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Excel - next steps 1 – exercises

Topic 1 - Tables
In the Volunteers sheet
1. Make the data in the Volunteers sheet into a table (Insert tab, Tables Group, Table)

2. Name the table ‘Volunteers’ (Table Design tab, Properties Group, Table Name:)
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3. Format the table to make it a different colour (Table Design tab, Table Styles group)

4. Freeze the Header row and Date column so they remain visible while the rest of the worksheet scrolls (select cell B2 and select the Freeze Panes function: View tab, Window group)

5. Add a Total Volunteers column (type the header into cell J1) and note that this is automatically included in your table. Use the AutoSum function to work out how many people volunteered for our advice and counselling services in total each month (Home tab, Editing group, AutoSum function)

6. How many people volunteered across all the services in June 2022?

7. Add a Total row (make sure your cursor is clicked in a cell within your table. Go to the Table Design tab & tick Total Row from the Table Style Options group)

8. The Total Volunteers column will automatically be summed up in cell J26. How many volunteers supported our services in total across the 2 years?

9. Sum the number of volunteers for each service (click into cell C26 and select Sum from the dropdown menu. Drag the calculation across to cell I26 by clicking on the Fill Handle – the green square – in the bottom corner of cell C26).

10. How many volunteers supported our Advice Service in Lewisham?

11. Change the Total Row Calculation to Average for the Counselling Services and reduce the decimal places to give only a whole number.

12. How many volunteers supported our Counselling Service on average per month in Wandsworth?


Topic 2 – Filtering
In the Counselling Service sheet
Part 1
13. Make the data in the Counselling Service sheet into a table (Insert tab, Tables group, select Table) and name it ‘Counselling_Service’ (make sure your cursor is in a cell within your table and select the Table Design tab, then in the Properties group on the left-hand side of your ribbon, under Table Name: type in ‘Counselling_Service’ (remember the underscore – Excel doesn’t like spaces in names)

14. Using the Multi-Sort command (on the Data tab, Sort & Filter group) sort the data by Counselling Service (A-Z) and then by Name (A-Z)  




15. How many people attended Counselling at our Lambeth service? (Select the relevant cells and look at your Status Bar (bottom right-hand corner of your screen to see Count:XX)

16. Add a filter on the Counselling Service column to show only the Wandsworth Counselling Service clients.

17. How many clients came to the service in Wandsworth? 

18. Now also filter to show those clients that have dependent children.

19. How many people coming to the Wandsworth service had dependent children?

Part 2
20. Clear all filters from your Counselling Service sheet.

21. Use the search box in the filter options on the Advice Service Issues column (drop-down arrow) so that only rows which contain the word “housing” are displayed.

22. How many Counselling referrals had issues with their housing?

23. Clear the filter (either using the drop-down arrow in the Advice Service Issues column header or go to the Data tab, Sort & Filter group, Clear Filter command)

24. Add a text filter on the Advice Service Issues column (drop-down arrow) so that rows which contain “housing” AND rows that contain “Crisis support” are listed.

25. How many people attending counselling needed help with their housing issues and access to crisis support?

26. Clear the filter

27. Add a slicer for the Counselling Service column (make sure your cursor is in a cell within your Table, go to the Table Design tab and Insert Slicer from the Tools group) and filter on Lewisham.

28. Change the Slicer colour

29. How many people attended counselling at the Lewisham Service?

30. Add a second slicer on the Dependent Children column, change the slicer colour. Filter on Y (Yes).

31. How many people attending counselling at the Lewisham Service had dependent children?

Topic 3 – Conditional formatting
In the Counselling Service sheet 
32. Clear any filters

33. Highlight duplicates in the Name column (Home tab, Conditional Formatting, Highlight Cells Rules, Duplicate Values)

34. Sort the Name column A-Z and then Filter the Name column by colour (using the dropdown menu in the column header) to help identify which rows really are duplicates/errors and which are different referrals for the same people.

35. Remove the duplicate row of data by deleting the row (select the row header, right click and choose ‘Delete’). There is the Remove Duplicates command (Data tab, Data Tools group) but use this with caution as it immediately deletes the repeated instances of the data it finds.





To do this - select the column where the duplicates can be identified and select the Remove Duplicates command. A dialogue box will pop-up and it may be quicker to untick the ‘Unselect All’ box and then select the relevant column/s e.g. Name and Referral Date that you want to use to identify the duplicates. When you click ‘OK’, Excel will automatically deduplicate - keeping only the first instance – so make sure you have double checked which record should go - or click the back arrow to step you back so you can double check)

36. Now add a column with the header ‘Difference’ (click in cell O1 and type Difference)

37. Add a calculation in the Difference column to calculate the change in optimism score between the initial score (in Column M) and repeat score (in column N). Remember to select Enter on your keyboard to apply the calculation. (Use formula:  =N2-M2)

38. Add a colour scale to the Difference column to draw attention to lower or negative scores. (Home tab, Conditional Formatting, Colours Scales, select the Green Yellow Red Scale)

39. Clear the Conditional Format (select Conditional Formatting, Clear Rules, Clear Rules from Selected Cells) and select Data Bars instead. 

If you have time … 
40. Add the DATE DIF formula: =DATEDIF(H2,K2,"d") into cell L2 to calculate the waiting time that clients experienced for the counselling service. Use the Greater Than function (Home tab, Conditional Formatting, Highlight Cell Rules) to apply a format to cells where clients waited longer than 42 days to be seen.
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