Exploring Microsoft Office 365

Introductory

Microsoft®

Office 365

Chapter 4

Datasets and Tables

(ex-ploring) &

Series Editor Mary Anne Poatsy  [ROE 4 (%)

@ Mulbery | Davidson

@ Pearson Copyright © 2020, 2017, 2014 Pearson Education, Inc. All Rights Reserved




Learning Objectives (1 of 2)

4.1 Freeze Rows and Columns

4.2 Print Large Datasets

4.3 Explore the Benefits of Data Tables
4.4 Design and Create Tables

4.5 Apply a Table Style

4.6 Create Structured References in Formulas
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Learning Objectives (2 of 2)

4.7 Sort Data

4.8 Filter Data

4.9 Add a Total Row to a Table
4.10 Apply Conditional Formatting

4.11 Create a New Conditional Formatting Rule
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Freezing Rows and Columns (1 of 2)

Option Description

Freeze Panes Keeps both rows and columns above and to the left of the active cell
visible as you scroll through a worksheet.

Freeze Top Keeps both rows and columns above and to the left of the active cell
Row visible as you scroll through a worksheet.

Freeze First Keeps only the first column visible as you scroll through a worksheet.
column
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Freezing Rows and Columns (2 of 2)

A L] C D i ¥ G " | )
: |Reid Furniture Store Vertical line to the right of last frozen column
| Monthly Tramsactions: March 2021
Rows 1-5 and | | ; |pown Payment Requirement: %
column F frozen | | & [ Horizontal line below last frozen row '
5 [Trans_No Operator Sales_First Sales_Last Date  Department Fumiture Pay_Type Trams_Type Amount
21 2021018 WA Chantalle Devmaran VAN Lvng Room Sofe, Loveseat, Chalr Package Fmance Standard 6,78
J1 021016 MWW lade Gallagher AN Appliances Dahw asteer Padin Full Standard 620
J3 2021007 Map lade Gallagher V42021 Appliancey  Refrigerstor, Oven, Microwave Combo  Finance Promotion 4%
2 2021018 KRM Sebattian Gruenewald  Va/X021 Agphances  Refrigerator, Oven, Microwave Combo  Finance Promotion 6,78
75 2021018 KRM Sebartian Gruenewald  3/4/2021 Applances Refvigerator, Oven, Microwave Combo  Finance Promotion 6,780
26 2021019 Mol Iade Gallagher V2021 LvingRoom  Sols PoidinFull  Standard 2,500
27 2021-020 hmB Jode Gallagher VXN UvegRoom  End Tebles Pad in Bt Standerd 50
48 2021021 RMB lade Galtagher VSN2 Dining Room  Bar Stools Pad in Full Standard as
79 2021022 KAM Amby Ot Sardedn MN6/2021  Dising Room  Dining Room Table and Chain Finance “Nandard 10,000
32021023 e lade aallagher No/2021 LvingRoom  Sols Poid inFult Standard Ln
12021024 MRP lade Gallagher 1/6/2021  Dising Room  Dining Room Table and Chavs Fnance Standard 8,540
WO202102% CoOx lade Gallaghet N7/2021  Dwing Room  Chins Mutch finance Promotion 10
11 2021026 KAM Sebatian Gruenewald  1/2/2021 Living Room Sofa, Lovesest Padin Full  Standard 140
M O2021027 Cox (hartale Devmarais /W22 Dining Room  Dining Room Table and Chainy Finance Standard 5000
15 2021028 COx lade Gallagher W0 Acplances Refsigerator Finance Promotion 1574
MO2021-029 KRM Sebavtian Gruenewald V2001 Aoplances Dryer Finance Promotion 1624
17 2021029 KRAM Sebatian Gruenewald AS/2021  Appllances Deyer Fwnance Promotion 1624
M 2021030 MAP  Jade Gollagher VI/2021  Livieg B Sola, Loveseat Fnance  Promotion 1550
2021001 KRM Sebartian Gevenewald  1/10/7021  Oiming Room  Dining Room Table and Chain Finance Promotion 5,000
Dewnaegis 3102021 Dising Boom  Ching Mutch Padinfyll Promotion 1223
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Printing Large Datasets (1 of 4)

( Set print area ' ( Insert @ page break '
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As] Ecolons - @ i~ [h 1o Wik Automatic | Gridlines  Meads =
As M D[ B ES ] D (v | 0 o O a

(& = Hewght l~ tomalic ¢ v J
Themes | ] Fonts Marpen Om-nmm See  Pont Background Pm\l D » aveem—t 49 View Viow Send  Selection Algn

F Effects - . « Asear Tites RiScale  [100% Cierine O Prnt Fomvd Backward~  Pane
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Printing Large Datasets (2 of 4)

fod_Fumtue + bus

B 1ol e oty want b 80
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. 001 KW

r 3-008 Aow

' L

5 -0 WS =

. 008 N -t

" 006 COx Amtrose Sardols V023  Uwing Room gm Loveses. Chaw Package Firance  Promotion 12,000
Q2 008  COx Amase tardels VIJ023  uving Roam (Sote, Lovednst, Chasr Package Ffirence  Promotion 12000
V02007 MR jade Gatlaghar 32021 Dirvng Room | Dusing Room Teble Tirance  Promotion 100
ER0N-008 COx Cramdie Oesmanais  3/172021 Dineg QM:MM Taole Fimance  Pvomotion 40k

" 009 K Srvenews\t Mm WA o Orpae Finends  Dromption 200 )

b ) A M la2¢ Latagrer Y2021 Dinmg loun:o-m( foem Tadle and Ovaurs Finance  Stasdare 600

4 081 CoOn (ha~tsie Oesmaesis 4272021 Oineg M:M foem Table snd Ovars Firance  Standare 10,000

3 012 e Amirose E NN Apphances (Wather Saudin bl Promotion 1.0
P E020L0  COX Chantale Duwimaais  A/VI021 Uving Room |Resners fiioes  Standard 240

» 0M  COx lace Gataprer Vaaon OMIM:MM Tabie sod Chiry Paid in Foll Standare 430

b 03 M (rartaie Oesmaais  MNI021  Uving Room 508, Loweiest, Chew Pachage finengs  Standard (% ")

1120000 MM jade Galagher W02 AppRantes |Duhwasher PaizinFen Stanaare L

n OLY M e Gallagrer Vaon Apphances Ihefng . Over, Mxrowave Combe #ing Pepmon L

Marsh Totate  Auroh nivdes (- .
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Printing Large Datasets (3 of 4)

Nt - BN Bevd Funtiow « Lated
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in Page Breok Preview

Gray background
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Printing Large Datasets (4 of 4)

Page Setup ? X

Page Marguns Header Footer Sheet

Print gresc  SASSUS112 3
Set row(s) containing Prnt veies
1 -
OOlumn lﬂbels Bows o repeat at top: §555 _S__‘
Colanns to repeat ot left  SASH :
Set column(s) Pron J
containing row labels [ Grichines e =
D Iack and white Cell grrors as:  dniplayed vl
L] oratt quality =
D Row and column headings
Page order
. @ pown the
( Page order options '- = s
J Oyer, then down
Prnt... Print Previey Qptions..
oK Cancet
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Exploring the Benefits of Data Tables (1 of 2)

« Table—structured range that contains related data

organized in a method that increases capability to manage
and analyze information

- Data structure—organization method used to manage
multiple data points within a dataset
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Exploring the Benefits of Data Tables (2 of 2)

Table advantages:
— Column headings remain onscreen
— Table styles easily format table rows and columns

— Calculated columns enable the creation and editing of
formulas

— Calculated total row enables the implementation of
summary functions

— Structured references used instead of cell references
in formulas
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Designing and Creating Tables (1 of 4)

Create Table ? X
Where is the data for your table?
=$A$5:515112) 2]

v'| My table has headers

oK Cancel

Parss hcatern, be. © 223
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Designing and Creating Tables (2 of 4)

[~ ] [~ [~ [~ ]
2021-001  KRM Sebastian Gruenewald  3/1/2021 Be
2021-002 RKM Sebastian Gruenewald 3/1/2021 Be:
" 2021-003 MAP Jade Gallagher 3/1/2021 Liv
w 2021008  MAP Jade Gallagher 3/1/2021 Liv
2021-005 MAP Jade Gallagher 3/1/2021 Ap
2021-006 COK Ambrose Sardelis 3/1/2021 Liv
2021-006 COK Ambrose Sardelis 3/1/2021 Liv
2021-007 MAP lade Gallagher 3/1/2021 Din
\_—
A — S "< S O

Finance Standard
Finance Standard

( Create a table r i o W% W% I 2 :::::“ mm { Quick Analysis gallery '
ulx

formaning Crarts Totals  Tables  Sparkiines

Preotlable Pivotlable PrvotTable PwvotTable  More Paid in Full  Standard
Finance Standard
Paid in Full  Standard
finance Broamation |

Tabdes Nip you 4ot TRer and verrvema e data
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Designing and Creating Tables (3 of 4)

H o "2 s Rnd Funhae  Exed tanie taan
Hame ment Page Lyowt bormatay Dats Hevirw View o [ B Toll me wtat you wart to 35

Tadbe Name nw.»om’w"b D,r N I Header fow | Funst Colurnn Prawbmew [sss weues Zr=r=
Tavde! B3 Remove Ouplestn . 'M = O vetstow [ Lt Colomn e e ;" -:f
© Rocon Tathe | 5 Commt 10 Range iese = - - D oandedtion [JhandedCobenme | 2= [T lm==== Jod

rzpatel lzehs Etemal Tabts Data Tatwe Wyte Optigru
197 fo | Bedroom Show or hide filter

a = : arrows in the header row : : = ; & 2

+  Reid Furniture Store
2 Monthdy Transaction: March 2021

Down Payment Regeement:

b |

4 001001 KRM Setntisn Grusrawald  1/1/2001 Bedtoom Mattresy Fanance Promotion

Fo201002 Rem Sebastun Grusnewald  3/1/2001 Bedecom Mattrwns Finance Promotion

82021008  MAP lnce Gallagher V1/221 Uving hoom  Sofa, Lovesest, Chair Package Finance Promotion

) 021004 WMAP Iade Galtagher 1/1/2021 wving Room  End Tables Finance Promotion

10 021005  MAP lace Galtaghet 3/1/2001 Applisnces  Washer and Dryer France Promotion

112001006 COK Ambrose Sardeln /12021 Uving Room  Sofa, Loveseat, Chair Package Finance Promaotion

12 2001006 COk Ambrote Sardelis 31221 ungRoom  Sofa, Loveseat, Chair Package Finance Promotson

13 2021007  WAP Jade Gallagher 3/1/2021 Dining Room  Dining Room Teble Finance Promation 3.2
| 14 2021008 (O« Crantalle Desmacais  3/1/2021 Dining foom Dining Boom Table finance Promotion 45090
Pearson Education, Inc. © 2020
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Designing and Creating Tables (4 of 4)

Columns that contain
duplicate values

Pearson Educaben, Inc. © 2020

Remove Duplicates ? X

To delete duphcate values, select one or more columns that contain
duplicates.

$2 seler at | | 2 Unselect A My data has headers

Columns A
@ Trans_No

(Z’ Operator

_[Z‘ Sales_Furst

(] sales_tast

@ Date

Department

Furntture v
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Applying a Table Style (1 of 2)

BE New Table Styte..

Clear
) EQuation, . © 2020
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Applying a Table Style (2 of 2)

Header Row Displays the header row (field names) when selected; removes field
names when deselected. Header Row formatting takes priority over
column formats.

Total Row Displays a total row when selected. Total Row formatting takes priority
over column formats.

First Column Applies a different format to the first column so that the row headings
stand out. First Column formatting takes priority over Banded Rows
formatting.

Last Column Applies a different format to the last column so that the last column of data

stands out; effective for aggregated data, such as grand totals per row.
Last Column formatting takes priority over Banded Rows formatting.

Banded Rows Displays alternate fill colors for even and odd rows to help distinguish
records.

Banded Columns  Displays alternate fill colors for even and odd columns to help distinguish
fields.

Filter Button Displays a filter button on the right side of each field name in the header
row.
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Creating Structured References In
Formulas (1 of 2)

 Structured reference—tag or table element as a reference
In a formula

« Unqgualified reference—use of field headings without row
references in a structured formula

* Fully qualified structured reference—formula that includes
references with a table name
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Creating Structured References In
Formulas (2 of 2)

U . X L @AmomtBiDows_beyil Semi-selection structured reference

A .} C D £ " | ) £ | "
i Reid Furniture Store
J Manthiy Tramsactions: March 2001
| Down Payment Requirement:  25% [ Column outomaticolly fifled i—s
4
9 X00108% Anitrcrie Sardedn Vaw 11972 $299100 $ aSM
S 2021090 lade Caallaghe N21/2011 Owing Moom  Kschen Tuble and Chain Paldinh il Standard s S M S s
wlwanemn  Amtrow Sardeds WX Sedioom Bedroom Furnture Set Fimance  Seandsed | 340 | $2.085.00 |« @Amownt) [ | Down Puyl]
MO021002  Chantalle Desrmar s N2 DvingRoom Loveseat Fimance Seandard 2325 5 SE12S S e
oo Artroree Sariteas NVINXNI1  Bedroom Mattress Paddn Ful Standard 2000 § 0000 § L0
W00 Ambrowe Sardedn WINXN21 Bedicom Mattrwmn Paidimhll  Promotion B34S 5 m12s s AN
00105 Sebastian G weneweid NIW2021 IvingRoom  Sola Lovesest, Ohal Package Finarce Yanderd 14275 SASEATS 51070625
100 J021-090  Sebestian Gruenewald  W29/2001 Bedioom Bedroom Furmatune Set Foance Promation 3205 S mL S 2y et
101 001097 Sebigntian Grurnewald VIW21 Bedicom Bedroom Furnition Set finarce Seandard 2T SA5M02% 5100400
W2 X0M Sede Calaghe N3/2021 Dising Room  China Hyech Fimance Promation A0 § S2000 5 LBE000
191 021099 lade Galaghes WXVMN21 Bedroom Matrress France Seandacd 1A § 15625 S 108A S
104 2021200 Chantalle Dewrmnar sin NX/at Sedroom Bedroom Fumiumm Set Finance Promotion IR S2000% § a0550
105 200110 Sebastian Gruenewald Vi1 Sedecom Bedroom Furmitine Set Finance Promotian S : S14422% S a0
106 2021102 Chantalle Desmar ps NV31/2021 Sedroom Mattren Paid in Full  Promotion 2000 S S0000 5 130000
197 J021-100  Sebastian Groenewald  WI1/2021 (edngRoom  Fnd Tables Finance Standard 250 5 625 5 AN,

1on
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Sorting Data (1 of 3)

Data Type Options Explanation
Text Sort Ato Z Arranges data in alphabetic order
SortZto A Arranges data in reverse alphabetic order
Dates Sort Oldest to Newest Displays data in chronological order, from
oldest to Newest
Sort Newest to Oldest Displays data in reverse chronological

order, from newest to oldest

Values Sort Smallest to Largest  Arranges values from the smallest value to
the Largest
Sort Largest to Smallest Arranges values from the largest value to

the smallest
Color Sort by Cell Color Arranges data together for cells containing
a particular fill color
Sort by Font Color Arranges data together for cells containing

a particular font color
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Sorting Data (2 of 3)

= S Move selected level up
Add o level B st X ouete ot 05 Copy Lived | iz Qptions.. My data s Doediors
(-M St Om Ovder
: S0t by Department wl  Coll Valves v Ate2 -
( Set primary sort '—-——Mh — B o) e | —4—{ Date sort order '
Than by  Date v Ol Vaes ¥ Newest to Oldest v
Thea bty  amoun vl Col Values -

umum———-{ Amount sort order '

I“Jw w Ontop .

Font color sort

(ontcsloracet hy iy | (Red o o oy or o7

™A by  saei fen

o Cancel
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Sorting Data (3 of 3)

Custom Lists ? X
Custom Lists
Select custom list or NEW | Custom fsts: List m; ——
LIST to create a new list Son Mom Toe. Wed The Pt Sae Appliances, Lving Room, Dining 2dd
Sunday, Monday, Tuesday, Wednes Ty

Jan. Feb. Mar, Apr, May. Jun, Jul AL
January. February, March, Apeil. Ma

( Type each entry r

Press Enter to separate kst entries.

Add new list of entries |
to the Custom Lists box

Pearson Education, Inc. © 2020
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Filtering Data (1 of 5)

* Filtering—the process of displaying only those records that
meet specified conditions

» To apply a filter:
— Click any cell in the range of data to be filtered
— Click Filter on the Data tab
— Click the filter arrow for the column to be filtered
— Deselect the Select All check box

— Select the check boxes for the text that is to remain
visible

@ Pearson Copyright © 2020, 2017, 2014 Pearson Education, Inc. All Rights Reserved



Filtering Data (2 of 5)

H b B B Pad Fuantioe - Tmw ey Mo
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Lot & Raniturw Deta ettt A (owmemans Ders o
(1) . o Ambesse
A L] S <] i G "
+ Reid Furniture Store
1 Weonthly Tranaction.: March 2011
Fiber icon indicates © Duwn Payment Requiiement %
fibered name -
) =} > C v a o o =)
b M0 MAIZL fenAtel N2 Uwing Room  Sofa, Lovesedt, Chaw Package Fance Promomon
0 OXAL004  MARIE Larna VN2 Uving Reom  End Tebles Fnance Promonion
10 2021-00% oty Caes . NUM2L Applesces  Weaher and Deper Foance  Promotion
Enter dota to 11 X100 COK - ) W02 Uving Room  Sofa. Lovesest, Chaw Package Foanve  Promotion
search in field 12 2000007 MAARNE S Fober Fruen Sl v V2021 Owing Room  Duning Koom Tasle Finance  Promotion
15 W0 s Va/2033 ovw‘hoq_-‘ Daing Foom Table and Chany Fiance  Stendard
173831002 AN e Fees [ aeen Waher Pad in Full Promotion
uj:_n_nou €O« £ Ot Iyet st Dvirg foum Tesie srd Chany Foud inFull  Standard
T1 2001088 WAR = ’ Oahwaihes P in full  Standard
12 avasy  was T [T s fogien Wiph Sulrigeeatorn, Oven, Nctowave Combo femante  Promotion
Only two 2 M0101 e '-""“““ lanAm wts Poedd in ol Standard
WM 3 X0x e 'AG sntgrm a8 Tadler Pl in Pl Seandard
M0 e  Sandels =i ar Stocks Paid in bl Standard
vlenen v Dwing foom Table and Chaws feance  Stasdand
oMo e e . [Yembe. EnS Paidd in Full  Stasdard
™ XN0M VAR ( Additional text filters ’ VW01 Dwing Room  Dining Sioom Tabie and Chaes france  Standard
Status bar indicotes W X0 Cox VU021 Owing Room  China Match Fance Promonion
} Agolances  Welriges France Prormatian
number of records meeting LEn | cox u ~— My e
Moo o
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Filtering Data (3 of 5)
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W 02-006 AWM Amtecne Sardely WINXTL Becroom Bedeoom Famture Set e I
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¥ 023091 0K Amteose Sardets WII/302% >e Beig Avwoge
March Totals  Maroh mdisusd 0 Selected number filler Cui Dot
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Filtering Data (4 of 5)

A [} ¢
 Reid Furniture Store
J Meonthly Transactions! March 2021
! Down Payment Regquirement: pad s
4
13 2003-087  Jede £l Som Dt 10 Newest
25 2021009  lede A1 o
42 2021072  Ambx )
48 2021091  Ambe S &
4% 2021088  Ambe .
S0 2021086  Ambr
56 2021062  lede O B
58 202105  lade
W 2001081 Ambr et
71 2021046  lade ¢ 200
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83 2021010 Jede Jot
85 2021070  Ambr P
89 2021030  Jode P
%0 2021006  Ambr Z 13
91 2021000 Jode
9 2021067  Jade o
08
0
March Totals  March Indmdus
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Oven, Microwave Combo
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Table and Chary
Table and Chairs
Table and Ohairs
Table and Chairs
Table and Chairy
Table and Chany
Table and Chairy
at, Ohaw Package

at, Chale Package
o, Ohar Package
at, Char Package

a

finance Promotion
Finance Standard
finance Promotion
fnance Standard
Paidin Full  Standacd
Pald o Full  Standard
Finance Promotion
Finarce Promaotion
Finance Promotion
Finance Standard
Finance Standard
Finance Standacd
Finance Standard
Finance Promotion
finance Proemation
Finance Promotion
i . Pr ¥
finance Standard

4%
6,700
12,150

17

7580
7,500
10,000

12,500
7,500
12,000

8,400

$212.50
$1475.00
$3007.50
$ 2,085.00
$290 00
$ 208500
$1.500.00
$ LASS.00
$311450
$ 187500
$ 2,5%00 00
$ 2,140.00
$ 109500
$3125.00
S1A75.00
$ 3,000.00
$ 2,500.00
$2,100.00

5 636750
$ 500500
$ 91125
5 6.255.00
$ L9
5 625500
$ 450000
5 945500
$ 934150
5 56500
$ 250000
$ 042000
$ 508500
$ 937500
$ 5650
$ 900000
$ 750000
$ 630000,
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Filtering Data (5 of 5)

Customn Autofilter ! X
Select filter option } |
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T Uie 715 represent any wngle character
[ Select filter method ’ RN AT A
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Adding a Total Row to a Table (1 of 3)

 Total row—displays summary statistics
- SUBTOTAL function—calculates an aggregate value

=SUBTOTAL(function_num, ref1, ...)

where the function_num argument is a number that
represents a function and the refl argument indicates the
range of values to calculate
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Adding a Total Row to a Table (2 of 3)

Function Function Number Table Number
AVERAGE 1 101
COUNT 2 102
COUNTA 3 103
MAX 4 104
MIN 5 105
PRODUCT 6 106
STDEV.S 7 107
STDEV.P 8 108
SUM 9 109
VAR.S 10 110
VAR.P 11 111
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Adding a Total Row to a Table (3 of 3)

H 5 }3) Pt Fumtion - But [YRLR SN bplengtern M - o
Honmw iert Page Layost Formadas Dats Rovien ew el Neugn & Tel e what you wad b0 & - Shavw T2 Conpments @
QB A Cua ( fn A == P Bwnle Aicoumng m @ @ g E @ éun“ ’ 27 /o ’
'.”(DC"Y' 1y '2'&' - & 0 $-%9 AN Condtiaral ot Celt wuet  Delete Fovmet 2 Sl Fed s M
& Fermut Powtar o e e " Tormating < Tabie+ St + . @ Chow Fiter = Sebect *
Crptnan Port ™ srgnmew " e {TOh' Row M bQX S*C'.d ) teery e ~
aw . £ samtorae (owed) —{ SUBTOTAL formula ’ -
Trams Mo« Dote [« Selesfeit |« Saesleit o Department o Fur = Py Tpe « Tiam Type |« dmount < Oown Pay « | Owed - L " i) Cle
03 20005 V02021 sade Gallagher Dwning figcom  Onna Mutch Finance Promotion 140 620 (0 1860 00
104 2021007 N/30/2021 sede Gallagher  Bedroom Mattrenh finarce Standard 1,425 156.25 100875
105 2021300 3372001 Crantalle Dewmarais  Bodeoom Bedroom Furmnnure Set Finance Promotion 1.2  2308% 3450
100 2021-308  WIL/2001 Sebatien  Gruesewsld Bedeoom Dadroom Fumiture Set Finacce Promotion 5T 14 wunn
107 021-302  N31/2021 Chantalle Devmarals  Bedvoom Vattress Paid In Full Promotion 2000  2.000.00 .
100 2021-303  331/3021 Sabastien Geuenpwald Lving Room  End Tables Finance Standard 2505 a6 L
109 2021308 33172021 Ambrose  Sardelis  Appliances  Refrigecator Paidin Full_Standard L500 130000 -
e reea W0T0 19000050
m
‘|_’
"3
1.1 Total row
= List of functions
"
"7
".
"
Pearson Education, Inc. © 2020

@ Pearson

Copyright © 2020, 2017, 2014 Pearson Education, Inc. All Rights Reserved




Applying Conditional Formatting (1 of 5)

Highlight Cells Rules  Highlights cells with a fill color, font color, or border if values are
greater than, less than, between two values, equal to a value, or
duplicate values; text that contains particular characters; or dates
when a date meets a particular condition.

Top/Bottom Rules Formats cells with values in the top 10 items, top 10%, bottom
10 items, bottom 10%, above average, or below average. You
can change the exact values to format the top or bottom items or

percentages.

Data Bars Applies a gradient or solid fill bar in which the width of the bar
represents the current cell’s value compared relatively to other
cells’ values.

Color Scales Formats different cells with different colors, assigning one color

to the lowest group of values and another color to the highest
group of values, with gradient colors to other values.

Icon Sets Inserts an icon from an icon palette in each cell to indicate
values compared to each other.
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Applying Conditional Formatting (2 of 5)
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Applying Conditional Formatting (3 of 5)
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Applying Conditional Formatting (4 of 5)

- Data bars—apply a gradient or solid fill bar in which the
width of the bar represents the current cell’s value
compared to other cells’ values

* Color scales—format cells with different colors based on
the relative value of a cell compared to other selected cells

* Icon sets—symbols or signs that classify data into three,
four, or five categories, based on the values in a range.
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Applying Conditional Formatting (5 of 5)
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Copyright

This work is protected by United States copyright laws and is
provided solely for the use of instructors in teaching their
courses and assessing student learning. Dissemination or
sale of any part of this work (including on the World Wide
Web) will destroy the integrity of the work and is not
permitted. The work and materials from it should never be
made available to students except by instructors using the
accompanying text in their classes. All recipients of this work
are expected to abide by these restrictions and to honor the
intended pedagogical purposes and the needs of other
instructors who rely on these materials.
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