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1. Excel Basics
Calculation and Formula

Charts

> W0 Db

Other Spreadsheet Works on

Excel
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4. Other Spreadsheet Works on Excel

1) Sorting /The following files are used in this\
2) Filtering slide.
Grading Example:
3) Basic Data Analysis https://goo.gl/iPheGL
"  Preparing Tools for Data Survey Example:
Analysis K https://goo.gl/gXnkP38 /
® Analyzing Frequency of the
Data

® Using Descriptive Statistics

4) Conditional Formatting
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4.1 Sorting

‘0

+* We’ll use the following score data as an example
A | B | C A | B | C
1| No. Score  Grade . 1| No. Score  Grade
2 1 %0 A We want to sort the data, first by Grade . T A
3 2 67 C |
B (Smallest (A) to Largest (B)), and if grades e
| 6 1 90 A
o e are equal, we then sort by Score (Largest 7 s o A
8 7 69 c 8 55 89 A
9| s 77 B (100) to Smallest (0)) 9 32 88 A
10 9 57 D 10 | 47 84 A
11| 10 99 A 11, 29 82 A
12 1 59 D 12 49 82 A
13 12 75 B 13| 69 82 A
14 13 51 D 14 67 81 A
15 14 59 D 15| 23 79 B
16| 15 92 A 16| 34 78 B
17 16 77 B 17 35 78 B
18| 17 47 F .o . . 18] 8 77 B
19 18 o8 A We need to sort by 2 conditions, in this 19 16 77 B
20| 19 59 D 20 64 77 B
21, 20 76 B order: 21| 3 76 B
22 21 61 C 22 20 76 B
3 | 23 12 75 B
= > o 1) Sort by Grade, from smallest to largest 2| 6 " .
25| 24 66 c 25 41 74 B
26 25 61 c 2) Then by Score, from largest to smallest 26| 38 72 B
27 26 62 C 27_ 50 72 B
28 27 61 c 28 59 72 B
29| 28 59 D 29| 63 70 B
30 29 82 A 30 7 69 C
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4.1 Sorting

A B | C

. . 1 No. Score Grade
Steps in Sorting 2 1 % A
3 2 67 o
4 3 76 B
(1) Select the data range to be sorted 5 4 60 c
6 5 53 D
By drag the mouse to cover the range of the 5 e o
9 8 77 B
data 10} 9 57 D
11 | 10 99 A
12 | 11 59 D
OR 13 | 12 75 B
14 | 13 51 D
. . 15 14 59 D
just click select column A, B and C T o A
17 16 77 B
OR 18 17 47 F
19 | 18 98 A
. 20 | 19 59 D
Click cell A1, press 21 20 76 B
22 | 21 61 C
. 23 22 58 D
1. Ctrl-Shift-—> 24 23 79 B
¢ 25 | 24 66 C
2. Then Ctrl-Shift- 200 25 61 c
27 | 26 62 C
- . 28 27 61 C
This should select the entire block of data 20 23 59 D
30 29 82 A
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4.1 Sorting

Steps in Sorting (cont.)
(2) Under Data tab — Sort & Filter group, click Sort

Home  Insert Page Layout  Formulas [EEEE]
= M & /s HB * || 5
[& o2 G T o 122

Get External MNew i= Refresh — | Z| Sort  |Filter Data
Data~ Query ~ DE‘.- All= =) / " Tools~
Get & Transform | Connections \\ cort @ Filter
P d
~ -

L Wsort by first column, from smallest to largest

® Sort by first column, from largest to smallest

Sort ? X

. -
Sort Deflne hOW yOU Want tO Sort ¥4 Add Level || X Delete Level || ER) Copy Level Options.., My data has headers
~&olumn Sort On Order
Sort by «| |values v| |Atoz v
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4.1 Sorting

Steps in Sorting (cont.)
(3) Select the column to be consider first (Sort by)

Sorting by Your Own Conditions

Add extra column for ~
Sort tie-breaking (Remove a column from
& = sorting conditions
Sort Y,
i "%,L Add L ‘ < Delete L E@ Copy Level A || w | Options... ‘ My data has headers
Column Sort On Order
Sort by INO. . IVaIues | V ELSmallest to Largest
gcc_,}é ...................
Grade \
In case the first row

[ Select how to sort

contains headers

[ Select main column for sorting conditions

J

oK ‘

Cancel ‘

(3.1) Sort By: We will set the main column to be Grade

(3.2) Order: We will sort from Smallest grade (A) to Largest grade (F)
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4.1 Sorting

Steps in Sorting (cont.) Sorting by Your Own Conditions

(4) Click Add Level to define secondary (tie-breaking) column (Then by)

?
'J‘E | Add Level ‘ Sort : X
"'%,L Add Level ‘ x Delete Level ‘ E@ Copy Level ‘ - ‘ | Options... My data has headers
Column Sort On Order
Sort by ‘Grade |EH |Va|ues ‘ZH iA toZ |E||
TheniBy | score [ | |Values v | argesttoSmallest ] |

(5) Click OK

oK ‘ Cancel

(4.1) Then By: We will set the main column to be Score

(4.2) Order: We will sort the rows with equal grade from Largest to Smallest
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4.1 Sorting

Ad A | B |
The RGSU't 1 | No. Score Grade
2 10 99 A
3 18 98 A
We want to sort the data, first by Grade (Smallest e
6 1 90 A
(A) to Largest (B)), and if grades are equal, we 7 e %0 A
8 55 89 A
then sort by Score (Largest (100) to Smallest (0)) 9| 2 | 8 | A
10 47 84 A
11 29 82 A
12 49 82 A
sort : = 13 69 82 A
1 14 67 81 A
"'%,L Add Level xgelete Level || E@ Copy Level ‘ “~ v Options... My data has headers 15_ 23 79 B
Column Sort On Order N 34 78 B
= 17 35 78 B
Sort by ‘Grade |;” ‘Values 18 8 77 B
Then by !IScore |i|| |Va|ues 19| 16 77 B
20 64 77 B
21 3 76 B
22 20 76 B
23 12 75 B
24 6 74 B
25 a4 74 B
26| 38 72 B
(0] 4 | Cancel ‘ 27 | 50 72 B
: 28 59 72 B
29 63 70 B
30 7 69 C
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4.2 Filtering

A B C u . . . g m
I No.  Score Grade Filtering is limiting rows to be A | B |
2 1 90 A 1 No. Scor Grade-r |
3 2 67 c - 4 3 76 B
R displayed to only those that R
5_ 4 60 C . . a gi 8 77 B
& s | = | 0 match a certain condition 3 12 75 B
— 17 16 77 B
g] ; 33 E 21 20 76 B
10 9 57 D el 23 73 B
1 10 99 A 35| 34 78 B
2, 1 59 D 36, 35 78 B
13 12 75 B 39 38 72 B
14 13 51 D 2 a 74 B
15 14 59 D . 51 50 72 B
6 5 | = . We filter the data to 60| 5o - .
7] 16 77 B 64 63 70 B
B 7 4 F only show the rows 65 64 77 B
19 18 08 A -
20 19 59 D . —
21 20 76 B with grade B 2l
2| 2 61 c I
23| 2 58 D s
24| 23 79 B 76 |
25| 24 66 c 77
26| 25 61 c 78
21| 26 62 c 79
28| 27 61 c 80
29 28 59 D 81
30 29 82 A
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4.2 Filtering

1) Using Filtering

Under Data tab, select Filter command

Filter (and sorting) tools will appear

— o gy,

Data Review View o Tell me what you want to do P A | B T~ S
e \1:?N0. '~ Score ~ | Grad@
Clueries ||j (=] Connections A H l, \"F: Clea 4 T 3= == g6 —--"8
s R _ £ I | 7 6 74 B
Table i |:z| Properties el l'f. Reapply = . . i
=3 £ rt Hter )
t Sources All= o Edit Links al \\ R Yo Advanced 13 12 75 B
arm Connections Sart & Filter 17 16 77 B
21 20 76 B
24| 23 79 B
35 34 78 B
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4.2 Filtering

2) Example: Filter the rows to only those with grade B

(1) Click the ¥ button at

Aﬂ]i A B A A | B | C
1 No. v| Score | Gradé~
p .lr] Scordr] ra Grade header (Cell C1) 1 No. v/ Score~ Grader
2| SortAtoZ 4 3 76 B
z -[m] (Select All) .
Al SortZtoA CA 7 | 6 74 B
Sort by Color ’ E 9; 3 77 B
Y. Clear iltor Fromy “Grade e 13 12 75 B
i b 17 16 77 B
g Lo 21 20 76 B
ext Filters 4 F ]
: 5 24 23 79 B
Searc =
35 34 78 B
il (2) Check v Only 36 35 78 B
vl A —
39 38 72 B
c Grade B 42 41 74 B
¥b i 1
(3) Click OK o - :
64 63 70 B
| 65 64 77 B
OK ‘ Cancel ‘ —
72
200 19 59 D 73
21j 20 76 B
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4.2 Filtering

3)3 Ways to cancel filtering N P (1) Under Data tab —>

8l SortAtoz e Y Reapply

Yoasances  OOFt & Filter group,

—— P R

Z| SortZto A

Sort by Color - click Clear

?;:.; Clear Filter From "Grade”

- OR (2) Click Clear Filter From “Grade”

Text Filters b

‘Search }D‘

E -] (Select All)
LA

----B - OR (3) Check ¥ at (Select All), then
- | C |

-Op | click OK
"l |

0K Cancel

R
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4.2 Filtering

4) Example of using number filters to show only rows with score
from 61 to 69.

4 A | B | C |
TR T—— :Lt No-=| seorex| Grad= (1) Click V¥ button at Score header (Cell B1)
Zl Sort Largest to Smallest c
A . s (2) Click Number Filters
i T Clee D
| Eter by Cole — (3) Click Between...
Number ilters | Equals. |
%Search p‘ Does Not Equal... [
-[v] (Select All) A Greater Than...
| ii Greater Than Or Equal To...
[v]39 Less Than...
:z Less Than Or Equal To...
[7]a7 Between...
[Vlaa ¥
Top 10...
‘ OK ‘ ‘ Cancel Above Average
T 20 19 i 59 < Below Average
‘ 2£1 20 76 Custom Filter...
D0 71 A1 ‘
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4.2 Filtering

4) Example of using number filters (cont.)

Custom AutoFilter ? X | The Result

Show rows where: . - ‘ A | B | C |
Score (3) Specify the conditions 1| No. Score¥ Gradd~

is greater than orequalto |~ | | 61 % ?; 2 67 C

®and (O or 8 7 69 C

is less than or equal to v | |69 v 22: 21 61 c

25 | 24 66 C

Use ? to represent any single character 26_ 25 61 C

Use * to represent any series of characters 27 26 62 C

oK Cancel 28: 27 61 C

34 33 68 C

. 43 42 66 C

(4) Click OK 29 ag 6 c

54 53 66 C

55 54 64 C

57 56 69 C

58 | 57 69 C

6/ 66 61 C
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4.3 Basic Data Analysis

Preparing Analysis ToolPak for Data Analysis in Excel

Under File tab select
Options to activate the
add-ins.

MAIYIINYINISADUWILODS
COMPUTER SCIENCE DEPARTMENT, CMU

AOUSINENAIAAS UKIBneauLduatkl

(1)

Excel Options

General

Formulas

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Add-Ins

? X
E?} View and manage Microsoft Office Add-ins.
Add-ins
| Narme « Location Type o
‘ i (2) Select Analysis ToolPak
iAna[ysis ToolPak Ch..ficelBiLibrany\Analysis\ANALYS32ZXLL  Bxcel Add-in
lAnaIy‘siE ToolPak - VBA Cho.el@iLibrany\ Analysis\ATPVBAEN.XLAM  Excel Add-in
|Eura Currency Tools C\ 18\ Office 18\ Libran\EUROTOOLXLAM  Excel Add-in
|Inquire C:\...oft Office\Office16\DCRNativeShim.dll - COM Add-in
|Microsoft Actions Pane 3 XML Expansion Pack
| Microsoft Power Map for Excel C\... Excel Add-im\EXCELPLUGINSHELL.DLL ~ COM Add-in
|Microsoft Power Pivet for Excel ChAdd-in\PowerPivotExcelClientAddindll - COM Add-in
!M|crosoft Power View for Excel C\... Add-in\AdHocReportingExcelClient.dll  COM Add-in
]Solv&r Add-in G\ fficel6\Libran\ SOLVER\SOLVER.XLAM  Excel Add-in
| o I
Add-in: Analysis ToolPak
Publisher: Microsoft Corporation

Compatibility:  No compatibility information available
Location: C:\Program Files\Microsoft Office 2016\ Office16\Library’\ Analysis\ANALYS32 XLL

Description:  Provides data analysis tools for statistical and engineering analysis

Manage: :E)ccelAdd-ins ':! . Go.. I (3) CIiCk GO

J oK Cancel




4.3 Basic Data Analysis

Preparing Analysis ToolPak for Data Analysis in Excel (cont.)

4) Check v at Add-Ins X
( ) Add-Ins available: (5) ClIC.k OK
Analysis ToolPak Analis s Toolbak —~

[ ] Analysis ToolPak - VBA
|:| Euro Currency Tools cancel
[ ] solver Add-in

Browse...

Automation...

P Under Data tab, Data
nalysis ToolPak
Provides data analysis tools for statistical and AnaIySis command

engineering analysis

will appear

Home Insert Pagelayout Formulas [EERi=88 Feview  View ¢ Tellme. Signin }?,_ 5
F r [=] Al Y * B-A Ha =g I = Data Analysis
& e | oAz v. :
Get External Mew Refresh zl Sort Filter Data Forecast Cutline
Data ~ Chirerey = | Alir | ® Y Tools- - -
Get & Transform | Connections Sort & Filter Analysis
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4.3.1 Frequency Analysis with Histogram

1) Example of frequency analysis from survey response data

Survey Example (1) Preparing data in Excel

Gender < ® Gender data is in the range of 1 - 2
Age Range (1-3) ® Age datais in the range of 1 -3
O1-20 yr. ® Proficiency data is in the range of 1 -5
Q21-30 yr. . : . . E F
031-60 yr. 1 Gender 1 2
. . 2 Age 1 2 3
Computer Proficiency (1-5) 3 Proficiency 1 5 3 4 5
(ONeed improve in all area o |
5 No. Gender Age Proficiency
ONeed improve in some area 6 1 1 1 5
B 2 1 2 3 Response
OAdequate 5 3 ) 3 4 P
QGood 9| 4 2 2 2 data from 5
10 5 2 2 5
OVery Good respondents
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4.3.1 Frequency Analysis with Histogram

1) Example of frequency analysis from survey response data (cont.)

(2) Under Data tab, click Data Analysis

File Home Insert Pagelayout Fermulas [REEIEE Review  View Y Teltme.. Signin l‘;fl__"'.
w -~ i |
E F [e] | & H Y = || g ) GE | | Data Analysis
& o 2l Y.
Get External e Refresh zl Sort Filker Data Forecast Outline
Data - Query ~ [& Are | ? Y Tools+ - -
Get & Transform | Connections Sort & Filter Analysis
Data Analysis ? by
Analysis Tools (4) The click OK oF Histogram dialog will appear
Anova: Single Factor M Histogram ?
Anova: Two-Factor With Replication Cancel Input
Anova: Two-Factor Without Replication Input Range: . =
Caorrelation Hel Bin Range: ; B | Gnetl |
Covariance oelp i | Help
Descriptive Statistics )
Exponential Smoothing Output options ==
F-Test Two-Sample for Variances @® Qutput Range: L
Fourier Analysis O New Worksheet Ply: | |
Histogram O tew worooot
E Pareto [sorted histogram)
= " D Cumulative Percentage
(3) Click Histogram [ hart Output
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4.3.1 Frequency Analysis with Histogram

1) Example of frequency analysis from survey response data (cont.)

A | B | C [ D | E | F

1 Gender 1 2

T e e e e e |

2 |Age 1 2 3

3 Proficiency 1 2 3 4 5

4

- - = g .

5 No. Gender | Age Proficiency (5) Set the data range to C5:C10

6 1 1 1 1 | 5 /

|
B 2 1 I 2 I 3 Histogram ? X
8| 3 2 13 1o
l et f=====ca 10) Click OK

190— : ; 1 j I E Input Range: $C$5:$C$10 i@l __ ( )
o L-—--1 Bin Range: e $AE2:$D3%2 EI |LCEI‘

(6) Set the Bin Range to Age — = mee——== |
et (7) Indicate that there is a label (at cell C5)

Qutput options

® Qutput Range: $Hs2 | (8) Set the starting cell to

() New Worksheet Ply: ‘

possible values in cells A2 to D2

display the frequency and

O New Workbook
[] Pareto (sorted histogram) the histogram to cell H2

(9) Check to display the histogram
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4.3.1 Frequency Analysis with Histogram

1) Example of frequency analysis from survey response data (cont.) — the Result

A B | C | D | E F G | H | I | J | K | L M
1 Een_der___l___Z____ Age Frequency Data
2 4| Age 1 2 3 | r Age  Frequency_
3 ProfiGgency 1 2 3 7 a4 5 I u 1!
4 | - - [ 2 3l
5 |No Gender rAge 1Proficiency I 3 1]
6 1 L T More 0
= (LI
7| 2 1 I 2 | s
8 3 2 1 3 | 4 .
o 4 2 | 2 4 2 Histogram
10 5 2 2 5
l 4
11| == 3
c
12 52
= g, F
147 firs 0 , , - | | W Frequency
15 | 1 2 3 More
16_ Age
17
From the range of Age data (1-3), the
9 9 (1-3), Age Number of Responses
frequency we get 5 responses are:
1(1-20 yr.) 1
2 (21-30 yr.) 3
3 (31-60 yr.) 1
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4.3.1 Frequency Analysis with Histogram

Example of Frequency Analysis and Histogram ?
. . u Input = = = = == -
Histogram on Proficiency data Input Range: spssisDs10]  Fs) : —
A B C D E| F |G Bin Range: | sAs3sFs3 g | e
1 (e 1 2 Help
2 e — a2 a2 [ Labels
3_| proficiency 1 2 3 4 5 )
4l i BE T E L e e Cutput options
5 Gtz LWE [aag proficiency i® Output Range: _ 2052 :EE
? ;_ i ;_ g D MNew Worksheet Ply: |
8 3 2 | 3 4 () Mew Workbook
190 ; ; % ] _; ! //@ Pareto {sorted histogram)
= = = - = [+] cumulative Percentage
> ~ [+] Chart output
0 | P . Q ., ”R s ™ |
Frequency Analysis on Proficiency . > .
_ proficiency _ Frequency Cumulative %, proficiency 1 Frequency Cumulative %
1 ] 0.00% 5 3 60.00%
2 1 20.00% 2 1
3 0 20.00%0 4 1
4 1 40.00% 1 0
5 3 100.00% 3 0 .
More 0 100.00%nMore 0 100.00%
| \‘ /
Histogram M P
~ ~ -
4 150.00% —_——
g z 100.00%
E- 1 s0.00% N Frequency
0 0.00%
L A —#— Cumulative %
<@
AU
JHLITIJU 121 1T 1 1orivuvvJwnics :
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4.3.1 Frequency Analysis with Histogram

2) Example of Frequency Analysis on score data in cells B2 to B71

4 A | B | ¢ | b | E | E |
1| No. Score Grade .
2| 1 90 A Bin | Score
3, 2 67 C o 49
4 3 76 B sd] 65
5, 4 60 C 6gl 79 » >
6| 5 53 D 80| 100] istogram _
7 6 74 B "
9 8 77 B Input Range: | $B$1:$B$71 .5 !
1 10 99 A Bin Range: $Fs2lsFse B ||
12 11 59 D
< | Hel
13 12 75 B Labels P
14 13 51 D
s 14 59 D Output options
16 15 92 A —
17| 16 77 B O output Range: 132 @J
18 | 17 47 F @ New Worksheet Ply: ‘ Score_Historgram |
19 18 93 A
20 19 59 D () New Workbook .
21| 20 76 B The result will be on
22: 21 61 C |:| Pareto (sorted histogram) S Hist ksheet
23, 22 58 D |:| Cumulative Percentage core_Histogram workshee
24 23 79 B
] v
25| 24 66 C Chart OQutput
26| 25 61 C
27| 26 62 C
28| 27 61 C
29 28 59 D
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4.3.1 Frequency Analysis with Histogram

2) Example of Frequency Analysis on score data in cells B2 to B71 (cont.)

A 8B C | D E F
1| No. Score Grade . A | B | C D E E G H
2 | 1 90 A Bin ' Score 1 | Score Frequency
3, 2 67 C of a9 2] 49 8 ]
4 3 76 B sd_ 65 3 | 65 26 Histogram
5 4 60 c 66| 79! 4 79 23 i
Sf 2 32 : 89l 1000 5 100 13 >

6 More 0 g 20

8| 7 69 c | ]l 5 2 1
9 | 8 77 B 8_ i M Frequency
10 9 57 D — 0
1 10 99 A 190_ 49 65 79 100 More
12 11 59 D ~ Score
3 1 75 B 11| You can format the
14 13 51 D .
B 12 59 b chart as you see fit.
16| 15 92 A From 70 Score data entries
17 16 77 B
18| 17 47 F We get the following frequency data of
19 18 98 A
20 19 59 D specified ranges:
21| 20 76 B
2 2n 61 c < 49 8 entries
23 22 58 D
24 23 79 B > 49 and <65 20 entries
25| 24 66 c
% 25 6l c > 66 and <79 20 entries
27| 26 62 c
28 27 61 c <100 22 entries
29| 28 59 D
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4.3.2 Data Analysis Using Descriptive Statistics

N/

** Descriptive Statistics is a set of statistics values used to

describe or summary data of interest

X Examples of statistics calculated by descriptive statistics
"  Percentage
®  Arithmetic mean (average)
® Standard deviation

®  Variance
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4.3.2 Data Analysis Using Descriptive Statistics

Example: Preparing Descriptive Statistic for Score Data

(1) Select Data (2) Under Data tab, click Data Analysis
A | B | C
1 No Score Grade
2, 1 90 A File Home |Insert Pagelayout Formulas QOCEM Review View U Tellme.. Signin }15
3 2 67 C
4. 3 76 B F |7|TL\ [=] A Y h ¢ B-f 3 5= ,\EEData Analg,rsi’s\
5 4 60 o £ = AlZ v —_——
6 | 5 53 D Get External Mew Refresh il Sort Filter Data Forecast Outline
7 6 74 B Batir ity » (& Allr [l Y [focks|  « &
8 7 B9 C ) . .
9] 3 77 B Get & Transform | Connections Sort & Filter Analysis
10 9 57 D
11 10 99 A
e 11 2 D Data Analysis ? >
13 12 75 B
14 13 51 D Analysis Tools “ 4 CIiCk OK
15 14 59 2 Anova: Single Factor Y - ( )
16 15 92 A Anova: Two-Factor With Replication
17 16 77 B Anova: Two-Factor Without Replication
18 17 A7 F Caorrelation -
19 18 ag A Covariance
— Drescriptive Statistics
=L 18 9 D Exponential Smoothing . . .
2y 20 | 76 ; F-Test Two-Sample for variances  (3) Select|Descriptive Statistics
22 | 21 61 Cc Fourier Analysis
23 | 22 58 D Histogram A
24 23 79 B
25 | 24 66 C
26 25 61 C
27 | 26 62 C
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4.3.2 Data Analysis Using Descriptive Statistics

Example: Preparing Descriptive Statistic for Score Data (cont.)

A B | C
1 No. S Grad
2 10 (;oor © r: © Descriptive Statistics ? X
3— ; S; ‘; Input (5) Define Input Range 751 Click OK
= oK
5| 4 60 C Input Range: ‘$B$‘I:$B$7‘I |E ( ) Ic
6 5 53 D ‘ Cancel
71 & 74 B Grouped By: (®) Columns L
8] 7 69 C (O Rows | Help
9 8 77 B _ . .
0 s 57 5 Labelsin firstrow  (6) Specify data in Column
m, 10 99 A (7) Specify that the first row is the label
2, 1 9 D Qutput options
13 12 75 B = .
14 13 51 D O] Qutput Range: !$E$2| |%I (8) Dlsplay result
15 14 59 D -
16| 15 92 A (O New Worksheet Ply: |Result | starting at cell E2
17 16 77 B () New Workbook
18 17 47 F . . g
19| 18 08 A PR B (9) Check to display summary statistics
20 19 59 D
21: 20 76 B [ ] confidence Level for Mean: ! 95 | %
2 21 61 c [ kih Largest: | 1 ‘
23 | 22 58 D |
24| 23 79 B [] kth Smallest: | 1 ‘
25 | 24 66 C
26 | 25 61 C
27 | 26 62 Cc
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4.3.2 Data Analysis Using Descriptive Statistics

Example: Preparing Descriptive Statistic for Score Data (cont.)

A [ B | C | D [ E | F [
1 No. Score Grade
2 | 1 90 A Score The Result
3 | 2 67 C
4 | 3 76 B Mean 66.26
5 | 4 60 C Standard Error 1.823
6 5 53 D Median 66
7| e 74 B Mode 59
8 7 69 C Standard Deviation 15.25
9 | 8 77 B Sample Variance 2325
10 | 9 57 D Kurtosis -0
11 10 99 A Skewness -0.08
12 11 59 D Range 76
13 12 75 B Minimum 23
14 13 51 D Maximum 99
15 14 59 D Sum 4638
16 15 92 A Count 70
17 16 77 B
18 17 a7 F
19 18 98 A
20 | 19 59 D
21 20 76 B
22 21 61 C
23 22 58 D

gm0\ NAJYIINEINISADUWILODS
| ] COMPUTER SCIENCE DEPARTMENT, CMU
=/ pousAnendidas umianorAuiduatnu




4.4 Conditional Formatting

SleluCEl Insert Page layout Formulas Review View Developer ¢ Tell me what you want to do...
7 3{’ Calibri 11 I AA T == ®- EPWrapText General - Eﬁ !
D By o S | |
Paste = B I U- HH B e A, === & Merge& CErtar— $ -9 9 (-Dg UU Conditional ! jFormatas  Cell
v Formattmg " Table ~ Styles ~
Clipboard & Font P Alignment = Number o Styles

** You can use conditional formatting so that the cell will

be formatted only when certain conditions are met.

" “Set cell text to red if the cell value is less than 50”

B “Set cell fill color to blue and text to white if the cell
value is “A””

® (Advance) “Set cell fill color to grey if cell is on odd

row”

a0\ NAYIINYINISADUWILDS
| ] COMPUTER SCIENCE DEPARTMENT, CMU
7/ ausdnedas unanetdodestn




4.4 Conditional Formatting

SleluCEl Insert Page layout Formulas Review View Developer ¢ Tell me what you want to do...
7 ‘K’ Calibri 11 I AA T == ®- EPWrapText General - EF !
D By o S | |
Paste = BIU-H- &- A-E== <= Merge& CErtar— $ ~Of 9 [£8 0 UU Conditional | jFormatas  Cell
v Forr‘nattmg " Table ~ Styles ~
Clipboard & Font P Alignment = Number o Styles

Steps in Conditional Formatting

1. Select cells you want to apply conditional formatting to.

2. Go to Home tab — Styles group — Conditional
Formatting.

3. Select type of formatting you want.

4. Fill in threshold values, if needed.
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4.4 Conditional Formatting

Types of Conditional Formatting

X Highlight certain cells

" Highlight cells rules — Highlight if condition is met.

"  Top/bottom rules (top 10% percentile, for example)

X Highlight cells in group/range
" Data bar
®  Colorscale

"  |con sets
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4.4 Conditional Formatting

** Highlight Cells Rules

6 4 2 9 10 9 4 10 8 1

! Greater Than ? X

' Format cells that are GREATER THAN:

M & with | Light Red Fill with Dark Red Text | v |
' oK ‘ Cancel |
| 6 4 2 9 10 9 4 10 8 1

;lLess Than

' Format cells that are LESS THAN:

\E | with

| 6 4 2 9 10 9 4 10 8 1
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4.4 Conditional Formatting

X Data Bar

** Select cells, then select the type of data bar you want

B ol 4N 2N NG S B 4G — sl 1]
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4.4 Conditional Formatting

X Example: Highlight score cell with score less than 50.

A B C A B | C
1 No. Score Grade ==y E‘.J €= EEEI‘)( g 2 AutoSum 1 No. Score Grade
2 1 90 A B & = BB - 2 1 90 A
= ‘Conditional Formatas Cell  Insert Delete Format Claar~ =
3 2 67 c Formatting = Table~ Styles - - - > = 3 2 67 c
4 3 76 B - _ = [ 4 3 76 B
5 | 4 60 C _ Highlight Cells Rules » Greater Than... 5 | 4 60 c
6 5 53 D ™t — 6 5 53 D
?_ 6 7a B { . Top/Bottom Rules r : Lgs;Thanm —,7 6 74 B
8 7 69 c 1 2 I 8| 7 69 c
EI 8 77 B Data Bars 4 Between... 9 8 77 B
10 9 57 D 10 9 57 D
11: 10 99 A _ H Color Scales r = Equal To... 11, 10 99 A
12 11 59 D | 12 11 59 D
13 12 75 B » :: Text that Contains... 13| 12 75 B
14| 13 51 D - _ 14| 13 51 D
15 14 59 D L i A Date Occurring... | 15 14 59 D
16| 15 92 A [E2 Clear Rules ’ 16| 15 92 A
17 | 16 77 B Manage Rules... Duplicate Values... ! 17 | 16 77 B
18 | 17 47 F ' 18 | 17 47 F
19 18 98 A Meue Riless: 19 18 98 A
20 | 19 59 D 20 | 19 59 D
21 | 20 76 B 21 | 20 76 B
22 | 21 61 C 22 | 21 61 C
23 22 58 D 23 22 58 D
4 23 79 B s Hiani L 24 23 79 B
2 | 24 66 c Format cells that are LESS THAN: 257 24 66 c
- 52 2,1;_ E 50 B with |Light Red Fill with Dark Red Text | | gg— 52 Z; g
8 27 61 c | o« | canel | 28| 27 61 c
9 | 28 59 D 29 | 28 59 D
29 82 A 30 | 29 82 A
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