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Excel Session 7
Some of these skills are not covered in the textbook, but may be required in certain jobs.
Database Tricks

Excel has several database features built around a List (2003) or Table (2007). Both Lists and Tables must not have any blank rows or columns separating the data. 
Freeze the Top Rows and/or Left Columns

A great trick for large tables.

1. Click the cell immediately below and to the right of the area you want frozen.

2. Click View > Freeze Panes > Freeze Panes
To “unfreeze” the columns and rows, click View > Freeze Panes > Unfreeze Panes.

AVERAGEIF() and SUMIF() Functions
Considers only certain data in a table.

1. Format: AVERAGEIF(RangeToTest, Condition, RangeToAverage).
2. Example: AVERAGEIF(C2:C10, “Yes”, D2:10): This averages the values in column D that have a value in column C equal to “Yes”.
Sort Items in a List

Makes it easy to find the biggest or smallest.

3. Click any cell in the column to be sorted by.

1. Click the Data ribbon and then either the A-Z or Z-A sort option.

Sort Items by Two Columns

Makes it easy to find the biggest in each group.

2. Click anywhere in the table.

3. Click the Data ribbon and click Sort.

4. Use list arrows to select 1st column and order.

5. Click Add Level button.

6. Use list arrows to select 2nd column & order.

Use AutoFilter to Display Only Certain Items in a List

1. Click anywhere in the table.

2. Click Data ribbon and the Filter button.

List arrows will appear atop each column.

3. Choose a list arrow and select options.

To clear the filter, click the list arrow and choose (Select All) or click Data > Filter to turn off this feature completely.
Use AutoFilter to Display a Range of Items
1. Click anywhere in the data list.

2. Click the Data > Filter.

3. Choose a list arrow and select Number Filters and then Greater Than ….
4. Enter the desired criterion.
You can also filter text: “Begins with”“A”.

Calculate Subtotals for Groups of Data

This is an old technique used to find totals or average for groups of data. Note: This doesn’t work after you use the Format as Table feature.
1. Sort the data by the desired group field (e.g., Class or Category)

2. Click Data > Subtotals.

3. In the At each change in list box, choose the desired group field.

4. Choose the desired function (e.g., Average)
5. Select field(s) to be calculated.

To list only the Subtotal rows, click the “2” box in the left margin.

To remove the Subtotals, click Data > Subtotals > Remove All.

Creating a Pivot Table

This is a great way break data in groups and categories to see general trends. Note that a Chart option is also available below.
1. Click any cell within a table of data.

2. Click Insert > PivotTable
3. In Create PivotTable dialog box, click OK.
4. A new worksheet will appear with a blank PivotTable on left and list of fields on right. 
5. Drag the desired group fields to either Column or Row boxes.

6. Drag a numeric field such as salary to the largest box.

7. Double-click upper left cell (e.g., “Sum of Salary”) to change the function from Sum to Average or Count or to change the Number Format.

8. To change the table, click and drag the field-name cells and drop them outside PivotTable. Drag new fields into these positions.

9. Click outside the PivotTable to remove the Field List.
Creating a Pivot Chart
The same as the Pivot Table, only better.
1. Click any cell within a table of data.

2. Choose the Insert ribbon and click the arrow button under PivotTable
3. Follow same instructions as for a PivotTable.
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In the Payroll Pivot Table sheet:

· Drag Gender to the Column Fields area, 
· Dept to the Row Fields area, and 
· Salary to the Data Items area.
To show average salaries, do the following:

· Right-click the Sum of Salary cell in the table

· Choose Value Field Settings

· Choose the Average function, and 

· Click the Number Format button to choose the Accounting format with no decimals

· Click OK
Note how easy it is to move the fields (pivot) from one area to another to get a different report.
Excel Tables
Excel Tables provide some special formatting and editing capabilities, which can save time.
To convert a Range into an Excel Table:
1. Click someplace inside range
(Or, select whole range)

2. Click Home > Styles > Format as Table

3. Choose the desired Table Style

4. Verify table range and click OK

5. To remove filter buttons, click Data > Filter

To convert a Table back to a Range:

6. Select a cell in the table

7. Click Table Tools Design > Convert to range

8. Clear formatting manually, if desired

Use these tools with Payroll2009.xls from Web site site
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