Microsoft Excel 2003

Manual - Advanced Level

O
>
@
~+
B
=
=)
Q
=
O
O
-
)
%
0
=
Q
R
0
|
S
S
2
(@)
@)
~+
Q
0
o
2
Q
O
=

g ‘ CHELTENHAM
N _




Page 2 - Excel 2003 - Advanced Level Manual

© 1995-2010 Cheltenham Courseware Pty. Ltd.
All trademarks acknowledged. E&OE.

No part of this document may be copied without written pemission from Chettenham Courseware unless
produced under the terms of a courseware site license agreement with Cheltenham Courseware.

All reasonable precautions have been taken in the preparation of this document, including both technical and
non-technical proofing. Cheltenham Courseware and all staff assume no responsibility for any errors or
omissions. No warranties are made, expressed or implied with regard to these notes. Cheltenham Courseware
shall not be responsiblefor any direct, incidental or consequential damages arising from the use of any material
contained in this documernt. If you find any errors in these training modules, please inform Cheltenham
Courseware. Whilst every effort is made to eradicate ty ping or technical mistakes, we apologisefor any errors
you may detect. All courses are updated on aregular basis, so your feedback is both valued by us and will help
us to maintain the highest possible standards.

Sample versions of courseware from Cheltenham Courseware

(Normally supplied in Adobe Acrobat format): If the version of courseware that you areviewing is marked as NOT
FOR TRAINING, SAMPLE, or similar, then it cannot be used as part of atraining course, and is made available
purely for content and style review. This is to givey ou the opportunity to preview our courseware, prior to making
a purchasing decision. Samplev ersions may not be re-sold to a third party.

For currentlicenseinformation
This document may only be used under the tems of the license agreementfrom Cheltenham Courseware.
Cheltenham Courseware reserves the right to alter the licensing conditions at any time, without prior notice.

Please see the site license agreement available at: www.cheltenhamcourseware.com.au/agreement

Contact Inform ation

Australia/ Asia Pacific / Europe (ex. UK) / Rest of the World
Email: info@cheltenhamcourseware.com.au
Web: www.cheltenhamcourseware.com.au

USA / Canada

Email: info @cheltenhamcourseware.com
Web: www.cheltenhamcourseware.com

UK

Email: info@cctglobal.com
Web: www.cctglobal.com

‘ CHELTENHAM
| %

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 3 - Excel 2003 - Advanced Level Manual

INSTALLING THE SAMPLE FILES ... ..o e 4
IM P O R T ING DA T A e e 5
IMPORTING DATA FROM EXTERNAL SOURCES...... . eeitieee et 5
IMPORTING TEXT FILES ..ot 6
USING MICROSOFT QUERY ... ..uiiiiiiiiiie e ettt e ettt e e e e e e e e e e e e e e re s 10
QUERYING DATA FROM THE WEB .. ...t 17
REF R ESHING DA T A et 21
REVIEW QUESTIONS ..ottt 22
TEMPLATES AND ST Y L S ..o 23
WORKING WITH TEMPLATES ... eevv ettt e 23
WWORKING WITH STY LE S ittt ttie ettt 25
REVIEW QUESTIONS. ....ciiiiiiiitttit et ee e e ettt e e e e ettt e e e e e e e ettt e e e e e e e e e ettt e e e e e e e e e e iaabarreeeas 28
AN A LY S NG DA T A e, 29
VH ATAIE AN ALY SIS ettt e e 29
GO L SEEK ..ttt e 30
AT A TABLE S ...ttt e 31
SCENARIO MANAGER ...t 34
1] Y/ =1 = SRR 39
USING PIVOT TABLES .. oottt e 43
REVIEW QUESTIONS......otiiititet ettt 48
MACROS AND CUSTOM CONT ROLS ..., 49
WORKING WITH IMACROS. ... et 49
RUNNING MACROS. ... et e, 51
ADDING CUSTOM CONTROLS . ettt et et e e e 52
REVIEW QUESTIONS. ...ttt e, 54
SECURITY AND PROOHFING. ...t e, 56
SECURITY FEATURES ... ittt ittt ettt et ettt e e e e e et 56
PROTECTING EXCEL FILES ..o e 57
WORKSHEET PROTECTION ...ttt ettt ettt e 61
WORKING WITH DIGITAL SIGNATURES ... eevv ettt ettt 63
CHECKING SPELLING. ... ettt e e 65
USING DATA VALIDATION. .. ettt ettt 66
WUSING, TEXT TO SPEECH ........ 0000 ..o 00 e T 69
DOCUMEN TATION 1 b et b et e et et e e e e e et et e 70
REVIEW QUESTIONS. b oot s bt e, 71
CUSTOMISING EXCEL 2003 .o e e e e 73
CONFIGURING EXCEL 2003 OPTIONS 1ok v ekt eee ettt eeeiieeeeeeee e bt eei e e e e bt e 73
CuUSTOMISING THE EXCEL ENVIRONMENT.......hoedeeee i eenneeieneeeneeeenes b S, L 83
WORKING WITH WORKSPACES ...ttt ettt ettt 88
REVIEW QUESTIONS. ....ciiiiiiiitttit et e e e e ettt e e e e ettt e e et e e e e e ettt e e e e e e e e e ettt e e e e e e e e e e iabbaareeeas 89
COLLABORATION AND CONSOLIDATION . ...t 90
SHARING WORKBOOKS ... .. ettt et ettt et et 90
SENDING WORKBOOKS ... .. ettt e e e 92
CON SOLIDATION. et e 94
REVIEW QUESTIONS ..ottt e, 97

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 4 - Excel 2003 - Advanced Level Manual

Installing the Sample Files

e Use Windows Explorer to create a folder called Excel 2003 Advanced
Samples, in the My Documents folder.

e If you are installing the sample files from the CD-ROM, place the CD-ROM in
the CD drive and copy the files from the
excel _2003_advanced_eur\exercise_files to the My Documents\Excel
2003 Advanced Samples folder.

o If these files have been copied to your network server, then ask your

trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.

¢ Notes for tutors:
The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may
require modification within a Windows mutliuser environment. Where
possible pre-install the relevant work files prior to use by students/delegates.
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Importing Data

When you have completed this learning module you will have seen how to:

Import data from external sources
Import data into Excel

Import text files into Excel

Import text using the Text Import Wizard
Refresh data from imported text files

Use Microsoft Query

Add a data source

Create a Query

Query data from the Web

Access the New Web Query dialog box
Create a new Web Query"~

Save a Web Query

Set Web Query options

Run a saved Web Query

Refresh a Web Query

Refresh external data without losing the formatting
Refresh external data automatically

Importing Data from External Sources

Using Database Terminology

In a corporate environment, data is not usually created and stored within
Excel, but may be stored on mainframes or database servers. Commonly
used programs include Access, dBase, FoxPro, Paradox, Oracle, or SQL
Server.

To import data from a database, it is useful to understand the following
common database terminelogy :

Data Sources: The data source informs the ODBC Manager about the type of
datapbeing/used and its location.

Microsoft Query: A stand-alone program supplied with{Microsoft Excel. It
actsfas an interface, allowing you to create gqueries that are translated into
SOL format.

ODBC: It stands for Open Database Connectivity, and is a term used to
describe an industry standard used to connect cross-platform databases.
ODBC Add-in: It allows Excel to communicate with the ODBC Manager
directly (without using the Microsoft Query as an intermediary). It also
provides the SQL.REQUEST worksheet function, as well as providing an
Application Programmers Interface (API) for application developers.
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e ODBC Driver: The ODBC Manager uses the ODBC driver as an intermediate
step. ODBC drivers supplied with Excel include Access, dBase, FoxPro,
Paradox, SQL Server, Oracle, Excel Worksheets, and text files.

e ODBC Manager: This is a Microsoft derived technology that allows programs
such as Excel and Microsoft Query to interface with a range of different
databases. When you perform a Microsoft query, an SQL statement is sent to
the ODBC Manager. The ODBC Manager then acts as an intermediary
between the application and the database. This has the advantage that the
same query may be used to access different database servers, including SQL
Server, Oracle, dBase or Paradox.

e Structured Query Language (SQL): An industry standard language used
for database communication. Excel queries using Microsoft Query use SQL
behind the scenes.

€3 Importing Data into Excel
e You canimport data using the following methods:

Open command: From the main menu, choose File = Open to display the
Open dialog box, and select the data file type from the File of type
dropdown list. You can choose from the following types of file: Access, Lotus
1-2-3, Quattro Pro, Microsoft Works, dBase, SYLK, Data Interchange Format
(DIF), All Web Pages, XML, and previous versions of Excel. The selected file
will be translated by Excel and imported as an Excel spreadsheet.

Export data into text files: From the database application where your data
is stored, you can usually export the data you want into text files. You can
then import these text files using the Text Import Wizard.

Microsoft Query: This program is shipped with Microsoft Excel, and is an
excellent tool for querying an external database. Queries allow you to specify
the exact data you want from the external database.

Web Queries: Microsoft Excel 2003 allows you to query and refresh data
from the Internet.

XML Microsoft Excel 2003 now allows you to import XML files and map out
individual elements to specified cells/in a Worksheet.  However, this added
feature is only available/in the Professional Editiondof Office 2003, and not
other versionsyof:Office. (If'you /are not sure which Office edition you are
currently/using, ask your instructor for assistance).

Pivot Tables: Pivot Tables are useful for accessing and integrating external
databases into Excel. They will be covered in chapter 3 of this manual.

Importing Text Files
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Importing text files into Excel

You can import text from other sources, saving the need to re-enter the data.

To import text into Excel, it must be in a format that can be recognised by
Excel.

The following text file formats are supported by Excel:

Text: Text files are plain text with no formatting information except line
returns. Usually this file type contains one record of information per line, but
the means of identifying the fields in a record varies.

Text (Tab Delimited): With this text file format, tabs are used to identify
fields in a record.

Formatted Text: Formatted text files make use of position to define fields;
each field starts at a defined position on the line. You may find this field type
also referred to as Space Delimited, Fixed Width, or Column Delimited.
Comma Separated Values (CSV): Commas are used by CSV text files to
delimit (separate) fields. Although these files are called Comma Separated
Values text files, commas are not always used as the delimiter. Examples of
other delimiters include vertical bars (]) and at signs (@).

NOTE: If the text to be imported is not in recognised by Excel, Excel will
launch the Text Wizard to provide assistance.

Importing text using the Text Import Wizard

The Text Import Wizard is a set of dialog boxes that guide you through the
customization of imported text.

From the main menu, choose File = Open to display the Open dialog box.
From the Files of type dropdown list, select Text Files (*.prn, *.txt, *.csv).
Select the file you want to open.

FOR USE AT THE LICENSED SITE(S) ONLY
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Click Open to display the Text Import Wizard - Step 1 of 3 dialog box:

Text Import Wizard - Step 1 of 3 |

The Text \Wizard has determined that yvour data is Delimited.
If this is correck, choose Mext, or choose the data type that best describes wour data,

riginal data kype
hoose the file tvpe that best describes wour data;
(G di - Characters such as commas or tabs separate each field.
[ ~|.=i><e-:| ﬂﬂth - Fields are aligned in columns with spaces between each Field.

Start import ak Fow: |1 5“ File arigin: I 437 : OEM United States j

Preview of file H:\yockl3_downloads_from_frpiIantExcel 2003 Advance. .. linventory, bk,

|1 Tvped0Itend0n Hamnd ﬂ
|2 Book=sOO&3560Z1E

|2 Magazine=O4736034

|4 HewspapersO82Z1022

|5 Book=004173095 ;I
: 2

Cancel = Back | fext = I Einish |

Excel will analyse the selected text file, and determine the file's data type,
and display a preview of the data to be imported. In the above example,
Excel determined the file to be a Delimited file.

You can choose to alter the file type selection as needed. If your file contains
header rows that you do not want imported, you can change the Start
import at row number to exclude the header rows. When you change the
Startimport at row number, the preview will be updated to reflect the
change.

When you are satisfied with the options selected, click on the Next button to
continue to the Text Import Wizard - Step 2 of 3 dialog box.

Note: You can always use the Back button to go back to the previous dialog
bex and revisegthe options:
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Text Import Wizard - Step 2 of 3 |

This screen leks wvou set the delimiters wour data contains, You can see
R waur kext is affected in the preview below,

elimiters
Iv Tab [ Semicolon [~ Comma

[T Space [ Other: I Text gualifier: I.. 'I

[w iTreat consecutive delimiters as one!

~Daka preview

Tvpe Ttem [Jrn Hard
Eooks Ea35e EL1Z
Plagazines @786 [24
flewspapers BA21 EZ2

=
Eooks H172 BE LI
ET| 4

Zancel + Barck | Mexk = I Einish |

From this dialog box, you can set the delimiters your data contains--choose
the type of Delimiters, select to Treat consecutive delimiters as one,
and define the Text qualifier. The Data preview will display the data

based on your choices.

When you are satisfied with the options selected, click on the Next button to

continue to the Text Import Wizard - Step 3 of 3 dialog box.

Note: You can always use the Back button to go back to the previous dialog

boxes and revise the options:

Text Import Wizard - Step 3 of 3 E E

This screen lets vou select each column and set
the Data Format,

l:ulumn dat-q Format

9

‘General’ converts numeric walues to numbers, date
Les bo dates

m
: ; o L -

N | r|
Cancel < Barck Mexk = | Einish I
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From this dialog box, you can determine the data format of each column by
selecting each column in the Data preview area and selecting its Column
data format. If you do not want to import one of the columns, click on the
column in the Data preview area, and select the Do not import column
(skip) radio button in the Column data format area.

When you are satisfied with the options selected, click on the Finish button
to import the text into Excel.

Note: You can always use the Back button to go back to previous dialog
boxes and revise the options. Alternatively, you can click Cancel to close the
wizard without importing the data:

A B e
L1 | Type Iitem On Hand
_ 2 |Books E356 212
3 |Magazines 4786 34
4 |Mewspape 8521 22
. 5 |Books 4173 85
B |Books 4392 223
¢ |Candy 7873 87
8 |Magazines 2396 12
_ 3 |Mewspape 5271 5
10 | Magazines 2404 i)
11 [Candy 8762 93
12

Refreshing data from imported text files

Select the Worksheet that contains external data from a text file.
From the main menu, choose Data > Refresh Data

OR from the External Data toolbar, click on the Refresh Data icon to
display the Import Text File dialog box.

H

Select the text file you want.
Click, Import.

Using Mierosoft Query W B W Enmms B

Adding a Data Source

Microsoft Query allows you to obtain data from an external database. You
can use the wizard to create filters and define sort order of data from an
external database. Since Microsoft Query is a stand-alone program, it can be
started independently; however, you can run Microsoft Query from within

FOR USE AT THE LICENSED SITE(S) ONLY
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Excel. For illustrations purposes, we will run a query with the NorthwWind
Traders database, which is a sample database supplied with Microsoft Access.

Make sure that Microsoft Query is installed.

From the main menu, choose Data > Import External Data > New
Database Query to display the Choose Data Source dialog box:

Chooze Data Source Ed |

Databazes I Dueriesl OLaP Eubesl ok,
<Mew Data Sources:

dBASE Files™ Eapiee]
Ewiel Files®

M5 Access Databaze® Browse...

Optionz...

I

[Telete

@l ¥ Use the Queny Wizard to create/edit queries

Click on the Databases tab.
With <New Data Source> selected, click OK to display the Create New
Data Source dialog box:

%]

Create HNew Data Source

“What name do you want ta give vour data source?
1. IMy Data

Select a driver for the ppe of databaze pou want to access:

2 &k Dirivver [*.mdh)
Click Connect and enter any information requested by the driver:

3. Caotnecy...

Select & defaulk table fan paur data saurce [optianal];

In the field numbered .1, entera name for'the new data'source. In our
example, we will enter My Data.

In the field numbered 2, click on the down arrow and select a driver for your
database. In our example, the selected driver is Microsoft Access Driver
[*.MDB].

Click Connect. In our example, you will see the ODBC Microsoft Access
Setup dialog box:

FOR USE AT THE LICENSED SITE(S) ONLY
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ODBC Microzoft Acceszs Setup |

[rata Source Hame: I

E

[Nezenption: I
Cancel |
—Databaze
D atabaze: Help

Select... I Create. . | Repair... Eu:umpau:t...l

— System Databaze

Advanced...

[

¥ paone
" Databaze:

Syztem [atabasze. ..

Optionzs >

¢ Click on the Select button to display the Select Database dialog box:

Select Databaze |
D atabaze Mame Cirectaries:

IN:::rthwinu:I. mdb b hofficeT 1 hzamples

Cancel
- [=r ﬂ 4'

(= PROGRAM FILES
[E= MICROSOFT OFF ﬁl

[= OFFICETY [~ Fead Onl
1!
SAMPLES
& j [ Exclusive
Lizt Filez of Type: Dinives:

I.ﬁ.ccess D atabazes ["_muj I = o PRES&RIO j Metwork... |

e |ocate and select the database you want. In our example, we will use the
NorthWind Traders database. You will normallyfindythis in the following
location:

\Program Files\Microsoft Office \Office 1I\NSAMPLES\Northwind.mdb

e nClick OK'to select the database.

e From the ODBC Microsoft Access Setup dialog box, click OK to connect to
the database and redisplay the Create New Data Source dialog box.
(Notice that field 3 contains a file path):

FOR USE AT THE LICENSED SITE(S) ONLY
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Create Hew Data Source |

“What name do you want to give vour data source?
1. IM_I,I Data

Select a driver for the tppe of database pou want to access:

2 I Microzoft Access Driver [F.mdhb] j

Click Connect and enter any information requested by the driver:

3 CAPROGRAM FILES'MICROSOFT

Select a default table far paur data source [optional]:
4 | =

[T Save my uzer D and password in the data source definition

@l (] | Cancel |

In field 4, you can enter a default table for your data source. In our
example, we will leave this blank, but all the tables in our database are listed

in the dropdown list:

Select a default table for your data zource [optional):

Categaries
Cuztomners
Employees
@ Productz
— | Shippers
= Supplierz

From the Create New Data Source dialog box, click OK to return to the
Choose Data Source dialog box. (Notice that the new data source, My
Data, has been added):

Chooze Data Source Ed |

oy

<Mew Data Sources
dBASE Files®

Exel Files?

k5 Access Databaze®

@l ¥ Use the Queny Wizard to create/edit queries

To use the selected data source, click OK.
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Creating a Query

From the main menu, choose Data > Import External Data > New
Database Query to display the Choose Data Source dialog box.
Click on the Databases tab.

Select the data source you want to use. In our example, we will select My
Data:

Choose Data Source E |

Options...

Delete

Databases I Dueriesl OLAP Eubesl
<Mew Data Source:

dBASE Files* Cancel |
Ewcel Files

M5 Access Databaze® Browsze... |
by D ata

@l V¥ Use the Queny wizard to create/edit queries

Click OK to display the Query Wizard - Choose Columns dialog box.
To add the columns you want to include in your query, locate the columns

you want by expanding the plus icon beside each table, select the column,
and click the right arrow button.

Note: You can add all the columns in a table by selecting the table name and
clicking on right arrow button:

Query Wizard - Choose Columns |

"what columns of data do you want to include in your queny’?

Ayailable tables and columng: Columnz in your quen:
Qrder Details Extended ;I > I CategonlD - ﬂ
Qrder Subtotals CategoryM ame j
< Dezcrption
Ciclers Ficture
Brders Qry ProductD
Product Sales for 1937 F'ru:u:lu_u:tName
Products SL,II:II:IlIEle

I;ategcuryID ;I

@l Eresties [{iom Options... < Back M et = Cancel

In our example, we will add the columns in the Categories and the
Products tables to the query.

Click Next to continue to the Query Wizard - Filter Data dialog box.
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To add a filter to your query, select the Column you want to filter.
Only include rows where: area, select an operand from the first dropdown

list and a column value from the second dropdown list.

Note: You can add another filter by selecting the And or Or radio buttons:

Query Wizard - Filter Data |

Filter the data to zpecify which raws to include in your quer.

[f wou don't want ta filker the data, click Hest.

Colurmn ta filker:

CateqomlD

Only include raws where:

— CategaorylD

Description
Picture
PraductlD

CategornM ame — I equals

MRE =

 And O 0Or

Supplierl D
CategonplD

Productt ame I equals

[ ] E =

f and O 0Or

QuantityPerlnit — I
UnitPrice
UriitsInStock ;I

=l -

 and 0 Or

o)

< Back I MHext = I

In our example, we only want datathat has a CategoryID of 2 or 8.

Click Next to continue to the Query Wizard - Sort Order dialog box.
To sort your data, select the Column you want in the Sort by dropdown list

and select the Ascending or Descending radio button.

Note: You can add another two other sort criteria:

Query Wizard - Sort Order

Specily how pou want vour data sorted.
If you don't wand to zort the data, clck Mest

In our example, we will sort the data by CategoryName in Ascending

order.

Click Next to continue to the Query Wizard - Finish dialog box.

FOR USE AT THE LICENSED SITE(S) ONLY
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e To display the results of your query in Excel, select the Return Data to
Microsoft Excel radio button.

Note: You can save this query for future use by clicking on the Save Query
button:

Query Wizard - Finizh

—wWhat would pou ke to do ned?

& Fietum Data to Miciozoft Excel Save Query... |

" Wiew data or edit query in Microsoft Querny

i Create an OLAF Cube from this query

@l <Back [ Fmish |  cancel |

e Click Finish to display the Import Data dialog box:

Import Data

Where do wau want o put the datar?

' Existing worksheet:
[T |

£ Mew worksheet

Cancel

x]
_conedl |

14| Create a PivotTable repaort. ..

Properties. .. Parameters.. . Edit Query...

e You can determine where you want to placethe data. Make your selection
and ‘click OK. 'I'n our example, the'worksheet may appear as follows:
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B, | E | C |
1 | Cateqor Illl:ategnrghlame Description
2 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
3 2 Condiments Sweet and savory sauces, relishes, spreads, and seaszc
4 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
L] 2 Condiments Sweet and savory auces, relishes, spreads, and seasc
E 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
T 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
kS 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
k)l 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
10 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
11 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
12 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
13 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
14 & Seafood Seaweed and fish
15 8 Seafood Seaweed and fish
18 & Seabood Seaweed and fish
17 8 Seafood Seaweed and fish
18 2 Seabood Seaweed and fish
13 & Seafood Seaweed and fish
20 2 Seafood Seaweed and fish
z1 & Seafood Seaweed and fish
22 8 Seafood Seaweed and fish
23 & Seabood Seaweed and fish
24 & Seafood Seaweed and fish
25 2 Seafood Seaweed and fish

Querying Data from the Web

Using Web Queries

The Internet can provide valuable information to your spreadsheet analysis.

Microsoft Excel 2003 has integrated a web query component that allows you
to insert data obtained directly from a Web page into your spreadsheet. The
data can be refreshed as needed. For example, you can obtain stock quotes
from the Internet and insert the data into your spreadsheet for analysis.

Accessing the New Web Query dialog box

You can access the New Web Query dialog box from Microsoft Excel or from
your, browser/

To"'access theNew Web Queryidialgg box fromuExcel

From the /main menu, choose Data = Import External Data > New Web
Query to display the New Web Query dialog box.

In the Address dropdown list box, enter the URL of the Web page that
contains the data you want. Click on the Go button to display the Web page
in the preview area:

Mew Web Query

Address;

ik, next bo the kables you wank to seleck, then click Impart:,

I2] N
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To access the New Web Query dialog box from Internet Explorer

e In Internet Explorer, browse to the Web page that contains the data you
want.

¢ From the toolbar, click on the Edit icon arrow, and select Edit with

Microsoft Excel to display the New Web Query dialog box with the Web
page displayed in the preview area:

B R

E Edit with Microsaft Excel
{ o Edit with Notepad X
| Edit with Microsaft Ward

Creating a new Web Query

¢ Once you have previewed the Web page you want in the New Web Query
dialog box, you can select the data you want to import. The Web Query
function works best with data within HTML table tags. Importable data will
be identified by yellow arrow icons [*].

Note: To display the yellow arrow icons, click on the Show Icons 2%
button, located at the top of the dialog box.

e From the preview area of the New Web Query dialog box, locate the data
you want to import, and click on its corresponding yellow arrow icon. The
icon will change to a green check mark icon ¥ to indicate that it is selected.

Note: To import the entire page, click on the yellow arrow icon in the top-left
corner of the preview area.

e When all the data you want to import is selected, click on the Import button
to display the Import Data dialog box:

Import Data

g Create aPivotTable report..,

Properties. .. Parameters... Edit Qe .,

e From the Import Data dialog box, select the Existing worksheet radio
button to import the data into the existing worksheet, or select the New
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worksheet radio button to import the data into a new worksheet. (If you
are importing the data into an existing worksheet, you can place the data in
the cell or cell range you want.)

To change the properties of the data, click on the Properties button, and
select the options you want in the External Data Range Properties dialog
box:

E xternal Data Range Properties |

ame: II:uIank

Query definition
v Save guery definition
[T Save password

Refresh control
I Enable background refresh

Yy

[ Refresh every IE'U 5 minutes

[ Refresh data on file open
I Remove external data From worksheet before saving

Drata Formatking and layouk
V¥ Include figld names I™ Preserve column sortjfilkerflayaout
™ Include row numbers ¥ Preserve cell formatting
v adijust column width

If the number of rows in the daka range chanoes upon refresh;
¥ Insert cells For new data, delete unused cells
" Insert entire rows For new data, clear unused cells
" Owverwrite existing cells with new data, clear unused cells

[ Fill dowen Formulas in columns adjacent ko data

Ik I Zancel

When you are satisfied with the property options, click OK to return to the
Import Data dialog box.
From the Import Data dialog box, click OK to import the data into Excel.

Note: It may take a moment to run the Web Querys, You can check ithe
query status by 'double-clicking the Refresh button.

Savinga Web Query,

By default, Web Queries are saved along with your Workbook. (You can
change this by deselecting the Save query definition checkbox in the
External Data Range Properties dialog box.

If you want to access the query from another file, you can save the query as
a separate file.

From the main menu, choose Data = Import External Data > Edit Query
to display the Edit Query dialog box.

Click on the Save Query icon to display the Save As dialog box.

Enter a file name in the File name dropdown list box.
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e Click Save to save the query as a text file with an .iqy file extension.
o From the Edit Web Query dialog box, click Cancel to close the dialog box.

Setting Web Query options

e From the New Web Query dialog box, click on the Options 2P pytton
to display the Web Query Options dialog box:

Wweb Query Options Ei |

Formatking

i Fuu:h kext Formatking only
™ Full HTML formatting

Import settings For preformatted <PRE = blocks
¥ Impart <PRE: blacks into colurmns
¥ Treat consecutive delimiters as one

[ Use the same import sektings For the entire seckion

Cther Import: settings

" Disable dake recognition
[ Disable Web query redirections

Ik I Zancel

e Set the Formatting and Import options you want.
e Click OK to apply the options.

Running a saved Web Query

e You canrun a previously saved Web Query or one that was preloaded with
Microsoft Excel. Excel includes Web Queries such as stock quotes and foreign
exchange rates.

e From the main menu, choose Data = Import External Data > Import
Data to displayathe Select Data Source dialogibox.:

Histary MSN MoneyCentral Investor Currency Rates.igy

i Mah MoneyCentral Inveskor Major Indicies.iqy

m i MSh MoneyCentral Inveskar Skock Quokes igy
1]

My Documents

e Select the Web Query you want.
o Click Open to display the Import Data dialog box.
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From the Import Data dialog box, select the Existing worksheet radio
button to import the data into the existing worksheet, or select the New
worksheet radio button to import the data into a new worksheet.

Click OK to import the data.

Refreshing a Web Query

Open the Worksheet that contains external data from a Web Query.
Select one of the cells that contain Web Query data.
From the main menu, choose Data > Refresh Data

OR from the External Data toolbar, click on the Refresh Data H icon.

Refreshing Data

Refreshing external datawithout losing the formatting

Select one of the cells that contain external data.
From the main menu, choose Data > Import External Data > Data Range
Properties

OR from the External Data toolbar, click on the Data Range Properties

icon to display the External Data Range Properties dialog box.

To preserve the cell formatting, select the Preserve cell formatting
checkbox.

To keep any custom column widths, deselect the Adjust column width
checkbox:

Daka formatting and layout

V¥ Include field names I Preserve column sorkfFilker layout
™ Include row numbers ¥ Preserve cell formatting
iadjust calumn width:
&] ............................ [\ y | I

Click OK to/lose the ExXternal Data Range Properties dialog box.
To refresh the data, choose'Data = Refresh ' Data

ORsfrom the External Data toolbar, click on the Refresh;Rata -! icon.

Refreshing external data automatically

You can set the external data to refresh automatically when you open the
Workbook or periodically while the Workbook is open.

Select one of the cells that contain external data.

From the main menu, choose Data > Import External Data > Data Range
Properties
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OR from the External Data toolbar, click on the Data Range Properties
icon to display the External Data Range Properties dialog box.

Select the Refresh data on file open checkbox, or select the Refresh
every checkbox, and set the time period in minutes:

External Data R ange Properties |

ame: II:nIank

Query definition

Iw Save guery definition
[T save password

Refresh control
[¥ Enable background refresh
[ Refresh every IE'D E‘ rinutes
v ‘Refreshydata on file opent
[ Remn”ﬁ@e external data from worksheet before saving

Click OK.

Note: To reduce file size, you can save the Workbook with the query
definition but without the external data. Select the Remove external data
from worksheet before saving checkbox. The data will be automatically
refreshed next time you open the Workbook.

Review Questions

How would you:

Import data into Excel?

Import text files into Excel?

Import text using the Text Import Wizard?
Refresh data from imported text files?

Use Microsoft Query?

Add"a'data source?

Create a Query?

Query data from'the Web?

Access the New Web Query dialog box?
Create a new Web Query?

Set Web Query options?

Run a saved Web Query?

Refresh a Web Query?

Refresh external data without losing the formatting?
Refresh external data automatically?
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Templates and Styles

When you have completed this learning module you will have seen how to:

Create a template

Use templates

Create a style

Use styles

Edit a style

Delete a style

Copy styles from another Workbook

Working with Templates

Using Templates

When working with spreadsheets, you may wish to use the same layout or
design. Instead of re-creating the design, you can create a template.

Templates have the .XLT file extension, and can contain layout and
formatting information, including text and graphics, layouts and styles,
headers and footers, formulas, and macros.

When templates are used to create a new Workbook, a copy is made, leaving
the original template file intact for further use.

Creating a Template

Create a Workbook that contains all layout and formatting elements you want
in your template.

From the main menu, choose File = Save As to display the Save As dialog
box.

In the File name dropdown list box, type a template nhame.

From the Save as type dropdown list box, select Template (*.XLT) to

display the existing templates in the default Templates folder and add the
XEDextension to the file name:
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Save As HE
Save i ||_‘| Templates j @~ Q@ X [y - Took

My Recent
Documents

My Documents

My Compuker

x...)! File: name: Book1.xlt j o I
My Network. —
Places Save as type: § 7 cancel
: | L

¢ Click Save to save the template in the Templates folder.

™ Applying Templates

e From the main menu, choose File = New to display the New Workbook
pane.

e From the Template section of the New Workbook pane, click on the blue
On my computer link to display the Templates dialog box:

Templates |

zeneral |Spreadsheet Solutions |

E&|[E]
Warkbook, jﬂwe
[T il

Templates on Office Online Ik Cancel

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 25 - Excel 2003 - Advanced Level Manual

Click on the General or the Spreadsheet Solutions tab to locate the
template you want. For the default template, click on the General tab and
select the Workbook icon.

Click OK.

Note: Excel 2003 allows you to access additional templates on the Microsoft
Office website (note: internet access is required to use this feature). Simply
click on the Templates on Office Online link in the New Workbook pane,
and you will be directed to the Office website, where you can search for the
template you need. Experiment!

Working with Styles

Using Styles

Whereas a template is a collection of layout and formatting information for a
workbook, a style is a collection of formatting information for a cell. Styles
can contain formatting information, including Number, Font, Alignment,
Border, Patterns, and Protection.

You can use styles to reapply pre-defined formatting to multiple cells. When
styles are used to format cells, you can reformat the Worksheet by modifying
the styles. It is possible to copy styles from one Workbook to another.

Excel 2003 comes with a number of pre-defined styles. By default, all cells
are assigned the Normal style.

Creating a Style

Select the cell that contains the formatting you want in your style.

From the main menu, choose Format > Style to display the Style dialog
box.

In the Style name dropdown list box, type a style name.

Select the attfibutes (Namber, Alignmenty FontpBordeér, Patternsyand
Protection)/you want to include in the new style:
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sye |

Skyle name: IMYSME ;I ok I
Style Includes (Byw Example)
Cancel |
¥ Mumber General
Modify. ..

v alignment General, Bottomn Aligned ;l

v Eark Arial 12, Bold Tralic Add

Iv Border Mo Borders Dieleke

[V Patterns Mo Shading Merge. ..

Il

¥ Protection  Locked

e Click Add to create the style. Click OK to closes the Style dialog box.

Applying a Style

o Select the cell or cell range you want to format.

e From the main menu, choose Format > Style to display the Style dialog
box.

¢ From the Style name dropdown list box, select the style you want to use:

Style

Skwle name:

Ik

Skyle includes
Close

W rumber Currency

[ X]

[ o |

Comma [0] — |
_ Moy |

Modify. ..

Al
Iv Border - Delete |
[v Patterns Mo shading Merge. .,

- R A

e Click OK to cleses the Style'dialog box.

Editing a Style

¢ From the main menu, choose Format > Style to display the Style dialog
box.

¢ From the Style name dropdown list box, select the style you want to edit.
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Click on the Modify button to display the Format Cells dialog box:

Format Cells EH |

| Alignment | Font | Border | Patterns | Prokection |
Cateqaory: ample
e

Murnber
CuUrrency

Accounting izeneral format cells have no
Date specific number Format.
Time

Percentage

Fraction

Scientific

Texk

Special

_uskonm LI

Ik & I Cancel

Use the tabs to access the attributes you want, and make the changes
needed.

Click OK to return to the Style dialog box.
Click OK to apply the changes to all cells formatted with this style.

Deleting a Style

From the main menu, choose Format > Style to display the Style dialog
box.

From the Style name dropdown list box, select the style you want to delete.
Click on the Delete button. Click OK to close the Style dialog box.

Copying Styles from anotherWorkbook

Open the Workbook with the styles you want to copy.
Switch to the Workbook| to which the styles will be copied.

From the main menu, choose Format> Style to display the Style dialog
box.

Click on the Merge button to display the Merge Styles dialog box:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 28 - Excel 2003 - Advanced Level Manual

Merge Styles Ed |

Merge skyles from:

O Cancel |
L&Y

e Select the Workbook that contains the styles you want.
o Click OK to copy the styles from the selected Workbook.
e Click OK to close the Style dialog box.

Review Questions

How would you:

e Create a template?

e Use templates?

e Create a style?

e Use styles?

o Edit a style?

o Delete a style?

e Copy styles from another Workbook?

SAMPLE

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com




Page 29 - Excel 2003 - Advanced Level Manual

Analysing Data

When you have completed this learning module you will have seen how to:

Use Goal Seek

Use a Data Table

Create a one-variable Data Table
Create a two-variable Data Table
Speed up calculations with Data Tables
Use Scenario Manager

Add a scenario

Show a scenario

Delete a scenario

Edit an existing scenario
Summarise scenarios

Use Solver

Install Solver

Change a constraint

Delete a constraint

Understand Pivot Tables

Create Pivot Tables

Drop data into Pivot Tables

Modify data and refresh Pivot Tables
Group data within Pivot Tables

What-If Analysis

Using What-If Analysis

Excel provides a number of tools to help you find answers to "What-If" type
questions. What- If Analysis allows you to see the effect that input value
changes have on the result of the formulas. For example, what happens to a
car loan payment if you reduced the down paymentor increased the interest
rate?

Exeebprovides the following ' What-1f Analysis tools:

Goal Seek: Allows you to find the correct/input to produce,the.desired
outcome. Simple to use, but limited in power and flexibility.

Data Tables: Allows you to see how the results are affected by changes in
the input values displayed in a table. Simple to use, but limited in power and
flexibility .

Scenario Manager: Allows you to create, manipulate, and save a number of
different scenarios that use different input variables, producing different
results. Simple to use, but limited in power and flexibility.
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Solver: Allows you to find the best solution to complex problems that revolve
around the manipulation of multiple variables and constraints. More difficult
to use, but very powerful and extremely flexible.

Goal Seek

Using Goal Seek

Sometime when you are analysing a problem, you know the end resultyou
want to achieve, but want to determine the input values to achieve this
result. The Goal Seek command will allow us to accomplish this easily.

Goal seeking is the means to say, "This is the final value that | want to
achieve, what input value do | need?"

Excel calculates the input value needed by varying the value in the formula
until the result is achieved.

Applying Goal Seek

Build a formula using cell references for each variable of your formula. The

following example shows a simple calculation of the Price of car you can
afford. The formula in cell B3 is: =(B1+B2)*5

B3 - B =(B1+B25
A, | E |
1 |Dawn payment required € 1,000
2 |Trade-in value of old car £4 000
3 |Price of car you can afford | €25IEIEIEI!

Select the cell containing the formula for which you have an end result to
achieve. In our example, select cell B3.

From the main menu, choose Tools > Goal Seek to display the Goal Seek
dialog box. The cell reference for the selected cell will appear in the Set cell
text box.

In the To value text box,'enter the end result you want to achieve. | In our
example, we want to purchase a more expensive car; enter 30000.

I'n‘the By changing cell text box, enter the cell containing the input value

that you want changed to achieye the end result. In our example, we want
to_know what Down paymentis required. Click on celllB1:

Goal Seek [ x| |

Set cell: |E=3 :"J
To walue; ISUUUU
By changing cell; |$B$1| :"J

ik I Cancel |
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¢ Click OK to run the Goal Seek.

e When the Goal Seek is complete, the Goal Seek Status dialog box will
appear, and the results are reflected in the Worksheet:

A B | ¢ |
Down payment required €2000
Trade-in value of old car £€4.000

Frice of car you can afford | €30 IIIEIEI!
GoolSeokStotws |

anal Seeking with Cell B3
Faund a salukion,

OO0 | T T e LD R —

Zancel

ot
i _ == |
s |

Target value: F0000
Currenk value: € 30,000 Stem

12 Palse

e Click OK to accept the new values.
o Click Cancel to close the Goal Seek Status dialog box and leave the values
unchanged.

Data Tables

Using Data Tables

e You canuse Data Tables to calculate and compare the outcome of different
inputs of a formula. The different combinations of input values and results
are presented in a table format for easy comparison. Depending on your
needs, you can change one or two variables in Data Tables.

Creating a one-yariable Data Table

s A one-variable Data Table allows you to see the effects/of changing one
variable (input value) of a formula. In the following example, we will find out
theeffect the Down Payment has on the monthly'Payments.

e Begin by designing the Worksheet with your initial inputivalues. The input
value that you want varied is referred to as the Input Cell. In our example,
the InputCell is B3!

e Create the Data Table by listing the substitution values of your Input Cell
together, either in a column or in a row. In our example, we will list the
substitution values in range C3:C6.

e Enter the formula, using the Input Cell in the formula, as follows:

If your substitution values are column-oriented, enter the formula in the
cell that is one column to the right and one cell above the first substitution
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value. In our example, the first substitution value is in cell C3 so we will
enter the formula in cell D2.

If your substitution values are row-oriented, enter the formula in the cell
that is one row below and one cell to the left of the first substitution value.
For example, if your first substitution value were in cell C3, then you would
enter your formula in cell B4.

o Select a cell range that includes the formula and all the substitution values.
In our example, the selected range is C2:D6:

A | B | ¢ | D |
1 |Car Loan Analysis Monthly Payment
2 |Car Purchase Price £26 000
3 |Less Dawn Payment | £1 000
4 | Car Loan Amount £24 000 £2 000
5 |Interest Rate | 12% £2 500
B |Term (months) B0 E3,000 1

¢ From the main menu, choose, Data > Table to display the Table dialog box:

Table |
Rt input el I :‘J
Column input cell; |$E$3| :k_]

(] 4 I Cancel I

If your Data Table is column-oriented, in the Column input cell, enter the
cell reference for the Input Cell. In our example, the Input Cell is B3.

If your Data Table is row-oriented, in the Row input cell, enter the cell
reference for the Input Cell.

¢ Click OK to create the one-variable Data Table:

), W A W . WA, |H N
1 |Car Loan Analysis I Monthly Payment
iar Purchase Price £25 000 £R33.87

3 |Less Daown Payment £1,000 £1,000) £553.57
4 | Zar Loan Amaount £24 0004 £ £2,000| £511 62
Interast Rate 12% £2 800 £500.50
Terrm (maonths) BO|  E£3,000| £459.38

Creating a two-variable Data Table

¢ A two-variable Data Table allows you to see the effects of changing two
variables (input values) of a formula. In the following example, you will find
the effects the Down Payment and the interest rate have on the monthly
Payments.
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Begin by designing the Worksheet with your initial input values. The input
values that you want varied are referred to as the Input Cells. In our
example, the Input Cells are B3 and B5.

Create the Data Table by entering your formula, using both Input Cells in
your formula, in a cell that will define the top-left corner of your Data Table.
In our example, we will enter the formula in cell C2.

List the substitution values of your first Input Cell down a column to the
below your formula. In our example, we will list the Down Payment
substitution values in cell range C3:C6.

List the substitution values of your second Input Cell across in a row to the
right of your formula. In our example, we will list the Interest Rate
substitution values in cell range D2:G2.

Select a cell range that includes the formula and all the substitution values.
In our example, the selected range is C2:G6:

A, B | ¢ | b | E | F | &6 |
1 |Car Loan Analysis Monthly Payment
2 |Car Purchase Price €25 000 € 533.87 8% 9% 10% 11%
3 |Less Down Payment €1 000 €1 500
4 |Car Loan Amount £ 24 000)F € 2,000
5 |Interest Rate 12%( €2500
B |Term (months) BOJ € 3,000 1

From the main menu, choose, Data > Table to display the Table dialog box:

Table |
Fow input cell: |$Ei$5 j‘_‘
Column input cell; |$E$3| :H

(0] 4 I Cancel I

In the Row input cell, enter the cell reference for the row Input Cell. In
our example, the row Input Cell is B5.

In‘the Column input cell, enter the cell reference for the column Input
Cell.\In our/example, the'column Anput Cell is B3.

Click OK to create the two-variable Data Table:

o ¥: O F W BrE T L]

Car Loan Analysis Monthly Payment

2 |Car Purchase Price £25,000 € 533.87 g% 8% 10% 11%]
3 |Less Down Payment £€1,000] =1 500|€476.50 €457.52 €499.31 €510.95
4 |Car Loan Amount £24000| €2000|€466365 €477 44 € 455,65 €500.05
5 |Interest Rate 12%| €2500(€456.22 €467 065 € 475.06| € 459.20
B | Term (months) BO|  £3,000)E 446.05| € 456 60 £ 467 .43 £ 478,33
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Speeding up calculationswith Data Tables

By default, Excel will recalculate Data Tables every time the Worksheet
requires recalculation, slowing your calculations.

You can adjust this option, such that Data Tables are not automatically
recalculated with the Worksheet.

From the main menu, choose Tools > Options to display the Options dialog
box, and click on the Calculation tab.

Select the Automatic except tables radio button:

Options EiE3

Coboe | Intemationsl | Save | Erorcheding | Speling | Senudy

wew  Cswuistion | Edt | Genersl | Teanstion | Customlsts | Chart
Caloiation

I futomatic £ panusd Cale doe (P9} ;

(% [jtoematic except ables] v fecaloudste before save
Ly e Gheet

e Click OK.

Scenario Manager

Using Scenario Manager

In analysing your data, you will frequently want to look ata number of
differing options within your spreadsheet. Scenario Manager allows you to
change multiple cells in order to see the effect of the changes, and keep your
scenarios for review later.

Scenarios are useful in forecasting the results of models, and can be printed
in summary form.

For example, we can use Scenario Manager to see the changes in total
expenditures depending on scenarios that affect expense items differently.

Addinga Scenario

Begin by creating the initial scenario using our best guess on the percentage
Increases:

N O HcON BoN |
Costs for\ Expected ¥ Estimated cost

1] this year increase | for next year
2 |Rent £30,000.00 10 £33 000.00
(3 |Staff £95 000.00 10 £104 50000
4 |Energy £20,000.00 20 £24 000.00
‘& |Other £55,000.00 A £57 780.00
B |Total £200,000.00 £219 250,00

Select the cells containing values that will change with different scenarios. In
our example, select cell range C2:C5.
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From the main menu, choose Tools > Scenarios to display the Scenario
Manager dialog box. (Notice that no scenarios have been defined):

Scenario Manager |

Mo Scenariqs defined. Choose Add to = |
add scenarios,
Close |

elete

Edity . |

Changing cells: Merge. ..

SIS o, |

Comrmenk:

Click on the Add button to display the Add Scenario dialog box. In our
example, we will create a scenario for Low Inflation, where the expected
percentage increases are as follows: Rent - 1%, Staff - 2.5%, Energy - 10%,
and Other - 2%:

Add Scenario |

SCenario name:

| I

Changing cells:

|cz:cs Ry

Ckrl+click cells o select non-adjacent
changing cells.

I '\ - -
Creaked by on 11472003

Ik Cancel

In the Scenario name text box, enter a name for the scenario you are about
to create. In this case, enter the name Low Inflation.

Click OK to display the Scenario Values dialog box:

Change the value in text box 1 to 1, change the value in text box 2 to 2.5,
change the value in text box 3 to 10, and change the value in text box 4 to
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2:

Scenano Yalues

|
Enter walues For each of the changing cells, o I

& $eg2 Il Cancel
2 $C43 [2.5

3 $C84 |10

4 $c45 |2]

e Click OK to add the scenario and return to the Scenario Manager dialog
box. (Notice that 'Low Inflation' is now listed in the Scenarios list box):

Scenario Manager

Scenarios:

Shio

i

Delete
= Edit...
Changing cells: Merge. .. |
$CH214CH5

J

Summarsy, ..
Cornrnenk:

reated by on 11/7/2003

e Click Close to close the Scenario Manager dialog box.

Shewing a S¢genario

¢ From the mainimenu, choose Tools = Scenarios to display the Scenario
Manaager dialog bax:

Scenano Manager EE2

Scenarios:

Shiowy

High Inflation

Close

|

e From the Scenarios list box, select the scenario you want to see.
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Click on the Show button to display the results of the scenario in the
Worksheet:

A ] E | C | D |
Costs for Expected % Estimated cost

1 this year increase | for nextyear
(2 |Rent £30,000.00 1 £30,300.00
(3 |Staff £95,000.00 3 £97 375.00
4 |Energy £20,000.00 10 £22,000.00
(5 |Other £55,000.00 21 £56,100.00
B |Total £200,000.00 T £208775.00

Click Close to close the Scenario Manager dialog box.

Deleting a Scenario

From the main menu, choose Tools = Scenarios to display the Scenario
Manager dialog box.

From the Scenarios list box, select the scenario you want to delete.

Click on the Delete button to delete the scenario.

Click Close to close the Scenario Manager dialog box.

Editing an existing Scenario

From the main menu, choose Tools > Scenarios to display the Scenario
Manager dialog box.

From the Scenarios list box, select the scenario you want to edit.

Click on the Edit button to display the Edit Scenario dialog box. (Notice
that Excel automatically adds a 'Modified"' message in the Comment text
area):

Edit Scenano

Scenariao name:

ILD'.-'-.I Inflation

Created bban 1172003
Modified by on 11712003

Protection
[ Prevent changes [ Hide

Ik I Cancel I [
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Click OK to display the Scenario Values dialog box:

Scenano Yalues |

Enter walues For each of the changing cells,
L ciz [
$ch Cancel |

$C43 [2.5

Ir-a

1

$C84 |10
$C45 |2

I

Make the changes you want.

Click OK to add the scenario and return to the Scenario Manager dialog
box.

Click Close to close the Scenario Manager dialog box.

Summarising Scenarios

From the main menu, choose Tools = Scenarios to display the Scenario
Manager dialog box.
Click on the Summary button to display the Scenario Summary dialog box:

Scenario Summary |

Report bvpe
% Scenario SUMmary

™ Scenario PivotTable report
Result cells:

G %k

K I Zancel |

Select the Scenario summary radio_button.
In‘the Resultcells text box, enter/the cell or range of the values you want

to see in the summary. In our example, we will enter cell D6 to display the
total estimated cost for next year;.
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Click OK to display the summary in a new Worksheet:

A &}
1
2 Scenario Summary
a Current Values: Lowy Inflatian High Inflation
5 Changing Cells:
B $CH2 1 1 12
7 $CH3 3 3 15
5] $CH4 10 10 35
g FCH5 2 2 g
1a Result Cells:
11 §D$6  £205 77500  £205775.00  £229 250.00
12 Motes: Current Values column represents values of changing cells at
13 time Scenario Summary Report was created. Changing cells for each
14 scenario are highlighted in gray.
Solver

Using Solver

Solver is the most versatile What-if Analysis tool. It can handle many
different variables, and where possible, Solver will produce the optimum
answer.

In order to understand Solver, you will need to know the following terms:

Target Cell: The cell that will be set to a value, maximum or minimum.
Often this cell is where you specify the maximum cost of a project.

Adjustable Cell: The cells that Solver will change the contents of to achieve
the desired objective.

Constraints: Contains the restrictions that Excel must observe.

For‘example/ we can use Solver to/figure out the optimal combination of cars
we should purchase based 'on budget and [other constraints.

lnstalling Solver

By default, Solver is not installed with the basic Excel installation. If Solver
is installed, it is listed under the Tools menu. If Solver is not listed, you can
install it easily.

From the main menu, choose Tools > Add-Ins to display the Add-Ins
dialog box:
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Add-Ins

add-Ins awvailable:

-
%]

7

Analysis ToolPak, ;I K
[ analysis ToolPak - YEA
[ Conditional Sum Wizard
[ Euro Currency Tools
[ Internet Assistant YE&
[ Lookup 'Wizard

Ml Solver Add-in

Cancel

L]

~Salver add-in

Browse. ..

Autarnation. ..

L3

Tool For optimization and equation solving

e Select the Solver Add-in checkbox.

¢ Click OK to install.

Applying Solver

e Begin by constructing a Worksheet with the data you want Solver to use. In

the following example, we have a

budget of €500,000 to purchase as many

new cars as possible for the new company car fleet. We need a mix of small,

medium, and large cars:

A | E | ¢ | D |
1 The New Car Fleet
2
3 |Class of Car Cost per Car # of Cars|  Cost
!ﬂnall o £14,00000 1 £14,0000
‘5 [Medium C £20,0000% 1 f€20,0000
B |Large L0 L £40,0000 T 11_E_EI,EIEIEI__
g Total'cost of the car flegt| €74.000

o Select the Target Cell. "In ourexample, select cell D8.

From the main menu, choose Tools > Solver to display the Solver

Parameters dialog box. (Notice that the Set Target Cell text box contains

cell reference $D$8):
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Solver Parameters

Set Target Cell: ijnkas Solve I
Equal Ta: * Max  Mn ¢ Walbeof |0 Close I
~By Changing Cells:
= GEUess |
—Subiject to the Constraints: Options
-] add
Change |
Reset All |
lI Delete |
Help |

In the Equal To area, set the Max, Min, or Value of constraint by selecting
the appropriate radio button, and entering the value into the text box. In our
example, we will select Value of and enter 500000 in the text box to set the
budget constraint.

In the By Changing Cells area, select the cell(s) that we want to change to
meet our target. In our example, we will be changing the numbers of cars in
each class; select cell range C4:C6.

Note: If you are not sure which cells to select, click on the Guess button,
and Excel will suggest a range based on your worksheet.

In the Subject to the Constraints area, click on the Add button to display
the Add Constraint dialog box.

In the Cell Reference text box, select the cell that the constraint will be
applied to. In the dropdown list, select the operand you want. In the
Constraint text box, enter a value or cell reference. For our example, to
enter the budget constraint of €500,000, we will use $D$8 as the cell
reference, select the <= (less than or equal to) operand, and enter 500000
as the constrained value:

Add Constraint

Cell Beference:;

oo

Click OK to return to the Solver Parameters dialog box

OR click Add to add another constraint.

When you are satisfied with your Solver Parameters, click Solve. After a
short time you will see the Solver Results dialog box:
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Solver Reszults |

Saolver found a solution, Al constraints and optimality

conditions are satisfied. Reparts
Answer ]
% eep Solver Solution: Sensitivicy
Limniks
™ Restare Criginal Yalues LI

(04 I Cancel | Save Scenaria. .. | Help |

Select the Keep Solver Solution or Restore Original Values radio button.
Click OK to apply your choice. In our example, the worksheet will appear as
follows: (You may notice that the solution suggests the purchase of part of a
car. You can create another constraint to force Excel to solve for whole
number only):

A | E ¢ | D |
1 The New Car Fleet
2
3 |Class of Car Cost per Car # of Cars. Cost
‘4 [Small £14,000 3715847 €52,022
‘5 [Medium £20,000 45759731 €57 596
B |Large € 40,000 §.755563 € 350,353
7
g

Total cost of the car fleet| £ ﬁlﬁll],l]l]l]!l

Changing a Constraint

From the Solver Parameters dialog box, select a constraint you want to
modify.
Click on the Change button to display the Change Constraint dialog box:

Change Constraint EHE

Cell Reference: Constraint:

B =] <=, | |=sooo00 %l

SN RN 5

Make the/changes'you want.
Click OK to return to the Solver Parameters.

Deleting a Constraint

From the Solver Parameters dialog box, select a constraint you want to
delete.

Click on the Delete button.
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Using Pivot Tables

Understanding Pivot Tables

e As the name suggests, a Pivot Table is simply a table of data, but has the
advantage of allowing you to summarise fields in different dimensions. They
seem difficult at first, but the best way to get used to them is to use a pivot
table and experiment!

e The example below uses a table containing information relating to sales for a
company that is selling training courses. By using a Pivot Table we could
easily extract and summarise information from this table.

Creating Pivot Tables

e Open the workbook containing the data from which you wish to create your
pivot table:

A | B | D | E | F G
1 |Example of using a pivot table
7
Price/day
for training | No. of days Sales
i Order Number Course courses [training sold Total value Customer Person
L 10847 Excel Training 500 1 a00 DR Campany Feter
i 10548 Excel Training 500 3 14500 WO Campany Laou
B 10849 Excel Training 400 2 1000 KLM Campary Robert
7 10850 Excel Training a00 2 1000 ABC Company Sue
i 108451 Word Training 440 1 440 WO Company Feter
i 108452 FowerPoint Training 440 1 4450 LM Company Raobert
ﬂ 108453 Wiord Training 450 2 00 ABC Company Sue
1 10854 Access Training GO0 1 2400 HOY Compary Lou
12 10855 FowerFoint Training 450 1 450 K.LW Camparmy Feter
E 108456 Wiord Training 440 1 4450 WO Campany Lau
ﬂ 108457 Access Training GO0 4 2400 ABC Company Raobert
15 10858 VWord Training 440 2 400 CWYE Company Peter
B | 10859 Access Training GO0 1 GO0 D Compary Fobert
i 10860 FowerPoint Training 440 2 400 ABRC Company Lou

s Click within the body of the data and then click on the Data drop down menu
and select the PivotTable and PivotChart Report command. This will
display a wizard.

o In step 1 ofthe PivotTable and RivotChart Wizard, you can specify where the
datalis located and\what type of report you wish to create. In this case
accept the default offered:
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PivotT able and PivotChan Wizard - Step 1 of 3

Where is the daka that wou want to analyzer
i Microsoft OFfice Excel list or database:!

" External data source
™ multiple consolidation ranges
" nnother PivotTable report or PivokChart repaort

What kind of report do wou want ko create?
{* PivotTable

™ PivokChatt report (with PivokTable report)

Cancel = Back | Mexk = I Eirish

e Click on the Next button to continue. This will display the next page of the
wizard.

¢ Step two of the wizard allows you to specify the exact data that you wish to
use. Again accept the default offered:

A | B | ¢ [ b [ E |
1 |Example of using a pivot table
| | N IS A R
Pricefday No. of days

i_ Order Number Course for training training sold Total value

10847 Excel Training a00 1 ann

103438 Excel Training a00 3 1500

10349 Excel Training a00 2 1000

10850 Excel Training a00 2 1000

10851 YWard Training 4450 1 4410

PivotT able and FivotChart Wizard - S5tep 2 of 3

450

¢ Clicking on the Finish button will create your pivot table.

Dropping data into Pivot Tables

¢ Now examine the Pivot Table you have just created. (As you can see in the
illustration below, the Pivot Table toolbar is displayed by default):
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A | B | ¢ | D | E | F | G
1 Drop Fage Fields Here
2
3 J Drop Calumn Fields Here
s O
6| S
7
8 o
g =
m - | Drop Data Items Here
12 r{% PivotTable Field List
13 w Drrag items to the PivotTable report:
14 I
15 m = Crder Murnber
16 {'D -] Course
17 ~ [ Pricefday for training
15 =T of days training sold
;g = Total value
71 E| Zuskamer
22 = Sales Person
23 .
o ovorabe- | A= 42) 0  B[H] %[E
2k
27
2 [ add 1o | [Row area [~
24

e As you can see in the illustration above, the Pivot Table Field List pane is
also launched automatically when you create your Pivot Table.

e To begin creating your Pivot Table, simply drag and drop items from the
Pivot Table Field List pane to the table. The following example will
illustrate this feature:

rag it into the part of the Pivot Table labelled ‘Drop Data Items Here'.

When you have finished, the table should be as illustrated. As you can see a
very easy way of extracting and summarising datal!:
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A | B | C | B] | E | F | G

1

2

3 |5urn of Total value ICustomer vI

4 |Sales Person = |ABC Cormpany  KLM Company | GWE Company ¥ZY Company  ZYX Company  [Grand Total
5 |Lou 200 4350 5250
B |Peter 440 800 440 500 2300
_f |Robert 2400 1450 600 4450
8 Sue 1900 1900
9 |Grand Total 5200 1900 800 4800 1100 13300
10

Modifying data and refreshing Pivot Tables

¢ Following on from our previous example, you will notice that the Pivot Table
was created on a new worksheet, within your Excel worksheet.

¢ In this example, the Pivot Table is located on the Sheetl Worksheet, while
the original Worksheet that the table is based on is located in the Pivot
Table Data Worksheet.

e Click on the Pivot Table Data Worksheet tab:

[ Sheetl % Pivot Table Data
¢ | Autoshapes = ™~ " [ ] O

o Make some changes, such as in this case change the value within cell D4,
which we have changed from 1 to 10:

co D | F
table

“ice/day
training | No. of days

ourses ftraining sold Total
a00 | 10 _| a0
500 3 15
a00 2 10

e Click on the Sheetl tab, which contains the Pivot Table, and you will notice
that'the Pivot Table has/ not\been'updated to'take account of your changed
data:

B A | WE W W E ] T TS

1
2

3 |Sum of Total value |Custamer -]

4 |Sales Person = |ABC Company  KLW Company  OWE Company [¥ZY Company  ZYX Company  [Grand Total
& |Lou 900 4350 5250
& |Peter 450 300 450 500 2300
7 |Robert 2400 1450 BO0 4450

8 |Sue 1900 1900

8 | Grand Total 5200 1500 200 4500 1100 13300

10
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If you click on the Refresh Data icon

you will see the data change, as illustrated:

(within the Pivot Table toolbar),

A | E | C | D | E F G

|1

2

3 |Sum of Total value [Customer v|

4 |Sales Person  «|ABC Company  KLM Company  OWYE Company X2V Company  ZYX Company  [Grand Total
| & |Lou 900 4350 5250
| B |Peter 450 900 450 5000 B300
| 7 |Robert 2400 1450 B0 4450

8 |Sue 1900 1900

9 |Grand Total 5200 1900 200 4800 5600 18400
110
|11 |
112 | PivatTahle ~ '/’_=| |H_:ﬁ
13 Wy

14 Refresh Data

Grouping data within Pivot Tables
Following on from the previous example, let's say that Lou and Sue are
working together as a team, and we want to group their sales together.
First we need to click on cell A5 (the cell containing the text Lou).

While depressing the Ctrl key we then need to click on cell A8 (the cell
containing the text Sue).

When you release the Ctrl key, both cells should remain selected.

Right click over the selected cells and from the popup menu displayed select
the Group and Show Detail command. From the submenu displayed select

Group:

Lou
Peter
Robert
Sle

Grand Total

I 900
S Format Cells, 450
Ml PivorChart 1450
i3] PivotTable Wizard 1000
¥ Refresh Data
Hide
R N A F
=2 Hide Detail
Crder Shanw Detail

Field Setkings. ..
Table Options. !

Hide PivotTable Toolbar
=] Show Field List

«  Ungroup
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The screen will then change to display the grouped results, as illustrated:

A | B | C | ] | E | F | G

0

2

3 |Sum of Total value Customer vI

4 |Sales Persond = |Sales Person = [ABC Company  KLM Company  OYWWE Company ¥2Y Company  ZYX Company | Grar
.5 |Groupt Lau 500 4350

3] Sue 1900

7 |Peter Peter 450 900 450 500

8 |Robert Robert 2400 1450 G0

9 |Grand Total 5200 1900 200 4300 1100

—
=

Review Questions

How would you:

Use Goal Seek?

Use a Data Table?

Create a one-variable Data Table?
Create a two-variable Data Table?
Speed up calculations with Data Tables?
Use Scenario Manager?

Add a scenario?

Show a scenario?

Delete a scenario?

Edit an existing scenario?

Summarise scenarios?

Use Solver?

Install Solver?

Change a constraint?

Delete a constraint?

Understand Pivot Tables?

Create Pivot Tables?

Drop data into Pivot Tables?

Madify data and\refresh|{Pivot Tables?
Group data within Pivot Tables?
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.

The IT Computer Courseware Library

Includes Windows 7 and Office 2010 Courseware

m
A complete library of quality training courses ﬂa ’ ! @

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES ~ * ADD YOUR OWHN NAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each

course, included w ith our printable coursew are. 0ver

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 f

The most cost effective courseware solution for your IT

training needs. Get ALL our courses, and all new courses web Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library'.

SAMPL
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