Excel advanced

Medical school 18/19

Angelo Gargantini



4.1 Editing



4.1.1.1 Naming a Cell or Range

* You can define a Name for a cell or range to make it
easier to reference it in functions etc.

* You control Names from the Defined Names group
on the Formulas tab:

%E =) Define Mame -
fx

Mame
Manager B Create from Selection

Defined Names



Excel: Naming a Cell or Range

* To name the range for the January expenses you

would:

1. Select the cells you want to name.

2. Click on Define Name
3. Enter the name
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B

EXxpenses
Category Name Jan Feb Mar
Interest Exp $2,183 | $2,040 | $1,717
Wages $2,140 | $2,140 | $2,140
Postage / Delivery $2,568 | $2,400 | $2,020
Rent $2.568 | $2,400 | $2,020
Office $3,852 | $3,600 | $3,030
Insurance $3,852 | $3,600 | $3,030
Printing / Reproduction | $6,375 | $6,000 | $5,050
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Excel: Naming a Cell or Range

* Once you have given a cell or range a name you can
access the name in the dropdown from the Names
section on the Formula bar
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* Cl ICkI ng O nEuaryExpenses - | . | CETEEDWE:HmE L D ge
1 EXxpenses
. Category Name Jan Feb Mar
3 Interest Exp $2,183 | $2,040 | $1,717
1+ Wages $2,140 | $2,140 | $2,140
5 Postage / Delivery $2,568 | $2,400 | $2,020




4.1.1.4 Conditional Formatting

* Conditional formatting: uses a logical test to apply
one format for a cell when the test is true and a
different format when it is false.

* For example, you could format positive amounts with a
green cell fill and negative amounts with a red fill.



Conditional Formatting

* You may wish to use conditional formatting at some
point during your research.

e Conditional forme**i~-~ ~—-- bo £ emdo-the home
tab, styles tab. Genera e i .

mnter v | $ ¢ 9% o+ | %0 500 C-:un-:litijzunal Format Cell Ii
Formatting = as Table = Styles

MNumber Styles

* You can use conditional highlighting to draw attention
to specific cells.

» Select the data you are interested in, then click on
conditional formatting, next select the highlighting
criteria that fits your needs.



Excel: Conditional Formatting

B C

1 | Student Name | Grade %
2 |student1 B 45.53%
* If  want to 3 |Student2 A 92.24%
automatically put a 4 |student 3 - 29.74%
A 5 |Student4 B 85.68%
red fill in all cells = | scudonts R
for Students Who 7 |Student @ B 80.66%
. ) 8 Student? A 97.45%
dare fa|||ng my first 9 |student 8 A 91.07%
period CIaSS. 10 |Student 9 B 28.50%
11 |Student 10 B 81.41%
. . 12 |Student 11 C 76.73%
* First step Is to 13 |Student 12 A 96.23%
select the cells 14 |Student 13 A 103.50%
.. 15 |Student 14 C 75.18%
containing the 16 |Student 15 B 31.30%
grades 17 |Student 16 C 69.98%
18 |Student 17 B 85.77%
19 |Student 18 C 78.23%
20 |Student 19 E 58.58%
21 |Student 20 B 79.93%




Excel: Conditional Formatting
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Excel: Conditional Formatting

* |In this case we want
to highlight the cells
with a certain value.

* Choose Highlight
Cells Rules
* Choose Equal to
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e There are a number of build in forma

Student Name
Student 1
Student 2
Student 3
Student 4
Student 5
Student 6
Student 7
Student 8
Student 9

Once a value (F) is entered for Format
cells that are EQUAL TO: the formatting

is applied.

itfional Formatting

Grade

05
: Equal To
g
I} Format cells that are EQUAL TO:
|
d |F ﬁ| with |Light Red Fill with Dark Red Text |+
G Light Red Fill with Dark Red Text
d Yellow Fill with Dark Yellow Text
J Green Fill with Dark Green Text
g Light Red Fill

o Fed Text

36.31% Red Border
28.50% fCustom Format.,. .

or create a custom format.

* | want a bright red background
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Murnber Font Border | Fill |
Background Color: Patkern Colar: bOX pops up
Mo Color L .r.l.lltnmatin: w ° C iCk On Fill
[ EEN . Fattern Skvle:
- “ |I> Choose Red
:::llllll - Click OK
A EEEEEEEEREDNE
H EEEEN /
[ Fill Effects. .. l [ Mare Colars..,
Sample
(4 ] [ Zancel l




1
2
3
4
5
]
7
2
9

A
Student Mame
Student 1
Student 2
Student 3
Student 4
Student s
Studenta
Student 7
Student 8

10 [Student 9

[] -~ I

F

* Click OK
e All Fs will now be red

; |F| with |Custu:um Format...
C
| 36.31%
83.50%

1
2
3
4
5
b
7
g
9

10
11
12
13
14
15
16
17
18
19
20
21

A

Student Name

Student 1
Student 2
Student 3
Student 4
Student s
Student 6
Student 7
Student 8
Student 9
Student 10
Student 11
Student 12
Student 13
Student 14
Student 15
Student 16
Student 17
Student 18
Student 19
Student 20

B
Grade

mlﬁmﬁlﬁbbﬁmmbbmmmlbl

C
%
45.53%
92.24%
29.74%
85.68%
64.32%
80.66%
97.45%
91.07%
88.50%
81.41%
76.73%
96.23%
103.50%
75.18%
31.30%
59.98%
85.77%
78.23%
58.58%
79.93%



Excel: Conditional Formatting

* You can add other
formatting conditions.

* | can shade all As green
putting in second
condition using the same
steps.

 The file now looks like
this

1
2
3
4
]
6
7
a8
9

10
11
12
13
14
15
16
17
13
19
20
21

Student Name

Student 1
Student 2
Student 3
Student 4
Student 5
Student 6
Student 7
Student 8
Student 9
Student 10
Student 11
Student 12
Student 13
Student 14
Student 15
Student 16
Student 17
Student 18
Student 19
Student 20

B
Grade

C
%
45.53%
92.24%
29.74%
85.68%
54.32%
80.66%
97.45%
91.07%
88.50%
81.41%
76.73%
96.23%
103.50%
75.18%
31.30%
59.98%
85.77%
78.23%
58.58%
79.93%



Cell protection

* If u want a formula to never change click format,
cells, protection tab and tick lock

* Freezing panes. Click the cell after u want the split
and click window freeze frame

* move sheets by click and drag
* Save file as a webpage .html



Comments

* Right click on the cell & select Insert comment.

* You may edit or delete the comment by right
clicking on the cell & selecting your choice.

Y

Y
Y
N

790,343
1,934,349
2, 103,049‘/
1,785,323

695,034

Tanya Goette:
This store looks
really great!

263,448
483,587
420,610
357,065



Hide columns



Data handling

1. Sorting
2. Querying and filtering



Functions



Cleaning up your data

* Not all data is in ready to analyze condition when
you get it—the next few slides will present a few
ways to clean up your data

* Functions for text
e Using “If” statements
* Concatenate



Some functions

* TODAY - OGGl

* GIORNO, MESE, ANNO
* SUMIF - SOMMA.SE

* ROUND

* CONTA, CONTA.VALORI ...

* UPPER — MAIUSC ...
* CONCATENATE



Using “It” Statements

* We can use “if” statements to further clean up this
data set.

* The syntax of the “if” statement is
If([logical test], [value if TRUE], [value if FALSE])

* Logical Test—This is the test you want excel to use
to determine the output (use cell references). An
example would be “B4=25"

* Value if True—This is the output value that excel
will place in the cell if the logical test is true

* Value if False—This is the output value that excel
will place in the cell if the logical test is not true.




Recoding Using If

* To recode using If, insert two new columns
between the commodity codes and data

* Next, use your reference cells from above to make
your if statements

 Remember to use absolute cell references (SGS3)
* Click and drag down your formula

* You can have multiple if statements in one line.
Separate these by a comma.

* =|F(B11=0,$GS$3,IF(B11=100,5G%4, IF(B11=200, $GS5,
IF(B11=300, $GS$6, 0))))



Exercise 9

* Recode the data for commodities using the if

statement

1w

LY TR N

fe | =IF(C11=5153, 5193, IF(C11=5154,5134, 0))

B C D F G
ax - Average Price Data

2001 to 2011
0000 US
0100 NE
:nzm} MY

11 us |Bacon

1 us Bananas

1 NE Bacon

1 NE Bananas

1 Mw Bacon

11 Mw Bananas

1 5 Bacon

1 5 Bananas

H J
704111 Bacon  per
711211 Bananas per
Jan Feb
201 201
2994  3.065
0.500  0.498
3.059 3222
0.657  0.556
3119 3.158
0476 0459
2759 2881
0.458  0.460

A

1l
b



Combining Cells--Concatenate

» After recoding cells you can recombine them using
Concatenate

* First make a new column between the commodity
name and the data.

* Next, use the formula concatenate
* Syntax “=concatonate(cell 1, cell = -concarenate(pir,en

C D —
us Bacon USBacon
us Bananas USBananas
NE Bacon NEBacon
NE Bananas NEBananas
Mw Bacon MWBacon
Mw Bananas MWBananas
S Bacon SBacon
S Bananas SBananas 1




Some Useful Functions

E3 Microzoft Excel - forl10-27_xls
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| 17 |Berry 42 a8 0 i} 0 0| 38 0 B4 0 0.843
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| 21 |Bud 42 35 0 i} 0 0] 24 0 45 0 0.581 T
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[4 [ 4 [ [ Sheetl b grade sheet  creatingmaps  # Sheets / |4 |
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Conditional Functions

e Conditional functions allow the software to
perform conditional tests and evaluate a condition
in your worksheet. Depending on whether the
condition is true or false, different values will be
returned to the cells.

* =|F is the most important conditional function



It

=|F(condition, action if true, action if false)

This tests the “condition” to determine if specific results
or cell contents are true or false.

If the result of the test is true, the “action if true” is
executed. If the result is false, the “action if false”
portion contains another set of instructions to execute.

The instructions to be executed can return cell contents
that are labels as well as values.



If statements

* If(a4>17, ‘allowed to vote’,) not allowed to vote’)

 First comma then allowed to vote yes into this cell,
otherwise ‘not .. Goes into this cell

* Click function button and click if the type in formula
e.g c/=b7 false

e |f true “correct”. If false “incorrect”



Excel: Logical Operators

Logical
Operator

Meaning

Example

Equal to

=IF(E8=CS8,"Equal","Not equal")

When the two cells are equal, the word
"Equal" is shown. When the two cells are
not equal, the phrase "Not equal” shows.

Less than

=IF(F4<E4,E4-F4, F4-E4)

If F4 is less than E4, subtract F4 from EA4.
Otherwise do the subtraction the other
way. This makes sure you have a positive
number for the difference of the two
numbers.

Greater then

=IF(C6>100,C6,100)

If C6 is greater than 100, show C6.
Otherwise show 100.




Excel: Logical Operators

Logical Meaning Example
Operator
<= Less than or | =IF(B5<=10,B5,"Maximum")
equal to If B5 is less than or equal to 10, show B5.
Otherwise show the word "Maximum®.
S= Greater than or | =IF(MAX(B4:E8)>=SUM(B4:E8)/2,MAX(B
equal to 4:E8), SUM(B4:E8)/2)
If the largest value in the range is larger
than or equal to half of the sum of the
range, then show the largest value.
Otherwise show half the sum of the range.
<> Not equal to | =IF(B8<>D6,IF(B8<10,10,B8),D6)

If B8 is not equal to D6, check to see if B8
is less than 10. Show 10 ifitis and B8 if it
isn't. Otherwise show D6, which would be
equal to B8 in this case.




Logical Functions

And(logicall, logical2) Returns true if each
condition is true

Or(logicall, logical2)Returns true if either
condition is true

Not(logical) Returns true if the
condition is false

True() Always returns true

False() Always returns false



Examples

=|F(A5>20, B5, 0) means that if the value in A5 is greater

’(c)han 20, use the value in B5. Otherwise assign the number

=IF(AND(Bll<>O,Gll=12\,10,0) means that if the value in B11
is not equal to 0 and the value in G11 is equal to 1, assign
the number 10. Otherwise, assign the number 0.

=IF(OR(E13="Profit”,F15>G15),”Surplus”,” Deficit”) means
that if either E13 contains the word “Profit” or the contents
of F15 are greater than or equal to the contents of G15,
agsi n the label “Surplus”. Otherwise, assign the label
“Deficit”.



Excel: Nesting Statements

* You can nest up to 7 If statements to create
complex tests. For example, to calculate your letter
grade based on your percent score | use the
following statement:

=IF(F4>0.895,"A" IF(F4>0.795,"B" IF(F4>0.695,"C"
IF(F4>0.595,"D","F"))))



VLOOKUP Function — CERCA.VERT

» Searches for a value in the leftmost column of a
table, and then returns a value in the same row
from a column you specify in the table.

Syntax:

VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])



lookup value

VLOOKUP(lookup value, table_array, col_index_num, [range_lookup])

* l[ookup value - the value to search for.

This can be either a value (number, date or text) or a
cell reference (reference to a cell containing a lookup
value), or the value returned by some other Excel
function. For example:

e Look up for number: =VLOOKUP(40, A2:B15, 2) - the
formula will search for the number 40.

* Look up for text: =VLOOKUP("apples", A2:B15, 2) - the
formula will search for the text "apples".

* Look up for value in another cell: =VLOOKUP(C2, A2:B15,
2) - the formula will search for the value in cell C2.



* VLOOKUP(lookup value, , col_index_num,
[range lookup])

 table_array - two or more columns of data.

« Remember, the VLOOKUP function always searches for the
lookup value in the first column of table_array. Your table _array
may contain various values such as text, dates, numbers, or
logical values. Values are case-insensitive, meaning that
uppercase and lowercase text are treated as identical.

* So, our formula =VLOOKUP(40, A2:B15,2) will search for "40" in cells A2
to A15 because A is the first column of the table_array A2:B15.



- the column number in table_array
from which the value in the corresponding row
should be returned.

* The left-most column in the specified table _arrayis 1,
the second column is 2, the third column is 3, and so on.

* Well, now you can read the entire formula
=VVLOOKUP(40, A2:B15,2). The formula searches for "40"
in cells A2 through A15 and returns a matching value
from column B (because B is the 2nd column in the
specified table array A2:B15).



* range_lookup - determines whether you are
looking for an exact match (FALSE) or approximate
match (TRUE or omitted). This final parameter is
optional but very important.



Example

D2 - Jr | =vLooKuP(20,A2:B15,2)
A B C . D ‘ E F G H
W Speed (mph) _ Animal |
2 30| Cat Ostrich 1
3 32|Reindeer
4 35|Rabbit
5 35.5|Whippet
& 39.35|Greyhound
: UL =VLOOKUP(40,A2:B15,2)
8 42| Gray fox
9 43| Coyote
10 45 Elk Find value 40 " Search in AZA1S Return a
11 50|Lion {1stcolumn of matching walue
12 61/ Antelope Ltahle_array} Lfrnm column B
13 70| Cheetah
14 200|Peregrine falcon




Example



e Use HLOOKUP instead of VLOOKUP when your
comparison values are located in a row which is the
top of a table containing the data



Goal seek

e See notes



Goal Seek

* You can use excel to find the answer to specific
guestions. You can do this by using the goal seek
function.

* Goal seek is located under the data tab, in the “What-
if-Analysis”
52 = B= 2

e t Consolidate ‘What-If
es|Validation = Analysis =

* You could use a goal seek to determine how long it
would take to save $25,000 with a 2% annual interest
rate making monthly deposits of $500.00.



T- test

e See notes



