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WHAT TO EXPECT

* Demonstrate time-saving features

* Use both Google Sheets and Microsoft Excel

Note: Slidedeck and sample files available for download
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~* Fastest way to move columns orrows ...
* Fastest way to add (insert) lots of rows or columns
* Taking advantage of the Auto Fill feature
* Taking advantage of Excel’s “Flash Fill” feature / Google “Smart Fill” feature

* Tips for sorting your data

* How to take advantage of the Filter feature

How to split a column of full names into separate columns of first & last name
Deciding how to design a spreadsheet (example: tracking staff PD budget)
How to take advantage of Conditional Formatting

How to use Conditional Formatting to highlight an entire row

Getting started with pivot tables (time permitting)

C

NAME ORGANIZA & Ut REG_DATE
Baum, Adam George Wa @ copy 4/2/2019
Dente, Al Heritage S¢ [ Paste Options: 2/1/2019
Katt, Ali King's Ridg o 1/30/2019
Friese, Andy McCallie S¢ a 12/10/2018)
Bathe, Anita e lal 12/10/2018
Cade, Barry aid / 12/10/2018!
Dover, Ben i = e . 12/10/2018!
Ding, Bill Baylor Sche Cléat Copents 12/10/2018,
Loney, Bill Ben Frankli 12/3/2018,
Coe, Chris charleston [l Format Cells.. 3/24/2018!
Bacon, Chris P. Trinity Acai Column Width... 8/28/2018!
Lyons, DanD. ‘Woodward Hide 3/28/2018,

. Force, Gail Children's! 3/16/2018,
MlcrOSOft Excel: Doohan, Howie cliff valley x“m%;\hlde 3/16/2018
Walker, Jay Davis Academy 3/14/2018!
Shorts, Jim Duke School 10/19/2017

* Click once on the column letter

CRENEE. TR S SR

* Drag that column to new location and let go

w

* Right-click the column’s letter and choose ‘Cut’

* Right-click on the new column location and
Don’t Forget! Ctrl + Scroll tip

choose ‘Insert Cut Cells’
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10 |Atlanta Academy Memberschool  Roswell
11 |Atlanta Speech School e ]
[Atlanta Youth Academy Galbi |11 A" A"§ - % 9Ef
13 |Beaufort Academy BI=0-A-H -9 8¢ m
Ben Franklin Academy IMemberSchool TAtlanta
Benedictine Military School % cu fateSchool  Savannah
Brainerd Baptist School lerSchool  Chattanooga
Bright School [ cory lerschool _ Chattanooga
|Ediiggton school [A PasteOptions:  erSchool _ Burlington
erschool  JohnsIsland
il erschool  Charlotte
Paste Specisl..  €rSchool  Charlotte
|Chattancoga Christian Sch erschool Chattanooga
M i C l'OSOft Excel' 23 |Christ Methodist Day School Lnsert erSchool  Memphis
. Delete erschool  Arden
N erschool  Memphis
jateSchool  Richmond

26 | Church Hill Academy i i

. CI k d I I [P 27 |Caast Episcopal School Format Cells.,  erSchool  Long Beach
ICK-and select severa eXIStIng rows i G e e
29 |community Christian School AowHet erschool  Stockbridge

30 |Covenant School Hide erSchool  Nashville

0 nght-Cth on that selection and choose ‘Insert’ 31 [cristo Rey Atlanta Jesuit HighSche . erschool  Atlanta

32 | CUAM-Cancun —......JateSchool  Cancun

Excel keyboard shortcut:

Ctrl + will Insert if you use the +" on the

* Click and select several existing rows numeric keypad. Ctrl Shift + works if you use

= = : the+ that’s near your Backspace key.
* Right-click on that selection and choose

preferred ‘Insert’ option

Untitled spreadsheet
File Edit View Insert Format Data Tools Add-ons Help

$ % .0_ 09 123~  Calibi

REG_DATE
Baum, Adam George Walton School 4/2/2019

* After starting a series or pattern, use 2o

Katt, Ali King's Ridge School 1/30/2018

. 5 Friese, Andy McCallie School 12/10/2018

auto_ III to complete the Serles 5 |Bathe,Anita  New School of Northern Virginia 12/10/2018
7 Cade, Barry Paideia School 12/10/2018

2 Dover, Ben Pine Hill Crest School 12/10/2018

Ding, Bill Baylor School 12/10/2018

* Select the first series of cells, then drag ool oot 1
el OO STATE Ko

the bottom corner down 2ishons] o
1/30/2019  GA

12/10/2018 TN

* Or, double-click the bottom-corner to ioa T
12/10/2018 AR

12}10/2018 GA

quickly request an auto-fill s

Related Feature:“Paste Transposed”

Fill Formatting Only

Fill Without Formatting
Flash Fill
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Sample Sheet for Tips and Tricks ~ ¥x ()
File Edit View Insert Format Data Tools Add-ons Help

Calibri

SN X cut

4/2/2015|Baum Walton School

2/1/2019|pente 0 Copy +School

1/30/2015| Katt [ Paste idge school
12/10/2018| Friese +school
12/10/2018|Bathe Bastespecial 1001 of Northern Virginia
12/10/2018|Cade School
12/10/2018| Dover Insert 1 left Crest school

* Use drop-down arrow on columns to e o L
1 9/24/2018 | Coe Delete column ‘on Collegiate School
8/28/2018 Bacon Sicarcolinn \cademy

access sort feature e

3/16/2018|Force Hide column Vs School
3/16/2018|Doohan Resize column ey School
3/14/2018 | Walker sademy
10/18/2017 |Shorts Ermupcoiimn
10/15/2017 |Long h school

10/12/2017 | Turner scopal Sehool of Baton Rouge
10/11/2017 | Miller S:

M i C rosoft Exc el . 6/13/2017|Ringer Sort sheet A—Z bty e

hoal

SortsheetZ — A

DataEntry  Insert  Pagelayout  Formuyl Data  Review  View  Developer  Help
b A = ies & Cor A ¥
, B [ ey » b Ol Al

From Table/ Recent | Existing 7| set| e [
Range  Sources Connections i & Advanced

t & Transform Data Queries & Connections Sort & Filter
Sort

* Visit ‘Data’ menu to find Sort functions

- #- || Enroliment Date

Let’s look at sorting multiple columns at a e o | .

GRADELEVEL _[EnvollmentDate | STATE N
8/28/2018 T

Find values quickly by sorting your
data

12/10/2018 sC

the same time lios s

12/102018 TN
o/24/2018  NC

any logical way, but you still want it in a specific

order of your choosing.

Use an extra column like “No.”’, then manually enter
values, and then sort on that column.
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Aucsave @00 [ & F B 9~ B Eelil Hi-e 9o~

file  Home  DataEntry  Insert  Pagelayout  Formulas  Data  Review  View  Help

[BFromText/Csv [ Recent Sources
Filtering 0 e

From Web &

I (i, - | From Table/Range

Get & Transform Data

—F"”“———— B c
W OrderDate |~ |Region -1 Rep - Unitcost - | Total -
| 9/18/2018  East Jones 16 $15.99. $255.84

10/22/2018  East Jones en 64 $8.99 $575.36
11/8/2018  East Parent 15 $19.99 $299.85

Examle test case: 12/29/2018 Parent 74 51599  $1,183.26
s 4/27/2019 Howard 96 $4.99 $479.04

7/4/2019 as: Jones en Se 62 $4.99 $309.28

| 9/27/2019 sorvino 7 $1.99 $151.24

» Filter for kids graduating from high school
and middle school (8% and 12t")

and copy/paste to new file

TOTAL $19,627.88

* Clear your filter

* Filter for staff who attended a webinar (in ‘Staff PD I’ worksheet)

plit One Column of Names intc

A.A0

separate columns (first name, last name)?
Use the “Text to Columns’ feature!

Sample Sheet for Tipsand Tricks % @ &

TEST: Separate the name column into two columns, i iﬂ T ErEE| reeemer:

Sort sheet by column A Z — A

then move first name column to front e

NOTE: This only works if there’s something like a

€6

comma (*,”) as a delimiter. Be sure to add a blank

column first before using this feature!
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AutoSave (80) _Tips and Tricks SAMPLExlsx - Excel

BB 92 C-8 Rl

DataEntry  Insert

Dhrom Tericsv
&
Get

[® From Web

Hin-® 3 O ~

File  Home Pagelayout  Formulas  Data  Review View  Help  Power Pivot

I Flash Fil
B Remove Dy

[® Recent Sources [T Queries & Connections
Refresh — Sort

“Flash Fill

[P Existing Connections

Excel (exclusive feature):

If you have a column with full name
(no commas) and need to split it out
to separate columns for first name

& last name, Flash Fill can help!

Data - EB From Table/Range
Get & Transfom Data

B

Al 2

Quertes & Connections

FULLNAME FIRST NAME

REG_DATE

STATE

Adam Baum
Al Dente
Al Katt
Andy Friese
Anita Bathe
Barry Cade
Ben Dover
Bill Ding
Bill Loney
chris Coe
Chris P. Bacon
Dan D. Lyons
Gail Force
Howie Doohan
Jay Walker
Jim shorts

* This feature wasn’t previously available but

there’s now “Smart Fill”

— + Highlight a particular grade level or  [JEECE TN INTRE——

“paid in full” value
* Highlight duplicate members in a list
* Highlight unique values

Exercises:

In the ‘Student List’ sheet, put conditional
formatting on the ‘Paid in Full’ column to
highlight YES values

Check for duplicate names using conditional
formatting, e.g., =COUNTIF(A:A,A1)>1

i

George Walton Schaol
Heritage Schaol

King's Ridge School

McCallie Schaol

New school of Northern Virginia
Paideia School

Pine Hill Crest School

Baylor school

Ben Franklin Academy
Charleston Collegiate School
Trinity Academy

Woodward Academy
Children's School

Cliff valley school

Davis Academy

Duke Schoal

Conditional format rules

single color

Enroliment

Name

Tuition Paid Pai

Dover, Ben
Miller, Steve
Walker, Jay
Bathe, Anita
Ding, Bill
Long, Liv
Sherts, Jim
Cade, Barry
Doohan, Howie
Force, Gail
Friese, Andy
Baum, Adam
Coe, Chris
Katt, Al
Lyons, Dan D
Bacon, Chris P.
Baum, Adam
Loney. Bill
Ringer, Mary
Tumer, Paige

5/10/2020
5/26/2020
5/23/2020
5/27/2020
5/8/2020
5/15/2020
5/19/2020
5/5/2020
5/9/2020
5/11/2020
5/28/2020
5/4/2020
5/29/2020
5/13/2020
5/16/2020
5/2/2020
5/4/2020
51712020
5/18/2020
5/8/2020

Apply to range
$13,500.00 PRy 9

$13,500.00 ATANS

$13,500.00
$13,500.00

Format rules

4/2/2019
2/1/2019
1/30/2019
12/10/2018
12/10/2018
12/10/2018
12/10/2018
12/10/2018
12/3/2018
5/24/2018
8/28/2018
3/28/2018
3/16/2018
3/16/2018
3/14/2018
10/19/2017

™
GA
GA
™
sc
™
AR
GA
™
NC
™
va
NC
NC
™
7y

Color scale

$13,500.00
$13,500.00
$13,500.00
$13,500.00

Format cells if

$13,500.00

Custom formula is

=countif(A:A,A1)>1

$6,250.00
$13,500.00
$13,500.00
$13,500.00
$13,500.00
$13,500.00

Formatting style
Default

B I U

s A

Cancel
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Steps for example using ‘Student List’:
. Select columns A-H (this decides which columns will be highlighted).

. Next, under ‘Conditional Formatting’, create a ‘New Rule” with type of ‘Use a
formula.... Formula would be: =$G1=12
. Choose a desired format and click OK.

New Formatting Rule

Conditional Formatting:
Highlight Entire Row -

Style: Classic 2]

Use a formula to determine which cells to format
=$C1="Atlanta| B3]

Format with:  Light Red Fill with Dark Red T.. g AaBbCcYyZz

Steps: cee | W
. Select all columns (this decides which columns will be highlighted).
. Next, under ‘Conditional Formatting’, click on ‘New Rule’
. Change 'Style’ to be “Classic” (instead of 2-Color Scale)
. Choose “Use a formula to determine which cells to format”

. Formula would be: =$G1=12
. Choose a desired format and click OK.
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Thouel S e

* Deciding how to arrange your spreadsheet is often the first

big challenge!

* We'll look at three ways of designing a sheet to track staff

professional development budget spending

at’s a wrap
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THANK YOU!

Clay Gibney, clay@sais.org

24

TOPICS NOT COVERED BUT
INCLUDED IN THE SLIDES
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Ingert Function

Search for a function:

Type a brief description of what you want to do and then

~ « Popular formula types include: Basic Math,  [E

Or select a category:

Financial, Date & Time, Text functions and  [SESEN |

iDAvs Date & Time

VLOOKUP Math & Trig
Lookup/Reference T (S

HYPERLIMK Database

COUNT Text
Logical

- Formulas typically reference cell locations e s
(e.g., A2, D4)

» Formulas will automatically update when
rows or columns are inserted

Formula Examples:

to staﬁ'—'- Adding: =SUM(A1:B1) or =A1+B1

Multiplying: =SUM(A1*B1) or =A1*B1
Dividing: =SUM(B1/A1) or =B1/Al

o Math fUﬂCtIOﬂS: + — b 3 / Subtraction: =SUM(B1-C1) or =B1-C1

Average: =AVERAGE(B10:G10)
- SUM, AVERAGE, MEDIAN, MIN and Minimarm:  -MINB1161)
Maximum: =MAX(B11:G11)
MAX Count Cells w/ # Values: =COUNT(B14:G14)
Count Non-Empty Cells: =COUNTA(B15:G15)

. COUNT and COU NTIF Count Cells with"HOS":  =COUNTIF(B16:G16,"HOS")

10



See the sheet called “"Formulasl1”
1. Insert formula to show today's date

2. Insert formulas under "D" column to
answer the entriesin rows 5, 6, 7 and 8

3. For rows 12 and 13, insert formula to
calculate average, minimum and maximum

4. For rows 16 - 18, insert functions to count
per the labels

Suggestions:

* Use the ‘Styles’ dropdown to help format your
headings

« Consider using the ‘Format as Table’ feature to
add color plus alternate row shading

Challenge:

Visit the sheet called ‘Vacation Budget’. Use the
'Format as Table' feature to spice up the look

6/10/2022

Formula Examples:
Adding: =SUM(A1:B1) or =A1+B1
Multiplying: =SUM(A1*B1) or =A1*B1
Dividing: =SUM(B1/A1) or =B1/Al
Substraction: =SUM(B1-C1) or =B1-C1

=AVERAGE(B10:G10)
=MIN(B11:G11)
=MAX(B11:G11)

Average:
Minimum:
Maximum:

Count Values:
Count Non-Empty Cells:
Count Cells with"HOS":

=COUNT(B14:G14)
=COUNTA(B15:G15)
=COUNTIF(B16:G16,"HOS")

11
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- How to Make a Permanent Custom Style

— it Startwithanewemptyworkbook———— 757 i V7
Type a number or any text and apply your desired formatting to that cell
Create a new style (Use ‘New Cell Style”) and give it a helpful name

Before saving-it, be carefut-of the styles/formatting to-be-included. For-example; if youare just creating-a preferred-currency
format, I would Un-check all of the style boxes except for “Number: general”

Now that your style is saved in this empty workbook, delete any text to ensure the workbook is empty (if you don't do this, every

new spreadsheet created going forward will-have that same text)
Save this file with the filename “Book” but be sure to pick ‘Save as Template’ (file extension is “XLTX")
Exit (close) Excet
The next step-varies for Windows vs. Mac. You'll need to-move that “Book.XLTX” file to-your Excel startup folder.
WINDOWS USERS: Here's where the Excet startup folder-is (just replace my-name with-your name):
C:\Users\ \AppData\Roaming\Microsoft\Excel\XLSTART
MAC USERS: In the Finder app, I used the ‘Go’ = Go to Folder option to navigate to this folder:
/Users/ /Library/Group Containers/UBF8T346G9.0ffice/User Content/Startup/Excel

12



