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Excel for Monitoring & Evaluating Impact exercise sheet	

Exercise 1 -  Viewing & Formatting
1. Open the Excel for monitoring workbook and the Family Support Services worksheet
2. Turn on Freeze panes
3. Now Hide columns D – F
4. Make the Header row Font size 14, and background Colour pale blue, and add Gridlines
5. Adjust column widths so they fit the contents of each column (Tip: remember to select the whole sheet so you can do this in one go)
6. Highlight the Surname column and in the Home tab, select Conditional formatting. Select Highlight cell rules and choose the last option Duplicate values. Are there any double entries?
7. Now select Printing options so all columns appear on one page and the Header row repeats on page 2

Exercise 2 -  Sorting & Filtering 
1. Sort the worksheet alphabetically by surname – what is entry in row no. 3?
2. Now Sort by Volunteer and then by Postcode - what is entry row no. 16?
3. Now Filter on Status so you can only see the Current families - how many are there?
4. Clear the filter and Sort by Status alphabetically

Exercise 3  -  Formula functions
1. Filter to just show the Current families
2. Now enter the formula to calculate the total number of children
3. Now calculate the Average number of children 
4. Now copy the formula up / down to calculate the child’s age from DOB


Exercise 4 – Count If and List validation

1. Go to the Family support summary worksheet
2. Unfilter the Status column, and using the CountIf function – calculate how many families are in each status category and then how many families the volunteers John, Jane and Simone have assigned to them 
3. Add another column to the Family Support Service and call it Ethnicity
4. Go to the Look up tab and add a range of options in a new column 
5. Using the Validate entries – add this drop down list to the column

Exercise 5 – Charts & graphs
1. Go to the Family support summary worksheet
2. Insert recommended chart – choose the column chart showing no. of families in each status category 

Exercise 6 – Splitting columns and Pivot Tables
1. Go to the Family Support Services 
2. Split the postcode column into two, so you have top level post codes in one column (first 3 or 4 digits) and then delete the column with the second half of the postcode. (Hint – first create a blank column next to the Postcode column)
3. Now use a Pivot table to see the spread of families in different Sutton postcodes
4. Insert a Pivot Chart visualising this data
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