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What is Microsoft Excel?

Microsoft Excel is a spreadsheet application program offered in the Microsoft office software package.

This program allows you to perform calculations and use graphic tools, pivot tables, and a macro
programming language called VBA. In addition, Excel can also be used to create charts and graphs.

After finishing this course you should be able to do the following:
. » Start Excel

. » Identify the items on the Excel program screen
. * Know how to use Toolbars

. » Customize Toolbars

. * Work with Sheets

. » Create a New spreadsheet

. » Open an existing saved excel sheet

. *» Save a sheet

. » Convert Excel to PDF

. * Rename a sheet

. » Work on multiple sheets

. « Enter the data

. *» Insert and Delete rows/columns

. » Create Tables

. » Draw charts

. * Inserting Picture/Hyperlinks/Symbols
. » Enter a formula

. * Import, Filter and Sort the data

. * Freeze/Unfreeze Worksheets

. » Use Pivot tables
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Starting Excel:

1. Go to the Start Button on the Desktop and press it. Click on All Programs.
2. Then click on Microsoft Office, then Microsoft Office Excel 2007.

3. This opens the Excel 2007 program.

5. Create &Print Home
Microsaft Update

4 Windows Catalog
’“ Windows Update
) winip
ArCCessories
Audiology Clinic
Audiology Clinic with Generator v2
Broadoom
Games
Lavasoft Ad-dware SE Personal
Macromedia

Microsoft Office Tools

@ Microsoft Office FrontPage 2003
Startup ; Microsoft Office Access 2007
Symantec Client Security
WinZip
W5_FTP Pro
. Create &Print Home A) Microsoft Office OneMote 2007
n Inspiration 7 Microsoft Office Outlook 2007

titclab [ Inspiration & (@ Microsoft Office PowerPoint 2007

é Internet Explorer =\ Microsaft Office Publisher 2007

Internet w0 e v Micrasoft Office Word 2007
Inkernet Explorer Q F——

it E-miail @ Windows Media Plaver
J\‘_')l Microsoft OFfice Cut
’ﬁ, ‘Windows Movie Maker

Microsaft SQL Server 2005

Real
@© Realplayer
G Microsoft Office PowerPoint Viswer 2007

Adobe Readsr 3
allPrograms B Google Earth
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Identifying the items on the Excel program screen:

Office Button Excel Sheet
Menu Bar
In\ 9 - i / Bookl - Microsoft Excel -
o Page layout  Formulas Data  Review  View @ - =
e = _ ) = || [Taa] mm N z - o

i Calibri =¥ SiwmapTet General - :Ejé :ﬂ;—!f I et ﬂJ 3 %? ﬁ

TOOI Bar Paste (B r U~z 5= 3E| FEMerge & Center v || $ = % o |[%8 ;%8| Conditiofl Format Cell || Insert Delete Format Sort & Find &

S = )| 0| Formatifhg  as Table - Styles~ | 3 - ™ Filter~ Select

]

Clipboard
5

4

5

Font = Alignment = Number i Styles Cells Editing

Menu bar:
1. Menu bar contains all the operators which the user wishes to perform on their Data.
2. By clicking on each tab user and view the operator.

Example: By clicking on Home tab user can see the operators which allow changing the Font type, size
and color.

-

v Home | Inset  Pagelsjout  Fommulas  Data  Review  View g-2X

Toolbars:

1. A wide variety of toolbars displaying buttons which make editing quicker and easier are available.

2. Usually Toolbars have only three options: Save, Undo and Redo. Users have an option of adding any
tool they wish to have in Toolbar by simply Customizing the Toolbar.

E;w\ =,

Customizing Toolbars:

1. By clicking on the small down arrow present beside Toolbar users can Customize Toolbar.
2. From the available options, user can select any option by clicking on them.

AN LE !:‘P/

)
fi/' Home Insert] ‘Customize Quick Access Toolbar

Al MNew

Open

|:| V| save

E-mail

ata

Quick Print
Print Preview
Spelling
v || Undeo
v || Redo

Sort Ascending

Wi NS

Sort Descending

=
=

More Commands...
Show Below the Ribbon

e
==

-
W
<,

Minimize the Ribbon

nle
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How to Work with Sheets:
Creating a New Sheet:
In order to create a New sheet on the menu bar you may either:
a) Click on the New button after clicking office button.
/Yj — Recent Documents l

_F:’ Open

H Save

H Save As  k

@ Print 3

ﬁ Prepare  F

_E send 3

E Publish »

_T Close

|,_3 Excel Options | |X Exit Excel
OR
b) Choose New from then Tool bar. /
;fﬁ@ H92-¢- 0| )+
- Home Insert New (Cti=N)
i Create a new document,

OR

c) Press Ctrl+N (press the Ctrl key while pressing “N”’) on the keyboard.
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Open an existing saved sheet:
In order to open an existing saved file, you may either:
a) Click on the Open file button after clicking office button.

@an— ]

Recent Documents
Hew

~
/ Open

¥ el

Save

H Saveds
L@] print  »
@ Prepare »
E send >

EEF Publish  »
0 e
OR
b) Choose Open from then Tool bar. J
‘-@3 H9-e-0)5)-°
]
: Home  Insert -
OR

c) Press Ctrl+O on the keyboard.
Each of these methods will show an Open dialog box. Choose the file and click the Open button.

Open @

Look in: ‘ () My Dacuments v | @ - XTiE-
L' [C)BCjones [D)rebate
L"‘b o [D)resumes
Iy Recent I Cyberlink |2 Sasank
Documents [)danhursh [C3)50L Server Management Studio Express
= )] ) Tabetha
@ My Data Sources IC)TESTL files
Desktap [y Music [ TEST2. files
| @My pictures ) Tishu
™ 4y videos [ visual Studio 2005
My ‘Web Sites webjage
Iy Documents @MyHome wehpage
—| [Cinature ) webpagez
- ) MNew Folder I3 WEbGuest for Te 750
@ I Mew Falder (2) |5)Weekly Reader Classroom Magazines and |
My Computer || onehate Notebooks |23 Welcome to My Library - How bo Read a N
= Open Wieb Design - Wiew Design_files EI_]GAscheduIe_l.x\s
: Chpop @] 0 HF 1D, Rt
My Nekwork [Dprints @Open Wehb Design - Yiew Design.htm
Places < IS
File name: | v |
Files of type: |.°.\I Excel Files (*,x*; * s *,xsm; * ddsh; *,cdam; * b *dbm; *.ods; ey *,hem; * himl; *,mht; v|
s
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Save a sheet:
In order to save a document, you may either
a). Click the Save button after clicking office button.

@anr- =P

Recent Documents
New

Ve

apen

/H =
=] Save (Ctrl+5)

Print »
Prepare P

Send »

oy Publish »

_T Close

|,:_:] Excel Options | |X Exit Excel ||

OR
b). Select Save from the Tool bar. d5/
;ﬁg |- -0 &

OR i save (crri-g) f£__Pag!

c). Press Ctrl+S on the keyboard.

In either case you will get a Save As dialog box. Navigate to where you want to save the document where
it says Save in by clicking on the arrow and then give the desired file name where it says File name. Then
click on Save.

Save As E]
Save in: |@ Desktop v| @-3 | X o 3E-
. @My Documents

;J My Computer

MMy Recent 20y Metwark Places
Documents

?-L‘_

Desktop

¥

My Docurments

My Cormputer

i\

My Metwork

Flaces
File name: Bookl.xsx 2 |
Save as bypei | Eyeql File name or Web address (http://]| v|
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Convert to PDF: To convert the excel sheets to .pdf click on the office button and then save as, now
select PDF or XPS.

Save a copy of the document

@umr- DS+
3

[&‘ Excel Workbook

S [Eil| Save the workbook in the default file
Open format.

[f;' Excel Macro-Enabled Workbook

Save 231 save the workbook in the XML-based and
- macro-enabled file format.

~
4
—] [f;' Excel Binary Workbook
H Save As | F T
Excel 97-2003 Workbook
Save a copy of the workbook that is fully

wa| Save the workbook in a binary file format
optimized for fast loading and saving.
; Print v | ]
/ __IJj
compatible with Excel 97-2003,
f% Prepare  » PDF or XPS
=] Publish a copy of the workbook as a PDF or
— XPS file,
_ﬁ Send »
M Open the Save As dialog box to select from
7 Publish  » all possible file types.
/" Publis

Other Formats

_T Close

[ Excel Options | [ X Exit Excel |

NOTE: This feature requires add-in or plug-in which is available for download from Microsoft.

Renaming Excel Sheets:

In order to rename a saved sheet

a) Select Open from the tool bar and find the file that you want to rename.

b) Right click on the document name with the mouse and select Rename from the shortcut menu that
appears.

Select
Open
Print
Loak in: 0w savess. v| @ -0Oh| X chi B8~
. (Eret  Sean for Viruses. . &) 04km. HF1D9,htm
4, [Sireq  Open with... @Open WWeb Design - Yiew Design,htm
My Recert | (752 BeAdd to archive. .. &]TESTL htm
AU I35 BAdd to "Bookl rar’ & TEsT2.htmm
= 12275 BCompress and email... & untitled-1.htm
[ |2 TE| B Compress to "Bookl.rar” and email @Untitled-zhtm
Desktop (2 TE| @ WinZip v &]Untitled-3.htm
=T &]UntitledFrame-2,htm
Send To 3
" Syvis &]UntitledFrame-3 htm
=y (#we  Cut &]urtitledFrameset-6.htm
My Documents | |(8]we Copy @Weekly Reader Classroom Magazines and |
7 e ‘welcome to My Libkary - How to Read a f
— EW Create Shortcut @ ¥ Y
5‘! e Ie ational Supplements Kids Games_files
My Computer |17 yye Endmt n Facts Panel_files
= e ties
-, i :.:
My Netwark & Gaschedule_1.xls
Places F3 5
File name: | v ‘
Files of type: |A\I Excel Files (%%, * xlsx; * xlsm; *.xlsb; *.xlam; *.xlex; * xlem; *.2ds; * .=ty *.hem; * heml; *.mht; v‘
5= (e )
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Working with multiple sheets:

You can work with multiple sheets by clicking on Insert worksheet icon present at left side bottom of the
screen.

4 4 » ¥ | Sheetl ~ Sheet? ~Sheet3 ¥
Ready | Insert Worksheet [Shift—Fll]t

OR
Press Shift + F11( press the Ctrl key while pressing “F11”") on the keyboard.
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Enter, Edit, Analyze and Report the data:

Enter the Data:
1. The Excel sheets are divided into grids called “cells” where you can enter the Data.

A EECRNN= Dk

fi/ Home Insert Page Layout

\ B4 ~( £
A B C D

1
2
3
4
]
5
6
7

2. The columns are indicated by the Alphabets and the Rows with the numbers.

=

[ —

=
-
_ad

MR W N e

3. Whenever you select a particular cell its location is displayed in Name box.

— -
[ ey ‘ll 'H q
1 ol

. Home In

A2

e A2
ame Box | o
1

4. In Order to enter the data easily you have to click and drag the mouse by selecting either the columns
Or rows.

a.) colums

"'\.
o |
g )
\EL/
I
=
3
3
5
z

-]
5

\\Ilﬂn':

afl

]
= Home Ins AL
Al A B

A B

=

[-RENRE- T R SRR N
L R - N B T e

w

b
=
‘«
w
=
(=]
5

=
m
=
o
=]
-
=
-
=

W=
D
= [
M=
i
L R
=
ra
A

-

w
=
B
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b.) rows
| Al - fe | Jan
A B [ D E
1 [Jan Feb |
]
2
Al - S | Jan
A B C D E IF G
1 an Feb |
z
2
61 - £ ul
A B [ D E F G H I
1 Jan Feb Mar Apr May Jun pul ]
2 =

Selecting Cell/Cells:

In order to change any cell it has to be highlighted first. In order to highlight, click on the required cell. In
order to select more than one cell, select a cell and then drag the mouse while pressing the left click
button.

Deleting Cell/Cells:

1. In order to delete a cell use the Delete key on the keyboard.

2. In order to delete a large number of cells, highlight them and then hit Delete button.

OR

Select the cells, hit right click and then click on Delete. You can choose any of the options present here as
per your requirement.

»
g | Cut
Ea | Copy
% Paste
Paste Special...
Insert...
Delete...
Clear Contents
Filter 3
Sart 3

Insert Comment

G

Format Cells...
Pick From Drop-down List..

Mame a Range...

%, Hyperlink...

How to Format text:
The easiest way to format text is to make use of the formatting toolbar. The formatting toolbar is shown
below. You can view it by clicking on the Home tab.

'
/Hnme Insert Page Layout Formulas Data Review Wiew
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Font menu: Allows you to choose from a wide number of fonts. To select a particular font click on the
arrowhead beside the box, scroll down with the scrollbar until you select a particular font and select it by

clicking on it.

(Do) H9-&- 05 )-

ti]

bo\g

“@ e

Pas
Clipboard ™=

o

Wi~ e » B

11
12
13
14

16
17
18
19
20
21
22

Home

Insert Page Layout Farmulas Data

Calibri 'k A A== ;\l@

Theme Fonts =
B Cambria (Hed

9 Calibri (Body)
All Fonts

T Agency B

T RLGERIAN

T Arial

T Arial Black

B prial Marrow

T Arial Rounded MT Bold
B Arlal Unicode M35

T Bazkerville Old Face
% Batang

% BatangChe

T Bauhaur 93

T Bell MT

% Berlin 5ans FB

T Berlin $ans FB Demi
% Bernard MT (ondensed

Font Size: Select a size for your font by clicking on the arrowhead and scrolling down and clicking on
the size that you desire. If you want to change the font of text which has already been typed in, highlight
the text or select the cell and then select the size as mentioned above.

OR

Page Layout

You can also click on A" to increase/decrease the size.

.A" Al
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Font Style: You may select whether you want to make the font Bold, Italicized or underlined by clicking
onB,I,U

OR

Press Ctrl + B for Bold
Press Ctrl + 1 for ltalics
Press Ctrl + U for Underline

Highlight Color: This option may be used to change the color behind the selected text. -

Text Color: This option changes the color of the text selected. ar

How to undo what has been done!
One may undo the last action by clicking on the Undo button on the standard toolbar

i J

g

H Le
om1 Undo Tvpina (Ctri+=Z) l ]

In order to erase the undo action, click the Redo button on the standard toolbar or just select Edit/Redo.

o) (s/

]
—/ Home

| Redo Typing ictri=y [F

Moving (Cutting) Data:

Click the Home tab, highlight the cell/cells that you want to move and select Cut from the menu bar,
click the Cut button on the standard toolbar or press Ctrl+ X at once. This moves the selected text to a
clipboard.

#

Copying Cell/Cells:
To copy cell/cells, Click the Home tab, select the cells that you want to copy and then choose Copy.

"

|

OR
press Ctrl+ C to copy the cell/cells onto a clipboard.

Paste Cell/Cells:
To paste Cell/Cells which is either copied or cut, move the cursor to the location and Click the Home tab,
select the new cell/cells where you want the data to be placed and click on Paste.

I

&

OR
Select the desired cell/cells and the press Ctrl + V.
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Create Tables:
Select the Cells and then click on Insert tab and select Table

Home ert Page Layout Formulas Data Review View

Table

OR
Select the cells and the press Ctrl + T

The columns in the Tables can be sorted by clicking the down arrow present beside the column heading.

Column: o column2 g

&l columni B[ columnz B3

4] sort smallest to Largest
%l sort Largest to smallest
Sort by Color »

L
Number Filters »

(select All
M1
W2
W3
M4
WIS
W6
7
w8 -
@, v

B
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Drawing Charts:
Select the cells and the hit Insert tab and from the charts column select the type of the chart you wish to
draw.

R =T VR e ]

Column  Line Pie Bar Area Scatter Other
- - - - - *  Charts~
Charts ]
5
6 [City Mon Tue Wed Thu Fri
7 |Orlando 67 T4 66 65 73
G |Tampa 71 66 65 72 69
9 |Boston 69 73 7 68 67
10 LA 66 65 70 7 T4
11 |Seattle 69 73 66 4 73
12
Step2. Selecting the type of the chart.
| . i’
ii .J%’:n e o A
Column| Line Pie Bar Area Scatter Other Hyperlin
- - - - - -~ Charts~
2-D Line %[ Links
o o
==~
Thu Low
65 Bl
72 i‘«f }—‘ : :‘
] "
B || |
71 3D Line Stacked line with Markers
4 ] Display the trend of the
J:'& contribution of each value over
N time or ordered categories.
Consider using a stacked area
illl| Avchart T oot instead,
O\ d9-¢- D& ) Chart Tools City Temperaturesxls [Compatibility Mode] - Microsoft Ex.. - = X
Home  Insert  Pagelayout  Formulas Data  Review  View Design  layout  Format @ - 7 x
[ Chart 1 - £ | =
A B C D E F G H J K L M N o P Q 'i
1 |City Temperatures
2
3
4
5
6 '(ﬂ Mon Tue Wed Thu Fri Average  High Low
7 Orlando 67 74 66 65 73
8 Tampa Ll 66 65 72 69
9 Boston 63 73 Al 68 67
10 LA 66 65 70 m T4
11 Seattle 69 73 66 74 73
12
13 Average
14 High 400
15 Low | )
16 350 T —
17
18 e e X
19 250 I L
20 ——LA 1
21 | 200 1
22 i —d—Boston
gi 150 —— , == —mTampa
25 100 —e—Orlando
26 —,— . ——
o7 50
28 o
29
30 Mon Tue Wed Thu Fri
31
32
33
34
35
36
37
38

39
40
4
W« b W] Sheetl Sheatz . Sheet3 i [ i
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Step3: In order to change the color or change the chart type, click on the chart and choose from

the options in the Menu bar

@ H9-¢-05)-
= Home Insert Pal

Chart Tools City Temperatures.xls [Compatibility Mode] - Microsoft Ex... - g 3
ge Layout Formulas Data Review View Design Layout Format @ -8
"TAEE S =)
dl I - 7
n ED = | =] LW | ~— -
Change Save As Switch Select — —| | == |= _ Mave
Chart Type Template | Row/Column Data v v Chart
Type Data Chart Layouts Chart Styles Location

©OTeaching and Learning Technologies Center

-16



Introduction to MS Excel | 2007

Inserting Pictures or Clip Arts:

You can insert the pictures or Clip Arts by clicking on Insert tab and the on either Picture or Clip art and
choose the one you wish to insert.

Elzl
Vil |

Picture  Clip
Art

Insert Picture

Look in: |jﬂ My Pictures v‘ @ A XCiE-

My Recent

Docurments ./’

-t i Ny

27sp2.jpa

dice.jpg harley wedding.jpg
My Documents
My COmPUEET | | | (bt intdp_1797_01... n_ntr_int4p_1797_02... n_ntr_int4p_1797_03... n_ntr_intdp_1797_04..  Sample Pictures
MMy Network
Places

File name: I

v
Files of type: [AII Pictures (*.emf;* wmf;* jpa;*.jpea;*.jFif;* jpe;*.pna;* bmp; *. dib;*.He;® bmz;* qif ¥, gf a;* .emz v‘

» | Cancel

/

o
11T R
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Inserting Hyperlink:

You can insert a Hyperlink by selecting the Text, pressing Insert Tab and then hitting the Hyperlink

button. Now, enter the address you wish to link up.

Q

Hyperlink

Links

Insert Hyperlink

Lirk kot

Existing File or
wieb Page

Flace in This
Docurnent

Create MNew
Docurment

E-mail Address

Text to display: |G00gle

| ScreenTip...

Lock. in: |@ Documnents and Settings

|C5) admin
Current |~ & dministrator
Folder ) ahakobya
[3) All Users
Browsed | [C3) cs3

Pages |5 Default User
|5) Grad Clinician
Recent I5) lgraehe

Fies | IC3) REGISTRY_SET
I5) 5C5up

=
15/ ([@)

Bookmark. ..

Address: http: f fwn, google, com

Ok ] [ Cancel

/

Inserting Symbols:

You can insert a symbol by selecting the cell, pressing Insert Tab and then hitting the Symbol button.

Now, you can click on the symbol you wish to enter.

Enter a formula:

©OTeaching and Learning Technologies Center
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In order to enter the formula click on the Formula tab and then choose the type of the formula you want

to enter. /

Hame Insert Page Layout Formulas Data Review View

Example: To enter any Cos function. Click on Math & Trig tab and select Cos.

[ =T | = Bookl - Microsoft Excel
Lt )
= Home Insert Page Layout Formulas Data Review Views
= = = -3 Define Mame —
JS | = B @ @ @ @ i —
A= Use in Formula
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mc. e Name
Function -~ Used ~ - Time ~ Reference ~ rig ~| Functions ~ || Manager %‘Create from Selection
Function Library P - || Defined Names
= F
ACOS
a
s ACOSH
6 ASIN
7 ASIMH 3
= ATAN
=
ATANZ
10
11 ATANH
12 CEILING
1z COMBIMN
14
cos <
= COSH
16 COS(number)
17 DEGREES  peturns the cosine of an angle.
18 EVEM _
@) Press F1 for more help.
19 Exp
= FACT
21
FACTDOUBLE
22
23 FLOOR
2a GCD
= T
=3 LCr -~
27
e J | Insert Eunction...

Import the data:
To import the data from Web or from other sources, hit the Data tab and then choose the media from
where you wish to import the data.

Home Insert Page Layout Formulas Data Review View
Example: To import from web, click on From Web tab and enter the address of the website.

Sort the data:
Select the cells which are to be sorted, click on the Data button and then sort order button.

|

%l Sort

©OTeaching and Learning Technologies Center -19
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Filter the data:
Select the cells which are to be filtered, click on the Data button and then Filter button. Now click on the
funnel and deselect the data you want to filter out.

4

Filter

Then, click on down arrow present in the first row and deselect the number you wish to filter out.

‘%l Sort Smallest to Largest
ﬁl Sort Largest to Smallest
Sort by Color 3
[3
Mumber Filters 3
] (Select All)
V24
#1135
W62
¥ 254
[¥] 365 \
OK ] [ Cancel
v‘ -
35 —— 35 K
62 62 35
2 24 2
365 365 32:
35 35 254
254 254
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Spell Check: In order to check the spelling select the cell and the hit Review tab and select the ABC

spellings icon. /

Home Insert Page Layout Formulas Data Review View

v

|Spelling

Spelling: English (U.S.)

Mot in Dickionary:

schol | Ignore Once

Ignore Al

Add ko Dictionary

Suggestions:

school hange
Change Al

AukboCarrect

Dictionary language: |English .50 A4 |

|l

Options. .. Cancel

Add Comment: To add a comment select the cell to which you want to add comment and click on the
Review tab then click on New comment, you can enter the comment in the box.

L d

Mew
Comment
oz 20 28]
titclab:
90*7
J :
o7 i £

©OTeaching and Learning Technologies Center
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Protect Sheets: If you don’t want other people to access your sheet you can protect them by using this

protection option.

Protect Sheet

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet ko

[V] Select unlocked cells
[ Farmat cells

[ ] Format columns
:‘ Format rows

[ insert columns
:‘ Insert rows

[ Insert hyperlinks

[ ] Delete colurnns
E [ Delete rows a8
Protect [ QK
Sheet

>

] ’ Cancel

Protect Sheet @El

Protect worksheet and contents of locked cells

Confirm Password ‘zl ‘Z|

Reeenter 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-sensikive.)

Delete roms b |

To view multiple excel files: In order to view or work with two different excel files click on view tab and

then select view side by side option.

Home Insert Page Layout Formulas Data

(1] View Side by Side

Microsaft Excel

/

Review View

gy 2 F oomox
— Home Insert Page Layout Formulas Data Review View &
\ AL -G £] o]
) GAschedule_1xls (Compatibility Mode] ~ e ox
A B [+ [s] E F G H J K L M N Q P Q

1

2

3

i

[}

6

7

8

9

10

11

12

13

14

15

16

17

i

4 4 b b | Sheeti | Sheet2  Sheet3  ©J [

Boakt

A b < o e ; a " I ) 3 L ™ N o 3 a [

P

2

3

a

s

s

7

8

15
W 4 v n| sheeti . Shestz | Sheetd ¥J

Ready |

b Gl - 1nbax (2) - M

B prvanks docs - Micro. @ pocument
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Freeze/Unfreeze Worksheets :
When working with large or complex worksheets, scrolling can sometimes become a problem. Freezing

panes allows you to keep row and column labels visible as you scroll.
To freeze a pane you have to click on the view tab first and then freeze panes. Now select required option.

E=E

Freeze
Panes =

Freeze Panes
kKeep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

Freeze Top Row

Keep the top row visible while scrolling through
the rest of the worksheet,

Freeze First Column

kKeep the first column visible while scrolling
throuah the rest of the worksheet,

Unfreezing Panes: Select freeze panes you will see the unfreeze options in the box.

Eﬁ ] split A View Side by Side -
- —t

... Hide :47 synchronous Scrolling
e | Freeze _ ) - Sav
Panes ~| ] Unhide | A4 Reset Window Position Waorks|
Unfreeze Panes |
= ==

Unlock all rows and columns to scroll
through the entire worksheet.

Freeze Top Row

Keep the top row visible while scrolling
through the rest of the worksheet,
Freeze First Column

Keep the first column visible while scrolling |
through the rest of the worksheet,

= e
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Pivot Tables: In order to summarize large amount of data Pivot tables can be used.
Procedure:

1. Select a cell

i i o 9--0 ﬁ) = ccampisanalysisjuly2007(1).xls [Compatibility Made] - Microsoft Excel - 8 X
‘ g Home Insert Page Layout Formulas Data Review View @ - = x
A Athens Technical College E

E:

GA  Public, 2-year 12

Central Missouri State Universi MO Public, 4-year or above $156,558 91 147 BA% 32% 51,774 51,720
Columbia-Greene Community College MY Public, 2-year $39.279 1048 90 61% 0% 561 $37
Contra Costa Community College District CA  Public, 2-year $49.428 40 42 98% 20% 51,236 51,236

15% $1.611 $1.611
I Ayers State Technical College AL $31,500

Idaho State Universi ID  Public, 4-year or abave $333.801 52 54 68% 17% 56,419 $6.419

2. Click on Pivottable from Insert tab.

PivotTable
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3. Again select Pivot table.
Create PivotTable
Choose the data that you want ko analyze
(%) Select a table or range
Table/Range: | SNESSUETEIRE T30 e
() Use an external data source
Choose Conneckion, .
Connection name:
Choose where you want the PivokTable report to be placed
() Mew Workshest
() Existing Worksheet
Location:
4. After clicking on OK, you can see the following screen.
On WY -e-E )¢ FivotTable Tools ccampisanalysisjuly2007(1).xls [Compatibility Mode] - Microsoft Excel - 7 X
WS
= Home  Insert Pagelayout  Formulas Data Review  View Options Design @ - = x
| A3 Al ~| ¥
A B c D E F G H J K L M "‘i PivotTable Field List v %
1 Drop Page Fields Here |
2 — — Choose fields to add to report:
‘31 rop Lolumn Fields nere DGrantea
5 Q [state
3 .g [Jinstitution sector
7 - [JFY 2002-04 funding
8 o [Parents served
9 = [[Jchildren served
v = [Drop Data Items Here Do prece o
" @ [JParents' completion rate
12 o [IFederal cost per parent persisting or co...
13 w [JFederal cost per parent served
14 I
15 @
16 (o]
7
18
19
20 3
21
22
23
o Draq fields between areas below:
25 ¥ Report Filter [ Column Labels
26
27
28
29
30
31
32
33 1 RowLabels 3 Values
4
35
36
37
38
39
40
41
WA+ M| summary | Sheetl  grantee ¥J [T I

Ready |

tarted - Training. ..

2R Mew Features in Exce. .,
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5. Select the columns for which you need relation.

'ipi-mtTahle Field List v x
Choose fields to add to report:
[Grantee
[state

[Jinstitution sector

FY 2002-04 funding

Parents served

[¥]Children served

Parents’ persistence rate
[JParents' completion rate

DFEderaI cost per parent persisting or co...
[[JFederal cost per parent served

6. Now you can see the required data of the selected cell

ﬂi@ H2-¢-0EF )+ PivotTable Tools ccampisanalysi
- Home Insert Page Layout Formulas Data Review View Options Design
— O
A B C D E
1 Drop Page Fields Here |
2
3 | |Data
4 Sum of Parents’ persistence rate  Sum of Children served Sum of Parents served Sum of FY 2002-04 funding
5 Taotal 61.31 G445 6397 11297387
6
7
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