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Preface

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

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

It is written by Michael Olafusi a two time Microsoft Excel MVP (most valuable
professional) and a full-time Microsoft Excel consultant. He is the founder of UrBizEdge,
a business data analysis and Microsoft Excel consulting firm. He has trained hundreds of
business professionals on Microsoft Excel and has used the experience gained from
interacting with them both during such trainings and while consulting for companies to
write this excellent guide for the busy professional who needs the improved work
productivity Microsoft Excel provides.

If you feel any part of this book can be better improved or expanded, please send an email

to mike(@urbizedge.com



Microsoft Excel: It’s more powerful and
easier to use than you think!
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We’ve got Home menu, Insert menu, Page Layout menu, Formulas menu, Data menu,
Review menu and View menu. Each of these menus will be discussed in practical terms.

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

Home Menu



The home menu is Excel’s most used menu. It has very straightforward sub-menus.
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Clipboard: Allows you to copy, cut and paste in Excel

Font: Allows you to set font size, color, background color (fill) & turn on bold or italics
or underline.

Alignment: Allows you to set the position of whatever you’ve typed (or copied) into
Excel. It also allows you to set how it’s written: horizontal, vertical or slanting.

Number: Allows you to set how a number is shown in Excel: regular number, currency,
scientific, percentage, fraction...

Styles: Allows you to set the format of an Excel cell based on the data it holds
(conditional formatting). It also allows you to convert a selection of cells to table, and to
set quick formats for a cell.

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

Editing: It houses the very useful Sort and filter tools. And also Find & Select, Find &
Replace. There’s also AutoSum which helps you sum all numbers in a selection.

Insert Menu

The Insert menu houses some of Excel’s best tools.
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Tables: Allows you to insert PivotTable, PivotChart and Table. Inserting a table in Excel
allows for quick formatting, and better formulas (via named ranges). PivotTable and
PivotChart will be discussed later.

Illustrations: Allows you to insert images and shapes.



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

Tours: Houses Map which takes you straight to Power Map. Power Map is part of
Microsoft’s new Power BI. It enables you make geo-maps and create amazing data
visualization tours.

Reports: Lets you access Power View, another Power BI tool. Power View allows to
create a data model, loading up many different databases and creating analysis that cuts
across all the databases, allowing you to see insights that are beyond a single database.

Sparklines: Allows you to insert charts that fit into one Excel cell. They make some
reports beautiful and easy to read.

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

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

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

Page Layout Menu

The Page Layout menu does just that: setting up your Excel document’s page look and for
printing.
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Themes: It’s not often used; it sets the look of the Excel window itself.

Page Setup: It allows you to set how the page comes out when printed. Most used are the
Orientation (to set as Portrait or Landscape) and Print Area (to select on the cells you want
to print).

Scale to Fit: It allows you to set how much is printed per page. Most frequent use is to
force Excel to print on one page, or fit all the fields (columns) on one page width.

Sheet Options: You wouldn’t want to change the default. It allows you set whether Excel
gridlines be printed or not, and headings too. Default is no/off (unticked).

Arrange: It lets you rearrange overlapping objects (shapes, images, textboxes...). Or



align them.

Formulas Menu

The Formulas menu gives you access to Excel’s built-in formulas.
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Function Library: It has the formulas grouped by category. Once you have an idea of
what you want done, it helps you locate the formula to use. It’s good to look through it
once in a while to have an idea of the out-of-the-box analysis Excel can do.

Defined Names: Lets you name a cell or selection of cells. Can be very useful when
analyzing a big database or building a model.

Formula Auditing: Allows you to check for errors in your formulas, trace formula cells
and see how your final result is being calculated.

Calculation: Allows you to set when the formulas in your Excel sheet are calculated:
automatic (whenever a cell value changes) or manual (at first entry and when you force
them to be recalculated).

Data Menu

The Data menu allows you to work with external data and do basic data formatting.
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Get External Data: It allows you to import or link to an external data file (non-Excel
file). You’ll use it whenever you have a data in text file and need it worked on in Excel.



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

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

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

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

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

Review Menu

The Review menu is for spell checks, commenting and setting access restrictions.
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Proofing: Allows you to carry out spell checks and word meaning checks.
Language: Allows you to translate the Excel file content from one language to another.

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

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

View Menu

The View menu allows you to change the window layout of the Excel document. It doesn’t
change anything in the actual document, just the way it’s displayed.
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Workbook views: Allows you to set how the workbook (Excel file) is displayed.

Show: Controls what non-printing details are shown: Gridlines, Headings, Formula bar
and Ruler. The one you’ll be interested most in is Gridlines. If you want your Excel sheet
to look more like a Word file, untick the Gridlines. That’s what’s done to every Excel
sheet you see that has no Gridlines.

Zoom: Does what it says: sets zoom.

Window: Allows you to freeze headers so when you scroll they will never be out of view.
And also allows you to split the Excel sheet display, so you can compare two different
parts of the sheet.

Macros: Allows you to see the macros programmed in the Excel file (if there’s any macro
in it). Shows only when the developer menu is enabled.



How Excel Handles What You Type

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

Every cell has an address, because each cell is an intersection of a row and a column. The
cell selected in the image below, is addressed as cell A1. It is the intersection of column A
and row 1. A collection of millions of these cells make an Excel sheet. And an Excel file
(also referred to as Excel workbook) is a collection of one or more Excel sheets.
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Sometimes, what you type into a cell takes more space than the cell has. Don’t worry, just
expand the column width by dragging the right border of the column header.

Like this:
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Different Data Types in Excel

Excel recognizes 4 different data types: Text, Number, Boolean & Formula. Anything you
type into Excel will fall under one of these.

Text: Whenever you type alphabets, or a mix of alphabets and numbers into Excel
(without proceeding with =), everything is recognized as text. By default, Excel aligns text
to the left of the cell.
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Number: If all you type into a cell are digits, they are recognized as Number by Excel. By
default, Excel aligns number to the right.
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Boolean: FALSE and TRUE are Boolean entries. You’ll hardly use them. They are used

for setting up complex formulas. By default, whenever you type false or true in a cell,
Excel will put it in upper case and align it to the center.
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6 = Excel recognizes true and false as boolean.
7 It aligns them to the center of the cell.
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Formula: Once you begin a cell entry with =, Excel treats everything you type after as a
formula.
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Whenever you begin a cell entry with =
Excel treats it as a formula. You can do
mathematical calculations and other
computations right after the =

As arecap, see the image below.
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The practical importance of this is that if you receive a sales report in Excel and the
numbers are aligned to left instead of right you should be concerned. There are three
reasons this can happen and two of those reasons will cause some of your mathematical
formulas to not work correctly. You wouldn’t want to do an incorrect analysis, so it’s best
to check why the numbers are aligned to the left and not to the right as expected.



1. It could be that the author forced the numbers to align to the left. To find out if
that’s the reason, check the alignment under Home menu.
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2. It could be that the author forced the number to be treated as text by setting the
cell format to text
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3. It could be that the author preceded the number with a single apostrophe () before
typing the number. This is a trick savvy users use to force Excel to keep the zeros at
the beginning of your phone number or bank account number. Unfortunately, it forces
Excel to treat the cell entry as a text and align it to the left.
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Out of these three ways of making a number show as aligned to the left, only the first
one leaves the number intact. The other ways transform the number to text and will give
you issues when you include them in calculations that normally would work on numbers.

Now you have an idea of how useful an understanding of the default ways Excel treat

the different data types can be in your day to day use of Excel.



Data Consistency, starting with the end in view

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

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

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

compact table and non-compact table is shown below:

3 / columns Monthly Revenue from Clients
4 mm
5 obil #4,129,000 # 3,695,000 # 2,770,000 #4,520,000 # 2,223,000 # 3,929,000
& HMNestle # 1,688,000 #4 3,300,000 # 4,880,000 # 3,730,000 # 2,046,000 # 2,320,000
- NBC # 3,701,000 # 4,361,000 #4,254,000 # 4,550,000 # 4,834,000 # 3,116,000
lg Exp Nigeria # 2,587,000 # 4,198,000 # 2,146,000 # 1,002,000 # 2,341,000 #4,713,000
2l Insight Nigeria 22,408,000 24,759,000 21,300,000 4426000 3,521,000 #3,171,000
zﬁ Radisson Blu # 2,485,000 # 2,025,000 # 1,603,000 # 3,089,000 # 2,841,000 #4 3,156,000
;-i Guinness # 2,703,000 # 1,888,000 # 1,360,000 # 1,664,000 # 1,097,000 # 4,920,000
12l Chevron 23,516,000 22,983,000 24,788,000 22425000 4,689,000 24,080,000
138 Etisalat # 4,475,000 # 3,459,000 # 2,701,000 # 2,058,000 # 3,562,000 # 3,096,000
148 Dangote # 1,457,000 # 3,241,000 # 4,441,000 # 1,244,000 # 3,749,000 # 3,044,000
158 Dana Group # 2,984,000 # 1,882,000 # 2,898,000 # 4,618,000 # 2,372,000 # 3,723,000
LaFarge # 2,111,000 # 3,293,000 # 1,427,000 #4 3,953,000 # 1,616,000 # 2,885,000
NB 2:3,396,000] 24,148,000 24,569,000 #23,893,000 3,871,000 % 3,045,000
MTN # 4,410,000 # 2,391,000 # 4,180,000 # 3,788,000 # 2,609,000 #4,262,000
Monacom # 4,190,000 # 2,228,000 #4,615,000 # 2,756,000 # 3,123,000 # 1,464,000
200 ARM 24,536,000 #1,412,000( 4,313,000 #1,130,000| 3,700,000 % 3,196,000
ZINC B 1 # 1,655,000 # 3,942,000 #4,727,000 # 2,763,000 # 3,987,000 # 2,621,000
229 Total #52,431,0000 #53,210,000( #&56,972,000( #51,909,0000 #52,241,000 #57,247,000

Same table but not compact, shown below.




QA;'Ironthly Revenue from Clients 8 Columns
0

P
201 Clients Tan-14 “Feb-14 Mar-14 Apr-14 May-14 Tonid’
31| Mobil 24,129,000 3,695,000 #2,770,000 4,520,000 2,223,000 3,929,000
321 Nestle #1,688,000  # 3,300,000 $4,880,000 83,730,000 2,046,000 ¥ 2,326,000
33] NBC 23,701,000 4,361,000 24,254,000 4,550,000 34,834,000 3,116,000
E Exp Nigeria #72,587,000  #4,198,000 #2,145,000 1,062,000 2,341,000 #4,713,000
Insight Nigeria 572,408,000 4,759,000 £1,300,000 4,426,000 3,521,000 3,171,000
é_nadisson Blu #2,485,000 #2,025,000 #1,603,000 #3,089,000 2,841,000 # 3,156,000
39] Guinness 372,703,000 1,333,000 21,360,000 1,664,000 1,097,000 4,920,000
40} chevron 23,516,000 2,988,000 24,788,000 2425000 4,689,000 4,080,000
41| Etisalat #4,475,000 ¥ 3,459,000 #2,701,000 2,058,000 3,562,000 # 3,096,000
42 Dangote 21,457,000 3,241,000 24441,000 21,544,000 3,749,000 3,544,000
43| Dana Group #72,984,000 # 1,882,000 #2,898,000 #4,618,000 2,372,000 # 3,?23,000[
44] LaFarge 572,111,000  #3,293,000 21,427,000 #3,953,000 21,616,000 2,885,000
45| NB #3,395,000  #4,148,000 #4,569,000 #3,893,000 3,871,000 3,045,000
26| MTN 24,410,000 2,391,000 54,180,000 83,788,000 2,669,000 4,262,000
47| Monacom 24,190,000 2,228,000 24515000 2,756,000 3,123,000 1,464,000
12| ARM 34,536,000 1,412,000 24,313,000 1,130,000 3,700,000 3,196,000
a9l C&I #1,655,000 3,942,000 24,727,000 2,763,000 3,987,000 2,621,000
564 Total " 152,431,000 53,210,000 " 256,972,0000 51,969,000  # 52,241,000 ¥ 57,247,000

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

2. Use descriptive names for your column headers and row headers.

Be as descriptive as possible in naming the fields in your table, make it easy for anyone
who will view your table to understand the information it convenes.

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

]

Clients Jan-14 Feb-14 Mar-14 Apr-14 May-14 Jun-14
Mobil #4,129,000(# 3,695,000 # 2,770,000| # 4,520,000 # 2,223,000| # 3,929,000
MNestle #2 1,688,000 # 3,300,000| # 4,830,000( # 3,730,000 # 2,046,000| ## 2,326,000
NBC #23,701,000(# 4,361,000| # 4,254,000( # 4,550,000 | # 4,334,000| # 3,116,000
Exp Migeria #22,587,000(# 4,198,000| # 2,146,000( # 1,062,000 # 2,341,000| # 4,713,000
Insight Nigeria | #2 2,408,000| # 4,759,000| # 1,300,000| # 4,426,000|# 3,521,000| % 3,171,000
Radisson Blu |# 2, 435,000(# 2,025,000| # 1,603,000| # 3,089,000|# 2,841,000|# 3,156,000
Guinness #2 2,703,000 # 1,888,000| # 1,360,000( # 1,664,000 # 1,097,000| # 4,920,000
Chevron #2 3,516,000 # 2,988,000| # 4,735,000( # 2,425,000 # 4,689,000| # 4,080,000
Etisalat #24,475,000(# 3,459,000| # 2,701,000( # 2,058,000 # 3,562,000| # 3,096,000
Dangote #1,457,000(# 3,241,000| # 4,441, 000( # 1,544,000 # 3,749,000| ## 3,544,000
Dana Group #2 2,984,000+ 1,882,000| # 2,898,000( # 4,618,000 # 2,372,000| # 3,723,000
LaFarge #22,111,000(4# 3,293,000| # 1,427,000| # 3,953,000 # 1,616,000| # 2,885,000
NB #2 3,396,000+ 4,148,000| # 4,569,000( # 3,893,000 # 3,871,000| # 3,045,000
MTN #4,410,000(4# 2,391,000| # 4,130,000( # 3,738,000 # 2,609,000| # 4,262,000
Monacom #4,190,000(# 2,228,000| # 4,615,000( # 2,756,000 | # 3,123,000| # 1,464,000
ARM #4,536,000(# 1,412,000 % 4,313,000( # 1,130,000| # 3,700,000| # 3,196,000
CEl #21,655,000(4# 3,942,000| 2 4,727,000| # 2,763,000 # 3,9587,000| # 2,621,000

Below is a table that has headers that are not descriptive enough. It’s hard to figure out the
specific information in the table. Is it a table of revenue or expense? Are the companies
clients or suppliers? What year do the months represent — January 2014 or January 2015?
Whomever you send this report to will call you back for a detailed explanation of what
you intended to report.

22 Some Data

23 |Companies January February |March April May June

24 |Mobil #4,129,000(# 3,695,000 # 2,770,000| # 4,520,000| # 2,223,000| # 3,929,000
25 |Nestle #21,688,000(# 3,300,000| # 4,830,000( # 3,730,000| # 2,046,000| # 2,326,000
26 |NBC #23,701,000(#4,361,000| # 4,254,000( # 4,550,000| # 4,834,000| # 3,116,000
27 |Exp Nigeria #22,587,000(# 4,198,000| # 2,146,000( # 1,062,000| # 2,341,000| # 4,713,000
28 |Insight Nigeria | # 2,408,000| # 4,759,000| # 1,300,000| # 4,426,000 4 3,521,000 4 3,171,000
2% |Radisson Blu | # 2,485,000|# 2,025,000|# 1,603,000|# 3,089,000| 4 2,841,000 4 3,156,000
30 |Guinness #22,703,000(# 1,888,000| # 1,360,000| # 1,664,000| # 1,097,000| # 4,920,000
31 |Chevron #2 3,516,000 # 2,988,000| # 4,738,000( # 2,425,000| ## 4,689,000| # 4,080,000
32 |Etisalat #=24,475,000(# 3,459,000| # 2,701,000( # 2,058,000| # 3,562,000| ## 3,096,000
33 |Dangote #1,457,000(4# 3,241,000| # 4,441, 000( # 1,544,000| # 3,749,000| ## 3,544,000
34 \Dana Group #22,984,000(# 1,882,000| # 2,898,000| # 4,618,000| # 2,372,000| # 3,723,000
35 |LaFarge #22,111,000(4# 3,293,000| # 1,427,000| # 3,953,000| # 1,616,000| # 2,885,000
36 |NB #4 3,390,000 # 4,148,000| # 4,569,000| #2 3,893,000| # 3,871,000 # 3,045,000
37 |MTN #4,410,000(4# 2,391,000| # 4,130,000( # 3,738,000| # 2,609,000| ## 4,262,000
38 Monacom #4,190,000(# 2,228,000| # 4,615,000( # 2,756,000| # 3,123,000| # 1,464,000
3% |ARM #4,536,000(4# 1,412,000 % 4,313,000( # 1,130,000| # 3,700,000| # 3,196,000
40 |C &1 #21,655,000(4# 3,942,000 # 4,727,000| # 2,763,000| # 3,987,000 # 2,621,000

A




3. Name your Excel sheets

Don’t just go ahead with the default names — Sheet1, Sheet2, ... — rename the sheets to
reflect the contents of the sheet. This makes your work better organized and future use
more convenient.

To rename a sheet, right click on the sheet name (the default names are Sheet1, Sheet2,
...) and select rename. And as you see above, you can change the color from the default
too.

16 | Insert...
14| B2 Delete
18
| Rename
19
0| Move or Copy...
21 a3 View Code
22 | 7 Protect Sheet...
23 | Tab Color k
24_ ]
55 Hide
26 |
27 | Select All Sheets

Sheetr | A,




ey
o
[yom

nsert...
17 | B2 Delete
18
o Rename
30 Move or Copy... Theme Colors
21 | Q] View Code HE EEN Ll
22 | 7 Protect Sheet...
e be)
= Tab Color L I i
24 T
= Hide i
26. Standard Colors
| HNE EEEEN
27 | Select All Sheets
Mo Color

_Renamed Sunews

) -!- il

READY 3 vy More Colors..

4. Also use descriptive names when renaming the Excel sheets.

o (paycisa TR U OV | T Ly £ Uty DUV | T Ly LU U I | T Ot S L £y
13 |Rivers # 4,800,256,800.00( #4,459,705,200.00( # 2,423,028,900.00| # 4,148,808,
14 |Anambra #1,511,863,500.00( #3,015,652,900.00( # 2,159,322,900.00| # 4,060,131,
15 |Enugu # 2,609,372,800.00( #4,531,716,900.00( # 1,409,979,200.00| #& 1,990,646,
16 |Benue #1,387,315,500.00( #3,627,716,800.00( #602,469,700.00| 4,501,134,
17 |Borno #1,616,0605,000.00( #4,166,938,100.00( #& 2,361,614,200.00| #& 4,908,244,
18 [Gombe #2,201,453,200.00( #2,523,019,700.00( #620,111,300.00| & 1,835,641,
19 |Katsina #1,293,838,700.00( #=2,648,689,500.00( # 3,589,421,500.00| # 638,877,
20 |Kaduna # 2,599,773,900.00( #3,835,345,400.00| # 3,938,598,800.00| #& 1,224,849,
21 |Cross River | # 1,971,834,600.00| #44,779,952,700.00| # 2,416,592,600.00| # 1,814,142,
22 |[Kwara # 1,496,830,100.00 #912,176,400.00| #& 3,915,3358,600.00| # 1,305,529,
23 |Niger #4,592,318,900.00( #=1,826,747,300.00( # 3,002,357,100.00| #& 3,219,870,
24 | Akwa lbom | & 1,691,712,500.00 #=2,202,014,900.00| #&324,7582,800.00| = 4,927,336,
25 |Plateau #2,371,220,000.00( #4,894,816,200.00( #4,527,323,100.00| & 4,471,653,
26 Taraba # 785,603,400.00| #3,244,525,900.00| #531,2458,900.00| #& 2,475,480,
AT | T Fmm Al 4 SO NET SN N0 Bl TOS ST LA ANl AL A TTET T0A Tt il B 8 S nane

Goal Seek
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MamedRange Loan Payment

READY %

5. Avoid putting too many tables in one Excel sheet. Best to keep just related tables in the
same sheet if you must put more than one table in the sheet. It makes naming the sheet
easy and straightforward.

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

7. Don’t use CAPS excessively. It makes your reports very unprofessional.



Building Datasheets that can easily scale

Occasionally, you will have to work on a table whose data grows continually. We can refer
to such tables as datatables. All tables hold data and can technically be referred to as a
datatable, but in this book we will refer to all tables as just tables and limit the term
datatable to only tables that grow perpetually.

An example of such a table is an Employee Record table. As long as the company exists
the table will keep growing and even if the company aims to not have over a 100
employees, there will always be old employees leaving and new ones taken to replace
them. And they all have to be captured in the employee record table, no employee’s record
is deleted when he leaves, there’s only a field added to capture his resignation.

There are some peculiar ways of treating a datatable.

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

A B € D E F

1 UrBizEdge Employees Biodata Table

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

2. Start a datatable as close to cell A1 as possible. Again, this is to afford you the
maximum space in the sheet for your growing table.

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

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



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

6. Avoid merging cells in a datatable. It is better to repeat cell entries than merge the cells.
Merged cells aren’t formula friendly.

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



Sorting is one of the most frequent task we do in Excel. Sorting lets you re-arrange data in

Sorting

alphabetical order, lowest to highest, highest to lowest, and even by cell color.

We are used to having data arranged in a particular order — A to Z, January to December,

1 to 10, and so on.

Below is an example of a table that has its records haphazardly arranged. The states are

not arranged alphabetically and the months are not in the natural order.

2 State Feb-14 Jun-14 Jan-14 Mar-14 May-14 Apr-14
3 Imo & 2,521,764,800.00| #2,922,241,900.00| #& 2,591,742,600.00( & 2,013,994,900.00| # 3,014,428,300.00| & 4,994,515,700.00
4 Abia #821,123,500.00 #4,544,916,100.00| & 1,257,458,300.00( & 1,175,454, 800.00| #& 2,265,644, 00.00| % 967,327,400.00
5 Lagos M 7,319,183, 000.00| M 22,681,984,500.00| M 6,239,473,500.00| M 6,211,689,500.00] M 11,610,307,000.00( M 3,351,178,500.00
6 Kano M 2,021,735,600.00 M 530,613,400.00| M 2,981,580,300.00( M 3,016,518,600.00]  2,387,291,000.00| M 4,411,651,000.00
7 |Ondo M 1,690,422,800.00) M 4,925 747,700.00) N 716,222,900.00| M 4,262,953,800.00) ~4,300,936,900.00( N 977,876,300.00
8 IKagi ¥ 2,734,189,600.00| & 2,825,512,800.00| & 2,812,863,300.00| & 2,306,601,300.00) & 2,104,687,400.00( & 867,264,000.00
9 Benue # 3,864,832,700.00| #3,212,451,900.00| & 3,479,649,000.00( & 2,458,711,700.00| % 2,700,421,800.00| & 4,801,142,000.00
10 |FCT 8 2,063,317,300.00| # 2,520,202,500.00( & 3,133,223,200.00| % 1,829,381,400.00] & 4,380,777,000.00( & 3,704,640,600.00
11 /Ogun ¥ 2,586,000,100.00| & 3,200,451,500.00| & 3,434,714,900.00( & 3,907,557,600.00| & 2,265,022,600.00) & 1,642,410,200.00
12 Bayelsa M 2,035,499,300.00) M 1,754,855,100.00{ N 1,218,646,400.00| M 3,596,177,500.00] ™ 4,856,865,900.00( M 3,958,333,500.00
13 |Rivers M 4,860,256,800.00) M 4,455,705,200.00 N 2,423,028,900.00| N 4,148,808,500.00] ™ 4,882,684,300.00( N 853,719,700.00
14 |Anambra | M 1,511,863,500.00| M 3,015,652,900.00| & 2,159,322,900.00| M 4,060,131,900.00] ™ 2,439,308,800.00( M 1,843,665,900.00
15 Enugu ¥ 2,609,372,800.00| M 4,581,716,900.00| & 1,409,979,200.00( & 1,990,646,300.00| & 1,893,090,400.00) & 3,219,650,200.00
16 Benue ¥ 1,387,315,500.00| M 3,627,716,800.00| & 602,469,700.00( 844,501,134,600.00| % 1,687,578,600.00| & 2,728,902,500.00
17 Borno # 1,616,065,000.00) #4,166,988,100.00( & 2,361,614,200.00| #4,908,244,600.00] & 581,930,000.00( M 4,216,846,800.00
18 Gombe 8 2,201,453,200.00| #2,523,019,700.00) ™ 620,111,300.00| # 1,885,641,400.00) & 2,551,023,100.00( M 4,146,024, 300.00
1% Katsina # 1,293,838, 700.00| M 2,648,689,500.00| M 3,589,421,500.00| ™ 638,877,300.00] ™ 1,025,985,500.00( M 2,965,721,400.00
20 |Kaduna M 2,599,773,900.00| M 3,835,345,400.00| N 3,938,598,800.00| M 1,224,849,400.00] M 450,931,500.00( M 1,662,248,400.00
21 Cross River | & 1,971,834, 600.00) M 4,779,952, 700.00| & 2,416,592,600.00| M 1,814,142 400.00] N 745,327,000.00( N 4,658,487,000.00
22 Kwara # 1,456,830, 100.00 M 912,176,400.00| & 3,915,338,600.00( & 1,305,529,900.00] & 2,214,504,600.00| & 4,919,941,300.00
23 Niger #4,592,318,900.00| & 1,526,747,300.00| & 3,002,387,100.00( & 3,219,870,500.00| # 3,5979,805,300.00| & 1,086,334,400.00
24 Akwa lbom | 8 1,691,712,500.00( #&2,202,014,900.00) #824,782,800.00| #44,927,386,500.00| # 2,966,925,400.00| & 2,187,626,200.00
25 Plateau # 2,371,220,000.00) #4,894,816,200.00| &4,527,323,100.00( #4,471,653,300.00| % 3,593,441, 000.00] & 932,778,800.00
26 Taraba M 785,603,400.00| ™ 3,244,525,500.00) M 531,248,900.00( M 2,475,480, 400.00| & 1,3859,4595,200.00| N 878,820,400.00
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First, let’s have the data sorted by State alphabetically

Below are the recommended steps to sorting a table. Select the table, go to the Home

menu and click on Sort & Filter.
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BEH S A= Sarting.tlsx - Excel 2 E - &
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY Michael Olafusi «
o X e Calbri N - A s == ¥ BWepTm General El E““‘-“S""‘ 8y
| Fmycopy - 1 Fill =
gaflr ‘_h;ﬂ”_‘mnw ru- = D-A- =E== lerge B Center = § = % ¢ 5 0% FE?::LI‘:T::;“IF Fl?rilm' th_ 3
Clipboard = Font Alignment 0l Muimb et T 5
A2 v f\ State
A 8 c D £ F G H K | 0
2 [state Feb-14] Jun-14) Jan-14 Mar-14) May-14 Apr-14]
3 |imo # 2,521,764,800.00| # 2,922,241,900.00| & 2,591,742,600.00| M 2,013,994,900.00] ™ 3,014,428,300.00| N 4,994,515,700.00
4 [Abia 821,123,500.00] M.4,544,916,100.00] % 1,297,498,300.00| N 1,175,454,800.00| #2,265,644,000.00] W 957,327,400.00
5 |Lsgos #7,319,183,000.00| % 22,681,984,500.00| ¥ 6,239,473,500.00] M 6,211,689,500.00| # 11,610,307,000.00] # 3,351,178,500.00
& |Kano N 2,021,735,600.00] ™ 530,613,400.00| N 2,981,980,300.00| M 3,016,518,600.00 ™ 2,387,291,000.00| N 4,411,651,000.00|
7 [onde #1,690,422,800.00| #4,925,747,700.00] & 716,222,900.00| # 4,362,953,800.00] #4,300,335,900.00 N 977,676,300.00
8 |Kogi N 2,734,185,600.00] W 2,825,512,800.00| N 2,812,853,300.00( M 2,306,601,300.00) ™ 2,104,657,400.00 N 867,264,000.00
9 [Benue | #3,864,832.700.00 W 3,212,451,900.00] & 3,479,545,000.00 uaus,m.mnn_ #4,301,142,000.00
10|FeT 2,063,317,300.00| W 2,520,202,500.00| N 3,199,223,200.00| N 1,829,381,300.00] W 4,980,777,000.00] & 3,704,640,600.00
11 [ogun W 2,586,000,100.00] W 3,200,451,900.00| H 3,434,714,500.00| W 3,907,557,600.00| M 2,265,022,600.00| # 1,642,410,200.00
12|Bayelsa | #2,035,499,300.00| M 1,754,855,100.00| ¥ 1,218,646,400.00| H 3,596,177,500.00] # 4,856,865,900,00|  3,958,333,500.00
13 |Rivers M 4,860,256,800.00| N 4,459,705,200.00] N 2,423,028,900.00| M 4,148, M 4,882,684,300.00] M 859,719, 700.00
14|Anambra | #1,511,863,500.00 & 3,015,652,900.00] # 2,159,322,00.00| # 4,060,131,900.00] & 2,435,308,800.00] # 1,843,665,900.00
15 [Enugu M 2,609,372,800.00| N 4,581,716,900.00| M 1,409,579,200.00| M 1,990,546,300.00] ™ 1,893,090,400.00| M 3,219,650, 200.00 Go back
16|Benue | #1,387,315,500.00] 3,627,716,800.00 W 602,459,700.00] M 4,501,134,600.00| 4 1,687,978,600.00] N 2,728,902,800.00
17 |Bomo B 1,616,065,000.00| ~4,166,988,100.00| ¥ 2,361,614,200.00| # 4,508,244,600.00| & 581,980,000.00| ¥ 2,216,846,800.00
18 | Gombe #2,201,453,200.00] 82,523,019,700.00] M 620,111,300.00] M 1,885,641,400.00 ™ 2,551,023,100.00] M 4,146,024,300.00
19|Katsina | #1,293,835,700.00] # 2,648,589,500.00] 4 3,589,421,500.00| #635,677,300.00|  1.025,589,500.00] H 2,969,721,400.00
20 |Kaduna M 2,599,773,900.00| M 3,835,345,900.00| M 3,938,598,800.00| M 1,224,849,400.00] N 450,931,500.00] M 1,662,248,400.00
21|Cross River | #1,971,834,600.00] 4 4,775,952,700.00| % 2,416,592,600.00| # 1,814,142,400,00( ¥ 745,327,000.00] ¥ 4,653,487,000.00
ZZ!Kwaza # 1,436,830,100.00 usnlmwu.m!ua.m,m.moa M 1,305,529,300.00) uz,m.suq,sna.uo!  4,919,941,300.00
video 4 ® .

Next Sheet

AVERAGE: 766060615  COUNT: 252

SUN: 5.97469E 411

The sorting dialog box comes up.

A B C D E F G H
2 |state Feb-14 Jun-14 Jan-14 Mar-14 May-14 Apr-14
3 [Imo #2,521,764,800.00| # 2,922,241,500.00| % 2,591,742,600.00| # 2,013,994,900.00| # 3,014,428,300.00| 24,994,515, 700.00
4 |Abia £821,123,500.00) %4,544,916,100.00 & 1,297,498,300.00| #1,175,454,300.00| # 2,265,644,000.00| & 967,327,400.00
5 |Lagos # 7,319,183,000.00| % 22,681,984,500.00| #& 5729472 S =S5 A EAR SRR 2 -
6 |Kano # 2,021,735,600.00 #4 530,013,400.00| &2, o
u D.nd-t) B LA L0000 1, 908 1, 00 00 “A| Add Level || < Delete Level || ER Copy Level | options... My data has headers
8 |Kozi % 2,734,189,600.00| # 2,825,512,800.00] & 2,
9 |Benue  3,864,832,700.00| #3,212,451,900.00] &3] | | Column Sort On Order
10 |FCT #2,063,317,300.00| % 2,520,202,900.00| 83/ | | Sortby [w] |vaiues [w] |atoz [w]
11 |ogun = 2,586,000,100.00| # 3,200,451,900.00| & 3]
12 |Bayelsa # 2,035,499,300.00| #1,754,855,100.00| &1,
13 |Rivers  4,860,256,800.00] #4,459,705,200.00] 82|
14 |Anambra | #1,511,863,500.00] % 3,015,652,900.00] & 2]
15 |Enugu % 2,609,372,800.00| #4,581,716,900.00] 21
16 |Benue 4 1,387,315,500.00| #3,627,716,800.00| =
17 |Borno # 1,616,065,000.00| #4,166,988,100.00 & 2| [ o | =
18|Gombe | %2,201,453,200.00] %2,523,015,700.00] % : _ i : -
19 |Katsina #1,293,838,700.00| # 2,648,689,500.00| & 3,589,421,500.00 N 038,877,300.00f # 1,02.5,989,500.m #2 2,969,721,400.00
20 |Kaduna #2,599,773,500.00| # 3,835,345,400.00| # 3,938,508,800.00| #1,224,849,400.00|  #450,931,500.00| # 1,662,248,400.00
21 |Cross River | ¥ 1,971,834,600.00| # 4,779,952,700.00| % 2,416,592,600.00| % 1,814,142,400.00|  # 745,327,000.00| % 4,658,487,000.00
22 [kwara % 1,496,830,100.00|  912,176,400.00| & 3,915,338,600.00| # 1,305,529,900.00| # 2,214,504,600.00| % 4,919,941,300.00

video 4 | Mext Sheet @ Kl

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

Select “State” in the Sort by box and A to Z in the Order box.



2
Sort :

'}E-lgdd Level }{Qelete Level EEI Copy Level Dptions... My data has headers

Column Sort On Order

Sort by Values v |AtoZ W

oK | Cancel
The result is shown below.
& B i D E F G

-

2 |State Feb-14 Jun-14 lan-14 Mar-14 May-14 Apr-14
3 |Abia #821,123,500.00| # 4,544,916,100.00| & 1,297,498,300.00| # 1,175,454,800.00| 3 2,265,644,000.00| # 967,327,400.00
4 |Adamawa | %4,317,641,300.00| # 1,973,059,900.00| $4,022,792,500.00| # 1,627,470,600.00| # 3,493,691,500.00| # 1,023,694,700.00
5 |akwa lbom | #1,691,712,500.00| # 2,202,014,900.00| % 824,782,800.00 %4,927,386,500.00| % 2,966,925,400.00| % 2,187,626,200.00
& Anambra | #1,511,863,500.00 # 3,015,652,900.00 % 2,159,322,900.00| %4,060,131,900.00| # 2,439,308,800.00| & 1,843,665,5900.00
7 |Bauchi #3,059,451,100.00| #3,000,312,200.00| # 764,748,600.00| # 2,879,985,600.00 # 2,609,030,900.00| # 3,032,115,500.00
% |Bayelsa #2,035,499,300.00| #1,754,855,100.00| 3 1,218,645,400.00| % 3,596,177,500.00| # 4,856,865,500.00| # 3,958,333,500.00
9 [Benue #3,864,832,700.00| #3,212,451,900.00| 2 3,479,649,000.00| & 2,458,711,700.00 % 2,700,421,800.00] # 4,801,142,000.00
10 |Benue #1,387,315,500.00| #3,627,716,800.00| # 602,463,700.00| %4,501,134,600.00| # 1,687,978,600.00| % 2,728,902,300.00
11 |Borno #1,616,065,000.00| #4,166,988,100.00|  2,361,614,200.00| % 4,908,244,600.00|  # 581,980,000.00| # 4,216,846,300.00
12 |Cross River | #1,971,834,600.00| # 4,779,952,700.00| % 2,416,592,600.00| % 1,814,142,400.00|  # 745,327,000.00| & 4,658,487,000.00
13 |Delta #2,382,209,500.00| # 2,363,220,900.00| #4,755,914,300.00| # 3,361,514,600.00| % 4,671,269,900.00| # 2,060,298,000.00
14 |Ebonyi #3,233,069,500.00|  # 713,048,500.00| % 3,547,140,000.00| % 4,883,253,900.00 # 2,926,053,500.00| # 1,060,164,500.00
15 |Edo #781,461,300.00| # 2,900,705,900.00 & 2,663,501,000.00| #462,661,800.00| 3,256,011,600.00| # 543,085,200.00
16 | Ekiti #4,128,943,600.00| #4,040,341,600.00| 3 1,816,087,500.00| % 1,512,170,300.00| # 3,340,038,100.00| # 2,592,908,100.00
17 |Enugu #2,609,372,300.00| #4,581,716,900.00| % 1,409,979,200.00| # 1,950,646,300.00| # 1,893,090,400.00| # 3,219,650,200.00
18 |FCT #2,063,317,300.00| % 2,520,202,900.00| % 3,199,223,200.00| % 1,829,381,400.00| # 4,980,777,000.00| # 3,704,640,600.00
19 |Gombe #2,201,453,200.00| #2,523,019,700.00| #620,111,300.00| & 1,885,641,400.00| # 2,551,023,100.00| # 4,146,024,300.00
20 [Imo #2,521,764,800.00| #2,922,241,900.00| 3% 2,591,742,600.00| % 2,013,994,900.00| # 3,014,428,300.00| # 4,994,515,700.00
21 |Jigawa #1,573,445,100.00| % 2,311,559,800.00| % 3,550,126,700.00| # 3,756,243,200.00| % 1,417,963,700.00| # 3,092,703,100.00
22 |Kaduna #2,599,773,900.00| # 3,835,345,400.00| 3 3,938,598,800.00| % 1,224,849,400.00|  # 450,931,500.00| # 1,662,248,400.00

Virdnn 4

Blavd Chand a0

You can add an extra level of sorting in the sorting dialog box. This would be useful in
sorting tables like a national population census table. You might want to sort first by state
(from Abia to Zamfara) and then an extra level of sorting by Local Government Areas. So
you’ll have a setting similar to the one below



» IEN|

Sort
*E-,Lgdd Level }{Qelete Level EEI Copy Level b4 Dptions... My data has headers
Column Sort On Order
SOt by | oigie w | |Malues || |AtoZ W
Thenby | | za w | |Values w| [AtoZ W

| ox |

Cancel

Next is to sort the months in the natural order we are used to — Jan to Dec. This will
require a type of sorting called “Left to Right” as against the one we just did, called “Top

to Bottom”.

So to get this done, we select the table starting from the first month to the last month. We
will leave the state field out because we want it to remain in the position it is.

B c D E F G H
Feb-14 Jun-14 Jan-14 Mar-14 May-14 Apr-14
#5821,123,500.00| #4,544,916,100.00| # 1,297,458,300.00| # 1,175,454,800.00| # 2,265,644,000.00| #&967,327,400.00
24,317,641,300.00| 2 1,973,059,900.00| & 4,022,792,500.00| ¥ 1,627,470,600.00| = 3,493,691,500.00 & 1,023,694,700.00
21,691,712,500.00| 2 2,202,014,900.00| 2 824,732,300.00| & 4,927,385,500.00|  2,966,925,400.00| & 2,187,626,200.00
#1,511,863,500.00| # 3,015,652,900.00| & 2,159,322 ,500.00| # 4,060,131,900.00| # 2,439,308,800.00| # 1,843,665,900.00
% 3,059,451,100.00| 2:3,000,31; S 2
£ 2,035,499,300.00| 2 1,754,85'
 3,864,832,700.00| #%3,21245 | *4| pddLevel || X Delete Level || (2 Copy Level ‘ Options... My data has headers
2 1,387,315,500.00| 23,627,711
=1 .616.065.000.00] =4 16698 Column Sort On - Order
R ol o <] [vaiue| 'Sort Options " 2 E - B
#22,382,209,500.00| 2236322 [[] case sensitive
# 3,233,065,500.00 # 713,04 Orientation
#:781,461,300.00| 2 2,900,70! e el
#44,128,943,600.00| #=4,04034
# 2,609,372,800.00| #4,581,7L
#2,063,317,300.00| = 2,520,20; _ T| Eaiiel
#2,201,453,200.00| #2,523,01 04;— oK cancel
% 2,521,764,800.00| 22,922,24°
51,573,445,100.00| 2 2,311,559,800.00| % 3,550,126,700.00| # 3,756,243,200.00| 1,417,963,700.00| & 3,092,703,100.00
# 2,599,773,500.00| # 3,835,345,400.00| = 3,938,598,800.00| # 1,224,849,400.00 #450,931,500.00| # 1,662,248,400.00
Video 4 | Next Sheet ) 4

Then select the row the months are on (Row 2) and set the order to Oldest to Newest.
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A B C D E F G H
State Feb-14 Jun-14 Jan-14 Mar-14 May-14 Apr-14
Abia #821,123,500.00| # 4,544,916,100.00| £ 1,297,498,300.00| ¥ 1,175,454,800.00| # 2,265,644,000.00| # 967,327,400.00
Adamawa | #4,317,641,300.00 # 1,973,059,900.00| & 4,022,792,500.00| # 1,627,470,600.00| # 3,493,691,500.00| & 1,023,694,700.00
Akwa Ibom | #1,691,712,500.00 # 2,202,014,900.00 & 824,782,800.00| % 4,927,386,500.00| # 2,966,925,400.00| & 2,187,626,200.00
Anambra | #1,511,863,500.00| # 3,015,652,900.00| & 2,159,322,900.00| # 4,060,131,900.00| # 2,439,308,300.00| & 1,843,665,900.00
Bauchi #3,059,451,100.00| # 3,000,31 : Sort : )
Bayelsa #2,035,499,300.00| # 1,754,85
Benue #3,804,832,700.00 # 3,212,45 1‘}"]_ Add Level < Delete Level E@ Copy Level Options... +| My data has headers
Benue #1,387,315,500.00| #3,627,71

Row Sort On Crder

Formo $41,616,005,000.00| 4, 165,35 Sortby | Rowz v | | Values v || | Oldest to Newest w
Cross River | #1,971,834,600.00| #&4,779,95. o_ o A
Delta #2,382,209,500.00| % 2,363,22 Row 3
Ebonyi #3,233,069,500.00) & 713,04 m ‘54
Edo #781,461,300.00| # 2,900,70 Row 6
Ekiti £4,128,943,600.00| #4,040,34 ggx ;
Enugu #2,609,372,300.00| #4,581,71 Row 9
FCT 5 2,063,317,300.00| % 2,520,20, m ]ﬁ’ Q.
Gombe #2,201,453,200.00| # 2,523,01 Row 12 ok | | Cancel
imo %2,521,764,800.00] %2,922,24 LB = : '
Jigawa #1,573,445,100.00| # 2,311,559,800.00| % 3,550,126,700.00| ¥ 3,756,243,200.00| # 1,417,962,700.00| & 3,092,703,100.00
Kaduna #2,599,773,900.00| # 3,835,345,400.00|  3,938,598,800.00| ¥ 1,224,849,400.00|  #450,931,500.00| & 1,662,248,400.00

Below is the result.
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State

Jan-14

Feb-14

Mar-14

Apr-14

May-14

Jun-14

Abia

#1,297,498,300.00

#821,123,500.00

# 1,175,454,800.00

#967,327,400.00

# 2,265,644,000.00

#4,544,316,100.00

|Adamawa

#4,022,792,500.00

#4,317,641,300.00

#1,627,470,600.00

# 1,023,094,700.00

# 3,493,691,500.00

# 1,973,059,900.00

Alkwa tbom

#4824,782,800.00

#1,691,712,500.00

#4,927,386,500.00

#2,187,626,200.00

# 2,966,925,400.00

#2,202,014,500.00

|Anambra

#2,159,322,900.00

#1,511,863,500.00

#4,000,131,900.00

#1,843,665,900.00

# 2,439,308,800.00

#3,015,652,900.00

Bauchi

# 764,748,600.00

# 3,055,451,100.00

# 2,875,985,600.00

# 3,032,115,500.00

& 2,608,030,900.00

& 3,000,312,200.00

Bayelsa

# 1,218, 646,400.00

#2,035,499,300.00

£ 3,596,177,500.00

& 3,958,333,500.00

# 4,856,865,900.00

# 1,754,855,100.00

Benue

# 3,479,649,000.00

# 3,864,832,700.00

# 2,458,711,700.00

#4,801,142,000.00

& 2,700,421,800.00

#3,212,451,900.00

|Benue

£ 602,469,700.00

#1,387,315,500.00

#4,501,134,600.00

8 2,728,902,800.00

& 1,687,978,600.00

# 3,627,716,800.00

Borno

# 2,361,614,200.00

# 1,616,065,000.00

#4 4,908, 244,600.00

#4,216,5846,800.00

# 5581,980,000.00

#4,166,9588,100.00

| Cross River

#2,416,592,600.00

#1,971,834,600.00

#1,814,142,400.00

# 4,658,487,000.00

# 745,327,000.00

#4,779,952,700.00

Delta

#4,755,914,300.00

#2,382,209,500.00

# 3,361,514,600.00

# 2,060,298,000.00

# 4,671,269,900.00

# 2,363,220,900.00

|Ebonyi

# 3,547,140,000.00

# 3,233,063,500.00

#4,883,253,900.00

# 1,060,164,800.00

# 2,926,053,500.00

# 713,048,500.00

|Edo

# 2,663,501,000.00

# 781,461,300.00

# 462,601,800.00

# 543,085,200.00

#3,256,011,600.00

# 2,900,705,200.00

|Ekiti

# 1,816,087,9500.00

#4,128,543,600.00

#1,512,170,300.00

# 2,592,508,100.00

# 3,340,038,100.00

# 4,040,341,600.00

|Enugu

#1,403,973,200.00

M 2,009,372,800.00

# 1,950,646,300.00

# 3,219,650,200.00

# 1,893,050,400.00

#4,581,716,900.00

FCT

#3,199,223,200.00

#2,063,317,300.00

#1,829,381,400.00

# 3,704,640,600.00

#4,980,777,000.00

#2,520,202,900.00

|Gombe

#620,111,300.00

#2,201,453,200.00

#1,885,641,400.00

#4,146,024,300.00

#2,551,023,100.00

£ 2,523,0159,700.00

Imo

2 591,742,600.00

#12,521,764,800.00

#2,013,994,5300.00

$4,994,515,700.00

& 3,014,428,300.00

#2,522,241,900.00

Jigawa

# 3,550,126, 700.00

# 1,573,445,100.00

# 3,756,243,200.00

# 3,092,703,100.00

#1,417,963,700.00

# 2,311,559,800.00

Kaduna

# 3,938,598,800.00

#12,599,773,900.00

8 1,224,849,400.00

1,662,248,400.00

#450,931,500.00

# 3,835,345,400.00

Video 4

Next Sheet



Filtering

Filter is one of the Excel power user’s most used tool. It allows you selectively choose
what you want to view in a table and hide the rest.

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

By right clicking and selecting Filter.

A B C D E
| L T |
1 5/N Pizz
5 1.I"l.-"IE_E Calibri ~|11 ~| A & § -~ % 1
3 et B I = O- A B - 55 &
4 | 3|BBQ Chicken 8:00:04 AM |
5 A4|Extr, ¥, Cut M|
6 | 5|Mez Bmy Copy M|
7 6|Hot| = z M
————— i@ Paste Options: —
8 | 7|BBQ s M)
9 8|Chic A M|
10 | 3| Mesz Paste Special... M)
11 10| Chic M G0 Back
— Inzert... — U bdlk
12 | 11|Chic M|
13 12leq  Delete- v
14 | 13| chic Clear Contents M
15 14|Chic /5] Quick Analysis M
16 | 15| Chic Filter ;
17 16|Bee
= Sort 3
18 | 17|Chic
19 18|Hot ¢ Insert Comment Filter by Selected Cell's Value
20 | 13| Mez Format Cells... Filter by Selected Cell's Color
2l 20Meg Pick From Drop-down List... Filter by Selected Cell's Font Color
22 | 21| Mar, i ]
| 5 BT Define Mame... Filter by Selected Cell's lcon
V& Hyperlink... )

From the Home menu, clicking on Sort & Filter at the right.



B HS- = Filtering xiss - Excel 7 E - &
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY Michael Olafusi ~
2y Yocu o [ olx x| = - 7 B B B B B [ T B
Paste E@ Sapy ¥ = 3 - Py t g ?i e - pTEXt» - ‘ €0 00 Cnr&‘?{ﬁnna\ FUE‘BS \E‘;H I%Erl SEIE F%t mFIH‘ SE:Y& F[edi]&
« ¥ Farmat Painter E U | Qe S | S | Blikwaani ) 59 % ¢ [BH Formatting= Table~ Stles= = - - LClear~ Fijters Select
Clipboard IFl Font n Alignment ir) Number i} Styles Cells Editi 8] SotAtaZ
B3 # Jr | extravaganza Bl Stz ik
Custom Sort..
A B = D E F G H T fiter
18/ Pizza Sold Time :
2 1|Meatzaa 8:00:01 AM
el 9extravaganza 8:00:02 AM
4 3|BBQ Chicken 8:00:04 AM
5 4|Extravaganza 8:00:07 AM
6 5|Meatzaa 8:00:08 AM
7 6|Hot Veggie 8:00:14 AM
8 7|BBQ Philly Steak 8:00:20 AM
9 8|Chicken Feast 8:00:20 AM
10 9|Meatzaa 8:00:22 AM
11 10|Chicken Suya 8:00:25 AM Go Back
12 11|Chicken Legend 8:00:26 AM
13 12|BBQ Philly Steak 8:00:27 AM
14 13|Chicken Suya 8:00:29 AM
15 14|Chicken Feast 8:00:33 AM
16 15|Chicken Feast 8:00:33 AM
17 16|Beef Suya 8:00:34 AM
18 17|Chicken Feast 8:00:35 AM
19 18|Hot Veggie 8:00:35 AM
20 19|Meatzaa 8:00:35 AM
21 20|Meatzaa 8:00:36 AM
22 21IMarzarita K:00:37 AM
From the Data menu.
H ©- B - Filtering.x
FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER |
I:E] From Access ”= (5] Connections & H Clear ¥ E
3 03 2 =
[& From Web T - Pre ies ; Reapp!
From Other Existing Refresh Zl Sort Filter Textte Fh
A -
[ From Text Sources~  Connections  All - Yo Advanced Columns F
Get External Data Connections Sort & Filter
B3 - fr || Extravaganza
A B C D E F
18/N_ |PizzaSold Time |
2 1|Meatzaa 2:00:01 AM
3 | 2|Extravaganza 8:00:02 AM
4 3|BBQ Chicken 8:00:04 AM
5 4|Extravaganza 8:00:07 AM
6 | 5|Meatzaa 3:00:08 AM
7 6|Hot Veggie 8:00:14 AM
8 | 7|BBQ Philly Steak 2:00:20 AM
g B|Chicken Feast 8:00:20 AM
10| 9|Meatzaa 8:00:22 AM
10{Chicken Suya 8:00:25 AM Go Back
12 | 11|Chicken Legend 8:00:26 AM
13 12(BBQ Philly Steak 8:00:27 AM
14| 13|Chicken Suya 8:00:29 AM
15 14|Chicken Feast 8:00:33 AM
16| 15|Chicken Feast 8:00:33 AM
17 16|Beef Suya 2:00:34 AM
18 | 17|Chicken Feast 3:00:35 AM
19 18|Hot Veggie 8:00:35 AM
20 | 19|Meatzaa 2:00:35 AM
21 20|Meatzaa 8:00:36 AM
22 | 21|Margarita 8:00:37 AM
kel L. T 1 W ey F.Mn. A0 KA RA
Video 6 | Filtering Example D)

Once you’ve turned on the Filter tool by clicking on it, you will see a dropdown box

beside the headers of the table.



A B

s/N |~ |pizza sold
-_"-" SortAtoZ

Z] SotZtoa 1
Sort by Color 3 sblliadald
B:00:07 AM
£:00:08 AM|
8:00:14 AM
Text Filters p B:00:20 AM
8:00:20 AM
Search o |
B:00:22 AM
- elecki A 8:00:25 AM
-v] BB Chicken —_—
-[¥| BBQ Philly Steak 8:00:26 AM
-[v] Beef Suya 8:00:27 &AM
~[#] Chicken Bali 8:00:29 AM
-] Ch?cken Feast 2:00:33 AM
-] Chicken Legend EEE—
-[v] Chicken Suya 2:00:33 AM
[ Extravaganza 8:00:34 AM
-[¥] Hot Pepperani Feast W  B:00:35 AM
B B:00:35 AM
oK | Cancel 8:00:35 AM
B:00:30 AM
22 21| Margarita 8:00:37 AM

Clicking on the dropdown box shows you all the unique items in that field and you can
select the ones you want to view (hiding the rest). By default, all items are selected so you
will have to unselect the ones you don’t want to see.

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



B H % E =

HOME INSERT PAGE LAYOUT FORMULAS DATA
[‘ﬁ] From Access E—‘-{:’- ’:L\ II;;.? L&l Connections 8]
[%Fru:um Web o - Properties
OnF T From Other Emstm.g Refresh SRR i Sor

g From Sources*  Connections  All~ . &
Get BExternal Data Connecdions
c3 - Jr | s:00:02aMm
A E c D
[ Is/N_ [~ [pizza sold A|Time -
4 3|BBQ Chicken 8:00:04 AM
= 50(BBQ Chicken 8:01:34 AM
72 71|BBQ Chicken 8:02:06 AM
73 74|BBQ Chicken 8:02:13 AM
a4 83|BBQ Chicken 8:02:37 AM
92 91|BBQ Chicken 8:02:49 AM

169 168|BBQ Chicken 8:05:23 AM
177 176|BBQ Chicken 8:05:34 AM
182 181|BBQ Chicken 8:05:39 AM
183 182|BBQ Chicken 8:05:40 AM
197 196|BBQ Chicken 8:06:01 AM
199 198|BBQ Chicken 8:06:03 AM

206 205|BBCQ Chicken 8:06:22 AM

214 213|BBQ Chicken 8:06:40 AM

216 215|BBQ Chicken 8:06:46 AM

232 231|BBQ Chicken 8:07:07 AM

243 242|BBQ Chicken 8:07:28 AM

267 266|BBQ Chicken 8:08:31 AM

276 275|BBQ Chicken 8:08:45 AM

277 276|BBQ Chicken 8:08:45 AM

317 316|BBQ Chicken 8:09:55 AM

Notice the blue row numbers, it is Excel’s way of visually hinting you that some rows
have been hidden as they did not contain the items we want to view.

Filtering is that simple and straight forward.



Data Cleaning

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

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

e  Removing duplicates, and
e  Text to Columns

Then we’ll cover a special tool that can help you do a quick categorization of your data:
Subtotal. Finally we’ll cover Data Validation, an ingenious tool for reducing data entry
errors in your Excel files.

Removing Duplicates.

Occasionally, you will have a table and you’ll want to remove duplicate entries. If it were
a sales transaction table, you might want to remove the duplicate sales entries. In the
example below, it is a table of items (Pizzas) and we want to remove the duplicate entries
leaving only unique entries.



H - ¢ = Data Cleaning.xlsx - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POW
[E From Access = |_ L=l Connections Jf s Z A ¥ Clear ¥ -
< 8- 2l Em [ H=-
[& Fram Web T &4 2] Properties - Tz Reapply
From Other Existing Refresh _ El Sort Filter Textto Flash Remove
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As illustrated above, you select the entire records first and then go to Data menu, click on
Remove Duplicates. You will get a confirmatory dialog box. Click on OK.
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You’ll see a result showing the number of duplicate values that were found and the
number of unique values found. Basically, what Remove Duplicates does is it leaves one



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

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

There will be times you will have data you would prefer split across multiple columns
squeezed into one column. This happens a lot when you copy data from an external source
into Excel or you open an exported data from other business software like CRMs and
ERPs.

Excel’s Text to Columns tool is the magic tool for splitting such data entries into multiple
columns provided there is a recognizable character separating each field or they have fixed
lengths per field. Below is a simple example for splitting a full name in one column to first
Name column and last Name field column.
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Al g ﬁ- FirstMame LastMame
A B £ ] E F G H J K
1||FirstName LastMame
2 ||Michael Olafusi
3 |[ohn Abicla ; _ e
The Text Wizard has determined that your data is Delimited.

4||Mary Eze

3 i e b If this is correct, choose Mext, or choose the data e that best describes your data.
5||Lola Adigun < A e ¥

3 Original dat
6||Segun Owolabi LTI T
?' Tl 5 Choose the file type that best describes your data: .
s Uche Vil - Characters such as commas or tabs separate each field.
| i

- - O Fixed width - Fields are aligned in columns with spaces between each field.
9||David Aluko
10{|Lekan Bello
11l Luke Tsangi
12
13
14 Preview of selected data:
15 S—Uthtal 1 FirstName LastHame
16 i
17

ary Eze

18 EI ola Rdigun
19
20 - -
21 il Finish
22

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

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

Delimiters

[ ]1ab

[] semicolon Treat consecutive delimiters as one

Text gualifier: |~ | W I

Data preview

irstlame [LastHName
ichael lafusi
iola
zZe
igun




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

This screen lets you select each column and set the Data Format,
Column data format

=
@ General

‘General’ converts numeric values to numbers, date values
'*r:' Text to dates, and all remaining values to text.

) Date: | MDY v

Advanced... |

ID Do not import column [skip)

Destination: : SAS1

Data preview

Cancel

Below is the result. Just as desired.
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A B

1 |FirstName LastMame

2 |Michael Olafusi

3 |John Abiola

4 |Mary Eze

5 |Lola Adigun

& |Segun Owolabi

7 [Tolu Owoeye

8 EUche Nnamdi

g E[}avid Aluko

10 iLekan Bello

11 |Luke Tsangi

12]

an |

Subtotal



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

It is also very easy to use.

Below is an example where we’ll use it.

A E D E

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

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

We can apply a subtotal to this to see some interesting analysis.
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Al - fr | carmake e

A B [} D E K L M N
1||CarMake  |Car Sales Uche & Sons Aut hip |C Davies Cars Ltd |Bello & Bello Ltd
2 || France Bugatti 25 25) 33
3 ||France Peugeot 20, 5 25 =
4||France Renault 24 24| 31 At each change in:
5||Germany  |BMW 20) 6 33 Car Make v
6||Germany Porsche 27 45| 14 Use function:
7||Germany Audi 28 43 43 sum v
8||Germany Volkswagen 16 43 11 Add subtotal to:
9||Germany Mercedes-Benz 23 45| 34 [ car make
q Y| Opel o ik 2t Dsi:‘:t;uns Autodealership
11]| India [Tata 41 29| A
12| India Ashok Leyland 41 19| 13 W
13| India indra 34 27| 15
14| Ikaly Maserati 13 22 9 Replace current subtotals
19 italy Lamborghini 31 25 27| [] Page break between groups
16/|Japan Toyota 30 24| 40 BUMm LI Tty
17|Japan Honda 11 42| 12 Remove All _ Canicel
18|Japan Honda 36 31 34 “
19|Japan Mazda 2 5| 25 a
20| Japan. Nissan 11 36| 6
21)|Japan Isuzu a4 15| 34
22|Japan Infiniti 8| 18| 28

Select the table, go to Data menu and click on Subtotal. In the dialog box that comes up, in
the “Add subtotal to” section tick all the fields that have numeric values (except you don’t
want to see a numeric analysis of them).

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

[z]: = R levels pf categorization D E

1 |Car Make |Car Sales Uche & Sons Autodealership |C Davies Cars Ltd |Bello & Bello Ltd
2 |France Bugatti 25 25 33
3 |France Peugeot 20 5 25
4 |France Renault L 24 31
[=] 5 |FranceTotal 69 54 29
6 |Germany BMW 20 [ 33
7 |Germany Porsche 27 45 14
8 |Germany  |Audi 28 13 413
9 |Germany |Volkswagen 16 413 11
10 |Germany Mercedes-Benz 23 45 34
11 |Germany Opel 24 16 11
[-]  12|Germany Total 138 198 176
13 |India Tata 41 29 7
14 |India Ashok Leyland 41 19 13
15 |India Mahindra 34 27 15
[=]  16/indiaTotal 116 7 35
17 | ltaly Maserati 13 22 9
18 |Italy Lamborghini 31 26 27
[=]  19]italy Total 1 a8 36
20 |Japan Toyota 30 24 40
21 |Japan Honda 11 12 12
22 |lapan Honda 36 31 34
23 |Japan Mazda 22 5 25
24 |Japan Missan 11 36 6
25 |Japan Isuzu 44 15 34
26 |Japan Infiniti B 18 28
27 lJapan Datsun 31 18 11

Level 1:
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55
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G60 - Jr
_ A _ E _ C _ D _ E |,
1 |Car Make [Car Sales Uche & Sons Autodealership |C Davies Cars Ltd (Bello & Bello Ltd
(+| 5 |France Total 69 54 89
E i2 -Germanv Total 138 198 176
‘+| 16 |India Total 116 75 35
+| 19 [italy Total a4 a8 36
'+| 31 1apan Total 256 243 289
'+| 34 [south Korea Total 60 69 53
'+| 37 |sweden Total 39 53 34
+| 46 |UKTotal 251 243 228
+| 53 USTotal 151 182 164
E 54 \Grand Total 1124 1165 1104
55 |
56
57 |

Level 3:
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1] 2] 3] A B C o E F

1 Car Make |CarSales Uche & Sons Autodealership |C Davies Cars Ltd |Bello & Bello Ltd
2 |France Bugatti 25 25 33
3 |France Peugeot 20 5 25
4 |France Renault 24 24 31
(=] 5 |France Total 69 54 89
6 |Germany BMW 20 6 33
7 |Germany Parsche 27 45 14
8 Germany Audi 28 43 43
9 |Germany Volkswagen 16 43 11
10 |Germany Mercedes-Benz 23 45 34
11 |Germany Opel 24 16 41
E 12 |Germany Total 128 138 176
13 |India Tata 41 29 7
14 |India Ashok Leyland 411 19 13
15 |India Mahindra 34 27 15
(=] 16 IndiaTotal 116 75 35
17 |ltaly Maserati 13 22 9
18 |ltaly Lamborghini 31 26 27
(=] 12 italy Total 44 L 36
20 |Japan Toyota 30 24 40
21 |Japan Honda 11 42 12
22 |Japan Honda 36 31 34

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

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

[ From Access I:E‘- E« rrj@cnnnamum z"l@ Y E‘E ’? E'E b Q‘E B )":’JE _"Tr‘E %

[& From Web

FomOther  Esting  Refresh — z| Sot  Fier - Textto Flash Remove  Data  Consolidate What-If Relstionships Group Ungroup Subtotal
[ From Text Sources+  Connections  All~ s Yoadvanced  Columns Fill Duplicates Validation Analysis = =) 2
Get External Data Cannections Sort & Filter Data Tools Ouﬂineé
Al s f. Car Make
Tz]3] A B c D E E G H J K L M
1 |carMake |Car Sales Uche & Sons Autodealership |C Davies Cars Ltd [Bello & Bello Ltd
2 |France Bugatti 25 25| 33
3 |France Peugeot 20 5 25
4 |France Renault 24 24 31
[-] 5 |FranceTotal 69 54 89 At each change in:
6 |Germany  |BMW 20 6 33 Car Make v
7 |Germany Porsche 27 a5 14 GeeTORE
8 |Germany  |Audi 28| 43 43 sum %}
9 |Germany  [Volkswagen 16 a3 11 Add subtotal to:
10 |Germany  [Mercedes-Benz 23 45| 34 [ Car Make
11 |Germany  [Opel 24 16| 41 || Car sales _
[-]  12|GermanyTotal 138 198 176 e sl
13 [India Tata 41 29| 7 ello & Bello Ltd
14 |India Ashok Leyland 41 19| 13
| 15 |India hindra 34| 27, 15 [¥] Replace current subtotals
[-]  16|india Total 116 75 35 [ Page break between groups
17 [italy Maserati 13 22| El [¢] sSummary below data
E 1: ::i::'oml Lamborghind .ii i: ;; Eemmre an| [ ok | Cancel
20 |Japan Toyota 30 24 40
21 [Japan Honda 11 42 12 d
22 |Japan Honda 36 31 34




See the result below. All the level 1, 2 & 3 groupings gone.

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

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

Let’s see some of the common uses of it.

The table below is an Employee records table. In it we want to force people to enter just
departments specified at the left of the table. In fact, we want them to have the easy option
of seeing a pre-populated dropdown list and pick a department from the list options.
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1 |First Name |Last Name |Employee ID |Department List of Depts
2 |Mary Porter 1000058 HR
3 |Joseph Saliu 1000588 Finance
4 |Kenneth |Lenny 1000588 IT
5 |Lekan lakes 1000589 Operations
& |Gabriel Matthew 1000590 1 Marketing
i
8

We select the cells we want to give this functionality, go to Data menu and click on Data
Validation (sometimes twice).
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D2 ¥ ﬁ

A B C | D | E F G H | } K L ]
1 |First Name |Last Name |Employee ID [Department List of Depts
2 [mary Porter 1000058 HR
3 |Joseph Saliu 100(1585' Finance
4 [kenneth |Lenny 1000538 I
5 |Lekan Jakes 1000589 Operations
& |Gabriel Matthew 1000590 Marketing
7
8
9 Settings | Input Message I Error Alert |

b el B L L ok

Walidation criteria
Allowar

!Any\ralue ¥ lgnare blank

Apply these changes to all other cells with the same settings

Clear All | oK | cancel
i |

You'’ll see that there are many options to pick between.



=

Any Value. This is the default and it is same as not having any data validation. The
user can enter any value into the cell.

2. Whole Number. This forces the user to enter only numeric values that are whole
numbers. If the user enters a text or decimal entry he’ll get an error. This might be
applicable in an invoice sheet, for the cells that hold the order quantity if you don’t
sell fraction of your products.

3. Decimal. This forces the user to enter a whole number or decimal entry. A whole
number is same as a decimal with zeros after the decimal point. This might be great
in a financial model sheet, to hold values of growth assumption, exchange rates and
risk premiums.

4. List. This is the one we are most interested in. It enables us to limit the cell entries

to a list of options. We will use this in the example under review.

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

7.  Text Length. This allows the user to enter any value as long as the character length
is not more than the specified value here. It is good for fields that hold phone
numbers, maybe you want to limit the entry to the +2348123456789 14 characters
long entry format.

8. Custom. Just as the name specifies, you want to limit the cell entry to something

less conventional and not covered by the other options.

o

In this example we are going to use the List option. So let’s select it.



Get External Data Connections Sort & Filter

D2 x ﬁ‘
A B C D E G
1 |First Name |Last Name |[Employee ID |Department List of Depts
2 |Mary Porter 1000058 HR
3 |Joseph Saliu 1000588 Finance
4 |Kenneth |Lenny 1000588 IT
5 |Lekan lakes 1000589 Operations
6 |Gabriel Matthew 10005590] Marketing
£
8
g Settings | Input Message I Error Alert |
10 Go back
1 Walidation criteria
12 Allow:
W lgnore blank

ik Data: ln-cell dropdown
: |betweer1
16 Source:
17 “
18
19
20 | &pply these changes to all other cells with the same settings
21

37 Clear &ll

0K

| | Cancel

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

Get External Data Connections Sort & Filter

D2 - Jr | c2ce

A B C D E G
1 |First Name |Last Name [Employee ID |Department List of Depts
2 |Mary Porter 1000058|G2:G6 | HR
3 |loseph Saliu 1000588 Finance
4 |Kenneth |Lenny 1000588 IT
5 |Lekan Jakes 1000589 Operations
6 |Gabriel Matthew 1000590 Marketing
i
8
9

&
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L



D2 - Jr | c2Gs
A B C D | E G H
1 |First Name |Last Name |[Employee ID |Department List of Depts
2 |Mary Porter 1000058|G2:G6 | HR
3 |Joseph Saliu 1000588 Finance
4 |Kenneth |Lenny 1000588 IT
5 |Lekan Jakes 1000589 Operations
6 |Gabriel Matthew 1000590 Marketing
7|
8 |
g | | Settings iulnput Message ' Error Alert |
10 | Go back
11 | Walidation criteria
| Avow |
0 List v| [ 1gnore plank
HI . " [ In-cell dropdown
'M-I
15 |
15i Source:
17| | =5G52:5G5E
18 |
19 |
20 i |:| Apply these changes to all other cells with the same settings
21 | - 5 — —rl
22i | ClearAll | OK | Cancel

;

And it’s done.

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

A B C D E

1 |First Name |Last Name |Employee ID |Department
2 |Mary Porter 1000058 -
3 |Joseph Saliu 1000588 flak

T Finance
4 |Kenneth |Lenny 1000588 |7
5 |Lekan Jakes 1000589| Operations

i Marketin
& |Gabriel Matthew 1000590
7|
Al

And that is how Data Validation works. When used creatively it can save you from the
stress of making corrections to forms people filled and can be used in conjunction with



formulas like VLOOKUP to make a dynamic report and dashboards.



Data Formatting

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

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

A B C D E F G

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

2 |Abia #1,297,498,300 #3821,123,500 #1,175,454,800 #967,327,400 #2,265,644,000 #4,544,916,100
3 |Adamawa #4,022,792,500 #4,317,641,300 #1,627,470,600 #1,023,604,700 #3,493,6091,500 #1,973,059,900
4 |Akwa lbom #824,7832,800 #1,691,712,500 #4,927,386,500 #2,187,626,200 # 2,966,925,400 #2,202,014,900
5 |Anambra #2,159,322,900 #1,511,863,500 #4,060,131,900 # 1,843,665,900 #2,439,308,800 #3,015,652,900
6 |Bauchi # 764,748,600 #3,059,451,100 # 2,879,985,600 #3,032,115,500 # 2,609,030,500 #3,000,312,200
7 |Bayelsa #1,218,646,400 #2,035,499,300 #3,596,177,500 # 3,958,333,500 #4,856,865,900 #1,754,855,100
& |Benue #3,479,643,000 # 3,864,832,700 #2,458,711,700 #4,801,142,000 #2,700,421,800 #3,212,451,300
9 |Benue # 602,469,700 #1,387,315,500 #4,501,134,600 #2,728,902,800 # 1,687,978,600 # 3,627,716,800
10 |Borno #2,361,614,200 # 1,616,065,000 #4,908,244,600 #4,216,846,800 4 581,980,000 #4,166,988,100
11 |Cross River #2,416,592,600 #1,971,834,600 # 1,814,142,400 #4,658,487,000 745,327,000 #4,779,952,700
12 |Delta #4,755,914,300 #2,382,209,500 #3,361,514,600 # 2,060,298,000 #4,671,269,900 #2,363,220,900
13 |Ebonyi # 3,547,140,000 # 3,233,069,500 #4,883,253,900 # 1,060,164,800 #2,926,053,500 # 713,048,500
14 |Edo # 2,663,501,000 #731,461,300 # 462,661,800 # 543,085,200 #3,256,011,600 # 2,900,705,900
15 |Ekiti #1,816,087,900 #4,128,943,600 #1,512,170,300 #2,592,908,100 #3,340,038,100 #4,040,341,600
16 [Enugu #1,409,979,200 #2,609,372,800 #1,990,646,300 # 3,219,650,200 #1,893,090,400 #4,581,716,900
17 [FCT #43,199,223,200 #2,063,317,300 #1,829,381,400 # 3,704,640,600 #4,980,777,000 #2,520,202,900
18 |Gombe #620,111,300 #2,201,453,200 #1,885,641,400 #4,146,024,300 #2,551,023,100 #2,523,019,700
19 [Imo #2,591,742,600 #2,521,764,800 #2,013,994,900 #4,994,515,700 #3,014,428,300 #2,922,241,500
20 |Jigawa #3,550,126,700 #1,573,445,100 #3,756,243,200 #3,092,703,100 #1,417,963,700 #2,311,559,800
27 |Kaduna # 3,938,598,800 #2,599,773,300 #1,224,549,400 #1,662,248,400 #450,931,500 #3,835,345,400
22 |Kano #2,981,980,300 #2,021,735,600 # 3,016,518,600 #4,411,651,000 #2,387,291,000 # 530,613,400
e e B ST ST e

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

3 H % =R Book1 - Eucal 7 ® - 8 %
m HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY Michael Olafusi = o
iy 36 Cus Calibii e == - Bweplet General | A E AutoSue =~
y - £l -
Py ,.D,L;m poimer B L M- E- D-A. === £ BMegelicents - $-% 0 (B3 Emm”“':”‘ F:’;‘;_" Eéli_ It i R t i
Clipboard id Fant Humber e Light | o}
A1 - Ji | sute ~
A B (= o i F -
1 [state Jan-14 Feb-l4  Marld  Aprdd  (May-l4
2 |Abia N1297498,300  WE2L123,500 N 1,175,454,800 N967,317400  N2,265,644,000
3 |Adamawa W4,022,792,500 M4,317,641,300 H1627470,600 M 1,023,694,700  #3,493,691,500
4 |Akwa lbom HB24,782,800 W 1,691,712,500  #4,927,386,500 M 2,187,626,200 H2,956,925,400
5 |anambra #H2,159,322,900  M1511,863,500  H4,060,131,900  M1843,665900  N2,439,308,800
& |Bachi M764,748,600  N3059451,100  W2,879385600  W3,032115500 W 2,609,030,500
7 |Bayelsa W1,218,605400  N2,035499,300  M3,596,177,500  H3,958,333,500  N4,856,865,900
8 |Benue N3479,645,000  N3,B64832,700  W2458,711,700  NA801,142000 W 2,700,471,800
9 |Benue MBD2459,700 ML387.315500) MASOLIMG00  M2728,202800 W L1567,978,600
10 |Barna §2,361,614,200 W LG16065000 H4,508,244,600  M4,216,845,500 #581,980,000
11 |Cross River #2416,592,600 M 15971,834,600 #1,814,142.400  W4,658,487,000 # 745,327,000 —
12 |Defta #4,755,914,300  H2,382,209,500 #3361,514,600  N2,060,298,000 H4,671,269,900  N2,363,
13 |Ebonyl #3,547,140,000 #3,233,069,500  #4,883,253,900 M 1,060,164,800 M 2,926,053,500 w3, EEEEE
14|Edo H2,563,501,000  H781461,300 H 462,661,800 H543,085,200  H3,256,011,600  W2,500, ===
15 |Exiti N1B816087,900  M4128543,600 N1512,170,300  M2,592,908100  N3,340,038,100  W4,040,
16 |Enugu . N1L409575,200 N2605,372,800 M 1990,646,300 N 3,219,650,200 N1893,090,400  W4581 SIS ----- S-=-- —--s- -o-o- BEREE Sooon
17|Fer H3,199,223,200  M2,063,317,300) N 1529381400  M3,704,640,600  W4,980,777,000 2
18| Gombe MEN,111,300  M2201453,200 ML8G5,64L400  W4,145026300  W2.551,023,100
18 |imo #2591,742,600 82521764800 #2013,994,900  M4,994,515,700 #:3,014,428,300
20 |Jigawa #3,550,126,700 M 1573,445100 N 3,756,243,200 N 3,092,703,100 #1,417,963,700 Le
21 |Kaduna H3938,598,800  N2599,773,900  W1224,849.400 N 1,662248,400 #450,931,500
22|Kana | W2,021,735600 M3,016518,600  N4411,651,000  N2,387,29,000
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5 | Anambra
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If you want to email the Excel file to a colleague, you can copy the table and paste in
Outlook and you’ll have the beautiful looking table in the body of the email. Your

B jan-12 B reb-1a B mar-14 Bl Apri1a B may-14 B2 jun-1a
#1,297,498,300  ™821,123500  W1,175454,800  W967,327,400  #2,265644,000  #4,544,516,100
44,022,792,500  M4,317,641,300  H1,627,470,600  N1,023,694,700  §3,493,691,500  #1,973,059,900

#824,782,800  ®1691,712,500  ®4,927,386,500  ®2,187,626,200  #2,966,925400  ¥2,202,014,500
#2,159,322,900  #1511,863,500  #4,060,131,900  %1,843,665500  #2,439,308,800  #3,015,652,900|
#764,748,600  %3,059,451,100  W2,879,985,600  %3,032,115500  #2,609,030,300 ¥ 3,000,312,200
#1,218,646400  #2,035499,300  #3,595177,500  #3,958,333,500  #4,856,865,900  #1,754,855,100|
# 3,479,645,000 LB00. W |
# 602,465,700/ 1,387,315,500| ,501,134,600/ 2,728,502,800| 687,578,600/ 3,627,716,800|
#2,361,614,200  #1,616,065000  #4,908,244,600  44,216,846,300 #581,980,000  #4,166,98,100
#2,416,592,600) #1,971,834,600) #1,814,142,400) #4,658,487,000 #745,327,000  %4,77,952,700
#4,755,914,300 ®23 500 K3,361,514,600  W2,060,298,000 #4,671,263,300  #2,363,220,300
#43,547,140,000)  #3,233,063,500)  #4,883,253,500] W 1,060,164,800) #2,926,053,500 # 713,048,500
#2,663,501,000 ¥ 781,461,300 #462,661,800  %543,085200  #3,256,011,600  %2,300,705,300
,816,087,900  #4,128,943,600  #1,512,170,300  #2,592,908,100  #3,340,033,100  #4,040,341,600|
#1,409,373,200  H1990,645,300  %3,219,650,200  %1,893,090,400  #4,581,716,500
#3,199,223,200  %2,063,317,300  41829,381,400  N3,704,640,600  #4,980,777,000  #2,520,202,900|
#620,111,300  %2,201,453,200  ®1,885641,400  %4,146,024,300  #2551,023,100  ¥2,523,019,700
§2,591,742,600  82,521,764,800  §2,013,994900  M4,994515700  #3,014,428300  #2,922,241,900
#3,550,126,700  81,573,445,100  R3,756,243,200 §3,092,703,100 %1,417,963,700  &2,311,559,800|
#43,338,595,800) #2,593,773,500) #1,224,845,400) #1,662,248,400 #450,931,500 & 3,835,345,400
#2,981,980,300  ®2,021,735600  #3,016518,600 H4,411,651,000  %2,387,291,000 ¥ 530,613,400
£3,589,421,500  #1,293,838,700 #638,877,300  #2,969,721,400  #1,025989,500 ¥ 2,648,639,500|
#1,684,273,000  #4,730,202,900 #991,721,500  W4,89/,014,100 #4,131,210,300  #3,990,418,100
£2,812,863,200  #2,734,189,600  #2,306,601,300 #867,264,000  #2,104,687,400  #2,825,512,800
HLA bR 200 W ;300 #912,176,400)

#7.319.183.000  #6.211.689.500  #3.351.178.500 #22.681.984.500!

colleague will have no excuse to give regarding not seeing or acting on the data.

Untitled - Message (HTML)

Message Insert Options Format Text Review Developer Adobe PDF £ 0
- A e M E” 8a ﬁ_l [ 5 ¥ Follow Up ~
A A Rk b A J ﬂ V. ¥
Y High Importance
Paste B 7 U |® A\ = Address Check = Attach Attach Signature
- 7 - Book Mames File ltem~ - § Low importance
Clipboard ] Basic Text MNames Include Tags Zoom
From = michael@olafusimichael.com
W -
= Tou | john @colleague.com
Send L
e || |
Bee | :
Subject: fThe Analyzed Data for your act\on| |
Dear John, =
Please find below the data we analyzed.
State Jan-14 Feb-14 Mar-14 Apr-14 May-14 Jun-14 =
| Abia, B, 29515500 5 T A o00 R BT RO NOGRER, 0PSB 2,200, 615000 R 1,50 b 00
| Adamawa #4,022,792,500 #4,317,641,300 #1,627,470,600 #1,023,694,700 # 3,493,691,500 #1,573,055,500 |
| Akwa lbom H82,782,800  N1651712500  #4,927,386,500  #2187,626200  #2,966,925400  #2,202,014,900 | [
| Anambra #2,159,322,900 #1,511,863,500 #4,060,131,900 #1,843,665,900 # 2,439,308,300 # 3,015,652,900 |
| Bauchi 764,748,600 # 2,059,451,100 # 2,879,985,600 #2,032,115,500 # 2,609,020,900 # 2,000,312,200 |
| Bayelse N 2,035 N 3,958,333,500 LE! :
| Benue ) # 3,864, ] £4,801,142,000 #3,212,451, |
Benue + 602,469,700 #1,387,315,500 #4,501,134,600 #2,728,502,800 # 1,687,978,600 # 3,627,716,800 |
| Borno B 2,500 bl 200 i 1t 065, I00R 1 9, 908, S3LBUD NG | 210,530,500 58S, IONP00 TR 1,160,785, 100
| Cross River # 2,416,592,600 #1,971,834,600 #1,814,142,400 #4,658,487,000 # 745,327,000 #4,775,952,700 |
; Delta #4,755,914,300 #2,382,203,500 # 3,361,514,600 #2,060,298,000 #4,671,269,300 # 2,363,220,900 |
i # 3,547,140,000 # 3,233,069,500 #4,883,253,900 #1,060,164,800 # 2,526,053,500 #713,048,500 |
E # 2,663,501,000 # 781,461,300 #4 462,661,800 # 543,085,200 # 3,256,011,600 # 2,900,705,300 |
L1 Ekiti #1.R16.057.900 #4.128.943.600 #1.512.170.300 #2.592.908.100 # 3.340.03R8.700 #4.040.341.600 | I

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



Here’s what you get from Print Preview.

b 51,357,455, 30 HEI1AZIA00  H117IAMS00 5 357,337,400
I e 5405 TIE 00 54217541500 % 1527470500 = 1022552 700
e om SEZ4TEA00  SLESLTIZI00 | SA5ITI56500 2187605200
e 5I1%,72300 | S1S11383000  S4080131500 % 153560500
Emuchi =T TIEE00 | HI0WASL100 | S25795en500 | 5052115500
z mpmsa 51715505400 S2035459300 S3355177500 £3393333300
Benoe 5 SIAT96E00  S5564E30700 SIAETILT00  £4,801142,000
Tee 5502263700  SLISRII5500 S250L1S4E00 S Z7ISS0eS00
Bomo S LI5L514 00 = 1515,053,000 54,508 344 500 &4, 716245, 200
I s Riemr HZA165C2@0 H157LEIA600 S 1514147400 % 4.550A57.000
Dot S47I551400 52352009300 3351514500  £1,050295,000
E— SIMMTII0M0 I IILOSEN00 0 S4EERINRE00 % 0801SIE00
Edo 532,562,500, 751,451,300 = 252 661,500 =223 085,200
zoti S1ZI50ET900  S4135543600  £1312170.300  &£Z392505,100
Erama S1209575,00  SIS0937L500 S 1590645300 53219550200
FT SIAS9II5E0  SIO05LIITI00 0 S LEISIE1A00 %I F0S5L050
Gomoe SEI0I11300 SII0LA55300 SLSESGlA00  S4.346004300
mo SI591T4Z@0 5251754300 £Z01355:500  £4954515,700
L 23550125000 | H31573A85100 HI795245,200 % 5082705100
ez SISEESAN  SISSSTTIE00 S L1IISEI5200 & 1551245200
amo : 5158158000 S0 735500  S3016515500  S4411531000
Catrim SIAESLILW0  &1355EIETI0 SEIEITRA00 % ESS5TILAN0
fano S1EELITIN0 54750202500 S9917EL300  £4,297014,300
o SIIILIELID0  SLTILIINE00 & LI0580L300 £ 357,254,000
Cwar SISI5IIEA0  SL495E30100 S1305505500  £4519541300
Lo SEIIDATINO0 S7G15153000 0 SEI11585%0 S IISLITE N0
Nasarmas HA0TIZT00 | HAEN 090500 0 H1A11555200 572223520
Nipe SI00LETA00 SASIII1ES00 SII19EF0S00 & 1085331400
ogn 232371400  HIS0600000 | HIS07307500 & 1542410200
Dren ) =T716372000  S1600471500 54 362085800 = 577,275,300
Fiatma HiTIIA00 | HII7LII0000 = 42716%5300 5332 775,300
Z s SIAII0EEE0  S4SS0IEE00 4145308500 £253,715,70
Tarme 5231325500 HTEAIEAD | S 2ATSAB0A00 = 575,520,400
ooe 5715400 &I S00320300 S34S751L100 52903080
Lemeare S4TE7 a0 =152 557,500 & 4.205.005,500 51208237500
Tots b | mE0NLTIOEN SS15I835%300 S A01I4LE15I00 % 571559050




T T
HITENGLL000  H4.344.916500
£I433690000 & LSTIO0N.900
SI9665E0,400 & ILI0LO0LLI00
LI4I9.I05500 & IO0LNELI00
S1609,030500 530003130
H4EMEEL500 N LTMENMN0
SILT00AZLEN S EIIZAILEN
L 1EETSTEE00 & I6IT.TISEND

5321380000 54166385900
& 748,527,000 = 4,779,502, 700
S 4ETLEESS00 &I363IR0.900
& 1,526,003,300 & 713,045,300
53255011500 5 1200700300
5340035100 5404034180
= 123,050,400 52351715300
L 43207000 & LE0.E0LI00
SIIL0ETA00  SIE5,018.700
SI0I44EEE00 S ISERIALAN
SLAITSEET00 S I31L3630
S4MSEL00 & IEIN340.400
£ 1,357,290,000 & 330,513,400
£ L0EL385,000 & L645685.900
SL131T10500 53590415900
S EETA00 S LERLMLEN
5 2,714,304,600 517,175,400
£ 11510,307,000 & ELEELIELN00
S4SE0SL300 5 L31085L700
L ISTIE0NI00 & LERGTLT.INO
SILIEN0ELE00 & IE0043L900
£ LI00536500 S LSEATLTTNO
52385420000 S4E5e 2150
SLEEREELI00 &44369.T0E0
£1329450000 53344325900
LITISETTLEND N LIEG0MLO0
£ 3,380,175,500 & 736,537,100
£ 104 ITEOTLI00 & 1EE 184393500

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

Very Easy.

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



Arrange

H - ¢ = Boakl-xlsx - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY
B colars~ @ @ D [% >% E‘:':El:; ?\Md‘th 1page - (Iiiildhrls l"-_l-elad?ngs l__l I:‘ E L
anfsT - i £ [[Height: 1page - || View [ View - g
Thernes Margms Orientation§ Size  Print  Breaks Background Print —p———— Bring Send
fects = - Area~ - Titles - | 02 Scale 2% [Tprint [ Prnt Forward = Baclkward =
Themes Page Setup T Sga\eto Fit ] Sheet Options ]
K5 - I
A B C D E F G

il state Feb-14 B var-1a B2 Apr14 B may-12 Jun-14 v
2 iAbia #1,297,438,300 #821,123,500 #1,175,454,800 967,327,400 # 2,265,644,000 #4,544,916,100
3 |Adamawa #4,022,792,500 #4,317,641,300 #1,627,470,600 # 1,023,694,700 #3,493,651,500 #1,973,059,500
4 |Akwa Ibom +824,782 800 #1,691,712,500 #4,927,386,500 #.2,187,626,200 # 2,966,925,400 #2,202,014,500
5 |Anambra #2,159,322,900 #1,511,863,500 #4,060,131,500 # 1,843,665,500 #2,439,308,800 #3,015,652,500
& |Bauchi # 764,748,600 #3,059,451,100 #2,879,585,600 #3,032,115,500 #2,609,030,900 +3,000,212,200
7 |Bayelsa #1,218,646,400 #2,035,499,300 #3,596,177,500 # 3,958,333,500 #4,856,865,900 #1,754,855,100
2 |Benue # 3,475,649,000 + 3,864,832,700 #12,458,711,700 #4,801,142,000 #2,700,421,800 #3,212,451,900
9 |Benue # 602,469,700 #1,387,315,500 #4,501,134,600 # 2,728,902,800 #1,687,978,600 #3,627,716,800
10 |Borno #2,361,614,200 #1,616,065,000 #4,5908,244,600 #4,216,846,800 # 581,980,000 #4,166,388,100
11 |Cross River #2,416,592,600 #1,971,834,600 #1,814,142,400 # 4,658,487,000 # 745,327,000 #4,779,952,700
12 |Delta #4,755,914,300 #2,382,209,500 # 3,361,514,600 # 2,060,298,000 #4,671,269,900 #2,363,220,900
13 |Ebonyi # 3,547,140,000 # 3,233,069,500 #4,883,253,900 # 1,060,164,800 #2,926,053,500 # 713,048,500
14 Edo # 2,663,501,000 £ 781,461,300 # 462,661,800 543,085,200 # 3,256,011,600 #2,900,705,900
15 |Ekiti #1,816,087,900 #4,128,943,600 #1,512,170,300 # 2,592,908,100 # 3,340,038,100 #4,040,341,600
16 |Enugu #1,409,979,200 +2,609,372,800 #1,990,646,300 #3,215,650,200 # 1,893,090,400 +4,581,716,900
17 [FCT #3,199,223,200 #2,063,317,300 #1,629,381,400 # 3,704,640,600 #4,980,777,000 #2,520,202,300/
18 |Gombe #620,111,300 #2,201,453,200 #1,885,641,400 #4,146,024,300 #2,551,023,100 #2,523,019,700
19 |Imo #2,591,742,600 #2,521,764,800 #2,013,5994,500 #4,994,515,700 #3,014,428,300 #2,922,241,300
20 ligawa # 3,550,126,700 #1,573,445,100 #3,756,243,200 #3,092,703,100 #1,417,963,700 #2,311,559,800
21 [Kaduna #3,938,598,800 #2,599,773,900 #1,204,845,400 # 1,662,248, 400 #450,931,500 #3,835,345,400
22 [Kano #2,981,980,300 #2,021,735,600 #3,016,518,600 #4,411,651,000 #2,387,291,000 # 530,613,400

So let’s see the result.

Selection  Ali




R = LI, S 300 WEIINST WL TIAMAT  WRTITO0  WEISSEAOT  WASSLID)

i WAIZ HESN]  MAZTESLI0)  mIGTATOST MIMGERATD  aMGGUNLST e lSTastEdd
Hosamam WEATEEN  WLSLTIIEN  WAETIEISD  WLlSSID  WIRSISSAD EILO4Ed
Ameea E LT TISO  WLSISGSN WS EILIGT  mISGSSED  eiasaal  sadlsEsad
i WEITEEN  WAEGASLIN] miemsSD  WAGRIISST  WoSNGOED  WaNMIIIIEd
s LIEREA] WIGESGIN WAEEITTST mASSAMGSD WAEMANIGT mlTREmDD
B WISEFGON] WIEAEGETH)  WIEETILTD  WEEIILGOD  WETOOAILET  WaEIlisslad
o WOAETO  WlETAISEN]  mATIIHED wGTISeD WLSTSTASD mamT IS0
Bama WIED DAI00  WLSEOOEON WA TEIMAT  WAILISMED LR B S FRE 1
Com A WRENEGE] MLELAEAS0 MIEslaiAD  maStasaOD WTEIT, D0 maTTREsL D0
=TS WATE R wIdGomS)) WA ELSIAST  mIOSITROD WASLIGHD  mismasddd
oy ITTSI00  WITGOSSN WS EEITST  mIOSIMED  eGSMONIT eTLOEIN
Tda =355, TL000 WTaLSELID - ATEILET IGOSTT  WAISANILET  mIFO0TOREd
e LEEETS WADEGEN  WLEIITIGE eISGSMAID WGISIMELT  masslmlmd
T - WLSEFEI0  WINGITIE) Wl EISMIT  WIIlSANID WLSGSOSD  WASILTLONI

T IIE TN  MIEAIlTA00 MLERIElAD  MATCASAIST mASENTTIOT  mESidatidd
Garhs _ WENININ]  NIdLEEN  WLESMLAT  WALMTMED  NRTSLOEUD WSROI
) WITE ATAN  MISLTAEN WD OASGAND  MASSSISTD  MGOAAMAT  moscradlan
WATODETN | WISGASIN | WA EEIGAT | WABGARIN | WIAIGRGTD | MZallTmEn
adew SSETEEN  WISGTTAS0]  WLTSEAT  MLSTIEsT SOESISE M MR
[ WIRE WA WIELTSAN | WAOESIEAT | WAALLESION  MZarsSLOm WEX AL AN
sy MISH SIS WIBGETH  MGESTTAD  MISmTLAD  MLTGSSNST  ensksso
ai TWIEE TS0 WA SOEmed EELTILET WAGLIIOET  Wase0sldm
g WIAEFEAN | MIGALEEN M DEAILED WZIMETAD  MIESSEE
e WENE IR WLESENIND WL TESTSST WETMSMET  WSIZIEAN
Laga WETE SN WTZSIGO00  MEZLSSST W LLAIE, T Mo AaL SR 50
1 BEITRTN  NAERESEN WLl SECOE I WLAOEGTE
g WI0EETIN  W4SCIIES00 MG ZSETsD _ WESTEAMED W LESTATEN
Ton WA TARN | WISMONI0D WO ETAD WIMEIRET | MIIOASLE0
g TSI MISOSTEN  MAFREGET  MSTTAME  WAMNSHSD  MASSSTT 0
Fam WASEEUIN  WIFLEO00 WA SLEND WEGTREN | MATGAMLON  WASRElan
ez WLAE,GEMN  MADOTSEEN] A, a0 MEETINT  MAGGREMID  MAASATON T
Taamm LE STRISTAT WIS ARIAT SEEENA0  W1ESETID  WanmSE
Yokw WIlE,SAEN  WITNENSH W3 &TALLIT MESLE  MATGETAD  MISeSrs o
Irmdn MATE, DA WIETMTAN WATEAMAT WIANKTTSD  MaZSUmsm TSR
T SO TETIAN  SELASGGTST  MIOLISAEN I METUSSHLEN  MLOATE GTSO0 M L LR e

Goal achieved! But it could have looked better if it had used more space, the space below.
So we need to try out one more setting and see if it will give us a better result. We will set
the Orientation to Landscape.
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il state B jan-1a B2 reb-12 B var-1a B2 Apr-1a Bl may-14 B2 iun1a -
2 EAbia #1,2597,4598,300 821,123,500 # 1,175,454,800 967,327,400 # 2,265,644,000 #44,544,916,100
3 |Adamawa #4,022,792,500 #4,317,641,300 #1,627,470,600 #1,023,654,700 # 3,493,691,500 #1,973,059,300
4 | Akwa lbom 824,782,800 #1,691,712,500 #4,927,386,500 #2,187,626,200 # 2,966,525,400 #2,202,014,500
5 _&nambra #2,159,322,900 #1,511,863,500 #4,060,131,900 # 1,843,665,500 #22,439,308,800 # 3,015,652,500
& |Bauchi #2764, 748,600 #3,059,451,100 # 2,879,985,600 #3,032,115,500 # 2,60%,030,900 # 3,000,312,200
7 |Bayelsa #1,218,646,400 # 2,035,499,300 # 3,596,177,500 # 3,958,333,500 #4,856,865,900 #1,754,855,100
g |Benue # 3,479,643,000 #43,804,832,700 # 2,458,711,700 #4,801,142,000 # 2,700,421,800 #3,212,451,500
9 |Benue # 602,469,700 #1,387,315,500 #4,501,134,600 # 2,728,902,800 #1,687,978,600 #3,627,716,800
10 |Borno #2,361,614,200 #1,616,065,000 # 4,508,244,600 #4,216,846,800 #4 581,980,000 #4,166,988,100
11 |Cross River # 2,416,592,600 #1,971,834,600 #1,814,142,400 # 4,658,487,000 # 745,327,000 #4,779,952,700
12 |Delta #4,755,914,300 #42,382,208,500 # 3,361,514,600 # 2,060,298,000 #4,671,269,900 #2,363,220,500
13 |Ebonyi # 3,547,140,000 # 3,233,069,500 #4,883,253,900 # 1,060,164,800 #2,926,053,500 # 713,048,500
14 |Edo # 2,663,501,000 4 781,461,300 #462,6061,800 4 543,085,200 # 3,256,011,600 # 2,900,705,900
15 |Ekiti #1,816,087,900 #4,128,943,600 #1,512,170,300 # 2,592,908,100 #% 3,340,038,100 #4,040,341,600)
16 |Enugu #1,408,973,200 #2,609,372,800 # 1,950,646,300 #3,219,650,200 # 1,893,090,400 #4,581,716,500
17 |FCT #3,199,223,200 #2,063,317,300 # 1,829,381,400 # 3,704,640,600 #4,980,777,000 #2,520,202,500
18 iGOI‘nbe #4620,111,300 #2,201,453,200 # 1,885,641,400 # 4,146,024,300 #2,551,023,100 #2,523,019,700
14 [Imo # 2,591,742,600 #2,521,764,800 # 2,013,954,900 #4,994,515,700 #3,014,428,300 #2,922,241,500
20 Jigawa # 3,550,126,700 #41,573,445,100 # 3,756,243,200 #3,092,703,100 #1,417,563,700 #2,311,559,800
21 |Kaduna #3,938,508,800  =2,599,773,900  #1,224,849.400 = 1,662,248,400 450,931,500 & 3,835,345,400
22 |[Kano # 2,981,980,300 #2,021,735,600 # 3,016,518,600 #4,411,651,000 # 2,387,291,000 530,613,400
| Sheet1 | @ I
3 .
Let’s view the result.
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Bravo! This is much better!

What if the boss wanted just January to May data and not the entire table?
Also very easy.

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

Under same Page Layout, Click on Print Area, and select Set Print Area.
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And that’s it! So let’s see the result.



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

Abia % 1,257, 486,300 % @1LIZ300  HLI75454.800 #967327.400  #2.265644.000
Adamawa %4022,752500 ®4,317641300 1627470600 % 1003604700  %3.453601500
P — #821,782800  SLE51712,500  ®4207.386500  H 2187505200  H226G025400
Anambra 52150322000  S1.511863500 4050131800 % 1A3665000 2432306800
Eauchi #75L7ABE00 ®3.050450L100  ®2E7OE5600 % 3052115500 % 2,503080.900
Sayem # 1,218 546400 #2,085.455.300 # 3,506 177,500 # 3858333500 # 4,856 B55.200
Eenue #3479.602000 ®3,864831700  WIASATILTO0  W4A0L142000  #Z700421.800
Exrue HEMAED700 % 1367315500 ®450LI54600 % 272B002B00 % 1687,576.600
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# 1.408,579.200 #2,602.372800 # 1.580.546.300 # 3,219,650,200 # 1,823,020,400
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Vb ®215,80,000  ®2,500320500  ®3,097,511100 % EIS030800  #3.758677.800
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There we have it, no June data included!

One more big tip.

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

Below is a sample.



Pirza Sold Price Aot Sodd
1| etz 3 25 10,000,000 E0070L AN
Z| Extramanzs < 500000 E20070Z A
3|eE0 Chicien 3 2520.000.00 E0070 A
4| Extaamanzs 1 RZ000.00 E00207 B
< 5500000 E00705 A0
Z 2200000 E00:14 AN
3 2220 00000 ST AN
1 RZ00000 E0020 B
E 5,000.00 E007ZZ B
3 2520,000.00 E007Z3 AN
3 251000000 E00725 A0
< 1500000 E00ZT AN
Z 500000 E0072S AN
3 210,000,000
< 5500000
3 £ 1300000
E] & 10,000.00
] &30,000.00
3 251000000
2| 2400000
E 512,000,000
3 25 13.000.00
Pul Z 5500000
24| Pepperoni Sug H £15,000.00
28| S E] £19,000.00
25| Rt Pange o Famst H 1700000
jicien L emend 4 200000
550 Py SmEk 1 £4,000.00
HOt PaDoemnon] Fasst Z a2 00 0
jickomn B < 5500000
Crickan Faact E £5.000.00 E003T B
e 5 H £5,000.00 ST AMA
Extrwamanzs < 500000
Penpernoni Su 4| 17 00000
2| S e z| 500000
35| Extrvramanzs Z 5200000
i H £5,000.00
EE0 Fhiily Sieaic Z 500000
25| Pampe o Famst E] £ 20,00000
40| Cniciosn 5 i < £5.000.00
41| Peppenoni Sug H £5,000.00
< 3 220,000,000
< E 2500000
T E] £19,000.00
435|580 Priy S < 215,000.00
Hiot Paoperoen Raast E] & 20,000.00




<7 ok L e 52000 .00 Z 24 00 .00
45| Oniciosn B i 5200000 2| £2,000.00
T E = 4,000.00 1| 400000
340|580 ChiCken 25400000 < 215,000.00
31| Pepperoni Famst 54,000 00 < 1500000
T E = &4,000.00 1| 2400000
T E = 254,000 00 < 215,000.00
L 5‘.‘:\:-:'\0"5_12 &5 2 00000 Z &5, 00000
35| viemmie Suprme 200000 E] £19,000.00
35| Chicien Sug 254,000 00 3 520.,000.00
57| Wiarmarits 25400000 < 215,000.00
52000 .00 3 2510,000.00
800000 3 £10,000.00
252,000 00 E £ 12,000.00
25 2,000 .00 3 5 13.000.00 S0
5200000 3 25 10,000.00 S0

00000 4 SE000.00 SO AN

25400000 2| 2500000 E0LL AN

200000 E 500000 E0LI0 AN
5700000 < £E.000.00
7 800000 i RZO00.00
55| Pepperoni Sug 25 .2,000.00 1 5300000
55| Pengeroni Fasst 254,000 00 E £ 12.000.00
T0| Bt Surp 25 2,000.00 E 25,000.00
T1|E80 Chicken 25400000 i 2400000
TZ|Pepperoni Fasst 254,000 00 E £ 12.000.00
73| Pepperoni Famst 25400000 3 20.,000.00
T4|E80 Chichen 54,000 00 Z £E.000.00
73| Extrramanca 2000 .00 3 2510,000.00
O L ] EFTan] 1] 2700000
Penpernoni Sug 25 2,000.00 Z £5,000.00
7| Hot Veszie 5,000 00 Z £E.000.00
el e e 5200000 E 25,000,000
20| Chicien Sug 25400000 E £ 12.000.00
21| Pepperoni Famst 25400000 3 £20.,000.00
52| Pepperoni Famst 54,000 00 E £ 1200000
23| E80 Chicken 254,000 00 E £ 12.000.00
T E = 25400000 < 215,000.00
28| =ot 'rtE"t 400000 E] £ 20,000.00
25| Onicioen B i 800000 i RZ000.00
E7 | et Surp 25 2,000.00 2| 25,000,000
FERTE = 25400000 2| 500000
51| viemmia Sy e 25 2,000.00 < £ 12,000.00
0| Chicioen Sug 54,000 00 i 2200000
1|E80 Chicken 25400000 3 520,000.00
52| E80 Py SEmk 254,000 00 < 15,000.00
S5 | hiemizem 52000 .00 3 210,000.00

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

So here’s how to fix that.

Still at Page Layout menu, click on the small icon at the bottom right corner of the Sheet
Options section.
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1 |SfN Pizza Sold Price Quantity |Amount Sold Time Time Range

2 1|Meatzaa #2,000.00 5 # 10,000.00 8:00:01 AM Before 9:00am

3 2|Extravaganza #& 2,000.00 4 # 8,000.00 8:00:02 AM Before 9:00am

4 | 3|BBQ Chicken #4,000.00 B # 20,000.00 2:00:04 AM Before 9:00am

a3 4|Extravaganza # 2,000.00 1 # 2,000.00 8:00:07 AM Before 3:00am

6 | 5|Meatzaa #2,000.00 4 # 8,000.00 3:00:08 AM Before 9:00am

7 6|Hot Veggie # 4,000.00 2 + 8,000.00 8:00:14 AM Before 9:00am

8 | 7|BBQ Philly Steak # 4,000.00 5 # 20,000.00 3:00:20 AM Before 3:00am

g &|Chicken Feast # 2,000.00 1 # 2,000.00 8:00:20 AM Before 9:00am

10| 9| Meatzaa #2,000.00 3 # 6,000.00 8:00:22 AM Before 9:00am

1" 10[Chicken Suya # 4,000.00 5 # 20,000.00 8:00:25 AM Before 9:00am

12 11|Chicken Legend #2,000.00 5 # 10,000.00 3:00:26 AM Before 9:00am

13 12(BBQ Philly Steak # 4,000.00 4 # 16,000.00 8:00:27 AM Before 9:00am

14 | 13|Chicken Suya #4,000.00 2 # 5,000.00 3:00:29 AM Before 9:00am

15 14|Chicken Feast # 2,000.00 5 # 10,000.00 8:00:33 AM Before 9:00am

16 | 15|Chicken Feast #2,000.00 4 # 5,000.00 3:00:33 AM Before 3:00am

17 16(Beef Suya # 3,000.00 5 # 15,000.00 8:00:34 AM Before 9:00am

18| 17|Chicken Feast #2,000.00 5 # 10,000.00 8:00:35 AM Before 9:00am

19 18|Hot Veggie #4,000.00 5 # 20,000.00 8:00:35 AM Before 3:00am

20 | 15|Meatzaa #2,000.00 B # 10,000.00 3:00:35 AM Before 9:00am

21 20|Meatzaa # 2,000.00 2 #4,000.00 8:00:36 AM Before 3:00am

22 21|Margarita #:4,000.00 3 # 12,000.00 8:00:37 AM Before 9:00am
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In the dialog box that comes up, set the Rows to repeat at top



| Page | Margins | Header Footer | Sheet

Print area: | A1:G5001
Print titles

Rows to repeat at top: | |

Columns to repeat at left: |

Print
[] Gridiines Comments: |(Nnne}
[ Black and white

[] Draft guality
[ ] row and column headings

Cell errors as: | displayed

Page order

(@) Down, then over
() Qyer, then down

| print.. | | PrintPreview | | Options... |

ok || Cancel

Select Row 1 that has the headers.
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Themes Margins Orientation Size  Print Breaks Background Print i = |
[@] Effects Ay Titles | B Scale: o0 L [ Print
Themes | Page Setup | Scale to Fit | Sheett
Al —_ £ |
4] A B c | b ] E I F G
L s/N__ [pizzasold _____|price ____|Quantity
2 1|Meatzaa
3 2|Extravaganza
4 3|BBQ Chicken
5 4|Extravaganza #4 2,000.00 1 #2,000.00| 8:00:07 AM:After 9:00am
6 5|Meatzaa # 2,000.00 4 # 3,000.00] 8:00:08 AMAfter 9:00am
7 6|Hot Veggie # 4,000.00 F #3,000.00| 8:00:14 AMiAfter 9:00am
8 7|BBQ Philly Steak # 4,000.00 5 £ 20,000.00| 8:00:20 AMAfter 9:00am
9 8|Chicken Feast # 2,000.00 1 #2,000.00| 8:00:20 AMiAfter 9:00am
10 9|Meatzaa #4 2,000.00 3 # 0,000.00| 8:00:22 AM:After 9:00am




| Page | Margins | HeaderfFooter | Sheet |

Print area: | A1:G5001
Print titles

| Rows to repeat at top: £1:51

Columns to repeat at left:

Print

[] Gridiines Comments: |(Nnne}
[ Black and white

[] Draft guality
[ ] row and column headings

Cell errors as: | displayed

Page order

(@) Down, then over
() Qyer, then down

| PrintPreview | | Optiors... |

— | | Cancel

And that is all!

So let’s see the result.



5N Pz Sobd Prrice: Chum ity t Sodd Timie

1| Meatraz # 2.000.00] 5 # 00000 EO00LAM

2| Etranapmainaa # 2,000.00) 4 # B00000|  AO0:02 Al

3| BED Chickem # 4,000.00) 5 # 2000000  EOODdAM

A Estranapmanea # 2,000.00) 1 # 200000 BO00F Al

5| Mematraz # 200000/ 4 # BO0D000| BOD0E AM

B Hot Vez=i= # 4,000.00] 2 # BO0DD00|  AO0idAm

7| BB Phifly Steak = 4,000.00 5 = 2000000  BOD20AM

B| Chiiciomn: Femst # 2,000.00) 1 # 200000 BOD30AM

B Meatraa # 2,000.00) 3 # 600000  AO0:Z2 AM
10| Chicioen Suya # 4,000.00/ 5 # 2000000 EOD25AM
1 | Chiciosm Lemend # 2,000.00] 5 # 100000  EOD2EAM
12| BB Phifty Stealk # 4,000.00) 4 # 1500000 EOO0Z7 AM
5| Chicioen Suya # 4,000.00) 2 # B00000|  BOD20AM
1| Chiciosn Feast # 2,000.00] 5 # 100000 EOD33AM
15| Chickan Feast # 200000 4 # B0DDO0|  AOD:33 AM
16| BenfSuwa # 3,000.00] 5 # 1500000) EOOS3AM
I7 | Chicion P ast # 2,000.00) 5 # 100000  EOO35AM
18| Hot Vezzi= # 4,000.00/ 5 # 2000000 EOD35AM
5| Meatrza # 200000 5 # 00000  mOO35AM
| Mestrza # 2,000.00] 2 # 400000 AO036AM
A | Marnmarita # 4,000.00) 3 # 1200000 EOOSTAM
2 | Hafano # 3,000.00) 5 # 1500000 EOOI0AM
5| Hot Vezzi= # 4,000.00| 2 # BO0D000|  BOD45AM
3| Pepperoni Suya # 3,000.00) 3 # S00000(  AO045AM
5| Viemmie Syspreme # 3,000.00) 5 # 1500000 EOOdEAM
5| Hot Pe pperoni Fest # 4,000.00) 3 # 1200000 EOO40AM
I | Chicioem Lemend # 2,000.00] 4 # BO0D000| BOD4D Al
B|BED Phitty Steak # 4.000.00/ 1 # 400000  AO052 AM
2| Hot Pe pperoni Feast = 4,000.00 2 = BO0DDOD|  BRODSEAM
30| Chicioem Bafi # 2,000.00) 4 # B00000|  AO0SEAM
3 | Chicioen Feast # 2,000.00] 3 # 600000 BO0ST AM
T |Vemie Supreme # 3,000.00] 2 # 600000 0057 AM
B | Extravemanzs # 2,000.00) 4 # B00000(  A01-00AM
| Pepperon Suya # 3,000.00) 4 # 1200000 EOL01AM
T Viemmie Suspreme # 3,000.00) 2 # 600000 80102 Al
¥ | Extravamanza # 2,000.00] 2 # 400000 80108 AM
F | talfianc # 3,000.00) 2 # 600000  A0i-1dAM
| BED Phifty Steak # 4,000.00) 2 # B00000( BOLi5AM
E|Pepperoni Feast # 4,000.00) 5 # 000000 EOLIEAM
40| Chicioem Bafi # 2/000.00| 4 # BO0D000| BO0L17 AM
4l |Pepperoni Suya & 200000 2 £ E00000| EOLi1RAM
L | BB Phifty Stealk # 4,000.00) 5 # 2000000  EOL20AM
| Chicioen Bafi # 2,000.00) 3 # 600000  A0121AM
H | talfanc # 3,000.00) 5 # 1500000 BOLZ2AM
5| BB Phifty Steak # 4,000.00| 4 # 1500000 EOL2EAM
| Hot Pe pperoni Fest # 4,000.00) 5 # 2000000 EOLZRAM




5N Pizzm Sobd Price: Ohum ity 4 it Sodd Tame

{7 | Chicken Legend # 2000.00 2 #400000 B0L31AM
{E|Chicken Baf # 2000.00 2 400000 80132 AM
{E|EED Philly Steak # 4,000,000 1 400000 80L34AM
D|EEQ Chicen # 4,000,000 4 # 1500000 BOL34AM
3 |Pepperoni Feast & 4,000,000 4 # 1500000 BEO0L35AM
2 |BEG Philly Steak & 4000.00 1 #400000 A0135AM
| BEED Philly Steak = 4,000.00) 4 = 1500000) BOL36AM
5| Pepperoni Swya # 3,000.00 2 # 600000 80137 AM
F|Vez=ie Suprame # 3,000.00 5 # 1500000 BROLESTAM
| Chicken Suya & 4,000,000 5 # 2000000 BOEIDAM
F|Marmarita # 4,000,000 4 # 1500000 BOLA3AM
F|Chicken Bl # 2000.00 5 # 1000000 BOLAdAM
| Meatza # 2000.00 5 # 1000000 BOLAdAM
| BED Phifly Steak & 400000 3 # 1200000 BOLASAM
8 |Pepperon Suya # 3,000.00 5 # 1500000  BOL4BAM
& |Chicken Feast # 2000.00 5 # 1000000 BOLABAM
& |Chicken Feast # 2000.00 4 # E0DDOD| 80152 AM
8| Chicken Suya # 4,000,000 2 #E0DDOD|  B0LS4AM
&|Chicken Legend # 2000.00 3 # 600000  AO1S5AM
&|Chicken Feast # 2000.00 4 # B0DDOD|  B0LS5AM
& |Chicken Baf # 2000.00 1 # 200000 B0205AM
&|Pepperoni Suwya # 3,000.00 1 # 300000 B0205AM
8| Pepperoni Feast & 4,000,000 3 # 1200000 EBOZ04AM
T|Beefiwa # 3,000.00 3 #S00000]  A0Z05AM
7 |EEQ Chicen # 4,000,000 1 # 400000 80Z05AM
72| Pepperoni Feast # 4,000,000 3 # 1200000 BOZIDAM
3| Pepperoni Feast & 4)000.00 5 # 2000000 BOZISAM
H|EEQ Chicen & 400000 2 #B0DDOD|  ROZ-13AM
5| Estravasanza # 2,000,001 3 # M00D00D|  BOZIBAM
75| Chicioen Lemand # 2000.00 1 # 200000 BOZIEAM
77 | Pepperoni Suya # 3,000.00 2 # 600000 80222 AM
B|Hot Vezzie & 400000 2 # B0DDOD| 80222 AM
E|Eatravazanza # 2000.00 3 # 600000  80Z30AM
| Chicken Suya # 4,000,000 3 # 1200000 BOZ31AM
8l | Pepperoni Feast # 4,000,000 5 # 2000000 BOZ3I5AM
2 |Pepperoni Feast & 4,000,000 3 # 1200000 BOZ35AM
E|EEQChicen # 4,000,000 3 # 1200000 BOZ37 AM
| EED Philly Steak # 4,000,000 4 # 1500000 BOZ3BAM
E|Hot Ve=si= # 4,000,000 5 # 2000000 BOZ3BAM
85| Chicken Bali # 200000 1 # 200000 80242 AM
& |Beafiwya # 3,000.00 2 # 600000  A0241AM
E|EED Philly Steak # 4,000,000 2 #E0DDOD|  80Z45AM
B|Ve==ia Supreme # 3,000.00 4 # 1200000 BOZ47 AM
| Chicken Suya # 4,000,000 1 400000 80247 AM
2 |EEQ Chicen # 4,000.00 5 # 2000000 BO0Z424AM
2 |EED Philly Steaik # 4,000,000 4 # 1500000 BOZSDAM

Done.

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



Charts

Excel 2010 has 11 main chart types.

3 Templates

XY {Smtter}@
Stodk

Surface 3
Doughnut
Bubble g

Radar 0

vTeBMERETMNe

%

A o el AR | e e v
| Manage Templates... | | SetasDefault Chart | | ok || cancl

Excel 2013 and Excel 2016 have 10 main chart types. Actually, 9 If you take combo chart
as a combination of two or more other chart types.
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But in all you will end up using majorly,

1. Column chart
2. Line chart
3. Pie chart, and
4 Bar chart.

So let’s focus on these four charts.

Column Chart and when to use it.

Column chart is used to visualize data across different categories. An example is revenue
across the four different branches of a company.



A B C D E F G
UrBizedge Revenue
2 |Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
3 Revenue # 03,000,000(# 78,750,000 #98,437,500( & 123,040,875 # 153,808,594 #192,260,742
4
5
i
z Revenue
2] # 250,000,000
g
10 & 200,000,000
12 # 150,000,000
13
14 # 100,000,000
15
# 50,000,000
16
17 80
18 Enugu Abujz Port Harcourt Eenin Kadura Lagos
10 Revenue | # 63,000,000 | #78750,000 | ¥98,437,500 | & 123,046,875 | & 153,808,554 | & 192 260,742
20 B Revenue
21
So how do you turn a boring data like this:
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1 UrBizedge Revenue
2 |Branch Enugu Abuja Port Harcourt [Benin Kaduna Lagos
3 |Revenue # 63,000,000|# 78,750,000 #98,437,500(# 123,046,875| # 153,808,594 # 192,260,742
5

Into a beautiful insightful chart like this:



Revenue

# 250,000,000

# 200,000,000

# 150,000,000

# 100,000,000

# 50,000,000

#®0
Enuzu Abujz Part Harcourt Benin Kadunz l=gos

Revenus | #053,000,000 | &75,750,000 | #98,437,500 | #123,046,875 | & 153,808,594 | & 192,260,742

H Revenue

It is very easy.

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

H - 2 == Charts.xlsx - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST

2 ; ! 2-D Column
PivotTable Recommended Table  Pictures Online aMyApps [ E Recommended Map

PivotTables Pictures i+ ™ Charts -
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A2 - ﬁ Branch 3-D Column

Enugu |Abuja

# 63,000,000] #& 78,750,000

You will get a chart that looks like the one below. Not bad looking, just needs a little
formatting to make great.

®123,046,875] # 153,80

|_|]1[H_ More Column Charts...

—)
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1 UrBizedge Revenue
2 |Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
3 Revenue # 653,000,000 # 78,750,000| # 98,437,500 # 123,046,875 #153,808,534| # 192,260,742
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Click on the chart, and the context based menus will show up on the Excel menu bar.
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Go to the Format menu and choose a formatting you like for the entire chart. If your
company’s corporate color is red and purple, you might want to make charts that reflect
that brand color.
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You can also change the chart background color.
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Also you can change the color of the bars by clicking on them and choosing the color you

want.
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And this is the final result.
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1 UrBizedge Revenue

2 Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos

3 |Revenue #63,000,000| %= 78,750,000 #98,437,500| % 123,046,875 # 153,808,554 # 192,260,742

4
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& Revenue

2 # 750,000,000
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9 # 200,000,000
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12

13 % 100,000,000

14

15 # 50,000,000

16

17 O
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It looks better than the default and reflects your company’s corporate color. Just that you
might want to not use the red border. Most professionals argue that it’s best to not use any
border or background, just make only the important things obvious — data bar and the axis
label. I suggest you do whatever looks great to you. This is not an exam and most likely
what will look good to you will look good to your colleagues whom you’ll share the report

and charts with.

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



A B C D E F G

1 UrBizedge Revenue

2 Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
3 Revenue £ 063,000,000| # 78,750,000 #98,437,500(% 123,046,875 #& 153,808,554 # 192,260,742
5
B Revenue
% 250,000,000
a8
g
= % 700,000,000
10
11 # 150,000,000
12
13 # 100,000,000
15 # 50,000,000
15
17 H0
18 Enusu Abuj Port Benin Kaduna Lagos
Harcourt
19
20

The extra step we took besides removing the red border and changing the bar color to
bright blue is to change the chart area background to white.
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And that’s basically how you insert and format a column chart. You can try inserting a 3D
chart too for the same data. Follow the same steps but choose a 3D chart instead of the 2D
we earlier used. And when you do the extra formatting already explained to you, you can
end up with a beautiful chart like the one below.



A B C D E F G H

1 UrBizedge Revenue

2 |Branch Enugu Abuja Port Harcourt [Benin Kaduna Lagos
3 'RE\renue #4 63,000,000 # 78,750,000| #98,437,500( # 123,046,875 # 153,808,594 # 192,260,742
4 !
5 !
5 Revenue
7
8
g # 200,000,000
i i # 180,000,000
# 160,000,000
11 # 140,000,000
12 | # 120,000,000
13 # 100,000,000
14 | £ 80,000,000
15 | # 60,000,000
o £ 40,000,000
o # 20,000,000
17 . w0
18 | Enugu Abuja Port Benin Kaduna Lagos
19 . Harcourt
20
| B Revenue
21
27

Finally, you can insert other elements on the chart like the data table, as shown below.
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The result is shown below.



A B C D E F G

1 UrBizedge Revenue

2 Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
3 |Revenue # 63,000,000| #& 78,750,000| # 98,437,500 #123,046,875| # 153,808,594 192,260,742
4
3 Revenue
b | # 750,000,000
8
g | # 200,000,000
10
11 # 150,000,000
12
L # 100,000,000
14
15
16 # 50,000,000 I
18 ®0O - -
1 Enugu Abuja Port Harcourt Benin Kaduna Lagos

19

- mRevenue #E3,000,000 #78750,000 H98437500 #123046875 & 153808594 #192250,742
20
21|

You would have noticed that there are other column chart types besides the Clustered one
we selected (the first option).
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As numbered in the image above, they are

1. Clustered Column
2. Stacked Column
3. 100% Stacked Column

The clustered column is what we have used so far. It’s straightforward to understand. The
stacked column is useful for showing the breakdown of the data that makes up the bar.
Below is an example of its use. We are going to breakdown the revenue by the products



that contributed to it.

A E & D E E G

1 UrBizedge Revenue

2 |Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos

3 Product A #: 21,000,000| # 26,250,000 #32,812,500| #41,015,625 #51,269,531 # 64,086,914
4 |Product B # 21,000,000| # 26,250,000 #32,812,500| #41,015,625 #51,2609,531 # 064,086,914
5 Product C # 21,000,000|# 26,250,000 # 32,812,500 #41,015,625 #51,2609,531 # 064,086,914
B

7

g # 750,000,000

g
10 # 200,000,000
12

= # 150,000,000
14
15 # 100,000,000

16
17 # 50,000,000
: 8 . I
18 B0 _ -
20 Enugu Abuja Port Harcourt Benin Kaduna lagos
iz Product C #21,000,000 #26250,000 #32812500 #41,015625 #51,265,531 #64,086914
;j mProduct B #21,000000 #26,250,000 #32812,500 #41,015625 #51269531 #64,086914
;: EProduct A #21000000 #26250,000 ®32812500 ®41015625 ®51260531 H64086914
24

To do this stacked column chart, you simply select the entire table data, including the
breakdown by products and choose the Stacked Column chart. And as you can see, it
shows a breakdown of each bar by the constituting parts (products in this example)

The third one, 100% stacked column, is just slightly different. Rather than show you the
breakdown by product revenue values, it shows the breakdown by the percentage
contribution each product makes to the total. Below is the 100% Stacked Column output
for the same data.
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Branch Enugu Abuja Port Harcourt |Benin Kaduna Lagos
Product A # 21,000,000 & 26,250,000| # 32,812,500 #41,015,625 # 51,269,531 # 04,086,914
Product B # 21,000,000| % 26,250,000| #32,812,500| #41,015,625| 251,269,531 # 64,086,914
Product C # 21,000,000 % 26,250,000| =32,812,500| #41,015,625| 251,269,531 64,086,914
100%
90%
BO%
T0%
&0%
50%
405
30%
20%%
10%
0% Enugu Abuja Port Harcourt Eenin Kaduna lagos
Product C 821,000,000 #26,250,000 #32,812500 #41015635 #51,260531 #64,085914
mProduct B # 21,000,000 #26,250,000 #32812500 #41015625 #51,269531 #64,080,914
mProduct A % 21000,000 26250000 #32,B12500 #41015625 #51,269531 H64,085914

Line Chart and when to use it.

Line chart is used to show trend, usually over a time period. An example is if you want to
show the trend of how the company’s revenue has been growing for the last five years.
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2 |Year FY2008 |FY2009 (FY2010(FY2011(FY2012 (FY2013 |FY2014
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You create a line chart of a table in a similar way as we did for the column chart. You
select the table’s data and go to insert menu, click on the Line chart type you prefer.
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Again, Excel does a fairly good job and you can easily improve the format of the chart
using the steps already explained.
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Pie Chart and when to use it.

Pie chart is used to show the contribution of each category to the pie that represents the
grand total.

Below is an example showing the breakdown of Nigerian population by region. You can
see how the Pie Chart makes it easy to see the contribution of each region to the total
population of Nigeria.



39
40 Region Population

4 North East 28,836,101
42 MNorth Central 28,180,880
43| South West 27,731,337 [ ]
a4 North West 23,621,107
a5 Middle East 21,194,492
46 South East 17,756,689
a7 South South 15,143,828
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52
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South South
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55

56
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33
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It is extremely easy to make. You, like for others, select the table’s data and select Pie
Chart under the Insert menu.
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Excel does a default pie chart that you can greatly improve.
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Chart Styles Data

Bar Chart and when to use it.

Bar chart is technically the same as Column chart. The difference is that when you have a
table with lots of entries, usually over 8, you are better off with using a bar chart rather
than the column chart. Also when the entries have long label names, it’s better to use bar
chart even if the entries aren’t many.

Below is an example.

A B C D E F G H J K i %

1 UrBizedge Revenue From 10 Clients
2 |UrBizedge Revenue
3 |7up 5,614,815
4 | ABBEY BUILDING SOCIETY PLC 57,440,226 Revenue
5 |ABC TRANSPORT PLC #7,837,746
o |ACADEMY PRESS PLC. 0,322,442 AFROMEDIAPLC
7 |ACCESS BANK PLC. #5,498,721 AFROIL PLC
8 |ADSWITCH PLC. #5,381,628 AFRICA PRUDENTIAL REGISTRARS PLC
9 |AFRICAN ALLIANCE INSURANCE COMPANY PLC 7,831,212 R TR
10 |AFRICA PRUDENTIAL REGISTRARS PLC #7,780,520

i ADSWITCHPLC.
11 |AFROIL PLC #5,774,386
12 [AFROMEDIA PLC 5,552,303 ALLESEANERLE
13 ACADEMY PRESS PLL.
14| ABC TRANSFORT PLC
15 ABBEY BUILDING SOCIETY PLC
16| 7up
17|
18 | ®O # 2,000,000 # 4,000,000 # 6,000,000 # 8,000,000
19 | ¥ Revenue
20 |
21|
22
23|

24 |



The same rules about Stacked and 100% stacked apply to bar chart and, even, line charts.

Combo Chart

Occasionally, you will have to combine two or more chart types in one
visualization/graph. This is very useful if you want to show two interconnected data and
their combined relevance.

An example is showing how a company’s revenue has been changing in values and as a
growth ratio.

A B C D E F G H J K L

1 UrBizEdge 6 Year Revenue Trend

2 |UrBizedge |Revenue Growth v

3 [Fy2013 63,000,000 UrBizEdge 6 Year Revenue Trend

4 FY2014 # 87,500,000 39% # 350,000,000 70%
5 |FY2015 # 140,625,000 61% # 300,000,000 L sou
& |FY2016 # 192,260,742 37%

7 FY2017 # 246,093,750 28% R 230,000,000 0%
& |Fy2018 320,434,570 30% #200,000.000 [0
9 # 150,000,000 - 30%
10 # 100,000,000 - 20%
11| # 50,000,000 L 10%
12
1 %0 L 0%
= FY2013 FY2014 FY2015 FY2016 FY2017 FY2018
14
15 | B Revenue = Growth
16 |
=

In Excel 2013 and Excel 2016, it is very easy to make.

Just select the entire table and insert a combo chart. It can be easily located under
Recommended Charts.
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A clustered column-line combination chart is used to emphasize different
types of information. Use it when the range of values in the chart varies
widely or when you have mixed types of data.
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PivotTable and PivotChart

PivotTable is Excel’s premium tool for working with huge data table and even data stored
in other database systems like Access, SQL servers and MySQL servers.

Below is an example of a large data table we will use PivotTable on to do some very
relevant quick analysis. It is a table of sales for a particular Pizza Restaurant for a day and
it has 5000 entries.

A B & D E F G H

1 /5N Pizza Sold Price Quantity |Amount Sold Time Time Range

2 1|Meatzaa # 2,000.00 D #10,000.00 8:00:01 AM|Before 9:00am
3 2|Extravaganza # 2,000.00 4 # 8,000.00 8:00:02 AM|Before 9:00am
4 3|BBQ Chicken # 4,000.00 D # 20,000.00 8:00:04 AM|Before 9:00am
3 4|Extravaganza # 2,000.00 1 # 2,000.00 8:00:07 AM|Before 9:00am
(] 5|Meatzaa # 2,000.00 4 # 8,000.00 8:00:08 AM|Before 9:00am
7 6|Hot Veggie ## 4,000.00 2 # 8,000.00 3:00:14 AM|Before 9:00am
) 7|BBQ Philly Steak # 4,000.00 5 # 20,000.00 8:00:20 AM|Before 9:00am
g 8|Chicken Feast # 2,000.00 & # 2,000.00 8:00:20 AM|Before 9:00am
10 9|Meatzaa # 2,000.00| 3 # 6,000.00 8:00:22 AM|Before 9:00am
10|Chicken Suya # 4,000.00 5 # 20,000.00 8:00:25 AM|Before 9:00am
2 11|Chicken Legend # 2,000.00 5 # 10,000.00 8:00:26 AM|Before 9:00am
3 12|BBQ Philly Steak # 4,000.00 4 # 16,000.00 8:00:27 AM|Before 9:00am
14 13|Chicken Suya # 4,000.00 2 # 5,000.00 8:00:29 AM|Before 9:00am
15 14|Chicken Feast 4 2,000.00 5 # 10,000.00 3:00:33 AM|Before 9:00am
i6 15|{Chicken Feast # 2,000.00 4 # 8,000.00 8:00:33 AM|Before 9:00am
17 16|Beef Suya # 3,000.00 B #15,000.00 8:00:34 AM|Before 9:00am
18 17|Chicken Feast # 2,000.00 5 # 10,000.00 8:00:35 AM|Before 9:00am
19 18|Hot Veggie ## 4,000.00 5 # 20,000.00 8:00:35 AM|Before 9:00am
20 19|Meatzaa # 2,000.00 il # 10,000.00 8:00:35 AM|Before 9:00am
21 20|Meatzaa ## 2,000.00 2 #4,000.00 8:00:36 AM|Before 9:00am
2 21|Margarita ## 4,000.00 3 #12,000.00 8:00:37 AM|Before 9:00am
F B A Y ST S g o i - L L L

So how can we make a report that will show us the sales performance that day by the
different type of Pizzas the restaurant sells. A report like the one below:



]

K

£

Pizza Type Sum of Quantity |Total Sales Amount
BBQ Chicken 900 # 3,600,000.00
BBQ Philly Steak 952 # 3,808,000.00
Beef Suya 981 # 2,943,000.00
Chicken Bali 889 #1,778,000.00
Chicken Feast 872 #1,744,000.00
Chicken Legend 833 #1,766,000.00
Chicken Suya 956 # 3,824,000.00
Extravaganza 907 #1,814,000.00
Hot Pepperoni Feast 1,073 #24,292,000.00
Hot Veggie 950 # 3,800,000.00
ltaliano 985 # 2,955,000.00
Margarita 871 #2 3,484,000.00
Meatzaa 838 #1,676,000.00
Pepperoni Feast 907 #2 3,628,000.00
Pepperoni Suya 1,077 #23,231,000.00
Veggie Supreme 1,009 #23,027,000.00
Grand Total 15,050 # 47,370,000.00

It’s quite easy with Pivot Table.

You start by selecting the sales transaction table or selecting one of the cells in it. Then go

to Insert menu and click on Pivot Table.
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In the screenshot above, I selected one of the cells in the table, clicked on Insert menu,
clicked on PivotTable, confirmed that my entire table has been selected and clicked on

OK.

You will be taken to a new sheet that looks like the one below:
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At first it looks really different, like you are no longer in Excel. But it is very easy to work
with. The core part is the part on the right with the name PivotTable Fields. It has a list of
all the fields in the original data table. The part below the field names are where you
actually set up your report.

Whatever field you want to display its unique entries, one per line/row, you will drag to
ROWS. Let’s do that for the Pizza Sold field so we will be able to see all the pizza types
the restaurant sells.
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Then if it is that you want to display those unique entries one per column, drag the field to
COLUMNS. Let’s see what will happen if we drag that Pizza Sold field from ROWS to
COLUMNS.
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So now you understand how ROWS and COLUMNS work.

Drag Pizza Sold back to ROWS, that is where we need it for our quick analysis.

Next is VALUES. Whatever you want to do a mathematical calculation on, you drag to the
VALUES part. Common calculations you will find yourself doing are counts (to see the
number of time each unique entry occurred in the original table), sum (to add the values a

particular field) and average (to average the values of a particular field).

In our case, let’s drag Quantity and Amount Sold fields to VALUES.
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Sheet1

Can you see how quick this is? We have just analyzed a 5000 sales record table in
seconds. Now we have a report that shows us how many of each Pizza type was sold and

the total sales amount generated.

Those are the type of lightning fast analysis PivotTable allows you to do.

There is now one part we haven’t touched: FILTERS. As the name suggests, it simply




gives us the capability to filter our report. We will drag Time Range to FILTERS to see
which sales occurred at the peak period (before 9:00am) and after the peak period.
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And that’s how PivotTable works. Very easy to use and powerful.

PivotChart

Whenever you insert a chart using data generated via a PivotTable, that chart is a
PivotChart. It has some extra functionalities it inherits from the PivotTable which makes it
a little different from the regular charts we have already discussed.

Below is the PivotChart for the PivotTable we just created.
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13 |Hot Veggie B
1:-“5"5”53 5°°°°8 RCANTOE sty | YT FILTERS Il LEGEND (SERIES)
c xm = = B my o ) = o® - - -
| § 323 8 E L 2B g3 m Sum of Amount Sold ; poe -
15 |Margarita gAaTE E" .5 E X E‘ﬂ = E =i E § Time Range I 2 Values
| & = E 28 % 8§
16 |Meatzaa §§E%§;E§E§§—§§E§£
| s w g ¥ e & o9 L)
17 |Pepperoni Feast @ % CE5ub £ R 2 gm !
12 |Pepperoni Suya @ 9 & &= 2 = AXIS (CATEG.. | ¥ VALUES
1 5 2 : ] :
19 |Veggie Supreme * | Pizza Sold = | || Sum of Quant... = |
20 |Grand Total Pizza Sold Ty
21 [~ | -
22 _ ] - _
v | videoo | Sheetl | Ppivot Table n Pivot Chz .. (&) AL ] [¥] [:Defer Layout lipdate

Notice the extra elements on it. Even the Time Range filter is showing on the chart.
Besides those extra elements, a PivotChart is same as the regular charts and the same kind
of formatting you can do on the regular charts work on PivotCharts.



Business Data Analysis

When using Excel to organize or analyze your business operations data, there are some
tools you need to be aware of.

Linking Sheets

You often have to pull data into a report from another report or Excel file, the most

effective way to do this is to link the sheets. You will be mirroring the value in the source
sheet in your destination sheet.

An example is if there is a sheet that contains the internal revenue of all the states in
Nigeria and you are doing a report on Kebbi state. You want to pull the values for Kebbi
state from the sheet that has everything (source sheet), your best bet is to link the sheets. It
is preferable to copying the values from the source sheet because if the source sheet is
updated with new values your analysis sheet will not automatically update (will still be
showing the now incorrect old values). So how do you link sheets?

2 |Kebbi

5 Kebbi -- 2014 Half Year Revenue

8 n120 ¢

#1.00

#0.80

#0.60

14 %040 &

8020 B

#000 ° > | )

Jan-14 Feb-14 Mar-14 Apr-14 May-14 Jun-14  Jul-14  Aug-14

o H Kebhi



Abia % 1,297,498,300.00 #821,123,500.00) N 1,175,454,800.00 #967,327,400.00 # 2,265,644,000.00| #4,544,916,100.00
Adamawa #4,022,792,500.00) ~4,317,641,300.00f N 1,627,470,600.00| W 1,023,694,700.00 #3,493,691,500.00| W 1,973,059,800.00

23 Kano M 2,981,980,300.00] M2,021,735,600.00f W 3,016,518,600.00f N4,411,651,000.00 M 2,387,291,000.00 #530,613,400.00
24 Katsina M 3,589,421,500.00| ™ 1,293,838,700.00 N 638,877,300.00| N 2,969,721,400.00 N 1,025,989,500.00 M 2,648,689,500.00
| 25 Kebbi M 1,684,273,500.00| ™ 4,750,202,900.00 N 991,721,500.00| N 4,897,014,100.00 N 4,131,210,900.00 M 3,990,418,100.00|
26 Kogi N 2,812,863,300.00] ~2,734,189,600.00] N 2,306,601,300.00 N 867,264,000.00 N 2,104,687,400.00 N 2,825,512,800.00|
27 Kwara % 3,915,338,600.00) ~1,496,830,100.00f N 1,305,529,900.00| W 4,919,941,300.00 N 2,214,504,600.00 +912,176,400.00
28 Lagos #6,239,473,500.00) %7,319,183,000.00f ™6,211,689,500.00) #3,351,178,500.00| % 11,610,307,000.00| # 22,681,984,500.00
29 lNasarawa #450,732,700.00] #4,852,095,900.00f & 1,411,838,200.00 #743,233,200.00 #492,081,500.00) #1,310,892,700.00
30 Niger #3,002,387,100.00| #4,592,318,900.00) #3,219,870,900.00 # 1,086,334,400.00 #3,979,805,300.00| #1,826,747,300.00
31 Ogun #3,434,714,900.00| %2,586,000,100.00| #3,907,557,600.00( # 1,642,410,200.00 # 2,265,022,600.00| W 3,200,451,900.00
32 Onde ®716,222,900.00| #1,690,422,800.00| K 4,362,953,800.00 #977,876,300.00 # 4,300,936,900.00| #§4,925,747,700.00
33 Plateau #4,527,323,100.00f %2,371,220,000.00f W 4,471,653,300.00 N 932,778,800.00 #3,593,441,000.00| W 4,894,816,200.00
34 Rivers M 2,423,028,900.00] ~ 4,860,256,800.00f N 4,148,808,900.00 N 859,719,700.00 & 4,882,684,300.00] W 4,459,705,200.00
35 Taraba W 531,248,900.00 M 785,603,400.00) N 2,475,480,400.00 N 878,820,400.00 N 1,389,495,200.00 M 3,244,525,900.00
36 Yobe M 2,187,894,400.00| ™2,500,320,500.00f N 3,497,511,100.00 N 829,030,800.00 N 3,799,677,800.00 M 2,986,053,000.00
37 Zamfara N 4,767,284,200.00) ™ 1,622,967,600.00] N 4,509,006,600.00| W 1,308,237,500.00 W 3,350,176,900.00 W 756,637,100.00

It’s very easy. In the fields in the analysis sheet, for the different months values you will

type = and select the cell with the actual figure in the source sheet.

In the end you will have the following or similar:

=Datasheet!F25

=Datasheet!G25

# 5,000,000,000.00
# 4,500,000,000.00
# 4,000,000,000.00
# 3,500,000,000.00
# 3,000,000,000.00
# 2,500,000,000.00
# 2,000,000,000.00
# 1,500,000,000.00
# 1,000,000,000.00
# 500,000,000.00
#0.00

M Kebbi




A B c D G
1
3 |Abia #1,297,498300.00] #821,123,500.00 & 1,175,454,800.00] & 967,327,400.00| #2,265,644,000.00] ™ 4,544,916,100.00
4 Adamawa | #4,022,792,500.00| %4,317,641,300.00| #1,627,470,600.00 # 1,023,694,700.00|  3,493,601,500.00| # 1,973,059,900.00
23 Kano N 2,981,980,300.00| ~2,021,735,600.00| N 3,016,518,600.00| & 4,411,651,000.00| & 2,387,291,000.00 N 530,613,400.00
24 Katsina N 3,589,421,500.00| % 1,293,838,700.00 %638,877,300.00| #2,969,721,400.00| #1,025,989,500.00| # 2,648,689,500.00

[25 Kebbi N 1,625,500.00 ~4,0@482,900.00 %90 27,500.00] N4JB2M4,100.00] ~4,1B2%0,900.00 N 3,98AT,100.00
26 Kogi ~2,812,863,300.00] #2,734,189,600.00] & 2,306,601,300.00] # 867,264,000.00] ~ 2,104,687,400.00] # 2,825,512,800.00
27 Kwara 8 3,915,338,000.00] % 1,496,830,100.00| # 1,305,529,900.00| #4,919,941,300.00| % 2,214,504,600.00 # 912,176,400.00
28 Lagos M 6,239,473,500.00] N 7,319,183,000.00| M 6,211,689,500.00| M 3,351,178,500.00| N 11,610,307,000.00| W 22,681,984,500.00
29 [Nasarawa ¥ 450,732,700.00] #%4,852,005,900.00] ~1,411,838,200.00] & 743,233,200.00 ¥ 492,081,500.00) #1,310,892,700.00
30 Niger %3,002,387,100.00| #4,592,318,900.00| # 3,219,870,900.00| & 1,086,334,400.00| ~3,979,805,300.00| & 1,826,747,300.00
31 Ogun N 3,434,714,900.00| N 2,586,000,100.00| W 3,907,557,600.00| N 1,642,410,200.00| N 2,265,022,600.00| N 3,200,451,900.00
32 |Ondo #716,222,900.00] #1,690,422,800.00] #4,362,953,800.00] #977,876,300.00] #4,300,936,900.00| # 4,925,747,700.00
33 Plateau N 4,527,323,100.00] #2,371,220,000.00| N 4,471,653,300.00| ¥ 932,778,800.00| N 3,593,441,000.00| N 4,894,816,200.00
34 Rivers #2,423,028,900.00| ®4,860,256,800.00| W 4,148,808,900.00]  ® 859,719,700.00| ~ 4,882,684,300.00| N 4,459,705,200.00
35 ‘Taraba %531,248,900.00| %785603,400.00| %2475480,400.00) #878,820,400.00| # 1,389,495,200.00| % 3,244,525,900.00
36 Yobe N 2,187,894,400.00| ™ 2,500,320,500.00) N 3,497,511,100.00] N 829,030,800.00| N 3,799,677,800.00| N 2,986,053,000.00
37 |Zamfara #4,767,284,200.00| #1,622,967,600.00| & 4,509,006,600.00| # 1,308,237,500.00| # 3,350,176,900.00 M 756,637,100.00

The source sheet has the name Datasheet, hence the =Datasheet!B25 in January value cell
in the analysis sheet. You don’t type anything beyond = into the values cells in the analysis
sheet, once you select the right cell in the source sheet, Excel will write everything you
see in the cell.

Duplicating Sheets

Sometimes you will want an exact copy of a sheet to work with or email to someone
(especially if the Excel file contains other sheets you don’t want the person to access).
Excel has a nifty tool for duplicating sheets. And it’s very easy to use.

Right click on the name of the sheet you want to duplicate. Click on Move or Copy...



G90 vl i Jr

B 8 D E F
1 Family Monthly Budget and Expense Sheet
2
3 Budgeted Expense for the Month Actual Expense Surplus/ Projected Monthly|
4 |May NGN 40,000 NGN 35,000 NGN 5,000 Income 1
5 | Income 2
6 Extra income
7 |House Rent NGN 5,000 NGN 5,000 =» NGN O Total monthly income
& |Business Rent NGN O NGN 0 =» NGN O
9 |Phone NGN 25,000 NGN 15,000 4 NGN10,000  lnsert..
10 | Electricity NGN 10,000 NGN 15,000 {} -NGN 5,000 B Delete 1wcome 1
11 |Gas |:> NGN O Rename wcome 2
12 |Water and sewer = NGN [I Move or Copy... |rtra income
13 |Cable ] NGN O &1 View Code otal monthly income
14 |'Waste removal = NGN O [} Protect Sheet..
15 I_\l'_'l':il_l:f.{_ﬂllﬂllcﬁ (8] ] |:> NGN O Tab Color »
16 | Supplies = NGNO
17 |Other = NGNO jifference |

Dashboard || C

You’ll see a dialog box. Select new book and tick Create a Copy.

G90 # Je

| B & D E E
1 Family Monthly Budget and Expense Sheet
2 |
3 Budgeted Expense for the Month Actual Expense Surplus/ Projected Mont
4 I NGN 40,000 NGN 35,000 NGN 5,000
5
6
7 |House Rent NGN 5,000 NGN 5,000 —»

Move selected sheets

8 | Business Rent NGN O NGN 0 =» sty
9 |Phone NGN 25,000 NGN 15,000 4 |[new book)
10 | Electricity NGN 10,000 NGN 15,000 J} Before sheet:
11 |Gas =y
12 |Water and sewer =p
13 Cable =i S
14 'Waste removal = e
_]5 I\l"li‘.lll.lt.ﬂlldlll.'t! oar E>
16 |Supplies =

Other =

And the sheet will be duplicated in a new Excel file for you.

Select All Sheets -



W B U W S v BOOKs - Excel £ m o= o oA
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWER QUERY Wichael Olafusi = d‘.{ &
Da X Cut e =3 —_— EF' = [ E= Bx [gh Zhusm - A
: | Calibri —| -  EFWapText General - w ; T
Past: B2 Copy - I ‘ c d IF,;: LDH \EEIrt EEllet Format e~ S.Zrt&F['?;
aste B I U- &t ac < . g 8 Conditional Formatas Cel nsert Delete Formal a in
~ ¥ Format Painter - st $9% 0 W Formatting = Tablew Stylesw - - & Clear~ Filter = Select =
Clipboard [} Font n Alignment n Number 0 Styles Cells Editing ~
690 - fr A
B C D E F G H | =
1 ‘Family Monthly Budget and Expense Sheet Instructions
2 | I
3 Budgeted Expense for the Month Actual Expense Surplus/ Projected Monthly Income The Family Budget sheet
4 may NGN 40,000 NGN 35,000 NGN 5,000 Income 1 NGN 100,000,
5| e NG o) Just fill in Budgeted Expe
. = the ones that you find no
6 - Extra income NGN 50,000,
” parts that you that don't’
7 House Rent NGN 5,000 NGN 5,000 = NGN 0 Total monthly income NEN230.000 oot our Budgeted m
8 |Business Rent NGN 0 NGN O = NGN 0 the menth. Then at the e
9 !Phcne NGN 25,000 NGN 15,000 4 NGN 10,000 Actual Monthly Income (filled at Month End) Actual income for that m
10 ‘Elemrici[y NGN 10,000 NGN 15,000 § -NGN 5,000 Income 1 NGN 100,000/
11 Gas = NGN 0 Icome 2 NGN 50,000 You can save a copy of th
12 |Water and sewer = NGN O e NGN 25,000 you'll need it for the next
13 ‘ Cable (=2 NGN O Total monthly income N 2o, 00 Ifyau need any help don'
1 Nanmees =d sl mike@urizedge.com
15 [0 (=0 NGN 0 Budgeted Income - Budgeted NGN 190,000
16 |Supplies =% NGN 0 Actual Income - Actual Expense NGN 170,000
17 ‘Gther = NGN 0 (NGN 20,000)
18 o
Monthly Family Budget| () ] [

Inserting Sheets, Renaming Sheets and Changing Sheet Tab

color

You can insert a new Sheet in an Excel file. Just click on the new sheet icon at the right of

the last sheet tab in the file.



1 |Family Monthly Budget and Expens
2

;
4 |May NGN 40,000 NG
5

¢ Housing - BudgetedCost - Actual
7 |House Rent NGN 5,000 NGH
8 | Business Rent NGN O

9 |Phone NGN 25,000 NGN
10 |Electricity NGN 10,000 NGN
11 |Gas

12 |Water and sewer

15 |Cable
14 |Waste removal
.15 widinwendance or
16 |Supplies
17 |Other

You can also rename the new Sheet to what you want. Just right click on the sheet tab and
select Rename.



5 {

6 {

? {

B {

g {

10 |

1

12 Insert...

13 | % Delete

e i Rename

15

16' Move or Copy...
17 | Q] View Code

‘.B: I:' Protect Sheet...
19| Tab Color k
20| Hide

21 |

22

: — Select All Sheets
Monthly Family Budget | I=I-Na o

READY %

Finally, you can give it the color you want. Again, right click on the sheet name and click
on Tab Color. Choose the color you want.

Inzert...

B Delete
Renarme

Move or Copy... Theme Colors

&1 View Code HE EEEENEE
B Protect Sheet..,

Tab Color il I I I '
e «ARNAREENE
Standard Colors
LIS EEEEN

Select All Sheets
Mo Color

dget Renamed Sheet | i+

)
.~ - [

Freezing Panes



There will be times you have a table to with lots of entries and will require a lot scrolling
up and down, and even left and right. Often you will want some part of the table to never
scroll out of view. This is usually the headers. Achieving this requires enabling a tool
called Freeze Panes.

It freezes the part of your report you don’t want to scroll out of view. Below is an
example. You access it from the View menu.

BEEH S @ @3- Business Data Analysis, part 1.xlsx - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEWY WIEW DEVELOPER LOAD TEST POWER QUERY
e T -y . N [ R - i =kl [T View Side by Side L
EEEEEL | | < Formuls Bar > [ (== i ¥ | r
M @ § e Q3 B 2 E o g 2
Normial Poge Brealk Page et < Gridlines [+ Headings Zoom 100% Zoomto New Amange |Fieete _ Switch Mac
Preview Layout Vi Selection Window Al Pamesy i i HESES WIRTOW FosT Windows = .
Wotkbook Views Show Inom ; Freeze Panes Mac
3 lf__f Eeep rows and columns vizihle while the restof
Bl = ‘f_r Jan-14 2 the workshest scralls (hased on current selection)
— Freeze Top Row
I___i Eeep the top row visible while scrolling thiough
A B C D the rest of the worksheet
P lan1a | Eeb.1a  Mar14 i —— FreezeFirst Column A
1 I L it R .| SEREREEA iy I_ Keep the first column visikle while scrofing un-14 |
2 Abia #1,297,498,300.00 & 821,123,500.00 # 1,175,454,800.00 through the rest of the workshest w4,
3  Adamawa #4,022,792,500.00| ™ 4,317,641,300.00 W 1,627,470,600.00) & 1,023,694,700.00 # 3,493,691,500.00 R,
4  Akwa lbom N B824,782,800.00| ™ 1,691,712,500.00 N 4,927,386,500.00| N 2,187,626,200.00 M 2,966,925,400.00 N2,
5 Anambra M 2,159,322,900.00| ™ 1,511,863,500.00 N 4,060,131,900.00) ™ 1,843,665,900.00 M 2,439,308,800.00 N3,
6  Bauchi N 764,748,600.00| W 3,059,451,100.00 M 2,879,985,600.00) W 3,032,115,500.00 M 2,609,030,900.00 N3,
7 Bayelsa M 1,218,646,400.00| ™ 2,035,499,300.00 M 3,596,177,500.00| ™ 3,958,333,500.00 M 4,856,865,900.00 L%
8 Benue M 3,479,649,000.00| W 3,864,832,700.00 W 2,458,711,700.00| ™ 4,801,142,000.00 M 2,700.421,800.00 N3,
9 Benue #0602,469,700.00| #1,387,315,500.00 #4,501,134,600.00| W 2,728,202,800.00 # 1,687,978,600.00 N3,
10 Borno #2,361,614,200.00| & 1,616,065,000.00 #4,908,244,600.00| % 4,216,846,300.00 # 581,980,000.00 4,
11 Cross River | #2,416,592,600.00| # 1,971,834,600.00 #1,814,142,400.00| W 4,658,487,000.00 H 745,327,000.00 Hd,
12 Delta #4,755,914,300.00| & 2,382,209,500.00 # 3,361,514,600.00{ & 2,060,298,000.00 # 4,671,269,900.00 N2,
13 Ebonyi N 3,547,140,000.00| ™ 3,233,069,500.00 N 4,883,253,900.00| N 1,060,164,800.00 N 2,926,053,500.00 N
14 Edo N 2,663,501,000.00 N 781,461,300.00 N 462,661,800.00 N 543,085,200.00 N 3,256,011,600.00 N2,
15 Ekiti N 1,816,087,900.00| N 4,128,943,600.00/ W™1,512,170,300.00{ N 2,592,908,100.00 N 3,340,038,100.00 N4,
16  Enugu N 1,409,979,200.00| ® 2,609,372,800.00 N 1,990,646,300.00| W 3,219,650,200.00 N 1,893,090,400.00 &R
17 |FCT #3,199,223,200.00) W 2,063,317,300.00] #1,829,381,400.00] W 3,704,640,600.00 ¥ 4,980,777,000.00 N2,
18 |Gombe #620,111,300.00| #2,201,453,200.00 # 1,885,641,400.00| W 4,145,024,300.00 # 2,551,023,100.00 N2
19 Imo #2,591,742,600.00| N 2,521,764,800.00 # 2,013,994,900,00| ™ 4,994,515,700.00 # 3,014,428,300.00 N2,

0 Dashboard [EEREIFCU=SM  Mestle Stock Analysis Monthly Family Budget
leeny 00 |

There are three options:

1. Freeze Panes. To use this option you have to select a cell in the table. This option will
freeze all the rows above the cell you selected and all the columns to the left of the cell
you selected. So you have to select just the right cell. If you want to freeze rows 1 and 2,
then you will select cell A3.

2. Freeze Top Row. This freezes the top row in your Excel’s current view.

3. Freeze First Column. This freezes the first column in your Excel’s current view.

Below is the result of freezing row 1. It doesn’t scroll out of view even when I scroll way
down.



33 =R Business Data Analysis, part 1.xlsx - Excel
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY
= FE & ; 5 =1 split LD View Side by Side |
i EE |J Ruler [ Formila Bar Q [ﬂ?ﬂ @ ‘: E| Hp‘de . __) o = D
lormal Page Break Page Custom [ gridlines [+ Headings Zoom 100% Zoomto New Arrange Freeze oy Switch Macros

Preview Layout Selection  Window  All  Panes~ 5 Windows ~ =

Warkbook Views Show Zoom Window Macras
B1 ¥ Jr | san1a

A B C D E F G

1 L = oL = ..'.. \ ¥ o
% |Kwara  43,915338,600.00] #1,496,830,100.00) N 1,305,529,900.00| #4,919,941,300.00| N 2,214,504,600.00| ¥ 912,176,400.00
27 |Lagos #6,239,473,500.00| #7,319,183,000.00 #6,211,689,500.00| #3,351,178,500.00( #11,610,307,000.00| # 22,681,984,500.00
28 |Nasarawa #450,732,700.00| #4,852,095,900.00 #1,411,838,200.00 #743,233,200.00 #492,081,500.00 #1,310,892,700.00
29 | Niger # 3,002,387,100.00| #4,592,318,900.00 #3,219,870,900.00| ™ 1,086,334,400.00 # 3,979,805,300.00 #1,826,747,300.00
30 |Ogun #3,434,714,900.00| # 2,586,000,100.00 #3,907,557,600.00| #1,642,410,200.00 #2,265,022,600.00 #3,200,451,900.00
31 Ondo #716,222,900.00| #1,690,422,800.00 #4,362,953,800.00 #977,876,300.00 # 4,300,936,900.00 #4,925,747,700.00
32 |Plateau #4,527,323,100.00| #2,371,220,000.00 #4,471,653,300.00 #932,778,800.00 # 3,593,441,000.00 # 4,894,816,200.00
33 |Rivers #2,423,028,900.00| # 4,860,256,800.00 # 4,148,808,900.00 # 859,719,700.00 H 4,882,684,300.00 # 4,459,705,200.00
34 |Taraba #531,248,900.00 # 785,603,400.00 #2,475,480,400.00 # 878,820,400.00 #41,289,495,200.00 # 3,244,525,900.00
35 |Yobe #2,187,894,400.00| # 2,500,320,500.00 #3,497,511,100.00 # 829,030,800.00 #3,799,677,800.00 # 2,986,053,000.00
36 |Zamfara #44,767,284,200.00| #1,622,967,600.00 #44,509,006,600.00| # 1,308,237,500.00 # 3,350,176,900.00 #756,637,100.00
37 |All States | % 90,504,729,800.00| & 91,889,335,900.00| & 101,344,816,300.00| & 87,169,591,800.00| & 104,376,072,900.00| & 122,184,295,800.00
38
39

Splitting Windows

Excel lets you split your current Excel view into two independent windows that you can
scroll separately. This is useful if you want to monitor changes in two different far away
parts of your Excel file that are dependent.

An example is shown below. The Excel file is a stock analysis file and at the top far right
are projected values based on assumptions made far down the Excel sheet. So in order to
see instantaneously the effect of a change in an assumption on the projected values,
splitting window was used.

H ©- =l Business Data Analysis, part 1as - Excel ? -8 x
GRS HOME  INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  DEVELOPER  LOADTEST  POWERQUERY Michael Olafusi ~ )
E== gz 3 5} O v s
= e remite | Q (3 B 0 [ BT D D E
£ —m S T Hide nehranou: =
Marmal Page Break Page Gridines 7] Headings | Z0om 100% Zoomto  New Amange Freeze ) Switch  Macros
Preview Layout Selection Window  All Panes~ b Windows =
Waorkbook Views Show Zoom Window Macros -
K9 - fr | =x7xs A~
A B c D E F G H 1 J K L M N o |-
NESTLE ]
2 i 5 o R
3 |x INCOME STATEMENT i Projected values
5 | NGNin thousands, éxcept per share data) 2008 2003 2010 2011 2012 2013 2014 2015 2016 2
5 1
7 Revenues N51,742,302 N | N97,961,260 N 116,707,394 N 137,714,725 N 164,102,126 N 194,753,691 N 231,258,097] N 274,377
8 Costofgoods sold 31,300,680 5 X 57,368,192 66,538,762 80,083,818 94,660,140 112,025,169 133,636,694 | 158,128,8
9| Gross Profit 20441622 28,360,526 36, 230 842 | 40593068 50,168,632 | | 57,630,906 | 69,441,985 82,725,522 97,621,403 | 116,249,1
7 : !
11 selling, general & administrative expenses 8,537,995 12,628,323 17,297,463 | 19,078,795 24,179,063 26,465,637 32,428,338 38,982,529 45,876,359 | 54,628,9
12| Operating Profit 11,903,627 15732203 18,933,379 | 21514273  25989,569 31,165,269 37,013,648 43,742,993 51745043 61,620,1
13 i ;
14| Interest Income, net (1,548,955) (688,925)]  (3,315,024) (338,297) (2,180,918) (3,106,592)  (3,313,034)  (4,335,658)  (4,315,8
15 Eamnings before Income taxes 13,783,244 18244454 | 18,199,243 25050172 28,974,351 33,907,056 40,429,950 47,409,385 | 57,304,2
16 H ]
17 Income tax expense 3,530,614 3,999,666 5,642,345 | 1,702,796 3,912,897 6,772,667 7,444,958 8322276 8704040 | 11,4385
e ! ]
19 [NET 8331599 N9,783,578 N 12,602,109 N16496453 N 21,137,275 N 22,201,685 N 26,462,098 N 32,107,683 N 38,705,346 N 45,865,
20 ]
21
22 |x BALANCE SHEET

And the assumptions far down



B H S = Business Data Analysis, part 1.xsx - Excel ? = %

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY Michael Olafusi = o
L B0 v weese Q [3 [ 8 B B e B OE
Normal Page Break Page [ Gridlines [7] Headings ~ Z90m 100% Zoomto  New Arrange Freeze ™~ B Switch  Macros
Preview Layout Selection Window Al  Panes~ : S Windows ~ x
Workbook Views Show Zoom Window Macros ~
KS - =K7-K8 ~
A B C s} E F G H | J K L M N | o] i
o8 T = 1
106 x ASSUMPTIONS 4=
107 i \
108|  NGN in thousands, except per share data) 2008 2009 2010, 2011 2012 2013 2014 2015 20161 20
109 | !
110, Income Statement Assumptions:
112 Revenue Growth 32.03% 21.09%; 18.42% 19.14% 18.00% 19.16% 18.68% 18.74%; 18.6
113| Cost of goods sold as a % of Rev. 60.49% 58.49% 1 58.56% 57.01% 58.15% 57.68% 57.52% 57.79%, 57.6
114 S5G&A asa % of Rev. 16.50% 18.48% 19.48% 20.72% 19.22% 19.76% 20.02% 19.54%5 19.9
115 Operating Profit Margin 23.01% 23.03% 21.96% 22.27% 22.12% 22.19% 22.15% 22.17%, 221
116/ ROIC 46.35% 46.49% 37.44% 34.61% 36.03% 35.32% 35.67% 35.50%5 355
117| CashFlow as a % of Rev 2.53% -2.33% -3.75% 6.60% 0.47% 0.06% 0.54% 0.78%, 16
118 ROA 28.57% 25.61% 23.89% 25.36% 25.37% 24.73% 24.56% 24.73%5 24.9
119 ROE 92.25% 71.07% 61.83% 80.54% 78.20% 75.29% 73.39%, 73.8
120| InterestIncome,net as a % of Rev. -0.08% -3.38% -0.80% -1.59% -1.89% -1.70% —1.87%5 -1.5
12 Income tax expense as a % of Rev. 6.82% 5.85% 6.82% 1.74% 3.35% 4.92% 4.54% 4.27% 3.76%, 4.3
122 ! i
123 Balance Sheet Assumptions: |
124 Accounts receivable as a % of Rev. 0.04% 0.04%; 11.53% 5.70% 5.70% 6.84% B.ZD%E 7.8
125 Inventories as a % of Rev. 15.66% 10.27% 7.53% 10.89% 10.89% 9.94% 9.87%, 9.8
126/ Prepaid expenses and other asa % of Rev. 10.92% 10.26%; 6 5.42% 5.42% 4.32% 3.14%5 33

Splitting window allows us to view this two far away parts of the Excel sheet at once.

To do this, select the middle row in the Excel sheet and go to View menu and click on
Split.

H - =l Business Data Analysis, part 1k - Excel ? B -
I HoME  INSERT  PAGELAYOUT  FORMULAS ~ DATA  REVIEW VIEW  DEVELOPER  LOADTEST  POWERQUERY Michael Olsfusi -

= B B

Normal Page Break Page C

e Q Eé’ﬂ LT‘Q ”_\E E ’3 E;phl [f3 View Side by Side EE! D:

Zoom 100% Zoomto | New Amange Freeze Switch  Macros

Gridlines (/] Headings

Preview Layout Views SEIecllur\d\tmduw Al Panes~ || Unffide i Windows=  ~
Workbook Views Show Zaom pVindow Macros
A1l -
A B c D E F G H i J K L M N 4]
1| NESTLE
2
3 |x INCOME STATEMENT
4
5 | INGNin thousanas, sxcept pershare dats) 2008 2009 2010, 2011 2012 2013 2014 2015 2016 2
3 i
7 | Revenues N51,742,302 N63,317,303 N82,726,229) N97,961,260 N 116,707,334 N 137,714,725 164,102,126 N 194,753,691 N 231,258,097, N 274,377,!
2 | Costofgoods sold 31,300,680 39,956,777 46495387 | 57,368,192 66538762 80,083,818 94,660,140 112,028,169 133,635,694 | 158,128,8
9 | Gross Profit 20,441,622 28,360,526 36,230,842 | 40,593,068 50,168,632 57,630,906 69,441,986 82,725,522 97,621,403 | 116,249,1
ﬁ selling, general & administrative exp 8,537,995 12,628,323 17,297,463 | 19,078,795 24,179,063 26,465,637 32,428,338 38,982,529 45,876,359 | 54,628,9
12 Operating Profit 11,903,627 15,732,203 18,933,379 | 21,514,273 25,989,569 31,165,269 37,013,648 43,742,993 51,745,043 61,620,1
14| Interest Income, net (41,414) _ (1,948,959) (688,925)] (3,315,024} (935,387 (2,150,918) (3,106,592)  (3,313,034)  (4,335,658) (4,315
15 Earnings before Income taxes 11,862,213 13,783,244 18,244454 | 18,199,243 25,050,172 28,974,351 33,907,056 40,423,959 47,409,385 | 57,304,2
Income tax expense 3,530,6 3,999,666 5,642,345 | 1,702,796 6,772,667 7,044,958 8,322,276 8,704,040 | 11,4385
19 |NET N83231,599 N9,783,578 N12,602,109 N16,496453 N 21,137,275 NN 22,201,685 N 26,462,098 N 32,107,683 N 38,705,346 N 45,865,

20

21
22 x BALANCE SHEET

Then scroll the section below the splitting point down to the assumptions part. It will
scroll independent of the part above the split line.
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FILE HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER  LOADTEST  POWERQUERY Michael Olafusi - &
T [ 5 = B [zl split [ View Side by Side o (==l
| =28 | | Formula Bar Q r-» el gt E ] = E
t E ‘_‘ 'T _Q ™ == = Hide G crolling LE [
Normal Page Break Page Cu S R e Zoom 100% Zoomto New Amange Freere " o - Switch  Macros
Preview Layout V Selection  Window Al Panes~ I Ur osition | Windows~  ~
Workbook Views Show Zoom Window Macros »
F17 = S | 3530614 ,
A B ¢ D E F G H J K L M N o
NESTLE
2
3 |x INCOME STATEMENT
F
5 | (uGNinthousands except per share data) 2008 2009 2010/ 2011 2012 2013 2014 2015 2016, 2
6
7 | Revenues N51,742,302 NG68,317,302 NB82,726,2291 N97,961,260 N 116,707,394 N 137,714,725 N 164,102,126 N 194,753,691 N 231,258,097, N 274,377,
& | Costofgoodssold 31,300,680 39,956,777 46495387 | 57,368,192 66,538,762 80,083,818 94,660,140 112,028,169 133,636,694 = 158,123,8
9 | Gross Profit 20,441,622 28,360,526 36,230,842 40,593,068 50,168,632 57,630,306 69,441,986 82,725,522 97,621,403 | 116,249,1
10
Lol —
10
105
106|x ASSUMPTIONS.
107 !
108| (6N in thousands, except per snare data) 2008 2009 2010 2011 2012 2013 2014 2015 2016 2
109
110| Income Statement Assumptions:
Revenue Growth 18.42% 18.00% 19.16% 18.68% 18.74% 18.6
Cost of goods sold as a % of Rev. 58.56% 58.15% 57.68% 57.52% 57.79% 57.6
SG&A as a % of Rev. 18.48% 19.48% 19.22% 19.76% 20.02% 19.84% 19.9
115| Operating Profit Margin 23.03% 21.96% 22.12% 22.19% 22.15% 22.17% 22.1

Notice the jump from row 10 to row 104.

Now whenever you alter the assumptions you won’t have to scroll up to see the effect on
the projected revenue and projected profit.

Conditional Formatting

Conditional formatting is another power tool in the power Excel user’s toolbox. It allows

you to indicate the relative performance of metrics (KPIs). Below is a simple example of
its use.



A B C D E

1 Family Monthly Budget and Expense Sheet

P

3 . Budgeted Expense for the Month Actual Expense Surplus/

4 - May NGN 40,000 MNGN 35,000 NGN 5,000
5 |

6 =
7 I House Rent NGN 5,000 NGN 5,000|=> NGN O
8 Business Rent NGN O NGN 0 =» NGN 0
9| Phone NGN 25,000 NGN 15,000 { NGN 10,000
10 | Electricity NGN 10,000 NGN 15,000 - -NGN 5,000
11 | Gas o NGN O
12 | Water and sewer = NGN O
13 | Cable o NGN D
14 | Waste removal = NGN 0
,15 IVIdIl.ILElli:IHL}E ur E:} NGN 'D
16 | Supplies = NGN 0
17 | Other o= NGN O

-
el

Notice the green, yellow and red arrows. They are conditional formats that let you visually
see where you are spending below your budget, where you are spending exactly what you
budgeted and where you are spending above your budget.

Those are type of practical visual analysis conditional formatting provides.

You can access it via the Home menu. And it has the following formatting groups.
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Power Excel Formulas

Excel has thousands of formulas but a select few stand out as very versatile and useful for
day to day business data analysis and reporting. We are going to focus on those formulas
in this section.

VLOOKUP

This is perhaps Excel’s most popular function. In interviews it is used to sieve the power
Excel users from the occasional Excel user. Its popularity lies in its ease of use and
capability to get you the data you need from another table if you provide it a clue.

Below is an example of its use.

[TV RIwr. 1Y ] [RTINTS FALE T I EIL (18

PMT r X v f’l =VLOOKUP(A2,A5:G24,2,FALSE)
A _ B C _ D E ] F G ]

1 | Clients\Month Jan-14 Feb-14 Mar-14 Apr-14 May-14 Jun-14
2 [Dangote =‘JLOOK#JP{-:.'.',!‘-L 5:G24,2,FALSE)

3 VLOOKUP{lockup_value, table_array, col_index_num, [range_lookup])

4 |

5 ‘ Monthly Revenue from Clients

& |Clients Jan-14 Feb-14 Mar-14 Apr-14 May-14 Jun-14
7 Mobil 2 4,129,000 23,695,000 #2,770,000| 24,520,000 22,223,000 3,929,000
5 |Nestle 21,688,000 #:3,300,000| 2:4,880,000| 3,730,000 22,046,000 2,326,000
9 |NBC # 3,701,000 $44,361,000| #4,254,000| #4,550,000| # 4,834,000 # 3,116,000
10  Exp Nigeria # 2,587,000 #4,198,000| #2,146,000| #1,062,000| #2,341,000| #=4,713,000
11 |Insight Nigeria | # 1,688,000 #4,759,000| #1,300,000| #4,426,000] #3,521,000| # 3,171,000
12 |Radisson Blu # 2,485,000 #2,025,000] #1,603,000| #3,085,000| # 2,841,000 #= 3,156,000
13 |Guinness # 2,703,000 #1,888,000| #1,360,000| #1,664,000] # 1,097,000 # 4,920,000
14 |Chevron # 3,516,000 # 2,088,000 #4,7388,000| #2,425,000 #4,689,0000 #=4,080,000
15 | Etisalat # 4,475,000 £ 3,459,000 #2,701,000| 2,058,000 # 3,562,000 # 3,096,000
16 | Dangote 21,457,000 #3,241,000| #4,441,000| 21,544,000 23,749,000 3,544,000
17 |Dana Group # 2,984,000 £ 1,882,000 #:2,898,000| 24,618,000 2,372,000 3,723,000
18 |LaFarge 22,111,000 # 3,293,000 # 1,427,000 3,953,000 # 1,616,000 # 2,885,000
19 |NB 2 3,396,000 24,148,000 #4,569,000| 23,893,000 2 3,871,000| 3,045,000
20 |MTN # 4,410,000 #2,391,000| #4,180,000| 3,788,000 # 2,669,000 #=4,262,000
21 |Monacom # 4,150,000 #42,228,000| #4,615,000| #2,756,000| # 3,123,000 # 1,464,000
22 |ARM #4,536,000 #1,412,000] #4,313,000] #1,130,000| # 3,700,000 #= 3,156,000

The formula breakdown is



Function Arguments ?

VLOOKUP
Lookup_value | AZ | = "Dangote”
Table_array | AS:G24 & = {"Monthly Revenue from Clients”,0,...
Col_index_num | 2 | = 2
Range_lookup | FALSE FRz| = FALSE

1457000

Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you
specify. By default, the table must be sorted in an ascending order.

Lookup_value is the value to be found in the first column of the table, and can be a
value, a reference, or a text string.

Formula result = # 1,457,000

Help on this function Cancel

Lookup_value
=VLOOKUP(A2,A5:G24,2,FALSE)

Basically, it is asking you for the clue you have. What piece of information do you have
that I should look for in the table that has everything.

Table_array
=VLOOKUP(A2,A5:G24,2,FALSE)

Where is the table that has everything? So here you are selecting the table that has
everything.

Col_index_num
=VLOOKUP(A2,A5:G24,2,FALSE)

When I see the clue, what data should I bring back? That data is in what column counting
from the leftmost column in the selected table.

Range_lookup
=VLOOKUP(A2,A5:G24,2,FALSE)

If I am unable to find the clue, should I take a guess? Usually, you wouldn’t want Excel to
take a guess, that could cause you trouble. So say no by typing FALSE.

And that is how VLOOKUP works. It will look through the first column in the table you
selected for the clue that you provided and when it finds it, it will bring back the data you
specified for it to get.



It makes a lot of reports easy to do and very helpful with making dashboards.

— ER Copy ~ .
F'afte i o Pl B I U- = &= Merge & Center =+ $ = 9§
Clipboard Pl Font Pl Alignment [P Mumber
B2 - fr | =VLOOKUP(A2,A5:G24,2,FALSE]
A B D E F G

Clients\Month Jan-14 Feb-14 Mar-14 Apr-14 May-14 Jun-14
2 |Dangote 1,457,000
3
-
5 Monthly Revenue from Clients
6 |Clients Jan-14 Feb-14 Mar-14 Apr-14 May-14 Jun-14
7 |Mobil 4,129,000 # 3,695,000 #2,770,000( #4,520,000) #2,223,000) # 3,929,000
8 |Nestle # 1,688,000 # 3,300,000 # 4,880,000 # 3,730,000 & 2,046,000| # 2,326,000
9 |NBC # 3,701,000 24,361,000 4,254,000 #4,550,000 #4,834,000| % 3,116,000
10 |Exp Nigeria 42,587,000 #4,198,000| # 2,146,000 # 1,062,000 2,341,000 # 4,713,000
11 |Insight Nigeria | # 1,688,000 #4,759,000| #1,300,000( #4,426,000) #3,521,000| #% 3,171,000
12 |Radisson Blu ## 2,485,000 # 2,025,000 #1,603,000 # 3,085,000| #& 2,841,000| # 3,156,000
13 |Guinness # 2,703,000 21,888,000 #1,360,000| # 1,664,000 #1,097,000| 4,920,000
14 |Chevron ## 3,516,000 # 2,988,000 #4,788,000 # 2,425,000 # 4,689,000 #= 4,080,000
15 |Etisalat # 4,475,000 # 3,459,000 #2,701,000 # 2,058,000| #3,562,000| # 3,096,000
16 |Dangote # 1,457,000 83,241,000 84,441,000 # 1,544,000 # 3,745,000 & 3,544,000
17 Dana Group #2 2,984,000 # 1,882,000 # 2,898,000 #4,018,0000 #2,372,000] # 3,723,000
18 |LaFarge # 2,111,000 # 3,293,000 #1,427,000 # 3,953,000| #&1,016,000| # 2,885,000
19 |NB # 3,396,000 24,148,000 %4,569,000| # 3,893,000 # 3,871,000 3,045,000
20 |MTN 44,410,000 #2,391,000| #4,180,000| # 3,783,000 2,669,000 # 4,262,000
21 |Monacom # 4,190,000 #2,228,000| #4,615,000( # 2,756,000 #3,123,000| % 1,464,000
22 | ARM # 4,536,000 21,412,000 #4,313,000| # 1,130,000 # 3,700,000| 3,196,000

IF

IF is arguably the most powerful function in Excel. It can do almost the impossible. And
it’s only limited by the creativity of the user.

It allows you to check for a condition and specify what should be done when the condition
is met and also what should be done when it is not met.

Here is the structure.



a4

D > é:CaIibri *;::_11 " A A = = £ %WrapTE:d: ;jﬁeneral
ER Copy ~
Paft A, I'u- #H. dH-A- === &= [EMerge&Center - $ - % ?
Clipboard ] Font Fa Alignment Fa Mumbe
c32 ” I
A B C D
20 |
21 |
22 |Sales Bonus 5% of sales when sales is more than N1,000,000, otherwise no bonus
23 ESaIes person Sales Made [NGN) |Sales Bonus ([NGN)
24 | Peter Slow # 800,000.00 #0.00
25 2Michae| Olafusi Sharp # 5,000,000.00 # 250,000.00
26 |Some Guy # 2,000,000.00 # 100,000.00
27 |
28 |
2 |
PMT - X & v =IF(B24>1000000,824%0.05,0)
A B C D
20 [
21 |
22 éSaIes Bonus 5% of sales when sales is more than N1,000,000, otherwise no bonus
23 Sales person Sales Made (NGN) |Sales Bonus (NGN)
24 |Peter Slow # 800,000.00{300,B24*0.05,0)
25 |Michael Olafusi Sharg # 5,000,000.00 # 250,000.00
26 [Some Guy # 2,000,000.00 # 100,000.00
27 |
28 |
29 |
30 Logical test | B24>3000000
31 | Value_if_true Ezd*ﬂlﬁE
32 Value_if_false |0
33 |
24 | Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.
25 | Logical_test is any value or expression that can be evaluated to TRUE or FALSE.
36 |
H 1 Formula result = #0.00
38

Help on this fundion Cancel

e L

'I
In the example above, we have specified a condition that only when the salesman makes

more than 1 million naira worth of sales should he get the sales bonus of 5%. If he fails to
meet that condition he is not entitled to any sales bonus.

COUNTTIFS and SUMIFS



These combine an inbuilt if function with simple functions like count and sum.

A relevant example is the Pizza Sales record we used for PivotTable. We could have
generated the same analysis without PivotTable by using the COUNTIFS and SUMIFS
functions.

A B C D E E G H J K L
5/N Pizza Sold Sales Amount |Time Sales Report
2 1|Meatzaa # 2,500.00{ 8:00:01 AM Pizza Type Count of Sales |Sum of Sales Amount
3 2|Extravaganza # 3,000.00| 8:00:02 AM BBQ Chicken 310 # 620,000.00|
4 3|BBQ Chicken # 2,000.00| 8:00:04 AM BBQ Philly Steak 301 # 752,500.00|
5 4|Extravaganza # 3,000.00| 8:00:07 AM Beef Suya 314 # 847,800.00|
6 5|Meatzaa # 2,500.00| 8:00:08 AM Chicken Bali
7 6[Hot Veggie # 2,200.00( 8:00:14 AM Chicken Feast
8 7|BBQ Philly Steak # 2,500.00( 8:00:20 AM Chicken Legend
9 8|Chicken Feast # 3,000.00| 8:00:20 AM Chicken Suya
10 9|Meatzaa #4 2,500.00( 8:00:22 AM Extravaganza
1 10[Chicken Suya # 2,500.00( 8:00:25 AM Hot Pepperoni Feast
12 11|Chicken Legend # 2,800.00{ 8:00:26 AM Hot Veggie ]
13 12|BBQ Philly Steak # 2,500.00| 8:00:27 AM Italiano
14 13|Chicken Suya # 2,500.00{ 8:00:29 AM Margarita
15 14|Chicken Feast # 3,000.00| 8:00:33 AM Meatzaa
16 15|Chicken Feast # 3,000.00{ 8:00:33 AM Pepperoni Feast
17 16(Beef Suya # 2,700.00| 8:00:34 AM Pepperoni Suya
18 17|Chicken Feast # 3,000.00( 8:00:35 AM Veggie Supreme
19 18|Hot Veggie # 2,200.00| 8:00:35 AM
20 19(Meatzaa # 2,500.00| 8:00:35 AM
21 20(Meatzaa # 2,500.00| 8:00:36 AM =COUNTIFS{criteria_rangel, criterial, [criteria_range2, criteria2]...)
22 21|Margarita 44 2,000.00( 8:00:37 AM
23 22(italiano # 2,000.00| 8:00:40 AM =SUMIFS{sum_range, criteria_rangel, criterial, [criteria_range2, criteria2], ...}
24 23|Hot Veggie # 2,200.00| 8:00:45 AM
25 24|Pepperoni Suya # 2,500.00/ 8:00:45 AM
26 25|Veggie Supreme # 2,200.00| 8:00:48 AM
>7 7hIHAt Dannarani Faact 27 500 nnl 2-n0-a9 ama

For the Count of Sales, the COUNTIFS structure is

H2 - X &/ Jr | =COUNTIFS(B1:B5001,G3)
A B C D E F G H J K

1 :SfN Pizza Sold Sales Amount |Time Sales Report |

2 1{Meatzaa #2,500.00| 8:00:01 AM Pizza Type Count of Sales [Sum of Sales Amount

3 I 2|Extravaganza # 3,000.00 8:00:02 AM BBQ Chicken 1:B5001,G3) # 620,000.00

4 3|BBQ Chicken #2,000.00| 8:00:04 AM BBQ Philly Steak 301 #752,500.00

5 4|Extravaganza # 3,000.00| 8:00:07 AM Beef Suya 314 # 547,800.00

6 5|Meatzaa #2,500.00| 8:00:08 AM Chicken Bali

7 6|Hot Veggie #2,200.00| 8:00:14 AM

a 7|BBQ Philly Steak # 2,500.00| 8:00:20 AM

g 8|Chicken Feast # 3,000.00| 8:00:20 AM COUNTIFS

10 9|Meatzaa #2,500.00| 8:00:22 AM Criteria_range1 | B1:B5001 F% | = [Pizza Sold"; Meatzaa’; Extravagan...
1 10|Chicken Suya #2,500.00| 5:00:25 AM Criterial | G3 F%| = "BBQ Chicken”
12 11|Chicken Legend #2,800.00| 8:00:26 AM
13 12|BBQ Philly Steak #2,500.00| 8:00:27 AM
14 13|Chicken Suya #2,500.00| 3:00:29 AM
15 14|Chicken Feast # 3,000.00 8:00:33 AM
16 15|Chicken Feast # 3,000.00 8:00:33 AM = 310
17 16|Beef Suya 8 2,700.00| 8:00:34 AM Counts the number of cells specified by a given set of conditions or criteria.
18 17|Chicken Feast # 3,000.00| 8:00:35 AM Criteria_ranget: isthe range of cells you want evaluated for the particular condition,
19 18(Hot Veggie #2,200.00| 8:00:35 AM
20 19|Meatzaa #2,500.00| 8:00:35 AM
21 20|Meatzaa #2,500.00| 8:00:36 AM Formula result = 310
e ——n L T
24 23|Hot Veggie # 2,200.00| B:00:45 AM
25 24|Pepperoni Suya # 2,500.00| 8:00:45 AM

This will count cells between range B1 and B5001 where the cell entry is equal to the G3
value (BBQ Chicken). And it was replicated for the other pizza types.



For the Sum Of Sales Amount, the SUMIFS structure is

13 - > &/ Jv  =SUMIFS(C1:C5001,B1:R5001,G3)
| A B C D E | F ] G H | ) | K
1 S/N Pizza Sold Sales Amount [Time Sales Report
2| 1|Meatzaa # 2,500.00( 8:00:01 AM Pizza Type Count of Sales |Sum of Sales Amount
3 | 2|Extravaganza # 3,000.00| 8:00:02 AM BBQ Chicken 310{01,B1:B5001,G3)
4 3|BBQ Chicken # 2,000.00( 8:00:04 AM BBQ Philly Steak 301 # 752,500.00
3 4d|Extravaganza # 3,000.00( 8:00:07 AM Beef Suya 314 #847,800.00
6 5|Meatzaa # 2,500.00| 8:00:08 AM Chicken Bali
7 6|Hot Veggie # 2,200.00| 8:00:14 AM
8 7(BBQ Philly Steak # 2,500.00{ 8:00:20 AM
g 8|Chicken Feast # 3,000.00| 8:00:20 AM SUMIFS
10 9|Meatzaa # 2,500.00| 8:00:22 AM Sum_range | C1:C5001 |G| = {Sales Amount’;2500;3000:2000;300...
11 10|Chicken Suya # 2,500.00] 8:00:25 AM Criteria_range! | B1:85001 E| = {Pizza Sold’;Meatzaa"; Extravagan...
12 11|Chicken Legend # 2,800.00| 8:00:26 AM Criterial | G3 86| = "BEQChicken®
13 12|BBQ Philly Steak # 2,500.00( 8:00:27 AM
14 13|Chicken Suya # 2,500.00| 3:00:29 AM
15 14|Chicken Feast # 3,000.00| 8:00:33 AM
16 15|Chicken Feast # 3,000.00| 8:00:33 AM = 620000
17 16|Beef Suya # 2,700.00| 8:00:34 AM Adds the cells specified by a given set of conditions or criteria,
18 17|Chicken Feast # 3,000.00| 8:00:35 AM Sum_range: are the actual cells to sum.
19 18|Hot Veggie # 2,200.00| 8:00:35 AM
20 19|Meatzaa # 2,500.00( 8:00:35 AM
21 20|Meatzaa #2,500.00| 8:00:36 AM Formula result = % 620,000.00
ji i; Ih:llirsil:ta :i:ﬁf’g :;([)";;i;im Help on this function [ ok | Cancel
24 23|Hot Veggie # 2,200.00| 8:00:45 AM
25 24|Pepperoni suya #2,500.00| 8:00:45 AM
26 25|Veggie Supreme # 2.200.00/ 8:00:48 AM

It will sum values in cells C1 to C5001 where the cells in B1 to B5001 has cell entry equal

to G3 (BBQ Chicken).

AVERAGEIFS

AVERAGEIFS is similar to SUMIFS. Generally, I think it is much less used than
SUMIFS. In my several consulting jobs for clients I have used more of COUNTIFS and
SUMIFS than AVERAGEIFS. It is particularly useful in performance analysis. An
example is if you are a stock analyst and you want to find the profit margin for a particular
industry. You will need to use AVERAGEIFS to specify which companies to include in the
computation of the profit margin, and statistically, you can’t count or sum the individual

profit margins, you have to average them.

Below is an example we’ll use for illustration.



A E C D

Company Industry Profit Margin
2 |Mobhil Oil & Gas 23%
3 |Dangote Cement  |Manufacturing 15%
4 |Access Bank Finance 10%
5 |Julius Berger Construction 15%
6 |Oando Oil & Gas 23%
7 |Arik Air Airline 12%
8 |NBC Food & Beverage 7%

Migerian Breweries |Food & Beverage 10%
10 |La Casera Food & Beverage 21%
1 |Lafarge Manufacturing 12%
12 |GTBank Finance 23%
13 |Aero Contractors  |Airline 6%
14 |Afico Insurance Finance 17%
15 |Berger Paints Manufacturing 25%
16 |Cadbury Food & Beverage 13%
17 |Nestle Food & Beverage 23%
18 |PZ Manufacturing 21%
12 |Unilever Manufacturing 24%
20 |Total Oil & Gas 22%
21 |First Bank Finance 14%
22 |Dana Air Airline 11%
i

So how do we find the profit margin performance for the Airline Industry? We have to use
AVERAGEIFS.

Here is how it works: =AVERAGEIFS(average_range, criteria_range, criteria)

The average range in our case is the Profit Margin field. That is where the profit margin
values we want to average are.

The criteria range is the Industry field. It is where we will identify the companies that fall
under the airline industry.

The criterion we are looking for is Airline. But remember to put it in double quotes. All
texts in a formula must be in double quotes.

The resulting formula will be: =AVERAGEIFS(C1:C22,B1:B22,“Airline”)



Fdsle % . © - | O i | | S i .Y =
= * Format Painter B I U [m] A - A === | &€= Merge & Center - % * | Cu
Clipboard ] Font 1 Alignment N Mumber
F3 2 f\ =AVERAGEIFS({C1:C22,B1:B22,"Airline")
A B G D E F {
1 Company Industry Profit Margin
2 |Mobil 0il & Gas 23%

15% 10%
10%

15%

3 |Dangote Cement Airline Profit Margin Performance:
4 |Access Bank

5 |Julius Berger

Manufacturing
Finance
Construction

6 |Oando 0il & Gas 23%
7 |Arik Air Airline 12%
8 |[NBC Food & Beverage 7%

9 |Nigerian Breweries |Food & Beverage 10%

IFERROR

A lot of times your formulas in Excel will generate an error. It could be for reasons beyond
your control: a missing record, wrong value type or a problematic entry. IFERROR lets
you trap errors and display something more meaningful or less annoying than the cryptic
error entry Excel gives you.

Its syntax is: =IFERROR(value, value_if_error)

An example to illustrate its use is given below.

A B £ D

1 State Population |%age Value
2 lagos 16,768,590 26%
3 Kano 13,001,029 20%
4 Kaduna 12,912,425 20%
5 |Enugu NA #VALUE!

6 Ogun 9,096,178 14%
7 |Rivers 6,507,834 10%
8 |Niger 6,193,390 10%
9 Total| 64,479,446 100%
10

11

Notice that we have no value for Enugu state and it is generating an error in the %age
value field. It would be nicer to have left a blank space or a hyphen instead of an error
code in the Enugu row.



IFERROR can help us with that. And here is how we would do it.

Clipboard Fant P
cs - fr| =iIFERROR(BS/$BSS,"")
A B C D
1 |State Population |%age Value
2 |Lagos 16,768,590 26%
3 Kano 13,001,029 20%
4 Kaduna 12,912,425 20%
5 |Enugu NA -
6 |Ogun 9,096,178 14%
7 |Rivers 6,507,834 10%
8 |Niger 6,193,390 10%
9 Total| 64,479,446 100%
10
12
12

=IFERROR(B5/$B$9,”-“) which is simply telling Excel to calculate B5/$B$9 and if the
result is an error it should put a hyphen in the cell instead of an error code.

CONCATENATE

Concatenate lets you join entries in different cells.

Alignmen

The syntax is =CONCATENATE((textl1, text2, ...)

A clear example is what we have below.



Calibri 11 < KA T =Em e BV
— EmnCopy -
= ¥ Farmat Painter B uf e | &T'&T === &5 B
Clipboard T Font I Alignment
D8 v f1
_ A _ B : C D E
1 |First Name |Last Name Full Name
2 Matthew |Silas
3 Mark Paul
4 |Luke Apollo
5 |John Stephen
6 |
-

How do we join the First Name and Last Name to get the Full Name?
This is what CONCATENATE does for us.

3{\ Cut
1 ER Copy -
Clipboard T Font Alignment
D2 - X & Jr | =CONCATENATE(A2,B2)
_ A _ B : I D E
First Name |Last Name | Full Name
Matthew |Silas =CONCATENATE(AZ,B2)
Mark Paul
Luke Apollo
John Stephen

1ee  ~ v W N =



A B L. D
First Name |Last Name Full Name
Matthew |Silas MatthewsSilas
Mark Paul
Luke Apollo
John Stephen

W 0o -~ B WP =

But there is a small problem: no space between the first name and the last name. How do
we fix this?

CONCATENATE can handle that. You are not restricted to joining cell entries. You can
put in your own text and that’s what we will do to fix the problem we have.

o EE Copy -
Clipboard I Font Alignment
PMT - X & [ | =CONCATENATE(a2,""E2)
A B & CONCATENATE(text1, [text2], [text3], [textd], ...)
1 | First Name |Last Name Full Name |
2 |Matthew |Silas | _ATENATE(A2," ",B2)
3 |Mark Paul
4 |Luke Apollo
5 |John Stephen
b
Fi
8
9
10

We have added a space between the first name and the last name. We added it as a text
entry, hence the double quotes encapsulating it.

=CONCATENATE(A2,” “,B2)



P Rodara

F9 v
A B
1 |First Name [Last Name
2 |Matthew |Silas
3 |Mark Paul
4 | Luke Apollo
5 |John Stephen
6
Fi
8
9

D
Full Name

AIYTImeETiL

Matthew Silas

And that’s how you can join different cell entries using CONCATENATE.

I’m sure you are wondering why the formula had to be a long name one. Well, there is a

very short alternative operator: &.

We can simply join the different cell entries by putting an ampersand (&) between the
entries. So replacing our long formula, we will have: =A3&” “&B3

—— oy Lut

) e
Paste B CTJIFTJ )

Clipboard I Font
B3 - X v Jfr
A B C

1 |First Name |Last Name
2 |Matthew |Silas :
3 |Mark iPaul !
4 |Luke Apollo
5 |John Stephen
6 1
? 1
8 1

=A3&" "&B3

D

Alignment

Full Name

Matthew Silas

=A3&" "&B3




==n g% Cut

Calibri

PEE EElCDp}r N I u
- * Format Painter

Clipboard 7]
D4 v
1 |First Name [Last Name
2 |Matthew |Silas
3 Mark Paul
4 |Luke Apollo
5 |John Stephen
6 1
-
8 |

| A A == - EeWrapTe
H-pA- === &£ 3= B Merget
[P Alignment
D E
Full Name
Matthew Silas
Mark Paul

Great, right?

All that is left is to drag the formula down for the other entries.

-

D3

* Format Painter

Ta

=A3&" "&B3

D

—— ——

——mgm

Alignment

Full Name

Matthew Silas

Mark Paul

Clipboard la
A B
.First Name .Last Name |
Matthew |Silas
Mark Paul
Luke Apollo
John Stephen
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Haste

5 ¥ Format Painter I Dol | ==K B Merge & C
Clipboard I M Alignment
:J_D >
A B D E
1 |First Name |Last Name Full Name
2 |Matthew |Silas Matthew Silas
3 Mark Paul Mark Paul
4 |Luke Apollo Luke Apollo
5 |John Stephen John Stephen
6 =
? 1
o
LEFT, RIGHT and MID

There will be times you need to extract a portion of a cell’s entry. A practical case was a
template I built for a telecoms company to determine the least cost partner to use for each
international call destination. So I had to use a formula to pick out the country codes and
check which provider is the cheapest to use to that destination.

I have prepared a sample data for a simple illustration. It is the matriculation number of
the university I attended. It is a clever combination of department name, year of admission
and candidate number.

D11 * fx

A B C D E
Federal University of Technology Akure

Matric Number Dept Year of Admission Candidate Number
EEE/04/2995 EEE 04 2995
CVE/D3/1235

ARC/01/3254

MNE/05/1005

PHY/00/2145

RERT- . RN - T T SR TR S

The first three characters are the department acronym. The two digits sandwiched between
two forward slashes are the year of admission and the last four characters are the candidate
number.



We are going to use LEFT to extract the department name, RIGHT to extract the candidate
number and MID to extract the admission year.

B Ut B L w . o

cs w X  Jfr| =LEFT(A5,3)
A B C D E F
1 |Federal University of Technology Akure .
2 1
3 | Matric Number Dept Year of Admission Candidate Number
4 |EEE/04/2995 EEE 04 2995
5 [cve/03/1235 =LEFT(A5,3)|
6 |ARC/01/3254 T
i _MNE{DEHlDDE
8 _PHWD[},?'2145
9
10 |
Clipboard T Font T Alignment
cs - Jr | =LEFT(AS,3)
A B C D E
1 |Federal University of Technology Akure
Z
3 |Matric Number Dept Year of Admission Candidate Number
4 |EEE/04/2995 EEE 04 2995
5 |C"|.|"E,?'[}3,?'1235 CVE !
& |ARC/01/3254
7 |MNE/05/1005

8 |PHY/00/2145
9

It is a very easy to understand formula: =LEFT(AS5,3). You simply specify the cell you
want to extract from and specify the number of characters you want to extract starting
from the leftmost character.

In this example, it’s three characters we want to extract starting from the left (beginning of
the cell entry).

Now let’s proceed to extracting the candidate number. This time we want to extract



starting from the right, four characters. So we will use RIGHT.

Clipboard T Font Alignment

PMT - X « Jx | =RIGHT(A54)
A B Z D E F

1 |Federal University of Technology Akure
2 1
3 | Matric Number Dept Year of Admission Candidate Number
4 |EEE/04/2995 EEE 04 2995
5 |cvE/03/1235 | CVE =RIGHT(AS,4)

6 |ARC/01/3254
7 | MNE/05/1005
8 PHY/00/2145
9

7 - 3
A B C D E

1 |Federal University of Technology Akure

2

3 |Matric Number Dept Year of Admission Candidate Number

4 |EEE/04/2995 EEE 04 2995

5 |CVE/03/1235 CVE 1235

& ARC/01/3254

7 |MNE/05/1005

8 |PHY/00/2145

10

11

=RIGHT(A5,4)

Also very easy to understand.

Finally, let’s extract the admission year. It requires the MID formula. It’s a little not easy
to grasp like the LEFT and RIGHT. It requires that you specify the starting point for the
extraction. The concept is very easy to understand, the part that trips a lot of people up is
how the starting point is determined. You have to count from the first character (from the
left) to the first character you want to extract.



In this example, we will count till the first character of the year. It is the character number
5. Then you’ll proceed to specify the number of characters you want to extract (2 in our
case).

- ER Copy -
Clipboard T Font Alignment
PMT - X « Jx | =mip(as;52)
A B C D E F

1 |Federal University of Téchnmlog'-_.r Akure

2 |

3 | Matric Number Dept Year of Admission Candidate Number
4 .EEE,H'D4I'2995 | EEE 04 2995

5 [cvE/03/1235 | CVE =MID(A5,5,2) 1235

& _ARC;"DI;"3254

T _MNE{DSHIDDE

8 _PHWDD,?'2145

g9

10 |

G5 - Jx

A B C D E F

1 |Federal University of Technology Akure

oL

3 |Matric Number Dept Year of Admission Candidate Number
4 |EEE/04/2995 EEE 04 2995

5 |CUE,H'[}3,?'1235 CVE 03 1235

& ARC/01/3254

7 |MNE/05/1005

8 |PHY/00/2145

g9

10

11
=MID(A5,5,2)

A5 is the cell we are extracting from.
5 is the starting point.

2 is the number of characters we want to extract.



TODAY, DAY, MONTH and YEAR

Excel allows you to do a lot on dates. There is even a formula to call up today’s date; it is
aptly named TODAY(). You have to enter the brackets.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEWY VIEW D

D E Co s
Paste R
Clipboard I Font Alignment
PMT ' X « Jfx || =topbav)
A B C D E F
2 |Today's Date Day of Today |Month of Today |Year of Today
3 |=ToDAY()
4 1
-:l
Faste - - - » | === |eEsEe=
5 ¥ Format Painter B I U H - A === €= BEMme
Clipboard I Font M Alignment
9 - fll.
A B C D E
2 |Today's Date Day of Today |Month of Today |Year of Today
3 Saturday, July 4, 2015
4
5 1

Then you can extract the day of the date, the month of the date and the year of the date
very easily.



— B3 Copy ~
Paste R

¥ Format Painter I U 2 o S| | e MES
Clipboard I Font Alignment
B3 - X « Jx | =pav(az)
A B C D
'] L
2 |Today's Date Day of Today |Month of Today |Year of Today
3 Saturday, July 4, 2015|=DAY([A3)
4 1
5 1
6 1
=
H -2 :
FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW
db Cut 11 )
e ER Copy ~ E
Haste | ¥ A E= 3= =
¥ Farmat Painter I 1 E =i
Clipboard T Font Alignment
A3 - X « Jx | =MONTH(A3)
A B C D f
1 !
2 |Today's Date l[}a',r of Today |Month of Today | Year of Today
3 Saturday, July 4, 2ﬂ15l 4 :MGNTH{AEH
4 1
5 1
E 1
s | A o €
ER Copy -
Paste : I U " ,|':-'= — 2] = :_:. !
* Format Painter o B ) ) i
Clipboard I Font Alignment
D3 - X  Jx || =vear(as)
A B c D I
|
2 |Today's Date l[}a',r of Today |Month of Today | Year of Today
3 Saturday, July 4, 2ﬂ15l 4 7|=YEAR([A3)
4

i Ln
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Today's Date Day of Today |[Month of Today |Year of Today
Saturday, July 4, 2015 4 7 2015

=DAY(A3)
=MONTH(A3)
=YEAR(A3)

A3 is the cell that has the date. And it works on dates you manually type or copy into
Excel and not just the ones we use a formula like TODAY() to generate.

Finally, Excel lets you choose how a date should be displayed. Right click on the cell
housing the date and click on Format Cells.
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4] o Cut

5 E® Copy

6 T'_h, Paste Options:
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q Paste Special...

10 Insert...

1 Delete...

12

13 Clear Contents
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15 Filter 3

6 Sort k
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ot Cut | P e b — U T | -
db Lu | Calibri vETI A A | T = £ %WrapTeﬁt | Date £ L?l
B Copy ~ ' = L | B3
Paste B I U~ - My s |t | i . . s 0 oo Conditico
2 % Format Painter = H - T T Merge&Center $ % ol Formattit
Clipboard P Font F1 Alignment ] Mumber F]
A3 - Jx || =Topav()
| A C D E F G H
1|
2 |Today's Date
3 Saturday, July 4, 2015
4 ri| Alignment | Font | Border Fill | Protection
5 LCategory
6 General Sample
Mumber
7 Crireney Saturday, July 4, 2015
8 Accountini Type:
2 *3/14/2012 -
0
L'""e 5 “Wednesday, March 14, 2012
10 el enags 314
Fraction
1 Scientific g‘;,‘mfz
Text
12 Speci 14-Mar
pecal 14-Mar-12
13 Custom G
Locale (location]:
14 m ! )
15 |English {United States)
16
17
18
19 Date formats display date and time serial numbers as date values, Date formats that begin with
20 an asterisk [*) respond to changes in regional date and time settings that are specified for the
aperating system. Formats without an asterisk are not affected by operating system settings,
21
22
23
s
4 3

You can specify how it should be displayed.

UPPER, LOWER and PROPER

Ever tried changing a text from upper case to lower case in Excel? Too quickly people
give up and conclude that it’s not possible in Excel. Well, Excel has that functionality but

as a formula.

UPPER converts a cell entry to all upper case.

LOWER converts a cell entry to all lower case.

Proper capitalizes the first letter of each word in the cell.




S Az == NI PEEE [ | ]
Insert  AutoSurn Recently Financial Logical Text Date& Lookup & Math &
Function = Used - = = *  Time~ Reference~ Trig~

Function Library

A B
1 |Let us change the case of this sentence

3 |=UPPER(A1)
.

5 |=LOWER(A1)
6

7 |=PROPER(A1)
8 |

A1 is the cell entry we want to change the caps of.
See the results of the UPPER, LOWER and PROPER formulas below.

Function Library
H8 - T

A B
Let us change the case of this sentence

LET US CHANGE THE CASE OF THIS SENTEMCE

IS 5 R W R Y

let us change the case of this sentence

-] o LA

Let Us Change The Case Of This Sentence

=

=

RAND and RANDBETWEEN

Wondered how I generated all the data I have been using for illustrations? Well, I used
RAND and RANDBETWEEN for most of the numbers and even some of the texts (in
conjunction with a magic formula called INDIRECT).

RAND() generates random decimal numbers that are greater than 0 but less than 1.
Essentially, decimal numbers between 0 and 1 (0 and 1 non-included).

RANDBETWEEN(bottom_number, top_number) generates numbers between the bounds



you specified as bottom and top.

Below is a relevant example. I have used the formulas to generate sales number and profit

margin.

P

3 Sales Man Sales Made Profit Margin
4 |Mark David =RANDBETWEEN(400000,800000) =RAND()
5 |Tunde Seun =RANDBETWEEN(400000,800000) =RAND()
6 | Akeem Saliu =RANDBETWEEN(400000,800000) =RAND()
7 |Ahmed Tafa =RANDBETWEEN(400000,300000) =RAND()
8 |Obi Okonkwo =RANDBETWEEN(400000,800000) =RAND()
9 |Uche Mba =RANDBETWEEN(400000,800000) =RAND()
10 |Inam Effiong =RANDBETWEEN(400000,800000) =RAND()
11 | Segun Azeez =RANDBETWEEN(400000,800000) =RAND()
12 |Kola Adesida =RANDBETWEEN(400000,800000) =RAND()
13 ' Mark Femi =RANDBETWEEN(400000,300000) =RAND()
14 |Seun Akinde =RANDBETWEEN(400000,800000) =RAND()
15 |Lola Adigun -RANDBETWEEN(400000,800000) =RAND()
16 |Mana Lolu =RANDBETWEEN(400000,800000) =RAND()
2

3 Sales Man |5ales Made Profit Margin

4 Mark David ¥ 401,083 73%

5 |Tunde Seun # 720,482 8%

& |Akeem Saliu ¥ 456,026 01%

7 |Ahmed Tafa ¥ 716,166 76%

8 |Obi Okonkwo N 739,312 74%

9 Uche Mba # 564,919 13%

10 |Inam Effiong # 544028 Q4%

11 |Segun Azeez # 702,257 20%

12 |Kola Adesida § 799,302 1%

13 |Mark Femi ¥ 693,876 59%

14 |Seun Akinde # 657,925 52%

15 |Lola Adigun # 487,943 09%

16 |Nana Lolu N 682,111 84%




Named Range, Goal Seek and Scenario
Manager

Excel has some what-if-analysis tools that greatly help with business decision analysis.
You can easily simulate effect of changes in circumstances on your business projections
and create compelling business case analysis.

Named Range

Excel lets you name a cell or a selection of cells. It’s very useful when you are building
models in Excel as it makes the model formulas easy to write and troubleshoot.

They are two ways to create a named range and I will start with the very quick and easy
way.

Just select the cell or group of cells you want to name. Go to the name box and type in the
name, replacing the cell address in the name box.

P?E@Cop}r' C;ItL‘ I F .
aste e PR 3 e % - o <0 o0 onditional Form:
- - ——— I u - A = == & £ [E Merge& Center $-9% 1+ % Eotmatting - Tabl
Clipboard ] Font a Alignment ] Mumber (F) Styles
B2 - Jfi | 2521782800
A B C D E F G b

) . e s 2 =

3 #2,521,764,800.00| #2,922,241,900.00| # 2,591,742,600.00| # 2,013,994,900.00| % 3,014,428,300.00

4 |Abia #821,123,500.00| #4,544,916,100.00| & 1,297,498,300.00| # 1,175,454,800.00| # 2,265,644,000.00] #967,327,400.00

5 |Lagos #7,319,183,000.00| # 22,681,984,500.00| # 6,239,473,500.00| # 6,211,689,500.00| # 11,610,307,000.00| # 3,351,178,500.00

6 |Kano # 2,021,735,600.00 # 530,613,400.00| # 2,981,980,300.00| # 3,016,518,600.00| # 2,387,291,000.00| # 4,411,651,000.00

7 |Ondo #1,690,422,800.00| #4,925,747,700.00| #716,222,900.00| % 4,362,953,800.00| #4,300,936,900.00| # 977,876,300.00

8 |Kogi #2,734,189,600.00 #2,825,512,800.00| # 2,812,863,300.00| # 2,306,601,300.00| i 2,104,687,400.00( # B867,264,000.00

9 |Benue #3,864,832,700.00| #43,212,451,500.00| # 3,479,645,000.00| # 2,458,711,700.00| % 2,700,421,800.00| % 4,801,142,000.00

- - unnal ranie Formatting~  lable =
Clipboard [F] Faont [F} Alignment [ MNumber [F] Styles
I{mo v | fi || 2521762800
Formula Bar
A B Cc w E F G H

2 | State Feb-14 Jun-14 Jan-14 Mar-14 May-14 Apr-14

3 |Im0 #2,521,764,800.00 #2,922,241,900.00| # 2,591,742,600.00| # 2,013,994,900.00| & 3,014,428,300.00| #4,994,515,700.00

4 |Abia #821,123,500.00| #4,544,916,100.00| # 1,297,498,300.00| # 1,175,454,800.00| # 2,265,644,000.00| #&967,327,400.00

5 |Lagos #7,319,183,000.00 # 22,681,984,500.00| # 6,239,473,500.00| #& 6,211,689,500.00| # 11,610,307,000.00| # 3,351,178,500.00

6 Kano # 2,021,735,600.00 # 530,613,400.00| % 2,981,980,300.00| # 3,016,518,600.00| # 2,387,291,000.00| #4,411,651,000.00

We’ve successfully named all the Imo state revenue values as Imo. As benefit number 1,
we can use it in a SUM formula instead of highlighting the entire range.



Clipboard [F} Font Alignment Mumber Styles
PMT - X « Jfr  =sumimo)
A B C D E F 3 H

2 | State Feb-14 Jun-14 Jan-14 Mar-14 May-14 Apr-14

3 |Im0 #2,521,764,800.00| # 2,922,241,900.00| # 2,591,742,600.00| # 2,013,994,900.00| # 3,014,428,300.00| # 4,994,515,700.00|=SUM(Imo}
4 |Abia #821,123,500.00| #=4,544,916,100.00| #1,297,498,300.00| #1,175,454,800.00| # 2,265,644,000.00| # 967,327,400.00

5 |Lagos # 7,319,183,000.00| # 22,681,984,500.00| #& 6,239,473,500.00| # 6,211,689,500.00| # 11,610,307,000.00| # 3,351,178,500.00

&6 |Kano # 2,021,735,600.00 # 530,613,400.00| % 2,981,980,200.00| # 3,016,518,600.00| # 2,387,291,000.00| # 4,411,651,000.00

Another advantage will become obvious later when we do Scenario Manager.

So what is the second way of creating a named range?

It is, in fact, the standard way. It’s also the only way that allows you to edit an already
created named range.

Go to Formulas menu and click on the Name Manager.

IH &~ E -
ILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY
fx. I !5 IH I E Eﬁ (=] Define Name ~ E‘:“Traceprecedents %Show Farr

Qﬂ— Use in Formula =

“:E Trace Dependents Y1 Error Chec

sert  AutoSum Recently Financial Logical T Date & Lookup & Math &  More Name s
chion: - Used = - = Time~ Reference~ Trig~ Functions~ Manager E5 Create from Selection I_';\ Remove Arrows ~ (&) Evaluate F
Function rary Defined Names Formula Auditing
1z - I d‘
A B C D E E G H
State Feb-14 - |1
HNew.., Edit. Delete Eilter - =
Imo #2,521,764,800.00| #2, = 00| 18058688200
|Abia #821,123,500.00) =4, Mame Refers To Comment E
Lagos #7,319,183,000.00| # 22,4 | | S i E
|Kano # 2,021,735,600.00 i 00|
Ondo #1,090,422,800.00| #4, 00|
|Kogi #2,734,189,600.00| #2, 00|
Benue # 3,804,832,700.00| #3, 00|
|FCT #2,063,317,300.00| #2, 00|
Ogun # 2,586,000,100.00| #3, 00
Bayelsa # 2,035,499,300.00| #1, 00 I
Rivers #4,860,256,800.00| #4,.4 00|
|Anambra | #1,511,863,500.00) #3, 00|
Enugu # 2,009,372,800.00| #4, 00|
|Benue #1,387,315,500.00| #3, 00|
Borno # 1,616,065,000.00| #4, 00]
|Gombe #2,201,453,200.00] #2,% | Refersto: 00,
Katsina #1,293,838,700.00) #2, =NamedRange!S553:5G53 | | 00
|Kaduna #2,599,773,900.00| #3, 00|
[cross River | #1,971,834,600.00] %4, Cose | Hoo|
|Kwara # 1,496,830,100.00 ] J.L,J.!U,"lU'U.UUI “Ha,0L0, ,UUU.U’UI Ead J.,DU.J,JLJ,J’UU.UUI e ] L,LJ.‘!,JU‘I,UUU.UUI e g 4,313,:4;,5;:_1.00

You can create new named range, edit already created ones and delete a named range.



GOAL SEEK

Goal seek is one of those powerful but seldom used tools in Excel.

It allows you to set-up a small model and tell Excel to optimize it for you based on one
variable input and one set output. It’s the perfect introduction to a model and linear
programming in Excel.

Let’s a simple and common use case. Below is a loan calculation table. Let’s say I have
found a huge business opportunity in large scale cocoa farming and I want to borrow
N100 million from the bank. And the table below is the conditions the bank gave me: a
payment period of 10 years and annual interest rate of 24%.

D11 . fu
A B C
1 Loan Amount # 100,000,000.00
2 |Payment period 10
3 |Interest Rate 24%
4 'Payment Amount
5
6

Excel has a formula for calculating the annual payment amount.

AutoSum Recent!

Function Library Defined Mames Formula Auditing

B4 T

A
7 Loan Amount

X v Jfe
B

# 100,000,000.00

2 Payment period

10

3 | Interest Rate

24%

4 [Payment Amount

=PMT(B3,B2,-B1)

=PMT(B3,B2,-B1)

L D E E G H

Function Arguments
PMT
25 0.24

=]

B3

B2 10

-B1 |55 -100000000
5.3

=

Fv

Type
= 2716021271

Calculates the payment for a loan based on constant payments and a constant interest rate,

quarterly payments at 62 APR.

Formula result = # 27,160,212.71

Help on this function

OK

Rate isthe interest rate per period for the loan. For example, use 6%:/4 for

\?nL

Cancel




PO B ERDE R @

Insert  AutoSumn Recently Financial Logical Text Date& Lookup & Math &

Function - Used~ = - = Time~ Reference~ Trig~
Function Library
ca - Jx
A B C

1 |Loan Amount #4 100,000,000.00

2 | Payment period 10

3 |Interest Rate 24%

4 'Payment Amount #27,160,212.71

5

6

7

So I go and check my business financial projection, and find out that I can only afford to
make N20 million annual payment. What rate will I negotiate with the bank?

This is where Goal Seek comes in. We simply tell it to find out what interest rate will
evaluate to N20 million annual payment.

To access Goal Seek, go to Data menu and What-If-Analysis.

H - == MamedRange, Goal seek, Scenario and Solver.xlsx - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY

[ From Access I:E)- D @u [E3] fnnneftlnnril Y E’E ’_E| E_)a \é E"D ,:\? -&E

[& From Web eappl
From Other Existing Refresh Z.l Sort Filter Textto Flash Remove Data Consolidate _What-If  Relationships = Groug
A 5
[BFomTet  Sources~  Cannections Al - ] Toddvanced  Columns  Fill  Duplicates Validation = nalysis - -
Get External Data Connections Sort & Filter Data Tools

Scenario Manager...

E4 - J(" Goal Seek...
Data Table...
A B £ | o E F | 6 | H —TT T X

1 .Loan Amount # 100,000,000.00

2 |Payment period 10

3 |Interest Rate 24%

4 |Payment Amount #27,160,212.71 _l
5

Wl ~|o;



DEVELOPER ]

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
[@ From Access i_'i--. = i|'|_1 (&l Connections | 5| [ZTR| |_ W Clear T | =
R || = iw | I=E= =
[& From Web L &[] Properties % V- Reapply
= From Other Existing Refresh o Z| Sort Filter _ Textto Fla
[ From Text Sources= | Connections | All~  |ab Edit Links ) Yo Advanced | Columns  Fi
Get External Data Connedions Sort & Filter
B3 > ﬁ
A D s D | E F

1T |Loan Amount # 100,000,000.00

2 | Payment period 10

3 | Interest Rate 24%

4 |Payment Amount #®27,160,212.7

5 By changing cell: :

6

| OK | | Cancel |

7

8

9

1n

I set payment amount cell to N20 million and tell Goal Seek to vary the interest rate.

Once I click on OK, it does a series of iteration and gives me the result.

muvic N3] FHRULC LATUU I FUnIvIU LAY LHILA RCVICWY VICWY LCVCLWFLR LWLy

[E]Frnmﬁlccesz Ty [ty [Fe [El Connections | &) [FTa] | ™ W Clear
> ' Il ~ — Zv [ |

Ry Froem Wb = = &7 [E] Properties | . YeReapply
i From Other Existing Refresh R zl Sort Filter ;
|—5F"°”1TE’¢ Sources= | Connections All- g Edit Links : W Advanced | colymns Fill I

Get External Data Connections Sort & Filter
E4 - Jr

A B C p [EEN r
1 Loan Amount # 100,000,000.00
2 | Payment period 10
Goal Seeking with Cell B4

3 |Interest Rate 15% P e
4 |Payment Amount #+ 20,000,000.00 Target value: 20000000
g Current value: # 20,000,000.00
6 | Cancel
7
8
9
10
1
12

I should ask for 15% annual interest rate.



Scenario Manager

Scenario Manager is one of Excel’s decision analysis tool. It allows you compare outcome
for different business scenarios.

Below is a practical business use case of the scenario manager. It is taken from our
business circumstance and you’ll find it very interesting.

We run a Microsoft Excel and Business Data Analysis business. Our major income
streams are consulting for big multinational firms on data analysis and business process
automations, and Microsoft Excel training. So let’s say we decide to run a special one day
Microsoft Excel training. It was specifically my idea. I had stumbled on a training advert
on Punch newspaper. A one day training at VCP Hotel and costing N80,000. So I felt we
should try it too. But I needed to build a convincing business case for the idea. And in
doing this I used scenario manager.

I called up the hotel to get the details of the cost of hosting a full day training in their
conference hall. I then went to work on the other costs that would be incurred in putting
together the training. And below is the sheet of the cost details.
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9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24

A

B

High Quality Full Day Excel Training

Cost Item Amount

Hotel Conference Room # 600,000.00
Feeding per participant # 12,500.00
Training Material # 3,000.00
Certificate # 2,000.00
Prize for best participant # 100,000.00
Analysis based on estimates Figure

Number of participants 40
Course Fee # 100,000.00
Total Feeding cost # 500,000.00
Conference Room cost # 600,000.00
Training Materials cost # 120,000.00
Certificate Costs # 80,000.00

Prize Award cost

# 100,000.00

Total Revenue # 4,000,000.00
Total Cost # 1,400,000.00
VAT Fee (5%) # 200,000.00
Contigencies (7%) # 280,000.00
Gross Profit & 2,120,000.00

And the underlying formulas are:




H ©- = MNamedRange, G
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVEL

Gross_Profit - f || =B19-sum(B20:822)
A B c

|

P

3 |Cost ltem Amount

4 |Hotel Conference Room 600000

5 |Feeding per participant 12500

6 |Training Material 3000

7 | Certificate 2000

8 |Prize for best participant 100000

9

10 | Analysis based on estimates Figure

11 |Number of participants 40

12 |Course Fee 100000

13 |Total Feeding cost =B11*B5

14 |Conference Room cost =B4

15 |Training Materials cost =B6*B11

16 | Certificate Costs =B7*B11

17 |Prize Award cost =B3

18

19 | Total Revenue =B11*B12

20 |Total Cost =SUM(B13:B17)

21 | VAT Fee (5%) =B19*0.05

22 |Contigencies (7%) =B19*0.07

23 |Grnss Profit =E19-SUM(B20:B22)

24

As you can see, | have gotten every cost item listed; the estimated number of participants
and the course fee too. But to build a convincing business case I need to create different
scenarios. Maybe three scenarios.

e Scenario 1: The worst that could happen if we don’t market the training well and
put the course fee enticingly low.

e Scenario 2: The most likely thing to happen if we do our regular marketing and put
up a fair course fee.

e Scenario 3: What would happen if everything goes extremely well. Which will be
our marketing aim.

So how do you set up this scenarios in Excel? You use Scenario Manager.

But first we need to use Named Range for the most important cells in our scenario. They
are the Gross Profit cell, the Number of Participants cell and the Course Fee cell. In our
scenarios we want to monitor what the Gross Profit will be for different combinations of
Number of Participants and Course Fee.



I hope you remember how to do Named Range. You simply select the cell or range, go to
the name box and type in the name you want to name the selection as.

B % E -
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW

Mumber_of Participants ~ ji. 40

1 High Quality Full Day Excel Training
2

3 | Cost ltem Amount

4 | Hotel Conference Room # 600,000.00
5 Feeding per participant # 12,500.00
& |Training Material # 2,000.00
7 Certificate # 2,000.00
8 :Prize for best participant # 100,000.00
g

10 |Analysis based on estimates Figure

11 | Number of participants 40 b
12 |Course Fee # 100,000.00
13 | Total Feeding cost # 500,000.00
14 Conference Room cost # 600,000.00
15 |Training Materials cost #120,000.00

We do same for Course Fee.



B % E -
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW

Course_Fee - Jx || 100000
2 A B C D
1 High Quality Full Day Excel Training
2
3 | Cost ltem Amount
4 | Hotel Conference Room # 600,000.00
5 Feeding per participant # 12,500.00
& |Training Material # 2,000.00
7 | Certificate # 2,000.00
8 :Prize for best participant # 100,000.00
g
10 | Analysis based on estimates Figure
11 |Mumber of participants 40
12 |Course Fee H IDD,DDD.DD_
13 | Total Feeding cost # 500,000.00
14 Conference Room cost # 600,000.00
15 |Training Materials cost # 120,000.00
16 | Certificate Costs # 80,000.00
17 |Prize Award cost # 100,000.00
18
16 | Tatal Rovenns [ 2 4 nnn nnn nnl

And for Gross Profit.



=B19-5UM(B20:B22)

G D

Gross_Profit x ‘}(l

n A B
1 High Quality Full Day Excel Training
2 |
3 |Cost ltem Amount
4 | Hotel Conference Room # 600,000.00
5 | Feeding per participant # 12,500.00
B ;Training Material # 2,000.00
7 | Certificate # 2,000.00
& | Prize for best participant # 100,000.00
9
10 :Analysis based on estimates Figure
11 |Mumber of participants 40
12 |Course Fee # 100,000.00
13 |Total Feeding cost # 500,000.00
14 | Conference Room cost # 600,000.00
15 |Training Materials cost # 120,000.00
16 | Certificate Costs # 80,000.00
17 |Prize Award cost # 100,000.00
18 |
19 |Total Revenue # 4,000,000.00
20 |Total Cost # 1,400,000.00
21 |VAT Fee (5%) # 200,000.00
22 :Contigencies (7%) # 280,000.00
23 |Grnss Profit N 2,120,000.00_

-~

Now, we launch the Scenario Manager.

It is under Data Menu, What-If-Analysis.

H ©- = NamedRange, Goal seek, Scenario and Solver.sx - Bxcel
HOME ~ INSERT  PAGELAYOUT  FORMULAS ATA  REVIEW  VIEW  DEVELOPER  LOADTEST ~ POWERQUERY  POWERPIVOT
Daromacces [ s Jl T e BE =X B- [liim HH VR
[ Fiameh From Oth . g Sort | Fiter Tetto Flash Remove  Data  Consolidate s Whatolf | Relationships Group Ungroup Subt
[aFromTat  Sources~ B Yo Advanced  Columns  Fill  Duplicates Validation - yAna}ysis' " g
Get External Dat Sort & Filter Data Tools e Manager.. Outline
Gross Profit - J || =io-sumisa0:822) Grales
Data Tabl
A B G D E F G H | 7 LS L b
w
2
3 |Cost Item Amount
4 |Hotel Conference Room # 600,000.00
5 | Feeding per participant # 12,500.00
6 |Training Material # 3,000.00
7 |Certificate # 2,000.00
8 |Prize for best participant # 100,000.00
9




R

Textto Flash  Remove Data Consolidate What-If Relations
Y Advanced | columns  Fill Duplicates Validation = Analysis ~

Sort & Filter Data Tools

l Sort Filter

20:B22)

C

Scenarios:

Delete

Edit..

SUMMany..

Mo Scenarios defined, Choose Add to add scenarios.

Changing cells:

Comment:

So let’s add the three different scenarios.

I’1l start with the worst. Click on Add and give the Scenario name as Worst. The cells we
will vary are the Number of Participants and Course Fee cells.



HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY POWE
Filter
Get External Data Connections Sort & Filter Ciata Tools
B11 v J | =B13-sum(B20:822)
| A B G D E F G H | | |
7 | Certificate # 2,000.00 Edit Scenario 2
& |Prize for best participant # 100,000.00
g Scenario name:
Worst
10 |Analysis based on estimates Lf_igu;e | =
T 1 Changing cells:
11 |Number of participants H 40! T —
T i it 5B511:5B512 S
12 |Course Fee # 100,000.00 Ctrl=click cells to select non-adjacent changing cells.
13 :Total Feeding cost # 500,000.00 ek _ _
14 |Conference Room cost # 600,000.00 Created by Michael Olafusi on 7/15/2015
15 |Training Materials cost #120,000.00
16 |Certificate Costs # 80,000.00 1
17 | Prize Award cost # 100,000.00 Eotechon
18 [¥] prevent changes
[ Hide
19 |Total Revenue # 4,000,000.00
20 |Total Cost # 1,400,000.00 Cancel
21 |VAT Fee (5%) # 200,000.00
22 |Contigencies (7%) # 280,000.00
23 |Gross Profit # 2,120,000.00
24 |
Click on OK.

It will ask you to set the number of participants and course fee. So based on experience, I
know that if we do no serious marketing and set the price to N45,000 we can get 20

people. And that is the worst that can happen.

Get External Data

Connections

Sort & Filter

es Validation

Data Too

Scenario Values

Enter values for each of the changing cells.

1: MNumber_of_Participants |20
2 Course Fee 45000

B23 - Jr || =B19-sum(B20:822)
A B &
7 | Certificate % 2,000.00
8 |Prize for best participant # 100,000.00
9
10 |Analysis based on estimates Figure
11 |Number of participants 40
12 |Course Fee # 100,000.00
13 |Total Feeding cost # 500,000.00
14 |Conference Room cost # 600,000.00
15 | Training Materials cost # 120,000.00
16 |Certificate Costs # 80,000.00
17 |Prize Award cost # 100,000.00
18
19 |Total Revenue # 4,000,000.00
20 |Total Cost # 1,400,000.00
21 |VAT Fee (5%) # 200,000.00
22 |Contigencies (7%) # 280,000.00
23 |Gross Profit # 2,120,000.00
24
75 |

Click on OK.



Create a second scenario. Name it “Probable”. It will be what we will most likely achieve.
Give the number of participants as 30 and the cost as N70,000.

Finally, do the last scenario. Name it “Ideal”. It will be our marketing aim if we decide to
go ahead with the training idea. Give the number of participants as 40 and the cost as
N100,000

Once you are done, the Scenario Manager dialog box would look like the one below.

ﬁ =B19-SUM(B20:B22)

A 2,000.00
¥ 100,000.00

Scenarios:

Worst [ Add...
40 Probable v

& 100,000.00 | Delete
# 500,000.00 [
# 600,000.00
# 120,000.00

# 80,000.00
# 100,000.00

Figure

Changing cells: |5E|511:$B$12

% 4,000,000.00 Comment: Created by Michael Olafusi on 7/15/2015
# 1,400,000.00
# 200,000.00
# 280,000.00 -
_Ehaw |
N 2,120,0&0.0!]_ - '

Click on Summary. It will ask you for the Result cell to monitor. That is the Gross Profit
cell.



10 |Analysis based on estimates

11 |Number of participants

12 |Course Fee

13 fTotaI Feeding cost

14 |Conference Room cost

15 |Training Materials cost

16 |Certificate Costs

17 | Prize Award cost

Figure
40
# 100,000.00
# 500,000.00
Report type
# 600,000.00 (®) Scenario summary
i IZD,DUU.UD ,_,J Scenario PivotTable report
H 80-‘000'00 Besult cells:
# 100,000.00 B2 |

18

19 |Total Revenue

# 4,000,000.00

20 |Total Cost

# 1,400,000.00

21 VAT Fee (5%)

# 200,000.00

22 |Contigencies (7%)

# 280,000.00

23 | Gross Profit

¥ 2,120,000.00

24

Click on OK.

You will be taken to a new sheet showing the comparison of the different scenarios.

Get External Data

Connections Sort & Filter Data

A1 - I
-]
7
1
2 | Scenario Summary
3 Current Values: Worst Probable
|E| 5 Changing Cells:
6 Number_of Participants a0 20 30 40
| 7 Course_Fee #100,000.00  #45,000.00 #70,000.00 # 100,000.00
|E| 3 Result Cells:
g Gross_Profit # 2,120,000.00 -#258,000.00 #623,000.00 # 2,120,000.00
10 MNotes: Current Values column represents values of changing cells at
1 time Scenario Summary Report was created. Changing cells for each
12 scenario are highlighted in gray.
13
14
15
16
17
18
19
20
21

MNamedRange Goal Seek

Loan Payment Scenario Summary Scenario n Solver '::‘E_J

And as you can see, I now have a convincing case to show my partners and make them
agree to organizing the one day training.

That’s how easy and powerful the Scenario Manager is.



Introduction To Excel VBA (macros)

A lot of people feel making macros in Excel is extremely hard and should be left only
people who make a living from doing it full-time. If you are one of such people, I have a
pleasant surprise for you. Macros in Excel are very easy and in the next five minutes I will
guide you into making one.

So just before we start, let me do a brief explanation of what a macro is, why you might
need to make one and the benefits of being able to make one.

Macros are simply a means of automating tasks in Excel. It’s no more than that. You might
need to do it when you have a daily or weekly report you make that is of an unvarying
standard format, input and output-wise. Having a macro can cut your analysis time from
hours to 15 seconds. It’s like magic and everyone in your office will see you as a special
being.

To be able to make macros, you need to make a small settings change in your Microsoft
Excel.

Go to Files, Options and Customize Ribbon. Check the box beside Developer.



General

E-E Customize the Ribbon.

Choose commands from: Customize the Ribbon:

Formulas

Proofing

|Popural Commands |Main Tabs

Save

I All Chart Types... Main Tabs
Borders El [+|Home

Advanced Calculate Now Clipboard

Conditional Formatting Alignment
Quick Access Toolbar Lanncctinns hiarmbes
Copy Styles
Custom Sort.. Cells
Cut Editing
Decrease Font Size
Delete Cells...
Delete Sheet Columns
Delete Sheet Rows Add >>
Email
Fill Color << Remove
Filter
Font
Font Color
Font Size

Language

Sl FlEm il

Add-Ins

Trust Center

Format Cells...
Format Painter
Freeze Panes | POWERPIVOT

Increase Font Size Background Removal
Insert Cells...
Insert Function... | MNew Tab | | New Group | | Rename... |
Insert Sheet Columns

Insert Sheet Rows Customizations: i)
Macros ~
Merne & Center Import/Expart = |0

sEwE » A% xTs,

BREEE

Now you will be able to access the Developer menu.



H -2 H = Excel Macros (VBA) xlsx - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW | DEVELOPER I LOAD TEST POWER QUERY POWERPIVOT

ﬂ D’* 27 Record Macro -ﬁ.ﬁ @ -ﬁn /" [E] Properties @ FE Map Properties (3 Import [3-

=] Use Relative References (TJ View Code :j Expansion Packs [, Export
Visual Macros Add-Ins  COM Insert Design Source Document
Basic ! Macro Security Add-Ins v Mode Run Dialog 11 Refresh Data Panel
Code Add-Ins Controls XML Modify
18 - fl
A B C D E E G H + J K
1| XYZ Car Dealership Sales Record for year 2013
2 {
3 | Jan-13 Toyota Ford Mercerdes Benz BMW GMC
4 |John Sparrow 54 95 46 123 139
3 |Jane Porter 30 86 138 90 152
6 jMark Spencer 144 142 74 156 54
7 |Kate Greitz ik 158 120 96 132
8 |Michael Peter 131 141 145 156 153 | .I
9 _Total 490 622 523 621 630
10
1|
12| Feb-13 Toyota Ford Mercerdes Benz BMW GMC
13 EJohn Sparrow 60 105 107 102 61
14 |Jane Porter 124 126 147 116 113
15 ;Mark Spencer 143 139 77 48 125
16 |Kate Greitz 81 153 122 58 152
17 ;Michael Peter 143 126 101 160 104
18 :Total 556 649 554 434 555
19|
20 |
21 Mar-13 Toyota Ford Mercerdes Benz BMW GMC
22 :John Sparrow 116 65 54 96 116
23 |Jane Parter 104 103 133 b1 62
Video 14 |_Record Macro ® [4]

Also enabling the Macro record button which we will use in this introduction to Excel
VBA.

7 |Kate Greitz 71 158 120 96
& |Michael Peter 131 141 145 156

3 |Total 490 622 523 621
10

1|

12 | Feb-13 Toyota Ford Mercerdes Benz BMW d
13 |John Sparrow 60 105 107 102
14 |lane Porter 124 126 147 116
15 El'~.|'1arkSpencer 143 139 77 48
16 |Kate Greitz 81 153 122 58
17 ?Michael Peter 148 126 101 160
18 ;Ti}tal 556 649 554 434
19 |

20 |

21 | Mar-13 Toyota Ford Mercerdes Benz BMW g
22 |lohn Sparrow 116 65 94 96

23 gjane Porter 104 103 133 il

Video 14 | Record Macro_ | )




Next, I will show you how to create a macro by clicking the right button twice — the
macro record button.

I have prepared a sample illustration data.

A B C D E F | & | F
XYZ Car Dealership Sales Record for year 2013

2

3 Jan-13 Toyota Ford Mercerdes Benz BMW GMC

4 |lohn Sparrow 54 95 46 123 133

5 |Jane Porter 90 86 138 a0 152

& |Mark Spencer 144 142 74 156 54

7 |Kate Greitz 71 158 120 96 132

8 |Michael Peter 131 141 145 156 153

9 _TDtElI 490 622 523 621 630

12 Feb-13 Toyota Ford Mercerdes Benz BMW GMC

13 | John Sparrow 60 105 107 102 61

14 |lane Porter 124 126 147 116 113

15 |Mark Spencer 143 139 77 43 125

16 |Kate Greitz 81 153 122 58 152

17 _Michael Peter 148 126 101 160 104

18 |Total 556 649 554 484 555

19|

20

21 Mar-13 Toyota Ford Mercerdes Benz BMW GMC

22 |lohn Sparrow 116 65 94 96 116

23 |Jane Porter 104 103 133 61 62
Video 14 | Regord Macro_ *

READY %5

It is fictitious table of Sales at an Autodealership by the different salesmen and the car
make.

So the task I will use a macro to automate is a series of formatting steps.

Note: For the gurus, it would be obvious that copy pasting format would have done the
same thing our macro will do. Yes. But we have to do the illustration with something not
too complex to confuse anyone. The good thing is that you will learn all the steps required
to make any complex recorded macro you desire.

So here are the easy steps to creating a macro.



First, I select the month I want to manually do the formatting for and have the macro
recorder save my steps.

A B C D E F G | H
1| XYZ Car Dealership Sales Record for year 2013
2
3 Jan-13 Toyota Ford Mercerdes Benz BMW GMC
4 |lohn Sparrow 54 95 46 123 139
5 |lane Porter | 50 86 138 90 152
6 |Mark Spencer 144 142 74 156 54
7 |Kate Greitz 71 158 120 96 132
8 |Michael Peter 131 141 145 156/ 153
9 |Total 490 622 523 621 63-0.
10 |
12 Feb-13 Toyota Ford Mercerdes Benz BMW GMC
13 |John Sparrow 60 105 107 102 61
14 |lane Porter 124 126 147 116 112
15 :MarkSpencer 143 139 7 48 125
& Kate Greitz 81 153 122 58 152
17 :Michael Peter 148 126 101 160 104
18 |Total 556 649 554 484 G55
14
20 |
21 | Mar-13 Toyota Ford Mercerdes Benz BMW GMC
22 |John Sparrow 116 65 94 96 116
23 |lane Porter 104 103 133 61 62
Video 14 |_Record Macro @

Click on the macro record button.



1 XYZ Car Dealership Sales Record for year 2013
2
3 Jan-13 Toyota Ford Mercerdes Benz BMW GMC
4 JohnSparrow 54 95 46 123 139
5 |lane Paorter _ 90 86 138 90 152
& |Mark Spencer 144 142 74 156 54
7 |Kate Greitz _ i 158 120 96 132
8 Michael Peter 153
S Total 630
10 WAL :
1 Macro1|
12 Feb-

Shortcut
13 |lohn Sparrow 61

ctei+| | |

14 |lane Porter 113
15 |Mark Spencer [ >tore macro in: 125
16 Kate Greitz |This Workbook 152
17 |[Michael Peter || [Description: 104
18 Total LU
19
20
21 Mar-
22 |lohn Sparrow 116
23 |lane Porter (=

' rid‘ev 14 | RecordMacro, (& |

Give the macro a name, a keyboard shortcut and a description.

Macro name:

Samplebacro

| Shortcut key:

Ctrl=

Store macro in:

| This Workbook v

| Description:

This macro automatically formats the monthly sales table in
the company's official format.

OK | | Cancel




| Record Macro & =] mm B/ L= Properties D [ Map Properties 3 Import Ly
& ¢ __ z

=L7 Use Relative References .l:- -;T ! ('ﬂ View Code :" Expansion Packs Export
Visual Macros Add-Ins  COM Insert Design Source _ Document
Basic 1. Macro Security Add-Ins 4 Mode Run Dialog =1 Refresh Data Panel
Code Add-Ins Controls XML Modify
A3 T ﬁ 1/1/2013
A B C D E F | G H J K
1 XYZ Car Dealership Sales Record for year 2013
2
i Jan-13 Toye
4 |lohn Sparrow 46 139
5 |lane Porter 138 152
6 |Mark Spencer 74 54
7 |Kate Greitz 120 132 :
& |Michael Peter 145 153 Macro name:
9 |Total 523 630 ;_Samplel\-'lacro
L Sharteut key:
n ctri= [k |
12 Feb-13 Toyota Ford Mercerdes Benz BMW GMC o
Store macro in:

13 |John Sparrow 60 105 107 102 61 i

iThIS Workbook
14 |Jane Porter 124 126 147 116 113
15 |Mark Spencer 143 139 77 a8 125 BE I :
16 |Kate Greitz 81 153 122 58 152 This macro automatically formats the maonthly sales table in

the company's official format
17 |Michael Peter 148 126 101 160 104
18 |Total 556 649 554 484 555
18 | | Cancel |
20
21 Mar-13 Toyota Ford Mercerdes Benz BMW GMC
22 |John Sparrow 116 63 94 96 116
23 |Jane Porter 104 103 133 61 62

Click on OK.

Then begin doing the formatting steps. I change the font type, font color and add border,
making it have our corporate color feel. Once I am done, I click on the stop recording
button.



A ] o D E F 6 | H
XYZ Car Dealership Sales Record for year 2013

=t

2

3 Jan-13| Tovota Ford Mercerdes Benz| BMW GMC

4| |John Sparrow 54 95 46 123 139

5| {Jane Porter 90 36 133 o0 152

6| |Mark Spencer 144 142 74 156 54

7) | Kate Greitz {1 153 120 96 132

8| |Michael Peter 131 141 145 156 153

9| | Total 490 622 523 621 630

1(

12 Feb-13 Toyota Ford Mercerdes Benz BMW GMC

13 John Sparrow 60 105 107 102 61

14 |Jane Porter 124 126 147 116 113

15 |Mark Spencer 143 139 7 48 125

16 |Kate Greitz 81 153 122 58 152

17 |Michael Peter 148 126 101 160 104

18 |Total 556 649 554 484 555

19|

20 |

21 Mar-13 Toyota Ford Mercerdes Benz BMW GMC

22 :John Sparrow 116 65 94 96 116

23 |lane Porter 104 103 123 61 62
| video 14 | Record Macro (&)

READY |

And that’s all. We have created a macro. Next is to try it out and see it work.

Select another month’s record and press CTRL + k (the keyboard shortcut we used for the
macro).
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Video 14

Record Macro

A B c D E F
XYZ Car Dealership Sales Record for year 2013

Jan-13| Tovota Ford Mercerdes Benz| BMWW GMC
John Sparrow 54 o5 46 123 139
Jane Porter S0 36 133 G0 152
Mark Spencer 144 142 T4 156 54
Kate Greitz 7l 153 120 06 132
Michael Peter 131 141 145 156 153
Total 490 622 523 621 630|

Feb-13 Toyota Ford Mercerdes Benz BMW GMC
John Sparrow 60 105 107 102 61
Jane Porter 124 126 147 116 113
Mark Spencer 143 129 77 48 125
Kate Greitz 81 153 122 38 152
Michael Peter 148/ 126/ 101 160 104
Total 556 649 554 434 555.

Mar-13 Toyota Ford Mercerdes Benz BMW GMC
|John Sparrow 116 65 94 96 116
Jane Porter 104 103 133 61 62

]



A12 - J || 2/1/2013

A B C D E F G
XYZ Car Dealership Sales Record for year 2013

3

3 | Jan-13| Tovota Ford Mercerdes Benz| BMW GMC

4 |John Sparrow 54 95 46 123 139
5 |Jane Porter 90 36 133 90 152
& |Mark Spencer 144 142 74 156 54
7 |Kate Greitz 71 158 120 96 132
& |Michael Peter 151 141 145 156 153
9 Total 490 622 523 621 630|
10|

2] Feb13|Tovota |Ford  |Mercerdes Benz| BMW  |GMC |
13 [John Sparrow 60 105 107 102 611
14 [Jane Porter 124 126 147 116 1138
15 IMark Spencer 143 139 77 43 135]
16 |Kate Greitz 81 153 192 53 152;
17 [Michael Peter 143 126 101 160 1041
BiTort | = oao| 55w 55
19

20

21 Mar-12 Toyota Ford Mercerdes Benz BMW GMC

22 |lohn Sparrow 116 65 94 96 116
23 |lane Porter 104 103 133 61 62

video 14 |, Record Macro ®

Voila! It works!

So let’s insert a macro button. A button you will click to run the macro. I am sure you’ve
seen one before. They are super easy to create.

Go to the Developer menu, Insert and select Button under Form Controls.

E I:' = Excel Macros (VBA) xlsx - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER LOAD TEST POWER QUERY POWERPIVOT

-i!T b‘/‘ [&] Properties E @_“Almport _h'

— G View Code

] ERecord Macro ‘*

= Use Relative References

2 Expansion Paljes

Visual Macros Add-lns  COM ert Design Source Document
Basic 1 Macro Security Add- - Mode Run Dialog Panel
Code Add-Ins Form Controls XML Modify

OFVEFEe

110 - v || A
f-‘ [ Ag B E
A B C ActiveX Controls F G H I 1 K

1 XYZ Car Dealership Sales Record & El ¥ BBl &
2 | BEoealREN

3 Jan.lslTugum Irom !" d.asBe.nz|B\.\d“- IGMC




Draw a rectangular button where you want the macro button to be. Immediately, Excel
will ask you to select the macro to link it to. Select the macro we just created.

I-Ins Mode 8] Run Dialog [#*1 Refresh Data Panel
Controls AWML Maodify
D E F G H | I | K 1 M N
cord for year 2013

:erdes Benz| BMW GMC

46 123

138 50

74 156 Macro name:

120 96 | | sampleMacro i%—;]
145 156 | | Macroz
P 621

:erdes Benz| BMW GMC

107 102
147 116
i 43
122 58
101 160 Macros in: INI COpen Workboaoks
554 454 | Description

This macro automatically formats the monthly sales table in the
company's official format

:erdes Benz BMW GMC

Click on OK.

Then edit the name of the rectangular button.



Controls
E F

“year 2013
nz| BMW GMC
445 123 135
33 &0 152
4 156 54
20 i) 132
45 156 153
23 621 630]
nz| BMW GMC
07 102 61
47 116 113
i 43 125
22 5 152

XML

Modify

Run Macro!

And that’s it! You’ve created a macro button.

Now select another month’s data and click on the macro button to see it work the magic
we configured it for.

A21 - S || 37172013
A B D E F G

2

3 Jan-13| Tovota Ford Mercerdes Benz| BMW GMC

4 |John Sparrow 54 35 46 123 139
5 |Jane Porter 90 86 138 90 152
6 |Mark Spencer 144 142 T4 156 54
7 |Eatz Greitz 7l 158 120 96 132
8 |Michael Peter 131 141 145 156 153'
9 Total 490 622 523 621 630'
12 | Feb-13| Toyvota Ford M dez Benz| BMW GMC
13 |John Sparrow 60 105 107 102 61
14 |Jane Porter 124 126 147 116 113
15 |Mark Spencer 143 139 77 48 125
16 |Kate Greiz 81 153 122 58 152
17 |Michael Peter 148 126 101 160 104
18 | Total 556 649 554 484 555
19
20 E
2 Mar-13 Toyota Ford Mercerdes Benz BMW GMC
24 |John Sparrow 116 65 54 96 116
23 |Jane Porter 104 103 133 61 62
24 |Mark Spencer 110 63 87 128 88
2% |Kate Greitz 74 51_ 45 80_ 144
28 |Michael Peter 79 55 164 95 51
27 |Total 483 337 523 460 461
24

Run Macro!




See the result!

A21 ~ S || 3/2/2013
A B C D E F G H ) K

: I
3 Jan-13| Tovota Ford Mercerdes Benz| BMW GMC Run Macro!
4 |John Sparrow 54 95 46 123 139|

5 [Jane Porter 50 36 138 90 152]

@ |Mark Spencer 144] 142 T4 156 54

7 |EKate Greiz 71 158 120 96 132]

8 |Michael Peter 131 141 145 156 ].53'

9 |Total 490 622 523 621 630'
12 Feb-13| Tovota Ford Mercerdes Benz| BMW GMC
13 |John Sparrow 6 105 107 102 6l
14 |Jane Porter 124 126 147 116 113
15 |Mark Spencer 143 139 77 48 125]
16 |Kate Greitz 81 153 122 53 152]
17 |Michael Peter 148 126 101 160 104]
15 | Total 556 649 554 484 555
19
20|
21 Mar-13| Tovota Ford M des Benz| BMW GMC
22 |John Sparrow 116 65 M 896 116
23 |Jane Porter 104 103 133 61 62
24 | Mark Spencer 110/ 63 37 128 a3
25 | Eate Greitz 74 51 45 30 144
26 | Michael Peter 78| 55 164 85 1y
27 | Totl 483| 337 523 460 461

Amazing, isn’t it?

I hope you are now convinced that creating a macro in Excel is very easy.

It’s now time for you to think up other creative ways to use a recorded macro.

Bonne chance!
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