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Excel 2000 

Advanced Topics

Using a List to Organize Data

A list is a labeled series of rows that contain similar data.  Think of it as a simple database where each row can store a record of information and each column can be used as a field.  

Tips for using Lists:
· Create column labels in the first row of your list.  Excel uses these to create reports and find and organize data.  

· Use a font, alignment, format, pattern, border, or capitalization style for column labels that is different from the format you assign to the data in the list.  

· When you want to separate labels from data, use cell borders, not blank rows or dashed lines, to insert lines below the labels.

· Leave at least one blank column and one blank row between your list and other data on the worksheet.  This helps Excel automatically select the list for sorting, filtering, and inserting automatic subtotals.

· Avoid having more than one list on a worksheet, because some list management features (such as filtering) can be used on only one list at a time on a worksheet.

· Avoid storing critical data to the left or right of the list because it might be hidden when you filter the list.

Using Data Forms
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You can display data in a data form.  A data form is a dialog box that displays one complete record at a time.  Use a data form to add, find, edit or delete records.   It may be easier to view the data in a data form than trying to read it in a large worksheet.  To create a list using a data form, create headings first in your list, then choose Data, Form.
You can select the records to enter by entering simple criteria.  Click the Criteria button and enter the criteria in the related field editing window.  You can enter multiple criteria and may also use comparison operators such as >, <, >=, <=, <>.  For more complex searching criteria, you can also use AutoFilter or Advanced Filter. 

Filtering Data
If you wish to apply a file to an entire list, select a single cell within that list.  To apply the filter only to selected columns, first select the labels for those columns. From the menu select:  Data, Filter, AutoFilter.
[image: image13.png]Paste Special

Source:  Microsoft Excel Workshest
Sheet11RZC1R19CE

€ paste:
 paste Ik

esult

)

asi

[Formatted Text (RTF)
Unformtted Text
pictre.

Bitmap

word Hyperlk

T Format

Inserts the contents of the Cipboard as a icture.

Paste Link creates a shartzut to the source fie
Changes ta the saurce il il be reflcted n your
document,

T~ Display as icon




Excel places drop-down arrows on each column label.  Click on the arrow to display a list of items.  Selecting an item will display only those rows containing the item selected.  

Removing a Filter
To remove a filter from a single column, select All from that column’s list.  To completely remove a filter, choose  Data, Filter and then select AutoFilter to clear the command.

Custom Criteria
If you wish to filter items that meet certain conditions (e.g., all persons whose salaries are greater than 25000 and less than 40000) select Custom from the filter list.  

Filtered lists may be printed, formatted, edited, charted or sorted. 

Conditional Formatting 

To highlight formula results or other cell values that you want to monitor, you can identify the cells by applying conditional formats. For example, you could apply conditional formatting to a cell that falls below a certain value -- to bring attention to it.  To apply a condition, choose Format, Conditional Formatting.  Fill in information for the condition, values, and formatting options.  You may apply more than one condition to a cell.
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Sorting Data
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You can do a "quick sort" by selecting a cell in the column by which you want the data sorted and clicking on the Sort Ascending (or Descending) Button. You can only sort by 1 column using this method.  

To sort by multiple columns, use Data, Sort.  This opens the Sort dialog box where you may enter multiple sort columns.  Note: By default, blank cells in a list are always sorted last.

Conditional Sum Wizard
If you want to summarize values in a list based on specific conditions, you can use the Conditional Sum Wizard. For example, if your list contains sales amounts for different salespeople, the Conditional Sum Wizard can help you create a formula that calculates the total sales amount for one salesperson.

1.
Click a cell in the list.

2.
On the Tools menu, point to Wizard, and then click Conditional Sum.

3.
Follow the instructions in the wizard.
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Automatic Subtotals
Excel can insert automatic subtotals.  Before you insert automatic subtotals, arrange (sort) your rows so that items to be subtotaled are grouped together.  Then select a single cell in the list and choose 

Data, Subtotals   from the menu.

You can also use the Subtotals command to count identical items in a list or single column. 
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Limit Viewing and Editing of a Worksheet
You can prevent cells or worksheets from accidental or unauthorized changes by protecting and/or hiding cells.  

Locking cells is actually a two-step process.  By default, all cells are "locked" but the sheet protection is not activated.  If you turn sheet protection on, you will not be able to edit or add new data to cells, essentially protecting the entire worksheet.

To protect select cells (not the entire worksheet), follow the steps below.  

1. Open the worksheet you wish to protect.

2. Unlock any cells you wish to be able to change after you protect the worksheet.  [Select the cells, right-click and choose Format Cells, Protection.]

3.  On the Tools menu, point to Protection, and then click Protect Sheet.

When you protect the worksheet, any cells you did not unlock in step 2 is protected and cannot be changed.

You can also use the same dialog box to hide a cell's formula.  Using Format, Cells, Protection to hide a cell will actually displays the cell’s value, but no formula appears in the formula bar.  This feature is activated through Tools, Protection, Protect Sheet. 

To completely hide columns or rows from view, select the row or column to hide and choose Format, Row or Column , Hide. (Ctrl + zero is the keyboard shortcut for hiding and Ctrl + Shift + zero is the shortcut for unhiding.  

Customize AutoFill
To create lists that automatically fill cells with your own customized series of data, choose 

Tools, Options, Custom Lists.
Working with Multiple Worksheets
Click on the tab to move from sheet to sheet.   You can insert, delete, move, copy sheets, etc., within the same workbook or to other workbooks.

· To insert a worksheet, choose Insert, Worksheet.

· To delete a worksheet, choose Edit, Delete Sheet.

· To rename a worksheet, double click on the sheet name and enter the new name.

· To move a sheet to another workbook, open the receiving workbook and choose
Edit, Move or Copy Sheet.  

Note: all of the above options are also available by right-clicking on any sheet tab.

Formatting Multiple Sheets

You can simultaneously format multiple sheets in a workbook.  To do this, click the first sheet tab, then Shift + click on the last tab to group them.  To group noncontiguous sheets, Ctrl + click on the sheet tabs to be grouped.  Now any formatting changes made to one sheet will be duplicated in all the other sheets in that group.  

Caution: When sheets are grouped, any text entered in a cell on one is duplicated in the same cell on all other worksheets in the group.
Linking

You can use references to cells located on other sheets in the same workbook by typing the cell reference or by clicking on the cells you wish to use.  For example, the following entry would add cells together from 2 different sheets:     =Sheet4!B4+Sheet6!B10
To use a cell from another workbook file, use the following format where you enclose the path, workbook name, and sheet name in a pair of single quotation marks: 

=’Path\[WorkbookName]SheetName’!CellRef
ex:        = ‘c:\projects\[budget.xls]sheet1'!$F$1

 = ‘a:\[project97.xls]sheet4'!$A$3

There are three methods for creating links to other worksheets or workbooks:  

1.
Type in the cell references as described above;

2.
Use Edit, Copy to copy the cells to be linked and then paste the link through Edit, Paste Special, Paste Link;
3.
Use the point and click method to links cells from various workbooks.  To do this you must have all the workbooks you wish to link to open and tiled (Window, Arrange).

Importing Data into Excel
While there is no Import menu item, you can open files created in applications other than Excel.  For example, you can open text files, or files created in Lotus and then save them in an Excel format if you wish.  
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To open a file format other than Excel, choose File, Open, then select the appropriate file format from the Files of Type drop down list.  Depending on the file type you choose, a wizard may appear to assist you in opening the file.  

After the file is opened in Excel, you may then choose File, Save As to save a copy of the data in an Excel format.  

Parsing Data or Converting Delimited Text into Columns
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Often when converting a text file into an Excel format, you may find it desirable to parse some of the columns, i.e., making more than one column out of a string of text.  [See example on right.] 

To convert a column into one or more columns of text, select the columns to convert, then from the menu choose Data, Text to Columns.  Be aware that if you do not specify a new location for the additional column(s) this procedure will create, the new data will overwrite any existing data in adjacent columns.  Therefore, you may want to insert the appropriate number of columns before converting the data.
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Data Validation 

Data Validation is a feature that allows you to restrict cell entries to numbers, dates, or times within specified limits.  You can control the range of values to be entered and can either provide an informational message, a warning, or completely stop entry of an invalid value.   To set a validation rule:

1. Select the cells that you want to restrict.

2. On the Data menu, click Validation, and then click the Settings tab.

3. In the Allow box, click the type of data. 

To specify only numbers, click Whole Number or Decimal. 

To specify only dates or times, click Date or Time. 

4. Click the operator you want in the Data box, and then specify the upper or lower limit for the data, or both limits, depending on the operator you select. You can enter values, cell references, or formulas for the limits. 

If you want to allow the cell that you're restricting to be blank, or you set limits that use a cell reference or formula that depends on cells that are initially blank, make sure Ignore blank is selected. 

To enforce the restrictions you set for blank cells, treating these cells as if they contain zeros, clear the Ignore blank check box. 

5. To display messages to prompt for entries and to explain or prevent incorrect entries, specify the types of messages you want on the Input Message and Error Alert tabs. 

To omit display of messages, clear the Show input message when cell is selected check box on the Input Message tab, and clear the Show error alert after invalid data is entered check box on the Error Alert tab.
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Circle incorrect values in cells

When you audit a worksheet for incorrect entries, Microsoft Excel identifies all cells that contain values that are outside the limits you set by using the Validation command on the Data menu, including values that were typed, copied, or filled in the cells, values that became incorrect because of calculations in formulas, and values placed in cells by macros.  

To have Excel circle values that fall outside the restrictions you have set:

1. Display the Auditing toolbar by clicking on Tools, Auditing, Show Auditing Toolbar.

2. On the Auditing toolbar, click Circle Invalid Data. 

3. To remove the circles, click on the Clear Validation Circles button on the Auditing Toolbar.

Note:  To see what data restrictions and messages are in effect for a cell, click the cell, and then click Validation on the Data menu.

Inserting a Hyperlink

Within Excel, you can create a hyperlink to open another file, go to a different location in the same file, or open a web page.  

To create a hyperlink, first type some text (or create an object to attach the hyperlink to)


Linking Excel to a Word Document

You can also link cells from an Excel workbook to other Windows applications such as Word.  When you update the information in Excel, the linked cells will automatically update in the Word document as well.

To link Excel cells to a Word file, 

1. Open the Excel file you wish to link to Word.

2. Select the cells to link and choose Edit, Copy.


3. Open the Word document, and position the cursor where you wish to place the cells.

4. Choose Edit, Paste Special from the menu. 


5. Choose Paste Link and select the format you want.













