APPENDIX C

DATA MANAGEMENT WITH EXCEL

C-1 INTRODUCTION

C-2 SORT OPERATIONS

C-3 SEARCH OPERATIONS

C-4 CUSTOM FILTER

C-5 ADVANCED FILTER

C-6 CONDITIONAL FORMATTING

C-7 DATABASE STATISTICAL FUNCTIONS

C-8 DISTRIBUTION ANALYSIS USING THE FREQUENCY FUNCTION
C-9 PIVOT TABLE

C-1 INTRODUCTION To sort the table shown in Exhibit C.1 based on any of

. its columns, follow these steps:
Excel is not database management software; however,

it provides basic data management features and com- 1. Select the table (excluding the column headings).
mands that can organize a spreadsheet’s data in man .
an org ' b } o Y 2. Click Data.
forms for use in diverse decision-making activities. These
basic features and commands include sort operations, 3. Click Sort.
4

search operations using the Filter command, statistical In the Sort dialog box (Exhibit C.2), choose the

dgtabase functions, the Frequency function, and the column around which you want to sort the table.
pivot table.

5. Choose the order (Smallest to Largest, Largest to
C-2 SORT OPERATIONS

Smallest, Custom List...).
Sort operations are used to organize a ta.ble based on 6. Click OK.

one or several of its columns (fields). Basically, a table

can be organized around any or all of its columns. The

first column chosen serves as the primary key, and the

other columns serve as secondary keys.
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Exhibit C.1
A sample table

H 9 - - C-Lxlsx - Excel ?®E - 7 X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Moury Bidgoli ~ H

= e -
VXS ik S=Ep Bwere W o B B e ar i

Paste D COPY - Conditional Format as| Neutrl [Cicumtion | (I -| et Dot Format | o1 Sona Fnds
aste L - < s Conditional Format as nsert Delete Forma ort & Fin
~ romatpainter B 1 U H Merge & Center - $ - % * | 5 % Fomattng - Table - Siitial Ecuiation) sert Dele T @dear o e
Clipboard 5 Font 5 Alignment 5 Number 5 Styles cells Editing -~
A20 M S v
A | B ¢ D E F G H 1 I K L u w o P o R s T Ula
3 |FIRST NAME LAST NAME AGE GENDER OCCUPATION INCOME ||
4 |Randy Smith 36 M Professor $90,000
s |Fay Brown 30 F  Engineer $75,000
& |Adam Mills 31 M Engineer $55,000
7 |Andrea Harris 36 F  Teacher $31,000
8 |Moe Santos 40 M Officer $49,000 ;
9 |Bob Sakas 32 M  Engineer $72,000 %‘
10 |Vicki Hashim 25 F  Teacher $34,000 8
11 |Paula Schlosser 55 F  Nurse $56,000 §
12 | Jack Negrete 69 M Artist $32,000 S
13 Mary Fisher 30 F Teacher $33,000 £
14 | Sue Hayward 22 F Engineer $61,000 o
15 | Jacky Chipres 72 F Engineer $52,000 “E
16 |Lora Heredia 30 F  Nurse $48,000 o
17 3
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Exhibit C.2
The Sort dialog box
H S o - C-Lxsx - Bxce
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS = DATA = REVIEW VIEW  ADD-INS Moury Bidgoli ~ H
onnections | X Clear [ ) = EIE g *= Show Detail
[% [‘% S 5 properties Y Y& Reapply EE D E g =N E"E' ? =] ELI = Hide Detail
From From From From Other  Existing  Refresh 2| Sott | Filter Textto Flash Remove  Data  Consolidate What-If Relationships Group Ungroup Subtotal
Access Web Text Sources- Connections  All~ e Edit Links W Advanced  Columns Fill Duplicates Validation - Analysis - -
Get External Data Connections Sort & Fitter Data Tools Outine 5 ~
A4 M fe | Randy
A | B | E [ERETRE o H 1 I K L u w o P o R s T Ula
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In this example, we chose Income for the column and
Largest to Smallest for the order. The result is shown in

Exhibit C.3.

Exhibit C.3

The table in Exhibit C.1 is sorted based on Income in Largest to Smallest order

H o C-3xsx - Excel
FLE HOME  INSERT ~ PAGELAYOUT ~ FORMULAS = DATA =~ REVIEW VIEW  ADD-INS
i Clea g €IF Show Deta

laly b B [aZme=afm Yi- &5 & B B ek
From From From From Other  Bxisting  Refresh for e z| Sort | filter KEPY | Jextto Flash Remove  Data  Consolidate Whatlf Relationships Group Ungroup Subtotal :
Access Web Text Sources~ Connections Al - Edit Links W Advanced | Columns  Fill  Duplicates Validation - Analysis - - -

Get External Data Connections Sort & Filter Data Tools. Outline )
A20 M S

A B c ) E F G J K L M i o P Q

3 |FIRST NAME LAST NAME AGE GENDER OCCUPATION INCOME
4 |Randy Smith 36 M Professor $90,000
s |Fay Brown 30 F Engineer $75,000
& |Bob Sakas 32 M Engineer $72,000
7 |Sue Hayward 22 F Engineer $61,000
8 |Paula Schlosser 55 F  Nurse $56,000
9 |Adam Mills 31 M Engineer $55,000
10 |Jacky Chipres 72 F Engineer $52,000
11 |Moe Santos 40 M Officer $49,000
1z |Lora Heredia 30 F  Nurse $48,000
13 |Vicki Hashim 25 F Teacher $34,000
14 |Mary Fisher 30 F Teacher $33,000
15 |Jack Negrete 69 M Artist $32,000
16 |Andrea Harris 36 F Teacher $31,000
17
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20 i
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Using the sample table from Exhibit C.1, we now want
to sort first by Gender (A to Z) and then by Income

(Z to A). To do this, follow these steps:

1. Select the table (excluding the column headings).

2. Click Data.
3. Click Sort.

4. Choose Gender (A to Z).

Sort dialog box).
6. Choose Income (Z to A).
7. Click OK.
The result is shown in Exhibit C.4.

T E -
Moury Bidgoli -
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Created using Microsoft Excel®, used with permission from Microsoft.

5. Click Add Level (in the upper-left corner of the



Exhibit C.4

The table from Exhibit C.1 is sorted based on Gender (A to Z), then Income (Z to A)

H 9 C-4xisx - Excel 7 m - & X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Moury Bidgoli ~
[%] connections Clear = T >E €g Show Detal
By B3 G M3Em«f Y- 5 M X B B L
From From From from Other  Existing  Refresh . z| Sort  Filter “PPY ! Jextto Flash Remove  Data  Consolidate Whatf Relationships Group Ungroup Subtotal h
Access Web Text Sources= Connections  All~ Edit Links W Advanced | Columns  Fill  Duplicates Validation ~ Analysis * - -
Get External Data Connections Sort & Filter Data Tools Outline -~
A20 - §:3 v
A B 8] D E F a H I J E L M i 8] P Q R s T Ula
3 |FIRST NAME LAST NAME AGE GENDEROCCUPATION INCOME
4 |Fay Brown 30 F Engineer $75,000
5 |Sue Hayward 22 F Engineer $61,000
& |Paula Schlosser 55 F Nurse $56,000
7 |Jacky Chipres 72 F Engineer $52,000
5 |Lora Heredia 30 F Nurse $48,000
a |Vicki Hashim 25 F Teacher $34,000
10 |Mary Fisher 30 F Teacher $33,000 .
11 |Andrea Harris 36 F Teacher $31,000 'g
12 |Randy Srith 36 M  Professor $90,000 3
13 |Bob Sakas 32 M  Engineer $72,000 o
14 |Adam Mills 31 M  Engineer $55,000 =
15 [Moe Santos 40 M Officer $49,000 £
16 | Jack Negrete 69 M Artist $32,000 g
17 =4
o
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19 2
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5
C-3 SEARCH OPERATIONS 1. Put the cursor in any of the table’s cells.
When you perform a search operation, you are inter- 2. Click Data, then click Filter. The Filter command
ested in specific records that meet certain criteria. For is displayed, as shown in Exhibit C.5. As you can
example, in a student grade table, you might want to see, a down-arrow icon is displayed above each
search for all those students who have a GPA greater field (column).
than 3.6; or in an employee table, you might want to . .
’ proy Y & , 3. Click the down-arrow icon next to the word
search for all the employees who hold master’s degrees. « o . .. .
. ) Occupation.” You will see what is displayed in
To conduct a search operation, you click Data and then o
i . Exhibit C.6.
click Filter.
4. Uncheck all the occupations except Engineer, and

Using the sample table from Exhibit C.1, we now want
to search for engineers. To do this, follow these steps:
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then click OK. The result is shown in Exhibit C.7.
As you see in Exhibit C.6, you can sort the
filtered table in ascending or descending order.



Exhibit C.5
The Filter command

9o - C-Lxis - Excel ?E - 7 X
I HOME INSERT  PAGELAYOUT ~ FORMULAS = DATA = REVIEW VIEW  ADD-INS Moury Bidgoli ~
Connections X Clear ~ ) = - i =2 28 <L = Show Detai
[% [E [‘3 D ”;[5 [E] Properties ‘ Y T Reapply EB = E g - E E” L L = de Detai
From From From From Other ~ Existing  Refresh 7| Sort |Filter Textto Flash Remove  Data  Consolidate What-If Relationships Group Ungroup Subtotal
Access Web Text Sources~ Connections| All~ |abEditLinks W Advanced  Coumns Fill  Duplicates Validation ~ Analysis - - -
Get External Data Connections Sort & Fitter Data Tools Outine 5 ~
F4 - fe || 90000 v
A B c D E F [ H 1 I K L u w o P o R s T Ula
3 |[FIRST NAI - |LAST NAME [-| AC - |GEND|- OCCUPATIC - | INCOI [
4 [Randy Smith 36 M Professor $90,000
s |Fay Brown 30 F  Engineer $75,000
& |Adam Mills 31 M Engineer $55,000
7 |Andrea Harris 36 F  Teacher $31,000
8 |Moe Santos 40 M Officer $49,000 ;
9 |Bob Sakas 32 M  Engineer $72,000 %
10 |Vieki Hashim 25 F  Teacher $34,000 8
11 Paula Schlosser 55 F Nurse $56,000 o
12 | Jack Negrete 69 M Artist $32,000 5
13 Mary Fisher 30 F Teacher $33,000 £
14 | Sue Hayward 22 F Engineer $61,000 o
15 | Jacky Chipres 72 F Engineer $52,000 'E
16 |Lora Heredia 30 F Nurse $48,000 o
17 2
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Exhibit C.6
Options under the Occupation field using the Filter command

H 9 o - C-4xisx - Excel T E - 5%
T3 HOME INSERT  PAGELAYOUT ~FORMULAS | DATA = REVIEW VIEW  ADD-INS Moury Bidgoli ~
Connections X Clear ~N ) = - i =2 28 <4 how Detat
[% [E [‘3 D ”;[5 [E Properties Y Y Reapply EB D E g = E E” L de Detai
From From From From Other  Existing  Refresh z| sort |Filter Textto Flash Remove  Data  Consolidate What-If Relationships Group Ungroup Subtotal
Access Web Text Sources= Connections All~ |cb Edit Links A W Advanced  Columns Fill Duplicates Validation - Analysis - - -
Get External Data Connections Sort & Filter Data Tools Outline ] ~
F4 - fe || 75000 v
A B c D E 24 G H I J S L M i o] P Q R s T Ula
3 |[FIRST NAI - |LAST NAME [-| AC - |GEND|- OCCUPATIC - | INCOI ||
4 |Fay Brown 2| sortAtoz $75,000
5 Sue Haywal » $61,000
¢ |Paula Sehost 1L =z $56,000
7 |Jacky Chipres  Sort by Color " | $52,000
8 |Lora Heredic 7. (e e OCCUPATIC $48,000 .
o |Vicki Hashim ) $34,000 S
10 |Mary Fisher $33,000 3
11 |Andrea Harris Text Filters " | $31,000 51
12 |Randy Smith $90,000 s
13 |Bob Sakas $72,000 £
14 | Adam Mills $55,000 o
15 Moe Santos $49,000 =
16 |Jack Negret¢ $32,000 kel
17 2
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19 QL)
20 Q
21 g
22 =
23 B
24 e
25 @;’
26 [
27 Q
28 w
29 %
30 3
32 =
33 =}
34 %
35 S
36 =3
2
chi0-1 [ @ <« D g
READY ] mo-—————+ S

Appendix C



Exhibit C.7
The table from Exhibit C.1 is filtered for Engineers

H S C-7xisx - Excel T m & %
LIS HOME INSERT ~ PAGELAYOUT ~FORMULAS = DATA = REVIEW VIEW  ADD-INS Moury Bidgoli ~
Connections | MZTR Y % Clear e E_E [=V4 E"D E\ '> (_é Show Deta
[% [% [E Eé’ D @ Properties & . B Reapply E= D - . =2 o Hide Deta
From From From From Other  Existing  Refresh — i z| Sort  [Filter Textto Flash Remove  Data  Consolidate Whatlf Relationships Group Ungroup Subtotal
Access Web Text Sources~ Connections — All~ Edit Links W Advanced | Coymns  Fill  Duplicates Validation - Analysis ~ - N
Get External Data Connections Sort & Filter Data Tools Outline . -~
A28 - fe v
A B c o £ F @ H T I L M N 0 P o R s T ula
3 |FIRST NAN - LASTNAME |- | AG~ GEND - OCCUPATIC-T INCOM -
s |Fay Brown 30 F  Engineer $75,000
& |Adam Mills 31 M Engineer $55,000
a |Bob Sakas 32 M Engineer $72,000
14 |Sue Hayward 22 F Engineer $61,000
15 | Jacky Chipres 72 F Engineer $52,000
17
18 .,
19 %
20 E
21 S
22 =
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24 £
25 5
26 B
27 2
28 I g
29 aQ
EL ES]
a1 3
3z 3
33 g
34 o
35 %
36 &5
37 F]
kL] 3
39 o
pr 8
41 i
42 £
43 g
44 - g
ch10-1 ® < > ©
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This table can be further filtered. For example, you may
want to filter for only male engineers, female engineers,
or engineers who meet certain age criteria.

C-4 CUSTOM FILTER

The basic Filter command allows you to filter a table
when there are exact matches—for example, the job title
“Engineer,” the gender “male,” or the income “$90,000.”
To search for inexact matches—*“less than,” “greater than,”
“in between,” and so forth—you have to use the custom
filter feature. Using the sample table from Exhibit C.1, we
now want to search for employees with an income over
$55,000. To do this, follow these steps:

1. Put the cursor in any of the cells in the Income
column.

6 Appendix C

2. Click Data, then click Filter.

3. Click the down-arrow icon in the Income column.
You will see what is shown in Exhibit C.8.
Toward the middle of the pull-down menu, click
Number Filters. You will see what is shown in

Exhibit C.9.

4. Click Greater Than. You will see what is shown
in Exhibit C.10.

5. In the Custom AutoFilter dialog box, to the right
of “is greater than,” click the down-arrow icon
and choose $55,000.

6. Click OK. The result (all employees with an
income over $55,000) is shown in Exhibit C.11.



Exhibit C.8
Options under the Income field using the Filter command

H 9 o - C-Lsx - Excel T E - 5%
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS | DATA = REVIEW VIEW  ADD-INS Moury Bidgoli -H
. 2R >rg €rg
[% [‘% 3 Esunnemuns 8 ‘ :Clear = E.g = e l:l/gI o8
roperties ¥ Reapply
From From From From Other  Existing  Refresh 2| Sort Textto Flash Remove  Data  Consolidate What-If Relationships Group Ungroup Subtotal
Access Web Text Sources- Connections All~ |c EditLinks W Advanced  Coumns  Fill  Duplicates Validation ~ Analysis - -
Get External Data Connections Sort & Filter Data Tools Outline ] ~
F4 M fe | 90000 v
A B D E ! i It H I J S L M il o] P Q R s T Ula
3 |[FIRST NAI - |LAST NAME -] AGGENDBcccurAnqﬂM]‘ | |
4 |Randy Smith ] Sort Smallest to Largest |
2 i:ﬁm “Bnriﬁ:vn &l sort Largest to Smallest
7 |Andrea Harris Sort by Color ’
8 |Moe Santos Filter From "INCOME’ .
9 |Bob Sakas Filter by Color %
10 Vicki Hashim o 3
11 |Paula Schlosser Number Filters " I+
o — =
13 |Mary Fisher n £
14 |Sue Hayward o
15 | Jacky Chipres c
16 |Lora Heredia o
17 2
18 €
19 3
20 L Q
21 _‘E
22 g
23 B
24 g
25 e
26 @
27 g
28 w
29 §
30
31 g
32 3
33 (=
34 %
35 e
36 - 3
101 [ G i [ ] D §
READY i m ‘(5
Exhibit C.9
Options under Number Filters
H 9 o - C-Ldsx - Excel T E - 5%
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS | DATA = REVIEW VIEW  ADD-INS Moury Bidgoli -H
N s g
[% [‘% A Esunnemuns A ‘ v,<(|ear EE’? Eig E’s E"E ? D/g EL'
roperties ¥ Reapply
From From From From Other  Existing  Refresh 2| sort Textto Flash Remove  Data  Consolidate What-If Relationships Group Ungroup Subtotal
Access Web Text Sources- Connections  All~ e Edit Links W Advanced  Columns Fill Duplicates Validation - Analysis - -
Get External Data Connections Sort & Filter Data Tools Outline ] ~
F4 M fe | 90000 v
A B c D E ! = It G H I J S L M il o] P Q R s T Ula
3 |[FIRST NAI - |LAST NAME |[-] AGGENDBcccurAnqﬂM]‘ ||
4 |Randy Smith 4] Sort Smallest to Largest |
2 i:ﬁm “Bnriﬁ:vn &l Sort Largest to Smallest
7 |Andrea Harris Sort by Color ’
8 |Moe Santos Y Clear Filter From "IN .
9 |Bob Sakas Filter by Color %
10 |Vieki Hashim - - ! 3
11 Paula Schlosser Number Eilters o Equals. S
12 Jack Negrete Does Not Equal. =
12 Mary Flsher Greater Than £
14 |Sue Hayward o
15 Jacky Chipres Greater Than Or Equal To, b
16 |Lora Heredia Less Than. o
17
- Less Than Or Equal To. £
15 Between. 5
20 Top 10. 2
21 =
- Above Average s
23 Below Average g
24 Custom Filter. g
25 o
26 [
27 Q
28 w
29 %
30 3
32 =
33 i<}
34 %
35 S
36 -3
101 [ G i [ b g
READY i ] 5
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Exhibit C.10
Custom AutoFilter dialog box

H 9 - C-Lxisx - Bxcel
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS = DATA | REVIEW VIEW  ADD-INS Moury Bidgoli ~ H
[‘\ [‘ﬁ D Ej} onnections | % Clear EE’? Eig = E - ﬁ“ D/EI *= Show Detail
Blela S & properties ‘ Y Reapply e 2? - = Hide Detail
From From From From Other  Existing  Refresh 7| Sort Textto Flash Remove  Data  Consolidate What-If Relationships Group Ungroup Subtotal
Access Web Text Sources- Connections All~ |c EditLinks W Advanced  Coumns Fill  Duplicates Validation ~ Analysis - - -
Get External Data Connections Sort & Fitter Data Tools Outine 5 ~
F4 M fe | 90000
A B D E 5 H 1 I K L u w o P o R s T Ul
3 |[FIRST NAI - |LAST NAME [-| AC - |GEND|- OCCUPATIC - INCOI | |
4] Randy Smith 36 M  Professor $90,000 |
s |Fay Brown 30 F  Engineer $75,000
6 |Adam Mills 31 M Engineer $55,000
s Hams [ e
8 |Moe Santos —— = &. | e ;
9 |Bob Sakas ‘Show rows where: %
10 |Vicki Hashim IETNE 8
11 |Paula Schlosser “5 greater than El I = o
12 | Jack N.egrete @m Oor S
13 Mary Fisher £
14 |Sue Hayward ‘ El ‘ El o
15 | Jacky Chipres c
16 Lora Heredia Use 7 to represent any single character 5
Use *to represent any series of characters 7]
17 3
i e
19 @
20 2
21 £
22 =
23 3
24 g
25 "
26 [
27 g
28 u
29 §
El
31 _g
32 3
33 =)
34 %
35 >
£ -3
101 [ G i [ D] g
READY i [ ‘(5
Exhibit C.11
Employees with income over $55,000
H 9 o - C-1Lxisx - Excel T E - 5%
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS = DATA | REVIEW VIEW  ADD-INS Moury Bidgoli ~ H
[‘\ [‘ﬁ D onnections 5 W | X Clear EE’? Eig = E - D/D A *= Show Detail
EBlela S & properties I 2 Reapply e g - = “Z Hide Detail
From From From From Other  Existing  Refresh 2| sort Textto Flash Remove  Data  Consolidate What-If Relationships Group Ungroup Subtotal
Access Web Text Sources- Connections  All~ e Edit Links W Advanced  Columns Fill Duplicates Validation - Analysis - -
Get External Data Connections Sort & Fitter Data Tools Outine 5 ~
A25 M S v
A | B c D E F G H 1 I K L u w o P o R s T Ula
3 [FIRST NAI - |LAST NAME [-| AC - |GEND|- OCCUPATIC - | INCOI ||
4 |Randy Smith 36 M Professor $90,000
s |Fay Brown 30 F  Engineer $75,000
3 |Bob Sakas 32 M Engineer $72,000
11 |Paula Schlosser 55 F  Nurse $56,000
14 | Sue Hayward 22 F Engineer $61,000 .
17 5
18 g
19 S
20 s
21 I3
22 e
23 e
24| o
25| ] %
26 €
27 &
28 o
29 £
El =
31 B
22 e
33 "
34 [
s g
36 w
a7 5
38 3
40 =
41 =)
42 =
43 >
44 -3
ch10-1 i [ > T
@ ‘ 8
o
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C-5 ADVANCED FILTER

The Advanced Filter feature allows you to combine several
criteria. For example, in the sample table in Exhibit C.1,
we are searching for all the employees who are female, are
under the age of 40, and have an income over $50,000.
Follow the steps below:

1.

Copy the table headings to row #20 in order to
establish the Criteria range. The Criteria range
can be anywhere outside the table. We chose
row #20.

. Under Gender, type F; under Age, type <40; and

under Income, type >50,000. Please notice that
case and alignment could matter. To be safe,
for nonnumeric data, use the copy command in

Exhibit C.12
Criteria range for female employees under 40 with incomes over $50,000

order to create the exact data under the Criteria
range. At this point, your screen should be simi-
lar to the one shown in Exhibit C.12.

. Put the cursor on any of the table cells, click

Data, then click Filter, and then click Advanced.
The Advanced Filter Dialog box opens.

. In the List range, enter A3:F16 (if it’s not already

entered).

.In the Criteria range, enter A20:F21. At this

point your screen should be similar to the one
shown in Exhibit C.13.

. Click OK. You will see what is displayed in

Exhibit C.14. Notice there are only two employ-
ees who meet all three conditions.

H o C-Lxlsx - Excel 7 E - &%
LIS HOME = INSERT  PAGELAYOUT ~ FORMULAS ~DATA  REVIEW VIEEW  ADD-INS Moury Bidgoli ~
& cut Avial lu A A 5P Wrap Text General Bad Good &n BX El Z Autosum - éY H
pasie BOOP 9 Conditional F i . IEEI DEE|| F Bru- Sort & Find &
e e B I U~ - DA~ MergesCemer = § = % 3| 5 33 Condiional Formats) Neutrl [Cetoutation | PRI | e DelersFormat g, Sor& find&
Clipboard n Font 5 Alignment & Number n Styles Cells Editing ~
126 - b3 v
A B c o E F a H 1 M N o P 0 R s T uf~
3 |FIRST NAME LAST NAME AGE GENDEROCCUPATION INCOME
4 |Randy Smith 36 M Professor $90,000
s |Fay Brown 30 F  Engineer $75,000
& |Adam Mills 31 M Engineer $55,000
7 |Andrea Harris 36 F  Teacher $31,000
8 |Moe Santos 40 M Officer $49,000
3 |Bob Sakas 32 M Engineer $72,000
10 | Vicki Hashim 25 F Teacher $34,000 .
11 |Paula Schlosser 55 F  Nurse $56,000 b5
12 |Jack Negrete 69 M Artist $32,000 3
13 |Mary Fisher 30 F  Teacher $33,000 o
14 |Sue Hayward 22 F  Engineer $61,000 =
15 |Jacky Chipres 72 F Engineer $52,000 £
16 |Lora Heredia 300 F  Nurse $48,000 g
17 c
18 2
19 9
20 |[FIRST NAME LAST NAME AGE GENDEROCCUPATION INCOME ué)
21 <40 F >50,000 Q
22 =
23 B
24 3
25 2
dd 1 e
27 E
28 3
29 &
30 3
31 Q
32 é
33 >
34 £
S E
EL . ©
ch10-1 @ < > %
8
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Exhibit C.13
Completed Advanced Filter for Exhibit C.12

(= R A C-Lxisx - Bxcel
HOME ~ INSERT ~ PAGELAYOUT ~ FORMULAS = DATA = REVIEW VIEW  ADD-INS Moury Bidgoli ~ H
Connections T Clear e e , v - <8 *= Show Detail
Eg‘ [E [-2- D F’D};‘ [E Properties Y Y Reapply E= D E g © D D/DD L “Z Hide Detail
From From From From Other | Existing | Refresh 7| Sort | Fiter Textto Flash Remove  Data  Consolidate What-If Relationships = Group Ungroup Subtotal
Access Web Text Sources-  Connections All-  lc EditLinks W Advanced | coumns Fill  Duplicates Validation Analysis
Get External Data Connections Sort & Filter Data Tools Outline ~
F4 M fe | 90000
A B D E ! 4 Il G H I J S L M il o] P Q R s T Ula
3 |[FIRST NAI - |LAST NAME [-| AC - |GEND|- OCCUPATIC - INCOI ||
4] Randy Smith 36 M  Professor $90,000 |
s |Fay Brown 30 F  Engineer $75,000
6 |Adam Mills 31 i
7 |Andrea Harris 36 Advanced Filter W bl
8 |Moe Santos 4 — — N
3 |Bob Sakas 33 | Adion £
10 |Vieki Hashim 2! (© iter the list, in-place 3
11 |Paula Schlosser 5! © copy to another location §
12 | Jack N.egrete 6! FOEES S
13 |Mary Fisher 3 £
14 Sue Hayward 23 | Criteriarange: | sas20:sFs21 &3] S
15 | Jacky Chipres 73| copyto: . c
16 |Lora Heredia 3 K
17 Unique records only 2
18 €
19 5
20 FIRST NAME LAST NAME AGE g
21 <40 F >50,000 =
22 ;
23 B
24 g
25 e
26 @
27 g
28 w
29 §
30
31 g
32 3
33 (=
34 %
35 >
36 = 3
101 [ G i [ D] §
ENTER i m ‘(5
Exhibit C.14
Employees who meet all three conditions
H 9 - - C-14x1sx - Excel ?E - 7 X
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS = DATA | REVIEW ~VIEW  ADD-INS Moury Bidgoli ~ H
onnections Y T Clear a g E‘g = . sl ‘7 (—EF, *= Show Detail
[% [‘% g S 5 properties Y Reapply E;q oo E D/DD L L "= Hide Detail
From From From From Other ~ Existing  Refresh 7| Sort Filter Textto Flash Remove  Data  Consolidate What-If Relationships Group Ungroup Subtotal
Access Web Text Sources- Connections All~ |c EditLinks W Advanced  Coumns Fill  Duplicates Validation ~ Analysis - - -
Get External Data Connections Sort & Filter Data Tools Outline ] ~
A28 M S v
A 1 B c D E F G H I J S L M i o] P Q R s T Ula
3 |FIRST NAME LAST NAME AGE GENDER OCCUPATION INCOME iy
s |Fay Brown 30 F  Engineer $75,000
14 | Sue Hayward 22 F Engineer $61,000
17
18
19 N
20 FIRST NAME LAST NAME AGE GENDER OCCUPATION INCOME %’
21 <40 F >50,000 g
22 o
23 s
24 E
25 o
c
kel
8
€
3
31 Q
32 g
33 =
34 E
s e
36 @;’
37 [
38 Q
39 w
40 %
41 3
43 =
44 =
45 %
46 S
47 ~ 3
ch10-1 i [« ©
Lchio1[ @ ] g
o
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C-6 CONDITIONAL FORMATTING

When you use the Filter option, you basically hide the
information that does not meet the specified criteria.
However, if you are interested to see the entire table
and at the same time be able to highlight the infor-
mation that meets specified criteria, then Conditional
Formatting is the right alternative. Let’s say that in the
sample table (Exhibit C.1) you want to highlight all the
employees with an income over $50,000. This is how
you do it:

1. Select the entire Income column by clicking over
F (column letter).

2. Click the Home tab, and then click Conditional
Formatting. Your screen should be similar to the
one shown in Exhibit C.15.

Exhibit C.15
Conditional Formatting menu

3. From the pull-down menu, click Highlight Cells
Rules, and then click Greater Than.

4.In the Greater Than dialog box, type 50,000,
and then click OK. Your screen should be similar
to the one shown in Exhibit C.16. As you see in
this exhibit, all the employees with income over
$50,000 are highlighted.

To turn off this feature, follow the steps below:
1. Click anywhere in the table.
2. Click Conditional Formatting.
3. Click Clear Rules.
4. Click Clear Rules from Entire Sheet.

=] : C-Lxsx - Excel 7 E - & x
LI HOME = INSERT ~ PAGELAYOUT ~FORMULAS ~DATA  REVIEW VIEEW  ADD-INS Moury Bidgoli -
o e .
& Cut Arial -l A A P Wrap Text General | Normal Bad Good €= EEX Z Autosum éY H
i Copy - Conditional F e | leul . IEEI Delete F - Sort 8 Find &
paste Wy oA Merge scComer -+ $ - % » | %3 25 | (RN -ormt o oz “| nent Deete Format . sona fin
¥ Format Painter s - erge & Center = $ - % © > Fomatting= Table - <. . &dear Filter - Select -
Clipboard 5 Font 5 Alignment & Number 5 F Styles Cells Editing -~
Highlight Cells Rules »
F3 - Jfr | INCOME v
» 5 c | » £ ¥ s H r 1lg) To/Bottom Rules  + u 8 ° v 2 B s T ux
3 |FIRST NAME LAST NAME AGE GENDER OCCUPATION| INCOME
4 |Randy Smith 36 M Professor $90,000 Data Bars .
5 |Fay Brown 30 F Engineer $75,000
6 |Adam Mills 31 M Engineer $55,000
7 |Andrea Harris 36 F  Teacher $31,000 [:] Color Scales "
8 [Moe Santos 40 M Officer $49,000
9 |Bob Sakas 32 M Engineer $72,000 Icon Sets. 3
10 | Vieki Hashim 25 F Teacher $34,000 .
11 |Paula Schiosser 55 F  Nurse $56,000 B New Rue.. 5
12 |Jack Negrete 69 M Artist $32,000 [ ClearRules > 8
13 [Mary Fisher 30 F  Teacher $33,000 E 3]
M Rul 2
14 |Sue Hayward 22 F Engineer $61,000 [E Manage Rules. s
15 |Jacky Chipres 72 F Engineer $52,000 €
16 |Lora Heredia 30 F Nurse $48,000 g
17 c
9o
18 2
19 2
20 g
@
21 a
22 =
23 =
24 E
25 3
26 e
27 §
28 3
29 .
30 3
31 o
32 é
33 =
34 £
s E
36 R
ch10-1 ® Ll 3 ©
AVERAGE: 5292307692 COUNT:14 SUM:688000 B m 8
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Exhibit C.16
Employees with income over $50,000 are highlighted

H o - C-Lxisx - Excel ? @ - 8%
Tl HOME  INSERT  PAGELAYOUT ~FORMULAS ~DATA  REVIEW VIEW  ADD-INS Moury Bidgoli ~
& Cut . = =] €= Bx [g X Auosum - A
Arial 11 -|A A EP Wrap Text General - | # | Normal Bad Good €m Y
Ba Copy - ol @B = Fill - z H
Paste me | S-A- =Bz =as - §-9 <o @ Conditional Format as| Neutral . isert Delete Format Sort & Find &
 Format Painer 1B 1 U = EE- [ Q- A~ == == BMegeacener - § - % 5 %3 | T TEEETOT @ clear-

Clipboard B Font B Alignment B Number

F3 - Jfr || INCOME
A B ¢ D E F G H 1 I

3 |FIRST NAME LAST NAME AGE GENDER OCCUPATION| INCOME
4 [Randy Smith 36 M Professor $90,000
5 |Fay Brown 30 F  Engineer $75,000
6 |Adam Mills. 31 M  Engineer $55,000
7 |Andrea Harris 36 F  Teacher $31,000
8 |Moe Santos 40 M Officer $49,000
9 [Bob Sakas 32 M  Engineer $72,000
10 [Vicki Hashim 25 F  Teacher $34,000
11 [Paula Schlosser 55 F  Nurse $56,000
12 [Jack Negrete 69 M Artist $32,000
13 [Mary Fisher 30 F  Teacher $33,000
14 [Sue Hayward 22 F Engineer $61,000
15 [Jacky Chipres 72 F Engineer $52,000
16 |Lora Heredia 30 F  Nurse $48,000
17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

ch10-1 ®

C-7 DATABASE STATISTICAL FUNCTIONS

In Appendix A, you studied statistical functions. The
same functions can be used with database data to add
more flexibility to your analysis. For example, in the
sample table (Exhibit C.1), you can count the number
of male engineers with income over $50,000 and per-
form other statistical analyses. In other words, database
statistical functions allow you to be selective with the
data in the worksheet and let you choose a subset of the
data for various types of analyses. The general format
of Excel statistical function is as follows:

DFunction(database,field,criteria)
The elements of this formula are as follows:

D stands for database and must precede all database sta-
tistical functions—for example, DAVERAGE, DCOUNT,
and DMAX.

Database is the range of cells that makes up the list or
database. In the table in Exhibit C.1, the entire database
is the range: A3:F16. You may choose to use a portion
of this database for analysis. However, in any selection,
the column headings must be included in your range.

72 Appendix C

Formatting ~ Table ~

Filter ~ Select ~
Styles cells Editing ~

AVERAGE: 5292307602 COUNT: 14 SUM: 688000 [ ]

Created using Microsoft Excel®, used with permission from Microsoft.

Field indicates which column is selected in the func-
tion that you are using. Enter the column label
enclosed between double quotation marks, such as
“GENDER” or “OCCUPATION,” or a number (with-
out quotation marks) that represents the position of
the column within the list: 1 for the first column, 2
for the second column, and so on. The sample table
in Exhibit C.1 has six columns, so they are numbered
from 1 to 6.

Criteria is the range of cells that contains the conditions
you specify. You can use any range for the criteria argu-
ment, as long as it includes at least one column label
and at least one cell below the column label in which
you specify a condition for the column.

Exhibit C.17 shows the results of performing database
statistical analysis on female employees who are under
40 years of age and have incomes over $50,000.

You could enter the Dcount function in either of the
following two ways:

=DCOUNT(A3:F16,3,A20:F21)
=DCOUNT(A3:F16,”AGE”,A20:F21)



Exhibit C.17

Database statistical functions

=] C-17.xisx - Excel T E & %
LIS HOME = INSERT ~ PAGELAYOUT ~FORMULAS ~DATA  REVIEW VIEW  ADD-INS Moury Bidgoli -
=8 X Cut . : =_ - e . E 3 AutoSum - A
B Copy - Arial 11 A 4 E® Wrap Text General ’;‘4 Mormal Bad - . Tr- ZY H
P e BT U T O-A- Meroe & Canter < § - % » |5 3 Conddonal Formatas) Newtral | [Colevnion | (ETTITINN - o e SN FrdE
Clipboard = Font Alignment Number = Styles Editing ~
A4 - fe v
A B c o £ F H T I E L M s T Ula
3 |FIRST NAME LAST NAME AGE GENDEROCCUPATION INCOME =DCOUNT(A3:F16,3,A20:F21) 2
4 |Randy Smith 36 M Professor $90,000 =DAVERAGE(A3:F16,3,A20:F21) 26
s |Fay Brown 30 F Engineer $75,000 =DMAX(A3:F16,3,A20:F21) 30
6 |Adam Mills 31 M  Engineer $55,000 =DMIN(A3:F16,3,A20:F21) 22
7 |Andrea Harris 36 F Teacher $31,000 =DSTDEVP(A3:F16,3,A20:F21) 4
8 |Moe Santos. 40 M Officer $49,000 =DVARP(A3:F16,3,A20:F21) 16
9 |Bob Sakas 32 M  Engineer $72,000 =DSUM(A3:F16,3,A20:F21) 52
10 | Vieki Hashim 25 F Teacher $34,000 .
11 |Paula Schlosser 55 F Nurse $56,000 %
12 |Jack Negrete 69 M Artist $32,000 8
13 |Mary Fisher 30 F  Teacher $33,000 k5]
14 |Sue Hayward 22 F Engineer $61,000 =
15 |Jacky Chipres 72 F  Engineer $52,000 £
16 |Lora Heredia 300 F  Nurse $48,000 g
17 c
S
18 B
19 2
20 |[FIRST NAME LAST NAME AGE GENDER OCCUPATION INCOME g
21 <40 F >50,000 Q
22 ES]
23 3
21— 3
25 g
2 "
]
29 E=
a0 3
31 g
32 =
33 E
o
34 £
3s g
38 - o
ch10-1 @ < L4 %
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C-8 DISTRIBUTION ANALYSIS USING THE
FREQUENCY FUNCTION

There are cases when you may be interested in classi-
fying spreadsheet data into an orderly group. For
example, you may want to classify the income of all the
employees of Jack’s Manufacturing into nine groups
or classify your customers into eight sales groups. The
Frequency function performs this distribution analysis
for you.

Exhibit C.18 shows an example of the Frequency func-
tion. To use this function, you first must define the range
of values you want to classify. Then select two empty
columns. The first one is used for your Bin Array. The
Bin Array contains the numeric intervals you want to
use for analysis. When you enter intervals, Excel shows
how many values are less than or equal to a particular
interval but greater than the preceding interval. The
column to the right of the Bin Array must be blank—for
the results. In our example, the empty column adjacent

to the Bin Array column is used by Excel in calculating
the frequency distribution. Follow the steps below:

1. Under Bin Array, enter 20,000, 40,000, 60,000,
80,000, 100,000 in range C3:C7.

2. Select range D3:D7. This is used for the results of
the Frequency function.

3. While the range is still selected, in cell D3 enter
=FREQUENCY(B3:B15,C3:C7).

4. After entering the above function, press and hold
down Ctrl, Shift, and Enter simultaneously.

5. As shown in Exhibit C.18, numbers 1, 3, 5, 3,
and 1 are displayed in cells D3 through D7.
These numbers show the number of income
groups in each particular interval. For example,
there is only one employee with an income
between $0-$20,000, three employees between
$20,001-$40,000, and so forth.
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Exhibit C.18
The Frequency function

=] s C-18.xIsx - Excel

T HOME | INSERT  PAGELAYOUT ~FORMULAS DATA REVIEW VIEW  ADD-INS
== X Cut
Bz Copy -

Paste .5
- Format Painter ru-j

Arial -l A A - EPWrap Text General

Clipboard ) Font 5 Alignment & Number 5
A20 M S
A B ¢ D E F o H 1

1 |A SAMPLE TABLE FOR THE FREQUENCY FUNCTION
2z |OCCUPATION INCOME Bins Array The Results
3 |Professor $90,000 20,000 1
4 |Engineer $75,000 40,000 3
s |Engineer $55,000 60,000 5
& |Teacher $31,000 80,000 3
7 |Officer $49,000 100,000 1
& |Engineer $72,000
9 |Teacher $34,000
10 |Nurse $56,000
11 |Artist $32,000
12 | Teacher $19,900
13 |Engineer $61,000
14 |Engineer $52,000
15 |Nurse $48,000
16
17
18
19
20 i
21
22
23
24
25
26
27
28
29
an
31
32
EE]
34

ch10-1 @

READY i 2 e w6

C-9 PIVOT TABLE

A pivot table in Excel is a powerful tool that allows
you to summarize data for decision-making purposes.
Take a look at the table presented in Exhibit C.19.

74 Appendix C

Merge & Center ~ § + % » | < s Conditional Formatas| Neutral
Formatting - Table - -

R
Moury Bidgoli ~
e e B
4 | ommal Bad Good g BX = AutoSum oy

- [ Fin-
Calculation | [T | Insett Delete Format Sort & Find &
N . e

Filter - Select -
Styles Cells Editing ~

“ 3

Created using Microsoft Excel®, used with permission from Microsoft.

The ABC Company sells different merchandise through
different salespersons in different states. The sales man-
ager might be interested in knowing who sold what,
where, and how much. The pivot table does all of this
and more in a very easy fashion.



Exhibit C.19

A sample table
=] C-19.1sx - Excel T ® - & %
LIS HOME = INSERT ~ PAGELAYOUT ~FORMULAS ~DATA  REVIEW VIEW  ADD-INS Moury Bidgoli -
=8 X Cut . In xr == . E € Bx [Fh X AutoSum - A
B copy - Arial 11 AKX L4 P Wrap Text General ’;‘4 Normal Bad - Good g @ e ZY H
P L B I U- - O-A- Mergeccemer = § % 2| 5 33 Condiional Formatas] Neutel [Creuistion | CEEERCTIN - | een et Format g SoR find&
Clipboard ~ Font Alignment Number ~ styles Cells Editing ~
A30 - fe v
A B C D E F G H I J K L M N o P Q R S T u v -
1 |A Sample Worksheet for the Pivot Table
2
3 |Region Salespersol Merchandise Amount Sold
4 |Oregon Brown Shoes 2000
5 |Washingtor Jones Apparels 3000
6 |California Adam Cosmetics 5000
7 |California  Jeffrey Jewelry 2000
8 |Oregon Jeffrey Jewelry 900 5
9 |Washingtor Adam Jewelry 2000 %
10 |Oregon Jones Apparels 2000 a
11 |California  Jones Cosmetics 3500 L
12 |Washingtor Brown Apparels 4500 =
13 |Washingtor Brown Cosmetics 2000 g
14 |California  Adam Apparels 2000 =
15 |California  Adam Cosmetics 1500 5
16 |Oregon Jeffrey Apparels 1700 E
17 |Oregon Jeffrey Cosmetics 1200 H
18 |Oregon Jones Apparels 1300 b
19 |California Thomas  Cosmetics 4000 Q
20 |Washingtor Thomas  Shoes 2000 £
21 |California Thomas  Shoes 7000 B
22 |Oregon Jeffrey Shoes 6000 E
23 |California  Adam Cosmetics 2000 3
24 |California  Brown Apparels 1500 e
25 |Oregon  Brown Shoes 7000 [
26 |Washingtor Jones Shoes 6000 &5
27 =
28 3
29 g
30 1 s
31 =y
32 %
33 S
34 M
Sheetl | Sheet2 | Sheet3 @ L] 3 ©
8
1. Put the cursor in any of the cells in the table. 6. Click Region. You will see what is displayed in

2.
3.

4.

Click Insert, and then click PivotTable.

The Create Pivot Table dialog box opens (see
Exhibit C.20). As you see in this dialog box, the
table range is already selected.

Click OK to accept the default. This will
generate the results in a different worksheet (see
Exhibit C.21). This is the skeletal structure of
the pivot table. As you see in this exhibit, the
pivot table is displayed on the left side. In the
upper-right corner, you see all fields in the table.
In the lower-right corner, you see FILTERS,
COLUMNS, ROWS, and ¥ VALUES (sum of
values). These are the summaries that the Pivot
Table feature can generate for you.

. Click Amount Sold. You will see what is displayed

in Exhibit C.22, showing 77100. This is the
amount sold by all the salespersons in all regions.

Exhibit C.23. Notice that the total sales are now
broken down into three regions.

. Click Salesperson. You will see what is displayed

in Exhibit C.24. Notice that this exhibit shows the
performance of each salesperson in each region.

. Click Merchandise. You will see what is dis-

played in Exhibit C.25. Notice that sales are now
broken down by region, then by salesperson, and
then by product.

. Click Salesperson and drop it under FILTERS.

Click Region and drop it under COLUMNS.
You will see what is displayed in Exhibit C.26,
which shows a two-dimensional table with sales
broken down by region and types of merchan-
dise. You can do many other types of analyses
with just a few clicks of the mouse!

15
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Exhibit C.20
Create Pivot Table dialog box

B 9 - - C-19.xlsx - Excel
HOME | INSERT | PAGELAYOUT ~FORMULAS ~DATA REVIEW VIEW  ADD-INS MoulyBldgoIl'H

B EEED® o0 & i g B4 )T Q

>
PivotTable Recommended Table | Pictures Online Shapes SmartArt Screenshot | Apps for | Recommended PivotChart | Line Column Win/ | Slicer Timeline | Hyperlink Text Header WordArt Signature Object | Equation Symbol

PivotTables Pictures Office Charts D - Loss Box & Footer
Tables Hlustrations Apps charts Sparkines Fitters Links Text Symbols -~
A3 M fe | 2000
A B C | D | E F G H I J K L M N o P Q R S T u v -
1 A Sample Worksheet for the Pivot Table
pelllat L
2 =)
Create PivotTable
3 |Region .
4] Oregon Brown Choose the data that you want to analyze
5 |Washingtor Jones (© select a table or range
6 |California Adam 5
Table/Range: | SheetiISAS35D526
7 |California Jeffrey Ou " Ida'l %
s [oregon  Jeffrey Use an external data source 2
9 |Washingtor Adam 3]
10 ]Oregon  Jones Connection name: =
11 |California  Jones Choose where you want the PivotTable report to be placed g
12 Wash!ngtor Brown @ New Worksheet S
13 \Washingtor Brown [ c
P isting Worksheet
14 |California  Adam g %
15 |California  Adam Loztion: o
16 |Oregon Jeffrey Choose whether you want to analyze multiple tables g
17|Oregon  Jeffrey ‘Add this data to the Data Model 2
18 |Oregon Jones =
19 Calformia_ Thomas £
20 |Washingtor Thomas  { ———
21 |California Thomas  Shoes iy i §
22 \Oregon Jeffrey Shoes 6000} =1
23 |California  Adam Cosmetics 2000! e
24 |California  Brown Apparels 1500} 8
25 |Oregon  Brown Shoes 70001 X
26 =
27 8
28 I}
29 Q9
30 =
31 C:D
32 )
33 ;
4 T 9
Sheet1 | Sheet2 | Sheets | (@ | D 5
o
& S
Exhibit C.21
The skeletal structure of the pivot table
H 9 - - C-19xisx - Excel PIVOTTABLE TOOLS. ?E - 7 X
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~DATA  REVIEW ~VIEW ADD-INS | ANALYZE = DESIGN Moury Bidgoli ~ H
PivotTable Name: Active Field: > Group Selection = D D F m = =2
xpand Field | _ A [ I«7 I.T (] .
v Burgun -8 Lo Iy 0% # B =E ?
Drill Drill == Collapse Field Insert Insert  Filter  Refresh ChangeData Clear Select Move  Fields, ltems, OLAP Relationships PivotChart Recommended
FOptions ~ [ Field Settings pown up Slicer Timeline Connections ~ ~ Source - ~  PivotTable ~ &Sets~ Tools PivotTables
PivotTable Active Field Fitter Data Actions Calculations Tools Show -~
A3 M S v
A | B C D E F G H I J K L M N o P Q R S T ; : v x
1 PivotTable Fields
2 Choose fields to add to
3 ] oo
4
[ salesperson R
6 | To build a report, choose fields B s 5
7| from the PivotTable Field List @
s [ Amount Sold 3
9 MORE TABLES. 9o
10 =
£
1 s
12 =
13 S
14 ﬁ
15 £
16 5
17 Q
<
18 Drag fields between areas below: E]
19 =
20 Y FLTERS 1l COLUMNS 3
21 a
22 "
©
53 g
w
25 &=
26 ROWS 3 VALUES 2
27 o
28 L
29 =
30 2
31 - [
32 o
he poate, 2
Sheetd | Sheetl | Sheet2 | Sheets | (@@ B |, | [JDeferlayoutUpda. UPDATE i
o
READY E] [ —— 5
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Exhibit C.22
Sum of Amount Sold

H 9 - - C-19.xisx - Excel PIVOTTABLE TOOLS ?E - 7 X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS ANALYZE DESIGN Moury Bidgoli ~ H

—

a

= o o e .
HEe e Ak Normol | s G B ) IMen oAy g

Bs Copy - Fill~
Paste BIuU- - Merge & Center = $ - % » | 5 g9 Conditional Formatas| Neutral [Calculation | XS] || Insert Delete Format . Sot& Find&
- < Format Painter =i = 9 $-% % 20 ormatting = Table - ~ . . &Clear Fler - Select~
Clipboard 5 Font 5 Alignment 5 Number 5 Styles Cells Editing ~
A3 M fe | sum of Amount Sold v
A | B [ D E F G H 1 J K L M N o P Q R s X X “x
1 PivotTable Fields
2| Choose fields to add to
! ]
4 77100 ["] Region
2 [ salesperson )
; [ Merchandise s
@
s Amount Sold 8
9 MORE TABLES. 9
10 =
11 g
12 =
13 5
14 2
15 €
16 5
17 o
e
18 Drag fields between areas below: =
19 3
20 Y FLLTERS 1l COLUMNS 3
21 g
22 e
23 8
24 I
25 .
2 ROWS. 3 VALUES 2
z 8
Sum of A, 5
28 um o 5
29 =
30 2
31 L [
32 o
hd @
Sheet4 | Sheetl | Sheet2 | Shee3 | (@ B ][] | [ DeferLayout Upda 5
©
READY E] o —T— S

Exhibit C.23
Total sales broken down into three regions

H 9 - - C-19.xisx - Excel PIVOTTABLE TOOLS ?E - 7 X
Tl HOME INSERT  PAGELAYOUT ~FORMULAS ~DATA  REVIEW VIEW ADDINS  ANALYZE  DESIGN Moury Bidgoli - [0
= X% cut aor | - o = Bx [T X AutoSum - A
Calibri -1 KK Wrap Text # | Normal Bad Good €m =X T
X ] ; € (B [ Zremo Ay My
Paste BIru- - Merge & Center - § - % » %0 % Conditional Formatas| Neutral [cateulation | [N | Insert Delete Format . Sot& Find&
- < Format Painter 2= 9 $ W matting - Table < N B . & Clear e - Select~
Clipboard 5 Font n Alignment 5 Number 5 Styles Cells Editing ~
A3 M f¢ | Row Labels v
A B c D E F G H 1 J K L M N o P Q R ) . “x
1 PivotTable Fields
2 | Choose fields to add to
3 [Row Labels| - |Sum of Amount Sold report:
4 [California 28500 -
Region
5 |Oregon 22100 et
6 |Washington 26500 o — £
7 |Grand Total 77100 2
Amount Sold 2
8 Q
9 MORE TABLES. é
10
£
11 5
12 =
13 S
14 2
s 2
E
16 5
17 a
=
18 Drag fields between areas below: E=]
19 B
20 Y FLLTERS 1l COLUMNS 3
21 4]
2 e
23 ]
24 i
25 =
26 ROWS 3 VALUES 2
” 5
28 9 Ke]
29 =
30 2
31 L ]
32 o
- 51
Sheetd | Sheetl | Sheet2 | Sheets | (@@ B [y ] DeferlayoutUpda =
o°
READY & T T 5
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Exhibit C.24

The performance of each salesperson in each region

H 9 - - C-19.isx - Excel PIVOTTABLE TOOLS
AT HOME INSERT ~ PAGELAYOUT ~FORMULAS ~DATA  REVIEW VIEW ~ ADDANS ~ ANALYZE  DESIGN

? W - & X

Moury Bidgoli ~ H

Sheet4 | Sheetl ‘ Sheet2 ‘ Sheet3 ‘ ®

READY

[ Defer Layout Upda.

= X% cut - = Bx [T X AutoSum - A
- - &= BX
e £ R — E G [roma o & B g |
Paste BIu- - Merge & Center = $ - % » | 3 g9 Conditional Format as| Neutral . isert Delete Format . Sot& Find&
- < Format Painter 2l 9 $-% %30 ¢ matting - Table~ . & Clear e Select~
Clipboard 5 Font n Alignment 5 Number 5 Styles Cells Editing ~
A3 - fc | Row Labels v
A B c D E F G H 1 J K L M N o P Q R ) . Y
1 PivotTable Fields
2 Choose fields to add to -
3 [Row Labels | - |Sum of Amount Sold report: ﬂ
4 [ 5 california 28500 -
Region
5 Adam 10500
6 Brown 1500 o :
[ Merchandise 5
7 Jeffrey 2000 3
Amount Sold 3
8 Jones 3500 <4
9 Thomas 11000 MORE TABLES. §
10 | ©0regon 22100
11| Brown 9000 g
12 Jeffrey 9800 =
13| Jones 3300 S
14 | ©Washington 26500 g
15| Adam 2000 €
16 Brown 13500 51
17 Jones. 9000 a
<
18| _ Thomas 2000 Drag fields between areas below: =
19 Grand Total 77100 =
20 Y FILTERS 1l COLUMNS 3
21 g
2 e
23 ]
4
24 5
25 =
26 ROWS 3 VALUES 3
” &
2 9 S
% s
30 2
31 LJ ]
32 S
- o
Sheet4 | Sheetl | Sheet2 | Shee3 | (@ < G [ Defer Layout Upda... |U w
°
READY ] T Y 5
Exhibit C.25
Sales broken down by region, then by salesperson, and then by product
5 >
H 9 - - C-19.xisx - Excel PIVOTTABLE TOOLS ?E - 7 X
Tl HOME INSERT  PAGELAYOUT ~FORMULAS ~DATA  REVIEW VIEW ADDINS  ANALYZE  DESIGN Moury Bidgoli - [0
= X% cut - = Bx T X AutoSum - A
- . = E &= Bx
e K5 ==@ll o Bume i €= B [ Taewmo Ay gy
Paste BIuUu- - &-A- = Merge & Center = $ - % » | 3 g9 Conditional Format as Insert Delete Format . Sot& Find&
- Format Painter S o $-% ®*" Formatting = Table - - Clear Filter - Select *
Clipboard 5 Font 5 Alignment = Number 5 cells diting ~
A3 - fc | Row Labels v
A B c D E F G H 1 J K L ™M N o P Q R [~ . %
1 PivotTable Fields
2 | Choose fields to add to -
3 [RowLabels | - |sum of Amount Sold report ﬂ
4 [ 5 california 28500 .
Region
5| ©SAdam 10500
6 Apparels 2000 iy :
ppares Merchandise 5
7 Cosmetics 8500 3
Amount Sold 3
8 | SBrown 1500 <4
9 Apparels 1500 MORE TABLES. §
10| Sleffrey 2000
11 Jewelry 2000 g
12| Slones 3500 =
13 Cosmetics 3500 S
14| SThomas 11000 2
15 Cosmetics 4000 €
16 Shoes 7000 51
17 | 2Oregon 22100 Q
<
18| SBrown 9000 Drag fields between areas below: =
19 Shoes 92000 =
20| ©leffrey 9800 Y FLLTERS 1l COLUMNS 3
21 Apparels 1700 g
2 Cosmetics 1200 e
23 Jewelry 900 8
24 Shoes 6000 kil
25 Slones 3300 =
26 Apparels 3300 ROWS 3 VALUES 3
) L <}
2 26500 Region  ~ ||[sumofA. |
28| ©Adam 2000 S
29 Jewelry 2000 Salespers—hv =
30| =Brown 13500 Merchand... ¥ g’
31 Apparels 4500 a
32 Cosmetics 9000 o
o
©
L
o
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Exhibit C.26

A two-dimensional table that shows sales performance by region and types of merchandise

H & o -

C-19:xlsx - Excel

PIVOTTABLE TOOLS

FILE HOME = INSERT  PAGELAYOUT  FORMULAS DATA  REVIEW  VIEW  ADD-INS ANALYZE  DESIGN

7T ®E - & X

Moury Bidgoli - H

Sheet4 | Sheetl | Sheet2 | Sheet3 |

READY

[«]

[ Defer Layout Upda... UPDATE
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o T B
ro AR S=E 9 BweTe [ [romal |isas Good &= B émm oY i
B Copy ~ Fill~
Paste BIU-[i- &-A- === 23 [SlMege&Center - & - % » |4 s Conditional Formatas| Neutral EEZ=E .| insert Defete Format . som& Find&
& Format Painter R 9 $ % s g~ Table~ - . LT e Filter - Select
Clipboard & Font 5 Alignment & Number & Styles cells Editing ~
A3 - fr || sum of Amount Sold v
A | B c D E F G H 1 J K L M o P Q R [+ . x
1 (Al B PivotTable Fields
2 Choose fields to add to
3 |Sum of Amount Sold |Column Labels - | report
4 |Row Labels ~ | california Oregon i Grand Total S
5 |Apparels 3500 5000 7500 16000
: Salesperson
6 |Cosmetics 16000 1200 9000 26200 i
Merchandise
7 |lewelry 2000 900 2000 4900
Amount Sold
8 [shoes 7000 15000 8000 30000 P
9 |Grand Total 28500 22100 26500 77100 MORE TABLES... 8
<]
10 3]
11 =
12 €
13 e
14 b=
S
15 2
16 2
17 €
o
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19 k=]
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2 3
2 g
23 e
24 [
25 ]
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7 g
28 5
29 s
30 o
c
31 @
=
2
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o 3
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Problems, Activities, and Discussions

. What are two business applications of the sort

operations?

. How many keys (columns or fields) can be used

when sorting a table?

What are two business applications of database
statistical functions?

4. What are some business applications of the Pivot table?

Construct the table below and sort it by gender
(Z to A), income (A to Z), and age (Z to A).

FIRST LAST

NAME NAME AGE GENDER OCCUPATION INCOME
Randy Smith 55 M Professor $90,000
Fay Brown 22 F Engineer $75,000
Adam  Mills 37 M Engineer $55,000
Andrea Harris 29 F Teacher $31,000
Moe Santos 44 M Officer $49,000
Bob Sakas 39 M Engineer $72,000
Vicki Hashim 22 F Teacher $34,000
Paula  Schlosser 66 F Nurse $56,000
Jack Negrete 51 M Artist $32,000
Mary  Fisher 27 F Teacher $33,000
Sue Hayward 26 F Engineer $61,000
Jacky  Chipres 77 F Engineer $52,000
Lora Heredia 26 F Nurse $48,000

6.
7.

20

In the above table (#35), filter all female engineers.

In the above table (#5), filter all employees who are
making less than $40,000.

In the above table (#5) (using Advanced Filter), filter
all employees who are male, under the age of 50, and
have an income over $45,000.

Appendix C

10.

11.

12.

13.

14.

15.

. In the above table (#5) using Conditional Formatting,

highlight all the employees with incomes less
than $50,000.

In the above table (#5) using database statistical
functions, count all the female engineers, calculate
their average salary, and list the oldest and the
youngest in four separate rows of the worksheet.

Go through the Pivot Table presented in Exhibit C.19
step-by-step and confirm the screens and the num-
bers that have been generated. What are some other
business applications of the Pivot Table?

To finalize the Frequency function you must press
and hold down Ctrl, Shift, and Enter simultaneously.
True or False?

In database statistical functions, Field indicates
which row is selected in the function that you are
using. True or False?

All of the following are examples of valid Excel
database statistical functions except:

a. =DTOTAL
b. =DCOUNT
c. =DMAX
d. =DSUM

A table can be sorted by:
a. One column
b. Two columns

c. As many columns as available in the table
d. All of the above



