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Peter Faulks – Excel Introduction


These pages are designed to show you how to use software packages; various software updates may have taken place so some pages will not apply to versions other than those listed here. In some cases data files may be required.

	Title or Task: 


	 Excel is Introduction

	Description:
	Using Excel

	Files Required
	

	Suitable for Classes:

	 AIT •  Multimedia • Cert II IT • Cert II Bus

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	 

	Date Due:


	  

	Task Brief:
	In class lesson

	Outcomes:
	Begin using Excel
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Items highlighted in yellow are tasks for you to complete
Items in Blue italics are help tips
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Tired of splitting first names from last
names or sorting out UPPER and lower
case entries by hand? Excel now looks
for the pattem in your corrections and
can complete the work on your behalf.

In Excel 2013, click in the column alongside the data to fix and type how it should look.
Select your correction and the empty cells below and hit CTRL+E to flash.
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Perfect for: Managing and fixing mailing lists, tidying database records




[image: image2.png]One of the most powerful and rewarding
Excel tools to master, PivotTables allow
you to quickly summarise large amounts
of data in lists and tables without writing
a single formula.

Click in your table of data and go to “Insert> PivotTable”. Once you've highlighted
everything you want to analyse, click OK. Use the right hand bar to generate your table
by dragging the fields in the top half to their respective slots in the lower four boxes.

PivotTable Fields

ProceTite Recommended Tble ~ Pctaes O 5 o to 188 epert

Proctbles Pt

Perfect for: Reporting and analysis




[image: image3.png]Conditional Formatting

When you're reviewing spreadsheets with
your boss, the results should be obvious at
a glance. With Conditional Formatting you
can automatically highlight the values you
want them to look at.

How

Select your cell range by going to “Home>Conditional Formatting” and choose
from the range of formats available. For example, to highlight all values lower than
100, choose “Highlight Cells Rules>Less than” and type in 100. Before clicking OK
you can also choose the format that will apply to any matching values.

Perfect for: Reporting and analysis
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VLOOKUPs only search in the first
column of your table. If you're looking to
deep-dive into the table, then you'll need
Index and Match. After the initial learning
curve, Index and Match offers much
more flexibility, speed and ease of use.

Ensure your data is formatted in a grid with headers and row labels. Use Match to return
the Column that containe your search target and another Match to find the Row that will
contain your answer. Feed these two answers into Index, and Excel can retrieve the value
where the two intersect.

e.g. = INDEX (array , MATCH ( lookup_value , lookup_array , 0 ) , MATCH ( lookup_value ,
lookup_array ,0) )
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_ Perfect for: Retrieving data from complex sets of records
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1] One of the most popular visualization
- tools for showing net values, Waterfall
= charts break down flow and
contributions to a total - ideal for
.. financial professionals and statisticians.

In Excel 2016, select your data and go to “Insert>Insert Waterfall or Stock chart> Waterfall”.
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Perfect for: Reporting performance
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Forecasting lets you project future outcomes
from historical datasets. You can even calculate

= upper and lower confidence bands to include
= margins for error, or calculate for seasonality.
now the future

How

In Excel 2016, select your two corresponding sets of data and go to
“Data>Forecast>Forecast Sheet”. In “Create Forecast Worksheet” box, choose either a
line chart or a column chart, pick an end date, and then clock “Create™.
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Perfect for: Modelling performance expectations
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