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= Objectives:
C reatl n g a When you have completed these
lessons, you will be able to:
Powerful |
[0 Create database field
[0 Add records manually
Data ba Se [0 Add new record using a built-in data

o O

OooooOoooooad

o O

O ooao

form
Search for the record using data form

Edit and delete the record using data
form

Create a list

Find total or other functions in a list
Convert a list to a range

Perform simple and advanced sort
Enable and disable AutoFilter

Apply and remove the criteria
Customize criteria

Define the criteria range

Use the advanced Filter command

Find the sum of specific records using
Paste function

Find the average of specific records

Find the maximum and minimum value
of specific records

Find the number of records
Use VLOOKUP to find data
Limit the lookup value for exact match

Use the Closet match for the lookup
value
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CREATING A POWERFUL DATABASE

Creating Database

A database is a collection of organized information. Normally, database uses table /
list to keep data. Data is made up of fields and records. Excel worksheet list can be
used as a database because the worksheet columns serve as fields while rows serve
as records.

Field Hame

Invoice Month Product Sales Value
ADD1 Feb  Joft ; Wyooden Chair 4500
A00 Feh oteve Brawn  WWooden Desk 2300
AO03 Feh Mary Davis Metal Chair 3300
A0o4 Feb Jdahn Smith Waooden Chair 3700
A005 Feh Mary Davis WWooden Desk A400
A006 blar John Smith tletal Chair 3100
Anoy WETS Jdohn Cage WWooden Desk A200
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How to Create 1. Create a new worksheet and rename it to Database.
Database Field Type the field names on the same row, as shown
below.
You can change the cell format for the field names as you wish.
A | B | C | D | E |
1
| 2 |lnvoice Month Sales Person  Product Sales Yalue
3
| 4 |
How to Add 1. Type the record in row 3, which is below the field
Records names as shown below.
Manu a||y Do not leave a blank row between the field names and the records.
A | B | C | D | E |
1
Zln\mice Month Sales Person  Product Sales Value
3 |ADM Feb John Smith Wooden Chair 4500
4

© 2003 ComputerTrainingManual.com
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How to Add New 1. Click any cells in the database list.
Record U sing a Your can click at any records or the field names. If you use data form to add a
. new record, Excel will append it after the last record in the database.
Form 1
Z Invoice Month Sales Person Product Sales Value
3 [A001 IFeh _l.Jnhn Srnith WWooden Chair 4500
4

S _SUMMARY e 2. From the menu, click Data >> Form.

The data form appears. All the fields appear in the form automatically. By
default, the first record appears in the form.

1.Click any cell in the
database list.
2.Click Data >> Form. Database
3.Click the New button.
4.Type in the record. Invoice: - 1af1
5.Press <Enter>.
6.Click the Close

button. ales Person: | Iohn Srith Delete

Month: Feb Mew

Product; wooden Chair

Sales VYalue: [4500
Find Prey

Find Me:xk

Criteria

Close

3. Click the New button.

A new blank form appears.

Database

!

Invoice: e Mew Record
Month:

Sales Person:
Produck:

Sales VYalue:
Find Prew

Find Mext

Criteria

=
]
IIII |

Close
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4. Type the new record information as shown below.
Press <Tab> to go to next field. If you press <Enter> after entering the invoice

number, a new blank form appears for you to add a new record.
Database

Invaice: A002 - Mew Record

X]

tankh: Feb Mew
Sales Person: | Steve Brown
Product: Wooden Desk. Restore

Sales Walue: | 2300
Find Prew

Find Mext

Criteria

Close

5. Press <Enter> to create new record.
Alternatively, click the New button to create new record. Enter all the records as
shown below.

Invoice Month Sales Person Product Sales Value
A001 Feb John Srnith YWiooden Chair 4500
AD02 Feb Steve Brown YWiooden Desk 2300
A003 Feh Mary Davis MWetal Chair 3300
AD04 Feb John Srmith YWooden Chair 3700
A0S Feh Mary Davis Wooden Desk 5300
AD0R Mar John Srmith Metal Chair 3100
A007 e John Cage Wooden Desk 5200

6. Click the Close button.

You have finished updating the database.

© 2003 ComputerTrainingManual.com
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Managing Record in a Database

There are tools to help you manage your database records. You can search, edit and
delete records easily in Excel.

How to Search 1. Click any cell in the database list. From the menu,
For the Record click Data >> Form.
Using Data Form The data form appears.

2. Click the Criteria button.

A blank form appears for you to set the criteria.
W Invoice: " 1of 7

1.Click any cell in

X

6.Click the Find Criteria
Previous button to
find previous record.

7.Click the Close
button.

-
database list. Eonth: Feb “
2.Click Data >> Form. ales Person: | Iohn Srith
3.Click the Criteria

button. Product: wrooden Chair
4'-I;]ype the Cr.ltenfa. Iln Sales VYalue: [4500

the respective fie ds.
5.Click the Find Next

button to find next

Clok o

Close

B Tips 3. In the Sales Person box, type Mary Davis.

You want to find records for Mary Davis.
= You can also enter

multiple criteria as Database
shown below.

Sales Person: | Mary Davis

!

Invoice: Criteria

Product: Month:

Sales Yalue: | =4000

Sales Person:] | Mary Davis Clear

Produck: Restore

Sales VYalue:
Find Prew

Find Mext

Form

Close
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4. Click the Find Next button.

The first record for Mary Davis is shown in the form.
Database g]

Inveaice: A003 LS Jof 7

fonth: Feb e
Sales Person; |Mary Davis Delete
Product: Metal Chair

Sales Yalue: | 3300

=
I£

Find Prew

Criteria

Close

5. Click the Find Next button.

The second record for Mary Davis appears in the form.

Irvaice: A005 ” Saf 7

Month: Feb Mew
Sales Person: |Mary Davis Delete
Product: Wooden Desk,

Sales Value: [5300

Find Prey

Criteria

Close

6. Click the Find Prev button.

The previous record that meets the criteria appears.

7. Click the Close button.

The form closes and returns to the worksheet.

© 2003 ComputerTrainingManual.com
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How to Edit/
Delete the
Record Using
Data Form

B SUMMARY B

1.Click any cell in the
database list.

2.Click Data >> Form.

3.Click the Criteria
button.

4.Type the criteria in
the respective fields.

5.Click the Find Next
button.

6.Edit the record.

7.Click the Close
button.

W TIPS B

= Click the Restore
button or just press
<Esc> to undo the
changes while editing
arecord. If you have
closed the data form
or move on to edit
another record, you
can't restore the
records.

Click the Delete
button to delete the
current record.

You can also edit /
delete record
manually on the
worksheet without
using the data form.

1.

2,

3.

4.

Click any cell in the database list. From the menu,

click Data >> Form.
The data form appears.

Set the criteria Sales Person equals to Mary Davis and
Sales Value is more than 4000. Press the Find Next
button.

You want to search the records for Mary Davis, which have sales value more
than 4000.

Sales Person; |Mary Davis
Product:

Sales Yalue: | =4000

In the Sales Value box, type 5400.

You are changing the Sales Value from 5300 to 5400.

Inevoice: A005 - Sof 7

%]

Monkh: Feb
Sales Person: |Mary Davis Delete

Product: Wooden Desk

Sales Value: ||5400

Restore

Find Prew
Fird Mexk

Criteria

=
1]

Close

Press <Enter> or click the Close button.
The changes are confirmed and the form closes.
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How to Create a 1. Select the range A2:E9.
List This is the range that you want to define as a list.
A | B ] C | D | E | F ]
1
2 |Invoice Month Sales Person  Product Sales Value
| 3 |A001 Feb John Smith Waoden Chair 4500
| 4 |Ano2 Feb Steve Brown Wooden Desk 2300
| 5 |A003 Feb ary Davis hetal Chair 3300
= SUMMARY S B |A004  Feb John Smith  Woaden Chair 3700
| 7 |A005 Feb ary Davis Wooden Desk 5400
1'32?:(:2;?:220: B |06 Mar John Smith  Metal Chair 3100
list 9 |A007 Ilar John Cage Wooden Desk 5200
2.Click Data >> List >> 10
Create List.
3.Click the OK button. : . .
ioxthe 13 bution 2. From the menu, click Data >> List >> Create List.

The Create List dialog box appears. You can also press <Ctrl>+<L> to create a
list.

-_— [T

= After creating the list,
you can sort the
records, add new
records and perform

Zian;ﬁ;e data analysis My list has headers

Where is the data for vour list?

[ 0K ][ Cancel ]

3. Click the OK button.

The list is created. You will see that the last row of the list is a blank row with a
blue asterisk (*). You can add a new record by clicking the last row and type in
the information.

A | B ] C | D | E |

1
' 2 [invoice[~ [Month |~ ]Sales Person|~ | Product [~ |Sales Value[~
3 A0 Feb John Smith Wooden Chair 4500
N S Feb Steve Brown Waoden Desk 2300
| 5 JA003 Feb Mary Davis Metal Chair 3300
| B JA004 Feh John Srith Waaden Chair 3700
|7 JA00S Feh Mary Davis Waoden Desk 5400
| 8 JA006 far John Srmith Metal Chair 3100
|9 JA007 kdar John Cage Wooden Desk 5200
10 J* |
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How to Find
Total in a List

B SUMMARY B

1.Click any cell in the
list.

2.Click Data >> List >>
Total Row.

3.Click the cell that
contains the total
value.

4.Click the drop-down
arrow.

5.Select the function
you want from the list.

How to Switch
Functions in a
List

* You can show the
List toolbar to help
you work on your list
more easily.

1.

2,

Click any cell in the list.
You want to find the total sales value for the current list.

From the menu, click Data >> List >> Total Row.
The total row appears at the end of the list to show the total for the sales value.

-ﬁn\micet] Month [~|Sales Person[~ |Product [~ |Sales Value[~

j iy Feb John Smith WWaoden Chair 4500
|00z Feb Steve Brown Waooden Desk 2300
|A003 Feb Mary Davis Metal Chair 3300
|~004 Feb John Smith Waaden Chair 37ao
JAa05 Feb Wary Davis Waoden Desk 5400
JAO0E tlar IJuhn =mith _lMetaI Chair 3100
| Sk tlar John Cage WWaooden Desk 5200
*

Total 27500

Click the cell E11. Click the drop-down arrow.

A list of functions appears for you to select.

007 Mar Jdohn Cage Wooden Desk 5200
Ed
Jotal 27500 ~
Mane

B Caunk

_ Count Mums
Max

Min

I Sum

| StdDew

Click Average from the list.

The Average of the sales value appears, as shown below.
07 Ilar John Cage Wooden Desk

Ed

otal

© 2003 ComputerTrainingManual.com
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How to Convert 1. Click any cell in the list.
a Listto a Range You want to change the current list back to a normal cell range.

2. From the menu, click Data >> List >> Convert to
Range.

Excel prompts to confirm the action.

Microsoft Excel

1.Click any cell in the

list. 1

2 Click Data >> List >> \!:) Do wou wank ko convert the lisk ko a normal range?
Convert to Range.

3.Click the Yes button. e | [ o [

3. Click the Yes button.

The list is converted back to a normal range. the blue outline for the list
disappears. Note that the total row remains on the worksheet.

Invoice  Month Sales Person  Product Sales Value

A001 Feb John Srnith YWooden Chair 4500
A0 Feb Steve Brown YWooden Desk 2300
A003 Feb MWary Davis Wletal Chair 3300
A04 Feb John Srnith YWyooden Chair 3700
A0S Feb IMari Davis _lWDcuden Desk 5400
AD0G Mar John Srnith Metal Chair 3100
A007 Mdar John Cage YWooden Desk 5200
Total 3928.571429

© 2003 ComputerTrainingManual.com
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Sorting Records

You can sort ascending or descending the records using any fields in the database.
You are able to sort multiple fields too.

How to Perform 1. Click any cell in the database list. From the menu,

Simple Sort click Data >> Sort.
The Sort dialog box appears.

2. Click the Sort by drop-down arrow, click Product, and
then click the Ascending option button.

W You have just set the sorting criteria. Excel will sort the records by the Product
1.Click any cell in name.
database list. Sort @g
2.Click Data >> Sort. on
3.Specify the sorting
criteria in the Sort by Sork by
box. :
4.Click Ascending / Praduct || & ascending
Descending option () Descending
button. Then by
5.Click the OK button.
w (*) Ascending

() Descending
Then by

w (%) Ascending
() Descending
My data range has

{(*) Header row ) Mo header row

options, ., [ QK ] [ Cancel

3. Click the OK button.

The database is sorted by product, as shown below.

[Invoice  Month Sales Person Product Sales Value

|A003 _lFeI:u Mary Davis fetal Chair 3300
AN0R har John Smith tetal Chair 3100
A001 Feh Johin Stnith Wooden Chair 4500
A004 Feh John Smith YWWooden Chair 3700
A002 Feh Steve Brown Wooden Desk 2300
A005 Feb Mary Davis YWWooden Desk 2400
A007 Mar John Cage YWooden Desk o200

© 2003 ComputerTrainingManual.com
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How to Perform 1. Click any cell in the database list. From the menu,

Multiple Sort click Data >> Sort.
The Sort dialog box appears.

2. Click the Sort by drop-down arrow, click Product, and
then click the Ascending option button.

B SUMMARY S Click the Then by drop-down arrow, click Sales Value,
1.Click any cell in and then click the Descending option button.

database list. . . o ; . .
2 Click Data >> Sort. You have just set the two sorting criteria. First, Excel will sort ascending by

3_Speci—fy the sorting Product and then sort Descending by Sales Value. :
criteria in the Sort by Sort @@
and Then by box.

4.Click Ascending / b
Descending option sart by

button for each Product 7 ] l@ 55cending|

criteria. )
5.Click the OK button. © Descending
Then by
Sales Value
Then by

| (® Ascending
() Descending
My data range has

(%) Header row ) Mo header row

[thiu:uns... ] [ Ik, ] [ Cancel

3. Click the OK button.
The database is sorted by product and then by the highest sales.

[Invoice  Month Sales Person  Product Sales Value

|A003 _lFeb Mary Davis Metal Chair 3300
AL0R har Johin Srnith Metal Chair 3100
A0 Feb John Smith Wooden Chair 4500
AQ04 Feh Johin Srnith Wooden Chair 3700
A0S Feb Mary Davig YWooden Desk 5400
AQ07 har John Cage VYWooden Desk 5200
AQ02 Feb Steve Brown Wiooden Desk 2300

© 2003 ComputerTrainingManual.com
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How to Set 1. Click any cell in the database list. From the menu,
Advanced Sort click Data >> Sort.
Options The Sort dialog box appears.

2. Click the Sort by drop-down arrow, click Month, and
then click the Ascending option button.
Click the Options button.

W The Sort Options dialog box appears.

database list. S iy
2.Click Data >> Sort. e
3.Specify the sorting Uoorth ____ ~]) Kﬁ;‘
criteria in the Sort by Then by N
box.

4.Click Ascending / v| O Ascending

Descending option © Descending
button for the criteria. Then by .
5.Click the Options v| @ Ascending
button. () Descending
6.Click to select the Iy data range has
options you want. (D Headerrow O Noheader row
7.Click the OK button.
8.Click the OK button to ((options... | [ ok [ cancel ]

return to Excel.

3. Click the First key sort order drop-down arrow.
Excel is able to sort by month.

Sort Options E|

Eirsk key sork order

A K

D Case sensitive Zancel

IH

Crientation
() Sort kop to bottom
) Sort left ko right

button. Then, click the OK button to close the Sort
Options dialog box.

The database is sorted by month.
Sort Options _|

Eirsk key sork order

X

Jan, Feh, Mar, Apr, May, Jun, Jul |'v_ Ok
Mormal
Sun, Mon, Tue, Wed, Thu, Fri, Sat

© 2003 ComputerTrainingManual.com
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Using AutoFilter

At times, you may want to show only the essential records. You can temporarily hide all
the rows that do not meet your requirements. If you have defined the range as a list, you
can filter the records using the drop-down arrows that appear on each field name. If you
have not defined the range as a list, Excel provides a built-in AutoFilter, a filtering
mechanism that allows you to apply simple criteria to filter the records.

How to Enable /

1.

Click any cell in the database list. From the menu,

Disable click Data >> Filter >> AutoFilter.
AutoFilter Drop-down arrows appear at each field name, as displayed below.
Invoice{ ~ [Month [~]Sales Person = |Product (~]Sales Value ~ |
A001 Feb John Smith YWooden Chair 4500
2. From the menu, click Data >> Filter >> AutoFilter.
W Drop-down arrows disappear from all the field names, as displayed below.
i ) Invoice Month Sales Person  Product Sales Value
1.Click any cellin AOT Feb John Smith  Waoden Chair 4500

database list.
2.Click Data >> Filter
>> AutoFilter.
3.Click Data >> Filter
>> AutoFilter again
to disable AutoFilter.

How to Apply / 1. Click the Month drop-down arrow and click Mar.
Remove the The database will show only the Feb records.
Criteria Invoice ~ |Month males FersurE]
A0 Sort Ascending John Srmith
A Sork Descending Stave Brown
B SUMMARY S A0 caly Mary Davis
1.T|9 E?&yﬁglrétz:i:, A00 (Top 10,3 John Smith
gcl)(\:lvn arrow, and?hen all {FEEStDm' 2 Mary Da"'fllﬁ
click the criteria you MMJDHH Smith
want. Al ar John Cage

2.To remove criteria,
click the field drop-
down arrow, and then

click (All).

Invoice{ ~ |Month [~]|Sales Person|~|

A00R hlar John Smith
An07 ETS John Cage

. Click the Month drop-down arrow and click (All).

The database will be reset to show all the records in the list.

© 2003 ComputerTrainingManual.com
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How to 1. Click the Sales Value drop-down arrow and click
Sales value p

Customize (Custom...) from the list.

Criteria The Custom AutoFilter dialog box appears.

(~]|Sales Valug/ ~

Sort Ascending
Sort Descending

LAl

EIICA Top Lo,

1.Click the drop-down

arrow for the field you g?gg
want to filter. 2300

2.Click (Custom...)
from the list.

3.Enter the criteria. . . .

4.Click the OK button. 2. Enter the criteria Sales Value is greater than or equal

to 4000, as shown below.

Click the drop-down arrow to see more options.
w Custom AutoFilter @

Show rows where:

= If you want to include Sales Yalue
another set of criteria is greater than or equal to W | |4000 A4
in the filter, click And
or Or option button,
and then specify the @and Oor
criteria below it. 3

Use ¥ to represent any single character
Use * ta represent any series of characters

oK ] [ Cancel

3. Click the OK button.

The database will filter the list and show the records that meet the customized

criteria.

In\mice[a Month BSales Persur@ Product BSales \J’alue[a
A001 Feh John Srmith Weooden Chair 4500
A005 Feh Mary Davis Wooden Desk 5400
A007 hilar John Cage Wooden Desk 5200

© 2003 ComputerTrainingManual.com
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How to Use 1. Click the Product drop-down arrow and click
Wildcard in (Custom...) from the list.
Criteria The Custom AutoFilter dialog box ars.
Sales Person ~ |Product I [T'Eales Value v |
John Smith Sort Ascending 4500
Steve Brown Sork Descending 2300
Mary Davis () 3300
John Smith Top 10.., 3700
B SUMMARY SR Mary Davis w b 5400
h Metal Ch
1.Click the drop-down John Smith Woadon Shir 3100
arrow for the field you John Cage Wooden Desk 5200

want to filter.
2.Click (Custom...)

from the list. 2. Specify Product equals *Chair.
3.Set the criteria using The asterisk represents any series of characters. This will filter all products with

the wildcard symbol the name ends with chair.
in the criteria box.

4.Click the OK button. Custom AutoFilter g

Shows rows where:
Product

= The asterisk *

represents any series ®and O oy
of characters.
= The question mark ? - v
represents any single
character. Use ? ta represent any single characker

IJse * to represent any series of characters

Ok ] [ Cancel

3. Click the OK button.

All the records that have the product name end with the word "Chair’ will be

shown.

Invoicel ~ |Month [~|Sales Person > |Product (~]Sales Value ~ |
A0 Feb John Srnith YWooden Chair 4500
A003 Feb Mary Davis Wetal Chair 3300
A004 Feb John Srmith YWooden Chair 3700
A006 Mar John Srmith Metal Chair 3100

© 2003 ComputerTrainingManual.com
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Using Advanced Filter

At times, you may want to apply more than 2 criteria (AutoFilter is limited to 2 criteria),
you can use the complex filter instead. You can use advanced filter to accomplish the
filtering task. Before you use the Advance Filter command, you have to set up and
define the criteria range on the worksheet.

To Define the Criteria Range

= Use any cell on the worksheet to define the criteria.

= The criteria value is defined below the field name.

= Use a different row for OR criteria

=  Use the same row but different column for AND criteria

Field Hame Field Name
Criterial  oPNDy, CriteriaZ
Criteriald

Important:

= The field names and the criteria in the criteria range are NOT case sensitive but the
spelling and the spacing must be exact match in the database records.

= You can place the criteria range anywhere you want. You can define it on the same
worksheet, another worksheet or even a different workbook.

For example:

Imruice[gl'u'lunth E]Sales PersmBPruduct E]Sales ‘H’aluelg

A01 Feh Jaohn Smith YWooden Chair 4500
A02 Feh Steve Brown YWooden Desk 2300
A003 Feh hary Davis htetal Chair 3300
A04 Feh John Smith YWooden Chair 3700
AQ05 Feb Mary Davis Ywooden Desk 5400
AR Mar Jaohn Smith Metal Chair 3100
A007 hdar John Cage Wooden Desk 5200

Sales Person
John Smith
Steve Brown
Mary Davis

© 2003 ComputerTrainingManual.com
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How to Define 1. Type the following criteria range in the cell A12:A15 if
the Criteria you want to find records that belong to John Smith OR
Range Steve Brown OR Mary Davis.

The field name is not case sensitive but the spelling and the spacing must be
exact match with the field name in the database.

Sales Person
John Srmith
Steve Brown
Mary Davis

Examples:

Use the following criteria range if you want to find records
with the sales value more than 3000 AND less or
equals to 4000.

Sales Yalue Sales Yalue
=3000 ==4000

Use the following criteria range if you want to find records
that belong to Mary Davis OR any other sales person
who has sales value more than 4000.

Sales Person Sales Yalue
Mary Davis
=4000
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How to Use the
Advanced Filter
Command

| _summARY [N

1.Define a criteria
range on the
worksheet.

2.Click the database.

3.Click Data >> Filter
>> Advanced Filter.

4.Select the criteria
range.

5.Click the OK button.

m TIPS

= |f you want to remove
the filter and display
all the records again,
click Data >> Filter
>> Show All.

In the Advanced Filter
dialog box, click
Copy to another
location option
button if you want the
filtered list to be
copied to another
location.

1. Click in the database list. From the menu, click Data

>> Filter >> Advanced Filter.

The Advanced Filter dialog box appears. the database range appears in the List

range box automatically.
fAdvanced Filter @

Ackion
(%) Filter the list, in-place
() Copy ko another location

Lisk range:
Criteria range: B
B

[ ] Unique records anly
[ (4 ] [ Cancel ]

Click in the Criteria range box, select range A12:A15.

A12:A15 is where you define your criteria. If you can'’t see the criteria range,

click Select Range button. the Advanced Filter dialog box collapses to let
you spot the criteria range more easily. Make sure the field names in the criteria

range are selected as well.

Click the OK button.

The database is filtered.

A | B | C | D | E | ¢
1
_2 |lnvoice Maonth Sales Person =
3 |AOD1 Feh AL TR=ali{(( ~dvanced Filter
4 |AD02 Feb Steve Brown Acti
£ |anoz Feh Mary Davis FHan
T.‘&DDA Feh John Smith @ Eilter the |i5t, in-place
"7 laons Fsah Mary Davis O Copy ta another location
B |ADDE Mar John Smith
IEN B Mar John Cage s g $Af2iEFS
10 Criteria range: [ seldaflZifadls ]
11
12 }531e3 Pergon &=
| 13 Llnhn Srith [] Unique records only
| 14 1Steve Broyn
15 iMary Davig ok | [ cancel
16
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Using Simple Database Functions

Microsoft Excel provides powerful database functions that perform calculations
specifically for records that appear in a list or a database. Each database function needs
three arguments.

Dfunction(Database,Field,Criteria)

Arguments Description
Database The range of cells that make up the list or database
Field The cell, which contains the field name for the field you want to

calculate in the function.

Criteria The range of cells where the criteria / conditions for the function are
stated. (To define the criteria, refer to the task How to Define Criteria
Range in Advanced Filter lesson)

Note:

= The criteria range could be placed anywhere on the current worksheets or on
different worksheets. However, try to avoid placing it below the database list, which
will prevent the database from expanding its records.

= The criteria range should not overlap the database list.

Criteria
Database Field Range
A | B | Jc | D | E L] £ [c]H] |

| 2 | Invoice Month Sales Person  Product Sales Value
| 3 | A001 Feb John Smith Yyooden Chair
KN A002 Feb Steve Brown Wooden Desk 2300 Sales Person
| 5 | A003 Feb Mary Davis Metal Chair 3300 John Smith
B | Ado4 Feb John Smith Yooden Chair 3700
| 7 A005 Feb Mary Davis Wooden Desk 5400
8 A006 hlar John Smith Metal Chair 3100
9| ADO7 Mar John Cage YWooden Desk 5200
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There are many functions in Excel that analyze data in a list or a database.
The following table shows you some of the common database functions that are
frequently used.

Database Functions Description

DSUM Sum up the total value for records that meet the criteria.

DAVERAGE Calculate the average value for records that meet the criteria.

DMAX Find the maximum value for records that meet the criteria.

DMIN Find the minimum value for records that meet the criteria.

DCOUNT Count the occurrences of records that contain numbers in the specific

field that meet the criteria.

DCOUNTA Count the occurrences of records that contain non-blank cell in the
specific field that meet the criteria.
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How to Find the Before you begin, create a new worksheet and enter the
Sum Of Specific database list, as shown below. You can also copy the
Records Using database list that you have created in previous lesson and

Paste Function paste it on the cell B2 in this new worksheet.

1. Click the cell F11.

This is where you want to place the total of the sales value for John Smith.

- D [ E | F [GH] I
1
W L2 Invoice Month Sales Person  Product Sales Value
| 3 | A001 Feb John Smith Wooden Chair 4500
1.Click the cell where 4 | AO02 Feh Steve Brown YWonden Desk 2300 Sales Person
you want to place the | 5 | A003 Feb Mary Davis Metal Chair 3300 John Smith
formula | B | A004 Feb John Smith YWooden Chair 3700
- | 7 | A0S Feb Mary Davis Wooden Desk 5400
2.Click . | B | ADOE  Mar John Smith hletal Chair 3100
3.In the select a | 9 | A07 har John Cage Wooden Desk 5200
orv box cli 10
%gr%dzs\ﬁ (;ILSCI)(W | 11 [What is the total sales value for John Smith? I .l

and click the function
category you want. 2
4.In the Select a L]

Click Insert function button on the Formula Bar.

function box, scroll The Insert Function dialog appears.
and click the function
ou want. .
5_é|ick the OK button. 3. In the select a category box, click the drop-down
6.In the Database, arrow and click Database from the list. in the Select a
Fleld and Crteria function box, scroll down and click DSUM function.
a - specrly You want to use the DSUM function to calculate the total sales value for John
ppropriate cell Smith

ranges. .
7.Click the OK button. Insert Function ?X

Search For a function:

Tvpe a brief description of what wou want to do and then Go

click Go
Database l W

DrIM S
DPRODUCT
D3TDEY

LS TOEVD

e

BTt

DWARP b
DsuUM{database,field,criteria)

Adds the numbers in the Field (column) of records in the database thak match
the conditions ywou specify.

O select a category:

Select a Function:

Help on this function [ fo] ] [ Cancel
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4. Click the OK button.
In the Database box, select the range B2:F9.
In the Field box, select the cell F2.
In the Criteria box, select the range 14:15.
The arguments for the function are shown below.
iy |
= {"Invoice","Maonth","
.| = "Sales Yalue"
= 11300

Adds the numbers in the Field {column) of records in the database that match the conditions
wou specify,

Criteria is the range of cells that contains the conditions you specify, The range
includes a column label and one cell below the label For a condition.

Formula resulk = 11300

Help on this Function oK ] [ Cancel

5. Click the OK button.

The result is shown on the worksheet.

|What is the total sales value for John Smith? I 11300!
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1.Click the cell where What is the average sales value for John Smith?

you want to place the

How to Find the 1. Click the cell F12.
Average of This is where you want to place the average of sales value for John Smith.
- Al B [ © | o] [ E | F [G[H] I [
Specific N
2 Invoice Month Sales Person Product Sales Value
Records 3| ADD1 [Feb John Smith Wooden Chair 4500
4 A0z Feb Steve Brown WWooden Desk 2300 Sales Person
| & | ADO3 Feb Mary Davis Metal Chair 3300 John Smith
| B | AQ04 Feb John Smith Wooden Chair 3700
| 7 | A0S Feb Wary Davis Wooden Desk 5400
| 8 | ADOB har John Smith Metal Chair 3100
| 9 | A007 har John Cage YWooden Desk 5200
EIITE o
| 11 [What is the total sales value for John Smith? 11500
12

formula.
2.Type in the
=DAVERAGE() 2. Enter the formula =DAVERAGE(B2:F9,F2,14:15).
function and specify The formula appears as shown below.
its arguments. What is the total sales value for John Smith? 11300
3.Press <Enter>. What is the average sales value for John Smith? [EDAVERAGE(B2:F9,F2,14:15)

3. Press <Enter>.

w The average sales value appears as shown below.

= You can use mouse What is the total sales value for John Smith? 11300
to select the cells for What is the average sales value far John Smith? 3766 666667
the arguments | _|
instead of typing the
cell references while
creating the function.
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How to Find the
Maximum /
Minimum Value
Of Specific
Records

§ SUMMARY [y

1.Click the cell where
you want to place the
formula.

2.Type in the =DMAX()
function and specify
its arguments.

3.Press <Enter>.

B TIPS D

= If you want to find
minimum sales value,
use DMIN() function.

1.

Click the cell F13.

This is where you want to place the maximum sales value for John Smith in Feb.

Al B [ c | D [ E | F |G[H] I [ a0 ]
1
2 | Invoice Month Sales Person Product Sales Value
3 | A001 Feh Jahn Smith Wooden Chair 4500
4| ADDZ  [Feb Steve Brown  Wooden Dask 2300 Sales Person Month
8 | AQO3 Feh Mary Davis tetal Chair 3300 John Smith  Feb
B AQ04 Feh Jahn Smith Wooden Chair 3700
7 A0S Feh Mary Davis Wooden Desk 5400
g | AQOE tlar Jahn Smith tetal Chair 3100
9 | AQO7 tlar Jahn Cage Wooden Desk 5200
10
|11 [WWhat is the total sales value far Jahn Smith? 11300
| 12 |WWhat is the average sales value for John Smith? 3706, BEERES
| 13 [WWhat is the highest sales value far John Smith in Feb? 1

Enter the formula =DMAX(B2:F9,F2,14:]5).

The formula appears as shown below. Note that the criteria range includes the
cells J4 and J5, which adds the criteria for Feb.

What is the total sales value for John Smith? 11300

What is the average sales walue for John Smith? 3766 BEBBR!

YWhat is the highest sales value for John Smith in Feb? |=DMA>{EEIE:FELF2,I4:J5]

Press <Enter>.
The maximum sales value appears as shown below.

What is the total sales value for John Smith? 11300
What is the average sales value for John Smith? 3766.656667
What i= the highest sales value for John Smith in Feb? 4500
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How to Find the 1. Click the cell F14.
Number Of This is where you want to count the occurrences of records for John Smith in
R d Feb.
ecords 2] 8 [ ¢ ] D | E I EE i 0]
1
2 | Invoice Month Sales Person  Product Sales Value
3 | A001 Feh Jahn Smith Wooden Chair 4500
4 AQO2 Feh Steve Brown  WWooden Desk 2300 Sales Person Month
8 | AQO3 Feh Mary Davis tetal Chair 3300 Jahn Smith Feb
B AQ04 Feh Jahn Smith Wooden Chair 3700
B SUMMARY [ 7| AD0S  Feb  MaryDavis  ‘Wooden Desk 5400
g | AQOE tlar Jahn Smith tetal Chair 3100
1.Click the cell where | 9| |ADD7  Mar  |John Cage Wooden Desk 5200
you want to place the 10
formula. |11 [What is the total sales value for John Smith? 11300
2.Type in the | 12 |WWhat is the average sales value far John Smith? 3766, BEERET
=DCOUNTA() | 13 |WWhat is the highest sales value far Jahn Smith in Feb? 4500
f : . | 14 |How many recards far John Smith in Feb?
unction and specify ]

its arguments.
3.Press <Enter>. 2

Enter the formula =DCOUNTA(B2:F9,B2,14:]5).

The formula appears as shown below. Note that the field range is changed to
B2. You can use any fields in the database because the function is counting the
occurrences, not the value in the field.

Yhat is the total sales value for John Smith? 11300
» If you are using the What is the average sales value for John Smith? 3766 BEBEETY
function DCOUNT(), What iz the highest sales value for John Smith in Feb? 4500
you have to use field How many records for John Smith in Feb? |=DCOUNTA§E_E2:FB,B2,I4:J5)
that contains value.

3. Press <Enter>.
The result appears as shown below.

What is the total sales value for John Smith? 11300
What is the average sales value for John Srith? 3766666667
What is the highest sales value for John Smith in Feb? 4500
How many records for John Smith in Feb? 2

—1
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Using VLOOKUP Function

You use Lookup functions to search a value in a database or list. VLOOKUP function
helps you to search the left most vertical column for a comparative value.

Important:
You must first sort your database list before you use the VLOOKUP function.

Function Syntax:
=VLOOKUP(Lookup Value,Database Range,Column Index Number,Range Lookup)

Argument Description

Lookup Value The value the function looks for in the left most column of the
Database range. It can be a value, a reference or a text string.

Database Range The range of cells where the details of the records are located. You
can use a cell reference or a range name for this argument.

Column Index The column number in the database range, which contains the details

Number you want to retrieve. For example, use 2 if you want to retrieve the

details from the second column of a database range.

Range Lookup Logical value to indicate whether the exact or the closest match is
retrieved. to find the closest match in the left most column (sorted in
ascending order) of the database range, use TRUE or omitted. to
find the exact match, use FALSE instead.
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The following example shows how the product description, stock available and unit price
details in the product catalog is retrieved and shown in the table below if you enter the
Product ID in cell C8

If you type A2 in the cell C8, the Product Description: Wooden Chair automatically
appears in cell C9, which contains the VLOOKUP() function.

Column Index Columnindex Column Index Column Index Column Index

Number =1 Number = 2 Number =3 Number =4 Number =5
([ X X X 90 L J
B C ]
1 Product Catalog
Pl ProductlD Product Descrintion Supnlier Unit Price  Stock Available
3 Wiooden Table [KEA $ 52000
4 || A2 YWooden Chair MWAYOR § 340,00 5400 Database Range
5 ||Aa hetal Tahle IKEA % B30.00 1400
B {|Ad Metal Chair NOBLE 3 27000 G000
7
8 |Enter the Product ID A2 | Lookup Value
| 9 |Product Description ((Wooden Chair J VLOOKUP() function
10 | Stock Availahle 5400 will retrieve product
11 |Unit Price 5 340,00 description from the

database range using
the Lookup value
ProductID A2.

If there is no value in the Lookup value cell (C8), #N/A appears as shown below.
D E

A 5] [

1 Product Catalog

P ProductlD Product Description Supplier Unit Price  Stock Available
| 3 |AT Wooden Table IKEA § 52000 3000
4 |A2 Wooden Chair MAYOR § 340,00 5400
| 5 |A3 Metal Table IKEA § 630,00 1400
6 |Ad Metal Chair NOBLE §  270.00 5000
7

3 |Enter the Product ID
| 9 |Product Description i F#A
| 10 |Stock Available T A

11 |Unit Price T A

Before you begin, create the following tables on a new worksheet.
A B © D E

Product Catalog

Productlld Product Description Supplier Unit Price  Stock Awvailable
YWooden Table IKEA § 52000

A2 Wooden Chair MAYOR § 34000 5400
hietal Table IKEA, $ B30.00 1400

Ad hietal Chair NOBLE § 270.00 5000

Enter the Product ID
Product Description
Stock Available
Unit Price

=

o=
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How to Use 1. Click the cell C9.
VLOOKUP to This is where you want to show the product description if the product ID is
provided in cell C8.

Find Data
Product Catalog
ProductiD Product Description Supplier Unit Price  Stock Available
YWooden Table
A2 Waoden Chair MAYOR § 340.00 £400
23 Metal Table IKEA § E30.00 1400
B SUMMARY S Metal Chair MOBLE § 270,00 000

1.Click the cell where
you want to place the

Enter the Product 1D

‘5“@3 oo | m‘m‘n‘m [

formula. _ Product Description I i
2.Enter the function Stock Available 1
=VLOOKUP() and 11 |Unit Price

specify its arguments.
3.Press <Enter>.

2. Enter the formula =VLOOKUP(C8,A3:E6,2).
Cell C8 stores the lookup value. Number 2 indicates the product description is
located in the second column of the database. Note: When selecting the
database range, exclude the field name cells.

Enter the Product ID 1 1
Product Description =LOOKUP{CE A3:E6 )
Stock Availahle |

Unit Price

3. Press <Enter>.
The result appears as #N/A because the lookup value Product ID in cell C8 does
not contain any value.

Enter the Product ID
Product Description FHLA

Stock Availahle I _l

Unit Price

r
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4. In the cell C8, type the lookup value A2.
This is to find the details for the record with the Product ID A2. the lookup value
is not case sensitive, which means A2 or a2 will get the same result.

Enter the Product ID | ﬂZ|

Product Description ’ LA,
Stock Available
Unit Price

5. Press <Enter>.
The product description for Product ID A2 is found and is displayed in the cell

Co9.

Enter the Product ID A .
Product Description F#iooden Chair !
Stock Available

Unit Price

6. In the cell C10, enter the formula
=VLOOKUP(C8,A3:E6,5) to find the stock available.

Number 5 indicates the Stock Available information is located in the fifth column
of the database.

7. In the cell C11, enter the formula
=VLOOKUP(CS8,A3:E6,4) to find the unit price.

Number 4 indicates the Unit Price is located in the forth column of the database.
If you apply currency style to cell C11, the result appears as shown below.

Enter the Product 1D A2
Product Description Wooden Chair
Stock Availahle 5400
Unit Price ) 340.00
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How to Limit the 1. In the cell C8, type A5. Press <Enter>.

Lookup Value You want to find details for Product ID A5. Since the Product ID A5 does not
exist, you will see that the last record details are displayed. By default, Excel will

For Exact Match

take the closest match record if the record is not found in the database.

Product Catalog

ProductiD Product Description Supplier Unit Price Stock Available
Al YWooden Table IKEA $ 52000 3000
A2 Wooden Chair MAYOR 34000 A400
A3 Metal Table IKEA, § B30.00 1400
Wetal Chair MNOBLE $ 27000 B000

[ suMmary [

1.Click the cell where
you want to place the
formula.

2.Enter the
VLOOKUP() function

and specify its

Enter the Product ID

A5
Product Description |Meta| Chair !

Stock Available G000

‘—D‘|w |~ m|u~||r_-‘m kI | —

arguments. Make 1] Unit Price ) 270.00

sure you type in

FALSE for the Range . .

Lookup argument. 2. Edit the old formula in the cell C8 from
3.Press <Enter>. =VLOOKUP(C8.A3:E6,2) to

=VLOOKUP(C8,A3:E6,2,FALSE).

The Range Lookup argument is set to FALSE to find an exact match of the
lookup value. the Range Lookup argument is by default set to TRUE if it is

omitted.

Enter the Product ID L A5 1

Product Description =NLOOKUP CE!,;ES:EE,ZFALSE)
Stock Available B000

Unit Price b 270,00

3. Press <Enter>.
The result appears as #N/A because the lookup value A5 does not match any
Product ID in the database. You should edit the formulas in the cell C10 and

C11 as well.

Enter the Product ID AS
Product Description i HLA,
Stock Available I EDDD!
Unit Price b 270.00
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How to Use the Before you begin, create the following tables on a new
Closest Match worksheet.

For the Lookup

Value 1. Click the cell F2 to find the grade for the student.

You want to find the grade for the student. Here, you want to find the closest
match of the records instead of an exact match.

Resuit Grade Student  Result Grade

B SUMMARY S

1.Click the cell where
you want to insert the
formula.

2.Enter the
=VLOOKUP()

function and specify 2. In the cell F2, type the formula=VLOOKUP(E2,A2:B6,2).

its arguments.
3_:3”333 LiEnter>. The Range Lookup argument is by default set to TRUE if it is omitted.

G | H |
Il Resuit Grade Student Hesult Grade
2 0E = OOKUP(EZ AZ:EE 2
TEEE 3 40D Mary ET) |
= If you want to copy 4 B0 C Steve 72

the formula down 5 B0 B

using AutofFill for B =

Mary and Steve, you =

have to make the
database range
absolute reference.
the formula in the cell

3. Press <Enter>.
The result appears as shown below. Use AutoFill to copy the formula to the cell

F2 should be edited F3 and F4.

to

=VLOOKUP(E2,$A$2 (B Result Grade Student Result Graide

:$B$6,2) before you 2 0E John 1\ E

copy the formula. 3 0D Mary 94:!
= Another alternative is 4 B0 C Steve 72

to define a range 5 a0 B

name for the [ o A

database range and

use the database
range name in the
formula.
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C reatl n g When you have completed these

P - tT bl lessons, you will be able to:

Ivo a e [0 Create a PivotTable
An d [0 Create a PivotTable from an Access
database

- [0 Update information in PivotTable
An a IYZI n g [0 Add information in PivotTable
[J Arrange information in PivotTable
Data 0 Remove information in PivotTable
O
O
O
O
O
O
O
O
O
O
O
O
O

Create page in PivotTable
Display pages on separate sheets
Use other Functions in calculated fields
Insert calculated fields

Hide calculated fields

Delete calculated fields

Create Chart from PivotTable
Create one variable What-If table
Create two variable What-If table
Create and apply scenarios

Edit and delete scenarios

Use goal seek

Use solver
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Creating PivotTable

Databases or data lists consist of many fields and records. These records are
considered as a raw data. to convert the data into useful information, you need to
organize the list and summarize specific details while excluding the irrelevant. At times,
you may have several similar Microsoft Excel lists, which need to be consolidated to
produce a single report. in that case, PivotTable report could be used to accomplish the
tasks.

A B | C | D | E |
1 |Invoice _I'I.I'Iunth Sales Person Product Sales Value
2 | A00 Feb John Smith YWoaden Chair 4500 . .
3 |AD02  Feb Steve Brawn  Wooden Desk 2300 Zg::b'z:ertar‘]’; td:;ﬁ;é“tg be
4 |AD03 Feh hary Daﬂa hetal Chair . 3300 summarized in order to
B [A005 Feb Mary Davis YWooden Desk 5400 report.
7| A0 Mar John Smith Metal Chair 3100
8 |A0O7 WETS John Cage YWooden Desk 5200
PivotTable helps to
convert the raw data into
a useful reoort.
Page Details Column Details
You can select the page details to Show field details in column
filter PivotTable records. headings.
|
(Month [Feb | I
Sum of Sales Value[|Product  «| |
Sales Person | =[Metal Chair  YYooden Chair WWooden Desk |Grand Total
John Emith aa0d ) G500
Mary Davis 3300 5300 o600
Steve |Brown 2300 2300
Grand] Total | 4300 aa0d 700 19400
Row Details Data Details
Show field details in row Show calculated field details.

headings.
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How to Create a Before you begin, create a new worksheet and enter the
PivotTable database list, as shown below. You can also copy the
database list that you have created in previous lesson and

aste it on the cell A1 in this new worksheet.
A B | C | D | E |
1 |Invoice IMonth Sales Person Product Sales Value
_W 2 |ADM Feb John Smith  WWooden Chair 4500
| 3 |ADOZ Feb Steve Brown  Wooden Desk 2300
1.Click any cell in the | 4 |A003  |Feh Mary Davis  Metal Chair 3300
) dc?ifkbgsaz . |5 |A004  Feh  John Smith  Waooden Chair 3700
"PivotTable and | B A0S Feb Mary Davis  Wooden Desk 5400
PivotChart Report. | 7 [A006 tar John Smith Metal Chair 3100
3.Click the Next button. | 8 [A007 Mar John Cage Wooden Desk 5200
4.Select the database )
range you want to
analyze. 1. Click any cell in the database. From the menu, click
5.Click the Next button. Data >> PivotTable and PivotChart Report.

6.Click the Layout
button.

7.Drag fields into
Column, Row, Data
and Page area. PivotTable and PivotChart Wizard - Step 1 of 3

8.Click the OK button.

9.Click the Finish
button.

The PivotTable and PivotChart Wizard — Step 1 of 3 dialog box appears. Excel
automatically assumes that you want to analyze a Microsoft Office Excel list and
create a PivotTable from the list.

() External data source

() Multiple consolidation ranges

WWhat kind of repork do you wank to create?
(%) PivotTable
() PivobChart report {with PivotTable report)

Mext = | [ Fiish

2. Click the Next button.

You can see that the list range automatically appears in the Range box.

However if you decide to change the database range, click =l on the right of the
Range box to select a new range and press <Enter> to return to this dialog box.

PivotTable and PivotChart Wizard - Step 2 of 3 E]E|

Cancel ]l < Back ][ Mext = ][ Finish l

Where is the daka that wou want to use?
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3. Click the Next button.

The step 3 of 3 dialog box appears. By default, the PivotTable is going to be
created in a new worksheet. If you want the PivotTable report to be placed on
the same worksheet, select the existing worksheet option button and then
specify the cell where you want to place the PivotTable.

PivotTable and PivotChart Wizard - Step 3 of 3

-

Where do wou want ko put the PivatTable repart?

(%) Mew worksheet
() Existing workshest
Tz

Click Fimish to create vour PivotTable report.

[ Layaut. .. ][ Options. .. ] [ Cancel ][ < Back ]

Click the Layout button.
The PivotTable and PivotChart Wizard — Layout dialog box appears. You can
see all the fields appear as buttons on the right and a PivotTable layout appears

on the left.
PivotTable and PivotChart Wizard - Layout
L] e Construct vour PivotTable report by
draqgaing the field buttons on the right
to the diagram on the left,
PAGE COoLuMM
ROMY DATA
Sales Val
Help [ [als | [ Cancel
Area Description
Column Displays data in the field as column labels.
Row Displays data in the field as row labels.
Data Displays calculated values from the
selected field.
Page Filters records you want to shown in the

PivotTable.
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5. Drag the Month button into the Column area, the Sales
Person button into the Row area and the Sales Value

button into the Data area.
Sales Value button changes to Sum of Sales Value when you drag it into the

Data area.
PivotTable and PivotChart Wizard - Layout g]
1

Construck vour PivokTable report by
dragging the field buttons on the right
to the diagram on the left,

P

Invaoice

PAGE Month [ COLUMN o
Sales Pers %
Sum of Sales Yalue &

[T
=N
m
in
o
[
s

ROW DATA Product
Sales Yaly
[ Help ] [ (o] 4 ] [ Cancel ]

6. Click the OK button and click the Finish button.

The PivotTable is created on a new worksheet. You can see that the PivotTable
toolbar and PivotTable Field List appear as shown below.

A [ B [ ¢ [ © E [ F [ 6 ]
PivotTable Field List v X
Sum of Sales Yalue IMaonth m Drag ikems ko the PivotTable report
Sales Person [~[Feb hlar Grand Total -
John Cage 5200 5200 & Invaice
John Smith g200 3100 11300 | Month
Mary Davis 8700 8700 | Sales Person
Steve Brown 2300 2300 | Product
Grand Total 19200 8300 27500

| 5ales value

PivotTable

PivotTable~ | <7 (M| = “= | 1 | -.=| 9

Y Y Y N Y Y Y

Row frea W

—
o
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How to Create a Before you begin, make sure you have an Access database
PivotTable From ready in your computer. Here, we will use the sample
An Access database: Northwind.mdb, which comes together with

Database Microsoft Access application.

1. From the menu, click Data >> PivotTable and

PivotChart Report.
The PivotTable and PivotChart Wizard — Step 1 of 3 dialog

—W PivotTable and PivotChart Wizard - $tep 1 of 3

1.Click Data >>
PivotTable and
PivotChart Report.

2.Click External data
source option.

3.Click the Next button.

4.Click the Get Data
button.

5.Click MS Access
database. Then click
the OK button.

6.Select the database
file you want.

7.Click the OK button.
Then select the table
you want and click

* ]
quer)t/c.) define your [ Mext > ] [ Finish l

8.Click the Next button
until you see the

box appears.

Where is the data that vou want to analyze?
(") Microsoft Office Excel list or database

l (3)iExternal data source l

() Multiple consolidation ranges

(7 another FivotTable report or PivatChart report

What kind of repaort do vou want to create?
() PivotTable
() PivatChart repart {with PivotTable report)

Finish button and : . .
Giick the Finish 2. Click External data source option. Click the Next
button. button.

9.Click the Next button The PivotTable and PivotChart Wizard — Step 2 of 3 dialog box appears.

and then click the

Finish button. PivotTable and PivotChart Wizard - Step 2 of 3 E|Pz|

Where is vour external data stored?

Mo data fields have been retrieved,

To use an Office Data Connection {.odc) file, click cancel and then use the
Import Data command (Data menu, Import External Data subrmenu) to
open the file,

Cancel ][ < Back ]
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3. Click the Get Data button.

The Choose Data Source dialog box appears.
Choose Data Source g|

D atabazes l Queries] OLAP Eubes] K

<Mew Data Sources
dBASE Files*

E xcel Files™

b5 )

Cancel

Browse...

Options....

Uil

Delete

@ v Use the Query “Wizard to create/edit queries

4. Click MS Access Database from the list. Then click
the OK button. Select the Northwind.mdb database

from your computer.
The Northwind.mdb is by default stored in C:|Program Files\Microsoft
Office|Office11|Samples folder.

Select Database f@

Databaze Mame Directories: oK

Morthwind. mdb ch Soffice] 1 Ysamples

= ot
[ Pragram Files
[= Microsoft Qffice

Cancel

Help

di;

[ Bead Only

= INFDPAH ™ Exclusive
List Files of Type: Dirives:

|Access Databazes [".mj | Hc j Hetwork...

I

5. Click the OK button. Click to select the tables and
columns you want. Then click * to define the
columns in you query.

The Query Wizard dialog box is shown as below.

‘what colurns of data da you want ta include in your query?

Awailable tables and columns: LColumng in pour query:

+ Customers and Suppliers by City > Shiph arne ~ J
+ Employes Sales by Country Shipdddress J
 Enplyees ShiAcson

2 Invoices << ShipPostalCade

+| Irvenices Filker ShipCourtry

# Order Details CustomerD

F Mrrer Netailz F stended % Cl.!s_tnmers CompanyMame v

Preview of data in selected column:

@ Options.... | Mest » | Canicel
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7. Click the Next button.

button. Click the Finish button.

Excel returns to the PivotTable wizard — step 2 of 3. You can see that the

6. Keep clicking the Next button until you see the Finish

message 'Data fields have been retrieved.’ appears next to the Get Data button.

PivotTable and PivotChart Wizard - Step 2 of 3 EJE|

Where is vour external data stored?

Get Data... | Data fields have been retrieved.

To use an Office Data Connection {.odc) File, click cancel and then use the
Import Daka command {Data meny, Import External Data submenu) ko

open the File.

| [ Firish l

[ Cancel ][ < Back ]

The PivotTable Wizard Step 3 of 3 dialog box appears.
PivotTable and PivotChart Wizard - Step 3 of 3

‘where do wou want ko put the PivotTable report?

() Mew worksheet
() Existing worksheet

' -
\ Click Finish to create your PivotTable report,

[ Layout. .. ][ Options... ] [ Cancel ][ < Back ]

8. Click the Finish button to create the PivotTable.

You can also click the Layout button to design the layout for the PivotTable.

Refer to the previous lesson if you want to design the layout for the PivotTable.

© 2003 ComputerTrainingManual.com

41



Microsoft

WORKING WITH THE WEB

Updating PivotTable

PivotTable will not be updated automatically when you edit the source database. You
have to manually update the PivotTable.

How to Update 1. In the cell E8, type 5400 to replace 5200.
Information in You are updating the database record. Look at the PivotTable. You will see that
- the information is not updated automatically in the PivotTable.
PivotTable A | B | C [ 0 | E |
1 |Invoice Month Sales Person Product Sales Value
2 [A0m Feh John Smith Wooden Chair 4500
3 [A002 Feh Steve Brown  Wooden Desk 2300
4 [A003 Feh blary Davis Metal Chair 3300
S SUMMARY [ 5 |AD04  Feb John Smith  Wooden Chair 3700
1.Edit the source B [A005 Feh blary Davis YWooden Desk 5400
database. 7 [A00E har John Smith Metal Chair 3100
2.Click the PivotTable. g |A007 Mar John Cage YWooden Deskl EJJDD!
3.Click|z|. -
2. Click the PivotTable.
The PivotTable toolbar is activated.
N TIPS B
[ i - . _ | = = [
Lo an o evorrave - | /3 | =2 *2) ¢ | 5[3] %[3]

PivotTable, then click
Refresh Data from

. ]
the shortcut menu. 3. Click Refresh Data button to refresh data.
The total for John Cage in Mar is updated from 5200 to 5400.

Surn of Sales Yalue [Maonth [=]

2 Eormat Cells...

Ol gyt =ales Person [~|Feh har Grand Total
7 o John Cage 5200 5200
e John Smith 8200 3100 11300
Mary Davis 8700 a700

oteve Brown 2300 2300

Srand Total 19200 8300 27500

Surn of Sales Value [Maonth [+]
oales Person [+|Feb Mar Grand Tatal

John Cage 5400 2400
Jdohn Smith 8200 3100 11300
Mlary Davis 8700 a700
oteve Brown 2300 2300
Srand Total 19200 8500 27700
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How to Add 1. Click the PivotTable.
Information in a The PivotTable toolbar appears.
PivotTable

2. Drag and drop the Product field button from the

PivotTable Field List to the Column area in PivotTable.
Drop the field below the month details. Make sure a thick shaded line appears
below the cell B4:D4, which is where you want to add the information.

Sum of Sales Walue [Month [ =]
_W |Sales Persan bl Crand-Tatal
1.Click the PivotTable. John Cage —549-9£]
2.Drag and drop the John Smith 11300
field button from the Mary Davis 8700
PivotTapIe Field List Stove Brown 2300
o the PivotTable area Grand Tatal o200 geon] 27700

where you want to
add the information.

PivotTable Field List *
Drag ikems Lo the PivotTable report
E|Invc-ice

E| Mon
[F] Sales Person
=] Produck

| sales Yalue

Column Area A4

3. Release the mouse.
The information is added into the PivotTable as shown below.

Surm of Sales Walue %Month [~ |Product  [=]
Fehb Feb Total [Mar
Sales Person [+ |Metal Chair__¥vooden Chair Wooden Desk Wetal Chair
John Cage
John Smith 8200 8200 3100
tary Davis 3300 4400 G700
Steve Brown 2300 2300
Grand Total 3300 5200 7700 19200 3100
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How to Arrange 1. Drag and drop the Month field button from PivotTable

Information in Column area onto the Row area in the PivotTable.

PivotTable Drop the field button below the month details. Make sure a thick shaded line
appears at the right of cell A5:A10, which is where you want to place the
information.

Sum of Sales Walue [Month [vﬂPrnduct E]
~eb / Feb Tatal

Sales Person P hegdl Chair  YWooden Chair Wooden Desk
John Cage M
John Smith . 5200 5200
Mary Davis = 3300 5400 5700
1.Click the PivotTable. Steve Brown 2300 2300
2.Drag and drop the Grand Total 3300 5200 7700] 19200
field button from iy
column area to row
area orvice versa. 2. Release the mouse.
The information is arranged into the PivotTable as shown below.
Surm of Sales “alue Froduct  [+]
Sales Person [ = [Month [« [Metal Chair  WWooden Chair Wonden Desk |Grand Total
John Cage ET 5400 5400
John Cage Total 5400 5400
John Smith Feb 8200 8200
Mlar 3100 3100
John Smith Total 3100 8200 11300
Mary Davis [Feb 3300 5400 8700
Mary Davis Total 3300 5400 8700
Steve Brown [Feb 2300 2300
Steve Brown Total 2300 2300
Grand Total 5400 5200 13100 27700
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How to Remove
Information in a
PivotTable

1.Click the PivotTable.

2.Drag the field button
for the field you want
to delete away from
the PivotTable.

1. Drag and drop the Month field button in PivotTable

away from the PivotTable.
You can see that the pointer changes to a Remove Field pointer.

2. Release the mouse.
The Month field is removed from the PivotTable as shown below.

Sum of Sales Yalue [Product  [~]
Sales Person [v Month [ = IMetal Chair  Wooden Chair Wooden Desk [Grand Total
John Cage Mar 5400 5400
John Cage Total £400 5400
John Smith Feb 8200 8200
ar, 3100 3100
John Smith Total 3100 8200 11300
Mary Davig [Feb 3300 £400 &700
Mary Davis Total 3300 5400 g700
Steve Brown [Feb 2300 2300
Steve Brown Total 2300 2300
Grand Total B400 5200 13100 27700
ﬁ?{

Sum of Sales Value |Product [+]

Sales Person + [hetal Chair  IMYooden Chair Wooden Desk |Grand Total
John Cage 5400 5400
John Smith 3100 B200 11300
Mary Davis 3300 5400 8700
Steve Brown 2300 2300
Grand Total E400 8200 13100 27700
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How to Create
Page in
PivotTable

1. Drag and drop the Month field from PivotTable Field
List onto the Page area in the PivotTable.

The page area will hold the month field button for you to filter records by month.

It shows all the records by defaulf.

B _SUMMARY B

1.Click the PivotTable.

2.Drag and drop the
field button from the
PivotTable Field List
to the Page area in
the PivotTable.

.

PivotTable Field List

-

=

Sum of Sales Yalue |Product m \ Drag items ka the PivotTable report
Sales Persan | »[Metal Chair  I¥ooden Chair Wooden Desk |Grand Ta’ah\ -

JIohn Cage 5400 £400| T & Inwaice

John Srnith 3100 8200 11300 }Mﬂﬂth

Wary Davis 3300 5400 8700 [ Sales Person

Steve Brown 2300 2300, £ Product

Grand Total 5400 8200 13100 27700 =} sales Value

-Add To | | Column Area

In the Page area, click the Month drop-down arrow.
A drop-down list showing all the criteria in the month field appears.

|Manth [rAn rf

[Surn of Sales Walue Feh

[Sales Person - Mar ooden Desk |Grand Total
John Cage 5400 5400
John Stnith 11300
Wary Davis 5400 G700
[Steve Brown 2300 2300
|Grand Total 13100 27700

[ 0K ] [ Cancel ]
3. Click Feb from the list. Click the OK button.

The records are filtered to show only Feb records, as shown below.

Manth [Feb [+] |
Surr of Sales Walue [Product  [~]

Sales Person [=[Metal Chair  Waaden Chair Wooden Desk |Grand Total
John Smith 8200 8200
Mary Davis 3300 =400 g700
Steve Brown 2300 2300
irand Total 3300 8200 7700 19200

4. Repeat step 2 and 3 to show all the records.

The table shows all the records, as shown below.

Manth LAl [~] |
Surn of Sales Yalue [Product  [+]

Sales Person [ = [Metal Chair__Wooden Chair Wooden Desk [Grand Tatal

John Cage 2400 400

John Smith 3100 8200 11300

Mary Davis 3300 2400 g7ao

Steve Brown 2300 2300

isrand Tatal 5400 8200 13100 27700
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How to Display 1. Click the PivotTable. On the PivotTable toolbar, click
Pages On PivotTable >> Show Pages.
Sep arate Sheets The Show Pages dialog box appears.
PivotTable - || =] | =2 *#2 | ¥ | T | 9|3
Q|| PiwotTable Wizard
EIITE 1| efrosh Ot
1.Click the PivotTable. g
2.0n the PivotTable s
toolbar, click
PivotTable >> Show Fouiles ’
Pages. Crder 3
3.In the Show all
pages of box, click to 3 ;
select the field you ez e oo
want. Table Options. ..

4.Click the OK button.

% Show Pages... [:
b

b

§ TIPS B

= |f you want to remove
the sheets, you have
to delete each sheet
manually. Right-click Show Pages
the sheet tab, click
Delete from the
shortcut menu. Then,

Show all pages aof;

click the Delete
button to confirm the
deletion.

[ Ok ][ Cancel ]

2. In the Show all pages of box, click Month. Then, click
the OK button.

All the pages are created on separate sheets. the Feb sheet contains Feb
records and the Mar sheet contains Mar records. All the records are copied onto
separate sheets in the workbook. the sheets are named after the page field
information.

4 Feb ¢ Mar /
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Modifying Calculated Field in PivotTable

Besides using the Sum function to find the total for the number fields, you are able to
use other functions such as Average, Maximum, and Minimum etc.

How to Change
Function For a
Calculated Field

i _summaRY [

1.Double-click the
calculated field in the
PivotTable.

2.In the Summarize by
box, click the function
you want.

3.Click the OK button.

1. Double-click Sum of Sales Value button in the
PivotTable.

The following illustration shows you the location of the Sum of Sales Value
button. If you double-click the button, the PivotTable Field dialog box appears.

Month LEll) [~]

Sum of Salegtyalue IProduct [:]

Sales Persun{%_[v Metal Chair  %Wooden Chair YWooden Desk [Grand Total
John Cage 5400 5400
John Smith 3100 8200 11300
Wlary Dawis 3300 5400 5700
Steve Brown 2300 2300
Grand Total G400 8200 13100 27700

2. In the Summarize by box, click Average from the list.

The name of the field button changes to Average of Sales Value automatically.

PivotTable Field X

Source Field: Sales Yalue

Mame: |Average of Sales Value

Ssummarize by

Sum n
[ )

ET3

Min Opkions ==

Product

Counk Mums b

3. Click the OK button.

The average is calculated instead of the total.

Lyerage of Sales Walue |Product [7]

Sales Person [ =[Metal Chair Wooden Chair Waoden Desk |Grand Total
John Cage 5400 5400
John Smith 3100 4100 3766 .66BEE7
Mary Davis 3300 2400 4350
Steve Brown 2300 2300
Grand Total 3200 4100 4366.666667 | 3957 142857
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How to Insert a 1. Click any cell in the PivotTable. From the PivotTable
Calculated Field toolbar, click the PivotTable >> Formulas >>
Calculated Field.

If you do not see the Formulas command, click ¥ at the bottom of the
command list.

(PivotTable = x|
_W pivotTable = || 77 Ml | °= “= | 1 | .-:.I oﬂ

i j ble Wizard
1.Click the PivotTable. L FivorTable Wizar

2.0n the PivotTable § Refresh Data
tqolbar, click Hide
PivotTable >>
Formula >> | Formulas 3l Caleulated Fisld. .
Calculated Field. Order » Calculated Tksm. ..

3.In the Name box,
type the calculated
field name you want. Table Options. .. ig] Lst Formulas
4.In the Formula box,
type the formula for
the calculated field.
5.Click the Add button.
6.Click the OK button.

P Froperty Fields. .. Solve Order,..

4| Show Pages...

¥

2. In the Name box, type Commission. in the Formula box,
type =Sales Value*20%.

The Insert Calculated Field dialog box appears as shown below. i
Insert Calculated Field E|
Marne: [ Carmmission ] v

Farmula: [ = Sales Yalue™20% ]

Fields:

Sales Person
Product
Sales Value

Insert Field

Ok ] [ Close
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3. Click the Add button.

The new calculated field (Commission) is added into the Fields list box, as
shown below.

Insert Calculated Field

Mame: Cammission W

Formula: | = Sales Walue*20%

(Eields: )

Inwvaice
Month

Sales Person
Product
Sales Value
Commission

[ ae [ Close

4. Click the OK button.

The new calculated field is shown in the PivotTable.

Product  [+]
Sales Person |~ [Data - [Metal Chair _ Wooden Chair Wooden Desk | Grand Total
John Cage Average of Sales Value 5400 5400
Surmn of Commission 0 0 1040 1080
John Srmith Average of Sales Value 3100 4100 37566.6E6EET
Sum of Commission 620 1640 0 2260
Mary Davis Average of Sales Value 3300 5400 4350
Sum of Commissian BE0 1] 1080 1740
Steve Brown Average of Sales Value 2300 2300
Surn of Commission 0 0 460 460
Total Average of Sales Value 3200 4100 4366.666667 | 3957142857
Total Sum of Comrmission 1280 1640 2620 5540
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How to Hide a 1. Click the Data drop-down arrow.

Calculated Field A list of the calculated fields appears.
| [Product -
Sales Person [v'TData fﬂMetaI Chair
John Cage T
- rage of Sales Yalue 0
John Smith vl Surn of Cammission 3100
8 suvmary B &
] Mary Davis 3300
1.Click the Data drop- B0
down arrow in the
PivotTable. steve Brown o
2.Uncheck the Total Average of Sales ® [ oK l ’ Cancel l 3200
calculated field you —
. Total Sum of Commissic I 1280
want to hide.
3.Click the OK button.

2. Click to uncheck the Sum of Commission check box.
You want to hide the Sum of Commission.

CH(Show Al
Sum of Sales Yalue
S of Commission

[ ]9 ] [ Cancel

3. Click the OK button.

The Sum of Commission is hidden from the PivotTable. Only the Sum of Sales
Value appears in the PivotTable.

Sum of Sales Walue |F'rnduc:1 m

Sales Person [Z]Metal Chair  Wooden Chair Wooden Desk |Grand Total
John Cage 1 5400 5400
John Smith 3100 200 11300
Mary Davis 3300 5400 5700
Steve Brown 2300 2300
Srand Total E400 5200 13100 27700
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How to Delete 1. Click any cell in the PivotTable. From the PivotTable
Calculated toolbar, click PivotTable >> Formulas >> Calculated
Fields Field.

The Insert Calculated Field dialog box appears.

2. Click the Name drop-down arrow and click
Commission.

W The Add button changes to Modify button when you select the Commission field
from the list.

1.Click the PivotTable. =

2.From the PivotTable Insert Calculated Field E|
toolbar, click :
PivotTable >> are: | T | (i |
Formula >> - arnmissian
Calculated Field. N

3.Click the Name drop- Formula: | =

down arrow.
4.Click to select the

field you want to Fields:

delete.
S.Elljltc;(lgr':he Delete Manth
N Sales Person
6.Click the OK button. Praduct
Sales Yalue
Carmnmission

Inzert Figld

[ Ok ] [ Clase

3. Click the Delete button, and then click the OK button.

The Commission field is deleted.
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Creating Chart From PivotTable

You can create the Pivot Chart from the menu or create the chart directly from the

existing PivotTable.

How to Create
Chart From
PivotTable

1.Click the PivotTable.

2.Click on the

PivotTable toolbar.
3.Click the title button
and check or uncheck
to show or hide the
information you want.
4.Click the OK button.

N TIPS R

= If you want to create
the chart from the
database list instead
of the PivotTable,
click the database list
and from the menu,
click Data >>
PivotTable and
PivotChart Report.
Click the PivotChart
option button from the
dialog box.

1.

Click any cell in the PivotTable. Click Chart button

on the PivotTable toolbar.
The chart is created and placed on a new sheet.

e =]
=T S EEN

| % &®

Sum of Sales Yalue
12000

PivokChart ~ |

M=z +=) 0  =[H]

0000 L

PivotTable Field List v X

Drag items ko the PivotTable repart
5000

[ trwnice
[E{Month

[E] Sales Person
[E] Product

[£| sales ¥alue

£000

4000 +———

2000 +——— H | Add To | |Cateqory Auxis b4

o ‘
John Cage John Smith Tary Divis

Steve Brawn

Click the Sales Person title button on the x-axis. Then
click to specify which sales person you want to show
in the chart.

Uncheck the boxes to hide the sales person. You can also hide the information
for the Legend and the Page.

(Show Al
John Cage
Johin Smith

| Skeve Brown

x|

Falez Perzon |-

Zancel

3. Click the OK button.

The chart shows only John Smith and Steve Brown records.

© 2003 ComputerTrainingManual.com

53



