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2.1 Let’s Start with Excel Charts

So, in Excel we have charts which is a visual representation of data

Result A
‘ s/ from aworksheet that can bring more understanding to the data than

just looking at the numbers. A chart is often called a graph

. (although graph is a representation of mathematical function).

A chart is a powerful tool that allows you to visually display data in

a variety of different chart formats such as Bar, Column, Pie, Line,

Area, Doughnut, Scatter, Surface, or Radar charts. With Excel, it is easy to create a chart.




2.2 Create an Excel Chart

W Seriesl

Antiques Roadshow
Changing Rooms
DIY 505

Lenny Henry

Holby City

Ground Foroe
Vicar of Dibley
Ready Steady Coo k
Mational Lottery

To start making your chart, highlight the BBC1 programs, and the viewing figures. If you
have just finished the sorting section, this data should still be highlighted, and look like
this:

4 Millions
5 |Casualty 8.82
6 |Antigues Roadshow 7.68
7 |Changing Rooms 7.38
_ & |DIY 505 7.20
9 |Lenny Henry 7.03
10 |Holby City 6.99
11 |Ground Force 6.71
12 |Vicar of Dibley 6.34
13 |Ready Steady Cook 6.33

14 |National Lottery 6.27 1

15

With your programs and the viewing figures highlighted, do this:
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o From the tabs on the Excel Ribbon, click on Insert
e Locate the Charts panel. It looks like this in Excel 2007:

I Insert |
Column  Line Pie Bar Area Other
k& = k& k& - [Scatter] Charts =
Charts ]

In later versions of Excel, the Charts panel looks like this:

= - - gv .
17 - 1
! - .
Recommended F'n.n:utChart
Charts " - - -
Charts [P

For this first one, we'll create a Column Chart. So, in Excel 2007, click the down arrow on
the Column item of the Chart Panel. You'll see a list of available charts to choose from.
Select the first one, the chart highlighted below (2D Column):

| D g [ 0D

Column| Line Pie Bar Area Other

- - - - :Scatter} Charts -
2-D Column £
3-D Column

=[iE

Pyramid

= E ==
T g E =

E

il Al Chart Types...
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The Column drop down list in later versions of Excel looks like this:

Recommended 2-D Column

- [ (88 (RA

3-D Column

4n o8 18
il

Ikl Mere Column Charts...

When you make your selection, a new chart appears on the same spreadsheet that you
have open. The chart should look the same as the one at the top if this page.

But notice that the Excel Ribbon has changed. The design menu is selected, along with
options for Chart Layouts:

] Desigr;“ .
IR o) Tl

l Chart Layouts ]

In Excel 2013 to 2016, you'll see these layouts on the left, in the Chart Layouts panel,
under Quick Layouts:

|| T

Add Chart  Quick
Elernent = Layout =

Chart Layouts

Also on the Design Ribbon, you'll see options for Chart styles:
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J Design _

-
L3
3

Chart Styles
IFTETETETR TN [T T T8 TR T ?I|||||||||F
F ; v FAS TP RSN /wa/.f E . E . -
Chart Styles

You'll see how to use these later. For now, your chart may be covering your viewing
figures. In the next part, we'll see how to move and resize a chart.

2.3 Move and Resize your Chart

In the image below, our chart is overlapping the ITV data. To move it, hold your mouse
over the chart until your cursor changes shape: (We found that the best place for your
mouse is over the dots in Excel 2007, as we had problems moving a chart when the
cursor was anywhere else! Moving charts in later versions of Excel is easier.)

Wivac 17 -

%é..

L1000
9.00

B.OO“I
R H =

Press and hold down the mouse button when your cursor looks like the one in the image
above, and then drag your chart to a new location. In the image below, we've placed the
chart below the data.
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‘

4 1 Millions . Millions
5 |Casualty 8.82 Who..Millionare 10.99
6 Antigues Roadshow 7.68 Heartbeat 10.22
7 Changing Rooms 7.38 Bad Girls 7.42
8 DIY 505 7.20 The Bill 6.54
9 |Lenny Henry 7.03 The Vice 6.37
10 |Holby City 6.99 Blind Date 6.31
11 Ground Force 6.71 Stars in their Eyes 6.26
12 |Vicar of Dibley 6.34 Footballer's Wives 6.17
13 Ready Steady Cook 6.33 Champions League 6.09
14 |Mational Lottery - 6.27 i Inspector Morse 5.81
15 a
16 | l10.00
17| | @.00
8.00
£ 7.00
19 | | 6.00
20 5.00
o 400
2111 300+
22| | 2.00
_23 2 1.001 M Seriesl
— 0.00 T T T T T T T T T
g E 3 g 8 F F 8 i % %
25 = £ § £ £ % & & §8 ¢z
3 = =] = = = o = 2
= g £ E 2 5 T F 3
27 " 3 E 5§ = 8
— S = = = =
28 g = z z
29 = &
30

You can also place your chart in a different worksheet. To do this in Excel 2007, right click
anywhere on your chart. From the menu, select Move Chart:
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Cut

Copy
Paste

Reset to Match Style

Change Chart Type...
Edit Data Source...

i gl & (o 08 O o<

Move Chart...

3-D View...

. =

Group k

Ering to Front

-

-

5end to Back

Assign Macro...

iy oA

Format Chart Area...

In Excel 2010 to 2016 there is a Location panel to the right of Chart Styles. Click
the Move Chart item:

Move
Chart

Location

In all versions, you'll then get a dialogue box popping up:

Mawe Chart M

Choose where you want the chart to be placed:

Lﬂi ) New sheet: | Chartl |
——

L1 1

|Wlaf| @ Objectin: |E|
T

| ok || cance |

If you want your chart in a new worksheet, select the first option. Then delete the text
"Chartl" from the textbox, and then type a name of your own.

If you look along the bottom of Excel, you'll see Sheetl, Sheet2, and Sheet3. Your data
is in Sheetl. If you click the drop-down list to the right of Object in on the dialogue box
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above, you'll see the other worksheets you have open. You can select one from the list
and click OK. But for this first chart, leave it in Sheet1.

How to Resize an Excel Chart
You can resize a chart, and any elements on it, by moving your mouse over the sizing

handles. For the chart itself, the sizing handles are the dots around the edges of the chart
in Excel 2007:

W seriesl 14

In later versions, the sizing handles are white squares:

I ;

When your mouse changes shape to a double-headed arrow, hold down your left mouse
button. Then drag to a new location. You can resize using the corners, or the edges.

2.4 Chart Styles and Layouts

You can easily change the Style of your chart. If you can't see the Styles, click anywhere
on your chart to select it, and you should see the Ribbon change. The Styles will look like
this in Excel 2007:
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Design

mnh\ |I|I‘ |I|I‘ |I|I‘ |I|I‘

Chart Styles

A 13

1l

In newer versions of Excel, your Chart Styles will look like this:

.....

Chart Styles

e m T
- 1 .
|III ||-ii|||.,:. TE

ST i
o F

i i g

Click on any chart style, and your chart will change. To see more styles, click the arrows
to the right of the Chart Styles panel:

You'll then see a drop-down sheet of new styles (Excel 2007):

SINETIDRTI NI NI B
|||I‘DDUD‘IIII‘|I|I‘|||I‘IIII
mulh‘ |I|I‘ |I|l‘ |I|I‘ llll‘

Illl‘Illl‘il'l‘llll‘llll‘llll‘
|I|I‘|I|I‘|I|I‘|l|l‘|I|I‘|l|l‘
ll'l‘ll'l‘ll'l‘llll‘|I|I‘|I|”
alle ondn wude wnle anlo ol
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And here's the Styles in Excel 2013 to 2016:

A LOUITTTT0E Ezgseseee: nnuimdmme (Miliiiiiae SEEREEMem Booom Lo
e ;. v ’ S ./?}-’:r’.}.//. e ’ - ’ i

- T T T -

Work your way through the Styles, and click on each one in turn. Watch what happens to
your chart when you select a style.

S e ea

Chart Layouts

You can also change the layout of your chart in the same way. Locate the Chart
Layout panel on the Design tab of the Excel Ribbon bar. It looks like this in Excel 2007:

| Design |
: = |l | e el
e | e | ]
[ Chart Layouts |

In newer versions of Excel, you may have to click the Quick Layout option on the Chart
Layouts panel:

If |@°

Add Chart Quick
Element = Layout -

Chart Layouts

Click the down arrow to the right of the Chart Layouts panel to see the available layouts
you can choose from:

R HECER
|§|§|‘ I[; I§E| §|§| Eﬁﬁ‘

Again, click on each one in turn and see what happens to your chart. In the image below,
we've gone for Layout 10:
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Chart Title

Hseries1

SN Ee S
booobbbbbog
R

Casualty
Antiques
Roadshow

DIY SOS
Lenny Henry
Holby City
Ground Force
Vicar of Dibley

-
Fa
]

2

=

2

=
£

8

=1
]

z

Changing Rooms
Ready Steady Coo k

Changing the Chart Type - 2D Bar Charts

You can change the type of chart, as well. Instead of having a 2D column chart, as above,
you can have a 2D bar chart. To change the chart type, locate the Type panel on the
Excel Ribbon bar (you need to have your chart selected to see it):

ail e

Change  Save Change  Move
Chart Type Template Chart Type  Chart
l Type I Type Location

Then click Change Chart Type. You'll see a dialogue box appear. This one is from Excel
2007:

Change Chart Type
3 Templates Column |
e i 1) 122 o] o8] 98] 90
& P
en ] o8] 8] ] 8]

Area
2 el ] ] 08 b
B Srtee e
b |21 e ] e
W Radar FPie

LAl o] o] AR [an] o] (]

[ Menage Templates... | [ setasDefault chart | T m_l

The dialogue box looks slightly different in Excel 2013:

. __________________________________________________________________________________________|
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Rec ded Charts | All Charts

™ Recent
- EEEE S
bd Celumn
o< Line Clustered Bar
® Pie
M Area
[ XV (Scatter)
[ﬁiﬁ Stock
& Surface
',K Radar
iy Combo

i}

[

Phasuleg!

i

g

Excel 2016 has some new chart types:

Change Chart Type m
Recommended Charts | All Charts

&y Recent

Templates %‘ % % % % %
Column
Line Clustered Bar

Pie
Bar

Chart Title

Area
KY (Scatter)
Stock

Surface

Radar
Treemap
Sunburst
Histogram

Box 8 Whisker
Waterfall

Funnel

FIEEFGHEAXBEESNe R E

Combo

[ ok ][ cance

In the image above, Microsoft have added six new charts: Treemap, Sunburst, Histogram,
Box and Whisker, Waterfall, and Funnel. If you have this version of Excel, click each one
in turn to see what they look like. For example, here's the what the Funnel chart looks
like:
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O O O
Chart Title

H Seriesl

Casualty
Antiques Roadshow |
Changing Rooms 1
o DIY 505 1
Lenny Henry O
Holby City 1
Ground Force 1
Vicar of Dibley 1
Ready Steady Cook |
National Lottery 1
O O O

But select Bar from the list on the left of the dialogue box, and click on the first Bar chart
(Clustered Bar). Click OK to see your chart change:

Chart Title

Mational Lottery
Ready Steady Cook
Vicar of Dibley
Ground Force

Holby City

Lenny Henry

DY 505

Changing Rooms
Antiques Roadshow
Casualty

B seriesl

0.00 2.00 4.00 6.00 B8.00 10.00

You can experiment with the types of chart in the dialogue box. But reset it to Bar chart,
as above.

2.5 Chart Titles and Series Titles

Once you have your chart in place, there are plenty of formatting options in Excel. In the
chart above, for example, the title says, "Chart Title". And there's a not terribly descriptive
orange square that says "Series 1" (your bars may be blue). We'll see how to change that
I ——
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in a moment. But first, the Chart Title. (If you don't have a title in Excel 2010, select the
first layout in the Chart Layouts panel.)

How to Change the Chart Title

To change the title of your chart, click on the title to select it:

ICha rt Title]

o =

The circles surrounding the title tell you that it is selected. Once the title is selected, click
on the letter "C" of Chart. Hold your left mouse button down and highlight the two words,
as in the image below:

Chart Title|

Once your title is highlighted, you can change it by simply typing a new one:

IViewing FiguresI

= =

While the title is highlighted, you can select a different font and font size, if you want (on
the Home panel in the Excel Ribbon at the top.)

To deselect the title, click anywhere outside of it.

Formatting a Series Title
To change the Series 1 text on the Chart heading to something more descriptive, select

the title as you did above:
) (] )
OB serfes10

Make sure the circles are there, and then right click. You should see the following menu
appear in Excel 2007:
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Delete

&9 Reset to Match Style
Edit Text

ih Change Chart Type...

5y Edit Data Source...

3-D View...

% Format Chart Title...

Click on "Edit data source". Alternatively, click the Edit data source item on
the Data panel on the Excel 2007 Ribbon:

Edit Data

Switch
Row/Column | Source

[ Data ]

For Excel 2010 and 2016 users, your menu looks like this:

Delete

Reset to Match Style
Font...

Change Chart Type...

& F

Select Data...

3-D Rotation...

Faormat Legend...

Ly

The item to click on the menu above will say Select Data instead of Edit Data Source.
In both versions you should then see the following dialogue box appear.

IITCA INTERMEDIATE EXCEL HANDBOOK 15



Select Data Source M

Chart data range: |w5heeﬂ!5ﬁ$ﬁ:55$§l4 525
,@—‘ | Switch Row/Column | 11
., s
Legend Entries [Series) Horizontal [Category) Axis Labels
M Add ][ 7 Edit ][ < Remove ] alw l 7 Edit ]
Seriesl Casualty o

Antiques Roadshow

m

Changing Rooms
DI¥ 505

Lenny Henry -

| Hidden and Empty Cells [ ok || cancal

The Chart Data Range at the top of the dialogue box is highlighting the cells A5 to B14.
This is the data we selected for the chart. Below this there is an area for Legend Entries
(Series) and Horizontal Axis Labels. We'll see more of these later. For now, though, we
just want to change Series 1 into something more descriptive.

So, click on Series 1 to highlight it. Then click the Edit button, as in the image below:

Legend Entries [Series)

| 1 Add £ Edit < Remove E\E\

When you click the Edit button, you'll see a new dialogue box appear - Edit Series. It

should look like this:
Edit Series e

Series name:

| =Sheetl!SAS5:5B514 Select Range
Series values:
| =Sheet11SBS2:5B511 = 882,768, 7....

IITCA INTERMEDIATE EXCEL HANDBOOK 16



Notice the cells being referenced in the Series name area. They are cells A5 to B14.

These same cells are also highlighted on the spreadsheet:

2
4 Millions
5 iCasualty 882 |
6 }Antigues Roadshow 7.68 )
7 \Changing Rooms 7.38 E
8 DIY 305 7.20 !
9 ilenny Henry 7.03 E
10 {Holby City 6.99 !
11 .Ground Force 671
12 Wicar of Dibley .34 E
13 \Ready Steady Cook 6.33 E
14 National Lottery________ 6.27__ !
15

16

Click on the BBC title instead, the one on Row 3 above. Your Edit Series dialogue box
will have changed. The Series Name area will now say A3 (amongst all those dollars):

Y e =

Series name:

 =Sheet1!5A53] = BBCL

Series values:

| =Sheet1!$BS5:SB514 = 882,768, 7....

| ok || concel |

Click OK to get back to your Edit Data Source dialogue box. The Series legend will now
say BBC.:

. __________________________________________________________________________________________|
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Select Data Source M
Chart data range: | B
The data range is too complex to be displayed. If a new range is selected, it will replace all of the series in the

Series panel.
} F Switch Row/Column | {“\
Legend Entries [Series) Horizontal (Category) Axis Labels
5 Add F7 Edit || < Remove | ’ £ Edit ]
BECL Casualty -
Antiques Roadshow =
Changing Rooms
DIV 505
Lenny Henry -
| Hidden and Empty Cells | | ok || cance |

Click OK to return to your spreadsheet. But look what's happened to the chart. The Series

1 has gone. Next to the orange square, we now have BBC 1.
) [] [

= BEC 1L
R 53¢ 1

We'll meet these boxes again when we create a chart from scratch. For now, let's see
some more formatting option you can do with an Excel chart.

2.6 Chart Layout Panel in Excel

In the previous part of this lesson on charts, you saw how to format a chart with various
dialogue boxes.

You can also format your charts using the menu items on the Excel Ribbon bar, at the top
of the screen. With your chart selected, click the Layout menu (Not Excel 2013 to 2016.
See below for your Layout options). You should see this:

| Layout
Chart Mame:
@ A= 3
Chart 2
Picture Shapes Text Chart  Axis Legend Data Data Axes  Gridlines
- T Box Title = Titles = T Labels = Table = T T
Properties | Shapes | Labels | AHES
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[ R i ) R ™

Plot Chart Chart 3-D Trendline Lines Up/Cown Error
Area~ Wall~ Floor~ Wiew * - Bars~ Bars~

Background Analysis

The Layout menu is a bit big for this page, so we've split it in two. But the chart Layout
panel is split into many different sections (six in our version), and allows you to change
the information in the chart.

For Excel 2013 to 2016 users, your Layout options are on the Design tab still, on the far
left, just under the File menu:

FILE HOME INSERT

— L X
IL (07 e,e | =5
Add Chart Quick  Change| =4
Elernent = Layout= Colors~

Chart Layouts

Chart1 | >

Click Add Chart Element to see the following drop-down list:

i Axes 3
Idh  Axis Titles 3
dh  Chart Title F
i Data Labels F
Idh Data Table b
it  Error Bars F
i Gridlines 3
|:|:| Legend k
e Lines k
|/ Trendline 3
|ag

Up/Down Bars #

For all versions of Excel, The first thing you may want to do is to give your chart a name.



To change the name of your chart in Excel versions 2007 and 2010, locate
the Properties panel on the Layout menu:

Chart Mame:

Chart 2

Properties

Highlight the default name in the textbox and type a new one:

Chart Mame:
BEC1

Froperties |

If you now click away from your chart, and then click back on it, you'll notice the name of
the chart change:

BBC1 - (" A
| A .8 |

For Excel 2013 to 2016 users, locate the Name box just below Chart Layouts:

LT

Add Chart  Quick
Elerment = Layout -

Chart Layouts

-

Highlight the default Chart 1. Type a new name (BBC 1) and press enter:

If "

Add Chart  Quick
Elerment = Layout -

Chart Layouts

EBC 1 -

IITCA INTERMEDIATE EXCEL HANDBOOK 20



The Labels Panel in Excel 2007/2010

The Labels panel on the Layout menu lets you format the titles and legends on your chart.

Here itis:
&l [ o fia] (2]

Chart  Axis Legend Data Data
Title = Titles ~ i Labels = Table =

l Labels J
Or this for Excel 2013 to 2016 users:
15
Add Chart
Elernent -
ith Axes b
Idb  Asxis Titles 3
dh  Chart Title b
i Data Labels b
Idt, Data Table b
i Error Bars 3
HH  Gridlines 3
|:|:| Legend 3
) Lines
| Trendline 3

MNone
Do not display a chart title

Centered Overlay Title
Owverlay centered title on
chart without resizing chart
Above Chart

Display title at top of chart
area and resize chart

=

are Title Options... [
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FEEEBEEEREBEBIES

Data Table 3

Axes 3
Lis Titles
Chart Title
Data Labels 3

-

-

el Bl B

Mone

Above Chart

Centered Overlay

More Title Options...

Error Bars 3
Gridlines 3
Legend k
Trendline 3

Click each item on the menu in turn to see what they do. Then click More Title Options.
The following dialogue box will appear (Excel 2010 has more options. Excel 2013to 2016
users, see below for your options.):

Format Chart Title

s
Line
Line Style
Shadow
3D Format
Alignment

Fill

(=) Mo fil

) solid fil

() Gradient fill

) Picture or texture fil

Dackgrouna

Close

As you can see, there are options to change the Fill, Line, Line Style, Shadow, 3-D format,
and Alignment. Play around with the options on the dialogue box to see what they do.
The only thing you're changing here is the Chart Tile. Click Close when you're done. If
you don't like what you see, click the undo arrow at the top of Excel.

Formatting Chart Titles in Excel 2013 to 2016

Excel 2013 and 2016 users won't see a dialogue box. Instead, you'll see a panel appear
on the right of the screen. This one:

IITCA INTERMEDIATE EXCEL HANDBOOK
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Format Chart Title v X

TITLE OPTIONS ™  TEXT QOPTIONS
O 1=
M 1=

I FILL

I BORDER

Click an arrow to see further options. Here are the options for Fill:

Format Chart Title v X

TITLE OPTIONS *  TEXT OPTIONS
O =
&y I

4 FILL
0 Nefill
() Solid fill
) Gradient fill
() Picture or texture fill
() Pattern fill

® Automatic

Color Q v

I BORDER

You can also click the icons at the top. There are three of them: a paint bucket, an
Hexagon, and a resize symbol.

Click the Hexagon and you'll see these options:
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Format Chart Title v X

TITLE OPTIONS *  TEXT OPTIOMS
—
S

F SHADOW

I GLOW

I- SOFT EDVGES
f+ 3-D FORMAT

Click the Resize symbol and the options will change to these:

Format Chart Title v X

TITLE OPTIONS *  TEXT OPTIONS
O =
9 I

4 AITGNMENT

Yertical alignment | Middle Ce.. = |

Teuxt direction | Harizontal v|

Resize shape to fit text

Allow text to overflow shape

Left margin 0.25 cm
Right rmargin 0.25 cm
Top margin 013 cm
Eottom margin 0.13 cm

Wrap text in shape

Columns...

As well as the three symbols, you can click the Text Options, just to the right of Title
Options at the top. You'll then see even more options, this time to change the text itself:

. __________________________________________________________________________________________|
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Format Chart Title v X

TITLE OPTIOMS *  TEXT OPTIONS
A A=
A 5

4 TEXT FILL
) Mo fill
® Solid fill
) Gradient fill

() Picture or texture fill
() Pattern fill

Color ﬁ =
Transparency bH———

I TEXT OUTLINE

Play around with all and see how they work.

Change the Axis Title in Excel 2007/2010

The next item on the Labels panel is the Axis Title. Click the down arrow to see the
options:

Axis
Titles =

|:| Primary Horizontal Axis Title »

D Primary Yertical Axis Title L4

At the moment, our chart has no Axis Title. It just has numbers running across the bottom.

Someone looking at the chart won't know what the numbers represent. Here's what our
Chart looks like at the moment:
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Viewing Figures

Mational Lottery
Ready Steady Cook
Vicar of Dibley
Ground Force

Holby City

Lenny Henry

DIY 05

Changing Rooms
Antigues Roadshow
Casualty

EEBC1

0.00 2.00 4.00 6.00 8.00 10.00

To add an Axis title in Excel 2007 and 2010, click on Primary Horizontal Axis Title. From
the sub menu, click Title Below Axis.

| Primary Horizontal Axis Title None
. ) ) Do not display an Axis title
| Primary Vertical Axis Title

Title Below Axis
Display title below Horizontal Axis and
resize chart

Maore Primary Horizontal Axis Title Options...

I=

In Excel 2013 and 2016, select Primary Horizontal on the Axis Titles menu of Add
Chart Elements:
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15
Add Chart
Elernent =
ih Axes 3
Idh  Axis Titles b
- [ﬂ]ﬂ] Primary Horizontal
gh  Chart Title k =
N b
g DataLabels uhﬂﬂ] Primary Vertical
Idt, Data Table b
il Error Bars b More Axis Title Options...
i Gridlines 3
I:|:| Legend k
& Lines
l:= Trendline 3
44 Up/Down Bars

When you click Title Below Axis or Primary Horizontal, a new title will be added to the

chart:

0.00 2.00 4,00 6.00

= )
Auis Title
&)

=

Highlight the default text, and type your own:

4.Eu 6,00
Millions

i
Click away from the chart to see what it looks like:

0.00 2.00 4.00 6.00
Millions

8.00 10.00

8.00 10.00

We now have some explanation for what the numbers represent. You can add a Vertical
Axis, as well. Click on Primary Vertical Axis Title and see how it works.

Chart Legend

The Chart's Legend is this one:

B BBC 1

IITCA INTERMEDIATE EXCEL HANDBOOK
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At the moment, our Legend is on the right of the chart. But you can move this. Click
the Legend item on the Layout panel to see the various options:

Mone
Turn off legend

|rI_r|.|_] Show legend and align
right
= Show Legend at Top
||'ﬂ_|'| Show legend and top
align
Show Legend at Left
|_5]|r|_n- Show legend and align
left
Show Legend at Bottom
|I'H_I'i Show legend and align
bottom
Owerlay Legend at Right
||'ﬂ_p.-] Show legend at right of
the chart without resizing
Owerlay Legend at Left
Show legend at left of
the chart without resizing

‘ Show Legend at Right

More Legend Options...

[d]mlé Mone

iMh  Axes ¥
Idh  Axis Titles 3
db  Chart Title 3
il Data Labels 3
Idb, [Ciata Table J
il Error Bars 3
HE Gridlines F
|:|:| Legend k
et

|og

i ]
Trendline |_[|1|]l Right

Top

i
Bl Left
Bottom

More Legend Options...
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Click an option on the menu and watch what happens to your Legend. You should see it
move around your chart.

Adding Data Labels to an Excel Chart

A Data Label is information overlaid on the chart bars. In our chart below, we have
numbers overlaid on the orange bars:

You can format these Data Labels. Click the Data Labels item on the Labels panel to
see the following options:

Mone
Turn off datalabels for selection

=
[l
]
-l i

Center

Display data labels and position
centered on the data point(s)
Inside End

Display data labels and position
inside the end of data point(s)
Inside Base

Display data labels and position
insdie the base of data point(s)
Qutside End

Display data labels and position
outside the end of data point(s)

£ |

=i
—l
=

=

ore Data Label Options...
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Axes 3
Ais Titles 3
Chart Title 3

Data Labels 3 -
mﬂ){ Mone
Data Table 3

Error Bars k FHH:I Center

Gridlines 3
Legend » Iﬂrﬂ Inside End
Lines 3

Trendline 3 [DD] Inzide Basze

EEEBEEEREBEBIES

Up/Down Bars »

fifs  Cutside End

|'|_||'|-| Data Callout

More Data Label Options...

The one wat we have at the moment is Inside Edge. Click on Outside End and your
Data Labels will look like this:

You can also see the options if you click More Data Label Options from the menu. You'll
then see this dialogue box (In Excel 2013 and 2016, again, you won't see a dialogue box.
Instead, you'll see the Format panel appear on the right of your screen. The same options
as below will be available, however.):
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Format Data Labels

["Label Options | Label Contzins Label Position
N:ljmber |:| Series name {:} Center
Fi c
Line [ Category name ) Inside End
v )
Line Style Value () Inside Base
Shadow [ Reset Label Text ] {¥) Outside End
3D Format
Alignment [] indude legend key in label:
B—

Close

Again, play around with the options to see what they do. The first two, Label Options and
Number, are the ones you'll probably use most often.

2.7 The Format Chart Panel

The Format panels allow you to create some great looking charts with just a few mouse
clicks.

Click on your chart to select it, and then click the Format menu at the top of the Excel
Ribbon. You should see this long menu, split in two here (In newer versions of Excel, you
may also have an Insert Shapes area):

Chart Area - By shape Fill =
% Format Selection [ .ﬁ.t:n:] [ .ﬁ.t:n:] [ .ﬁ.l:--:] [ .ﬁ.t:n:] [ .ﬁ.l:--:J [.ﬁ.bc} = ﬁ Shape Cutline -
ﬁ Reset to Match Style = 4 Shape Effects ~
Current Selection Shape Styles P
Format

Text Fill = 3 Bring to Front -~ | Align -

a[] |762¢em 2
-~ || B ’ 1 G N
Text Outline oy 5end to Back H Group
127 m

T | &A Text Effects Ei,'?[;. Selection Pane % Rotate i
WordArt Styles ] Arrange Size ]

Using the various Format Panels on the Excel Ribbon, we'll format our chart from this:
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Viewing Figures

Mational Lottery
Ready Steady Cook
Vicar of Dibley
Ground Force
Holby City

Lenny Henry

DY S0%

Changing Rooms
Antiques Roadsh ow
Casualty

EBBC1

B8.82

0.00 2.00 4.00 6.00 B.00 10.00
Millions

To this:

Viewing Figures

National Lottery
Ready Steady Cook
Vicar of Dibley
Ground Force
Holby City

Lenny Henry

DY 05

Changing Rooms

Antiques Roadshow
Casualty

0.00 2. d 6.00 B8.00 10,00
Millions

OK, it may look a bit gaudy! But at least it's lively. You can create a chart like this quite
easily:

First, click on your chart to highlight it
Click the Format menu on the Excel Ribbon
Locate the Shape Styles panel:
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L3

<y shape Fill =

£ Shape Cutline =

4

3 N S P

Shape Styles M |

4|

Click the down arrow on the right of the panel to see the available styles (there might not
be so many styles in Excel 2013, so you may have to select a different color):

Other Theme Fills 3

When you move your mouse over a style, your chart will change automatically. But you
won't be able to see the full effect until you click away from the chart. We went for Style
28, the one that's highlighted in the image above. You get the rounded corners, the drop
shadow and the color fill.

Create your own Chart Style in Excel

You can create all that yourself, though. If you want to create your own style, try the
following:

Fill your chart with a color by clicking the down arrow on Shape Fill on the Shape Styles

panel:
Lﬁ| Shape Fill ~

ﬁ Shape Cutline -
4 Shape Effects =



& Shape Fill v{
l:' Automatic

Theme Colors
H HEENENEN

Standard Colors
mn 1 1 818
Mo Fill
+8  More Fill Colors...
@ Picture...
[l Gradient »
Texture 4

Select a color from the list. Or click "More Fill Colors". Once your chart has a color, you
can liven it up a bit.

Still on the same menu, click on Gradient. The sub menu appears:
28 | More Fill Colors...

E Picture...
| Gradient k| Mo Gradient -
Texture L4

Light Variations

deh Pl
E® WP
T

Dark Variations

|: More Gradients...

We went for one of the Dark Variations.
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Next, you can spruce up the text on your chart. Locate the WordArt Styles panel:

" Format
&7 Text Outline -

_\
A A A = Text Effects ~
l

WordArt Styles |

¥

A TextFill -

A

|

Click the Text Fill button to see the available colours:

Theme Colors
[N HEEEEEEN

Standard Colors

HN 1100
Recent Colors

No Fill

Maore Fill Colors...
Picture...
Gradient 4

b R e

Texture L4

Once you have the chart background and text formatted the way you want it, you can add
some rounded corners, and a bit of drop shadow. You can apply both of those from the
Format Chart Area dialogue box. Here's how.

To bring up the Format Chart Area dialogue box, click the Format Selection button on
the Current Selection panel:
Chart Area -

@ Format EEI.ecti.unJ
£9 Reset to Match Style
l Current Selection ]

You'll then see the following dialogue box appear (If you're using Excel 2013 and 2016,
you'll see a panel appear on the right of your screen instead of a dialogue box):
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Format Chart Area

Fill .

: Fill
Line
Line Style | | © Nofil
Shadow & Solid fill

3D Format | | Gradient fil
) Picture or texture fil

Colar:
Transparency: 37 0%, =

Format Chart Area

Fill .

.' Line
[“Line | .

Line Style | | Noline

Shadow ® Ssolid line

3D Format | | Gradient line

4k

Transparency: 37 0%

Close

In Excel 2010, you'll have a Border Styles menu on the left. Click that to see the
Rounded Corners option. For Excel 2013 and 2016, click the Border category to expand
it. The Rounded Corners options is at the bottom:
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Format Chart Area v

CHART OPTIONS ¥  TEXT OPTIOMS
O =
&y I

- FILL
4 BORDER
) Mo line
) Solid line
() Gradient line

® Aytomatic

icolor

it

Compeound type

Dash type Eow

Cap type

Begin Arrow type E
Begin Arrow size =
End Arrow type E

=

End Arrow size

Bounded corners

Put a tick in the box for Rounded Corners.

To get a Shadow for your chart, click the Shadow option on the left of your dialogue box.
The options will change to these:
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Format Chart Area

Fill

_ Shadow
Line
Line Style Presets: || | »{ Color:
| Shadow | o —
3D Format Transparency: X

37
= 0 [ B
37

Distance:

For Excel 2013 and 2016 users, click the Hexagon symbol at the top, just to the right of
the paint bucket:

Format Chart Area v X

CHART OPTIONS +  TEXT OPTIONS

SO O =

|4 SHADOW |
Presets D -
Color Q e

e [ 1]
Distance - :I

I GLOW
I+ SOFT ED/GES
t+ 3-D FORMAT

Click the Presets button to see a list of pre-made shadows:
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Shadow

Presets:

No Shadow

i

Outer
= |-
d o
J 3

Inner

B S
o
U Jd

Perspective

-

'

L €

L & W §

Select the one you like. Then click Close on the dialogue box. Your chart will then have
rounded corners and a drop shadow.

Viewing Figures

Mational Lottery
Ready Steady Cook
Vicar of Dibley
Ground Force

Holby City

Lenny Henry

DY S05

Changing Rooms
Antigues Roadshow
Casualty

0.00 2. 4 6.00 B8.00
Millions

OK, you should now a very smart chart. Playing around with the various options on the
Format Chart Area dialogue box can really bring an Excel chart to life!
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8 Create a Pie Chart in Excel

Pie charts are quite easy to create in Excel. In case you're not sure what a Pie Chart is,
here's the basic one you'll be creating. Later, you'll add some formatting to this:

Owheo...Millionare
O Heartheat

O Bad Girls

OThe Bill

OThe vice

OBlind Date

O stars in their Eyes
O Footballer's Wives
Champions League

O Inspector Morse

To make a start, you need to highlight some data. If you've been following along with
the previous tutorials, then you'll have some viewing figures data. You've created a 2D
chart with the BBC data. This time we'll use the ITV data. If you don't have this data,
create the following simple spreadsheet. The cells to use are D4 to E14:

I
Who...Millionare 10.99
Heartbeat 10.22
Bad Girls 7.42
The Bill 6.54
The Vice 6.37
Blind Date 6.31
Stars in their Eyes 6.26
Footballer's Wives 6.17
Champions League 6.09
Inspector Maorse 3.81

Click inside cell E4 and change "Millions" to ITV, if you already have the data from a previous
lesson

Highlight the cells D4 to E14

Click the Insert menu at the top of Excel

Locate the Chart panel, and the Pie item:
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| Insert |

e b e )
- -
Column  Line Pie Bar Area Xy Other

v > e | > [Scatter) ~ Charts ~
Charts {F

In Excel 2013 and 2016, the Pie chart is harder to spot. But it's highlighted in green in the
image below:

17 R I
N - g it -
Recommended m k- L PivotChart

Charts " - - -

Charts [P

Click the down arrow and select the first Pie chart:

il ANl Chart Types...
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> -

2-D Pie

(Do @E

3-D Pie

&

Doughnut

e

W More Pie Charts...

e A new Pie chart is inserted
e Move your new pie chart by dragging it to a new location
e Notice how all the segments of the pie chart are the same colour in Excel 2007:

ITv

B\Who..Millionare

B Heartheat

B Bad Girls

B The Bill

B The Vice

H Blind Date

B Stars in their Eyes

B Footballer's Wives
Champions League

Inspector Morse

To get assorted colors, make sure that your chart is selected and locate the Chart
Style panel:

/0 /0 0 &

[ Chart Styles |

1|

Click the down arrow to the right of the Chart Style panel to reveal the available styles :
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s

»,

’

&

&
&
€&

>
3
@ ¢
©®16
@16

We've gone for the second one, Style two. If you haven't got this style, select a similar
one, such as style 4 in Excel 2013 and Excel 2016. The chart will then look like this (your
labels may well be at the bottom, though, depending on which version of Excel you have):

TV

Owhao...Millionare
O Heartbeat

O Bad Girls

OThe Bi

OThe vice

OBlind Date

Stars in their Eyes
Foothaller's Wives
Champions League

O Inspector Morse

But it looks pretty good for just a few mouse clicks! We can still do a bit more to it, though.
In the next part, you'll see how to add the viewing figures to the pie chart segments.
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2.9 Add Labels to a Pie Chart

At the moment, though, there's no information about what each segment represents.
We're going to add the numbers from our ITV viewing figures. These ones:

IV
Who..Millionare 10.99
Heartbeat 10.22
Bad Girls 7.42
The Bill 6.54
The Vice 6.37
Blind Date 6.31
Stars in their Eyes 6.26
Footballer's Wives 6.17
Champions League 6.09
Inspector Maorse 5.81

To add the numbers from our E column (the viewing figures), left click on the pie chart
itself to select it:

The chart is selected when you can see all those blue circles surrounding it. Now right
click the chart. You should get the following menu:
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Delete

Reset to Match Style

Change Series Chart Type...

S B

Edit Data Source...

3-D View...

lig ©

Format Data Series...
| Add Data Labels
Add Trendline...

Delete

i)

Reset to Match Style

Change Series Chart Type...

Select Data...

o gl

3-D Rotation...

Add Data Labels r Add Diata Labels

Add Trendline... Add Data Callouts
|H Format Data Series...

From the menu, select Add Data Labels. New data labels will then appear on your chart:

The values are in percentages in Excel 2007, however. To change this, right click your
chart again. From the menu, select Format Data Labels:

Delete

Reset to Match Style

Change Chart Type...

Gl & 0

Edit Data Source...

I M o
_"Er' W IEW..

=

% Eormat Data Labels...

Format Diata Series...

IITCA INTERMEDIATE EXCEL HANDBOOK 45



When you click Format Data Labels, you should get a dialogue box. This one:

Format Data Labels

“Label Options| Label Contains

Label Position

N.uml:uer [] series name .G-. Center
EI:E [] category name ) 1nside End
Line Style [ value ) Qutside End
Shadow Percentage {*) BestFit
3-D Format Show Leader Lines

Aligrment [ Reset Label Text ]

[] indude legend key in label

Close

If there's a tick in Percentage, untick this and select Value:

Label Contains

[] series name

|:| Category name
|:| Percentage

Show Leader Lines
[ Reset Label Text ]

Your chart will then have the correct numbers:
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Overall, the chart looks OK. But we can add some formatting to it. in the next part, you'll
see how to format each individual segment of the Pie Chart. We'll change the color of one
segment, and separate it.

2.10 Format Pie Chart Segments

You can change the color of each slice of your pie chart, and even move a slice. Let's
change the colors first.

Change the Color of a Pie Chart Segment

Left click on the pie chart itself to select it:

It is selected when you can see those round handles. Now left click on one of the
segments to select just that individual slice. It's a little bit tricky, but if you do it right your
pie chart should look like this:
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In the image above, only the 10.99 segment is selected. You should see round circles
surrounding just that segment. Now right click your segment and, from the menu that
appears, select Format Data Point:

Delete Series

£4  Reset to Match Style
ﬁ.h Change Series Chart Type...
% Edit Data Source...
3-D View
||§ Format Data Point...
Format Ciata Label...

Add Trendline

You should see the following dialogue box appears in Excel 2007:

Format Data Point

[ —
“Series Options Angle of first slice

Fill . !
Mo Rotation J_ Full Rotation

Line

Line Style D

Shadaow
3-D Format Point Explosion

Together J_ Separate

=]
H

Plot Series On

Close
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You'll see a panel appear on the right of your screen in Excel 2013 and 2016.

Format Data Point v X
Series Options ¥

GO |

4 Series Options
Plot Series On
Primary Axis
Secondary Axis
Angle of first slice

Point Explosion

| 0% -

Click the paint bucket icon at the top, then click to expand the Fill option. Select Solid fill,
and select a color from the dropdown list:

Format Data Point v
Series Options ¥

SO |

4 Fill

() Mo fill

(@) Solid fill

() Gradient fill

() Picture or texture fill
() Pattern fill

() Automatic

Vary colors by slice

Lot u

Transparency | 0% Theme Colors
H EEEm:EEE

I 24
g ililllll

Standard Colors
EN: T EEEERN

'?.1 More Colors..

I Border

In Excel 2007, click on Fill from the options on the left. The dialogue box changes to this:
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Format Data Point

Series Options Eill

[ Fill ‘|
Line O o fil
Line Style O Salid fill
Shadow (%) Gradient fil

3D Format {7 Picture or texture fill

Vary colors by slice

Preset colors:

Type: Linear W
Direction: Angle:
Gradient stops

Stop 1 W [ Add ] [ Remove ]

Colar:
Stop position: 37 0% e
Transparency: ]7 0% =

Rotate with shape

There are quite a lot of options to experiment with. But select the Solid Fill option:
Fill
O o fill

) Gradient fil
) Picture or texture fil

Wary colors by slice

Color:
Transparency: 37 0%

4k

Now click the color picker, and choose a new color for the segment:
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Vary colors by slice

Color: ﬂ -

Transpa Theme Colors -
H HEEEEENR

Standard Colors

| | FPEEEER
Recent Colors

Mare Colors. ..

We've gone for a dark orange color, but select any color you like.

Move a Pie Chart Segment in Excel

To move the slice that you've just colored, click back on Series Options from the options
on the left:

Format Data Point

“Series Options Angle of first slice

Fill No Rotation J_ Full Rrotation
Line

Line Style D
Shadow
3D Format Point Explosion

Together J_ Separate

Flot Series On

Close

In Excel 2013 and 2016, click the three bars icon:
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Format Data Point v X

SERIES OPTIONS +

SO M

4 SERIES OPTIONS
Plat Series On

Prirmary Axis
Secondary Axis

Angle of first slice

Point Explosion

Set the Point Explosion slider to about 30%

Angle of first slice

Mo Rotation J_ Full Rotation

Point Explosion

Together J_ Separate

%

‘

Now click the Close button. Your chart should look something like this one:
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B Who...Millionare
O Heartbeat

O Bad Girls

OThe Bill

OThe vice

O Blind Date

O stars in their Eyes
O Footballer's Wives

O champions League

O Inspector Maorse

Change the rest of the slices in exactly the same way. You can format the rest of the chart
exactly like you did for the Bar chart. But it looks quite impressive as it is!

2.11 Create a 2D Line Chart in Excel

For this last chart, we'll compare the viewing figures of BBC1 and ITV. A line chart is
better for this type of data. The chart we'll create looks like this:

Average Weekly Viewing (per person)
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We're comparing how many hours per week a person watches BBC1 with how many
hours they watch ITV. You'll need some data, of course. Start a new spreadsheet and
enter the same data as below:

A A | B | C | D | E | F | G

1 | Average Weekly Viewing (Hours/Mins per person (03/03/16 to 15/04/16)

2 |

3 | 03/03/2016 10/03/2016 17/03/2016 24/03/2016 01/04/2016 08/04/2016 15/04/201
4 BBC 5.27 5.37 5.23 5.13 5.12 5.21 a.
3 |V 4.19 4.23 4.33 4.54 500 4.57 4.
5]

Once you have your spreadsheet data, highlight the cells A3 to H5. Now
click Insert from the Ribbon bar in Excel 2007 and 2010. Locate the Charts panel, and
click on Other Charts. From the menu, select All Chart Types (In Excel 2013 and 2016,
there is no Other Charts option. See below for what you should do):

| Insert |

ﬁﬁkﬁﬁﬂL,ﬂ,

Column  Line Pig Bar Area Cther
i - - i i [Scatter] Charts =
Charts Stock
1 s ] sl
Surface
Coughnut
|/|/ |/|"’]Ei
R
Bubble
<&
3 o
3@ Jo
Radar

][]

il AN Chart Types...

When you click All Chart Types, you'll get a dialogue box popping up:
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Create Chart

il V| T [
T 2 EEEEEE
0] @] @] Y @i e
T EPEEEPER
e 5

From the dialogue box, the left hand side shows all the chart templates. Click on Line.
Select the first Line chart, the one highlighted in the image above. Click OK and Excel
will insert your chart. It should look like this:

6.00
— e e
5.00 ——/_/_/”"v
4.00
| 3.00 SBC1
—ITV
2.00
1.00
0.00 T T T T T T
3/9/06 10/9f06 17/9/06 24/9f06 1/10/06 8/10/06 15/10/0
6
1

In Excel 2013 and 2016, click the Recommended Charts item instead of Other Charts:
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= - = k- n
T
Recommended PivotChart

Charts @~ L%~ -

Charts IF

You'll then see a dialogue box appear. Click on All Charts:

-

Insert Chart

Recommended Charts | All Charts |

2 e | PR S K

Column

Line Line

Pie Chart Title Chart Title

Bar R — = || : —
Area 1 '

< XY (Scatter)
il Stock
Surface
Radar

It
i
®
E
Ca

[ ™

SRR LT T T T ITSNL ) T TE TR TS T TS

£, o] e 3 B sy e B T2

Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

Funnel

FAIEEF®EX &

Combo

Liwot..) |ugancn ]

Select Line from the list on the left to see all the available line charts (2016 users will
have more charts on the list). Select the first one. Your charts will then look like this:
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o O O

Chart Title
B
5 N
4
3
o* 0
1
0
W W W W W W W Wb W W W w w W w W w W oW W owm o
== = = T B B B B I T I T TR I (R I I - B = |
o Qo Q Q Q Q Qo Q Q Q Q Q Q Q Q Qg QQ Q Q
L IO o B o B o B o I o TR o I o N Yo - IR o o R - Y s S 5 DN o IR - B o B o I o |
RRRRRRRRE'“m"“m"“m"“m"“m"?ﬁ'“g"“g"“g"gEE‘E
cggggeggsosgsescessgsoeoe e
mmngﬂmmnm'ﬁ'm'm'm'm'ﬂ'm'g'm' r:.RTqr
o o o e e B T B B o = e R T o (R T = o Q9 = = =
O O O

For all users, the chart looks a bit plain, at the moment. You can change the colour of
the lines for BBC and ITV. Locate the Chart Styles panel on the Designmenu:

Design
J
Click the down arrow on the right of the Chart Styles panel to reveal the available styles:

ol ool | o] |
| s m ;#4-

f:';

‘_‘;.' _,_F-.- "l"-

o \

We've gone for the first one, top left. When you select a style, your chart will change:
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6.00

— e e ————
5.00 _//lv
400
i 300 —H88C1
I TV
2.00
1.00
0.00 T T T T T T

3fofo6 10/9f06 17/9f06 24f9/06 1/10/06 8/10/06 157100
6

The lines are more distinct now. The dates at the bottom don't look too impressive,
though! In the next part, you'll see how to format the dates on the bottom Axis.

2.12 Format your Axis Titles

6.00

e —— e e ———
5.00 _’_/’V
4,00
i 300 —BBC1
I TV
2.00
1.00
0.00 T T T T T T

3/of06e 10/9/06 17/9/06 24/9f/06 1/10/06 8f10/06 15/10/0
=]
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To format the dates on the bottom Axis, click on them with your left mouse button. With
the dates Axis selected, right click. You should see this menu:

0. } T T T !

Delete
3/9/06 10/9/06 17/3/06 24/9/06 =
£9 | Reset to Match Style

i.h Change Chart Type...
Edit Data Source...

“ﬁ Format Axis...
Add Major Gridlines

Add Minor Gridlines

Select Format Axis from the menu, and you'll see the following dialogue box appear in
Excel 2007 and 2010:

Format Axds

lﬁl
Mumber Minimum: & Auto O Fixed |;~. 06 |
Fil Maximum: @ Auto O Fixed  [15/10/00 |
Line . )
Maijor unit: (®) Auto . - —
Line Style O Fixed | | |pays
Shadow Minor unit: (%) Auto O Fixed | | .
3-D Format
Base Unit: (&) Auto . —
Alignment Base Unit: (2 Au ) Fixed Davs

|:| Dates in reverse order
Axizs Type:
(¥} Automatically select based on data
() Text axis
{:} Date axis

Major tick mark type: | Qutside

Minor tick mark type: |[Mone

Axis labels: Mext to Axis

Vertical axis crosses:

(¥} Between dates
O Atdate  [3/90

) At maximum date

[=3]

Close

Excel 2013 and 2016 users will see a panel appear on the right of the screen, instead of
a dialogue box:
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Format Axis v X
Axis Options ¥  Text Options

OO = M

4 Axis Options
Axis Type

Automatically select based on
data

Text axis

Date axis

Bounds

Minimum 03/03/2016 Auto

Maximum 15/04/2016 Auto
Units

Major | 2 Days ™| Auto
Minor |1 Days T | Auto

Base Days | Auto

Vertical axis crosses
# Between dates
At date 03,03,/2016
At maximum date
Axis position
On tick marks
# Between tick marks

Dates in reverse order

I Tick Marks
I Labels
' Number

Under Axis Type, select Text Axis:
Axis Type:

() Automatically select bazsed on data
{f} Text axis
() Date axis
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Your dates should end up in the middle. (Our version of Excel was a little buggy. We had
to click Date axis, then click back on Text axis to get the dates in the middle.)

03/03/2016 10/03/2016 17/03/2016 24/03/2016 01/04/2016 O08/04/2016 15/04/2016

Adding an Axis Title

To add an Axis label at the top of your chart, if you have Excel 2007 or Excel 2010, click

Chart  Axis Legend Data Data
Title = Titles = ™ Labels = Table -

[ Labels ]

Click on Chart Title. From the menu, select Above Chart:

Chart

Title ~

——| MNone

||'ﬂ_|'ﬂ" Do not display a chart title

= Centered Overlay Title

mﬁl Owverlay centered title on

chart without resizing chart

=
™
M

Above Chart
Display title at top of chart
area and resize chart

ore Title Cptions...

If you have Excel 2013 and 2016, however, stay on the Design Ribbon and locate
the Chart Layouts panel on the left, just under the File menu. Click Add Chart Element,

then Chart Title > Above Chart:
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1’

Add Chart
Element -
b Axes k
Idh  Axis Titles k
dh  Chart Title P =
Mone
fli Datalabels » hﬂ[ﬁ(
» =
It Data Table |_|ﬂ|]l Above Chart
iy Error Bars L
R =
it Gridlines ’ I.[Dﬂl Centered Overlay
|:|:| Legend k
60 Lines , More Title Options...
| Trendline L
|#4 Up/Down Bars »

You will then see a default title appear at the top of the chart. Highlight the text, and type
a title of your own:

Average Weekly Viewing iperperson)
6.00
>00 N
4.00
3.00
—88C1
200 —TV
1.00
000 T T T T T T 1
o o o 5] o fo
f.-"\“@ \%\F \‘ﬁ\? \ﬁﬁ %Q-‘P ,.&Q\? nS N
> P ';"' L N S 2

Add a Left Axis

We now need to add an Axis for the numbers running up the left of the chart. The numbers
are the hours per week that people watch each channel - O to 6.
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From the Labels menu still, select Axis Titles > Primary Vertical Axis Title > Rotated

Bl [ERTRE

Chart | Axis |Legend Data Data
Title = |Titles = T Labels ~ Table =

E| Primary Horizontal Axis Title »

||E| Primary Mertical Axis Title ¥ Mone

H = Do not display an Axis title
ldn

Rotated Title

Display Rotated Axis Title and resize
chart

Vertical Title

Wl Display Axis title with vertical text and
resize chart

Horizontal Title

:'lrﬂ_ri Display Axis title horizontally without
resizing chart

Maore Primary Vertical Axis Title Options...

1%

Add Chart

Elerment =

il Axes 3

Idb  Axis Titles 3

— [ﬂ]ﬂ] Primary Horizontal
gh Chart Title 3 =

. b

i Data Labels |][|j:|j]] Primary Vertical
Ik, Data Table 3

aly  Error Bars b More Axis Title Options...
Hi  Gridlines 3

|:|:, Legend k

@ Lines 3

|2 Trendline 3

|24

Up/Down Bars »

(Excel 2013 and 2016 users won't have Rotated Title option - the title will roate by itself.)
This will add a title like the following one:

IITCA INTERMEDIATE EXCEL HANDBOOK 63



6.00 T

5.00 T

00

o

00

o]

00

!LAxIs!;I;ItIe;L

1.00

0.00

Highlight the default title and type Hours. You can move the title to the left by clicking and
dragging. This is a little tricky, though! Use the Zoom tool at the bottom of Excel to zoom
in on your target:

Move the Axis in to position:

.Q0

Hours

- [ T3.00

When you're done, your chart should now look like this one:
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Average Weekly Viewing iperperson)
6.00
I
5.00 ’_——/_/,-—’\-\/’_
400
2
= 3.00
—HBBC1
2.00
=TV
1.00
0.00 T T T T r T
& SR A R o°
u;"n n;"n = n;? & o o
EA N RN\ S
Or this:
Average Weekly Viewing (in millions)
5]
5 N
4
3 3
I
2
1
0]

03/03/2016 10/03/2016 17/03/2016 24/03/2016 01/04/2016 08/04/2016 15/04/2016

Spruce it up a bit by adding a bit of fill color, rounded edges, and shadow
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Average Weekly Viewing per person)

And that's it for line charts. If you've been following along from the beginning, you should
now have some impressive Excel chart skills.

In the next part, we'll take a look at how to predict future values with Excel charts.

2.13 Predict the future with a Trendline Chart

Excel can help you make predictions about future values, or help you spot a linear trend.
What we'll do in this section is set up something called a Trendline. We'll use an X, Y
Scatter chart for this. We'll take a look at future income predictions based on what was
earned in previous years. If you're a bit confused, don't worry: it will all become clear as
we go along.

Type the following headings into cells Al to C1:

Year
Years since 2006
Income

Format the cells, if you prefer. Your spreadsheet will then look like this:

L |
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A B C
1 Year Years since 2006 Income

Enter the years 2006 to 2019 into cells A2 to A15:

A B C

1 Year Years since 2006 Income
2 2006

3 2007

4 2008

] 2009

5] 2010

7 2011

8 2012

9 2013

10 2014

11 2015

12 2016

13 2017

14 2018

15 2019

16

As an X axis for our chart, we can have the years since 2006. These values will be used
in a later formula. In Cells B2 to B15 enter the values 0 to 13:
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A B C
1 Year Years since 2006 Income
2 2006 0
3 2007 1
4 2008 2
5 2009 3
5] 2010 4
7 2011 5
8 2012 ]
9 2013 7
10 2014 8
11 2015 9
12 2016 10
13 2017 11
14 2018 12
15 2019 13
16

We now need some income values for the years 2006 to 2013. This is income that has
actually been earned, rather than income that might be earned in the future. We'll then
use this hard data to predict future values. Enter some income values, then, into cells C2
to C9. We made up the following values:

A B C
1 Year Years since 2006 Income
2 2006 0 12300
3 2007 1 15300
| 2008 2 14250
] 2009 3 15900
5] 2010 4 16700
7 2011 3 16300
8 2012 6 17100
9 2013 7 16800
10 2014 8
11 2015 9
12 2016 10
13 2017 11
14 2018 12
15 2019 13
16

We're now ready to insert an X, Y Scatter chart.
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Highlight the cells B1 to C9:

1l
2
3
4
5
(]
7
8
9
10| 2014 8
11| 2015 9
12| 2016 10
13| 2017 11
14| 2018 12
15| 2019 13
16

This will be the data for our chart.

From the top of Excel, click on the Insert ribbon. From the Charts panel, locate and click
on the Scatter charter icon. The icon looks like this:

e -

Select the first item to get a chart with just dots:

Scatter
2 [ [
Bubble

Ss |98

[+ More Scatter Charts...

IITCA INTERMEDIATE EXCEL HANDBOOK 69



(If you can't see the icon above, click on Recommended Charts. Switch to the All
Charts tab, then select X Y Scatter).
A new chart will then appear on your spreadsheet. It should look like this:

Income
18000
16000 . "
14000 .
12000 ®
10000

The figures along the bottom, the X Axis, are our years since 2006. The figures on the Y
Axis are our income values. The first dot, the one on the far left, tells us that we made just
over 12000 at Year O, (Year 0 is 2006). At Year 1 (2007) we made just under 16000. At
Year 2 (2008) we made just over 14000, and so on.

All these dots seem to form a loose line going up from the left. You could add a line
yourself using the Shapes item on the Illustrations panel. What you'll then have done is
to create a linear regression.

Rather than add the line ourselves, however, Excel can add the line for us. Not only that,
it can give us the formula it used to create the line. We can use that formula to predict
future incomes.

Click on your chart to highlight it. You should see three icons appear on the right, in Excel
2013 and 2016. (See below for Excel 2007 and Excel 2010.) Click on the Plus symbol,
and put a check in the box for Trendline:
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. CHART ELEMENTS
Axes

& [] Auis Titles
Chart Title
Data Labels

[&]

[]

|:| Error Bars
Gridlines

[] Legend
Trendline k

When you check Trendline, you should see a line appear on your chart:

Income
20000
18000
IEUUU . -..-......-..-................._.
14—00[] I------”r-““.l.I.I.I.“il.l-l-“-
12000 ®
10000

To get the line in Excel 2007 and 2010, select your chart then click on the Layout tab.
From the Analysis panel, click the Trendline option. From the Trendline menu,
select Linear Trendline.

The line represents Excel's best fit for a linear regression. It's trying to put as many as
the dots as it can as close to the line as possible.

To see the equation Excel used, click on the Plus symbol again (Excel 2013 and Excel
2016). Then click on the arrow to the right of Trendline. A new menu appears.
Select More Options at the bottom:
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. CHART ELEMENTS

Axes

Axis Titles
Chart Title
Data Labels

Error Bars

Gridlines

Legend
Trendline »

4
ROMNOORXMNORX

Linear

Exponential
Linear Forecast
Two Pericd Moving Average

Mare Options...

You should see a panel open on the right of Excel, like the one in the next image.

For Excel 2007 and 2010 users, Click the Layout tab again. Then click the Trendline on
the Analysis panel. From the Trendline menu this time, select More Trendline Options.
You'll then see a dialogue box with options the same as the ones in the image below.

Format Trendline X

TREMDLINE OPTIONS
G (|

4 TRENDLINE OPTIONS

.../ ) Expenential

L - R
Fe ® Linear

, ) Logarithmic
A () Polynomial ~ Order 2
_-;-,_:z.:"- ) Power
- Moving )
L eriod 2
~ Average Period

Trendline Mame
® Automatic Linear (Income)
() Custom

Forecast

Forward period:
Backward period:

[] set Intercept 0.0
["] Display Equatien on chart
[ ] Display R-squared value on chart
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The Trendline option we've chosen is Linear. Have a look at the bottom, and check the
box next to Display Equation on chart.
When you check the box, you should the following equation appear on your chart:

y =564.88x + 13604
This is something called the Slope-Intercept Equation. If you remember you Math lessons
from school, the equation is usually written like this (the "b" at the end may be a different
letter, depending on where in the world you were taught Math):

y=mx+Db
In this formula, the letter "m" is the slope (gradient) of the line, and the letter "b" is the first
value on the y axis. The x is a value on the X-Axis. Once you have the slope of the line,
a value for the X-Axis, and the starting point of the line, you can extend the line, and work
out other values on it. This will be the letter "y" in the equation.

Excel has already worked out two values for us, the "m" and the "b". The "m" (the slope)
is 564.88 and the "b" is an income value of 13604.

To work out the y values we just need an "x". The "x" for us will be those "Years since
2006" in our B column.

Click inside cell C10 on your spreadsheet, then. Enter the following:

=564.88 * B10 + 13604
Press the enter key and you should find that Excel comes up with a value of 18123.04.
This is the predicated income for the year 2014. Use Autofill for the cells B11 to B15. The
rest of the predicted values will then be filled in:
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A B | C
1 Year Years since 2006 Income
2 2006 0 12300
3 2007 1 15300
4 2008 2 14250
5] 2009 3 15900
5] 2010 4 16700
7 2011 3 16300
8 2012 6 17100
9 | 2013 7 16800
10_ 2014 8 18123.04
11| 2015 9 18687.92
12_ 2016 10 19252.8
13| 2017 11 19817.68
14_ 2018 12 20382.56
15| 2019 13 2094?.44_
16

So, Excel is predicting we'll earn 18123.04 in 2014. By 2019, it's predicting we'll earn
20947.44.

2.14 Sparkline Charts

A8 - Jr

A B C D E
1 Student Exam Scores
2 Lisa Alice Imran lohn
3 55 88 82 68
4 29 73 90 62
3 63 50 71 54
& 64 83 73 a0
7 Fis] 45 B0 45
8 ,//_/
2
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The graph in the cell A8 shows the scores that Lisa achieved in her tests. You can quickly
see that Lisa's scores are going up all the time, with no dips.

To add Sparklines to your own spreadsheets, start with some data. (You need more than
one value, otherwise you'll just have a dot.) In a new Excel spreadsheet, type the following
exam scores:

A B C D E
1 Student Exam Scores
2 Lisa Alice Imran John
3 a5 B8 82 )
4 a9 75 90 62
] 03 a0 71 54
3] 64 83 73 a0
7 Fis] 45 80 45
8
9

Change the height of row 8 to create more room for the Sparklines. To do this, you can
simply move your mouse to just below the number 8 on the left of Excel. When your
mouse pointer changes shape, hold down the left mouse button. Keep it held down and
drag to a new height.

If you want an exact value for the height, click inside of any cell on row 8. Locate
the Cells panel on the Home ribbon at the top of Excel:

= 2 [

A

Insert Delete Format

- - -

Cells

From the Cells panel, click on Format. From the Format menu, select Row Height:
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£—¥

]

-

Format

-

Cell Size
I[ Row Height...
LutoFit Row Height

L] Column Width...
AutoFit Column Width
Default Width...
Visibility

Hide & Unhide ]
Organize Sheets

Bename Sheet

Move or Copy Sheet...

Tab Color ¥
Protection

7 Protect Sheet...

D Lock Cell

Format Cells...

When you select Row Height, you'll see a small dialogue box appear. Type in a new value
for the height and click OK:

Row Height (iR

| ok || canca |

Row 8 on your spreadsheet should now look like this:
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A B C D E
1 Student Exam Scores
2 Lisa Alice Imran Jlohn
3 55 88 82 it
4 529 73 a0 02
3 63 a0 71 54
3] od 83 75 50
7 76 45 80 45
8
2

Adding a Sparkline to a Spreadsheet Cell

To add a Sparkline, click inside of cell A8. Now select the Insert ribbon from the top of
Excel. From the Insert ribbon, locate the Sparklines panel:

YA |I||. MiE
Line Column Win/
Loss

Sparklines

You can see that there are three options: Line, Column, and Win/Loss. The first two are
the most used options. Click on Line and you'll see a dialogue box appear. This one:

Create Sparklines 2

Choose the data that you want

Data Range: || 25
Choose where you want the sparklines to be placed
Location Range: |$A$8 R

| ok || cancel

The first text box is where you specify your Data Range. Click inside this box and enter
Al:A7. For the second text box, Location Range, you specify where on your spreadsheet
you want your Sparkline to appear. We want the Sparkline to appear in cell A8. The dollar
signs before the A and 8 mean it will be an Absolute cell reference, as opposed to a
Relative cell reference. If you leave the Location Range box blank then your Sparkline
will appear in the currently selected cell.

Your Create Sparklines dialogue box should look like this:
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Create Sparklines M

Choose the data that you want

Data Range: |F~3:A? E

Choose where you want the sparklines to be placed

Location Range: |$A$8 %

| ok || cancal

Don't worry if your Location Range text box is blank, though. As long as your Data Range
box is filled in you can click OK.

When you do click OK, your A8 cell will look like this:

A8 - Jr

A B C D E
1 Student Exam Scores
2 Lisa Alice Imran John
3 33 88 a2 i)
4 29 75 a0 62
3 63 30 71 34
& 64 83 73 a0
7 i) 45 20 45
8 //_/
2!

You can use AutoFill for the other exam scores. Move your mouse pointer to the bottom
right of cell A8 until the pointer turns into a black cross. Hold down your left mouse button.
Keep it held down and drag to cell D8. You should see all four cells fill with Sparkline
charts:
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A B | C D | E

1 Student Exam Scores
2 Lisa Alice Imran lohn
3 a5 28 82 bE
4 39 73 a0 62
3 B3 a0 Fal a4
5] 64 23 73 a0
7 76 45 80 45
8
9

Functions

If you're trying to work out an average, you're trying to calculate what the most common
value is. For example, if a class of eight students took exams, you may want to know what
the average exam score was. In other words, what result most students can expect to
get. In order to calculate an average, you'd add up all eight exam scores and divide by
how many students took the exam. So, if the total for all eight students was 400, dividing
by 8 would get you 50 as the average grade. If any students were below the average, you
can tell at a glance.

In Excel, there is an easy way to calculate the average of some numbers - just use the
inbuilt Average function.

Start a new spreadsheet and enter the following exams scores in cells Al to A8, as in the
image below:

@ |~ o oo o | =[]
WD s D0 ] o =] WD

Click in cell A9, and we'll see how to use the Average function in Excel 2007. There are
two ways we can do this. Try method 1 first.
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Method 1

Next to the formula bar, you'll see an FX button. This is the Formula Wizard:

A9 A

A 8 | C Function Wizardf_‘

1 9
A9 | Je

A | B c Inse?t Function E
1 9

When you click the FX button, you'll see the Insert Function dialogue box appear:

Insert Function il

Search for a function:

Type a brief description of what you want to do and then o
click Go

Or select a categorny: | Most Recently Used Izl

Select a function:

SUM -
CONVERT

TYPE

AVEDEV

STDEV.S

STDEVPA -

AVERAGE(numberl,number2,...)

Returns the average (arithmetic mean) of its arguments, which can be
numbers or names, arrays, or references that contain numbers,

Help on this fundtion I K ][ Cancel ]

The Insert Function dialogue box shows a list functions. These are the just the common
ones. To see more functions, click the drop-down list to the right of Select a category. The
one we want is displayed under Select a function, though - Average. Click on this, and
then click OK.

When you click OK, another dialogue box appears. On this dialogue box, you select the
data that you want to include in your function:
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Function Arguments @lm

AVERAGE
Numberl | AliAg | = ©T67:8:439
Mumber2 | Bl = number
= b.b25

Returns the average [arithmetic mean) of its arguments, which can be numbers or names, arrays, or references
that contain numbers.

Mumberl: numberl,number?,... are 1 to 255 numeric arguments for which you want
the average.

Formula result = 6625

Help on this function I OK ][ Cancel

If you look in the Numberl box, you'll see Excel has guessed which cells we want to use
for our Average function - A1:A8. It evens gives the answer to the Function - 6.625.

Click OK to insert the function.

Method 2

The second way to enter a Function in Excel is through the panels on the Ribbon. Try
this:

e Click inside cell B9 on your spreadsheet. This is where we'll place the Average for the
cells Al to A8.

e Click the Formulas menu at the top of Excel

» Locate the Function Library panel. Here itis in Excel 2007

| Formulas

ﬁrz@@iﬁﬁﬁﬁﬁ

Function | AutoSum Recently Financial Logical Text Date & Lookup & Math Maore
Wizard = Used = - = k& Time = Reference ~ & Trig = Functions =

Function Library la

And here it is in later versions:
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2 REIERERTER @ |2

Insert  AutocSum Recently Financial Logical Text Date & Lookup & Math &  More
Functicn v Used - v v = Time~ Reference~ Trig~ Functions -

Function Library

As you can see, in Excel functions are split into categories. The Average function is in a
few places. The easiest way to use Average is with AutoSum. Click the down arrow on
AutoSum to see the following:

2

AutoSum

-

> Sum
Average
Count Mumbers
Max
Min

More Functions...

Now click Average from the menu. Because the answer is going in cell B9, Excel doesn't
know which cells you want to use in the function, so it can't give you a quick answer.
AutoSum is good when the data is in the same row or column. But when it's not, you must
tell it what to calculate.

So, click inside cell A1 and you'll see the cell selected

AVERAGE » (% % « j | =AVERAGE(A1)
A B.| ¢ | b | e |

AL 3§

2| 7

3| 6

4 7

5| 8

6 A

7| 3

g 9

g | [-averacE(a1)

E | AVERAGE[numberl, [numberZ], ... |

11
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Hold down your left mouse button over the bottom right blue square, and drag to cell A8:

3

H -GS

|=AVERAGE(A1:A8)

Excel fills in the cells for your function. Let go of the left mouse button, and then press the
Enter key on your keyboard. The correct answer is place in cell B9:

B9

fe | =AVERAGE(A1:A8)

c | o [ e | ¢ |

[ = [~ ||| [ [ =

WO s 00w =] LD

You can also find the Average function on the More Functions menu. Click Statistical, and

you'll see it there:
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A statistical AVEDEY
ﬂ1 Engineering * AVERAGE

5 Cube g AVERAGEA
ﬁ Information #

| »

AVERAGEIF

AVERAGEIFS
BETADIST
BETAINY

BINOMDIST
CHIDIST
CHIINY
CHITEST

J& | Fundion Wizard...

Of course, once you know the correct function, you could simply type it all out in the
Formula bar yourself!

Try this exercise.

Exercise

You start your own online business and find that sales for the first week are these:
Monday Rs. 120.45

Tuesday Rs. 187.43

Wednesday Rs. 106.87

Thursday Rs. 143.69

Friday Rs. 117.52

Saturday Rs. 87.93

Sunday Rs. 92.12

Use a function to work out how much you earned, on average, each day.

There are a number of different reasons why you would want a Date or Time function in a
spreadsheet: If you're running your own company, you might want to record when an order was
received and when it was processed. You could then calculate the difference between the two, so
that you check how fast the orders were being processed. We'll do that now.

The Excel Date Function

As an example of how to use date functions in Excel, we'll construct as simple
spreadsheets for an order form. We'll enter the date an order was taken, the date the
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order was sent, and how long it took to be processed. So, to make a start, create the
spreadsheet below:

A | B | c | D
Date Order Taken  Date Order Sent Time Taken

o | e w1

Click inside cell A2, and we'll enter a date. To enter a date, Click on the Formulas menu
at the top of Excel. Then locate the Function Library panel. From the Function Library

panel, click on Date & Time:
Formulas

LFIZ 0 B@ERE 0 6 0

Function | AutoSum Recently Financial Logical Text ate Lookup &  Math More
Wizard - Used = v v v Time ~ | Reference = & Trig = Functions =

Function Library | DATE | E

DATEVALUE
DAY
DAYS360
EDATE
ECMONTH
HOUR
MIMUTE
MONTH
METWORKDAYS
MNOW
SECOND
TIME
TIMEVALUE
TODAY
WEEKDAY
WEEKNUM
WORKDAY
YEAR
YEARFRAC

J&=  Function Wizard...

As you can see, there's quite a lot of Date and Time functions! Click on Date from the
menu, and you'll get the following dialogue box:
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Function Arguments @lm

DATE
Year | FE| = number
Month | FE| = number
Day | G| = number

Eeturns the number that represents the date in Microsoft Excel date-time code,

Year isanumberfrom 1900 or 1904 (depending on the workbook's date
system) to 9999,

Formula result =

Help on this function [ OK I[ Cancel

You're now being asked to enter a full date.

In the Year box, enter 2016

In the Month box, enter the number 4

In the Day box, enter the number 15

Click the OK button

Excel will enter the Date in your selected cell, A2 for us

A2 ~ S || =DATE(2016,4,15)
4 A | B | C |
1 | Date Order Taken Date Order Sent Time Taken

2 15/04/ zula_l

3

Notice the DATE Function in the Formula bar:

=DATE(20186, 4, 15)

Between the round brackets of DATE, the Year comes first, then the Month, then the Day.

If you want to format your date as say Monday 15th of April, then you need to click on
the Home tab from the Ribbon at the top of Excel. Locate the Nmumber panel, and you'll

see Date already displayed:

Date -
R AR
Mumber F
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Click the down arrow to see more options:

General

MNumber

] 2 35822.00
Currency
% £35,522.00

Accounting
£38,822.00

Short Date
15/04/2006

Long Date
15 April 2006

Time
0050000

Percentage
3582200.00%

Fraction
385822
Scientific
3.8BE-04

Text
ABC 3332

Maore,..

ABC .
123 Mo specific format

Click the Long Date item. Or click on More at the bottom to see some more Date formats

to choose from. Your spreadsheet will then look like

this:

A2 | §

A | B

=DATE(2016,4,15)

I E I

D

15 April 2016

A

1 | Date Order Taken Date Order Sent
2

3

Time Taken

In cell B2, under your Date Order Sent heading, enter another Date Function. This time,

have the date read May 3, 2016:
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B2 - BB S | =DATE(2016,5,3)

4 A | B | C D
1 | Date Order Taken Date OrderSent Time Taken

2 15 April 2016| 03 May 2016

3

In cell C2, under Time Taken, we'll work out how many days the order took to be sent
out.

The Days360 Function in Excel

When you want to work out how many days there are between two dates, the function to
use is Days360(). We want to work out how many days there are between the 15th of
April 2016 and the 3rd of May 2016. So, click inside cell C2 and do the following:

Click on the Formulas tab at the top of Excel. Then locate the Function Library panel.
From the Function Library panel, click on Date & Time. From the menu, click
on Days360(). You should see the Function Arguments dialogue box appear again. This
ti[ne, it will look like this:

Function Arguments M

DAYS3e0
Start_date | ER| = number
End_date | G| = number
Method | Be| = logical

Returns the number of days between two dates based on a 360-day year [twelve 30-day months).

Start_date start_date and end_date are the two dates between which you want to
know the number of days.

Formula result =

Help on this function | ok || cancel |

The Days360 function needs a start date and an end date. You can enter your cell
references here. So, in the Start_date box, enter A2. In the End_Date box, enter B2. If
you enter the word True in the Method box, Excel will calculate using the European date
system. Click OK, to return to your spreadsheet and you might see this:
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c2 v | F || =DAYS360(A2,B2,TRUE)

A A | B | C D
1 | Date Order Taken Date Order Sent Time Taken

2 15 April 2016 03 May 2016{ 18 January 1900}

3

(If your C2 cell has a lot of #### symbols in it, it means that your column is not wide
enough. Widen the C column and they'll go away!)

The answer we got was January 18th, 1900! The reason for such a bizarre answer is that
we've formatted the C2 cell as a date. But the answer to the Days360 function is not a
date - it's a number. If you have the same strange answer, then format your C2 as a
number. Your spreadsheet will then look like ours below:

c2 | £ | =DAYS360(A2,B2,TRUE)

y A | B | C D
1 | Date Order Taken Date OrderSent Time Taken
2
3

15 April 2016 03 May 2016| 181

So, the difference between the two dates is 18 days.

Entering dates can be straightforward, like cells A2 and B2. But performing calculations
with dates can be slightly more complex. To get you some more practice, here's an
exercise.

Exercise
Use a Days360 function to work out how many days are left before your next birthday.

Instead of typing out the current date in say cell A2, you can use this inbuilt function:

=Now()
The Now function doesn't need anything between the round brackets. Once you have
today's date, you can enter your birthday in say cell B2.

In the next part, we'll look at how to handle Time functions in Excel.
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Time Function

There are many ways to enter the current time in an Excel spreadsheet. Try this:

Click inside a blank cell on your spreadsheet
Click into the Formula Bar at the top
Type the following inbuilt function:
= Now()
Hit the enter key, and you'll get the current date and time. If you only want the time, you
can format the cell to get rid of the date part:

Click on the cell that contains your Now() function

From the Excel menu bar, click on Home

Locate the Number panel, and you may see Time already set (it might say Custom in newer
versions of Excel):

|Time -
BRI
Mumber F}

Click the down arrow to see menu options

From the menu, click on Time

Click on More to see more Time options

Excel doesn't update the Time function every second, so it's not like a normal clock. But
you can update the Now function to get the correct time. (Well, it's correct if your system
clock is correct!)

The easiest way to update the Time in Excel is to click inside the cell that holds your Time
formula. Then, from the Formulas menu, locate the Calculation panel.

(@ calculate Now |

Options Calculate Sheet

Calculation

Calculate Now

Caleulation [F3 Calculate Sheet
Options ~

Calculation

Click the "Calculate Now" button, and Excel will update the time.
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Excel also updates the time when you enter another calculation elsewhere in the
spreadsheet. For example, click in any other cell on your spreadsheet. Now enter a simple
formula like = 2 + 2. When you press the Enter key on your keyboard, Excel will update
your time function as well.

Financial Functions

The Main financial function we're going to explore is called PMT( ). You use this function
when you want to calculate things like the monthly payment amounts on a loan, or how
much per month a mortgage will cost you. We'll use it to work out how much per month a
loan will cost us. Here's what we'll do.

We've decided to take out a loan of ten thousand pounds from our friendly banker. We're
going to be paying it back over 5 years. The question is, how much per month is this going
to cost us?

The PMT() Function in Excel

The PMT() function expects certain values in between its two round brackets. The values
that go in round brackets are known as arguments. The arguments for the PMT() function
are these:

PMT(rate, nper, pv, fv, type)
Only the first three are needed, and you can miss the final two out, if you like.

We'll work out our monthly loan costs with the help of the PMT() function. First, create a
new spreadsheet like the one below:

B~ [ 8 [ ¢ [ o [ e [ ¥

Loan Amount 10000

If you look at cell B1 on the spreadsheet, you'll see a figure of Rs. 10, 000. This is the
amount we want to borrow. The labels on Row 3 show what else we need: An interest
rate, the number of payments we'll make over the 5 years, the present value of the loan,
the amount we'll have to pay back each month, and the total amount paid back after 5
years. But we only need the first three for our PMT () function.
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In cell A4, we'll need an interest rate. In cell B4 we'll need the number of payments, and
in cell D4 we'll need the Present Value of the loan. First is interest rate.

Imagine that the interest rate given to us by the bank is 24 percent per year. For the PMT()
function, we need to divide this figure by 12 (the number of months in a year) So try this:

Click into cell A4 on your spreadsheet
Enter the following formula:
=24% /12

Hit the enter key to see the answer appear, as in the image below:
Ad |~ (2 fe =24% /12

Loan Amount 10000

0.02

|Lﬂ-hWN|I—'

Now that we have an interest rate, the next thing we need for the PMT () function is how
many payments there are in total. We must pay something back every month for 5 years.
Which is a simple formula. So,

Click into B4 on your spreadsheet and enter the following:

=12*5
Hit the enter key to see a figure of 60 as the answer.
This figure of 60 is for the second argument of the PMT() function - the nper. This is just
the number of payments.
Now that you have a figure in cell A4 (rate), and a figure in cell B4 (nper), there's only
one more to go - the Present Value (pv).
The Present Value of a loan, also known as the Principal, is what the loan is worth at the
present time. Since we haven't made any payments yet, this is just 10, 000 for us.

Click into cell C4 on your spreadsheet and enter the following:
=Bl
Hit the enter key
You'll see a figure of 10, 000 appear, and your spreadsheet should now look ours below:
A B | ¢ | D | E |
Loan Amount 10000

WN|I—'

0.02 60 10000

m|u|-n-
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OK, we now have all the parts for our PMT () function: a rate (A4), an nper (B4), and a pv
(C4). Try this:

Click into cell D4 on your spreadsheet
Enter the following function:

=PMT(A4, B4, C4)
Hit the enter key on your keyboard, and you'll see the monthly amount appear. The figure
you should have is -Rs. 287.68. The reason there is a minus sign before the total is
because it's a debt: what you owe to the bank.

But this is what your spreadsheet should look like:

D4 ~(a fe | =PMT(A4, B4, Ca)

Loan Amount 10000

-P-WN|I—'

0.02 10000 -£287.68

o]

The only thing left to do is see how much this loan will cost us at the end of 5 years. All
you need to do here is multiply the monthly amount in cell D4 by the number of payments
in cell B4. Enter your formula for this in cell E4, and you spreadsheet will look like ours
below:

So, a ten thousand pounds loan, at the interest rate the bank is offering, means we'll have
to pay back just over 17 thousand pounds over 5 years.

Tweaking the Values
We can change the spreadsheet slightly to give us more control. For your figure in cell
B4, the number of payments, you entered 12 * 5. This is 12 months multiplied by 5 years.

But what if we wanted to pay the loan back over 10 years, or 15? How much will our
monthly payments then be? And will be the final cost of the loan?
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Also, the interest rate seems a bit high. What if we can get a better rate elsewhere?

By making a few changes to or spreadsheet, we can amend these values more easily.
First, we'll need two new rows.

Inserting New Rows in Excel

We need to insert new rows in our spreadsheet. To insert a new row, click into cell A2.
Then click on the Home tab at the top of Excel. Locate the Cells panel, and click

the Insert item:
- _—
&= o (]

Insert Delete Format

- - -

Cells

[ —
= Ex i
Insert Delete Format

- - -

Cells

From the Insert menu, click on Insert Sheet Rows:

0
+—Hl

==

[ n
Insert

-

=

o= Insert Cells...

|§H= Insert Sheet Rows

4 Insert Sheet Columns

=H | Inzert Sheet

-

Eﬂﬂ Inzert Cells...
E': Inzert Sheet Rows
R Insert Sheet Columns

E Inzert Sheet

Excel will insert a new row for you. Do this again to get two blank rows. Add two new
labels, Num of Years and Interest. Your spreadsheet sheet will then look like this:
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. B [ D E
Loan Amount 10000
MNum of Years

Interest

NI

0.02 60 10000 -£287.68 -£17,260.78

EE

Adapting the PMT Formula

We can adapt the formulas we've entered so far, in order to make them more usable. As
an example, we'll adapt the interest rate.

To get the interest rate for cell A4, we entered a formula:

=24%1/12

Instead of having the interest rate in cell A4, however, we can place it at the top, in cell
B3 on our new Row. We can then alter the interest rate by simply typing a new one in cell
B3. To clear all that up, try the following:

Click inside cell B3, which is the Interest cell in the image above

Click inside the formula bar

Type in = 24%

Cell B3 should now read 24.00% (In Excel 2010 and 2013 you may have to format the cell to

a Percentage value from the Home tab then the Numeritem.)

To change the formula for your interest rate, click inside of cell A6. Change the formula from this:

=24% /12
to this:

=B3/12

Hit the enter key on your keyboard and nothing should change on your spreadsheet. But
the difference is that you can enter a new interest rate in cell B3, and see how this effects
the loan amounts. Try it out by typing 23% in cell B3:

. __________________________________________________________________________________________|
IITCA INTERMEDIATE EXCEL HANDBOOK 95



B3 - (2 E =23%

|
|E| A | B | C D E
1 |Loan Amount 10000
~ 2 |Num of Years
3 Interest | 23.00%|
4
5 Interest Rate Num of Payments Present Value Monthly Amount Total Paid Back |

0.012166667 o0 10000 -£281.90 -£16,914.28

[EE

As you can see, the interest rate has changed to a rather long figure. But notice the
Monthly Amount - it has gone down to Rs. 281.90. The total amount we have to pay back
has changed, too. Play around with the interest rate in cell B3, just to get a feel for how it
works.

Exercise
In cell B6 of your spreadsheet, you have the following formula:
=12*5
This calculates the number of months for the loan. Change this formula so that the number
of years is coming from B2. Your finished spreadsheet should look like ours below:

B2 - (2 E 3

A | B | C | D E
Loan Amount 10000
Mum of Years I 5!
Interest 24.00%

o= |« [S]- ]

0.02 60 10000 -£287.68 -£17,260.78

[Hle

If you play around with the values in cells B1, B2 and B3 you should be able quickly see
the new loan repayments.

The Student Averages Project

Study the following spreadsheet:
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A | 8 | ¢ | o | E | F | & | H | 1 | 4 K

1] Steven Mary Ann  Raymond Mark Paul Eliza Kelly
_ 2 |Maths [ &9 43 48 31 [ a7 ]
3 English 35 85 T2 &1 47 a7 91 73
_ 4 | Science 65 &2 35 58 52 65 af 45
5 |History 43 91 i Tz 49 36 id 36
& |Geography 51 24 54 54 47 54 87 87
7 |Art 43 63 45 g2 35 &9 G4 63
_ & |Computer Studies 63 95 45 59 41 92 &9 52
_ 89 [French 35 91 65 28 28 1 92 36
10

11 Owerall Average

12

The spreadsheet is the school exam marks of 8 students. A total of 8 subjects were taken.
For this review, work out the Averages for all 8 subjects studied, which is in the K column
above. Also, work out the Overall Averages for each student (row 11 above).

You can then use one of the methods for working out Averages that you have explored
earlier. You're going to be needing your completed spreadsheet in the next section - so
don't skip it!

Conditional Logic

1 The IF Function

The IF function can be quite useful in a spreadsheet. It is used when you want to test for
more than one value. For example, has a bill been paid or not? If it has, you can deduct
the amount from the money you have left to spend; if it hasn't, keep it on your debt list.
Later, you'll see how to use the IF Function to grade student exam scores. If the student
has above 80, award an A grade; if the student has below 30, award a fail grade. First,
here's what an IF Function looks like:

IF(logical_test, value_if_true, value_if false,)
The thing to note here is the three items between the round brackets of the word IF. These
are the arguments that the IF function needs. Here's what they mean:

logical_test
The first argument is what you want to test for. Is the number in the cell greater than 80,
for example?
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value_if true

This is what you want to do if the answer to the first argument is YES. (Award an A grade,
for example)

value_if false

This is what you want to do if the answer to the first argument is NO. (Award a FAIL
grade.)

If that's not terribly clear, an example may clear things up. Open a new spreadsheet, and
do the following:

Widen the B column a bit, as we'll be putting a message in cell B1

Now click in cell A1 and type the number 6

Type the following in the formula bar (The right angle bracket after A1 means "Greater Than".)
=IF(A1 > 5, "Greater than Five", "Less than Five")

Hit the enter key on your keyboard and your spreadsheet should look like ours below:

Bl - (’-. . | =IF{Al = 5, "Greater than Five", "Less than Five")
B c | b | E | F | &G |

o =

Greater than Five

(Make sure you have all the commas and double quotes in the correct place, otherwise
Excel will give you an error message. That right angle bracket (> ) is known as a
Conditional Operator. You'll meet some others shortly.)

But what we're saying in the IF function is this:

logical_test: Is the value in cell Al greater than 5?

value_if_true: If the answer is Yes, display the text "Greater than
Five"

value_if_false: If the answer is NO, display the text "Less than Five"

So your first tell Excel what you want to check the cell for, then what you want to do if the
answer is YES, and finally what you want to do if the answer is NO. You separate each
part with a comma.

Exercise Try this:

e Clickinto cell Al

e Changethe6intoa4

e Hit the enter key on your keyboard
What happens?

Exercise
Now type the number 5 in cell A1. What happens now?
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For the last exercise above, Excel should tell you that 5 is "Less than 5"! It does this
because the answer to your logical test was NO. We were testing if the number in cell A1
was greater than 5. Since 5 is not greater than 5, the answer to the question is NO. We've
told Excel to display a message of "Less than 5", if the answer was NO. In other words,
we didn't tell Excel what to do if the value in cell A1 was the same as 5.

The solution to this is to use a different Conditional Operator. We used the Greater Than
(> ) operator. Here's some more:

< Less Than

V
I

Greater than Or Equal To

N
1

Less than Or Equal To
<> Not Equal To

For the second and third operators above, you type an angle bracket followed by the
equals sign. There are no spaces between the two. For the final one, it's a left angle
bracket followed by a right-angle bracket.

So, for our exercise, the symbol we should have used was the one for Greater than Or
Equal To. Change
your IF function to this and try again:

=IF(A1 >= 5, "Greater than or Equal to Five", "Less than Five")
Exercise
Test the Al cell to see if the value is less than or equal to 5. If it is, display a suitable
message. If it's not, display the message "Greater than Five".

Complex If Functions

The If Functions you've just met are consider fairly simple ones. They can get really
complex!

Consider our Student Exam problem. The spreadsheet we created to track our students
looks like this, from an earlier section:
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>
|_
m
|
L]
o
m
e
.
L
—
.

il Steven Mary  Ann  Raymond Mark  Paul  Eliza  Kelly

2 |Maths 76 89 43 43 51 76 87 56 65.75
3 |English 55 85 78 61 47 87 91 73 72.13
4 | Science G5 g2 k] 58 52 65 57 45 57.68
5 |History 45 91 56 72 49 56 78 56 62.88
6 Geography 51 84 54 64 47 64 67 67 62.25
7 |An 43 63 49 62 39 89 64 63 59.00
8 |Computer Studies 63 95 45 59 41 92 89 52 67.00
3 |French 35 91 85 26 28 51 92 56 55.50
10

1 |ﬂur¢l Average 54.13 85.00 £3.63 56.25 44 25 T2.50 78.13 58.50

However, we want to display the following grades as well:

A If the student scores 80 or above
B If the student scores 60 to 79
C If the student scores 45 to 59
D If the student scores 30 to 44
FAIL If the student scores below 30
With such a lot to check for, what will the IF Function look like? Here's one that works:

=IF(B2>=80, "A", IF(B2>=60, "B", IF(B2>=45, "C", IF(B2 >=30, "D", "Fail" ))))
Quite long, isn't it? Look at the colours of the round brackets above, and see if you can
match them up. What we're doing here is adding more IF Functions if the answer to the
first question is NO. If it's YES, it will just display an "A".

But take a look at our Student Exam spreadsheet now:

B14 - 4 | =IF(B2>=80, "A", IF(B2>=60, "B", IF(B2>=45, "C", IF(B2 >=20, "D", "Fail"}))})

_ A R C D E F G [ H | | J K
1 Steven  Mary Ann  Raymond Mark Paul Eliza Kelly
2 |Maths 76 a9 43 48 51 76 &7 56 65.75
3 |English ab 35 [} 61 47 &7 9 73 72.13
4 |Science 65 82 39 58 g2 65 57 45 5788
5 |History 45 N 56 [ 43 56 [ 56 62.88
6 |Geography 51 G4 54 B4 47 64 &7 67 62.25
7 |Art 43 63 49 62 39 &9 B4 &3 59.00
8 Computer Studies 63 495 45 59 41 92 89 52 67.00
9 |French 35 M G5 26 28 51 92 56 556.50
10
11 Owverall Average 5413 #5.00 63.63 5625 44 25 T2.50 78.13 58.50
12
13 Steven  Mary Ann Raymond Mark Paul Eliza Kelly
14 Maths A D c C B A c
15 English [ A B B c A A B
16 | Science B A D C c B c c
17 History C A C B C c B c
12 Geography [ A C B C B B B
19 Art D B c B D A B B
20 Computer Studies B A C C D A A C
21 French D A B Fail Fail c A C
22
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After the correct answer is displayed in cell B14 on the spreadsheet above, we used
AutoFill for the rest!

Don't worry if that long IF statement is making your brain hurt - it is quite complicated.

In the next part, we'll look at using And and OR with IF Statements.

2 Conditional Formatting in Excel

You can use something called Conditional Formatting in your Excel spreadsheets.
Conditional Formatting allows you to change the appearance of a cell, depending on
certain conditions. What we'll do is to color the Overall Averages on our Student Exam
spreadsheet, depending on the grade. Here's the spreadsheet we'll be working on.

A (. 8. ¢ | b | E | F | & | H [ 1 |
1] Steven Mary Ann  Raymond Mark Paul Eliza Kelly
2 |Maths 76 89 43 48 &1 76 87 56
-3 English b il i 61 47 By ¢ 73
4 | Science G5 62 39 a3 ha G5 a7 45
5 History 45 9 56 [ 49 56 76 56
6 Geography a1 84 54 B4 47 B4 67 67
7 |Art 43 63 45 62 39 89 B4 63
-8 Computer Studies B3 95 45 59 41 52 89 52
9 French 35 91 G5 26 28 &1 52 56
10
11 Overall Average b4.13 55.00 h3.63 hB6.25 44 25 72.50 78.13 58.50

Open up your Student Exam spreadsheet (You did complete it, didn't you?)

Highlight the cells with Overall Grades, which should be cells B11 to 111

The Overall Averages range from 44 to 85. We'll color each grade, depending on a scale.
An assorted color will apply to the following grades:

+50 and below

51 to 60

e61to 70

e71to 80

+81 and above
So five different bands, and a color for each. To set the Conditional Formatting in Excel,
do the following:

«With your Overall Averages highlighted, click on the Home menu at the top of Excel
«0n The Home ribbon, locate the Styles panel, and the Conditional Formatting item:
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AR

Conditional | Format Cell
Formatting = as Table = 5tyles

Styles

N B D

Conditional Formatas Cell
Formatting~ Table~ Styles~
Styles

The Conditional Formatting menu gives you assorted options. The easiest one is the
Color Scales option. Select one of these and Excel will color the cell backgrounds for you:

—l Highlight Cells Rules »

B | Z) E] E 2]

@ Mew Rule Maore Rules...
@ Clear Rules k
Manage Rules...

o
¢
i

That's not quite what we're looking for, though. We'd like to choose our own values. So,
click on More Rules, from the Color Scales submenu. You'll see the following rather
complex dialogue box:
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#

MNew Formatting Rule

Select a Rule Type:

= Format only cells that contain

= Farmat only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values

= se a formula to determine which cells to format

| = Format all cells based on their values |

Edit the Rule Description:

Format all cells based on their values:

Format Style: |2.Color Scale [=]
Minimum
Type: |anest Value |z||

Value: |[anestua|ue]
Color |_EI

Maximum

Highest Value

[Highest value)

[«] (i) ]

Preview:

ok || caneel |

The one we want is the second option, Format only cells that contain. This will allow
us to set up our values. When you click this option, the dialogue box changes to this:

Mew Formatting Rule

Select a Rule Type:

= Format all cells based on their values

= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values

= se a formula to determine which cells to format

= Format only cells that contain

Edit the Rule Description:

Format only cells with:

Cell Walue |E“ |between |E|| |

and|

Preview: Mo Format Set

oK

] [ Cancel
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The part we're interested in is the bottom part, under the heading Edit the Rule
Description. It says Cell Value and Between, in the drop-down boxes. These are the
ones we want. We only need to type a value for the two boxes that are currently blank in
the image above. We can then click the Format button to choose a color.

So type 0 in the first box and 50 in the second one:

Edit the Rule Description:

Format only cells with:

Cell value v| |between vl ||:| _ and |50 .ﬁ

Preview: Mo Format Set

Then click the Format button. You'll get another dialogue box popping up. This is just the
Format Cells one though. You've met this before. Click on the Fill tab and choose a colour.

Click OK and you should see something like this under Edit the Rule Description:
Edit the Rule Description:

Format only cells with:

|CEII Value v| |betweer1 vl ||:| and |50 .
o

The Preview is showing the color we picked. So, we've said, "If the Cell Value is between
0 and 50 then color the cell Red".

Click OK on this dialogue box to get back to Excel. You should find that one of the cells
has turned red. To format the rest of the cells, click on Conditional Formatting on the
Styles panel again. From the menu, click on Manage Rules:
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. [ .
wm
Conditional
Formatting -

—1 Highlight Cells Rules »

B o

Top/Bottom Rules g

Ea
:
g
]

:= | Icon Sets »
E:f' Mew Rule
@ Clear Rules L4

| Manage Rules...

You'll get yet another complex dialogue box popping up! This one:

Conditional Formatting Rules Manager M

Show formatting rules for: |Currentge|e¢iﬂn |z"
’ ] Hew Rule... ] ’ [ Edit Rule... ] ’ < Delete Rule ] al|w
Rule [applied in order shown}  Format Applies to Stop If True

Cell Value between 0 an... =5B511:51511

| ok || cancel || apply

)

Our first rule is already there - Cell Value Between. The only thing we're doing here is
adding New Rules, like the one we've just set up. Click the New Rule button then. You'll
see the exact same dialogue boxes you used to set up the first rule. Set a new color for
the next scores - 51 to 60. Choose a color, and keep clicking OK until you get back to the
Rules Manager dialogue box. It should now look something like this one:
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&

Conditional Formatting Rules Manager

Show formatting rules for: |Current5&|ecti::un |E“
’Qum Rule... ] ’ [/ Edit Rule... ] ’){geiete Ruie] - B
Rule (applied in order shown}  Format Applies to StuprTrue:
Cell Value between 51 a... _ |=$B$11:$I$11 £a:
Cell Value between 0 an... _ |=$B$11:$I$11 B 3
-
| ok || cance || appy |

We now must color in our range. Do the rest of the scores, choosing a color for each. The

scores are these, remember:

«50 and below
51 to 60
e61to 70
e71to 80
81 and above
When you've done them all, your dialogue box should have five colors:

s

Conditional Formatting Rules Manager

Show formatting rules for: | Current Selection |z||
’ New Rule... ] ’ L% Edit Rule... ] ’ < Delete Rule ] ‘Z| B
Rule (applied in order shown}  Format Applies to Stop If True =
Cell Value == 81 =5B511:51511
Cell Value between 71 a... AaBbCcYyZz | =3BS11:51511 & |
Cell Value between 61 a... _ | =3B511:51511 B
Cell Value between 51 a... _ | =$BS11:581511 &
Cell Value between 0 an... _ |=$E$11:$I$11 R -
| ok || cancel || Apply |
L J
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The colors above are entirely arbitrary, and you don't have to select the same ones we
did. The point is to have an assorted color for each range of scores. But click OK when
you're done. Your Overall Averages will then look something like this:

A | 8 | ¢ | o | E | F | & | H [ 1 |
1 Steven Mary Ann  Raymond Mark Paul Eliza Kelly
2 |Maths 76 89 43 48 51 76 87 hB
-3 |English h5 B85 T3 51 47 87 91 73
4 | Science B5 82 39 58 h2 B5 57 45
5 |History 45 91 56 72 49 56 7a 56
6 Geography a1 84 B4 B4 47 B4 67 67
7 Art 43 B3 45 62 39 89 B4 B3
-8 Computer Studies B3 85 45 59 41 52 B9 hZ
9 French 35 91 B5 26 28 51 52 56
10
11 Overall Average  [[54.43 " [NNSSIIONN 5363 5626 MEENRSN 2c0 7813 (1660
1

Formatting your spreadsheet in this way allows you to see at a glance relevant
information. In the spreadsheet above, it's obvious who's failing - just look for the red
cells!

3 CountlF

Another useful function that uses Conditional Logic is CountlF. This one is
straightforward. As its name suggests, it counts things! But it counts things IF a condition
is met. For example, keep a count of how many students have an A Grade.

To get you started with this function, we'll use our Student Grade spreadsheet and count
how many students have a score of 70 or above. First, add the following label to your
spreadsheet:

[ H [ 1 ] J K L
Eliza Kelly

87 56

91 73

57 45

78 56

67 67

64 63

89 52

92 56
7813 (6881
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As you can see, we've put our new label at the start of the K column.

We can now use the CountlF function to see how many of the students scored 70 or
above for a given subject.

The CountlF function looks like this:

COUNTIF(range, criteria)
The function takes two arguments (the words in the round brackets). The first argument
is range, and this means the range of cells you want Excel to count. Criteria means, "What
do you want Excel to look for when it's counting?".

So click inside cell K2, and then click inside the formula bar at the top. Enter the following
formula:

=Countlf(B2:12, ">= 70")
The cells B2 to 12 contain the Math scores for all 8 students. It's these scores we want to
count.

Press the enter key on your keyboard. Excel should give you an answer of 4:

K2 e £ | =COUNTIE(B2:12, ">=70")
[ 4 A [ J K L
1
2 |Maths 4 |
3 English
4 |Science

(If you're wondering where the columns B to | have gone in the image above, we've hidden
then for convenience sake!)

To do the rest of the scores, you can use AutoFill. You should then have a K column that
looks like this:

. __________________________________________________________________________________________|
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Maths

English

Science

History
Geography

Art

Computer Studies
French

b |
=
.
| S RN YRR L R S -~
—

—
L]

By using CountlF, we can see at a glance which subject’s students are doing well in, and
which subjects they are struggling in.

Exercise Add a new label to the L column. In the cells L2 to L9, work out how many
students got below 50 for a given subject. You should get the same results as in the image
below:

[ 4] A K L M
1 Mum of Students Below 50
-2 Maths 4 2

3 English b 1

4 | Science 1 2

& |History 3 2

& Geography 1 1

T |Art 1 3

~§ |Computer Studies 3 2

9 French 2 3

10

In the next part, we'll look at a function like CountlF - SumlF.

4 SumlF

Another useful Excel function is SumlF. This function is like Countlf, except it adds one
more argument:

SUMIF(range, criteria, sum_range)
Range and criteria are the same as with CountlF - the range of cells to search, and what
you want Excel to look for. The Sum_Range is like range, but it searches a new range of
cells. To clarify all that, here's what we'll use SumlF for. (Start a new spreadsheet for this.)
Five people have ordered goods from us. Some have paid us, but some haven't. The five
people are Elisa, Kelly, Steven, Euan, and Holly. We'll use SumlIF to calculate how much
in total has been paid to us, and how much is still owed.


https://www.homeandlearn.co.uk/excel2007/excel2007s6p4.html
https://www.homeandlearn.co.uk/excel2007/excel2007s6p3.html

So in Column A, enter the names:

fi B C D
Customer

Elisa
Kelly
Steven
Euan
Holly

3 2 e

In Column B enter how much each person owes:

| A | B . D
1 Customer Total Goods Ordered
2|
iEIiSﬂ £120.00
i Kelly £134.00
3 Steven £123.00
B |Euan £145.00
7 Holly £156.00
8

In Column C, enter TRUE or FALSE values. TRUE means they have paid up, and
FALSE means they haven't:

[ 4 A | B C D
1 Customer Total Goods Ordered Has Paid
2|
i Elisa £120.00 TRUE
| - Kelly £134.00 FALSE
i Steven £123.00 FALSE
6 Euan £145.00 TRUE
L Holly £156.00 FALSE
8

Add two more labels: Total Paid, and Still Owed. Your spreadsheet should look
something like this one:

. __________________________________________________________________________________________|
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A B C D

1 Customer Total Goods Ordered Has Paid
2

3 | Elisa £120.00 TRUE
4 Kelly £134.00 FALSE
3 |Steven £123.00 FALSE
6 |Euan £145.00 TRUE
7 Holly £156.00 FALSE
8

2

10 Total Paid

11  still Owed

12

In cells B10 and B11, we'll use a SumlF function to work out how much has been paid
in, and how much is still owed. Here's the SumlIF function again:

SUMIF(range, criteria, sum_range)
So, the range of cells that we want to check are the True and False values in the C
column; the criteria is whether they have paid (True); and the Sum_Range is what we
want to add up (in the B column).

In cell B10, then, enter the following formula:

=SUMIF(C3:C7, TRUE, B3:B7)
When you press the enter key, Excel should give you the answer:

B10 v (- fe | =SUMIF(C3:C7, TRUE, B3:87)
A | B | C D
1 Customer Total Goods Ordered Has Paid
2
3 Elisa £120.00 TRUE
4 Kelly £134.00 FALSE
5 Steven £123.00 FALSE
6 Euan £145.00 TRUE
7 Holly £156.00 FALSE
8
]
10 Total Paid | 265]
11 Still Owed
12
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So, 265 is has been paid in. But we told SumlF to first check the values in the cells C3 to
C7 (range). Then we said look for a value of TRUE (criteria). Finally, we wanted the values
in the B column adding up, if a criteria of TRUE was indeed found (sum_range).

Exercise
Use SumlF to work out how much is still owed. Put your answer in cell B11.
We'll leave the subject of Conditional Logic.
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