Using Microsoft Excel Working with Lists

%] Using Microsoft Excel

Working with Lists

Excel has a lot of features that make it perfect for working with large
lists and manipulating columns of data. Using Excel you can sort
lists, filter lists and subtotal lists. You can also import lists from
other sources and have the information converted in to Excel rows
and columns.
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Selecting lists

Any area containing no blank rows or columns will be recognised by Excel as a list. When you want
to manipulate a list, Excel will assume that the list continues until a blank row or column is found.
For that reason it is usually not necessary to select an entire list. It is normally sufficient to select a
single cell and let Excel determine the boundaries of the list, since it will usually find the whole list
fine - as long as the list contains no blank rows or columns. In fact, you are usually better off if you
don’t try to manually select the list since you may accidentally miss some of it.

In the following exercise, we will see how well Excel can detect a region.

Exercise 1. Selecting a region
1) Open your Grades.xls file. - o - - <
2) Click on a cell anywhere inside the main table (for example _«* _ <& _ o . o &
D10). 18 14 17 15 :
Because there are no blank rows or columns within this table, Excel . = E = :
will recognise it as being one region. > > |:]§| -
16 22 20 19
22 20 24 21 t
23 21 28 21 :
ICQ."L-fE 9 % 11—1;1 17n(]n0 1.7n-1: 113“343 BBr
= 3) From the Edit menu select Go To... (or press [Ctr][G] ). The find

dialog will appear as shown to the left.

4) Click the Special button. The Go To Special dialog will appear as
v shown to the right.

P
Reference: GolTolSpecial) x

| 5) From the special options, click Current
| ~Spedalse] | OK ) | Cancel :| [eglon,

2 Row differences

2 Column differences

7) Precedents

21 Dependents

6) Click OK. The whole table should now be selected.

7 Errors O Lastcel .
. . . . . 7) Blanks ) Visible cells only
When yOu arc WOI'klng Wlth IIStS, EXCCI Wlll automatlcally Select the 2 Currentregion 2 Conditional formats

O Currentarray O Data validation

surrounding region in a similar way. g

Tip  When you need to select a region you can also use the keyboard
shortcut — [Ctrl][*] (or [Ctr][Shift][8] ). Try it now!

N
o O > > '\&c@ ;(q\} B

Student <& <& <& <& A% % (Sl

Jean Picard 15 12 14 17 53 Pass E

John Archer 18 14 17 16 65 | Pass B

James Kirk 23 22 19 21 85 | Pass A

Chris Pike 3 ili] 7 6 32 | Fall F

Jeff Sinclair 19 19 15 14 70 | Pass B

Katheryn Janeway 13 12 10 12 47 | Fail D

Ben Cisco 16 22 20 19 77 | Pass B

John Sherridan 22 20 24 21 67 | Pass A

Lita Alexander 23 21 28 21 93 | Pass A

Class Average 1744 17.00 17.44 16.33 65.22 Pass B

Highest Mark 23 22 28 21 93

Lowest Mark 8 ikl 7 6 32

Number of Students 9 <
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Manipulating Lists

Exercise 2. Sort a list using toolbar icons
1) Open the file Music Charts.xls ARIA Top Selling Singles 2002
. . . Pos. TITLE Artist C Cat N
This list contains five columns. Each —mcoc —— e |
. . 2 WHENEVER. WWHEREVER Shakira EPISOMNY 672196
column contains a headlng. 3 A LITILE LESS CONVERSATION Elvis Vs JAL RCABMG 7432194357
. . 4 DILEMMA Nelly featuring Kelly Rowland UMA 19447
Excel will assume that the first row in the S THE IEIGHUP SONG (ASEREE \Lfs‘i(gm’hgplg - CoLSaNY Gert]
. . . . A AND anessa Carlton WEIUNMA

list contains column headings and will not ——THoreRerrenonss ek Chonia ]
] 3 9 HERO Enrique Iglesias 457634
mOVe them durlng the sortlng process' 10 KISS KISS HU\IﬁVa\znce ERMO000
2) The first step in sorting the list is to oo —sor eee o B

13 HEY RARY D Mi=i SHACK TRAYANCT

click on a cell inside the column
we want to sort by. In this instance, we want to sort the list in order of artists so click on a cell
anywhere in the Artist column (column C).

3) On the Excel standard toolbar, there are two icons for sorting a list.

%1 | Sort the list in ascending order

%1 | Sort the list in descending order

A
4) Click the Sort Ascending icon 2l . The list will be sorted in alphabetical order by Artist.

=
5) Click the Sort Descending icon Al to sort the list in the other direction.
6) Click in other columns and use the sort icons to try sorting the list by different columns.

A
7) Click in the Pos. column (column A), and click the Sort Ascending icon zl so that the list will
once again be sorted by position from top to bottom.
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Exercise 3. Sorting a list using the sort options

Excel provides additional options for sorting a list that aren’t available on the toolbar.
1) Click anywhere inside the music charts list.
2) From the Data menu choose Sort.

FSort 7 x

TR i

2) Descending
% ™ Ascending
) Descending

43 ™ Ascending
2) Descending

™ Header row ) Mo header row

| options... | | O | [ cancel—|

The first options allow you to sort a list by more than one column. For example, if you choose to sort
a list by artist, you may also want songs by the same artist to be sorted by their titles. You can do this
by specifying more than one Sort by column (You can also do this when sorting with | ZEE T
the icons by sorting first by the Title column and then the Artist column). 5’;{;
3) Click on the first Sort by box. A list of the column headings in your table will =
appear. Choose Artist in the list. Make sure that Ascending is selected next to Icatio
the list.
4) Below that Sort By list is a Then by list. Choose TITLE from that list.

[@1[{5 % ? X
Artist [ ™ Ascending
) Descending
TITLE &) ™ Ascending
) Descending
&) ™ Ascending
) Descending
™ Header row 2 Mo header row
| options... | [ oA [ cancal

5) Click OK to complete the sort.

Note At the bottom of the Sort window is an option about header rows. If your list has more than
one column, Excel will assume the first row contains headings. If there is only one column it
won’t. You can use this option to specify to excel whether there are headings or not.
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Exercise 4. Filtering a list

Filtering a list allows you to temporarily hide rows in the list so that only certain information will be
visible when the list is viewed of printed. For example, you may want to filter the list so that only the
top 10 songs or showing or filter the list so that only songs by a certain artist are showing.
Like sorting, when filtering a list, Excel will automatically select a region so it is only necessary to
select a single cell within the list.

1) Select a cell inside your Music Charts list.

2) From the Data menu choose Filter and then Auto Filter.
Some arrows will appear next to each column heading. These arrows can be used to filter the list.

Po/+ TITLE - Artist ~'Compan~’  CatN-'

3) Click the arrow to the right of the Artist heading. A list of the .(':ﬁ;‘“ﬂ

artists in the list will appear. {Top 10...)

{Custom...)

4) Select Britney Spears. The list will be filtered to show only |7

Alanis Marissette

songs from this artist. Also, the arrow next to artist will turn |aiczz=r

Alien Ant Farm

blue to indicate that this column has been filtered. —
5) Click the Artist arrow again and select (All). The whole list will |atwnicktten
be displayed once again.
Note Filtering more than one column at a time will reduce the number of results you will get.

6) Click the arrow next to Pos. Choose (Top 10...).

STop! 10/ AutoFilter x

— a3
3 10 s Items )

7) If we leave the options as they are we will get the songs with position numbers 91 to 100
since they are the highest numbers. We actually want the lowest numbers (1 to 10). Change
the Top option to Bottom. Leave the number as 10 and leave Items as it is (this can be changed
to get the top 10% instead of top 10 items).

8) Click OK to complete the filter.

The top 10 items will now be shown. They may not be in the right order but at least you know how
to sort them now right?

You can continue working with the table without any problems while the filter arrows are showing
but if you want to remove them, they are turned off the same way they are turned on.

9) From the Data menu choose Filter and then Auto Filter.

The arrows will be turned off and any current filters will be removed.
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Using Microsoft Excel

Exercise 5. Subtotals

Working with Lists

Excel can automatically create totals and subtotals for information in your list. This is best done if
the list is already sorted by the column you want it grouped by. E.g. in our music charts table, we
will use subtotals to count the number of songs for each artist so make sure your list is still sorted in

order of artist.

1) Click anywhere within the list. Remember Excel can automatically select the boundaries of
the region if you select a single cell within the region.

2) Make sure the list is still sorted in order of artist.
3) From the Data menu choose Subtotals.

hbtotal
At each change in:
Artist ?
Use function:
Count ?
Add subtotal to:
O Artist
@ Company 5
M Catho iw

@ Replace current subtotals
O Page break between groups
@ summary below data

[ Remaveal ] [ ok |

Cancel

4) Make sure the options are as shown above. l.e. At each change in: should be set to Artist since
that is the column we want to total. Use function: should be Count since we want to count the
songs for each artist. Add subtotal to: should be Cat No since that’s the column we want to the

totals to appear under.
5) Click OK to complete the subtotal.
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Using Microsoft Excel Working with Lists
123 A | B C | D |
1 ARIA Top Selling Singles 2002
2 |Pos. TITLE Artist Company Cat No|
[[-]3 25 GONE CLUBBIN / GIRLFRIEMD *Nsync JIVE/ZRA 5254012
= 4 *Nsync Count 1
[-]5 61 HANDS CLEAN Alanis Morissette WARNER 9362424332
= 6 Alanis Morissette Count 1
[- 7 B3 CRYING AT THE DISCOTEQUE Alcazar BMG 74321869922
= a8 Alcazar Count 1
[-]9 60 SMOOTH CRIMINAL Alien Ant Farm MCA/UMA 4508872
= 10 Alien Ant Farm Count 1

Note the numbers 1-3 to the left of the sheet (circled in the above picture). These are a type of filter.
6) Click the number 2 button. The list will be filtered so you see the subtotals without the

individual songs.

123 A | B C | D |
1 ARIA Top Selling Singles 2002
2 |Pos. TITLE Artist Company Cat No|
[+ 4 *Nsync Count 1
+ b Alanis Morissette Count 1
+ g Alcazar Count 1
+ 10 Alien Ant Farm Count 1
+ 12 Anastacia Count 1
+ 14 Ashanti Count 1
+ 16 3 {Atomic Kitten Count 1
+ [19] Avril Lavigne Count 2
7) Click the number 1 button and you will only see the grand total. - |38
8) Click the number 3 button and you will see all records and totals. [- ]9 60 S
Next to each subtotal you will also see a — sign (shown to the right). . 12
r. A7 20 Cru

9) Click on a — sign and the songs next to it will be hidden with only the
subtotal remaining. The — sign will become a + sign.
10) Click the + sign to show the songs again.
When you no longer want the subtotals you can remove them from the subtotals options
11) From the Data menu choose Subtotals.

12) Click the | Bemove Al T button to remove the subtotals. Your table will now be back to normal.
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Exercise 6. Using a form for data entry

Creating and editing a list involves a lot of typing. Some people are quite comfortable working with
large amounts of information in a list layout. Others, however, find it a lot easier to work with the
information with the help of a form. Excel can automatically create a data entry form based on the
column headings in the list.

1) Click on a cell within the list so Excel can select the region.

2) From the Data menu select Form.

rf-_‘IL‘".ifEr[u X
Pos: | K 1of 100
TITLE: |GONE CLUBBIN' / GIRLFRIEND | i MNew ]
Artist: | Msync | Delete '|

|
Company: |JI'-.-'E_-"ZRA |
|

CatMo:  |9254012

[ - Find rev— |
[ Find Next
[ Criteria— |

| Close |
R

A form appears that allows you to view the information from the list one record at a time.

To move to the next record, click Find Next, press your | key or click the ™ on the scrollbar. You can
also press the Page Down key to move 10 records at a time.
To move to the previous record, click Find Prev, press your 1 key or click the [**/ on the scrollbar.
You can also press the Page Up key to move 10 records at a time.
3) Move through the records to find the song A LITTLE LESS CONVERSATION by Elvis Vs
JXL.
4) Change the artist name to Elvis Vs Junkie XL.
5) Click on Close and this change will be made on the sheet.
6) From the Data menu select Form.
7) Click Criteria. This allows you to use filters within the form.
8) In the Artist field, type shakira.
9) Browse through the records. Only songs by Shakira will show.
10) Click Criteria again.
11) Click Clear to clear the criteria.
12) Browse through the records and they will all be showing again.
13) Click New.
14) Add the details for a new song (you can make it up).
15) Click Close and the song will be added to the bottom of the list, using the formatting from the
list.
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