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Preface

Microsoft Excel is the world's most used business intelligence tool. Its
knowledge is even compulsory for an MBA degree and the business
world depends greatly on it.

This book is aimed at making you very good in Microsoft Excel for
business data analysis, teaching you with companion videos and
practice files that can be accessed at www.urbizedge.com/about
(bottom of the page). It's intended for Sales Managers, Financial
Analysts, Business Analysts, Data Analysts, MIS Analysts, HR
Executives and frequent Excel users.

It is written by Michael Olafusi a three time Microsoft Excel MVP

(most valuable professional) and a ful I-time Microsoft Excel

consultant. He is the founder of UrBizEdge, a business data analysis
and Microsoft Excel consulting firm. He has trained hundreds of
business professionals on Microsoft Excel and has used the experience
gained from interacting with t hem both during such trainings and
while consulting for companies to write this excellent guide for the

busy professional who needs the improved work productivity

Microsoft Excel provides.

This book is constantly being updated to cover the new features in
new versions of Excel and if you purchase the kindle version you can
always re-download the updated copy. Just check the book listing
page (http://www.amazon.com/gp/product/B01255T0Q84) for
updates and re-download if a newer version has been published. All
at no cost to you. It is the best way to give you value for your money
without forcing you to buy different editions of the same book. If you
feel any part of this book can be better improved or expanded,
please send an email to mike@urbizedge.com
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Web6ve got Home menu, I nsert menu, Pa
menu, Data menu, Review menu and View menu. Each of these
menus will be discussed in practical terms.

The other menus i Developer menu, Load Test Menu and Power
Query menu i are not displayed by default. | enabled them as | do a
lot of programming and other advanced stuff in Excel which | need
them for.

Home Menu

The home menu is Excel 6s most used m
straightfo rward sub-menus.
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Clipboard: Allows you to copy, cut and paste in Excel

Font: Allows you to set font size, color, background color (fill) & turn

on bold or italics or underline.

Alignment: Al |l ows you to set the position of
(orcopied) i nto Excel It also allows you t
horizontal, vertical or slanting.

Number: Allows you to set how a number is shown in Excel: regular

number, currency, scientific, percentag
Styles: Allows you to set the format of an Excel cell based on the

data it holds (conditional formatting). It also allows you to convert a

selection of cells to table, and to set quick formats for a cell.

Cells: Allows you to insert new cells, delete cells and change cell

format.
Editing: It houses the very useful Sort and filter tools. And also Find
& Select, Find & Replace. Thereds al so

all numbers in a selection.

Insert Menu

The I nsert menu houses some of Excel 0s
@ 8 ]
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Tables: Allows you to insert PivotTab le, PivotChart and Table.

Inserting a table in Excel allows for quick formatting, and better

formulas (via named ranges). PivotTable and PivotChart will be

discussed later.

lllustrations: Allows you to insert images and shapes.

Charts: Allows you to insert charts, which will be specially discussed

later.

Tours: Houses Map which takes you straight to Power Map. Power

Map is part of Microsoftdés new Power BI
maps and create amazing data visualization tours.



Reports: Lets you access Pover View, another Power Bl tool. Power
View allows to create a data model, loading up many different
databases and creating analysis that cuts across all the databases,
allowing you to see insights that are beyond a single database.
Sparklines: Allows you to insert charts that fit into one Excel cell.
They make some reports beautiful and easy to read.

Filter: Allows you to filter out field values you are not interested in.
Links: Allows you point a cell content to a website or an email
address.

Text: Allows you to insert texts and objects (pretty much anything,
including a PDF document)

Symbols: Allows you to type out equations and special symbols.

Page Layout Menu

The Page Layout menu does just that: setting up your Excel
document 8s page thgpok and for prin
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Themes: 1 t 6s not often used; it sets the
itself.

Page Setup: It allows you to set how the page comes out when

printed. Most used are the Orientation (to set as Portrait or

Landscape) and Print Area (to select on the cell s you want to print).

Scale to Fit: It allows you to set how much is printed per page. Most

frequent use is to force Excel to print on one page, or fit all the

fields (columns) on one page width.

Sheet Options: You woul dndt want to lowsange t
you set whether Excel gridlines be printed or not, and headings too.

Default is no/off (unticked).

Arrange: It lets you rearrange overlapping objects (shapes, images,
textboxesé). Or align them.

Formulas Menu

The Formulas menu gives you access toE x ¢ e | &-i fordnulas. t




Function Library: It has the formulas grouped by category. Once you
have an idea of what you want done, it helps you locate the formula
to use. |Itds good to |l ook through it on
the out -of-the-box analysis Excel can do.

Defined Names: Lets you name a cell or selection of cells. Can be
very useful when analyzing a big database or building a model.
Formula Auditing: Allows you to check for errors in your formulas,
trace formula cells and see how yo ur final result is being calculated.
Calculation: Allows you to set when the formulas in your Excel sheet
are calculated: automatic (whenever a cell value changes) or manual
(at first entry and when you force them to be recalculated).

Data Menu

The Data menu allows you to work with external data and do basic
data formatting.

@ = m

Get External Data: It allows you to import or link to an external data
fle(non-Excel file). Youdll use it whenever
file and need it worked on in Excel.

Connections: Allows you to make changes to the connections/links to
an external data file. Or force a refresh of the connections to capture
changes made in the external data file since last connection.

Sort & Filter:  Allows you to sort data and do some filt ering too. Filter
allows you to specify values to display.

Data Tools: Allows you do very basic data analysis. Especially
removing duplicate entries, and splitting one field into several (text -
to-columns). Example is splitting full name into first name and last
name.

Outline: Allows you to group (and hide) several rows. Useful for large
data reports with few categories; helps to group categories.

Analysis: This is only visible after you enable Data Analysis add -in or
Solver add-in. It allows you access a large collection of statistical
analysis tools and modeling.



Review Menu

The Review menu is for spell checks, commenting and setting access
restrictions.

@ H m Book! - Bxcel
HOME  INSERT ¢ L [

Proofing: Allows you to carry out spell checks and word meaning
checks.

Language: Allows you to tr anslate the Excel file content from one
language to another.

Comments: Allows you to include comments in an Excel sheet, view
all comments at once or delete comments.

Changes: Allows you to set access restrictions and track changes to
the Excel file. Also allows you to share the file.

View Menu

The View menu allows you to change the window layout of the Excel
document . It doesndt change anything
the way itdés displayed.

[T T

Workbook views: Allows you to set how the workbook (Ex cel file) is

displayed.
Show: Controls what non-printing details are shown: Gridlines,
Headings, Formula bar and Ruler. The

in is Gridlines. If you want your Excel sheet to look more like a Word

file, untick the Gridlines. Tha t s what 6 s done to ever
you see that has no Gridlines.

Zoom: Does what it says: sets zoom.

Window: Allows you to freeze headers so when you scroll they will

never be out of view. And also allows you to split the Excel sheet

display, so you can compare two different parts of the sheet.




Macros: Allows you to see the macros programmed in the Excel file
(if therefs any macro in it). Shows onl
enabled.
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How Excel Handles What You Type

In Excel, you type into small rectang ular boxes called cells. | would
be referring to everything you type or copy into Excel cells as Data.

Every cell has an address, because each cell is an intersection of a
row and a column. The cell selected in the image below, is addressed
as cell Al. It is the intersection of column A and row 1. A collection

of millions of these cells make an Excel sheet. And an Excel file (also
referred to as Excel workbook) is a collection of one or more Excel
sheets.

@H % ) Boak] - Excel
o | nt v . N e

B M ® - ————+ um

Sometimes, what you type into a cell takes mor e space than the cell
has. Dondét worry, just expand the co
border of the column header.

Like this:

11
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Width: 21.71 (157 pixels)

A B C
United States of America

Drag this to the
right
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Different Data Types in Excel

Excel recognizes 4 different data types: Text, Number, Boolean &

Formula. Anything you t ype into Excel will fall under one of these.

Text: Whenever you type alphabets, or a mix of alphabets and
numbers into Excel (without proceeding with =), everything is
recognized as text. By default, Excel aligns text to the left of the
cell.

12
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File Home Insert Page Layout Formulas Data Review Vi
et Wy
Cut i e =
& Cu Calibri Y11 v A= g%] b
poge 2 CoPY T o ,
aste - | DED . - - | = = = | = iZ
- :YFormatPainter L = —— = = = | = =
Clipboard P Font M | Align
DS - (- £ |
A | B C D
Text
Michael
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Text 1s aligned to the left

Number: If all you type into a cell are digits, they are recognized as
Number by Excel. By default, Excel aligns number to the right.

E!'[E TPJvl

File Home Insert Page Layout Formulas Data Review
Cut . o =
@ % Cu Calibri 11 Ay = g%]
M 53 Copy ~ B A
aste = || B - = T = = =
- - Format Painter B 7 O = S = = =
Clipboard M | Font M |
E10 - (" £ |
A B C
Number
123456

Number 1s aligned to the right

LIS

—

Boolean: FALSE and TRUE are Boolean entri

them. They are used for setting up complex formulas. By defaul t,
whenever you type false or true in a cell, Excel will put it in upper
case and align it to the center.

13



Formulas Da

Insert Page Layout

IE % cut Calibri 11 s A = g% P Siwr
Paste wacom B 7 U-~ iy A EE = | EEEE EMe
+ < Format Painter = (= = = | =5 = | B
Clipboard P Font P Alignment
E13 - 5|
4 A B C | D | E
~ 1 Boolean
2 FALSE
3| TRUE
+ 1
5
"6 | Excel recognizes true and false as boolean.
7 It aligns them to the center of the cell.
8

Formula: Once you begin a cell entry with =, Excel treats everything
you type after as a formula.

Insert Page Layout Formulas Da

= Cut . | =
& Cu 1 AN == ¥ =
o el B |
dsie = = = - = -
# Format Painter LN = E=E=EFE =
Clipboard Pl Font | Alignment
VLOOKUP - (© K W fe| =757

i

A | B |

Formula
=47+57|

N

Whenever you begin a cell entry with =
Excel treats it as a formula. You can do
mathematical calculations and other
computations right after the =

I P




As a recap, see the image below.

™ e AR Book2 - Microsof
Home Insert Page Layout Formulas Data Review View Developer
j * Cut Calibri -1 - A‘ A = EE] ?é}" ;WrapTex‘t General
Paste A conr B JU- i~ &-A- === [ Merge & Center~ | § ~ % » | *
- J’Format Painter = = - = - = ° 1
Clipboard x Font Fl Alignment x Number
c12 M b
A B | C
1 Text Number Boolean Formula
2 Michael 12345 FALSE =45+57
3
i
5
6

The practical importance of this is that if you receive a sales report

in Excel and the numbers are aligned to left instead of right you

should be concerned. There are three reasons this can happen and

two of those reasons will cause some of your mathematical formulas

to not work correctly. You woul dnot
so itds best to check why the number
to the right as expected.

1. It could be that the author forced the numbers to align to the
left. Tofindout i f thatds the reason, check t
Home menu.

P B A==l

Home Insert Page Layout Formulas Data Review View Develope
B & cut Calibri S A A S Wrap Text
pant 53 Copy ~ PN
aste - - - e )
- fFormat Painter L L s Merge & ¢
Clipboard ] Font u \ Alignment
B2 M e | 12345 Notice this!
A | B | C
Number
{12345 |

b W N =
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2. It could be that the author forced the number to be treated
as text by setting the cell format to text

B e == Book2 - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer
= * Cut Calibri 1 A a = ;; P =) Wrap Text Text - :I
53 Copy ~
Pajle F Format Fainter B J U- #- &-A- = = ] Merge & Center ~ $" ] Fcourrr]n\::
Clipboard Font Alignment MNumber
82 - £ | 12245 Notice this!
A | B c D
1 Number
2 |12345 |
3
4
3. It could be that the author preceded the number with a

singl e apost r ggngthe nurbber. Tihis i§ atricle savvy
users use to force Excel to keep the zeros at the beginning of your
phone number or bank account number. Unfortunately, it forces
Excel to treat the cell entry as a text and align it to the left.

L] 2 == ook2 - Microsoft Exce
= =l Book2 - M ft Excel
m Home Insert Page Layout Formulas Data Review View Developer

j & cut Calibri -1or A= ;r; B (=) Wrap Text General -

E3 Copy -
Easte F Format Painter B ZU- #H- & A EE g Merge & Center = | § + % v | %8 %0
Clipboard Font lignment Number
B2 - ﬁt"DBDBBEEZﬁIZIS
A B | C D
1 o . Number
Notice the
2 before the |osog93s2423 |
. phone number

Out of these thr ee ways of making a number show as aligned to the
left, only the first one leaves the number intact. The other ways
transform the number to text and will give you issues when you
include them in calculations that normally would work on humbers.

Now you have an idea of how useful an understanding of the default
ways Excel treat the different data types can be in your day to day
use of Excel.
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Data Consistency, starting with the end in
view

Excel is different from every other Microsoft Office program you use
Most of the documents, reports and analysis you do with Excel will be
used some day in the future for another report or analysis.

To become an expert in Excel, you have to always work with the end
in mind. You have to create your Excel documents in such a way that
you can easily use them for some bigger reports in the future. And
there are some general rules I'll recommend you work with to achieve
this.

1. Always use a compact table structure for entering you core data in
Excel. This means using the minimum number of rows and minimum
number of columns. Example of a compact table and non -compact

table is shown below:

3 7 columns Monthlx Revenue from Clients

4 ﬂents Jan-14 Feb-14 Mar-14 Apr-14 May-14 Jun-h
3 Mobil 84,129,000 #3,695,000 #2,770,000| #4,520,000| #2,223,000 3,929,000
& |Nestle 81,688,000 #3,300,000| #4,880,000| $3,730,000] 2,046,000 % 2,326,000
}_.INBC # 3,701,000 #4,361,000 #4,254,000 # 4,550,000 # 4,834,000 # 3,116,000
'EIFJ:p Nigeria 82,587,000 #4,198,000| #2,146,000] #1,062,000( #2,341,000 #4,713,000
,3 ! Insight Nigeria 842,408,000 #4,755,000] #1,300,000] #4,426,000] 83,521,000 #3,171,000
:Cl Radisson Blu # 2,485,000 # 2,025,000 # 1,603,000 # 3,089,000 # 2,841,000 # 3,156,000
w4/ Guinness 82,703,000 #1,888,000 #1,360,000 #1,664,000 #1,097,000 4,920,000
128 Chevron 83,516,000 #42,988,000) #4,788,000] 2425000 4,689,000 #4,080,000
13f Etisalat # 4,475,000 # 3,455,000 # 2,701,000 # 2,058,000 # 3,562,000 # 3,096,000
14IDanthe 81,457,000 #3,241,000] #4,441,000 #1,544,000| #3,749,000] # 3,544,000
15/ Dana Group 842,984,000 #41,882,000| #42,808,000| #4,618,000] #2,372,0000 #3,723,000
1 ElLaFargE # 2,111,000 #% 3,293,000 # 1,427,000 #% 3,953,000 # 1,616,000 # 2,885,000
‘T'INB 83,396,000 #4,148,000] #4,569,000| #3,893,000| #3,87L,000 3,045,000
12 MTN 84,410,000 $#2,391,000] #4,180,000] $3,788,000] 2,660,000 4,262,000
18 Monacom # 4,190,000 # 2,228,000 #4,015,000 # 2,756,000 # 3,123,000 # 1,464,000
200 ARM 84,536,000| #1,412,000] 24,313,000 #1,130,000| # 3,700,000 3,196,000
2NC &I 81,655,000 #43,942,000] 4,727,000 #2,763,000] 3,987,000 #2,621,000
Z*IOtal #52,431,000) #53,210,000] #56,972,000] #51,965,000( #52,241,0000 #& 57,247,000

kL]

Same table but not compact, shown below.
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28, Monthly Revenue from Clients 8 Columns
30 an- eb- Mar-14 Apr-14 May-14 Jun-1:
31) Mobil #4,129,000 3,695,000 2,770,000 #4,520,000 #2,223,000 # 3,529,000
32| Nestle 21,688,000 3,300,000 24,880,000 23,730,000 2,046,000 2,326,000
33) NBC #3,701,000 4,361,000 #4,254,000 #4,550,000 #4,834,000 # 3,116,000
E Exp Nigeria #2,587,000 4,198,000 #2,146,000  #1,062,000 2,341,000 # 4,713,000
Insight Nigeria #2408,000 4,759,000 #1,300,000 #4426000 #3,521,000 # 3,171,000
@ Radisson Blu #2,485,000 % 2,025,000 #1,603,000 3,089,000 2,841,000 # 3,156,000
T
39| Guinness #2,703,000 1,888,000 #1,360,000 #1,664,000 1,097,000 4,520,000
0] Chevron #3,516,000 % 2,988,000 #4,788,000  #2,425000 4,685,000 # 4,080,000
41| Etisalat 4,475,000 3,459,000 #2,701,000 #2,058,000 3,562,000 & 3,096,000
417 Dangote #1,457,000 3,241,000 4,411,000 #1,584,000 3,745,000 # 3,544,000
43|Dana Group #2,984,000 1,882,000 #2,898,000 4,618,000 #2,372,000 & 3,723,000[
14 LaFarge #2,111,000 3,293,000 #1,427,000 3,953,000 1,616,000 # 2,385,000
5] NB #3,396,000 4,148,000 4,569,000  #3,893,000 3,871,000 & 3,045,000
15 MTN 4,410,000 2,391,000 #4,130,000 3,788,000 2,665,000 # 4,262,000
47/ Monacom #4,190,000 2,228,000 4615000 #2,756,000 3,123,000 & 1,454,000
18] ARM #4,536,000 1,412,000 #4,313,000  #1,130,000 #3,700,000 # 3,196,000
19 &l #1,655000 3,342,000 4,727,000 #2,763,000 3,987,000 # 2,621,000
s Total " 52,431,000 53,210,000 " %56,972,000" 51,969,000 ¥ 52,241,000 % 57,247,000

In the non-compact table example, you can delete rows 37 and 38
without deleting any data i n the table.

2. Use descriptive names for your column headers and row headers.
Be as descriptive as possible in naming the fields in your table, make
it easy for anyone who will view your table to understand the
information it convenes.

Below is a table with field names that are descriptive enough for
anyone to understand the information the table convenes.

A B C D E F G =

Monthly Revenue from Clients
2 |Clients Jan-14 Feb-14 Mar-14 Apr-14 May-14 Jun-14
3 |Mobil #4,129,000| # 3,695,000( % 2,770,000| #4,520,000| # 2,223,000 # 3,929,000
4 |Nestle #1,688,000| % 3,300,000 | % 4,880,000/ % 3,730,000| & 2,046,000 & 2,326,000
5 |NBC # 3,701,000| # 4,361,000 % 4,254,000| # 4,550,000| # 4,834,000| # 3,116,000
6 |Exp Nigeria # 2,587,000| #4,198,000| # 2,146,000| # 1,062,000| # 2,341,000| # 4,713,000
7 |Insight Nigeria | # 2,408,000| # 4,759,000 # 1,300,000 # 4,426,000| % 3,521,000| # 3,171,000
8 |Radisson Blu # 2,485,000| # 2,025,000 % 1,603,000| #= 3,089,000| # 2,841,000| # 3,156,000
9 |Guinness # 2,703,000| # 1,888,000 % 1,360,000| #= 1,664,000| # 1,097,000 % 4,920,000
10 | Chevron # 3,516,000| # 2,988,000 % 4,788,000| # 2,425,000| # 4,689,000| #& 4,080,000
17 |Etisalat #4,475,000| # 3,459,000| # 2,701,000| %= 2,058,000| #& 3,562,000/ # 3,096,000
12 |Dangote # 1,457,000| # 3,241,000 % 4,441,000| # 1,544,000| # 3,749,000| & 3,544,000
13 |Dana Group # 2,984,000| # 1,882,000 % 2,898,000| # 4,618,000| # 2,372,000 #& 3,723,000
14 LaFarge #2,111,000|# 3,293,000( % 1,427,000| # 3,953,000| # 1,616,000| #& 2,885,000
15 |NB # 3,396,000 # 4,148,000 % 4,569,000| # 3,893,000| # 3,871,000| # 3,045,000
16 |MTN #4,410,000| # 2,391,000| # 4,180,000| # 3,738,000| #& 2,669,000| # 4,262,000
17 |Monacom #4,190,000|# 2,228,000| % 4,615,000| #= 2,756,000| # 3,123,000 # 1,464,000
18 |/ARM #4,536,000|# 1,412,000(% 4,313,000| # 1,130,000| # 3,700,000| # 3,196,000
19 CEl # 1,655,000|# 3,942,000( % 4,727,000| # 2,763,000| # 3,987,000( % 2,621,000
20
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Below is a table that has headers th
hard to figure out the specific information in the table. Is it a table

of revenue or expense? Are the companies clients or suppliers? What

year do the months represent A January 2014 or January 2015?

Whomever you send this report to will call you back for a detailed

explanation of what you intended to report.

22 Some Data

23 |Companies January February |March April May June

24 | Mobil #4,125,000| #& 3,695,000| % 2,770,000) # 4,520,000| # 2,223,000 #& 3,923,000
25 |Nestle # 1,683,000| # 3,300,000 % 4,830,000) # 3,730,000) # 2,046,000| & 2,326,000
26 NBC #3,701,000| % 4,361,000| 2% 4,254,000| £ 4,550,000| # 4,834,000| % 3,116,000
27 |Exp Nigeria  |# 2,587,000| % 4,198,000| % 2,146,000| # 1,062,000| # 2,341,000 % 4,713,000
28 |Insight Nigeria | # 2,408,000| # 4,759,000| # 1,300,000| # 4,426,000| # 3,521,000 # 3,171,000
29 |Radisson Blu | # 2,485,000| # 2,025,000| % 1,603,000| # 3,089,000| # 2,841,000( # 3,156,000
30 |Guinness #7,703,000| % 1,888,000 | % 1,360,000| % 1,664,000| % 1,097,000| 2 4,920,000
31 | Chevron # 3,516,000(# 2,988,000|# 4,788,000| # 2,425,000| # 4,683,000| # 4,080,000
32 |Etisalat #4,475,000| # 3,459,000| % 2,701,000) # 2,058,000| # 3,562,000 & 3,096,000
33 |Dangote #1,457,000| # 3,241,000| % 4,441,000| # 1,544,000| # 3,749,000 # 3,544,000
34 |Dana Group | 2,984,000| % 1,882,000 % 2,898,000| # 4,618,000| # 2,372,000 % 3,723,000
35 LaFarge #2,111,000(# 3,293,000| % 1,427,000) # 3,953,000| # 1,616,000 #& 2,885,000
36 NB # 3,396,000| #4,148,000| % 4,569,000| # 3,893,000| # 3,871,000 & 3,045,000
37 |MTN 24,410,000 % 2,391,000 | % 4,180,000| % 3,738,000| % 2,663,000| 2 4,262,000
32 Monacom #4,120,000|# 2,228,000|# 4,615,000| # 2,756,000| # 3,123,000| # 1,404,000
32 ARM #4,536,000{#1,412,000|% 4,313,000| # 1,130,000) # 3,700,000 & 3,196,000
40 (CEI # 1,655,000| % 3,942,000|% 4,727,000| # 2,763,000| # 3,987,000| & 2,621,000
24

3. Name your Excel sheets

Dondt just go ahead WwBhbethe f&Hbéau?bt
rename the sheets to reflect the contents of the sheet. This makes

your work better organized and future use more convenient.

Video 8 Line Chart Column Chart Bar Chart Pie Chart Combo Chart O]

To rename a sheet, right click on the sheet name ( the default names
are Sheetl, Sheet2, ¢é) and select re
can change the color from the default too.
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1
15
16 Insert...
17 |=_'>.; Delete
18
I Rename I
15
20 Mowve or Copy...
21 G View Code
22 E7  Protect Sheet...
23 Tab Color ¥
24 )
75 Hide
26
_27 | Select All Sheets
Sheett o)
14
15
16 Insert...
17
R Delete
18 . .
1g Eename
20 Move or Copy... Theme Colors
21 6] View Code H EEEETHEHNE
22 7 Protect Sheet... I
23
Tab Color 3
24
: s [ [T
25 -
26 Standard Colors
HE PEEEEN

27 Select All Sheets
| Renamedimess o) MoC
I, o I

4. Also use descriptive names when renaming the Excel sheets.
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T L U U

TE L S U LR

TH L LU U U L

TH Jpd S L S

Rivers

# 4,860,256,800.00

#4,459,705,200.00

# 2,423,028,900.00

# 4,148,808,

R TSI

Anambra

& 1,511,863,500.00

& 3,015,652,900.00

#2,159,322,900.00

4,060,131,

Enugu

& 2,609,372,800.00

4,581, 716,900.00

# 1,409,979,200.00

# 1,990,546,

Benue

#1,387,315,500.00

# 3,627,716,800.00

# 0602,469,700.00

#4,501,134,

Borno

& 1,616,065,000.00

& 4,166,988,100.00

# 2,361,614,200.00

4,908,244,

Gombe

#2,201,453,200.00

# 2,523,019,700.00

#620,111,300.00

#1,885,641,

Katsina

#1,293,838,700.00

# 2,648,689,500.00

# 3,589,421,500.00

# 638,877,

ra

Kaduna

& 2,599,773,900.00

& 3,835,345,400.00

# 3,938,598,800.00

21,224 849,

=]

Cross River

#1,971,834,600.00

#4,779,952,700.00

# 2,416,292,600.00

# 1,814,142,

[d | =& 3 D 0O =] hoLn

Kwara

& 1,496,830,100.00

912,176,400.00

# 3,915,338,600.00

# 1,305,529,

7%}

Niger

#4,592,318,900.00

# 1,826,747,300.00

# 3,002,387,100.00

# 3,219,870,

Akwa lbom

#1,601,712,500.00

# 2,202,014,900.00

#824,782,800.00

# 4,927,386,

Plateau

Ln

& 2,371,220,000.00

& 4,894,816,200.00

#4,527,323,100.00

#4,471,653,

[T A T o I o I )
=

Taraba

o

# 785,603,400.00

# 3,244,525,900.00

#531,248,900.00

# 2,475,480,

=)
)

o R S,

A1 £A0 NST onn an

NamedRange

Goal Seek

AL TCEC £97 Aann nn

Loan Payment

A1 A TET A0A QAN AN

AL A AN ANE

Scenario n Solver

5. Avoid putting too many tables in one Excel sheet.

Best to keep just

related tables in the same sheet if you must put more than one table
in the sheet. It makes naming the sheet easy and straightforward.

6. Use same naming conventions and table structure across all similar
Excel files, especially weekly, monthly and yearly reports of the same

data.

7. Dondt

unprofessional.

us e

CAPS e

Xcessi

vely.
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Building Datasheets that can easily scale

Occasionally, you will have to work on a table whose data grows

continually. We can refer to such tables as datatables. All tables hold

data and can technically be referred to as a datatable, but in this
book we will refer to all tables as just tables and limit the term
datatable to only tables that grow perpetually.

An example of such a table is an Employee Record table. As long as

the company exists the table will keep growing and even if the

company aims to not have over a 100 employees, there will always be

old employees leaving and new ones taken to replace them. And they

allhavetobecapt ured in the employee

record is deleted when he | eaves, t her

capture his resignation.
There are some peculiar ways of treating a datatable.
1. Have only one datatable on a sheet. Since a datatable is a table

you expect to grow over time, having only one on a sheet lets you
have access to all the rows and the columns in the Excel sheet.

A B C D E F

1 UrBizEdge Employees Biodata Table

2 First Name |Last Name [Employee ID |Sex [Employment Date |Phone Number |Contact Ac
3 |Michael Olafusi 1000001 (M 21-Oct-13|08089382423 |21, Adigun
4 |John Abiola 1000002 (M 1-Apr-14|08080810251 |21, Adigun
5 |Mary Eze 1000003 |F 1-Apr-14|08080810252 |21, Adigun
6 Segun Owolabi 1000004 (M 1-Apr-14|08080810253 |21, Adigun
7 |Tolu Owoeye 1000005 |F 1-Apr-14|08080810254 |21, Adigun
8 |Uche Nnamdi 1000006 (M 1-Apr-14|08080810255 |21, Adigun
9 | David Aluko 1000007 (M 1-May-14|08080810256 |21, Adigun
10 |Lekan Bello 1000008 |M 1-May-14|08080810257 |21, Adig

2. Start a datatable as close to cell Al as possible. Again, this is to
afford you the maximum space in the sheet for your growing table.

3. Avoid meaningless gaps in the datatable. Make it as compact as
possible.

4. Arrange the fields such that the most important or basic fields
come first. For example, in an Employee record table, name should
come before contact address.

record
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5. Have a field for every meaningful chunk of data. It is better to
have separate fields for first name and last name than have one field
hold both.

6. Avoid merging cells in a datatable. It is better to repeat cell
entries than merge thecells. Mer ged cell s arendét for

And as a bonus, avoid hiding rows and columns in the datatable. This
will save you a lot of future headaches.
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Sorting

Sorting is one of the most frequent task we do in Excel. Sorting lets
you re-arrange data in alph abetical order, lowest to highest, highest
to lowest, and even by cell color.

We are used to having data arranged in a particular order A Ato Z,
January to December, 1 to 10, and so on.

Below is an example of a table that has its records haphazardly
arranged. The states are not arranged alphabetically and the months
are not in the natural order.

2 State Feb-14| Jun-14 Jan-14| Mar-14 May-14| Apr-14
3 Imo #2,521,764,800.00| #2,922,241,900.00| & 2,591,742,600.00| & 2,013,994,900.00| # 3,014,428,300.00( #4,994,515,700.00
4 | Abia #821,123,500.00 #4,544,916,100.00| & 1,297,498,300.00| & 1,175,454,800.00| # 2,265,644,000.00( #967,327,400.00
5 lLagos #7,319,183,000.00| & 22,681,984,500.00| & 6,239,473,500.00| ¥ 6,211,689,500.00| # 11,610,307,000.00( # 3,351,178,500.00
6 Kano #2,021,735,600.00 #530,613,400.00] & 2,981,980,300.00| ¥ 3,016,518,600.00| # 2,387,291,000.00( % 4,411,651,000.00
7 |Ondo #1,600,422,800.00| #4,925,747,700.00] ¥ 716,222,900.00| & 4,362,953,800.00| % 4,300,936,900.00| #977,876,300.00
8 |Kogi #2,734,189,600.00| #2,825,512,800.00| & 2,812,863,300.00| & 2,306,601,300.00| # 2,104,637,400.00| # 867,264,000.00
9 Benue #3,864,832,700.00| #3,212,451,900.00| & 3,479,649,000.00| & 2,458,711,700.00| # 2,700,421,800.00( % 4,801,142,000.00
10 [FCT #2,063,317,300.00| #2,520,202,900.00| #3,199,223,200.00| & 1,829,381,400.00| # 4,980,777,000.00| # 3,704,640,600.00

1 Ogun # 2,586,000,100.00| #3,200,451,900.00| # 3,434,714,900.00| # 3,907,557,600.00| # 2,265,022,600.00( # 1,642,410,200.00

2 |Bayelsa #2,035,499,300.00| #1,754,855,100.00| % 1,218,646,400.00| & 3,596,177,500.00| # 4,856,865,900.00( # 3,958,333,500.00
13 |Rivers #4,860,256,800.00| # 4,459,705,200.00| & 2,423,028,900.00| # 4,148,808,900.00| # 4,882,684,300.00| # 859,719,700.00
4 Anambra | %1,511,863,500.00| # 3,015,652,900.00| & 2,159,322,900.00| & 4,060,131,900.00| # 2,439,308,800.00| & 1,843,665,300.00,

5 [Enugu #2,609,372,800.00| #4,581,716,900.00| & 1,409,979,200.00| & 1,990,646,300.00| # 1,853,090,400.00 # 3,215,650,200.00
16 Benue #1,387,315,500.00| #3,627,716,800.00] & 602,469,700.00| & 4,501,134,600.00| # 1,687,978,600.00( # 2,728,902,800.00
17 Borno #1,616,065,000.00] #4,166,988,100.00| & 2,361,614,200.00| # 4,508,244,600.00 # 581,580,000.00| #4,216,346,300.00

Gombe

# 2,201,453,200.00|

# 2,523,018,700.00|

#620,111,300.00|

# 1,835,641,400.00,

# 2,551,023,100.00

#4,146,024,300.00

19 Katsina

#1,293,838,700.00|

# 2,648,689,500.00|

# 3,589,421,500.00,

# 638,877,300.00|

# 1,025,989,500.00

# 2,969,721,400.00

Kaduna

# 2,599,773,300.00|

# 3,835,345,400.00|

# 3,938,598,800.00,

# 1,224,849,400.00

# 450,931,500.00|

#1,662,248,400.00

1 |Cross River

#1,971,824,600.00|

#4,779,952,700.00|

# 2,416,592,600.00

# 1,814,142,400.00

# 745,327,000.00|

#+4,658,487,000.00

Kwara

#1,496,830,100.00|

#912,176,400.00|

# 3,915,338,600.00

# 1,305,529,900.00

# 2,214,504,600.00

#4,918,541,300.00

Niger

#4,592,318,900.00|

#1,826,747,300.00|

#3,002,387,100.00

# 3,219,870,900.00

# 3,979,805,300.00

# 1,086,334,400.00

4 Akwa lbom

#1,691,712,500.00|

# 2,202,014,300.00|

# 824,782,800.00|

#4,927,386,500.00

# 2,966,925,400.00

#2,187,626,200.00

#2,371,220,000.00|

#4,894,816,200.00|

#4,527,323,100.00

& 4,471,653,300.00

& 3,593,441,000.00

#932,778,800.00

2:
25 |Plateau
2

# 785,603,400.00|

# 3,244,525,900.00|

#531,248,500.00|

# 2,475,430,400.00

# 1,389,495,200.00

# 878,820,400.00|

6 Taraba
27 [Fmcafarn
Firs

11 £21 asT enn Anl

a1 7cc 237 100 0l

t, | et 0s

a14 727 204 200 ANl

have

A1 4 £An Anc can nnl

£17 3En 17 Ann anl

the dat a

A11 300 127 Enn anl

sorted

Below are the recommended steps to sorting a table. Select the
table, go to the Home menu and cli ck on Sort & Filter.




Sorting.ssx - Excel T m - 5 x

WERT PAGEL FORALAS  DATA VEW  DEVELOPER  LOADTEST  POWERQUERY Michae Otaus =
ot T A & B 2 SweeTat Generl E S
Paike ¢ TR | Bae e s ¥ e - % » |52 88| ConSional Formet e
e rormnpaer B 7 Y A = =i EMegescons - $ % 1| Contions e :
. A ! N

N 3,014,428, 300.00] N 4,594,515, 700.00|
N2,265,644,000.00] N 967,327,400.00|

mmm
m

Go bick

A B [ D E F G H |
1
2 |state Feb-14] Jun-14 Jan-14] Mar-14] May-14] Apr-14|
3 [Imo #2,521,764,800.00| # 2,922,241,500.00] % 2,591,742,600.00| # 2,013,994,900.00| # 3,014,428,300.00| #4,994,515,700.00
4 |Abia #821,123,500.00] #4,544,916,100.00| & 1,297,498,300.00| & 1,175,454,800.00] # 2,265,644,000.00| # 967,327,400.00
5 |Lagos +7,319,183,000.00| # 22,681,984,500.00 % 6, |
6 |Kano #2,021,735,600.00]  530,613,400.00| %2, Sort y
7 |ondo #1,690,422,800.00| %4,925,747,700.00| | s
- 4] Add Level | < Delete Level || EE Copy Level Options... My data has headers
8 |Kogi #2,734,189,600.00| % 2,825,512,800.00| ¥ 2,
9 |Benue #3,864,832,700.00] # 3,212,451,900.00| %3, | | Column Sert On Order
10 |FCT. #2,063,317,300.00] # 2,520,202,900.00| &3] | |Sort by vl values v| atoz v
11|0gun #2,586,000,100.00] # 3,200,451,500.00| # 3,
12|Bayelsa | %2,035,499,300.00] # 1,754,855,100.00( &1
13 |Rivers +4,860,256,800.00| # 4,459,705,200.00| % 2,
14 |Anambra | #1,511,863,500.00] # 3,015,652,900.00| 83,
15 |Enugu #2,609,372,800.00 % 4,581,716,900.00| & 1,
16 |Benue #1,387,315,500.00| # 3,627,716,800.00| &
17 |Borno. #1,616,065,000.00] # 4,166,988,100.00| %2,
18|Gombe | %2,201,453,200.00 % 2,523,019,700.00 # Conce
19 |Katsina #1,293,838,700.00| # 2,648,689,500.00|  3,589,421,500.00] # 638,877,300.00] = 1,025,989,500.00| % 2,969,721,400.00|
20 [Kaduna | #2,599,773,900.00 # 3,835,345,400.00| # 3,938,598,800.00| #1,224,849,400.00]  # 450,931,500.00| # 1,662,248,400.00
21|Cross River | #1,971,834,600.00] # 4,779,952,700.00| & 2,416,592,600.00) # 1,814,142,400.00 _# 745,327,000.00| % 4,658,487,000.00
22 |Kwara #1,496,830,100.00)  ~912,176,400.00| % 3,915,338,600.00| & 1,305,529,900.00] # 2,214,504,600.00| #4,919,941,300.00
Video 4 | Next Sheet @ ]

This dialog box allows you to add more than the default one level of
sorting.

Select 0Stated6 in the Sort by box
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7 IEM|

Sort
4] Add Level || 2 Delete Level || ER Copy Level Options... My data has headers
Column Sort On Order
Sort by Values v |AtoZ v

Cancel

The result is shown below.

Bow o

-~ o

w0 o

TRl R

S o ow

raora

State Feb-14| Jun-14 Jan-14 Mar-14 May-14 Apr-14
Abia # 821,123,500.00| # 4,544,916,100.00 & 1,297,498,300.00 & 1,175,454,800.00| # 2,265,644,000.00| % 967,327,400.00
Adamawa | %4,317,641,300.00| % 1,973,059,900.00( % 4,022,752,500.00| # 1,627,470,600.00| # 3,493,651,500.00| # 1,023,654,700.00
Akwa lbom | #1,691,712,500.00] #2,202,014,500.00( #& 824,732,800.00| & 4,927,386,500.00| # 2,966,925,400.00| # 2,187,626,200.00,
Anambra | #1,511,863,500.00 # 3,015,652,900.00| # 2,159,322,900.00( & 4,060,131,900.00| # 2,439,308,800.00| # 1,843,665,900.00
Bauchi #3,059,451,100.00| #3,000,312,200.00| & 764,748,600.00( & 2,879,985,600.00( # 2,609,030,900.00| # 3,032,115,500.00|
Bayelsa #72,035,499,300.00| # 1,754,855,100.00| # 1,218,646,400.00| & 3,596,177,500.00| % 4,856,865,900.00| # 3,958,333,500.00|
Benue #3,804,832,700.00| #3,212,451,900.00| & 3,479,649,000.00( # 2,458,711,700.00 # 2,700,421,800.00| #4,501,142,000.00|
Benue #1,387,315,500.00| #3,627,716,800.00| & 602,469,700.00( #4,501,134,600.00( # 1,687,978,600.00| & 2,728,902,800.00|
Borno #1,616,065,000.00| # 4,166,988,100.00| # 2,361,614,200.00| & 4,908,244,600.00]  # 581,980,000.00| # 4,216,846,800.00|
Cross River | #1,971,834,600.00| #4,779,952,700.00( % 2,416,592,600.00| #& 1,814,142 400.00| # 745,327,000.00| # 4,658,487,000.00
Delta #2,382,209,500.00| % 2,363,220,900.00| % 4,755,914,300.00( & 3,361,514,600.00( #4,671,269,900.00| ¥ 2,060,298,000.00|
Ebonyi #3,233,069,500.00|  ® 713,048,500.00| # 3,547,140,000.00| # 4,883,253,300.00| % 2,926,053,500.00| # 1,060,164,800.00|
Edo #781,461,300.00) % 2,900,705,900.00| ¥ 2,663,501,000.00( #462,661,800.00( # 3,256,011,600.00| # 543,085,200.00|
Ekiti #4,128,943,600.00| % 4,040,341,600.00| % 1,816,087,900.00( # 1,512,170,300.00 # 3,340,038,100.00| & 2,592,908,100.00|
Enugu #2,609,372,800.00| # 4,581,716,300.00| # 1,409,979,200.00( & 1,990,646,300.00| # 1,893,090,400.00| # 3,219,650,200.00|
FCT #2,063,317,200.00| #2,520,202,900.00| & 2,199,223,200.00( # 1,829,381,400.00( #4,980,777,000.00| # 3,704,640,600.00|
Gombe #2,201,453,200.00| #2,523,019,700.00| #620,111,300.00( # 1,885,641,400.00( # 2,551,023,100.00| % 4,146,024,300.00|
Imo #2,521,764,800.00| # 2,922,241,900.00| # 2,591,742,600.00| & 2,013,994,300.00| # 3,014,428,300.00| # 4,934,515,700.00|
Jigawa #1,573,445,100.00| #2,311,559,800.00| & 2,550,126,700.00( & 3,756,243,200.00( # 1,417,963,700.00| & 3,092,703,100.00|
Kaduna #2,599,773,900.00| # 3,835,345,400.00| # 3,938,598,800.00( & 1,224,849,400.00 # 450,931,500.00| % 1,662,248,400.00

Virdnn A Rlawsé Chonnt

You can add an extra level of sorting in the sorting dialog box. This

would be useful in sorting tables like a national population census

table. You might want to sort first by state (from Abia to Zamfara)
and then an extra level of sorting by Local Government Areas. So

youdl |

have a sett

ing si mil

ar to

t

h e
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R < |

Sort
| 7, Add Level | )( Delete Level E@ Copy Level b Options... My data has headers
Column Sort On Order
sortby | gpate v Malues iwl| AtoZ W
Thenby | | ga v | | Values w| |AtoZ "]

Next is to sort the months in the natural order we are usedto A Jan
to Dec This wil!l require a type of
against the one we just did, called
So to get this done, we select the table starting from the first month
to the last month. We will leave the state field out because we want
it to remain in the position it is.
B C D E F G
Feb-14 Jun-14 Jan-14 Mar-14 May-14 Apr-14
#821,123,500.00 #4,544,916,100.00| % 1,297,498,300.00| %% 1,175,454,800.00| # 2,265,644,000.00| % 967,327,400.00
#4,317,641,300.00( #41,973,055,900.00| #4,022,792,500.00| # 1,627,470,600.00( # 3,493,691,500.00| # 1,023,694,700.00
#1,691,712,500.00| #2,202,014,900.00| # 824,782,800.00| # 4,927,386,500.00| # 2,966,925,400.00| & 2,187,626,200.00
#1,511,863,500.00( #43,015,652,900.00| # 2,159,322,900.00| # 4,060,131,900.00( # 2,439,308,800.00| # 1,843,665,900.00
#3,059,451,100.00| % 3,000,31 S ?
#2,035,499,300.00| 21,754,85
#3,864,832,700.00) #3,212,45 +£J_ Add Level )( Delete Level E@ Copy Level ‘ Options... My data has heads
#1,387,315,500.00( #3,627,71
Column Sort On Order
#1,616,065,000.00( #4,166,98! Sart by val Sort Opti .
8 1,971,824,600.00 #4,779,95; v YEe [ IS
#2,382,209,500.00( #2,363,221 [[] Case sensitive
#3,233,069,500.00| % 713,04
Crientation
# 781,461,300.00| #2,900,70!
#4,128,943,600.00( #4,040,34
#2,609,372,800.00| #4,581,71
# 2,063,317,300.00 #2,520,20:
#2,201,453,200.00| % 2,523,010 oK Cancel
#2,521,764,800.00| #2,922,24.
#1,573,445,100.00( #42,311,559,800.00| # 3,550,126,700.00| # 3,756,243,200.00( # 1,417,963,700.00| # 3,0592,703,100.00
#2,599,773,900.00| % 3,835,345,400.00| % 3,938,593,800.00| # 1,224,849,400.00| & 450,931,500.00| & 1,662,248,400.00
Video 4 | Next Sheet ()] ]

Then select the row the months are on (Row 2) and set the order to
Oldest to Newest .
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A B c D E F G H
2 |State Feb-14 Jun-14] Jan-14| Mar-14 May-14] Apr-14|
3 [Abia # 821,123,500.00] #4,544,916,100.00| # 1,257,498,300.00| #1,175,454,800.00| # 2,265,644,000.00 _# 967,327,400.00
4 [adamawa | #4,317,641,300.00] # 1,973,059,900.00] # 4,022,792,500.00| # 1,627,470,600.00] # 3,493,691,500.00| & 1,023,694,700.00
5 [Akwa lbom | 841,691,712,500.00] # 2,202,014,900.00] ~ 824,782,800.00| M 4,927,386,500.00| & 2,966,925,400.00| M 2,187,626,200.00
6 [Anambra | #41,511,863,500.00] # 3,015,652,900.00| M 2,159,322,900.00] A 4,060,131,900.00] # 2,439,308,300.00| M 1,843,665,900.00
7 [Bauchi 3,059,451,100.00] # 3,000,31; o p)
8 [Bayelsa | #42,035499,300.00] # 1,754,85!
9 [Benue #3,864,830,700.00) #3,212,450| | *4| Add Level || X Delete Level || ER Copy Level Optians... ¥| My data has headers
10 [Benue 1,387,315,500.00] % 3,627,711

Row Sort On Order

i porno N1,616,065,000.00, RA166.984] | ot by Row 2 v Values v Oldest to Newest v
12 [cross River | #1,971,834,600.00] # 4,779,595 !
13 [Delta  2,382,209,500.00] % 2,363,221 e .
14 |Ebonyi #3,233,069,500.00| 713,04} m;
15 [edo  781,461,300.00] # 2,900,7) Row &
16 [Ekiti #4,128,943,600.00| # 4,040,34 Em g
17 [Enugu #2,609,372,800.00| % 4,581,711 Row 9
18 [rCT #2,063,317,300.00| #2,520,20; E:x}? e_
19 |Gombe #2,201,453,200.00| % 2,523,01" Row 12 Cancel
20 [imo #2,521,764,800.00| % 2,922,24 Row 13 d
21 Jigawa #1,573,445,100.00] # 2,311,559,800.00| # 3,550,126, 700.00] # 3,756,243,200.00]_# 1,417,963,700.00| # 3,092,703,100.00
22 [Kaduna %2,599,773,900.00] # 3,535,345,400.00! 8 3,938,598,800.00! = 1,224,&49,400.001 N450,931,500.00! 8 1,552,24&,400.00!

Below is the result.

(2}

[}

Jan-14

Feb-14

Mar-14

Apr-14

May-14/

Jun-14]

#1,297,498,300.00

+1821,123,500.00

#1,175,454,800.00

& 967,327,400.00

2,265,644,000.00

+4,544,916,100.00

#4,022,792,500.00

£4,317,641,300.00

#1,627,470,600.00

+1,023,694,700.00

#3,493,691,500.00

#1,973,059,900.00

& 824,782,800.00

#1,691,712,500.00

£4,927,386,500.00

+2,187,626,200.00

#2,966,925,400.00

#2,202,014,900.00

#2,159,322,300.00|

#1,511,863,500.00|

#4,060,131,500.00|

# 1,843,665,300.00

# 2,439,308,800.00|

# 3,015,652,300.00]

# 764,748,600.00|

# 3,059,451,100.00|

# 2,879,385,600.00|

# 3,032,115,500.00

# 2,609,030,500.00|

# 3,000,312,200.00]

#1,218,646,400.00|

# 2,035,493,300.00|

# 3,596,177,500.00|

# 3,958,333,500.00

#4,856,865,900.00|

# 1,754,855,100.00]

# 3,479,643,000.00|

# 3,864,832,700.00|

# 2,458,711,700.00|

# 4,801,142,000.00

# 2,700,421,800.00|

# 3,212,451,300.00]

# 602,463,700.00|

#1,387,315,500.00|

#4,501,134,600.00|

# 2,728,502,800.00

# 1,687,978,600.00|

# 3,627,716,800.00]

11|Borno

# 2,361,614,200.00|

# 1,616,065,000.00|

#4,908,244,600.00|

# 4,216,846,800.00

# 581,980,000.00|

# 4,166,988,100.00]

Cross River

#2,416,592,600.00

#1,971,834,600.00

#1,814,142,400.00

# 4,658,487,000.00

& 745,327,000.00

+4,779,952,700.00

Delta

#4,755,914,300.00

#2,382,209,500.00

#3,361,514,600.00

#2,060,298,000.00

#4,671,269,900.00

#2,363,220,900.00

oo

Ebonyi

#3,547,140,000.00

# 3,233,069,500.00

#4,883,253,900.00

#1,060,164,800.00

#2,926,053,500.00

& 713,048,500.00

Edo

#2,663,501,000.00

& 781,461,300.00

& 462,661,800.00

#543,085,200.00

# 3,256,011,600.00

#2,900,705,900.00

Ekiti

#1,816,087,900.00

£4,128,943,600.00

#1,512,170,300.00

#2,592,908,100.00

 3,340,038,100.00

+4,040,341,600.00

~hT

Enugu

#1,409,979,200.00

#2,609,372,800.00

#1,990,646,300.00

#3,219,650,200.00

#1,893,090,400.00

+4,581,716,900.00

FCT

# 3,199,223,200.00|

#2,063,317,300.00|

#1,829,381,400.00|

# 3,704,640,600.00

#4,980,777,000.00|

# 2,520,202,300.00]

Gombe

#620,111,300.00|

# 2,201,453,200.00|

# 1,885,641,400.00|

# 4,146,024,300.00

#2,551,023,100.00|

#2,523,019,700.00]

(SRR

Imo

# 2,591,742,600.00|

# 2,521,764,800.00|

#2,013,394,500.00|

#4,994,515,700.00

# 3,014,428,300.00|

#2,922,241,300.00]

Jigawa

# 3,550,126,700.00|

#1,573,445,100.00|

# 3,756,243,200.00|

# 3,092,703,100.00

#1,417,963,700.00|

# 2,311,559,800.00]

oo

2 |Kaduna

# 3,938,598,800.00|

# 2,599,773,900.00|

#1,224,843,400.00|

#1,662,248,400.00

#450,931,500.00|

# 3,835,345,400.00]

Video 4 Next Sheet

4
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Filtering

Filter

rest.

is one of

the Excel power
selectively choose what you want to view in a table and hide the

It is very easy to access and can be accessed from three different
places in Excel.

By right clicking and selecting Filter.

A B C D E
" r—— 1— I
s/N Pizz . —1
2 1| vea Calibri =11 ~| A" a7 % - 05 o
3 dextr B I = O- A~
4 | 3|BBQ Chicken 1
5 4[Extr ¥, Cut M
6 5|Mez By Copy M|
7 6|Hot = . M
———t—— iy Paste Options: —
8 7|BBQ - M|
g 8|chic A M|
10 9|Mez Paste Special... M|
1 10|Chic M Go Back
— Insert... — -
12 11|Chic M|
13 12[seq  Delete m|
14 13|chic Clear Contents M
15 14|Chic [ Quick Analysis M|
16 15|Chic Filter
17 16|Bee
P Sort
18 17|Chic
19 18|Hot| [ Insert Comment Filter by Selected Cell's Value
20 15[Mez [:Z] Format Cells... Filter by Selected Cell's Color
21 720@ Pick From Drop-down List.., Filter by Selected Cell's Font Color
22 21|Mar, . .
[ B PR Define Mame... Filter by Selected Cell's lcon
W % Hyperlink... '-r.+'

From the Home menu, clicking on Sort & Filter at the right.
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LG =] rm -8 x
BRI rove  mser eacelaout  RoRMUAS  DATA AW N e
i, e s =-m rrm - Ea
1 A et D forwe 0Tl et
A 8 < ° . v s
sm ’an
p almestzsa oL AM
[ feavenn son02 AM
: 1{_7550 Chicken o00a am
e i
' elrorvegge Bom1a am
f 7[Bsn philly staak soua0AM
s 8|Chicken Feast o020 4M
o Sleatzaa o022 am
T0[chickensuys w0025 AM o sack
11/Chicken Lagend souz0AM
12/B80 Philly Steak sonz7am
13[Chickensuya 0025 AM
1a[chicken Feast si00:33 AM
S Somsaan
1% 17|Chicken Feast F:00:35 AM|
a5luat vegge Soui3s AM
15|estza 0035 AM
20)eatzaa Sou3saM
From the Data menu.
H ©- = Filtering.x
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER L
[EFrDm Access r [=] Connections Clear ¥ T
.¢. sl EE
[éa From Web . = Properties X Reapply
From Other Existing Refresh o %l Sort Filter Textto Fl
[ From Text Sources~  Connections Al Edit Links Vo Advanced Columns  F
Get External Data Connedions Sort & Filter
B3 - ‘fl Extravaganza
A B C D E F
R Pizza Sold Time
2 1|Meatzaa 8:00:01 AM
3 | 2|Extravaganza 8:00:02 AM
4 3|BBQ Chicken 8:00:04 AM
5 4|Extravaganza 8:00:07 AM
6 5|Meatzaa 8:00:08 AM
T 6|Hot Veggie 8:00:14 AM
g 7|BBQ Philly Steak 8:00:20 AM
g 8|Chicken Feast 8:00:20 AM
10 9|Meatzaa 8:00:22 AM
1 10|Chicken Suya 8:00:25 AM Go Back
12 11|Chicken Legend 8:00:26 AM
13 12(BBQ Philly Steak 8:00:27 AM
14 13|Chicken Suya 8:00:29 AM
15 14|Chicken Feast 8:00:33 AM
16 15|Chicken Feast 8:00:33 AM
17 16|Beef Suya 8:00:34 AM
18 17|Chicken Feast 8:00:35 AM
19 18|Hot Veggie 8:00:35 AM
20 19|Meatzaa 8:00:35 AM
21 20|Meatzaa 8:00:36 AM
22 21|Margarita 8:00:37 AM
Video 6 | Filtering Example @
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Once youdve turned on the Filter

dropdown box beside the headers of the tabl e.

i B
s/N - |Pizza Sold

2l SortAteZ

Z] SotZtoA
Sort by Color 3 £:00:04 AM
8:00:07 AM
B:00:08 AM
g2:00:14 AM
Text Filters b B5:00:20 AM
B:00:20 AM
Search P
B8:00:22 AM
-1 (Select Al ~ 2:00:25 AM
-[+#] BBO Chicken —
.[¥] BBQ Philly Steak 8:00:26 AM|
[+ Beef Suya 8:00:27 AM
--[+] Chicken Bali 2:00:29 AM
Chicken Feast 2:00:33 AM
-[+| Chicken Legend —
-[#] Chicken Suya 8:00:33 AM|
-[+#] Extravaganza 8:00:34 AM
-[¥] Hot Pepperoni Feast w  B:00:35 AN
B 8:00:35 AM
Cancel B:00:35 AM
B:00:30 AM
22 21|Margarita 8:00:37 AM

am - —— . - (]

Clicking on the dropdown box shows you all the unique items in that
field and you can select the ones you want to view (hiding the rest).
By default, all items are selected so you will have to unselect the
ones you don6t want to see.

In the screenshot below, all the pizza items were unselected except
the BBQ Chicken (meaning only BBQ Chicken was selected).

31
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H - =
HOME IMSERT PAGE LAYOUT FORMULAS DATA
[‘E]Fru:urn .-'—'x.CCEEE DE)- D IITSE’ =] Connections 8]
L& From Web — =
I Ted From Other E><|5t|n.g Fie:l‘re:h :_:.L Sor
Erram Sources~  Connections All~
Get External Data Connections
c3 - Jr | s00:02aM
A B c D
5/N - |Pizza Sold -T|Time -
4 3|BBO Chicken §:00:04 AM
31 50(BBQ Chicken 8:01:34 AM
72 71|BBQ Chicken 8:02:00 AM
75 74|BBQ Chicken 8:02:13 AM
g4 83|BBQ Chicken 8:02:37 AM
92 91|BBQ Chicken 2:02:49 AM
169 168|BBQ Chicken 8:05:23 AM
177 176|BBQ Chicken 8:05:34 AM
182 181|BBQ Chicken 8:05:39 AM
183 182|BBQ Chicken 8:05:40 AM
187 196|BBQ Chicken 2:08:01 AM
199 198|BBQ Chicken 2:08:03 AM
206 205|BBQ Chicken 8:06:22 AM
214 213|BBQ Chicken 8:00:40 AM
216 213|BBQ Chicken 8:00:40 AM
232 231|BBQ Chicken 8:07:07 AM
243 242|BBQ Chicken 8:07:28 AM
267 266|BBQ Chicken 2:08:31 AM
276 275|BBQ Chicken 2:08:45 AM
277 276|BBQ Chicken 8:08:45 AM
317 316|BBQ Chicken 8:09:55 AM
Notice the blue row numbers, it

that some rows have been hidden as they did not contain the items

we want to view.

Filtering is that simple and straight forward.
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Advanced Filtering

Every time you apply filter to a dataset in Excel and then copy out
the filtered data, you could have saved yourself time and some
mouse-strokes by using advanced filter. And despite the name,
advanced filter, it is surprisingly easy to use.

As an example, | have the fictitious sales record for Dhormino's Pizza
for June 5, 2016. They sell 16 Pizza types: Meatzaa, Extravaganza

, BBQ Chicken,Hot Veggie, BBQ Philly Steak, Chicken Feast, Chicken
Suya, Chicken Legend, Beef Suya, Margarita, Italiano, Pepperoni
Suya, Veggie Supreme, Hot Pepperoni Feast, Chicken

Bali and Pepperoni Feast.
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H ©- = -
HOME IMSERT PAGE LAYOUT FORMULAS DATA
e 96 Cut Calibri 11 LA A ==
By Copy ~
Paste ) I U = ==
- % Format Painter - - - =
Clipboard P Fant T
F22 - Jx
A B C
s/N Pizza Sold Time
2 1|Meatzaa 8:00:01 AM
3 2|Extravaganza 5:00:02 AM
4 3|BBQ Chicken 8:00:04 AM
5 4|Extravaganza 8:00:07 AM
6 5|Meatzaa 8:00:08 AM
7 6|Hot Veggie 5:00:14 AM
8 7|BBQ Philly Steak 8:00:20 AM
9 8|Chicken Feast 8:00:20 AM
10 9|Meatzaa 8:00:22 AM
11 10|Chicken Suya 8:00:25 AM
12 11|Chicken Legend 8:00:26 AM
13 12 |BBQ Philly Steak 8:00:27 AM
14 13 |Chicken Suya 8:00:25 AM
15 14|Chicken Feast 8:00:33 AM
16 15|Chicken Feast 8:00:33 AM
17 16|Beef Suya 5:00:34 AM
18 17|Chicken Feast 8:00:35 AM
12 18[Hot Veggie 8:00:35 AM
20 19(Meatzaa 8:00:35 AM
21 20(Meatzaa 8:00:36 AM
22 21|Margarita 8:00:37 AM
23 22|haliano 5:00:40 AM
Video & | Filtering Example | Michael Mary

REWIEW

Alignmern

{ '+:|

READY 09
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They got a new country manager this March, and one of his strategies
is to have four brand manag ers owning 4 different baskets of the
pizza types, like the FMCG companies do. Two of those managers are
Michael and Mary. They are to ensure that the brands (pizza types)
they own are performing well. They are given the latitude and
resources to promote t hem using whatever promotional mix they
want.

As the company's main business data analyst, you pull out daily sales
records and extract the ones for each brand manager. With advanced
filter, it will be a piece of cake. You might even hook it to a recorded
macro and at a click of button all is done.

Continuing with the example, let's see how to extract for Michael and
Mary.

HE - S

A B C D E F
1 5/N Pizza Sold Time
2 1|Meatzaa 8:00:01 AM Michael: Pizza Sold
3 2|Extravaganza 8:00:02 AM Meatzaa
4 3[BBQ Chicken 8:00:04 AM Extravaganza
5 4|Extravaganza 8:00:07 AM BBQ Chicken
[ S|Meatzaa 8:00:08 AM Hot Veggie
7 6|Hot Veggie 8:00:14 AM BBQ Philly Steak
8 7(8BQ Philly Steak 8:00:20 AM
] 8|Chicken Feast 8:00:20 AM
10 9|Meatzaa 8:00:22 AM Mary: Pizza Sold
1 10|Chicken Suya 8:00:25 AM Beef Suya
12 11|Chicken Legend 8:00:26 AM Margarita
13 12|8BQ Philly Steak 8:00:27 AM Italiano
14 13(Chicken Suya 8:00:29 AM Pepperoni Suya
15 14(Chicken Feast 8:00:33 AM Veggie Supreme
16 15|Chicken Feast 8:00:33 AM Hot Pepperoni Feast
17 16(Beef Suya 8:00:34 AM
18 17|Chicken Feast
19 18|Hot Veggie
20 19|Meatzaa
21 20|Meatzaa
22 21|Margarita
23 22[ltaliano

Video 6 Filtering Example Michael Mary w@-: 4

Step 1 is to write out the pizza types Michael and Mary manage,
separately. And to help advanced filter know where to look for those
pizza names, give them a header that matches that in the sales
table. See the screenshot above for what | mean.
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Step 2 is to go to Michael's sheet (another Excel sheet where you
want to put Michael's). Launch advanced filter from there. It is under
Data menu, about the middle of the menu tools.

H - =1 6 - Filtering.dsx - Excel
ES  HoME  INSERT  PAGELAVOUT  FORMULAS  DATA | REVIEW  VIEW  DEVELOPER  ADD-NS  LOADTEST  TEAM

[ From Access D} D “”e [ Connections sl Y Clear E’E EE7 Flash Fill Es Consolidate

[ From Web - Properties ) I BB Remove Duplicates [ What-If Analysis -
From Other  Existing  Refresh 7| Sot  Fiter Textto
[BFromTet  Sources=  Connections  All = Edit Links A Columns =& Data Validation ~ Relationships
Get External Data Connedtions Sort & Filter Data Tools
G15 - f\
A B c D E F G H 1 J K L

ok W o

Set it to "Copy to another location"



6 - Filtering.xlsx - Excel

AGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS

[=] Connections 8l | W Clear Y Flash Fill
Properties - S Y Reapply o E*ﬂ Remove D
ing Refresh . ? zl Sort Filter e Text to
tions | All [, Edit Links o V- Advanced Columns == Data Valid:
Connections Sort & Filter [
S
D E F G H ]

Advanced Filter

Action

m O Filter the list, in-place |

“@ Copy to another location

List range: ||

Criteria range: |

Copy to: |

|:| Unigue records only

[ ok ] cance

Provide the sales data range as the "list range", and Michael's pizza
types with the header as the "Criteria range”.
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o- :
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS LOAD TEST TEAM

From A s Cle Flash Fill Col idate
From W ) ove Dupl What-If Anal
From Other Sort Filter Text to
FromText g Edit Links Columns =5 Data Validation Relationships
Get External Data Connections Sort & Filter Data Tools
= - Advanced Filter ?
Action
A 5 < | Eilter the list, in-place L F
1 |s/N Pizza Sold (® Capyto another lacation
2 1|Meatzaa “‘\" = Pizza Sold
B 2|extravaganza List range 1S451:5C55001 : Meatzaa
" 3|eBQ chicken Criteria range: | iple'ISFS2:SFS7 Mextravaganza
5 4|Extravaganza Copy to: BBQ Chicken
6 5|Meatzaa ) U s oy Hot Veggie
7 6|Hot Veggie [iBBQ Philly Steak
8 7|BBQ Philly Steak S
9 8|Chicken Feast
10 9|Meatzaa Mary: Pizza Sold
n 10|Chicken Suya Beef Suya
12 11|Chicken Legend Margarita
13 12|BBAQ Philly Steak Italiano
14 13|Chicken Suya Pepperoni Suya
15 14|Chicken Feast Veggie Supreme
16 15 |Chicken Feast Hot Pepperoni Feast
17 16|Beef Suya
18 17 |Chicken Feast
19 18|Hot Veggie
20 138 |Meatzaa
21 20|Meatzaa
22 21|Margarita
23 22 |italiano
Video & Filtering Example | Michael Mary 4
T

Finally, for the "Copy to", go to Michael's sheet and select where the
result should be displayed. In this example, | select cell Al.



H &2 = - 6 - Filtering sk - E

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-IMNS LOAD TEST

[E From Access 2] Connections Y,‘ Clear A [E Flash Fill Bac
: B B [ | St
[& From Web o E Properties T Reapply [+f Remove Duplicates Ew

Fram Other Existing Refresh Sort Filter ext to
[BFromTest  Sources~ | Connections | All~ o Edit Links Yo Advanced | Columns =5 Data Validation og R

Get External Data Connections Sort & Filter Data Tools
Al - ﬁ'
Action
A . g c o E () Filter the list, in-place J K

1_________! (® Copy to another location E
2
2 wstange [sastscssoon B |
. Criteria range: [
5 Copy [& I
3 [] unique records only L
‘ o] |
g T T
10
n
12
13
14
15
16
17
18
19
20
21
22
23

Video & Filtering Example ael | Mary |

And voila! We get the results.

39



B H S E -

FILE HOME IMSERT FORMULAS DATA
[EFromAccesE ”= (=] Connections ,:_l E
& & 2%

E%. From Web —
From Other Existing Refresh zZl 5
[ From Text Sources=  Connections  All~ a

Get External Data

PAGE LAYOUT

Connections

F5 - Jr
A B C D L
5N Pizza Sold Time

2 1|Meatzaa 8:00:01 AM

3 2|Extravaganza 8:00:02 AM

4 3|BBQ Chicken 8:00:04 AM

5 4 |Extravaganza 8:00:07 AM E
& 5| Meatzaa 8:00:08 AM

7 B|Hot Veggie 8:00:14 AM

8 7 |BBQ Philly Steak | 8:00:20 AM

g 9| Meatzaa 8:00:22 AM

10 12 |BBQ Philly Steak | 8:00:27 AM

11 18[Hot Veggie 8:00:35 AM

12 19|(Meatzaa 8:00:35 AM

13 20|Meatzaa 8:00:36 AM

14 23 |Hot Veggie 8:00:43 AM

15 28|BBQ Philly Steak | 8:00:52 AM

16 33|Extravaganza 8:01:00 AM

17 26|Extravaganza 2:01:08 AM

18 38|BBQ Philly Steak | 8:01:16 AM

19 42|BBQ Philly Steak | §:01:20 AM

20 43|BBQ Philly Steak | B:01:26 AM

21 49|BBQ Philly Steak | 8:01:34 AM

22 50|BBQ Chicken 8:01:24 AM

23 52|BBQ Philly Steak | 8:01:36 AM

Video & Filtering Example Michael hary

Very easy and cool.
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And there is more to advanced filter. How about if we have a more
detailed sales transaction data that captures sales value for each
sales transaction, and we would like to extract sales transactions that
generated more that 15,000 naira. That too is very easy with
advanced filter.

Just follow me. Below is the snapshot of the detailed sales
transaction data.

H - B - 14 - Pivat table, Pivot Chart and PowerPivat xlsx - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS LOAD TEST TEAM
[ From Access D D F [=] Connections Y El@ [E Flash Fill B Consolidat
[& From Web < = - Remove Duplicates 7 What-If An
[ et From Other Existing F!E.fre!h Ei Saort Filter Y Adv " Text to £ Diata Validat .
g From Sources~  Connections All~ # Advance: Columns —o Yata Validation
Get External Data Connedtions Sort & Filter Data Tools

L10 - f

A B C D E F G H J i

S/N  |Pizza Sold Price ‘Quantity |[Amount Sold |Time Time Range

2 1|Meatzaa #2,000.00) 5| # 10,000.00( 2:00:01 AM|Before 5:00am
3 2 |Extravaganza # 2,000.00 4| #8,000.00(8:00:02 AM|Before 9:00am >15000
4 3|BBQ Chicken # 4,000.00 5| # 20,000.00( 8:00:04 AM|[Before 9:00am
5 4|Extravaganza # 2,000.00| 1| #2,000.00(8:00:07 AM|Before 9:00am
6 5|Meatzaa # 2,000.00 4| #8,000.00|8:00:08 AM|Before 9:00am
7 6|Hot Veggie # 4,000.00 2| #8,000.00(8:00:14 AM |Before 9:00am
8 7|BBQ Philly Steak # 4,000.00 5| #20,000.00( 8:00:20 AM|Before 8:00am
9 8|Chicken Feast # 2,000.00| 1| #2,000.00|8:00:20 AM|Before 9:00am
10 9|Meatzaa # 2,000.00| 3| #6,000.00(8:00:22 AM |Before 9:00am
1 10|Chicken Suya # 4,000.00 5| #20,000.00( 8:00:25 AM |Before 9:00am
12 11|Chicken Legend # 2,000.00 5| #10,000.00( 8:00:26 AM |Before 9:00am
13 12|88Q Philly Steak # 4,000.00 4| #16,000.00( 8:00:27 AM|Before 9:00am
14 13|Chicken Suya # 4,000.00 2| #38,000.00(8:00:29 AM |Before 9:00am
15 14|Chicken Feast # 2,000.00 5| #10,000.00( 8:00:33 AM |Before 9:00am
16 15|Chicken Feast # 2,000.00| 4| #8,000.00(8:00:33 AM |Before 9:00am
17 16|Beef Suya # 3,000.00 5| & 15,000.00( 8:00:34 AM |Before 9:00am
18 17 |Chicken Feast # 2,000.00 5| #10,000.00( 8:00:35 AM [Before 9:00am
19 18|Hot Veggie # 4,000.00 5| #20,000.00| 8:00:35 AM|Before 9:00am
20 19|Meatzaa # 2,000.00 5| & 10,000.00( 8:00:35 AM |Before 9:00am
21 20|Meatzaa # 2,000.00| 2| #4,000.00(8:00:36 AM|Before 9:00am
22 21|Margarita # 4,000.00 3| #12,000.00| 8:00:37 AM|Before 9:00am

22 |Italiano # 3,000.00 5| & 15,000.00( 8:00:40 AM |Before 9:00am

Video 9 Pivot Table n Pivot Chart High Sales External File Import -'-}‘.w

We have specified that we want greater than 15,000 naira

transactions only.

The steps are just like previous ones. Launch the advanced filter and
provide both the "List range" and "Criteria range"
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WE o .

From

HOME  INSERT

PAGELAYOUT ~ FORMULAS

DATA | REVIEW

VIEW ~ DEVELOPER ~ ADD-INS  LOADTEST  TEAM

From W
esh rt Filter
From Text
P . £
A B C D E F G
S§/N |Pizza Sold Price |Quantity |Amount Sold | Time Time Range
2 1|Meatzaa # 2,000.00 5| % 10,000.00| 8:00:01 AM|Before 9:00am
3 2|Extravaganza & 2,000.00 4| % 8,000.00(8:00:02 AM|Before 5:00am
4 3|BBQ Chicken # 4,000.00 5| #20,000.00| Before 9:00am
5 4|Extravaganza & 2,000.00 1| #2,000.00| Before 9:00am
6 5|Meatzaa # 2,000.00 4| # 8,000.00| Before 9:00am
7 B|Hot Veggie # 4,000.00 2| #8,000.00| Before 9:00am
8 7|BBQ Philly Steak # 4,000.00] 5| & 20,000.00] 8: Before 9:00am
9 8|Chicken Feast # 2,000.00 1| #2,000.00|8:00:20 AM|Before 9:00am
0 9|Meatzaa & 2,000.00 3| % 6,000.00(8:00:22 AM|Before 5:00am
10|Chicken Suya # 4,000.00 5| # 20,000.00| 8:00:25 AM|Before 9:00am
12 11|Chicken Legend & 2,000.00 5| & 10,000.00| :26 AM|Before 9:00am
13 12|BBQ Philly Steak # 4,000.00 4| # 16,000.00] Before 9:00am
14 13|Chicken Suya # 4,000.00 2| #8,000.00| Before 9:00am
15 14|Chicken Feast & 2,000.00 5| & 10,000.00| Before 9:00am
16 15|Chicken Feast # 2,000.00 4| # 8,000.00| Before 9:00am
17 16|Beef Suya # 3,000.00 5| & 15,000.00]| Before 9:00am
18 17 |Chicken Feast # 2,000.00 5| # 10,000.00| Before 9:00am
19 18|Hot Veggie # 4,000.00 5| & 20,000.00| Before 9:00am
20 19|Meatzaa # 2,000.00 5| # 10,000.00| Before 9:00am
20|Meatzaa # 2,000.00 2| # 4,000.00] Before 9:00am
22 21|Margarita & 4,000.00 3| & 12,000.00]| Before 9:00am
23 22|ltaliano # 3,000.00 5| # 15,000.00| 8:00:40 AM |Before 9:00am

Video @

Pivot Table n Pivot Chart

High Sales | External

File Import

Flash Fill
Remove Du What-If Anal
s =5 Data Validation Relationships
DataTools
H 1 J K
[Amount Sold
>15000

Advanced Filter
Adtion

O Eilterthe list, in-place

(® Capyto another lacation
Listrange: | 1SAS1:SGSS001
Griteria range: | hart15152:5153
Copy fo:

[ unique records only

Outline

Specify where the results should be displayed.
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E‘?'C’ I:l:

14 - Pivot table, Pivot Chart and PowerPiv

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS L
[EFrom Access D D ||= [=] Connections Yx Clear ~y  [E Flash Fill
[& From Web -¢- . Properties . Y Reapply E-E Remove Dup
From Other Existing Refresh zl Sort Filter i
[E|me Text Sources Connections All QEd\t Links o Y_.‘Ad‘.’ancad Columns == Data Validatii
Get External Data Connedions Sort & Filter Dal
a1 I
A E C D E F G H |
1
L P 4
2
3] Advancec
4
Action 0
5
6 O Filter the list, in-place I
7 @ Copy to another location [
5 List range: 1SAST1:5GS5001 EE I
g Criteria range: | 'hart'!5J52:5J53 L
10 Corto: [High Salesisast [F| |
n
12 D Unique records only B
12 o] i
14 T T =
15
16
17
18
138
20
21
22
23

Video &

Pivot Table n Pivot Chart High Sales External File Import

And voila, again! It's done!
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BHS ¢ &-
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA

14 - Pivot table, Pivot Chart and Powe

REVIEW VIEW DEVELOPER ADD-INS

[E] From Access BE} D ’—|rh, [#] Connections Y E’E = Flash Fill
D. From Web . A Remove C
From Other Existing Refresh Sort Filter Text to
LB From Text Sources~  Connections  All~ Yo Advanced | Columns S6 Data Valid
Get External Data Connections Sort & Filter

13 -

A B C D E F G H |

S/N Pizza Sold Price Quantity |Amount Sold |Time Time Range
2 3[BBQ Chicken # 4,000.00 5| # 20,000.00| 8:00:04 AM |Before 3:00am
3 I 7|BBQ Philly Steak # 4,000.00 5| # 20,000.00( 8:00:20 AM |Before 9:00am I:
4 10|Chicken Suya # 4,000.00 5| # 20,000.00| 8:00:25 AM |Before 3:00am
5 12|BBQ Philly Steak # 4,000.00 4| #16,000.00| 8:00:27 AM|Before 3:00am
6 18|Hot Veggie # 4,000.00 5| #20,000.00| 8:00:35 AM|Before 3:00am
7 39|Pepperoni Feast # 4,000.00 5| #20,000.00| 8:01:16 AM|Before 3:00am
8 42|BBQ Philly Steak # 4,000.00 5| #20,000.00| 8:01:20 AM|Before 9:00am
g 45(BBQ Philly Steak #4,000.00 4| #16,000.00| 8:01:26 AM|Before 9:00am
10 46(Hot Pepperoni Feast | # 4,000.00 5| #20,000.00| 8:01:28 AM |Before 9:00am
11 50|BBQ Chicken #4,000.00 4| #16,000.00| 8:01:34 AM|Before 9:00am
12 51(Pepperoni Feast #4,000.00 4| #16,000.00| 8:01:35 AM|Before 9:00am
13 53|BBQ Philly Steak # 4,000.00 4| #16,000.00| 8:01:26 AM|Before 9:00am
14 56|Chicken Suya # 4,000.00 5| # 20,000.00( 8:01:39 AM |Before 9:00am
15 57 [Margarita # 4,000.00 4| #16,000.00| 8:01:43 AM|Before 9:00am
16 73[Pepperoni Feast # 4,000.00 5| #20,000.00| 8:02:13 AM|Before 9:00am
17 §1|Pepperoni Feast # 4,000.00 5| # 20,000.00( 8:02:35 AM|Before 9:00am
18 34|BBQ Philly Steak # 4,000.00 4| #16,000.00| 8:02:38 AM|Before 9:00am
19 85[Hot Veggie # 4,000.00 5| #20,000.00| 8:02:38 AM|Before 9:00am
20 91|BBQ Chicken # 4,000.00 5| #20,000.00| 8:02:45 AM|Before 9:00am
21 92 |BBQ Philly Steak # 4,000.00 4| #16,000.00| 8:02:50 AM|Before 9:00am
22 94 [Hot Veggie # 4,000.00 5| #20,000.00| 8:02:55 AM|Before 9:00am
23 939(Hot Pepperoni Feast | # 4,000.00 4| #16,000.00| 8:03:05 AM|Before 3:00am
Video @ Pivot Table n Pivot Chart High Sales External File Import

Now you should be an expert, like me, at using advanced filter.
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Excel Errors

If you've used Excel consistently at work for a few months, you will
be familiar with some errors Excel displays when it can't get you the
answer you want. Ofte ntimes, we don't give some thoughts to these
errors but the truth is they are not random or meaningless, they are
trying to tell you something important.

Today, | will be sharing with you how to interpret those errors and
uncover the gem in them. How to re ad the message they are trying to
pass across to you.

There are eight error types in Excel:

#VALUE!
#DIV/O!
#N/A
HHHHHHHHH
#NAME?
#REF!
#NUM!
#NULL!

ONoA~WNE

#VALUE! Error

You get #VALUE! error when you do a calculation in Excel that doesn't
make sense. Like Michael + 2. What is Michael + 2? Is Michael a
number? What kind of answer are you expecting? Can you try it on
your CASIO calculator?
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1

Home Insert Page Layout Formulas Data Review View Develope
B ‘f’c"'t Calibri = E%] B Siwrap Text
I;aste A Copy 7 = == = | i= =
+ < Format Painter L e = = = | FF | EMerge
Clipboard [P Font P Alignment
I F9 - (" £ |
A B C D E F G b
1
2
3
4 Michael
5 + 2
6 H#VALUE!
7
8
5|
10
11

To be blunt, #VALUE! is Excel's way of saying someone is stupid.
Someone has typed in a calculation that makes absolutely no sense.

#DIV/0O! Error

As the name implies, division by zero, #DIV/0! is the error you get
when you do any formula that divides a number by zero.
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Home Insert Fage Layout Formulas Data Review View Developer

Calibri 11 v A A7 = Wrap Text

i

i
i -]
%

4

153 Copy -
- # Format Painter
Clipboard [P Font ] Alignment

| c16 ' 5|

&
ey
=

4

.
¢

1
b

4
I
]

= 5= | d Merge & Cer

10 200

11 / 0
L9l

12 #DIV/0!

13

14

15

16 | _|

17

18

19

Now, | have a trick question for you: what error do you think Excel
will give you when you divide Michael by zero? #VALUE! or #DIV/0!?

#N/A Error

This is the error you get when you do a lookup function (VLOOKUP,
LOOKUP, MATCH etc.) and Excel can't find what you are looking for.
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53 Copy ~

jFDrmatPainter B I U-[H- &Yév =

Faq Merge & Cente

Clipboard Font Alignment

F23 - F

A B C D E F G
13
14
15 Lookup Value |His Salary Table That Has Everything
16 John H#MN/A Employee |Salary
17 Mary #4,000,000
18 Tunde #5,000,000
15 Seun #5,000,000
20 Lekan #3,000,000
21 Rasheed #5,000,000
22
23
24
23
26

HiHE#HHE Error

You get this error for two reasons. The first and more common one is
when there is not enough space in your Excel cell to display a
numeric (number) value. Excel doesn't want you to take 1,000,000 as
1,000 because space was only enough to show 1,000. So it puts in
#iH#H#H###H In the entire cell and force you to expand/widen th e cell to
see the entire content.
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Home Insert Page Layout Formulas Data Review

 Cut P
& Cu Calibri <11 v A A
53 Copy -
\}'Format Fainter
Clipboard . Faont

C30 - I

A B = D

il |

ik,

I u- H- &-A-

m

22
23

24

25

26

27 1,000,000

28

29

E :I

31

32

33

The second and less common one is when you do a calculation on
date and the resulting date answer is too large or too small a value to
be shown as a valid date in Excel. Here's what | mean. In Excel you
can do 26-Aug-16 + 1 and you will get 27 -Aug-16 (the next date).

But when you try 26 -Aug-16 + 999999999 you get ######## and no
amount of expanding the cell will make the error go away. You are
trying to calculate a post -apocalyptic date.
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13 - Errors

Home Insert Page Layout Formulas Data Review View Developer Add-l

‘?’c”t Calibri T S S Wrap Text c
Paste Ao B I == =M -
- Format Painter = = EIDElSatanie]
Clipboard [F] Alignment [
| 131 - ("
A B B D E F G
28
29
30
3] 26-Aug-16
32 + 995959993
33 S
34
35
36
37
a8

#NAME? Error

This is the error you get when you type a formula name that doesn't
exist in Excel. Maybe you wanted to type SUM but mistakenly typed
SUN. Well, Excel doesn't know about the solar system so t will tell
you that it doesn't recognize that formula name.
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Home Insert Fage Layout Formulas Data Review

%C"'t Calibri oA = =[]
) =3 Copy ™ - - —
o JFormatF‘ainter LTS TS &v == =
Clipboard u Font u
E44 - Je
A B C D E
24
35
36
a7 ]
a8 4
39 10
40 T ENAME?
41
42
#REF! Error

This is a very popular and troublesome error. It happens when you
have a formula that picks value from a different sheet or different

file and somehow the file or sheet becomes inaccessible (or deleted).
When Excel tries to recalculate the formula, it give s you that #REF!
error because it can't access one of the reference file/sheet.
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44 From Another Sheet
45
46
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" Format Painter Ly

Calibri =< wrap
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43
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48

45

30
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52

a3

24

53

A funny case that causes it is when you drag a formula that depends
on a cell above it too way up that it messes with Excel's cell
reference system.

55



£ ISR

File Home Insert Page Layout Formulas Data Review View
‘__‘]'{‘CUt 1l AN == %
Eatte e B I U h-A-|EE=E
# Format Painter = = =
Clipboard M | Font | Alignmer
SUM MR R E A
T K L M N c
1| 6 " #REF!
2| 5 " HREF!
3 a " HREF!
4 3 " HREF!
5 | 2 " HREF!
6 | 1 =K1 !
7| 0 5
8 | 4
9| 3
10| 2
11 | 1
12
#NUM! Error

This is the error you get when you do a calculation that is too large or
too small for Excel to handle. An example is 999 raised to the power
of 99999
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Home Insert Page Layout Formulas Data Review View Developer

% cut [%] @ Wrap Text

53 Copy ~
Paste B 7 E.‘E Merge & Cents

¥ Format Painter
Clipboard [P} Font
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47
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51 HNUM!

52

53

35
26

#NULL! Error

This is a very uncommon error. We are all familiar with the
multiplication, addition, subtra ction, division etc. operations. There
is one not very commonly known -- the intersect operator. And it is
simply a space. It gets you the intersect value of two different
ranges.
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13 - Errors in Excel.xl:
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13 - Errors in Ex
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So what happens when you select ranges that do not intersect? You
get #NULL! error.
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And those are the errors in Excel and their interpretation. Now you
know what they are telling you anytime you come across them.
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Data Cleaning

A lot of times the data you are given to work on in Excel is not in a
format usable for you and need some cleaning before you can go
ahead with the analysis you intended doing on it. In most cases you
have to manually clean the data and fix whatever issues it has one by
one before progressing with the original analysis you intended to do
on the data.

Fortunately, Excel has some nifty tools to help you automate some of
this data cleaning process. The most common ones are,

1 Removing duplicates, and

1 Text to Columns

Then weol | cover a special t ool t hat
categorizationofyourdat a: Subt ot al . Finally webd

Validation, an ingenious tool for reducing data entry errors in your
Excel files.

Removing Duplicates.

Occasionally, you wil!/l have a table
duplicate entries. If it were a sales transaction table, you might want

to remove the duplicate sales entries. In the example below, it is a

table of items (Pizzas) and we want to remove the duplicate entries

leaving only unique entries.
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H ©- B = Data Cleaning.xlsx - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST oW

[ From Access @ [‘3« |7|r:,3 =] Connections 8 Y Clear E’E ’_E‘ E_)E E

[& From Web Properties Reapply
From Other Existing Refresh zl Sort Filter Textto Flash Remove L
[BFromText  Sources~  Connections  All= o Edit Links Vo Advanced  columns  Fill  Duplicates Valic

Get External Data Connections Sort & Filter

Al M Pizza Sold

A B C D E F G H J

Pizza Sold
Meatzaa

1

2

3 |Extravaganza
4 |BBQ Chicken
5 |Hot Veggie
6
7
8

BBQ Philly Steak
Meatzaa
Extravaganza

9 |BBQ Chicken

10 |Beef Suya

11 |Margarita

12 | Italiano

13 |Pepperoni Suya Text2Column
14 |Veggie Supreme

15 |Pepperaoni Suya

16 |Veggie Supreme

17 |Hot Pepperoni Feast
18

18

As illustrated above, you select the entire records first and th  en go to
Data menu, click on Remove Duplicates. You will get a confirmatory
dialog box. Click on OK.

H ©- =
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY

[ From Access D} D reEIchnEctinm Y C“Eﬂ'_ £ EEy E"E =

[& From Web Properties
From Other Existing Refresh zl Sort Filter Textto Flash Remove Data Cor
Columns  Fill  Duplicates Validation =

[FomTet  souces+  Connections  All= <) Felitlinks
Get External Data Connections Sort & Filter Data Tools

o

Yo Advanced
A2 - f\ Meatzaa

A B C D E F G H J K
Pizza Sold

Extravaganza

BBQ Chicken To delete duplicate values, select one or more columns that contain duplicates.

Unselect All My data has headers

BBQ Philly Steak
Meatzaa
Extravaganza
BBQ Chicken

10 |Beef Suya

11 |Margarita

12 |italiano Q

13 |Pepperoni Suya

14 |veggie Supreme \ o
15 [Pepperoni Suya

16 |Veggie Supreme

17 |Hot Pepperoni Feast

18

Columns
Pizza Sold

1
2
3
4
5 |Hot Veggie
6
7
]
9

Cancel
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Youdll see a result showing the
found and the number of unique values found. Basically, what
Remove Duplicates does is it leaves one record of each item and
removes all the extra record for that item that it finds.

H - = -
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAL

l:E!FromAccess D:} D ||=9 [=] Connections 8] Y Clear E’E E‘

[& From Web Properties Reapply
From Other Existing Refresh il Sort Filter Textto Flash
[ From Text Sources  Connections  All~ Edit Links Tradvanced  Columns  Fill

Get Bxternal Data Connections Sort & Filter

- S | meatzaa

A B C D E F G H
Pizza Sold
Meatzaa

Extravaganza
BBQ Chicken
Hot Veggie

BBQ Philly Steak

Beef Suya o 5 duplicate values found and removed; 11 unigue values remain.
Margarita
Italiano
Pepperoni Suya

Veggie Supreme

Hot Pepperoni Feast

R RENRE T R SRETYRY U

=
o

Was this information helpful?

—
=

-
~

-
w

Text2Column

I ) g
~N o B

[Ny
BRE=RT= =)

When you select a table with more than one field entry, the Remove
Duplicates remove only the entries that have same value in all the
fields as a previous entry except you specify which fields to exclude
in the search for duplicates.

In the screenshot below, we excluded Car Sales from the fields to
include in the search for duplicates. So rows that have the same
entries in all the other fields will be  deleted except one.
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Car Make

Car Sales

Uche & Sons Autodealership

C Davies Cars Ltd

Bello & Bello Ltd

France

Bugatti

25

25

France

Peugeot

20

5

France

Renault

24

24

Germany

Germany

Germany

Germany

Germany

Germany

India

India

India

Italy

Italy

Japan

Japan

Japan

Japan

To delete duplicate values, select one or more columns that contain duplicates.

4= select All

5= Unselect Al

My data has headers

Columns
Car Make
[ | Carsales

C Davies Cars Ltd
Bello Bello Ltd

Uche Sons Autodealership

Cancel

Japan

Japan

Isuzu

Japan

Infiniti

HEE o

Text to Columns

There will be times you will have data you would prefer split across

multiple columns squeezed into one column. This happens a lot when

you copy data from an external source into Excel or you open an
exported data from other business software like CRMs and ERPs.

Excel
entries into multiple columns provided there is a recognizable

character separating each field or they have fixed lengths per field.
Below is a simple example for splitting a full name in one column to
first Name column and last Name field column.
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H -2 = Data Cleaning.xdsx - Excel
ET  HOME  INSERT  PAGELAYOUT — FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWER QUER

[ From Access D+ I:L r =] Connections Y W Clear EI EE,':! E_}E S/@

[& From Web [=] Properties Vo Reapply
From Other | Bxisting | Refresh ) 7| Sort  Fiter Textto Flash Remove  Data €
[bFromTet  Sources- | Connections | All- e Edit Links e VoAdvanced  Columns  Fill  Duplicates Validation -

Ny
iy

Get External Data Connections Sort & Filter Data Too
Al - FirstName LastName
A B C D E F G H | J K
1|[FirstName LastName
2|[Mmichael Olafusi
3 |[John Abiola
e The Text Wizard has determined that your data is Delimited.
4||Mary Eze
5|[Lola Adigun If th.is is correct, choose Next, or choose the data type that best describes your data,
6llsegun 0 1abi QOriginal data.type )
| Choose the file type that best describes your data:
Y — (@iDelimited, - Characters such as commas or tabs separate each field.
8||Uche Nnamdi y o . .
() Fixed width - Fields are aligned in columns with spaces between each field.
9||David Aluko
10}|Lekan Bello
11| Luke Tsangi
12
13
14 Preview of selected data:
5 Subtotal 1[FirstMame LastName A~
16 [zptichael olafusi
17 ohn Abinla
[4 Mary Eze
13 [slLolz Adigun w
19
20
21 < Back
22

Delimited is the option to specify that there is a recognizable
character separating each field. In this example, there is a space
separating every first name from the last name.

This screen lets you set the delimiters your data contains, You can see how your text is affected
inthe preview below,

Delimiters

[JTab

[ semicolon Treat consecutive delimiters as one

astName
lafusi
iola
ze
digun

Cancel || < Back Next > || Finish
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Notice how Excel shows a line between the first names and the last
names once you select the appropriate delimiter (space, in this
case). Click on Next and Finish.

This screen lets you select each column and set the Data Format.

Column data format

@Qeneral
‘General’ converts numeric values to numbers, date values
O Text to dates, and all remaining values to text.

Opwe: (wor [+

O Do not import column (skip}

Destination: | SAST

Data preview

| Cancel || < Back

Below is the result. Just as desired.
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E12 v Jx

A B C
FirstMame LastMame

2 |Michael Olafusi

3 [lohn Abiola

4 |Mary Eze

5 |Lola Adigun

& Segun Owolabi
7 |Tolu Owoeye
8 |Uche Mnamdi
g |David Aluko

10 |Lekan Bello
1 |Luke Tsangi

12

Subtotal

Subtotal is a secret tool for doing a quick analysis of a table in Excel.
It breaks the data down by categories and creates grouping that
shows you different levels of details.

It is also very easy to use.

Bel ow i s an example where weol |l use
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A B C D E

Car Make  |Car Sales Uche & Sons Autodealership |C Davies Cars Ltd [Bello & Bello Ltd
2 |France Bugatti 25 25 33
3 |France Peugeot 20 5 25
4 |France Renault 24 24 31
5 |Germany BMW 20 6 33
6 |Germany Parsche 27 45 14
7 |Germany Audi 28 43 43
8 |Germany Volkswagen 16 43 11
9 |Germany Mercedes-Benz 23 45 34
10 |Germany Opel 24 16 41
1 |India Tata 41 29 7
12 |India Ashok Leyland 11 19 13
13 |India Mahindra 34 27 15
14 Italy Maserati 13 22 9
15 |ltaly Lamborghini 31 26 27
1 Japan Toyota 30 24 40
17 Japan Honda 11 12 12
18 |Japan Honda 36 31 34
1% Japan Mazda 22 5 25
20 Japan Nissan 11 36 6
21 |Japan Isuzu 44 15 34
22 |Japan Infiniti ) 18 28
23 |Japan Datsun 31 18 11
24 |Japan Subaru 24 7 20
25 |Japan Suzuki 13 29 43
26 |Japan Scion 26 18 36
27 |South Korea [Hvundai 32 28 40

It is a market research data table showing the different car make sold
in three different auto dealerships.

We can apply a subtotal to this to see some interesting analysis.

Od 9 =
RO oM mSERT  PAGELAYOUT  FORMULAS | DATA | REVIEW  VIEW  DEVELOPER  LOADTES
[2 BT

. 2] Connections

Vst 2 oo | ow | Comsite Group Ungroup Subicks
AL fr Make e
A - £ i+ E F G H | ) K M N
1||car make _|carsales |uche & sons | € Davies cars utd [sello & Bello Ltd
3 e {peages = g = [N
3 ||France Peugeot 20| L 25|
4||France Renault 24| EI 31| At each change in:
5||Germany __[BMw 2# 6| 33H Car Make v
Porsche 27 as| 14 Use function:
7||cermany  |Audi 28| 43| 4 sum v
8||Germany__|Volkswagen 16| 43 1 Add subtatal to:
9||Germany | mercedes-Benz e a5 34 [ Car ke
iqlceman —Jope 2 n sl b e
11)india Tata 1 2| 7 v  Davies Cars 1ta
17[india [Ashok Leyland | 13| 13 € fSeaeataond ]
13india Mahindra 34| 27| 15
14[itaty Maseratl E{ 2| 3 ] Replace gurrent subtotals
15 [imaly. 3] 20| el ‘Page break between groups
1q[1apan Toyota 3 = = ¥ Summary beiow data
17| Japan Honda 11| 42 12| Bemove All oK Cancel
18 Japan Honda 38| 31 34| xz
19| lapan Mazda 2| 5| :_sH 6
20 [1apan Nissan 1 36 5
21(lapan Isuzu 44| 15 Er
22| lapan infiniti [ 1| 2|
= =




Select the table, go to Data menu and click on Subtotal. In the dialog

bo x
t hat

t hat

have

analysis of them).

c omes

up, in
numeric val

t he
ues (

0Add

except

Once you click on OK, you get a result that looks like the following

_F'_ITITIT\ # levels pf categorization D E
1 |Car Make  |Car Sales Uche & Sons Autodealership |C Davies Cars Ltd |Bello & Bello Ltd
2 |France Bugatti 25 25 33
3 |France Peugeot 20 5 25
4 |France Renault 24 24 31
[=] 5 |France Total 69 89
6 |Germany BMW 20 6 33
7 |Germany Porsche 27 14
8 |Germany  [Audi 28 43 43
9 |Germany Volkswagen 16 43 11
10 |Germany Mercedes-Benz 23 45 34
11 |Germany Opel 24 16| 41
[=]  12|GermanyTotal 133 198 176
13 |India Tata 41 29 7
14 |India Ashok Leyland 41 19| 13
15 |India Mahindra 34 27| 15
16 |India Total 116 75 35
17 |Italy Maserati 13 22| 9
18 |Italy Lamborghini 31 26| 27
19 |Italy Total 44 43 36
20 |Japan Toyota 30 24 40
21 |Japan Honda 11 42 12
22 |Japan Honda 36 31 34
23 |lapan Mazda 22 5 25
24 |Japan Missan 11 36| 6
25 |Japan Isuzu 44 15| 34
26 |Japan Infiniti B 18 28
27 lJapan Datsun 31 18| 11
Level 1:
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H ©- = Data Cleaning.xlsx
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD ™

[E From Access Di} D Ire = Eroﬁn‘necti?ns Y @’E E\

[é From Web . leapply
From Other Existing Refresh ) El Sort Filter Textto Flash |
[ From Text Sources¥  Connections  All - Edit Links Yo Advanced  Columns  Fil D

Get Biternal Data Connections Sort & Filter

G50 M Jr

A B C D E F
1 |Car Make  |Car Sales |Uche & Sons Autodealership |C Davies Cars Ltd |Bello & Bello Ltd
54 |Grand Total 1124 1165 1104

Level 2:

H ©- B = Data Cleaning.xlsx - Exc
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST

[y From Access D} D ||=n| Caonnections 8l Y E’E F E_’

P From Web e Properties
-] - ¥ . ¥

From Other Existing Refresh . zl Sort Filter Textto Flash Rem
[BFromText  Sources~  Cannections  All+ e Edit Links Yo fdvanced  Columns  Fill  Duplic

Get External Data Connections Sort & Filter

G60 - fe

A B c D E F

1 |Car Make ‘Car Sales Uche & Sons Autodealership |C Davies Cars Ltd [Bello & Bello Ltd
(+] s |France Total | 69 54 89
[+] 12 |GermanyTotal 138 198 176
|+| 15 India Total 116 75 35
[+| 19 italy Total 2 a8 36,
[+ 31 |1apanTotal 256 243 289
|+| 34 South Korea Total 60 69 53
[+| 37 sweden Total 39 53 34
[+ 45 |ukTotal 251 243 228
[+| 52 |UsTotal 151 182 164
- 54 | Grand Total 1124 1165 1104

55

56

57

Level 3:



BEH S =]

Data Cleaning.xlsx -

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER. LOAD "
I:E]From Afcazs I})‘ D @ [=] Connections El Y @’E ’_E‘
[& From Web =

From Other Existing Refresh El Sort Filter i Textto Flash |
[&From Text Sources™  Connections  All~- Toadvanced  Colymns il D
Get External Data Connedions Sort & Filter
G60 - i
A B C D E F
‘ Car Make  |Car Sales Uche & Sons Autodealership |C Davies Cars Ltd |Bello & Bello Ltd
2 |France Bugatti 25 25 33
3 |France Peugeot 20 5 25
4 |France Renault 24 24 31
[=] s |France Total 59 54 89
6 |Germany BMW 20 6 33
7 |Germany Porsche 27 45 14
2 |Germany  |Audi 28 43 43
9 |Germany Volkswagen 16 43 11
10 Germany Mercedes-Benz 23 45 34
11 |Germany Opel 24 16 41
B 12 | Germany Total 138 198 176
13 |India Tata 41 29 7|
14 |India Ashok Leyland 11 19 13
15 |India Mahindra 34 27 15
16 |India Total 116 75 35
17 |ltaly Maserati 13 22 9
18 |ltaly Lambaorghini 31 26 27|
[=] 19 italy Total a1 a3 36
20 |lapan Toyota an 24 40
21 Japan Honda 11 42 12|
22 |Japan Honda 36 31 34

And the best part is that you can remove the subtotal and have your
original table data back just as it was before. To remove is as easy as
clicking the Subtotal again and clicking on Remove All.

Xl = AR =0
HOME  INSERT  PAGELAYOUT  FORMULAS | DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWERQUERY
[ From Access D D (= Connectio Y L E\ E‘E 4 E‘D E\ LB GE
[& From Web <~ ’rr% ES S ? tH 8
FlomOther  Biisting  Refresh wt Fiter Tetto Flash Remove  Data  Consolidate What-if Group Ungroup Subtetal
[hfromTet  Sources~  Connections  All~ ToAdvanced  Columns  Fill  Duplicates Validation = s~ - -
Get External Data Connections Sort & Filter DataTools Outine i
A - S || carmeke
A 8 c D E F G H ) K L M
1 [CarMake |carsales Uche ip |C Davies Cars Ltd [Bello & Bello Ltd
2 |France Bugatti 25 25| 33
3 |France Peugeot 20 5| 25 -
[=] 5 [France Total 69 89| | ateach change in:
6 |Germany _[BMW 20 5 33 CarMake v
7 |Germany _|Porsche 27 45| 18 W e runction:
8 |Germany _|Audi 23 a3 3] um s
10 [Germany _|Mercedes Benz 23] 45| 31| a
11|Germany _|opel 2| 16| 41|
[-] 12 |GermanyTotal 133 193] 176!
13 [india [Tata 41 29| 7|
14 india |Ashok Leyland 41 131 13
15 |India Mahindra 34| 27] 15| eplace current subtotals
16 |India Total 116 75 35 age break between groups
17 [italy Maserati 13 29 3| || ¥ summary below data
el Z Z 2 | onen
20 [apan [Toyota 30 24 40|
21 [Japan Honda 11| 2 1| é
22 |Japan Honda 36| 31 |
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See the result below. All the level 1, 2 & 3 groupings gone.

A B C D E

Car Make  |Car Sales Uche & Sons Autodealership |C Davies Cars Ltd |Bello & Bello Ltd
2 France Bugatti 25 25 33
3 |France Peugeot 20 5 25
4 |France Renault 24 24 31
5 |Germany BMW 20 6 33
6 |Germany Porsche 27 45 14
7 |Germany  |Audi 28 13 13
8 |Germany Valkswagen 16 43 11
S Germany Mercedes-Benz 23 45 34
10 |Germany Opel 24 16 41
1 |India Tata 41 29 7
12 India Ashok Leyland 11 19 13
13 |India Mahindra 34 27 15
14 |Italy Maserati 13 22 9
15 |ltaly Lamborghini 31 26 27
16 |Japan Toyota 30 24 40
17 |Japan Honda 11 42 12
18 |Japan Honda 36 31 34
18 Japan Mazda 22 5 25
20 |Japan Nissan 11 36 6
21 |Japan Isuzu 44 15 34
22 |Japan Infiniti ) 18 28
23 |Japan Datsun 31 18 11
24 |Japan Subaru 24 7 20
25 |Japan Suzuki 13 29 43
26 |Japan Scion 26 18 36
27 |South Korea |Hvundai 32 28 40

Data Validation

This is another secret but powerful tool in Excel. It helps you put in
place some error check mechanism and can be used by a skilled Excel
user to make powerful Excel dashboards.

Letds see some offitt he common uses

The table below is an Employee records table. In it we want to force
people to enter just departments specified at the left of the table. In
fact, we want them to have the easy option of seeing a pre -
populated dropdown list and pick a department fro m the list options.
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B H S

HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW L
=y dbCut Calibri A E=E - EwepTe
ER Copy -
Pa'ste ¥ Format Painter I u- - DA E=E= == Merge & Cenl
Clipboard [P Faont [P Alignment
D2 - I
A B C D E F G H
1 |First Name |Last Name |[Employee ID |Department List of Depts
2 |Mary Parter 1000058 HR
3 |Joseph Saliu 1000588 Finance
4 |Kenneth |Lenny 1000588 IT
5 |Lekan Jakes 1000589 Operations
6 |Gabriel Matthew 10005390 Marketing
7
3

We select the cells we want to give this functionality, go to Data

menu and click on Data Validation (sometimes twice).

H ©- B -
FILE HOME  INSERT  PAGELAYOUT ~ FORMULAS = DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWERQUERY
[ From Access [=] Connections [ 4 H W Clear 5 = E
8l E= = P
[& From Web [=] Properties Y- Reapply .
From Other Existing Refresh o zl Sort Filter Textto Flash Remove Data Consolid
[hFromTet  Sources~ | Connections  All~ o Edit Links ToAdvanced  Columns  Fill  Duplicates Validation -
Get External Data Connections Sort & Filter Data Tools
D2 - f‘
A B C D E F G H 1 K L 3
1 |First Name |Last Name |Employee ID | Department List of Depts
2 |Mary Porter 1000058 HR
3 |Joseph Saliu 1000588 Finance
4 |Kenneth |Lenny 1000588 T
5 |Lekan Jakes 1000589 Operations
6 |Gabriel Matthew 1000590 Marketing
7
8
9 M| settings | input Message | Error Alert |
i Go back
Validation criteria
n
1z | Ignore blank
N EZT
Any value
14
15
16
17
18
19
20 Apply these changes to all other cells with the same settings
21
»
Youdll see that there are many optio
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1. Any Value. This is the default and it is same as no t having
any data validation. The user can enter any value into the cell.

2. Whole Number. This forces the user to enter only numeric
values that are whole numbers. If the user enters a text or decimal

entry hedl |l get an err or . invbibeislseetmi g h't

for the cells that hold the order

your products.

3. Decimal. This forces the user to enter a whole number or
decimal entry. A whole number is same as a decimal with zeros after
the decimal point. This migh t be great in a financial model sheet, to

hold values of growth assumption, exchange rates and risk premiums.

4. List. This is the one we are most interested in. It enables us
to limit the cell entries to a list of options. We will use this in the
example under review.

5. Date. This forces the user to enter a valid date entry.

6. Time. This forces the user to enter a valid time entry.

7. Text Length. This allows the user to enter any value as long
as the character length is not more than the specified value here. It
is good for fields that hold phone numbers, maybe you want to limit
the entry to the +2348123456789 14 characters long entry format.
8. Custom. Just as the name specifies, you want to limit the
cell entry to something less conventional and not covered by the
other options.

I n this example we are going to

us

be

quant

e

t
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Get External Data Connections Sort & Filter

D2 - ﬁ'

A B C | D E F G H
1 |First Name |Last Name |[Employee ID | Department List of Depts
2 [mary Porter 1000058] HR
3 |Joseph Saliu 1000588' Finance
4 |Kenneth |Lenny 1000588| IT
5 |Lekan Jakes 1000589 Operations
6 |Gabriel Matthew 1000590 Marketing
7
!
9 Settings Input Message | Error Alert |
10 Go back
1 Validation criteria
12 Ignore blank
13 [¥] In-cell dropdown
: |between
16 Source:
17 ||
18
19
20 Apply these changes to all other cells with the same settings

Y = |

OK | | Cancel |

Once you click the icon on the far right corner of the Source box,
select entries to limit the users to. In this case we have typed out the
list options in cells G2 :G6, holding the different departments.

Get Bxternal Data Connections Sort & Filter

D2 - Jr | c2ce
A B C D F G

1 |First Name [Last Name |Employee ID |Department List of Depts
2 |Mary Porter 1000058|G2:G6 z| HR
3 |Joseph Saliu 1000588 Finance
4 |Kenneth |Lenny 1000588 IT
5 |Lekan Jakes 1000589 Operations
6 |Gabriel Matthew 1000590 Marketing
7 b4
a
g | =5652:5G56 =
an el S
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D2 - fr | ez
A B C D E

1 |First Name |Last Name |Employee ID |Department

2 |Mary Porter 1000058|G2:G6 -

3 |Joseph Saliu 1000588

4 |Kenneth |Lenny 1000588

5 |Lekan Jakes 1000589

6 |Gabriel Matthew 1000590

7

8

9 Settings Input Message | Error Alert

1? Validation criteria

12 Allow:
List +| [¥]1gnore blank

13 Data: 1n-cel| dropdown

1: between

16 Source:

17 =5G52:5G54

18

19

20 |:| Apply these changes to all other cells with the same settings

22 Clear All

And i

t s

done.

F G H
List of Depts
HR
Finance
IT
Operations
Marketing

Go back

Cancel

The user is forced to choose between the options in the list. He even
sees a dropdown arrow that expands to a dropdown lists the moment
he tries to fill the cell.

A B C D E

1 |First Name |Last Name |Employee ID |Department

2 |Mary Porter 1000058 -

3 Joseph Saliu 1000588 [k
Finance

4 |Kenneth |Lenny 1000588| T

5 |Lekan Jakes 1000589| Gperations
Marketing

& |Gabriel Matthew 1000590

7
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And that is how Data Validation works. When used creatively it can
save you from the stress of making corrections to forms people filled
and can be used in conjunction with formulas like VLOOKUP to make
a dynamic report and dashboards.
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Data Formatting

There are some quick tips i n Excel that would turn a bland looking
data into a nice looking one. One of the best tip is to apply a table
formatting to the data.

An example, is taking a table like the one below and turning itin a
well formatted one.

A B C D E F G

1 State Jan-14 Feb-14 Mar-14 Apr-14 May-14 Jun-14

2 | Abia #1,297,498,300 821,123,500  #1,175,454,200 967,327,400  %2,265,644,000  #4,544,916,100
3 Adamawa #4,022,792,500  #4,317,641,300  #1,627,470,600  #1,023,694,700  #3,493,691,500  # 1,973,059,900
4 Akwa lbom §824,782,800  ®1,691,712,500  #4,927,386,500  #2,187,626,200  #2,966,925400 & 2,202,014,900
5 Anambra #2,159,322,900 #1,511,863,500 #4,060,131,900 # 1,843,665,900 #2,439,308,800 # 3,015,652,900
6 Bauchi 8764,748,600  #3,053,451,100  #2,879,985,600  #3,032,115500  #2,609,030,900 & 3,000,312,200
7 Bayelsa #1,218,646,400 # 2,035,499,300 # 3,596,177,500 # 3,958,333,500 #4,850,863,900 #1,754,853,100
3 Benue #3,479,649,000  #3,864,832,700  #2,458,711,700  #4,801,142,000  #2,700,421,800  #3,212,451,900
9 |Benue # 602,469,700 #1,387,315,500 #4,501,134,600 # 2,728,902,800 #1,687,978,600 # 3,627,716,800
10 |Borno #2,361,614,200  #1,616,065,000  #4,908,244,600  #4,216,346,800 #581,980,000  #4,166,988,100
11 |Cross River #2,416,592,600  #1,971,834,600  #1,814,142,400  # 4,658,487,000 745,327,000  #4,779,952,700
12 |Delta #4,755,914,300  #2,382,209,500  #3,361,514,600  #2,060,293,000  #4,671,269,900 & 2,363,220,900
13 [Ebonyi #3,547,140,000  #3,233,069,500  #4,883,253,900  #1,060,164,800  #2,926,053,500 # 713,048,500
14 |Edo # 2,663,501,000 # 781,461,300 462,661,800 #543,085,200  #3,256,011,600 & 2,900,705,300
15 |Ekiti #1,816,087,900  #4,128,943,600  #1,512,170,300  #2,592,908,100  #3,340,033,100  #4,040,341,600
16 |Enugu #1,409,979,200  #2,609,372,800  #1,990,645,300  #3,219,650,200  #1,893,090,400  #4,581,716,900
17 |FCT $3,199,223,200  #2,063,317,300  %1,829,381,400  #3,704,640,600  %4,980,777,000  # 2,520,202,900
12 |Gombe §620,111,300  #2,201,453,200  #1,885,641,400  #4,146,024,300  #2,551,023,100  #2,523,019,700
19 [Ima #42,501,742,600  #2,521,764,800  #2,013,394,900  #4,994,515,700  %3,014,428,300 % 2,922,241,900
20 |Jigawa #3,550,126,700  #1,573,445100  #3,756,243,200  #3,092,703,100  #1,417,963,700 ¥ 2,311,559,800
21 Kaduna #3,938,508,800  #2,599,773,900  ¥1,224,843400  # 1,662,248,400 450,931,500  # 3,835,345,400
22 Kano # 2,981,980,300 #2,021,735,600 # 3,016,518,600 #4,411,651,000 #2,387,291,000 # 530,613,400
PV e PRI — PP simnrn s ana a4 aarann ean e

Select the data and go to Ho me menu, Format as Table. Choose a
color theme.

0 H % /| = Beok! - Excel TE -8 x
X, Cu & >

Genesst

Insert Delete Farmat

$-%

1 [siate
2 |abia
3 | adamawa
4 | akuea ibom
5 |anambra
& [Bauchi
7 |Bayetsa
8 Benue 2
9 |Benue NISTSIE0 w362 oEzos cozon
18 |gormo w1000 maise,
11 |Cross River 745,327,000 A
12 {Patts NEETLI9500  M2AE,
13 ebomp ~32,526,053,%00
Wik 32601600 M2300,
15 | gy N 3,380,038,100  M4.040,
16 |Enugu N 1,593,090,200 = = =
|rer NASDTITO0 ML, D
15| Gombe. M2,551023,100  M2523,
i Et e
20| ngawa WLAITF63,700  W2IIL -
21 kaduna ML W3, ] e e
e BvotTabl Syl

Sheet!
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2 |Abia #1,297,

3 Adamawa #4,022,
4 |Akwa Ibom 324,
5 |Anambra #2,159,
& |Bauchi # 764,
7 |Bayelsa #1,218,
& |Benue # 3,479,
4 |Benue # 602,
10 Borno # 2,361,
11 |Cross River 2,416,
12 |Delta # 4,755,
13 |Ebonyi # 3,547,
14 |Edo 42,663,
15 |EKiti #1,816,
16 |[Enugu 41,409,
17 [FCT 3,199,
18 |Gombe # 620,
19 |Imo 2,591,
20 |Jigawa 3,550,
21 |[Kaduna # 3,938,
22 |Kano 2,981,
23 |Katsina 43,589,

24 |Kebbi 41,684,
25 |Kogi 2,812,
26 |Kwara 3,915,
27 |Lagos #6.239.

498,300 #821,123,500  #1,175,454,800
792,500  #4,317,641,300 % 1,627,470,600
782,800  ¥1,691,712,500 % 4,927,386,500
322,500 ¥ 1,511,863,500  %4,060,131,900
748,600  #3,059,451,100  # 2,879,985,600
646,400  #2,035499,300 % 3,596,177,500
549,000  #3,864,832,700 % 2,458,711,700
469,700 #1,387,315500  4,501,134,600
614,200  #1,616,065,000 ¥ 4,908,244,600
592,600  #1,971,834,600  #1,814,142,400
914,300  #2,382,209,500 % 3,361,514,600
140,000 #3,233,069,500 % 4,383,253,900
501,000 781,461,300 462,661,300
087,900  #4,128,343,600 % 1,512,170,300
979,200  #2,609,372,200 % 1,990,646,300
223,200  #2,063,317,300 % 1,829,381,400
111,300  #2,201,453,200 % 1,885,641,400
742,600  #2,521,764,800 % 2,013,394,900
126,700  #1,573,445100  #3,756,243,200
598,800  #2,599,773,300 % 1,224,849,400
980,300  #2,021,735600 % 3,015,518,600
421,500 #1,293,838,700 638,877,300
273,500  #4,790,202,900 #991,721,500
863,300  #2,734,189,600 % 2,306,601,300
338,600  #1496,830,100  #1,305,529,900
473.500  #7.319.183.000  6.211.689.500

# 967,327,400
#1,023,694,700
#2,187,626,200
#1,843,665,500
#3,032,115,500
#3,958,333,500
#4,801,142,000
#2,728,902,800
#4,216,846,800
#4,658,487,000
#2,060,298,000
#1,060,164,800

# 543,085,200
# 2,592,908, 100
# 3,219,650,200
#3,704,640,600
#4,146,024,300
#4,994,515,700
#3,092,703,100
#1,662,248,400
#4,411,651,000
#2,969,721,400
#4,897,014,100

# 867,264,000
#4,919,941,300
#3.351.178.500

 2,265,644,000
% 3,493,691,500
#2,966,925,400
2,439,308,800
# 2,609,030,900
 4,856,865,900
2,700,421,800
#1,687,978,600
581,980,000
745,327,000
 4,671,269,900
% 2,926,053,500
#3,256,011,600
#3,340,038,100
#1,893,090,400
& 4,980,777,000
#2,551,023,100
5 3,014,428,300
#1,417,963,700
# 450,931,500
2,387,291,000
%1,025,989,500
#4,131,210,900
#2,104,687,400
#2,214,504,600
#11.610.307.000

#4,544,916,100
#1,973,059,900,
#2,202,014,900
# 3,015,652,500
# 2,000,312,200
#1,754,855,100,
#3,212,451,900
#3,627,716,800,
4,166,928, 100
#4,779,952,700
#2,363,220,900

# 713,048,500
#2,900,705,500,
#4,040,341,600
#4,581,716,900
#2,520,202,900,
#2,523,019,700
#2,922,241,500,
#2,311,559,300
 3,835,345,400

#530,613,400
#2,648,689,500
#3,990,418,100
#2,825,512,800

% 912,176,400

#22,681.984.500

If you want to email the Excel file to a colleague, you can copy the
d paste
in the body of the email. Your colleague will have no excus e to give

tabl e an

regarding not seeing or acting on the data.
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Untitled - Message (HTML)

State Jan-14
Abia #1,397,498,300
Adamawa +4,022,792,500
Akwa lbom # 824,782,800
Anambra #2,159,322,900
Bauchi # 764,748,600
Bayelsa #1,218,646,400
Benue #3,479,645,000
Benue # 602,469,700
Borng. +2,361,614,200
Cross River +2,416,592,600
Delta #4,755,914,300
Ebonyi +3,547,140,000
Edo #2,663,501,000
FKiti #1.R16.087.900

Please find below the data we analyzed.

Feb-14

#821,123,500
#4,317,641,300
#1,691,712,500
#1,511,863,500
#3,055,451,100
# 2,035,499,300
# 3,864,832,700
#1,387,315,500
#1,616,065,000
#1,571,834,600
# 2,382,209,500
#3,233,069,500

# 781,461,300
#4.123.943.600

Mar-14

#1,175,454,300
#1,627,470,600
#4,927,386,500
#4,060,131,900
# 2,879,985,600
# 3,596,177,500
#2,458,711,700
#4,501,134,600
#4,908,244,600
#1,814,142,400
# 3,361,514,600
#4,883,253,300

# 462,661,500
#1.512.170.300

Apr-14

# 967,327,400
#1,023,694,700
#2,187,626,200
#1,843,665,900
#3,032,115,500
# 3,958,333,500
#4,801,142,000
#,738,502,300
#4,216,846,800
#4,658,487,000
# 2,060,298,000
#11,060,164,800

543,085,200
#2.592.908.100

May-14

#2,365,644,000
+3,493,691,500
#2,966,925,400
#2,439,308,800
#2,609,030,500
# 4,856,865,900
#2,700,421,800
#1,687,578,600

# 581,980,000

745,327,000
#4,671,269,900
+2,926,053,500
#3,256,011,600
#3.340.038.100

Message | Inset  Options  FormatText  Review  Developer  Adobe PDF & @
. A & 3gﬂ %ﬁ‘] @ 1) %r ¥ Follow Up -
= 9 High Importance
B I U|W-A Address Check | Attach Attach Signature
e - Book MNames = File ltem- - ¥ LowImportance
Clipboard = Basic Text Names Incluge Tags 5| Zoom
From ~ | michael@olatusimichael.com
= To, john @colleaque.com |
Send
s | |
| |
Subject | The Analyzed Data for your action| ]
iz
Dear John, =

Jun-14

#4,544,516,100
#1,973,059,900
#2,202,014,900
# 2,015,652,900
# 3,000,312,200
#1,754,855,100
#3,212,451,900
3,627,716,300
#4,166,988,100
#4,775,552,700
# 2,363,220,900

# 713,048,500
# 2,900,705,900
#4.040.341.600

So what if you needed to print it for your boss.

Herebds w

hat

you

get

from Pri

nt Previ
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Lom 2 1757455300 2521173300 £ 1173434 300 % 557,227,400
e 54022752200 £4E17541300 % 157,470,500 £ 1023554, 700
i I0em 5 EZ4TEZ 200 SLE91712500 54527225500 = LAETERE 200
\rammiora 21135322900 21311352 300 £ 4,050,131 500 % 1,243,553, 500
|Baxchi £ 754745500 23,035,431,100 £ 2.275,523,600 % 3052113500
|Bmypmzs & 1715 545,400 7,055,458, 300 & 3 %5, 177,500 & 3,596,333, %00
B F 3475545000 FEESLEILTH0 5 IA3ET1LT0 F4.201142.000
B e % S0Z452,700 21357.215,500 545301134 500 £ 2725507 200
] & 2351514 300 %1,515,055,000 & 4508, 244 500 % 4.7215545, 500
s Riner 5141535250 21571534500 £ 1214147400 % 4 535457000
|Dt 54,735,514 300 23352705500 £ 3,351,514 500 % 2.050.752,000
|Emomyi  3247.120,000 H3233.055300 4555005500 & 1050154200
[Edo % 2553301000 £7E1.451300 % 457 651,500 % 343,023,200
Eiti % 1215057900 £4155545 500 £1.512.170,200 % 2352502, 100
Erp & 1405575200 532,505,372,500 & 1,550,545, 300 & 3,215)550,300
FCT % 3,199,722.200 22,053,317,200 £ 1579,321 400 % 3,704 540,500
|Sombe % 520,111 300 22301435300 £ 1.253,541 400 54145074 300
mo £ 138174250 HIAZLTELE00 £ 2003 534 500 4,554 313,700
i & 3,990,136, 700 1.972,445,100 & 3,755,243, 300 & 3,062 702,100
aduns % 3535.355.300 2.%59,772,500 £ 1734 245,400 % 1552345 400
[Kano 2 1521520,300 22.021,733,500 £ 3,005, 512,500 54411551000
|eatsim #2885, 421.500 #1.392,252,700 % 635577200 % 2.550721,400
K=ol % 1534 372,200 24,730,702 500 % 991,721.300 4557014100
o = 1211552300 FL.734.155,500 £ 1205501200 257254000

& 3518332500 51.455,530,100 & 1,309, 529,900 % 4,515,541 300
Lmmos 55135472500 27.315,152.000 £ 5,211 535,300 % 3,331175 500
= £ 450732, 700 24,237 055,500 81411 235 300 8743733200
[Niger = 3,002 357,200 24352315500 % 3,719,270,500 £ 1085334,400
opm R 2424714900 FZ 285,000,100 £ 2507 507,600 = LEZA10.200
Kordo £ T15222,500 £1530472 200 %4357 553,500 % 577,575,300
Platea 24337 322,200 22371720,000 54 471 533,300 % 552,775,300
5 imrs & 7 473,028,900 4,550, 756,200 & 4,145 205,900 & 256,715,700
[Tarsbs £331 242500 S7E3,602,400 £ AT AE0400 % 575,520,400
[Vobe £ 1157554400 2.300,330,500 £ 3.457,511,100 % 579,020,300
Tamémrs & 4,767,254 200 1,577 957,500 £ 4, %05 005,500 &1 308,737 %00
Totsl L0304 TIEE00 ROLEZES 33500 M 101344215300 HE7.155.391500
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pazy22  umis |
S£IIEEL4000 2434515300
£ 3 45E551 500 & 1,573,005,900
& 1955533 400 & 10014 500
RIARIEE00 & 3,018,552 900
SIE050E0500 & 3000312300
£4.2%5 2353500 £ 1734 250,500
5 I, 700421200 5 IIZ1Z 431900
£ 1527572500 £ 3517715300
25 351,550,000 5 4,155 555,200
£ 743337000 47700
ELETLIEES00 % 1365,330.500
£ L5035 002500 H 712045 200
& 3 7%5,011,500 £ 7,500, 700, 500
£ 3340032100 4040 211 500
& 1,256 050 400 54521 715900
£4.2520, 777,000 i rialla el ol
£ 1304033100 £ 127301500
I 04435300 el SR
£ 1417552700 £ 1311505300
430531500 EIEEa 4300
£ LEE7ZS1000 & 330,512 400
5 1,053,559 300 5 I)545555. 200
£4.131 210500 & 3520 412 00
5 L1088 55T 200 i
I TI4A0L 00 HS1ZATE 400
£ 11,510, 207,000 £ I 821 sEL 300
5452 021 300 £1310252 00
5 2.57e 208,200 81538747200
S£IIEMIS00 % 3I00431500
% 4,300,555, 500 RLEENTLTI0
S£I13401000 S 4ELEISI0
SLZITERLI00  &£4435705300
£1335450200  #3244335500
& 3,750, 577.800 & 1525 002000
HE3230A75500 & 735,537,100
HAIM TS 072200 1177124 750200

So how can you make Excel print this table on just on paper?
Very Easy.

Go to Page Layout menu, and under the Scale to Fit section, set the
Width and Height to 1 page.
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Book1- xlsx - Excel

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY

8

S O B\DG -

Themes Margins Orientation| Size  Print  Breaks Background Print
L [ Effects - i - «  Arear - Titles
Themes Page Setup |

fos Width: (]

C:
O L O e

Gridlines  Headings

*
& [ Height:
..n ? — Bring  Send  Selection Alig
4 Scale: 2% [Derint LI Print  Fonyard« Backward = Pane -
Scale to Fit 5| Sshestoptions Arrange

H
|

2 |Abia #1,297,498,300 §821,123,500 N 1,175,454,800 #2,265,644,000  #4,544,916,100
3 |Adamawa #4,022,792,500  %4,317,641,300 M 1,627,470,600  %1,023,694,700  %3,493,691,500  #1,973,059,900
4 | Akwa Ibom #824,782,800 1691712500  §4,927,386,500  #2,187,626,200  %2,966,925400  §2,202,014,900
5 |Anambra #2,159,322,900  %1,511,863,500  %4,060,131,500  %1,843,665900  %2,433,308,800 ¥ 3,015,652,900
& |Bauchi 764,748,600  %3,059,451,100  #2,879,985600  #3,032,115500  %2,609,030,900 % 3,000,312,200
7 Bayelsa #1,218,646400  #2,035499,300  M3,596,177,500  §3,958,333,500  %4,856,865900  #1,754,855,100
g Benue #3,479,645,000  %3,864,832,700  M2,458,711,700  N4,801,142,000  %2,700,421,200  §3,212,451,500
5 Benue 602,469,700  %1,387,315500  H4,501,134,600  %2,728,902,800  %1687,978,600 ¥ 3,627,716,300
10 |Borno #2,361,614,200  #1,616065000  N4,908,244,600  4,216,846,800 #581,980,000  #4,166,988,100
11 Cross River #2,416,592,600  #1,971,824,600  %1,814,142,400  4,658,487,000 745,327,000 §4,779,952,700
12 |Delta #4,755,914,300  #2,382,209,500  #3,361,514,600  #2,060,298,000  #4,671,269,900  # 2,363,220,900
13 |Ebonyi #3,547,140,000  #3,233,069,500  #4,883,253,900  ~1,060,164,800  #2,526,053,500 # 713,048,500
14 Edo #2,663,501,000 781,461,300 462,661,800 #543,085,200  %3,256,011,600 2,300,705,900
15 | Ekiti #1,816,087,900  #4,128,943,600  #1,512,170,300  #2,592,908,100  #3,340,038,100  #4,040,341,600
16 |Enugu #1,09,979,200  %2,609,272,800  M1,990,646,300  %3,219,650,200  %1,893,090,400  #4,581,716,900
17 FCT $3,199,223,200  %2,063,317,300  %1,829,381,400  M3,704,640,600  %4,980,777,000  #2,520,202,900
18 Gombe #620,111,300  %2,201,453,200  N1,885,641400  #4,146,024,300  %2,551,023,100  %2,523,019,700
19 Imo #2,591,742,600  %2,521,764,800  %2,013,994,500  %4,994,515,700  %3,014,428,300  #2,922,241,500
20 Jigawa $3,550,126,700  %1573,445100  §3,756243,200 §3,092,703,100 %1417,963,700  #2,311,559,300
21 Kaduna #3,938,598,800  #42,599,773,900  M1,224,849,400 M 1,662,248,400 #450,931,500 ¥ 3,835,345,400
22 |Kano #2,981,980,300  %2,021,735600  3,016,518,600  N4,411,651,000  %2,387,291,000 530,613,400
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Goal achieved! But it could have looked better if it had used more
space, the space below. So we need to try out one more setting and
see if it will give us a better result. We will set the Orientation to
Landscape.
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BookT-xlsx - Excel

T HOME  INSERT | PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  DEVELOPER  LOADTEST  POWER QUERY
I colors - E pu = [h L EEE! o Width: Gridlines | Headings o
T - fuml
L] ID Eﬂ' ™ = 7 [ Height: View = U B
Margins Orientation Size  Print Breaks Background Print Bring  Send Selection
- - < At Titles Seale: [lprine  CIPrnt  Fonyard - Backward Pane
Themes Setup [ Seale to Fit 5 Sheet Options 1 Arrange
Portrait
KS -
=D tandscape
—
A B c D E F G H
)
2 |Abia #1,297,498,300 #821,123,500 ¥ 1,175,454,800 #967,327,400  #2,265,644,000  §4,544,916,100
3 |Adamawa #4,022,792,500  #4,317,641,300  ®1,627,470,600  #1,023,694,700  M3,493,691,500  #1,973,059,900
4 |Akwa Ibom #824,782,800  H1,691,712,500  #4,927,385,500  #2,187,626200  H2,966,925400  #2,202,014,900
5 |Anambra 52,159,322,900  %1,511,863,500  %4,060,131,900 % 1,843,665,900  2,439,308,800  H3,015,652,900
6 |Bauchi 5764,748,600  %3,055,451,100  %2,879,985,600  %3,032,115500  §2,609,030,00 ¥ 3,000,312,200
7 Bayelsa #1,218,646,400  #2,035499,300  #3,596,177,500  #3,958,333,500  M4,856,865900  #1,754,855,100)
2 Benue #3,479,649,000  M3,864,832,700  M2458711,700  M4,801,142,000  M2,700,421,800  H3,212,45,900
9 Benue 8602,469,700  #1,387,315500  M4,501,134,600  M2,728,902,800 M 1,687,978,600 M 3,627,716,800
10 Bomo #2,361,614,200 M 1,616065000  H4,908,244,600  #4,216,846,800 #581,980,000  #4,166,988,100
11 Cross River #2,416592,600  #1971,834,600  #1,814,142,400  #4,658,487,000 #745327,000  #4,779,952,700
12 Delta #4,755914,300  %2,382,209,500  %3,361,514,600  %2,060,295,000  M4,671,269,900 & 2,363,220,900
13 Ebonyi 53,547,140,000  #3,233,069,500  %4,883,253,900  %1,060,164,800  H 2,926,053,500 % 713,048,500
14 Edo # 2,663,501,000 # 781,461,300 462,661,800 5543,085,200  #3,256,011,600  #2,900,705,300
#1,816,087,900  #4,128,943,600  M1512,170,300  #2,592,908,100 M 3,340,038,100  H4,040,34L,600
16 Enugu #1,409,979,200  #2,609,372,800  ¥1990,646300  #3,219,650,200 M 1893,090,400  H4,581,716,900
17 FCT #3,199,223,200  #2,063,317,300  #1,829,381,400  #3,704,640,600 M 4,980,777,000  #2,520,202,900
18 (Gombe #620,111,300  #2,201,453,200  #1,885641,400  #4,146,024,300  H2,551,023,100  #2,523,013,700
19 Imo #2,501,742,600  #2,521,764,800  #2,013,994,900  #4,994515,700  M3,014,428300  #2,922,241,900
20 Jigawa #3,550,126,700  %1,573,445100  %3,756,243,200  %3,092,703,100 M 1417,963,700  #2,311,559,800
21 Kaduna 53,938,598,800  %2,599,773,900  #1,224,849,400 M 1,662,248,400 450,931,500 & 3,835,345,400
22 |Kano #2,981,980,300  M2,021,735,600  M3,016,518,600  M4,41165,000 N 2,387,291,000 #530,613,400
| Sheett [ @ [F —
State Jan-14 Feb-14 Mar-14 May-14 Jun-14
i #1200, 488300 & 821,123,500 #1,175,454800 & 867,327,000 #2,265644,000 ®4,544,916,100
Adamawa #4.022,782.500 #4.317.641.300 N 1.627. 470,600 # 1023.654 700 #3.453 651500 N 1.973.055.500
Akwa lbom w824, 782,300 *1681.712.500 % 4.527.386.300 % 2.187.62G 200 #1.566925.400 N 2.202.014.500
Anamibra #2159, 322800 #1,511,863,500 #4060 151,800 # 1,843,665 900 % 2,439 308,800 % 3,015,652,200
Eaucni R76L7EEM  ®3,050451100  N2ETSGESEN  ®IEIUSN0 K2 %3,000312.200
Bayel= %1218 645400 #2,085.,455 300 3,554 177,500 % 3,858,333 500 % 4,856 365,900 % 1,754.855,100
Benue #3.475,645.000 # 3,854,832, 700 %2458 711700 # 4801142 000 #2,700421, 800 #37212.451.500
Banue & 502,489,700 #1,387 315500 #4,501154.500 # 2,728,902 300 * 1,687,978,600 ® 3,627,716,800
Borno #2.361.614.200 # 1,616.065.000 % 4,308 244,500 % 4216545300 ¥ 581 580,000 % 4 165.968.100
Cross River % 2.415,552.600 # 1,57 1.334.600 % 1514147 400 % 4.658,487.000 N743327.000 ™ 4779.952.700
Deitz #4.755,914.300 #1,382.208.500 # 3361514500 # 2,080,298 000 ®4,671,268.900 ®238,220900
Ebonyi #3,547, 140,000 #3,233,085.500 W 4883253900 # 1,060,164 300 #2,926053,500 713,048,500
Edo %2.663.501.000 % 781461300 #452.661.500 543085200 #3.256011.600 ™ 2.300.705.500
Exiti # 1,815,087 500 #4,128543, 8500 # 1,512, 170,300 * 2,552,508 100 #3,340038,100 #4040341 600
Enigu R1AEFe2D  ®2E037LE0  NLSMEES00  RIA9E0N0  RLESI0NA00  RMASELTIESM
FCT #3.195, 223200 #2,063.317.300 & 1.829.381.400 % 3704640600 # 4.980 777.000 % 2520202200
Gombe % 620,111 300 #1,201.453,200 % 1,885 641,400 # 4,145,024 300 #2,551023,100 %2523,019700
imo #2.591,742,600 2,521,764, 800 #2,013,884.800 # 4,884,515 700 #3,014428.300 2922241500
Figawa %3.550, 26,700 #1,573.445100 3756243200 % 3.082.703 100 #1417.963.700  2.311.559.600
Haduna #3.938,593.300 #2,599.773.500 N 1224 843,400 # 1662.243400 ¥ 450531500 % 3835345400
Kano 2,981, 980.300 ®2,021,735800 # 3,016 518,500 #4,411,651,000 ®2387,261,000 #530,613.400
Katsina #3589, 421,500 1,293,838 700 638877300 ® 2,969,721,900 # 1,025,988,500 W 2, 648,689,500
Kebbi # 1,654, 273,500 4,730,202, 500 #551721,500 % 4,857,014 100 #4,131,210,300 % 3950,418 100
Kogi #2812 853300 #1,734.185 800 % 2306 601,300 % B57,264000 #2,104 657,400 % 2,825,512 800
fuara %3515 WEE0  WL96E30100  N1IDSWOS00  RACISSMN0  %2214504600 ®OL2,176.400
Lagos %6235, 473.500 #7.,319.183.000 % 6211 689.500 % 3351178500 * 11,610,307.000 22,681,584 500
Namrawa ® 450,732,700 # 4,852 095,500 %1411 8383200 % 743233200 % 492 0R1,500 % 1,310,852 700
Niger #3,002,387,100 4,592 315800 % 3,218 870,800 # 1086334000 3,979 805300 & L826,747 300
Ogun #3,434,714.900 #2,586,000.100 % 3,907,557.600 ® 16842,410200 #2,265022,600 % 3200451500
| Ondo 716,222,500 # 1690422800 % 4.362.853.500 577876300 # 4,300 936,300 4325747700
Plateau #4,577,323.100 #1,371.220,000 #4471 653300 % 532775800 #3,593 441,000 #4351 816200
Rvers %24B@ESD  ®4B0256E0  %4LIERES0 S E9719700  S4SE2EEM300  ®44E705200
Tarska ® 531248500 & 785.603.400 % 2.475.480.400 % E78.820400 # 1383455.200 3244525900
Vobe #2.157, 854,400 # 12,500,320, 500 %3,457,511,100 % 826,030 800 #3795 677,800 % 2,986,053,000
Zamfara #4.767,284.200 1,622,967, 500 =4, * 1.308,237,500 #3.350176,900 ®756,637,100
Total %50.504.725.800 WS91EE3335.500 W 101344.816300 % 07.169.591.300 W 104376072500 W 122.134.295.800

Bravo! This is much better!
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What if the boss wanted just January to May data and not the entire
table?
Also very easy.

Highlight the table from the beginning up to May, leaving out June.
So we are highlighting just what we want to print.

Under same Page Layout, Click on Print Area, and select Set Print
Area.

BHS = Book- sk - Excel TABLE TOOLS
FT3 HOME  INSERT  PAGELAYOUT = FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWER QUERY DESIGN

B colors - @ @ ]E E‘é!,H EF@ oo Width:

Gridlines  Headings

L =
[V view [/ view - U Ok e

Fonts = i %I Height:
Themes Margins Orientation Size | Print | Breaks Background Print Bring Send  Selection Aligr
- [@effects~ - - - |Aeas - Titles | el Scale: Clprnt  CIPrint  Forward - Backward = Pane =
Themes —*‘.‘& Set Print Area [ Scale to Fit & Sheet Options & Arrange

AL - Ji | Genpintfres

;
#4,544,916,100°
#4,022,792,500 #4,317,641,300 #1,627,470,600 #1,023,694,700 #1,973,059,900
# 2,202,014,500
#1,218,646,400  #2,035499,300  #3,596,177,500  %3,958,333,500 #1,754,855,100'
#3,212,451,500
#3,627,716,800
#2,416,592,600  #1,971,834,600  #1,814,142,400  %4,658,487,000 #4,779,952,700°
#1,816,087,900  #4,123,943,600  #1,512,170,300  &2,592,908,100
#4,581,716,900
#2,520,202,500
#2,523,019,700
#2,591,742,600  #2,521,764,800  #2,013,994,900  %4,994,515,700 #2,922,241,500°
#2,311,559,800
#3,835,345,400
530,613,400
| Sheett | @ [Ty —
And thatos it! So |l etds see the resu
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State Feb-14 her-14

|Abia % 81125300  %117545480

|Adamawa #4317541300 N 162747060

\icw lbom §1,691712500  ®4827.386500 & 1187626200

|Anambra % 1,511,86%.500 ® 1815665500

Bauchi % 764, 748,50 & 3082115500

Eayelm # 1,218, 45,400 ®3958333500  #0.85§85.500
Benus #3,473, 649,000 H2458711700 N 4801142000  %2700421.800
Eerue & 602,453,700 , #430L154500 = 172RS02700 % 1667.578.500
Bomo MI3ELEI4200  W1GL60G5000  WASORZALEM N 471GRIEE00 % 581,550,000
Cross Aver §14165260  ®1,F1834600  S181414240 & 4 §6487,000 745 337,000
Deita #075514300  ®2,382.208500 RL06023A000  #4671L28500
Ebony ®354,10000  %3,233063500 ® LOE0164.800  ®2,9260S.500
Edo #2,663,501,000 # 152,651,800 %3,256011,500
Exiti % 1.816,067.800 #3,340038.100
Enugu #1,408.57820 ®3210650200 % 1,893090.400
FoT 1 HIT04E40600  #4.980777.000
|Gambe H4MEN2A300  ¥255103.100
mo. #2,521.764 800 #3,014 428,500
Sigawa #1,573,445.100 HI02703100 W 1417.98.700
Kaduna #2,588775.800 & 1,662,248.400 #450951,500
Kano #2,021.735.600 WAM1E51000  %2,387,251.000
Katsina #1,293,538.700 S 21962711000  ®101588.500
Kebbi #1581,773500  %4,780,202500 HE9LTI1500  N4E7014100  %4151710500
Kagi H2B12.863300  %2734180600 % 2306E01300 % 867264000  %2.104 687400
Kvara §3015BEE0  ®1,496830100 N1305500800 S 4910041300 %2314 504600
Lages HE2W4IS0  W7.319133000 00 ®3351178500  H11610,307.000
Namrawa ®450,752700  %4,852095500  ®141188200 & 743,233,200 492,081,500
Higer #3002 367100  ®4,531318500 ® 1085334000

Ogun §343714500  ®2,586000100  R3S07760 & 1512410200

Ondo ®715731300  ®1880472500  ®435135380 ®STTATEI00  %4,300536,500
Pateay W4527.23100 ®2F1220000  RAAILEIZD RS\2F7RE0 3593441000
Ruers F143.@ES0  F4,80156800  SAUEEE0 ®ESR719700  %0.882681300
Taraba # 531, 248500 8735603400  N2.475480.400 S FEB10400 1389455200
ok W218.2440  ®2,500320500  ®34975110 % 29030800  ¥3,792677.500
Zamfara ®ATE L0 WLEISETE00  WASOSODESMD N 10BIITO0  #3350176.500
[Total #20.504,722.500 5900 % 101344816300 B0 ¥ 104376072500

There we have it, no June data included!
One more big tip .

What if you have a big table that will print onto many pages but you
want the header to repeat on the first row of every page?

Below is a sample.



Pirrs Sokd Pri= [Dwsntty  |Amount Sobd [Tirme
1| bz 52 00000 3 S5 101060 100 E0000L A
Z| Extrrramancs 200000 4 5 5,000.00 SO0 A
2| 880 Chicken 54,000.00 3 520,000.00 S0 A
4| Extrvamarce RTO00.00 1 RLO00.00 E0007 A
3 iz 200000 4 5 5,000.00 SO0 A
5| Hot -rtE't 252 OO0 Z| 252, 00000 S04 A
7|e80 Prilly Simai 54,000.00 3 520,000.00 S0 AN
2| RLO00.00 1 RLO00.00 S0 AN
El RLO00.00 E; £5,000.00 E00ET AN
10| 224 00000 3 520,000.00 E00E AN
11| 222 OO0L00 3 221010060 00 005 A
T =4,00000 z 515,000.00 E00ZT AN
1 54,000.00 Z| 5 5,000.00 E00ES AN
14 RLO00.00 3 10,000.00
1 200000 4 5 5,000.00
15|B 200000 3 £ 1% 00000
17|C 200000 3 210,000.00
15| =t veE"e 224 00000 El 2230 000 00
19| Wmtres RLO00.00 3 £10,000.00
20 | Wtz RLO00.00 z| R4000.00
Z1|Wimrearits 224 OO0 E; 2217 00000
22| Heliania 5 2,000.00 3 513,000.00
ZZ -a:ve;'e 524 000,00 Z| 52.2.000.00
4, 2200000 E; £5,000.00
] 5 2,000.00 3 513,000.00
25| 224 00000 £ 17 00000
27 | Criicioen Legend & 2,000,000 4 2,000,000
Z2 |80 Phiil f SEmaiE 524 000,00 1 5224, 000.00
25| Kot Pepperoni Feast 2400000 Z| HE.000.00
Chikciosn & i 200000 4 5 5,000.00
jicinen Feat 5200000 3 5,000.00
e 5 & 200000 z &5, 00000
33 | ExtewaEanza H2,000.00 | HE.000.00
24 | Pempenoni Supe 5 2,000.00 4 512,000.00
33 Suprme £2,000.00 z| £5,000.00
25| Entrraranzs 872 000,00 2 24 00000
37| i 5 2,000.00 Z| 255,000.00
22|50 Phil p Smaik 252 OO0 Z| 252, 00000
35| Papperoni Fasst 2400000 3 220,000.00
40| Criciosn & i 200000 4 5 5,000.00
41 | Pampenoni Surgs £2.000.00 H £5,000.00
42| EE0) Pty Stmei 54,000.00 3 520,000.00
Ed jicioen B i Lkl 3 &55, 00000
4 |Hsliania 5 2,000.00 3 513,000.00
43| EED Philly Simak 54,000.00 4 215,000.00
45| Hot Pepperoni Fesst 2400000 3 5 20,000.00




27 | Cricimn sy 5700000 Z
L2 | e £ i 700000 Z|
43| BB0 Philly Sk 5400000 1
30[880 Chiclen 5400000 4
21 | P Pt 524 00000 4
22| E80 P T Smai 5400000 1
z|&80 il f SEmai 5400000 2
34 | Pepperoni Sups 5300000 Z
= S pirmme 200000 El
Dribcios Surpa 24 000 00 ]
27| ntarmarits 24 0000 Fl
3 | Cricioen & = 5200000 3
39| Mtz SZ.000.00 3
50| 880 Priily Stk £4.000.00 E
i 5 35,000.00 5
57,000 .00 B
£32,00000 4
5400000 Z

SZ.000.00
=2.000.00 4
SZ.000.00 1
52| 35300000 1
53| 55200000 E;
T0| Bmet” Surpm 5300000 E;
T1|E80 Chiclen £4.000.00 1
Ti|Pamaroe Faat 400000 z
72| Pepperoni Faact £4.000.00 El
Ti|EED SR 5400000 Z
T3 | Extrvazaraa 52,000,000 3
TE| O | sy 5200000 1]
77| Paopenoni 5300000 Z
75| 5400000 Z
TS| Bty mmanzs 827, 00000 2
55200000 E;
1| Faooenon Feast 554 00000 El
P o Pt 2400000 B

B0 Chicken 5400000
BB Philly Steaik 400000 4
B = vez'e 2400000 5
i 5200000 1
ST | Bamat Surpm 53,000.00 Z
55|80 Prilly Seak 5400000 Z
e S e & 2,000,00 4|
ik S 5400000 1
BT 324 00000 3
Sz |s80 P ' Stmai 55200000 2
S| etz 5200000 3

Notice that the page two has no header to help you identify what the
fields are.

So her edfxthitow t o

Still at Page Layout menu, click on the small icon at the bottom right
corner of the Sheet Options section.
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E(-J' D:

FILE HOME INSERT

B Colors-

PAGE LAYOUT

g 3 Des

FORMULAS

Fivot table, Pivot Chart and PowerPivot.xlsx - EBxce

DATA REVIEW VIEW

DEVELOPER LOAD TEST

E:E\D o3 Width: |Automatic - | Gridlines Heading
=

Fonts - & Height: [Automatic = | [¥] View [+ View
Them Margins Orientation Size  Print Breaks Background Print

Effects - - - ~  Arear o+ Titles B Seale: 0% Print Print

Themes Page Setup [F1 Scale to Fit F] Sheet Options ]
c1 - fx || price
A B C D E F G

1 |5]N Pizza Sold Price Quantity |Amount Sold Time Time Range
2 1|Meatzaa # 2,000.00 5 # 10,000.00 8:00:01 AM|Befare 9:00am
3 2|Extravaganza # 2,000.00| 4 #8,000.00 8:00:02 AM Before 9:00am
4 3|BBQ Chicken #4,000.00| 5 # 20,000.00 8:00:04 AM Before 9:00am
5 4|Extravaganza # 2,000.00 1 #2,000.00 8:00:07 AM Before 9:00am
6 5|Meatzaa 44 2,000.00 4 # 8,000.00 8:00:08 AM Before 9:00am
7 6|Hot Veggie #4,000.00| 2 #8,000.00 8:00:14 AM Before 9:00am
8 7|BBQ Philly Steak # 4,000.00| 5 #20,000.00 8:00:20 AM Before 9:00am
9 8|Chicken Feast # 2,000.00| 1 #2,000.00 8:00:20 AM Before 9:00am
10 9|Meatzaa # 2,000.00| 3 #6,000.00 $:00:22 AM | Before 9:00am
11 10|Chicken Suya # 4,000.00| 5 # 20,000.00 8:00:25 AM Before 9:00am
12 11|Chicken Legend # 2,000.00| 5 #10,000.00 8:00:26 AM|Befare 9:00am
13 12|BBQ Philly Steak # 4,000.00| 4 # 16,000.00 8:00:27 AM Before 9:00am
14 13|Chicken Suya # 4,000.00| 2| # 3,000.00 8:00:29 AM Before 9:00am
15 14|Chicken Feast # 2,000.00| 5 #10,000.00 8:00:33 AM Before 9:00am
16 15|Chicken Feast # 2,000.00| 4| # 8,000.00 8:00:33 AM Before 9:00am
17 16|Beef Suya # 3,000.00| 5 # 15,000.00 8:00:34 AM Before 9:00am
18 17|Chicken Feast # 2,000.00| 5 #10,000.00 8:00:35 AM Before 9:00am
19 18|Hot Veggie # 4,000.00| 5 #20,000.00 8:00:35 AM Before 9:00am
20 19|Meatzaa # 2,000.00| 5 # 10,000.00 $:00:35 AM | Before 9:00am
21 20|Meatzaa #4 2,000.00 2| #4,000.00 8:00:36 AM Before 9:00am
22 21|Margarita # 4,000.00 3 #12,000.00 8:00:37 AM | Before 9:00am
. VS PR i n e - PP P

In the dialog box that comes up, setthe Rows to repeat at top

POWER

il

Bring
Forward
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| Page |Margins | Header,r'Footer| Sheet |

Print area: | A1:G5001
Print titles

Rows to repeat at top: | |

Columns to repeat at left: |

Print
[ Gridiines Comments: |{Nnne}
[ Black and white

[] oraft quality
[] row and column headings

Cell errors as: | displayed

Page order

(®) Down, then over
() Qver, then down

| Print.. | | PrintPreview | Options... |

Lok || cameel |

Select Row 1 that has the headers.



EEA?9-~-3- Bookl - M
Home Insert Page Layout Formulas Data Review View Developer
B colors J 3 Ij _.j )4 _E_J __‘='j ,_J" Width: Automatic = | Gridlines
C e s l QJ Height: Automatic - View
Themes Margins Orientation Size Print Breaks Background Print
[©] Effects e Titles | F Seale: 1008 [ Print
Themes | Page Setup | Scale to Fit | Sheett
Al - £ |
A B @ D B [F G
1 gy,-,,fl?ffﬂg ””””””” Price Quantity  |Amount Sold Time Time Range
2 1|Meatzaa
3 2|Extravaganza
4 3|BBQ Chicken
5 4|Extravaganza # 2,000.00 1 # 2,000.00| 8:00:07 AM|After 9:00am
5] 5|Meatzaa # 2,000.00 4 #8,000.00| 8:00:08 AM;After 9:00am
7 6|Hot Veggie # 4,000.00 2 #8,000.00| 8:00:14 AM;After 9:00am
8 7[BBQ Philly Steak #4,000.00 5 #20,000.00 8:00:20 AM|After 9:00am
9 B8|Chicken Feast # 2,000.00 1 # 2,000.00| 8:00:20 AM;After 9:00am
10 9(Meatzaa # 2,000.00 3 # 6,000.00| 8:00:22 AM!After 9:00am

| Page | Maragins | Header Footer | Sheet |

Printarea: | A1:G5001

Print titles

| Rows to repeat at top:

Columns to repeat at left:

Print

[ Gridines |{Nune}|

Comments:

[ Black and white

Cell errors as: | displayed

[] Draft guality
[ row and column headings

Page order

(®) Down, then over
() Oyer, then down

| print...

| |PT'ir1tPTE'l.I"iEﬂ | | Options... |

Ok

—
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And that is all!

Soletbs see the result

5N Pizza Sald Price: Oiue ity
1| Mtz # 2,000.00| 5
Extravazanza & 200000 4]
BEDChicen # 4,000.00| 5
Exdravagzana # 2000000/ 1
S{ Meataza # 2,000.00| 4]
E{Hot Vezsis # 4,000.00)| 2
7| EED Philly Staaik # 4,000.00| 5
E{Chicksn/Faast # 2,000.00| 1
S Meatraa # 2,000.00| 3
X0|ChickenSuya = 40000000 5
1 |Chichomm Lemened & 200000 5
12| BED Philly Steak = 4/000.00| 4
B|ChickenSuya # 4000000 2
1|Chiciosn Faast # 2,000.00| 5
15| Chicioen Feast #2000, 4]
IE|Esefiwa # 3,000.00| 5
7| Chicken Feast # 2,000.00| 5
1B |Haot Vegzie = 400000 5
EMeateas # 2,000.00| 5
D Matzas ¥ 2,000,001 2
2 | Mainzarita 4000000 3
Z |Halimn & 3,000.00| 5
B|Hat Vezsie # 4,000000| 2
21| Peppercrni Suya # 3,000,000 3
5 |Vez=ie Supreme # 3000000 5
35| Hot Pe pperoni Feast # 4,000.00| 3
ZF |Chichemi Lagened # 2.000000) 4
Z|BED: Philly Stealk # 4,000.00)| 1
Z|Hot Pe pperoni Peast = 4/000.00| 2
30| Chickan Eali # 2,000.00| 4]
3 |Chicisn Faast # 2,000.00| 3
2 [Vezmie Supreme # 3000000 2
B |Extravazanza & 200000 4]
| Pepperoni Suya # 3,000.00| 4| # 1200000 BO101AM
= 3,000,001 2 600000  BOL0E AM
= # 2,000.00| 2 400000 BOLOEAM
¥ 3,000,001 2 00000 BOLL4AM
| EED Philly Staak # 4,000.00| 2 # E00000|  BOL1SAM
T | Peppercni Faast # 4,000, 5 # 2000000 EOLISAM
0| Chicken Bali # 2,000.00| 4] # B00000| BOLITAM
Al |Peppercni Suya = 200000 2 = 00000 BEOL1E AR
P | BED: Philly Stealc # 4,000.00| 5 # 2000000 BOL20AM
£ |Chickzn Eali ¥ 2,000,001 3 600000  BOLZ1AM
M| talianc 3,000,001 5 # 1500000 EBOLZZAM
{5 |BED: Philly Staaik # 4,000.00| 4] # 1500000 EOL25AM
5| Hiot Pe pperoni Fasst # 4,000.00| 5 #2000000] EOL2EAM




B Piza Said Price Cuertity | AmountSold Time
7 |Chicken Legend % 2,000.00) 2 # 400000 BOLILAM
| Chicken Bali % 2,000.00 2 # 400000 BOLIZAM
|EBD Philly Steak % 4000.00) 1 # 400000 BOLIIAM
F|EBG Chicken & 4000.00) 4 % 1500000 ROLS4AM
2 |Pepperon Feast = 4/000.00) 4 % 1600000 EOL35AM
= [EED Fhilly Steak & 400000 1 ® 400000 BOLIEAM
S|EEQ Philly Steak = 4/000.00) 4 % 1600000]  BOL36AM
51| Papperoni Sua % 3,000.00 2 # 500000  BOLTTAM
= |Vezzie Sugeme & 3000.00) 5 % 1500000 ROLS7AM
5| Chicken Suya = 400000 5 #2000000] EOL3ZAM
7| Margaria & 4000.00) 4 % 1500000 ROLGAM
S| Chicken Bali = 2/000.00) 5 #1000000]  EOLAM
T Maztma % 2,000.00 5 % 1000000 EOL44AM
& EBD Philly Steak & 4000.00) 3 % 1200000 EOLAGAM
8 |Pepperoni Suya & 3000000 5 1500000 EOL4BEAN
& |Chicken Feast & 2000.00) 5 % 1000000  ROL4SAM
& |Chicken Feast = 2/000.00) 4 % E00D00[  EOLS2AM
5| Chicken Suya = 400000 2 % E00D00[ EOLS4AM
& [Chicken Legend ® 200000 3 #® 500000  BOLSSAM
| Chicken Feast % 2,000.00 4 # EO0D00|  BOLSEAM
& |Chicken Bali & 2000.00) 1 % 00000 ROZBAM
& |Pepperon Sua & 3000.00) 1 # 300000 ROZBAM
=|Pepperon Frast = 4/000.00) 3 1200000 EOZO4AM
T Eeefiya & 3000.00) 3 % 500000] EOZOSAM
7L[EEQ Chicken # 4,000,001 1 % 400000  EOZOEAM
72|Papperoni Feast % 4000.00) 3 % 12,00000]  EOZI0AM
B|Pepperon Feast % 4,000.00) 5 % 000000 ROZI3AM
M|EEQ Chicke n = 400000 z ® BO0000|  ROZ13AM
7| Extravaganz & 2000.00) 5 % 1000000 ROZIEAM
%|Chicken Legend = 2/000.00) 1 % 200000 EOZ1EAM
77 |Pepperon Sua % 3,000,001 2 % 500000 BOZZZAM
78 [Hot Vegze = 400000 7 ® EOOO00|  BOZZ2AM
% |Extravamanz % 2,000.00 3 # 500000 ROZI0AM
8| Chicken Suya & 4000.00) 3 % 1200000 ROZ31AM
B |Pepperoni Feast = 4/000.00) 5 #2000000]  EOZ354M
& |Pepperon Feast # 4000001 3 # 1200000 BOZ3GAM
E|EEQ Chicken = 4/000.00) 3 #1200000]  EOZ37AM
51[EBD Philly Steak % 4000.00) 4 % 1500000 EOZ3EAM
B[ Hot Vemeie & 4000.00) 5 % 000000 ROZIBAM
B Chicken Bal ® 2,000.00 1 % 200000 BOZ4ZAM
& [Eeefouym & 300000 z # 600000 ROZALAM
B|EEQ Philly Steak = 4/000.00) 2 % E00D00[  EOZ46AM
E|Vazsie Supreme % 3,000.00 4 % 12,00000)  BOZ47AM
T Chicken Suya % 4000.00) 1 # 400000  BOZ47AM
o [EBO Chicken % 4,000.00) 5 % 2000000 ROZ4BAM
2 |EBO Philly Steak & 4000.00) 4] % 1500000]  ROZS0AM

Done.

So these are the basic ways you format your data for printing.
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Custom Lists

If you are an average or above average Excel user, you will be very
familiar with Excel autofill. A common example is you typing numbers
1 and 2, then dragging to have Excel do to 10 for you. Or having
January and February, then dragging to have Excel do the other
months of the year for you.

What if | tell you that you can create your own list. A list of states in
Nigeria which you can autofill whe never you need to recreate them.
Or a list of your products; you simply type the first two and drag to
create the rest (autofill). It even helps you with sorting in the order
you've created the list. This can be super useful for companies that

use codes for aspects of their operations -- base station address code,
branch code, product code and so on. Caution: The custom list has a
quite limiting size limit.

So here is the example of how | created a custom list of states in
Nigeria, arranged alphabetical or der.

First, | have the states typed out in Excel, in the order | want it
(alphabetical order).

94



C3e " Jx Taraba

A B C D E F

1 -

2 | Abia

3 | Adamawa

4 | Akwa lbom

5 | Anambra

6 | Bauchi

7 | Bayelsa

g | Benue

9 | Borno

10 | Cross River

11 | Delta

12 | Ebonyi

13 | Edo

14 | Ekiti

15 | Enugu

16 | FCT

17 | Gombe

18 | Imao

19 | ligawa

20 | Kaduna

21 | Kano

22 Katsina
_23_- Kehhi

Sheetl ©)

And we are half-way done to having it permanently in Excel as an
autofill -able list.

Go to File, Options, Advanced, and Edit Custom Lists.
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Page Layout Formulas Data View Developer A

‘ e Calibri SN =2 & B WapTe
T dopy -
Paste %For At Painter I u- - - A === =3 [E Mege & Center ~
Clipboard ] Font ] Alignment ]
C36 v f | Taraba
A | B C D | E | F | G | H |
1_
2 | Abia
3 | Adamawa
4 | Akwa lbom
5 | Anambra
6 | Bauchi
7| Bayelsa
8 Benue
9 | Borno
10 | Cross River
11 | Delta
12 | Ebonyi
13 | Edo
14 | Ekiti
15 | Enugu
16 | FCT
17 | Gombe
18 | Imo
19 | Jigawa
20 | Kaduna
21 | Kano
22 Katsina
] Kehhi

Sheet1 ®
Lol

Raarhe
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Genersl General &
Formulas [ Provide feedback with sound
Proofing Provide feedback with animation
Save [] Ignere other applications that use Dynamic Data Exchange (DDE)
Langusge Ask to update automatic links
[] Show add-in user interface errors
Scale content for A4 or 8.5x 11" paper sizes
Customize Ribbon At startup, open all fles i |

Quick Access Toolbar Web Option

Add-ins Enable multi-threaded processing

Trust Center Create lists for use in sorts and fill sequence:

Data

Disable undo for large PivotTable refresh operations to reduce refresh time

Disable undo for PivotTables with at least this number of data source rows (in thousands):

[[] Prefer the Excel Data Model when creating PivetTables, QueryTables and Data Connections ©

Disable undo for large Data Model operations

Disable undo for Data Model operations when the model is at least this large (in MB):

[] Enable Data Analysis add-ins: Power Pivot, Power View, and Power Map
Ask before adding a feature that would block Excel 2013 from loading or refreshing the data model

Lotus compatibility

Microsoft Excel menu key:

[] Transition navigation keys

Louscompacity etings o

[ ok | cance

In the Custom List Dialog box that comes up, import the list of states
you already have typed into Excel.



Add-ins LOAD TEST Team

36 Cut 1 KA = 4 ¢ Wrap Text General r

ER Copy - = = 5
Pt Fommatbainter |8 L U~ | S 2 A gleatan 2| 6 7B Fcnnrr:i‘:t‘ﬁ':‘ g sqcr.

Clipboard [ Font Alignment Number Styles
C36 e f< || Taraba
4 A | 8 [N © | E | F ] H | [ K Lo
1]
2 | Abia
: s wni T x
4 | Akwa Ibom,
5 | Anambra Custom Lists
6| Bauchi Custom lists: List entries:
7 | Bayelsa b 2dd
8 Benue 5un, Man, Tue, Wed, Thu, Fri, |
5 sinday Mooy Tusdar, We
10 | Cross RNE[B January, February, March, Apri
11 | Delta
12 | Ebonyi
13 | Edo
14 | Ekiti
15 | Enugu

Press Enter to separate list entries.
::7 Z(;Tmbe Import list from cells: || E ‘ \mport ‘
18: Imo
19 | Jigawa o
20 Kaduna
21| kano
22 Katsina T T I I T T
3 | Kehhi
[sheett [| @ i —

Enter
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Insert Page Layout Formulas Data Review View Developer Add-ins LOAD TEST

% Cut 1 A A EF Wrap Text General [ =

i T © ” 3 % | Conditoal Formates ce

e Fommatpainter | B 1 U 7| ¥ - A [ Merge & Center $ * | o s% Formatting - Table - Syl

Clipboard [ Font Alignment Number Styles
cz - J< || Taraba
A B C D E F | G H | J | K Lo

7 | Gombe
18 | Imo
20 | Kaduna
21 | Kano Custom Lists
2 Katsina Custom lists: List gntries:
=| Kebtl da
24 Kogi 5un, Mon, Tue, Wed, Thu, Fri, ¢
5| cwer e o i
2 Lagos January, February, March, Apri
27: Nasarawa
28 | Niger
29 | Ogun
30 | Ondo
31 | Osun
2 | oyo mzsssr‘:tsirf:;eia”rjtehstentnes.sc -
33 | Plateau : \—.
34 | Rivers
35 Sokoto
35 Taraba
37 | Yobe
38 Zamfara
9| T

Sheert [FT—

Formulas Data Review View Developer Add-ins LOAD TEST Team

2 5 Wrap Text General 7] ]

Copy ~

Paste . Iu S & A Merge & Center = $ « % » | %3 & | Conditional Formatas Cel
' Format Painter . o Formatting = Table~ Styles
Clipboard 53 Font Alignment Number Styles
C36 E Jx | Taraba
A | B | c | o | E F G | H J | Ko L M

2 Abia

3| Adamawa

5 | Anambra

6 | Bauchi Custom Lists 0

i Bayelsa Custom lists: List entries: \

8 | Benue NEW LIST Abia A Add

9 Borno Sun, Mon, Tue, Wed, Th, Fri, ! | | Adamawa

—| Sunday, Monday, Tuesday, We Akwa lbom
10| Cross River Jan, Feb, Mar, Apr, May, Jun, i | | Anambra
11 Delta < Bauchi

— Bayelsa
12 | Ebonyi B;me
13 Edo Bormo

> — Cross River
14 Ekiti Delta
15 Enugu Ebonyi

5 | B! Edo v
16 | FCT
= Gombe ‘Press:rl\.t:rftu sepa“vate list entries.

) Import list from cells: "
e 1o 5C52:5C538 | import

19 | Jigawa
20 | Kaduna 2
21 | Kano
22 | Katsina
23 | Kebbi

4 Kosi

Sheetl ]

Ready
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And you are done.

Now in a new Excel file or Sheet, type in the first two states, select
them and drag down. Excel will start autofilling the other sta tes.

Formulas Data

b Cut Calibri A ==

Past @ Copy -
aste -
~ Format Painter B I U

@/' - %Wra

== EMer

Clipboard P Font [P Alignment

Abia
Adamawa

W0~ &k =

Imo

Sheetl | Sheet2 ®
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Insert Page Layout Farmulas

db Cut Calibri 11 AN E=a= ®
) E@ Copy -
e ¥ Format Painter Ha e ==
Clipboard P Font ] A
B2 &7 Jf= || Abia
A B c | o | E | £ |
1
2 Abia
3 Adamawa
4 Akwa lbom
5 Anambra
6 Bauchi
7 Bayelsa
a8 Benue
9 Borno
10 Cross River
1 Delta
12 Ebonyi
13 Edo
14 Ekiti
15 Enugu
16 FCT
17 Gombe
18 Imao
19 |
20 |
21 |
22
23 |

Congrats! Now you've created a custom list. No more typing out
states in Nigeria, just type the first (or first two) and have Excel
autofill the rest for you.
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Charts

Excel 2010 has 11 main chart types.

Templates

LAY {Smtter}@
il Stock
Surface g
Doughnut
Bubble 3
Radar 0

| Manage Templates... | | SetasDefaultChart | | ok || cancal |

LAl o | o] ARl el o] v

Excel 2013 and Excel 2016 have 10 mén chart types. Actually, 9 If
you take combo chart as a combination of two or more other chart

types.

103



Rec: ded Charts | All Charts

™ Recent
BR 1A dm 8 09 49
bl Coo

|24 Line 78 Clustered Column

@ Pie Vien 3
E Bar
& Area Bt

5 XY(Scatter]@
lisi  Stock

=REEERERER

@& Surface

% Radar

iy Combo

But in all you will end up using majorly,

1. Column chart

2. Line chart

3. Pie chart, and

4, Bar chart.

So |l etds focus on these four charts.

Column Chart and w hen to use it.
Column chart is used to visualize data across different categories. An
example is revenue across the four different branches of a company.
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A E C D E F G

1 UrBizedge Revenue

2 Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
3 Revenue # 63,000,000|# 78,750,000| # 95,437,500| &% 123,046,875 & 153,808,554 # 192,260,742
4
5
6
; Revenue
3 # 250,000,000
g
10 # 200,000,000
11
12 # 150,000,000
13
14 # 100,000,000
15
# 50,000,000
16
17 %0
18
19 |Revenue | ®E3,000,000 | %78,750,000 | #35,437500 | # 123,045,575 | B 153,808,554 | #132,260,742
20 B Revenue
21

So how do you turn a boring data like this:

H ©- HE = Charts.xlsx - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST

% B g bd 2 s % NIy

.
[ Dl I
PivotTable Recommended Table  Pictures Online . .‘ My Apps * E Recommended ’ B |_ . PivotChart Mz
PivotTables Pictures &+ Charts e - M M
Tables lllustrations Apps Charts o Tou

17 - k

A B c D E F G H
1 Bizedge Revenue
2 Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
3 Revenue | #63,000,000]# 78,750,000] # 98,437,500] # 123,046,875] #153,808,594] # 192,260,742

4

Into a beautiful insightful chart like this:
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Revenue

# 250,000,000

# 200,000,000

# 150,000,000

# 100,000,000

# 50,000,000

#0O
Enugu Abujz Port Harcourt Benin Kaduna l=gos

Revenus | # 63,000,000 | 878,750,000 | #92,437,500 | # 123,046,875 | # 153,808,594 | & 192,260,742

B Revenue

Itis very easy.

Select the table data you want to make a chart of and go to the
Insert menu, click on the Column chart and select the 2D Clustered
Column chart (the first option).

H ©- B - Charts xlsx - Excel
ERl HOME | INSERT | PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  LOADTEST

Z \5E g d T asee p BEE-k G gy
=

2-D Col
PivotTable Recommended] Table Pictures Online .1 My Apps ~ E Recommended olumn Map
PivotTables Pictures &+~ Charts e
Tables lustrations Apps lours
A2 - f.\‘ Branch 3-D Column

2 ||Revenue # 63,000,000] % 78,750,000] # 98,437,500] % 123,046,875] #1538
4 Il Mere Column Charts...

You will get a chart that looks like the one below. Not bad looking,
just needs a little formatting to make great.
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Clipboard [F} Font [F} Alignment [F} Numbel

12 - Je

A B C D E F G
UrBizedge Revenue

2 |Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
3 [Revenue | #63,000,000|# 78,750,000 % 98,437,500| % 123,046,875 # 153,308,594  # 192,260,742
4
5
8 Revenue
7 # 250,000,000
8
9 *
# 200,000,000

! # 150,000,000
12
13 # 100,000,000
14
15 # 50,000,000
16
17 ®O
18 Enugu Abu@ Port Benin Kaduna Lagos

Harcourt

19
20

Click on the chart, and the context based menus will show up on the
Excel menu bar.

<= I s Charts.xlsx - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY
Lo 3 Cut

Calibri Body)  ~|10 ~| A" A7 Aut

pase 2 CoPY Conditional Format nsert Delete Fommat |
aste . A~ Conditional Formal nsert Delete Format
. ormetpamter B T W L-4 Formatting - Table - - - 20
Clipboard L} Font I Alignment Number Styles Cells
Chart1 - Jr
A B C D E F G H 1 J K L M N
Bizedge Revenue

2 |Branch IEnugu |abuja |Port Harcourt |Benin |Kaduna |Lagos | Bar Chart
3 |Revenue | 63,000,000[ % 78,750,000[ #98,437,500] % 123,006,875] #153,808,594] % 192,260,742|
4
5
6 Revenue
’ 250,000,000 — Click on the chart to see
8
. the context based menu

200,000,000
o up
il # 150,000,000
12
13 100,000,000
14
15 # 50,000,000
16
17 HO
18 Enugu Abui Port Benin  Kaduna  Lagos
. Harcourt
9
20
>

Go to the Format menu and choose a formatting you like for the
entire chart. I f your ¢ o rmpdgpupledypu cor p
might want to make charts that reflect that brand color.
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B H S -

HOME  INSERT  PAGE LAYOUT
Chart Area ENS
2% Format Selection (mle]
GaResetto Matehsiyle | AL LT
Current Selection Insert Shapes

Chart1 v

FORMULAS

DATA

Chartsaxisx - Excel
REVIEW ~ VIEW

DEVELOPER

LOAD TEST

BEDED ™
- -

P

POWER QUERY
A-

CHARTTOOLS
DESIGN  FORMAT
1 Bring Forward ~f [Z Align~
3 Send Backward

Ell; Selection Pane

N

Rotate

A 5 c ) K .
X PR — -

2 Branch EEnngu |Abuja MJ MJ e ARJ ‘il e Bar Chart

3 |Revenue | # 63,000,000|# 78,750,

4 Abc Abx

: (- el e

s _

T e (= ) - Q) - e

8

@ # 200,000,000

10

n # 150,000,000

12

13 100,000,000

14

15 50,000,000

16

17 HO

‘9 fg A for  Bein  ona Lo

IS varcourt

20
See the result red border white fill format.

5 - £

A B c D E F G

1 edge Revenue

2 |Branch Enugu Abuja Port Harcourt [Benin Kaduna Lagos

3 [Revenue | #63,000,000] % 78,750,000] ®98,437,500| % 123,046,875] #153,808,594]  #192,260,742]
4

5

6 Revenue

7 # 250,000,000

8

e # 200,000,000

10

n # 150,000,000

12

13 # 100,000,000

14

15 50,000,000

16

17 #0

18 Enugu Abuj Port Benin Kaduna Lagos
Harcourt

12

20

You can also change the chart background color.

FAIIEER
o 582

Size
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H® - F- Charts.xs - Excel
U HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWER QUERY

ct

DESIGH
B [ LxshapeFil- A g forw
& Format Selection Do~ o F Automatic A A <A - TSendBack

| Change - -
BResettoMarchstyle (AL LIS O %l Theme Colors LA~ i Selection P

Current Selection Insert Shapes Shape Styles H HENENNENN| wordArt Styles ]

- v 5 I I I I I I

A b - 0 Standard Colors H !
1 rBizedge Revenue [ ] | IEEEEE

o .
2 |Branch |Enugu | Abuja |Port Harcourt |Benin 1 No Fill Il Bar Chart
5 |Revenue | #63,000,000] % 78,750,000] % 98,437,500] % 123,046,875 &y Whore Fill Colors... 0.742|
4 & Picture..
5 1
Gradient + | No Gradient
6 Revenue - © Sredien
7 Teture » .
# 250,000,000 T -

8 =]
g 200,000,000 Variations
10 - "
n # 150,000,000 de
12 -
13 # 100,000,000 l . l
14
15 # 50,000,000
" - -
7 @ More Gradients..
18
19
20
21

Also you can change the color of the bars by clicking on them and

choosing the color you want.

H ©-¢2-E - Charts.xls - Excel
FILE HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  LOADTE

BN o s .
2 Format Selection Do O~ o Automatic A
—| Change
FIResettoMatchstyle AL LI o 0] - L
Current Selection Insert Shapes Shape s H HEEENNENN wordArSty
Chart 3 - fr =SERIES('Column Chart'ISAS3, I I I I I olumn Charl
A b Standard Colors
1 UrBizedge Revenue (] ] EEEEEN
- .

2 Branch |Enugu |abuja |Port Harcourt |Benin i NoFill

3 Revenue | #63,000,000] % 78,750,000] % 98,437,500] # 123,046,875 & More Fil Colors...

4 & Picture..

5 1

[ Gradient »
e Revenue N
Texture 3

7 # 250,000,000 e —

8 =)

g # 200,000,000
10
n # 150,000,000
12
13 # 100,000,000
14
15 # 50,000,000
16
17
18
19
20

And this is the final result.
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H ©- = Charts xlsx - Exci
PPl HOoME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  LOADT

LT & . . =
b Cut Calibri A A == ®- SwepTe General
ER Copy -
F‘ﬂftﬁ ¥ Format Painter | B L W 7 E- - A - &= 3= EMergefCenter - $ - % *
Clipboard [F} Fant ] Alignment [F] Number
K10 - fr
A B C D E F (<] I

UrBizedge Revenue

2 Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos

3 Revenue | #63,000,000] & 78,750,000] % 98,427,500 #123,045,875] 153,308,504 192,260,742

6 Revenue

; # 250,000,000

£l % 200,000,000

10

n # 150,000,000

13 # 100,000,000

15 % 50,000,000

12 I

17 #O

18 Enugu Abuja Port Benin Kaduna Lagos

1 Harcourt

It |l ooks better than the default and re
corporate color. Just that you might want to not use the red border.

Most professionals argue that itds best

background, just make only the important things obvious ddata bar
and the axis label. | suggest you do whatever looks great to you. This
is not an exam and most likely what will look good to you will look
good to your coll eagues whdahmrtsy ou

with.

s ha

(@3

If you try out other color schemes you can end up with charts looking
like the one below.
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a]

D

E

UrBizedge Revenue

("]

2 |Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
5 [Revenue | #63,000,000]% 78,750,000 # 98,437,500 % 123,046,575] #153,808,594  #192,260,742
4

5

B Revenue

! # 250,000,000

a2

[+]

E % 200,000,000
10

1 # 150,000,000

12

13 # 100,000,000

15 # 50,000,000

16

17 #0

18 Enugu Abuj Port Benin Kaduna Lagos

Harcourt

19
20

The extra step we took besides removing the red border and changing
the bar color to bright blue is to change the chart area background to

white.
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