COMP1000 / Spreadsheets — Reminders

 The COMP1000 home page Is at
https://webcms3.cse.unsw.edu.au/COMP1000/17s1/

» Check notice regularly.

* You need to set up a School of CSE computing account to do the
lab classes in COMP1000.

* You need a password to access parts of the COMP1000 web site.
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https://webcms3.cse.unsw.edu.au/COMP1000/17s1/

COMP1000 / Spreadsheets — Labs

* We can’t cover every details in the lecture. Instead, we’ll just give
an overview of how to use Excel.

« \We encourage you to finish the assignments prior to labs.

 In the labs, tutors are only responsible for marking and answering
mayjor Issues.

 Labs cannot be handed in late — they have to be marked by the
demonstrator during the lab time.

« Email submission is not allowed (except this week).

* You can request to change the lab time if you’re sick or there’re
other emergences. But you need to wait for available computers.
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COMP1000 / Spreadsheets — Week 1 Review

» Enter and edit data
» Create and manage spreadsheets
* Functions such as IF, VLOOKUP, PMT...
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COMP1000 / Spreadsheets — Week 1 Review

* Produce a table of loan repayments for a loan:
- Principal = $1,000,000
- Terms from 20 to 30 years (one-year steps)
- Interest rates from 4.5% to 7.5% p.a. (0.5% steps)

Demonstration...
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Objectives

« Decide which chart type to create

» Create a chart

» Change the chart type

« Change the data source and structure
« Apply a chart layout and style

* Move a chart

COMP1000 © Pearson Education 2011 or UNSW, CRICOS Provider No: 00098G Spreadsheets slide 5



Objectives (continued)

« Print charts

 Insert and customize a sparkline
« Select and format chart elements
« Customize chart labels

« Format axes and gridlines

« Add atrendline

COMP1000 © Pearson Education 2011 or UNSW, CRICOS Provider No: 00098G Spreadsheets slide 6



Chart Basics

» A chart is a visual representation of numeric data

A B C D E F

Hort University

1

2 Number of Majors by College

3

4 2009 2010 2011 2012  Average
5 Arts 950 1,000 1,325 1,330 1,151
6 Business 3,975 3,650 3,775 4,000 3,850
7 Education 1,500 1,425 1,435 1,400 1,440
8 Humanities & Social Science 2,300 2,250 2,500 3,500 2,638
9 Science & Health 1,895 1650 1,700 1,800 1,761
10 Technology & Computing 4,500 4,325 4,400 4,800 4,506
11 Undeclared 5,200 5,500 5,000 4,700 5,100
12 Totals by Year 20,320 19,800 20,135 21,530 20,446
13
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Chart Basics

» Chart components include:
— Each cell containing a value is Data Points

— A group of data points that appear in rows or columns
create a Data Series

— Textual information, such as column and row labels
(college names, years etc.) is used to create Category
Labels
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Chart type

« Column charts (clustered, stacked, 3-D, etc.)
« Bar chart

« Line chart

* Pie chart

« Scatter chart

« Stocker chart
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Column Charts

« A column chart displays data vertically, with each data
series forming a column

COMP1000
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32
33
34
35

y-axis or Value axis

A B C D E F G

6,000

5,000

4,000

3,000

2,000

1,000

Number of Majors by College
Fall 2012

dundl

ducation Hmat& Science & Technology & Undeclared
Social Sci Hlth Computing
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Clustered Column Chart

6,000

Number of Majors by College

Arts Business Education Humanities & Science & Technology &
Social Science Health Computing

Undeclared

m 2009
m 2010
m2011
m 2012

* Insert tab / Charts group / Column / Clustered Column

COMP1000
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Reversing Categories and Data Series

Number of College Majors by Year
6,000

5,000

mArts

M Business

m Education

m Humanities & Social Sclence
m Science & Health

u Technology & Cemputing

w Undeclared

2008 2010 2011 2012

* Chart Tools / Design tab / Data group / Switch Row & Column
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Stacked Column Chart

25,000

20,000

15,000

10,000

5,000

Total Yearly Enrollment

I T
2003

2010

2011

2012

mUndeclared
mTechnology & Computing
m5cience & Health

mHumanities & Social Science

m Education
mBusiness

mArts

* Insert tab / Charts group / Column / Stacked Column

COMP1000
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100% Stacked Column Chart

30%

20%

10%

Total Yearly Enrollment

| T
2009

2010 2011 2012

m Undeclared

m Technology & Computing

m Science & Health

m Humanities & Social Science
m Education

W Business

mArts

* Insert tab / Charts group / Column / 100% Stacked Column

COMP1000
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COMP1000

3-D Column Chart

Number of Majors by College

Business -

.
Education T

Humanities . - -
&social  oenced Technolo e
Science Health % & Undeclared

Computing

| 2009
m 2010
w2011
| 2012

Non-horizontal axis can make comparisons difficult: avoid.
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Bar Chart

Number of Majors by College

Undeclared

Technology & Computing

Science & Health

Humanities & Social Science

Education

Business

Arts

T T T
1,000 2,000 3,000 4,000 5,000

6,000

w2012
m 2011
m 2010
| 2009

This bar chart has fancy bars (Chart Tools / Design / Chart Styles).

COMP1000
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Line Chart

6,000

3,000

4,000

3,000

2,000

1,000

Number of Majors by College

.\/I/. —e—Arts
——Business
—&—Education

—<—Humanities & Social Science
—=>5cience & Health
—a—Technology & Computing

—+—Undeclared

[
‘T
4

T T T 1
2005 2010 2011 2012

* Insert tab / Charts group / Line button / Line

COMP1000
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Pie Chart

Fall 2012 Majors by College

M Arts

M Business

u Education

# Humanities & Social Science
u Science & Health

i Technology & Computing

& Undeclared
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XY (Scatter) Chart

f(x) = 2x
500

400 [

300

200 O W fix)

100

D | | I I 1
] 20 100 150 200 250

Demo:scatter
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COMP1000

Surface Chart

mz5-3
mz-25
m15-2
mi-15
m05-1
W05
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Creating a Chart

e Select the data source

 Select the chart type
« Position and size the |

chart

COMP1000

e2hImajors - Microsoft Excel

Home Insert Page Layout Formulas Data

Review

View Add-Ins Design Layout

a I | o

Format 6@ o @R

Chart Area
@, Format Selection

S shape Fill =

= Shape Qutline

A

A - Dyain

A |- | s

|& Align - .IIJ T .

24 Reset to Match Style + | () Shape Effeds + =+ | By Selection Pane e 3 N
Current Selection Shape Styles a WordArt Styles 7l Arrange Size u
Chart2 - & v
A B c D E F G H I ] K L M :
4 2009 2010 2011 2012 Average
5 |Arts 950 1,000 1,325 1,330 1,151
6 |Business 3975 3650  3,775| 4,000 3,80 L
7 |Education 1,500 1425 1,435 1,400 1,440
8 |Humanities & Social Science 2,300 2,250 2,500 3,500 2,638
8 Science & Health 1,895 1,650 1,700 1,800 1,761
10 Technology & Computing 4,500 4,325 4,400 4,800 4,506
11 |Undeclared 5,200 5,500 5,000 4,700 5,100
12| Totals by Year 20,320 19,800 20,135 21,530 20,346
13
“ 6,000
15
16 5,000
17
18 4,000 =
19
3,000
20
A 2,000
2
23 1,000
24
= -
% Business  Education Humanities Science & Technology Undeclared
& Social Health &
27 Science Computing
28
29
30 -
H 4+ M| College Majors #3 [14] il |l
Ready | |[EEm wwc— 0@
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Changing the Chart Type

 Using the Chart Tools contextual tab:
— Click the Design tab
— Click Change Chart Type
— Select the desired chart type
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Changing the Data Source

« To modify the chart data source:
— Click the Design tab
— Click Select Data under the Data group

Select Data Source I.ilﬂ—hj

Chart data range:

[ f-jﬂﬂihdﬂ Roow/Column ]

Legend Entries (Series) Harizontal {Category) Axis Labels
[ 5 Add ][ = Edit ][ 7 Remove ] E] [ =i Edit ]
Jan | |Rambler
Feh E|[ |5plit Level
Mar 2 Story
Apr
May -
r [ Hidden and Empty Cells O ] [ Cancel ]
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Moving a Chart

« To move a chart:
— Click the Design tab
— Click Move Chart under the Location group

Mowve Chart [ ? &J

Choose where you want the chart to be placed:

\JJTH (7) New sheet: | Chart1

[dhf| © objectin: |EEEEI E

[ aK ][ Cancel ]
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Printing a Chart

« To print an embedded chart:
— Select the chart
— Click the File tab
— Click Print to display the Backstage view
— Use the Print Selected Chart option
« To print a chart sheet:
— Use the Print Active Sheet option
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Creating a Sparkline

« A sparkline is a miniature chart displayed in a single cell

i !
Create Sparklines | 2 |iE-I
Choose the data that you want
Data Range: E
Choose where you want the sparklines to be placed
Location Range: | SES2 E
Ok l | Cancel |

* Click Insert tab / Sparklines group / Line | Column | Win/Loss
* Dialogue box like that above comes up

* Demo. college major
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Chart Layout

« The Layout tab offers many ways to enhance a chart
visually

Chart elements arrow — the label in the box will be
the most recently selected chart element.

cna o | ) ]

Page Layout Formulas Data Review View Add-Ins Design l Layout | Format a 0 o @ &

FEEIEEE TR B

n Bars Chart1
=22 Picture Shapes Text Chart Axis Legend Data Data Axes Gridlines Plot e rendline __
oﬁ Reset to Match Style - Box Title ~ Titles v - Labels * Table » - v Area~ 3-D Rotation 1;4' Error Bars ~

Current Selection Insert Labels Axes Background Analysis Properties

nameFirstname - Microsoft Excel

(X - e

Home Inse

Chart Area A

majors_|

\?j Format Selection
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Selecting and Formatting Chart Elements

» Formatting a chart
element:

— Right-click the element
and select the Format
element command

— The element portion
will change depending
on the selection (ex.
Format Data Series)

COMP1000

p
Format Data Series

Series Options

Fill

Border Color

Border Styles
Shadow

Glow and Soft Edges

3D Format

Fill

) No fil

) solid fill

) Gradient fill

@ Picture or texture fil
) Pattern fill

) Automatic

[T 1rwert if negative

Insert from:

@ Stretch
) Stack
() Stack and Scale with
Stretch options
Offsets:
Left: 0%

Textur

Top: 0%

Transparency: ﬂ

Rotate with shape

Clip Art...

1

= Right: 0%
= Bottom: 0%

0%

unitsfpicture

Cloze
A
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* Click Chart Tools / Layout / Labels / Data Table

COMP1000

Customizing Chart Labels

Number of students

Number of Majors by College (Hort University)

6,000

Humanities . Technology
. . . Science &
Arts Business Education & Social Health & Undeclared
Science Computing
m 2009 950 3,975 1,500 2,300 1,895 4,500 5,200
H2010| 1,000 3,650 1,425 2,250 1,650 4,325 5,500
m2011 1,325 3,775 1,435 2,500 1,700 4,400 5,000
w2012 1,330 4,000 1,400 3,500 1,800 4,800 4,700
Colleges

m 2009
2010
m2011
W 2012
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Chart Titles and Legend

« A chart title is the label that describes the entire chart

« An axis title is a label that describes either the category or value
axis. Always use axis titles.

« A legend is used to identify sectors in a pie chart or data series in
a multiple series chart. Make labels in a legend meaningful.
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« A data label is the value or name of a data point

Data Labels

p
Format Data Labels

[ Label Options
Mumber
Fill
Border Color
Border Styles
Shadow
Glow and Soft Edges
3-D Format

Alignment

Label Options
Label Contains
|:| Series Mame
|:| Category Mame
Value

Reset Label Text

Label Position
) Center
) Inside End
) Inside Base
@ Outside End

[ Indude legend key in label

Separator

[=]

Close

COMP1000
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Axes and Gridlines

« Excel computes starting, ending, and incremental values
for display on the value axis

« A gridline is a horizontal or vertical line through the plot
area

9,000,000

Millions

8,000,000 -

7,000,000

6,000,000 -

5,000,000 -

4,000,000

3,000,000

2,000,000

'k N W R U O N B W

1,000,000 -

* Chart Tools / Layout / Axes / Gridlines / ...
* Chart Tools / Layout / Axes / Axes / Primary Vertical Axis /
Show axis in millions
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Trendline

 Trendline: to depict trends or forecast future data

160
140 —

100
a0
&0
40
20

OTR1 QTRZ QTR3I QTR4

B Projected . o ctual

el Expenses Linear (Projected)]

Demo:trendline
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Summary

* In this chapter, you have learned to create charts such as
column, bar, pie and line charts.

« You can modify an existing chart by changing the chart
type, location or data source.

* You can insert, remove, and format chart elements such as
titles, labels, and the legend.

COMP1000 © Pearson Education 2011 or UNSW, CRICOS Provider No: 00098G Spreadsheets slide 34



Copyright

This work is protected by United States copyright laws and is provided solely
for the use of instructors in teaching their courses and assessing student
learning. Dissemination or sale of any part of this work (including on the
World Wide Web) will destroy the integrity of the work and is not permit-
ted. The work and materials from it should never be made available to
@ students except by instructors using the accompanying text in their
classes. All recipients of this work are expected to abide by these
restrictions and to honor the intended pedagogical purposes and the needs of
other instructors who rely on these materials.
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Grauer Chapter 4 — Excel Datasets and Tables
Objectives

* Freeze rows and columns
 Print large datasets
 Understand table design
« Create a table

« Apply atable style
 Sort data
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Objectives (continued)

 Filter data

« Use structured references and a total row

« Apply conditional formatting

« Create a new rule

 Sort and filter using conditional formatting
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Large Datasets

A large dataset can be

ol e
- - Home Insert Page Layout Formulas Data Review View Add-Ins @ 0 o R
d I ffl C u It to read jj L Page Break Preview Fomuls Bar -:‘_\‘ E 2 NewWindow [ Splt 11 _:H % 5
IH custom Views |} = =4 Hamange Al T Hide ! =i
O ot Brutsaeen | [ Grdines [ tadngs | Zoom 0% TR o e Woiace Wndos |+
—_ ROW an d CO I u m n Workbook Views Show Zoom Window Macros
A - R 0
- A B T D E F G H \ Tl
head I n S m a SCI“O I I Off 22012017 1412012 Seth Prescatt Serenity Spas PaidinFull  Promotion 5 6780 5 6780 5 -
232012018 1162012 Deanne McGuire Port-a-Spa Finance Standard § 7450 § 1863 5 5588
2412012019 1162012 Deanne McGuire Port-a-Spa Paid in Full Standard § 8560 5 @560 3§ -
252012020 11612012 Deanne McGuire Port-a-Spa Finance Promation § 26500 § 6626 § 19875
t e Screen 262012021 11612012 Oleta Fairbanks Port-a-Spa Finance Standard § 5000 5§ 1250 § 3750
27 20124022 11612012 Seth Prescott Serenity Spas Finance Promation § 6560 5§ 2140 5 6420
28 2012023 1712012 Seth Prescott Port-a-Spa Finance Promation § 5000 5§ 1250 § 3750
29 2012-024 1712012 Grant Ingersoll Serenity Spas Paid in Ful Standard § 5400 § 5400 § .
30 12012-025 1182012 Oleta Fairbanks Serenity Spas Finance Standard § 32405 810 5 2430
3112012-026 1192012 Deanne McGuire Port-a-Spa Finance Promation § 7400 § 1850 § 5550
32 |2012-027 1192012 Grant Ingersoll Port-a-Spa Finance Promotion 5 22000 5 5500 § 16,500
33 2012-028 1192012 Grant Ingersoll The Qriginal Hot Tub ~ Paid in Full Promation § 3M05 3203 -
34 12012-029 1102012 Seth Prescott The Qriginal Hot Tub ~ Paid in Full Standard § 7690 5 769 3 -
35 |2012-030 1102012 Deanne McGuire Serenity Spas Finance Promation § 6000 5 1500 § 4500
36 2012031 1112012 Deanne WeGuire The Qriginal Hot Tub~ Finance Promotion 5 7500 5 1875 § 5625 |
37 2012-032 1112012 Oleta Fairbanks Port-a-Spa Paid in Full Promation § 7500 5 7500 % -7
38 12012-033 1M12012 Seth Prescott Serenity Spas Paid in Full Promation § 4650 5 4650 3§ -
39 12012-034 1122012 Deanne McGuire Serenity Spas Finance Standard § 6700 § 1675 § 5025
402012035 1132012 Grant Ingersoll The Qriginal Hot Tub~ Finance Promation § 6540 § 1635 § 4905
4112012036 1142012 Grant Ingersoll Serenity Spas Paid in Full Promation § 4800 5 4800 % -
42 2012:037 1152012 Deanne McGuire Port-a-Spa Paid in Ful Standard § 720 %5 7200 %
4312012038 1162012 Oleta Fairbanks Serenity Spas Paid in Full Standard § 32000 § 32000 3§ - |
4412012039 11712012 Seth Prescott Port-a-Spa Finance Standard § 12000 § 3000 5 9000
45 12012-040 1182012 Deanne McGuire Port-a-Spa Finance Standard 5 3200 5 800 3 2400
462012041 118/2012  Seth Prescott The Qriginal Hot Tub~ Finance Standard § 12350 § 3088 § 9263
A7 2012042 118/2012  Deanne McGuire Port-a-Spa Paid in Full Promation § 18,000 5 18,000 3§ -
48 |2012-043 1192012 Deanne MeGuire Port-a-Spa Paid in Ful Standard § 4500 5 4500 %
4912012044 1192012 Grant Ingersoll Port-a-Spa Paid in Full Standard § 12500 § 12500 § -
50 12012045 11202012 Oleta Fairbanks Serenity Spas Finance Promation § 7500 § 1875 § 5625
5112012-046 11212012 Grant Ingersoll The Qriginal Hot Tub~ Finance Standard § 3450 5 863 5 2588
52 2012-047 11212012 Oleta Fairbanks Port-a-Spa Finance Promation § 6000 5 2000 5 6,000
53 2012-048 11212012 Oleta Fairbanks The Qriginal Hot Tub~ Finance Standard § 17500 § 4375 § 13128
EA120472 NAG 117119042 Qath Dracrntt Cnranitir Snar Financa Qtandnrd 'Y EAOND € 1400_Q 4900 M
M 4 ¥ M| January Data /%] 1 [} | Plﬂ
Ready | [EOD we ) ] )
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Freezing Rows and Columns

* Freezing keeps rows and columns visible during scrolling

* View tab / Window group / Freeze Panes button gives you
these choices:

Freeze Panes Keeps both rows and columns above or to the left of the
active cell visible.

Freeze Top Row Keeps only the top row visible.
Freeze First Column Keeps only the first column visible.
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Freezing Rows and Columns

 Figure 4.2 illustrates the effect of freezing rows 1 —5 and
columns A—-B

Click cell below and to the right of columns

A (=} E - €] H J L -
; The Spa Experts
2 Monthly Transactions
3 | Down Payment Requirement:
4
Transaction Down
i Number Date M facturer Payment Type Transaction Amount Payment Owed L
15 2012-010 1/4/2012 Port-a-Spa Finance Standard $ 10,000 % 2,500 % 7.500 3
16 2012-011 1/4/2012 Port-a-Spa Finance Standard 5 10,000 % 2500 % 7.500
17 | 2012-012 1/4/2012 Port-a-Spa Paid in Full Standard k] 4,550 § 4550 § -
18 |2012-013 1/4/2012 Serenity Spas Paid in Full Promation 5 8490 § 8490 % -
19 2012-014 1/4/2012 The Original Hot Tub Paid in Full Standard k] 5432 § 5432 % - | &
20 2012-015 1/4/2012 Serenity Spas Paid in Full Promaotion 5 7450 5 7450 5 -
21 |2012-016 1/4/2012 The Original Hot Tub Paid in Full Standard k] 5432 § 5432 § -
22 [ 2012-017 1472012 Serenity Spas Paid in Full Promation 5 6,780 35 6,780 % -
23 |2012-018 1/8/2012 Port-a-Spa Finance Standard 5 7.450 § 1.863 5 5.588
24 |2012-019 1/5/2012 Port-a-Spa Paid in Full Standard k] 8.560 & 8.560 % -
25 2012-020 1/6/2012 Port-a-Spa Finance Promation 5 26500 % 6.625 5 19,875
26 |2012-021 1/6/2012 Port-a-Spa Finance Standard 5 5.000 & 1.250 § 3.750
27 2012-022 1/6/2012 Serenity Spas Finance Promation 5 8,560 § 2140 & 6,420
23 2012-023 14742012 Port-a-Spa Finance Promation 5 5,000 % 1,250 % 3,750
29 |2012-024 1/7/2012 Serenity Spas Paid in Full Standard 5 5400 % 5400 % -
30 |2012-025 1/8/2012 Serenity Spas Finance Standard 5 3.240 § 810 % 2.430
31 |2012-026 1/9/2012 Port-a-Spa Finance Promation 5 7.400 % 1,850 % 5.550
32 2012-027 1/9/2012 Port-a-Spa Finance Promation 5 22000 % 5500 % 16.500
33 2012-028 1/9/2012 The Original Hot Tub Paid in Full Promotion 5 3.240 & 3.240 % -
34 2012-029 1/10/2012 The Original Hot Tub Paid in Full Standard k] 7.690 & 7.690 % -
35 2012-030 1/10/2012 Serenity Spas Finance Promation 5 6,000 % 1500 % 4,500
36 |2012-031 1/11/2012 The Original Hot Tub Finance Promation 5 7.500 5 1,875 5 5,625
37 2012-032 1/11/2012 Port-a-Spa Paid in Full Promotion k] 7.500 & 7.500 % -
38 12012-033 1/11/2012 Serenitv Spas Paid in Full Promation 5 4.650 § 4650 § - l
4 4 » | January Data ./ ¥J [T« ] ['»

View tab / Window group / Freeze Panes ...

COMP1000

© Pearson Education 2011 or UNSW, CRICOS Provider No: 00098G

& rows to be frozen.

Spreadsheets slide 40



Excel Tables

« A table is a structured range of related data formatted to
enable data management and analysis

» Excel tables offer many features not available to regular ranges

— Calculated columns cause a formula or function written in a
column to be automatically copied down the column

— Total rows allow easy calculation of sum, average, count,
min, max, ...

— Can use column header name in formulae
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Table Design

A field is an individual piece of data
— Field names appear in the top row as column headings
— Field names should be short, but descriptive
« A record is a complete set of data for an entity
— Each record is listed in a row of the table
— Do not insert blank rows in the table
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Creating a Table

A table can easily be created from existing data

P

Create Table l ? |i3-1

Where is the data for your table?
=SAS5: S1S75) s
My table has headers

| QK || Cancel |
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Creating a Table

« The Design tab on the Table Tools contextual tab opens when

the table Is selected \

o)

Home Insert Page L: Formulas Data Review View Add-Ins Design
Table Mame: [iZ] summarize with PivotTable = Header Row [ First Column
Tablel B Remove Duplicates [ Total Row [ Last Column
- " - Export Refresh
<+ Resize Table | 7] Convert to Range - - Banded Rows [[]] Banded Columns
Properties Tools External Table Data Table Style Options
G6 - J#~ | Promotion he
sy B C [} E b

-
6 |2012-001 1/1/2012 Deanne MecGuire The Original Hot Tub Finance 15
7 2012-002 1/1/2012 Grant Ingersoll The Original Hot Tub Finance Promaotion 5
3 2012-003 1/2/2012 Deanne McGuire Port-a-Spa Finance Promaotion 5
9 2012-004 1/2/2012 Oleta Fairbanks Port-a-Spa Finance Promaotion 5
10 2012-005 1/2/2012 Seth Prescott Serenity Spas Finance Promaotion 5
11 2012-006 1/3/2012 Deanne McGuire Port-a-Spa Finance Standard 5
12 2012-007 1/3/2012 Oleta Fairbanks The Original Hot Tub Finance Standard $ |=
13 2012-008 1/3/2012 Deanne MecGuire Serenity Spas Paid in Full Standard 5
14 2012-009 1/3/2012 Deanne McGuire The Original Hot Tub Paid in Full Standard 5
15 2012-010 1/4/2012 Grant Ingersoll Port-a-Spa Finance Standard 5
16 2012-011 1/4/2012 Oleta Fairbanks Port-a-Spa Finance Standard 5
17 2012-012 1/4/2012 Deanne McGuire Port-a-Spa Paid in Full Standard 5
18 2012-013 1/4/2012 Deanne McGuire Serenity Spas Paid in Full Promaotion 5
19 |2012-014 17472012 Deanne McGuire The Original Hot Tub Paid in Full Standard 5
20 2012-015 1/4/2012 Grant Ingersoll Serenity Spas Paid in Full Promaotion 5
21 2012-016 1/4/2012 Oleta Fairbanks The Original Hot Tub Paid in Full Standard 5
22 2012-017 1/4/2012 Seth Prescott Serenity Spas Paid in Full Promaotion 5
23 2012-018 1/6/2012 Deanne McGuire Port-a-Spa Finance Standard 5
24 2012-019 1/6/2012 Deanne McGuire Port-a-Spa Paid in Full Standard 5
25 2012-020 1/6/2012 Deanne McGuire Port-a-Spa Finance Promaotion 5
26 2012-021 1/6/2012 Oleta Fairbanks Port-a-Spa Finance Standard 5
27 2012-022 1/6/2012 Seth Prescott Serenity Spas Finance Promaotion 5
28 2012-023 172012 Seth Prescott Port-a-Spa Finance Promaotion 5
29 2012-024 172012 Grant Ingersoll Serenity Spas Paid in Full Standard 5
30 2012-025 1/8/2012 Oleta Fairbanks Serenity Spas Finance Standard 5
31 2012-026 1/9/2012 Deanne McGuire Port-a-Spa Finance Promaotion 5
32 2012-027 1/9/2012 Grant Ingersoll Port-a-Spa Finance Promaotion 5
33 | 2012-028 1/9/2012 Grant Ingersoll The Original Hot Tub Paid in Full Promotion £
34 2012-029 1/10/2012 Seth Prescott The Original Hot Tub Paid in Full Standard 5
35 2012-030 1/10/2012 Deanne McGuire Serenity Spas Finance Promaotion 5 -
4 4 » v | January Data . ¥ [DEN u | > [
Ready | | [EH)IcH B 1003 L) {

* Demonstration...
* Click in data range. Insert tab / Tables group / Table
* Check range, tick “table has headers™ if necessary. Click OK.
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Adding Records

« Add a new record at the bottom of the table by clicking in the
row under the table

« Add a new record within the table by clicking in the record
below the insertion point

— Click the Home tab
— Click the Insert arrow in the Cells group
— Select Insert Table Rows Above
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Editing and Deleting Records

 Data within a table record can be edited using the same
techniques as those for a regular cell

 Deleting a record removes it from the table
— Click the Home tab
— Click the Delete arrow in the Cells group
— Select Delete Table Rows
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Deleting Records, continued

e Delete records with extreme caution.

« Excel has a procedure for removing duplicate records.
(Table Tools / Design / Tools / Remove Duplicates)

However...

 |If you have two records with the same transaction number
but different details, and you delete based on duplicate
transaction number, how do you know that Excel will pick

the correct one to delete? Excel does give you the chance to
specify that only identical records should have their duplicate
removed.
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Applying a Table Style

« A table style
controls the fill
color of the header
row, columns, and
records

Light -

e e e e ——— E————

Medium
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Table Style Options

» The Table Styles Options group on the Design tab contains
check boxes to further format the table

Header Row Displays the header row at the top of the table.
Total Row Displays a total row at the bottom of the table.

First Column Applies a different format to the first column.

Last Column Applies a different format to the last column.
Banded Rows Displays alternate fill colors for even and odd rows.

Banded Columns  Displays alternate fill colors for even and odd columns.

* Table Tools / Table Styles / More button

e  Demonstration ...
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Table Manipulation and Aggregation:
Sorting Data

 Sorting arranges records in a table
— Sort on one column
— Sort on multiple columns
 Records can be sorted into ascending or descending order
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Sorting by One Column

« Excel offers several ways to sort a single column

Text Sort Ato Z Arranges data in alphabetical order.
SortZto A Arranges data in reverse alphabetical order.
Dates Sort Oldest to Newest Displays data in chronological order.
Sort Newest to Oldest Displays data in reverse chronological
order.

Values Sort Smallest to Largest  Arranges values in sequential order.
Sort Largest to Smallest  Arranges values in descending order.

« Home tab / Editing group / Sort & Filter, or
« Datatab/ Sort & Filter / Sort Ato Z | Sort Z to A | Sort
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Sorting by Multiple Columns

« Multiple level sorts permits differentiation among records
with duplicate data in the first sort.

i N
Sort :E] |i:h

I “’;1 Add Level “ }( Delete Level H =3 Copy Lewvel ‘ S Options... My data has headers
Caolumn Sort On Order
Sortby | sales Rep Last Name E Values E AtoZ E
Thenby | pate E Values E Oldest to Mewest E
Thenby | Amaount E Values E Smallest to Largest E

| oKk I Cancel

Demo...

e Click 1n table, click in Data / Sort&Filter / Sort

* Click Sort By arrow, select Payment Type, click Add Level

* Click Then By arrow, select Transactions, click Add Level

* Click Then By, Amount, Order arrow, Largest to Smallest, OK.
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Creating a Custom Sort

e A custom sort can be [wsnts )

created to arrange

Custom [jsts: List entries:

values in a :
customized fashion 3:2?225T:;%??zal“ﬁzi;%;;:ﬁ
e See textbook for
detalls.

Press Enter to separate list entries,

ook || cnal |
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Filtering

Data

 Filtering is the process of displaying only records that meet
specific conditions

Get External Data

Page Layout

Eijie=p

Refresh
Al

Formulas

Data

Connections

Connections

Review View Add-Ins

sl T Clear
2l |4 ﬁ]i

L G Reapply
z| sort Filter

Wz advanced
Sort & Filter

Design
=3 E =] =d] Data validation -
i Consolidate
Textto  Remove

Columns Duplicates
Data Tools

[E% what-If Analysis ~

[ —————————
5

Group Ungroup Su

@

s

Outline

G6

i | Promotion

A
. [

=]

C O E
Sales First Nam jd Sales Rep Last Nam

Rep

9 2012-004 1/2/2012 Oleta’ | 4] sortatoz Port-a-Spa Finance Promaotion 5
10 2012-005 17242012 Seth Z] sortZtoa Serenity Spas Finance Promotion 5

12 2012-007 17372012 Oleta - The Original Hot Tub Finance Standard 5

16 | 2012-011 1/4/2012 Oleta Sort by Colar " |Port-a-Spa Finance Standard $

21 2012-016 1/4/2012 Oleta | % Clear Filter From “Sales Rep Last Mame- The Criginal Hot Tub Paid in Full Standard 5
22 |2012-017 1/4/2012 Seth Serenity Spas Paid in Full Promotion 5
26 2012-021 1/6/2012 Oleta Port-a-Sna Finance Standard 5
27 2012-022 1/6/2012 Seth Text Filters h - Equals... Finance Promotion 5
28 2012-023 AF2012 Seth Search F=) Does Mot Equal... Finance Promotion 5

30 2012-025 1/8/2012 Oleta Finance Standard 5
34 2012-029 171042012 seth | Y =] (Select All) Begins With... Paid in Full Standard 5

37 2012-032 11142012 Oleta Fairbanks Ends With... Paid in Full Promuotion 5

38 2012-033 141172012 Seth EI“QEFSD" Paid in Full Promotion s
43 2012038 1/16/2012 Oleta s contains... Paid in Full Standard $
44 2012-039 1172012 Seth Does Mot Contain... Finance Standard $ (=
46 2012-041 1/18/2012 Seth Custom Filter... Finance Standard 5

50 2012-045 12042012 Oleta s Finance Promation 5
52 2012-047 12172012 Oleta Port-a-Spa Finance Promation 5
53 2012-048 12172012 Oleta The Original Hot Tub Finance Standard 5

54 2012-04%9 12172012 Seth Serenity Spas Finance Standard 5

55 2012-050 12172012 Seth Port-a-Spa Paid in Full Standard 5
56 2012-051 1/21/2012 Seth [ oK ] [ cancer | |the OCriginal Hot Tub Paid in Full Standard 3

58 2012-053 1/23/2012 Seth Serenity Spas Finance Standard 5
62 2012-057 1/26/2012 Oleta Fairbanks Port-a-Spa Paid in Full Promation 5
64 2012-059 V272012 Oleta Fairbanks Port-a-Spa Finance Promation 5
65 2012-060 V272012 Oleta Fairbanks The Original Hot Tub Paid in Full Standard 5
66 2012-061 1282012 Seth Prescott Port-a-Spa Finance Standard 5
67 2012-062 1282012 Seth Prescott Serenity Spas Finance Promation 5

71 2012-066 13042012 Oleta Fairbanks The Original Hot Tub Finance Standard L
T2 2012-067 1/30/2012 Seth Prescott Port-a-Spa Paid in Full Standard 5 -
4 4+ v | January Data %0 DER! [ | » 1]
Ready 31 of 70 records found | | (8|0 B 1003 (=) [} (+)
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Filtering Data - Demo

» Click Sales Rep Last Name filter arrow

 Click (Select all) check box to deselect

 Click the McGuire check box, click OK

* Now only McGuire records show (27/70)

« Click Manufacturer filter arrow

 Click Serenity Spas check box to deselect, click OK

* Now only McGuire sales of spas other than Serenity show
(22/70)
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Filtering Numeric Data

« Numeric filters can be applied to display a range of values

3
The Original Hot Tub s = s
ingersoll The Ornginal Hot Tub s . s
14 Deanne McGuire The Original Hot Tub = s 27000 S -
15 Gram ingersoll Port-a-Spa Fina ot hy. Coloy s 2500 S 7.500
16 Ofets Fairbanks Pon-a-Spa FifRS ‘& Cicor Peter From “Amournt s 2500 S 7.500
25 Deanne McGuire Port-a-Spa Fina s 6625 S 19 875
Grartt Ingersoll Pon-a-Spa Fina = EE5AN S SR SAN
43 Oteta Fawbanks Serenity Spas Paid v Number Eiers > Lquats
44 Seth Prascott Port-a-Spa Fina T F=) Does ot Equal
465 Seth Prescott The Ongsnal Hot Tub Fina
47 Deanne MeGuire Poa-a-Spa Paid L] (Select an} -~ Greater Than
49 Grarm Ingersoll Por-a-Spa Paid SA.000 = = - To
53 Oeta Faubanks The Original Hot Tub Eina . :;ﬂ
55 Seth Prescott Poat-a-Spa Paid - ’3‘;50
60 Deanne McGuire The Onginal Hot Tub Fina ] sa0e0
51 Deanne McGuire The Onginal Hot Tub Paid ] $4.500 t
62 Cleta Faibanks Poa-a-Spa Paid ] 34,550 op 10
&5 Oleta Fairbanks The Onginal Hot Tub Paid r1s4asso =
&7 Seth Prescott Serenity Spas Fins $4.800 - v | Apove Zwerage
T2 Seth Prescott Port-a-Spa Paid Yo ane Belgw A =1
74 Seth Prascott The Onginal Hot Tub Paid — - —
75 Deanne McGuire Port-a-Spa Fina | <oncer | Cutam s 41 1
76
>r -
« b ¥ January Data - ©0 14 . ! (30
Ready 22 of 70 records founa | S8 L8 100% (—) : +

e Select H6:H75, Click Amount filter arrow

« Point to Number Filters, select Greater Than Or Equal To, type
10000 in box to right, click OK

« Down to 7 spas sold that meet these filters.
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Using Structured References

» A structured reference is a tag or table field name used in a
formula or function

K L H
r
i |
E McGuire The Original Haot Tub  Finance Promation tl 15,000 § 3,750
7 Ingersall The Original Hot Tub  Finance Promation 3 12,000 § 3,000
8 McGuire Port-a-Spa Finance Promation tl 3240 § 810 | Epate
9 Fairbanks Port-a-Spa Finance Promation tl 4,080 % 1,020 | (2] 5ales Rep First Name
10 Prescott Serenity Spas Finance Promotion L] 5432 § 1,358 | 3 5ales Rep Last Name
11 McGuire Port-a-Spa Finance Standard tl 6,780 § 1,695 | Manufacturer
12 Fairbanks The Original Haot Tub  Finance Standard tl 5432 § 1,358 | (2 payment Type £
13 McGuire Serenity Spas Paid in Full Standard tl 6,780 § 6,780 |3 Transaction
14 McGuire The Original Hat Tub  Paid in Full Standard tl 27.000 § 21,0000 | Armount
15 Ingersall Port-a-Spa Finance Standard tl 10,000 § 2500 | &3 pown Payment
16 Fairbanks Port-a-Spa Finance Standard tl 10,000 § 2500 |l owed
17 McGuire Port-a-Spa Paid in Full Standard ) 4550 % 4 550

* Type “=[Amount]-[Down Payment]” in J6, rather than “=H6-16".
* Computation 1s done for whole column.
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Creating a Total Row

A total row appears as the last row of a table and offers
statistical functions

ITE - x| =SUBTOTAL 109 [Owed]) -

Sales Rep Last Hame - | Manufacturer "+ | Payment Type | - | Transaction T = | Armsount "= | Down Paymaent = | Owed =] K I.':'
-] m.lm The Owiginal Hot Tub: Paid im Full Snardard % 8400 5 8400 § =
9 Ingersoll Serenity Spas Finarce Sramdarnd 5 T.730 5 1,933 S 5,798
T3 Ingersell Tha Dwiginal Hot Tub Finance Sxandard ] s400 % 2,100 % 6,300
71 Fawbanks The Owiginal Hot Tub: Finance Snamdand 5 4,080 5 1,020 5 3,060
T2 Prescott Part-a-Spa Faid im Full Sramdard HY 12,00 % 12,00 5 =
T3 MoGuing FPaort-3-Spa Finance Sxandard ] 3,000 % TS50 8§ 2,250
4 Prescoll The Owiginal Hot Tub: Faid im Full Saandard i- 21,5900 § 21,500 § -
5  McociSuine Fort-a-Spa Finance Fromotsan 11 250 % J
76 __— ] JEF:

83

M January Data o T k] |—__
EE O B 1009 [ —

. Table Tools Design tab / Table Style Options group / Total
Row check box.
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Conditional Formatting

 Highlights cells whose contents meet some condition.
« Home tab / Styles group / Conditional formatting

Highlight Cell Rules  Highlights cells with a fill color, font color or border if the
cell value satisfies the rule.

Top/Bottom Rules Formats cells with values in some top number or percentage.

Data Bars Applies a gradient or filled bar in which the width of the bar
represents the cell’s value with respect to other cells.

Color Scales Formats different cells with different colors, assigning one
color to lowest and highest groups and gradient colors in
between values.

Icon Sets Inserts an icon in a cell to indicate values compared to each
other.
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COMP1000

Applying the Highlight Cells Rule

L= |
Home Insert Page Layout Formulas Data Review View Add-Ins & e (=TT
=1 - . v = = H = Se=Insert - = - %
- Ba- e e A A - %] ¥ = ceneral % g &% Delete ~ E v [ﬁ
Paste B 7 O - A = = - - g =0 .00 | Conditional | Format Cell wr Sort & Find &
- - 4 - Q — - E= g e o0 Formatting ~|as Table = Styles = Ej Format = | <2~ Filter~ Select~
Clipboard = = Alignment = Mumber =
| AE - e | 2012-001 L'_:'g-l Highlight Cells Rules * L‘% Greater Than... -
= B c D E F K =
L%I-I Top/Bottom Rules » I_.% Less Than...
; The Spa Experts
2 Monthly Transactions E Data Bars ’ @ Between
3 nt Requirement: 25%
4 I% Color Scales 3 L‘%: Equal To...
Sales Rep Sales Rep -
5 Date First Name Last Name Manufacturer Payment Type 553 lcon Sets > L‘% Text that Contains...
35 1/10/2012 Deanne McGuire Serenity Spas Finance
36 1/11/2012 Deanne McGuire The Original Haot Tub Finance H{  New Rule... \% A Date Occurring
37 141142012 Oleta Fairbanks Port-a-Spa Paid in Full [E5  Clear Rules R =
38 11172012 Seth Prescott Serenity Spas Paid in Full - =
39 11272012 Deanne McGuire Serenity Spas Finance [E| Manage Rules... = Duplicate Values... B
40 11372012 Grant Ingersoll The Original Hot Tub Finance Fromaotion 5 6,540
a1 111472012 Grant Ingersoll Serenity Spas Paid in Full Promotion 3 4,800 More Rules...
42 1M&/2012 Deanne McGuire Port-a-Spa Paid in Full Standard 3 7,200 % T 200 % -
43 1M16/2012 Oleta Fairbanks Serenity Spas Paid in Full Standard 3 32000 % 32000 % - A
44 1172012 Seth Prescott Port-a-Spa Finance Standard 3 12,000 | % 3.000 % 9,000 B
45 1/18/2012 Deanne McGuire Paort-a-Spa Finance Standard 3 3,200 % 800 % 2,400
46 1182012 Seth Prescott The Original Hot Tub Finance Standard 3 12350 | & 3,088 % 9,263
47 1182012 Deanne McGuire Port-a-Spa Paid in Full Promotion 3 18.000 | & 18.000 % -
48 141972012 Deanne McGuire Port-a-Spa Paid in Full Standard 3 4,500 % 4 500 % -
49 1192012 Grant Ingersoll Port-a-Spa Paid in Full Standard 3 12600 | % 12,500 % - I
a0 1/20/2012 Cleta Fairbanks Serenity Spas Finance Promotion 3 7,500 % 1,875 5 5,625
51 1/21/2012 Grant Ingersoll The Original Hot Tub Finance Standard 3 3450 5 863 % 2,688
52 1/21/2012 Oleta Fairbanks Port-a-Spa Finance Promotion 3 8,000 % 2,000 % 65,000
53 1/21/2012 Oleta Fairbanks The Original Hot Tub Finance Standard 3 17,500 | & 4375 5 13,125
h4 1/21/2012 Seth Prescott Serenity Spas Finance Standard 3 5600 % 1,400 % 4,200
55 1/21/2012 Seth Prescott Port-a-Spa Paid in Full Standard 3 18.500 | % 18,500 % -
56 1/2172012 Seth Prescott The Original Hot Tub Paid in Full Standard 3 5400 % 400 % -
57 1/22/2012 Deanne McGuire Serenity Spas Paid in Full Standard 3 6,540 % 6540 % -
I2INAD Tt Drr. + Caranitie Sonae Einan C4anmdard Lo E enn L 4 _ANn o A 200 Sl
4 4 » M| January Data ~ ¥J [« | il | >
Ready | |[EEE 100 o0&
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Highlight Cells Demo

Demonstration...

Select rows 6-75 1n January Range worksheet

Click Home / Fill color arrow(=bucket) / No Fill, if necessary
Select D6:D75, Home / Styles / Conditional Formatting / Highlight
Cells Rules / Text That Contains

Type Fairbanks in the box, click the With arrow, select Green Fill
with Greet text, click OK.

Next select H6:H75, Conditional Formatting / Top/Bottom Rules /
Top 10 Items

Click arrow to display 35, click With arrow, select Light Red Fill, OK
Next select 16:175, Conditional Formatting / Data Bars and select
Purple Data Bar in the Gradient Fill section.

Save the workbook. Always.

More 1n textbook (p 273-4). More 1n loan-table workbook.

COMP1000 © Pearson Education 2011 or UNSW, CRICOS Provider No: 00098G Spreadsheets slide 61



=

| L
—

(%]

(=]

(%]

(=]

(%]

(=]

[=]

—

S

(%)

4
4
4
44
4
4
4
4

(4]

[=x]

=

[==]

w

(5]

5

(]
—

[y

(]

(4]

(]

(S}

(]

(5]

[=3]

1

6

2
3
4
5
B
T
8
9
%
i
0
Y
3
4
)
B
T
8
9
0
2

COMP1000

B

1/9/2012

1/9/2012

1/9/2012
1/10/2012
1102012
1112012
11172012
1112012
11272012
11372012
1142012
115/2012
1/16/2012
11772012
1/18/2012
1182012
1/18/2012
11972012
1/18/2012
17202012
172172012
172172012
172172012
1/21/2012
172172012
1/21/2012
172212012
1/23/2012
172472012
1/25/2012
1/26/2012
1/26/2012

Applying the Top/Bottom Rules

C
Deanng
Grant
Grant
Seth
Deanne
Deanne
Oleta
Seth
Deanne
Grant
Grant
Deanng
Oleta
Seth
Deanne
Seth
Deanne
Deanne
Grant
Oleta
Grant
Oleta
Oleta
Seth
Seth
Seth
Deanne
Seth
Deanne
Deanne
Deanne
Oleta

M 4 » ¥ | January Data ~¥J

D
MeGuire
Ingersall
Ingersaoll
Prescott
McGuire
McGuire
Fairbanks
Prescott
McGuire
Ingersall
Ingersall
McGuire
Fairbanks
Prescott
McGuire
Prescott
McGuire
McGuire
Ingersall
Fairbanks
Ingersall
Fairbanks
Fairbanks
Prescott
Prescott
Prescott
McGuire
Prescott
McGuire
McGuire
McGuire
Fairbanks

E F G

Puort-a-Spa Finance Promaotion

Port-a-Spa Finance Promotion

The Original Hot Tub Paid in Full Promotion
Top 10 Items l ? || rd

Format cells that rank in the TOP:

3 = with | Light Red Fill with Dark Red Text E

= 40O 3 3

QK |[ Cancel ] n

Port-a-3pa
Serenity Spas
Port-a-Spa
Port-a-Spa

The Original Hot Tub
Port-a-Spa
Port-a-Spa
Port-a-Spa

Serenity Spas

The Original Hot Tub
Port-a-Spa

The Original Hot Tub
Serenity Spas
Port-a-Spa

The Original Hot Tub
Serenity Spas
Serenity Spas
Port-a-Spa

The Original Hot Tub
The Original Hot Tub
Port-a-Spa

aidin
Paid in Full
Finance
Finance
Finance
Paid in Full
Paid in Full
Paid in Full
Finance
Finance
Finance
Finance
Finance
Paid in Full
Paid in Full
Paid in Full
Finance
Finance
Finance
Paid in Full
Paid in Full

andard
Standard
Standard
Standard
Standard
Promotion
Standard
Standard
Promotion
Standard
Promotion
Standard
Standard
Standard
Standard
Standard
Standard
Promotion
Promotion
Promotion
Promotion

€1 €67 67 67 €A €7 €7 €A 67 6A €A €A €A BN €A €A €A €A ER BA €A €A 6R 6A 6A €0 €0 6A B 6 EA e

7.400
22,000
3.240
7.690
6,000
7.500
7.500
4,650
6,700
6.540
4,800
7.200
32,000
12,000
3.200
12,350
18,000
4,500
12,500
7.500
3.450
8.000
17,500
5,600
18,500
5,400
6,540
5,600
6,000
12,500
22,500
25,000

R R = = R S R e BE = s RR = R = = = = = R R = = R A R R = AR = R = R = R = = = B = s = B = R = B = BE = B =]

1.850
5.500
3.240
7.6490
1.500
1,875
7.500
4,650
1.675
1.635
4,300
7.200
32,000
3.000
800
3.088
18.000
4,500
12.500
1,875
363
2,000
4,374
1.400
18.500
5.400
6.540
1,400
1.500
3124
22,500
25,000

5.550
16,500

4,500
5,625

5,025
4,905

8.000
2,400
9.263

5,625
2,588
6.000
13.125
4,200

4,200
4,500
9,375

K
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Displaying Data Bars, Color Scales, and Icon Sets

B E D E F G H | J K &
Sales Rep Sales Rep Down
5 Date First Name Last Name Manufacturer Payment Type  Transaction Amount Payment Owed |
6 1/1/2012 Deanne McGuire The Original Hot Tub Finance Promotion B 45000 § 3,750 A% 11,250
7 11172012 Grant Ingersoll The Original Hot Tub Finance Promotion B 12000 § 3,000 A% 9,000
8 1/2/2012  Deanne McGuire Port-a-Spa Finance Promotion E 3200 NG o 5 2430
9 1/2/2012 Oleta Fairbanks Port-a-Spa Finance Promaotion B 4080 % 1020 <& 5 3.060
10 1/2/2012 Seth Prescott Serenity Spas Finance Promation 5432 1§ 1358 ¢ 5% 4074
11 11372012 Deanne McGuire Port-a-Spa Finance Standard El 6730 § 1695 ¢ % 5,085
12 11372012 Oleta Fairbanks The Original Hot Tub Finance Standard 5432 | % 1358 &5 4,074 =
13 10372012 Deanne McGuire Serenity Spas Paid in Full Standard El 6780 § 6,780 & 5 -
14 17312012 Deanne e Guire The Original Hot Tub Paid in Full Standard B2 000 5 27.000 5 -
15 1/4/2012 Grant Ingersall Port-a-Spa Finance Standard B 10000 § 2500 A% 7,500
16 1/4/2012 Oleta Fairbanks Port-a-Spa Finance Standard B 10,000 § 2500 ~ % 7,500
17 1/4/2012 Deanne McGuire Port-a-Spa Paid in Full Standard E 4550 & 4550 &% -
18 1/4/2012 Deanne McGuire Serenity Spas Paid in Full Promation Bl 5490 % 8490 ¢ % | )
19 1/4/2012 Deanne McGuire The Original Hot Tub Paid in Full Standard 5432 § E432 ¢ %
E 1/4/2012 Grant Ingersoll Serenity Spas Paid in Full Promaotion Bl 7450 § 7450 &%
21 1/4/2012 Oleta Fairbanks The Original Hot Tub Paid in Full Standard 5432 & 5432 ¢ %
22 11472012 Seth Prescott Serenity Spas Paid in Full Promotion El 6730 § 6,780 & % -
23 11572012 Deanne McGuire Port-a-Spa Finance Standard Bl 7450 % 1,863 © 5 5588
24 1/5/2012 Deanne MecGuire Port-a-Spa FPaid in Full Standard Bl 5560 5 8.560 ¢ 3 -
25 1/6/2012 Deanne e Guire Port-a-Spa Finance Promotion BERNPER00 5 6625 @5 19.875
26 1/6/2012 Oleta Fairbanks Port-a-Spa Finance Standard B 5,000 [ 1250 ¢ 5 3,750
27 1/6/2012 Seth Prescott Serenity Spas Finance Promotion El 550 § 2140 ¢ % 6420
28 17772012 Seth Prescott Port-a-Spa Finance Promotion [ ] 5000 1'% 1,250 (¢ 5 3,750
29 17772012 Grant Ingersoll Serenity Spas Paid in Full Standard 5400 % 5400 & % -
30 1/8/2012  Oleta Fairbanks Serenity Spas Finance Standard B 3240 OGN o 5 2430
Kl 1/9/2012 Deanne McGuire Port-a-Spa Finance Promation Bl 7400 % 1,850 ¢ % 5550
32 1/9/2012 Grant Ingersoll Port-a-Spa Finance Promotion BERZ2D00 5 5500 @5 16.500
33 1/9/2012 Grant Ingersoll The Original Hot Tub Paid in Full Promotion 18 3.240 & 3240 © % -
34 1/10/2012 Seth Prescott The Original Hot Tub Paid in Full Standard Bl 7690 % 7690 ¢ % -
35 1/10/2012 Deanne MecGuire Serenity Spas Finance Promaotion 6,000 & 1500 ¢ 3% 4,500 -
4 4 ¢ ¥ | January Data %2 K | I | [
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« The New Formatting Rule dialog box is used to create a

COMP1000

Creating a New Rule

customized rule

-
Mew Formatting Rule

L2 i |

Select a Rule Type:

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unigue or duplicate values

» Lize a formula to determine which cells to format

| » Format all cells based on their values |

Edit the Rule Description:

Format Style: | 2-Colar Scale
Minirmum

Type: |LowestValue El

Value: |(Lowest wvalue)

Color: | ~ |

Format all cells based on their values:

[=]

Maximum
Highest Value

(Highest walue)

[=]

[~

——

QI

| |

Cancel ]
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Sorting and Filtering Using Conditional
Formatting

 Itis possible to apply sorting and filtering commands to data
using a conditional filter

— Use the Sort by Color option to group highlighted records
— Sort the field in ascending order to arrange data bars

— Use the Filter by Color option to display only highlighted
records
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Printing Large Datasets

« The Page Layout tab offers options to help print large datasets:
— Page Breaks (Page Layout tab / Page Setup group / Breaks)
— Print Area (Page Layout tab / Page Setup group / Print Area)
— Page Titles (Page Layout tab / Page Setup group / Print Titles)

2
fde Ins o =r

Home lreert Fage Layon Formulss sats Hevew
Aa By cotors - [ N |—“ [ = | 2;'.1 o WIdth Automatic ~  Gridime:  Headings Ty Orng Forward = |& Align ~
- E Fonils — — ] o I = R :'] Heighl: Automabic = [ Vew | View Ly Sendd Backwaanil = : f‘:
Theme: Margire Onentstion Sce Free Ureaks Uackgrounc  Frnt = & = 2
- O EMect - - - Areav = Nties | <) Scate: 0% - [ Foee | Frint | %, Selection Fane

enest Opbons . Arrann
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* A page break
Indicates where data
will startonanew |
printed page %z

« To set a manual
page break, click
the new f
page; click Page
Layout tab / Breaks / |
Insert Page Break. !

COMP1000

Manual Page Breaks

|

d

=

pa Experts - Microsoft Excel
E Home Insert Page Layout Formulas Data

L Page Break Preview

15 Custom Views

Normal Page
Layout (= Full Sareen
Workbook Vi
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2012-005 e Sath
1 |2012-006 a2m2 Deanni
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14 |2012-008 #5202 Deanns
5 |20f2-010 Haizoe nant
2012-01t a0tz | ke
2012012 420tz | Dot
2012015 ai2oe Deanni
13 |2012-014 2012 Deanne
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21 [a0t2.016 42002 Ol
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2012-020 o201 Deanne
2012021 #2002 Olata
2012022 #hi202 Sath
2012023 itaoz Feth
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31 |a012-08 302012 Deanns
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2012023 HO2M2 Sath
2012-030 Motz Deanne
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b M| January Data /%]
Ready |

Review Add-Ins
) 5 Mew Window [ Split
/| Formula Bar 1 1“ [ ‘ = =5
e = Amange Al Hide
V] Gridlines [¥] Headings Zoom  100% Zoomto
Selection JﬂFree:e Panes ~
Show Zoom Vindow
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e Guire: Fort-a-3pa Finance Fromation 3 3240 &0 § 2430
Fuitbankz  Port-ardo Finance Promation § 4050 8 1020 & 3060
Preceott  Serenity Spas Finance Promation $O5432 1 135§ 40M
e Guire: Port-a-3pa Finance Standard 3 680§ 1635 § 5085
Fairbanks The Original Hot Tub Finance $randard 4 5432 f 1383 f 400
MeGuirs  Serenity Spas Paid in Full Standard $ BIE0 § BT § -
McGuirs  The Original Hot Tub Paid in Full Standard $21000 § 20000 § -
Ingersoll Fort-a-3pa Finance Standard 3 10000 f§ 2500 § 7500
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Wirs | Portardpa Paid in Full Standied Sl | om0 f -
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Inqersall Serenity Spas Paid in Full Standard 4 5400 § 5400 -
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Setting a Print Area

« A page area defines the range of data to print.

« Select area you want to print; Page Layout tab / Page Setup
group / Print Area / Set Print Area.

Home Insert Page Layout Formulas Data Review

oo

B colors - I:I @ I'—' @ R T % = : Gridlines  Headings Ly Bring Forward - |= Align ~
= i = . -
[a]Fonts ~ = 4] Height: Automatic - WView Wiew Oy send Backward ~ I[g] =

fhemes [©] Effects - Margins Onentation Sz :,.:r;t. Brezks Background ﬁ;',:E ] scale: 1009 = | [ print [ Print | Sy Selection Pane Sk Rotate
Themes Pad| (25 set Print Area = Scale to Fit = Sheet Options = Arrange
K25 - F | Clear Print &rea =
B i C Add to Print Area F L& H I J PR —
; The Spa Experts
2 Monthly Transactions
3 nt Requirement: 25%
4
Sales Rep Sales Rep Drowwn 3
5 Date First Name Last Name Manufacturer Payment Type Transaction Amount Payment Owed
5] 11/2012 Deanne McGuire The Original Hot Tub Finance Promotion 5 15,000 % 3.750 1 % 11.250
7 15152012 Grant Ingersoll The Original Hot Tub Finance Fromotion 5 12,000 % 3,000 1 % 9,000
8 1/2/2012 Deanne McGuire Port-a-Spa Finance Promotion 5 3,240 % 810 1 % 2,430
= 1/2/2012 Oleta Fairbanks Port-a-Spa Finance Promotion 5 4080 % 1,020 1 % 3.060
10 1r25/2012 Seth Prescott Serenity Spas Finance Promaotion 5 5432 % 1,358 | & 4,074 LI
11 1/3/2012 Deanne McGuire Port-a-Spa Finance Standard 5 6,780 % 1.695 | % 5.085
12 1£3F2012 Dleta Fairbanks The Original Hot Tub Finance Standard 5 5,432 3 1,358 | 5 4,074
13 1,3/2012 Deanne McGuire Serenity Spas Paid in Full Standard % 6,780 % 6,780 | % -
14 1£352012 Deanne McGuire The Original Hot Tub Paid in Full Standard 5 27,000 % 27,000 | % -
15 1/4/2012 Grant Ingersoll FPort-a-Spa Finance Standard 5 10,000 & 25001 % 7.500
16 142012 Dleta Fairbanks Port-a-Spa Finance Standard 5 10,000 % 25001 % 7,500
17 1452012 Deanne MecGuire Port-a-Spa Paid in Full Standard 5 4 550 % 45501 5% -
15 1/4/2012 Deanne McGuire Serenity Spas Faid in Full Promotion 5 5,490 % 5,490 % -
19 1452012 Deanne McGuire The Original Hot Tub Paid in Full Standard 5 5,432 3 5432 % -
20 1/4/2012 Grant Ingersoll Serenity Spas Paid in Full Promotion 3 7.450 % 7.450 % -
21 15452012 Dleta Fairbanks The Original Hot Tub Paid in Full Standard 5 5,432 % 5432 % -
22 1/4/2012 Seth Prescott Serenity Spas Paid in Full Promotion 5 6,780 % 6,780 % -
23 14552012 Deanne McGuire Port-a-Spa Finance Standard 5 7450 % 1,863 % 5,588
24 1/5/2012 Deanne McGuire Port-a-Spa Paid in Full Standard 5 8,560 % 8,560 % -
25 162012 Deanne McGuire Port-a-Spa Finance Fromotion 5 26,500 % 65,625 % 19.875 I
26 1/6/2012 Oleta Fairbanks Port-a-Spa Finance Standard 5 5000 % 1.250 % 3.750
27 1642012 Seth Prescott Serenity Spas Finance Promotion 5 8,560 % 2140 % 6.420
28 VTI2012 Seth Prescott Port-a-Spa Finance Promaotion 5 5,000 3 1,250 3 3.750 i
200 ASTIINAD Mrant lmowore all S oaronitie Tooe Craid im Faall St andard Lo E_ANn L E_Ann L
M 4 ¢ » | January Data =] [« | il | » 1
Ready | ||E| Ml 1o00%e (—) )
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Print Titles

e Print titles indicate

some rows or columns ~ [Fees=

. | Page | Margins | HeaderFooter | Sheet |
that will repeat at the :
top or side of each

[

Print

printed page.
 Page Layout tab / Page

Draft guality

SEtu p d | al Og ue bOX Row and column headings

Page order

olumns to repeat at left: | 5A:48

Comments: (Mone)

Cell errors as: | displayed

launcher (arrow) / © Do, en v

Sheet tab / Page Order Over, then down

el

Gl

[

section.

Print... | |PrintPreuieg | | Options... |

» Demonstration...

|

QK

]| Cancel |
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Summary

 In this chapter, you have learned to manage large datasets by
freezing rows and columns and controlling print options.

 You understand table design and can create and format a table.
* You can sort and filter data in a table.

 You can use structured references in formulas and apply
statistical functions in a total row.

* You can apply conditional formatting to add emphasis to
records.
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COMP1000 Spreadsheets, Databases, Web

Data Analysis using Excel (Notincluded in exams!)
» Data Analysis

» Histogram

» Descriptive Statistics

» Correlation

» Fitting Equations to Data
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Data Analysis

 Data analysis techniques allow professionals like engineers,
social scientists and economists to extract meaningful
Information from a (typically) vast amount of data.

» Excel is widely available, and provides useful
functions/features for data analysis.

« Some of these functions/features include:
« Histogram
 Descriptive Statistics
» Correlation
» Regression Analysis
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Analysis Toolpak in Excel

« Analysis Toolpak is an add-in package for Excel. You need to activate it
using Excel Options/Add-Ins (viathe File menu in Excel 2010,
or the Office button in 2007).

« Make sure that both the Analysis ToolPak and Solver Add-in arein
the “Active Application” list, otherwise click Manage Add-ins.

» For more info see “Enable or disable add-ins” in “Excel Help”.

« The Analysis Toolpak provides tools to help users to quickly and easily
carry out reasonably complex data analysis tasks.

It provides support for many popular statistical and engineering data
analysis tasks.

« Note: Excel's statistics algorithms are not sufficiently robust for use by professional
statisticians (but they're OK for normal purposes)
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frequency of that bin.
on Mark Exam lotal Fmal  HKank statistics (Simple)
g2 38 600 GO K
85 B3 840 B4 5 Average 65.45
63 89 76.0 76 17 Max 89.5
B3 M 500 5O 40 Min 40
67 89 780 78 13 Count 43
By 27 400 40 43
66 36 10 A1 38
74 36 E50 E5 36
B3 T8 655 BB 26
g8 N E8.0 k8 33
76 Th 755 76 18
98 34 66.0 GR 24 FL
92 51 7185 72 21 PS5
60 61 605 61 30 CR
ET 60 T 32 DN
76 79 7f&s 78 14 HD
81 32 F6AH BT 34
17 10 7 22
86 46 66.0 66 24 Bin Frequency  Cumulative %
g2 H4 68.0 68 23 0 0 0.00%
63 61 620 B2 28 49 2 4 65%
92 B3 775 78 15 G4 14 37.21%
77 98 B7.5 B8 3 T4 9 £8.14%
49 42 455 46 42 84 14 90.70%
72 8k 7865 79 il 100 4 100.00%
79 82 805 81 7 More 0 100.00%
RO A1 FNA A1 39
COMP1000 © Pearson Education 2011 or UNSW, CRICOS Provider No: 00098G

Histogram

A histogram is a graphical representation of a frequency distribution.

A process of creating a histogram requires a user to provide “bin” values. Data
values are aggregated/separated into classes based on these bin values. In a
histogram, each bar represents one bin, and the height of the bar represents the

Frequency

16 4
14 4
12 4
10 4

[ T T Y [= I - -]
I I 1 1 I

I Frequency
=l Cumulative %

FL P5

Histogram

CR

r 100%
- 90%
- BO%
- F0%
- B60%
- 50%
- 40%
- 30%
- 20%
- 10%
- 0%

DN HD
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Assignments Session Mark Exam

12 82 38
25 85 83
19 63 89
11 g9 1
6 67 B89
12 B8 2T
10 66 36
13 74 36
12 b3 T8
10 85 3
12 76 75
19 98 34
17 92 1
17 60 &1
10 57 60
6 /B 75
15 81 32
12 M mn
17 86 46

7 g2 b4
17 63 61
17 92 B3
14 7 98

5 43 42

9 72 85
17 7 82
17 60 4

8 g6 38

9 83 &1
15 1 N
10 83 73

COMP1000

Total
60.0
84.0
76.0
50.0
78.0
40.0
51.0
55.0
655
58.0
755
66.0
7.5
60.5
58.5
775
56.5
7.0
66.0
658.0
62.0
7ra
875
455
785
80.5
50.5
62.0
82.0
56.0
78.0

Descriptive Statistics

Final
60
a4
76
50
Ta
40
51
55
66
58
76
66
72
61
59
78
57
71
66
64
62
78
a8
46
79
a1
51
62
82
56
78

Rank
3l
g
17
40
13
43
338
36
26
33
18
24
21
30
32
15
34
22
24
23
28
15
3
42
11
T
34
28
6
35
13

Session Mark

Exam

Mean
Standard Error
Median

Mode

Standard Dewiation
Sample Variance

Kurtosis
Skewness
Range
Minimum
Maximum
Sum
Count

7511627907 Mean
1.757505437 Standard Error

77 Median

85 Mode
11.62473386 Standard Dewiation
132.8194906 Sample Vanance
-0.637920377 Kurtosis
-0.402629721 Skewness

49 Range

49 Minirnurm

98 Maximum

3230 Sum
43 Count

61.93023256 Mean
3.658663674 Standard Error

61 Median

78 Mode
23.99146212 Standard Deviation
5755902547 Sample Variance
-1.166462393 Kurtosis
-0.167553479 Skewness

88 Range

11 Minirmum

99 Maximum

2663 Sum
43 Count

66.45348837
1.981490621
T

78
12.99350293
168.8311185
-0.925498502
-0.277651939
495

40

89.5

29435

43
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Correlation

« Correlation is a statistical measure referring to the strength of
linear relationship between two or more variables

[t can vary from —1 (perfect negative correlation) through 0 (no
correlation) to +1 (perfect positive correlation)

« Excel provides a tool called “Correlation” that can calculate
correlations between two or more variables.

 Alternatively, a user can plot a chart for two or more variables
and try to visually identify possible correlations between
variables.
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Fitting Equations to Data

« The method of least squares tries to fit a curve (including a straight line) through an
aggregate of data. It tries to find a simple relationship among variables and express
the relationship as an equation.

» The “best-fit” curve is the one that minimises the sum of the squares of the residuals
(differences between data and the predicted value).

« Two approaches in Excel:
— Using “Trendlines” on charts (preferred for casual use)

— Using the “Regression” tool (gives more stats)

« |f we do not need a lot of information about the regression, we can use Trendlines
on charts. They provide the basic equation and R? value, and show the regression
line superimposed on the data values.

- The R? value (varies from 0 to 1) indicates how well the model fits the data. R2 = 1
indicates that the regression line (curve) is a perfect fit to the data.

« See Topic 4 in the textbook.
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Fitting Equations to Data

c D E
1 |Algae Growth Rate
2 Day Population (mllllons}

H I J

Format Trendline

]
Line Color

Linge Style

Shadow

Trendline Options
r~ Trend/Regression Type

{* Exponential <
' Linear

J Logarithmic

J " Polynomial m
J o Power

A " Moving Average m

r Trendline Name
& Automatic : Expon. (Population {millions))
0 Custom: I—

r Forecast
Forward: IUL’I— periods
Backward: IUU— periods

[T Setintercept = ||:|.0

———>| ¥ Display Equation on chart
——9 ¥ Display R-squared value on chart

3 1 1.00
4 2 112 Population (millions)
5 3 192 40 -
6 4 265 35 - Population (millions)
7 hH 412 - - = - Expon. (Population {millions))
: 30 -
8 0 041 25 1 Equation
9 7 8.66 ~ !
10 8 14 36 i20 y =0.5571g04067%
11 9 2334 |15 - R?=0.9949 endl
12 10 3422 |10 - rendiine
13 R2 value
14 T T T T 1
15
16 0 2 6 8 10 12
17
18
19
20
21
22
23
24
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