Using Microsoft Excel 2010 Advanced Skills

X\! Using Microsoft Excel

Advanced Skills

Excel contains numerous tools that are intended to meet a wide range of
requirements. Some of the more specialised tools are useful to only
certain types of people while others have value for more general excel
users. These exercises will cover some of the advanced features that may
be useful for most excel users. These features will include cell naming,
cell notes, conditional formatting, data validation and custom number
formats.

Naming Cells

In a large spreadsheet, cell referencing and selection may be simplified by making use
of names. You can assign a unique name to an individual cell or to a range of cells.
This can make it quicker and easier to refer to the cells in charts and functions.

Additionally, functions that make use of names are easier to read. For instance, a
formula that says =B4-B5 doesn’t make as much sense as a formula that says
=Sales-Expenses.

Exercise 1. Creating Cell Names
1) Create a new workbook in Excel and create a table like the one below.

A B

Terry's Monthly Budget
For the month of March
Date

1

2

3

4

Ml Income
=Ml Full time job 3160
Pl Fart time job 460
Ml Total Income

9

Expenses

New TV 850
Rent 510
Car loan repayments 450
Groceries 350
Petrol 140
Health insurance 120
Eating out 100
Going out on weekends 100
Phone bills 90

Health club membership 78
Internet 65
Other insurance 50
DVD rentals 20
Gas bills 10

Total Expenses

Savings
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2) Save the file as Budget.
3) Click on Cell A3 which will have the current date.

4) Click in the Names box which is to the left of the formula bar. Currently it will display the
reference of the currently selected cell.

| - fe | Date

5) Type Date in the box and press [Enter] to create the name for that cell.
6) Click in another cell anywhere on the worksheet (or even in another worksheet).

7) Click on the dropdown arrow next to the Names box. A list of names for the current
workbook will appear.

[ -]
C7 18 Jx
Date lﬁ‘}|

8) Click on the Date name. Excel will automatically go to, and select that named cell, even if
you were on a different sheet.

Note Whenever you select a cell or range of cells that is named, the name will appear in the names
box instead of the cell reference.

9) Select the cell range B6:B7 which should contain the cells with the income amounts.
10) Click in the Names box, type Income and press [Enter].

Note If you type a name in the names box without pressing [Enter] afterwards, the name might not be
created.

11) Select the cell range B11:B25 which should contain the expense figures.
12) Click in the Names box, type Expenses and press [Enter].

13) Test the new named ranges by selecting them from D13 £
the names dropdown list. Each range should become h
selected when you select its range. Date l
o ] . ] Expenses
14) Click in cell D8. This cell will contain the formulato  |jncome _Jnthl"f' Bu

calculate total income. =
15) Enter the following formula.
=Sum(Income)
Excel will make use of the range name to add up all of the cells in that range.
16) Click in cell B26 which will contain the total expenses.
17) Click on the Autosum icon. £ AutaSum ~

When the Autosum tool completes the function, it will use the
range name you have created instead of the less meaningful J-—————
cell references.

SUM(number1, [number2], ...) |

18) Press [Enter] to complete the function.
19) Save the changes to the workbook.
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Exercise 2. Creating Names Automatically

If you have a lot of cells you want to name, it is possible to have the names automatically
created for you from table headings/labels.

1) Select A6:B8. These cells contain the income labels and amounts.
2) From the Formulas tab on the Ribbon click the Create from Selection icon. E=
[ Create Mames from Selection |i|£_hj1

Create names from values in the;

| Left column I}
Bottom row

Right column

[ 0K ] | Cancel |

|

3) We want the data cells to be named based on the cells in the left column so make sure the
Left column option is selected and then click OK.

4) Click in cell B6, B7 or B8. Look in the Names box to see the names that have been created.
Notice that names with more than one word have been created using an underscore. E.g. cell
B8 will now have the name Total_Income. This is
because names cannot contain spaces. Names must Total_Income - Je
also begin with a letter.

5) Select the cell range B11:B26. This should contain the expenses data and labels.
6) Click E& Create from Selection

7) Click OK to define names for these cells.

We can view, modify or delete the names that have already been created by using the Name
Manager options.
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8) Make sure the Formulas tab is still selected and click the Name Manager icon. Name

Manager

Mame Manager @lﬁ

o) [ ) [ oo
Mame Value Fefers To Scope Comment i
251 Car loan_repay... =Sheet11$8%$13
=l Date Date =5heet115453 Warkbook
1=l DVD_rentals 20 =5heet1!86524 Warkboak
1=l Eating_out 100 =5heet118B517 Warkboak -
1=l Electricity_bills 20 =Sheet1!58520 Workbook I
=] Expenses {"850%;"510%;"450%... =Sheetl15B511:5B... ‘Workbook
=] Full_time_job 3180 =Sheet1lsB56 Workbook
=l zas_hills 10 =Sheet1! 58525 Workbook
1=l Going_out_on_,.. 100 =5heet11 58513 Warkbook B
=] Groceries 350 =Sheet1!$6514 Workbook
1=l Health_dub_me... 78 =Sheet11£6£21 Workbook
1=l Health_insurance 120 =5heet1!56516 Warkboak
=] Income 73160774607 =Sheet1!SB85:5857 Warkboak
=] Internet 65 =Sheet1!56522 Workbook L
1‘_| 1] [ 3

Refers to:

#||+ | | =Sheet118B$13 2.5
F|

b il

This dialog lists all the names in the current workbook. From here you can delete names and
modify the cells that a name refers to.

9) Scroll through the list to see information about each of the names.
10) Click Close to close the dialog without making any changes.
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Exercise 3. Pasting Names

Advanced Skills

When you are creating a formula you can use names as you have already seen. If your workbook
has a lot of names, however, then it may be difficult to type a particular name from memory.

You can’t select names from the names box since
when you are editing a formula; the names box
changes in to a list of commonly used functions as
shown to the right. Instead you can insert a name in
to a formula.

DCOUNT M) K & Jf| =SUM(Income)
DCOUNT B g
DCOUNTA
UM nthly Budget

AVERAGE

ch

1) Click in cell B28. This is where we will calculate the savings in the budget.

2) Type an equals sign = to begin a formula.

3) From the Formulas tab click £ Usein Formula = Notice that many of the other ribbon options
are not available while you are editing a cell. A list of names you can use in your formula

will appear.

£ Use in Formula -
Car_loan_repayments
Date
DWD_rentals
Eating_out
Electricity_bills
Expenses
Full_time_job

zas_hills

Groceries

Going_out_on_weekends

Health_club_membership

4) From the list select Total_Income and click OK. The name will be inserted in to the formula.

5) Type a minus sign. -
6) Click f# Use in Formula =
7) Select Total _Expenses from the list and click OK.

The formula should appear as =Total_Income-Total_Expenses

8) Press [Enter] to complete the formula.
ekl Other insurance
Ll OVD rentals

el Gas bills
Pl Total Expenses
27
28 EEWLES
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Cell Comments

Cell comments can be used to guide a person who is using your spreadsheet. They can contain
tips, and other information that may be helpful. They are indicated by a small red triangle in the
corner of the cell. When the mouse is moved over the cell, the note will appear for the user.
Comments can be formatted to match the look of the rest of the spreadsheet.

Exercise 4. Creating a Cell Comment

1) Select cell B20. This is the cell with the Electricity amount.

2) From the Review tab on the Ribbon click New Comment (You can also right click on the _J
cell and select . 1Insert Comment ) A comment will appear next to the cell with your
name on it. The name is taken from the one that was entered when Excel was installed,
though this can be changed from Excel’s options.

3) Enter the text, “This bill is paid every second month” as shown below in the comment.

ot A0 e
= soneil:
80 Z This bill is paid every
78 &jsecond month| .
65
a0 &r L o

4) Click outside the comment to finish editing it. A red mark is visible in the top right corner of
cell B20.

5) Move your mouse over the cell to view the comment.

-4 soneil:

P80 This bill is paid every
72 |second month
i)
50

6) Click the Edit Comment icon on the ribbon (you can also right click on the cell and 3
select 24 Edit Comment ), : j

7) Right click on the border of the comment and select % Format Comment... 1t js important to
make sure your mouse is over the comment’s border, otherwise you will only be able to
format font options.

8) Use the Format options to change the background colour of the comment under the Colors
and Lines tab.
Protection Properties Margins Alt Text
Font Alignment Colors and Lines Size
Fill

Color: 1 |E|

Transparency: 4 L3 0 %o

L1

9) Make any other formatting changes you like and then click OK to close the options.
10) Save the changes to the file.
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11) Click the File tab on the Ribbon and then click Print.

12) From the bottom of the Print options select Page Setup.

Mormal Margins
n— Left: 1.78 cm  Right: 1.78 cm

j_ j Mo Scaling

[(00] Print sheets at their actual size

Page Setup

Advanced Skills

13) On the Sheet tab you will find a Comments option. This allows you to choose whether or not

comments will appear when you print your sheet.

| Fage |Margins I HeaderfFuuterl Sheet |

Print area:

Print titles
Rows to repeat at top:

Columns to repeat at left:

Print
[ Gridiines Comments: (Mone)
[T Black and white
Cell errors as:
[ Craft quality

At end of sheet
As displayed on sheet

-

[] Row and column headings

Page order
@ Down, then over  |E=gi= E3==]
. CENE [A=E
(0 Over, then down | ==j3 ‘.='.I —
EE 8JE 38

14) Click Cancel and then click the File tab (or press the [Esc] key to return to your sheet.

© Steve O’Neil 2010 Page 7 of 24

http://lwww.oneil.com.au/pc/




Using Microsoft Excel 2010 Advanced Skills

Conditional Formatting

Conditional formatting allows you to create rules that will change the formatting in a cell based
on the values in the cell. It can be useful for highlighting certain parts of the spreadsheet when
certain conditions are met. In our table we will apply conditional formatting to highlight
different expenses.

Exercise 5. Applying Conditional Formatting

1) From the Names drop down list, select Expenses. All of the expenses cells should be
selected.

2) Make sure the Home tab is selected and click Conditional Formatting.

114
Rkl

First we’ll test out some of the Bars, scales and icon sets.
3) Select the Data Bars option from the list.

4) Move your mouse over some of the data bar options and your spreadsheet will show a
preview of how that option looks.

850 = Gradient Fill

510 = Data Bars 3 _ . _
= =

a0 | | 3 B2 =

350 E Color Scales + = = =

140 i% E =i

120 i1= | Icon Sets + | Solid Fill

100 Bl B B

5) Select the Color Scales option.

6) Move your mouse over some of the colour scales options to see how they would look.
==

E Color Scales 4 EL}—E‘E _% _%
:E Icon Sets : -% -% -% -%
i{ Mew Rule... _% _% _EIE %

7) Select the Icon Sets option.
8) Move your mouse over some of the icon sets options to see how they would look.

Shapes
o ss0| @ O@ 00
i S0 @A CYeXeX
¥ 450
v 350 ® ®
3( 140 Indl'caltors
=4 120 @ @ @ ¥ g E ® I}
gz 100 1.}.- "i. 1..5
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In addition to the built in conditional format sets, you can create your own conditional format
rules.

9) With the expenses cells still selected, click Conditional Formatting and then select
[Bf MewRule..

i i |
Mew Formatting Rule @lﬁ |

Select a Rule Type:

| I Format all cells based on their values |

» Format only cells that contain

I+ Format only top or bottom ranked values

W Format only values that are above or below average
» Format only unigue or duplicate values

» Usze a formula to determine which cells to format

Edit the Rule Description:
Format all cells based on their values:
Format Style: | 2-Color Scale E
Minirmum Maxirnum
Type: | LowestValue E Highest Value E
Value: |(Lowest value) (Highest value)
Color: |~ | =]

preview: I

[ Ok, J[ Cancel ]

10) Under Select a Rule Type, make sure it is set to Format only cells that contain.
11) Change the Edit the Rule Description S0 that it appears as follows.

Format only cells with:

Cell Value E between IEI 500 and |200|
12) Click the button. Format options will appear.

13) Select a dark blue text colour and click OK to return to the Formatting rule options.

14) Click OK again to complete the new formatting rule. Since your cells already had dark blue
text you might not notice a difference until we add additional rules.
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15) Add three more rules. One to format values from 100 to 399 with green text. Another to
format values from 50 to 99 with orange text. Another for format values below 50 with red
text. Examples of each rule can be seen below.

Advanced Skills

Format only cells with:
Cell Value |E| between E =100 and | =399
Preview: AaBbCcYyZz
Format only cells with:
Cell value |E| between E 50 ER:| and |99 B
Preview: AaBbCcYyZz
Format only cells with:
Cell value E less than |E| 50
Preview: AaBbCcYyZz

Each of the cells should now be formatted according to their value.

16) Try changing the values in some of the cells to see the formatting change.

17) Save the changes to the file.

© Steve O’Neil 2010

Expenses

New TV

Rent

Car loan repayments
Groceries

Petrol

Health insurance
Eating out

Going out on weekends
Phone bills
Electricity bills

Health club membership

Internet
Other ins
DVD rentals

Gas bills
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Exercise 6. Printing Options

1) Select the File tab on the Ribbon and then select Print. Options like the ones below will
appear. The right section shows a preview of what your page will look like when printed
with the selected options. If your sheet covers more than one page, you can use the buttons
at the bottom to select which page is showing in the preview.

.i. Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat

Save
d Print
[ save as g‘;‘p
~ Copies: 1 z
[ Open Print Terry's Monthly Budget
5 For the month of Merch
[ Close Da=
Info Printer 2150
50
/ BlockB-Corridor-LexmarkC544dn on e4153s0... 3620
Recent il i

-2, Ready
B0
510
50

Printer Properties
New

Settings

m Print Active Sheets

Only print the active sheets
Save & Send

=
-

Pages: to I

Bevumana BEEEY

Help ‘| Print One Sided -
&:} . J Only print on one side of the page
30,
Collated
] Options EE . ., e M 607
123 123 123
B exit

j Portrait Orientation -

A4
21 cmx 297 cm
Mormal Margins

— Left: 1.78 cm Right: 1.78 cm

j j Mo Scaling

[100] Print shests at their actual size

-

-

Page Setup

1 ofl

2) To print with the standard options, select the number of copies and then click the Print button
as shown below.

Print

|§J
: Copies: | 3 -

Print

Next option shows the currently selected printer. If you click on it you can select from a list of
the printers that are available on your computer. Many of the following options will depend on
the printer that is selected. For instance, not all printers are capable of double sided printing.

Printer i

/ BlockB-Corridor-LexmarkC544dn on ed153=0..,
e hd
=2 Ready

Printer Properties

3) Select one of the printers in the list and then click Printer Properties. This will display some of
the options that are specific to the selected printer. These often include options for print
quality and paper types.

4) Click Cancel to close the Printer Properties and return to Excel’s print options.
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5) Under the printing options you will see a Page Setup link. Click on it to open the Page Setup
options.

Page Setup Ii'&]
|Margins | Header Footer | Sheet |
Orientation
i@ Portrait (7 Landscape
Scaling

@ Adjustto: 100 | % normal size

Y

i) Fit to: 1 + | page(s) wide by |1 = | tall

Paper size: A%

[l ]

Print guality: | &00 dpi

First page number: | Auto

6) Have a look under each tab to see the options available. Click Cancel when done.
7) Press [Esc] to close the Print options and return to your sheet.

8) Click the Print Layout tab. Many of the options you have just seen are available on the
Ribbon under the Print Layout tab.

ﬁ Home Insert FPage Layout Formulas Data Review View Developer
A B colors - U : F=L o3 Width:  Automat
fia y ) = e SE .
= ' -;1__|J Height: Automat

Margins Orientation Size Print Breaks Background Print
- @ EffECtS - - - * Area - - T|t|E5 @ SCEIE: lﬂﬂ%

Themes Page Setup ) Scale to Fit

Tip You can open the print options quickly by pressing [Ctrl] [P]. Then close them quickly by pressing
[Esc].

© Steve O’Neil 2010 Page 12 of 24 http://lwww.oneil.com.au/pc/




Using Microsoft Excel 2010 Advanced Skills
9) Open the Music Charts file.

10) Click the View tab.

: . Page Break
11) Click Page Break Preview. Crevien
The Page Break Preview view shows blue lines to indicate where the edge will be.

A E [ O E
. |ARIA Charts - End Of Year Charts - Top 100 Singles 2010
2 |
3 |Positior Title Laise Co. Coat. Mo,
4 86 Closer Ta The Edge |20 Seconds To Mars WIRIENI US-YI2-09-004 33
5 23 Starstrukk | 30H12 Feat. Katy Perry ATLIW AR US-AT2-09-02549
E TE My First Kis= | 20H12 Feat. Kegha ATLIW AR U5-AT2-10-00645
T 36 IF IHad You | sdam Lambert RCASME SEEATT4E492
B 40 'whataya want From Me I Adam Lambert RC&SME HEEATERTIAZ
] 42 Lying | Ay Meredith SME SREATT2EE02

0 E3 Big Jet Flane | Angus & Julia Stone CAREMI E403EER

1 43 Mothin' On You |E.0.BFeat. Bruno Mars ATLMW AR L5-AT2-09-04033

12 1 Airplanes | E.0.E. Featuring Hayley williams ATLIWAR US-4T2-10-004 77

12 44 Magic | E.0.E Feat. Rivers Cuomo ATLIWAR LIS-AT2-10-00545

14 47 Plans | Bird= OF Tokyo CAar{EMI A0GE4EE

15 42 JustSay So | Exrian McF adden Feat. Kewin Fudalf ISLILIMA 2r3a4e0)

16 32 Grenade | Brunc Mars ATLMW AR US-AT2-10-M1383

G 8 Just The Way Y'ou Are | Erunc Mars ELEK W AR US-AT2-10-012643

18 23 FU | Cee-Lo Green ATLIW AR US-AT2-10-01768

18 53 3 Woards | Cheryl Cole Feat. willi.am FORUMA BT |

20 70 Opposite OF Adults I Chiddy E:ang CAar{EMI EDAG425

| 55 Yeah 3 | Chriz Brown SME GOI00020341045

22 84 Sewy Bitch | David Guetta Feat. Akon WIRIENI E377EA5

23 39 Gettin' Ower You | David Guetta Feat. Chris ‘WilliseE ergie & LMFAC VIRERI 336185

24 29 Memries | David Guetta Feat, Kid Cudi WIFER EZER405

25 31 who's That'Chick | Diavid Guetta Feat. Rihanna WIFFERT 3435535

25 A7 Barbra Streizand | Duck Sauce ETCMIM A 2702380

27 22 Mot Afraid | Eminem IMRLRA 2741338

Currently the table will be 2 pages wide and just over 2 pages high. We’d like to print so that it
is one page wide and 2 pages high. You can make this possible by dragging the dotted page
border markers.

12) Drag the dotted line in the middle of the table so that it is to the right of the table content.

id Of +ear Ch
‘{E.rtist

I 20 Seconds

The table will now fit on one page. If you scroll down you will see that it no longer goes over 2
pages.

= E C O E

. |ARIA Charts - End Of Year Charts - Top 100 Singles 2010

2

3 |Positior Title Bortizt Co. Cat. Mo,

4 86 Closer To The Edge 30 Seconds To Mars VIRENMI LIS-WI2-09-004 33

L3 23 Starstrukk J0OHIE Feat. Katy Perry ATLMW 8RR US-AT2-09-02549

E TE My First Kiss F0HEE Feat, Kefha ATL" &R US-AT2-10-00642

7 36 [FIHad You Bdam Lambert RCA/SME SBEATT4E492

g 40 'whataya Want From Me Adam Lambert RCASME SEEATERT12
You can check the Print Preview in the print options again to make sure.

13) Click the Normal icon to return to normal view. S

Note When you are in normal view, thin dotted lines will mark the page borders. These lines will often
appear after you have viewed print options.
E F
U5-AT2-10-01883
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Exercise 7. Freezing Panes

When you have a long table, you might want to keep the headings visible when you scroll
downward. This is possible with the Freeze Panes option.

When you choose the Freeze Panes option, Excel will freeze any cells to the top and left of your
current selection so that they don’t scroll. If you only want to freeze the top rows then make sure
the cell you select is in the first column so that there is nothing to the left to freeze.

1) Click in the first cell under the headings. (A4)
2) Select the View tab.
3) Click the Freeze Panes icon and then select Freeze Panes.

;EI =1 split ==
= Hide jd
Freeze Save
Panes = Workspa

Freeze Panes
;El Keep rows and columnaagsible while the rest of

the worksheet scrolls (based on current selection).

Fresrs Trnn Brar

A thin line will appear above the cell you have selected.
4) Scroll down the sheet and anything above the line will be frozen in place.

A B | c | D

. ARIA Charts - End Of Year Charts - Top 100 Singles 2C

2

3 Position Title Artist Co.

13 44 Magic B.o.B Feat. Rivers Cuomo ATL/WAR
14 47 Plans Birds Of Tokyo CAP/EMI
15 48 Just Say So Brian McFadden Feat. Kevin Rudolf ISL/UMA

5) Click the Freeze Panes icon again and select Unfreeze Panes.

Freeze
Panes = W

Unfreeze Panes E
;EI Unlock all rows and ¢
through the entire W1 Freeze Sheet Panes |

| =t Tow mase
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Data Validation

If you are creating an Excel spreadsheet that will be used by other people it is
important to make it as easy to use as possible, especially if the eventual users will m

be people who are not skilled at using Excel. Reducing the possibility of errors
can make a workbook easier to use and this is where Excel’s data validation &
—%>

feature can be useful. Data Validation can be used in the following ways. =
’I.{

Restrict the data that can be entered in to certain cells. b

Provide a list of accepted values to assist in data entry.

Provide prompts to assist a user in data entry.

Produce meaningful error messages when incorrect data has been added.

Exercise 8. Viewing Existing Data
1) Open the workbook called Theatre Ticket, and close any other workbooks that are open.

2) Look through the existing contents of the workbook.
A B c

| Shespian heatre

2

3

4

5 | Ticket Number 53

B

7 Date 1210412006

8 Time 19:30

] Duration 120

10 Show Title Fiddler on the Roof

11 Ticket Type 18 Adult

12 Seating 1 Main

13 _No. Seats 2 it .
14 Ticket Total 36 Child ]
15 Concession 12
16 Pensioner 10
17

18

19 :
20| Balcony 0.8
21 Main 1
2 Lounge 15
23 Front Row 1.8

Cells A1:C23 contain the information for generating a ticket.
3) Click in the Names box and you will see that this range of cells has a name Print_Area.

Print_Area| v Je

4) Print Preview the workbook [Ctrd] [P] and you will see that only these cells will print, due to
the settings in Page Setup.

5) Click Page Setup and then click on the Sheet tab. You will see that the print area is set to
A1:C23.

Page Margins | HeaderFooter iSheetE

=

Print area: | A1:C27 2.7
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Tip You can easily set the print range in a sheet by first selecting the cells, then from the Page
Layout tab, click the Print Area icon and select Set Print Area.

Page Layout Formulas Data Review

B O@EleE =

T |

COrientation  Size Print |Breaks Background P
w7 ~ Area - ~ Ti
Fag | % set Print Area N
Jfe | =B11 Clear Print Area
B C D

6) Press [Esc] twice to close the page setup options and close the print options.

7) The ranges E27:F31 and E34:F38 won’t print but both provide information that is used in 2
lookup functions. We can also use some of this information in our data validation. Look at
these lookup functions in cells B11 and B12. Notice the comment in cell B9.

ULLLLNU XL ,I Enter the duration of the
Duration|120 op show in minutes

n

The function in B11 checks what type of ticket has been entered in C11 and then uses a VIookup
to insert a matching ticket price. The function in B12 operates in a similar way to check the seat
type and then return an amount to multiply the ticket price by. The formula in B14 calculates the
final ticket price.

We are going to use Data Validation to both restrict and assist data entry.
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Exercise 9. Adding Data Validation Rules

1) Select cell B9. This cell contains the duration of the show in minutes. Since none of the
shows go for longer than 200 minutes, we can put in a validation rule which restricts the data
that can be entered.

2) Select the Data tab on the Ribbon.

3) Click the Data Validation icon (if you click the top part of the icon you won’t need to —-
select from the menu of options and will go straight to data validation). A dialog box =2
like the one below will appear.

[ Data Validation B[ |

Settings | Input Message | Error Alert |

Validation criteria
Allow:
Whale number IZI Ianore blank
Data:
less than or equal to IZI
Maxirnum:
200

5}'1.

=Hrns

o) [emar ]

e A

4) Change Allow to Whole Number. This will restrict the cell so that only whole numbers with
no decimals can be entered.

5) Change Data to less than or equal to.

6) When the Maximum box appears, enter 200 in the box to set that as the upper limit. In
addition to entering a number in this box you can also select a cell in your workbook which
has a suitable value. The options should now look like the example above.

The Input Message tab allows us to enter a popup prompt that will appear when the cell is
selected. Since the cell already has a comment, we’ll leave the Input message for this cell blank.

7) Click the Error Alert tab.

In this tab we can create a custom error message that will appear if the user enters a value not
allowed under the Validation Criteria. In this case, the error message will appear if a number
greater than 200 is entered, so we can create an error message

appropriate for that situation. Style:

The Style options determine the type of error message that will appear.  Step
For instance, a Stop style error message will prevent the entry of
invalid data while the other types are only warnings.

Warning
Information

8) Make sure the Style is set to Stop.
9) In the Title enter Invalid Duration.
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10) For the Error Message type, “This cell must contain a number of minutes no greater than
200”. The options should look like the example below.

| Settings | Input Message | Error Alert |

Showe error alert after invalid data is entered

When user enters invalid data, show this errar alert:
Style: Title:
Stop IEI Invalid Duration

Error message:

This cell must contain a number of .
i minutes no greater than 200]

11) Click OK to complete the validation rule.
12) Type a number greater than 200 in the cell and press [Enter]. Your error message will appear.

Invalid Duration Iﬁ

l: :l This cell must contain @ number of minutes no greater than 200

{ [ Cancel ] [ Help

13) Click Cancel to abort the change.

Note We have only created a validation rule for a single cell. If you have several cells that are all going
to contain similar data, you can select them all so that you can create a validation rule for them
all at the same time.
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Exercise 10. Create Data Validation Lists
1) Select cell 1. This cell should contain the ticket type.
2) Click the Data Validation icon and make sure the Settings tab is showing.

3) Change the Allow option to List.

The Source box will appear. This allows us to provide a list of numbers or labels that will be
accepted. Anything entered that doesn’t match something in our list will produce an error. We
can either type in each of the entries separated by a comma or select a range of cells which has
an appropriate value in each cell. Since we already have a suitable range of cells being used in
the Vlookup function, we can also use it for a data validation list.

4) Make sure your cursor is in the source box and make sure you can see the Ticket Types table
in cells E28:F31 (you can still scroll down when the Data Validation options are showing). If

you can’t see it, you can click the icon % to the right of the source box to temporarily hide
the dialog box.

5) Select cells E28:E31. The cell references will appear in the source box. If you hid the Data
Validation Dialog in the previous step, click the icon l@” to display it again.

Data Validation LD |
Settings | Input Message | Error Alert |
Validation criteria
Allow:
List Ignore blank
Data: In-cell dropdown
Adult hetwees
Child . Source:
CDHC.ESS'G” =8E823:2E531) 5
Pensioner
Apply these changes to all ather cells with the same settings
Balcony 0.8
ST 1 Clear Al | ok || cancel |
Lounge 1.5
Front Row 1.8 . - - : . . :

6) Make sure the In-cell dropdown option is selected. This will mean that when the cell is
selected, a dropdown list of the allowable data will appear to make data entry easier. The
options should look like the example above.

© Steve O’Neil 2010 Page 19 of 24 http://www.oneil.com.au/pc/




Using Microsoft Excel 2010 Advanced Skills
7) Change the Input Message options so that they look like the example below.

Input Message | Error Alert

Show input message when cell is selected

When cell is selected, show this input message:
Title:
Ticket Type
Input message:
Select a ticket type from the list| -

8) Change the Error Alert options to look like the example below.

| Settings | Input Message | Error Alert |

Showe error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
Warning IEI Ticket Type
Error message:

Valid ticket types are Adult, Child, -
Concession and Pensioner

l.\'

9) Click OK to complete the validation rule.
While the cell is selected, your input message will be visible next to the cell.

]
Adult 1

i
Main Ticket Type
Select a ticket
type from the
list

A dropdown arrow list will also appear next to the cell. If a value is entered in the cell which
doesn’t match an item in the ticket types list, a warning message will appear.

10) Select a ticket type from the dropdown list. Notice that all of the formulae in the worksheet
recalculate based on the changed information.

]
o 18| Adult 1~
; Adult
L Concession
o 2 Pensioner
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11) Select €12 — the Seating type cell.
Create a validation rule with the following options.

Advanced Skills

Settings | Input Message | Error Alert |

Validation criteria

Allow:
List Ignore blank
Data: In-cell dropdown
between
Source:
=$E$35:$ES33 E

Settings | Input Message | Error Alert

Title:
Seating Type
Input message:

Select a seating type from the list

Show input message when cell is selected

When cell is selected, show this input message:

| Settings | Input Message | Error Alert

Style: Title:

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:

Information IZI Seating type

Error message:

Seating type should be Balcony, -
Main, Lounge or Front Row

12) Test the validation rule in cell C12 by using the list and entering invalid data.

11 Ticket Type 10 Pensioner
12 Seating 0.8|Lounge I+
- '

13 No. Seats 2 Seating Type

. Select a seati
4 Ticket Total 16 ype from the hst
15
16 [
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Custom Number Formats

Advanced Skills

In the Exercise on formatting we created some custom number formats. In the following
exercises we’re going to create some additional custom number formats using the ticket
workbook.

Exercise 11.

1)
2)
3)
4)
5)

6)

7)

8)
9)

Select the date in cell B7.
Select Press [Ctrl] [1] shortcut.

Make sure the Number tab is selected.

Select Custom from the Category list.

Creating Custom Date and Time Formats

Under Type, delete whatever is currently in there. The list below that contains several
existing custom formats and will also keep any that you create so they can be reused later.

Enter the following custom date code.

Type:

dd mmm yy

Click OK to apply the custom format. The date in the cell will now take on the new format.

Date

12 Apr 06

Select B8, the time cell.

Create the following custom time format for that cell.

Type:
h:mm am,fpm|

The format should make the time in the cell look like the following example.
7:30 PM
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Exercise 13. Creating Custom Number Formats

Remember that when you create a custom number format, it is possible to create four different
formats at once. One for positive numbers, one for negative numbers, one for zero values and
another for text values. Each section in the format is separated by a semi colon.

According to Excel’s online help, if you specify only two sections, the first is used for positive
numbers and zeros, and the second is used for negative numbers. If you specify only one
section, it is used for all numbers. If you skip a section, include the ending semicolon for that
section. E.g.

Farmat for positive numbers Farmat for zeros
H,HAH.00 ) - [Red] (#,#8#.00):0.00;"sales “B

Format far negative numbersl Faormat for text

As you saw in the date and time formats, several symbols can be used in number formats to
represent certain types of formats. Additionally, there are a couple of other guidelines to
remember.

e Any text that is to appear as part of the format needs to be enclosed in quotation marks.
e Any colours that will be included as part of the format need to be enclosed in square
brackets. [ ]

1) Select B9, the cell with the show’s duration.
2) Create the following custom format.
0 "Minutes"

The contents of the cell should now show a number (at least one digit) followed by the word
Minutes. E.g. 120 Minutes

3) Select B11, the ticket type amount cell.

4) Create the following custom currency format.

$0

5) Select cell B14, the ticket price cell and enter the following custom format.
$4#,##0.00;[red]"Error";"0"

This format will result in positive numbers having a dollar sign with two decimal places. For
negative numbers, the text Error will appear in red (since the total shouldn’t result in a negative
number). If the value of the cell is zero a 0 will appear.

6) Change the number of tickets in B13 to test the format for the ticket total.
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7) Save your workbook and try these custom formats on a blank worksheet and enter data in to
the cells to test the formats.

Format Suggested test data

"Remaining balance is" $#,##0.00 Any number

h:mm AM/PM "-" dd mmmm yyyy -now() < function to calculate current date/time
$0.00;[red]$0.00;"Zero";[green]@ + and — numbers, 0, text

$* #,##0.00 " Debit";[Red]$* (#,##0.00)" Credit" + and — numbers

"You owe" 0 "dollars" Any number

Tip Custom number formats can also be used in some other applications. For instance, they are very
useful for formatting data in Microsoft Access.
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