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If you don’t see what you want here, open  tutorial 01, 02 or 04 instructions.
file used in this tutorial:  A01TutExcel03*.xls  
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misc functions

current date

open A01TutExcel03WhatIf.xls
>Goal Seeking worksheet

>D1
>Insert   >Function    >Now

>Format   >Cells     

to change to better format
removing the grid lines
>A14:D20

>Format   >Cells   >Border tab

>Color dropdown   >white          have to set the color before you choose the borders
>Presets >Outline  >Inside

>OK

open A01TutExcel03ExpenseReport.xls
>File >Print Preview

you can enter the data directly into the spreadsheet 

or you can develop macros to help with the data entry

goal seeking

back to     A01TutExcel03WhatIf.xls
> GoalSeeking worksheet   >B12
=ABS(PMT(B11/12,B10,B9))

clear cell D12  and slowly type in the same formula

note how the function appears as you type, prompting you for the next parameter, etc.
advice – plan ahead by doing functions separately first

>D12

>Tools   >Goal Seek

>SetCell  D12   >To value  150   >By changing cell  D11   >OK

in the spreadsheet you see the new interest rate

>OK   

to accept the interest rate 
>Cancel         
to return to previous interest rate 
>D11   back to 8%

>D12

>Tools   >Goal Seek

>SetCell  D12   >To value  150   >By changing cell  D10   >OK

in the spreadsheet you see the new loan amount
>OK   

to accept the loan amount 

>Cancel         
to return to previous loan amount 

copying relative and absolute references

>Income worksheet
copy cells A7:B10

to A12

then to A17

look at formulas 
the correct use of absolute and relative references allows you to calculate 2009 and 2010 projected (you do have to change the text for the year)
conditional formatting
>CondFormat worksheet
 >H7     >icon that appears next to the cell

this warning only means that the other cells in the row have a sum function and this cell has something different – not a problem in this case

back to conditional formatting

>B3:D6

>Format   >Conditional Formatting

>condition  =  cell value is greater than 1900

>format    - change font to bold and pattern to yellow    >OK     >OK
drawing objects

>View    >Toolbars    >Drawing

select an oval, draw it around some figure
make it no-fill and change line/border to wider and red

no need to demo more – it’s just like PowerPoint  

can take .ppt diagram and copy/paste it into Excel  -but group it first

lookups
vertical lookups

open A01TutExcel03Vlookup.xls
>SalesData worksheet             we have the product code but don’t want to type in the description
>ProductData worksheet
     here we have the description
>SalesData worksheet

>A2

>Insert   >Function  >VLOOKUP   >OK

lookup value = B2

table array =   >Product Data worksheet   >A2:C6

column index number = 3

>OK

but product code and description do not match !!

the lookup didn’t work because the product data was not sorted by product code

>Product Data worksheet

sort the product table

>Sales Data worksheet        note that the code and description now match
>A2    auto fill down for the other products

  - get a #N/A  - why?
>A5

=VLOOKUP(B5,'Product Data'!A5:C9, 3)  does not refer to the correct product data cells

>A2 change the function to 

=VLOOKUP(B5,'Product Data'!$A$2:$C$6, 3)

auto fill down for the other products
now it works  - you needed absolute cell references for the product data table
horizontal lookups
open A01TutExcel03Hlookup.xls
>Competitor Data worksheet

contains details for competitors
>Comparison worksheet


allows you to compare with a competitor
>C3

enter   =HLOOKUP($C$2,'Competitor Data'!$B$2:$E$8,2)
auto fill down to C8
we get the same value!  so we need to change the column index number

>C4   =HLOOKUP($C$2,'Competitor Data'!$B$2:$E$8,3)
>C5   =HLOOKUP($C$2,'Competitor Data'!$B$2:$E$8,4)
etc.

examples of lookups

open A01TutExcel03Invoice.xls
>Invoice worksheet     >File   >Print Preview
>Customers worksheet    customer name, address, etc will be picked up from here

>Products worksheet       product description etc will be picked up from here

>Invoice worksheet

enter customer number 21, product numbers between  101 and 167, any quantities

analyze the functions in this worksheet
pivot tables

PivotTable reports organize and summarize your data. 

PivotTable reports offer comparisons, reveal patterns and relationships, and analyze trends by displaying different views of data, turning data into information that makes sense.

open A01TutExcel03PivotTable01.xls
>Details worksheet

>any cell in the database
>Data   >PivotTable and PivotChart Report…
>Next    >Next    >Finish   
to use default settings
From the Pivot Table Field List window, drag and drop:

Position into  drop row fields here
Team     into  drop column fields here
Goals     into  drop data items here
Assists   into  drop data items here
if you change any of the original data – the pivot table will NOT reflect the change – you have to

>Refresh icon on the Pivot Table toolbar

if you want your pivot table to refresh automatically  - go to Help for “refresh pivot” and follow the instructions
open A01TutExcel03PivotTable02.xls
>any cell in the database
>Data   >PivotTable and PivotChart Report…
>Next    >Next    >Finish   
to use default settings
From the Pivot Table Field List window, drag and drop:

Year             into  drop row fields here
Category Description     into  drop column fields here
Unit Sales     into  drop data items here
