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Description automatically generated]Introduction to Excel – Session Exercises

Topic 1 - Formatting
Part 1

1. Make the Guidelines tab Plum (right click and select Tab colour)

2. Rename Sheet1 to Client Referrals (double click to select the sheet name or right click and select Rename from the menu and then type the new sheet name)

3. Move the Client Referrals sheet to before the Volunteers sheet (click on the tab and drag to new position)

4. In the Client Referrals sheet, make the column headers bold (select the top row and click the B command in the Font Group on the Home Tab)

5. Left Align all the columns of data (select Column A with your left mouse button but hold and drag to Column I so that all columns of data are highlighted in green, then select the Left Align command in the Alignment Group on the Home Tab) 

6. Centre Align the Children, and Counselling Columns (select the header of the Children Column, then press your Ctrl key and select the Counselling Column and choose the Centre Align command in the Alignment Group in the Home Tab)

Part 2

7. Hide the Day column (highlight the column, right click and select Hide from the menu) 

8. [image: ]Wrap the text in the Name column (highlight the Column and click on the Wrap Text command         in the Alignment Group on the Home tab)

9. Resize all the columns so that they are as wide as the column contents (click on the grey triangle to the left of the column headers. Now double click on the boundary between two columns. Note that your hidden ‘Day’ column is automatically unhidden when you do this)

10. Resize all the rows (click on the grey triangle to select all columns and rows and then click and drag the border between any of the row headers to resize)

11. [image: A screenshot of a computer

Description automatically generated]Freeze the top row of the Client Referrals sheet (go to the View tab, click on the Freeze Panes icon in the Window Group and select Freeze Top Row) 

Topic 2 - Sorting

12. Still in the Client Referrals sheet, sort the Counselling column alphabetically A-Z (highlight the whole column, go to the Data Tab and in the Sort & Filter Group select the AZ  . A Sort Warning box will pop up and the default selection will be to “Expand the selection” – which you definitely want to do in order to keep all the data for each row in alignment – so then select Sort.

13. How many clients were referred for a counselling session? (Click and drag to select all cells containing Y. Look at the Status Bar in the bottom right of your screen for Count:XX)

14. Now Sort your Sheet by Borough and then by Counselling (first delete the existing sort level by clicking to the left of the sort level that you want to remove so that the row is highlighted in blue and click on the ‘Delete Level’ button above, or use the Delete key on your keyboard. Then add your new sort levels: Sort by Borough and then click on Add Level and select Counselling from the ‘Sort by’ drop-down arrow)
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15. Which Client is in Row 7? (Look in the Row header column for number 7)

16. How many Clients from Lambeth have been referred for Counselling?

17. Now sort by the Date of Birth column only (delete existing Sort levels)

18. Who was the youngest Client to receive Legal Advice?

If you are waiting for others to finish have a go at the next 2 steps:

19. Sort by the Children column only (delete existing Sort levels)

20. Which of our Clients had the most children? How many? 

Topic 3 - Auto formulae

21. In the Volunteers sheet, switch on Freeze Panes so the first row and first column don't scroll. (Select the cell below the row you want to fix and to the right of the column you want to fix. So put your cursor into cell B2 and select the Freeze Panes command in the View tab in the Window Group. (You can add the Freeze Panes command to your Quick Access Toolbar by right clicking on the Freeze Panes command button and selecting Add to Quick Access Toolbar).

22. In the Total Volunteers column, use AutoSum to calculate the total number of volunteers in Apr-22 (Click in the cell into which you want the calculation to be returned and select the AutoSum ∑ icon on the Home Tab in the Editing Group. Check the correct data range is highlighted. Press Enter on your keyboard)

23. Now drag the formula down to enter the calculation for each month. How many Volunteers in total participated in Jan-2024? 

24. Which month and year had the most Volunteers participating? How many volunteers participated in that month? (Select all the cell values in the Total Volunteers column. Look at your Status Bar in the bottom right-hand corner of your screen to see the maximum value in that selected range of cells - Max: XX)

N.B. If you can’t see that option, right click on your Status Bar and select the Maximum and Minimum options from the menu. You could also sort your Total Volunteers column Z-A – remembering we want to ‘Expand the selection’ in the Sort Warning box. The month and year with the highest number of volunteers will be sorted to the top of your sheet. You can then click the curly back button to return your sheet to be sorted by date.


25. Use the Average function in cell C26 to calculate the average number of Volunteers offering Advice in Lambeth. (Put your cursor in Cell C26 and click the arrow to the right of the AutoSum command on the Editing Group of the Home Tab ribbon) What was the average number of Volunteers across the 2 years of that programme (to the nearest whole number)?

26. Copy the formula across to see the average number of volunteers for each service.

27. Which service has the lowest average number of Volunteers?  What is this number? Give your answer to 2 decimal places.

Topic 4 - Basic manual formulae

28. [image: ]Add a column with heading ‘Expenses unit cost’.  Add 6.5 into the first cell and change format type to Currency (Check Currency is selected instead of General from the list of options                            in the Home tab, Number group - in the middle of the ribbon) Now copy down the £6.50 value to all rows beneath (down to Row 25).

29. Now add another column with heading Expenses Total. Add a formula to calculate the Expenses Totals for the month by multiplying the Expenses Unit Cost by the Total Volunteers for that month. The formula is: =H2*G2 

30. Now copy the formula down to get the Expenses Total for each month. What are the Total Expenses for May-23? 

31. What were the Total Expenses for the 2-year programme? (Use the AutoSum function in cell I26 to add the cell values from cell I2 to cell I25).

32. Select Column I and centre align the data in the column.

33. You could also highlight Row 26 and make the calculations Bold (Select Row 26 and then select the B command in the Font Group on the Home Tab).



Topic 5 - Printing tips

34. In the Volunteers sheet, use the AutoSum function in Cell G26 to calculate the total number of Volunteers. 

35. Now select the Page Layout tab click on the Print Titles command to open the Page Setup Box.

36. On the Page Tab, select Landscape orientation

37. Under Scaling, select Fit to: 1 Page wide by 1 page tall.

38. Now give your Sheet the title Volunteers and Expenses: April 2022 – March 2024 by going to the Header/Footer tab and clicking on Custom Header.  Add to the left-hand section. Click OK.

39. Now go to the Sheet tab and under Print titles click the thick black up arrow to the right of Rows to repeat at the top: You will be taken into your datasheet, and your cursor will change to a thick black arrow pointing right. Select the row(s) that you would like to see at the top of each sheet if your dataset had more rows than can fit onto 1 page (Select our Header Row). Press Enter on your keyboard and then OK.

40. Do the same for the Columns to repeat at the left: in case you add more service information to this sheet, and it goes over onto a second page of columns (Select columns A & B & press Enter on your keyboard to select).

41. Also, on the Sheet Tab under Print – tick the box to show Gridlines when printing.

42. Click on Print Preview at the bottom of the Page Setup Box. Make any adjustments you would like to make and then either press Print from the Page Setup Box or go to the File tab and select Print in the left-hand menu and click on the Print command. You can also make any adjustments here again before you print – including setting your Printer Properties.
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