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Working with Excel

1. Understanding the Ribbon

It really helps to get to grips with the Excel terminology as it makes like a lot easier to find things &
understand instructions when using the Microsoft Excel help feature or the internet for help.

Quick
Access Command
toolbar Tabs buttons

‘ ¢ @ ® ®
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW | ® |

% e I Al = — =- 5 o
7 calib -1 A A== % |EWepTet General - 4 4
B - alibri | = |7 =¢ Wrap enera .. B =
Pate o | B T U-|H-|D-A-===|=%=|EMergetiCenter - | $ - % » |8 5 | Conditional Formatas Cel
Formatting~ Table~ Styles~
Clipboard Font F] Alignment ? P Number ] Styles
Groups Dialog launchers

The Ribbon is made up of five basic components: the Quick Access Toolbar, tabs, groups, command buttons,

and dialog launchers.

e The Quick Access Toolbar is essentially a customizable toolbar to which you can add commands that
you use most frequently.

e Tabs contain groups of commands that are loosely related to core tasks. It helps to think of each tab as
a category.

e Groups contain sets of commands that fall under the umbrella of that tab’s core task. Each group
contains buttons, which you click to activate the command you want to use.

e Dialog launchers are activated by clicking the small arrow located in the lower-right corner of certain
groups. Clicking any dialog launcher activates a dialog box containing all the commands available for a
given group.

e Command buttons when clicked launch a macro which perform a specified action in Excel.

2. Getting help

If you can’t remember where to find a function in Excel, use the search function at the top to get assistance.

AutoSave E':é'. ") - Music Mentors data with notes.xlsx 82 - Saved ,O Pivot‘ X
File Home Insert Page Layout Formulas Data Review View I Best Action
AB e Je Alain Prost PivotTable
Actions
ﬁ PivotChart >
A B C E
1 - Prison - Date of birth - Date registered - M [ Recommended PivotTables
2 Wolfgang Puck HMP Pentonville 11/10/1982 20/01/2002 Bass
3 Julie Walters HMP Bronzefield 20/09/1973 08/02/2012 Bass Get Help on
4 Margaret Atwood HMP Bronzefield 18/09/1963 07/06/2015 Drur “Pivot"
5 Usain Bolt HMP Manchester 21/07/1994 05/05/2014 Drur ® 10 results >
6 HMP Manchester 14/06/1960 05/04/2003 Guit;



http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=imgres&cd=&cad=rja&uact=8&ved=2ahUKEwjb8ObS87fnAhVCQhoKHSchA80QjRx6BAgBEAQ&url=http%3A%2F%2Fwww.informit.com%2Farticles%2Farticle.aspx%3Fp%3D2067634&psig=AOvVaw2C9kVlXoJORUM3kmstdKTm&ust=1580905926307341
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3. Correcting mistakes

Microsoft Excel tracks all the changes you make to a file, if you make a mistake (or two!) you can step
yourself backwards through the changes you made to reverse anything you did wrong.

AutoSave Sy Excel for Sorting & Analysing.docx 88 - Saved

1.Click on Undo Resize Object
arrow to go back a Typing in Text Box " If you realise you made a mistake, use the Undo button to revert”
step. You can d:Spelling Change
) Typing in Text Box s removed will be displayed in a window."
continue to step Typing
kbaCk multiple times. Typing in Text Box "The number or duplicted"
L Typing
. . Typing in Text Box "5. A"
Navigation Move Object
Move Object
Search document Paste
ine Color
Headings Pages |Pa>®

4. Different Versions of Excel

There are several different version of Microsoft Excel, be aware that different versions offer different
features and existing features might be accessed via different means.

These different versions & how they look on a laptop versus a PC means that the screen prints in this
document might not always look exactly the same as the screen in front of you. But the features will be
there so look for the icons which remain consistent or use the search feature to find them.

Microsoft 365

Make sure you have the latest version of Microsoft 365 (10 free licences if NFP)
Microsoft Office 2016 & Later

You can get buy a licence from charity digital for £33 for Microsoft Office 2019. .

Microsoft licencing is done on a 2 year open licence which means you get upgrades so check before buying
anything in case you are eligible for an upgrade rather than paying extra when you want to upgrade to a
newer version.
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Viewing Spreadsheets
Working with workbooks with large amount of data in each sheet can be very unwieldly. Before starting it’s
worth getting your view sorted out so that you can easily move around between worksheets.

5. Format tabs

26| Insert... 18296 04/05/1999 Guitar 1
27 | ER Delete 30795 17/08/1998 35
28| Rename 21745 07/03/2011 1
B Move or Copy... 23789 Guiiar bass 7
30 - 23789 7
] View Code . .
31 & 31655 1.Right click on the sheet tab to reveal e
32 7 Protect Sheet... 10
EF] TbColor b formatting options: Rename, Move & Tab colour z
34 . 17633 16
| Hide
35| 16751 7O 20T, 15
36 | 25615 21/03/2003 Keyboard 9
She Select Al ShEEtE‘ ervice feedback Sheet 2 Session guidelines ‘ Topics for next Excel session (O] [

6. Freeze panes

Allows you to control areas of the spreadsheet to be fixed as you scroll.

Music Mentors data test - Excel

File Home Insert Page Layout Formulas Data Review Help Q Tell me what you want to do
|:| D “:J . ] Q DE E gl E split 13 view Side by Side EE
;... Hid -
Mormal Page Break Page Custom 1C||Ck on the View tab Zoom to Mew Arrange Freeze ae Switch
Preview Layout Views Selection  Window es v Windows ~
Workbook Views Show PilsleTial Freeze Panes
gl Keep rows and columns visible while the rest of
E12 - Je . the worksheet scrolls (based on current selection).
2.Click on the arrow on Frecze Top Row
the freeze panes I;I Keep the top row visible while scrolling through
the rest of the worksheet,
A | g I ol command button B Freeze First Column J
h | - Keep the first column visible while scrolling -
1 |Name Prison Welfare session\_ through the rest of the workshest. atregis
2 |Alain Prost HMP Manchester ¥ 22051 37710
3 |Alia Bhatt HMP Holloway N 23625 42622
4 |Andre Agassi HMP Swansea Y ( 3 Select hOW you want 27742 37701

to freeze panes

L J




7. Unfreeze panes

Home Insert

Page Layout

Formulas Data Review

Help

Music Mentors data t

0 Tell me what you want to do

|:| D 1@ = . a = E E Split [T View Side by Side
- - T Hide
Mormal Page Break Page Custom 1.Click on the View tab Zoom to Mew Arrange Freeze
Preview Layout Views Selection Window Panes ~
Waorkbook Views plaleauy Toom Unfreeze Panes
gl Unlock all rows and columns to scroll
D2 = e Y . through the entire worksheet.
2.Click on the arrow on Frecze Top Row
Keep the top row visible while scrolling
the freeze panes through the rest of the worksheet.
A B p | command button Freeze First Column

N _— N Keep the first column visible while ~|
1 |Name Prisan Welfare session a\‘ scrolling through the rest of the worksheet, —]
2 |Alain Prost HMP Manchester |Y | Z2UB1 57716
3 _Alia Bhatt HMP Holloway N 23625 42622
4 |Andre Agassi HMP Swansea  |Y 3. Select Unfreeze 27742 37701
5 |Ben Okri HMP Manchester |Y 36015 42622

- i panes
6 |Boris Becker HMP Bristol Y 26459 42793
\ V4

8. Hide columns

Hiding columns from view can be very useful when working with big spreadsheets so that you only work with
the columns you need.

Insert Page Layout Formulas Review View Help ) Tell me what you want 1
o
% cut Calibri -l A A== & 2 wrap Text General
— ER copy -
aste I U - My - - =E = = = - | 2 . L] =
- ~ Format Painter - L Merge & Center E :
Clipboard I} Font ] Alignment [F} Mumber
D] . f ee
1.Highlight the column you want to calibri -|11 - A° A - 0 s
hide by clicking on the letter at the top B I = {v- A -5l
of the column D c . F
1 L elfare session o6 Cut Ethnicity
2 |Alain Prost HMP Manchester Mr i 1 Em Copy
3 |Alia Bhatt HMP Holloway Ms N 1 ity Paste Options:
4 |Andre Agassi HMP Swansea Mr ¥ 1 -
5 |Ben Okri HMP Manchester Mr i 1 O )
& |Boris Becker HMP Bristol Mr ¥ | Faste Special...
7 |Dave Robson HMP Pentonville Mr ¥ 1 Insert
& |David Attenborough HMP Bristol Mr L 1 Delete
9 |David Beckham H dul ik 1 Clear Contents
10 |Diane Kruger H . . .
11| Diego Maradonna  |H 2.Right click with your | ] Eormt Cell..
12 | Dilip Kumar Hl mouse and select Hide Column Width..
13 | Dilip Kumar H | Hide
14 |Emma Barnett HMP Bronzefield Mr i3 1 Unhide
15 |[Emmanuel Macron  HMP Swansea Mr Y
A lCnid Blhvimm HIRAD Brnnzoficld Kar k'




9. Unhide Columns
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File Home Insert Page Layout Formulas Data Review
|_H ”_” /| Formula Bar q [E) rﬂ E
o) =
1. Highlight the columns on either Headings Zoom 100% §0|02't0 WNZW Arr:ﬁg
. . electon Incow
side of the hidden column by ,
. . . oom
clicking and dragging across the
A B C D | E | F
1 |Name Prison " Dat Calibri - 111 M LR T + at registration
2 |Aalain Prost HMP Manchester
B T = M-~ - €0 .00 o
3 |Alia Bhatt HMP Holloway = e o
4 |Andre Agassi HMP Swansea p 1419 /1a7s 21/03/2003
5 |Ben Okri HMP Manchester | o Cut 09/09/2016
6 |Boris Becker HMP Bristol By Copy 27/02/2017
7 |Dave Robson HMP Pentonville | | % Paste Options: 21/03/2008
3 |David Attenborough |HMP Bristol | o 17/08/1998
9 |David Beckham HMP Pentonville | 0 31/01/2008
10 | Diane Kruger HMP Bronzefield Paste Special... 21/03/2003
11 | Diego Maradonna HMP Swansea | Insert 04/05/1999
f12- DiIiE Kumar HIMP Bristol 1 Delete 23/07/2013
. . ! o Comtent 23/07/2013
2. Right mouse click and | ear Confents 17/08/1998
select Unhide ! Eormat Cells... 19/02/2004
\ Column Width... 17/08/1998
17 |Fiona Bruce Hide 30/09/1999
12 |Fiona Bruce HMP Holloway Unhide 30/09/1999
19 |Freva Crew HMP Bronzefisld = 04/05/1999
10. Resize columns
e > 2. Hover with the mouse \
between columns. When
A g .
the mouse pointer changes
Department  Costs
Marketing 340 drag the column to the
Production 200 width you want or double
4 [HR & click for it to automatically
5 |Legal 140 :
6 resize. )
1. Select the columns you 3
want to resize 8
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11. Wrap text

Worap text allows you to display a long line of text on multiple lines so that it can all fit in one cell.

2. Click on Wrap Text

Insert Page Layout Formulas Review ’ “we What you want to do
s
Cut . s v | = _ .'
- Iy db Cu Lalibo 11 A A T == - EE Wrap Text General - =
1. Select the cell where you A === Merge & Center = =2« % » | %3 g5 Conditional
Formatting ~
want to wrap the text ,
IF1 Alignment IF} Number IF]
Cc1 = ptimism at start (1{bad)-10(good)) Wrap Text
Wrap extra-long text into multiple
1|Microsoft E_] lines so you can see all of it.
A | c 2 :
Optimism at start (1(bad})- ¢
1 |Name Prison 10{good)) Optimis |f'~"|icr0s‘3”ct
2 |Alain Prost HMP Manchester 2 1| Excel 5
3 |AliaBhatt HMP Holloway 1 2
4 |Andre Agassi HMP Swansea 3
5 |Ben Okri HMP Manchester 5
6 |Boris Becker HMP Bristol 2 @ Tell me more
7 |Dave Robson HMP Pentonville 6 6
4 |David Attenbaroush HME Brictaol 3 3




harnessing technology for community benefit

‘su erhighways
‘ Pemig Yy

Managing data with tables

The advantages of an Excel table include all of the following:

e Quick Styles
Add color, banded rows, and header styles with just one click to style your data.

e Table Names
Give a table a name to make it easier to reference in other formulas.

e Cleaner Formulas
Excel Formulas are much easier to read and write when working in tables.

e Auto Expand
Add a new row or column to your data, and the Excel table automatically updates to include
the new cells.

e Filters & Subtotals
Automatically add filter buttons and subtotals that adapt as you filter your data.

e Dynamic Pivot tables
If you use an Excel Table for the source data of your pivot table, the data range becomes
"dynamic". A dynamic range will automatically expand and shrink the table as you add or
remove data, so won't have to worry that the pivot table is missing the latest data. When
you use a Table for your pivot table, the pivot table will always be in sync with your data.

12.Make your data into a table

Page Layout Formulas Data Review WView Help ¢ Tell me what you want to do

L A Is - + . L]
E‘? El 1. Click on the E Get Add-ins E I'?
PivotTable Recommended Table  Pictures inlne Insert tab . & My Add-ins ~ Bing People Recommende
- Picturest Maps Graph Charts
llustrations Add-ins

2. Click on the Table (Ctrl+T)

Table command
button

Create a table to organize and
analyze related data.

| Tables make it easy to sort, filter, D E F G
1 |Name Y and format data within a sheet. genow Date registered Age at registration Instrument experience
2 |Alain Prost 9 Tell me more 05,/04/2003 Guitar
3 |Alia Bhatt ey e 09/09/2016
4 |Andre Agassi HMP Swansea 14/12/1975 21/03/2003 Guitar
Create Table ? x

Where is the data for your table?
=3A51:3N552|

e 4

3. A window will open.
Confirm the cells to be
included in the table and that

Cancel the data has headers

My table has headers

Il,/
10
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13.Naming the table

It is good practice to name the table as it makes life much easier later when working with formulas. Naming
the formula is basically giving your data set a name which will enable you to recognise which data set you
need to be working with.

Music Mentors data with notes - Excel

File Home Insert Page Layout Formulas Data Review View Help Design

1. Click on the table & select
the Design tab

External Table Data Table Style Options BT oS

rable Name: Summarize with PivotTable D Header Row ] First Column
> [k

otal Row [ ] Last Column

Banded Rows [ | Banded Columns

[rable2 B8 Remove Duplicates

Insert  Export Refresh

£ Resize Table Slicer -

Properties

2. Rename the table. For
example, “Participants”

14.Formatting the table

There are a number of table formatting options in Excel. The benefit of the table format is that it ensures
each new column or row you add to your table will be automatically formatted in the same way.

Music Mentors data with notes - Excel

Home Insert Pagelayout Formulas Data Review View  Help P Tell me what you want to do
fable Name: Summarize with PivotTable D Header Row  [] First Column Filter Button
[rablez B8 Remove Duplicates — L)rt . [ Total Row L] Lest Column

- nse port Refres|

[ Resize Table Convert to Range Slicer - - Banded Rows  [] Banded Columns
Properties Tools External Table Data Table Style Options

BS N < | HMP Manchester

B prison B pate of birth [ Date registered [l Instrument experience [l Total hours B Points per hour [
Alain Prost HMP Manchester 14/06/1960 05/04/2003 Guitar 10 3
HMP Holloway 05/09/1964 09/09/2016. 23 1
HMP Swansea 14/12/1975 21/03/2003 Guitar 29 z

ETETe =
3
H
@
Ed
H
=3

Change the look and feel of
your table with the formatting
tools

11
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15. Sorting (Single level)

Simple sorting can be done using the options available in each column header.

Table Mus

Insert Page Layout Formulas Data Review View Help Design @ Tell me what you want to ¢

il
D 6 cut Calibri 11 - Date - |::-'|;
E‘ C - . .
paste = COPY . 1. Click on the arrow in the column | s s g m Cond
- ¥ Format Painter header of the column you want to - Formatf
Clipboard P sort Mumber M
E8 -
1 i Prison
2l| sotAtoz | 14/06/1360 05/04/2003 Guitar 10 3
2] SotZtoA | 05/09/1964 09/09/2016 23 1
Sort by Color .l 14/12/1975 21/03/2003 Guitar 29 2
| 08/08/1998 09/09/2016 12 3
03/06/1972 27/02/2017 Trumpet 7 1
14/04/1957 21/03/2008 30 1
Text Filters 08/09/ 1‘3-55' 1?{'08}'1998_|Pian0, trumpet 25 1
31/01/2008 Piano 19 1
search L2
= 21/03/2003 2 2
[ [Select Al A
-] Alain Prost - 04/05/1993 28 2
lia Bhatt | 07/2013 3 1
Andre Agassi 1 13 3 1
- Een Okri 31 2
4 Boris Becker I 2. Select Sort A-Z or Z-A for text or Smallest 9 2
Dave Robson I
7] David Attenboraugh | to Largest, Largest to Smallest for numbers 22 2
EJ?\rid I_Efeckharn v Ll & dates 18 1
| 18 1
oK Cancel 1 13/08/1307 04,/05/1955 5 2
12
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16.Sorting (Multi-level)

More complex sorting options are available via the Home tab including:

e  Multi-level sorting
e Custom sort orders

AutoSave (EED B 9~ Music Mentors data with notesxlsx && - Saved O Search Alice Linell AL

File Home Page Layout Formulas Data Review View Help Table Design ]
flr':' ab, Date .~ | [Elconditional Formatting v EHinsert v v ? /C) g
. & - = Z
IE 1. Click on the Home tab @ v %9 FiFormatas Table ~ : [ .
Paste Sort & Find & Ideas
) . . P~ Filter + select v

Clipboard Font N Alignment N Nu 2' CIICk on the sort & Fllter él Sort Oldest to Newest nsitivity |

& E € 2 Command bUtton ;Z\.I, Sort Newest to Oldest N

B Prison B Date of birth Bl Date registered [B

2 Wolfgang Puck HMP Pentonville 11/10/1982 20/01/2002 Bass 1 Custom Sort...
3 Wole Soyinka HMP Pentonville 03/10/1970 17/08/1998 6

4 Usain Bolt HMP Manchester 21/07/1994 05/05/2014 Drums Eiter

5 Tim Marks HMP Manchester 12/03/1976 02/07/2001 ?

6 Thomas Keller HMP Pentonville 01/01/1992 04/05/19 ioli

7 |Steven Yeun HMP Manchester 24/11/1945 20/05/ T

8 Steffi Graf HMP Holloway 16/06/1974 19/02/ 1

9 Serena Williams HMP Holloway 31/01/1981 24/11/ 1

10 Sebastian Vettel HMP Swansea 08/09/1954 05/05/2003 17 2

4. A window will open. Select the column you want to sort by, the
value to sort by and the sort order for the first level of sorting.

Sort / ? x

-|— Add Level X Delete Level [B Copy Level ‘ Options... My data has headers

Column Sort On 5. Click on OK -

Sort by Cell Values o S toZ v

Name

Prison

Date of birth

Age now

Date registered

Age at registration
Instrument experience
Total hours

Points per hour

Column

13
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Sort

-|— Add L%Iete Level [B Copy Level AN

X

Options... My data has headers

Column

Sortby | prison

Then by Name

Sort On Order
M AtoZ W
b AtoZ b

6. Click on + Add level to add a secondary sort level. For example,
here we are sorting by prison name and then by participant name.

Cancel

17.Clear sort order

File Home sert Page Layout Formulas Data Review  View Help Table Design [
f’lj a){’ Calibri | == = %9/'\/ ?2 Date o ﬂConditional Formatting ¥ @\nsert ~ ? p g
L‘a o = % 9 ﬁf/cj Format as Table ¥ E Delete ~ . ~
Paste BT U. . ====x [ Sort & Find & Ideas
" U === E£:z= (_03 ;98 @Cell Styles ¥ ~ [Filter ¥ Select ¥
Clipboard [ Font ~ Alignment & Number & e 4] Sort Oldestto Newest ™51
N
z
. . Sort N t to Oldest
1 K] prison [-EEETEEM - B 2. Click on Sort & Filter AL sarthenest o Olde
2 |Alain Prost HMP Manchester 14/06/1960 Custom Sort...
3 |Alia Bhatt HMP Holloway 05/09/1964 09/09/2016 23 )
4 |Andre Agassi HMP Swansea 14/12/1975 21/03/2003 Guitar 29 Filter
5 |Ben Okri HMP Manchester 08/08/1998 09/09/2016 12 ? Clear
6 |Boris Becker HMP Bristol 09/06/1972 27/02/2017 Trumpet
7 |Dave Robson HMP Pentonville 14/04/1957 30 | & Reapply

3. Click on Clear

14
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18. Filtering (Select & Deselect)

Music Mentors data with notesxlsx & - Saved
File Home Insert Page Layo| X Fign
1. Click on the arrow next to the column
1 v S header of the column you want to filter by
A B 3 G H I

1 Prison B& pate of birth - Date registered - Instrument experience -Total hours - Points per hot
2 2| SortAtoz | 14/06/1960 05/04/2003 Guitar 10
3 05/09/1964 09/09/2016 23

 Z] sotzZtoa I ;
4 Av S0 | 14/12/1975 21/03/2003 Guitar 29
5  Sortby Color > | 08/08/1998 09/09/2016 12
6 | 09/06/1972 27/02/2017 Trumpet 7
7 8% | 14/04/1957 21/03/2008 30
8 > 08/09/1956 17/08/1998 Piano, trumpet 25
9 TextFilters 5 | 19/06/1971 31/01/2008 Piano 19
1 29/06/1961 21/03/2003 2
1 Search 28
1 ¥ (Select All 2. Select the values you want to filter by 3
14 HMP Bristol 3
14 HMP Bronzefield | 28/06/1969 17/08/1998 31
i HMP Holloway | 09/09/1984 19/02/2004 9
1¢ HMP Manchester | 18/05/1961 17/08/1998 Guitar, Piano 22
1 HMP Pentonville | 04/04/1979 30/09/1999 18
1 HMP Swansea | 04/04/1979 30/09/1999 18

FJF { D

56 When you have applied the filter, look at the bottom of the

57 sheet to see the total count of the filtered rows.

_J
— I T

Particpants w | Outcomes | (B

Ready 20 of 51 records found

15




19. Filtering (Text filters)

Excel has more advanced filtering options available via text filters:
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\
Music Mentors data with notes.xsx 2&* - Saved ,O Search 1 CIICk on the arrow neXt to
the column header of the
File Home Insert Page Layout Formulas Data Review View Help Table De: .
column you want to filter by
B2 - fe | HMP Pentonville J
A B C E G | L
1 LNEE B Prison B Date of birth [ Date registered
2 |Wolfgang Puck HMP Pentonville | 11/10/1982 2| sortAtoz 1 1
3 Julie Walters HMP Bronzefield 20/09/1973 z 9 2
4 Margaret Atwood HMP Bronzefield 18/09/1963 il sotzioa 3 2
5 Usain Bolt HMP Manchester 21/07/1994 Sort by Color > 34 3
6 Alain Prost HMP Manchester 14/06/1960 10 3
7 |Andre Agassi % | 29 2
B |Harper Lee 2. Select Text Filters > | 2 2
9 |Hone Heke Text Filters > Equals... 1
10 Jason Robinson m UZJUZ 150U N 2
11 Lionel Ritchie HMP Bristol 08/12/1968 Search b Does Not Equal.. 1
12 Lorna Williamson HMP Holloway 10/04/1948 [v] (Select All) A 1
13 |Serena Williams HMP Holloway 31/01/1981 Bass Begins Wth.. 1
14 John Steinbeck HMP Pentonville 16/02/1965 vI Bass, guitar Ends With... 1
15 John Steinbeck HMP Pentonville 16/02/1965 ¥ Drums 1
16 Enid Blyton HMP Bronzefield 18/05/1961 ¥ Guitar Contains... 2
17 Marcus Clarke HMP Bristol 16/02/1970 I Guitar, bass Does Not Contain... 1
18 David Beckham HMP Pentonville 19/06/1971 ¥/ Guitar, Piano 1
19 Max Senski HMP Swansea 08/03/1980 Keyboard Custom Eilter... 2
b0 Jane Goodall HMP Holloway 03/02/1951 Piano Y 36 1
P1 Jane Goodall HMP Holloway 03/02/1951 36 1
b2 David Attenborough HMP Bristol 08/09/1956 oK Cancel 25 1
P3 Jack Tate HMP Manchester 14/10/1949 Yoy Uy £UUs vanupTUe 12 3
O Search
File wlas Data Review View Help
3. A Custom AutoFilter
P15 . .
window will open.
| C E G H |
1] IPrison i
2 Wolfgang Pud HMP Pentonville 11/10/198 Bass 1
3 Julie Walters HMP Bronzefield 20/09/1] ass, guitar 9
4 :Margaret Atwoo! HMP Bronzefield 18/09/1 4. Check the Drums 8
5 Usain Bolt HMP Manchester filter type Drums 34
6 |Alain Prost HMP Manchester uitar 10
7 |Ar Custom AutofFilter ? X
8 |Hg
9 B H’ Show rows where: . b
— Instrument experience '
10 la 3
1 Lie C“’"g"s 5 ] |drume —— 5. Enter the value L
12 Lo And or .
13 se - l you want to filter by L
14 Jo| |
15 |Jo| Use ? to represent any single character L
16 En Use * to represent any series of characters
17 M
18 Dz Cancel |
19 | Max Senski HMP Swansea 0R/03/1980 09/09/2016 Piana i)

16
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20. Data Slicers

Slicers are visual filters. Using a slicer, you can filter your data (or pivot table or pivot chart) by clicking on the
type of data you want.

1. Click on the

AutoSave E3 L~ = Insert tab ixlsx &8 - Saved X 4
2. Click on
File Home Insert P cview View Help Slicer
=] =] rC') + ot Addei '? |:|I| [E" g% Eslicer
E‘? E S et e I:h v i~ B Column S Timeline

PivotTable Recommended lllustrations . Recommended Maps PivotChart 3D
PivotTables v O(J My (glHIE E Charts ED I_ v ~ Map I Win/Loss
Tables Add-ins Charts [l Tours Sparklines Filters

C
Prison - Date of birth - Date registered - Instrument experience Total hours g Points per hour [i¢
Wolfgang Puck HMP Pentonville 11/10/1982 20/01/2002 Bass 1
Julie Walters HMP Bronzefield 20/09/1973 08/02/2012 Bass, guitar 9
Margaret Atwood HMP Bronzefield 18/09/1963 07/06/2015 Drums 8
Usain Bolt HMP Manchester 21/07/1994 05/05/2014 Drums 34

A

SRS VUR S
o NN e

s data with note

File Home Insert Page Layout Formulas Data Review View Help Td

Al - fe Name
A B C E G

1 ] i
2 L. Insert Slicer 11/10/1982 20/01/2002 Bass

N window will open. > .
3 5s, guitar

N | Insert Slicers ? X
4 | 1 ams
5 U 1 ams
6 A| 2.Selectthe Manchester = | DN?me itar
7 Al column(s) you would [Aprison tar
g 'yl like to use for [Jpate of birth tar

7 ) DAge now P
9 Pentonville [Joate registered tar

m B date registeres |
10 Jason Robinson HMP Swansea 1| Dageat ?e S itar
11 Lionel Ritchie HMP Bristol b Dlngstrumeit oerience ftar
12 Lorna Williamson HMP Holloway 1| [rotal hours itar
13 Serena Williams HMP Holloway | [Jpoints per hour itar
14 John Steinbeck HMP Pentonville A | [Trotal points itar, bass

Nty

17
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Music Mentors data with notes xlsx & - Saving... £ Search Alice Linell 53] B

File Home Insert Page Layout Formulas Data Review View Help Slicer |2 Share

Prison - I
A B C . L M N [e]

1 -Frison -Dateofbirth Date re 3 Drag and drop the Sllcer to o
2 |Wolfgang Puck HMP Pentonville 11/10/1982 the location you want 1 " Prison =
3 |Julie Walters HMP Bronzefield 20/09/1973 2
4 |Margaret Atwood HMP Bronzefield 18/09/1963 2 l HMP Bristol l
5 |Usain Bolt HMP Manchester 21/07/1994 05/05/2014 Drums 3 i HMP Bronzefield I
6 |Alain Prost HMP Manchester 14/06/1960 05/04/2003 Guitar 3
7 Andre Agassi HMP Swansea 14/12/1975 21/03/2003 Guitar 29 2 i HMP Holloway l
8 Harper Lee HMP Bronzefield 07/09/1949 04/04/2009 Guitar 23 )i HMP Manchester l 5
9 Hone Heke HMP Pentonville 27/04/1983 09/09/2016 Guitar 6 1 -
10 Jason Robinson HMP Swansea 02/02/1950 04/05/1999 Guitar 11 2 i HMP Pentonville l
11 Lionel Ritchie HMP Bristol 08/12/1968 27/04/2007 Guitar 26 1 i HMP Swansea ]
12 |Lorna Williamson HMP Holloway 10/04/1948 19/02/2004 Guitar 15 1
13 |Serena Williams HMP Holloway 31/01/1981 24/11/2005 Guitar 14 1
14 John Steinbeck HMP Pentonville 16/02/1965 21/03/2003 Guitar, bass 6 1
15 John Steinbeck HMP Pentonville 16/02/1965 21/03/2003 Guitar, bass 6 1 O o
acle :in Laann oo ininriansa aminnis - an a

AutoSave sic Mentors data with notesxlsx 28 - Saved 2 Search Alice Linell AL =

File Home Insert Page Layout Formulas Data Review View Help 12 Shard

P27 = I
A B © E G H | L M N o
Prison Ed Date of birth

5 :Usain Bolt HMP Manchester 21/07/1994 05/05/2014 Drums 34 3 Prison = 2
6 |Alain Prost HMP Manchester 14/06/1960 05/04/2003 Guitar 10 3
23 Jack Tate HMP Manchester 14/10/1949 05/04/2003 Saxophone 12 3 HMP Bristol
27 |Raj Kapoor HMP Manchester 27/01/1997 25/05/2015 Violin, Guitar 7 3 HMP Bronzefield
29 |Ben Okri HMP Manchester 08/08/1998 09/09/2016 12 3
46:Robert Hall HMP Manchester Ol — ~ 5 3 HMP Holloway
47 Roger Federer HMP Manchester i :’ i HMP Manchester
50 Steven Yeun HMP Manchester 4. Select a Single filter 3 3
51 Tim Marks HMP Manchester . . 24 HMP Pentonville
53 option to apply the filter 1 HMP Swamsen
54 |
55 |
56 |
57

AutoSave (g Music Mentors data with notesxlsx &2 - Saved ,O Search Alice Linell AL B

File Home Insert Page Layout Formulas Data Review JableDosion 122 Sharg

A3 . e | dulie Walters 5. To add more than one
A B C filter click on the Multi- L M N o

1 NEE Prison u Date of birth Date reg
3 |Julie Walters |HMP Bronzefield 20/09/1973 Select button &=
4 Margaret Atwood HMP Bronzefield 18/09/1963 0 J 2
8 Harper Lee HMP Bronzefield 07/09/1949 04/04/2009 Guitar 23 2 HMP Bristol
12: Lorna Williamson HMP Holloway 10/04/1948 19/02/2004 Guitar 15 1 i HMP Bronzefield l
[13 Serena Williams HMP Holloway 31/01 i 2442005 Guitar
16 Enid Blyton HMP Bronzefield 18/ 2 l HMP Holloway l
PO Jane Goodall HMP Holloway 03/ 6. Select mu|t|p|e filter 1 HMP Manchester
P1 Jane Goodall HMP Holloway 03/( . 1 .
ZS:Jacina Ardern HMP Bronzefield 12/1] OptlonS to apply 2 HMP Pentonville
b8 |Alia Bhatt HMP Holloway 05/ 1 HMP Swansea
B1 Diane Kruger HMP Bronzefield 29/06/1961 2170372003 2 2
35i Emma Barnett HMP Bronzefield 28/06/1969 17/08/1998 31 2
37: Fiona Bruce HMP Holloway 04/04/1979 30/09/1999 18 1
38 Fiona Bruce HMP Holloway 04/04/1979 30/09/1999 18 1
B9 Freya Crew HMP Bronzefield 13/08/1967 04/05/1999 5 2
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Creating a workable data set

You don't always have control over the format and type of data that you import from an external data source
or over internal data entered by different users in different ways. Before you can analyze the data, you often
need to clean it up in order to create a robust data set.

To create a robust and workable dataset you need to ensure that your data has:

e No Duplicate records

e Unique Record Identifiers

e Accurate data entry — No spelling mistakes, spaces, extra punctuation that shouldn’t be there

e (Consistent data entry - Spelling, punctuation, layout of data is the same for similar bit of data

e Correct format - Fields are formatted correctly for the data type you're using & data is a format you
can use

e (Consistent format

e No missing data (what does a blank mean?)

Before you begin working with data, take a back up to ensure if you make a mistake you
can revert to the original.

21.ldentifying duplicates

Use the Highlight duplicates function in Conditional formatting to identify duplicates

File Home Insert Page Layout Formulas Data Review View Help
|:| Calibri PO o ah General Conditional Formatting ¥ EHinsert ~ >~ A’v O &
B IU- 2. Click Conditional E Highlight Cells Rules > Greater Than... i L=
Formatting .4 Ideas
. . Top/Bottom Rules g‘:‘ Less Than...
1. Highlight the = E L
M Date of b - A Date rer I -
column you want to ille 11/10/1982 1/20 @ Data Bars > @ Between... 1
search for duplicates  ffield 20/09/1973 /02/20 2
ield 18/09/1963 07/06/20 N 2
E Equal To... t
- fiester 21/07/1994 05/05/20 = coorscates =] = te 3
Alain Prost HMP 04/20 — 3
I |Andre Agassi HMP 3. Click on the arrow next to 03/20 lcon Sets > E@ Text that Contains... 2
B Harper Lee HMP . . 04/20 2
b Hone Heke nved  Highlight Cells Rules 09/20 FE MNewRule.. FE2. 4 bate occurrin 1
0 Jason Robinson HMP //05/19 BB Clear Ru N 5 o T2
1 |Lionel Ritchie HMP Bristol 08/12/1968 27/0af20 B¢ LeRes 1
2 |Lorna Williamson HMP Holloway 10/04/1948 15_)&2/20 H Manage Rules... @ Duplicate Values... 1
3 |Serena Williams HMP Holloway 31/01/ 1 1
4 John Steinbeck HMP Pentonville 16/02/ 4. Click on Duplicate _ More Rules... 1
5 John Steinbeck HMP Pentonville 16/02/ 55 6 1
e heann o e Values - A
(@ J
~\ Il,/
= 19
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d®

Duplicate Values ? X

Format cells that contain: \ f6. The Duplicate Values window Wi||\

open giving you the opportunity if
you want to highlight Duplicate or

Unique values and what colour you

"|v | values with | Light Red Fill with Dark Red Text | v

J

Al

N

Lo,

20
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22.Removing duplicates
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To delete duplicate values, select one or more columns that contain
duplicates.

L

My data has headers

Select All EE Unselect All

AutoSave B Y- Music Mentors data with notes.xisx &% - Saved P Search Alice Linell = =

File Home Insert Page Layout Formulas Review View Help Table Design 122 Share 1 Com

Eﬁ [‘E From Text/CSV [é Recent Sources |FI; l v ? = E ﬂgﬁ Ba ﬁl @ [oz]

— 1|
[é From Web [E Existing Connections = - " (9 E( Dg ? "
Refresh N Filter Text to What-If Forecast | Outline
v
Data « B From Table/Range All v Y& Advanced | Colum B ® Analysis ¥ Sheet ¥
Get & Transform Data Queri 2 Cl . Sort & Filter a Tools Forecast
. Click on the Data tab
A B C Remove Duplicates [¢]
1 - Prison - Date of birth ‘ LEl]  Delete duplicate rows from a sheet.
2 ) 0 2002 Bace
3 | . 08/02/2012 Bass, guitar You can pick which columns should
.1 1.Clickanywhere on the e be ceced o duplct
i i tion.

5 : 05/05/2014/Drums fniorma
6 | table to SeIeCt It 05/04/2003 :Guitar 3
7 21/03/2003 Guitar 2
8 |Harper Lee HMP Bronzefield 07/09/1949 04/04/2009|Guitar 1 2
9 Hone Heke HMP Pentonville 27/04/1983 09/09/2016 Guitar 1

0 Jason Robinson HMP Swansea 02/02/1950 04/05/1999, Guitar 2

1 Lionel Ritchie HMP Bristol 08/12/1968 27/04/2007 Guitar 1

2 lorna Williamson HMP Holloway 10/04/1948 19/02/2004_Guitar 1

3 Serena Williams HMP Holloway 31/01/1981 24/11/20] 1

4 John Steinbeck HMP Pentonville 16/02/1965 21/03/2 3. Click on the Remove 1

5 John Steinbeck HMP Pentonville 16/02/1965 21/03/2 . 1

6 Enid Blyton HMP Bronzefield 18/05/1961 17/08/19) Dup|lcateS command 2

7 Marcus Clarke HMP Bristol 16/02/1970 21/03/2! b 1

8 David Beckham HMP Pentonville 19/06/1971 31/01/2 utton 1

9 Max Senski HMP Swansea 08/03/1980 09/09/20: 2
PO |Jane Goodall HMP Holloway 03/02/1951 04/05/1999 Piano, drums 36 1
P1 Jane Goodall HMP Holloway 03/02/1951 04/05/1999 Piano, drums 36 1
P2 |David Attenborough  HMP Bristol 08/09/1956 17/08/1998 Piano, trumpet 25 1
P3 Jack Tate HMP Manchester 14/10/1949 05/04/2003 Saxophone 12 3

‘ Particpants ‘ Attendance | Service feedback ‘ Outcomes ‘ ® <
Remove Duplicates ? X

Columns

Name
[ ] Pprison

[ ] Date of birth
D Age now

4. Select the columns you want
to remove duplicates from (the
whole row containing the
duplicate will be deleted

[ ] Date registered

v]

Cancel

X

Microsoft Excel

“ 4 duplicate values found and removed; 47 unigue values remain.

5. The number or duplicates
removed will be displayed in a
window. If you realise you made a
mistake, use the Undo button.
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23.Adding a unique reference number

After having removed all duplicates it’s good practice to give all your rows of data a unique reference
number, that way how ever much you sort and filter them you can always return to the original order.

Table Toals Music Mente

1. Right mouse click on the

table to display the menu Formulas Data Review  View Help Design Q Tell me what you want to do

calibri A AT == # 22 wrap Text General -
_ u-lE.d-a-l===|== (2.9, s |3 g3 | Condiional Fg
nter Formatting ~
Clipboard 2 Font Il Alignment IF] MNumber I
A3 - f Julie Walters
A | calibri ] D E G H |
1 B ¥
2 |Wolfgang P
- e larp rroraofiold a0/0s1q 2. Select Insert & Table
4 [Margaretai & Cut _18/0s/19 Columns to the Left 8
5 |UsainBolt Bz Copy - 21/07/1 34
6 |Alain Prost e ' 14/06/1960 05/04/2003 Guitar 10
7 |Andre Agas | 14/12/1975 21/03/2003 Guitar 29
& |HarperLee - 07/09/1943 04/04/2009 Guitar 23
9 |Hone Heke ~ 27/04/1983 09/09/2016 Guitar 6
10 |Jason Robir () Smart Lookup - 02/02/1950 04/05/1999 Guitar 11
11 |Lionel Ritch | 08/12/1968 27/04/2007 Guitar 26
12 |Lorna Williz 1n/na/1948 19/02/2004 Guitar 15
13 |Serenawill  Inset » B[ TableColumnstotheleft  4/11/2005 Guitar 14
14 |John Steink Delete ¥ | Table Rows Above ~ 21/03/2003 Guitar, bass 6
15 |Enid Blyton Select » | 18/05/1961 17/08/1998 Guitar, Piano 22
16 |Marcus Clar Clear Contente ~ 16/02/1970 21/03/2003 Keyboard 8
17 |David Beckl 19/06/1971 31/01/2008 Piano 19
18 | Max senski = Quick Analysis  08/03/1980 09/09/2016 Piano 7
18 |Jane Gooda Sort ¥ 03/02/1951 04/05/1399 Piano, drums 36

Table Te
Page Layout Formulas Data Review View Help Design
d Cut Calibri 111 v A A & = Gen
ER copy -
B I U-~ 2. Rename the column
Clipboard F Font i Alignment

u Prison ﬂ Date of hﬂ

2 waolfgang Puck  HMP Pentonville 11/10/1982
3 Julie Walters HMP Bronzefield 20/09/1973
4 Margaret Atwood HMP Bronzefield 18/09/1963

22
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Table
Insert Page Layout Formulas Data Review View Help Dresign
e
B J6 cut calibri s AN === ®- 2 wrapText Ge
ER co =

Paste Y B I U - = = = | = a= =]

- ~ Format Painter - - - T/ =

Clipboard P Font ] Alignment ]
A2 - I 1
A B C D E G

|| Ref il Name ﬂ Prison n Date of hﬂ n
2 QI ATY NI LIBAD Dim s ril L= 1”1@;’11332
3 1 Usi h d h 0/09,/1973
0 . Using the + cursor, drag the 8/09/1963
5 content down the column 1/07/1994
] 14/06/1960
7 1 HMP Swansea
2} 1 er Lee HMP Bronzefield 2. Click on the arrow to display
g 1lHone Heke HMP Pepicsasd the menu
10 | B .,
11 ) 08/12/1968
s Copy Cells v 1oinssad

- o - - . .
13| Fill Series ———rrorrToy  3- Select Fill Series to generate
14 < Fill Eormatting Only sille 15;02J,rlga sequential reference numbers
15 | < Fill Withgut Formatting ield 18/05/19
16 | ©  Flash Fill 16/02/1970
17 | David Becknam  HMP Pentonville 19/06/1971
i0 Bl Comenelei LIRAD Cosrmpeme no fng fMMoon

24.Changing field formats

3. Click in the Field
format field and select
a format
View

1. Click on the

Home tab
Insert Pag Data Review

Help

s
D % cut Calibri A AT == & 20 wrap Text |:.:-'|:
BB copy -
Paste . B T U - m General
M Format Painter 2. Select the column 123 Mo specific format
Clipboard [F] Faont you want to format nt [F] 12 Number

D1 = % || Dateofbirth \ o

A : : 0 : 5= B i N

ate o 1
1 ﬂ Name ﬂ Prison ﬂ Date of birth |d
2 1 Wolfgang Puck  HMP Pentonville 22081 Accounting
3 2 Julie Walters HMP Bronzefield 23625 Date of birth
4 3 Margaret Atwood HMP Bronzefield 27742
3 4 Usain Bolt HMP Manchest 36015 short Date
sain Bo anchester Dste of birth
6 5 Alain Prost HMP Manchester 26459
7 6 Andre Agassi HMP Swansea 20924 Long Date
g 7 Harper Lee HMP Bronzefield 20706 Date of birth
9 8 Hone Heke HMP Pentonville 26103
} .If,/
| 23
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25.Find & Replace

Find and Replace can be used to bulk correct data. For example, a constantly repeated spelling mistake.

Music Mentors data with notes - Excel Alice Linell o
2. Click on the
Insert GELNEN Formulas Data Review  View Help /4 Share
o Find & Select — TN
N Calibri © 2 Wrap Text Gend tab = i vl p
Bay - .

P o o5 1. Click on the = ] Wﬁ& Find &

- 3 N - Styles ~ ° - ° " Filter - Select -
Clipboard = Home tab Alignment & Number o Styles Cells Editing £ Find..
L14 &2 Replace...

A B c D 3 G H GoTo..

1 nName nPrisnn nDatenf birth n — Go To Special...
2 1 Wolfgang Puck  HMP Pentonville 22081 Bass. 1 s '
3 2 Julie Walters HMP Bronzefield 23625 Bass, guitar 9 ormulas
4 3 Margaret Atwood HMP Bronsefield 27742 Drums 8 Comments
5 | 4 Usain Bolt HMP Manchester 36015 Conditional Formatting
6 Alain Droct _HMD Manchactar JAase . -
7 ? % 4. Enter Find what Constas
8 . Data Validation
5 Find  Replace & Replace with
10 Find what. | Bronsfield v Iy Select Objects
11| Replace with: | Eronzefield ~] L Guitar 26 i Selection Pane...
12| Guitar 15
13 Optons>> | | Guitar 14
14 Guitar, bass 6|
15 Replace All Replace Find All
16| Marcus Clarke — HMIP Bristo 1

5. Select Replace All to replace
‘l all instances J

Often there is a need to break down data to make it easier to work with. For example, if you want to sort
people in alphabetical order using their surname you will need to make sure their name is split into first
name & surname columns.

26.Splitting columns

Music Mentors data with notes - Excel Table Tools Alice Linell &3l

1. Click on the

Review View Help Design Q Tell me what you want to do

Home tab 3
= purces ||= = Queries & Connections 4 H N |EF fe 7 &8 Group -
o 2 2 = 2 A4 0
5| [& From e X gopections Ij:’ A R BE Ungroup
Get Refresh - Sort Filter Textto _, & What-if Forecast
Data - D All~ Vo Advance Columns = ~ & Analysis ~  Sheet

2. Highlight the
column to split

Queries & Connections Sort & Filter Data Tools Forecast Outline

Text to Columns

Bl
Split a single column of text into

3. Click on the Text multiple columns. M

1 E -
2 1| Wolfgang Puck to COIumnS For example, you can separate a
3 2| Julie Walters HMP Bronzef Command button ] c.o\umn of full names into separate
a 3|Margaret Atwood|HMP Bronzef first and last name columns.
5 4| Usain Balt HMP Manchester To015 | Vou can choose how to split it up:
6 5|Alain Prost HMP Manchester 26459 U fixed width or split at each comma,
7 6|Andre Agassi HMP Swansea 20924 U period, or other character.
8 7|Harper Lee HMP Bronzefield 20706 (
9 Convert Text to Columns Wizard - Step 1 of 3 |
10 The Text Wizard has determined that your data is Delimited. NS 4 The convert Table to

If this is correct, choose Next, or choose the data type that best describes your data. . .

Oriinal dta ype Columns wizard will open

Choose the file type that best describes your data:

@ Delimited - Characters such as commas or tabs separate each field. K

ligned in columns with spaces between each field.

/

s ? 5. Select Delimited & then

clin Cragan
[shine Btet o

: - click on Next
I
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A Delimiter is a blank space, comma, or other character or symbol that indicates the beginning or end of

a character string, word, or data item

J

Convert Text to Columns Wizard - Step 2 of 3 @
This screen lets you set the delimiters your data contains. You can see how your text is affected
in the preview below,
Delimiters \
6. Select what delimiter to use to
[ semicol | Treat consecutive delimiters as one . .
=P separate the data into columns. In this
- Text gualifier: |* |7| oy e
[l space  =e— example the data to split is separated
B — by a space )
Data preview |
4 N
ste  hits 7. The wizard displays how
S T the text will be split
olin [Cregan I 4
ine tet =
4 F
Cancel ] [ < Back ] [ Next > ] [ Finish ]

Convert Text to Columns Wizard - Step 3 of 3 ? s (

This screen lets you select each column and set the Data Format. 8 SeleCt the data format for eaCh
Column data format —_—— column. General automatica”y
@general ‘General’ converts numeric values to numbers, date values Converts the COlUmn tO the mOSt
OIEH to dates, and all remaining values to text. a ro riate format YOU can
() Date: | DMY ~ Advanced... PP _p ’

O Do not import column {skip) override that now or later after

Destination: | $B51 4+ the Spllt
Data preview

9. The wizard makes the assumes
you wish to replace your single
v column with your new double
’ column. Changing the destination
Cancel 2k e cell enables you to keep the

27.Data Validation

The Data Validation feature in Microsoft Excel controls what can be input into a cell to ensure accurate and

consistent data. Here we're

1.
2.

Ensure Correct data format
Limit data entry options to a list
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Data Validation for data format

B S- “Rbie Tonks Music Mentars data with notes - Excel

File Home Insert Page Layout Formulas Review View Help Design Q Tell me what you want to do

= Queries & Connections Z|A v ¥
2 E =S B2 =f @
Refresh zl Sort Filter Textto Flash Remove Data Conscolidate Relationships  Manage
All - Vo Advanced  Columns  Fill  Duplicates Vajidation ~ Data Model = An
Queries & Connections Sort & Filter . Data Validation...

S Cidlg' =

Data Validation
Clear

)

E2 < Ix
=

Pick from a list of rules to limit the
type of data that can be entered in
a cell.

Total hours

HMP Pentonvillg
HMP Bga

1 Wolfgang Puck

2 Julie Walters
- For example, you can provide a list

| of values, like 1, 2, and 3, or only
_ allow numbers greater than 1000
as valid entries.

2. Select the column
to validate

3. Click on the Data
20705 Validation command button

1 e Tell me more

W~ W =

6 Hone Heke

Data Validation ? >

SEttlr'lgs Input Message  Error Alert

1. Specify what type of
data is allowed.
Allow:

Date o l
Data: 2. Chose validation
method

Yalidation criteria

lgnare blank

greater than or equal to |~
Start date:
01/01/1980

|*

3. Define parameters

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

Clear All Cancel

Microsoft Excel >

B4

e This value doesn't match the data validation restrictions defined for this cell. EBa

D

Cancel Help D

N 05/04/2003 GL

21/03/2003 Gy
4. An error message will appear if data outside of
the parameters is entered. Here the year doesn’t

meet the requirement of being post 1980.
Nty
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Data validation ?

settings  Input Message  Error Alert

Validation criteria

1. Follow the steps as above to

access the data validation options
\

Allow:
List et
Data:
2. Select List
between A
Source:

Male, Female, Other, Mot gi'l.ren|

3. Enter the data entry list with
each item separated by commas

Apply these changes to all other cells with the same settings

Clear All Cancel

Review View

Ir[% [ Queries & Connections

Formulas

E

Insert

=

Home

[y L8

Page Layout

Get From  From From Table/ Recent Existing Refresh

Data = Text/CSV  Web Range  Sources Connections All~

Get & Transform Data Queries & Connections
E2 e b2

A B e D E
1 ﬂ Name ﬂ Prison ﬂ Date of birth ﬂ Gender
2 1 Wolfgang Puck  HMP Pentonville 22081
3 2 Julie Walters HMP Bronzefield 23625 g"ﬂ'el
emale

4 3 Margaret Atwood HMP Bronzefield 27742 Other
5 4 Usain Bolt HMP Manchester
6 5 Alain Prost HMP Manchester 26459
7 6 Andre Agassi HMP Swansea 20924

Help

Music Mentors data with note:

Table Tools

Design ¢ Tell me what you want to do

O
4. A selection list drops down for :
data entry \tr:s VE|IE

n Instrumentﬂ Total
= Bass

Bass, guitar

Drums

Drums

Guitar
Guitar
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Formulas & Functions

In common business practice, Excel users use the terms formula and function almost interchangeably. From
a communication and comprehension perspective, there’s not a big difference. But technically a function is a
piece of code that executes a predefined calculation, while a formula is something you create yourself.

28. Calculations

There 4 most frequently used calculation functions in Excel are:

Sum
Adds up the total value of the cells selected

Average
Returns the mean average of the cells selected. The mean average is calculated by dividing the sum of the
values in the set by their number.

Max
Returns the largest or highest value in the cells selected.

Min
Returns the smallest or lowest value in the cells selected

1. Select the top row of the data you
want to calculate

Page Layout  Formulas

oy . = e Ex [T AutoSum ~
A dbow Calibri T oA &  Wirap Text T Noma ) GO0 Neutral =] |7:>‘ = i U Ay p
' B2 copy - v - Sum
e 2 om0 | F e A - # forman s Garcutation | [ECCTE] cionotory . [ D G boia
. ¥ Format Painter Mmatting «  Table = N . . avenge elect -
Clipbosid Font Styles Cells Cou bers

s

01/06/2017

Jun-17 Amina Hussain
3 Sep-17 Amina Hussain a 7 2
4 Sep-17 Amina Hussain a 7 2

& select the tvpe of calculation vou want

[ 2. Click on the Auto Sum command button.

Music Mentors data with notes - Excel

Insert Page Layout Formulas Data Review View Help @ Tell me what )

3. Excel calculates the total
column for the whole table

% cut Calibri | A A
B copy -

- 2 Wrap Text General

.1
=
g
.
&
3
b3
g
I
1)i|
I

== Merge & Center ~ . g

~ Format Painter

Clipboard [ Font i Alignment [ Number [

1

2 Jun-17 Amina Hussain

3 Sep-17 Amina Hussain 4 7 2 8

4 Sep-17 Amina Hussain 4 7 2 13 8 1:

& Feb-18 Amina Hussain 4 6 5 10 3] 2

[ Aug-18 Amina Hussain 2 9 3 8 4 9

7 May-17 Asif Khan 3 8 10 13 3] 18
Oct-17 Asif Khan 3 ] I 14 A

28




ke

Past

013

1
2 Jun-17 Amina Hussain command buttons to increase or 85
3 Sep-17 Amina Hussain 8 7.833333333
4 Sep-17 Amina Hussain decrease decimal pIaces 13 8 13 47  7.833333333
5 Feb-18 Amina Hussain 10 6 20 51 8.5
6 Aug-18 Amina Hussain 8 4 9 35 5.833333333
7 May-17 Asif Khan 3 8 10 13 6 18 58 9.666666667

‘su erhighways
‘ Pemig Yy

harnessing technology for community benefit

Music Mentors data with notes - Excel Alice Linell

4. If you want to continue
adding calculated totals,
highlight the data set again.

@ Tell me what you want to do

B |2 o
;X El zmimsum Ay ;d)
ind &

Average elect -

=
General - =: ¥ | normal Bad Good Neutral &5
n

Formatting = Table

nsert. Delete Format

Count Numbers

Max

More Functions

Jun-17 Amina Hussain
Sep-17 Amina Hussain
Sep-17 Amina Hussain
Eeh-18 Amina Hussain

NENES
b~
~

B
13 2 13
20 g

5. Click on the Auto Sum
command button. & select the
type of calculation you want

6. Excel automatically puts
the next calculation in the

Insert Page Layout Formulas Data Review View Help Q@ Tell me what you want to do

X cut - aool= — b -
Calibri oA AT == 2 Wrap Text General hd 3
B3 copy - ’ next column
e = ==|e=3= 5 3
B I U~ - d.-A === == B N 0 »
~ Format Painter - o === Merge & Center i
Clipboard [ Font i Alignment Styles
~ ke

7. Use the decimal place

29.Formulas & Operators

Formulas are built using operators which define what action you want to take.

Common Operators in Microsoft Excel

Plus +
Minus -
Multiply *
Divide /
Equal to =
Not Equal to <>
Greater than >
Greater than or equal to >=
Less than <
Less than or equal to <=
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Always start with an = and then the order of operations is Divide (/) Multipy (*) Add (+) Subtract (-). To
‘force’ Excel to do differently — use Brackets e.g.

543*%2 =11
but...
(5+43)*2 =16

1. Click in the field where you want the
formula answer to appear and enter the

Formulas Data Review View

Insert Page Layout

&% cut .
formula in the formula pane
ER copy -
B I U

Clipboard ] Font Alignment Mumber

SUM 7 X « K || =D2-C2
A E C o} E F G H J

1 |Name Prison ‘Dptimism at start (1{bad)-10{good)) Optimism at end (1(bad)-10{good)) Difference’
2 |Alain Prost HMP Manchester| 2| 3l-p2-c2 |
3 |Alia Bhatt HMP Holloway 1
A Andrg Agacci HAMD 3 i

30. Copying formulas

Formulas can be copied from one cell to the next by selecting and dragging the highlighted field down.

31. Absolute Cell references

Sometimes, instead of your formulae automatically updating its references as you copy down / across on a
spreadsheet — you may want to include a fixed element in your calculations.

To do this use the $ operator before the letter and number cell reference e.g. SASD

Il,/
30
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32.Age calculation formula

Here is the formula for calculating a person’s age from their date of birth. The D2 in this formula applies to
the D2 cell reference in the screen print below, the first date of birth cell in our Date of birth column. To
adapt the formula for your data copy the formula into the first cell in your age column and replace the
highlighted D2 with the first cell reference in your date of birth column

=YEAR(TODAY())-YEAR(D2)-IF(D2-DATE(YEAR(D2),1,1)>TODAY()-DATE(YEAR(TODAY()),1,1),1,0)

Table Tools Music Mentors data with notes - Excel

Insert Page Layout Formulas Data Review View Help Design Q Tell me what you want to do

a

% cut calibritigt =11 - K & === #- 2 wrapText General - -': &" Normal Bad

= copy - .
Paste . B I u-ls-&-a-HB==|== .9 5 | &8 0 Condlt\9na| Format as || calculation ‘ || "

- Format Painter Formatting - Table -

Clipboard -] Font i Alignment i MNumber ] Styles

P - Fe || =YEAR(TODAY{))-YEAR{D2)-IF(D2-DATE(YEAR(D2),1,1)>TODAY{)-DATE(YEAR(TODAY(}),1,1),1,0)
A B © D E F G H | J

Ll Ref ﬂ Name - Prison - Date of birth - Gender - - Date registered - ﬂ Instrumentﬂintal hours hd
2 1 Wolfgang Puck  HMP Pentonville 14/06/1960 1 20/01/2002 Bass 1
3 2 Julie Walters HMP Bronzefield 05/09/1964 24/02/1900 08/02/2012 Bass, guitar 9
4 3 Margaret Atwood HMP Bronzefield 14/12/1975 13/02/1900 07/06/2015 Drums 8

33.IF formula

The IF formula checks whether a condition is met and returns one value if True and another if False

In the example below, if a 2 point increase in optimism, as shown by the Difference column meant your
target was met you could use the following formula to return if the target was met or not:

If(E2<2,”No”,”Yes")

Music Mentors data with notes - Excel

Insert Page Layout Formulas Review View Help Q Tell me what you want to do
s p—
D b cut Calibri MITEERY WYY 2 Wrap Text General - = ‘.‘ Normal
Em copy - -
(EsE . ) B I U-~ === E£3= Merge & Center ~ =7 = % » | 5§ 2 Condttional Format as || Calculation
- Format Painter Formatting - Table -
Clipboard ] Font ] Alignment [F] Number [F]
F2 - Fe =IF(E2<2,"No","Yes")
A E C D E F G H
1 |Name Prison h Optimism at start (1{bad)-10(good)} Optimism at end (1(bad}-10{good}) Difference  Target met?
2 |Alain Prost HMP Manchester 2 3 1|No _I
3 |Alia Bhatt HMP Holloway 1 1 0 No
4 |Andre Agassi HMP Swansea 3 7 4 Yes
34.Count If

Used to count the number of cells that meet the criteria

=COUNTIF(D2,“*guitar*")
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Pivot Tables

35. Creating a pivot table

AutoSave EI:SH ") - Q‘ v v Music Mentors data with notes.xlsx & - Saving...

File Home Insert eview View Help Table Design
— 1. Click on the Insert tab
= fig [h‘? c[l]v I:Ev n”"uv @ 5
PivotTableN8&&gommended lllustrations L — Recommended Maps PivotChart
AutoSave g Music Mentors data with not & ve p Search
File Home Insert Page Layout Formulas Data .
2. Select the table you want to base the pivot table
Participants = fv | Dave Robson on. Here you can see the table name “participants”.
Ref [~ |Name 1l prison - Date of birth]  Using a table ensures you have a dynamic data source
2 ; 1 Alain Prost HMP Manchester 09/0 for your inOt table
3 | 2 Alia Bhatt HMP Holloway 02/02 _A
4 | 3 Andre Agassi Hiy*=-= daioalincs L 21/03/200313|aysa
5 4 Ben Okri HY Create PivotTable ? 09/09/2016 No mu
) . | B r
6 5 Boris Becker H_P Choose the data that you want to analyze L 27/02/2017 'Plays a
7 6|Dave Robson HN ® 21/03/2008 No mu
L Select a table or range - v
8 | 7 David AttenborougHIy ] =1L 17/08/1998 Plays a
9 | 8 David Beckham  HIJ Teble/Range: | KRR ey ) 31/01/2008 Plays a
10 9 Diane Kruger HI O Use an external data source | 21/03/2003 'No mu
) 10 Diego Maradonna HH Choose Connection... | 04/05/1999 "No mu
2 | 11 Dilip Kumar HN Connection name: | 23/07/201330 mu
13 12 Emma Barnett al) Use this workbook's Data Model 17/08/1998 No mu
4 13 Emmanuel Macron HN . 19/02/2004'No mu
. — Choose where you want the PivotTable re| ¥
15 14 Enid Blyton H 3. Select New Worksheet 17/08/1998 Plays a
6 15 Fiona Bruce Hy (& ew Workshest - 30/09/1999 No mu
17 | 16 Freya Crew H O Bisting Workshet i 04/05/1999 'No mu
8 17 Harper Lee HN Location: * 04/04/2009 'PIays a
1 N . r
19_ 18 Hone Heke H_P Choose whether you want to analyze multiple tables L 09/09/2015'”3\!5 a
PO | 19 Jacina Ardern HN [ Add this data to the Data Model I 02/06/2000'PIays a
P1 ) 20 Jack Tate HN | 05/04/2003 Plays a
P2 | 21 Jane Goodall HN Cancel | 04/05/1999 'Plays a
23_ 22 Jason Robinson HNrrowansea ZIJUULIIUL JO 04/05/1999 'PIays a
P4 | 23 Joan Chen HMP Bronzefield 16/02/1970 18/02/1900 17/08/1998 "No mu
P5 | 24 John Cleese HMP Pentonville 18/09/1963 25/02/1900 07/03/2011 "No mu
P6 | 25 John Steinbeck HMP Pentonville 28/06/1969 50 21/03/2003 'Plays a
p7 26 Jonny Wilkinson HMP Swansea 05/06/1985 03/02/1900 05/04/2003 "No mu
- N N | 4
\m‘ Sheet1 | Attendance | Service feedback | Outcomes | (¥ 4
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Alice Linell &

Fle ~Home Insert Pagelayout Formulas Data Review View Help PivotTable Analyze  Design |4 Share 2 Comments
[Ty &cu Calibri n AN E=E % Bwepte General < E B2 B ¢ f=f é“‘"‘h“"‘ : JORNY -
ycopy - Fill »
Paste — = Conditional Formatas Cell Insert Delete Format Find & Ideas
o AT == B . .9 0 0 i
< Format Painter Iy & =] [l Mep R Cany B %9 BA | mating~ Tablew Siyles~ ~ - . & Clear~ Select ~
Clipboard [ Font [ Alignment [ Number [ Styles Cells Editing Ideas Sensitivity ~
A3 - f v
A B € D E F G H J K L N+ . .
B PivotTable Fields - X
i I:I Choose fields to add to report: &~
4 - E—
5 \ Search e
6 | To build a report, choose fields from the PivotTable Field List L1 Ret -
7 . [ Name
8 4. An empty pivot oo
9 . [ Date of birth
10 = e — table is created ] Gencer
L zz:=:= W
12 = [ Date registered
13 - . r Aus
7 Musical experience
14 . [1 Instrument experience
15
16
= Drag fields between areas below:
18 T Filters Il Columns
19
20 5. The columns from your
21
=z table appear in the fields
24 = Rows I Values
25
26
27
28
29
Sheet1 | Participants | Attendance | Service feedback | Outcomes @ B v e

Alice Linell &

File ~ Home Insert Pagelayout Formulas D 6 TO Create a Simple inOt ta b|e that . 2 Share 7 Comments
4 e alibr S e A . . AutoSum  ~
[com ~ (B . . .| showsthe number of prisoners attending g?@ D~ (?& ?
< Format Painter =~|d : . . v v | @oear~ Select ~
cw o sessions from each prison drag and drop e e |
= - F | Fow Label the Prison field into the Rows box and .
A B C L . .
! the Name field into Values PlvotTable Flelds :
B @&mm e Choose fields to add to report & -
4 HMP Bristol 5 \ earch o
5 HMP Bronzefield 9
6 |HMP Holloway 9 [ Ref -
7 | HMP Manchester 9 1 Name
8 HMP Pentonville 8 ¥ Prison
9 HMP Swansea 7 [ pate of birth
10 Grand Total a7 ] Gender
i [ Age now
12 ] Date registered
- | Mt st
. . [ Instrument experience -
e 7. The pivot table now displays how e
. . Drag fields between areas below:
. many prisoners attended the music o A
19 . .
20 sessions from each prison
21
5
24 ows Z Values
25 Prison = || Count of Name -
26
27
28
29 -
Sheet1 Participants Attendance Service feedback Outcomes @. ] >

8. As the name field is text the pivot table
assumes you want to Count the number of
records in the Name
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P search

File ~ Home Insert Pagelayout Formulas Data Review View Help PivotTable Analyze  Design 1% Share (I Comments

[] Row Headers  [] Banded Rows — e .

Subtelals Tg{jlzd_ L:jg::nv Rgl\:’:ii [] Column Headers [] Banded Columns =

os £ | s 9. Add complexity to your .

A B i D H F apP; “

= Pivot'table. To show how" picitale fields - x
2

3 |Count of Name._ Colmn tabiels [+ many of the attendees fropyes e o @
4 Prisons - No musical experience Not recorded Plays a musical instrument Grand Total

. Searct /O

5 [1we prsto 1 5 s each prison already had

6 |HMP Bronzefield 3 1 5 9 ] Ref -
7 |HMP Holloway 13 3 9 H H Name

. e . . P . musical experience, add the »

9 |HMP Pentonville 3 5 8 . . . [ Date of bigh
10 HWP Swvansea 3 : 2 7 field Musical experience to ...
1 _Gr.nd'nhl 20 3 24 a7 [
12 registered
13 sical experience
14
15| =
16
17 |
18 T Filters Ui Columns
19
20 Musical experience -
21
22
23 -~ )
2| Rows X Values
25 Prisan v Count of Name hd
26
27
28|
29|

b Musical experience | Participants | Attendance | Service feedback | Outcome: .. r 5 e e

36. Field values

File ~Home Inset Pagelayout Formulas Data Review View Help  PivotTable % Share 2 Comments
<] Ed Online Pict 3D Models ~ 1 1 1 Equati ~
EOnline s @ 3D Models + | g o pgns 1.Highlight the fields you want o T || 4] | T eausdon
) shapes ~ 3R SmartArt (2 symbol
Pictures Ao Recon] . Timeline Comment | Text
[ @i Screenshot ¥ C. . v -
e i e to dlsplay as a percentage.
Tables llustrations ilters Links. Comments Symbols ~
B4 - Jr 5 ~
A B c | J[KLIMN[OP QR[] _ )
7 PivotTable Fields - X%
2 )
Je -~ Count of Nime Choose fields to add to report: &
4 |nme Bristol Calibri ~[11 A AN EE- % 9 Search 2
5 |HMP Bronzefield BI=d A -H.Q8I
6 |HNP Holloway 3 [ Ref B
7 |HMP Manchester -
8 |HMP Pentonville B copy ¥ N Calculation
9 |Hme s
anses Bl omat et o Gand ot 2. Select Show Values As and
10 | (blank)
11 |Grand Total Number Format.- % of Column Total o
2 then % of Grand Total
= [ Refresh % of Row Total
14 Sort > % Of.
15 =
Tl X Remove “Count of Name % of parent Row Total
Drag fields between areas below:
17 Summarize Values By > % of Parent Column Total
18
19 Show Values As > % of Pargnt Total. ¥ Filters L E
i? +Z Show Details Difference From.
22| IR Value Field Settings. % Difference From.
23
T PivotTable Optians. Running Tatal In. = Rows X Values
5| & Hide Fieg List % Runing Total In prison ~ | | count of Name -
26| Rank Smallest to Largest...
27
2 Rank Largest to Smallest.
29 Index e
v Sheet2 | Sheet3 | Musical experience | Partic fe r v e
Joct dectiaion and orecc ENTER or chogce Pag More Options.. ergezavivmn come sy DERN E @ - 1 + 10w
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P search
Fle  Home Insert Pagelayout Formulas Data Review View Help PivotTable Analyze Design & Share I Comments
[, & cut Calibri Jno A A = . BwapTen Percentage . lEa @ @ @ @ IE éAumﬁum - %7 /O &
[®copy ~ Fill =
Paste - tonal Formatas Cell | Insert Delete Format Sortd& Find& | ldeas
L. e AL = I — o
S < rormac e || B L & = CpaEey B-%2 B8 o Table ~ Styles P & Clear~ Filter > Select ~
Clipboard & Font [ Alignment [ Number & cells Editing \deas | sensitiity =
B6 f | 19.1489361702128% ~
A B c D E F G H
a3 - x
2
. & -
3 pisons | Countof ame 4. Use the Decrease decimal
4 HMP Bristol 10.6% o
5 HMP Bronzefield 19.1%
& o et is1%] place command button to B}
7 HWP Manchester xS 3. Percentages
8 |HMP Pentonville 17.0% round numbers.
9 HMP Swansea 13.9% rep|ace the
10 blank) 0.0%
11 Grand Total 100.00% s ,
original 7 e now
2 g i
[] Date registered
" numbers el :
1‘: Drsg fislds between areas below:
18 T Filters Ul Columns
19
20
21
2
23
24 = Rows T Values
25 Prison ~ | Count of Name -
2
7
28
2 -
v Sheet2 | Sheet3 | Musical experience | Participants | Attendance | Servicefe ... 0 v e
B om -y oo

37.Sorting & Filtering a pivot table

Simple sorting and filtering work exactly the same as elsewhere in Excel.

£ Search

File  Home Insert Pagelayout Formulas Data Review View Help PivotTable Analyze Design
PivotTable Name: | Active Field: T\.:. = =5 Fur_l ’__|u|_1 = FJ._‘,
PivotTable2 Count of Name =y S 5 [Bj Ie Ly 05 U
M < = “ Insert  Insert Refresh Change Data | Clear Select Move Fields, ltems,
[i8 options ~ [F= Field Settings Slicer Timeline - Source ~ - ~  PivotTable & Sets ¥
PivotTable Active Field Filter Data Actions. Cal
A3 fe | Countof Name
A B £ D E F G H | J
i
2
3 |count of Name _|column Labels -
4 |Prisons * No musical experience Not recorded Plays a musical instrument Grand Total
2l sotatoz 1 4
Z| sortZicA

More Sort Options.

Label Filters

Value Filters

7l (Select All)

I HMP Bristol

I HMP Bronzefield
I HMP Holloway
4 HMP Manchester
4 HMP Pentonville
7 HMP Swansea

Click next to the row or
column heading for sorting
and filtering options

Cancel

27

29

Participants | Attendance Service feedback | Outcome: ..

Musical experience

% Share & Comments
(] = =l EI
=5 | @ 07 0]
Relationships | PivotChart Recommended | | Field  +/~  Field
PivotTables List Buttons Headers
iulations Tools Show ~
K - . .
PivotTable Fields > X
Choose fields to add to report: &~
ch Je
[ Ref =
[ Name
[+ Prison
[ Date of birth
[ Gender
[ Age now
[J Date registered
[ Musical experience
[ Instrument experience -
Drag fields between areas below:
T Filters 1l Columns
Musical experience -
= Rows ¥ Values
Prison = || countof Name -

Defer Layout Update
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38.Add a Slicer to a pivot table

o

hamessing technol

File Home Insert Pagelayout Formulas Data Review View Help PivotTable Analyze Design
PivotTable Name: | Active Field: = | > Group setection = = [\; |:t>. = Dm: ':‘n:l ,_—|u; Fu: =]
PivotTable2 Prison = | @Bungroup E @ = & ’—76D iy W 0/ Siz UFi 7
! = | = Insert Insert Refresh Change Data | Clear Select Move | Fields, tems, Relationships | PivotChart Recommended
& options ~ [# Field Settings = Slicer Timeline v Source ¥ v ~  PivotTable B Sets v PivotTables
PivotTable Active Field Group Filter Data Actions Caloulations Tools
AS fe | HMP Bristol
A B s D E F H H .
: 1. Click on Insert Slicer  JotTable Fields
; P T S frxyerry e - se fields to add 1o report:
4 Prisons - No musical experience Not recorded Plays a musical instrument Grand Total Searct
5 [umperistol | 1 4 5
6 |HMP Bronzefield 3 1 5 9 [ Ret
7 | HMP Holloway 6 3 9 [ Name
8 HMP Manchester 4 1 4 B [ Prison
9 HMP Pentonville 3 5 8 ] Date of birth
10 |HMP Swansea 3 1 3 7 [J Gender
11 Grand Total 20 3 24 a7 [ Age now
E [ Date registered
Like Tables, Pivot Tables can be formatted.
£ Search
File Home Insert Pagelayout Formulas Data Review View Help PivotTable Analyze  Design

superhighways

logy for community benefit

5 Share I Comments
Bt =
Field  +/- Field
List Buttons Headers.
Show ~
- x
&~

2 Comments

15 Share

Subtotals Grand Report  Blank

[¥] Column Hegders [] Banded Columns

1. Click on the pivot table and

v Totals ¥  Layout ¥ Rows ¥

Layout ble Style Options FivotTable SH . I~

— —_ then on the Design tab E
A B C D E F J
: PivotTable Fields T
2
FW (e T (L] Choose fields to add to report: &~
4 Prisons - No musical experien: Search p
5 |HMP Bristol 5
6 | HMP Bronzefield 5 a L1 Ret N
7 |HMP Holloway 3 9 [ Name
& |HMP Manchester 1 4 9 [ Prison
9 | HMP Pentonville 5 8 rth
10 | HMP Swansea 1 3 7
o [ 3 = @ 3. Change the format (colours,
listered

4 banding, outline etc) experience
15
16
17 Drag fields between areas below:
8 ore Y Filters W Columns
= 2. Add and remove specific headers Muscal experince 5
2 .
2 or banding for rows & columns
2 _
24 Rows % Values
25 Prison ~ | | Count of Name -
26
27
28 Activate Windov
29

Musical experience | Parficipants | Aftendance | Service feedback | Outcome: ...

Defer Layout Updaté” '€
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40.Refreshing data in a Pivot table

If you make changes to the data set being used to the pivot table, you might need to refresh the chart so
that the changes are immediately reflected in the chart.

AutoSave @ ﬂ:‘“,.‘_ lﬁ) v Ql v @ Music Mentors data with notes & - Saved - £ Search -

File Home Insert Page Layout Formulas Data Review View Help PivotTable Analyze Design

PivotTable Name: | Active Field: - - E? ﬁ? *[‘EV Df‘j [?j @ ,ﬁ__\i @ Iﬁ!

i B
PivotTable2 Count of Name — . Insert  Insert Refresh Cienge Data Clear Select Move Fields, Items,
@ Options  ~ @ Field Settings - | & Slicer Timeline ource v > PivotTable & Sets ¥
PivotTable Active Field Group Filter _cie] Actions Calel
B6 - Je 10.1489361702128%
A B C | D | E | F | G | H | |J KL MNO P
1 —
2 -
ziPrisons I T Countof caibri ~ 11~ A" AT g~ % 9
HMP Bristol —
1 BI=O0 A v %50 .00
5 |HMP Bronzefield - 00 =0 ¥
6 |HMP Holloway 10%
7 |HMP Manchester (® copy
8 |H™MP Pentonville El Format Cells..
9 |HMP Swansea
10 |(blank) Number Format..
11 |Grand Total (
. [,% Refresh
12 |
13 | Sort ?
14 |
15 X Remoye "Count of Name"
10 .
"\?7 Summarize Values By >
18 | Show Values As >
19 += Show Detail
20| = Show Details
21 [ Value Field Settings...
22
23: PivotTable Options...
24| Hide Field List
25 |
26

41.Recommended Pivot Tables

A short cut to creating pivot tables can be to use the recommended Pivot table function.

Alice Linell &

AutoSave E3 = Music Mentors data for Excel Sorting & Analys... & - Saved £ search

=

Page Layout Formulas Data Review View Help 5 Share {2 Comments
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472 .Pivot table charts

P search
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Presenting your findings

43.Conditional Formatting

Colour scales

superhighways

harnessing technology for community benefit

Mentors data with notes &% - Saving £ search _
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. . Cells Editir)
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E1
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1 g .
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5 |Ben Okri HMP Manchester 5 M= color scaes 3= ===
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4 - | Participants | Sheet9 | Attendance | Supervisors | Service feedback | Outcome Target met | Outcomes @ 4
Reacy Averane 110FN7R431  Count w61
Icon sets
fucsave GO & - pentor data it ot £ Search
File Home Insert Pagelayout Formulas Data Review View Help Table Design
o | == = AutoSum >
& Calibri 1 VAN | === &+ | BwapTex General - ﬁ % Ej G:E §>:< ﬁ dtosum
v < | Fill ~
basie LBICOPY - L oA g5~ % 9 < Conditional Formatas Cel Insert Delete Format
v <& rormat Painter = &g g 00 =S Formatting~ Table v Styles v v - v & Clear~
Clipboard [ Cells Editing
. . ighlight Cells Rules >
= 1. Highlight the cells you want
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w
- e Conditional Formatting 3le 5 J—— 5
3 |Alia Bhatt ) | 1]y B
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