Table of Contents

Excel 2003 Level 3 Table of Contents

1 AN OVERVIEW OF DATA MANAGEMENT AND ANALYSIS IN EXCEL 4
2 DATA ENTRY AND DATA CONTENT TOOLS 5
2.1 USING DATA VALIDATION .....oooviiiteeeteeetieeeieieeeireaesseeseeeseeeseeesseesssesssesessssesssesssenssesssssssessssessessssssssssssessesnsesnns 5
2.1.1 Entering DAt frOm @ LISt.............ccccooeoieiiiieeee ettt sttt 5

2.1.2 Controlling Data t0 Within @ RANGE ..............c.ccoceieiiiiieieieet ettt 13

3 WORKING WITH THE EXCEL WINDOW 18
3.1 CREATING A WATCH WINDOW ....ccouviiiitiiietieeeteeeeteeeeteeeetteeeeteeeeeteeeesaeeaesesessseeeesseeaseseesseseesseesasseeaseesaseeeans 18
32 CONDITIONAL FORMATTING ....uvviieueieettieeieeeeeteeeeteeeeteeeeaeeeeeaeeeeaeeeesseeenssseenseesnsseeenseseenseseeseeesnsseennseesnseeeans 21

4 ORGANIZING DATA 26
4.1 SORTING DATA ..ottt et e e et e et e e et e eeteeeeteeeeaaeeeseeeeaseeeeseeeenteeessseeeesseesasasenseeeenseeesnnes 26
411 Method 1 — QUICK SOFEIRG. .......ccoeoiiiiiiieieeeee ettt ettt ettt ettt 26

4.1.2  Method 2 — Three-cOMMMN SOFLING..............cccccocviiiiiiiniiiiiiieieteeeee ettt 28

42 CREATIVE SORTING .....vviittietveeuteereeteeiseeseeeseeeseesseeessesssasssesssessssesessssesessseessesssessssessessssssssesssesssessesssesseenns 30
4.2.1 Method 1 — CUSTOM SOFE LISTS .......c.ooooeeeeeeeeeeeeeeeeeeeee et 30

4.2.2  Method 2 — USING QN INAEX ...........ccocueeiiiieiiiieee ettt 33

4.3 USING FILTERS ...vtietviette ettt ettt ettt ete e e et e eaveetveeaaeeateeaveeetseseetaeeseeesseesseesseeaseesssenseenseenseenseenseens 34
B30 AUTOFTIIEOE ... e et 36

4.3.2 AGVANCEA FIILOT ... e e ettt 41

5 DATA ANALYSIS TOOLS 47
5.1 CREATING SUBTOTALS .....cceotttietteeeeeeeeteeeeiteeeeseeeeseeeeseesessseesseseesseaaseseassssaassseaseeeesessesseesnseseaseesnseseensesanss 47
5.2 GROUPS AND OUTLINE .....ecoottiieteeeeeeeeeteeeeteeeeeeeaeseeeeseeeeseseesseseasseaessseasssseasssesssseassseesseesnseseessesnsseeensesanss 52
53 CREATING AND USING A PIVOT TABLE ......uviiiitie ettt ettt eetee et eeteeeeeaeeeeaaeeeseeeeaseeeeneeeenseeennseeenseeeans 55
5.3 1 USING the PivOt TADIe ............cc.ooooiiiiiiiiiiiee ettt e 62

5.3.2  Formatting the PivOt TADIe ...............cccccocoiiiiiiiiiiiiiiiieeiet ettt 65

54 GOAL SEEK AND USING THE SOLVER .....cvteitiiitieitieetieiteeeeeeteeseeeseeiseeeseesseesseessessssessessssssssessesssesssessessseenns 69
5.4.1  Calculating a Monthly Payment and Using GOal S€ek ................ccccocuvevioiienciiiiieiseeeeeeeeeeeee e 70

5.4.2 GOAL SCEK ... e et 72

5.4.3  USING HHE SOIVEF ...ttt e ettt ettt 72

6 GETTING DATA FROM AND INTERACTING WITH OTHER PROGRAMS 79
6.1 GETTING DATA FROM MICROSOFT ACCESS.....uuieiitieeeteeeeteeeeteeeeeteeeeueeeeseeesseesesseeessesesseseesseeseseeensseeseseeesns 79
6.2 IMPORTING DATA FROM A TEXT FILE .....oootiiiiiii ettt ettt et e e e saeeeenaeeeeneee e 83
6.3 GETTING DATA FROM THE WORLD WIDE WEB- .......oooiuiiiitiiieteeeeteeeeeeeecteeeeaeeeeaaeeeeaeeeeveeeeaveeseseeeenseeseseeeans 86
6.4 USING EXCEL DATA AS A MAIL MERGE SOURCE TO CREATE LABELS ......ccovviiiiiieeieeecieee et 89

7 AUTOMATING ACTIVITIES BY USING MACROS 93
7.1 OVERVIEW OF A IMAGRO .....uuviiivieieteieeeteeeeeteeeeeeeeetee et e eeaeeeeeaeeeesseeeeseeeaseseesseeeaeeeenseseesseeenseseenseeenseeeenseeans 93
7.2 RECORDING A IMACRO......cuiivieteeieeteeeteeeteeeteeeteeeeeeaeeetaeetaeesseeseeaseeeseeseeseesseesssesssessesssessseenseesseenseenseeseens 94
7.2.1 A Macro to Create a SUDIOIALS REPOTL ............c.ccoeiieieeieieiet ettt 94

7.2.2  Creating a Second Macro to Remove the Report..................ccccceiieiciniiniiiieiieietiecteecet e 99

7.3 RUNNING A MACRO FROM THE MENU .....c.uvioiiiriiiiiieecereecteeeteeeteeeseeeteeeeeeseeesseesseeveessenseeessessssesssnssesseeanns 100
7.4 RUNNING A MACRO FROM A BUTTON .....ooiiitiiiiiie ettt ettt e e e eaae e et e e eateeeeaaeeeeneeeeaveeeeaneeeeseeeennes 102

Copyright © Shaw Computer Systems Page 3 of 106



