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Preface

Microsoft Excel is the world's most used business intelligence tool. Its
knowledge is even compulsory for an MBA degree and the business
world depends greatly on it.

This book is aimed at making you very good in Microsoft Excel for
business data analysis, teaching you with companion videos and
practice files that can be accessed at www.urbizedge.com/about
(bottom of the page). It's intended for Sales Managers, Financial
Analysts, Business Analysts, Data Analysts, MIS Analysts, HR
Executives and frequent Excel users.

It is written by Michael Olafusi a three time Microsoft Excel MVP
(most valuable professional) and a full-time Microsoft Excel
consultant. He is the founder of UrBizEdge, a business data analysis
and Microsoft Excel consulting firm. He has trained hundreds of
business professionals on Microsoft Excel and has used the experience
gained from interacting with them both during such trainings and
while consulting for companies to write this excellent guide for the
busy professional who needs the improved work productivity
Microsoft Excel provides.

This book is constantly being updated to cover the new features in
new versions of Excel and if you purchase the kindle version you can
always re-download the updated copy. Just check the book listing
page (http://www.amazon.com/gp/product/B01255TQ84) for
updates and re-download if a newer version has been published. All
at no cost to you. It is the best way to give you value for your money
without forcing you to buy different editions of the same book. If you
feel any part of this book can be better improved or expanded,
please send an email to mike@urbizedge.com
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Microsoft Excel: It’s more powerful
and easier to use than you think!
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We’ve got Home menu, Insert menu, Page Layout menu, Formulas
menu, Data menu, Review menu and View menu. Each of these
menus will be discussed in practical terms.

The other menus — Developer menu, Load Test Menu and Power
Query menu — are not displayed by default. | enabled them as | do a
lot of programming and other advanced stuff in Excel which | need
them for.

Home Menu

The home menu is Excel’s most used menu. It has very
straightforward sub-menus.
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Clipboard: Allows you to copy, cut and paste in Excel

Font: Allows you to set font size, color, background color (fill) & turn
on bold or italics or underline.

Alignment: Allows you to set the position of whatever you’ve typed
(or copied) into Excel. It also allows you to set how it’s written:
horizontal, vertical or slanting.

Number: Allows you to set how a number is shown in Excel: regular
number, currency, scientific, percentage, fraction...

Styles: Allows you to set the format of an Excel cell based on the
data it holds (conditional formatting). It also allows you to convert a
selection of cells to table, and to set quick formats for a cell.

Cells: Allows you to insert new cells, delete cells and change cell
format.

Editing: It houses the very useful Sort and filter tools. And also Find
& Select, Find & Replace. There’s also AutoSum which helps you sum
all numbers in a selection.

Insert Menu

The Insert menu houses some of Excel’s best tools.
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Tables: Allows you to insert PivotTable, PivotChart and Table.
Inserting a table in Excel allows for quick formatting, and better
formulas (via named ranges). PivotTable and PivotChart will be
discussed later.

Illustrations: Allows you to insert images and shapes.

Charts: Allows you to insert charts, which will be specially discussed
later.

Tours: Houses Map which takes you straight to Power Map. Power
Map is part of Microsoft’s new Power BI. It enables you make geo-
maps and create amazing data visualization tours.



Reports: Lets you access Power View, another Power Bl tool. Power
View allows to create a data model, loading up many different
databases and creating analysis that cuts across all the databases,
allowing you to see insights that are beyond a single database.
Sparklines: Allows you to insert charts that fit into one Excel cell.
They make some reports beautiful and easy to read.

Filter: Allows you to filter out field values you are not interested in.
Links: Allows you point a cell content to a website or an email
address.

Text: Allows you to insert texts and objects (pretty much anything,
including a PDF document)

Symbols: Allows you to type out equations and special symbols.

Page Layout Menu

The Page Layout menu does just that: setting up your Excel
document’s page look and for printing.
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Themes: It’s not often used; it sets the look of the Excel window
itself.

Page Setup: It allows you to set how the page comes out when
printed. Most used are the Orientation (to set as Portrait or
Landscape) and Print Area (to select on the cells you want to print).
Scale to Fit: It allows you to set how much is printed per page. Most
frequent use is to force Excel to print on one page, or fit all the
fields (columns) on one page width.

Sheet Options: You wouldn’t want to change the default. It allows
you set whether Excel gridlines be printed or not, and headings too.
Default is no/off (unticked).

Arrange: It lets you rearrange overlapping objects (shapes, images,
textboxes...). Or align them.

Formulas Menu

The Formulas menu gives you access to Excel’s built-in formulas.




Function Library: It has the formulas grouped by category. Once you
have an idea of what you want done, it helps you locate the formula
to use. It’s good to look through it once in a while to have an idea of
the out-of-the-box analysis Excel can do.

Defined Names: Lets you name a cell or selection of cells. Can be
very useful when analyzing a big database or building a model.
Formula Auditing: Allows you to check for errors in your formulas,
trace formula cells and see how your final result is being calculated.
Calculation: Allows you to set when the formulas in your Excel sheet
are calculated: automatic (whenever a cell value changes) or manual
(at first entry and when you force them to be recalculated).

Data Menu

The Data menu allows you to work with external data and do basic
data formatting.
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Get External Data: It allows you to import or link to an external data
file (non-Excel file). You’ll use it whenever you have a data in text
file and need it worked on in Excel.

Connections: Allows you to make changes to the connections/links to
an external data file. Or force a refresh of the connections to capture
changes made in the external data file since last connection.

Sort & Filter: Allows you to sort data and do some filtering too. Filter
allows you to specify values to display.

Data Tools: Allows you do very basic data analysis. Especially
removing duplicate entries, and splitting one field into several (text-
to-columns). Example is splitting full name into first name and last
name.

Outline: Allows you to group (and hide) several rows. Useful for large
data reports with few categories; helps to group categories.

Analysis: This is only visible after you enable Data Analysis add-in or
Solver add-in. It allows you access a large collection of statistical
analysis tools and modeling.



Review Menu

The Review menu is for spell checks, commenting and setting access
restrictions.
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Proofing: Allows you to carry out spell checks and word meaning
checks.

Language: Allows you to translate the Excel file content from one
language to another.

Comments: Allows you to include comments in an Excel sheet, view
all comments at once or delete comments.

Changes: Allows you to set access restrictions and track changes to
the Excel file. Also allows you to share the file.

View Menu

The View menu allows you to change the window layout of the Excel
document. It doesn’t change anything in the actual document, just
the way it’s displayed.
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Workbook views: Allows you to set how the workbook (Excel file) is
displayed.

Show: Controls what non-printing details are shown: Gridlines,
Headings, Formula bar and Ruler. The one you’ll be interested most
in is Gridlines. If you want your Excel sheet to look more like a Word
file, untick the Gridlines. That’s what’s done to every Excel sheet
you see that has no Gridlines.

Zoom: Does what it says: sets zoom.

Window: Allows you to freeze headers so when you scroll they will
never be out of view. And also allows you to split the Excel sheet
display, so you can compare two different parts of the sheet.




Macros: Allows you to see the macros programmed in the Excel file
(if there’s any macro in it). Shows only when the developer menu is
enabled.
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How Excel Handles What You Type

In Excel, you type into small rectangular boxes called cells. | would
be referring to everything you type or copy into Excel cells as Data.

Every cell has an address, because each cell is an intersection of a
row and a column. The cell selected in the image below, is addressed
as cell A1. It is the intersection of column A and row 1. A collection
of millions of these cells make an Excel sheet. And an Excel file (also
referred to as Excel workbook) is a collection of one or more Excel
sheets.

@a e e
"

Sometimes, what you type into a cell takes more space than the cell
has. Don’t worry, just expand the column width by dragging the right
border of the column header.

Like this:
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Different Data Types in Excel

Excel recognizes 4 different data types: Text, Number, Boolean &
Formula. Anything you type into Excel will fall under one of these.

Text: Whenever you type alphabets, or a mix of alphabets and
numbers into Excel (without proceeding with =), everything is
recognized as text. By default, Excel aligns text to the left of the
cell.
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Number: If all you type into a cell are digits, they are recognized as
Number by Excel. By default, Excel aligns number to the right.

Zd - -5 =

File Home Insert Page Layout Formulas Data Review
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123456

1
2
3
: Number 1s aligned to the right

Boolean: FALSE and TRUE are Boolean entries. You’ll hardly use
them. They are used for setting up complex formulas. By default,
whenever you type false or true in a cell, Excel will put it in upper
case and align it to the center.
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Formula: Once you begin a cell entry with =, Excel treats everything
you type after as a formula.
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Whenever you begin a cell entry with =
Excel treats it as a formula. You can do
mathematical calculations and other
computations right after the =
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As a recap, see the image below.
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The practical importance of this is that if you receive a sales report
in Excel and the numbers are aligned to left instead of right you
should be concerned. There are three reasons this can happen and
two of those reasons will cause some of your mathematical formulas
to not work correctly. You wouldn’t want to do an incorrect analysis,
so it’s best to check why the numbers are aligned to the left and not
to the right as expected.

1. It could be that the author forced the numbers to align to the
left. To find out if that’s the reason, check the alighment under
Home menu.
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m Home Insert Page Layout Formulas Data Review View Develope
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2. It could be that the author forced the number to be treated
as text by setting the cell format to text
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Home Insert Page Layout Formulas Data Review View Developer
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3
4
3. It could be that the author preceded the number with a

single apostrophe (’) before typing the number. This is a trick savvy
users use to force Excel to keep the zeros at the beginning of your
phone number or bank account number. Unfortunately, it forces
Excel to treat the cell entry as a text and align it to the left.
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Out of these three ways of making a number show as aligned to the
left, only the first one leaves the number intact. The other ways
transform the number to text and will give you issues when you
include them in calculations that normally would work on numbers.

Now you have an idea of how useful an understanding of the default
ways Excel treat the different data types can be in your day to day
use of Excel.
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Data Consistency, starting with the end in
view

Excel is different from every other Microsoft Office program you use.
Most of the documents, reports and analysis you do with Excel will be
used some day in the future for another report or analysis.

To become an expert in Excel, you have to always work with the end
in mind. You have to create your Excel documents in such a way that
you can easily use them for some bigger reports in the future. And
there are some general rules I'll recommend you work with to achieve
this.

1. Always use a compact table structure for entering you core data in
Excel. This means using the minimum number of rows and minimum
number of columns. Example of a compact table and non-compact
table is shown below:

3 7 columns MWRevenuefrom Clients

4 aents Jan-14 Feb-14 Mar-14 Apr-14 May-14 Jun-h
3 Mobil 84,129,000 #3,695,000 #2,770,000| #4,520,000| #2,223,000 3,929,000
& |Nestle 81,688,000 #3,300,000| #4,880,000| $3,730,000] 2,046,000 % 2,326,000
}.INBC # 3,701,000 #4,361,000 #4,254,000 # 4,550,000 # 4,834,000 # 3,116,000
'EIFJ:p Nigeria 82,587,000 #4,198,000| #2,146,000] #1,062,000( #2,341,000 #4,713,000
,3 ! Insight Nigeria 842,408,000 #4,755,000] #1,300,000] #4,426,000] 83,521,000 #3,171,000
:Cl Radisson Blu # 2,485,000 # 2,025,000 # 1,603,000 # 3,089,000 # 2,841,000 # 3,156,000
w4/ Guinness 82,703,000 #1,888,000 #1,360,000 #1,664,000 #1,097,000 4,920,000
128 Chevron 83,516,000 #42,988,000) #4,788,000] 2425000 4,689,000 #4,080,000
13f Etisalat # 4,475,000 # 3,455,000 # 2,701,000 # 2,058,000 # 3,562,000 # 3,096,000
14IDanthe 81,457,000 #3,241,000] #4,441,000 #1,544,000| #3,749,000] # 3,544,000
15/ Dana Group 842,984,000 #41,882,000| #42,808,000| #4,618,000] #2,372,0000 #3,723,000
1 ElLaFargE # 2,111,000 #% 3,293,000 # 1,427,000 #% 3,953,000 # 1,616,000 # 2,885,000
‘T'INB 83,396,000 #4,148,000] #4,569,000| #3,893,000| #3,87L,000 3,045,000
12 MTN 84,410,000 $#2,391,000] #4,180,000] $3,788,000] 2,660,000 4,262,000
18 Monacom # 4,190,000 # 2,228,000 #4,015,000 # 2,756,000 # 3,123,000 # 1,464,000
200 ARM 84,536,000| #1,412,000] 24,313,000 #1,130,000| # 3,700,000 3,196,000
2NC &I 81,655,000 #43,942,000] 4,727,000 #2,763,000] 3,987,000 #2,621,000
Z*IOtal #52,431,000) #53,210,000] #56,972,000] #51,965,000( #52,241,0000 #& 57,247,000

kL]

Same table but not compact, shown below.
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Monthly Revenue from Clients

eb-

Mobil #4,129,000 3,695,000
2] Nestle 21,688,000 3,300,000
3] NBC #3,701,000 4,361,000
E Exp Nigeria #2,587,000 4,198,000
Insight Nigeria #2408,000 4,759,000
é Radisson Blu # 2,485,000 # 2,025,000
éi
39| Guinness #2,703,000 1,888,000
0] Chevron #3,516,000 % 2,988,000
41| Etisalat 4,475,000 3,459,000
417 Dangote #1,457,000 3,241,000
43‘ Dana Group # 2,984,000 # 1,882,000
14 LaFarge #2,111,000 3,293,000
5] NB #3,396,000 4,148,000
15 MTN 4,410,000 2,391,000
47/ Monacom #4,190,000 2,228,000
18] ARM #4,536,000 1,412,000
19 &l #1,655000 3,342,000
s Total " 52,431,000 53,210,000

8 Columns

Mar-14 Apr-14
# 2,770,000 #4,520,000
4,880,000 % 3,730,000
#4,254,000 # 4,550,000
2,146,000 % 1,062,000
# 1,300,000 #4,426,000
1,603,000 % 3,089,000
# 1,360,000 # 1,664,000
4,788,000 % 2,425,000
# 2,701,000 # 2,058,000
#4,441,000 1,544,000
# 2,898,000 #4,618,000
1,427,000 % 3,953,000
# 4,569,000 # 3,893,000
4,180,000 % 3,788,000
#4,615,000 # 2,756,000
4,313,000 1,130,000
#4,727,000 # 2,763,000

May-14 Jun-1:

#2,223,000 # 3,929,000
#2,046,000 # 2,326,000
#4,834,000 # 3,116,000
#2,341,000 4,713,000
#3,521,000 # 3,171,000
#2,841,000 ¥ 3,156,000

# 1,097,000 # 4,920,000
#4,689,000 ¥ 4,080,000
#3,562,000 # 3,096,000
#3,749,000 ¥ 3,544,000
§2,372,000 ® 3,723,000[
#1,616,000 ¥ 2,885,000
# 3,871,000 # 3,045,000
52,669,000 ¥ 4,262,000
#3,123,000 # 1,464,000
#3,700,000 ¥ 3,196,000
# 3,987,000 # 2,621,000

" %56,972,000" 51,969,000 ¥ 52,241,000 % 57,247,000

In the non-compact table example, you can delete rows 37 and 38

without deleting any data in the table.

2. Use descriptive names for your column headers and row headers.
Be as descriptive as possible in naming the fields in your table, make
it easy for anyone who will view your table to understand the
information it convenes.

Below is a table with field names that are descriptive enough for

anyone to unders

tand the information the table convenes.

A B C D E F G =
Monthly Revenue from Clients

2 |Clients Jan-14 Feb-14 Mar-14 Apr-14 May-14 Jun-14
3 |Mobil #4,129,000| # 3,695,000( % 2,770,000| #4,520,000| # 2,223,000 # 3,929,000
4 |Nestle #1,688,000| % 3,300,000 | % 4,880,000/ % 3,730,000| & 2,046,000 & 2,326,000
5 |NBC # 3,701,000| # 4,361,000 % 4,254,000| # 4,550,000| # 4,834,000| # 3,116,000
6 |Exp Nigeria # 2,587,000| #4,198,000| # 2,146,000| # 1,062,000| # 2,341,000| # 4,713,000
7 |Insight Nigeria | # 2,408,000| # 4,759,000 # 1,300,000 # 4,426,000| % 3,521,000| # 3,171,000
8 |Radisson Blu # 2,485,000| # 2,025,000 % 1,603,000| #= 3,089,000| # 2,841,000| # 3,156,000
9 |Guinness # 2,703,000| # 1,888,000 % 1,360,000| #= 1,664,000| # 1,097,000 % 4,920,000
10 | Chevron # 3,516,000| # 2,988,000 % 4,788,000| # 2,425,000| # 4,689,000| #& 4,080,000

1 | Etisalat #4,475,000| # 3,459,000| # 2,701,000| %= 2,058,000| #& 3,562,000/ # 3,096,000
12 |Dangote # 1,457,000| # 3,241,000 % 4,441,000| # 1,544,000| # 3,749,000| & 3,544,000
13 |Dana Group # 2,984,000| # 1,882,000 % 2,898,000| # 4,618,000| # 2,372,000 #& 3,723,000
14 LaFarge #2,111,000|# 3,293,000( % 1,427,000| # 3,953,000| # 1,616,000| #& 2,885,000
15 |NB # 3,396,000 # 4,148,000 % 4,569,000| # 3,893,000| # 3,871,000| # 3,045,000
16 |MTN #4,410,000| # 2,391,000| # 4,180,000| # 3,738,000| #& 2,669,000| # 4,262,000
17 |Monacom #4,190,000|# 2,228,000| % 4,615,000| #= 2,756,000| # 3,123,000 # 1,464,000
18 |/ARM #4,536,000|# 1,412,000(% 4,313,000| # 1,130,000| # 3,700,000| # 3,196,000
19 CEl # 1,655,000|# 3,942,000( % 4,727,000| # 2,763,000| # 3,987,000( % 2,621,000
20
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Below is a table that has headers that are not descriptive enough. It’s
hard to figure out the specific information in the table. Is it a table
of revenue or expense? Are the companies clients or suppliers? What
year do the months represent — January 2014 or January 2015?
Whomever you send this report to will call you back for a detailed
explanation of what you intended to report.

22 Some Data

23 |Companies January February |March April May June

24 | Mobil #4,125,000| #& 3,695,000| % 2,770,000) # 4,520,000| # 2,223,000 #& 3,923,000
25 |Nestle # 1,683,000| # 3,300,000 % 4,830,000) # 3,730,000) # 2,046,000| & 2,326,000
26 NBC #3,701,000| % 4,361,000| 2% 4,254,000| £ 4,550,000| # 4,834,000| % 3,116,000
27 |Exp Nigeria  |# 2,587,000| % 4,198,000| % 2,146,000| # 1,062,000| # 2,341,000 % 4,713,000
28 |Insight Nigeria | # 2,408,000| # 4,759,000| # 1,300,000| # 4,426,000| # 3,521,000 # 3,171,000
29 |Radisson Blu | # 2,485,000| # 2,025,000| % 1,603,000| # 3,089,000| # 2,841,000( # 3,156,000
30 |Guinness #7,703,000| % 1,888,000 | % 1,360,000| % 1,664,000| % 1,097,000| 2 4,920,000
31 | Chevron # 3,516,000(# 2,988,000|# 4,788,000| # 2,425,000| # 4,683,000| # 4,080,000
32 |Etisalat #4,475,000| # 3,459,000| % 2,701,000) # 2,058,000| # 3,562,000 & 3,096,000
33 |Dangote #1,457,000| # 3,241,000| % 4,441,000| # 1,544,000| # 3,749,000 # 3,544,000
34 |Dana Group | 2,984,000| % 1,882,000 % 2,898,000| # 4,618,000| # 2,372,000 % 3,723,000
35 LaFarge #2,111,000(# 3,293,000| % 1,427,000) # 3,953,000| # 1,616,000 #& 2,885,000
36 NB # 3,396,000| #4,148,000| % 4,569,000| # 3,893,000| # 3,871,000 & 3,045,000
37 |MTN 24,410,000 % 2,391,000 | % 4,180,000| % 3,738,000| % 2,663,000| 2 4,262,000
32 Monacom #4,120,000|# 2,228,000|# 4,615,000| # 2,756,000| # 3,123,000| # 1,404,000
32 ARM #4,536,000{#1,412,000|% 4,313,000| # 1,130,000) # 3,700,000 & 3,196,000
40 (CEI # 1,655,000| % 3,942,000|% 4,727,000| # 2,763,000| # 3,987,000| & 2,621,000
24

3. Name your Excel sheets

Don’t just go ahead with the default names — Sheet1, Sheet2, ... —
rename the sheets to reflect the contents of the sheet. This makes
your work better organized and future use more convenient.

Video 8 Line Chart Column Chart Bar Chart Pie Chart Combo Chart O]

To rename a sheet, right click on the sheet name (the default names
are Sheet1, Sheet2, ...) and select rename. And as you see above, you
can change the color from the default too.
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1
15
16 Insert...
17 |=_'>.; Delete
18
I Rename I
15
20 Mowve or Copy...
21 G View Code
22 E7  Protect Sheet...
23 Tab Color ¥
24 )
75 Hide
26
_27 | Select All Sheets
Sheett o)
14
15
16 Insert...
17
R Delete
18 . .
1g Eename
20 Move or Copy... Theme Colors
21 6] View Code H EEEETHEHNE
22 7 Protect Sheet... I
23
Tab Color 3
24
: s [ [T
25 -
26 Standard Colors
HE PEEEEN

27 Select All Sheets
| Renamedimess o) MoC
I, o I

4. Also use descriptive names when renaming the Excel sheets.
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5. Avoid putting too many tables in one Excel sheet. Best to keep just
related tables in the same sheet if you must put more than one table
in the sheet. It makes naming the sheet easy and straightforward.

6. Use same naming conventions and table structure across all similar
Excel files, especially weekly, monthly and yearly reports of the same

data.

7. Don’t use CAPS excessively. It makes your reports very
unprofessional.

21



Building Datasheets that can easily scale

Occasionally, you will have to work on a table whose data grows
continually. We can refer to such tables as datatables. All tables hold
data and can technically be referred to as a datatable, but in this
book we will refer to all tables as just tables and limit the term
datatable to only tables that grow perpetually.

An example of such a table is an Employee Record table. As long as
the company exists the table will keep growing and even if the
company aims to not have over a 100 employees, there will always be
old employees leaving and new ones taken to replace them. And they
all have to be captured in the employee record table, no employee’s
record is deleted when he leaves, there’s only a field added to
capture his resignation.

There are some peculiar ways of treating a datatable.
1. Have only one datatable on a sheet. Since a datatable is a table

you expect to grow over time, having only one on a sheet lets you
have access to all the rows and the columns in the Excel sheet.

A B C D E F

1 UrBizEdge Employees Biodata Table

2 |First Name |Last Name [Employee ID |Sex [Employment Date |Phone Number |Contact Ac
3 |Michael Olafusi 1000001 (M 21-Oct-13|08089382423 |21, Adigun
4 |John Abiola 1000002 (M 1-Apr-14|08080810251 |21, Adigun
5 |Mary Eze 1000003 |F 1-Apr-14|08080810252 |21, Adigun
6 Segun Owolabi 1000004 (M 1-Apr-14|08080810253 |21, Adigun
7 |Tolu Owoeye 1000005 |F 1-Apr-14|08080810254 |21, Adigun
8 |Uche Nnamdi 1000006 (M 1-Apr-14|08080810255 |21, Adigun
9 | David Aluko 1000007 (M 1-May-14|08080810256 |21, Adigun
10 |Lekan Bello 1000008 |M 1-May-14|08080810257 |21, Adig

2. Start a datatable as close to cell A1 as possible. Again, this is to
afford you the maximum space in the sheet for your growing table.

3. Avoid meaningless gaps in the datatable. Make it as compact as
possible.

4. Arrange the fields such that the most important or basic fields
come first. For example, in an Employee record table, name should
come before contact address.



5. Have a field for every meaningful chunk of data. It is better to
have separate fields for first name and last name than have one field
hold both.

6. Avoid merging cells in a datatable. It is better to repeat cell
entries than merge the cells. Merged cells aren’t formula friendly.

And as a bonus, avoid hiding rows and columns in the datatable. This
will save you a lot of future headaches.
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Sorting

Sorting is one of the most frequent task we do in Excel. Sorting lets
you re-arrange data in alphabetical order, lowest to highest, highest
to lowest, and even by cell color.

We are used to having data arranged in a particular order — A to Z,
January to December, 1 to 10, and so on.

Below is an example of a table that has its records haphazardly
arranged. The states are not arranged alphabetically and the months
are not in the natural order.

A B C v E F G

| Internally Generated Revenue of Statesin Nigeria______________|

2 State Feb-14| Jun-14 Jan-14| Mar-14 May-14| Apr-14
3 Imo #2,521,764,800.00| #2,922,241,900.00| & 2,591,742,600.00| & 2,013,994,900.00| # 3,014,428,300.00( #4,994,515,700.00
4 | Abia #821,123,500.00 #4,544,916,100.00| & 1,297,498,300.00| & 1,175,454,800.00| # 2,265,644,000.00( #967,327,400.00
5 lLagos #7,319,183,000.00| & 22,681,984,500.00| & 6,239,473,500.00| ¥ 6,211,689,500.00| # 11,610,307,000.00( # 3,351,178,500.00
6 Kano #2,021,735,600.00 #530,613,400.00] & 2,981,980,300.00| ¥ 3,016,518,600.00| # 2,387,291,000.00( % 4,411,651,000.00
7 |Ondo #1,600,422,800.00| #4,925,747,700.00] ¥ 716,222,900.00| & 4,362,953,800.00| % 4,300,936,900.00| #977,876,300.00
8 |Kogi #2,734,189,600.00| #2,825,512,800.00| & 2,812,863,300.00| & 2,306,601,300.00| # 2,104,637,400.00| # 867,264,000.00
9 Benue #3,864,832,700.00| #3,212,451,900.00| & 3,479,649,000.00| & 2,458,711,700.00| # 2,700,421,800.00( % 4,801,142,000.00
10 [FCT #2,063,317,300.00| #2,520,202,900.00| #3,199,223,200.00| & 1,829,381,400.00| # 4,980,777,000.00| # 3,704,640,600.00
1 Ogun # 2,586,000,100.00| #3,200,451,900.00| # 3,434,714,900.00| # 3,907,557,600.00| # 2,265,022,600.00( # 1,642,410,200.00
2 |Bayelsa #2,035,499,300.00| #1,754,855,100.00| % 1,218,646,400.00| & 3,596,177,500.00| # 4,856,865,900.00( # 3,958,333,500.00
13 |Rivers #4,860,256,800.00| # 4,459,705,200.00| & 2,423,028,900.00| # 4,148,808,900.00| # 4,882,684,300.00| # 859,719,700.00
4 Anambra | %1,511,863,500.00| # 3,015,652,900.00| & 2,159,322,900.00| & 4,060,131,900.00| # 2,439,308,800.00| & 1,843,665,300.00,
5 [Enugu #2,609,372,800.00| #4,581,716,900.00| & 1,409,979,200.00| & 1,990,646,300.00| # 1,853,090,400.00 # 3,215,650,200.00
16 Benue #1,387,315,500.00| #3,627,716,800.00] & 602,469,700.00| & 4,501,134,600.00| # 1,687,978,600.00( # 2,728,902,800.00
17 Borno #1,616,065,000.00] #4,166,988,100.00| & 2,361,614,200.00| # 4,508,244,600.00 # 581,580,000.00| #4,216,346,300.00
Gombe #2,201,453,200.00] # 2,523,01%,700.00] #620,111,300.00| ¥ 1,885,641,400.00| # 2,551,023,100.00( # 4,146,024,300.00

19 Katsina #1,293,838,700.00| # 2,648,689,500.00] M 3,589,421,500.00| ¥ 638,877,300.00| # 1,025,989,500.00( & 2,969,721,400.00
Kaduna #2,599,773,900.00| # 3,835,345,400.00| & 3,938,598,800.00| & 1,224,849,400.00 #450,531,500.00| & 1,662,248,400.00

1 CrossRiver | #1,971,834,600.00) #4,779,952,700.00| & 2,416,592,600.00| & 1,814,142,400.00 # 745,327,000.00| # 4,658,487,000.00
Kwara #1,496,830,100.00 #912,176,400.00| # 3,915,338,600.00| & 1,305,529,900.00| # 2,214,504,600.00( #4,919,941,300.00
Niger #4,592,318,900.00| #1,826,747,300.00| # 3,002,387,100.00| # 3,219,870,900.00| # 3,979,805,300.00| # 1,086,334,400.00

24 | Akwa lbom | #1,691,712,500.00] # 2,202,014,900.00) # 824,782,800.00| & 4,927,386,500.00| & 2,966,925,400.00( # 2,187,626,200.00
25 |Plateau #2,371,220,000.00| # 4,894,816,200.00| & 4,527,323,100.00| & 4,471,653,300.00| # 3,593,441,000.00| #932,778,800.00
26 Taraba #785,603,400.00| #3,244,525,900.00) #531,248,900.00| & 2,475,480,400.00| # 1,385,495,200.00( # 878,820,400.00

AT [Faafara 11 £21 asT enn Anl

a1 7cc c77 100 nnl a4 727 04 ann nnl a4 con ane cananl s aen 17z annanl a1 200 237 Ean Al

First, let’s have the data sorted by State alphabetically

Below are the recommended steps to sorting a table. Select the
table, go to the Home menu and click on Sort & Filter.
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Sorting.ssx - Excel T m - 5 x

WERT PAGEL FORALAS  DATA VEW  DEVELOPER  LOADTEST  POWERQUERY Michae Otaus =
ot T A & B 2 SweeTat Generl E S
Paike ¢ TR | Bae e s ¥ e - % » |52 88| ConSional Formet e
e rormnpaer B 7 Y A = =i EMegescons - $ % 1| Contions e :
. A ! N

N 3,014,428, 300.00] N 4,594,515, 700.00|
N2,265,644,000.00] N 967,327,400.00|

mmm
m

Go bick

A B [ D E F G H |
1
2 |state Feb-14] Jun-14 Jan-14] Mar-14] May-14] Apr-14|
3 [Imo #2,521,764,800.00| # 2,922,241,500.00] % 2,591,742,600.00| # 2,013,994,900.00| # 3,014,428,300.00| #4,994,515,700.00
4 |Abia #821,123,500.00] #4,544,916,100.00| & 1,297,498,300.00| & 1,175,454,800.00] # 2,265,644,000.00| # 967,327,400.00
5 |Lagos +7,319,183,000.00| # 22,681,984,500.00 % 6, |
6 |Kano #2,021,735,600.00]  530,613,400.00| %2, Sort y
7 |ondo #1,690,422,800.00| %4,925,747,700.00| | s
- 4] Add Level | < Delete Level || EE Copy Level Options... My data has headers
8 |Kogi #2,734,189,600.00| % 2,825,512,800.00| ¥ 2,
9 |Benue #3,864,832,700.00] # 3,212,451,900.00| %3, | | Column Sert On Order
10 |FCT. #2,063,317,300.00] # 2,520,202,900.00| &3] | |Sort by vl values v| atoz v
11|0gun #2,586,000,100.00] # 3,200,451,500.00| # 3,
12|Bayelsa | %2,035,499,300.00] # 1,754,855,100.00( &1
13 |Rivers +4,860,256,800.00| # 4,459,705,200.00| % 2,
14 |Anambra | #1,511,863,500.00] # 3,015,652,900.00| 83,
15 |Enugu #2,609,372,800.00 % 4,581,716,900.00| & 1,
16 |Benue #1,387,315,500.00| # 3,627,716,800.00| &
17 |Borno. #1,616,065,000.00] # 4,166,988,100.00| %2,
18|Gombe | %2,201,453,200.00 % 2,523,019,700.00 # Conce
19 |Katsina #1,293,838,700.00| # 2,648,689,500.00|  3,589,421,500.00] # 638,877,300.00] = 1,025,989,500.00| % 2,969,721,400.00|
20 [Kaduna | #2,599,773,900.00 # 3,835,345,400.00| # 3,938,598,800.00| #1,224,849,400.00]  # 450,931,500.00| # 1,662,248,400.00
21|Cross River | #1,971,834,600.00] # 4,779,952,700.00| & 2,416,592,600.00) # 1,814,142,400.00 _# 745,327,000.00| % 4,658,487,000.00
22 |Kwara #1,496,830,100.00)  ~912,176,400.00| % 3,915,338,600.00| & 1,305,529,900.00] # 2,214,504,600.00| #4,919,941,300.00
Video 4 | Next Sheet @ ]

This dialog box allows you to add more than the default one level of
sorting.

Select “State” in the Sort by box and A to Z in the Order box.
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7 IEM|

Sort
4] Add Level || 2 Delete Level || ER Copy Level Options... My data has headers
Column Sort On Order
Sort by Values v |AtoZ v

Cancel

The result is shown below.

Bow o
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State Feb-14| Jun-14 Jan-14 Mar-14 May-14 Apr-14
Abia # 821,123,500.00| # 4,544,916,100.00 & 1,297,498,300.00 & 1,175,454,800.00| # 2,265,644,000.00| % 967,327,400.00
Adamawa | %4,317,641,300.00| % 1,973,059,900.00( % 4,022,752,500.00| # 1,627,470,600.00| # 3,493,651,500.00| # 1,023,654,700.00
Akwa lbom | #1,691,712,500.00] #2,202,014,500.00( #& 824,732,800.00| & 4,927,386,500.00| # 2,966,925,400.00| # 2,187,626,200.00,
Anambra | #1,511,863,500.00 # 3,015,652,900.00| # 2,159,322,900.00( & 4,060,131,900.00| # 2,439,308,800.00| # 1,843,665,900.00
Bauchi #3,059,451,100.00| #3,000,312,200.00| & 764,748,600.00( & 2,879,985,600.00( # 2,609,030,900.00| # 3,032,115,500.00|
Bayelsa #72,035,499,300.00| # 1,754,855,100.00| # 1,218,646,400.00| & 3,596,177,500.00| % 4,856,865,900.00| # 3,958,333,500.00|
Benue #3,804,832,700.00| #3,212,451,900.00| & 3,479,649,000.00( # 2,458,711,700.00 # 2,700,421,800.00| #4,501,142,000.00|
Benue #1,387,315,500.00| #3,627,716,800.00| & 602,469,700.00( #4,501,134,600.00( # 1,687,978,600.00| & 2,728,902,800.00|
Borno #1,616,065,000.00| # 4,166,988,100.00| # 2,361,614,200.00| & 4,908,244,600.00]  # 581,980,000.00| # 4,216,846,800.00|
Cross River | #1,971,834,600.00| #4,779,952,700.00( % 2,416,592,600.00| #& 1,814,142 400.00| # 745,327,000.00| # 4,658,487,000.00
Delta #2,382,209,500.00| % 2,363,220,900.00| % 4,755,914,300.00( & 3,361,514,600.00( #4,671,269,900.00| ¥ 2,060,298,000.00|
Ebonyi #3,233,069,500.00|  ® 713,048,500.00| # 3,547,140,000.00| # 4,883,253,300.00| % 2,926,053,500.00| # 1,060,164,800.00|
Edo #781,461,300.00) % 2,900,705,900.00| ¥ 2,663,501,000.00( #462,661,800.00( # 3,256,011,600.00| # 543,085,200.00|
Ekiti #4,128,943,600.00| % 4,040,341,600.00| % 1,816,087,900.00( # 1,512,170,300.00 # 3,340,038,100.00| & 2,592,908,100.00|
Enugu #2,609,372,800.00| # 4,581,716,300.00| # 1,409,979,200.00( & 1,990,646,300.00| # 1,893,090,400.00| # 3,219,650,200.00|
FCT #2,063,317,200.00| #2,520,202,900.00| & 2,199,223,200.00( # 1,829,381,400.00( #4,980,777,000.00| # 3,704,640,600.00|
Gombe #2,201,453,200.00| #2,523,019,700.00| #620,111,300.00( # 1,885,641,400.00( # 2,551,023,100.00| % 4,146,024,300.00|
Imo #2,521,764,800.00| # 2,922,241,900.00| # 2,591,742,600.00| & 2,013,994,300.00| # 3,014,428,300.00| # 4,934,515,700.00|
Jigawa #1,573,445,100.00| #2,311,559,800.00| & 2,550,126,700.00( & 3,756,243,200.00( # 1,417,963,700.00| & 3,092,703,100.00|
Kaduna #2,599,773,900.00| # 3,835,345,400.00| # 3,938,598,800.00( & 1,224,849,400.00 # 450,931,500.00| % 1,662,248,400.00

Virdnn A Rlawsé Chonnt

You can add an extra level of sorting in the sorting dialog box. This
would be useful in sorting tables like a national population census
table. You might want to sort first by state (from Abia to Zamfara)
and then an extra level of sorting by Local Government Areas. So
you’ll have a setting similar to the one below
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R < |

Sort
| 7, Add Level | )( Delete Level E@ Copy Level b Options... My data has headers
Column Sort On Order
sortby | gpate v Malues iwl| AtoZ W
Thenby | | ga v | | Values w| |AtoZ "]

Cancel

Next is to sort the months in the natural order we are used to — Jan
to Dec. This will require a type of sorting called “Left to Right” as
against the one we just did, called “Top to Bottom”.

So to get this done, we select the table starting from the first month
to the last month. We will leave the state field out because we want
it to remain in the position it is.

B C D E F G
Feb-14 Jun-14 Jan-14 Mar-14 May-14 Apr-14
#821,123,500.00 #4,544,916,100.00| # 1,297,498,300.00| # 1,175,454,800.00| # 2,265,644,000.00( #&967,327,400.00
#4,317,641,300.00] #1,973,059,900.00| % 4,022,792,500.00| # 1,627,470,600.00| # 3,493,691,500.00| # 1,023,6594,700.00
#1,691,712,500.00 #2,202,014,900.00| & 824,782,800.00| #4,927,386,500.00| #& 2,966,925,400.00( & 2,187,626,200.00
#1,511,863,500.00| #3,015,652,900.00| # 2,159,322,900.00| # 4,060,131,900.00| # 2,439,308,800.00| # 1,843,665,900.00
# 3,059,451,100.00( #3,000,31. S 9
# 2,035,499,300.00( #1,754,85!
#3,864,832,700.00] #3,21245 +£l Add Level X Delete Level E@ Copy Level ‘ Options... My data has heade
# 1,387,315,500.00( # 3,627,711
Column Sort On Order
#1,616,065,000.00] #4,166,98! Sort by V] [vaiue ] ISOIIORTIONS .
#1,971,834,600.00( #4,779,95.
#2,382,209,500.00( #2,363,221 [[] Case sensitive
# 3,233,069,500.00 # 713,04 Orientation
# 781,461,300.00 #& 2,900,70. o o —
#4,128,943,600.00] #4,040,34
# 2,609,372,800.00( #4,581,71
#2,063,317,300.00| #2,520,20. Cancel
#2,201,453,200.00( #2,523,01! oK Cancel
#2,521,764,800.00( #2,922,24.
#1,573,445,100.00| # 2,311,559,800.00| # 3,550,126,700.00| # 3,756,243,200.00| # 1,417,963,700.00| # 3,092,703,100.00
# 2,599,773,900.00( # 3,835,345,400.00| # 3,938,598,800.00| # 1,224,549,400.00 # 450,931,500.00| & 1,662,248,400.00
Video 4 | Next Sheet ® 1

Then select the row the months are on (Row 2) and set the order to
Oldest to Newest.
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A B c D E F G H
2 |State Feb-14 Jun-14] Jan-14| Mar-14 May-14] Apr-14|
3 [Abia # 821,123,500.00] #4,544,916,100.00| # 1,257,498,300.00| #1,175,454,800.00| # 2,265,644,000.00 _# 967,327,400.00
4 [adamawa | #4,317,641,300.00] # 1,973,059,900.00] # 4,022,792,500.00| # 1,627,470,600.00] # 3,493,691,500.00| & 1,023,694,700.00
5 [Akwa lbom | 841,691,712,500.00] # 2,202,014,900.00] ~ 824,782,800.00| M 4,927,386,500.00| & 2,966,925,400.00| M 2,187,626,200.00
6 [Anambra | #41,511,863,500.00] # 3,015,652,900.00| M 2,159,322,900.00] A 4,060,131,900.00] # 2,439,308,300.00| M 1,843,665,900.00
7 [Bauchi 3,059,451,100.00] # 3,000,31; o p)
8 [Bayelsa | #42,035499,300.00] # 1,754,85!
9 [Benue #3,864,830,700.00) #3,212,450| | *4| Add Level || X Delete Level || ER Copy Level Optians... ¥| My data has headers
10 [Benue 1,387,315,500.00] % 3,627,711

Row Sort On Order

i porno N1,616,065,000.00, RA166.984] | ot by Row 2 v Values v Oldest to Newest v
12 [cross River | #1,971,834,600.00] # 4,779,595 !
13 [Delta  2,382,209,500.00] % 2,363,221 e .
14 |Ebonyi #3,233,069,500.00| 713,04} m;
15 [edo  781,461,300.00] # 2,900,7) Row &
16 [Ekiti #4,128,943,600.00| # 4,040,34 Em g
17 [Enugu #2,609,372,800.00| % 4,581,711 Row 9
18 [rCT #2,063,317,300.00| #2,520,20; E:x}? e_
19 |Gombe #2,201,453,200.00| % 2,523,01" Row 12 Cancel
20 [imo #2,521,764,800.00| % 2,922,24 Row 13 d
21 Jigawa #1,573,445,100.00] # 2,311,559,800.00| # 3,550,126, 700.00] # 3,756,243,200.00]_# 1,417,963,700.00| # 3,092,703,100.00
22 [Kaduna %2,599,773,900.00] # 3,535,345,400.00! 8 3,938,598,800.00! = 1,224,&49,400.001 N450,931,500.00! 8 1,552,24&,400.00!

Below is the result.

(2}

[}

Jan-14

Feb-14

Mar-14

Apr-14

May-14/

Jun-14]

#1,297,498,300.00

+1821,123,500.00

#1,175,454,800.00

& 967,327,400.00

2,265,644,000.00

+4,544,916,100.00

#4,022,792,500.00

£4,317,641,300.00

#1,627,470,600.00

+1,023,694,700.00

#3,493,691,500.00

#1,973,059,900.00

& 824,782,800.00

#1,691,712,500.00

£4,927,386,500.00

+2,187,626,200.00

#2,966,925,400.00

#2,202,014,900.00

#2,159,322,300.00|

#1,511,863,500.00|

#4,060,131,500.00|

# 1,843,665,300.00

# 2,439,308,800.00|

# 3,015,652,300.00]

# 764,748,600.00|

# 3,059,451,100.00|

# 2,879,385,600.00|

# 3,032,115,500.00

# 2,609,030,500.00|

# 3,000,312,200.00]

#1,218,646,400.00|

# 2,035,493,300.00|

# 3,596,177,500.00|

# 3,958,333,500.00

#4,856,865,900.00|

# 1,754,855,100.00]

# 3,479,643,000.00|

# 3,864,832,700.00|

# 2,458,711,700.00|

# 4,801,142,000.00

# 2,700,421,800.00|

# 3,212,451,300.00]

# 602,463,700.00|

#1,387,315,500.00|

#4,501,134,600.00|

# 2,728,502,800.00

# 1,687,978,600.00|

# 3,627,716,800.00]

11|Borno

# 2,361,614,200.00|

# 1,616,065,000.00|

#4,908,244,600.00|

# 4,216,846,800.00

# 581,980,000.00|

# 4,166,988,100.00]

Cross River

#2,416,592,600.00

#1,971,834,600.00

#1,814,142,400.00

# 4,658,487,000.00

& 745,327,000.00

+4,779,952,700.00

Delta

#4,755,914,300.00

#2,382,209,500.00

#3,361,514,600.00

#2,060,298,000.00

#4,671,269,900.00

#2,363,220,900.00

oo

Ebonyi

#3,547,140,000.00

# 3,233,069,500.00

#4,883,253,900.00

#1,060,164,800.00

#2,926,053,500.00

& 713,048,500.00

Edo

#2,663,501,000.00

& 781,461,300.00

& 462,661,800.00

#543,085,200.00

# 3,256,011,600.00

#2,900,705,900.00

Ekiti

#1,816,087,900.00

£4,128,943,600.00

#1,512,170,300.00

#2,592,908,100.00

 3,340,038,100.00

+4,040,341,600.00

~hT

Enugu

#1,409,979,200.00

#2,609,372,800.00

#1,990,646,300.00

#3,219,650,200.00

#1,893,090,400.00

+4,581,716,900.00

FCT

# 3,199,223,200.00|

#2,063,317,300.00|

#1,829,381,400.00|

# 3,704,640,600.00

#4,980,777,000.00|

# 2,520,202,300.00]

Gombe

#620,111,300.00|

# 2,201,453,200.00|

# 1,885,641,400.00|

# 4,146,024,300.00

#2,551,023,100.00|

#2,523,019,700.00]

(SRR

Imo

# 2,591,742,600.00|

# 2,521,764,800.00|

#2,013,394,500.00|

#4,994,515,700.00

# 3,014,428,300.00|

#2,922,241,300.00]

Jigawa

# 3,550,126,700.00|

#1,573,445,100.00|

# 3,756,243,200.00|

# 3,092,703,100.00

#1,417,963,700.00|

# 2,311,559,800.00]

oo

2 |Kaduna

# 3,938,598,800.00|

# 2,599,773,900.00|

#1,224,843,400.00|

#1,662,248,400.00

#450,931,500.00|

# 3,835,345,400.00]

Video 4 Next Sheet

4
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Filtering

Filter is one of the Excel power user’s most used tool. It allows you
selectively choose what you want to view in a table and hide the
rest.

It is very easy to access and can be accessed from three different
places in Excel.

By right clicking and selecting Filter.

A B C D E
" r—— 1— I
s/N Pizz — L. —1
2 1| vea Calibri =11 ~| A" a7 % - 05 o
3 dextr B I = O- A~
4 | 3|BBQ Chicken 1
5 4[Extr ¥, Cut M
6 5|Mez By Copy M|
7 6|Hot = . M
———t—— iy Paste Options: —
8 7|BBQ - M|
g 8|chic A M|
10 9|Mez Paste Special... M|
1 10|Chic M Go Back
— Insert... — -
12 11|Chic M|
13 12[seq  Delete m|
14 13|chic Clear Contents M
15 14|Chic ' Quick Analysis M|
16 15|Chic Filter v
17 16|Bee
P Sort 3
18 17|Chic
19 18|Hot| [ Insert Comment Filter by Selected Cell's Value
20 15[Mez [:Z] Format Cells... Filter by Selected Cell's Color
21 720@ Pick From Drop-down List.., Filter by Selected Cell's Font Color
22 21|Mar, . .
[ B PR Define Mame... Filter by Selected Cell's lcon
W % Hyperlink... '-r_'i'_\-'

From the Home menu, clicking on Sort & Filter at the right.




- e e
BRI rove  mser eacelaout  RoRMUAS  DATA AW ichae Ot - [ @
g, d6cu Caliori BEERr o e B B (7] Zreose - 0
B fr | exravaganza -
N [Pizza Sold Time:
a[ 3| Extravagania 8:00:02 AM
P e
R
"I Fre
e e
From the Data menu.
E - D = Filtering.x
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER |

D?g From Access @ D

|7|T‘\ [=] Connections Y Clear
~
(55

28 [

[éFrDm Web . Properties X Reapply
From Other Existing Refresh L 7l Sort Filter Textto Fl
[ From Text Sources~  Connections  All - Edit Links " Vo Advanced Columns  F
Get External Data Connedions Sort & Filter

B3 - ‘fl Extravaganza

A B C D E F
R Pizza Sold Time
2 1|Meatzaa 8:00:01 AM
3 | 2|Extravaganza 8:00:02 AM
4 3|BBQ Chicken 8:00:04 AM
5 4|Extravaganza 8:00:07 AM
6 5|Meatzaa 8:00:08 AM
T 6|Hot Veggie 8:00:14 AM
g 7|BBQ Philly Steak 8:00:20 AM
g 8|Chicken Feast 8:00:20 AM
10 9|Meatzaa 8:00:22 AM
1 10|Chicken Suya 8:00:25 AM Go Back
12 11|Chicken Legend 8:00:26 AM
13 12(BBQ Philly Steak 8:00:27 AM
14 13|Chicken Suya 8:00:29 AM
15 14|Chicken Feast 8:00:33 AM
16 15|Chicken Feast 8:00:33 AM
17 16|Beef Suya 8:00:34 AM
18 17|Chicken Feast 8:00:35 AM
19 18|Hot Veggie 8:00:35 AM
20 19|Meatzaa 8:00:35 AM
21 20|Meatzaa 8:00:36 AM
22 21|Margarita 8:00:37 AM

Video 6 | Filtering Example @
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Once you’ve turned on the Filter tool by clicking on it, you will see a
dropdown box beside the headers of the table.

M

s/N - |Pizza Sold
El SortAto £
Z] SotZtoA
Sort by Color k 8:00:04 AM]
8:00:07 AM
B:00:08 AM
g2:00:14 AM
Text Filters b 8:00:20 AM
B:00:20 AM
Search P
B8:00:22 AM
-1 (Select Al ~ 2:00:25 AM
-[+#] BBO Chicken —
.[¥] BBQ Philly Steak 8:00:26 AM|
[+ Beef Suya 8:00:27 AM
--[+] Chicken Bali 2:00:29 AM
Chicken Feast 2:00:33 AM
-[+| Chicken Legend —
-[#] Chicken Suya 8:00:33 AM|
-[+#] Extravaganza 8:00:34 AM
-[¥] Hot Pepperoni Feast w  B:00:35 AN
B 8:00:35 AM
Cancel B:00:35 AM
B:00:30 AM
22 21|Margarita 8:00:37 AM

[ R [,

am

=

Pt AN B KA

Clicking on the dropdown box shows you all the unique items in that
field and you can select the ones you want to view (hiding the rest).
By default, all items are selected so you will have to unselect the

ones you don’t want to see.

In the screenshot below, all the pizza items were unselected except
the BBQ Chicken (meaning only BBQ Chicken was selected).
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H - E -
FILE HOME IMSERT PAGE LAYOUT FORMULAS
[‘E]Fru:urn Access D D Ir =] Connections
. 3 &
L& From Web — =
From Other Existing Refresh
(B From Text Sources=  Connections  All-

Get External Data

Connections

c3 - Jr | s00:02aM
B c

5/N - |Pizza Sold -T|Time -
4 3|BBQ Chicken 8:00:04 AM
51 50|BBQ Chicken 8:01:34 AM
72 71|BBQ Chicken 8:02:06 AM
75 74|BBQ Chicken 8:02:13 AM
a4 23|BBQ Chicken 8:02:37 AM
92 91|BBQ Chicken 8:02:49 AM
169 168|BBQ Chicken 8:05:23 AM
177 176|BBQ Chicken 8:05:34 AM
182 181|BBQ Chicken 8:05:39 AM
183 182|BBQ Chicken 8:05:40 AM
107 196|BBQ Chicken 8:06:01 AM
199 198|BBQ Chicken 8:06:02 AM
206 205|BBQ Chicken 8:06:22 AM
214 213|BBAQ Chicken 8:06:40 AM
216 215|BBQ Chicken 8:06:46 AM
232 231|BBQ Chicken 8:07:07 AM
243 242|BBQ Chicken 8:07:28 AM
267 266|BBQ Chicken 8:08:31 AM
276 275|BBQ Chicken 8:08:45 AM
277 276|BBAQ Chicken 8:08:45 AM
317 316|BBQ Chicken 8:09:55 AM

DATA

8

:_:.L Sor

Notice the blue row numbers, it is Excel’s way of visually hinting you
that some rows have been hidden as they did not contain the items

we want to view.

Filtering is that simple and straight forward.
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Advanced Filtering

Every time you apply filter to a dataset in Excel and then copy out
the filtered data, you could have saved yourself time and some
mouse-strokes by using advanced filter. And despite the name,
advanced filter, it is surprisingly easy to use.

As an example, | have the fictitious sales record for Dhormino's Pizza
for June 5, 2016. They sell 16 Pizza types: Meatzaa, Extravaganza

, BBQ Chicken, Hot Veggie, BBQ Philly Steak, Chicken Feast, Chicken
Suya, Chicken Legend, Beef Suya, Margarita, Italiano, Pepperoni
Suya, Veggie Supreme, Hot Pepperoni Feast, Chicken

Bali and Pepperoni Feast.
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H ©- = -
HOME IMSERT PAGE LAYOUT FORMULAS DATA
e 96 Cut Calibri 11 LA A ==
By Copy ~
Paste ) I U = ==
- % Format Painter - - - =
Clipboard P Fant T
F22 - Jx
A B C
s/N Pizza Sold Time
2 1|Meatzaa 8:00:01 AM
3 2|Extravaganza 5:00:02 AM
4 3|BBQ Chicken 8:00:04 AM
5 4|Extravaganza 8:00:07 AM
6 5|Meatzaa 8:00:08 AM
7 6|Hot Veggie 5:00:14 AM
8 7|BBQ Philly Steak 8:00:20 AM
9 8|Chicken Feast 8:00:20 AM
10 9|Meatzaa 8:00:22 AM
11 10|Chicken Suya 8:00:25 AM
12 11|Chicken Legend 8:00:26 AM
13 12 |BBQ Philly Steak 8:00:27 AM
14 13 |Chicken Suya 8:00:25 AM
15 14|Chicken Feast 8:00:33 AM
16 15|Chicken Feast 8:00:33 AM
17 16|Beef Suya 5:00:34 AM
18 17|Chicken Feast 8:00:35 AM
12 18[Hot Veggie 8:00:35 AM
20 19(Meatzaa 8:00:35 AM
21 20(Meatzaa 8:00:36 AM
22 21|Margarita 8:00:37 AM
23 22|haliano 5:00:40 AM
Video & | Filtering Example | Michael Mary

REWIEW

Alignmern

{ '+:|

READY 09
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They got a new country manager this March, and one of his strategies
is to have four brand managers owning 4 different baskets of the
pizza types, like the FMCG companies do. Two of those managers are
Michael and Mary. They are to ensure that the brands (pizza types)
they own are performing well. They are given the latitude and
resources to promote them using whatever promotional mix they
want.

As the company's main business data analyst, you pull out daily sales
records and extract the ones for each brand manager. With advanced
filter, it will be a piece of cake. You might even hook it to a recorded
macro and at a click of button all is done.

Continuing with the example, let's see how to extract for Michael and
Mary.

HE - S

A B C D E F
1 5/N Pizza Sold Time
2 1|Meatzaa 8:00:01 AM Michael: Pizza Sold
3 2|Extravaganza 8:00:02 AM Meatzaa
4 3[BBQ Chicken 8:00:04 AM Extravaganza
5 4|Extravaganza 8:00:07 AM BBQ Chicken
[ S|Meatzaa 8:00:08 AM Hot Veggie
7 6|Hot Veggie 8:00:14 AM BBQ Philly Steak
8 7(8BQ Philly Steak 8:00:20 AM
] 8|Chicken Feast 8:00:20 AM
10 9|Meatzaa 8:00:22 AM Mary: Pizza Sold
1 10|Chicken Suya 8:00:25 AM Beef Suya
12 11|Chicken Legend 8:00:26 AM Margarita
13 12|8BQ Philly Steak 8:00:27 AM Italiano
14 13(Chicken Suya 8:00:29 AM Pepperoni Suya
15 14(Chicken Feast 8:00:33 AM Veggie Supreme
16 15|Chicken Feast 8:00:33 AM Hot Pepperoni Feast
17 16(Beef Suya 8:00:34 AM
18 17|Chicken Feast
19 18|Hot Veggie
20 19|Meatzaa
21 20|Meatzaa
22 21|Margarita
23 22[ltaliano

Video 6 Filtering Example Michael Mary w@-: 4

Step 1 is to write out the pizza types Michael and Mary manage,
separately. And to help advanced filter know where to look for those
pizza names, give them a header that matches that in the sales
table. See the screenshot above for what | mean.
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Step 2 is to go to Michael's sheet (another Excel sheet where you
want to put Michael's). Launch advanced filter from there. It is under
Data menu, about the middle of the menu tools.

H - =1 6 - Filtering.dsx - Excel
ES  HoME  INSERT  PAGELAVOUT  FORMULAS  DATA | REVIEW  VIEW  DEVELOPER  ADD-NS  LOADTEST  TEAM

[ From Access D} D “”e [ Connections sl Y Clear E’E EE7 Flash Fill Es Consolidate

[ From Web - Properties ) I BB Remove Duplicates [ What-If Analysis -
From Other  Existing  Refresh z| Sot  Fiter Text

ext to
[BFromTet  Sources+  Connections  All~ Edit Links Columns S Data Validation ~ Relationships

Get External Data Connections Sort & Filter Data Tools

G15 - f

ok W o

Set it to "Copy to another location”
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6 - Filtering.xlsx - Excel

AGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS

[=] Connections 8l | W Clear Y Flash Fill
Properties - S Y Reapply o E*ﬂ Remove D
ing Refresh . ? zl Sort Filter e Text to
tions | All [, Edit Links o V- Advanced Columns == Data Valid:
Connections Sort & Filter [
S
D E F G H ]

Advanced Filter

Action

m O Filter the list, in-place |

“@ Copy to another location

List range: ||

Criteria range: |

Copy to: |

|:| Unigue records only

[ ok ] cance

Provide the sales data range as the "list range”, and Michael's pizza
types with the header as the "Criteria range”.
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o- :
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS LOAD TEST TEAM

From A s Cle Flash Fill Col idate
From W ) ove Dupl What-If Anal
From Other Sort Filter Text to
FromText g Edit Links Columns =5 Data Validation Relationships
Get External Data Connections Sort & Filter Data Tools
= - Advanced Filter ?
Action
A 5 < | Eilter the list, in-place L F
1 |s/N Pizza Sold (® Capyto another lacation
2 1|Meatzaa “‘\" = Pizza Sold
B 2|extravaganza List range 1S451:5C55001 : Meatzaa
" 3|eBQ chicken Criteria range: | iple'ISFS2:SFS7 Mextravaganza
5 4|Extravaganza Copy to: BBQ Chicken
6 5|Meatzaa ) U s oy Hot Veggie
7 6|Hot Veggie [iBBQ Philly Steak
8 7|BBQ Philly Steak S
9 8|Chicken Feast
10 9|Meatzaa Mary: Pizza Sold
n 10|Chicken Suya Beef Suya
12 11|Chicken Legend Margarita
13 12|BBAQ Philly Steak Italiano
14 13|Chicken Suya Pepperoni Suya
15 14|Chicken Feast Veggie Supreme
16 15 |Chicken Feast Hot Pepperoni Feast
17 16|Beef Suya
18 17 |Chicken Feast
19 18|Hot Veggie
20 138 |Meatzaa
21 20|Meatzaa
22 21|Margarita
23 22 |italiano
Video & Filtering Example | Michael Mary 4
T

Finally, for the "Copy to", go to Michael's sheet and select where the
result should be displayed. In this example, | select cell At.



H &2 = - 6 - Filtering sk - E

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-IMNS LOAD TEST

[E From Access 2] Connections Y,‘ Clear A [E Flash Fill Bac
: B B [ | St
[& From Web o E Properties T Reapply [+f Remove Duplicates Ew

Fram Other Existing Refresh Sort Filter ext to
[BFromTest  Sources~ | Connections | All~ o Edit Links Yo Advanced | Columns =5 Data Validation og R

Get External Data Connections Sort & Filter Data Tools
Al - ﬁ'
Action
A . g c o E () Filter the list, in-place J K

1_________! (® Copy to another location E
2
2 wstange [sastscssoon B |
. Criteria range: [
5 Copy [& I
3 [] unique records only L
‘ o] |
g T T
10
n
12
13
14
15
16
17
18
19
20
21
22
23

Video & Filtering Example ael | Mary |

And voila! We get the results.
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B H S E -

FILE HOME IMSERT FORMULAS DATA
[EFromAccesE ”= (=] Connections ,:_l E
& & 2%

E%. From Web —
From Other Existing Refresh zZl 5
[ From Text Sources=  Connections  All~ a

Get External Data

PAGE LAYOUT

Connections

F5 - Jr
A B C D L
5N Pizza Sold Time

2 1|Meatzaa 8:00:01 AM

3 2|Extravaganza 8:00:02 AM

4 3|BBQ Chicken 8:00:04 AM

5 4 |Extravaganza 8:00:07 AM E
& 5| Meatzaa 8:00:08 AM

7 B|Hot Veggie 8:00:14 AM

8 7 |BBQ Philly Steak | 8:00:20 AM

g 9| Meatzaa 8:00:22 AM

10 12 |BBQ Philly Steak | 8:00:27 AM

11 18[Hot Veggie 8:00:35 AM

12 19|(Meatzaa 8:00:35 AM

13 20|Meatzaa 8:00:36 AM

14 23 |Hot Veggie 8:00:43 AM

15 28|BBQ Philly Steak | 8:00:52 AM

16 33|Extravaganza 8:01:00 AM

17 26|Extravaganza 2:01:08 AM

18 38|BBQ Philly Steak | 8:01:16 AM

19 42|BBQ Philly Steak | §:01:20 AM

20 43|BBQ Philly Steak | B:01:26 AM

21 49|BBQ Philly Steak | 8:01:34 AM

22 50|BBQ Chicken 8:01:24 AM

23 52|BBQ Philly Steak | 8:01:36 AM

Video & Filtering Example Michael hary

Very easy and cool.
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And there is more to advanced filter. How about if we have a more
detailed sales transaction data that captures sales value for each
sales transaction, and we would like to extract sales transactions that
generated more that 15,000 naira. That too is very easy with
advanced filter.

Just follow me. Below is the snapshot of the detailed sales
transaction data.

H ©- = 14 - Pivot table, Pivot Chart and PowerPivot.xls - Excel
T3 HOME  INSERT  PAGELAYOUT  FORMULAS  DATA | REVIEW  VIEW  DEVELOPER  ADD-INS  LOADTEST  TEAM

[ From Access [=] Connections 5| TR [ Flash Fill B Consolidat
FE 2y Y E=

[& From Web - Remove Duplicates 7 What-If An
From Other  Existing  Refresh z| Sort  Filter Text to

20|Meatzaa # 2,000.00|
21|Margarita # 4,000.00
22 |Italiano # 3,000.00|

# 4,000.00| 8:00:36 AM|Before 9:00am
# 12,000.00( 8:00:37 AM|Before 9:00am
# 15,000.00( 8:00:40 AM |Before 9:00am

w

[FromTest  Souces~  Connections  All- Vo Advanced  columns 5 Data Validation -
Get External Data Connections Sort & Filter Data Tools
L10 - f
A B C D E F G H J i

1 |$/N |Pizza Sold Price ‘Quantity |[Amount Sold |Time Time Range

2 1|Meatzaa #2,000.00) 5| # 10,000.00( 2:00:01 AM|Before 5:00am
3 2 |Extravaganza # 2,000.00 4| #8,000.00(8:00:02 AM|Before 9:00am >15000
4 3|BBQ Chicken # 4,000.00 5| # 20,000.00( 8:00:04 AM|[Before 9:00am

5 4|Extravaganza # 2,000.00| 1| #2,000.00(8:00:07 AM|Before 9:00am

6 5|Meatzaa # 2,000.00 4| #8,000.00|8:00:08 AM|Before 9:00am

7 6|Hot Veggie # 4,000.00 2| #8,000.00(8:00:14 AM |Before 9:00am

8 7|BBQ Philly Steak # 4,000.00 5| #20,000.00( 8:00:20 AM|Before 8:00am

9 8|Chicken Feast # 2,000.00| 1| #2,000.00|8:00:20 AM|Before 9:00am
10 9|Meatzaa # 2,000.00| 3| #6,000.00(8:00:22 AM |Before 9:00am
1 10|Chicken Suya # 4,000.00 5| #20,000.00( 8:00:25 AM |Before 9:00am
12 11|Chicken Legend # 2,000.00 5| #10,000.00( 8:00:26 AM |Before 9:00am
13 12|88Q Philly Steak # 4,000.00 4| #16,000.00( 8:00:27 AM|Before 9:00am
14 13|Chicken Suya # 4,000.00 2| #38,000.00(8:00:29 AM |Before 9:00am
15 14|Chicken Feast # 2,000.00 5| #10,000.00( 8:00:33 AM |Before 9:00am
16 15|Chicken Feast # 2,000.00| 4| #8,000.00(8:00:33 AM |Before 9:00am
17 16|Beef Suya # 3,000.00 5| & 15,000.00( 8:00:34 AM |Before 9:00am
18 17 |Chicken Feast # 2,000.00 5| #10,000.00( 8:00:35 AM [Before 9:00am
19 18|Hot Veggie # 4,000.00 5| #20,000.00| 8:00:35 AM|Before 9:00am

0 19|Meatzaa # 2,000.00 5| & 10,000.00( 8:00:35 AM |Before 9:00am

1 2

3
5

boraoa R
9 r

Video 9 Pivot Table n Pivot Chart High Sales External File Import -'-}‘.w 4

We have specified that we want greater than 15,000 naira
transactions only.

The steps are just like previous ones. Launch the advanced filter and
provide both the "List range” and "Criteria range”
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@ e S

HOME  INSERT ~ PAGELAYOUT ~ FORMULAS | DATA = REVEW  VIEW  DEVELOPER  ADD-INS  LOADTEST  TEAM
Get External Data Connections Sort & Fitter DataTools
Al S
A B c D E F G H 1 J
S/N_|pizza sold price |Quantity |Amount sold |Time. Time Range

2 1|Meatzaa #2,000.00 5| #10,000.00[ 8:00:01 AM|Before 9:00am
3 | 2|Exravaganza #2,000.00 4| %8,000.00[ 8:00:02 AM|Before 9:00am >15000
4 | 3[BBachicken #4,000.00 5| #20,000.00] Before 5:00am
5 | alExravaganza H2,000.00 1| ~2,000.00) Before 5:00am
6 5[Meatzaa #2,000.00 4| #8,000.00] Before 5:00am | [autiiunhiid
7 [ 6|Hot veggie % 4,000.00 2| w8,000.00] Before 5:00am | | Action
3 |__7[eBaPphilly Steak _|#4,000.00 5[ %20,000.00] = Before 8:00am| | () Fiter the list, in-place
9 [ s|Chicken Feast #2,000.00 1| #2,000.00[ 8:00:20 AM|Before 5:00am| | @ capyto another lacation
o[ o|Meatzaa 52,000.00 3| #5,000.00[8:00:22 AM[Before 8:00am | | o

10|Chicken suya #4,000.00 | #20,000.00[ 8:00:25 AM|Before 9:00am
12 |_11|Chicken Legend #2,000.00 5| % 10,000.00] 8:00:26 AM|Before 9:00am | | <12 on9s [hat!siszsiss
13 |__12/8BQ Philly Steak # 4,000.00| 4| %16,000.00| Before 9:00am Copy to:
12 | 13|chicken Suya % 4,000.00 2| w8,000.00] Before :00am | | [ unique records only
15 |_14|Chicken Feast #2,000.00 5| %10,000.00] Before 5:00am
16 | 15|Chicken Feast #2,000.00 4| #8,000.00] Before 5:00am
17 |_16|BeefSuya #3,000.00 5| %15,000.00] Before 5:00am
18 | 17|Chicken Feast #2,000.00 s| #10,000.00] Before 9:00am
19 | 18|Hot Veggie H4,000.00 5| #20,000.00] Before 5:00am
20 19|Meatzaa # 2,000.00 5| # 10,000.00| Before 9:00am

20| Meatzaa #2,000.00 2| #4,000.00] Before 5:00am
22 [ 21|Margarita 5 4,000.00 3[ %12,000.00] Before 5:00am
23 [ 22[italiano #3,000.00 5| #15,000.00] 8:00:40 AM|Before 9:00am

Video 9 | Pivot Table n Pivot Chart | High Sales | External File import

Outline

Specify where the results should be displayed.
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14 - Pivot table, Pivot Chart and PowerPiv

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS L
[EFrom Access D D ||= [=] Connections Yx Clear ~y  [E Flash Fill
[& From Web -¢- . Properties . Y Reapply E-E Remove Dup
From Other Existing Refresh zl Sort Filter i
[E|me Text Sources Connections All QEd\t Links o Y_.‘Ad‘.’ancad Columns == Data Validatii
Get External Data Connedions Sort & Filter Dal
a1 I
A E C D E F G H |
1
L P 4
2
3] Advancec
4
Action 0
5
6 O Filter the list, in-place I
7 @ Copy to another location [
5 List range: 1SAST1:5GS5001 EE I
g Criteria range: | 'hart'!5J52:5J53 L
10 Corto: [High Salesisast [F| |
n
12 D Unique records only B
12 o] i
14 T T =
15
16
17
18
138
20
21
22
23

Video &

Pivot Table n Pivot Chart High Sales External File Import

And voila, again! It's done!
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BHS ¢ &-
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA

14 - Pivot table, Pivot Chart and Powe

REVIEW VIEW DEVELOPER ADD-INS

[E] From Access BE} D ’—|rh, [#] Connections Y E’E = Flash Fill
D. From Web . A Remove C
From Other Existing Refresh Sort Filter Text to
LB From Text Sources~  Connections  All~ Yo Advanced | Columns S6 Data Valid
Get External Data Connections Sort & Filter

13 -

A B C D E F G H |

S/N Pizza Sold Price Quantity |Amount Sold |Time Time Range
2 3[BBQ Chicken # 4,000.00 5| # 20,000.00| 8:00:04 AM |Before 3:00am
3 I 7|BBQ Philly Steak # 4,000.00 5| # 20,000.00( 8:00:20 AM |Before 9:00am I:
4 10|Chicken Suya # 4,000.00 5| # 20,000.00| 8:00:25 AM |Before 3:00am
5 12|BBQ Philly Steak # 4,000.00 4| #16,000.00| 8:00:27 AM|Before 3:00am
6 18|Hot Veggie # 4,000.00 5| #20,000.00| 8:00:35 AM|Before 3:00am
7 39|Pepperoni Feast # 4,000.00 5| #20,000.00| 8:01:16 AM|Before 3:00am
8 42|BBQ Philly Steak # 4,000.00 5| #20,000.00| 8:01:20 AM|Before 9:00am
g 45(BBQ Philly Steak #4,000.00 4| #16,000.00| 8:01:26 AM|Before 9:00am
10 46(Hot Pepperoni Feast | # 4,000.00 5| #20,000.00| 8:01:28 AM |Before 9:00am
11 50|BBQ Chicken #4,000.00 4| #16,000.00| 8:01:34 AM|Before 9:00am
12 51(Pepperoni Feast #4,000.00 4| #16,000.00| 8:01:35 AM|Before 9:00am
13 53|BBQ Philly Steak # 4,000.00 4| #16,000.00| 8:01:26 AM|Before 9:00am
14 56|Chicken Suya # 4,000.00 5| # 20,000.00( 8:01:39 AM |Before 9:00am
15 57 [Margarita # 4,000.00 4| #16,000.00| 8:01:43 AM|Before 9:00am
16 73[Pepperoni Feast # 4,000.00 5| #20,000.00| 8:02:13 AM|Before 9:00am
17 §1|Pepperoni Feast # 4,000.00 5| # 20,000.00( 8:02:35 AM|Before 9:00am
18 34|BBQ Philly Steak # 4,000.00 4| #16,000.00| 8:02:38 AM|Before 9:00am
19 85[Hot Veggie # 4,000.00 5| #20,000.00| 8:02:38 AM|Before 9:00am
20 91|BBQ Chicken # 4,000.00 5| #20,000.00| 8:02:45 AM|Before 9:00am
21 92 |BBQ Philly Steak # 4,000.00 4| #16,000.00| 8:02:50 AM|Before 9:00am
22 94 [Hot Veggie # 4,000.00 5| #20,000.00| 8:02:55 AM|Before 9:00am
23 939(Hot Pepperoni Feast | # 4,000.00 4| #16,000.00| 8:03:05 AM|Before 3:00am
Video @ Pivot Table n Pivot Chart High Sales External File Import

Now you should be an expert, like me, at using advanced filter.
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Excel Errors

If you've used Excel consistently at work for a few months, you will
be familiar with some errors Excel displays when it can't get you the
answer you want. Oftentimes, we don't give some thoughts to these
errors but the truth is they are not random or meaningless, they are
trying to tell you something important.

Today, | will be sharing with you how to interpret those errors and
uncover the gem in them. How to read the message they are trying to
pass across to you.

There are eight error types in Excel:

1. #VALUE!
2. #DIV/0!
3. #N/A

4. HitHH
5. #NAME?
6. #REF!

7. #NUM!
8. #NULL!

#VALUE! Error

You get #VALUE! error when you do a calculation in Excel that doesn't
make sense. Like Michael + 2. What is Michael + 2? Is Michael a
number? What kind of answer are you expecting? Can you try it on
your CASIO calculator?
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A= B AR

Home Insert Page Layout Formulas Data Review View Develope
= M cut _ = __ ™ —
j " Calibri = == ¥~ = Wrap Text
oont 53 Copy ~ L
aste = ===|iE=s= | E ) i
+ < Format Painter B £ U = E | FF HMegea
Clipboard . Font " Alignment
F9 - F
A B C D E F G b
Michael
+ 2
=
H#VALUE!

1

= =
Do~ owm|sw | =

To be blunt, #VALUE! is Excel's way of saying someone is stupid.
Someone has typed in a calculation that makes absolutely no sense.

#DIV/0! Error

As the name implies, division by zero, #DIV/0! is the error you get
when you do any formula that divides a number by zero.
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= ¥ cut
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Paste
- # Format Painter L e
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View
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10
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13
14
15
1
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Now, | have a trick question for you: what error do you think Excel
will give you when you divide Michael by zero? #VALUE! or #DIV/0!?

#N/A Error

This is the error you get when you do a lookup function (VLOOKUP,
LOOKUP, MATCH etc.) and Excel can't find what you are looking for.
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53 Copy ~
o Format Painter

Clipboard Font Alignment

B 7 U~ H- &vév

Faq Merge & Cente

F23 - F

A B C D E F G
13
14
15 Lookup Value |His Salary Table That Has Everything
16 John H#MN/A Employee |Salary
17 Mary #4,000,000
18 Tunde #5,000,000
1l Seun #:5,000,000
20 Lekan #3,000,000
21 Rasheed #5,000,000
22
23
24
25
26

######HE Error

You get this error for two reasons. The first and more common one is
when there is not enough space in your Excel cell to display a
numeric (number) value. Excel doesn't want you to take 1,000,000 as
1,000 because space was only enough to show 1,000. So it puts in
#i###### in the entire cell and force you to expand/widen the cell to
see the entire content.
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m Home Insert Page Layout Formulas Data Review

# Cut P
& Cu Calibri <11 v A A
53 Copy -
\}'Format Fainter
Clipboard : Faont

C30 - I

A B = D

il |
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m

22
23

24

25

26

27 1,000,000

28

29

E :I

31

32

33

The second and less common one is when you do a calculation on
date and the resulting date answer is too large or too small a value to
be shown as a valid date in Excel. Here's what | mean. In Excel you
can do 26-Aug-16 + 1 and you will get 27-Aug-16 (the next date).

But when you try 26-Aug-16 + 999999999 you get ######## and no
amount of expanding the cell will make the error go away. You are
trying to calculate a post-apocalyptic date.
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13 - Errors

Home Insert Page Layout Formulas Data Review View Developer Add-l

‘F’c”t Calibri T S S Wrap Text c
Paste Ao B I == =M -
- Format Painter = = EIDElSatanie]
Clipboard [F] Alignment [
| 131 -
A B B D E F G
28
29
30
3] 26-Aug-16
32 + 995959993
33 S
34
35
36
37
a8

#NAME? Error

This is the error you get when you type a formula name that doesn't
exist in Excel. Maybe you wanted to type SUM but mistakenly typed
SUN. Well, Excel doesn't know about the solar system so t will tell
you that it doesn't recognize that formula name.
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) =3 Copy ™
o JFormatF‘ainter L | & &v ===
Clipboard u Font u
E44 - Je
A B C D E
24
35
36
a7 ]
a8 4
39 10
40 T ENAME?
41
42
#REF! Error

This is a very popular and troublesome error. It happens when you
have a formula that picks value from a different sheet or different
file and somehow the file or sheet becomes inaccessible (or deleted).
When Excel tries to recalculate the formula, it gives you that #REF!
error because it can't access one of the reference file/sheet.
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A funny case that causes it is when you drag a formula that depends
on a cell above it too way up that it messes with Excel’s cell
reference system.
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#NUM! Error

This is the error you get when you do a calculation that is too large or
too small for Excel to handle. An example is 999 raised to the power
of 99999
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#NULL! Error

This is a very uncommon error. We are all familiar with the
multiplication, addition, subtraction, division etc. operations. There
is one not very commonly known -- the intersect operator. And it is
simply a space. It gets you the intersect value of two different
ranges.
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So what happens when you select ranges that do not intersect? You
get #NULL! error.
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And those are the errors in Excel and their interpretation. Now you
know what they are telling you anytime you come across them.

60



Data Cleaning

A lot of times the data you are given to work on in Excel is not in a
format usable for you and need some cleaning before you can go
ahead with the analysis you intended doing on it. In most cases you
have to manually clean the data and fix whatever issues it has one by
one before progressing with the original analysis you intended to do
on the data.

Fortunately, Excel has some nifty tools to help you automate some of
this data cleaning process. The most common ones are,

° Removing duplicates, and

° Text to Columns

Then we’ll cover a special tool that can help you do a quick
categorization of your data: Subtotal. Finally we’ll cover Data
Validation, an ingenious tool for reducing data entry errors in your
Excel files.

Removing Duplicates.

Occasionally, you will have a table and you’ll want to remove
duplicate entries. If it were a sales transaction table, you might want
to remove the duplicate sales entries. In the example below, it is a
table of items (Pizzas) and we want to remove the duplicate entries
leaving only unique entries.
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H ©- B = Data Cleaning.xlsx - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST oW

[ From Access @ [‘3« |7|r:,3 =] Connections 8 Y Clear E’E ’_E‘ E_)E E

[& From Web Properties Reapply
From Other Existing Refresh zl Sort Filter Textto Flash Remove L
[BFromText  Sources~  Connections  All= o Edit Links Vo Advanced  columns  Fill  Duplicates Valic

Get External Data Connections Sort & Filter

Al M Pizza Sold

A B C D E F G H J

Pizza Sold
Meatzaa

1

2

3 |Extravaganza
4 |BBQ Chicken
5 |Hot Veggie
6
7
8

BBQ Philly Steak
Meatzaa
Extravaganza

9 |BBQ Chicken
10 |Beef Suya

11 |Margarita

12 | Italiano

13 |Pepperoni Suya Text2Column
14 |Veggie Supreme

15 |Pepperaoni Suya

16 |Veggie Supreme

17 |Hot Pepperoni Feast
18
18

As illustrated above, you select the entire records first and then go to
Data menu, click on Remove Duplicates. You will get a confirmatory
dialog box. Click on OK.

H ©- =
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY

[ From Access D} D reEIchnEctinm Y C“Eﬂ'_ £ EEy E"E =

[& From Web Properties
From Other Existing Refresh zl Sort Filter Textto Flash Remove Data Cor
Columns  Fill  Duplicates Validation =

[FomTet  souces+  Connections  All= <) Felitlinks
Get External Data Connections Sort & Filter Data Tools

o

Yo Advanced
A2 - f\ Meatzaa

A B C D E F G H J K
Pizza Sold

Extravaganza

BBQ Chicken To delete duplicate values, select one or more columns that contain duplicates.

Unselect All My data has headers

BBQ Philly Steak
Meatzaa
Extravaganza
BBQ Chicken

10 |Beef Suya

11 |Margarita

12 |italiano Q

13 |Pepperoni Suya

14 |veggie Supreme \ o

15 [Pepperoni Suya

Columns
Pizza Sold

1
2
3
4
5 |Hot Veggie
6
7
]
9

Cancel

16 |Veggie Supreme

17 |Hot Pepperoni Feast
18
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You’ll see a result showing the number of duplicate values that were
found and the number of unique values found. Basically, what
Remove Duplicates does is it leaves one record of each item and
removes all the extra record for that item that it finds.

BH S = -

FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAL

l:E!FromAccess D:} D ||=9 [=] Connections 8] Y Clear E’E E‘

[& From Web _ Properties § Reapply
From Other Existing Refresh B il Sort Filter Textto Flash
[ From Text Sources  Connections  All~ Edit Links Tradvanced  Columns  Fill
Get External Data Connections Sort & Filter
- S | meatzaa
A B C D E F G H
1 |Pizza Sold
2 |Meatzaa
3 |Extravaganza
4 |BBQ Chicken
5 |Hot Veggie
6 |BBQ Philly Steak
i Beefsuva o 5 duplicate values found and removed; 11 unigue values remain.
8 |Margarita
9 |ltaliano
10 |EEpRetOUIS iy Was this information helpful?
11 |Veggie Supreme
12 |Hot Pepperoni Feast
13 Text2Column
14
15
16
17

[Ny
BRE=RT= =)

When you select a table with more than one field entry, the Remove
Duplicates remove only the entries that have same value in all the
fields as a previous entry except you specify which fields to exclude
in the search for duplicates.

In the screenshot below, we excluded Car Sales from the fields to
include in the search for duplicates. So rows that have the same
entries in all the other fields will be deleted except one.
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A B C D E F
Car Make  |Car Sales Uche & Sons Autodealership |C Davies Cars Ltd |Bello & Bello Ltd
France Bugatti 25 25 33
France Peugeot 20 5 25
France Renault 24 24 31
Germany
Germany
Germany i To delete duplicate values, select one or more columns that contain duplicates.

W 00~ W

Germany E
Germany =
Germany
India

Select All | | = Unselect All My data has headers

=
=]

Columns

Car Make

[ | Carsales

Uche Sons Autodealership

Italy C Davies Cars Ltd

Italy Bello Bello Ltd

Japan

17 |Japan

18 |Japan

19 |Japan

20 |Japan 36

21 |Japan Isuzu 4 15
18

—
=

=
r

India

=
w

India

=
-

=
v

=
o

Cancel

22 |Japan Infiniti 8
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Text to Columns

There will be times you will have data you would prefer split across
multiple columns squeezed into one column. This happens a lot when
you copy data from an external source into Excel or you open an
exported data from other business software like CRMs and ERPs.

Excel’s Text to Columns tool is the magic tool for splitting such data
entries into multiple columns provided there is a recognizable
character separating each field or they have fixed lengths per field.
Below is a simple example for splitting a full name in one column to
first Name column and last Name field column.



H -2 = Data Cleaning.xdsx - Excel
ET  HOME  INSERT  PAGELAYOUT — FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWER QUER

From Access =] Connections ¥ Clear N —
(o > 3l TE g 5 BE =
[& From Web [=] Properties Yo Reapply

From Other Existing Refresh . El Sort Filter Textto Flash  Remove Data [

[bFromTet  Sources- | Connections | All- e Edit Links 9 VoAdvanced  Columns  Fill  Duplicates Validation -

Get External Data Connections Sort & Filter Data Too
Al - FirstName LastName

A B C D E F G H | J K
1|[FirstName LastName
2|[Mmichael Olafusi
3 |[John Abiola

R The Text Wizard has determined that your data is Delimited.
4||Mary Eze
5|[Lola Adigun If th.is is correct, choose Next, or choose the data type that best describes your data,
6llsezun owolabi QOriginal data.type )
7Irolu owe Chnos.g the file type that best describes your data:

= @®iDelimited] - Characters such as commas or tabs separate each field,
8||Uche Nnamdi y o . .
() Fixed width - Fields are aligned in columns with spaces between each field.

9||David Aluko
10}|Lekan Bello
11| Luke Tsangi
12
13
14 Preview of selected data:
1 Subtotal Py T ———— A
16 [zptichael olafusi

ohn Abinla
17

[4 Mary Eze
18 [slLola Adiqun v
19
20
21 < Back
22

Delimited is the option to specify that there is a recognizable
character separating each field. In this example, there is a space
separating every first name from the last name.

This screen lets you set the delimiters your data contains, You can see how your text is affected
inthe preview below,

Delimiters

[JTab

[ semicolon Treat consecutive delimiters as one

astName
lafusi
iola
ze
digun

Cancel || < Back Next > || Finish
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Notice how Excel shows a line between the first names and the last
names once you select the appropriate delimiter (space, in this
case). Click on Next and Finish.

This screen lets you select each column and set the Data Format.

Column data format

@Qeneral
‘General’ converts numeric values to numbers, date values
O Text to dates, and all remaining values to text.

Opwe: (wor [+

O Do not import column (skip}

Destination: | SAST

Data preview

| Cancel || < Back

Below is the result. Just as desired.
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E12 v Jx

A B C
FirstMame LastMame
2 |Michael Olafusi
3 [lohn Abiola
4 |Mary Eze
5 |Lola Adigun
& Segun Owolabi
7 |Tolu Owoeye
8 |Uche Mnamdi
g |David Aluko
10 |Lekan Bello
1 |Luke Tsangi
12|
Subtotal

Subtotal is a secret tool for doing a quick analysis of a table in Excel.
It breaks the data down by categories and creates grouping that
shows you different levels of details.

It is also very easy to use.

Below is an example where we’ll use it.
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A B C D E

Car Make  |Car Sales Uche & Sons Autodealership |C Davies Cars Ltd [Bello & Bello Ltd
2 |France Bugatti 25 25 33
3 |France Peugeot 20 5 25
4 |France Renault 24 24 31
5 |Germany BMW 20 6 33
6 |Germany Parsche 27 45 14
7 |Germany Audi 28 43 43
8 |Germany Volkswagen 16 43 11
9 |Germany Mercedes-Benz 23 45 34
10 |Germany Opel 24 16 41
11 |India Tata 41 29 7
12 |India Ashok Leyland 11 19 13
13 |India Mahindra 34 27 15
14 Italy Maserati 13 22 9
15 |ltaly Lamborghini 31 26 27
1 Japan Toyota 30 24 40
17 Japan Honda 11 12 12
18 |Japan Honda 36 31 34
1% Japan Mazda 22 5 25
20 Japan Nissan 11 36 6
21 |Japan Isuzu 44 15 34
22 |Japan Infiniti ) 18 28
23 |Japan Datsun 31 18 11
24 |Japan Subaru 24 7 20
25 |Japan Suzuki 13 29 43
26 |Japan Scion 26 18 36
27 |South Korea [Hvundai 32 28 40

It is a market research data table showing the different car make sold

in three different auto dealerships.

We can apply a subtotal to this to see some interesting analysis.

Od 9 =

FLE HOME  INSERT

PAGELAYOUT — FORMULAS

. 2] Connections

B st Finer
: WV Advance

DATA VIEW  DEVELOPER

'Y =3

LOAD TEST

Texttn
4 Columns

Ren
Duplicates Validation

Data  Consalidate Wi

Al fr  carmake
A - £ i+ E F G H | )
1||car make _|carsales |uche & sons | € Davies cars utd [sello & Bello Ltd
3 e {peages = 5 = [N
3 ||France Peugeot 20| L 25|
4||France Renault 24| 2| 31| At each change in:
5||Germany __[BMw 2# 6| 33 Car Make v
Porsche 27 as| 14 Use function:
7|[Germany  |Audi 28 a3 a Sum v
8||Germany __|Volkswagen 16| 43 1 4gd subtotal to
9||Germany _|Mercedes-genz e a5 34 [ Car ke
e Jope 2 n sl e ens
11[india Tata a1 25 7 ) C Davies cars Lta
17[india [Ashok Leyland 2] 19| 13 € (Sheaeasaoua ]
13//india Mahindra 4| 77| 15
14 italy Maserati 1 2| 3 9] Repiace gurrent subtotais
ouay 2 = i e e
14[sapan Toyota 3 = = ¥ Summary beiow data
17| Japan Honda 11| 42 12| Bemove All oK Cancel
18 Japan Honda 38| gl 34| z
19| lapan Mazda 2| 5| :_sH 6
20 [1apan Nissan 1 36 5
21(lapan Isuzu 44| 15 Er
22| lapan infiniti [ 1| 2|
= =

- «m
Group Ungeoup Subtota

3 M N
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Select the table, go to Data menu and click on Subtotal. In the dialog
box that comes up, in the “Add subtotal to” section tick all the fields
that have numeric values (except you don’t want to see a numeric

analysis of them).

Once you click on OK, you get a result that looks like the following —

2 levels pf categorization

123 D E
1 |Car Make  |Car Sales Uche & Sons Autodealership |C Davies Cars Ltd |Bello & Bello Ltd
2 |France Bugatti 25 25 33
3 |France Peugeot 20 5 25
4 |France Renault 24 24 31
[=] 5 |France Total 69 89
6 |Germany BMW 20 6 33
7 |Germany Porsche 27 14
8 |Germany  [Audi 28 43 43
9 |Germany Volkswagen 16 43 11
10 |Germany Mercedes-Benz 23 45 34
11 |Germany Opel 24 16| 41
[=]  12|GermanyTotal 133 198 176
13 |India Tata 41 29| 7
14 |India Ashok Leyland 41 19| 13
15 |India Mahindra 34 27 15
16 |India Total 116 75 35
17 |Italy Maserati 13 22| 9
18 |Italy Lamborghini 31 26| 27
19 |Italy Total 44 43 36
20 |Japan Toyota 30 24 40
21 |Japan Honda 11 42 12
22 |Japan Honda 36 31 34
23 |lapan Mazda 22 5 25
24 |Japan Missan 11 36| 6
25 |Japan Isuzu 44 15| 34
26 |Japan Infiniti B 18 28
27 lJapan Datsun 31 18 11
Level 1:
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H ©- = Data Cleaning.xlsx
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD ™

[E From Access Di} D Ire = Eroﬁn‘necti?ns Y @’E E\

[é From Web . leapply
From Other Existing Refresh ) El Sort Filter Textto Flash |
[ From Text Sources¥  Connections  All - Edit Links Yo Advanced  Columns  Fil D

Get Biternal Data Connections Sort & Filter

G50 M Jr

A B C D E F
1 |Car Make  |Car Sales |Uche & Sons Autodealership |C Davies Cars Ltd |Bello & Bello Ltd
54 |Grand Total 1124 1165 1104

Level 2:

H ©- B = Data Cleaning.xlsx - Exc
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST

[y From Access D} D ||=n| Caonnections 8l Y E’E F E_’

P From Web e Properties
-] - ¥ . ¥

From Other Existing Refresh . zl Sort Filter Textto Flash Rem
[BFromText  Sources~  Cannections  All+ e Edit Links Yo fdvanced  Columns  Fill  Duplic

Get External Data Connections Sort & Filter

G60 - fe

A B c D E F

1 |Car Make ‘Car Sales Uche & Sons Autodealership |C Davies Cars Ltd [Bello & Bello Ltd
(+] s |France Total | 69 54 89
[+] 12 |GermanyTotal 138 198 176
|+| 15 India Total 116 75 35
[+| 19 italy Total 2 a8 36,
[+ 31 |1apanTotal 256 243 289
|+| 34 South Korea Total 60 69 53
[+| 37 sweden Total 39 53 34
[+ 45 |ukTotal 251 243 228
[+| 52 |UsTotal 151 182 164
- 54 | Grand Total 1124 1165 1104

55

56

57

Level 3:



BEH S =]

Data Cleaning.xlsx -

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER. LOAD "
I:E]From Afcazs I})‘ D @ [=] Connections El Y @’E ’_E‘
[& From Web =

From Other Existing Refresh El Sort Filter i Textto Flash |
[&From Text Sources™  Connections  All~- Toadvanced  Colymns il D
Get External Data Connedions Sort & Filter
G60 - i
A B C D E F
‘ Car Make  |Car Sales Uche & Sons Autodealership |C Davies Cars Ltd |Bello & Bello Ltd
2 |France Bugatti 25 25 33
3 |France Peugeot 20 5 25
4 |France Renault 24 24 31
[=] s |France Total 59 54 89
6 |Germany BMW 20 6 33
7 |Germany Porsche 27 45 14
2 |Germany  |Audi 28 43 43
9 |Germany Volkswagen 16 43 11
10 Germany Mercedes-Benz 23 45 34
11 |Germany Opel 24 16 41
B 12 | Germany Total 138 198 176
13 |India Tata 41 29 7|
14 |India Ashok Leyland 11 19 13
15 |India Mahindra 34 27 15
16 |India Total 116 75 35
17 |ltaly Maserati 13 22 9
18 |ltaly Lambaorghini 31 26 27|
[=] 19 italy Total a1 a3 36
20 |lapan Toyota an 24 40
21 Japan Honda 11 42 12|
22 |Japan Honda 36 31 34

And the best part is that you can remove the subtotal and have your
original table data back just as it was before. To remove is as easy as
clicking the Subtotal again and clicking on Remove All.

Xl = AR =0
HOME  INSERT  PAGELAYOUT  FORMULAS | DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWERQUERY
[ From Access D D (= Connectio Y L E\ E‘E 4 E‘D E\ LB GE
[& From Web <~ ’rr% ES S ? tH 8
FlomOther  Biisting  Refresh wt Fiter Tetto Flash Remove  Data  Consolidate What-if Group Ungroup Subtetal
[hfromTet  Sources~  Connections  All~ ToAdvanced  Columns  Fill  Duplicates Validation = s~ - -
Get External Data Connections Sort & Filter DataTools Outine i
A - S || carmeke
A 8 c D E F G H ) K L M
1 [CarMake |carsales Uche ip |C Davies Cars Ltd [Bello & Bello Ltd
2 |France Bugatti 25 25| 33
3 |France Peugeot 20 5| 25 -
[=] 5 [France Total 69 2 89| | ateach change in:
6 |Germany _[BMW 20 5 33 CarMake v
7 |Germany _|Porsche 27 45| 18 W e runction:
8 |Germany _|Audi 23 a3 3] um s
10 [Germany _|Mercedes Benz 23] 45| 31| a
11|Germany _|opel 2| 16| 41|
[-] 12 |GermanyTotal 133 193] 176!
13 [india [Tata 41 29| 7|
14 india |Ashok Leyland 41 131 13
15 |India Mahindra 34| 27] 15| eplace current subtotals
16 |India Total 116 75 35 age break between groups
17 [italy Maserati 13 29 3| || ¥ summary below data
el Z Z 2 | onen
20 [apan [Toyota 30 24 40|
21 [Japan Honda 11| 2 1| é
22 |Japan Honda 36| 31 |
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See the result below. All the level 1, 2 & 3 groupings gone.

A B C D E

Car Make  |Car Sales Uche & Sons Autodealership |C Davies Cars Ltd |Bello & Bello Ltd
2 France Bugatti 25 25 33
3 |France Peugeot 20 5 25
4 |France Renault 24 24 31
5 |Germany BMW 20 6 33
6 |Germany Porsche 27 45 14
7 |Germany  |Audi 28 13 13
8 |Germany Valkswagen 16 43 11
S Germany Mercedes-Benz 23 45 34
10 |Germany Opel 24 16 41
1 |India Tata 41 29 7
12 India Ashok Leyland 11 19 13
13 |India Mahindra 34 27 15
14 |Italy Maserati 13 22 9
15 |ltaly Lamborghini 31 26 27
16 |Japan Toyota 30 24 40
17 |Japan Honda 11 42 12
18 |Japan Honda 36 31 34
18 Japan Mazda 22 5 25
20 |Japan Nissan 11 36 6
21 |Japan Isuzu 44 15 34
22 |Japan Infiniti ) 18 28
23 |Japan Datsun 31 18 11
24 |Japan Subaru 24 7 20
25 |Japan Suzuki 13 29 43
26 |Japan Scion 26 18 36
27 |South Korea |Hvundai 32 28 40

Data Validation

This is another secret but powerful tool in Excel. It helps you put in
place some error check mechanism and can be used by a skilled Excel
user to make powerful Excel dashboards.

Let’s see some of the common uses of it.

The table below is an Employee records table. In it we want to force
people to enter just departments specified at the left of the table. In
fact, we want them to have the easy option of seeing a pre-

populated dropdown list and pick a department from the list options.
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H ©- E -
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW [
ey ¥ Cut
ER Copy -

Paste .
- ¥ Format Painter B I U

Calibri 1 KA
- DA~

Clipboard [P Faont [P Alignment

- % Wrap Text

Merge & Cenl

A B C D E F G H
1 |First Name |Last Name |[Employee ID |Department List of Depts
2 |Mary Parter 1000058 HR
3 |Joseph Saliu 1000588 Finance
4 |Kenneth |Lenny 1000588 IT
5 |Lekan Jakes 1000589 Operations
6 |Gabriel Matthew 10005390 Marketing
7
3

We select the cells we want to give this functionality, go to Data
menu and click on Data Validation (sometimes twice).

H - B -
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY

1 From Access @Connectionségl Y Clear E’E E! E_)g ?/@ E_,E

From Web Properties Reapply .
From Other | Existing | Refresh z| Sert Filter Tetto Flash Remove  Data  Consolid
A Vo Advanced

FromTed  Sources~ | Connections Al Edit Links Columns  Fill  Duplicates Validation ~

Get External Data Connections Sort & Filter Data Tools

D2 - fe

A B C D E F G H 1 K L 3
1 |First Name |Last Name |Employee ID | Department List of Depts
2 |Mary Porter 1000058 HR
3 |Joseph Saliu 1000588 Finance
4 |Kenneth |Lenny 1000588 T
5 |Lekan Jakes 1000589 Operations
6 |Gabriel Matthew 1000590 Marketing
7
8

Settings | Input Message | Error Alert |
i Go back
Validation criteria

E anyvaie ||| ¥i1nore plank

- Any value

15

16

17

18

19

20 Apply these changes to all ather cells with the same settings

.

You’ll see that there are many options to pick between.
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1. Any Value. This is the default and it is same as not having
any data validation. The user can enter any value into the cell.

2. Whole Number. This forces the user to enter only numeric
values that are whole numbers. If the user enters a text or decimal
entry he’ll get an error. This might be applicable in an invoice sheet,
for the cells that hold the order quantity if you don’t sell fraction of
your products.

3. Decimal. This forces the user to enter a whole number or
decimal entry. A whole number is same as a decimal with zeros after
the decimal point. This might be great in a financial model sheet, to

hold values of growth assumption, exchange rates and risk premiums.

4., List. This is the one we are most interested in. It enables us
to limit the cell entries to a list of options. We will use this in the
example under review.

5. Date. This forces the user to enter a valid date entry.
6. Time. This forces the user to enter a valid time entry.
7. Text Length. This allows the user to enter any value as long

as the character length is not more than the specified value here. It
is good for fields that hold phone numbers, maybe you want to limit
the entry to the +2348123456789 14 characters long entry format.
8. Custom. Just as the name specifies, you want to limit the
cell entry to something less conventional and not covered by the
other options.

In this example we are going to use the List option. So let’s select it.

74



Get External Data Connections Sort & Filter

D2 - ﬁ'

A B C | D E F G H
1 |First Name |Last Name |[Employee ID | Department List of Depts
2 [mary Porter 1000058] HR
3 |Joseph Saliu 1000588' Finance
4 |Kenneth |Lenny 1000588| IT
5 |Lekan Jakes 1000589 Operations
6 |Gabriel Matthew 1000590 Marketing
7
!
9 Settings Input Message | Error Alert |
10 Go back
1 Validation criteria
12 lgnaore blank
13 [¥] In-cell dropdown
: |between
16 Source:
17 ||
18
19
20 Apply these changes to all other cells with the same settings
21

o =

| OK | | Cancel |

Once you click the icon on the far right corner of the Source box,
select entries to limit the users to. In this case we have typed out the
list options in cells G2:G6, holding the different departments.

Get Bxternal Data Connections Sort & Filter

D2 - Jr | c2ce
A B C D F G

1 |First Name [Last Name |Employee ID |Department List of Depts
2 |Mary Porter 1000058|G2:G6 z| HR
3 |Joseph Saliu 1000588 Finance
4 |Kenneth |Lenny 1000588 IT
5 |Lekan Jakes 1000589 Operations
6 |Gabriel Matthew 1000590 Marketing
7 b4
a
g M =5652:5G56
an el S
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D2 - fr | ez
A B C D E

1 |First Name |Last Name |Employee ID |Department

2 |Mary Porter 1000058|G2:G6 -

3 |Joseph Saliu 1000588

4 |Kenneth |Lenny 1000588

5 |Lekan Jakes 1000589

6 |Gabriel Matthew 1000590

7|

8

9 Settings Input Message | Error Alert

1? Validation criteria

12 Allow:

13 List v | [ 1gnore blank

Data:
- between
Source:
=5G52:5G54

[W] In-cell dropdown

20 |:| Apply these changes to all other cells with the same settings

22 Clear All

And it’s done.

F G H
List of Depts
HR
Finance
IT
Operations
Marketing

Go back

Cancel

The user is forced to choose between the options in the list. He even
sees a dropdown arrow that expands to a dropdown lists the moment
he tries to fill the cell.

A B C D E

1 |First Name |Last Name |Employee ID |Department

2 |Mary Porter 1000058 -

3 Joseph Saliu 1000588 [k
Finance

4 |Kenneth |Lenny 1000588| T

5 |Lekan Jakes 1000589| Gperations
Marketing

& |Gabriel Matthew 1000590

7
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And that is how Data Validation works. When used creatively it can
save you from the stress of making corrections to forms people filled
and can be used in conjunction with formulas like VLOOKUP to make
a dynamic report and dashboards.
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Data Formatting

There are some quick tips in Excel that would turn a bland looking
data into a nice looking one. One of the best tip is to apply a table
formatting to the data.

An example, is taking a table like the one below and turning it in a
well formatted one.

A B C D E F G

1 State Jan-14 Feb-14 Mar-14 Apr-14 May-14 Jun-14

2 | Abia #1,297,498,300 821,123,500  #1,175,454,200 967,327,400  %2,265,644,000  #4,544,916,100
3 Adamawa #4,022,792,500  #4,317,641,300  #1,627,470,600  #1,023,694,700  #3,493,691,500  # 1,973,059,900
4 Akwa lbom §824,782,800  ®1,691,712,500  #4,927,386,500  #2,187,626,200  #2,966,925400 & 2,202,014,900
5 Anambra #2,159,322,900 #1,511,863,500 #4,060,131,900 # 1,843,665,900 #2,439,308,800 # 3,015,652,900
6 Bauchi 8764,748,600  #3,053,451,100  #2,879,985,600  #3,032,115500  #2,609,030,900 & 3,000,312,200
7 Bayelsa #1,218,646,400 # 2,035,499,300 # 3,596,177,500 # 3,958,333,500 #4,850,863,900 #1,754,853,100
3 Benue #3,479,649,000  #3,864,832,700  #2,458,711,700  #4,801,142,000  #2,700,421,800  #3,212,451,900
9 |Benue # 602,469,700 #1,387,315,500 #4,501,134,600 # 2,728,902,800 #1,687,978,600 # 3,627,716,800
10 |Borno #2,361,614,200  #1,616,065,000  #4,908,244,600  #4,216,346,800 #581,980,000  #4,166,988,100
11 |Cross River #2,416,592,600  #1,971,834,600  #1,814,142,400  # 4,658,487,000 745,327,000  #4,779,952,700
12 |Delta #4,755,914,300  #2,382,209,500  #3,361,514,600  #2,060,293,000  #4,671,269,900 & 2,363,220,900
13 [Ebonyi #3,547,140,000  #3,233,069,500  #4,883,253,900  #1,060,164,800  #2,926,053,500 # 713,048,500
14 |Edo # 2,663,501,000 # 781,461,300 462,661,800 #543,085,200  #3,256,011,600 & 2,900,705,300
15 |Ekiti #1,816,087,900  #4,128,943,600  #1,512,170,300  #2,592,908,100  #3,340,033,100  #4,040,341,600
16 |Enugu #1,409,979,200  #2,609,372,800  #1,990,645,300  #3,219,650,200  #1,893,090,400  #4,581,716,900
17 |FCT $3,199,223,200  #2,063,317,300  %1,829,381,400  #3,704,640,600  %4,980,777,000  # 2,520,202,900
12 |Gombe §620,111,300  #2,201,453,200  #1,885,641,400  #4,146,024,300  #2,551,023,100  #2,523,019,700
19 [Ima #42,501,742,600  #2,521,764,800  #2,013,394,900  #4,994,515,700  %3,014,428,300 % 2,922,241,900
20 |Jigawa #3,550,126,700  #1,573,445100  #3,756,243,200  #3,092,703,100  #1,417,963,700 ¥ 2,311,559,800
21 Kaduna #3,938,508,800  #2,599,773,900  ¥1,224,843400  # 1,662,248,400 450,931,500  # 3,835,345,400
22 Kano # 2,981,980,300 #2,021,735,600 # 3,016,518,600 #4,411,651,000 #2,387,291,000 # 530,613,400
PV e PRI — PP simnrn s ana a4 aarann ean e

Select the data and go to Home menu, Format as Table. Choose a
color theme.

0 H % /| = Beok! - Excel TE -8 x
X, Cu & >

Genesst

Insert Delete Farmat

$-%

1 [siate
2 |abia
3 | adamawa
4 | akuea ibom
5 |anambra
& [Bauchi
7 |Bayetsa
8 Benue 2
9 |Benue NISTSIE0 w362 oEzos cozon
18 |gormo w1000 maise,
11 |Cross River 745,327,000 A
12 {Patts NEETLI9500  M2AE,
13 ebomp ~32,526,053,%00
Wik 32601600 M2300,
15 | gy N 3,380,038,100  M4.040,
16 |Enugu N 1,593,090,200 = = =
|rer NASDTITO0 ML, D
15| Gombe. M2,551023,100  M2523,
i Et e
20| ngawa WLAITF63,700  W2IIL -
21 kaduna ML W3, ] e e
e BvotTabl Syl

Sheet!




2 |Abia #1,297,498,300 #821,123,500  #1,175,454,800

3 |Adamawa #4,002,792,500  #4,317,641,300  #1,627,470,600
4 |Akwa lbom 824,782,800 % 1,691,712,500 ¥ 4,927,386,500
5 |Anambra %2,159,322,900  #1,511,863,500  %4,060,131,900
& |Bauchi #764,748,600  #3,059,451,100  H 2,879,985,600
7 |Bayelsa #1,218,646,400  #2,035499,300  #3,596,177,500
2 [Benue #3,479,649,000  #3,864,832,700  #2,458,711,700
o |Benue 602,469,700  #1,387,315,500 % 4,501,134,600
10 |Borno %2,361,614,200  $41,616,065000  4,908,244,600
11 |Cross River #2,416,592,600  #1,971,834,600  #1,814,142,400
12 |Delta #4,755,914,300  #2,382,209,500  # 3,361,514,600
13 |Ebonyi #3,547,140,000  #3,233,069,500  4,833,253,900
14 |Edo #2,663,501,000 781,461,300 462,661,300
15 |EKiti X1,816,087,900  $44,128,943,600  #1,512,170,300
16 |Enugu #1,409,979,200  #2,609,372,800  #1,990,646,300
17 |FCT #3,199,223,200  #2,063,317,300  #1,829,381,400
12 |Gombe #620,111,300  #2,201,453,200 % 1,385,641,400
19 [Imo #2,591,742,600  $2,521,764,800  #2,013,994,900
20 |ligawa #3,550,126,700  #41,573,445,100  #3,756,243,200
21 |Kaduna #3,938,598,800  $42,599,773,900  1,224,849,400
22 |Kano #2,981,980,300  #2,021,735600 % 3,016,518,600
23 |Katsina #3,589,421,500  #1,293,838,700 638,877,300
24 |Kebbi #1,684,273,500  $#4,790,202,900 #991,721,500
25 |Kogi X2,812,863,300  $42,734,185,600 % 2,306,601,300
26 [Kwara #3,915,338,600  #1,496,830,100  #1,305,529,900
27 lLagos #6.239.473.500  #7.319.183.000  #6.211.689.500

# 967,327,400
#1,023,694,700
#2,187,626,200
#1,843,665,500
#3,032,115,500
#3,958,333,500
#4,801,142,000
#2,728,902,800
#4,216,846,800
#4,658,487,000
#2,060,298,000
#1,060,164,800

# 543,085,200
# 2,592,908, 100
# 3,219,650,200
#3,704,640,600
#4,146,024,300
#4,994,515,700
#3,092,703,100
#1,662,248,400
#4,411,651,000
#2,969,721,400
#4,897,014,100

# 867,264,000
#4,919,941,300
#3.351.178.500

 2,265,644,000
% 3,493,691,500
#2,966,925,400
2,439,308,800
# 2,609,030,900
 4,856,865,900
2,700,421,800
#1,687,978,600
581,980,000
745,327,000
 4,671,269,900
% 2,926,053,500
#3,256,011,600
#3,340,038,100
#1,893,090,400
& 4,980,777,000
#2,551,023,100
5 3,014,428,300
#1,417,963,700
# 450,931,500
2,387,291,000
%1,025,989,500
#4,131,210,900
#2,104,687,400
#2,214,504,600
#11.610.307.000

#4,544,916,100
#1,973,059,900,
#2,202,014,900
# 3,015,652,500
# 2,000,312,200
#1,754,855,100,
#3,212,451,900
#3,627,716,800,
4,166,928, 100
#4,779,952,700
#2,363,220,900

# 713,048,500
#2,900,705,500,
#4,040,341,600
#4,581,716,900
#2,520,202,900,
#2,523,019,700
#2,922,241,500,
#2,311,559,300
 3,835,345,400

#530,613,400
#2,648,689,500
#3,990,418,100
#2,825,512,800

% 912,176,400

#22,681.984.500

If you want to email the Excel file to a colleague, you can copy the
table and paste in Outlook and you’ll have the beautiful looking table
in the body of the email. Your colleague will have no excuse to give
regarding not seeing or acting on the data.

Please find below the data we analyzed.

State Jan-14 Feb-14 Mar-14 Apr-14

Abia #1,397,498,300 #821,123,500  81,175,454,300 # 967,327,400
Adamawa #4,022,792,500  H4,317,641,300  #1,627,470,600  #1,023,694,700
Akwa lbom #824,782,800  81,691,712,500  §4,927,386500 M 2,187,626,200
Anambra #2,159,322,900  #1,511,863,500  #4,060,131,900  #1,843,665,900
Bauchi #764,748,600  #3,050,451,100  #2,879,985600  3,032,115500
Bayelsa #1,218,646,400 #2,035,499,300  #3,596,177,500 & 3,958,333,500
Benue #3,479,649,000  H3,864,832700  H2458,711,700  #4,801,142,000
Benue #602,469,700  #1,387,315500  84,501,134,600 & 2,738,902,300
Borng. #2,361,614,200  H1,616,065,000  #4,908,244,600  #4,216,846,800
Cross River #2,416592,600  H1,571,834,600  #1,814,142,400  #4,658,487,000
Delta #4,755,914,300  #2,382,209,500  #3,361,514,600 & 2,060,298,000
Ebonyi #3,547,140,000  #3,233,069,500  #4,883,253,900 & 1,060,164,800
Edo #2,663,501,000 # 781,461,300 # 462,661,500 # 543,085,200
FKiti #1.R16.087.900 #4.123.943.600 #1.512.170.300 #2.592.908.100

May-14

#2,365,644,000
+3,493,691,500
#2,966,925,400
#2,439,308,800
#2,609,030,500
# 4,856,865,900
#2,700,421,800
#1,687,578,600

# 581,980,000

745,327,000
#4,671,269,900
+2,926,053,500
#3,256,011,600
#3.340.038.100

= Untitled - Message (HTML) s -
Insert Optiens Farmat Text Review Developer  Adobe PDF & @
. AN = | = 3gﬂ @/@ @ 1) %r ¥ Follow Up -
- 9 High Importance
B A Address Check | Attach Attach Signature o
Book MNames = File ltem- - ¥ LowImportance
Clipboard = Basic Text Names Incluge Tags 5| Zoom
From ~ | michael@olatusimichael.com
— To,. john @colleaque.com
Send
e
B
Subject: The Analyzed Data for your action|
iz
Dear John, W

Jun-14

#4,544,516,100
#1,573,059,900
#2,202,014,900
# 3,015,652,900
# 3,000,312,200
#1,754,855,100
#3,212,451,900
3,627,716,300
#4,166,988,100
#4,775,552,700
# 2,363,220,900

# 713,048,500
# 2,900,705,900
#4.040.341.600

So what if you needed to print it for your boss.

Here’s what you get from Print Preview.
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Lom 2 1757455300 2521173300 £ 1173434 300 % 557,227,400
e 54022752200 £4E17541300 % 157,470,500 £ 1023554, 700
i I0em 5 EZ4TEZ 200 SLE91712500 54527225500 = LAETERE 200
\rammiora 21135322900 21311352 300 £ 4,050,131 500 % 1,243,553, 500
|Baxchi £ 754745500 23,035,431,100 £ 2.275,523,600 % 3052113500
|Bmypmzs & 1715 545,400 7,055,458, 300 & 3 %5, 177,500 & 3,596,333, %00
B F 3475545000 FEESLEILTH0 5 IA3ET1LT0 F4.201142.000
B e % S0Z452,700 21357.215,500 545301134 500 £ 2725507 200
] & 2351514 300 %1,515,055,000 & 4508, 244 500 % 4.7215545, 500
s Riner 5141535250 21571534500 £ 1214147400 % 4 535457000
|Dt 54,735,514 300 23352705500 £ 3,351,514 500 % 2.050.752,000
|Emomyi  3247.120,000 H3233.055300 4555005500 & 1050154200
[Edo % 2553301000 £7E1.451300 % 457 651,500 % 343,023,200
Eiti % 1215057900 £4155545 500 £1.512.170,200 % 2352502, 100
Erp & 1405575200 532,505,372,500 & 1,550,545, 300 & 3,215)550,300
FCT % 3,199,722.200 22,053,317,200 £ 1579,321 400 % 3,704 540,500
|Sombe % 520,111 300 22301435300 £ 1.253,541 400 54145074 300
mo £ 138174250 HIAZLTELE00 £ 2003 534 500 4,554 313,700
i & 3,990,136, 700 1.972,445,100 & 3,755,243, 300 & 3,062 702,100
aduns % 3535.355.300 2.%59,772,500 £ 1734 245,400 % 1552345 400
[Kano 2 1521520,300 22.021,733,500 £ 3,005, 512,500 54411551000
|eatsim #2885, 421.500 #1.392,252,700 % 635577200 % 2.550721,400
K=ol % 1534 372,200 24,730,702 500 % 991,721.300 4557014100
o = 1211552300 FL.734.155,500 £ 1205501200 257254000

& 3518332500 51.455,530,100 & 1,309, 529,900 % 4,515,541 300
Lmmos 55135472500 27.315,152.000 £ 5,211 535,300 % 3,331175 500
= £ 450732, 700 24,237 055,500 81411 235 300 8743733200
[Niger = 3,002 357,200 24352315500 % 3,719,270,500 £ 1085334,400
opm R 2424714900 FZ 285,000,100 £ 2507 507,600 = LEZA10.200
Kordo £ T15222,500 £1530472 200 %4357 553,500 % 577,575,300
Platea 24337 322,200 22371720,000 54 471 533,300 % 552,775,300
5 imrs & 7 473,028,900 4,550, 756,200 & 4,145 205,900 & 256,715,700
[Tarsbs £331 242500 S7E3,602,400 £ AT AE0400 % 575,520,400
[Vobe £ 1157554400 2.300,330,500 £ 3.457,511,100 % 579,020,300
Tamémrs & 4,767,254 200 1,577 957,500 £ 4, %05 005,500 &1 308,737 %00
Totsl L0304 TIEE00 ROLEZES 33500 M 101344215300 HE7.155.391500
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pazy22  umis |
S£IIEEL4000 2434515300
£ 3 45E551 500 & 1,573,005,900
& 1955533 400 & 10014 500
RIARIEE00 & 3,018,552 900
SIE050E0500 & 3000312300
£4.2%5 2353500 £ 1734 250,500
5 I, 700421200 5 IIZ1Z 431900
£ 1527572500 £ 3517715300
25 351,550,000 5 4,155 555,200
£ 743337000 47700
ELETLIEES00 % 1365,330.500
£ L5035 002500 H 712045 200
& 3 7%5,011,500 £ 7,500, 700, 500
£ 3340032100 4040 211 500
& 1,256 050 400 54521 715900
£4.2520, 777,000 i rialla el ol
£ 1304033100 £ 127301500
I 04435300 el SR
£ 1417552700 £ 1311505300
430531500 EIEEa 4300
£ LEE7ZS1000 & 330,512 400
5 1,053,559 300 5 I)545555. 200
£4.131 210500 & 3520 412 00
5 L1088 55T 200 i
I TI4A0L 00 HS1ZATE 400
£ 11,510, 207,000 £ I 821 sEL 300
5452 021 300 £1310252 00
5 2.57e 208,200 81538747200
S£IIEMIS00 % 3I00431500
% 4,300,555, 500 RLEENTLTI0
S£I13401000 S 4ELEISI0
SLZITERLI00  &£4435705300
£1335450200  #3244335500
& 3,750, 577.800 & 1525 002000
HE3230A75500 & 735,537,100
HAIM TS 072200 1177124 750200

So how can you make Excel print this table on just on paper?
Very Easy.

Go to Page Layout menu, and under the Scale to Fit section, set the
Width and Height to 1 page.
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FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY
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S O B\DG -

Themes Margins Orientation| Size  Print  Breaks Background Print
L [ Effects - i - «  Arear - Titles
Themes Page Setup |

fos Width: (]

C:
O L O e

Gridlines  Headings

*
& [ Height:
..n ? — Bring  Send  Selection Alig
4 Scale: 2% [Derint LI Print  Fonyard« Backward = Pane -
Scale to Fit 5| Sshestoptions Arrange

H
|

2 |Abia #1,297,498,300 §821,123,500 N 1,175,454,800 #2,265,644,000  #4,544,916,100
3 |Adamawa #4,022,792,500  %4,317,641,300 M 1,627,470,600  %1,023,694,700  %3,493,691,500  #1,973,059,900
4 | Akwa Ibom #824,782,800 1691712500  §4,927,386,500  #2,187,626,200  %2,966,925400  §2,202,014,900
5 |Anambra #2,159,322,900  %1,511,863,500  %4,060,131,500  %1,843,665900  %2,433,308,800 ¥ 3,015,652,900
& |Bauchi 764,748,600  %3,059,451,100  #2,879,985600  #3,032,115500  %2,609,030,900 % 3,000,312,200
7 Bayelsa #1,218,646400  #2,035499,300  M3,596,177,500  §3,958,333,500  %4,856,865900  #1,754,855,100
g Benue #3,479,645,000  %3,864,832,700  M2,458,711,700  N4,801,142,000  %2,700,421,200  §3,212,451,500
5 Benue 602,469,700  %1,387,315500  H4,501,134,600  %2,728,902,800  %1687,978,600 ¥ 3,627,716,300
10 |Borno #2,361,614,200  #1,616065000  N4,908,244,600  4,216,846,800 #581,980,000  #4,166,988,100
11 Cross River #2,416,592,600  #1,971,824,600  %1,814,142,400  4,658,487,000 745,327,000 §4,779,952,700
12 |Delta #4,755,914,300  #2,382,209,500  #3,361,514,600  #2,060,298,000  #4,671,269,900  # 2,363,220,900
13 |Ebonyi #3,547,140,000  #3,233,069,500  #4,883,253,900  ~1,060,164,800  #2,526,053,500 # 713,048,500
14 Edo #2,663,501,000 781,461,300 462,661,800 #543,085,200  %3,256,011,600 2,300,705,900
15 | Ekiti #1,816,087,900  #4,128,943,600  #1,512,170,300  #2,592,908,100  #3,340,038,100  #4,040,341,600
16 |Enugu #1,09,979,200  %2,609,272,800  M1,990,646,300  %3,219,650,200  %1,893,090,400  #4,581,716,900
17 FCT $3,199,223,200  %2,063,317,300  %1,829,381,400  M3,704,640,600  %4,980,777,000  #2,520,202,900
18 Gombe #620,111,300  %2,201,453,200  N1,885,641400  #4,146,024,300  %2,551,023,100  %2,523,019,700
19 Imo #2,591,742,600  %2,521,764,800  %2,013,994,500  %4,994,515,700  %3,014,428,300  #2,922,241,500
20 Jigawa $3,550,126,700  %1573,445100  §3,756243,200 §3,092,703,100 %1417,963,700  #2,311,559,300
21 Kaduna #3,938,598,800  #42,599,773,900  M1,224,849,400 M 1,662,248,400 #450,931,500 ¥ 3,835,345,400
22 |Kano #2,981,980,300  %2,021,735600  3,016,518,600  N4,411,651,000  %2,387,291,000 530,613,400

P S

So let’s see the result.
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Goal achieved! But it could have looked better if it had used more
space, the space below. So we need to try out one more setting and
see if it will give us a better result. We will set the Orientation to
Landscape.
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EE  ove  INSERT | PAGELAYOUT | FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWERQUERY
I colors - E pu = [h L EEE! o Width: Gridlines | Headings o
Ly P fuml
L] ID Eﬂ' ™ = 7 [ Height: View = U B
Margins (Orientation Size  Print Breaks Background Print Bring  Send Selection
- - < At Titles Seale: [lprine  CIPrnt  Fonyard - Backward Pane
Themes Setup 5 Scale to Fit & SheetOptions Arrange
Portrait
K5 -
=D tandscape
—_—
A B o b E F G H
.
2 |Abia #1,297,498,300 M821,123,500 W 1,175,454,800 §967,327,400  H2,265644,000  H4,544,916,100
3 |Adamawa #4,022,792,500  M4,317,641,300 M 1,627,470,600  §1,023,694700  #3,493,691,500 M 1,973,059,900
4 | Akwa lbom #824,782,800  M1,691,712,500  #4,927,386,500  #2,187,625200  M2,966,925400  2,202,014,500
5 [Anambra #2,159,322,900 M 1,511,863,500  H4,060,131,900  1,843,665900  2,439,308,800 M 3,015,652,900
6 |Bauchi #764,743,600  #3,059,451,100  #2,879,985600  #3,032,115500  §2,609,030,900 A 3,000,312,200
7 [Bayelsa #1,218,646400  M2,035499,300  #3,596,177,500  $3,958,333,500 M 4,856,865,900 M 1,754,855,100
8 [Benue §3,479,649,000  M3,864,832,700  M245871L,700  M4,801,142,000  N2,700,421,800  M3,212,451,900
9 |Benue M602,469,700 M 1,387,315500  M4,501,134,600  M2,728,302,800 W 1687,978,600  N3,627,716,800
10 |Borno. #2,361,614,200  M1,616065000 #4,908244,600  M4,216845800  MS81980,000  M4,166,988,100
11 Cross River #2,416,592,600  M1071,834,600 M1,814,142,400  M4,658,487,000  M745327,000  M4,779,952,700
12 Delta 84,755,914,300  #2,382,209,500  #3,361514,600  §2,060,298,000 M 4,671,269,900  82,363,220,900
13 |Ebonyi #3,547,140,000  #3,233,069,500  $4,883,253,900  %1,060,164,800 M 2,926,053,500 713,048,500
14 [Edo # 2,663,501,000 781,461,300 462,661,300 #543,085,200  83,256,011,600  #2,900,705,900
#1,816,087,900  M4,128,943,600  M1512,170,300  M2592,908,100 N 3,340,035,100  M4,040,341,600
16 |Enugu M1,409,979,200  MN2,609,372,800  M1990,645300  N3,219,650,200 N 1,893,090,400  M4,581,716,900
17 [FCT #3,199,223,200  #2,063,317,300 M 1,829,38L,400  #§3,704,640,600 M 4,980,777,000 M 2,520,202,900
13 Gombe #620,111,300  #2,201,453,200  M1,885641,400  M4,145024,300  M2,551,023,100  N2,523,013,700
13 Ima #2,501,742,600  #2,521,764,800  #2,013,994,900  #4,994,515700  #3,014,428,300  §2,922,241,900
20 |ligawa #3,550,126,700  M1,573,445,100  #3,756,243,200  #3,092,703,100 8 1417,963,700  #2,311,559,300
21 [Kaduna #3,938,598,800  M2,599,773,900  #1,204,849,400  M1,662,248400  M450,931,500 M 3,835,345,400
22 [Kano M2,981,980,300  MN2,021,735,600  M3,016518,600  M4d41165,000  N2,387,29,000  M530,613,400
| Sheett [ @ [F —
, .
Let’s view the result.
State Jan-14 Feb-14 Mar-14 May-14 Jun-14
i #1200, 488300 & 821,123,500 #1,175,454800 & 867,327,000 #2,265644,000 ®4,544,916,100
Adamawa #4.022,782.500 #4.317.641.300 N 1.627. 470,600 # 1023.654 700 #3.453 651500 N 1.973.055.500
Akwa lbom w824, 782,300 *1681.712.500 % 4.527.386.300 % 2.187.62G 200 #1.566925.400 N 2.202.014.500
| Anambra #2159, 322800 #1,511,863,500 #4060 151,800 ® 1843,665900 % 2,439 308,800 % 3,015,652,200
Bauchi R764,74560  ®3,05945L100  R2E79SE0  RSGLUSH0 %2 #3,000312.200
Bayel= %1218 &15400 #2,085.,455 300 3,554 177,500 # 3958333 500 # 4,856 865,900 % 1, 754,855,100
Banue #3.475,645.000 #3,854,832 700 %2458 711700 # 4801142 000 #2,700421, 800 #37212.451.500
Eanue & 502,489,700 #1,387 315500 #4,501154.500 ® 2,728,902 300 * 1,687,978,600 ® 3,627,716,800
Borno #2.361.614.200 # 1,616.065.000 % 4,308 244,500 % 4216545300 ¥ 581 580,000 % 4 165.968.100
Cross River % 2.415,552.600 # 1,57 1.334.600 % 1514147 400 % 4.658,487.000 N743327.000 ™ 4779.952.700
Deitz #4.755,914.300 #1,382.208.500 # 3361514500 * 2.080,298000 ®4,671268,900 ®238,220900
Ebonyi #3,547, 140,000 #3,233,085.500 W 4883253900 # 1,060,164 300 #2,926053,500 713,048,500
Edo %2.663.501.000 % 781461300 #452.661.500 543085200 #3.256011.600 ™ 2.300.705.500
Ekiti # 1,815,087 500 #4,128543, 8500 # 1,512, 170,300 * 2,552,508 100 #3,340038,100 #4040341 600
Emeu R14BTM020 209372800  NLSH0BIEI0  RIU9650200  N1BSR000400  WASEL7IES00
FCT #3.195, 223200 #2,063.317.300 & 1.829.381.400 % 3704640600 # 4.980 777.000 % 2520202200
Gombe % 620,111 300 #1,201.453,200 % 1,885 641,400 # 4,145,024 300 #2,551023,100 %2523,019700
imo #2.591,742,600 2,521,764, 800 # 2,013,884,900 # 4,884,515 700 #3,014428.300 2922241500
Figawa %3.550, 26,700 #1,573.445100 3756243200 % 3.082.703 100 #1417.963.700  2.311.559.600
Haduna #3.938,593.300 #2,599.773.500 N 1224 843,400 # 1662.243400 ¥ 450531500 % 3835345400
Kano % 2,9E1,980300 ®2,021,735800 % 3,016 518,600 #4,411,651,000 ®2387,261,000 #530,613.400
Katsina #3589, 421,500 1,293,838 700 638877300 ® 2,969,721,900 # 1,025,988,500 W 2, 648,689,500
Kebbi # 1,654, 273,500 % 4,790,202, 500 #551721,500 % 4,857,014 100 #4,131,210,300 % 3950,418 100
Kogi #2812 853300 #1,734.185 800 % 2306 601,300 % B57,264000 #2,104 657,400 % 2,825,512 800
¥uara #3053860  %1406830100  N1305529500  ACISOILI0  H2214501600  MOLLIT6400
Lagos %6235, 473.500 #7.,319.183.000 % 6211 689.500 % 3351178500 * 11,610,307.000 22,681,584 500
Nasrawa ® 450,732,700 # 4,852 095,500 %1411 8383200 % 743233200 % 492 0R1,500 % 1,310,852 700
Niger #3,002,387,100 4,592 318,500 % 3,218 870,800 * 1086334900 3,979 805300 & L826,747 300
Dgun #3,434,714.900 2,586,000 100 % 3,907,557.600 ® 16842,410200 #2,265022,600 # 3,200,451,900
| Ondo 716,222,500 # 1690422800 % 4.362.853.500 577876300 # 4,300 936,300 4325747700
Platezy #4,577,323.100 #1,371.220,000 #4471 653300 % 532775800 #3,593 441,000 #4351 816200
Rivers 5243,WEHD  R4E025EH0  RAEEEIN0  SES7IS700  R4EASEMI00  NA4m70520
Tarska ® 531248500 & 785.603.400 % 2.475.480.400 % E78.820400 # 1383455.200 3244525900
Vobe %2157 884400 # 12,500,320, 500 %3.457.511,100 % 826,030 800 #3795 677,800 % 2,986,053,000
Zamfara ®4.767,284200 1,622,967, 500 =54, * 1.308,237,500 #3.350176,900 ®756,637,100
Total %50.504.725.800 WS91EE3335.500 W 101344.816300 % 07.169.591.300 W 104376072500 W 122.134.295.800

Bravo! This is much better!
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What if the boss wanted just January to May data and not the entire
table?
Also very easy.

Highlight the table from the beginning up to May, leaving out June.
So we are highlighting just what we want to print.

Under same Page Layout, Click on Print Area, and select Set Print
Area.

BHS = Book- sk - Excel TABLE TOOLS
FT3 HOME  INSERT  PAGELAYOUT = FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWER QUERY DESIGN

B colors - @ @ ]E E‘é!,H EF@ oo Width:

Gridlines Headings L =
[ view [ View - U Ok e

Fonts = i %I Height:
Themes Margins Orientation Size | Print | Breaks Background Print Bring Send  Selection Aligr
- [@effects~ - - - |Aeas - Titles | el Scale: Clprnt  CIPrint  Forward - Backward = Pane =
Themes —*‘.‘& Set Print Area [ Scale to Fit & Sheet Options & Arrange
AL [ ﬁ’ | ClearPrint frea

u
b- B2 Mar-1a
#4,504,916,100
#4,022792,500 M4317,641,300  H1627,470,600  #1,023,694,700 493, 1,573,059,900
#2,202,014,900
#3,015,652,900
%1218,646,400 42035495300  %3596,177,500 3,958,333,500 1,754,855, 100
#3,212 451,900
#3,627,716,800
%2416,592,600  M1971,834,600  %1814,142,400  #4,555,457,000 #4,779,952,700
%1,816,087,000  84,128,943,600  #1512,170,300  #2,592,908,100

#4,581,716,900
+2,520,202,300
%2,523,019,700
82,591,742,600  M2,521,764,800  H2,013,394,300  #4,994,515,700 2,922,241,900
#2,311,559,800
. # 3,835,345,400
2 530,613,400

| sheett | @ [ —

And that’s it! So let’s see the result.
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State Feb-14 her-14

|Abia % 81125300  %117545480

|Adamawa #4317541300 N 162747060

\icw lbom §1,691712500  ®4827.386500 & 1187626200

|Anambra % 1,511,86%.500 ® 1815665500

Bauchi % 764, 748,50 & 3082115500

Eayelm # 1,218, 45,400 ®3958333500  #0.85§85.500
Benus #3,473, 649,000 H2458711700 N 4801142000  %2700421.800
Eerue & 602,453,700 , #430L154500 = 172RS02700 % 1667.578.500
Bomo MI3ELEI4200  W1GL60G5000  WASORZALEM N 471GRIEE00 % 581,550,000
Cross Aver §14165260  ®1,F1834600  S181414240 & 4 §6487,000 745 337,000
Deita #075514300  ®2,382.208500 RL06023A000  #4671L28500
Ebony ®354,10000  %3,233063500 ® LOE0164.800  ®2,9260S.500
Edo #2,663,501,000 # 152,651,800 %3,256011,500
Exiti % 1.816,067.800 #3,340038.100
Enugu #1,408.57820 ®3210650200 % 1,893090.400
FoT 1 HIT04E40600  #4.980777.000
|Gambe H4MEN2A300  ¥255103.100
mo. #2,521.764 800 #3,014 428,500
Sigawa #1,573,445.100 HI02703100 W 1417.98.700
Kaduna #2,588775.800 & 1,662,248.400 #450951,500
Kano #2,021.735.600 WAM1E51000  %2,387,251.000
Katsina #1,293,538.700 S 21962711000  ®101588.500
Kebbi #1581,773500  %4,780,202500 HE9LTI1500  N4E7014100  %4151710500
Kagi H2B12.863300  %2734180600 % 2306E01300 % 867264000  %2.104 687400
Kvara §3015BEE0  ®1,496830100 N1305500800 S 4910041300 %2314 504600
Lages HE2W4IS0  W7.319133000 00 ®3351178500  H11610,307.000
Namrawa ®450,752700  %4,852095500  ®141188200 & 743,233,200 492,081,500
Higer #3002 367100  ®4,531318500 ® 1085334000

Ogun §343714500  ®2,586000100  R3S07760 & 1512410200

Ondo ®715731300  ®1880472500  ®435135380 ®STTATEI00  %4,300536,500
Pateay W4527.23100 ®2F1220000  RAAILEIZD RS\2F7RE0 3593441000
Ruers F143.@ES0  F4,80156800  SAUEEE0 ®ESR719700  %0.882681300
Taraba # 531, 248500 8735603400  N2.475480.400 S FEB10400 1389455200
ok W218.2440  ®2,500320500  ®34975110 % 29030800  ¥3,792677.500
Zamfara ®ATE L0 WLEISETE00  WASOSODESMD N 10BIITO0  #3350176.500
[Total #20.504,722.500 5900 % 101344816300 B0 ¥ 104376072500

There we have it, no June data included!
One more big tip.

What if you have a big table that will print onto many pages but you
want the header to repeat on the first row of every page?

Below is a sample.



Pirrs Sokd Pri= [Dwsntty  |Amount Sobd [Tirme
1| bz 52 00000 3 S5 101060 100 E0000L A
Z| Extrrramancs 200000 4 5 5,000.00 SO0 A
2| 880 Chicken 54,000.00 3 520,000.00 S0 A
4| Extrvamarce RTO00.00 1 RLO00.00 E0007 A
3 iz 200000 4 5 5,000.00 SO0 A
5| Hot -rtE't 252 OO0 Z| 252, 00000 S04 A
7|e80 Prilly Simai 54,000.00 3 520,000.00 S0 AN
2| RLO00.00 1 RLO00.00 S0 AN
El RLO00.00 E; £5,000.00 E00ET AN
10| 224 00000 3 520,000.00 E00E AN
11| 222 OO0L00 3 221010060 00 005 A
T =4,00000 z 515,000.00 E00ZT AN
1 54,000.00 Z| 5 5,000.00 E00ES AN
14 RLO00.00 3 10,000.00
1 200000 4 5 5,000.00
15|B 200000 3 £ 1% 00000
17|C 200000 3 210,000.00
15| =t veE"e 224 00000 El 2230 000 00
19| Wmtres RLO00.00 3 £10,000.00
20 | Wtz RLO00.00 z| R4000.00
Z1|Wimrearits 224 OO0 E; 2217 00000
22| Heliania 5 2,000.00 3 513,000.00
ZZ -a:ve;'e 524 000,00 Z| 52.2.000.00
4, 2200000 E; £5,000.00
] 5 2,000.00 3 513,000.00
25| 224 00000 £ 17 00000
27 | Criicioen Legend & 2,000,000 4 2,000,000
Z2 |80 Phiil f SEmaiE 524 000,00 1 5224, 000.00
25| Kot Pepperoni Feast 2400000 Z| HE.000.00
Chikciosn & i 200000 4 5 5,000.00
jicinen Feat 5200000 3 5,000.00
e 5 & 200000 z &5, 00000
33 | ExtewaEanza H2,000.00 | HE.000.00
24 | Pempenoni Supe 5 2,000.00 4 512,000.00
33 Suprme £2,000.00 z| £5,000.00
25| Entrraranzs 872 000,00 2 24 00000
37| i 5 2,000.00 Z| 255,000.00
22|50 Phil p Smaik 252 OO0 Z| 252, 00000
35| Papperoni Fasst 2400000 3 220,000.00
40| Criciosn & i 200000 4 5 5,000.00
41 | Pampenoni Surgs £2.000.00 H £5,000.00
42| EE0) Pty Stmei 54,000.00 3 520,000.00
Ed jicioen B i Lkl 3 &55, 00000
4 |Hsliania 5 2,000.00 3 513,000.00
43| EED Philly Simak 54,000.00 4 215,000.00
45| Hot Pepperoni Fesst 2400000 3 5 20,000.00




27 | Cricimn sy 5700000 Z
L2 | e £ i 700000 Z|
43| BB0 Philly Sk 5400000 1
30[880 Chiclen 5400000 4
21 | P Pt 524 00000 4
22| E80 P T Smai 5400000 1
z|&80 il f SEmai 5400000 2
34 | Pepperoni Sups 5300000 Z
= S pirmme 200000 El
Dribcios Surpa 24 000 00 ]
27| ntarmarits 24 0000 Fl
3 | Cricioen & = 5200000 3
39| Mtz SZ.000.00 3
50| 880 Priily Stk £4.000.00 E
i 5 35,000.00 5
57,000 .00 B
£32,00000 4
5400000 Z

SZ.000.00
=2.000.00 4
SZ.000.00 1
52| 35300000 1
53| 55200000 E;
T0| Bmet” Surpm 5300000 E;
T1|E80 Chiclen £4.000.00 1
Ti|Pamaroe Faat 400000 z
72| Pepperoni Faact £4.000.00 El
Ti|EED SR 5400000 Z
T3 | Extrvazaraa 52,000,000 3
TE| O | sy 5200000 1]
77| Paopenoni 5300000 Z
75| 5400000 Z
TS| Bty mmanzs 827, 00000 2
55200000 E;
1| Faooenon Feast 554 00000 El
P o Pt 2400000 B

B0 Chicken 5400000
BB Philly Steaik 400000 4
B = vez'e 2400000 5
i 5200000 1
ST | Bamat Surpm 53,000.00 Z
55|80 Prilly Seak 5400000 Z
e S e & 2,000,00 4|
ik S 5400000 1
BT 324 00000 3
Sz |s80 P ' Stmai 55200000 2
S| etz 5200000 3

Notice that the page two has no header to help you identify what the
fields are.

So here’s how to fix that.

Still at Page Layout menu, click on the small icon at the bottom right
corner of the Sheet Options section.
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E(-J' D:

FILE HOME INSERT

B Colors-

PAGE LAYOUT

g 3 Des

FORMULAS

Fivot table, Pivot Chart and PowerPivot.xlsx - EBxce

DATA REVIEW VIEW

DEVELOPER LOAD TEST

E:E\D o3 Width: |Automatic - | Gridlines Heading
=

Fonts - & Height: [Automatic = | [¥] View [+ View
Them Margins Orientation Size  Print Breaks Background Print

Effects - - - ~  Arear o+ Titles B Seale: 0% Print Print

Themes Page Setup [F1 Scale to Fit F] Sheet Options ]
c1 - fx || price
A B C D E F G

1 |5]N Pizza Sold Price Quantity |Amount Sold Time Time Range
2 1|Meatzaa # 2,000.00 5 # 10,000.00 8:00:01 AM|Befare 9:00am
3 2|Extravaganza # 2,000.00| 4 #8,000.00 8:00:02 AM Before 9:00am
4 3|BBQ Chicken #4,000.00| 5 # 20,000.00 8:00:04 AM Before 9:00am
5 4|Extravaganza # 2,000.00 1 #2,000.00 8:00:07 AM Before 9:00am
6 5|Meatzaa 44 2,000.00 4 # 8,000.00 8:00:08 AM Before 9:00am
7 6|Hot Veggie #4,000.00| 2 #8,000.00 8:00:14 AM Before 9:00am
8 7|BBQ Philly Steak # 4,000.00| 5 #20,000.00 8:00:20 AM Before 9:00am
9 8|Chicken Feast # 2,000.00| 1 #2,000.00 8:00:20 AM Before 9:00am
10 9|Meatzaa # 2,000.00| 3 #6,000.00 $:00:22 AM | Before 9:00am
11 10|Chicken Suya # 4,000.00| 5 # 20,000.00 8:00:25 AM Before 9:00am
12 11|Chicken Legend # 2,000.00| 5 #10,000.00 8:00:26 AM|Befare 9:00am
13 12|BBQ Philly Steak # 4,000.00| 4 # 16,000.00 8:00:27 AM Before 9:00am
14 13|Chicken Suya # 4,000.00| 2| # 3,000.00 8:00:29 AM Before 9:00am
15 14|Chicken Feast # 2,000.00| 5 #10,000.00 8:00:33 AM Before 9:00am
16 15|Chicken Feast # 2,000.00| 4| # 8,000.00 8:00:33 AM Before 9:00am
17 16|Beef Suya # 3,000.00| 5 # 15,000.00 8:00:34 AM Before 9:00am
18 17|Chicken Feast # 2,000.00| 5 #10,000.00 8:00:35 AM Before 9:00am
19 18|Hot Veggie # 4,000.00| 5 #20,000.00 8:00:35 AM Before 9:00am
20 19|Meatzaa # 2,000.00| 5 # 10,000.00 $:00:35 AM | Before 9:00am
21 20|Meatzaa #4 2,000.00 2| #4,000.00 8:00:36 AM Before 9:00am
22 21|Margarita # 4,000.00 3 #12,000.00 8:00:37 AM | Before 9:00am
. VS PR i n e - PP P

In the dialog box that comes up, set the Rows to repeat at top

POWER

il

Bring
Forward
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| Page |Margins | Header,r'Footer| Sheet |

Print area: | A1:G5001
Print titles

Rows to repeat at top: | |

Columns to repeat at left: |

Print
[ Gridiines Comments: |{Nnne}
[ Black and white

[] oraft quality
[] row and column headings

Cell errors as: | displayed

Page order

(®) Down, then over
() Qver, then down

| Print.. | | PrintPreview | Options... |

Lok || cameel |

Select Row 1 that has the headers.



EEA?9-~-3- Bookl - M
Home Insert Page Layout Formulas Data Review View Developer
B colors J 3 Ij _.j )4 _E_J __‘='j ,_J" Width: Automatic = | Gridlines
C e s l QJ Height: Automatic - View
Themes Margins Orientation Size Print Breaks Background Print
[©] Effects e Titles | F Seale: 1008 [ Print
Themes | Page Setup | Scale to Fit | Sheett
Al - £ |
A B @ D B [F G
1 gy,-,,fl?ffﬂg ””””””” Price Quantity  |Amount Sold Time Time Range
2 1|Meatzaa
3 2|Extravaganza
4 3|BBQ Chicken
5 4|Extravaganza # 2,000.00 1 # 2,000.00| 8:00:07 AM|After 9:00am
5] 5|Meatzaa # 2,000.00 4 #8,000.00| 8:00:08 AM;After 9:00am
7 6|Hot Veggie # 4,000.00 2 #8,000.00| 8:00:14 AM;After 9:00am
8 7[BBQ Philly Steak #4,000.00 5 #20,000.00 8:00:20 AM|After 9:00am
9 B8|Chicken Feast # 2,000.00 1 # 2,000.00| 8:00:20 AM;After 9:00am
10 9(Meatzaa # 2,000.00 3 # 6,000.00| 8:00:22 AM!After 9:00am

| Page | Maragins | Header Footer | Sheet |

Printarea: | A1:G5001

Print titles

| Rows to repeat at top:

Columns to repeat at left:

Print

[ Gridines |{Nune}|

Comments:

[ Black and white

Cell errors as: | displayed

[] Draft guality
[ row and column headings

Page order

(®) Down, then over
() Oyer, then down

| print...

| |PT'ir1tPTE'l.I"iEﬂ | | Options... |

Ok

—
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And that is all!

So let’s see the result.

5N Pizza Sald Price: Oiue ity
1| Mtz # 2,000.00| 5
Extravazanza & 200000 4]
BEDChicen # 4,000.00| 5
Exdravagzana # 2000000/ 1
S{ Meataza # 2,000.00| 4]
E{Hot Vezsis # 4,000.00)| 2
7| EED Philly Staaik # 4,000.00| 5
E{Chicksn/Faast # 2,000.00| 1
S Meatraa # 2,000.00| 3
X0|ChickenSuya = 40000000 5
1 |Chichomm Lemened & 200000 5
12| BED Philly Steak = 4/000.00| 4
B|ChickenSuya # 4000000 2
1|Chiciosn Faast # 2,000.00| 5
15| Chicioen Feast #2000, 4]
IE|Esefiwa # 3,000.00| 5
7| Chicken Feast # 2,000.00| 5
1B |Haot Vegzie = 400000 5
EMeateas # 2,000.00| 5
D Matzas ¥ 2,000,001 2
2 | Mainzarita 4000000 3
Z |Halimn & 3,000.00| 5
B|Hat Vezsie # 4,000000| 2
21| Peppercrni Suya # 3,000,000 3
5 |Vez=ie Supreme # 3000000 5
35| Hot Pe pperoni Feast # 4,000.00| 3
ZF |Chichemi Lagened # 2.000000) 4
Z|BED: Philly Stealk # 4,000.00)| 1
Z|Hot Pe pperoni Peast = 4/000.00| 2
30| Chickan Eali # 2,000.00| 4]
3 |Chicisn Faast # 2,000.00| 3
2 [Vezmie Supreme # 3000000 2
B |Extravazanza & 200000 4]
| Pepperoni Suya # 3,000.00| 4| # 1200000 BO101AM
= 3,000,001 2 600000  BOL0E AM
= # 2,000.00| 2 400000 BOLOEAM
¥ 3,000,001 2 00000 BOLL4AM
| EED Philly Staak # 4,000.00| 2 # E00000|  BOL1SAM
T | Peppercni Faast # 4,000, 5 # 2000000 EOLISAM
0| Chicken Bali # 2,000.00| 4] # B00000| BOLITAM
Al |Peppercni Suya = 200000 2 = 00000 BEOL1E AR
P | BED: Philly Stealc # 4,000.00| 5 # 2000000 BOL20AM
£ |Chickzn Eali ¥ 2,000,001 3 600000  BOLZ1AM
M| talianc 3,000,001 5 # 1500000 EBOLZZAM
{5 |BED: Philly Staaik # 4,000.00| 4] # 1500000 EOL25AM
5| Hiot Pe pperoni Fasst # 4,000.00| 5 #2000000] EOL2EAM
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B Piza Said Price Cuertity | AmountSold Time
7 |Chicken Legend % 2,000.00) 2 # 400000 BOLILAM
| Chicken Bali % 2,000.00 2 # 400000 BOLIZAM
|EBD Philly Steak % 4000.00) 1 # 400000 BOLIIAM
F|EBG Chicken & 4000.00) 4 % 1500000 ROLS4AM
2 |Pepperon Feast = 4/000.00) 4 % 1600000 EOL35AM
= [EED Fhilly Steak & 400000 1 ® 400000 BOLIEAM
S|EEQ Philly Steak = 4/000.00) 4 % 1600000]  BOL36AM
51| Papperoni Sua % 3,000.00 2 # 500000  BOLTTAM
= |Vezzie Sugeme & 3000.00) 5 % 1500000 ROLS7AM
5| Chicken Suya = 400000 5 #2000000] EOL3ZAM
7| Margaria & 4000.00) 4 % 1500000 ROLGAM
S| Chicken Bali = 2/000.00) 5 #1000000]  EOLAM
T Maztma % 2,000.00 5 % 1000000 EOL44AM
& EBD Philly Steak & 4000.00) 3 % 1200000 EOLAGAM
8 |Pepperoni Suya & 3000000 5 1500000 EOL4BEAN
& |Chicken Feast & 2000.00) 5 % 1000000  ROL4SAM
& |Chicken Feast = 2/000.00) 4 % E00D00[  EOLS2AM
5| Chicken Suya = 400000 2 % E00D00[ EOLS4AM
& [Chicken Legend ® 200000 3 #® 500000  BOLSSAM
| Chicken Feast % 2,000.00 4 # EO0D00|  BOLSEAM
& |Chicken Bali & 2000.00) 1 % 00000 ROZBAM
& |Pepperon Sua & 3000.00) 1 # 300000 ROZBAM
=|Pepperon Frast = 4/000.00) 3 1200000 EOZO4AM
T Eeefiya & 3000.00) 3 % 500000] EOZOSAM
7L[EEQ Chicken # 4,000,001 1 % 400000  EOZOEAM
72|Papperoni Feast % 4000.00) 3 % 12,00000]  EOZI0AM
B|Pepperon Feast % 4,000.00) 5 % 000000 ROZI3AM
M|EEQ Chicke n = 400000 z ® BO0000|  ROZ13AM
7| Extravaganz & 2000.00) 5 % 1000000 ROZIEAM
%|Chicken Legend = 2/000.00) 1 % 200000 EOZ1EAM
77 |Pepperon Sua % 3,000,001 2 % 500000 BOZZZAM
78 [Hot Vegze = 400000 7 ® EOOO00|  BOZZ2AM
% |Extravamanz % 2,000.00 3 # 500000 ROZI0AM
8| Chicken Suya & 4000.00) 3 % 1200000 ROZ31AM
B |Pepperoni Feast = 4/000.00) 5 #2000000]  EOZ354M
& |Pepperon Feast # 4000001 3 # 1200000 BOZ3GAM
E|EEQ Chicken = 4/000.00) 3 #1200000]  EOZ37AM
51[EBD Philly Steak % 4000.00) 4 % 1500000 EOZ3EAM
B[ Hot Vemeie & 4000.00) 5 % 000000 ROZIBAM
B Chicken Bal ® 2,000.00 1 % 200000 BOZ4ZAM
& [Eeefouym & 300000 z # 600000 ROZALAM
B|EEQ Philly Steak = 4/000.00) 2 % E00D00[  EOZ46AM
E|Vazsie Supreme % 3,000.00 4 % 12,00000)  BOZ47AM
T Chicken Suya % 4000.00) 1 # 400000  BOZ47AM
o [EBO Chicken % 4,000.00) 5 % 2000000 ROZ4BAM
2 |EBO Philly Steak & 4000.00) 4] % 1500000]  ROZS0AM

Done.

So these are the basic ways you format your data for printing.
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Custom Lists

If you are an average or above average Excel user, you will be very
familiar with Excel autofill. A common example is you typing numbers
1 and 2, then dragging to have Excel do to 10 for you. Or having
January and February, then dragging to have Excel do the other
months of the year for you.

What if | tell you that you can create your own list. A list of states in
Nigeria which you can autofill whenever you need to recreate them.
Or a list of your products; you simply type the first two and drag to
create the rest (autofill). It even helps you with sorting in the order
you've created the list. This can be super useful for companies that
use codes for aspects of their operations -- base station address code,
branch code, product code and so on. Caution: The custom list has a
quite limiting size limit.

So here is the example of how | created a custom list of states in
Nigeria, arranged alphabetical order.

First, | have the states typed out in Excel, in the order | want it
(alphabetical order).
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C3e " Jx Taraba

A B C D E F

1 -4

2 | Abia

3 | Adamawa
4 | Akwa lbom
5 | Anambra
6 | Bauchi

7 | Bayelsa

g | Benue

9 | Borno

10 | Cross River
11 | Delta

12 | Ebonyi

13 | Edo

14 | Ekiti

15 | Enugu

16 | FCT

17 | Gombe

18 | Imao

19 | ligawa

20 | Kaduna

21 | Kano

22 Katsina
_B_- Kehhi

Sheetl ©)

And we are half-way done to having it permanently in Excel as an
autofill-able list.

Go to File, Options, Advanced, and Edit Custom Lists.
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Page Layout Formulas Data View Developer A

‘ e Calibri SN =2 & B WapTe
T dopy -
Paste %For At Painter I u- - - A === =3 [E Mege & Center ~
Clipboard ] Font ] Alignment ]
C36 v f | Taraba
A | B C D | E | F | G | H |
1_
2 | Abia
3 | Adamawa
4 | Akwa lbom
5 | Anambra
6 | Bauchi
7| Bayelsa
8 Benue
9 | Borno
10 | Cross River
11 | Delta
12 | Ebonyi
13 | Edo
14 | Ekiti
15 | Enugu
16 | FCT
17 | Gombe
18 | Imo
19 | Jigawa
20 | Kaduna
21 | Kano
22 Katsina
] Kehhi

Sheet1 ®
Lol

Raarhe
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Genersl General &
Formulas [ Provide feedback with sound
Proofing Provide feedback with animation
Save [] Ignere other applications that use Dynamic Data Exchange (DDE)
Langusge Ask to update automatic links
[] Show add-in user interface errors
Scale content for A4 or 8.5x 11" paper sizes
Customize Ribbon At startup, open all fles i |

Quick Access Toolbar Web Option

Add-ins Enable multi-threaded processing

Trust Center Create lists for use in sorts and fill sequence:

Data

Disable undo for large PivotTable refresh operations to reduce refresh time

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

[[] Prefer the Excel Data Model when creating PivetTables, QueryTables and Data Connections ©

Disable undo for large Data Model operations

Disable undo for Data Model operations when the model is at least this large (in MB):

[] Enable Data Analysis add-ins: Power Pivot, Power View, and Power Map
Ask before adding a feature that would block Excel 2013 from loading or refreshing the data model

Lotus compatibility

Microsoft Excel menu key:

[] Transition navigation keys

Louscompacity etings o

[ ok | cance

In the Custom List Dialog box that comes up, import the list of states
you already have typed into Excel.



Add-ins LOAD TEST Team

36 Cut 1 KA = 4 ¢ Wrap Text General r

ER Copy - = = 5
Pt Fommatbainter |8 L U~ | S 2 A gleatan 2| 6 7B Fcnnrr:i‘:t‘ﬁ':‘ g sqcr.

Clipboard [ Font Alignment Number Styles
C36 e f< || Taraba
4 A | 8 [N © | E | F ] H | [ K Lo
1]
2 | Abia
: s wni T x
4 | Akwa Ibom,
5 | Anambra Custom Lists
6| Bauchi Custom lists: List entries:
7 | Bayelsa b 2dd
8 Benue 5un, Man, Tue, Wed, Thu, Fri, |
5 sinday Mooy Tusdar, We
10 | Cross RNE[B January, February, March, Apri
11 | Delta
12 | Ebonyi
13 | Edo
14 | Ekiti
15 | Enugu

Press Enter to separate list entries.
::7 Z(;Tmbe Import list from cells: || E ‘ \mport ‘
18: Imo
19 | Jigawa o
20 Kaduna
21| kano
22 Katsina T T I I T T
3 | Kehhi
[sheett [| @ i —

Enter
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Insert Page Layout Formulas Data Review View Developer Add-ins LOAD TEST

% Cut 1 A A EF Wrap Text General [ =

i T © ” 3 % | Conditoal Formates ce

e Fommatpainter | B 1 U 7| ¥ - A [ Merge & Center $ * | o s% Formatting - Table - Syl

Clipboard [ Font Alignment Number Styles
cz - J< || Taraba
A B C D E F | G H | J | K Lo

7 | Gombe
18 | Imo
20 | Kaduna
21 | Kano Custom Lists
2 Katsina Custom lists: List gntries:
=| Kebtl da
24 Kogi 5un, Mon, Tue, Wed, Thu, Fri, ¢
5| cwer e o i
2 Lagos January, February, March, Apri
27: Nasarawa
28 | Niger
29 | Ogun
30 | Ondo
31 | Osun
2 | oyo mzsssr‘:tsirf:;eia”rjtehstentnes.sc -
33 | Plateau : \—.
34 | Rivers
35 Sokoto
35 Taraba
37 | Yobe
38 Zamfara
9| T

Sheert [FT—

Formulas Data Review View Developer Add-ins LOAD TEST Team

2 5 Wrap Text General 7] ]

Copy ~

Paste . Iu S & A Merge & Center = $ « % » | %3 & | Conditional Formatas Cel
' Format Painter . o Formatting = Table~ Styles
Clipboard 53 Font Alignment Number Styles
C36 E Jx | Taraba
A | B | c | o | E F G | H J | Ko L M

2 Abia

3| Adamawa

5 | Anambra

6 | Bauchi Custom Lists 0

i Bayelsa Custom lists: List entries: \

8 | Benue NEW LIST Abia A Add

9 Borno Sun, Mon, Tue, Wed, Th, Fri, ! | | Adamawa

—| Sunday, Monday, Tuesday, We Akwa lbom
10| Cross River Jan, Feb, Mar, Apr, May, Jun, i | | Anambra
11 Delta < Bauchi

— Bayelsa
12 | Ebonyi B;me
13 Edo Bormo

> — Cross River
14 Ekiti Delta
15 Enugu Ebonyi

5 | B! Edo v
16 | FCT
= Gombe ‘Press:rl\.t:rftu sepa“vate list entries.

) Import list from cells: "
e 1o 5C52:5C538 | import

19 | Jigawa
20 | Kaduna 2
21 | Kano
22 | Katsina
23 | Kebbi

4 Kosi

Sheetl ]

Ready
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And you are done.

Now in a new Excel file or Sheet, type in the first two states, select
them and drag down. Excel will start autofilling the other states.

Formulas Data

b Cut Calibri A ==
Past @ Copy -
aste -
~ Format Painter B I U

@/' - %Wra

== EMer

Clipboard P Font [P Alignment

Abia
Adamawa

W0~ &k =

Imo

Sheetl | Sheet2 ®
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Insert Page Layout Farmulas

db Cut Calibri 11 AN E=a= ®
) E@ Copy -
e ¥ Format Painter Ha e ==
Clipboard P Font ] A
B2 &7 Jf= || Abia
A B c | o | E | £ |
1
2 Abia
3 Adamawa
4 Akwa lbom
5 Anambra
6 Bauchi
7 Bayelsa
a8 Benue
9 Borno
10 Cross River
1 Delta
12 Ebonyi
13 Edo
14 Ekiti
15 Enugu
16 FCT
17 Gombe
18 Imao
19 |
20 |
21 |
22
23 |

Congrats! Now you've created a custom list. No more typing out
states in Nigeria, just type the first (or first two) and have Excel
autofill the rest for you.
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Charts

Excel 2010 has 11 main chart types.

Templates

LAY {Smtter}@
il Stock
Surface g
Doughnut
Bubble 3

Radar 0

||| el AR [ an] o] v
| Manage Templates... | | SetasDefaultChart | | ok || cancal |

Excel 2013 and Excel 2016 have 10 main chart types. Actually, 9 If
you take combo chart as a combination of two or more other chart
types.
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Rec: ded Charts | All Charts

™ Recent
BR 1A dm 8 09 49
bl Coo

|24 Line 78 Clustered Column

@ Pie Vien 3
E Bar
& Area Bt

5 XY(Scatter]@
lisi  Stock

=REEERERER

@& Surface

% Radar

iy Combo

But in all you will end up using majorly,

1. Column chart
2. Line chart
3. Pie chart, and

4. Bar chart.

So let’s focus on these four charts.

Column Chart and when to use it.
Column chart is used to visualize data across different categories. An
example is revenue across the four different branches of a company.
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A E C D E F G

1 UrBizedge Revenue

2 Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
3 Revenue # 63,000,000|# 78,750,000| # 95,437,500| &% 123,046,875 & 153,808,554 # 192,260,742
4
5
6
; Revenue
3 # 250,000,000
g
10 # 200,000,000
11
12 # 150,000,000
13
14 # 100,000,000
15
# 50,000,000
16
17 %0
18
19 |Revenue | ®E3,000,000 | %78,750,000 | #35,437500 | # 123,045,575 | B 153,808,554 | #132,260,742
20 B Revenue
21

So how do you turn a boring data like this:

H ©- HE = Charts.xlsx - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST

% B g bd 2 s % NIy

.
[ Dl I
PivotTable Recommended Table  Pictures Online . .‘ My Apps * E Recommended ’ B |_ . PivotChart Mz
PivotTables Pictures &+ Charts e - M M
Tables lllustrations Apps Charts o Tou

17 - k

A B c D E F G H
1 Bizedge Revenue
2 Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
3 Revenue | #63,000,000]# 78,750,000] # 98,437,500] # 123,046,875] #153,808,594] # 192,260,742

4

Into a beautiful insightful chart like this:
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Revenue

# 250,000,000

# 200,000,000

# 150,000,000

# 100,000,000

# 50,000,000

#0O
Enugu Abujz Port Harcourt Benin Kaduna l=gos

Revenus | # 63,000,000 | 878,750,000 | #92,437,500 | # 123,046,875 | # 153,808,594 | & 192,260,742

B Revenue

It is very easy.

Select the table data you want to make a chart of and go to the
Insert menu, click on the Column chart and select the 2D Clustered
Column chart (the first option).

H ©- B - Charts xlsx - Excel
ERl HOME | INSERT | PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  LOADTEST

Z \5E g d T asee p BEE-k G gy
=

2-D Col
PivotTable Recommended] Table Pictures Online .1 My Apps ~ E Recommended olumn Map
PivotTables Pictures &+~ Charts e
Tables lustrations Apps lours
A2 - f.\‘ Branch 3-D Column

2 ||Revenue # 63,000,000] % 78,750,000] # 98,437,500] % 123,046,875] #1538
4 Il Mere Column Charts...

You will get a chart that looks like the one below. Not bad looking,
just needs a little formatting to make great.
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Clipboard [F} Font [F} Alignment [F} Numbel

12 - Je
A B C D E F G
UrBizedge Revenue
2 |Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
3 [Revenue | #63,000,000|# 78,750,000 % 98,437,500| % 123,046,875 # 153,308,594  # 192,260,742
4
5
8 Revenue
7 # 250,000,000
8
9 *
# 200,000,000

! # 150,000,000
12
13 # 100,000,000
14
15 # 50,000,000
16
17 ®O
18 Enugu Abu@ Port Benin Kaduna Lagos

Harcourt

19
20

Click on the chart, and the context based menus will show up on the
Excel menu bar.

B H o = Charts.xlsx - Excel CHARTTOOLS
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY DESIGN FORMAT

e At

o
% cut Calibri (Body)  ~[10 = A" A7 rap Text
pase 2 CoPY Conditional F Col nsert Delete Format
aste . A~ erge 8 Cente Conditiona Cell  Insert Delete Formal
- FormatPainter | & T 4 2- 4 Mer - Formatting - - - 2 Cle
Clipboard o Font o Alignment Number Styles Cells
Chart 1 - Jr
A 8 c D 3 £ 3 H ' J K L M N

1 UrBizedge Revenue
2 |Branch IEnugu |abuja |Port Harcourt |Benin |Kaduna |Lagos | Bar Chart
3 |Revenue | 63,000,000[ % 78,750,000[ #98,437,500] % 123,006,875] #153,808,594] % 192,260,742|
4
s
e Revenue
’ 250,000,000 Click on the chart to see
8
. the context based menu

200,000,000
P up
n #150,000,000
2
13 100,000,000
1
15 50,000,000
16
17 Ho
18 Enugu  Abup Port  Bemn  Kaduma  Lagos
B Harcourt
9
20
I

Go to the Format menu and choose a formatting you like for the
entire chart. If your company’s corporate color is red and purple, you
might want to make charts that reflect that brand color.
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B H S -

HOME  INSERT  PAGE LAYOUT
Chart Area ENS
2% Format Selection (mle]
GaResetto Matehsiyle | AL LT
Current Selection Insert Shapes

Chart1 v

FORMULAS

DATA

Chartsaxisx - Excel
REVIEW ~ VIEW

DEVELOPER

LOAD TEST

BEDED ™
- -

P

POWER QUERY
A-

CHARTTOOLS
DESIGN  FORMAT
1 Bring Forward ~f [Z Align~
3 Send Backward

Ell; Selection Pane

N

Rotate

A 5 c ) K .
X PR — -

2 Branch EEnngu |Abuja MJ MJ e ARJ ‘il e Bar Chart

3 |Revenue | # 63,000,000|# 78,750,

4 Abc Abx

: (- el e

s _

T e (= ) - Q) - e

8

@ # 200,000,000

10

n # 150,000,000

12

13 100,000,000

14

15 50,000,000

16

17 HO

‘9 fg A for  Bein  ona Lo

IS varcourt

20
See the result red border white fill format.

5 - £

A B c D E F G

1 edge Revenue

2 |Branch Enugu Abuja Port Harcourt [Benin Kaduna Lagos

3 [Revenue | #63,000,000] % 78,750,000] ®98,437,500| % 123,046,875] #153,808,594]  #192,260,742]
4

5

6 Revenue

7 # 250,000,000

8

e # 200,000,000

10

n # 150,000,000

12

13 # 100,000,000

14

15 50,000,000

16

17 #0

18 Enugu Abuj Port Benin Kaduna Lagos
Harcourt

12

20

You can also change the chart background color.

FAIIEER
o 582

Size
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H® - F- Charts.xs - Excel
U HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWER QUERY

ct

DESIGH
B Lz Shaperil- L FsingFor
& Format Selection Do~ o F Automatic A A <A - TSendBack

| Change - -
BResettoMarchstyle (AL LIS O %l Theme Colors LA~ i Selection P

Current Selection Insert Shapes Shape Styles H HENENNENN| wordArt Styles ] /

- v 5 I I I I I I

A b - 0 Standard Colors !
1 rBizedge Revenue [ ] | IEEEEE

o .
2 |Branch |Enugu | Abuja |Port Harcourt |Benin 1 No Fill Il Bar Chart
5 |Revenue | #63,000,000] % 78,750,000] % 98,437,500] % 123,046,875 &y Whore Fill Colors... 0.742|
4 & Picture..
5 1
Gradient + | No Gradient
6 Revenue - © Sredien
7 Teture » .
# 250,000,000 T -

8 =]
g 200,000,000 Lo
10 - e e
n #150,000,000 A
2 nr
13 # 100,000,000 l . l
14
15 # 50,000,000
1 - - e
7 @ More Gradients..
18
19
20
21

Also you can change the color of the bars by clicking on them and

choosing the color you want.

H ©-¢2-E - Charts.xls - Excel
FILE HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  LOADTE

ER — Hieaen
—| Change
FIResettoMatchstyle AL LI o 0] - L
Current Selection Insert Shapes Shape s H HEEENNENN wordArSty
Chart 3 - f\- =SERIES('Column Chart'I$A33, I I I I I plumn Charl
A b Standard Colors
1 UrBizedge Revenue (] ] EEEEEN
o )
2 Branch |Enugu |abuja |Port Harcourt |Benin i NoFill
3 Revenue | #63,000,000] % 78,750,000] % 98,437,500] # 123,046,875 & More Fil Colors...
4 & Picture..
5 1
[ Gradient »
e Revenue N
Texture ]
7 # 250,000,000 e —
8 =)
g # 200,000,000
10
n # 150,000,000
12
13 # 100,000,000
14
15 # 50,000,000
16
17
18
19
20

And this is the final result.
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H - = Chartslsx - Bxci

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD T
LT 4 e

b Cut Calibri A A == ®- SwepTe General

ER Copy -
F‘ﬂftﬁ ¥ Format Painter | B L W 7 E- - A - &= 3= EMergefCenter - $ - % *

Clipboard [F} Fant ] Alignment [F] Number
K10 - fr

A B C D E F (<] I

UrBizedge Revenue

2 Enugu Abuja Port Harcourt |Benin Kaduna Lagos

3 Revenue | #63,000,000] & 78,750,000] % 98,427,500 #123,045,875] 153,308,504 192,260,742
2

6 Revenue

7 # 250,000,000

8

g

# 200,000,000

#O
Benin Kaduna
Harcourt

10

n # 150,000,000

12

13 # 100,000,000

15 # 50,000,000

16
g Enugu  Abup Fort Lagos
=]
0

It looks better than the default and reflects your company’s

corporate color. Just that you might want to not use the red border.

Most professionals argue that it’s best to not use any border or

background, just make only the important things obvious - data bar
and the axis label. | suggest you do whatever looks great to you. This
is not an exam and most likely what will look good to you will look
good to your colleagues whom you’ll share the report and charts

with.

If you try out other color schemes you can end up with charts looking

like the one below.
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A B C D E F

G
UrBizedge Revenue
2 |Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
5 [Revenue | #63,000,000]% 78,750,000 # 98,437,500 % 123,046,575] #153,808,594  #192,260,742
4
5
B Revenue
! # 250,000,000
a2
[+]
E % 200,000,000
10
1 # 150,000,000
12
13 # 100,000,000
15 # 50,000,000
16
17 #0
18 Enugu Abuj Benin Kaduna
Harco urt
19
20

The extra step we took besides removing the red border and changing

the bar color to bright blue is to change the chart area background to
white.

Hd ©- H Charts.xlsx - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST
Plot Area - NN 2 Shape Fill »

22 Farmat Selection Joal- . V Automatic .

Y Reset to Match Style  |£8 L L[T Theme Colors

Current Selection Insert Shapes Shape & H EEEER WordArt Styles

Chart 3 M T I I I

A B C D Standard Colors H

1 UrBizedge Revenue (] EEEEN

o ]
2 |Branch |Enugu |Abuja |Port Harcourt |Benin || Recent Colors 1 B
3 |[Revenue | # 63,000,000 % 78,750,000] % 98,437,500] & 123,046,575 H W 0,742
4 Mo Fill
5 v MoreFill Colors...

6 Revenue Picture..
! # 250,000,000 -
5 [d Gradient 3
Fa Texture »
g # 200,000,000 E
10
1 # 150,000,000

12
13 # 100,000,000
14

15 # 50,000,000

16

17 Ho

18 Enugu Abup Benin Kaduna

Harcoun

19

20

1

2

ra
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And that’s basically how you insert and format a column chart. You
can try inserting a 3D chart too for the same data. Follow the same
steps but choose a 3D chart instead of the 2D we earlier used. And
when you do the extra formatting already explained to you, you can
end up with a beautiful chart like the one below.

A B C D E F G H
UrBizedge Revenue

1
2 |Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
5 [Revenue | #63,000,000]# 78,750,000] # 98,437,500] % 123,046,875 #153,808,594|  #192,260,742
4
5
& Revenue
7
8
9 # 200,000,000

# 180,000,000
0 # 160,000,000
mn # 140,000,000
12 # 120,000,000
13 # 100,000,000
14 # 80,000,000
is # 60,000,000
. # 40,000,000

# 20,000,000
17 0
18 Enugu Abuja Port Benin Kaduna Lagos
19 Harcourt
20
N Revenue

21

Finally, you can insert other elements on the chart like the data
table, as shown below.
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H ©- s Charts.dsx - Excel cHA
0 HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW  DEVELOPER  LOADTEST ~ POWERQUERY | DESIGN
o = =
1L = s F : [
Add Chart_Quick Change | —

| ; B

1 - i sanlli} 1 - swit
Element - Lajt Colar: c
I Axes S Chart Styles

Idh s Titles L )(
Jx

@ Chart Title 3
i Detalsbels . 5 . . . " | , ‘
B DaaTable > [ g
M | None ige Revenue
il Error Bars 3 X " I
Iarcnurt|Ben|n |Kaduna ‘lagos | Bar Chart
. .
B Gridlines It with Legend Keys 1437,500] #123,096,875] #153,808,594]  # 192,260,742|
af Legend 3
Ml Mo Legend Keys ven +
|4 Trendine  » )
More Data Table Options... <
; # 200,000,000 A
# 150,000,000
12
13 # 100,000,000
14
15 # 50,000,000
16
7 HO —
18 Enugu Abuja e Benin Kaduna Lagos
9 mRevenue ¥ 63,000,000 %78750,000 #98437500 ® 12304687 H153B80859 #192,260,74
20
o

The result is shown below.

UrBizedge Revenue

2 Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos

3 Revenue # 63,000,000] % 78,750,000] #98,437,500] % 123,046,875 #153,808,594] 192,260,742
4

5 Revenue

5 # 250,000,000

7

8

9 # 200,000,000

10

11 # 150,000,000

12

13 # 100,000,000

14

15

15 # 50,000,000

17

18 ®HO - -

. Enugu Abuja Port Harcourt Benin Kaduna Lagos

g mRevenue # 63,000,000 #78750,000 #98437,500 #123,046875 # 153,808,584 +152260,742
20
21

You would have noticed that there are other column chart types
besides the Clustered one we selected (the first option).
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H ©- E = Charts.xlsx - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST

? D B ,jglro' aStora Ilr-? II':")\.' e ‘EE
Ma

. . . = 2 I
PivotTable Recommended Table  Pictures Online 9 My Apps - E Recommended Wumne e

PivotTables Pictures @+ 7 Charts -
Tables lllustrations Apps fou

A2 e fl Branch 3-D Column

A B C D E F Hﬂ@ l@r@ l@@ 1
1 UrBizedge Revenue

2 |Branch \ Enugu |Ahuia |Port Harcourt |Benin \ Kaduna

3 |Revenue | 63,000,000 78,750,000| % 98,437,500] % 123,046,875 #153,8C

4 |_[h[|]_ More Column Charts...

5 Revenue —

As numbered in the image above, they are
1. Clustered Column

2. Stacked Column

3. 100% Stacked Column

The clustered column is what we have used so far. It’s
straightforward to understand. The stacked column is useful for
showing the breakdown of the data that makes up the bar. Below is
an example of its use. We are going to breakdown the revenue by the
products that contributed to it.

A B C D E F <]

»
2 |Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
3 |Product A # 21,000,000(#2 26,250,000| #32,812,500| #41,015,625 #51,269,531 # 64,086,914
4 | ProductB # 21,000,000 #4 26,250,000 # 32,812,500 #41,015,625 #51,269,531) # 64,086,914
5 |Product C # 21,000,000{#2 26,250,000| #32,812,500| #41,015,625 #51,269,531 # 64,086,914
6
7

8 # 250,000,000

g

10 # 200,000,000

12

= # 150,000,000

; # 100,000,000

16

17 # 50,000,000

SRR

19 ®o

20 Enugu Abuja Port Harcourt Benin Kaduna Lagos

. Product C # 21,000,000 #26,250,000 #32812500 41015625 #51,265531 64,086,514

. mProduct B #21,000,000 #26350,000 & 32,812,500 #41015625 #51,260531 #64,085,914

53 EProduct A #321000000 #26250,000 #32812500 #41,0155625 #51,269531 064,086,914

24

114



To do this stacked column chart, you simply select the entire table
data, including the breakdown by products and choose the Stacked
Column chart. And as you can see, it shows a breakdown of each bar

by the constituting parts (products in this example)

The third one, 100% stacked column, is just slightly different. Rather

than show you the breakdown by product revenue values, it shows

the breakdown by the percentage contribution each product makes
to the total. Below is the 100% Stacked Column output for the same

data.

1 UrBizedge Revenue

D

E

G

2 |Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
3 |Product A # 71,000,000 % 26,250,000| # 32,812,500 41,015,625 #51,269,531 # 64,086,914,
4 |Product B # 71,000,000 % 26,250,000| # 32,812,500 41,015,625 #51,269,531 # 64,086,914,
5 Product C # 721,000,000 % 26,250,000 #32,812,500| 41,015,625 51,269,531 64,086,914,
6
8 100%
90%
0 80%
T0%
12
60%
R 50%
14
- 40%
2
6 30%
17 208
18 10%
19 %
20 Enugu Abuja Port Harcourt Benin Kaduna Lagos
o Product C & 21,000,000 #35,250,000 32,812,500 #41015625 %51,760531 # 64,086914
;q wmProduct B #721000,000 #26250000 #32,812500 #41015625 #51,769531 # 64,086,914
;: mProduct A # 21,000,000 #26,250,000 #32,812500 #41,015625 %51,2690,531 # 64,086,914
24

Line Chart and when to use it.

Line chart is used to show trend, usually over a time period. An
example is if you want to show the trend of how the company’s
revenue has been growing for the last five years.
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A B C D E F G H J

1
2 Year FY2008 |FY2009 |FY2010|FY2011 |FY2012 [FY2013 |FY2014

3 |Growth 5% 20% 30% 35% A40% 50% 55%
4

5

6

7 Year

8 60%

g

10 50% /
1 40%
12 /
30%
13 /
14 20% /
15 10%

16 e

17 0%

18 FY2008 FY2005 FY2010 FY2011 FY2012 FY2013 Fy2014
19 =—Growth

20

21

You create a line chart of a table in a similar way as we did for the
column chart. You select the table’s data and go to insert menu,
click on the Line chart type you prefer.

H o =0 Charts.xdsx - Excel
ETEl HoMe | INSERT | PAGELAYOUT — FORMULAS  DATA  REVIEW  VIEW  DEVELOPER ~ LOADTEST  POWERQUERY

i | L d g @ 1 mes 2 2 i

P
PivotTable Recommended Table  Pictures Online ., My Apps ~ E Recommended Map Power Line Column Win/
PivotTables Pictures @+~ Charts. 2-D Line - View Loss

Tables INustrations Apps N Tours | Reports Sparklines
. j\/ - "/
Chart1 - f e/
l/-\_x' ] »
A 8 C D E F G H .t ~ L M N

1 UrBizEdee Revenue Growth popy—

2 | Year |Fy2008 |Fy2009 |Fy2010|Fy2011|Fv2012 |FY2013 |Fra014 |

3 |Growth | s%|  20%| 30%| 35%| 40%| s0%| ss%l| -
— eL\

4 o a Thart
5
|4 More Line Charts

6 rowd h
7 60%
8
9 50%
10
1 40%
12

30%
13
14 20%
15
16 10%
17
18 o

FY2008  FY2008  FY2010  FY2011  FY2012  FY2013  FY2014
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Again, Excel does a fairly good job and you can easily improve the
format of the chart using the steps already explained.

H - =
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELC

C- T 4 A
o Cut Calibri 1 A A === - BEWapTet

o ER Copy -

aste - A E=E= EE B .

- ¥ Format Painter I O A === == METEIE&CEMEF

Clipboard ] Font ] Alignment [F]
K14 v fx
A B C D E F G H

1 UrBizEdge Revenue Growth

2 Year FY2008 |FY2009 |FY2010[{FY2011 |FY2012 |FY2013 |FY2014

3 |Growth 5% 20% 30% 35% 40% 50% 55%

5

B

- Growth

g 60%

9
o 50%
11 0%
12
13 30%
14
D= 205

2
e 103
18 0%
19 FY2008 FY2009 FY2010 FY201l FYz01z FY2013 FY2014

2

Pie Chart and when to use it.

Pie chart is used to show the contribution of each category to the pie
that represents the grand total.

Below is an example showing the breakdown of Nigerian population
by region. You can see how the Pie Chart makes it easy to see the
contribution of each region to the total population of Nigeria.
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40 Region Population

41 Morth East 28,836,101
42 MNorth Central 28,130,880
43| South West 27,731,337 [ 1
a4 North West 23,621,107
45 Middle East 21,194,452
16 South East 17,756,689
47 South South 15,143,828

Population
South South
9%
_ South East
54 11%

It is extremely easy to make. You, like for others, select the table’s
data and select Pie Chart under the Insert menu.

H @ 2= Week 1 n 2 Assignment_updated.xs - Excel
BT HOME  NSERT | PAGELAVOUT  FORMULAS  DATA  REVEW  VIEW  DEVELOPER  LOADTEST  POWER QUERY

g B \E d

- -
o W 12 o Vo [l

=]
PivotTable Pepc‘n::_r[\wa:‘\:e ble  Pictures p?::::; o Wvapes - 5] Racug?zdaa 97 - PvotChart  Map T;;. Line Column
Tables Illustrations Apps 2-D Pie Tours  Reports Sparklines
39 . B
10 [[Region Population 0——.(@ CQ—_@ (S‘Zg
41 North East 28,836,101 =
42 North Central 28,180,880 3-D Pie
43 South West 27,731,337
44 North west 23,621,107 @
45 Middle East 21,194,492 |
46 south East 17,756,689 Doughnut ion
47 South South 15,143,828 P
48 F ( (3
40 N
so ® MorePie Charts...
51
sz
53
54
55
£
s7
2 aNorthEast = North Central = South West = North West
;2 = Middle East = SouthEast  w South South
50

Excel does a default pie chart that you can greatly improve.
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Hd - = Week 1 n 2 Assignment_updated.sx - Excel CHARTTOOLS
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY DESIGN FORMAT

L)
i w o5

& @ & o B s
Add Chart | Quick Change ———— Z = Pt mm _ = Switch Row/ Select
Element - Layouts Colors~ Column Data
Chart Lz ~ \‘ Chart Styles Data
SIS
ﬁ_" |Population
41 ~ 28,836,201
a2 > @ @ 28,180,880
43 27,731,337
Aé @ 23,621,107
45 21,194,492
46 B 17,756,689
47 |south south 15,143,828
48
49
50 Population +
51 4
52 <
53 South East
54 4
55
57
58
59
60
61
5
5

Bar Chart and when to use it.

Bar chart is technically the same as Column chart. The difference is
that when you have a table with lots of entries, usually over 8, you
are better off with using a bar chart rather than the column chart.
Also when the entries have long label names, it’s better to use bar
chart even if the entries aren’t many.

Below is an example.

A [ c o 3 F s H ] K L M
!

2 UrBizedge Revenue

3 TUP M 5,614,815

4 |ABBEY BUILDING SOCIETY PLC 7,240,226 Revenue

5 |ABC TRANSPORT PLC 7,837,748

& ACADEMY PRESS PLC. W 6,322,442 armovepiaric |

7 ACCESS BANK PLC. wrounc ——

& ADSWITCH PLC. reasTARS PC

AFRICAN ALLIANCE INSURANCE COMPANY PLC

¢ AFRICAN AL
0 |AFRICA PRUDENTIAL REGISTRARS PLC
AosaTcHALC .
AFROILPLC
2 AFROMEDIA PLC scesamnnc
1 socTRNSPOT PiE
- ~r
o "o NZLOOOD  NEO0D000  NEOOD0DD  MB000.000

mRevenue

The same rules about Stacked and 100% stacked apply to bar chart
and, even, line charts.

Combo Chart
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Occasionally, you will have to combine two or more chart types in
one visualization/graph. This is very useful if you want to show two
interconnected data and their combined relevance.

An example is showing how a company’s revenue has been changing
in values and as a growth ratio.

A E C D E F G H J K L

1 UrBizEdge 6 Year Revenue Trend
2 |UrBizedge |Revenue Growth .
3 [Frzo13 63,000,000 UrBizEdge 6 Year Revenue Trend
4 |FY2014 & 87,500,000 33% # 350,000,000 70%
5 |FY2015 # 140,625,000, 61% 300,000,000 0%
6 FY2016 ¥ 192,260,742 37% /\

# 250,000,000 50%
7 FY2017 ¥ 246,093,750 28% / \
2 FY2018 320,434,570 30% # 200,000,000 40%
9 # 150,000,000 30%
10 # 100,000,000 20%
" # 50,000,000 10%
12
5 #0 0%

FY2013 FY2014 FY2015 FY2016 FY2017 FY2018

14
15 W Revenue = Growth
16
7

In Excel 2013 and Excel 2016, it is very easy to make.

Just select the entire table and insert a combo chart. It can be easily
located under Recommended Charts.

H S- =
FILE HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  DEVELOPER  LOADTEST  POWERQUERY

B (42 B U g

W~ - i
PivotTable Recommend; Nable  Pictures Online F] My Apps ~ E Regommended .‘ I PivotChart Map Power Line Column Win/ Slicer Ti
PivotTables Pictures &ie Chas 7 Lo - View Loss
Tables Illustrations Apps Charts G Tours  Reports Sparklines Filter

A2 - S || ureize Insert Chart ?

Recommended Charts | All Charts

X 0 . - .~ Clustered Column - Line on Secondary Axis
2||urBizedge |Revenue Growth = Chart Title
3| |Fr2013 # 63,000,000 - I I I = 7o
4| [Fy2014 + 87,500,000 39% SR EEees st
5| |Fr2015 % 140,625,000 61%) — s
6 |Fr2016 # 192,260,742 37%| o %
7| |Fy2017 & 246,093,750 28% 0%
8| |Fy2018 320,434,570 30% 2%
| I 1o
o

P03 PRol Paois  Poos  P@D Fvais
—avenve ——Growth
A dlustered column-line combination chart is used to emphasize different

types of information. Use it when the range of values in the chart varies
widely or when you have mixed types of data,

22 e

H
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New Excel 2016 Charts

If you've felt limited by the charts in Excel or would like to do some
of those amazing charts you see online, then you've got to try out the
new charts in Excel 2016. And if you are in finance and always had to
use a complicated way to create waterfall charts, well, those hard
days are now over. Same also for our statistically inclined folks -- you
can now create your histogram and Box & Whisker charts easily in
Excel.

| will be showing you what those charts look like in Excel. And if you
are impressed enough to want try them, all you need is Excel 2016.
Better if you have the 0365 subscription pack one, | think those ones
get pushed new updates first.

1. Treemap.

July Webinaradsy - Excel

Inset  Draw  Pagelayout  Formuls  Data  Review  View  Developer  Add-ins  LOADTEST  Team @ Tellme w
_ =
% Cut Calibri - KA S =2 % EwepTe General - - [ =%
E Copy ~ - £ H B
Paste BIU- M- HeA- === =3= ElMergetiCenter ~ § « % » 3 & Condtional Formatas Cell  Insert Del
~ Format Painter - 4 - Z $ 7Y Fommatting - Tablew Styles= < 1
Clipboard & Font & Alignment & Number 5 Styles ce
M9 - £
A 3 c p) E F | G H J K
1 [Sales Staff Sales
2 |1ohn #160,000.00 T
3 [segun  #600,000.00 reemap
4 |Funmi #420,000.00 W john ® Segun W Funmi W Lawal
5 lawal  %350,000.00
6_
77
f
o]

EIEECIEIE

&

S
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Treemap

® John ® Segun ™ Funmi ™ Lawal

Funmi

This lets you use rectangular bars of varying height and width to
visualize performance or values of different entities.

2. Sunburst

Sunburst

® John ™ Segun ™ Funmi ™ Lawal

\

'

It's a lot like Pie chart and Doughnut chart, main difference is that it
automatically sorts the data to be visually represented in descending
order clockwise and shows multi-level (hierarchy).
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3. Histogram

ebinaral

Inset  Draw  Page Formulss  Data  Review  View  Developer  Add-ins  LOADTEST  Team  §

X cut Calibri -[n Genersl - ’_:) ’_? gﬁﬂ E‘X @ =8
rn 08T © B Iu w3 93| Conditanal Formatss Cal | Insst Delee Fornat | B
¥ Format Painter 7 g @ v @ 0| S Formatting~ Table~ Styls~| - - - |¥¢C
Clipboard w Font n Alignment w Number [ Styles cells
P47 e e
A B c D E F 6 || J K L M N
36 |S/N Pizzasold _|Amount sold -
37 1|Meatzaa %10,000.00 Histogram
33 #8,000.00 5,000,000.00
20 a[BBa Chicken | % 20,000.00] #4,500,000.00
40 4 #2,000.00| #4,000,000.00
41 5[Meatzaa #8,000.00 350000000
2 6[Hotveggie | #8,000.00]
43 7|BBQ Philly Stef #20,000.00 3,000,00000
4 8|Chicken Feast| #2,000.00 #2500,000.00
45 5[Meatzaa #6,000.00) #2,000,000.00
46 10[Chicken Suya | % 20,000.00] 1,500,00000
a7 11[Chicken Legen| % 10,000.00|
#1,000,000.00
48 12[BBQ Philly Ste] % 16,000.00|
49 13Chicken suya | #8,000.00 #500,000.00 IIII
50 14{Chicken Feast | % 10,000.00] %000 " -
511 15/onoken resst] #8,00000 EE I BB IESEEEiiRQE
52 16[Becfsuya | %15,000.00] =g - s 5 E’ 5 = P % 2% 2
53 17|Chicken Feast | % 10,000.00) - g gy g 5 ;3 3
54 18|Hot Veggie | &20,000.00| & 8 & a ¥ o
55 19|Meatzaa #10,000.00 £
56 20[Meatzaa #4,000.00]
57 21|Margerita | # 12,000.00]
italiana #15.000.00
“ ... | Dynamic Charts | Conditional Formatting | New Excel Formulas | New Chart Types ® [«]

It is for showing frequency distribution. Those of us with some
statistical background will be at home with it.

4. Box & Whisker
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luly Webinai Excel

Insert  Draw. gelayout  Formuls  Data  Review  View  Developer  Add-ins  LOADTEST  Team

X Cut

. o= 0 E S Bx i
D o - Calibi - EWiapText General . E—‘ IF’_:) I?‘ IEEI ;;E?( F@
e e Fomat pater | B T U MegeaCentsr - § - % + | $1 Condilonal Famatas Coll st el Format
Ciipboard & Font & Alignment & Number & Styles celis
N7 < 13
A B c o | e | e | G oa N N
58 22| taliano #15,000.00)
59 | 23[Hot Veggie | #8,000.00 Box & Whisker
60 24| Pepperoni Suy|_#9,000.00
61 25| Veggie Supren] & 15,000.00 Fm0000
62 26| Hot Pepperon| % 12,000.00
63 27| Chicken Legen| % 8,000.00 00000
64 28[88Q Philly Ste] _# 4,000.00
65 25|Hot Pepperon| % 8,000.00| 1500000
&5 30| Chicken Bali_| % 8,000.00
67 31|Chicken Feast| % 6,000.00) #10,00000
68 | 32| Veggie supren|#6,000.00
69 | 33|Extravaganza #5,000.00
7 34| Pepperoni Suy ¥ 12,000.00
7| 35| Veggie Supren| # 6,000.00) RO e s v 5w s m s s e = v o =
7 37| italiano] #6,000.00] = ¥ s % oz 5 8 4 F 2 f 5 % g % o:
74 38[8BQ Philly Ste] % 8,000.00) : g8 7 £k g g g8 8 5 ¢
75 33| Pepperoni Feal # 20,000.00] 8 S &« £ ¥ &
75 40| Chicken Bali_| #8,000.00 8
7 41|Pepperoni Suy|_#6,000.00
7] 42[BBQ Philly Ste{ %20,000.00
79 43[Chicken Bali_ | #6,000.00
0 2alital #15.000.00)
« | Dynamic charts | conditional Formatting | New Excel Formulas | New ChartTypes | @) T

This is also a statistician's tool. It is for showing the spread of values
for the different quartiles in the data.

5. Waterfall.

E | F | G H [ R B B ¢ L M N | O
Waterfall
W increase M Decrease M Total

#4,000,000.00
Manth Net Cash Flow
Year Start +#960,000.00 13,500,000.00 .
Jan #160,000.00
Feb #600,000.00 #3,000,000.00 I
Mar #420,000.00 -
Apr #350,000.00 #2,500,000.00 . . .
May -#610,000.00 . I
Jun #350,000.00 #2,000,000.00 . .
Jul #340,000.00
Avg #200,000.00 #1,500,000.00 I
S - .

ep #540,000.00 #1,000,000.00 |
Oct #480,000.00
Nov #670,000.00 #500,000.00
Dec #350,000.00
Year End #3,730,000.00 #0.00
Jan Mar May 1l sep Mov Year End
Year Start Feb Apr Jun Aug Oct Dec

atting | New Excel Formulas New Chart Types | (&) [T

This is an accountant's staple. It shows incremental effect of
connected data points.
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6. Funnel

= - R
% Cut Calibri "o B EOWiapText General - B 2] | €= Bx R
ER Copy - &= = & Fn- 4
L -a-l= == erge& Center = | § ~ <3 99 Conditional Formatas Cell  Insert Delete Format s
Fomstpneer ® T U (H 20 A- = B5 [Erpne=t Bt e 7" Formatting~ Table- Stylesw - v - ¢ Clers Fil
Clipboard & Font & Alignment & Number & Stytes cells Edting
M 5
D 3 F [ H 1 b |k L M N 0 3 a
1,000,000 potential dients Funnel Chart
Activity Conversion  SentDown

Newspaper Advert 5% 20,000

Phone call f/up 20% 4,000 Newspaper Advert

Face-to-face meetin, 40% 1,600

Proof of Concept 60% 960

Full paying Clients 80% 768 Phone call fup -

Face-to-face meeting
Proof of Concept

Full paying Clients

.| Dynamic Charts | Conditional Formatting | New Excel Formulas | New Chart Types | @) [l I

If you are into sales you will be familiar with funnels. How many
leads you need to get a sale? Conversion rates? With a funnel chart
you can visually depict each level of your sales activities and their
conversion rates.

And those are the new chart types in Excel.

You can access them natively from the chart menu.
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Recommended Charts Al Charts

« e |0 A0 B0 I 8B 98 59

Line Clustered Column

Pie Sales Chast Titke

Are - e
XV (Scatter) . — ]

Stock

FEMe R

{ -
¥

o - R

Surface

Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall
Funnel

Combo

FAEREFOEX®
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PivotTable and PivotChart

PivotTable is Excel’s premium tool for working with huge data table

and even data stored in other database systems like Access, SQL

servers and MySQL servers.

Below is an example of a large data table we will use PivotTable on

to do some very relevant quick analysis. It is a table of sales for a

particular Pizza Restaurant for a day and it has 5000 entries.

A B C D E F G

1 5/N Pizza Sold Price Quantity |Amount Sold Time Time Range

2 1|Meatzaa # 2,000.00| 5 # 10,000.00 8:00:01 AM|Befaore 9:00am
3 2|Extravaganza # 2,000.00 4 #4 8,000.00 8:00:02 AM|Before 9:00am
4 3|BBQ Chicken #4,000.00| E # 20,000.00 8:00:04 AM|Before 8:00am
5 4|Extravaganza # 2,000.00| 1] #4 2,000.00 8:00:07 AM|Before 9:00am
& 5|Meatzaa #2,000.00 4 # 8,000.00 8:00:08 AM|Before 3:00am
7 6|Hot Veggie #4,000.00| 2| #4 8,000.00 8:00:14 AM|Before 9:00am
8 7|BBQ Philly Steak #4,000.00| 5 # 20,000.00 8:00:20 AM|Before 9:00am
9 8|Chicken Feast # 2,000.00| 1] # 2,000.00 8:00:20 AM|Before 9:00am
10 9|Meatzaa # 2,000.00] 3 # 6,000.00 8:00:22 AM|Before 9:00am
1 10|Chicken Suya #4,000.00| 5 # 20,000.00 8:00:25 AM|Before 9:00am
12 11|Chicken Legend # 2,000.00| 5 # 10,000.00 8:00:26 AM|Before 9:00am
13 12|BBQ Philly Steak #4,000.00| 4 # 16,000.00 8:00:27 AM|Before 9:00am
14 13|Chicken Suya #4,000.00| 2| # 8,000.00 8:00:29 AM|Before 9:00am
15 14|Chicken Feast # 2,000.00| 5 # 10,000.00 8:00:33 AM|Before 9:00am
16 15|Chicken Feast # 2,000.00| 4 # 8,000.00 8:00:33 AM|Before 9:00am
17 16|Beef Suya #3,000.00 5 # 15,000.00 8:00:34 AM|Before 3:00am
13 17|Chicken Feast #2,000.00 5 # 10,000.00 8:00:35 AM|Befare 9:00am
19 18|Hot Veggie #4,000.00| 5 # 20,000.00 8:00:35 AM|Before 9:00am
20 19|Meatzaa #% 2,000.00| 5 #¢10,000.00 8:00:35 AM|Before 9:00am
21 20|Meatzaa # 2,000.00| 2 #44,000.00 8:00:36 AM|Before 9:00am
22 21|Margarita #4,000.00 3 # 12,000.00 8:00:37 AM|Before 3:00am

;77T IS

hJ

7

VA AV av 4

So how can we make a report that will show us the sales performance
that day by the different type of Pizzas the restaurant sells. A report
like the one below:
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K

L

Pizza Type Sum of Quantity [Total Sales Amount

BEBQ Chicken S00 # 3,600,000.00
BECQ Philly Steak 952 # 3,808,000.00
Beef Suya 951 # 2,943,000.00
Chicken Bali 889 #1,778,000.00
Chicken Feast 872 # 1,744,000.00
Chicken Legend 883 £ 1,766,000.00
Chicken Suya 956 # 3,824,000.00
Extravaganza 907 #1,814,000.00
Hot Pepperoni Feast 1,073 #4,292,000.00
Hot Veggie 950 # 3,800,000.00
Italianc 983 # 2,955,000.00
Margarita 871 # 3,4584,000.00
Meatzaa 838 # 1,676,000.00
Pepperoni Feast 907 ## 3,628,000.00
Pepperoni Suya 1,077 #3,231,000.00
Veggie Supreme 1,009 # 3,027,000.00
Grand Total 15,050 # 47,370,000.00

It’s quite easy with Pivot Table.

You start by selecting the sales transaction table or selecting one of
the cells in it. Then go to Insert menu and click on Pivot Table.
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.

HOME | INSERT ~ PAGELAYOUT  FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWER QUER'
Store

Pivotable Recommended §Table | Pictures Online Recommended PivotChart  Map Power Line

PivotTables Pictures Charts - View

Tables e Illustrations Apps Charts Tours | Reports
AL - 2000

A B c D E F G
1 18/N Pizza Sold Price Quantity |Amount Sold Time Time Range
2 1|Meatzaa # 2,000.00| 5 # 10,000.00 8:00:01 AM|Before 9:00am
3 2|Extravaganza # 2,000.00| 4 # 8,000.00 8:00:02 AM|Before 9:00am
4 3|BBQ Chicken #4,000.00] 5
5 4|Extravaganza # 2,000.00| 1
6 5|Meatzaa # 2,000.00 4 Choose the data that you want to analyze
7 6|Hot Veggie #4,000.00 2 (®) Select a table or range
8 7|BBQ Philly Steak #4,000.00 5 Table/Range: | 'Fivat Table n Fivot Chart1SAS1:5GS5001
El 8|Chicken Feast #2,000.00 1 () Use an external data seurce
10 9|Meatzaa # 2,000.00| 3 -
1" 10|Chicken Suya #4,000.00 5
Connection name:
12 11|Chicken Legend # 2,000.00 5
Choose where you want the PivotTable report to be placed
13 12|BBQ Philly Steak #4,000.00 4 =
- (®) New Worksheet
14 13|Chicken Suya #4,000.00 2| —
() Existing Worksheet
15 14|Chicken Feast & 2,000.00 5 —
. Location: £

16 15|Chicken Feast # 2,000.00 4
17 16|Beef Suya  3.000.00] 5 Choose whether you want to anemultlpletables
18 17|chicken Feast % 2,000.00 5 [[] Add this data to the Data Mode
19 18|Hot Veggie 24,000.00| 5 ok || canael
20 19|Meatzaa # 2,000.00 5
21 20|Meatzaa # 2,000.00| 2 # 4,000.00 8:00:36 AM|Before 9:00am
22 21|Margarita #4,000.00| 3 # 12,000.00 8 7 AM(Before 9:00am

In the screenshot above, | selected one of the cells in the table,

clicked on Insert menu, clicked on PivotTable, confirmed that my

entire table has been selected and clicked on OK.

You will be taken to a new sheet that looks like the one below:
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Bd oS- =13 Pivot table, Pivot Chart and PowerPivot xis - Excel PIVOTTABLE TOOLS ?2 @ - 0O X
HOME | INSERT ~PAGELAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOADTEST POWERQUERY ~ANALYZE ~ DESIGN  Michael.. - s

o - et - -
B % [combn T e w === = [cenenl ~1 & Conditional Formatting & Insert z H
» EER [7 Format as Table - B Delete + [T i
aste Sl VA == = &=a= . . o 00 = Sort& Finy
- BIU-E- DA S==6€% $7% 0 BB Beasye- EiFormat € v Fier . Select~
Clipboard Font Il Alignment ] Number ] Styles Cells Editing ~
a3 - f A
A B L D E F G H J K -
1 PivotTable Fields v
2 TOTe DAT s— )
1 Core part Choosefieldsto addto report: | £
4 SIN o
3 Pizza Sold
5| Tobuildareport, choose Price
7| fields from the PivotTable Quantity
H Field List Result part Amount Sold
9 | Qpmm— Time
10 Time Range =
11
12 Drag fields between areas below:
13
o T FILTERS 1l COLUMNS
15 —
16|
17
12 = ROWS T VALUES
18
20
21
b Video9 | Sheet! | Pivot Table n Pivot Che .. (@ 0 H Defer Layout Update

At first it looks really different, like you are no longer in Excel. But it
is very easy to work with. The core part is the part on the right with
the name PivotTable Fields. It has a list of all the fields in the
original data table. The part below the field names are where you
actually set up your report.

Whatever field you want to display its unique entries, one per
line/row, you will drag to ROWS. Let’s do that for the Pizza Sold field
so we will be able to see all the pizza types the restaurant sells.
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H - = Pivot table, Pivot Chart and PowerPivot.xlsx - Excel PIVOTTABLE TOOLS T E - O %
HOME  INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOADTEST POWERQUERY — ANALYZE DESIGN Michael... ~ o
o it - . .
& X caton BT e B [omen FE Conditional Formatting ?\nsen > H
Pt By~ " [ Format as Table - BxDelete - [T+ —
aste B I U- [ -A- o s % et Sort & Finy
- 4 $ 30 [ el Styles ~ i Formats @ o Select-
Clipboard 1 Font Il Alignment ) Number i) Styles Cells Editing ~
A3 - Ji | RowLabels ~
A B C D E F G H J -
1 PivotTable Fields T
3| TRow tabete | Choose fields te add to report: & -
4| 'BBQ Chicken N =
5| BBQ Philly Steak 7 Pizza Sold
5| |Beef Suya Price
7| |Chicken Bali Quantity
8| | Chicken Feast Amount Sold
9| |chicken Legend Time
14 Chicken Suya Time Range -
11 Extravaganza
14 Hot Pepperoni Feast Drg fields between areas below:
13 Hot Veggie
~ 8 T FILTERS lil COLUMNS
14 1taliano
19 Margarita
19 Meatzaa
11 |Pepperoni Feast
14 Pepperoni suya T VALUES
19 Veggie Supreme -
2( |Grand Total
22
» Video 9 | Sheetl | Pivot Table n Pivot Ché ... < > DeferLayout Update

Then if it is that you want to display those unique entries one per
column, drag the field to COLUMNS. Let’s see what will happen if we
drag that Pizza Sold field from ROWS to COLUMNS.

H - (= Pivot table, Pivot Chart and PowerPivot.xlsx - Excel PIVOTTABLE TOOLS ? B - O X
HOME | INSERT PAGELAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOADTEST POWER QUERY ANALYZE DESIGN Michael... o
AD X e o 2 (e - FZ Conditional Formatting ~ E‘”Insert - 3 i
Eg - [Z7 Format as Table - FrDelete ~ [+
Paste B I U- -+ §-9% > W8 I ol styies- B Fomat | & - Sort & Find &

v - Filter - Select ~
Clipboard Font m Alignment 5 Number [ Styles Cells Editing -~
A3 - Column Labels ~

A 8 C D E =

1 PivotTable Fields v X
2
3 [Cotumn Labels 21 Choose fields to add to report: & -
< | BBQ Chicken “BBQPhillySteak  Beef Suya Chicken Bali Chicken Feast ChicK SN =
5 | Pizza Sold
6 Price
7 Quantity
8 Amount Sold
9 Time
10 Time Range -
1
12 Drag fields between areas below:
lj T FILTERS Il COLUMNS
is Pizza Sold
18
17
12 = ROWS 3 VALUES
19
20
21
22 -

v Video@ | Sheetl | Ppivot Table n Pivat Ch 1 > Defer Layout Update

So now you understand how ROWS and COLUMNS work.
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Drag Pizza Sold back to ROWS, that is where we need it for our quick
analysis.

Next is VALUES. Whatever you want to do a mathematical calculation
on, you drag to the VALUES part. Common calculations you will find
yourself doing are counts (to see the number of time each unique
entry occurred in the original table), sum (to add the values a
particular field) and average (to average the values of a particular
field).

In our case, let’s drag Quantity and Amount Sold fields to VALUES.

B H o =1k Pivot table, Pivet Chart and PowerPivotasx - Excel PvomABLETOOlS ? B - O X
G HOME INSERT PAGELAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOADTEST POWERQUERY ~ANALYZE  DESIGN  Michael. - B
o = - cert + -

B % [Caon S [General <) EE\ Conditional Formatting E‘”\n,er{ > H
Pt Eg - EZ9 Format as Table ~ ExDelete + [T~ i

aste .t . - % < o o in

Tt BIU-H $ 0% 0 WA syl & Format- & - Select -
Clipboard 1 Font w Alignment w Number 5 Styles cells Editing -
A3 M Jr | RowLabels ~

A g ¢ D £ =

PivotTable Fields X

. Choose fields te add to report: -
Row Labels ~ Isum of Quantity sum of Amount Sold

88Q Chicken 00 3600000 SN =
88Q.Philly Steak 952 3808000 7 Pizza Sold

BeefSuya 981 2943000 Price

Chicken Bali 889 1778000 7 Qugntity

Chicken Feast 872 1744000 v Amdunt Sold
Chicken Legend 883 1766000 Time!

1p |Chicken Suya 956 3824000 Time Rgng
1t |Extravaganza %07 1814000
1P |Hot Pepperoni Feast 1073 4292000 Drag fields bgwedy areas below:
1B |Hot Veggie 950 3800000

. FILTERS
1k |rtaliano 985 2955000
15 | Margarita 871 3484000
1 | Meatzaa 838 1676000
117 |Pepperani Feast 907 3628000
1B | Pepperoni Suya 1077 3231000 ROWS
1p |Veggie Supreme 1009 3027000 Pizza Sold

Grand Total 15050 47370000 Sum of Amou... ¥

Defer Layout Update

> Video 0 | Sheetl Pivot Table n Pivot Chz ... (&) [l »

Can you see how quick this is? We have just analyzed a 5000 sales
record table in seconds. Now we have a report that shows us how
many of each Pizza type was sold and the total sales amount
generated.

Those are the type of lightning fast analysis PivotTable allows you to
do.

There is now one part we haven’t touched: FILTERS. As the name
suggests, it simply gives us the capability to filter our report. We will
drag Time Range to FILTERS to see which sales occurred at the peak
period (before 9:00am) and after the peak period.
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H - =15 Pivot table, Pivot Chart and PowerPivotxlsx - Excel PIVOTTABLE TOOLS 2 B - 0 X%

HOME INSERT PAGELAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOADTEST POWERQUERY AMALYZE  DESIGN  Michael. - &
.n.D % e T AN E=Ee = |Gew -1 B Conditional Farmatting ~ Enmm - X Q‘Y H

== _ [ Format as Table + Fr Delete ~ [T~
Pt ¢ B IU- D DrA- = =8 B 5% W8 Heasyie- i Format - & - ;D\Z,Bf ;T:ﬁ
Clipboard Font ) Alignment [ Number [} Styles Cells Editing A
A2 - Jr || RowLabels ~
A 8 c D 3 =
1 |Time Range [0] ~ PivotTable Fields %
2 | [search A Choose fields to add to report: - 3
3 B Sum of Amount Sold
4 After %:00am 3600000 SN =
s Before %:00am 3808000 7 Pizza Sold
5 2943000 Price
7 1778000 /| Quantity
s 1724000 ] Amount Sold
9 1766000 Time
10 3824000 /| Time Range k2
1 1814000
12| [0 select Multiple ltems 4292000 Drag figlds between areas below:
g = ot ¥ Afrers Il coLumNs
- 2434000 TimeRange v | |[ X Values =
16 Meatzas 838 1676000
17 | Pepperoni Feast 307 3628000
18 Pepperoni Suya 1077 3231000 = ROWS = VALUES
18 Veggie Supreme 1009 3027000 Pizzasold  + | || Sum of Quant..~
20 Grand Total 15050 47370000 Sum of Ameu... ¥
21
22
, Video @ | Sheetl | Pivot Table n Pivot Che . . DeferLayout Update

And that’s how PivotTable works. Very easy to use and powerful.

PivotChart

Whenever you insert a chart using data generated via a PivotTable,

that chart is a PivotChart. It has some extra functionalities it inherits
from the PivotTable which makes it a little different from the regular
charts we have already discussed.

Below is the PivotChart for the PivotTable we just created.
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H - = Pivot table, Pivot Chart and PowerPivot.xlsx - Excel PIVOTCHART TOGLS 7 ®E - 0 x
HOME INSERT PAGELAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOADTEST POWERQUERY ANALYZE DESIGN FORMAT Michael.. - &
Chart Name:  Active Field = D D = [ Fields, Items, & Sets - E e
&
Chart 1 T =~ Jix OLAP Tools
Drill Dl Insert Inset  Filter  Refresh ChangeData Clear Move Field  Field
[ Options Field Settings  pown  Up Slicer Timeline Connections = Source - Chart Relationships List Buttons~
PivotChart Active Field Filter Data Actions Calculations Show/Hide ~
Chart1 - f A
A B c D 3 <
1 [Time Range (All) ~ PivotChart Fields S
: Choose fields to add t n &
oose fields to add to report: ~
3 |Row Labels ~| Sum of Quantity Sum of Amount Sold P
4 |BBQ Chicken 300 3600000 i —
5 |8BQ Philly Steak ;
v Time Range v + ] Pizza Sold
5 |BeefSuya Price
7 |Chicken Bali Sum of Quantity Sum of Amount Seld "»" | Quantity
8 |Chicken Feast 5000000 /| Amount Sold
4500000
9 |chickenLegend | 2000000 Time
10 | Chicken Suya 333000 /| Time Range ~
11 |Extravaganza 1303333
12 |Hot Pepperoni Feas 1500000 | I | | I " Drag fields between areas below:
13 Hot Veggie .
by it ] msum o Quarity T FILTERS 1l LEGEND (SERIES)
15 |Margarita $ESEZEEEELEERGI L msumoAmountsad TimeRange = | [ X Values  +
AN N
16 | Meatzaa §§;§i§;é§%§;*g§§§.ﬁ
E gz gzgfg? 5%
17 |Pepperani Feast 2g “gz2b i & 288
18 |Pepperani suya = e < &a s = AXIS (CATEG.. | VALUES
19 Veggie Supreme 2 Pizasold = | |[ Sum of Quant... ~
20 Grand Total Pizza Soid ¥ Sum of Amou...
21
22
, Video 9 | Sheetl | Pivot Table n Pivot che ... (&) < v Defer Layout Update

Notice the extra elements on it. Even the Time Range filter is
showing on the chart. Besides those extra elements, a PivotChart is
same as the regular charts and the same kind of formatting you can
do on the regular charts work on PivotCharts.
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Business Data Analysis

When using Excel to organize or analyze your business operations
data, there are some tools you need to be aware of.

Linking Sheets

You often have to pull data into a report from another report or Excel
file, the most effective way to do this is to link the sheets. You will
be mirroring the value in the source sheet in your destination sheet.

An example is if there is a sheet that contains the internal revenue of
all the states in Nigeria and you are doing a report on Kebbi state.
You want to pull the values for Kebbi state from the sheet that has
everything (source sheet), your best bet is to link the sheets. It is
preferable to copying the values from the source sheet because if the
source sheet is updated with new values your analysis sheet will not
automatically update (will still be showing the now incorrect old
values). So how do you link sheets?

muygimEn

A B c D 3 F [
| | | | |

2 Kebbi \ | \ \ \ \ |
5 Kebbi -- 2014 Half Year Revenue
5
é w120 gl
i #1.00
1 #0.80 |
2 #0.60
14 %040 |
15
16 #0.20 J .
7 %000 )

18 Jan-14 Feb-14 Mar-14 Apr14 May-14 Jun-14 Jukld  Aug-14

B kebbi
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Bl | internally GeneratedRevenueof StatesinNigeria |
2
3 Abia #1,297,498,300.00)  %821,123,500.00) ¥ 1,175,454,800.00|  ¥967,327,400.00| ¥ 2,265,644,000.00| N 4,544,916,100.00
4 [Adamawa | %4,022,792,500.00] #4,317,641,300.00] # 1,627,470,600.00 # 1,023,694,700.00] #3,493,691,500.00|  1,973,059,900.00
23 |Kano #2,981,980,300.00] #2,021,735,600.00| ¥3,016,518,600.00| #4,411,651,000.00| # 2,387,291,000.00 M 530,613,400.00
24 | Katsina #3,589,421,500.00 ¥ 1,293,838,700.00| % 638,877,300.00] ¥ 2,969,721,400.00| & 1,025,989,500.00| N 2,648,689,500.00
[25 Tkebbi % 1,684,273,500.00 ¥ 4,790,202,900.00| %991,721,500.00] # 4,897,014,100.00|  %4,131,210,900.00 & 2,990,418,100.00
26 | Kogi +2,812,863,300.00] #2,734,189,600.00] §2,306,601,300.00]  #867,264,000.00|  2,104,687,400.00| N 2,825,512,800.00
7 Kwara #3,915,338,600.00] H 1,496,830,100.00]  #1,305,529,900.00] #4,919,941,300.00] N 2,214,504,600.00 N 912,176,400.00
28 [Lagos % 6,239,473,500.00] #7,319,183,000.00] #6,211,689,500.00] # 3,351,178,500.00| % 11,610,307,000.00|  22,681,984,500.00
9 |Nasarawa #450,732,700.00] 4 4,852,095,900.00] %1,411,838,200.00] N 743,233,200.00 §492,081,500.00] ¥ 1,310,892,700.00
30 |Niger #3,002,387,100.00] #4,592,318,900.00] #3,219,870,900.00] # 1,086,334,400.00] & 3,979,805,300.00] N 1,826,747,300.00
31 [ogun %3,434,714,900.00] #2,586,000,100.00] #3,907,557,600.00| # 1,642,410,200.00| & 2,265,022,600.00| & 2,200,451,900.00
32 |Ondo #716,222,900.00 M 1,690,422,800.00|  ¥4,362,953,800.00] ¥ 977,876,300.00] ¥ 4,300,936,900.00] ¥ 4,925,747,700.00
33 [Plateau #4,527,323,100.00] #2,371,220,000.00] #4,471,653,300.00]  %932,778,800.00] % 3,593,441,000.00]  4,894,816,200.00
34 [Rivers #2,423,028,900.00] ¥ 4,860,256,800.00]  #4,148,808,000.00|  859,719,700.00| % 4,882,684,200.00| N 4,459,705,200.00
35 |Taraba #531,248,900.00]  #785,603,400.00] §2,475,480,400.00) ¥ 878,820,400.00] ¥ 1,389,495,200.00] K 3,244,525,900.00
36 |Yobe #2,187,894,400.00] #2,500,320,500.00] #3,497,511,100.00|  #829,030,800.00| % 3,799,677,800.00| N 2,986,053,000.00
37 |Zamfara #4,767,284,200.00] H1,622,967,600.00]  #4,509,006,600.00| # 1,308,237,500.00| # 3,350,176,900.00 M 756,637,100.00

It’s very easy. In the fields in the analysis sheet, for the different
months values you will type = and select the cell with the actual
figure in the source sheet.

In the end you will have the following or similar:

A B c D 3 F G
| | |

2 [Kebbi |-DatasheetlB2s  |-Datasheet!C25  |-DatasheetlD25  |-Datasheet!E25  |-Datasheet!F25  |-Datasheet!G25 |

5 Kebbi -- 2014 Half Year Revenue

6

o # 5,000,000,000.00

o # 4,500,000,000.00

= #4,000,000,000.00
10 # 3,500,000,000 00
1 # 3,000,000,000.00
12 # 2,500,000,000.00
. # 2,000,000,000.00

= #1,500,000,000.00
1 # 1,000,000,000.00
5 # 500,000,000.00
16 #0.00
8
19
o B Kebbi
>
A B c D E F G

Bl | intemally Generated Revenue of statesinNigeria i
2

3 |Abia #1,297,498,300.00] W 821,123,500.00] N 1,175,454,800.00|  N967,327.400.00| N 2,265,644,000.00] N 4,544,916,100.00
4 [Adamawa | H4,022,792,500.00| N4,317,641,30000| W 1627,470,600.00| W 1023,694,700.00| W 3,493,691,500.00] N 1,973,059,900.00
23 [Kano #2,081,980,300.00| N 2,021,735,600.00| N 3,016,518,600.00| M 4,411,651,000.00 2,387,201,00000] N 530,613,400.00
24 [Katsina #3,580,421,500.00| W 1,293,838,700.00| M 638,877,300.00| #2,969,721,400.00| _ 1,025,989,500.00| N 2,648,689,500.00

[25 [Kebbi W 1L6I213,500.00] N4,802,30000 N9 275,500.00] N4B2614,100.00] N 4,1B20,900.00] N 3,9892A,100.00

26 [Kogi #2,812,863,300.00| W 2,734,189,600.00| #2,306,601,300.00(  867,264,000.00| 2,104,687,400.00] N 2,825,512,800.00
27 [Kwara H3,915,338,600.00] N 1,496,830,100.00| N 1305,529,900.00| W 4,919,941,300.00| N 2,214,504,600.00] W 912,176,400.00
28 [Lagos #6,239,473,500.00| #7,310,182,000.00| #6211,689,500.00| #3,351,178,500.00| # 11,610,307,000.00| # 22,681,984,500.00
29 [Nasarawa H450,732,700.00] N 4,852,095,900.00] N 1411,838,200.00]  N743,233,200.00] % 492,081,500.00] N 1,310,892,700.00
30 | Niger #3,002,387,100.00| #4,592,318,900.00| #3,219,870,900.00| # 1,086,324,400.00| # 3,979,805,300.00 # 1,826,747,300.00
31 [Ogun 3,434,714,900.00] N 2,586,000,100.00| 3,907,557,600.00| W 1,642,410,200.00| N 2,265,022,600.00] N 3,200,451,900.00
32 [Ondo #716,222,900.00| # 1,690,422,800.00| #4,362,953,800.00| #977,876,300.00| # 4,300,936,900.00| # 4,925,747,700.00
33 [Plateau H4,527,323,100.00] N 2,371,220,00000| N 4471,653,300.00]  N932,778,800.00| N 3,593,441,000.00] N 4,894,816,200.00
34 [Rivers %2,423,028,900.00| # 4,860,256,800.00| #4,148,808,900.00|  #859,719,700.00| # 4,882,684,300.00  # 4,459,705,200.00
35 |Taraba H531,248,900.00] W 785,603,400.00| N2,475,480,400.00]  N878,820,400.00| W 1,389,495200.00] N 3,244,525,000.00
36 Yobe %2,187,894,400.00| # 2,500,320,500.00| #3,497,511,100.00|  #829,020,800.00| # 3,799,677,800.00 # 2,986,053,000.00
37 [Zamfara__| N 4,767,284,200.00] W 1,622,967,600.00] ~4,509,006,600.00] W 1308,237,500.00] N 3,350,176,900.00 W 756,637,100.00
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The source sheet has the name Datasheet, hence the
=Datasheet!B25 in January value cell in the analysis sheet. You don’t
type anything beyond = into the values cells in the analysis sheet,
once you select the right cell in the source sheet, Excel will write

everything you see in the cell.

Duplicating Sheets

Sometimes you will want an exact copy of a sheet to work with or
email to someone (especially if the Excel file contains other sheets
you don’t want the person to access). Excel has a nifty tool for

duplicating sheets. And it’s very easy to use.

Right click on the name of the sheet you want to duplicate. Click on

Move or Copy...

G90 - fe

B C D E F G
1 |Family Monthly Budget and Expense Sheet
2
3 Budgeted Expense for the Month  Actual Expense  Surplus/ Projected Monthly
4 May NGN 40,000 NGN 35,000 NGN 5,000 Income 1
5 Income 2
6 |-} |-} |-} -] Extra income
7 House Rent NGN 5,000 NGN 5,000 NGN 0 Total monthly income
8 Business Rent NGN 0 NGN O =» NGN 0
9 Phone NGN 25,000 NGN 15,000 4 NGN 10,000 Insert... ctual Monthly Ind
10 |Electricity NGN 10,000 NGN 15,000 4} -NGN 5,000 5% Delete 1come 1
11 Gas NGN 0 Rename 1come 2
12 'Water and sewer NGN ra income
13 |Cable NGN O & View Code otal monthly income
14 |Waste removal NGN O [ Protect Sheet...
15 oo NOND e
16 Supplies NGNO
17 Other NGNO | jifferance |

Select All Sheets

Monthly Family wewwew maumsay — & []

You’ll see a dialog box. Select new book and tick Create a Copy.
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G30 - I

B C D E F
1 Family Monthly Budget and Expense Sheet
2
3 Budgeted Expense for the Month Actual Expense Surplus/ Projected Mont|
4 NGN 40,000 NGN 35,000 NGN 5,000
5
6
7 House Rent NGN 5,000 NGN 5,000 >
Move selected sheets

8 Business Rent NGN O NGN 0 =» ozl
9 | Phone NGN 25,000 NGN 15,000 ‘[nm book)
10 | Electricity NGN 10,000 NGN 15,000 4 Before sheet:
11 Gas =3
12 'Water and sewer =
13 |Cable =3
14 'Waste removal =
_‘5 I_V_Ifl-l-l_l?lld"b'ﬁ or E>
16 |Supplies =1

Other =

And the sheet will be duplicated in a new Excel file for you.

w o = - [e— Cwo- oo
WOME | NS PAILAOUT FORAMS DATA  RNEW VW DAMOPM LTS POATRGURY wehssons - [0 @
= X cu . Tk == B | Ew B B T Ex [ X - A
S Calir W oKW H 2 | Swepte [General E @ 2 535 e v i
Paze CE- DA~ 4 ElMergehCoter - § - % o %4 Jf Condtionsl Fomstes Cel  lmen Delete fomnot Son find &
T S romatpuener © T U L A EEE €8 Fvagedcon - § - % Fomating® T~ Syiess | o e o & Figere S
ot . pant 5 pr— 5 e 5 sotes cens esting ~
) f n
8 c 5] 3 i G H 1 ol
1 |Family Monthly Budget and Expense Sheet Instructions
2
; Bedied xpenisforthe Mot hchst xperse—Sur] m—
4 May NGN 40,000 NGN 35,000 NGN 5,000 Income 1 NGH 160,000
5 Income 2 NGH 80,000 ":‘“””‘:""!“?‘:E;W
the ones that you find o
o -] 2 -] L] Entr ncome NS00 e thatdon't
7 House Rent NGN 5,000 NGN 5,000 <> NGN 0 Total monthly Income: NGNZIBOM v sudgetearn
& Business Rent NGN O NGN D NGN 0/ the month. Then at the d
9 | Phane NGN25000  NGN1S000 4  NGNiao0 [Actual Monthly Incame (filed at Manth End) tctualincome fo that m
10 | Blectricity NGN 10,000 NGN 15000 §  -NGN 5,000 Income 1 NGH 100,000
11 Gas > NGN 0 Income 2 NGMEDODD YO AN sawe s copyotin
12 | Water and sewer =Y NGN 0 Ertraincome NGH2soop  Youlmeed tforthe next
:i Cable | > Ng"g Total monthly Income: T A
Waste removal > NGN mikegurtizedge.com
15 | P UL > NGN O Budgeted Income - Budgeted NGN 190,000
16 | Supplles > NGN O [Actual Income - Actual Expense NGN 170,000
17 |Other > NGN 0 Diffarancs 3 (hGw 20,000)

o Tol  NGN4OOOD  NGN3SO0D  NGNS000 -

Inserting Sheets, Renaming Sheets and Changing Sheet
Tab color

You can insert a new Sheet in an Excel file. Just click on the new
sheet icon at the right of the last sheet tab in the file.
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1 Family Monthly Budget and Expens
2

a
4 May NGN 40,000 NG
5

¢ Housing ~  BudgetedCost - Actual(
7 |House Rent NGN 5,000 NGH
8 |Business Rent NGN O

9 Phone NGN 25,000 NGN
10 |Electricity NGN 10,000 NGN
11 |Gas

12 |Water and sewer

15 |Cable

14 |'Waste removal
.15 nidinvwendnoe or

16 |Supplies

17 | Other

You can also rename the new Sheet to what you want. Just right click
on the sheet tab and select Rename.
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e L P

5
i}
7
8
g
10
11
12 Insert...
13 5% Delete
14 Rename
13
15 Move or Copy...
17 Q7 View Code
18 L_' Protect Sheet...
15 Tab Color 4
20
Hide
21
22
= : Select All Sheets
Monthly Family Budget Sheew wr
READY B3

Finally, you can give it the color you want. Again, right click on the
sheet name and click on Tab Color. Choose the color you want.

Insert...

%

Delete
Rename

Move or Copy... Theme Colors

&3] View Code H EEEENEN
I:' Protect Sheet...

Tab Color

e oARNREEENE

Standard Colors
HE EEEEN

Select All Sheets
Mo Color

dget Renamed Sheet | (C3]

I [

140



Freezing Panes

There will be times you have a table to with lots of entries and will
require a lot scrolling up and down, and even left and right. Often
you will want some part of the table to never scroll out of view. This
is usually the headers. Achieving this requires enabling a tool called
Freeze Panes.

It freezes the part of your report you don’t want to scroll out of
view. Below is an example. You access it from the View menu.

=N =

Business Data Analysis, part 1.xlsx - Excel

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY
T =1 F=splic [ View Side by Side g}
== /| Formula Bar C)\ [‘3 [ gl ¥
A E B I E T S =Nl=
Normal Page Break Page 7 Gridiines ] Headings Zoom 100% Zoomto  Mew Arange | Freeze Switch  Mac
Preview Layout Selection  Window Al |Panes= Windows =
Workbook Views Show Zoom Freeze Panes Mac

B

Keep rows and columns visible while the rest of

BL - Sr | tanaa the worksheet scrolls (based on current selection).
Freeze Top Row
D Keep the top row visible while scrolling through
A B c D the rest of the workshest,

i B] K o ot ol el srling

2 |Abia # 1,297,498,300.00 #821,123,500.00 # 1,175,454,800.00 through the rest of the worksheet, N4,
3 |Adamawa #4,022,792,500.00| #4,317,641,300.00 #1,627,470,600.00| #1,023,694,700.00 # 3,493,691,500.00 H1,
4 |Akwa Ibom #824,782,800.00| #1,691,712,500.00 #4,927,386,500.00| #2,187,626,200.00 # 2,966,925,400.00 "2,
5 |Anambra #2,159,322,900.00| #1,511,863,500.00 #4,060,131,900.00| # 1,843,665,900.00 # 2,439,308,800.00 H3,
6 |Bauchi #764,748,600.00| # 3,059,451,100.00 #2,879,985,600.00| #3,032,115,500.00 # 2,609,030,900.00 H3,
7 |Bayelsa #1,218,646,400.00| # 2,035,499,300.00 #3,596,177,500.00| # 3,958,333,500.00 # 4,856,865,900.00 N1,
8 |Benue # 3,479,649,000.00| # 3,864,832,700.00 #2,458,711,700.00| % 4,801,142,000.00 #2,700,421,800.00 H3,
9 |Benue #602,469,700.00| # 1,387,315,500.00 #4,501,134,600.00| #2,728,902,800.00 # 1,687,978,600.00 N3,
10 |Borno #2,361,614,200.00| % 1,616,065,000.00 #4,908,244,600.00| % 4,216,846,800.00 # 581,980,000.00 H4,
11 |Cross River | #2,416,592,600.00| # 1,971,834,600.00 #1,814,142,400.00| * 4,658,487,000.00 # 745,327,000.00 H4,
12 |Delta #4,755,914,300.00| # 2,382,209,500.00 M 3,361,514,600.00| ™ 2,060,298,000.00 4,671,269,900.00 K2,
13 |Ebonyi # 3,547,140,000.00| # 3,233,069,500.00  4,883,253,900.00| ¥ 1,060,164,800.00 # 2,926,053,500.00 N
14 |Edo # 2,663,501,000.00 M 781,461,300.00 #462,661,800.00 # 543,085,200.00 # 3,256,011,600.00 H2,
15 | Ekiti #1,816,087,900.00| # 4,128,943,600.00 #1,512,170,300.00| ¥ 2,592,908,100.00 # 3,340,038,100.00 N4,
16 |Enugu # 1,409,979,200.00| #* 2,609,372,800.00 #1,990,646,300.00| #3,219,650,200.00 # 1,893,090,400.00 #4,
17 |FCT #3,199,223,200.00| % 2,063,317,300.00 #1,829,381,400.00| #* 3,704,640,600.00 # 4,980,777,000.00 "2,
18 |Gombe #620,111,300.00| #2,201,453,200.00 #1,885,641,400.00| *4,146,024,300.00 #2,551,023,100.00 2,
19 |Imo #2,591,742,600.00] % 2,521,764,800.00 #2,013,994,900.00| # 4,994,515,700.00 # 3,014,428,300.00 R®2,

O

Datasheet

Nestle Stock Analysis

Monthly Family Budget

There are three options:

1. Freeze Panes. To use this option you have to select a cell in the
table. This option will freeze all the rows above the cell you selected
and all the columns to the left of the cell you selected. So you have
to select just the right cell. If you want to freeze rows 1 and 2, then
you will select cell A3.

2. Freeze Top Row. This freezes the top row in your Excel’s current
view.

3. Freeze First Column. This freezes the first column in your Excel’s
current view.

Below is the result of freezing row 1. It doesn’t scroll out of view
even when | scroll way down.
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d - B - Business Data Analysis, part 1xisx - Excel
T HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWER QUERY

= D romdater O [‘% DQ |_—E E B Eswit CDView by sie ==

I Hide

lormal Page Break Page | Gridiines (7] Headings ~ Z00m 100% Zoomto  New Amange Freeze Switch  Macros

Preview Layout Selection Window Al Panes~ Windows=

Workbook Views show Zoom Window Macros
B1 v Jan-14

A B C D E F G

1
26 Kwara ¥3,915,338,600.00| M 1,496,830,100.00| #1,305,529,900.00| #4,919,941,300.00| M 2,214,504,600.00 #912,176,400.00
27 Lagos ¥ 6,239,473,500.00] ¥7,319,183,000.00] ¥ 6,211,689,500.00] 3,351,178,500.00]  11,610,307,000.00 H 22,681,984,500.00
28 [Nasarawa %450,732,700.00| #4,852,095,900.00|  # 1,411,838,200.00| % 743,233,200.00 %492,081,500.00| & 1,310,892,700.00
29 Niger ¥3,002,387,100.00] #4,592,318,900.00] #3,219,870,900.00] N 1,086,334,400.00] #3,979,805,300.00] M 1,826,747,300.00
30 Ogun §3,434,714,900.00] 82,586,000,100.00]  3,907,557,600.00| N 1,642,410,200.00] H2,265,022,600.00]  #3,200,451,900.00
31 [Ondo %716,222,900.00| % 1,690,422,800.00|  #4,362,953,800.00] % 977,876,300.00] _ #4,300,936,900.00|  #4,925,747,700.00
32 [Plateau ¥4,527,323,100.00] #2,371,220,000.00] #4,471,653,300.00]  #4932,778,800.00] #3,593,441,000.00] ¥ 4,894,816,200.00
33 [Rivers §2,423,028,900.00| N 4,860,256,800.00]  %4,148,808,900.00]  #859,719,700.00] N 4,882,684,300.00|  #4,459,705,200.00
34 Taraba %531,248,900.00]  #785,603,400.00]  #2,475,480,400.00]  #878,820,400.00] # 1,389,495,200.00| & 3,244,525,900.00
35 [Yobe #2,187,894,400.00] %2,500,320,500.00]  #3,497,511,100.00| % 829,030,800.00| # 3,799,677,800.00| _#2,986,053,000.00
36 Zamfara M 4,767,284,200.00] N 1,622,967,600.00]  # 4,509,006,600.00]  1,308,237,500.00| W 3,350,176,900.00 #756,637,100.00
37 [All States | N 90,504,729,800.00] # 91,889,335,900.00] & 101,344,816,300.00| N 87,169,591,800.00] N 104,376,072,900.00| N 122,184,295,800.00

Splitting Windows

Excel lets you split your current Excel view into two independent
windows that you can scroll separately. This is useful if you want to
monitor changes in two different far away parts of your Excel file
that are dependent.

An example is shown below. The Excel file is a stock analysis file and
at the top far right are projected values based on assumptions made
far down the Excel sheet. So in order to see instantaneously the
effect of a change in an assumption on the projected values, splitting
window was used.

@H% m

& x
[ R FoRAS  oATA  mevew
FormulaSar =
Hormal 75 Grdlines %) Headings New
- fr K7-K8 -~
A f < : ¢ ' H ) X ! M
NESTLE
2 N .
3 x INCOME STATEMENT o)< uc
5| movian 0 Frc] 00 FoT For) FT) 0 05 01 F
Revenues s 7 N1t NUAZATS  NIGS102126 N 194752691 N Q2LISGOST, N2ATE
o Costof goods sold 131 1. st s5.338,7 susyms im0 1es 1msaness | 1581284
8 ~Gross rom Nelen W05 M 0590008 0ieesn| | STowas] | eases | 0272550 97621403 116451
Selling, general & strative expenses 12,628,323 297,463 | 19,078,7: 26,465,637 32,428,338 33902528 43876358 46289
Opersting Profit BN mSBID | 25D 559569 31,185,269 Tonss  aneem  sLuson | slen
Intesest income, net (10w psssesm  (seuexy o) (snzer (2130.318) Raese) oo (sasewl use
Earnings before Income taxes e 7w Baadsa 131905 Bos0m 27,351 Towose 40255 4709385 | 73042
Income tax expense 351064 LGS SRS | LANLMG  290eW s m.867 Jemgs s s7a0w| 143
0 |METEARMINGS NB331,503 NO78IS78  N12.602,109 N 16,496,451 N 21137275 N 22,201,685 N 26,462,098 N 32,107,683 N 38,705,345 N 45,865,
22 x BAUANCE sEET

And the assumptions far down
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=1 [ ——— Tm -8 x
EEDR fov v satUwoU  FORWUAS  OATA  REVEN | VeW | DREORR  LOADTET  FOWRGUERY st - [ @
i B A 3] ol [0 View 56 Side =]
| % Formula B 5 =} B 4 o
[T] Q3@ 8BS 5
Mormal Page Bresk Prge Gridlnes (7 Heagings  Zoom 100% Zoomto  Mew Amange Freme Switch  Macros
Preven Lot Saecion Wandom A Paneee Vindows- -
Warkaal Views snom zoom Windom s -
B - e [ -
B © ¢ o ¢ ¢ g W | x M N o s
o5
05 x ASSUMPTIONS ="
-
ot 008 2008 010 o 2 o Ee) 20 o1 ]
ncome statement Assumptions
Revenue Growth maz 1800% B mesk 1w 15a
Cost of goods sold a5 % of Rav. sa15% e wsm sw s
SGRA as 8 % of Rev. 2% 19.76% 20.02% 19.84% 199
Operating Profit Margin 217% 219% 215% 2aTH. na
ROIC 36.03% 35.32% 56T 35.50% 355
Cash Flow 25 3 % of Rav 0.47% 0.06% 0.53% 0.78% 16
7% wms ases s ms
ROE 80.54% 78.20% 75.29% 73.39% 738
Intarest income,nat as a % of Rev. ~1.59% ~1.89% 1.70% 1.87% 1.5
Income tax expense as a % of Rev. a92% a59% 227% 3.76% a1
Balance sheet Assumptians
Accounts receivable as a % of Rev. na% 5.70% 6.30% B.20% 7.6
lnvantories asa % of Rev. 1089% e e a3
Prepaid expenses and other 35 % of Rex. saz% e sk 57

Splitting window allows us to view this two far away parts of the
Excel sheet at once.

To do this, select the middle row in the Excel sheet and go to View
menu and click on Split.

WHE S o [0 Business Dta Ansyes,part L - rcel T m -5
WOE BT PAGELAONT  FORMAAS  ONTA RWEW | vEW | OREOHR  ODTET  PONGRGUEY I
e 5 S [ GBS  Dvewsteny s s o=
Arermuss O [ 3 =3 5
& 2 E s B B . ==
| [ Gidines (7 Hesdngs | Zoom 0% Zoomt | New Awange fresse — Suitch  Macros
Preoen Layout Selctongatingan Al Fanss - Vindows= -
au -
A B < ] E F 6 H 1 J K L M N o
1| NESTLE
+
:
o R — Fe) 00 w0 T o 2o 200 201 S Fl
7| mevenuss NSLEZIZ NGSATAE NEATSZS NILLI0 NUGTUIH  NIWTATS  NIGAIOLIZ NITEI NBLIGON NIRITT
8 o5t 31,300,680 33,956,777 45,455,337 57,368,152 56,538,762 80,083,818 94,660,140 112,028,169 133,636,634 155,128.8
9 Gross Profit 20,441,622 28,360,526 36,230,842 40,593,068 50,168,632 57,630,906 69,441,986 82,725,522 97,621,403 = 116,243,1
Selling, general & 8,537,995 12,628,323 17,297463 | 19,078,795 24,179,063 26,465,637 32423333 38982529 45876359 546289
Operating Prafit TG 15720 BBAT AS6IT 25,999,369 71,165,269 IO 87099 S.0508 6LEN,1
I
A net ) (uswoss)  (esssas)  (ases) (3w (2150318) (10532) (371304 (4335658 (s3158
15| Earnings before Income taxes 11,862,213 13,783,280 18244454 15199248 25,050,172 28,972,351 11,907,056 40,429,959 47,408,385 57,3042
16
17| Income tax expense IS 3emess eS| LT 3912897 77567 Jeasss  samae AT 11435
18
NB33L5% N9783578 N 12602109 N16496453 N 21,137,275 N 22,201,685 N 26,452,098 N 32,107,683 N 38,705,345 N 45865,

X BALANCE SHEET

Then scroll the section below the splitting point down to the
assumptions part. It will scroll independent of the part above the

split line.
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LIS =] s
HOME  INSIRT  PAGELAVOUT  FORMULAS  DATA  REVEW  VIEW

ot Arsalysis, part Loy - xcel
LOADTEST  POWER QUERY Michael 0

w
\ fi | ssw0s1a .
A 3 0k . " ) « M ] 0

NESTLE

> INCOME sTATEMENT

R -, 0 2009 o a0 02 ) ) s 0 Fl

7] Wevemsns 0 NESIITI) NELTZS NSO NITIIE  NISLTIATIS  NISLIOLLIS NISATILENL NDILIOST N 24T

o | costof goods sola 0 mgnm st smein  smsmm 00w 518 sasanle  1m0mle e 18088

9 Gross Profit 28,350,526 35,230,842 40,593,068 50,168,632 57,630,506 65,041,586 82,725,522 57,621,403 116,245%,1

!

ol

o5

05 x AssumPTIONS

or

108 pititinchousonds, srcee pe e ot 2008 2009 2010 011 012 013 2014 2015 2016 El
08
10, Income Statement Assumptions;

2 Revenue Growth 18.00% 19.26% 18.68% 18.74% 185
13| Cost of goods sold as a % of Rev, 35.15% 57.68% 37.52% 57.79% 574
12 SGEA 3 a % of Rev. 13.22% 19.76% 20.07% 19.80% 199

5| _Operating Profit Margin 2.0% 2212% 2.19% 22.15% 2A7% 21

Notice the jump from row 10 to row 104.

Now whenever you alter the assumptions you won’t have to scroll up
to see the effect on the projected revenue and projected profit.

Conditional Formatting
Conditional formatting is another power tool in the power Excel

user’s toolbox. It allows you to indicate the relative performance of
metrics (KPIs). Below is a simple example of its use.

A B C D E
1 Family Monthly Budget and Expense Sheet
2
3 Budgeted Expense for the Month Actual Expense Surplus/
4 May NGN 40,000 NGN 35,000 NGN 5,000
5
6 - | -] -
7 | House Rent NGN 5,000 NGN 5,000|c> NGN 0
8 Business Rent NGN 0 NGN 0 = NGN 0/
9 Phone NGN 25,000 NGN 15,000 4+ NGN 10,000
10 Electricity NGN 10,000 NGN 15,000 -NGN 5,000
11 Gas [ NGN O
12 Water and sewer 3 NGN O
13 Cable (=3 NGN O
14 Waste removal S NGN O
_IS IVI'dIl.ILEIIdIIlJE ur E> NGNO
16 Supplies [ NGN O
17 Other (=93 NGN 0
12
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Notice the green, yellow and red arrows. They are conditional
formats that let you visually see where you are spending below your
budget, where you are spending exactly what you budgeted and
where you are spending above your budget.

Those are type of practical visual analysis conditional formatting
provides.

You can access it via the Home menu. And it has the following
formatting groups.

oo

TABLE TOOLS
POWER QUERY DESIGN

EN B D

e Conditional Formatas Cell

Farmatting = Table~ Styles~

"]
Highlight Cells Rules *
Highlig

T Top/Bottom Rules »
Top,

[E] MewRule.
D Clear Rules 4
[E] Manage Rules...

Greater Than...
G

T ':E'Lx =2 > AutoSum v £

B = & . Z
Fill =

Insert Delete Format S

- - - & Clear~ Fi

Editing

GN 100,0(
NGN 80,0(
NGN 50,0(
GN 230,0(

More Rules...
Actual Monthly Incom o , .
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-OADTEST

TAELE TOOLS

POWER QUERY DESIGM

Table =

Fi=H lcon Sets

] Mew Rule..
ﬁ Clear Rules
E Manage Rules...

Styles =

P P F >

Format as  Cell

3

EAutoSum A
Fill =
Insert Delete Format
- - - & Clear~
Cells Editin

Actual Monthly Incom e

Income 1

Top 10 ltems...
Top 10 %...
Bottom 10 ltems...
Bottom 10 %...
Above Average...

| Below Average...
-

More Rules...

NGN 100,C
NGN 20,C
NGN 50,C
NGMN 230,C

NGN 100.0
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ita Analysis, part 1.xlsx - Excel ?

ADD-INS LOAD TEST TEAM Michael O
e =L 3 AdtoSum ¢ A
b - wzl Eﬁ eim Ex @
e ] PP A Ty M
L+ 05 ¢ %0 00 Conditional Formatas  Cell Insert Delete Format Sort & Find
77 Formatting~ Table - Styles- - - & Clear~ Filter = Select
Mumber ] Cells Editing
| E El Highlight Cells Rules » |
. @3 Top/Bottom Rules
E F H
Gradient Fill

_ 4 3 g !
., I

Solid Fill
(NGN 4,500) _ _ _ NGM 100,000
B NewRule.. ﬁ ﬁ ﬁ NGN 80,000
Clear Rules 4
iy BEE o
] Manage Rules...
e Rt : NGN 230,000
More Rules...

Actual Monthly Income (filled at Month End)

Income 1 NGN 100,000

Income 2 MGN 80,000
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? B

TABLE TOOLS
LOAD TEST POWER QUERY DESIGM Michael Ola
(] e
- - - ‘:E'lx ZAthSum - A
o | SHED B 5P g X T 27 ith
LT Conditional Formatas Cell Insert Delete Format Sort & Find &
7" Formatting> Tabler Stylesw - - - & Clear~ Filter + Select ~
Number [P . Cells Editing
Highlight Cells Rules »
T Top/Bottom Rules »
F H
[ Detatans .
[:J Color Scales 3 Instr
Directional
i | leonset A e
] MNewRule... h = v * a % 3 Just
D Clear Rules 3 f a % 3 i a = a 3 the
B Manage Rules... f A= 3 par
, : Shapes Alsc
the
Actual Monthly Incom 0@ 08 Act
Income 1 QL@ .OO.
Income 2 [ RN ) You
Extra income Indicators you
Total monthly income RON*) 1 K Iy
LA i
Budgeted Income - Bug Ratings
Actual Income - Actua|
WOW all will ol aall

Difference

EE EO0 OO OO0 OO0
[ New nam | ) I
.
—— B

Excel 2016 Forecast Tool

. O O O O nllu" ||]|]|] |I|]|] |I||] |I||

There is a forecast tool in Excel 2016. It helps you make time series

forecast.

To show you how it works, | have prepared a sample sales data.
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I ¢ Forecast - Time Series.xlsx - Excel

Fle  Home Inset  Pageloyout  Formulas Review  View  Developer  Team @ Tell me what you wantto do

Clear L% [E Flash Fill B2 Consolidate

= Show Queries Connections g
B WE M2 8l :
[ From Table &[] Properties Reapply BB Remove Duplicates = Relationships af
Get Biternal  New Refresh 2| Sort  Filter et What-lf Forecast

e o
Data~ Q.,E,yv[éRe:emSaur:es Allw Edit Links Vo Advanced | Columns 56 DataValidation ~ () Manage Data Model Analysis~ Sheet

Get & Transform Connections Sort & Fitter Data Tools Forecast
c2 M S
A B c D E F G H 1 )

1 Date _|Daily Sales
2 [ 1an-16 % 200,000.00] |
3 | 2Jan-14) #201,548.89
4 3-Jan-16| # 203,181.50|
5 | aJang| £ 204,103.04
6 | 5Janig| #202,361.72
7 | 6Jan-1g| # 205,360.40
8 | 7-an-1g #208,431.56
9 | 8Jan-1g| #205,626.51
10]_9-Jan-1§ #206,297.27
11] 10-Jan-16] #208,326.17
12 11-Jan-14] #206,247.25
13 | 12-Jan-16 # 203,095.96|
14 | 13-Jan-16] 2 205,436.10|
15[ 14-1an-1§) # 206,387.
16 15-Jan-1§) # 205,13
17 16-Jan-16) # 208,475.66
18] 17-1an-1§) #212,554.52
19| 18-Jan-16) %7212,182.71
20 19-Jan-1§ #205,702.84
21 20-Jan-1§] #208,775.67

1-1an-16l & 714.069.59

Sheetl

It is the daily sales record of a grocery store for this year. The store
has been hit by the current economic downturn and sales are not as
good as they used to be. The owner is very worried and wants to see
what the future will be like if the trend continues.

Forecast - Time Series.xisx - Excel

File Home Insert Page Layout Formulas Developer  Team Q e what

B F = show Queries ”‘n = Connections 3 Clear E’% [E Flash Fill B+ Consolidate E’P @
il [ From Table * [] Properties Reapply BB Remove Duplicates =5 Relationships o
GetBxternal| New Refresh z| Sot Filter Tedtto What-If Forecast
Dota~ | Query~ [®Recent Sources | gy Edit Links Yo Advanced | Columns 5% DataValidation - [ Manage DataModel  analysis = sheet £
Get & Transform Connertions Sort & Filter Data Tools Forecast
>3 - £
A B c D E F 6 H J
79| 18-Mar-16 184,674.12
80 19-Mar-16| #186,604.92|
81 20-Mar-16) ~186,415.98
82 | 21-Mar-16)  186,854.50
83| 22-Mar-16) # 183,961.50|
84 23-Mar-16 ~183,427.41
85| 24-Mar-16 %185,513.05
86| 25-Mar-16) ~ 183,807.69
87 26-Mar-16) ~185,411.06
83| 27-Mar-16) +183,617.53
89 28-Mar-16)  185,636.00
20
El
92 I?
EE]
£ -
95
9%

This is what the forecast tool in Excel 2016 is built for. And here's
how to use it.

Select the historical data, go to Data menu and select "Forecast
Sheet".
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H -

File Home

Forecast - Time Serieslsx - Excel

Insert  Pagelayout  Formulas Review  View  Developer  Team
B F (3 show Queries F Connections Clear £ Flash Fill B2 Consolidate
=] e
B From Table Raﬁ'“ Properties Reapply B8 Remove Duplicates Relationships

GetBtemnal  New
Data~  Query~ [t RecentSources  qi- |23 EditLinks

z| Sot Filter

otto
W Advanced | Columns =6 DataValidation ~ [ Manage Data Model

What-If Forecast
Analysis Sheet

Zl &8 Group

25 Ungroup -
Ef Subtotal

et Tarstom e ot it s T ot @
Al e i3 Date
A B c | D | E | F | G | H | | J |
8-Mar-16| #183,646.64)
9-Mar-16| # 181,465.26|
10-Mar-16| #180,012.59
11-Mar-16| # 178,205.70 0

BB RRRB 2283 I I HIIRNIIB

+183,361.50]
#183,427.41]
#185,513.25|
25-Mar-16| % 183,207.69)
26-Mar-16| % 185,411.06|
27-Mar-16| #183,617.53]
28-Mar-16] # 185,636.00]
Sheetl @ [
Reacy Average: 116747.2763  Count: 178 Sum: 2089952062 | B

The forecast dialog box comes up. Set the date you want the forecast
to end (Forecast End).

Use historical data to create a visual forecast worksheet

# 250,000.00

# 200,000.00

# 150,000.00

# 100,000.00

# 50,000.00
#0.00
WWio W W W o wWwWww o w o WD W ww 0w W WD w W oW W W W Ww W
Hondaddaddnddadadaddagad gl il AT e
[ EEEEEEEEEEEEEEEEEEEEEEEEEEREEEEEE-2- 0.8
ARSI RS32322322222325254322
= . R e N L L LR L L -
e a1y S3leS m— FoOrecast{Daily Sales)
—— Lower Confidence Bound|Daily Sales) —— Upper Confidence Bound (Daily Sales)
Forecast End 4/19/2016 T —
[ Qptions
Cancel

If you are familiar with time series, it is a triple exponential
smoothing capable time series tool. You can expand the options and
set things as you want.
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Use historical data to create a visual forecast worksheet

# 250,000.00
# 200,000.00
# 150,000.00
# 100,000.00
#50,000.00
#0.00
e e LR R
EEECECECCCEEELCOOOO00000%5csC e oL oL Log L Lol L
iSRRI P22 2888028882222
R K - R R R L
s 31l Sales e FOrecast{Daily Sales)
—— Lower Confidence Bound(Daily Sales) —— Upper Confidence Bound{Daily Sales)
Forecast End 4/19/2016
4 QOptions
Forecast Start 3/28/2016
[ Confidence Interval Timeline Range |Sheet1!$A$1:$A$89
seasonality ValuesRange | Sheetl!SBS1:55589

@ Detect Automatically

O Set Manually Fill Missing Paints Using Interpalation
I:‘ Include forecast statistics Aggregate Duplicates Using

<] [<]

And for the setting above (default setting), here is the result.
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H ©- s Forecast - Time Series.xlsx - Excel Table

Inset  Pageloyout  Formules  Data  Review  View  Developer  Team  Design Tell me what you wantto do

3% Cut Calibri MR Y 5P Wrap Text General - = ’;h EEE' EX [
paste DCOPY 3 <g 7| Condiiona Formatas Cell | lnert Delete F
* *romatpainter B T U [ Merge & Center D=6y @ Formatting~ Table Styless < -
Clipboarg 5 Font & Alignment 5 Number & tyles ces
D3 M Sfe
Date |~ |Daily Sales [+ | Forecast(Daily Sales) |~ |Lower Confidence Bound(Daily Sales) |~ |Upper Confidence BoundiDaily Sales) [+|  F [ H
85 24-Mar-16_#185,513.05
86 | 25-Mar-16 % 183,807.69
87 26-Mar-16_# 185,411.06
88 27-Mar-16_#183,617.52
89 [28-Mar-16_# 185,636.00” %185,636.00” #185,636.00” #185,636.00)
90 29-Mar-16 %183,557.61 #178,267.37 #188,847.85
91 30-Mar-16 183,256.75 #177,802.41 188,711.08
92 [31-Mar-16 #182,955.88 8177,340.98 %185,570.78
93| 1-Apr-16 #182,655.02 #176,882.80 %185,427.23
94 2-Apr-16 #182,354.15 #176,427.60 4 188,280.70
95 3-Apr1s #182,053.28 #175,975.14
9| 4-Apr-16 #181,752.42 #175,525.22
97| 5-Apr-16 %181,451.55 #175,077.66 % 187,825.
98 6-Apr-16 %181,150.69 #174,632.30 #187,669.08
99 7-Apr-16 180,849.82 #174,188.99 +187,510.66)
100 8-Apr-16 #180,548.96 173,747.59 8187,350.33
101 5-Apr-16 #180,248.09 173,307.99 #187,188.20
102 10-Apr-16 #179,947.23 #172,870.07 #187,024.39
103[ 11-Apr-16 #179,646.36 #172,433.73
104 12-Apr-16 #179,345.50 #171,998.90
105] 13-Apr-16 %179,044.63 #171,565.47

80
106! 5178.743, #171.133.3 #186.254.17]
Sheet2 | Sheet1 ® «

¥ cu o . = e | oA

e Calibri n - - Bwaplet Genenal - | B B i) gL -]

B2 Copy - . - - = [EFin- -
L Bru- - = I e | ket Dotz Fommat sa

¥ Format Painter Lo R % il ng® Table~ Sopest| =+ &Cew- gy
Cipboard . Font . — 5 Nember & syies cet Eating

13 5

F G H 1 J K

—Duily Sales Oy Sales

ower Confedence Bourd| Dsily Sales) —— Upper Confidence Baurd

22 31-lan-16 8714069 55
Sheetz | Sheetl ®

Ry 11 B = o -

Now the store owner can see that things will get worse if he doesn't
do something to halt the downward sales trend. And that is how easy
it is to run a time series forecast in Excel 2016. Unfortunately, it is
not available in Excel 2013, Excel 2010, Excel 2007 and, obviously,
older Excel versions.
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Power Excel Formulas

Excel has thousands of formulas but a select few stand out as very
versatile and useful for day to day business data analysis and
reporting. We are going to focus on those formulas in this section.

VLOOKUP

This is perhaps Excel’s most popular function. In interviews it is used
to sieve the power Excel users from the occasional Excel user. Its
popularity lies in its ease of use and capability to get you the data
you need from another table if you provide it a clue.

Below is an example of its use.

Cnpuuaia = o Angnen e

PMT - X « Jfr || =vLoOKuUP(A2,A5:G24,2,FALSE)
A B C D E F G

clients\Month Jan-14 Feb-14]  Mar14| apr-1a]  May-14| Iun-14]
2 [pangote —VLOOKUP(A2,/5:G24,2,FALSE) | | | |
3 VLOOKUP({lookup_value, table_array, col_index_num, [range_lookup])
5 Meonthly Revenue from Clients
6 |Clients Jan-14 Feb-14] Mar-14 Apr-14, May-14] Jun-14
7 |Mobil # 4,129,000 £ 3,695,000 #2,770,000| # 4,520,000 # 2,223,000 # 3,929,000
3 |Nestle # 1,688,000 #23,300,000| #4,880,000( #3,730,000| # 2,046,000 # 2,326,000
3 |NBC # 3,701,000 #4,361,000| #4,254,000| # 4,550,000 # 4,834,000 # 3,116,000
10 |Exp Nigeria # 2,587,000 £:4,198,000| #2,146,000| # 1,062,000 # 2,341,000 # 4,713,000
11 |Insight Nigeria | # 1,688,000 #4,759,000) #1,300,000( #%4,426,000 #3,521,000] # 3,171,000
12 |Radisson Blu | # 2,485,000 £2,025,000| #1,603,000| # 3,089,000 # 2,841,000 # 3,156,000
13 |Guinness # 2,703,000 $1,888,000] #1,360,000] 1,664,000 1,097,000 4,920,000
14 |Chevron # 3,516,000 #2,988,000) #4,788,000( #2425,000) #4,089,000] #4,080,000
15 |Etisalat 8 4,475,000 £3,459,000| #2,701,000| # 2,058,000\ # 3,562,000 # 3,096,000
16 |Dangote # 1,457,000 #23,241,000) #4,441,000( #1,544,000| # 3,749,000 # 3,544,000
17 |Dana Group 2,984,000 £ 1,882,000 #2,898,000| # 4,618,000\ # 2,372,000 # 3,723,000
18 |LaFarge # 2,111,000 £:3,293,000| #1,427,000| # 3,953,000 # 1,616,000 # 2,885,000
1% |NB # 3,396,000 #24,148,000| #4,569,000( #3,893,000) # 3,871,000 # 3,045,000
20 |MTN # 4,410,000 £:2,391,000| #4,180,000| # 3,788,000\ # 2,669,000 # 4,262,000
21 |Monacom # 4,190,000 $2,228,000] #4,615,000] 2,756,000 #3,123,000 # 1,464,000
22 /ARM 4,536,000 $#1,412,000) #4,313,000( #1,130,000| # 3,700,000 # 3,156,000

The formula breakdown is
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Function Arguments ?

VLOOKUP

Lookup_value | A2 E%: = ‘Dangote’
Table_amray | A5:G24 ER: = {'Monthly Revenue from Clients",0,...
Col_index_num |2 e = 2
Range_lookup |FALSE ER:| = FALSE

= 1457000

Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you
specify. By default, the table must be sorted in an ascending order.

Lookup_value is the value to be found in the first column of the table, and can be a
value, a reference, or a text string.

Formula result = # 1,457,000

Help on this function Cancel

Lookup_value

=VLOOKUP(A2,A5:G24,2,FALSE)

Basically, it is asking you for the clue you have. What piece of
information do you have that | should look for in the table that has
everything.

Table_array

=VLOOKUP(A2,A5:G24,2,FALSE)

Where is the table that has everything? So here you are selecting the
table that has everything.

Col_index_num

=VLOOKUP(A2,A5:G24,2 ,FALSE)

When | see the clue, what data should | bring back? That data is in
what column counting from the leftmost column in the selected
table.

Range_lookup

=VLOOKUP(A2,A5:G24,2,FALSE)

If I am unable to find the clue, should | take a guess? Usually, you
wouldn’t want Excel to take a guess, that could cause you trouble. So
say no by typing FALSE.

And that is how VLOOKUP works. It will look through the first column
in the table you selected for the clue that you provided and when it
finds it, it will bring back the data you specified for it to get.

It makes a lot of reports easy to do and very helpful with making
dashboards.
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1 ER Copy *
Paste P

- ¥ Format Painter T DA === &= ElMerge&iCenter - § -
Clipboard ] Font [F] Alignment ]
B2 - e || sviookup(a2,A5:624,2,FALSE)
A B D E F G

Clients\Month Jan-14 Feb-14)  Mar-14| Apr-1a]  May-14 Jun-14]
2 [pangote 1,457,000
5 Monthly Revenue from Clients
& |Clients Jan-14 Feb-14 Mar-14, Apr-14] May-14 Jun-14
7 [Mobil 4,129,000 23,695,000] %2,770,000] #4,520,000] %2,223,000] 23,929,000
5 |Nestle 1,688,000 3,300,000] #4,880,000] # 3,730,000] # 2,046,000 % 2,326,000
3 [NBC 3,701,000 #4,361,000] #4,254,000] #4,550,000] #4,834,000] % 3,116,000
10 |Exp Nigeria 2,587,000 #4,198,000] #2,146,000] # 1,062,000] 2,341,000 #4,713,000
1 |Insight Nigeria | # 1,688,000 #4,759,000] #1,300,000] #4,426,000] 3,521,000 # 3,171,000
12 |Radisson Blu | # 2,485,000 #2,025,000] #1,603,000] % 3,089,000] 2,841,000 # 3,156,000
13 | Guinness 2,703,000 $1,888,000] #1,360,000] # 1,664,000] 1,097,000 # 4,920,000
14 |Chevron 3,516,000 #2,988,000] #4,788,000] % 2,425,000] #4,689,000 # 4,080,000
15 | Etisalat 4,475,000 #3,459,000] #2,701,000] % 2,058,000] 3,562,000 # 3,096,000
16 | Dangote 1,457,000 #3,241,000] #4,441,000] % 1,544,000] #3,749,000 # 3,544,000
17 |Dana Group | # 2,984,000 1,882,000 #2,898,000] #4,618,000] #2,372,000] % 3,723,000
13 |LaFarge 2,111,000 #3,293,000] #1,427,000] % 3,953,000] 1,616,000 % 2,885,000
19 |NB 3,396,000 24,148,000] #4,569,000] % 3,893,000{ 3,871,000 % 3,045,000
20 |MTN 4,410,000 52,391,000 %4,180,000] % 3,788,000( 2,669,000 24,262,000
21 Monacom 4,190,000 22,228,000 4,615,000 % 2,756,000 3,123,000 1,464,000
22 | ARM 24,536,000 21,412,000 4,313,000 %1,130,000{ # 3,700,000 23,196,000

IF

%

Mumber

IF is arguably the most powerful function in Excel. It can do almost
the impossible. And it’s only limited by the creativity of the user.
It allows you to check for a condition and specify what should be
done when the condition is met and also what should be done when it

is not met.

Here is the structure.
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By X Cut . o =

D Calibri 11 A A == - E'F’Wrap Text General
Pach B Copy -
aste v P e - === & - -
- * Format Painter B 1y = - A === &35 [EMegeaCenter $ v 0
Clipboard ] Font ] Alignment ] Mumbe

A B C D
20
21
22 Sales Bonus 5% of sales when sales is more than N1,000,000, otherwise no bonus
23 Sales person Sales Made (NGN) |Sales Bonus [NGN)
24 Peter Slow # 800,000.00 #0.00
25 | Michael Olafusi Sharp # 5,000,000.00 # 250,000.00
26 |Some Guy # 2,000,000.00 # 100,000.00
27
28
29

[~ . R A

PMT - X o/ Jx | =IF(B24-1000000,824+0.05,0)

A B C D
20
21
22 Sales Bonus 5% of sales when sales is more than N1,000,000, otherwise no bonus
23 |Sales person Sales Made (NGN) |Sales Bonus (NGN)
24 |Peter Slow # 800,000.00/)00,B24*0.05,0)
25 |Michael Olafusi Sharg # 5,000,000.00 # 250,000.00
26 |Some Guy # 2,000,000.00 # 100,000.00
27
28
29
30 Logical_test  B24> 1000000
31 Value_if_true | B24*0.05
32 Value_if_false 0
33
34 Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.
35 Logical_test is any value or expression that can be evaluated to TRUE or FALSE.
36
3? Formula result = #0.00
3? Help on this function

In the example above, we have specified a condition that only when
the salesman makes more than 1 million naira worth of sales should
he get the sales bonus of 5%. If he fails to meet that condition he is
not entitled to any sales bonus.

COUNTIFS and SUMIFS
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These combine an inbuilt if function with simple functions like count

and sum.

A relevant example is the Pizza Sales record we used for PivotTable.
We could have generated the same analysis without PivotTable by

using the COUNTIFS and SUMIFS functions.

A B c D 3 F G H ] K
1 s/N Pizza Sold sales Amount [Time Sales Report
2 1|Meatzaa #2,500.00|8:00:01 AM Pizza Type |Count of sales [sum of sales Amount
3 2|Extravaganza #3,000.00/ 8:00:02 AM 8BQ Chicken 310 + 620,000.00
4 3|BBAQ Chicken #2,000.00]8:00:04 AM BBQ, Philly Steak 301 +752,500.00)
5 4Extravaganza #3,000.00] 8:00:07 AM BeefSuya 314 +847,800.00)
6 5|Meatzaa #2,500.008:00:08 AM Chicken Bali
7 6|Hot Veggie #2,200.00/8:00:14 AM Chicken Feast
H 7|BBQ Philly Steak #2,500.00/ 8:00:20 AM Chicken Legend
9 8|Chicken Feast % 3,000.00] 8:00:20 AM Chicken Suya
10 9[Meatzaa #2,500.00 Extravaganza
1 10|Chicken suya #2,500.00 Hot Pepperoni Feast
12 11|Chicken Legend #2,800.00 Hot Veggie
13 12|BBQ Philly Steak % 2,500.00 italiano
14 13[Chicken Suya #2,500.00 Margarita
15 14|Chicken Feast #3,000.00/8:00:33 AM Meatzaa
16 15|Chicken Feast #3,000.00/8:00:33 AM Pepperoni Feast
17 16|Beef suya #2,700.008:00:34 AM Pepperoni Suya
18 17|Chicken Feast #3,000.008:00:35 AM Veggie Supreme
19 18[Hot Veggie #2,200.008:00:35 AM
20 19|Meatzaa #2,500.00] 8¢
21 20|Meatzaa #2,500.00 =COUNTIFS(criteria_rangel, criterial, [criteria_range?, criteria2)...)
2 21|Margarita #2,000.00
23 22(1taliano #2,000.00 =SUMIFS(sum_range, criteria_rangel, criterial, [criteria_range?, criteria2], ...)
24 23[Hot Veggie #2,200.00
25 24|Pepperoni suya #2,500.00
26 25|veggie supreme #2,200.00 8:00:48 AM
27 26lHnt Dannarnni Feast | 87 500 0| &:00-49 aM

For the Count of Sales, the COUNTIFS structure is

H3 - X & J¢ =counTiFs(B1:B5001,G3)
A 8 c D 3 F G H J
1 8/N Pizza Sold sales Amount |Time sales Report
2 1|Meatzaa #2,500.00] 8:00: Pizza Type Count of Sales [Sum of Sales Amount
3 2[Extravaganza #3,000.00 BBQ Chicken L:B5001,G3) # 620,000.00
4 3[BBQ Chicken #2,000.00 BBQ Philly Steak 301 # 752,500.00
5 4|Extravaganza #3,000.00 Beef Suya 314  847,800.00
6 5|Meatzaa #2,500.00 Chicken Bali
8 7[BBQ.Philly Steak #2,500.00
9 8|Chicken Feast #3,000.00 COUNTIFS
10 5|Meatzaa #2,500.00] 8:00:22 AM Criteria range1 | BTBS001 [ Pizza Sold; Meatzaa Extravagan...
n 10|Chicken Suya #2,500.00] 8:00:25 AM Criteriat | 63 “BBQ Chicken”
12 11|Chicken Legend #2,300.00| 8:00:26 AM
13 12[BBQ Philly Steak #2,500.00| 8:00:27 AM
14 13|Chicken Suya #2,500.00] 8:00:29 AM
15 14]Chicken Feast #3,000.00] 8:00:33 AM
16 15|Chicken Feast #3,000.00] 8:00:33 AM = 310
17 16|Best Suya 2,700.00 30 AM Counts the number of cells specified by a given set of conditions or criteria.
18 17|Chicken Feast 4 3,000.00| 8:00:35 AM (Criteria_range1: is the range of cells you want evaluated for the particular condition.
19 18|Hot Veggie #2,200.00] 8:00:35 AM
20 19|Meatzaa #2,500.00] 8:00:35 AM
21 20|Meatzaa #2,500.00(8:00:36 AM| || Formuta resuit= 310
22 21|Margarita #2,000.00] 8:00:37 AM
23 22[ltaliano 2,000.00[5:00:40 An| || Heleonthisfundion coneel
24 23[Hot Veggie #2,200.00] 8:00:45 AM
25 24|Pepperoni Suya #2,500.00

This will count cells between range B1 and B5001 where the cell

entry is equal to the G3 value (BBQ Chicken). And it was replicated

for the other pizza types.
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For the Sum Of Sales Amount, the SUMIFS structure is

3 M X o/ [t =SUMIFS(C1:C5001,B1:B5001,G3)
A 8 C ] £ F G H 1 J K
1 [sin Pizza Sold sales Amount [Time sales Report
2 1|Meatzaa # 2,500.00] 8:00:01 AM Pizza Type Count of sales [sum of Sales Amount
3 2|Extravaganza %3,000.00] 8:00:02 AM BBQ Chicken 310[301, B1:B5001,G3)
4 3|BBQ Chicken # 2,000.00] 8:00:04 AM 8BQ Philly Steak 301 % 752,500.00
5 4[Extravaganza %3,000.00] 8:00:07 AM Beef Suya 314 +847,800.00
6 5|meatzaa % 2,500.00] 8:00:08 AM Chicken Bali
7 6|Hot Veggie #2,200.00] 8:00:14 AM T =
8 7|BBQ Philly steak % 2,500.00] 8:00:20 AM
s 8|Chicken Feast 5 3,000.00] 3:00:20 AM SUMIFS
10 9|Meatzaa #2,500.00) 8:00:22 AM Sum_range | £1:C5001 | = ('Sales Amount’;2500;3000;2000;300...
" 10|Chicken Suya +2,500.00) 8:00:25 AM Criteria_range1 | B1:65001 FE| = [Pizza Sold"; Meatzaa'; Bxdravagan.
12 11]Chicken Legend % 2,800.00] 8:00:26 AM En [P S| - “BBQ Chicken
B 12|BBQ.Philly Steak %2,500.00] 8:00:27 AM
14 13|Chicken Suya % 2,500.00] 8:00:29 AM
15 14]Chicken Feast 3,000.00] 8:00:33 AM
16 15| Chicken Feast % 3,000.00] 8:00:33 AM - 620000
7 16]Beet Suya 542,700.00{3:00:30 AM| || Adds the cells specitied by a given set of conditions or cteria
18 17|Chicken Feast % 3,000.00] 8:00:35 AM Sum_range: are the actual cells to sum.
19 18|Hot Veggie %2,200.00] 8:00:35 AM
20 19| Meatzaa % 2,500.00] 8:00:35 AM
21 20| Meatzaa %2,500.00] 8:00:36 AM Formula result = 620,000.00
2 21| Margarita % 2,000.00[ 8:00:37 AM
23 2| |ta|i§nu 5 2,000.00| 8:00:40 AM Help on this fundion Cancel
24 23]Hot Veggie % 2,200.00] 8:00:45 AM
25 24]Pepperoni Suya % 2,500.00] 8:00:45 AM
% 25|Veezie Suoreme % 2.200.00] 8:00:48 AM

It will sum values in cells C1 to C5001 where the cells in B1 to B5001
has cell entry equal to G3 (BBQ Chicken).

AVERAGEIFS

AVERAGEIFS is similar to SUMIFS. Generally, | think it is much less
used than SUMIFS. In my several consulting jobs for clients | have
used more of COUNTIFS and SUMIFS than AVERAGEIFS. It is
particularly useful in performance analysis. An example is if you are a
stock analyst and you want to find the profit margin for a particular
industry. You will need to use AVERAGEIFS to specify which
companies to include in the computation of the profit margin, and
statistically, you can’t count or sum the individual profit margins, you
have to average them.

Below is an example we’ll use for illustration.
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A B C D

Company Industry Profit Margin
2 Mobil Qil & Gas 23%
3 |Dangote Cement  |Manufacturing 15%
4 |Access Bank Finance 10%
5 |Julius Berger Construction 15%
6 |Cando il & Gas 23%
7 | Arik Air Airline 12%
8 |NBC Food & Beverage 7%
5 |Nigerian Breweries |Food & Beverage 10%
10 |La Casera Food & Beverage 21%

Lafarge Manufacturing 12%
12 |GTBank Finance 23%
13 |Aero Contractors  |Airline 6%
14 |Ajico Insurance Finance 17%
15 |Berger Paints Manufacturing 25%
16 |Cadbury Food & Beverage 13%
17 |Nestle Food & Beverage 23%
18 |PZ Manufacturing 21%
1% |Unilever Manufacturing 24%
20 Total il & Gas 22%
21 First Bank Finance 14%
22 |Dana Air Airline 11%
2

So how do we find the profit margin performance for the Airline
Industry? We have to use AVERAGEIFS.

Here is how it works: =AVERAGEIFS(average_range, criteria_range,
criteria)

The average range in our case is the Profit Margin field. That is where
the profit margin values we want to average are.

The criteria range is the Industry field. It is where we will identify
the companies that fall under the airline industry.
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The criterion we are looking for is Airline. But remember to put it in
double quotes. All texts in a formula must be in double quotes.

The resulting formula will be: =AVERAGEIFS(C1:C22,B1:B22,"Airline")

"":“‘ S FormatPanter B 1 U H- @2 L~ === &3 EMergeliCenter ~ | 3~ % * T
Clipboard [F] Font [F] Alignment [F] Mumber
F3 - f. =AVERAGEIFS{C1:C22,B1:B22," Airline")
A B C D E F C
1 Company Industry Profit Margin
2 |Moaobil Oil & Gas 23%
3 |Dangote Cement  |Manufacturing 15% Airline Profit Margin Performance: 10%_
4 |Access Bank Finance 10%
5 |Julius Berger Construction 15%
6 |Dando Oil & Gas 23%
7 |Arik Alr Airline 12%
3 |NBC Food & Beverage 7%
9 |Nigerian Breweries |Food & Beverage 10%
IFERROR

A lot of times your formulas in Excel will generate an error. It could
be for reasons beyond your control: a missing record, wrong value
type or a problematic entry. IFERROR lets you trap errors and display
something more meaningful or less annoying than the cryptic error
entry Excel gives you.

Its syntax is: =IFERROR(value, value_if_error)

An example to illustrate its use is given below.
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A B C D

1 State Population |%age Value
2 lagos 16,768,590 26%
3 |Kano 13,001,029 20%
4 Kaduna 12,912,425 20%
5 Enugu NA #VALUE!
6 Ogun 9,096,178 14%
7 | Rivers 6,507,834 10%
8 | Niger 6,193,390 10%
9 Total| 64,479,446 100%
10

11

Notice that we have no value for Enugu state and it is generating an
error in the %age value field. It would be nicer to have left a blank
space or a hyphen instead of an error code in the Enugu row.

IFERROR can help us with that. And here is how we would do it.
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Clipboard

F

Font

cs - Jx| =iFerrOR(BS/$BS9,"")
A B C D

1 |State Population |%age Value

2 lLagos 16,768,590 26%

3 Kano 13,001,029 20%

4 |Kaduna 12,912,425 20%

5 |Enugu NA -

6 |Ogun 9,096,178 14%

7 Rivers 6,507,834 10%

8 | Niger 6,193,390 10%

9 Total| 64,479,446 100%

10

11

12

13

=|FERROR(B5/5BS$9,"-") which is simply telling Excel to calculate
B5/$BS9 and if the result is an error it should put a hyphen in the cell

instead of an error code.

CONCATENATE

Concatenate lets you join entries in different cells.

The syntax is =CONCATENATE(text1, text2, ...)

A clear example is what we have below.

162



Paste "B Copy - I U
¥ Farmat Painter =
Clipboard Fl
D8 -
A B
1 |First Name |Last Name
2 Matthew |Silas
3 Mark Paul
4 Luke Apollo
5 |John Stephen
6
7

1A A T ==
]
Jx
C D
Full Name

Fr- =V
&= 3= =

Alignment

How do we join the First Name and Last Name to get the Full Name?
This is what CONCATENATE does for us.

X Cut
E -
Paste 8 Copy
Format Painter
Clipboard [P Fant
D2 - X v K
A B C
First Name |Last Name
[Matthew Silas
Mark Paul
Luke Apollo
Stephen

1
2
3
4
5 |lohn
6
7
8

Nrap Text
Merge & Cer
Alignment
=CONCATENATE(AZ2,B2)
D E
Full Name
=CONCATENATE(A2,B2)
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F5

A B C D
First Name |Last Name Full Name
Matthew |Silas MatthewSilas
Mark Paul
Luke Apollo
lohn Stephen

L T e B+ L T I O N

But there is a small problem: no space between the first name and
the last name. How do we fix this?

CONCATENATE can handle that. You are not restricted to joining cell
entries. You can put in your own text and that’s what we will do to
fix the problem we have.

LRy Copy ~
Clipboard ] Font Alignment
PMT - X & Jfr | =CONCATENATE(A2,"",22)
A B C CONCATENATE(text], [text2], [tet3], [tetd], ..)

Full Name
ATENATE(A2," *,B2)

1 |First Name |Last Name
2 [Matthew Silas

3 |Mark Paul

4 Luke Apollo
5 |lohn Stephen
6

7

8

9

10
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We have added a space between the first name and the last name.
We added it as a text entry, hence the double quotes encapsulating
it.

=CONCATENATE(A2," ",B2)

IpRUdrd [l ruriL a ANYNMENL

£g - fr
A B C D E
1 |First Name |Last Name Full Name
2 |Matthew |Silas Matthew Silas
3 Mark Paul
4 |Luke Apollo
5 |John Stephen
6
7
8
9

And that’s how you can join different cell entries using
CONCATENATE.

I’m sure you are wondering why the formula had to be a long name
one. Well, there is a very short alternative operator: &.

We can simply join the different cell entries by putting an ampersand
(&) between the entries. So replacing our long formula, we will have:
=A3&" "&B3
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= hLut

Nrap Tex
PﬂstD; B con - . Merge &
. Format Painter 9
Clipboard [F} Font Alignment
B3 - X o fr =aerrees
A B C D E
1 |First Name |Last Name Full Name
2 |Matthew |Silas Matthew Silas
3 [Mark iPaul =A3&" "&B3
4 Luke Apollo
5 |lohn Stephen
6
7
8
"D fE’C”t Calibri Juo-|K s E=E %
Paste @ Copy ~ == =|e=s=
* ¥ Format Painter I u i H-p- === £33 EMerget
Clipboard F1 Font P Alignment
D4 - fe
A B D E
First Name |Last Name Full Name
Matthew |Silas Matthew Silas
Mark Paul Mark Paul
Luke Apollo
Stephen

1
2
3
4
5 |lohn
6
7
8

Great, right?

All that is left is to drag the formula down for the other entries.

% Wrap Te

166



— R

- ™ rormat Painter - — -— - - =

Clipboard IF Font IF Alignment
D3 - fr | =n3grzes
A B C D E
1 First Name |Last Name Full Name
2 |Matthew |Silas Matthew Silas
3 |Mark Paul Mark Paul
4 |Luke Apollo
5 John Stephen 1
6
7
8
9
I-'a":-te  Format Painter B I U- - &H-ApAr === &= Merge & C
Clipboard ra Font ra Alignment
F10 - fe
A B D E
1 |First Name |Last Name Full Name
2 |Matthew |Silas Matthew Silas
3 |Mark Paul Mark Paul
4 |Luke Apollo Luke Apollo
5 John Stephen John Stephen
6 =
E
a

LEFT, RIGHT and MID

There will be times you need to extract a portion of a cell’s entry. A
practical case was a template | built for a telecoms company to
determine the least cost partner to use for each international call
destination. So | had to use a formula to pick out the country codes
and check which provider is the cheapest to use to that destination.
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| have prepared a sample data for a simple illustration. It is the
matriculation number of the university | attended. It is a clever
combination of department name, year of admission and candidate
number.

p11 - f

A B C D E
Federal University of Technology Akure

Matric Number Dept Year of Admission Candidate Number
EEE/04/2995 EEE 04 2995
CVE/03/1235

ARC/01/3254

MNE/05/1005

PHY/00/2145

W o N o AW N =

The first three characters are the department acronym. The two
digits sandwiched between two forward slashes are the year of
admission and the last four characters are the candidate number.

We are going to use LEFT to extract the department name, RIGHT to
extract the candidate number and MID to extract the admission year.

[TV . eI A

cs - X o fr | =erT(asg)
A B C D E F
1 |Federal University of Technology Akure
2
3 | Matric Number Dept Year of Admission Candidate Number
4 |EEE/04/2995 I EEE 04 2995
5 [CVE/O?:,MZ?:S l :LEFT{.i.E-,3}|
6 |ARC/01/3254 T
7 |MNE/05/1005
8 |PHY/00/2145
9
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Clipboard [P Font [F] Alignment

cs - Je | =teFT(as3)
A B Cc D E
1 |Federal University of Technology Akure
2
3 |Matric Number Dept Year of Admission Candidate Number
4 |EEE/04/2995 EEE 04 2995
5 |CVE,F[}3,F1235 CVE !
6 |ARC/01/3254
7 |MNE/05/1005
8 |PHY/00/2145
9
10
11

It is a very easy to understand formula: =LEFT(A5,3). You simply
specify the cell you want to extract from and specify the number of
characters you want to extract starting from the leftmost character.

In this example, it’s three characters we want to extract starting
from the left (beginning of the cell entry).

Now let’s proceed to extracting the candidate number. This time we
want to extract starting from the right, four characters. So we will
use RIGHT.

Clipboard ] Font Alignment

PMT - X« fr | =RiGHT(AS4)
A B C D E F

1 |Federal University of Technology Akure
2
3 |Matric Number Dept Year of Admission Candidate Number
4 |EEE/04/2995 I EEE 04 2995
5 [cvwoanzas | CVE [=RIGHT(45,4) |
6 |ARC/01/3254
7 |MNE/05/1005
8 |PHY/00/2145
9

169



G7 - fe

A B C D E

1 |Federal University of Technology Akure

2

3 |Matric Number Dept Year of Admission Candidate Number
4 |EEE/04/2995 EEE 04 2995

5 |CVE/03/1235 CVE 1235

6 |ARC/01/3254

7 |MNE/05/1005

8 |PHY/00/2145

9

10

11
=RIGHT(A5,4)

Also very easy to understand.

Finally, let’s extract the admission year. It requires the MID formula.
It’s a little not easy to grasp like the LEFT and RIGHT. It requires that
you specify the starting point for the extraction. The concept is very
easy to understand, the part that trips a lot of people up is how the
starting point is determined. You have to count from the first
character (from the left) to the first character you want to extract.

In this example, we will count till the first character of the year. It is
the character number 5. Then you’ll proceed to specify the number
of characters you want to extract (2 in our case).
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ER Copy -

Clipboard ] Font Alignment
PMT - X & fr | =miD(ass2)
A B C D E F
1 |Federal University of Technology Akure
2
3 |Matric Number Dept Year of Admission Candidate Number
4 |EEE/04/2995 EEE 04 2995
5 [CVE{O3{1235 I CVE =MID(A5,5,2) .1235
6 |ARC/01/3254
7 |MNE/05/1005
8 |PHY/00/2145
9
10
G5 - fr
A B C D E
1 |Federal University of Technology Akure
2
3 |Matric Number Dept Year of Admission Candidate Number
4 |EEE/04/2995 EEE 04 2995
5 |C‘u"Ef03f1235 CVE 03 1235
6 |ARC/01/3254
7 |MNE/05/1005
8 |PHY/00/2145
9

=MID(A5,5,2)
A5 is the cell we are extracting from.
5 is the starting point.

2 is the number of characters we want to extract.

TODAY, DAY, MONTH and YEAR

Excel allows you to do a lot on dates. There is even a formula to call
up today’s date; it is aptly named TODAY(). You have to enter the
brackets.
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FORMULAS DATA REVIEW VIEW D

HOME = INSERT  PAGELAYOUT
r-y
D ?‘g Cut Nrap Text
58 Copy ~
Paste M erme B e
- Format Painter Merge & Cent
Clipboard [P Font Alignment
PMT - X « fr =Topav)
A B C D E F
1
2 Today's Date Day of Today | Month of Today | Year of Today
3 |=ToDAY()
4
5
Paste - . - . E=E = eE =
. ¥ Format Painter B I U H > 4 === &5 e
Clipboard Pl Font P Alignment
c9 - I
A B C D E
1
2 |Today's Date Day of Teday |Month of Today |Year of Today
3 Saturday, July 4, 2015
4
3

Then you can extract the day of the date, the month of the date and

the year of the date very easily.

Tup o

E@ Co -
Paste > Merge & Center
Format Painter e
Clipboard [F] Font Alignment
B3 - X & Jfr  =pav(az
A B C D E F
1
2 |Today's Date Day of Today | Month of Today |Year of Today

=DAY(A3)

3 [ Saturday, July 4, 2015
4

<4 o v
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H ©- :
FILE HOME = INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW

b Cut < A A %

EE Copy ~-
Paste ) I u A I

Format Painter

Clipboard P Font Alignment

A3 - X fr | =MoNTH(A3)
A B C D t

1
2 |Today's Date Day of Today [Month of Today | Year of Today
3|  saturday, July 4, 2015 4|=MONTH({A3)
4
5
6

e 11 A A &
- By Copy - )

o Format Painter B Il .

Clipboard P Font Alignment

D3 - X  fr =vear(a3)
A B C D

]
2 |Today's Date Day of Today |Month of Today |Year of Today
3 [ Saturday, July 4, 2015 4 7|=YEAR(A3)
4

[ i
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Calibri - A A == v EFWrap Text Gene

b ?E@ Copy - -
aste - - - r === &= 8= - B
- ' Format Painter B I U H O A === £=3= Merge&Center $
Clipboard ] Font ] Alignment ]
C10 - e
A B C D E F G
2 |Today's Date Day of Today [Month of Today |Year of Today
3 Saturday, July 4, 2015 4 7 2015
5
6
=DAY(A3)
=MONTH(A3)
=YEAR(A3)

A3 is the cell that has the date. And it works on dates you manually
type or copy into Excel and not just the ones we use a formula like
TODAY() to generate.

Finally, Excel lets you choose how a date should be displayed. Right
click on the cell housing the date and click on Format Cells.
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. ¥ Format Painter L e T AT T =
Clipboard T Font ru
A3 M Jfx || =Topay()
Calibi ~|11 ~| A" A" $ -~ 9% » & ——
1
——— B I = M~ B Sy B 1)
2 T{}da\’fls[} — A a4 .0 Tl}da‘,i'
3 Saturdaw luhea 2015l al 7
4 X Cut
2 E® Copy
6 T}, Paste Options:
7 o
8 A
g Paste Special...
10 Insert...
B Delete...
12
13 Clear Contents
14 Z| Ouick Analysis
15 Filter ’
16 Sort ,
17
15 U4 Insert Comment
19 "'"'I-!, Eormat Cells...
20 Pick From Drop-down List...
21 Define Mame...
22
Hyperlink...
- &, Hyperli
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A e i K T 9 S ")

Past B Copy - Py Condit
aste BT U-~ . . . = 5= . . s €0 00 onditio
. ' Format Painter - B L £ 5= | Bl Merge & Center $-% 7 Eomattin
Clipboard [ Font [+ Alignment [ Number [+
A3 - fr | =Topav))
A B C D E F G H |
N
3 Saturday, July 4, 2015| .
4 mber | Alignment | Font | Border | Fill | Protection |
5 Category:
6 General Sample
Number
7 Currency Saturday, July 4, 2015
e Acmuntini Type:
9 Time *3/14/2012 ~
0 Percentage dntida March 142012
Fraction
1 scientific ana
T 03/1412
ext
12 special 14-Mar
13 Custom 14-Mar-12 hd
” Lacale (lacatian]:
5 English {United States)
16
17
18
19 Date formats display date and time serial numbers as date values. Date formats that begin with
20 an asterisk [*] respond ta changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.
21
22
>
PR ROUND n CEILING [|SSSSasss ®

You can specify how it should be displayed.

UPPER, LOWER and PROPER

Ever tried changing a text from upper case to lower case in Excel?
Too quickly people give up and conclude that it’s not possible in
Excel. Well, Excel has that functionality but as a formula.

UPPER converts a cell entry to all upper case.

LOWER converts a cell entry to all lower case.

Proper capitalizes the first letter of each word in the cell.
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J L el = . [ [T [} [~
Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &
Function - Used = - - = Time~ Reference~ Trig~

Function Library

He - Jr

A B

1 |Let us change the case of this sentence
2

3 |ZUPPER(A1)

4

5 |=LOWER(A1)

&

7 |=PROPER{A1)

8 |

A1 is the cell entry we want to change the caps of.
See the results of the UPPER, LOWER and PROPER formulas below.

Function Library

H& - jl
A B
Let us change the case of this sentence

1
2
3 |LET US CHAMGE THE CASE OF THIS SENTENCE
4
let us change the case of this sentence

]
&
7 |Let Us Change The Case Of This Sentence
8
g

RAND and RANDBETWEEN
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Wondered how | generated all the data | have been using for
illustrations? Well, | used RAND and RANDBETWEEN for most of the
numbers and even some of the texts (in conjunction with a magic
formula called INDIRECT).

RAND() generates random decimal numbers that are greater than 0
but less than 1. Essentially, decimal numbers between 0 and 1 (0 and
1 non-included).

RANDBETWEEN(bottom_number, top_number) generates numbers
between the bounds you specified as bottom and top.

Below is a relevant example. | have used the formulas to generate
sales number and profit margin.

2

3 |Sales Man Sales Made Profit Margin
4 | Mark David =RANDBETWEEN({400000,800000) =RAND()
5 |Tunde Seun =RANDBETWEEN{400000,800000) =RAND()
6 |Akeem Saliu =RANDBETWEEN(400000,800000) =RAND()
7 |Ahmed Tafa =RANDBETWEEN({400000,800000) =RAND{)
8 | Obi Okonkwo =RANDBETWEEN{400000,800000) =RAND()
9 |Uche Mba =RANDBETWEEN(400000,800000) =RAND()
10 |Inam Effiong =RANDBETWEEN({400000,800000) =RAND()
11 |Segun Azeez =RANDBETWEEN(400000,800000) =RAND()
12 |Kola Adesida =RANDBETWEEN(400000,800000) =RAND()
13 |Mark Femi =RANDBETWEEN({400000,800000) =RAND()
14 |Seun Akinde =RANDBETWEEN{400000,800000) =RAND()
15 |Lola Adigun =RANDBETWEEN(400000,800000)  |=RAND()
16 |Nana Lolu =RANDBETWEEN({400000,800000) =RAND()
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2

3 Sales Man |Sales Made Profit Margin
4 |Mark David # 401,083 73%
5 |Tunde Seun 720,482 2%
6 |Akeem Saliu # 456,036 91%
7 Ahmed Tafa # 716,166 76%
8 |Obi Okonkwo #7239,312 74%
9 |Uche Mba # 564,919 13%
10 |Inam Effiong # 544,028 94%
11 Segun Azeez # 702,257 20%
12 Kola Adesida # 799,202 1%
12 |Mark Femi #693,876 59%
14 | Seun Akinde # 657,925 52%
15 |Lola Adigun # 487,943 99%
16 |Nana Lolu #682,111 84%

CHOOSE

CHOOSE is one of the formulas dedicated to making your analysis life

easier. You can easily do dynamic reports just by using CHOOSE.

| have an illustration we can all easily understand. It is Sam's todo list
for the day. A list of 10 tasks he has arranged in the order he intends

to carry them out today.
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Task No |Description Remark

Task No |Description Remark
Call Customer XYZ Done
Mail CEO about the deal requirements Done
Call John's school principal

Read a chapter in my MBA course material
Finish the Strategy PPT Slides

Send reminder about the 3:00pm meeting
Send reminder about the 3:00pm meeting
Skype call Ashish about the web app

Call Wifey about the Mechanic's visit
10[Do a 10mins brisk walk

MO |00 ) [ (LA [ R

In reality, you would want to use CHOOSE for something more
complex. But the concept is the same and once you grasp how to use
it here, you can use it anywhere -- even for a list of 100,000 entries
in a different Excel file.

Back to our illustration. Sam wants a simple way to see the progress
he is making. He wants to type in a task number and see what it is
about and if he has done it. And this where CHOOSE comes in very
handy.

The way CHOOSE works is you specify the position of an item you
want to pick and then the list of all the items. See below how Sam
has used it to solve is problem.
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Form

Format Painter Merge & Center
ipboard [F} Font Alignment Number
- X & Jx | =CHOOSE(B3,C7,C8,C9,C10,C11,C12,C13,C14,C15,C16)

A B C D E F

Task No |Description |Remark
=CHOOSE(B3,C7,C8,C9,C10,011,C12,C13,C14,C15,C16)

[y

Task No |Description Remark
Call Customer XYZ Done
Mail CEO about the deal requirements Done

Call John's school principal

Read a chapter in my MBA course material
Finish the Strategy PPT Slides
Send reminder about the 3:00pm meeting

Send reminder about the 3:00pm meeting
Skype call Ashish about the web app

Call Wifey about the Mechanic's visit

Do a 10mins brisk walk

W |~ | fw o=

1

(=]

CHOOSE checks for what number is in cell B3 and looks through the
orderly list of Description field items, then returns the one that is in
the position specified in cell B3. The one above should return "Call
Customer XYZ" as that is what is in the position 1 in the Description
field items.

And below is a similar formula for the Remark.

d 3 Font Alignment Humber Styles

- X f\ =CHOOSE(B3,D7,D8,D3,D10,D11,012,013,D14,D15,D16)
B C D E F G H I
Task No [Description |Remark |
1| Call Customer XYZ [=cHoOsE(83,07,08,09,010,011,012,013,014,D15,016)
Task No [Description Remark
1| Call Customer XYZ Done
2 [Mail CEO about the deal requirements Done
3|call John's school principal
4|Read a chapter in my MBA course material
5|Finish the Strategy PPT Slides
6|Send reminder about the 3:00pm meeting
7[Send reminder about the 3:00pm meeting
8|[Skype call Ashish about the web app
9| Call Wifey about the Mechanic's visit
10| Do a 10mins brisk walk
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Let's specify Task number 4.

Task No

Description

Remark

4|Read a chapter in my MBA course material

Task No

Description

Remark

Call Customer XYZ

Done

Mail CEO about the deal requirements

Done

Call John's school principal

Read a chapter in my MBA course material

Finish the Strategy PPT Slides

Send reminder about the 3:00pm meeting

Send reminder about the 3:00pm meeting

Skype call Ashish about the web app

Wi |~N[a|jun|s|[w| M |(=

Call wifey about the Mechanic's visit

1

o

Do a 10mins brisk walk

Let's specify Task number 8.

S

Task No

Description

Remark

co

Skype call Ashish about the web app

Task No

Description

Remark

Call Customer XYZ

Done

Mail CEO about the deal requirements

Done

Call John's school principal

Read a chapter in my MBA course material

Finish the Strategy PPT Slides

Send reminder about the 3:00pm meeting

Send reminder about the 3:00pm meeting

Skype call Ashish about the web app

Wl (||| (W=

Call Wifey about the Mechanic's visit

10

Do a 10mins brisk walk
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Another interesting use of CHOOSE is in a Financial Model to select
different projections scenarios. And that’s it for choose.

SUMPRODUCT

SUMPRODUCT is one of Microsoft Excel’s magic tool. It is just as
powerful as the user’s creativity (like the IF formula). | will start with
a simple example to help you grasp how it works.

Let’s say you own a grocery store and sell five product types. Every
day you fill an Excel report template that already has the product
names and prices. All you have to do is fill in the respective
quantities bought and have the total sales for that day automatically
computed for you.

M 8] P Q F
Product Price Quantity Sold
Product A 100 143
Product B 50 73
Product C 200 65
Product D 250 133
Total Sales:

Ordinarily, you will have to compute the sales for each product by
multiplying the price by quantity, and then sum them up to get the
total sales.
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— e SEECT™

Cells Editing
Pl M o p a R
Product |Price _Cluan'ti't',rSuId Sales
Product A l 1001 143|=03*p3
Product B a0 73 3650
Product C 200 65| 13000
Product D 250 133 33250
Sum: 64200
Total Sales:

However, with SUMPRODUCT you can get it done in one step without
having to compute the sales of each product individually.

You simply tell Excel to sum the products of Price and Quantity:
SUMPRODUCT
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¥ Clear~

Cells Editing
Wl M 0 P Q
Product |Price |Quantity Suld_
Product A 100 143
Product B 50 73
ProductC 200 65
Product D | 250. 133.

Total SE|E5:|=SUMF‘RGDUCT|{EE 6, P3P

M 0 P
Product Price Quantity Sold
Product A 100 143
Product B 50 73
Product C 200 65
Product D 250 133
Total Sales: 641200

Q

Select -

Now you get how SUMPRODUCT works. Next, | will show you the more
magical use of SUMPRODUCT
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So let's say you manage a sales team and they sell two products.
Every month, you get the report of the sales from each person which
you combine to have a consolidated sales report.

Clipboard [P Font [P Alignment
NG - b
A B e D E F G H

1 |Sales Person |Product (January |February [March May June July

2 |John Detol 208 182 107 253 134 259
3 |Mark Close Up 109 246 381 280 250 143
4 Kenny Detol 253 311 336 209 134 177
5 |Taiwo Close Up 353 356 343 301 305 211
6 |Toyin Detol 85 134 270 209 183 247
7 |Felix Close Up 145 375 336 194 113 254
8 |John Detol 206 260 244 109 320 344
g |Mark Close Up 125 341 80 264 146 248
10 |[Kenny Detol 247 155 376 208 210 89
11 |[Kenny Close Up 111 271 322 106 244 111
12 |Taiwo Detol 193 357 164 278 255 120
13 |Toyin Close Up 337 249 110 120 178 222
14

15

16

17

As part of your team building strategy and sales improving tactic, you
do an in-depth monthly performance report of each sales person per
product with recommendations of what they could have done better.
And to make this report, you constantly find yourself picking the
sales for a month for a product by each salesperson. Like a probe into
each person’s sales figures. So what if you want something that will
help you automate part of that probing by showing you total sales by
a particular sales person per specified product and specified month.
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N9 2 fe

A B z D E F G H | J K L

1 Sales Person |Product |January |February [March May June July
2 John Detol 208 182 107 253 134 259
3 |Mark Close Up 109 246 381 230 250 143 Sales Person  |John
4 |Kenny Detol 253 311 336 209 134 177 Product Detol
5 |Taiwo Close Up 353 356 348 301 305 211 Month March
6 |Toyin Detol 85 134 270 209 183 247 Sales Quantity
7 |Felix Close Up 145 375 336 194 113 254
8 [John Detol 206 260 244 109 320 344

Mark Close Up 125 341 80 264 146 248
10 |[Kenny Detol 247 155 376 208 210 89
11 [Kenny Close Up 111 271 322 106 244 111
12 Taiwo Detol 193 357, 164 278 255 180
13 |Toyin Close Up 337 249 110 120 178 2232
14
15
16
17
18
19

A formula that you can supply the person, the product and the
month, and it will pick for you the total sales figure. Something like
VLOOKUP except that VLOOKUP doesn't accept multiple lookup
criteria and do a sum. So what formula would you use?

The answer: SUMPRODUCT

Function Library Defined Names Formul
K6 - b3 =SUMPRODUCT({A2:A13=K3)*(B2:B13=K4)*{CL:H1=K5)*(C2:H13))
A B & D E F G H | J K L
1 |Sales Person |Product |January |February [March May June July
2 [10hn Detol 208 182 107 253 134 259
3 |Mark Close Up 109 246 381 280 250 143 Sales Person_ |lohn
4 |Kenny Detol 253 311 336 209 134 177, Product Detol
5 |Taiwo Close Up 353 356 348, 301 305 211 Month March
6 |Toyin Detol 85 134 270 209 183 247 Sales Quantity 351
7 |Felix Close Up 145 375 336 194 113 254
8 [John Detol 206 260 244 109 320 344
9 |Mark Close Up 125 341 80| 264 146 2438
10 |Kenny Detol 247 155 376 208 210 89
11 |[Kenny Close Up 111 271 322 106 244 111
12 |Taiwo Detol 193 357 164| 278 255 180]
13 |Toyin Close Up 337 249 110 120 178 222
14
15
16
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Insert  AutoSum Recently

Function

PMT

Financial Logical Tedt Date& Lookup& Math& More [ Calculate Shi

Used = Time- Reference~ Trig~ Functions -
Fundtion Library Defined Names Formula Auditing Calculation
- X« J | =SUMPRODUCT((A2:A13=K3)*(B2:B13=K4) "(CL:H1=KS) *(C2:H13))
A [ c o E F G H i ) K L M N o P Q
1 |sales Person [Product |January |February [March [May  |june sty

2 [John

Detol

I ) N

3 [Mark Close Up 109) 226 381 280 250 143 Sales Person_|John i
4 [kenny Detol 253 311 336 209 134 177 Product Detol i
5 [Taiwo Close Up 353 356 343 301 305 211 Month March i
6 [Toyin Detol 85 134 270) 209) 183 247 Sales Quantity | =SUMPRODUCT((A2:A13=K3)*(B2:B13=K4] <(CLiH1=KS) *(C2:H13)
7 |Felix Close Up 145] 373) 336 194 113 254
8 [John Detol 209] 260) 244 109) 320 344
9 [Mark Close Up 125] 31 80) 264 126 22|
10 kenny Detol 247] 155] 376 203 210 89
11 [Kenny Close Up 1] E‘ 323 106 244 111
12 [Taiwo Detol 193] 357| 164 278| 255 180|
13 [Toyin Close Up 3:1# 243| 110] 120 178] 222
14
15
16
7
1
J K L Y N 0] P Q

] [

Sales Person  |John

Product

Detol

Month

March

Sales Quantity [=SUMPRODUCT({AZ2:A13=K3)*(B2:B13=K4)*{CL:H1=K5)*(C2:H13) }l

Don't be put off by the length or complexity of the formula. It is easy
to grasp. What | more importantly want you to pay attention to is
that whenever you have a table and want to pick a value (numeric
value and involving a summation) based on multiple criteria that
VLOOKUP can't handle, then turn to SUMPRODUCT.

And here is how the formula works:
=SUMPRODUCT((A2:A13=K3)*(B2:B13=K4)*(C1:H1=K5)*(C2:H13))

(A2:A13=K3) checks for where the Sales Person field matches the
name you provided in cell K3. Likewise, (B2:B13=K4) checks for
where the Product field matches the product name provided in cell
K4. And (C1:H1=K5) checks for where the month field has the month
provided in cell K5. Finally, by multiplying them together and with
the sales value range, (C2:H13), Excel will only pick values that
match the criteria we have set-up and sum them up.
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To make it clearer, here is the screenshot of what Evaluate Formula

shows towards the last calculation step. Notice that only places that
don’t match our conditions have zeros.

Evaluate Formula

Reference:
SUMPRODUCT!SKS6 =

Evaluation:

SUMPRODUCT({0.0.0,0.0,0:0.0,1,0,0,0:0.0,0.0,0.0:0.0.0.0.0
0:0.0,0,0.0,0:0.0.0.0,0,0:0.0,0.0,0,0:0.0.1,0.0,0:0,0.0,0,0.0:0,
0.0.0,0.0:0,0.0.0.0,0:0.0.0,0.0.01*{208 182, 107 253 134 259;
109246 381 280 250 143,253 311,336.209,134 177:353 356,
348301 305211:85 134270205 183 247145 375 336 194 113 [ ¥

~

To show the result of the underlined expression, click Evaluate., The most recent result
appears italicized.

LClose

Evaluate Formula

Reference:

SUMPRODUCT!SKS6 = [3UMPRODUCT({0.0,0.00.0:003581,00.0:000000:000000:000
0.0,0:0,00000:000000008000000000000000000000,
0:0,00000]

Evaluation:

To show the result of the underlined expression, click Evaluate. The most recent result
appears italicized.

Close

And that’s the beauty of SUMPRODUCT. | find myself using it a lot for
creating dashboards/templates where | am summing values that meet
many conditions across rows and columns (like we have for product

name across rows and month across columns) which SUMIFS cannot do

(SUMMIFS can only work across rows or columns but not both at
once).
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SIX NEW USEFUL FORMULAS IN EXCEL 2016

Microsoft added 6 new very useful functions to Microsoft Excel 2016.

They are mainly based on Microsoft Excel user community requests.
You too can request for any new function or tool in Excel via
https://excel.uservoice.com/

Excel

Recovered

Excel has recovered files that you might
want to keep.

[a Show Recovered Files

Recent

Yesterday

BB Daily Sales Targetxisx
i » Users » Michael » Videos » Power BI

4 B Branch Dataxisx
C:» Users» Michael » Videos » Power BI

B Sales Targetxisx

X G Users» Michael » Videos » Power B

B Sales Dataxlsx
C:» Users » Michael » Videas » Power Bl
Last Week
H B Monthly ALSI Values (1).xlsx

Downloads

(@@ Open Other Workbooks

Search for online templates

What's New in Excel

fx More functions
Avoid those nested IF functions! The new SWITCH
and IFS functions, or the new text functions
CONCAT and TEXTIOIN, will shorten the formulas
you write,

(W] Blacktheme
By popular demand, our darkest Office theme yet.

] Better AutoComplete

Just start typing, and Excel will do & better job of
finishing the formula for you

Funnel charts

Learn more

Business analysis feature tour Business analysis feature tour

ry

Suggested searches: _Business _Personal _Industry _Small Business  Calculator
Fin| x

G

Show off your data with the new Funnel chart type. sis

/./

Michael Olafusi
michael@olafusimichael.com
Switch account

rean

Full year global calendar

My Calendar

Business analysis feature tour
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https://excel.uservoice.com/

What's New in Excel

fx More functions

Awvoid those nested IF functions! The new SWITCH
and IFS functions, or the new text functions
COMCAT and TEXTIOIN, will shorten the formulas
you write,

(M| Black theme
By popular demand, our darkest Office theme yet.

“i1 | Better AutoComplete

Just start typing, and Excel will do a better job of
finishing the formula for you.

%l Funnel charts

Show off your data with the new Funnel chart type.

Learn more Close

CONCAT

Two complaints | hear people make a lot about CONCATENATE (the
Excel function that lets you join the values/texts in different cells)
are that why is the name that long? and can't we select a range?
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H s Bookl

File PELUl Insert  Pagelayout  Formulas  Data  Review  View  Developer  Team |
N e Wrap Text —
Paste B Copy - : B I U Merge & Center
. Format Painter g

Clipboard 5 Font Alignment Mu
PMT M X « /| =CONCAT(A2:AZ)

A | B C D | E | F | G

1 Names
2 John
3 Steve CONCAT
4 | Dele JohnSteveDeleTosinDareSeunTunde
5 |Tosin |:CONCAT{_A2|:A8)
6 Dare CONCAT(text1. ..)
YiSeun
8 Tunde
9_
10 |
1 |
12

Now Microsoft has nifty fixed those two issues in one cool function:
CONCAT

CONCAT is short to write and allows you join entries selected as a
range.

TEXTJOIN

This takes CONCAT to a new level. So what if you want to put a
comma and a space between the names as you are joining them? That
is what TEXTJOIN enables you to do.
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= Book1 - Excel

Insert Page Layout Formulas View Developer Team Q Tell
= ?‘{) Cut ¥ Wrap Text General
B3 Copy ~
Pavste Format Painter B I U Merge & Center %
Clipboard 7] Font Alignment MNumber
PMT - X « J | =TEXTJOIN(",",TRUEAZ2:AS)
A B C p  E | F G
1 |Names
2 |John
3 |Steve TEXTJOIN
4 Dele John, Steve, Dele, Tosin, Dare, Seun, Tunde
5 |Tosin =TEXTJOIN(", ", TRUE,A}-A8)
6 |Dare TEXTJO\N(deITm\tEr, ignore_empty, textd, [text2], [text3], ..)
7 |Seun
8 Tunde
9
10
11
IFS

The formula that gets most people confused the most in Excel is
nested IF. People find it hard to process the numerous brackets and
IF statements that characterize a nested IF function. Now there’s
some relief. Excel has introduced IFS to help combat the strain of
untangling brackets.
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Boolk1 - Excel

Pagelayout  Formulas  Data  Review  View  Developer  Team Q@ Tell me what youwant to do
e ) Cut Wrep Text ] =
ER Copy - -
Pute b Iu @ % 3 | Conditonsl Formatas Cell | Insert Delete Format
- Formatting = Table~ Styles
Clipboard i) Font Alignment Number Styles Cells
PMT - X & f | =IFS(B3>=70,"A",B3>=60,"B",B3>=50,"C",B3>=45,"D",B3>=40,"E" B3<40,"F")
A B C D E F G H | J
1 |Excel Test |Score Grade Comment
2 John 35|F
3 |Kenny 41|=IFS(B3>=70,"A",B3>=60,"B",B3>=50,"C",B3>=45,"D",B3>=40,"E",B3<40,"F")
4 ja mes 48 E I[F\gg;i[:‘ét;ﬂa\uija:i:;ﬂ\a“;‘f;i;:;tz]EIUEJLUUEZ] [logical_test3, value_if_true3], [logical_testd, value_if_trued], [logical_test5, value_if_true5],
5 Lola 55|C
6 Tunde 65B
7 Ahmed 75|A
8
9
10
11
12
13

If you have a report and need to grade the performance with some
conditions like we do for school marks to grades, then IFS is your new
friend.

SWITCH

So what if you want to pass a comment on the grade performance?
You want to say grade A means Excellent, grade B means Very Good,
and so on. Well, that is what SWITCH allows you to do. It was
borrowed from the programming community.

Clpboscd n Foat Aignment umber Eaitng
onT - X W S | SWITCHCE,"A""Excallent’,"B%"Very Good", "C", "Good", D", "Poor", "E*, "Very Poar", F*,"Fail"}
A B C D E F G H I J K L
1 Excel Test Score Grade Comment
2 John 35(F Fail |
3 [Kenny 41[E =SMTCH(C3 AT ery Good","C","Good","D","Poor","E","Very Poor","F","Fail")
4 James 48|D p o 119806, re3], o, el [vloe, esUS], [l esultE [Gefau o, sl
5 Lola 55|C Good
6 Tunde 65(B Very Good
7 Ahmed 75|A Excellent
8
9
10
1
12
17
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MAXIFS

And there is also MAXIFS to let you do want you've been doing with
SUMIFS and COUNTIFS, just this time you are picking the highest
value that meets your criteria.

BookI - Excel
Pagelayout  Formulas  Data  Review  View  Developer  Team O Tell me whatyouwanttodo
Eaé E”t Wrap Text i
Clipboard ) Font Alignment Number Styles
PMT - x v fe =MAXIFS(C1:C8,B1:B8,"TV")
A B C D E F G H |
1 Names |Product Sales Figure
2 John v 4,724,000
3 |Steve Mobile Phone 5,613,000
4 Dele Mobile Phone 511,000 MAXIFS
5 Tosin TV 2,471,000 4,724,000
6 |Dare Home Theatre #3,862,000 :MAXIFS(ClECB,Bl:BS,"TV")
7 Seun TV #3‘299’000 MAXIFS(max_range, criteria_range], criterial, [criteria_range2, criteria?], ...}
8 |Tunde Home Theatre 568,000
g —
10
11
12
13
MINIFS

And this is the sixth and last: MINIFS. You've guessed right! It does
similar stuff as MAXIFS but returns the minimum value that meets
your criteria.
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Insert

Bookl - Excel

Pagelayout  Formulas View  Developer

% cut 1" A A ¥ Nrap Text General =
pacte B CORY 5o A Merge & Center $ - % 2 5 Conditionsl Formatss Cel | Insert
Format Painter N B Formatting - Table~ Styles
Clipboard i) Font Alignment Mumber Styles
PMT - x v p3 =MINIFS(C1:C8,B1:B8,"TV")
A B C D E F G H | |
1 Names |Product Sales Figure
2 John v 4,724,000
3 |Steve Mobile Phone 5,613,000
4 Dele Mobile Phone #511,000 MINIFS
5 Tosin v $§2,471,000 #42,471,000
6 |Dare Home Theatre #3,862,000 |:MINIFS(Cl:CB,Bl:BS,"TV")
7 Seun TV #3,299,000 MINIFS(min_range, criteria_range], criterial, [criteria_range2, criteria], ...}
8 Tunde Home Theatre #568,000
9,
10
1
12
12
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Named Range, Goal Seek, Data Table
and Scenario Manager

Excel has some what-if-analysis tools that greatly help with business
decision analysis. You can easily simulate effect of changes in
circumstances on your business projections and create compelling
business case analysis.

Named Range

Excel lets you name a cell or a selection of cells. It’s very useful
when you are building models in Excel as it makes the model
formulas easy to write and troubleshoot.

They are two ways to create a named range and | will start with the
very quick and easy way.

Just select the cell or group of cells you want to name. Go to the
name box and type in the name, replacing the cell address in the
name box.

Paste D COPY Conditionl Formms
aste ol A === &= . . o <o 00 Conditional Forma
U romstpanter B I U - DA === &332 ElMeaged Centa $-9% 0 W Femmatting - o6t
Clipboard w Font 5 Alignment w Number n Styles
B3 - fir | 2521764800
A B C D E F G t
> State Feh-14 R lan-14] Mar-14 X -
3 [imo % 2,521,764,800.00] % 2,922,241,900.00] % 2,591,742,600.00| & 2,012,994,900.00| # 3,014,428,300.00] N4,994,515,700.00]
4 |Abia #821,123,500.00] # 4,544,916,100.00] M 1,297,498,300.00] # 1,175,454,800.00] # 2,265,644,000.00] _# 967,327,400.00
5 Lagos 7,319,183,000.00] & 22,681,984,500.00] A 6,239,473,500.00] & 6,211,689,500.00] ¥ 11,610,307,000.00] X 3,351,178,500.00]
5 Kano #2,021,735,600.00] _# 530,613,400.00| # 2,981,980,300.00| & 3,016,518,600.00 # 2,387,291,000.00] & 4,411,651,000.00]
7 Ondo 1,690,422,800.00| %4,925,747,700.00 N 716,222,900.00| & 4,362,953,800.00| #4,300,936,900.00 & 977,876,300.00]
8 Kogi 2,734,189,600.00| # 2,825,512,800.00| # 2,812,863,300.00| & 2,306,601,300.00] # 2,104,687,400.00] _# 867,264,000.00]
9 |Benue 3,364,832,700.00| % 3,212,451,900.00| & 3,479,649,000.00| & 2,458,711,700.00] # 2,700,421,300.00] & 4,801,142,000.00]
- I Formatting ~  lable
Clipboard 1F] Font 1F) Alignment 1F] Number 1F] Styles
Imo - S 2521764800
Formula Bar
A B C w E F G H
2 State Feb-14 Jun-14 Jan-14 Mar-14 May-14 Apr-14
3 [imo #2,521,764,800.00)_#2,922,241,900.00| # 2,591,742,600.00| # 2,013,994,900.00| # 3,014,428,300.00| # 4,994,515,700.00
4 |Abia #821,123,500.00] #4,544,916,100.00] # 1,297,498,300.00] % 1,175,454,800.00] # 2,265,644,000.00] _# 967,327,400.00
5 Lagos #7,319,183,000.00] & 22,681,984,500.00] M 6,239,473,500.00] # 6,211,689,500.00| ¥ 11,610,307,000.00| ¥ 3,351,178,500.00
6 Kano #2,021,735,600.00] _ # 530,613,400.00] ¥ 2,981,980,300.00] # 3,016,518,600.00] # 2,387,291,000.00] % 4,411,651,000.00

We’ve successfully named all the Imo state revenue values as Imo. As
benefit number 1, we can use it in a SUM formula instead of
highlighting the entire range.
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Clipboard e} Font Alignment Mumber Styles

PMT - X & fr | =sumiime)
A B C D E F G H
2 State Feb-14| Jun-14 Jan-14| Mar-14| Mﬂrl‘l Apr-14|
3 [imo 52,521,764,800.00] % 2,922,241,900.00| % 2,591,742,600.00| % 2,013,394,900.00| # 3,014,428,300.00| ¥ 4,994,515, 700.00] <SUM(I 10}
4 |Abia %821,123,500.00] #4,544,916,100.00| # 1,297,498,300.00| # 1,175,454,800.00| # 2,265,644,000.00| & 967,327,400.00
5 [Lagos +7,319,183,000.00| # 22,681,984,500.00| # 6,239,473,500.00| & 6,211,689,500.00| & 11,610,307,000.00| & 3,351,178,500.00
5 |Kano #2,021,735,600.00|  #530,613,400.00| % 2,981,980,300.00| & 3,016,518,600.00| # 2,387,291,000.00| & 4,411,651,000.00

Another advantage will become obvious later when we do Scenario
Manager.

So what is the second way of creating a named range?

It is, in fact, the standard way. It’s also the only way that allows you
to edit an already created named range.

Go to Formulas menu and click on the Name Manager.

Id ©- B =

ILE HOME  INSERT ~ PAGELAYOUT = FORMULAS =~ DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWER QUERY
ﬁ_ z ! E = ) Define Name ~ E::Traceprecedentz [ show Forr
. “f Use in Formula~ 3% Trace Dependents /4 Error Chec
set  AutoSum Recently Financial Logical Tght Date& Lookup & Math&  More Name
Iction v Usedw - - Time~ Reference~ Trig~ Functions = Manager £5 Create from Selection | 13 Remove Arows ~ (%) Evaluate F
FunctionMbrary J Defined Mames Farmula Auditing
12 - I
A B C D E F G H
State Feb-14 14
Mew... Edit... Delete Filter = —
Imo 82,521,764,800.00) %2, = 00| 18058688200
Abia #821,123,500.00| %4, Name Value Refers To Scope Comment E
Lagos # 7,319,183,000.00| & 22, {"# 2,521,764,800.0., NamedRange!$B3.. Workbo... 00|
Kano #2,021,735,600.00 % 00|
Ondo #1,690,422,800.00) #4, 00|
Kogi #2,734,189,600.00) %2, loo|
Benue 5 3,364,832,700.00) 3, loo|
FCT #2,063,317,300.00] &2, 00|
Ogun #2,586,000,100.00) %3, 00
Bayelsa #2,035,499,300.00) #1, o0f ]
Rivers  4,860,256,800.00) =4, 00|
Anambra | 81,511,863,500.00| 83, loo|
Enugu 52,609,372,800.00) %4, loo|
Benue #1,387,315,500.00] &3, 00|
Borno #1,616,065,000.00) &4, 00|
Gombe #12,201,453,200.00| #2,] Refersto: 00|
Katsina #1,293,838,700.00) #2, =NamedRange!SBS3:5GS3 | |00
Kaduna 82,599,773,900.00) 3, 00
Cross River | #1,571,834,600.00] %4, (ka3 00|
Kwara #1,496,830,100.00] #9121 0 DO S, 915,558, 00U OO 10,125, 00 GO0 2.7 08,0 OO0 OO R, 05 S, 0000

You can create new named range, edit already created ones and
delete a named range.

GOAL SEEK

Goal seek is one of those powerful but seldom used tools in Excel.
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It allows you to set-up a small model and tell Excel to optimize it for
you based on one variable input and one set output. It’s the perfect
introduction to a model and linear programming in Excel.

Let’s a simple and common use case. Below is a loan calculation
table. Let’s say | have found a huge business opportunity in large
scale cocoa farming and | want to borrow N100 million from the bank.
And the table below is the conditions the bank gave me: a payment
period of 10 years and annual interest rate of 24%.

D11 v J
A B (
1 |Loan Amount # 100,000,000.00
2 |Payment period 10
3 |Interest Rate 24%
4 | Payment Amount
5
6

Excel has a formula for calculating the annual payment amount.

AutoSum

Function Library Defined Names Formula Auditing

B4 - X & Jfr  =pmr(B3B2-B1)
A B C D I3 = G H |
Function Arguments 2
1 |Loan Amount # 100,000,000.00 9!
2 Payment period 10 PHT
3 |Interest Rate 24% Ratc | B K| - 024
N B2 = = 10
4 |payment Amount |=PMT(B3,82,-B1) = =
5 Pv |81 F&| = -100000000
Fu | -
6 =]
Type = =
7 = 2716021271
8 Calculates the payment for a loan based on constant payments and a constant interest rate.
9 Rate is the interest rate per period forthe loan. For example, use 6%/4 for
quarterly payments at 63 APR.
10
" Formula result = & 27,160,212.71
12
Help on this function Cancel
13
14
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o2 e

IS I

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &

Function - Used = - = Time~ Reference~ Trig~
Function Library
cs - Ix
A B C

1 |Loan Amount 4 100,000,000.00

2 Payment period 10

3 |Interest Rate 24%

4 ' Payment Amount #&27,160,212.71

5

6

7

So | go and check my business financial projection, and find out that |
can only afford to make N20 million annual payment. What rate will |
negotiate with the bank?

This is where Goal Seek comes in. We simply tell it to find out what
interest rate will evaluate to N20 million annual payment.

To access Goal Seek, go to Data menu and What-If-Analysis.

X = =

NamedRange, Goal seek, Scenario and Solverasx - Excel

G HOME  INSERT  PAGELAYOUT — FORMULAS ~ DATA | REVEW  VIEW  DEVELOPER  LOADTEST  POWERQUERY
From Access ns Clear =] 4 e
: 3 B I 2l Y =5 X B3 (1
[& From Web ~ Reappl o
From Other  Bisting  Refresh z| St Fiter Textto Flash Remove Data  Consolidate, What-If Relationships  Grou
[bFfomTed  Sources~  Connec tions  All~ . Vo Advanced  Columns  Fill  Duplicates Validation - nalysis - -

Get Extemal Data Sort & Filter Data Tools Scenario Manager...

€ - fe Goal Seek...
Data Table.
A B E F G H | J K
1 Loan Amount # 100,000,000.00
2 Payment period 10
3 | Interest Rate 24%
4 |Payment Amount #27,160,212.71

5

@ o N o
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DEVELOPER L

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
[t From Access E—‘-‘:’- D |r [=] Connections 'Y W Clear E% E
[& From Web . Properties ) Y Reapply
[ From Text From Otrher Exl:tln.g ) F‘.E:Fresh ) Edit Links El Sort Filter Y Advanced Text tnr Fla.
=l Sources Connections All e - Columns  Fi
Get External Data Connections Sort & Filter
B3 - fr
A B C D E  F
1 |Loan Amount # 100,000,000.00
2 |Payment period
3 |Interest Rate
4 |Payment Amount
5
6
7
8
9
n

| set payment amount cell to N20 million and tell Goal Seek to vary

the interest rate.

Once | click on OK, it does a series of iteration and gives me the

result.
ruvic et FAUD LATUU FURIVIULAS [T novicw vicw veveLuren LumL
From Access =] Connections Y Clear ¥
mrenrees 3| BT | | Em 5
F; From Web o Properties . Y Reapply
From Other Existing Refresh o El Sort Filter ) Textto  Flash
[ From Text Sources Connections | All [ Edit Links B Yo Advanced | Coumns  Fil T
Get External Data Connections sort & Filter
E4 - I
A B C D | E | F
1 |Loan Amount # 100,000,000.00
2 |Payment period 10
Goal Seeking with Cell B4 Step

3 |Interest Rate 15% ————

4 |Payment Amount # 20,000,000.00 Targetvalue: 20000000 Pause

5 Current value: # 20,000,000.00

‘

7

8

9

10

11

12

| should ask for 15% annual interest rate.
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Data Table

Excel has an amazing tool called Data Table. It lets you sort of
simulate a lot of predefined conditions.

-8 Book7 - Microsoft Excel
m Home  Insert  Pagelayout  Formulas | Data | Review  View  Developer  loadTest  Team
E > % = mm c  [FEsp | vrg erm oE
BB G G B2 om T 2= 30 B = B E W &
From From From FromOther | Existing | Refresh _ Z) sot | Fiter o Tedtto Remove  Data  Consolidate| Whatdf | Group Ungroup Subtoti
Actess Web  Text Sources  Connedtions | AllT % Advanced | Columns Duplicates Validation = Analysis7||  ~ -
Get External Data Connections Sort & Fitter Data Tools Scenario Manager..  [tIne
Al - £ Goal Seek.
A [} c D E F G H 1 3 K L ™ Dats Table... N
& ]
2
3
4
5
6
7
8
E]
10
1
bP]
13
14
15

For illustration, I'll create an example we can all relate with. It's the
revenue projections of a small vibrant company.
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FAIE™ = |+

Home Insert Page Layout Formulas L

& Cut

\ Calibri 11 v N AT

=3 Copy ~

o Format Painter | B £ T ~ DA

Clipboard " Font
B16 \ Jx
C

1 Vibrant Nigeria Limited
2 2016 Plan
3 Product Price #20,000.00
4 Marketing Cost #1,000,000.00
5 Revenue #18,182,205.74
6
7

There is a formula in the Revenue field that depends on the Product
Price and Marketing Cost.

The next thing, we will do is help the management simulate what the
Revenue will be for different combinations of Product Price and
Marketing Cost.

G- IS

1 Vibrant Nigeria Limited

2 2016 Plan

3 Product Price N20,000.00]
4 Marketing Cost N1,000,000.00
5 Revenue N18,182,205.74

N500,000] H1,000,000] N2,000,000] M3,000,000( #4,000,000] 5,000,000
M15,000,
M16,000)
N17,000
N18,000|
19,000/
20,000,
N21,000/
N22,000)
M23,000|
24,000,
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' Alignment IF] Number IF} Styles Cells Editing

#15,000
#16,000
#17,000

#18,000

#19,000
#20,000
#21,000
#22,000
#23,000
#24,000

This is the sort of task Data Table is great at.

All we have to do is link the cell at the junction of the simulated
Product Price and simulated Marketing Cost to the calculated
Revenue cell. See the screenshot below for what | mean.

Hd90-v-=3= Data Table Example.xlsx - Micresoft Excel
PE e et Pgelsout  Fomuss Dt Rewew  View  Devloper  losdTet  Tesm
Autosum = A
::Yw' N = E "I IE 5 iumsu A
4 BIU-|E-|& A-F 3 : ' " 2 Cear- S+
Clipboard g Font Humber Stes celts Eaiting
PMT M )
A B [
2 2016 Plan
3 Product Price §20,000.00 15,000
4  Marketing Cost #M1,000,000.01 #16,000
5 Revenue 'W18,182,205.74)
6
7
8
9
10
11
12
13
14
M- 15 Data Table Exampte.ine - Microsoft Excel - n
o R T R T T s @<
i;z; catl A AN Tl B Sweete Cunensy SN O ;::j—“ }T ]
* Fromatrane ¥ LU Do @A EER FE Hvesacnnc §o% o WA SN Rl L, DEEEDE e e s
Cligbosrd . Font 3 Abgrmert 5 tumbe 5 sbe cets Eaiting
& - %] -85
4 A B Jc]l © E 3 G H | | ) | 3
| T
2 2016 Plan H18,182,205.74] N500,000] 81,000,000 82,000,000 §3,000,000] N4,000,000| 5,000,000
3 Product Price H20,000.00 M15,000
4 Marketing Cost N1,000,000.00 M16,000
5 Revenue W18,182,205.74 N17,000
6 N1E,000
7
]
9
10
11
12
13
14
15

204



Now we are ready to use Data Table.

Select the entire simulation table.

E4 Merge s Lenter = | ¥ T % 3 | W6 5%

Farmatting - as Table = Styles ~ - - - 2 Clear = Filter = Select ~

Alignment u Number [} Styles Cells Editing

#500,000] 1,000,000 #2,000,000] #3,000,000] #4,000,000] #5,000,000

H18,182,205.74
#15,000

Then go to Data menu, What-If Analysis and Data Table.

Dita Table Example sy - Microsoft Excel - n

Redew  View  Dewioper  loadTest  Team 2@=

1 Vibrant Nigeria Limited

2 2016 Plan W18,182,205.74
3 Product Price §20,000.00 N15,000.
4 Marketing Cost 1,000,000.00, N16,000
5 Revenue H18,182,205.74 N17,000
3 M18,000°
7
8
9
10
11
12
13
14

In the small dialog box that comes up, set the Row Input Cell to the
Marketing Cost value in the analysis table. And set the Column Input
Cell to the Product Price in the analysis table.
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B3 - | =85
A B c D E F G H 1 J K

.

2 2016

3 |Product Price M20,000.00

4 Marketing Cost #1,000,000.00

5 |Revenue N18,182,205.74 otaTable 7 X |
61 Baniotcd | mu =
7 Comnroutcek: | sy ~
8

=]

And you get what the Revenue will be for the different combinations
of Product Price and Marketing Cost.

- =E== ElMergeacenter= | § - % s | %@ % Conditional Format Cel Insert Delete Format | Sort& Find &
Formatting - as Table = Styles - - - &2 Clear - Filter = Select~

Alignment 7 Number i Styles Cells Editing
© D E F G H | J K

#18,182,205.74| §500,000] #1,000,000] #2,000,000] #3,000,000] #4,000,000] #5,000,000
#15,000] 47,381,956 121,386,047 H65,413,425 #127,665,286 #206,040,721 #299,210,891
#16,000| 47,160,504 120,603,282 162,780,343 N122,363,596 #197,350,527 N286,473,414
#17,000| 16,963,871 19,902,898 H60,417,960 #117,603,309 #189,544,968 #275,030,199
18,000 86,788,247 #19,272,333 H58,285,152 113,302,283 #182,489,915 264,685,089
#19,000| 16,630,577 18,701,502 H56,348,885 #109,394,526 #176,077,604 M255,280,475
#20,000| 86,488,378 H18,182,206 H54,582,296 105,826,366 #170,220,381 246,688,158
#21,000| 16,359,612 #17,707,709 H52,963,303 #102,553,673 #164,846,173 #238,802,716
22,000 86,242,500 #17,272,420 H51,473,571 #99,539,805 #159,895,124 231,536,601
#23,000| 16,135,899 16,871,659 H50,097,741 #96,754,061 #155,317,089 224,816,457
#24,000| 86,038,346 #16,501,475 H48,822,846 #94,170,514 #151,069,711 #218,580,324

It's now left for the management of Vibrant Nigeria Limited to choose
which combination of Product Price and Marketing Cost will get them
the best Profit after factoring the Cost of Sales.

And now you understand how Data Table works in Excel and when you
might want to use it.

Scenario Manager
Scenario Manager is one of Excel’s decision analysis tool. It allows
you compare outcome for different business scenarios.

Below is a practical business use case of the scenario manager. It is
taken from our business circumstance and you’ll find it very
interesting.
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We run a Microsoft Excel and Business Data Analysis business. Our
major income streams are consulting for big multinational firms on
data analysis and business process automations, and Microsoft Excel
training. So let’s say we decide to run a special one day Microsoft
Excel training. It was specifically my idea. | had stumbled on a
training advert on Punch newspaper. A one day training at VCP Hotel
and costing N80,000. So | felt we should try it too. But | needed to
build a convincing business case for the idea. And in doing this | used
scenario manager.

| called up the hotel to get the details of the cost of hosting a full
day training in their conference hall. | then went to work on the
other costs that would be incurred in putting together the training.
And below is the sheet of the cost details.

A B C D E
1
2
3 |Cost Iltem Amount
4 |Hotel Conference Room # 600,000.00
5 |Feeding per participant # 12,500.00
6 | Training Material # 3,000.00
7 |Certificate #2,000.00
8 |Prize for best participant # 100,000.00
9
10 |Analysis based on estimates Figure
11 |Number of participants 40
12 |Course Fee # 100,000.00
13 |Total Feeding cost # 500,000.00
14 |Conference Room cost # 600,000.00
15 |Training Materials cost # 120,000.00
16 | Certificate Costs # 80,000.00
17 |Prize Award cost # 100,000.00
18
19 |Total Revenue # 4,000,000.00
20 |Total Cost # 1,400,000.00
21 |VAT Fee (5%) # 200,000.00
22 |Contigencies (7%) # 280,000.00
23 | Gross Profit # 2,120,000.00

And the underlying formulas are:
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E ©- D = MNamedRange, G
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVEL

Gross_Profit - fr || =B19-sum(e20:822)
A B C

1
2

3 |Cost Item Amount

4 |Hotel Conference Room 600000

5 |Feeding per participant 12500

6 |Training Material 3000

7 |Certificate 2000

8 |Prize for best participant 100000

9

10 |Analysis based on estimates Figure

11 |Number of participants 40

12 |Course Fee 100000

13 |Total Feeding cost =B11*B5

14 |Conference Room cost =B4

15 | Training Materials cost =B6*B11

16 | Certificate Costs =B7*B11

17 | Prize Award cost =B8

18

19 |Total Revenue =B11*B12

20 |Total Cost =SUM(B13:B17)

21 |VAT Fee (5%) =B19*0.05

22 | Contigencies (7%) =B19*0.07
23 |Gross Profit =B19-SUM(B20:B22)

24

As you can see, | have gotten every cost item listed; the estimated
number of participants and the course fee too. But to build a
convincing business case | need to create different scenarios. Maybe
three scenarios.

o Scenario 1: The worst that could happen if we don’t market
the training well and put the course fee enticingly low.

o Scenario 2: The most likely thing to happen if we do our
regular marketing and put up a fair course fee.

o Scenario 3: What would happen if everything goes extremely
well. Which will be our marketing aim.

So how do you set up this scenarios in Excel? You use Scenario
Manager.
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But first we need to use Named Range for the most important cells in
our scenario. They are the Gross Profit cell, the Number of
Participants cell and the Course Fee cell. In our scenarios we want to
monitor what the Gross Profit will be for different combinations of
Number of Participants and Course Fee.

| hope you remember how to do Named Range. You simply select the
cell or range, go to the name box and type in the name you want to

name the selection as.

B H S E -

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW

MNumber_of Participants ~

Je | w0

1 High Quality Full Day Excel Training
2

3 Cost Item Amount

4 |Hotel Conference Room # 600,000.00
5 | Feeding per participant #12,500.00
& | Training Material # 3,000.00
7 | Certificate # 2,000.00
8 | Prize for best participant # 100,000.00
g9

10 |Analysis based on estimates Figure

11 | Number of participants 40
12 |Course Fee # 100,000.00
13 |Total Feeding cost # 500,000.00
14 | Conference Room cost # 600,000.00
15 |Training Materials cost # 120,000.00

We do same for Course Fee.
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Ho- = -

FILE HOME INSERT PAGE LAYOUT FORMULAS

Course_Fee - Jx | 100000
2 A B

1 High Quality Full Day Excel Training

2

3 |Cost Item Amount

4 |Hotel Conference Room # 600,000.00

5 |Feeding per participant # 12,500.00

& |Training Material # 3,000.00

7 | Certificate # 2,000.00

8 |Prize for best participant # 100,000.00

9

10 |Analysis based on estimates Figure

11 |Number of participants 40

12 |Course Fee # 100,000.00

13 |Total Feeding cost # 500,000.00

14 |Conference Room cost # 600,000.00

15 |Training Materials cost # 120,000.00

16 | Certificate Costs # 80,000.00

17 |Prize Award cost # 100,000.00

18

10 | Tatal Ravanna [ & 4 nnn nnn nnl

And for Gross Profit.

DATA

REVIEW
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Gross_Profit - Jr | =B19-sum(e20B22)
p) A B C

1 High Quality Full Day Excel Training

2

3 |Cost ltem Amount

4 |Hotel Conference Room # 600,000.00

5 |Feeding per participant #12,500.00

6 | Training Material # 3,000.00

7 |Certificate #2,000.00

8 |Prize for best participant # 100,000.00

9

10 | Analysis based on estimates Figure

11 |Number of participants 40

12 |Course Fee # 100,000.00

13 |Total Feeding cost # 500,000.00

14 |Conference Room cost # 600,000.00

15 |Training Materials cost # 120,000.00

16 | Certificate Costs # 80,000.00

17 |Prize Award cost # 100,000.00

18

19 |Total Revenue # 4,000,000.00

20 |Total Cost # 1,400,000.00

21 |\VAT Fee (5%) # 200,000.00

22 |Contigencies (7%) # 280,000.00

23 |Grnss Profit N 2,120,000.0011—0
Now, we launch the Scenario Manager.
It is under Data Menu, What-If-Analysis.
H S =1 NamedRange, Goal seek, Scenario and Solverisx - Excel

FILE HOME  INSERT ~ PAGELAYOUT ~ FORMULAS :)ATA REVIEW

[@From Access D

(& From Web >
From Other

[yFromTet  sqy,

+ [

Get Bxternal Data

VIEW  DEVELOPER  LOADTEST  POWER QUERY

Clear o v
E= Ef ©

. Tetto Flsh Remove  Data

ns Fil - Duplicates Validation

Sort & Filter Data Tools

E F G H

Gross_profit - Jr || =m1s-sum(e20:22)
A B C

w

2

3 Cost ltem Amount

4 | Hotel Conft Room  600,000.00

5 Feeding per participant % 12,500.00

6 | Training Material # 3,000.00

7 | Certificate # 2,000.00

8 | Prize for best participant # 100,000.00

9

POWERPIVOT
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o

Textto Flash  Remowve Data Consolidate  What-If Relations
Yo Advanced  Columns  Fill Duplicates Validation = Analysis ~

Sort & Filter Data Tools

l Sort Filter

20:B22)

C

Scenarios:

Delete

Edit...

summary...

Mo Scenarios defined, Choose Add to add scenarios,

Changing cells:

Comment:

So let’s add the three different scenarios.
I’ll start with the worst. Click on Add and give the Scenario name as

Worst. The cells we will vary are the Number of Participants and
Course Fee cells.
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HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  DEVELOPER  LOADTEST ~ POWERQUERY  POWE

From A Connections Clear

From Web Properties

Refresh . Sort Filter Textto Flash Remo Data Consolidate
From Test All Edit Links ! Columns Fill Du alidation A
Connections Sort & Filter Data Tools
B11 - fe | -B1asum(B20:822)
A B C D E F G H I
7 |Certificate # 2,000.00 Edit Scenario ?
8 | Prize for best participant | H 1DD,DDD.DD|
Scenario name:
g
10 |Analysis based on estimates F——
11 |Number of participants f 40 anging el =
 SBSTT:SBS12 &
12 | Course Fee + 100,000.00 Ctri=click cells to select nan-adjacent changing cells.
13 |Total Feeding cost # 500,000.00 Comment:
14 |Conference Room cost # 600,000.00 Created by Michael Olafusi on 7/15/2015
15 |Training Materials cost +# 120,000.00
16 |Certificate Costs # 80,000.00
17 | Prize Award cost # 100,000.00 Protection
[¥] Prevent changes
18
[] Hide

19 |Total Revenue +# 4,000,000.00
20 |Total Cost # 1,400,000.00 Cancel
21 |VAT Fee (5%) # 200,000.00
22 |Contigencies (7%) # 280,000.00
23 |Grnss Profit # 2,120,000.00

24

Click on OK.

It will ask you to set the number of participants and course fee. So
based on experience, | know that if we do no serious marketing and
set the price to N45,000 we can get 20 people. And that is the worst

that can happen.

rrom e Connections | All FarmLmes AOvanced | Columns  Fill  Duplicates Validation
Get External Data Connections Sort & Filter Data Too
823 - S | =B19-sum(e20:822)
A B C D E F G H
7 | Certificate # 2,000.00
8 | Prize for best participant # 100,000.00
9 Scenario Values ?
10 |Analysis based on estimates Figure
Enter values for each of the changing cells.
11 |Number of participants 40 T Number of Parfidpants |20
12 |Course Fee # 100,000.00 2 Course Fee 15ho0
12 | Total Feeding cost # 500,000.00
14 Conference Room cost # 600,000.00 add Cancel
15 |Training Materials cost #120,000.00
16 | Certificate Costs # 80,000.00
17 | Prize Award cost # 100,000.00
18
19 |Total Revenue # 4,000,000.00
20 Total Cost # 1,400,000.00
21 VAT Fee (5%) # 200,000.00
22 Contigencies (7%) # 280,000.00
23 |Gross Profit # 2,120,000.00

24
’5

Click on OK.
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Create a second scenario. Name it “Probable”. It will be what we will
most likely achieve. Give the number of participants as 30 and the
cost as N70,000.

Finally, do the last scenario. Name it “Ideal”. It will be our marketing
aim if we decide to go ahead with the training idea. Give the number
of participants as 40 and the cost as N100,000

Once you are done, the Scenario Manager dialog box would look like
the one below.

Jr | =B13-sum(B20:822)

B C D E F G H
# 2,000.00
#100,000.00

Scenarios:

Figure Worst T
A0 Probable
# 100,000.00 Delete
# 500,000.00 Edit...
# 600,000.00
# 120,000.00 berge...
H SD,DDD.DD Summary..

# 100,000.00

Changing cells: |SBS$11:5B%12

# 4,000,000.00 SrmmEs Created by Michael Olafusi on 7/15/2015
# 1,400,000.00
# 200,000.00
# 280,000.00
e — Show
¥ 2,120,000.00(

Click on Summary. It will ask you for the Result cell to monitor. That
is the Gross Profit cell.
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10 |Analysis based on estimates Figure

11 |Number of participants 40
12 |Course Fee # 100,000.00
13 |Total Feeding cost # 500,000.00
14 | Conference Room cost # 600,000.00
15 |Training Materials cost #120,000.00
16 |Certificate Costs # 80,000.00
17 |Prize Award cost # 100,000.00
18

19 |Total Revenue # 4,000,000.00
20 |Total Cost # 1,400,000.00
21 VAT Fee (5%) # 200,000.00
22 |Contigencies (7%) # 280,000.00

23 | Gross Profit
24

# 2,120,000.00

Click on OK.

Report type

(®) Seenario summary

‘:‘ Scenario PivotTable report
Result cells:

=]

B23 5.2

Cancel

You will be taken to a new sheet showing the comparison of the

different scenarios.

Get External Data

AL - Jr

Connedtions

Sort & Filter

Current Values Warst Probable
Cl ing Cells:
Number_of Participants 40 20 30 40
Course_Fee # 100,000.00 #45,000.00 #70,000.00 # 100,000.00
Result Cells:

Gross_Profit #2,120,000.00 -#258,000.00 #623,000.00 # 2,120,000.00
0 Notes: CurrentValues column represents values of changing cells at
n time Scenario Summary Report was created. Changing cells for each
12 scenario are highlighted in gray.
13
14
15
16
17
18
19
20
21
22

MamedRange Goal Seek Loan Payment Scenario Summary Scenario n Solver ®

Data

And as you can see, | now have a convincing case to show my partners
and make them agree to organizing the one day training.

That’s how easy and powerful the Scenario Manager is.
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Introduction To Excel VBA (macros)

A lot of people feel making macros in Excel is extremely hard and
should be left only people who make a living from doing it full-time.
If you are one of such people, | have a pleasant surprise for you.
Macros in Excel are very easy and in the next five minutes | will guide
you into making one.

So just before we start, let me do a brief explanation of what a
macro is, why you might need to make one and the benefits of being
able to make one.

Macros are simply a means of automating tasks in Excel. It’s no more
than that. You might need to do it when you have a daily or weekly
report you make that is of an unvarying standard format, input and
output-wise. Having a macro can cut your analysis time from hours to
15 seconds. It’s like magic and everyone in your office will see you as
a special being.

To be able to make macros, you need to make a small settings
change in your Microsoft Excel.

Go to Files, Options and Customize Ribbon. Check the box beside
Developer.
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General

Customize the Ribbon.

H

Choose commands fro Customnize the Rigbo

Formulas

Proofing |Popular Commands ] Main Tabs

Save

Language 11 All Chart Types... ~ Main Tabs
Borders |» B
Caleulate Now

Advanced

Quick Access Toolbar

Center

Conditional Formatting »
Cennections

Copy

Custom Sort...

Cut

Decrease Font Size

Delete Cells...

Delete Sheet Columns

Delete Sheet Rows

Email

Fill Coler |» << Remove
Filter

Font -]
Font Color 4
Font Size i
Format Cells...

Add-Ins

Trust Center

Format Painter
Freeze Panes 4

Increase Font Size ackground Removal

Insert Cells...

P EE > AN X K

3

Insert Function... New Tab | |ﬂ Gloupl ‘ Rename...

Insert Sheet Columns

necet et o Customizations
Macros -
WMerns & Cantar v Import/Export ¥

Twute=:

Now you will be able to access the Developer menu.

H - & = Excel Macros (VBA) xlsx - Excel

HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW | DEVELOPER | LOADTEST ~ POWERQUERY  POWERPIVOT
#7 Record Macro o e b/ [] Properties E EF Map Properties 8 Import [‘A

LI [ Use Relative References w &R & View Code Expansion Packs |71, Euport 3
Visual Macros Add-Ins  COM Insert Design ource Document
Basic 4. Macro Security Add-Ins - Mode |3]Run Dialog [t Refresh Data Panel

Code Add-Ins Contrals XML Modify
8 B I
A 8 c D E F G H 1 J K
1 XYZ Car Dealership Sales Record for year 2013
2
3 Jan-13 Toyota Ford Mercerdes Benz BMW GMC
4 John Sparrow 54 95 % 123 139
5 JanePorter 90 36 138 90 152
6 \Mark Spencer 144 142 7 156 54
7 Kate Greitz 7 158 120 96 132
8 |Michael peter 131 141 145 156 153 !
5 Total 490 622 523 621 630
10
1
12 Feb-13 Toyota Ford Mercerdes Benz BMW GMC
13 John Sparrow 60 105 107 102 61
14 Jane Porter 124 126 147 116 113
15 | Mark Spencer 143 139 77 28 125
16 Kate Greitz 81 153 122 58 152
17 |Michael Peter 148 126 101 160 104
18 Total 556 649 554 484 555
19
20
21 Mar-13 Toyota  Ford Mercerdes Benz BMW  GMC
22 John Sparrow 116 65 94 96 116
23 Jane Porter 104 103 133 61 62
| video 14 | Record Macro,| ® I K1 I
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Also enabling the Macro record button which we will use in this
introduction to Excel VBA.

7 |Kate Greitz 71 158 120 96

8 |Michael Peter 131 141 145 156

5 Total 490 622 523 621
10

1

12 Feb-13 Toyota Ford Mercerdes Benz BMW ¢
13 [John Sparrow 60 105 107 102
14 |lane Porter 124 126 147 116
15 |Mark Spencer 143 139 77 43
16 | Kate Greitz 81 153 122 58
17 |Michael Peter 148 126 101 160
18 |Total 556 649 554 484
19

20

21 Mar-12 Toyota Ford Mercerdes Benz BMW ¢
22 |John Sparrow 116 65 94 96
23 |Jane Porter 104 103 133 61

video 14 | _Record Macro (]

Next, | will show you how to create a macro by clicking the right
button twice — the macro record button.

| have prepared a sample illustration data.
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A B C D E F G F
XYZ Car Dealership Sales Record for year 2013

2

3 Jan-13 Toyota Ford Mercerdes Benz BMW GMC

4 |John Sparrow 54 95 46 123 139
5 |lane Porter 90 86 138 90 152
6 |Mark Spencer 144 142 74 156 54
7 |Kate Greitz 71 158 120 96 132
& |Michael Peter 131 141 145 156 153
9 |Total 490 622 523 621 630
12 Feb-13 Toyota Ford Mercerdes Benz BMW GMC

13 |John Sparrow 60 105 107 102 61
14 |Jane Porter 124 126 147 116 113
13 |Mark Spencer 143 139 77 43 125
16 |Kate Greitz 81 153 122 58 152
17 |Michael Peter 148 126 101 160 104
18 |Total 556 649 554 484 555
19

20

21 Mar-13 Toyota Ford Mercerdes Benz BMW GMC

22 |John Sparrow 116 63 94 96 116
23 |Jane Porter 104 103 133 61 62

video 14 |_Record Macro ()]

READY B3

It is fictitious table of Sales at an Autodealership by the different
salesmen and the car make.

So the task | will use a macro to automate is a series of formatting
steps.

Note: For the gurus, it would be obvious that copy pasting format
would have done the same thing our macro will do. Yes. But we have
to do the illustration with something not too complex to confuse
anyone. The good thing is that you will learn all the steps required to
make any complex recorded macro you desire.

So here are the easy steps to creating a macro.

First, | select the month | want to manually do the formatting for and
have the macro recorder save my steps.

219



0 =~ O W B W

w

1
12
13

15
16
17
18
19
20
21
22
2

Ll

A B

C

D

E

XYZ Car Dealership Sales Record for year 2013

Jan-13 Toyota Ford Mercerdes Benz BMW GMC
John Sparrow 54 95 46 123 139
Jane Porter 90 86 138 90 152
Mark Spencer 144 142 74 156 54
Kate Greitz 71 158 120 96 132
Michael Peter 131 141 145 156 153
Total 490 622 523 621 630

Feb-13 Toyota Ford Mercerdes Benz BMW GMC
John Sparrow 60 105 107 102 61
Jane Porter 124 126 147 116 113
Mark Spencer 143 139 77 48 125
Kate Greitz 81 153 122 58 152
Michael Peter 148 126 101 160 104
Total 556 649 554 434 555

Mar-13 Toyota Ford Mercerdes Benz BMW GMC
John Sparrow 116 65 94 96 116
Jane Porter 104 103 133 61 62

Video 14 ®

Record Macro

Click on the macro record button.
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1 XYZ Car Dealership Sales Record for year 2013

2

3 Jan-13 Toyota Ford Mercerdes Benz BMW GMC

4 |John Sparrow 54 95 46 123 139
5 |Jane Porter 90 86 138 90 152
6 |Mark Spencer 144 142 74 156 54
7 Kate Greitz 71 158 120 96 132
8 |Michael Peter 153
9 |Total 630
10 Ma

n Mal:lu1|

12 Feb-:

13 |John Sparrow Shmtm 61
14 |lane Porter 113
15 | Mark Spencer || 3tere macro in: 125
16 |Kate Greitz This Workbook 152
17 |Michael Peter || |Description: 104
18 |Total 555
18

20

21 Mar-:

22 |John Sparrow 116
23 |lane Porter 62

Video 14 | Record Macra, (¥

Give the macro a name, a keyboard shortcut and a description.

Macro name:

SampleMacro

Shortcut key:

Ctrl=

Store macro in:

This Workbook E|

Description:

This macro automatically formats the monthly sales table in
the company's official format.
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j I Record Macro d? E:| = |2z Properties [E Map Pr [ Import 5
[ Use Relative References iy & View Code ) Expansion Packs [, Export
Visual Macros Add-Ins COM  Insert n Source Document
Basic 1. Macro Security Add-ns - Mode [ RunDialog Refresh Data Panel
Code Add-Ins Controls XML Modify
A3 - e || 1172013
A B C D E G H J K
XYZ Car Dealership Sales Record for year 2013
2
3 Jan-13 Toyota  Ford Mercerdes Benz BMW  GMC
4 |John Sparrow 54 95 6 123 139]
5 |Jane Porter 90 36 138 90 152|
6 |Mark Spencer 144 142 7 156 54, 5
4 x
7 |Kate Greitz 7 158 120 % 132 Jzzpl b EN|
8 |Michael Peter 131 141 145 156 153 Macro name:
9 |Total 490 622 523 621 630] sampleMacro
10 Shorteut key:
n ctrl+ [k
12z Feb-13 Toyota Ford Mercerdes Benz BMW GMC
Store macro jn:

13 John Sparrow 60 105 107 102 61 ;

This Workbook v
14 Jane Porter 124 126 147 116 113
15 Mark Spencer 143 139 77 a3 125 L e
16 |Kate Greitz 81 153 122 58 152 This macro automatically formats the monthly sales table in

the company's official format.
17 |Michael Peter 148 126 101 160 104
18 Total 556 649 554 484 555,
19 oK cancel
20
21 Mar-13 Toyota Ford Mercerdes Benz BMW  GMC
22 John Sparrow 116 [:] 94 96 116
23 Jane Porter 104 103 133 61 62

Click on OK.

Then begin doing the formatting steps. | change the font type, font
color and add border, making it have our corporate color feel. Once |

am done, | click on the stop recording button.
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A B C D E F G H

1 XYZ Car Dealership Sales Record for year 2013

3 Jan-13| Tovota Ford M ies Benz| BMW GMC

4 |John Sparrow 54 95 46 123 139

5| |Jane Porter 90 86 138 90 152

6| |Mark Spencer 144 142 74 156 54

7| | Kate Greiz 71 158 120 96 132

8| |Michael Peter 131 141 145 156 153

9| | Total 490| 622 523 621 630

1

1

12 Feb-13 Toyota Ford Mercerdes Benz BMW GMC

13 John Sparrow 60 105 107 102 61

14 |Jane Porter 124 126 147 116 113

15 |Mark Spencer 143 133 77 48 125

16 |Kate Greitz 81 153 122 58 152

17 Michael Peter 148 126 101 160 104

18 |Total 556 649 554 434 555

19

20

21 Mar-13 Toyota Ford Mercerdes Benz BMW GMC

22 |John Sparrow 116 65 94 96 116

23 |Jane Porter 104 103 133 61 62
Video 14 |_Record Macro ()

READY H

And that’s all. We have created a macro. Next is to try it out and see
it work.

Select another month’s record and press CTRL + k (the keyboard
shortcut we used for the macro).
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A B C D E F
XYZ Car Dealership Sales Record for year 2013
Jan-13| Tovota Ford Mercerdes Benz| BMW GMC
John Sparrow 54 g5 46 123 139
Jane Porter 90 86 138 G0 153
Mark Spencer 144 142 74 156 54
Eate Greitz 71 158 120 96 132
Michael Peter 131 141 145 156 153'
Total 490 622 523 621 ESDI
Feb-13 Toyota Ford Mercerdes Benz BMW GMC
John Sparrow 60 105 107 102 61
Jane Porter 124 126 147 116 113
Mark Spencer 143 139 77 13 125
Kate Greitz 81 153 122 58 152
Michael Peter 148 126 101 160 104
Total 556 649 554 434 555
Mar-13 Toyota Ford Mercerdes Benz BMW GMC
John Sparrow 116 65 94 96 116
Jane Porter 104 103 133 61 62

Video 14

Record Macro
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A12 - Jf | 27172013
A B C D E F
XYZ Car Dealership Sales Record for year 2013
2
3 Jan-13| Tovota Ford Mercerdez Benz| BMW GMC
4 |John Sparrow 54 95 46 123 139
5 |Jane Porter 90 36 138 50 159
G |Mark Spencer 144 142 74 156 54
7 |Kate Greitz 71 153 120 %6 132
8 |Michael Peter 131 141 145 156 153
9 |Total 490 622| 523 621 630
12§ Feb-13|Toyota  |Ford Mercerdes Benz| BMW | GMC I
13 {John Sparrow 60 105 107 102 61
14 JJane Porter 194 196 147 116 113
15 §Mark Spencer 143 130 77 43 195
16 [Kate Greiz 81 153 122 53 153
17 |Michael Peter 143 125 101 160 1044
18 [ Total 556 649 554 484 5551
19
20
21 Mar-13 Toyota Ford Mercerdes Benz BMW GMC
22 |John Sparrow 116 65 54 56 116
23 |lane Porter 104 103 133 61 62
Video 14 (]

Record Macro

Voila! It works!

So let’s insert a macro button. A button you will click to run the
macro. | am sure you’ve seen one before. They are super easy to

Create.

Go to the Developer menu, Insert and select Button under Form

Controls.

=] = -
HOME INSERT
\_‘I D 7 Record Macro

Visual Macros

Basic 4. Macro Security

Code
110 -

A B

Use Relative References

PAGE LAYOUT

Add-Ins

Add-Ins

C

FORMULAS

‘d? F\ -ﬁ'ﬁ b./.ﬂpmpemez

com jsert | Design
Add- * Mode

Form Controls

Bxcel Macros (VBA).xdsx - Excel

DATA REVIEW VIEW DEVELOPER

View Code

a
Run Dialog

T2 Expansion Pales
Source

XML

OFFEEe

S ™ A 2 G
ActiveX Controls | F G H

XYZ Car Dealership Sales Record = [ M 26 5

Bloaloslt

3 Jan-13[ Tovota

[Ford. I

Benz| BMW.

=

LOAD TEST

A 57 Import

POWER QUERY

[3

Document
Panel
Modify

POWERPIVOT
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Draw a rectangular button where you want the macro button to be.

Immediately, Excel will ask you to select the macro to link it to.
Select the macro we just created.

J-Ins Mode Run Dialog Refresh Data Panel
Contrals XML Madify
D E F G H | J K L M
cord for year 2013
werdes Benz| BMW __|GMC |
1
46) 123)
- ?
158 %0 1 Assign Macro :
7 156] Macro name:
120) % 1 1o 3 Edit
145 156 1 |Macroz
523, 591 &
:erdes Benz| BMW GMC
107 102
147) 116 )|
77| 48 1
129 58 1 ]
101 160 1 Macros in: | All Open Workbooks ~
554 184 5 Description
This macro automatically formats the monthly sales table in the
company's official format
serdes Benz BMW GMC Cancel
94 96

Click on OK.

Then edit the name of the rectangular button.

AL Modify

Controls
E F G H | J

ryear 2013
oz| BMW GMC : Run Macro!
46 123 139
38 90 152
74 156 54
20 96 132
45 156 153]
23 621 630
nz| BMW GMC
07 102 61
47 116 113]
77 48 125]
22 58 152
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And that’s it! You’ve created a macro button.

Now select another month’s data and click on the macro button to
see it work the magic we configured it for.

AZ1 - J || 3203
A B C D E F G H | J K
2
3 Jan 13|Toyota  |Ford Mercerdes Benz| BMW _ |GMC Run Macro!
4 |John Sparrow 54 95 6 123 139]
5 |Jane Porter 50 86 138 90| 159]
& |Mark Spencer 144 149 74| 158, 54
7 |Kate Greitz 71 153 120 95, 139
8 |Michael Peter 151 141 145 156, 153]
9 | Total 490) 622 523 621 630}
12 Feb 13 Toyota Ford Mercerdes Benz BMW GMC
13 John Sparrow 60 105 107 102 61
14 Jane Porter 124 126 147 116 113]
15 Mark Spencer 143 139 77| 43, 125]
16 Kate Greitz 81 153 129 58 153
17 Michael Peter 148 126 100 160, 104]
12 Total 556 649) 554 484 555
19
2
2 Mar-13 Toyota Ford Mercerdes Benz BMW  GMC
2% John Sparrow 116 65 94/ 96 116
24 |Jane Porter 104 103 133 61 62,
24 |Mark Spencer 110 63 a7 128 88|
2} |Kate Greitz 74 51 45 80 144
24 [Michael Peter 73 55 164 95 51
2] |Total 483 337 523 460 461
2
See the result!
A2l - S || 3/1/2013
A B C D E F G H | 1 K
2
3 Jan13|Toyota | Ford Benz BMW _ |GMC Run Macro!
4 |John Spasrow 54 95} 46} 123 136}
5 |Jane Porter 90| 86} 138} 9% 153)
6 |Mark Spencer 144] 142] 74) 156 54
7 |Kate Greiz 7 158] 120} 9% 133}
8 |Michael Peter 131 14 145] 156) 153
9 |Total 490 622| 53] 621 650)
12 Feb-13(Toyota | Ford Benz BMW _ |GMC
13 |John Sparrow 60| 105} 107} 102 61
14 |Jane Porter 124 126} 147} 116 113}
15 |Mark Spencer 143] 139) 77| 48 125]
16 |Kate Greitz 31 153} 122] 58 153)
17 |Michael Peter 143) 126} 101 160 104}
18 | Total 556 649 554 484 555)
19
20
21 Mar13[Toyota | Ford Benz| BMW _ |GMC
22 |John Spasrow 116 65| 94 9 116,
23 [Tane Porter 104 103] 133] 61 62
24 | Mark Spencer 110) 63| &7 198 8
25 |Kate Greitz 74 5 45 80 144
26 | Michael Peter 8 55] 164 95 51
27 | Total 483 337 53] 460) 461

Amazing, isn’t it?

227



| hope you are now convinced that creating a macro in Excel is very
easy.

It’s now time for you to think up other creative ways to use a
recorded macro.

Bonne chance!
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Engage Us Today

Register for Training

We have the only Microsoft Excel MVP in
Africa (as at 2015) and have held training for
people from Vodacom, Airtel, IBM,
SABMiller, Nestle & Lafarge.

Custom Programs
‘We can build you programs to fix your
unique business and data analysis issues.

QOutsource Your Data Analysis
Don't have the internal resources or want
an expert to show the insights in your
business data. We are who you need.

e UrBizEdee Limited,
20, Kofoworola street, Off Lagoon Hospital,
Obafemi Awolowo road, Ikeja,
Lagos. Nigeria

k +234.808-938-2423; +1-941-312-2094
9 info@urbizedge.com

@ www.urbizedge.com
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