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Reporting: What shortcut way that you will
learn in this part?

® Conditional Formatting
®Chart

® Data Filtration



Conditional formatting

To help you visually explore and analyze data, detect
critical issues, and identify patterns and trends

Helps to answer these questions by making it easy to
highlight interesting cells or ranges of cells, emphasize
unusual values, and visualize data by using data bars,
color scales, and icon sets.

A conditional format changes the appearance of a cell
range based on a condition (or criteria). If the condition is
true, the cell range is formatted based on that condition; if
the conditional Is false, the cell range is not formatted
based on that condition




Conditional formatting

s Mormal Bad Goo
EJ
IR Forrrat =< | Neutral [calculation | E

Formatting = Table~ Format cells that are GREATER THAN:

Highlight Cells Rules » Greater Than... N 4000 with | Green Fill with Dark Green Text
[ TopmottomRies > | [ Less Than.. ) Lok || cner |
_EE_ Data Bars k E Between...
_E_ Color Scales k _|E| Equal To... A E C D
_ 1 Salesperson May June July
=] leonSets ' Text that Contains... 2 | Albertson, Kathy $3,947.00 $557.00 $3,863.00
5 |Allenson, Carol 5$4,411.00 $1,042.00 59,355.00
E NewRule.. o A Date Occurring..
B Clear Rules , | B 2 |Altman, Zoey $2,521.00 $3,072.00 $6,702.00
] Manage Rules... Duplicate Vahses._ 5 | Bittiman, William $4,752.00 $3,755.00 $4,415.00
& |Brennan, Michael $4,964.00 $3,152.00 $11,601.00
More Rules.. 7 | Carlson, David $2,327.00 $4,056.00 $3,726.00
5 |Collman, Harry $3,967.00 $4,906.00 59,007.00
g |Counts, Elizabeth $4,670.00 S$521.00 54,505.00




V-Lookup Function

Basically, VLOOKUP lets you search for specific information in your
spreadsheet. (larger and more complex spreadsheets)

A t C
1 Product 1D Product Name Product Price
2 MEA7879 Measuring cups $4.99
3 LAD7890 Ladle $7.25
sSLO7881 Slotted spoon $4.50
copP7882 12" copper skillet $89.79
GAR7883 Garlic press $3.99
CAN7884 Can opener $6.49
FOI17885 Foil wrap $7.87
COL7886 W Colander $14.09
MES7887 PMesh sieve $8.89
1 CHE7888 Cheeseclioth $2.89
12 [ COP7889 c2 - fx | =vLOOKUP(A2, Products!$A$2:5CS13, 3, FALSE)

RAM7890

A B C D E

2 |MEA7B79  Measuring cups _ $4.99| $0.00

3 GAR7883 $0.00

CHE7888 $0.00

Tax $0.00

Order Subtotal $0.00



Charts

® Create a Chart

® Modify a Chart

® Chart Tools

® Copy a Chart to Word



Create a Chart

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

| [~ ’ = iy = -
| o0 lag 8 1?2 - -
nded Table  Pictures Online Appsfor  Recommended

es Pictures &+~  Office Charts - |
[Hustrations Apps Charts

To create a chart:

® Select the cells

® Click the Insert tab on the Ribbon

® Click the type of Chart you want to create




Modify a Chart

® To move the chart:

® Click the Chart and Drag it another location on the same
worksheet, or Click the Move Chart button on the Design
tab 2 Choose the desired location (either a new sheet or a
current sheet in the workbook)

To change the Chart Type of the chart:
* Click the Chart
* Click the Change Chart Type button on the Design tab

CHART TOOLS

VIEW DESIGN FORMAT

N it diat b

A\ N

a By ol

Switch Row/ Select Changeb Move
Column  Data  Chart Type Chart

Data Type Location




To change the data

included in the chart:

P . HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW DESIGN = FORMAT
Click the Chart ) ——
® Click the Select Data S
A2 v/ g || Adaad
button on the Design tab [ ==
c D -
5 I Chart data range:  =Sheetl!SAS2:SE6515] @]
2 jMonday 24
3 [Tuesday 3 " | [&] switch Row/Column
4 [Wednesd: a
5 Thursday 6 vl.rergrgndEnrniesﬁen_esr) 2 I-Vlronrzontal_@atrergorry]VA{isEabglg
6 |Eriday 3 7 Add H 7 Edit J X Remove J | l [7 Edit ‘
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13 [Friday 2 Hidden and Empty Cells | [ oK ] [ Cancel

To reverse which data are displayed in
the rows and columns:

* Click the Chart

) . N \ '
*Click the Switch Row/Column _u[} il l I
tton on the Design tab L el

Data Type

i

Move
Chart

Location




To modify the labels and titles:
® Click the Add Chart Element

® On the Design tab, click the Chart Title or the
Data Labels button

® Change the Title and click Enter

.
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ChartTools

The Chart Tools appear on the Ribbon when you
click on the chart. The tools are located on Design
tab/ribbon.

n'.] H ©- ; Bookl - Excel CHART TOOLS
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN FORMAT

: o : T — . p—
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Add Chart Quick  Change - _| ' Switch Row/ Select Change

Element ~ Layout~ Colors » Column  Data  Chart Typ:

Chart Layouts Chart Styles Data Type




Data Filtration

®To narrow down the data in your

worksheet, allowing you to view only the
information you need. It can be use and
help you to find information quickly.



Sort &

102
1023
1025
1031
1032
1033
1034
6100
6101
6102

Filter

[} T.p- Advanced

Filter

Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Projector
Projector
Projector
Projector

Equipment Detail

15" EDI SmartPad L200-3 Laptop  15-5ep-15
15" EDI SmartPad L200-3 Laptop  14-Aug-15
15" EDI SmartPad L200-3 Laptop 08-Aug-15

15" EDI SmartPad L200-4X 26-5ep-15
17" Saris X-10 Laptop 04-0ct-15
17" Saris X-10 Laptop 19-Sep-15
17" Saris X-10 Laptop 24-Sep-15
17" Saris X-10 Laptop 25-Aug-15
Omega VisX 1.0 28-Sep-15
Omega VisX 1.0 26-5ep-15
Omega VisX 1.0 22-hug-15
Saris Lux T-80 01-Sep-15

{

15-Aug-15
04-Oct-15

26-5ep-15
21-Aug-15
01-0ct-15
27-5ep-15
23-Aug-15
04-Sep-15

= Checked nuh Checked InI Checked Out B',rl

Sofie Ragnar
Hank Sorenson
Jennifer Weiss
Min Seung

Nick Ortiz
Stanley Geyer
George D'Agosta
lay Peralta

Win Armitage
Michael Earley
Jamila Kyle

Jolie Chaturved



Brainstorming

e How to create conditional formatting?
e How to create chart?
e How to use Filtration and V-Lookup function?

e How to turn the data into meaningful outcome by
Excel?
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