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Exercise 1: Protecting cells and sheets

Task 1 — Protecting sheet

¢ In the review tab select the Protect Sheet option

“ZProtect and Share Workbook
EZ Allow Users to Edit Ranges

Changes

|

Journal Import Createc
Journal Import Createc
Journal Import Createc
Journal Import Createc
Journal Import Createc
Return Flight from Lo
Return Flight from Lon

Return Flight from Lon

T PAGE LAYOUT FORMULAS DATA REVIEW, VIEW
) Show All Comments
2w 5 Show Ink Protect Protect
ment owin Sheet
Comments
Payableg Protect Sheet M
F Protect worksheet and contents of locked cells
I Password to unprotect sheet:
zellaneou: | 5 18353960
zellaneouy | Allow all users of this worksheet to: 2 18350186
PRI M Select locked cells » | |85 18353960
Select unlocked cells
zellaneou | [ Format cells 8 18229629
zellaneoud | [ Format columns = | |18 18229629
Format rows
thase Invg Elnsar‘t columns || e 18334071
Insert rows
:hase Invg [ insert hyperlinks 19 18334071
*hase Invg]|| || Delete columns 19 18334071
Delete rows T
:hase Invd| 19 18334071
hase Invd\ [ oc [ conce B4 18247453
84 18247453

‘hase Invols—==

Task 2 — Protecting workbook

Return Flight from Lon
RG81665 SUB CONTRA
RG81665 SUB CONTRA

¢ Enter the password
training

e When prompted, enter
the password again

¢ Try and enter or delete
data in the sheet, an error
message should be
displayed

¢ However it will be
possible to add a new
sheet to the workbook,
which would not be
protected

JT. FO

Commet

1

rojects
rojects

rojects

rojects

rojects

RMULAS DATA REVIEW VIEW, OPER
1Show All Comments ]
) Unprofect | Protect hare
EhoviE Sheely Waorkbook \Workbook
nts Chai

Protect Structure and Windows D ||

Protect workbook for
[ I
Wwindows

Password (optianal):

oK Cancel

| |

ayables

Payables A 2729719 18334071

¢ In the review tab select the Protect Workbook option
e Enter the password training

¢ When prompted, enter the password again

¢ The workbook will now be protected

e Many of the functions on the other tabs will be greyed
out and cannot be used

Task 3 — Unprotect workbook and sheet

e Unprotect the workbook and sheet by selecting the relevant options in the review tab
e The password will need to be entered again

NB The workbook and sheet both need to be unprotected

Version
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Task 4 — Protecting cells

Sometimes it might be necessary to allow users to input data into some cells but leave the
rest of the sheet locked.

- -]

HoME | Dasamayss  scrr paceuavour @ S€lect the cells that need to remain unlocked (in this

case all of column J) to allow entry of a PO number
¢ On the home tab select the little arrow in the bottom
corner of the Font menu

Cut

Calibri 11 | A A
Copy ~

- - A -
Format Painter & —

soard 7] Font @

- f\ PO Number

B I U- L

SOF Tran Category

e Select the protection tab and | Format cels e
untick the locked box. This Will ' [ number | aignmere | Font | sorder Fl | Protection
mean that these cells will 1
remain unlocked when the ) i
Sheet |S protected 1 Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab, Changes group,

Protect Sheet button).

e Protect the sheet in the normal way

All cells other than in column J should be locked and data can be entered, deleted or
adjusted in column J

Protecting cells — another method

In the review tab, click the option to allow users to edit cells

Pt 2 _Exercise 1_data - Excel

e what you want to do

Comment - Ta Protect an

Select New and choose the

omments EF Allow Users to Edit Ranges range that you want to be
Protect Protect Share .
Sheet Workbook Workbook L7 TTaTkEhs accessible, you can add a
Changes paSSWOfd if needed
N 0 P Q R S T u
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Allow Users to Edit Ranges ? *

Ranges unlocked by a password when sheet is protected:

Title Refers to cells
Modify...
Delete
Specify who may edit the range without a password
Permissions...
|:| Paste permissions information into a new workbook
Protect Sheet... oK Cancel Apply

Task 5 — Data validation (recap)

How to Excel - Part 2

Once the range is chosen, click
Protect sheet

NB: The select locked cells
option doesn’t always work with
this method

Along a similar line it might be useful to restrict the data that can be entered in column J to

numbers.

NB The sheet will need to be unprotected before any changes can be made

e Select column J (don’t include the title cell)

¢ Open the data validation menu and select number (enter the minimum as 1000000 and

the maximum as 3000000)

e Test that the validation works by trying to enter text or a number outside the range

e Use the circle invalid data option to highlight any cells with incorrect data

e Delete any invalid data (NB you will find that all the invalid data relates to the same
issue, you could run a find and replace — replacing with a blank)

e Protect the sheet again and test the functionality.

Version:
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Exercise 2: Lookup function

The lookup function can be used to look for specific data in a large spreadsheet and find a
value in the same row or column.

e.g. finding a price from the stock number

Task 1 — New worksheet

Open a new worksheet and label it PO Lookup

In cell A2 enter the title PO number

Format cell B2 with a yellow background and black border
In cell A4 enter the title Value

Format cell B4 with a yellow background and black border
In cell A6 enter the title Description

Format cell B6 with a yellow background and black border
Extend the width of column B so that the description will fit

Task 2 — Lookup function

A lookup function has 3 elements:

e The data that is being looked up
e The cell range that is being looked in
¢ What value should be returned

e In cell B4 enter the following formula:
=VLOOKUP(B2,Transactions!l2:K3475,3,FALSE)

This means, look up the number that is entered in B2 in the cells 12:K3475 on the
transactions tab, when it is found display the figure in the 3 column of that range. The
FALSE on the end just means that it should be an exact match.

e Put one of the PO numbers in cell B2 and see if it works

¢ Use the same principle to insert a formula into cell B6 which returns the description
associated with the PO number
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Task 3 — Cell locking

e Unlock all the cells on the PO Lookup sheet
e Select the whole worksheet

HLE HOME Data Analysis INSERT PAGE LAYOUT FORMULAS DATA REVIEW  VIEW

2 Cut

Calibri <11 A A T== - EWapText Gene
_— Egcopy - -
aste - - - - === &&= 5= - 2.
~ Format Painter B I U O A == === Merge & Center
Clipboard n Font 7] Alignment )
c14 - I

Q A B C

2 |PO Number 2288598

3
4 Value £ 480.00
5

Nuclease-free Water (not DEPC treated), 500ml, Ambion, AM9930
6 | Description

¢ In the font menu, select protection and
make sure that the locked box is ticked.

]

P &
This will mean that all the cells will be = "= "o f ot snee )
Iocked When the sheet |S protected Comments Protect worksheet and contents of locked cells ang

Password to unprotect sheet:

e Select cell B2 and repeat the process,

this time make sure the locked box is ]| Atov &l users of this worksheet fo:

f . ) . | (WD select locked cells |
unticked, this will mean that this cell only || |7 select unlocked cells
will remain unlocked when the sheet is Y | ot !
protected | [ it

| D Insert rows
V, ACC ATA GGT CCC A [ nsert hyperlinks

e Protect the sheet, unselect the select %SE:ZE‘Z colmns !
locked cells option and use the |
password training ok | [ cane

e Test that data can only be entered in cell
B2 and that only this cell can be selected
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Exercise 3: Pivot tables

Pivot tables are used to analyse large amounts of data in a way that is flexible and user
friendly.

Task 1 — Selecting data for the pivot table

e Select all of the data in the table H S O -
e Select Insert and Pivot Table FILE HOME  Data Analysis PAGE LAYO
- L_'C'-):" o
i% B o gy &
MyotTablRecommended Table Pictures Online .
PivotTables Pictures @+
Tables Tlustrations
A2 - f\ Project Organiz
A B C
(]
im.;ne PivotTable . - L% [t
5 Choose the data that you want to analyze Lo
> J| ©seletatableorrange © e Leave the options as they are in the pop up box,
ject Table/Range: |Pagel!$A$2:5)$590

the default is to create the Pivot table in a new
|t worksheet, which usually works best.

() Use an external data source

g

% Connection name: |
%6 1| choose where you want the PivotTable report to be placed |
2 -3 @) New Worksheet =
% | '7'£X\'stir|g Worksheet =
% | Location: | (I
% : Choose whether you want to analyze multiple tables :
B | ["] Add this data to the Data Model |
3
% [ oK l l cancel ] i
= _ le— L
E _m r -
PivotTable Fields ™ *
. . - Choose fields to add to -
e The pivot table field can then be dragged into report:
the various boxes to create the table required Project Organization -
Award Number
Project Shart Code
Task Number

Expenditure Category
Expenditure Type

GL Date

Transaction Date A

Drag fields between areas below:

FILTERS COLUMNS

ROWS = VALUES
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Task 2 — Creating a pivot table

Create a table which shows the expenditure by category

o Drag Expenditure Category to the Rows box
o Drag Expenditure to the Values box

FILE HOME = DataAnalysis INSERT ~ PAGELAYOUT ~ FORM i\ Helen Parker ~
-y -* =] == =1 .
g}m Tahoma -0 /A A === z‘\:/-’ - g X ] élAumsum or il
B Copy ~ Fill =
Paste & Copy B I U- i H-A- === ( Insert Delete Format Sort & Find &
- ~ Format Painter = = =9 - - - - ¥ Clear -~ Filter - Select
clipboard o Font n r Cells Editing ~
BS - Jfr | 8326.21000000002 4 v
A B G <« L M N ) .
1 p PivotTable Fields ~ *
2 Choose fields to add to -
3 Row Labels - Sum of Expenditure J repart:
4 |ESTATES COSTS 2006.32 i —
5 |INDIRECT COSTS 8326.21 A Exvenditure G -
6 |INFRASTRUCTURE TECHNICIANS 176.36 J penditure Category
7 |OTHER COSTS 16315.41 & Expenditure Type
8 |OVERHEADS MC FIXED 17882.03 é GL Date
9 PICOSTS 15081.24 Transaction Date
10 |STAFF COSTS 138999.44 L 4 Expenditure Comment
11 |UNIVERSITY FUNDED -5118.02 @ 7| Expenditure
12 |Grand Total 193668.99 ¢ .
13 . MORE TABLES.. - NB These options may
14 i i
15 ? Drag fields between areas below: have S“ghtly dlfferent
1? / FILTERS COLUMNS heac_“ngs in older
" ! versions of Excel but
19 1 they perform the same
20 J .
21 ROWS 3 VALUES functions
22 , Expenditu.. ¥ Sum of Ex.. ~
23
24 [ 4
ae
e Adding a filter will allow more detailed Ciipboard g Font g Aligr
analysis ci - fe
o Drag Project Short Code to the Filter box A

Now a single or selection of projects can be BiojestiShoiliEude (All)

chosen and the data displayed will adjust |Row Labels

1
2 Search
3 Il
i - (Al
accordingly ;1 ESTATES COSTS |
6
7
8

-~ PDAG/201
. INDIRECT COSTS !
e Select one of the projects to see what INFRASTRUCTURE  ror/20%
happens to the data OTHER COSTS
OVERHEADS MC F
e Format the data to show the numbers to Odp o prcosts

and with the comma separator 10 |STAFF COSTS
11 JUNIVERSITY FUNC

12 |Grand Total [ Select Multiple Items

14 0K l [ Cancel
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Task 3 — Create a pivot table (2)

Select all of the data in the table and insert the pivot table into a new worksheet
Rename the worksheet Task 3
Create a pivot table that shows the following:
o Filtered by Expenditure Category
o Expenditure by GL date
Format the numbers to 2dp with the comma separator
Test the pivot by selecting different expenditure categories and specific dates to see how
the displayed data changes

Task 4 — Slicers

Slicers are a new way to display filters

In the Pivot table tool bar (hint: you must be in the pivot table for this to be visible) ensure
that the analyse/options tab is selected

RRLLTTABLE TOOLS

[EW DEVELOPER DESIGN

= 5 A Fields, It , 8L Sets - .
[ T (Felds,tems, & sets NB In some versions of
i Select Excel this table may be
called options

Refresh Change Data

. Source - L<-_:|, Move PivotTable

Data Actions Calculations

Select Insert Slicer and pick the filter needed (for this example select Project Short
Code)

MULAS LATA KEVIEW VIEWY LEVELUPER ANALYLE

= [‘51 [ Clear -
Y @_Select'
Insert Change Data

=] .
imeline Source - E‘, Move Piv

Filter Data Actior

Insert Slicers l T S |

Dproject QOrganization

" []Project short Code
as| T

DExpend\ture Category
["expenditure Type
[GL pate
I:‘Transactlun Date
DExpend\ture Comment
[Expenditure

The slicer can be positioned anywhere on the worksheet
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Exercise 4: Charts and Graphs

Graphs and charts can be a useful way to present data in a format that is easy to understand
and compare.

The data provided for this exercise has been sorted by Expenditure Category and subtotals
applied.

Task 1 — Column chart

Use the worksheet named Task 1

Collapse the data so that just the subtotals are visible
o Select the Expenditure Category and Expenditure column data (hint: holding the Ctrl
key will enable non-adjacent data to be selected at the same time)

aject Short Code | Task Number | Expenditure Category | Expenditure Type | Expenditure Comment | Expendituil
ESTATES COSTS Total 1,288,5?
INDIRECT COSTS Total 3.231.50
INFRASTRUCTURE TECHNICIANS Total 176.36
PI COSTS Total 5.470.04

e On the Insert tab

select the column INSERT =~ PAGELAYOUT  FORMULAS  DATA _REMEW  VIEW  DEVELC
chart option - _ o - -

¥ o u

e Delete the word O 48 2 W store i1? o - i - |

total from the end ‘ictures Online . &My Apps - E Recommended ° il PivotChart
of each of all the Pictures &+ Charts -k -
expenditure Tlustrations Add-ins Charts I
categories -

(the column chart titles should change automatically)
¢ Double click on the Chart Title and change it to Project expenditure for PDAG/204
e Click on the bars in turn and change the fill colour so that they are different

. . B 4 FILL -
Project expenditure for PDAG/204
No fill
6,000.00 g
&
Solid fill
500000 T Gradient fill
4,000.00 Picture or texture fill
Pattern fill
3,000.00
® Automatic
2,000.00 Invert if negative
1,000.00 Vary colors by point
0.00 — Color
g INDIRECT COSTS  INFRASTRUCTURE PI COSTS
TECHNICIANS 4 BORDER

No line
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Task 2 —Trend line

Use the worksheet named Task 2

¢ Insert subtotals which sums the amount for each day
e Collapse the data so that the expenditure is totalled for each day

Having the word total on the end of each subtotal makes the charts look too busy. The find
and replace function can be used to tidy things up.

Select column A

¢ Inthe home tab, select Find and Select and then Replace
Ensure that the Replace tab is select and enter Total in the find box, leave the second
one blank

e Select Replace All

3502 A9

=5)
&3

Find and Replace

Find what: Total

Replace with:

Replace Allm Replace l Find All ] [ Find Mext l [ Close l

Vi

M f
—
A a A e

e Select the dates in Jan 2017 and the corresponding expenditure
Insert a column chart as before
¢ Inthe design tab, select Move Chart and then the New Sheet option

CHART TOOLS
EVELOPER DESIGN FORMAT

TR lE

—| Switch Row/ Select
Column Data
Data

G H I ) K L M
| 350269
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e Select the + in the top right hand corner of the chart to add an element

NB

) Trendline is found in the layout tab of Chart Tools

Select Trendline and click on the arrow to see the additional options

Select Moving Average and then change the period to 7
Click on the trendline and change the colour to red
Add a suitable title

Project expenses - Jan 2017

350,000.00

300,000.00

250,000.00
. Plot Area

200,000.00

150,000.00

100,000.00

50,000.00
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Use the worksheet named Task 3

Sort the data by SOF

Add subtotals to calculate the expenditure per SOF
Use the find and replace function to remove the word total from each total row
Use conditional formatting to identify any total amounts below £10,000
Delete these rows

Select the SOF and Amount data

Insert a pie chart and move it to a new sheet

e Adjust the formatting
Change the colours of any segment where the percentage doesn’t show

o Make the % text bigger
¢ Make the text of the legend bigger
e Give it a suitable title
Expenditure by SOF
1%
7%
1%
2% 1%
| / 1%
Version:

u AAAA
m AAAC
= AAAD
m ABAA
= ABAD
= ACAA
= ADAA
ADAB
m AHAJ
AHAO
m AHAR
= ANEA
uANGW
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Task 4 — Pivot tables and charts
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Use the worksheet named Task 3

VIEW DEVELOPER

Data  Consolidate What-If
Analysis -

Remove
Duplicates Validation -

- Textto
T Advanced  Columns

He
Group mgm

Sort & Fiter " "
Subtotal ==
At each change in
s L = H Posted .4
:vvablai ;: Use function:
ral ! =1
sum -
Zaw:: 6.35 Add subtotal to: o
ayal 15.12 « =
Payables 25.28 SOF
Tran I
Payables 25.28 Categary =
Payables 25.28 i Source
. -
Payables 31.74
Pawbiec 32.28 ¥ | Replace gurrent subtotals
payables 62.60 Page break between groups
Payables 126.40 V| summary below data
Payables 126.40 1" Remove Al Ok Cancel
Payables 126.40 <~
Payables 313.00

o The sum of expenditure by category

o A filter for SOF

Expand all of the data in the Task 3 worksheet and remove the subtotals

Rmaw
TA| S [=R=| v
I x =8 g + 2

ot Filter

Use all the data to insert a pivot chart onto a new worksheet
The pivot chart should show:

o The numbers should be formatted to Odp with the comma separator

f'soF ~

Sum of Amount

Total
2,000,000
1,500,000
1,000,000
500,000 n I
= N ﬂ; < & o & o
o B B . e R @ e <
& & & F & & @ & F 293‘;
o oS oS & F B < & 9 &
> < o < @ 3 o N s -
® & & & T F
IR &
5

Category ¥

In the design tab the chart type can also be
changed

Version:

Make sure the curser is in the pivot chart and select Pivot chart in the Analyze tab
Choose the chart required (go for bar chart initially)

The chart produced is responsive in the same way as a pivot table
Change some of the filters and see what happens

&=
."“
W Total
PIVOTCHART TOOLS
ANALYZE DESIGN FORMAT
o T 0o
SEe=_E . i
- Switch Row/ Select]
Column Data § Chart Typi
Data
I ] K L M [
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Exercise 5: Using data in other documents

When writing reports it can be useful to include charts, graphs and tables from Excel.

Task 1 - Creating a graph

Sort the data by Transaction code

Get rid of the word total for every subtotal

worksheet
Save the workbook onto the desktop

Insert subtotals showing to total amount for each transaction code

Create a bar chart for the A set of transaction codes, leave the bar chart on the same

Task 2 — Using a graph in a Word document

Open a blank Word document

Select the column chart and click copy

In the Word document select the extra Paste
function, choose Paste Special

Paste Special

rce: Microsoft Excel Chart

E7\Cambridge\How to Excel with CUFS\New course\Part 2\Pt 2_Exercise 5_solution.xlsx!Sheet1!]..

As:

Q) paste:

Microsoft Excel Chart Object
Bitmap

Picture (Enhanced Metafile)
ure (GIF

ure (PNG)

ure (JPEG)

Display as icon
(©) paste link:

Inserts the contents of the Clipboard as shapes.

FILE

N

@ ¥ Format Painte

Clipboard

HOME I

For the input with the most functionality,

select Microsoft Office Graphic Object

The titles etc. can all be changed in the
same way as in Excel. If the numbers are
changed in Excel, the chart in Word will
also adjust.

Go back to Excel and change some of
the figures so that the graph changes

In Word, click on the graph and select the
design tab

Select Refresh data and the chart will
update to reflect the new data (if it hasn’t
done so automatically)

t

12

Version:

CHART TOOLS ? M

DESIGN FORMAT

Switch Row/ Select Edi
Column Data Data
Data

17

1. Helen Parki

Refresh
Data

13 14 13 18

&
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Exercise 6: Consolidation exercise

Task 1 — Lookup

Create a new worksheet and name it Lookup
¢ Use a VLOOKUP function to display Description 3 when the PO number is entered

Hint: Try and just use the necessary columns in the lookup table rather than the entire
range. A vlookup sometimes struggles to cope with large numbers of columns

e Lock all of the cells apart from the one where the PO number is to be entered

Task 2 — Column chart

Copy the data from columns A and L into a new worksheet

Rename this worksheet Exp by month

Ensure that the data is sorted by period

Subtotal the amounts by month

Get rid of the word total throughout

Use this data to create a column chart of expenditure by month for the 12 months to
April 2017 (show this chart on the Exp by month worksheet)

Add a trendline in red

e Give the chart an appropriate title

Move this new worksheet to the end of the workbook

Task 3 — Pivot table

Use the data in the Transactions worksheet to create a Pivot table in a new worksheet
e Move this worksheet to the end of the workbook and rename it Pivot
e Format the pivot chart to display the amount of expenditure per reference in the
Description 1 field
e Add a filter for the period

Task 4 — Pivot chart

Add a pivot chart to the new Pivot worksheet

Format this as a pie chart which shows the percentage for each segment
Show this pie chart for the period Aug 2016

Give the chart an appropriate title
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