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5. Working with Data - Filtering Data

5.1.Introduction

If your worksheet contains a lot of content, it can be difficult to find information quickly.
Filters can be used to narrow down the data in your worksheet, allowing you to view only
the information you need.

5.2.To filter data:

In our example, we'll apply a filter to an equipment log worksheet to display only the laptops
and projectors that are available for checkout.

1. In order for filtering to work correctly, your worksheet should include a header row,
which is used to identify the name of each column. In our example, our worksheet is
organized into different columns identified by the header cells in row 1: ID#, Type,
Equipment Detail, and so on.

A B C D E F
| D# Type Equipment Detail Checked Out Checked In Checked Out By
2 [3000 Camera Saris Lumina Digital Camera 12-May-15 15-May-15 Shannon Nguyen
3 13005 Camera Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15 Sela Shepard
4 11021 Llaptop 15" EDI SmartPad L200-3 Laptop 15-Sep-15 01-Oct-15 Sofie Ragnar
5 (1022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15 Hank Sorenson
6 11023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15 Jennifer Weiss
7 13070 Camera Omega PixL Digital Camcorder 06-Oct-15 Min Seung
8 (1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-15 04-0Oct-15 Min Seung
9 (1031 Laptop 17" Saris X-10 Laptop 04-0ct-15 Nick Ortiz
10 |1032 Laptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer
11 |1033 Laptop 17" Saris X-10 Laptop 24-Sep-15 26-Sep-15 George D'Agosta

2. Select the Data tab, then click the Filter command.

ns '_F"'l Y Clear

Reappl
Z Sort Filter )
,.:,.I, l}rp‘ﬁkduanced

Sort & Filter

[98)

A drop-down arrow will appear in the header cell for each column.
4. Click the drop-down arrow for the column you want to filter. In our example, we
will filter column B to view only certain types of equipment.



3000 |Camera ) ~~i~ Lemina Digital Camel

= Type:
3005 Camera (Showing Alllom Z-60 Digital Ca

1021 Laptop 15" EDI SmartPad L200-3
1022 Laptop 15" EDI SmartPad L200-3
1023 Laptop 15" EDI SmartPad L200-3

(o TN QRN - S FE R A R

5. The Filter menu will appear.
6. Uncheck the box next to Select All to quickly deselect all data.

A B C
[»] Type Equipment Detail
1 'h yp el quip [~]
?| SotAteZ na Digital Camera
il sortZton n Z-60 Digital Camera
sort by Color " nartPad L200-3 Laptop

nartPad L200-3 Laptop
nartPad L200-3 Laptop

Text Fil -
st iters " (L Digital Camcorder
Search # nartPad L200-4X
----ﬁieled All
T amera (-10 Laptop
[+ Laptop _
P (-10 Laptop
[+ Projector -10 lﬂptﬂp
: Eb"’t {-10 Laptop
Board L500-1
Board L500-1

; DigiCam Printer 11
; Label Maker
‘Camera Travel Bag

olling Laptop Case
Rolling Laptop Case
20 |b10UU  Projector Umega VisX 1.0

K Cancel

7. Check the boxes next to the data you want to filter, then click OK. In this example,
we will check Laptop and Projector to view only these types of equipment.

4



A B C

1 Equipment Detail -
7l SortAtoZ na Digital Camera
&l SotZtoA n Z-60 Digital Camera
Sort by Color " martPad L200-3 Laptop

nartPad L200-3 Laptop
nartPad L200-3 Laptop

Ted Eiters " (L Digital Camcorder
Search # nartPad L200-4X
[l [Select All)
[ ] Camera {-10 Laptop
- [v Laptop _
P {-10 Laptop
[+ Projector {-10 Laptop
-] Tablet
O e -10 Laptop
Board L500-1
Board L500-1

; DigiCam Printer 11
; Label Maker
‘Camera Travel Bag

olling Laptop Case
cancel | Rolling Laptop Case

2U [610U  Projector Umega VisX 1.0

8. The data will be filtered, temporarily hiding any content that doesn't match the
criteria. In our example, only laptops and projectors are visible.



Type = Equipment Detail = Checked Ouh Checked Inn Checked Out By =

1

4 11021 Llaptop 15" EDI SmartPad L200-3 Laptop 15-Sep-15 01-Oct-15 Sofie Ragnar

5 11022 Llaptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15 Hank Sorenson
6 1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15 lennifer Weiss

8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-15 04-Oct-15 Min Seung

9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-15 Nick Ortiz

10 |1032 Llaptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer

11 /1033 Llaptop 17" Saris X-10 Laptop 24-Sep-15 26-Sep-15 George D'Agosta
12 11034 Llaptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15 Jay Peralta

20 |6100 Projector OmegaVisX 1.0 28-Sep-15 01-Oct-15 Win Armitage

21 /6101 Projector Omega VisX 1.0 26-Sep-15 27-Sep-15 Michael Earley
22 |6102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15 Jamila Kyle

23 6200 Projector Saris Lux T-80 01-Sep-15 04-Sep-15 Jolie Chaturvedi
24 16301 Projector Saris Lux T-81 Lite 10-Sep-15 Marques Herndon
25 6302 Projector Saris Lux T-81 Lite 08-Sep-15 15-Sep-15 Dean Sorenson
31

32

Filtering options can also be accessed from the Sort & Filter command on the Home tab.

> AutoSum - A
2P

Fill -
. Sort 8 Find &
£ Clear~ Filter = Select -
Editi | SortAtoZ
il SortZtoA

Custom Sort...

W Filter
s

5.3.To apply multiple filters:

Filters are cumulative, which means you can apply multiple filters to help narrow down
your results. In this example, we've already filtered our worksheet to show laptops and
projectors, and we'd like to narrow it down further to only show laptops and projectors that
were checked out in August.

1. Click the drop-down arrow for the column you want to filter. In this example, we
will add a filter to column D to view information by date.



Type Equipment Detail = Checked Ouh Checked Inn Checked Out By =

1

4 1021 Laptop 15" EDI SmartPad L200-3 Laptop 15-Sep-15 o e 15 Sofie Ragnar

5 (1022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15  (Showing Al 15 Hank Sorenson
6 (1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15 Jennifer Weiss
8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-15 04-0Oct-15 Min Seung

9 [1031 Laptop 17" Saris X-10 Laptop 04-Oct-15 Nick Ortiz

10 |1032 Llaptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer

11 |1033 Laptop 17" Saris X-10 Laptop 24-Sep-15 26-Sep-15 George D'Agosta
12 /11034 Llaptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15 lay Peralta

20 |6100 Projector Omega VisX 1.0 28-Sep-15 01-Oct-15 Win Armitage

21 6101 Projector Omega VisX 1.0 26-Sep-15 27-Sep-15 Michael Earley
22 |6102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15 Jamila Kyle

23 6200 Projector Saris Lux T-80 01-Sep-15 04-Sep-15 Jolie Chaturvedi
24 |6301 Projector Saris Lux T-81 Lite 10-Sep-15 Margues Herndon
25 16302 Projector Saris Lux T-81 Lite 08-Sep-15 15-Sep-15 Dean Sorenson
31

32|

2. The Filter menu will appear.
3. Check or uncheck the boxes depending on the data you want to filter, then click OK.
In our example, we'll uncheck everything except for August.



Equipment Detail = Checked Du'fﬂ

15" EDI SmartP. 2} Sort Oldest to Newest

15" EDI SmartpP i) Sort Newest to Oldest

15" EDI Smartp~ >ot & el b
15" EDI SmartP

17" Saris X-10 L

17" Saris X-10 L Date Filters b
17" Sarisx-10L "0 AM
17" Saris X-10L L msore _
Omega VisX 1.0 -1 August

. [ September |
Omega VisX 1.0 &[] Ocober

Omega VisX 1.0
Saris Lux T-80

Saris Lux T-81 Li
Saris Lux T-81 Li

4. The new filter will be applied. In our example, the worksheet is now filtered to show
only laptops and projectors that were checked out in August.

A B C D E F

1 - Equipment Detail = Checked Outn Checked In =

5 11022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15 Hank Sorenson
1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15 lennifer Weiss

Checked Out By =

12 11034 laptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15 Jay Peralta
22: 6102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15 Jamila Kyle
31

32




5.4.To clear a filter:

After applying a filter, you may want to remove—or clear—it from your worksheet so you'll
be able to filter content in different ways.

1. Click the drop-down arrow for the filter you want to clear. In our example, we'll
clear the filter in column D.

1 . Equipment Detail g Checked Ou Checked Inn Checked Out By >

5 1022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 _e‘cfed“[',:t': = Hank Sorenson
1023 Llaptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15  [Equals "August 2015" lennifer Weiss

12 1034 laptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15 Jay Peralta
22: 6102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15 Jamila Kyle
31
32

2. The Filter menu will appear.
3. Choose Clear Filter From [COLUMN NAME] from the Filter menu. In our
example, we'll select Clear Filter From "Checked Out".

C D
Equipment Detail o Checked Du

15" EDI SmartP 2} Sort Oldest to Newest

15" EDI SmartP- 2l Sort Newest to Oldest

17" Saris X-10 1 5ot by Coler

Omega VisX 1 {j E. Clear Filter From "Checked Out" %

Dlate Filters 3
Search (All) Joliv
Y1 [ (Select Al
=-m 2015

-- August
-] September
-] October

QK Cancel

4. The filter will be cleared from the column. The previously hidden data will be
displayed.



IDlh Type Equipment Detail

1

4 11021 Llaptop 15" EDI SmartPad L200-3 Laptop 15-Sep-15 o er 15 Sofie Ragnar

5 (1022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15  (Showing Al 15 Hank Sorenson
6 (1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15 Jennifer Weiss

8 [1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-15 04-0ct-15 Min Seung

9 [1031 Laptop 17" Saris X-10 Laptop 04-Oct-15 Nick Ortiz

10 |1032 Llaptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer

11 |1033 Laptop 17" Saris X-10 Laptop 24-Sep-15 26-Sep-15 George D'Agosta
12 |1034 laptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15 lay Peralta

20 (6100 Projector Omega VisX 1.0 28-Sep-15 01-Oct-15 Win Armitage

21 6101 Projector Omega VisX 1.0 26-Sep-15 27-Sep-15 Michael Earley
22 |6102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15 Jamila Kyle

23 6200 Projector Saris Lux T-80 01-Sep-15 04-Sep-15 Jolie Chaturvedi
24 |6301 Projector Saris Lux T-81 Lite 10-Sep-15 Margues Herndon
25 6302 Projector Saris Lux T-81 Lite 08-Sep-15 15-Sep-15 Dean Sorenson
31

32

To remove all filters from your worksheet, click the Filter command on the Data tab.

ns 4| Y Clear

Reappl
Fi Sort Filter '
'e‘l I}Tfﬁkduanced

Sort & Filter

5.5.Advanced filtering

If you need a filter for something specific, basic filtering may not give you enough options.
Fortunately, Excel includes many advanced filtering tools, including search, text, date, and
number filtering, which can narrow your results to help find exactly what you need.

5.5.1. To filter with search:

Excel allows you to search for data that contains an exact phrase, number, date, and more. In
our example, we'll use this feature to show only Saris brand products in our equipment log.

1. Select the Data tab, then click the Filter command. A drop-down arrow will appear
in the header cell for each column. Note: If you've already added filters to your
worksheet, you can skip this step.

2. Click the drop-down arrow for the column you want to filter. In our example, we'll
filter column C.
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A B C D E F
1 D # - guipment Deta - ecked Outy ad ed Out B
2 |3000 |Camera Saris Lumina Digital Camera Equi;'m';ﬂ:b'et"aﬁ_ 15-May-15 Shannon Nguyen
3 |3005 Camera Saris Zoom Z-60 Digital Camera  (Showing All) 06-Aug-15 Sela Shepard
4 11021 Laptop 15" EDI SmartPad L200-3 Laptop 15-Sep-15 01-Oct-15 Sofie Ragnar
5 1022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15 Hank Sorenson
6 (1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15 Jennifer Weiss
7 |3070 Camera Omega PixL Digital Camcorder 06-0ct-15 Min Seung
8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-15 04-Oct-15 Min Seung
9 (1031 Laptop 17" Saris X-10 Laptop 04-Oct-15 Nick Ortiz
10 |1032 Llaptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer

3. The Filter menu will appear. Enter a search term into the search box. Search results
will appear automatically below the Text Filters field as you type. In our example,
we'll type saris to find all Saris brand equipment. When you're done, click OK.

Camera

Camera

Laptop

Laptop

Laptop

Camera

Laptop

Laptop

Laptop

Laptop

Laptop

Other

Other

Other

Other

Other

Other

Other

o TR

SortAtof

SortZto &

Sort by Color Ol
Text Filters L
saris x

[ [Select All Search Results)

-] Add current selection to filter
[+ 17" Saris %-10 Laptop

[+ Saris Lumina Digital Camera
[ Saris Lux T-30

-] Saris Lux T-81 Lite

--[#| Saris SlimPro

--[+] Saris Zoom Z-60 Digital Camera
[+ U-Go Saris DigiCam Printer Il
-[v] U-3o Saris Label Maker

e
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The worksheet will be filtered according to your search term. In our example, the
worksheet is now filtered to show only Saris brand equipment.



1 IDlh Type a Equipment Detail Checked Duh Checked Inn Checked Out By >
2 |3000 _Camera Saris Lumina Digital Camera 12-May-15 15-May-15 Shannon Nguyen
3 [3005 Camera Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15 Sela Shepard

9 [1031 Laptop 17" Saris X-10 Laptop 04-0ct-15 Nick Ortiz

10 1032 Laptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer

11 /11033 Laptop 17" Saris X-10 Laptop 24-Sep-15 26-Sep-15 George D'Agosta
12 11034 Llaptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15 Jay Peralta

15 |3800 Other U-Go Saris DigiCam Printer |1 04-Aug-15 05-Aug-15 Hank Sorenson

16 |3900 Other U-Go Saris Label Maker 13-Jun-15 20-Jun-15 Clint Gosse

23 /6200 Projector Saris Lux T-80 01-Sep-15 04-Sep-15 Jolie Chaturvedi
24 |6301 Projector Saris Lux T-81 Lite 10-Sep-15 Margues Herndon
25 6302 Projector Saris Lux T-81 Lite 08-Sep-15 15-Sep-15 Dean Sorenson
26 1011 Tablet Saris SlimPro 04-Oct-15 Jay Peralta

27 11012 Tablet Saris SlimPro 29-Sep-15 August Zorn

31

32

5.5.2. To use advanced text filters:

Advanced text filters can be used to display more specific information, like cells that
contain a certain number of characters or data that excludes a specific word or number. In our
example, we'd like to exclude any item containing the word laptop.

1. Select the Data tab, then click the Filter command. A drop-down arrow will appear
in the header cell for each column. Note: If you've already added filters to your
worksheet, you can skip this step.

2. Click the drop-down arrow for the column you want to filter. In our example, we'll
filter column C.

A B C D E F
1 BE- - pe - » ) = Deta - = ad U - = =# - = ad U = -
2 |3000 |Camera Saris Lumina Digital Camera .Equi;mg?se;aﬁ. 15-May-15 Shannon Nguyen
3 13005 Camera Saris Zoom 7-60 Digital Camera (Showing All) 06-Aug-15 Sela Shepard
4 11021 Laptop 15" EDI SmartPad L200-3 Laptop 15-5ep-15 01-Oct-15 Sofie Ragnar
5 11022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15 Hank Sorenson
6 (1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15 Jennifer Weiss
7 3070 Camera Omega PixL Digital Camcorder 06-Oct-15 Min Seung
8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-15 04-Oct-15 Min Seung
9 (1031 Laptop 17" Saris X-10 Laptop 04-Oct-15 Nick Ortiz
10 |1032 Laptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer

3. The Filter menu will appear. Hover the mouse over Text Filters, then select the
desired text filter from the drop-down menu. In our example, we'll choose Does Not
Contain to view data that does not contain specific text.
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Camera 2] SertAtoZ 12-May-15 15-May-15
z
Camera &l SertZtoA 27-Jul-15 06-Aug-15
3
Laptop Sort by Color 04-Oct-15
Laptﬂp T,'\ Clear Filter Frem "Equiprnent Detail 19-56[]-15
Laptop 24-San-15 76-5ep-15
— ] Text Filters L Equals... T
Laptop = \ug-15
Search Does Mot Equal... .
Other - = s \ug-15
_ [l [Select All) ~ Begins With... T
Other -[]15" EDI SmartPad L200-3 Laptop e With un-15
Projector -[]15" EDI SmartPad L200-4X ncs Wah. sep-15
———— -] 17" Saris ¥-10 Laptop Contains... P
Projector ~-[[] 32" Paragon 440 OLED TV .
—F‘ : [ 50" Paragon 490L LED TV Does Not Contain... [ ,—15
rGJECtGr -] 7N Deluxe Car.nera Travel Bag Custom Filter... wep-

TEIl:]lE't -] 7TM Heavy Rolling Laptop Case e e L W8 T
—_— [ ] 7TM Light Raolling Laptop Case
Tablet -] EDI SmartBoard L500-1 29-Sep-15

-] Omega PixL Digital Camcorder

-] Omega Vis¥ 1.0

[+ Saris Lumina Digital Camera

-[+] Saris Lux T-80

[ Saris Lux T-81 Lite v

oK Cancel

4. The Custom AutoFilter dialog box will appear. Enter the desired text to the right of

the filter, then click OK. In our example, we'll type laptop to exclude any items

containing this word.

Custom AutoFilter ?

Show rows where:
Equipment Detail

does not contain w laptop

®and O or

Use 7 to represent any single character
Use * to represent any series of characters

N

13



5. The data will be filtered by the selected text filter. In our example, our worksheet now
displays items that do not contain the word laptop.

1 Equipment Detail Checked Ouh Checked Inn Checked Out By =
2 |3000 _Camera Saris Lumina Digital Camera 12-May-15 15-May-15 Shannon Nguyen
3 [3005 Camera Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15 Sela Shepard

7 |3070 Camera Omega PixL Digital Camcorder 06-0ct-15 Min Seung

8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-15 04-Oct-15 Min Seung

13 |2050 Other EDI SmartBoard L500-1 05-Oct-15 06-0ct-15 Anthony Liddell
14 12051 Other EDI SmartBoard L500-1 01-Oct-15 05-0ct-15 Sofie Ragnar

15 |3800 Other U-Go Saris DigiCam Printer I 04-Aug-15 05-Aug-15 Hank Sorenson
16 13900 Other U-Go Saris Label Maker 13-Jun-15 20-Jun-15 Clint Gosse

17 14800 Other 7N Deluxe Camera Travel Bag 27-Jul-15 06-Aug-15 Sela Shepard

20 |6100 Projector Omega VisX 1.0 28-Sep-15 01-Oct-15 Win Armitage

21 6101 Projector Omega VisX 1.0 26-Sep-15 27-Sep-15 Michael Earley
22 |6102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15 Jamila Kyle

5.5.3. To use advanced number filters:

Advanced number filters allow you to manipulate numbered data in different ways. In this
example, we'll display only certain types of equipment based on the range of ID numbers.

1. Select the Data tab on the Ribbon, then click the Filter command. A drop-down
arrow will appear in the header cell for each column. Note: If you've already added
filters to your worksheet, you can skip this step.

2. Click the drop-down arrow for the column you want to filter. In our example, we'll
filter column A to view only a certain range of ID numbers.

A B C D E F
1 ID% Type a Equipment Detail Checked Duh Checked Inn Checked Out By >
2 mm F | Saris Lumina Digital Camera 12-May-15 15-May-15 Shannon Nguyen
3 [3005 (Showing All) Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15 Sela Shepard
7 13070 Camera Omega PixL Digital Camcorder 06-Oct-15 Min Seung
8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-15 04-Oct-15 Min Seung
13 |2050 Other EDI SmartBoard L500-1 05-Oct-15 06-0ct-15 Anthony Liddell
14 12051 Other EDI SmartBoard L500-1 01-Oct-15 05-0ct-15 Sofie Ragnar
15 |3800 Other U-Go Saris DigiCam Printer Il 04-Aug-15 05-Aug-15 Hank Sorenson
16 |3900 Other U-Go Saris Label Maker 13-Jun-15 20-Jun-15 Clint Gosse
17 14800 Other 7N Deluxe Camera Travel Bag 27-Jul-15 06-Aug-15 Sela Shepard
20 |6100 Projector Omega VisX 1.0 28-Sep-15 01-Oct-15 Win Armitage
21 |6101 Projector Omega VisX 1.0 26-Sep-15 27-5ep-15 Michael Earley

3. The Filter menu will appear. Hover the mouse over Number Filters, then select the
desired number filter from the drop-down menu. In our example, we'll choose
Between to view ID numbers between a specific number range.

14



ID & Type Equipment Detail
1 B hza
2] Sort Smallest to Largest ina Digital Camera 1
El Sort Largest to Smallest nZ-60 Dlgltﬂl Camera 3
. _
sort by Coler xL Digital Camcorder C
martPad L200-4X P,
‘Bnard | 5NN-1 r
Mumber Eilters k Equals...
Search Jel Does Mot Equal...
-] [Select All) ~ Greater Than...
[ 1011
#1012 Greater Than Or Equal Te...
-[w] 1025 Less Thar...
v 2050
[ 2051 Less Than Or Equal Te...
(] 3000 Between...
v 3005
[ 3070 Top 10..
- [v] 3200 Above Average
v 3B00
¥ 4300 Below Average
-1l 5020 Custom FEilter...
[ 5023 v Pro C
T Pro Z
ok Cancel | on 440 OLED TV 1

4. The Custom AutoFilter dialog box will appear. Enter the desired number(s) to the
right of each filter, then click OK. In our example, we want to filter for ID numbers
greater than or equal to 3000 but less than or equal to 6000, which will display ID
numbers in the 3000-6000 range.

Custom AutoFilter ? >

Show rows where:

ID#
is greater than orequalto |+ 3000 L
® and O or
is less than or equal to = Ed}i}d £

Use 7 to represent any single character
Use * to represent any series of characters

L3
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5. The data will be filtered by the selected number filter. In our example, only items with
an ID number between 3000 and 6000 are visible.

1 Equipment Detail Checked Ouh Checked Inn Checked Out By =
2 |3000 _Camera Saris Lumina Digital Camera 12-May-15 15-May-15 Shannon Nguyen
3 |3005 Camera Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15 Sela Shepard

7 |3070 Camera Omega PixL Digital Camcorder 06-0ct-15 Min Seung

15 |3800 Other U-Go Saris DigiCam Printer I 04-Aug-15 05-Aug-15 Hank Sorenson
16 13900 Other U-Go Saris Label Maker 13-Jun-15 20-Jun-15 Clint Gosse

17 14800 Other 7N Deluxe Camera Travel Bag 27-Jul-15 06-Aug-15 Sela Shepard

28 |5020 TV 32" Paragon 440 OLED TV 11-Aug-15 13-Aug-15 Marta Lao

29 5022 TV 32" Paragon 440 OLED TV 17-Jul-15 17-Jul-15 Carl Langer

30 |5023 TV 50" Paragon 490L LED TV 01-Oct-15 01-Oct-15 Margaret Lishbon
31

32

5.5.4. To use advanced date filters:

Advanced date filters can be used to view information from a certain time period, such as
last year, next quarter, or between two dates. In this example, we'll use advanced date filters
to view only equipment that has been checked out between July 15 and August 15.

1. Select the Data tab, then click the Filter command. A drop-down arrow will appear
in the header cell for each column. Note: If you've already added filters to your
worksheet, you can skip this step.

2. Click the drop-down arrow for the column you want to filter. In our example, we'll
filter column D to view only a certain range of dates.

A B C D E F
1 Equipment Detail Checked (Z)uhh Checked Inn Checked Out By >
2 |3000 _Camera Saris Lumina Digital Camera 12-May-15 -Ch:ci;ﬁﬂo?::_-ls Shannon Nguyen
3 /3005 Camera Saris Zoom Z-60 Digital Camera  27-Jul-15 (Showing Ally 15 Sela Shepard
7 |3070 Camera Omega PixL Digital Camcorder 06-Oct-15 . Min Seung
15 3800 Other U-Go Saris DigiCam Printer I 04-Aug-15 05-Aug-15 Hank Sorenson
16 3900 Other U-Go Saris Label Maker 13-Jun-15 20-Jun-15 Clint Gosse
17 14800 Other 7N Deluxe Camera Travel Bag 27-Jul-15 06-Aug-15 Sela Shepard
28 |5020 TV 32" Paragon 440 OLED TV 11-Aug-15 13-Aug-15 Marta Lao
29 5022 TV 32" Paragon 440 OLED TV 17-Jul-15 17-Jul-15 Carl Langer
30 |5023 TV 50" Paragon 490L LED TV 01-Oct-15 01-Oct-15 Margaret Lishbon
31
32

3. The Filter menu will appear. Hover the mouse over Date Filters, then select the
desired date filter from the drop-down menu. In our example, we'll select Between to
view equipment that has been checked out between July 15 and August 15.
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Equipment Detail Checked Out

[~ |
Saris Lumina Dif 7} Sort Oldest to Newest 15-May-15 Shann
Saris Zoom Z-6( &l Sort Newest to Oldest 06-Aug-15 Sela S|
Omega PixL Digi ~ ~°tb~eler ' Min S¢
U-Go Saris Digi( 05-Aug-15 Hank !
U-Go Saris Labe 20-hin-15 Clint ¢
7N Deluxe Came oo oe® ' Equals.. |
32" Paragon 44 <Al L Before. |
32" Paragon 44 E, E;I;d A At ;
50" Paragon 49 0 2 May — '
-] June Tomorrow
Today
[+ Cctober Yesterday

Mext Week

This Week

Last Week

Mext Maonth

Thizs Manth

Last Month

Ok Cancel Next Quarter
This Quarter

Last Cuarter

4. The Custom AutoFilter dialog box will appear. Enter the desired date(s) to the right
of each filter, then click OK. In our example, we want to filter for dates after or equal
to July 15, 2015, and before or equal to August 15, 2015, which will display a range
between these dates.

Custom AutoFilter ? >

Show rows where:
Checked Cut

is after or equal to ~ | 71515 - Iﬁ
@ and O or
is before or equal to |~ | |&1513 v 'ﬁ

Use 7 to represent any single character
Use * to represent any series of characters

x
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5. The worksheet will be filtered by the selected date filter. In our example, we can now
see which items have been checked out between July 15 and August 15.

A B C D E F

1 Equipment Detail Checked Ouh Checked Inn Checked Out By =
3 |3005 Camera Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15 Sela Shepard

15: 3800 Other U-Go Saris DigiCam Printer |1 04-Aug-15 05-Aug-15 Hank Sorenson

17: 4800 Other 7N Deluxe Camera Travel Bag 27-Jul-15 06-Aug-15 Sela Shepard

28 |5020 TV 32" Paragon 440 OLED TV 11-Aug-15 13-Aug-15 Marta Lao

29 |5022 TV 32" Paragon 440 OLED TV 17-Jul-15 17-Jul-15 Carl Langer

31 |

32
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6. Working with Data - Tables

6.1.Introduction

Once you've entered information into your worksheet, you may want to format your data as a
table. Just like regular formatting, tables can improve the look and feel of your workbook,
and they'll also help you organize your content and make your data easier to use. Excel
includes several tools and predefined table styles, allowing you to create tables quickly and

easily.

6.2.To format data as a table:

1.

Select the cells you want to format as a table. In our example, we'll select the cell

range A2:D9.

Catering Invoice

Sabrosa Empanadas & More
1202 Biscayne Bay Drive

SHBRUSA

Invoice #: S686B

Orlando, FL 32804 Date: 05/10/16
1
2 [MENU ITEM UNIT PRICE QUANTITY LINE TOTAL
s |Empanadas: Beef Picadillo $2.99 15 544.85
4 |[Empanadas: Chipotle Shrimp $3.99 10 $39.90
s |Tamales: Chicken Tinga $2.29 20 545.80
s |Tamales: Vegetable $2.29 30 $68.70
7 |Arepas: Carnitas $2.89 10 528.90
5 |Arepas: Queso Blanco $2.49 20 549.80
¢ |Beverages: Horchata $1.89 25 tp S47.25
10

From the Home tab, click the Format as Table command in the Styles group.

': Tell me what you want to do...

Sign in H.Share

v L

Sort & Find &
Filter = Select -

?]‘_"WFEFJ Text General - s 7 _} E‘“Insert - 2 A
& - E" Delete - E - z
S Merge & Center = % ~ 9 » S5 Conditional Farmatas Cell e
’ N Formatting ~  Table s, Styles ~ ] Format~ & -
It ] Mumber ] Styles Cells Editing

Select a table style from the drop-down menu.
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@ Tell me what you want to do... Sign in (q_ Share

?WrapText General - Q Q %E:E;:E: : %Y p
Iuemescons < 8<% 0 |0 St SR C gL e e
it [P} Mumber Light
. . . EEEEE EEEEE EEEEE - e
e e e e e e ————
dice S f i f e S —
s & More EEEE ===== === 2EEEE EEEEE o oot EEEEE
Drive Invoice #: bei EEEE= === EEEES EEEEE SessE mmm s SEs===
Medium
Date:  05/10) oy e e e s===c
WANTITY __|LINETOTAL | pamee =====) oozos sosss sesss cooo: Eos=s
15 544_ EREEE == o] Ee=E= EEE=s BEEEE —--—- EEE=EE
10 $39 ; —— Table Style Medium 9 ; _ ;
20 S4SEEEES 2oz SoIooosooIsostooooooooosooos
30 BN e o e e B T B
10 D28 WM === S==Sc SSiESs EEEEE ---o s
4. A dialog box will appear, confirming the selected cell range for the table.
5. Ifyour table has headers, check the box next to My table has headers, then click
OK.
A B c D
SAR@S& Catering Invoice
Sabrosa Empanadas & More _
: 1202 Biscayne Bay Drive Invoice #: 5686B
Orlando, FL 32804 Date: 05/10/16
1
2 [IMENU ITEM UNIT PRICE QUANTITY LINE TOTAL
s JEmpanadas: Beef Picadillo | Format As Table | ? x |15 544,85
4 EmpanadaS: ChlpOtle Shrlmp | Where is the data for your table? _10 S3990
s )Tamales: Chicken Tinga | =sasaisDss m%| 120 545.80
s ITamales: Vegetable | EAMytable has headers 130 S$68.70
7 JArepas: Carnitas | e | 110 $28.90
& JArepas: Queso Blanco ,,L.-u 20 549.80
¢ |Beverages: Horchata $1.89 25 547.25
10

6. The cell range will be formatted in the selected table style.
20



S&@R@Sﬁi Catering Invoice

Sabrosa Empanadas & More
1202 Biscayne Bay Drive
Orlando, FL 32804

2 - -

3 |[Empanadas: Beef Picadillo $2.99
4 Empanadas: Chipotle Shrimp $3.99
5 Tamales: Chicken Tinga $2.29
6 Tamales: Vegetable $2.29
7 |Arepas: Carnitas $2.89
g |Arepas: Queso Blanco $2.49
s |Beverages: Horchata $1.89

10

15
10
20
30
10
20
25

Invoice #;: 5686B
Date: 05/10/16

-

$44.85
$39.90
$45.80
$68.70
$28.90
$49.80
$47.25,

Tables include filtering by default. You can filter your data at any time using the drop-down
arrows in the header cells. To learn more, review our lesson on Filtering Data.

6.3.Modifying tables

It's easy to modify the look and feel of any table after adding it to a worksheet. Excel includes
many different options for customizing a table, including adding rows or columns and

changing the table style.

6.3.1. To add rows or columns to a table:

If you need to fit more content into your table, Excel allows you to modify the table size by
including additional rows and columns. There are two simple ways to change the table size:

o Enter new content into any adjacent row or column. The row or column will be roped

into the table automatically.
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S A B R DSA Catering Invoice
Sabrosa Empanadas & More _
1202 Biscayne Bay Drive Invoice #: 56868

——— ) ——
Empanadas & More
Orlando, FL 32804 Date: 05/10/16

2 |
3 [Empanadas: Beef Picadillo $2.99 544.85
4 |Empanadas: Chipotle Shrimp $3.99 10 $39.90
s |Tamales: Chicken Tinga 52.29 20 S45.80
6 |Tamales: Vegetable $2.29 30 S$68.70
7 |Arepas: Carnitas 52.89 10 528.90
s |Arepas: Queso Blanco 52.49 20 S$49.80
9 |Beverages: Horchata S1.89 25 $47.25,

Beverages: Lemonade

—
=

e Click and drag the bottom-right corner of the table to create additional rows or
columns.

4 A | B c D

S A B R DSA Catering Invoice
Sabrosa Empanadas & More _
1202 Biscayne Bay Drive Invoice #: 56868

——— ) ——
Empanadas & More
Orlando, FL 32804 Date: 05/10/16

2 | MENU ITEM B UNIT PRICE gEQUANTITY pLINE TOTAL

3 [Empanadas: Beef Picadillo 52.99 15 544.85
4 |Empanadas: Chipotle Shrimp $3.99 10 $39.90
s |Tamales: Chicken Tinga 5§2.29 20 S45.80
6 [Tamales: Vegetable 52.29 30 5$68.70
7 |Arepas: Carnitas 52.89 10 528.90
s |Arepas: Queso Blanco 52.49 20 S49 .80
9 |Beverages: Horchata 51.89 25 $47.25]
10

nj
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6.3.2. To change the table style:

1. Select any cell in your table, then click the Design tab.

E a5 - = Table Tools

File Home Insert Page Layout Formulas Data Review View

Table Mame: [3] Summarize with PivotTable % [‘1 [i=] Properties [v| Header Row [ First Column
4

Table3 BB Remove Duplicates P E Open in Browser [ ] Total Row [ Last Column
‘@' Resize Table % Convert to Range E:':is:.er EO :S €2 Unlink Banded Rows || Banded Colur
Properties Tools External Table Data Table Style Optio
A3 - e Empanadas: Beef Picadillo
A A | B C D |
S ABR [] SA Catering Invoice
Sabrosa Empanadas & More
UV : ; Invaice #: 5686R
1202 Biscayne Bay Drive
Empanadas & More
Orlando, FL 32804 Date: 05/10/16
1
g3 MENU ITEM EUNIT PRICE g QUANTITY pgELINETOTAL B
3 [Empanadas: Beef Picadillo | $2.99 15 S44.85
4 |Empanadas: Chipotle Shrimp $3.99 10 $39.90
5 |Tamales: Chicken Tinga $2.29 20 545.80
s | Tamales: Vegetable $2.29 30 S68.70
2. Locate the Table Styles group, then click the More drop-down arrow to see all
available table styles.
rties Header Row [ First Column Filter Button || EEEm EEEEE e | -
————— EEEEE |—==2=) EEEEE
in Browser || TotalRow [ Last Column ==y T ) SRR R
Banded Rows [ | Banded Columns ~ |=——— """ T 2SS T T @
ta Table Style Options Table Styles .

More
Quickly change the visual style of
C D E = G your table. |

3. Select the desired table style.
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rties [v| HeaderRow [ | FistC “-”--- ZZ-ZZ —---- “-°-T TT-TT TTTITT “--°-
nBrowser | [ TotalRow  [lastC === mrommm poaes Seees Caen EERm Cosss
: [v/] BandedRows [ |Bande - - -~ F=——o 2| F==== E==—=| F===2| =====
- [ e e g
C D EEEE
3 Medium
Viore — e =====
. Invoice #: 56868 [E====] ===== ==-== ===== F===7 —=--- =====
Date: 05/10/16 BEEES —S-°C 92252 55252 98982 —oo0C 22252
HEEEE =SS EEEEE EEEES BEEEEE mEEET SEEEE
T LINE TOTAL B e e
15 SA4 85 EEEES ZCZCC CCIDCC ZoCCIDC Do CZooIoZoIot
10 539_9[: -2 EEEEE EEEEE EEEEE 22 EEEER
=1 5 e e 0 i 0 0 e 0 0 0 0 1 0 el el e S Y S S S S
20 54580 EEEES E==EE EEEEE EEEEE SIS S=s=s EEEEE
30 $68.7¢ Dark
- -—-——-—-§9—-——-——-——-—-§g———"—-—-§g————-pgy——"-—"-—"-g————-ygy——— — -
r EEEEETE
B
20 549'8C=EEE
O] AEEEE—— e —— o ——
25 S-'l?.L_ ____________ -

Table Style Dark 11
il Mew Table Style...

4. The table style will be applied.

y |

A

m
]

<]

SHBAOSH

Empanadas & More

Catering Invoice

Sabrosa Empanadas & More
1202 Biscayne Bay Drive

Invoice #: S636BE
Orlando, FL 32804 Date: 05/10/16

$44.85

$39.90
$45.80
$68.70
$28.90
$49.80
$47.25,

g MENU ITEM B UNIT PRICE g QUANTITY pELINETOTAL =2
3 [Empanadas: Beef Picadillo | $2.99 15

4 |Empanadas: Chipotle Shrimp - $3.99 10

5 |Tamales: Chicken Tinga $2.29 20

6 | Tamales: Vegetable $2.29 30

7 |Arepas: Carnitas $2.89 10

8 |Arepas: Queso Blanco $2.49 20

9 |Beverages: Horchata $1.89 25

10
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6.3.3. To modify table style options:

You can turn various options on or off to change the appearance of any table. There are
several options: Header Row, Total Row, Banded Rows, First Column, Last Column,
Banded Columns, and Filter Button.Select any cell in your table, then click the Design tab.

1. Check or uncheck the desired options in the Table Style Options group. In our
example, we'll check Total Row to automatically include a total for our table.

Page Layout Formulas Data Review View Design @ Tell me what you want to do...
ize with PivotTable D [:=] Properties Header Row | | First Column Filter Button
Duplicates 2 [ Open in Browser [ ] Total Row [ Last Colurmn
Insert  Export Refresh "
to Range Shicer > « B2 Unlink Banded Rows [ | Banded Columns

Tools External Table Data Table S5tyle Options
Total Row (Ctrl+Shift+T)

Turn on or off the total row of the
C table. E F

I Empanadas: Beef Picadillo

B [

2. The table style will be modified. In our example, a new row has been added to the
table with a formula that automatically calculates the total value of the cells in

column D.
A | B C D [
SABR [] SA Catering Invoice
. Sabrosa Empanadas & More voice #: SegEE
P 1202 Biscayne Bay Drive nvoice #:
S Orlando, FL 32804 Date: 05/10/16
1
JVENUITEM  EUNITPRICE EQUANTITY ELINETOTAL [
3 |[Empanadas: Beef Picadillo $2.99 15 544 .85
4 |Empanadas: Chipotle Shrimp $3.99 10 $39.90
s |Tamales: Chicken Tinga $2.29 20 $45.80
6 \Tamales: Vegetable $2.29 30 S$68.70
7 |Arepas: Carnitas $2.89 10 5$28.90
8 |Arepas: Queso Blanco $2.49 20 549.80
¢ Beverages: Horchata $1.89 25 547.25
10| Total - 5325.20‘
11

Depending on the type of content you have—and the table style you've chosen—these
options can affect your table's appearance in various ways. You may need to experiment with
a few different options to find the exact style you want.
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6.3.4. To remove a table:

It's possible to remove a table from your workbook without losing any of your data.
However, this can cause issues with certain types of formatting, including colors, fonts, and
banded rows. Before you use this option, make sure you're prepared to reformat your cells if
necessary.

1. Select any cell in your table, then click the Design tab.
Click the Convert to Range command in the Tools group.

File Home Insert Page Layout Formulas Data Review View Design Q Tell me what yOou W
Table Mame: Summarize with PivotTable D Properties Header Row [ First Column
Table3 B-B Remove Duplicates 9> & Open in Browser Total Row [ Last Column

5 = Insert  Export Refresh
‘E] Resize Table &= Convert to Range HAiz > « €2 Unlink Banded Rows | | Banded Colu
Properties Tools External Table Data Table Style Optio
A10 Convert to Range
Convert this table into a normal
range of cells.
9 B 5 D [

3. A dialog box will appear. Click Yes.

A | B c D |

S ABR [] SA Catering Invoice
Sabrosa Empanadas & More

S 1202 Biscayne Bay Drive Invoice #: 56868

Orlando, FL 32804 Date: 05/10/16

Empanadas & More

AVENUTEM @ UNITPRICE EQUANTITY ELINETOTAL &
3 |[Empanadas: Beef B yicrosoft excel w L5 544,85
4 |Empanadas: Chipo 10 $39.90
5_ Tamales: ChiCken ‘I o Do you want to convert the table to a normal range? !D $4580
6 | Tamales: Vegetabl [ wes M C No | 30 $68.70
7 |Arepas: Carnitas S2.89 10 528.90
8 |Arepas: Queso Blanco $2.49 20 549.80
o Beverages: Horchata $1.89 25 S47.25
10| Total - 5325.2[]‘

4. The range will no longer be a table, but the cells will retain their data and formatting.
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A A | B C D
S ABR [] SA Catering Invoice
: Sabrosa Empanadas & More i # SeaeE
D 1202 Biscayne Bay Drive nvoice #:
S Orlando, FL 32804 Date: 05/10/16
1
A MENU ITEM UNIT PRICE QUANTITY LINE TOTAL
3 |Empanadas: Beef Picadillo $2.99 15 S44.85
4 |Empanadas: Chipotle Shrimp $3.99 10 $39.90
5 |Tamales: Chicken Tinga $2.29 20 545.80
6 | Tamales: Vegetable $2.29 30 S68.70
7 |Arepas: Carnitas $2.89 10 528.90
s |Arepas: Queso Blanco $2.49 20 $49.80
g Beverages: Horchata $1.89 25 547.25
10| Total $325.20

To restart your formatting from scratch, click the Clear command on the Home tab. Next,

choose Clear Formats from the menu.

HE—*

B B [f]

Calculation

E AutoSum -

&y L

[ Fill - .
Mote . Insert Delete Format Sort & Find &
T @ - - L Clear~ Filter~ Select -
Cells & Clear All
Clear Formats

Z

Clear Contents

Clear Formats W X
=
Clear Comment Clear only the formatting that is

Clear Hyperlinks applied to the selected cells.
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7. Working with Data - Charts

7.1.Introduction

It can be difficult to interpret Excel workbooks that contain a lot of data. Charts allow you to
illustrate your workbook data graphically, which makes it easy to visualize comparisons
and trends.

7.2.Understanding charts

Excel has several different types of charts, allowing you to choose the one that best fits your
data. In order to use charts effectively, you'll need to understand how different charts are
used.

Click the arrows in the slideshow below to learn more about the types of charts in Excel.

Types of Charts

=
D BN =

Excel has a variety of chart types, each with its own advantages. Click the arrows to see some
of the different types of charts available in Excel.
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Column

5140000

S120,000

= Classics
SB0,000 Mystery

= Romance

50,000 m Sci-Fi & Fantasy
= Young Adult
540,000
- I I I I I I
“ 1n HOFNCIN L
2008 2 2010 2011 2012

009

Column charts use vertical bars to represent data. They can work with many different types of
data, but they're most frequently used for comparing information.

Line

5140,000
5120,000
$100,000
= Classics
580,000 Mystery
= Romance
560,000 = Sci-Fi & Fantasy
= Young Adult
540,000
520,000
50

2008 2009 2010 2011 2012

Line charts are ideal for showing trends. The data points are connected with lines, making it
easy to see whether values are increasing or decreasing over time.



Young Adult, $35,358 m Classics
Mystery
Sci-Fi & Fantasy, = Romance
$16,730 ® Sci-Fi & Fantasy
= Young Adult

Romance, 524,236

Pie charts make it easy to compare proportions. Each value is shown as a slice of the pie, so
it's easy to see which values make up the percentage of a whole.

Bar

2012

2011
w Classics

Mystery
2010 = Romance
m Sci-Fi & Fantasy
= Young Adult

2009

2008

g

520,000 540,000 560,000 580,000 $100,000 $120,000 $140,000

Bar charts work just like column charts, but they use horizontal rather than vertical bars.
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$350,000

$300,000

$250,000
m Classics
£200,000 Mystery
= Romance

$150,000 m Sci-Fi & Fantasy

= Young Adult
$100,000

£50,000

2008 2009 2010 2011 2012

Area charts are similar to line charts, except the areas under the lines are filled in.

Surface

518,000.00

A

5160,000.00 *

5140,000.00 7

£120,000.00 1

$100,000.00

580,000.00

$60.00000 T

53000000 ¥

$20,00000 7

2000 + )
Ams & " - v 2
i
Miraic PN Bueen é -
. Fasd .-
e ~
Whyateny
Ealpon i v
man
fmare SeiFi b
Fasmay Spons

¥ 1006
Trawel

Surface charts allow you to display data across a 3D landscape. They work best with large
data sets, allowing you to see a variety of information at the same time.
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In addition to chart types, you'll need to understand how to read a chart. Charts contain
several different elements, or parts, that can help you interpret the data.

Click the buttons in the interactive below to learn about the different parts of a chart.

Book Sales
$140,000
$120,000
«» $100,000
g
& $80,000
g = I I III
F $40,000 II
20,000
: o N lll 1 LT I 1
Classics Mystery Romance Sci-Fi & Fantasy  Young Adult
Genre

M January February B March MApril B May

7.3.To insert a chart:

1. Select the cells you want to chart, including the column titles and row labels. These
cells will be the source data for the chart. In our example, we'll select cells A1:F6.

A B C D E F G

B January B rebruary B March B April B may
$78,970 $82,262 $48,640 $49,985

$16,730 $19,730 $12,109 $11,355

2. From the Insert tab, click the desired Chart command. In our example, we'll select
Column.

Insert Page Layout Formulas Data Review View Design

=2 I a TN
Store
] & = . I% - T -

ded Table Pictures Online . 3 My Add-ins 'H Recommended -
2s Pictures Charts

lllustrations Add-ins Charts
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3. Choose the desired chart type from the drop-down menu.

e thr

in-k-"-
I % 2-D Column

Recommended

- 1 G

|

3-D Column

e 17 97

i

=

17

1

: 510, 2-D Bar
10 $49,¢
M ¢z % |
Chart | =
3-D Bar
I
=
| R

ore Column Charts...

19 1

4. The Selected chart will be inserted into the worksheet.

A B C D E F G

Wcee  Kdanvary  KdFebruary Rdmarch  Kdlapii  Evay K
2 Classics $18,580 $49,225 $16,326 $10,017 $26,134
3 Mystery $78,970 $82,262 $48,640 $49,985 $73,428
4 Romance $24,236 $131,390 $79,022 $71,009 $81,474
5 Sci-Fi & Fantasy $16,730 $19,730 $12,109 $11,355 $17,686
6 Young Adult | $35,358 $42,685 $20,893 $16,065 $21,388,
7 | o O
8 Chart Title
9

— $140,000
10
1 $120,000
12 | $100,000
13
14 $80,000
15 o $60,000 ¢
16 $40,000
! 77 $20,000 I
s | [ [ 11
207 Classics Mystery Romance  Sci-Fi & Fantasy Young Adult
21: M January M February W March ®April B May
22 o o

J

If you're not sure which type of chart to use, the Recommended Charts command will

suggest several different charts based on the source data.
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Insert Page Layout Formulas Data Review View Q Tell me

Qg}, . ll'l-vlllv
pax Store
E O a3 - 9 l% 0%~ ol - i -

ided Table Pictures Online g S My Add-ins ,E Recommended v,' L' .
es Pictures Charts % .

Illustrations Add-ins Charts

7.4.Chart and layout style

After inserting a chart, there are several things you may want to change about the way your
data is displayed. It's easy to edit a chart's layout and style from the Design tab.

e Excel allows you to add chart elements—such as chart titles, legends, and data
labels—to make your chart easier to read. To add a chart element, click the Add
Chart Element command on the Design tab, then choose the desired element from
the drop-down menu.

.........

'o.o
i = o,

Add Chart Quick Change : "'llll '“l""" ] |||| il
Element - Layout - Colors ~

i Axes »

Iifn Axis Titles > fx

[ Chart Title » | =X
AT ore

h

i Data Labels

i Data Table » MDl Above Chart

e Error Bars —

Mm Centered Overlay
i Gridlines >
in® Legend > More Title Options...

o_
L/ Trendline » | Chart Ti

e To edit a chart element, like a chart title, simply double-click the placeholder and
begin typing.
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8. 0

9_

10

11 $140,000 k‘

12 | $120,000 Chart Title
eal 100,000

14 »100,

15 $80,000

')

16| O $60,000 C
17

18 $40,000 II

19 $20,000

20 s [ III I Il I III

J

21_ Classics Mystery Romance  Sci-Fi & Fantasy Young Adult
22
— M January February ®March ®April B May
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If you don't want to add chart elements individually, you can use one of Excel's
predefined layouts. Simply click the Quick Layout command, then choose the

desired layout from the drop-down menu.
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Excel also includes several chart styles, which allow you to quickly modify the look

s (2]
dm 4 LA dn dn ﬁ

-Hol

and feel of your chart. To change the chart style, select the desired style from the
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Chart styles group. You can also click the drop-down arrow on the right to see more
styles.

B Bookstore Sales - Excel Chart Tools

Insert Page Layout Formulas Data Review View Format Q Tell me what you want to do...

Change| -
Colors ~

Chart Styles

fx

G H | J K

B C D E F
|- CEFET - TR - [ - T - [T - | —

You can also use the chart formatting shortcut buttons to quickly add chart elements,
change the chart style, and filter the chart data.
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7.5.0ther chart options

There are many other ways to customize and organize your charts. For example, Excel allows
you to rearrange a chart's data, change the chart type, and even move the chart to a
different location in a workbook.

7.5.1. To switch row and column data:

Sometimes you may want to change the way charts group your data. For example, in the
chart below Book Sales data is grouped by genre, with columns for each month. However,
we could switch the rows and columns so the chart will group the data by month, with
columns for each genre. In both cases, the chart contains the same data—it's just organized
differently.
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Select the chart you want to modify.
From the Design tab, select the Switch Row/Column command.

Chart Tools

Design Format Q Tell me what you want to do...

Enii
_ Switch Row/ Select Change
%Column Data Chart Type
les Data Type

The rows and columns will be switched. In our example, the data is now grouped by
month, with columns for each genre.
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7.5.2. To change the chart type:

If you find that your data isn't well suited to a certain chart, it's easy to switch to a new chart
type. In our example, we'll change our chart from a column chart to a line chart.

1. From the Design tab, click the Change Chart Type command.

Design Format  Q Tell me what you want to do...

vEmEl | 0

Switch Row/ Select = Change  Move
Column  Data Char@pe Chart

H Data Type Location

e chunie chareTine
A UM ol o - llllllld I‘II..-JI-IlI ol |"' I|I| viaat Ll

2. The Change Chart Type dialog box will appear. Select a new chart type and layout,
then click OK. In our example, we'll choose a Line chart.
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3. The selected chart type will appear. In our example, the line chart makes it easier to
see trends in sales data over time.
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7.5.3. To move a chart:

Whenever you insert a new chart, it will appear as an object on the same worksheet that
contains its source data. Alternatively, you can move the chart to a new worksheet to help
keep your data organized.

1. Select the chart you want to move.
2. Click the Design tab, then select the Move Chart command.

Format Q Tell me what you want to do...

R | I BT

= AN — Switch Row/ Select Change Move
E— Column  Data Chart Type Chartl}
les Data Type Location

3. The Move Chart dialog box will appear. Select the desired location for the chart. In
our example, we'll choose to move it to a New sheet, which will create a new

worksheet.
4. Click OK.
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Move Chart ? X

Choose where you want the chart to be placed:

| _d JJ © New sheet: Chart1

|_lJ I’ O Object in: Fiction Book Sales ~

OK i Cancel

5. The chart will appear in the selected location. In our example, the chart now appears
on a new worksheet.

Chart Title
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Classics == Mystery

Chart1 | Fiction Book Sales | (@ <

7.5.3.1.  Keeping charts up to date

By default, when you add more data to your spreadsheet, the chart may not include the new
data. To fix this, you can adjust the data range. Simply click the chart, and it will highlight
the data range in your spreadsheet. You can then click and drag the handle in the lower-right
corner to change the data range.
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| $35,358 $42 685 $20,893 $16,065] $21,388

If you frequently add more data to your spreadsheet, it may become tedious to update the data
range. Luckily, there is an easier way. Simply format your source data as a table, then create
a chart based on that table. When you add more data below the table, it will automatically
be included in both the table and the chart, keeping everything consistent and up to date.
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