecneeeneeeeseennene 4
- Fonts and ALIZNMENES ......cc.eceveriiireniiinieinineeneeeceteee e e 4
INAENLS ..ttt 5
UnIocKing CellS .....eveuirieiiinieinienicerieeeencenee ettt 6
Protecting @ ShEet........c.ooviiririeiniiiieicnee et e 7
Opening @ TEeMPIAte ........coeverierieiieieeeeieee e 8
Unprotecting @ File .......cuooveiirieiiieiceeeeeeee e 10
TEXt DITCCTION ...ttt sttt 13
Pivot Tables ....c.coveiiirieiriicinrec et 14-18
VLookup & HLookup Formulas............cccceeevririecienieeeecee e 19-21
Hiding & Unhiding Cells, Rows and Columns............ccccevererenerenennen. 21-22
SEYLES ettt ettt ettt ettt sttt re et neene et et e e e aentenes 23
Numerical FOIMAtLS .....c.coocveirieiiiinieiienieencercc et 24
ValldatIONS ...c..cuevueieiiieiriiieieteet ettt 25
SUDTOALS ...ttt 26-27
Sending via EMail.......cccccoviiiiiiiiieieeeeee e 28
Count & CountlF Formulas...........cccoooeveeeivieecneecieee e 29-30, 34
Advance Filters (Extracting Data, Unique Records)..........ccccccvenecnnene 30-34
ADbSOlUte REfEIENCING ....cviuveviieiiriiieiiniceeerccr ettt 35
PMT FOrmUIAS.......cceeuieeieeieiieiieieieeee ettt 36-37
HYPEIINKS ..ot 38-39
ANIMALEA CIIPS .ttt ettt 39, 58
Web Page PrevieW......cc.couviriiiiiniciicccncrcecrtee et 40
GOAL SEEK......evieuieiieiieieeste ettt 41-42
SQRT FOrmula ......c.cceeueeiiiiiieieieeeieceee e 43,44, 45
IMLACTOS ..ttt ettt ettt et s nae e b e e bee e 43-45
= CLEALINE vttt st ettt b ettt be b 43
- Running and StOPPING .....ccccceeveirenieirenieerieiecneeeeteee ettt 45
- Assigning a Button to @ Macro ........cccoceveereniecniinieiniceneneeeeeeesiennes 56
- Deleting Macros and BUttons...........coceccveeereniecnineinicnenincenenecneenes 60
ATTAY FOTMUIAS......coviiiiiiiiriiicintceecec et 45
Scenario ManageT .........coueceruirieuenieirienieenenteenteeere ettt sseeeiesaeneenes 50-51
Buttons (Macro BUttons) ..........cceverieeieerieieieieieese e 54-55
Defining NAMES ... ..c.coveiriiiiinieirieeereteese ettt 58

USING HELP ..viieiiiiceteece ettt 60




Simple Excel 2003: Advanced
Guide 4 of 4

The Pivot Table and Pivot Chart Wizard Step 2 of 3 window will appear

The range reference is automatically
entered as we selected the area prior

Click on the Next button

Click on Existing Worksheet
You will need to select the area (range) where

PivotTable and PivotChart Wizard - Step 2 of 3

Where is the data that you want to use?

[ Cancel ]

[ < Back ][ Next = ][ Finigh ]

.
R
Range: |

the Pivot Table is to be inserted on the sheet
Click on the Range icon located right of the

Range area

You will go to the sheet itself and a Range bar is

displayed

Select cells H3 to L17 (click-drag over them)
The cell references will be entered into the

reference bar

kivatTable and PivotChart Wizard - Step 3 of 3

(%) Existing worksheel
Sheet1! %HSE: SLS,I?

[

Click Finish to create your PivotTable report.

[ Layout... ][ Options... ]

[ Cancel H < Back ] Einish

J

k. Click on the Range icon located right of this bar
* You will return to the Pivot Table and Pivot Chart Wizard - Step 3 of 3 window
. Click on the Layout button located bottom left of this window
* The Pivot Table and Pivot Chart Wizard - Layout window appears
* Notice the field labels listed on the right of PivotTable and PivotChart Wizard - Layout ]
the pivot window. Read the instructions. T T e
m. Click-drag the Show button to the Column area -} R e
n. Click-drag the Items button to the Row area
0. Cll.ck-drag the Amount button to the Data area e N = e
p. Click-drag the Date button to the Page area
q. Click on the Ok button e gow oama DATE
* You will return to the Pivot Table | st terinmss X
and Pivot Chart Wizard - Step 3 g;‘"s
of 3 window AounTs o I o ][ coe
r. Click on the Finish button / Shs
* A Pivot Table windovtz will appear H T T T K T T ]
s. Click on the Close Window DATE Al [+
icon to close the Pivot window
. 2J5um of AMOUNTS |[SHOW [+]
—{ITEMS [=JHUY 11D TS Grand Total
Costume 310 780 1074.5 2174.5
o , Effects 2300 1560 1300 5160
As you can see this Pivot Table displays the Iake-up 265 965
Total Amounts spent for each of the Item for Praps 759 750
each Show. Travel 430 1680 375 2485
Wages 13100 14000 27100
Grand Total 16140 40300 177735 379435
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Step 15 Display the total amounts spent on each of the items for the HUY and TTS shows only.

FILTERING A PIVOT TABLE BY SHOW

a. Click on the Show scroll bar
*  The Show menu will appear listing the three shows
b. Click on the TTD area to remove the tick

c. Click on the Ok button

Study this Pivot Table carefully. The Pivot Table

outlines the Shows and the Total Amounts spent on each

item. It also provides us with a grand total for both the

Items and for the Shows.

\

H

DM

(All)

-

ITEMS hd
Costume

Effects

Make-up

Props

Travel

Wages

Grand Total

_—
Sum of AMOUNTS [SHOW T+1

{71 (Show All

Grand Total

21745
5160
265
759
2485
27100

37943.5

[ o

J

Cancel

)

Step 16] Use the Pivot Table to display the Total Amounts spent for all Shows and all Items except
the Travel and Wages.

FILTERING A PIVOT TABLE BY SHOW AND ITEMS

Click on the Ok button

Click on the Ok button
Study the outcome

#THN R R0 o8

Click on the Show scroll bar
Click on the Show All area and a tick will be placed for all Shows

Click on the Items scroll bar
Click on the Travel and Wages options to remove the ticks

=

{71 {Show All)

H | 0 ] g | K ] L

DATE lian ] oK J [ concel
Sum of AMOUNTS [[SHOW [~]

ITEMS [=[HUY 1D 175 Grand Total

Costume 310 790 1074.5 2174.5

Effects 2300 1560 1300 5160

Make-up 265 265

Props 759 759

Grand Total 2610 23500 33985 8358.5

Step 17 Use the Pivot Table to display the total Amounts spent for Travel and Wages for the TTS

show.

SN

Click on the Show scroll bar
Click on TTD and HUY to remove the ticks
Click on the Ok button

Click on the Items scroll bar
Click on Travel then Wages so a tick appears in

each box remove all other ticks

~

Click on the Ok button

H L] K
DATE TEES
Sum of AMOUNTS [SHOW [+]
ITEMS [+]HUY TS Grand Total
Travel 430 ars 805
Wages 13100] 14000 27100
Grand Total 135300 14375 27905
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