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Slide ID: 4035

Make Note of Spreadsheet 1D

o Online Excel Traiging for Stude

Make note of this number, which you'll use in
several places throughout the assignment.

My Assignments |@sheet ID: S5

Student Login 4

Don't have an account? |

Assignment name appears here I

2 !

Sign in to your account. S
4 Y k!'{Exercise name(s) appear here. Due Date appears here.

You haven't submitted your work yet. Submission _date appeafs here
after you turn in your assignment.

We’re here to help. Email us at support@studentsexcel.com
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This Exercise Requires Microsoft 365

Bookl - Excel

Home Insert Page Layout Formulas Data Review View Help

Account Privac :
e Product Information
‘ Manage Settings

Office Theme:
‘ Colorful

ig( 3 )to Office Subscription Product
- If you either don't have an Account choice Microsoft Office 365
ie for step 2, or you don't see the words

Export
This product contains

‘ | Microsoft Office 365 at the right you're
Publish s using an outdated version of Excel. ddEIIA

Manage Account Change License

Clase
You are entitled to a free copy of Microsoft Office 365. Log in with your university

9 email and password at www.office365.com to download and install the latest version
Account of Microsoft Office, which includes the newest version of Microsoft Excel.

Condh<sla

We’re here to help. Email us at support@studentsexcel.com
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Enable From Text (Excel for Windows Only)

cutoSave QD= Excel Options

L@ Homeé Iset  Page Layout Generd If you cannot carry out these steps you're not using Office 365.
b Please refer to the Office 365 slide at the start of the presentation
for information on how to access your free copy of the software.

Add-ins
[] From Acces s (Legacy) [] From OData Data Feed (Legacy)
Trust Center .
i y) [] From XML Data import (Legacy)

[] From Data Connection Wizard (Legacy)

Feedback

2

Options

Excel Options

Home Insert Page Layout Formulas Review View Help

General
. Queries & Connections
E: ® ¢ S

3 )fhulas

Data ; 4 From From From Table/ Recent h d

Proofing I — - Text/CSV  Web Range  Sources rom Text should now app.ear on
Make changes to the | A s , oy the menu. We'll use this

Save [¥] Disable undo for I3 - < ' - command later in the exercise.

T Disable undo for P ; Don't click the command just yet.

[@6 Change optio

Data options

[] Prefer the Excel Da
Disable undo for I3

We’re here to help. Email us at support@studentsexcel.com
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Step 1 of 34 Create and Save Blank Workbook

Bl save As

tart with a blank Excel workbook. |

Press Ctri+N or choose File, New
and then double-click Blank
Workbook if needed.

Home Insert Page Layout

Calibri

Paste

Clipboard

« 4 Bl > ThisPC > Desktop

Organize v New folder

A Name

Quick access

You don't have to save the file to
your desktop, but do save it
somewhere where you can find
Other locations itattheendtoturnin.

<

E,;] Thispc | . _ 3 v
Filena@

=+ ——
@ Add a Pl Save as type: Excel Workbook (".xlsx)

Authors:  David Ringstrom

Save Thumbnail

Click Save.
A Hide Folders

We’re here to help. Email us at support@studentsexcel.com
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Step 2 of 34: Import Comma-Delimited File

AutaSave IEI Text Import Wizard - St ' &

The Text Wizard has deterg

Home Insert Page Layout Formulas Review View Help

If this is correct, choose N@
— . . i = P :

Excel for Mac: Choose Data, Get External
Data, From Text in lieu of steps 1 through 4.

eries & Connections Original data type

ield,
each field.

Import Text File
4 M « david » Desktop Search Desktop

- 1 Region, City, Veny
= ' Io'th G2, Atlan®,

Organize « New folder

A ;e T - A ;S
[ This PC Name Date modified SRR CA,At.lan 2

s Worth c2,Aciant
J 3D Objects l:!—j Dashboard Transactions.csv =2 R
o 2
B Desktop 37 FruitSales.csv

"L Nawnlaade > A

File name: | FruitSales.csv

We’re here to help. Email us at support@studentsexcel.com
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Step 3 of 34: Import Comma-Delimited File

Text Import Wizard - Step 2 of 3 ?

This screen lets you set the delimiters your data contains. You can see how your text is affected in the

preview below, 9\

Delimiters
= Clear the checkbox for Tab.
10 emicolon i reat consecative delmiters as on
Text gualifier: |~ v
| | Space :
[] other:
Data preview
egion ity Vendor roduct [Jnit [Cases Sold [Total Sales
Jorth GA RBtlanta [Fruit R Us Pranges [Case [Eled c1€a0
orth GA Rtlanta [Fruic R Us Rpples [Case [E075 51d¢
North GA Rtlanta [Fruit R Us Kiwi ase [g052 E€E33
North GA Rtlanta [Fruit R Us Bananas [Case [EBE8 5548
Cancel < Back Next >

X

2|
23 |

|
A

0"

Import Data 7 X

Select how you want to view this data in your workbook
522 Tahle
PivoiTable Report
1 PivotChart
[b Only Create Connection
Where do you want to put the data?
isting worksheet:

®

¢
O ﬂewiwrorksheet

[[] Add this data to the Data Model

13 <

>

Properties.., _mh | Cancel

Y S [ Sl ]
1 ﬂRegion City Vendor
2 [NorthGA Atlanta  FruitRUs
3 |[NorthGA Atlanta  FruitRUs
4 |NorthGA Atlanta  FruitRUs

\North GA Atlanta FruitR Us

YOUR TURN: Assign the name
Data to this worksheet.

10 |North GA 2 Bob's Fruit

)

We’re here to help. Email us at support@studentsexcel.com
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Step 4 of 34: Set Query Properties

Vendor External Data Range Properties ? Xt Unit Cases Sold Total Sale
Atlanta FruitR Us S Case 6,168 61,68

7 Name: | FruitSales
FruitR Us

tlanta Case 6,079 85,10
Query definition Case 6,058 66,63

[V] save guery definition S Case 6,868 75,

Save password Jerries Case 1,996 29,94
esh control s Case 7,818 93,81
Prompt for file name on@ Case 1,565 21,91
Refresh every 160 1% minutes Case 9,967 99,67
Refresh data when opening the file 5 Case 9,842 98,42

rom worksheet before closing Jerries Case 8,993 89,93

7 |North GA Atlanta  Bob's Fruit
8 |North GA Atlanta  Bob's Fruit
9 ;North GA Atlanta Bob's Fruit
10 |North GA Atlanta _ Bob'sFruit
Data ‘

(= R SO

Data formatting and layout 5 Case 4,933 54,26

Include field names Preserve column sort/filter/layout Case 7,704 107,85

Review View Help Include row numbers Preserve cell formatting Case 5,518 71,74
Adjust column width 3 Case 8,442 126,63

derries Case 889 11,55

i

If the number of rows in the data range changes upon refresh:
@ Insert cells for new data, delete unused cells

Case 6,551 72,06
Case 2,605 31,26

O Insert entire rows for new data, clear unused cells

(O) Overwrite existing cells with new data, clear unused cells Case 3,317 '

5 Case 7,411 81,52
iFill d f las in col djacent to data;
il down formulas in columns adjacen E Eeiries case 6,227 93,40

I e b e sa5  mm

NOTE: The Properties command
will be disabled if you miss step
1 and your cursor is located
outside of the list.

We’re here to help. Email us at support@studentsexcel.com
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Step 5 of 34: Add Formulas

G

******************* K7 @ Je

FruitSaieﬁ
~ - =

6,168 [ }
6,079 '
6,058
6,368
1,996
7,818
1,565
9,967
9,842

in\lcnmhwwm‘

Excel copies the formulas FruitSales v Fe
down the column as
needed when you refresh. A B c
1 |Region |City Vendor

Format Cells...

2 |North GA :Ailanta Fruit R Us

7 orth GA Atlanta -me}\g

Choosing the file name from the
Name box in steps 5 and 6

allows you to navigate to the list
from anywhere in the workbook.

1,336 | 7 Edit Text Import..

Data Range Properties..,

We’re here to help. Email us at support@studentsexcel.com
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Step 6 of 34: Create PivotTable

Atlanta
Atlanta

7 |North GA Atlanta
8 |North GA Atlanta
9 ;North GA Atlanta
10 |North GA Atlanta
Data ‘

AutoSave @@ Z) v

=)

Vendor
FruitR Us
FruitRUs

Bob's Fruit
Bob's Fruit
Bob's Fruit
Bob's Fruit

Page Layout

o=
i
PivotTabl

i

PivotTables

Tables
A

Recommended Table

O

Pictures Shaped

1 |Region |City
2 |North GA Atlanta
3 |North GA Atlanta

Vendor
FruitR Us
FruitR Us

Create PivotTable

Choose the data that you want to analyze

(@) Select a table or range
Table/Range:

Choase Connaction,,,

Connection name:

DatalSAS1:SHSS51
(O) Use an external data source

6 J Click in this area to work with |
7 | thePivotTable report

Use this workbook’s Data Model 8 J

Choose where you want the PivotTable report to be plaf 9 \

() Existing Worksheet

Location:

Choose whether you want to analyze multiple tables
D Add this data to the Data Model

. aNTa
18 |North GA Atlanta
19 :North GA Atlanta
ZOV;North GA Atlanta
21 |North GA Atlanta
22 jNorth GA Blue Ridge
23 ]{North GA Blue Ridge

10|

11 |
12 |

LRI

Orange uGliad
Orange U Glad
Orange U Glad
Orange U Glad
Orange U Glad
Mountain Fruit

Mountain Fruit

We’re here to help. Email us at support@studentsexcel.com
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Step 7 of 34: Choose Fields

PivotTable Fields

Choose fields to-add to report:

~arch

] City
[] Vendo
[] Predu

(] Unit

Drag fields een areas below:

T Filters Il Columns

Defer Layout Update

A 8 | c | b
PivotTable Fields 1 |
Choose fields to-add to report: ; ?Rowl.abels =
4 |Mid GA
5 |North GA
6 |South GA
7 |Grand] PivotTable after you
3 add the Region field.
[ ] Per Cas\Price 9 | ' ' '
10| o
| Region | Data | (+)
Drag fields betwXen areas below: —— =
A B C
Y Filters Il Columns 1 ) -
2 |
3 ZRow Labels ~ Sum of Total Sales
4 'Mid GA 691787
~ 5 North GA 2108437
i Yakics 6 |South GA 249414
Sum of Total Sales 7 jGrandi 3249638
8
9 {

PivotTable after you add
the Total Sales field.

|t

|
|-
|

Defer Layout Update

Region | Data | (+)

We’re here to help. Email us at support@studentsexcel.com
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-~ Sum of Total Sales
691787

ALO0ADS

Replace the words Row

Labels with the word Region.

Region | Data |

Insert Page Layout Formulag

Calibri «11 +
B T U+ A A
o

Total Sales.

Remove the words Sum Of
but keep the space before

YOUR TURN: Adjust the column
widths to eliminate extraneous
white space

6 |South GA aa9814
7 |GrandTotal 3249638
8 |
9 |
10 \
11\

We’re here to help. Email us at support@studentsexcel.com

out
: iew Headings

Step 8 of 34: Apply Number Format

691,787
2,108,437
443,414
3,249,638

YOUR TURN: Format the
numbers with commas.

Dashboard.xlsy ~

Formulas Data

Formula Bar

Show
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Step 9 of 34: Automatic PivotTable Refresh

AutoSave 3

File Home Insert Page Layout Formulas Data Review View Help PivotTable Analyze Design

PivotTable Name:

PivotTable
A

Active Field:

Region

Active Fieid
C

Dashboard.xlsx -

Mid GA
North GA
South GA
Grand Total

|

|

y :
2
3
4
5
6
7
8
9,

Region -]  Total sales

4 Enable s i
( Refresh data when opening the file
691,787

2,108,437
449,414
3,249,638

‘ Region | Data |

= i@ Clear ~

[ﬁ' Select ~
PivotTable Name: PivotTablel

‘ ? @ Move PivotTable
Layout & Format  Totals & Filters  Display Printing! i) Alt Text Actions

L

PivotTable Options

PivotTable Data
Save source data with file

Retain items deleted from the data source

Number of items to retain per field:  Automatic 'vu

What-If Analysis

Enable cell editing in the values area

Cancel

We’re here to help. Email us at support@studentsexcel.com
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Step 10 of 34: Replicate the PivotTables

|

|(lty ~ | Total Sales 3 }Vendor ~ | Total Sales {Product |~ Total Sales
:Atlanta 1,416,079 ;Bob's Fruit 403,746 {Apples 614,847
;Blue Ridge 383,506 %Fruit Direct 308,852 EBananas 756,649
| Brunswick 235,373 1 FruitRUs 318,912 jKiwi 643,277
lCIarkesvilIe 308,852 7 §Fruitju 372,053 7 [Mixed Berries 518,888
;Macon 691,787 8 |Middle Georgia Fruit 196,017 |Oranges 715,977
iVaIdosta 214,041 9 jMountain Fruit 383,506 iGrand Total 3,249,638
10 }Grand Total 3,249,638 10 ::Navel Oranges & More 235,373

11| 11 |Orange U Glad 321,368

12 | 12 Oranges 'n Onions 214,041

13 | 13 |Whistlestop Fruit Stand 495,770

|
|
{

W oo N b w N

14| 14 Grand Total 3,249,638

)

IEOITLBN mAlP 8 CopY Of YOUR TURN: Make a copy of the YOUR TURN: Make a copy of the
Region worksheet and adapt it City worksheet and adapt it to Vendor worksheet and adapt it
to keame aCity pivottable. beome a Vendor pivottable. to beome a Product pivottable.

We’re here to help. Email us at support@studentsexcel.com
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Step 11 of 34: Top 10 Pivot Table

L
| 2
Top 5 Vendors ~ | Total Sales 3 |Top 5 Vendors

|Bob's Fruit 403,746 Al SotAtoZ :
'Fruit Direct 308,852 Excel for Mac: click Choose One in

1 Z H H
FruitR Us 318,912 Al sertZtoa the By value field in lieu of step 4.

Fruitju 372,053 More Sort Options..
‘Middle Georgia Fruit 196,017
'Mountain Fruit 383,506
10 }Navel Oranges & More 235,373
11 |Orange U Glad 321,368
127}Oranges 'n Onions 214,041

W N LB W N

Equals...

13 |Whistlestop FruitStand 495,770 ‘i Dnes NotEqual,.

.|| (Select All)
14 Grand Total 3,249,638 -
s [ .[7 Bob's Fruit Greater Than...

‘3 - Fruit Direct Greater Than Or Equal To...
1 [Vl Fruit R Us

YOUR TURN: Make a copy of the MlFruiy Hee e

Vendor worksheet and adapt it to -4 Middle Georgia Fruit Less Than Or Equal To...

beome a Top 5 Vendors - Mountain Fruit
pivaﬂaue. -[¥| Navel Oranges & More Between...

-[¥] Orange U Glad

Not Between..,

We’re here to help. Email us at support@studentsexcel.com
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Step 12 of 34: Top 5/Bottom 3 PlvotTable

C n E E G

Excel for Mac: Click the red dot in the
corner of the dialog box in lieu of step 6.

iTopSVen(!Oj op 1

1,
2
3 Fiiter entin
4 |Bob's Fruit | ¢ 5
5 |Fruitju - < 3 :

i ) Top v 51 |lems v | by | Total Sales |v
6 |MountainFry “- bt & : L L

7 fOrange UGla
8 |Whistlestop |
9 |Grand Total 1,976,443

1

Top 5 Vendors |IT Total Sales

Middle Georgia Fruit 196,017

';Oranges 'n Onions 214,041
Navel Oranges & More 235,373
‘Grand Total 645,431

Cancel

=< RN I = R I SN VE R S

2 |
3 iTop 5 Vendors
4 |Whistlestop Fruit Stand

b' i 3,
Fosivscnati 277%% | J"YOUR TURN: Sortthe Total Sales ,
| ' in descending order. T YOURTURN: Create a Bottom

FEuign s | 3 Vendors pivottable that is
. |Orange U Glad 8/ | sorted in ascending order.
|Grand Total 1,976,443 =

| Region | City | Vendor | Product | Top 5 Vendors | Data | *)

We’re here to help. Email us at support@studentsexcel.com
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Step 13 of 34: Create Clustered Bar PivotChart

Top 5 Vendors 7| Total Sales
fuit Stand 435,770
403,746

Select any cell within the Top
5 Vendors pivottable.

1,976,443

\ Top 5 Vendors ‘ Bt w. (¥

Dashboard.xlsx ~

3 Use this chart type to:
+ Compare values-across a f
categories,

Dashboard xlsx ~

[
PivotChart Analyze Design Format

esh Change Data
Source ~

Data

[e=] [ [E=] =l ==

Excel for Mac: Skip step 6 as the buttons
do not appear in that version of Excel.

Actions I Calculations i Show/Hide
J M (@]

600,000
500,000
400,000
() 300,000
200,000
100,000

7
Click on Total and press Delete to
remove the redundant legend.

m Total

Tip: The Total Sales and Vendors
{1 buttons should vanish from the chart
once you carry out steps 5 and 6.

'

We’re here to help. Email us at support@studentsexcel.com
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Step 14 of 34: Create Pie PivotChart

H

(N

Bottom 3 Vendors 1T Total Sales
Middle Georgia Fruit 196,017
_|Oranges 'n Onions 214,041
Navel Oranges & More 235,373
Grand Total 645,431

» Middle Georgia Fruit

w

= Oranges'n Onions

» Navel Oranges & More

Tip: If you make a copy ofthe Top 5 Vendors
worksheet, you'll also geta copy of the bar chart.
Click once on the copy of chart to select, and then

press Delete. You can then create the pie chart.

YOUR TURN: Create a pie chart based upon the
Bottom 3 Vendors. Remove the Field Buttons
and the legend from the chart.

| Region | City | Vendor | Product | Top 5 Vendors | Bottom 3 Vendors

We’re here to help. Email us at support@studentsexcel.com
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M

Chanﬂtle% ]
[] DataLabels <
Middle Georgia Center

Fruit Inside End
Navel Oranges & e

More A Outside End
37% . Excel for Mac: In lieu of steps 1 through 4 -

choose the Design menu, click Add Chart
| Element, Data Labels, and then Data Callout.

Expand/Collapse

Format Data Series

ﬂ Reset to Match Style ies Opti o ' Pranges &

flore

| Right-click the chart itself (Excel PoMeN | B7%
for Mac shift-click on the chart.) A G m

Angle of first slice

P:e Explosion ' The pie chart should
: = be exploded.

We’re here to help. Email us at support@studentsexcel.com
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Step 16 of 34: Rename pivot tables

ON3VE @ g 1 D3 hoard OSaVE O H OSEVE @ E‘
File Home 1 PivotTable Analyz File Home Insert Page Layout File Home Insert Page Layout
' 2 Table Name: g I_:B\_ =t PivotTable Name: | Active Field: PivotTable Name: | Active Field:
= = ‘ S L] 13 Top5_1234 Vend
Region1234 .‘ | Reftesh Change Data Vendor1234 Vendor -:p S :7 mﬁl.'\ or
i 'ASSlgn the name 4 Assign the name 6 ssign the name Top5_XXXX
RegionXXXX where XXXX VendorXXXX where XXXX is where XXXX is your 4 digit | ¢
1| is your 4 digit spreadsheet 1 | | your 4 digit spreadsheetiDto |§ ;| spreadsheetiD to the top 5
=l ID to the region pivottable. 5 l the vendor pivottable. 2 pivofttable.
3 |Region '~ | To® 3 EVen or .~ Total Sales 3 |Top 5 Vendors T | Total Sales
File Home Insert Page Layout File Home Insert Page Layout File Home Insert Page Layout
PivotTable Name: | Active Field: PivotTable Name: | Active Field: PivotTable Name: | Active Field:
City1234 City Product12d ) | | Product Bottom3_1234_)| Vendor
3 e =] . A i-=,-5 - [rw=] : ,7 S F=1 :
ssign the name CityXXXX where Assignthename Assign the name Bottom3_XXXX
XXXX is your 4 digit spreadsheet ProductXXXX where XXXX is where XXXX is your 4 digit
ID to the city pivottable. 1 [ | your4digit spreadsheet D to spreadsheet ID to the bottom 3
5 the product pivottable. pivottable.
3 A"City |~ | Total Sales 3 |Product P;_ Total Sales 3 |Bottom 3 Vendors IY._TotaI Sales

éludenm‘\\

We’re here to help. Email us at support@studentsexcel.com
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Step 17 of 34: Insert Slicers

'~ | Total Sales

it 403,746 .
308,852 ) _y

| Atlanta

——1 Product

Click any cell within

the vendor pivottable. ' Blue
[] Cases Sold

[] Total Sales
[] Per Case Price

. Apples

| Bruns

;Q-iﬂgve_l,.ozanges,& More 235,373
¢« » .| City 1 Vendor ‘ Product |

’ Clark ] Bananas

' Maco | Kiwi

' vald .| Mixed Berries

' Oranges

7

Two slicers appear on your
worksheet. Use your mouse to
Filter move the Productslicer to the

/ right of the City slicer. J

Top 5 Vendors 1 Bottom 3 Vendors | Jduct | Top 5 Vendors | Bottom 3 Vendors \

We’re here to help. Email us at support@studentsexcel.com
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Step 18 of 34: Slicer Demonstration

2 Choose Apples to see sales of
Apples in Atlanta by vendor.

Vendor |~ | Total Sales | City 2 || Product

Bob's Fruit 115,726 C e ||
Fruit R Us 146,736 |ananta _Apples

Fruitju 162,119 Blue Ridge Bananas
|OrangeUGlad 103,321
Grand Total 527,952

Total Sales
Atlanta 1,416,079
Blue Ridge 383,506
Brunswick 235,373
iClarkesville 308,852
‘Macon 691,787
Clarkesville Mixed Berries Valdosta 214,041

Macon - anges S—— Grand Total _ 3,249,638

Brunswick | Kiwi

W 0o~ s W N
W 00 N O W N

Valdosta

1)
Click on Atlanta to see sales
by vendor just in Atlanta.

Presently only the vendor pivot
1 tableis being filtered, or sliced,
if you will. We'll connect the
slicers to the other pivottables.

Hold down the Ctrl (or Cmd on Mac)
key to see sales of both Apples and
Oranges by vendor in Atlanta.

‘ Region ] City \ Vendor | Product l Top 5 Vendors Bottom : ... () Region | City | Vendor ‘

We’re here to help. Email us at support@studentsexcel.com
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Step 19 of 34: Sllcmg Multiple PivotTables

C A Cut
[® Copy

City [! Paste Options:

 Atlanta L

1¥ Ridge [B Refresh

Right-click on the City slicer
(or shift-click in Excel for Mac)

Clear Filter from "City"
Multi-Select "City"

Report Connections..,

. Remove "City"

Bring to Front

Send to Back
Assign Macro...

1 Edit Alt Text..

| Vendor
|Bob's Fr

FruitR

i3 Bottom3 1234

City1234
Product1234
Region1234
Top5.1234
Vendor1234

Sheet

Bottom 3 Vendors
City

Product

Region

Top 5 Vendors

Vendor

> Cancel ’

5)

YOUR TURN: Carry out the same
steps on the Product slicer.

| Region | City | Vendor

We’re here to help. Email us at support@studentsexcel.com

Product | Top 5 Vendors | Bottom: ...
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Step 20 of 34: Adding PivotTable Filters

Click both Clear Filter buttons
to redisplay all items.

' Total Sales
403,746
308,852

-||u

Bob 5 Frunt -'

Select any cell within
the Vendor pivottable.

9
10 }Navel Oranp,es & Mare 235,373 | |
4 Region | Clty l Vendor |

§:tudmtd‘\\

[] Cases Sold
Total Sales

1 =~ - -~ -

Filters

Vendor

Defer Layout Update

PivotTable Fields

Choose fields to add to report:

below:

1l

Columns

¥ Values

Total Sales

Two new fields appear above
the pivottable that we'll use to
create dynamic titles for the
two pivot charts.

383,506
235,373
321,368
214,041
435,770
3,249,638

10 | Mountam Fruit

11 1Navel Oranges & More

12 iorange U Glad

13 Oranges n Onions

14 |Whistlestop Fruit Stand
15 |Grand Total

16
17
18

18

1
\
|
|
\
|
|
1
1

\ Region \ City Vendor |

We’re here to help. Email us at support@studentsexcel.com
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Step 21 of 34: Dynamic PivotTable Chart Titles

A |
e AutoSave .@ =
|All Products

Home // Page Layout

© 495,770
403 746

Click the Save button to
Enter this formulain cell A1 of save your work.
the Top 5 Vendors pivottable. I i .

,000

: Grand Total 1,976,443 All Products Sales for -l

200,000
| Region | City | Vendor | Product | Top 5 Vendors |

A ‘ B C D

]

Top 5 Vendors T Total Sales
Whistlestop Fruit Stand 495,770
;Bob s Fruit 403,746
|Mountain Fruit 383,506
Fruitju 372,053
\Orange U Glad 321,368
‘Grand Total 1,976,443

']AII Products Sales for “\_\

=IF(Vendor!B2="(All)","All Products“,Vendor!BQ&" Sales for ‘)

7 To[nrvenuma T TUET SaTeES —
Whistlestop FruitStand 495,770 o
Bob's Fruit 403,746 2\

Mountain Fruit 383,506 Add &" Sales for" to the end
Fruitju 372,053 of the formula in cell A1.

_ Orange U Glad 321,368

Grand Total 1,976,443

W 00 SN o B W N e

200,000 . —
| Region | City | Vendor | Product | Top 5 Vendors | Bottom: .. (¥ Region | City | Vendor |
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Slide ID: 5224

Step 22 of 34: Dynamic PivotTable Chart Titles

A B C

_AII Products Sales for AII‘ETties

To
|Whistlestop Fruit Stand
|Bob's Fruit

|Mountain Fruit

495,770 &00a,000

403,746
383,506
372,053
321,368

1,976,443

500,000

| Fruitju 400,000
|Orange U Glad

_Grand Total

300,000

1
2 i
3
4
3
7]
7
8
9

[
=]

200 000
Product

Vendaor

A B C
1 |Top 5 VendorsAll PrMuﬂFales for All Citie

Chartl

Top 5 Vendors

=|IF(Vendor!B2="(All)","All Products",Vendor!B2)&" Sales for @IF{Venf._:lor!Bl="{AlI}“,“All ﬁties“,m

__.-——"""'f

Add this part to the formula, after the

closing " in your existing formula.

Bottom 3 Vendors

B

2 = 2
. 71€Top 5 Vendors"&CHAR(10)&l 4 —

E‘ﬂvhiatl ruitStand 495,770

Add "Top 5 Vendors&CHAR(10)& : :
after the equal sign and before
the first IF function.

Click on cell A1 and

then press Enter.

600,000

403,74 Click on the charttitle to select it.

383,510
9 Grand Total 1,976,443 377 053 400,000
1{] 2 [T =T= = N Y 279 259
| Region | City | Vendor | b | Region | City | Vendor | Product

Top 5 Vendors Bottom :© ...

Studentas

‘\\
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Slide ID: 5225

Step 23 of 34: Bottom 3 Dynamic Chart Title

="Top 5 Vendors"&CHAR({10)&IF(Vendor!B2="(All)","All Products",Vendor!B2}&" Salesfor  #
"&IF(VendoriB1="(All)","All Cities",Vendor!B1)

A B C D E F G

1 TopSVendorsAIIProduc|s$alesforAll Cities /

The entire formula. The CHAR function enables us to Top 5 Vendors
use non-printable characters in a formula. In this case || Products Sales for All Cities
CHAR(10) gives us a carriage return, which wraps our |
chart title onto two rows. This isn't apparent in cell A1
unless you click on cell A1 and choose Wrap Text, YOUR TURN: Click on the Chart Title and
which is optional for this assignment. ' - apply bold and underline formatting.

196 017

YOUR TURN: Craft a similar formula that will display <l Middie Georgia
Bottom 3 Vendors : kv
All Products Sales for All Cities
Use the IF and CHAR functions as shown for the Top
5 chart, and then link the formula to the chart title and >
provide bold and underline formatting. Y o

Bottom 3 Vendors \ Data ’

2 |
3.
4 |
5
6
7
8,
B

[js
=]
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Slide ID: 5226

Step 24 of 34: Creating a Linked Picture

AutoSave (@ o) (] E] 9~

Excel for Mac: the arrow
appears to the right
instead of the bottom.

| YOUR TURN: Insert a new
4 | worksheet atthe start of
5 | the workbook. assign the
name Dashboard, and
remove the gridlines.

2 Ty L)) il <
I U r? sales |

[_Eirﬂ E—Wﬁ B’L :787L

I ‘

| Dashboard 437 ¢
2 Paste Values 414 ’
1( Select the Region pivottable. 1 2 ey HJ 638 |
2 2| 123 Lg23
|Region | |f'Total Sales 3
{MidGA EATCH 4 Select cell A1 on the
|NorthGA 2,108,437 5 Dashboard worksheet. ~—
3 South GA 443,414 6 Paste Joed Linked Picture (1)
Grand Total 3,249,638 7
8\ 8
9 9
10 101 : L _
.. | Region | city | V.. > Dashboard | Regio ... ©) | Dashboard | Region | City
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Step 25 of 34: Add Picture Border

B 2P q
! &e glon v— Total Sales David Ringstrom ¥
2 lMid GA 691,787
3 North GA 2,108,437
\South GA 449,414

%randTo 3,249,638 = . M Automatic

E'[_;‘ Selection Pane

Theme Colors

5 5 s Picture Styles ' ‘ Arrange
Click once on the linked picture. HE EEEE EMN

J K p Q

"III|||||| o ————
o L

Standard Colors
| N | HEEEN

EI No Outline

. 4 More Outline Colors... (1
b. >

o Sketched

Dashes

Dashboard | Regio ... (#) tom 3 Vendors | Data |
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Step 26 of 34: Assembling the Dashboard

B o | A B C D C |

|Region |~ Total Sales | | vendor 7| Total Sales || Product |~ Total Sz
[ Mid GA 691,787 ||Bob's Fruit 403,746 || Apples 614,9
|| North GA 2,108,437 || Fruit Direct 308,852 || Bananas

(JSouth GA 445,414 LFruitR Us 318,912 [IKiwi 643,
| Grand Total 3,249,638 || Fruitju 372,053 || Mixed Berries

Middle Georgia Fruit 196,017 || Oranges 715,
Mountain Fruit 383,506 |J Grand Total 3,249,6

|Atlanta 1,416,073 I Navel Oranges & More 235,373
|BlueRidge 383,506 N orange U Glad 321363, | [AOEEEEMIES :

|| Brunswick 235,373 Whistlestop Fruit Stang
Bob's Fruit

|Region |~ Total Sales
(| Mid GA 691,787
(| North GA 2,108,437
/| South GA 445,414

| Grand ToAal 3,249,638
1H E\

Move the linked picture
slightly so thatthe border
can be seen on all four sides.

|| City " Total Sales

W o N s w N

Oranges 'n Onions 214,041

| Clarkesville 308,852 Whistlestop Fruit Stand 495,770 ) .
|| Macon 691,787 1l Grand Total 3,249,638 Mountain Fruit

|| Valdosta 214,041 Fruitju

| Grand Total 3,249,638 | | Bottom 3Vendors |17 Total Sales | | Orange U Glad
Middle Georgia Fruit 196,017 | |Grand Total
Oranges 'n Onions 214,041
Navel Oranges & More 235,373
Grand Total 645,431

YOUR TURN: Create linked pictures for the otherpivot
tables. The exact placement is at your discreation, so don't
try to necessarily get things in exactly the same position.

| Dashboard Region City ‘ Vendor | Product Top 5 Vendc ...
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Slide ID: 5229

G

= Refresh Data

Right-click (or shift-click in
Excel for Mac) on the Top 5
Vendors chart.

100,000
500,000

10 200,000
11|
12 100,000
13 |
14 |
15|
16 |
17|
18 |
19 |
20 |
21|

Whistlestop
Fruit Stand

ey
L0
?:' Reset to Match

A Font..,

[ﬂ] Change Chart
d'['g"] Save as Templa
ﬁ;ﬁ]‘ Select Data...

7 Move Chart...

1
2
3
4
5
6

7
8
9
10

19|

.’ Whistle

Bob's Fl

_ Mountz

]Fruitju
EOrangg
Grand 1

A

—_— ‘ 1!\0.0[307-

Choose where you want the chart to be placed:

I_J{_J’J_] () New sheet: | Chart1

3 —

\ Top 5 Vendors | Bottom 3 Vendors | Data |

20 \
21 |

22|

600,000

3
| 400,000
4

| 200,000

YOUR TURN: Move the chart to the
bottom left-hand corner of the
dashboard. Resize the chart if

necessary, but you can keep the current
size if you have room on-screen.

Whistiestop
FruitStand

| Dashboard | the right-hand side of the dashboard.
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Step 28 of 34: Adding Borders to the Charts

3

i Dashboard | Region

A LE I Sl

|

\|Atianta
|Blue Ridge
| Brunswick
| JClarkesville
||Macon

||Valdosta '
|GrandTota  3249,638

{JReglon |~ | Total Sales

'i Grand Total 3,249,638

Vendor
Bob's Fruit
Fruit Direct
FruitR Us
Fruitju

~ | Total Sales
403,746
308,852
318612
372,053

691 787
2,108 437
445,414

o)

South GA
Mixad Berries

196,017

Middle Georgia Fruit
Mountain Fruit

Oranges
.~ | Total Sales 383506 ||Grand Total

= Tot Sales

614,847
756,649
643,277
518,838
715,977
3,249,638

1.416,079
383,506
235,373
308,852
691,787
214,001

Navel Oranges & More
QOrange U Glad

Oranges 'n Onions
Whistlestop Fruit Stand
Grand Total

235,373
321 368
214 41
455,770
3,249,638

Whistlestop F
Bob's Fruit
Mountain Frui
Fruitju

Bottom 3Vendors |I¥| Total Sales | JOrange U Glad

Middle Georgia Fruit 156,017 | |Grand Total

Top5 Vendors(

QOranges 'nOnions 214041

Navel Oranges & More
Grand Total

235,373
645,431

YOUR TURN: At this point your dashboard
should look something along the lines of what
you see here. Use the Format menu to add
borders to the charts in the same fashion that you
did the linked pictures. In this case you may also
need to change the border color to black.

Top 5 Vendors
All Products Sales for All Cities

Whistiestop
Fruit Stand

500,000
400,000
200,000
Bob's Fruit Mountain Fruit

Fruitju Orange U Glad

Bottom 3 Vendors
All Products Sales for All Cities

Middie Geargiz
Fruit

~ 30%
" e g 3
"ﬁges n

Oonions

33%

Navel Oranges &
Mors

37%

City | Vendor | Product | Top5Vendors | Bottom 3 Vendors | Data |
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Step 29 of 34: Move Slicers to Dashboard

L

D

| Total Sales
| 403,746
| 308,852
318,912
372,053
196,017
383,506
235,373
321,368
214,041
495,770

| 3,249,638

[l Paste Options:

[&

zd

!

|
vV —
W —

v —

[h

T

.. | Vendor 0
L]

1]
Refresh
SortAto Z

SortZto A

Multi-Select "City"

Report Connectio

Remoye "City"

Bring to Front

Send to Back

1)
20 Bottom :

21 || Products Sa
22

- © C —0
2 City = ‘
> | Atlanta \
4 !
5 ' Blue Ridge |
6 | Brunswick \
7 | R )
Paste Special... 3 y| Clarkesville ‘(5

J Smart Lookup ? Is l Macon \

10 | ‘

B
£
-

Insert...

17 Valdosta
4 1

The slicer should now
appear on the dashboard.

O

Delete...

Clear Contents

Filter

Sort

YOUR TURN: Move the Product
slicer in the same fashion.

Get Data from Table/Ra

21 || Products Sales for All Cities

22 Middle Georgia
New Note | idd

= Dashboard Regio ...

New Comment

We’re here to help. Email us at support@studentsexcel.com
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Step 30 of 34: Format Slicers

AutoSave (@ off) e~ Dashboard.xlsx ~ Davi Ringstrom
File Home Insert Page Layout Formulas Data 3 ew View Help @ 1 Share = D)
Slicer Caption: g-n-i\ DJ Bring Forward ~ ll,:_"=‘ v S Columns: 3 7 >I r-[l Height: | 1.01" A
— Sy & - =i | Jo L -
City ; ""n ) [CjSend Backward ~ IH1 1 [|Height [0.26"  °
£po : : = ~ | | BFwidth: " &
Slicer Settings ~ Connections | [:r&‘ Selection Pane =] EWldth: 1.04 / e Width: 335 v
A\ Slicer les! Arrange Buttons Size (o)
- - | N O |
Pick a color or style of your choice g
. - s ¥ 4
from the Quick Styles section. Y
B T 756,649 | Atlanta | BlueRidge || Brunswick
¥ _
= 643,277 | Clarkesville || Macon | valdosta
—2dBerries 518,888 X
B 1ges 715,977 : =
7 ydTotal 3,249,638 Product
8#
o 5Vendors ¥ TollSales| | APPleS | Eaiares
10 stlestop FruitStand 495,770 | Kiwi | Mixed Berries 3
11 s Fruit 403,746 e | slicer to have two columns and a
12 ntain Fruit 383,506 g different style thanthe City slicer.
13 tju 372,053
14 hge U Glad 321,368
Dashboard | Region ] City ‘ Vendor | Product [ Top 5 Vendors ] Bottom 3 Vendors | Data | #
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Step 31 of 34: Slice a City and a Product

) o o B ] - F | G T

(|Reglon = Total Sales [{vendor ! Total Sales Product -¥ Total Sales City

North GA 281,176 ||Bob's Fruit 99 670 Kiwi 281176 —— -
GrandTota 281,176 ||rruicrus 66,638 GrandTotal 281,176 | Atlanta | BlueRidge  Brunswick

Fruitju 71,747
Orange UGlad 43,121

- Grand Total 281,176
|iCity 1T Total Sales Product

LA Ll Bananas
|Grand Total 281,176 Top 5 Vendors ‘7' Total Sales

Bob's Fruit 93,5670 i Ki § Mixed Berries
Fruitju 71,747
FruitR Us

Orange U Glad

Bottom 3Vendors |7 Total Sales| |Grand Total 11,17 x :
Orange U Glad 43121 Pick any city and any product. The Top 5

Fruit R Us 66,638 Vendors chart will display fewer than 5
Fruitju 71,747 vendors, which is expected. The Bottom 3
Grand Total 181,506 chart may show less than 3 vendors as well.

Ciarkesville Macon Vaidosta

W 0o~ v o e

Cranges

Top 5 Vendors Bottom 3 Vendors
Kiwi Sales for Atlanta Kiwi Sales for Atlanta
Orange U Glad

<404

= R
il - — \/

Frudt R Us

37%

| Dashboard | Region | City | Vendor | Product | Top5Vendors | Bottom 3 Vendors | Data |

Bob's Fruit Fruitju ut Orangs UGlad
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Step 32 of 34: PivotTable Drill-Down

B

C D

Region
North GA 281,176 || Bob's Fruit

7 Total Sales | | Vendor I

North GA Atlanta Omnge U CKiwi

Grand Tot 281,176 ||FruitRUs North GA Att.la,.'._‘,t.a .le,tju , K'Wi :(.:a.se_. ‘ 5519 71747 f
Fruitju North GA Atlanta FruitRUs Kiwi Case 6058 66638
- - North GA Atlanta Bob's Fruit Kiwi Case 9967 99670

Excel for Windows:Double-click "é‘\

the Region linked picture. Excel creates a drill-down worksheet to

show the underlying details. Assign the

Excel for Mac: Manually activate name Drill-Down to this worksheet.

the Region worksheet.

W o N i &6 W N

e
%o

|

) ' Region | City | Vendor | Product | Top 5Vendors .. (%)

| Dashboard | Regio ...

B3 shboardxlsx ~ , F G H
\ o) Cases sold B Total Sales B per Case Prild

YOUR TURN: Display the Sum for
Cases Sold and Total Sales, and
the Avera.e for Per Case Price

7 T 10

2486 | ol 281176 1175

View Help Table Design

Region |~ | Total Sales
North GA 281,176
Grand Total 281,176

4 v Header Row First Column

Last Column

v Banded Rows Banded Columns

1
2
3
4
>

uble-click the Grand Total

s 2 Table Style Options
Amount. Your region may differ

depending up on what you
choose in the slicer.

¢ » .| Drill-Down | Regio .. (&
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Slide ID: 5235

25 50,000
26

27 Bob's Fruit

28|
29 |

oL S

32| Select any cell beneath the]

dashboard.

Text JHeader
Box J& Footer

Step 33 of 34: Insert Text Box

31|
32
33
34
35

29 @ . .
30”7 Type a couple of sentences that describe your thoughts (good or bad) about '\

Qext box if you wish to edit the text again.

Hold down your left mouse button and draw
a rectangle of this approximate size. You
don't have to be precise here with sizing.

Dashboard Drill-Down | Region Vendor | Product

City |
B | ¢ | D E F G H

this assignment. You'll see that text wraps automatically in a text box, much
like a Word document.

Press Enter a couple of times to see how you can skip a line.

Click any cell once you're done editing the text box. Double-click inside the

)

I Dashboard Vendor | Product

Dnll-Down | Region | City
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Step 34 of 34: Submit Your Work

Orm - o 5 ) MAKE SURE THAT YOUR WORKBOOK IS NOT OPEN IN EXCEL.

| IMPORTANT: Close Excel. «F = Then follow the prompts after you click Submit Exercise. You
£

will upload a corrupted file if you leave it open in Excel.
Don't Save I Cancel |

ACCT 3100 Intermé gncial Accounting |

Editing Tdeas ~

My Assignments | Spreadsheet ID: % ©

A confirmation appears onscreen. Click the file name to
download and check your work. Click the Submit Newer Version
button if you wish to resubmit your work.

prnitted the file Aging Schedules.xisx on

SR8
' o ol
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