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Microsoft Excel: The Basics
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Advanced Facility Management Practices: Microsoft Excel Session

MICROSOFT EXCEL: THE BASICS

Basic Terminology

Step 1 - Launching Excel - When you launch the application, a workbook opens
automatically. An Excel workbook is made of several sheets. Unless you have changed the
default setting, you will have three sheets.

35
|4 4/ b M Sheetl [ Sheet2 f SheetZ f

Step 2 - Changing the name of the worksheets - Each sheet is a full spreadsheet.
Having a workbook with multiple sheets allows you to easily establish relationships from
one sheet to another.

The name of the sheet may be changed. Double-click the name of the sheet or right click
and select Rename, and type the new name.

Z5
4 4| p H"‘-.,I Summary l,:"" Froject "},'Surveyl,.-"'

Step 3 - Inserting additional worksheets - If you need additional worksheets, you
may also insert a worksheet by right-clicking on any existing sheet name and selecting
Insert... Additionally, you can click on the Insert Worksheet tab located at the far right of
the named tabs, or by hitting Shift and the F11 key simultaneously.

Eename

Move or Copy...

=l | view Code i
i Jractice-Em

%49 Protect Sheet... -
4 E Zert Worksheet (Shift=F11)
| T AFMP_Student Wo

Tab Color g

Microsoft Excel - Book1
Hide

Select All Sheets
»ractice-1 Basic-Fractice-

Step 4 - Cells - Rectangles in a spreadsheet are called cells. Cells are designated by
the intersection of the lettered column (vertical) and numbered row (horizontal) in which it is
located. By default, the top left cell, Al, is highlighted. Depending on the default settings,
columns may also be numbered. To turn off this setting, click the Microsoft Office Button
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Advanced Facility Management Practices: Microsoft Excel Session

(D

5 (or the m tab in Excel 2010), and then click Excel Options. Click Formulas,
and then, under Working with formulas, clear the R1C1 reference style check box.

Working with formulas

( R1C1 reference style )

V| Formula AutoComplete (i

(V| Use table names in formulas

V] Use GetPivotData functions for PivotTable references

Try the following ways to move from cell to cell:

o Hit the Return/Enter key to move down to the row below.

« Hold down the Shift key, then hit the Return/Enter key to move up to the row above.
« Hit the Tab key to move over to the column to the right.

« Hold down the Shift key; hit the Tab key to move back to the column to the left.

e Move the cursor to any cell and click there.

e Use the arrow keys to move up, down, left, or right.

Step 5 - Recognizing cursor styles - There are four common cursor styles used in
Excel.

Click and drag to
highlight multiple

Click and drag with
this cursor to fill cell

cells with this cursor, + contents or patterns
or click in a cell to into cells below or
select the single cell. to the right.

Click to place the
Click and drag the P cursor into the
contents of the =] T Formula Bar so that

L3 selected cell to any =] Formula Bar | you can edit an

other cell. eqguation or

function.

Step 6 - Entering data - Move to the cell where you want to enter data, and enter words
or numbers. If data is already in the cell, then it will be replaced without your having to cut
or delete the previous data.

Understanding Menus

Step 1 - Overview of Menu Options = Excel 2007/10 has moved toward a more intuitive
graphic menu, eliminating the text menus and toolbars in previous versions.

October 2010




Advanced Facility Management Practices: Microsoft Excel Session

Instead, most Excel configurations now feature eight tabbed menus, plus a Microsoft Office
Button for file management tasks and a help button.

Step 2 - Home Tab - This tab covers clipboard functions (Copy, Paste, etc.), most common
formatting options, and the most commonly used filtering options.

!'/ﬁg\\l |- c y Bookl - Microsoft Excel -
: Pag s W @ -

eabat =
— i_:g]l ﬂj&t _L;;:'[ Salnset - | E - W [?a

3 Delete - || 8]~
Paste || % ~ % 9 ||<-°-g -°g| Conditional Format Cell o Sort & Find &
- 7 - =& = >0 Formatting - as Table = Styles = L.;jFo""at' &2 Filter~ Select~
Clipboard = Font (] Alignment (] Mumber (] Styles Cells Editing

Clicking on the small downward arrow next to many options will show a list of the most
commonly used choices. For example, clicking on the formatting tab will show the most
common data formats (e.g., number, currency, date, etc.)

.-”l::!_;,\\ H2-c¢ s Bookl - Microsoft Excel - g
et
—/ Home Insert Page Layout Formulas Data Review View Acr @ - =
= == ) ) g@mmset | E - ¢
B ‘*‘ Calibri -lu A K== (& [l - ﬁjﬁ L;‘ﬂ‘ il - % \?a
- 53 = — = Delete ~ Mk
Paste === - A== =|==|5&- ||| ABC o | Format  Cell || .. Sort & Find &
- T (B £ w-[E-d-AE E =|EEH 123 NoNgedificformat P asTable - Styles~ || [dFormat © | 27 Fiiter~ Selact
Clipboard ™ Font ] Alignment ] R Styles Cells Editing
umber
| 19 - e | 12
A B C D E F G = Currency K L M N o]
A : ]
2 | Accounting
2 B
B ==
5 j Short Date 1
= =
7 jl Long Date
8
9 -'-:VJ}\‘ Time I .I
10 L
11 Percentage
12 %
= 1 Fraction
14 /2
= o L4
16 102 Scientific
17 =
18 More Number Formats...
19

2
5

For certain modules, a more in-depth menu can be accessed by clicking on the bottom

right of the module name.
Home Insert Page Layout Formulas Dz

= Cut oo
j % Calibri 11 A A
P‘ : 52 Copy - e A
aste - R - -
- F Format Painter B 7T = — r:'
Clipboard ] Font
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Advanced Facility Management Practices: Microsoft Excel Session

The menu will look familiar to those who have used Excel 2003 or earlier. Most
information shown is also shown in the visual menu, but certain options can only be
easily accessed in this view. For example, creating Superscript or Strikethrough text
can only be easily set in this menu. Generally, each tab in this text menu will

correspond to one of the modules shown in the visual menu, although they usually do
not match exactly.

Format Cells

Mumber || Alignment | | Border Fil Pratection
Font: Font style: Size:
Calibri Regular 11
a Cambria Eeadinisi ~ 8 ~
| |Italic 9 =
T Agency FB Bold 10 =
T Algerian Bold Italic
T Arial 12
I Arial Black b 14 b
Underline: Color:
v| | | [4]Normal font
Effects

Preview

[ strikethrough
|:| Superscript

AaBbCcYyZz
[ Subseript

This is & TrueType font. The same font will be used on both your printer and your
screen,

OK l ’ Cancel
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Step 3 - Insert Tab — This tab allows the user to insert a wide range of objects and
graphics into the workbook, ranging from pivot charts, pictures & clip art, static charts,
hyperlinks, text boxes, embedded objects, and symbols.

.'fﬁ:; - > Bookl - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Acrabat

I B2 koS @ Al 3 4 2{"'@5“

PivotTable Table Picture Clip Shapes Smartart | Column  Line Pie Bar Area Scatter Other Hyperlink Text Header WordArt Signature Object Symb

ke Art ~ K ~ ~ K ke ~ Charts ~ Box & Footer ke Line =
Tables Illustrations Charts & Links Text
| B2 - k|
A B C D E F G H | J K L M N

As with the Home Tab, clicking on the small arrow at the bottom right of the Charts
module will show the detailed chart menu, with a broader range of options and tools.

Insert Chart
Ca@ Templates Column G
g E:::r”” Mﬁ |\Eﬂ |\_B_ﬂ |JL% |E@ |Hﬁ H:ﬂ:ﬂ
@ Fie _ |
i il |jﬂjh |M ﬂﬂ ﬁj{j] |Jﬂ:ﬁ |lﬂ}%r |Uj;&r
Area

i xvea || I0) Lbia| aA ] A b
@ Surface L=
@ e s ﬂ/ ﬂ/ l}/«f |l,~'\. l[ l/}
e Radar Pie

(M| P ET N v
[ Manage Templates... | | setas Defauit chart | [ ok ][ cance |

Step 4 — Page Layout Tab — This tab contains most options for controlling the general look
of the worksheet, such as selecting layout themes, changing view and print options, and
modifying how data appears on the sheet. Note that changes to these visual themes will
impact the formatting options displayed on other menus.

{ U H9-© . Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Acrobat ':i
. nCoIors |:| P lj LIE ‘=|'i'| {51 Width: | Automatic = ||| Gridlines |Headings ‘. Bring to Front = |2 Align ~
.Fonts - J i -;1|J Height: Automatic - ¥ View | ¥ View d1, Send to Back EGr-:-up
Thernes Margins Orientation Size Print Breaks Background Print .
[O] Effects - - -~ Area- Titles || 4 Scale: 100%  * Print print || &, Selection Pane 7|, Rotate
Themes Page Setup I= Scale to Fit Ia Sheet Options ™= Arrange
| B2 v fe |
A B c D E F G H | ] K L M N
October 2010 5
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Advanced Facility Management Practices: Microsoft Excel Session

Once again, clicking on the small arrows will open a Page Layout menu familiar to Excel 2003
users.

Page Setup

| Margins | Header/Footer | Sheet

Crientation

() Portrait () Landscape
Scaling

(3 Adjustto: 100 % | 9% normal size

) Fit to: page(s) wide by Eltall

Paper size: | Letter w |

Print guality: |GDD dpi v|

First page number:

Print... ] [PrintPrevieg] [ Options... ]

Step 5 - Formula Tab - This tab allows the user to insert functions, define and name
ranges of data, audit formulas, and change calculation options.

!'/E:!g\\ d9-c : Bookl - Microsoft Excel -
—/ Home Insert Page Layout Formulas Data Review View Acrobat

© - =
ﬁ X AutoSum ~ ﬁ Logical ~ (_.1 Lookup & Reference - @ A3 Define Name - f:‘“Trace Precedents @ Show Formulas et Ij
I=" e

i Recently Used ~ /A Text ~ B Math & Trig ~ i~ Use in Formula =3 Trace Dependents Error Checking ~
L o
Insert — : Mame ) Watch Calculation L:J
Function (& Financial ~ [27 Date & Time - (] More Functions - Manager B Create from Selection || 4 Remave Arrows = (%) Evaluate Formula | window | Options
Function Library Defined Names Formula Auditing Calculation
| 19 - &

For the Function Library, a text menu can be accessed by clicking the drop down on
any function menu and clicking on the Insert Function option.

A - [ B
() =9
-
Home Insert Page Layout Formulas Data

ﬁ % AutoSum * i@ Logical - [, Lookup & Referenc

ff; Recently Used - AMD G Trig ~
Insert -
Function @5 Finandial ~ FALSE Functions =
IF
| Al - IFERRCR
A B E F
MNOT
1 I
» OR
2
: B ——
4 J | Insert Function...
3 i )

The resulting menu will look familiar to Excel 2003 users.
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Or select a category: |LDDkJ.||:| & Reference w |

Select a function:

ADDRESS ~
AREAS
CHOOSE

COLUMM
COLUMMNS
GETPIVOTDATA
HLOOKUP

ADDRESS(row_num,column_num,abs_num,al,sheet_text)
Creates a cell reference as text, given specdified row and column numbers.

Help on this function [ oK ] [ Cancel ]

Step 6 — Data Tab

— This tab allows the user to link the workbook to external data, share

data with other users, filter data (same as Home Tab), add outlining features, and perform
various analytical operations.

-

(On) d 9~ ¢ = Bookl - Microsoft Excel -
i
—/ Home Insert Page Layout Formulas Data Review View Acrobat L7
(5 From Access = & . |53 Connections Al T & Clear % [= =4| Data Validation ~ E>ﬂl’j @jj 4_']1
y =1 =1 et ) Zv |z|a - == E g ) L= LE  HE
=@ From Web 2T Properties i3 Reapply |_'E|:| Consolidate
From Other Existing Refresh

%] From Text
Get External Data

Sources * | Connections A= =2 Edit Links

£) sort Filter Textto  Remove ;
A 3 hdvanced || Columns Duplicates =9 Whatf Analysis -

Group Ungroup Subtotal
Connections Sort & Filter

Data Tools Cutline

&

[

=l

Step 7 - Review Tab - This tab allows the user to review and control the modification of

data. In particular, it features editing tools, like the Spell Check; the option to add and modify
comments; and the ability to set protection and sharing options.

N LR
2y

v [ W %

Spelling Research Thesaurus Translate

Proofing

Home Insert Page Layout Farmulas Data

Bookl - Microsoft Excel

Review View Acrobat

] ! == l 4 l —J show/Hide Comment ﬁ LL[]’% J &1 Protect and Share Workbook

2% Show All Comments = @Allow Users to Edit Ranges
Protect  Protect Share

Sheet Workbook - Workbook g2 Track Changes =

Mew Delete Previous Mext
Comment Show Ink

Comments Changes

Step 8 - View Tab - This tab allows the user to control the general look of Excel and the
presentation of information. The user can change the type of view, add or remove gridlines
(same as Page Layout Menu), zoom in or out, and change the appearance of windows.

October 2010
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Advanced Facility Management Practices: Microsoft Excel Session

Additionally, this menu allows the user to create and edit Macros. Macro security options can
,"/l"n
be found under the Microsoft Office Button** (or the m tab in Excel 2010).

!-/E-!g\‘.l H=9-c v Bookl - Microsoft Excel
—/ Home Insert Page Layout Formulas Data Review View Acrobat 'Q)
J | Page Break Preview Ruler ¥ Formula Bar k{ ] E- ] 25 New Window [ Split R - % 3
IjJ Custom Views ¥ Gridlines V| Headings | * = g e = Arrange Al 1 Hide FE | i;.‘ ==3
Mormal| Page Zoom 100% Zoomto _ Save Switch Macros
Layout = Full Screen Message Bar selection J’_'] Freeze Panes v ] Unhide | 14 Waorkspace Windows v -
Waorkbook Views Show/Hide Zoom Window Macros
| L9 - 5|
A B c D E F G H | ] K L M N (8]

Step 9 — Acrobat Tab = This menu allows the user to create Adobe PDF documents.

= ETE T @ T
Step 10 — Microsoft Office Button ““ or File Tab (Excel 2010) foas, e

The primary purpose of this button/tab is for file management, allowing the user to save, open,
print, set security options, or send documents via email or the internet.

. E __ -
=™ I, R = A B Time Sheet 1009 - Microsoft Bxcel oo o
@ “ Home  Insert  Pagelayout  Formulas  Data  Review  View (2]
L e
Recent Documents ' I save . . .
Mew s Information about Time_Sheet... = —
- 35 ave As
1 09 Maxiflex Timesheet_pwro {=l | C:\Users\zcarnage\Desktoph Time_Sheet 1009.xsx :
Open
= 2 09 Maxiflex Timesheet_pwro = | - Ty |
J Qpen [ Close o 1
T 3 Time PP1-20 =1 A Permissions
= a9 Anyone can open, copy, and
| I 4 Dowe - PP 20 =" = change any part of this workbook. .
Save - Protect
- 5 Master File [PARA data) = (= Recent Waorkbook - Size 17.6K8
Title
= 1 New Tags
E
Sawve As » ;
H = _ Prepare for Sharing Categories
Print [ ﬂ Before sharing this file, be aware
= that it contains: Related Dates
@ Print 3 Save & Send i:::jf’ Comments Last Modified Today, 8:55 ...
Document properties, printer Created 21/201011:...
Help path and auther's name .
Invisible objects
% Prepare b ( 1 Optians Content that people with Related People
disabilities find difficult to
read Author Zachary Car...
2 Send 3
- Last Modified By ~ Zachary Car..,
| Versions
/ i | Jﬂ ] Today, 8:55 AM (autosave] Related Documents
Publish »
Manage M Open File Location
Versions™ Show All Properties
L}
Close
e —
2] Excel Options D( Exit Excel |
o1
4 il
.
p
. (B3
Excel 2007: MS Office Button Excel 2010: File Tab

Additionally, clicking the Excel Options button will open a menu that allows the users to set the
global options for Excel (see the figure below). Essentially, this sets the default for how Excel
looks, operates, and functions. Most of these settings can be modified in other menus, but
each new workbook will revert to these default options.
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[ Excel Options
il 1
= || Popular 1 = . .
7 - % Change the most popular options in Excel.
l Formulas
A Proofing Top options for working with Excel
| Save Show Mini Toolbar on selection O
Enable Live Preview (i
Advanced
I:‘ Show Developer tab inthe Ribbon G
Customize Always use ClearType
Add-Ins Color scheme:
Trust Center ScreenTip style: | Show feature descriptions in ScreenTips v |

Resources Create lists for use in sorts and fill sequences: Edit Custom Lists...

When creating new workbooks

Use this font: |Budy Font b ‘
Font size:
Default view for new sheets:

Include this many sheets: k] £

Personalize your copy of Microsoft Office

User name: | Pacific West Region |

Choose the languages you want to use with Microsoft Office: Language Settings...

Step 11 - Help Button — This button allows the user to launch the Help Function — Click on
the blue question mark near the top right of the screen.

The resulting menu allows the user to look through the list of help topics or use the search bar
to search for a specific topics, formulae, or problems.

NG A B = - ]
» B Search ~

Browse Excel Help

What's new Getting help
Installing Activating Excel
Customizing Arcessibility
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Step 12 - Minimize Ribbon (Excel 2010 only) — This menu allows the user to

temporarily make the ribbon disappear.
=@ X

()0 = & =
Click on the Up Carrot next to the Help Button. To make the ribbon reappear, click

on the down carrot.
=X

(oD = = =2

Step 13 - Quick Options — Not really a menu, but a quick and useful way to make a couple
common changes, like setting the zoom or changing the page, or set information about a
selection. In this case, seven of the cells selected are filled and the numbers they contain sum
to 21 and average 3. These latter functions only work when numbers are entered into the
cells, but the count feature works with all types of data.

Average: 3 Count: 7 Sum: 21

Entering and Editing Data

Step 1 - Cell data - Things that can be entered into a cell:

e numbers

e words

e equations, formulas, or functions
« fill color

o images (although they are actually on top of a cell, not in it)

Step 2 - Entering data - Move to the cell where you want to enter data, and enter words
or numbers. If data is already in the cell, it will be replaced without your having to cut or
delete the previous data.

Step 3 - Format data using Menus - Once information has been entered into a cell,
you might want to change something about the way the information is displayed. For
instance, you may want to limit the decimal places displayed in a cell containing a number.
To change the format of the number, select the cell containing the number and go to the
Home tab. Select the Number module and click on the Increase Decimal button.

10 October 2010




Advanced Facility Management Practices: Microsoft Excel Session

Bookl - Microsoft Excel

i Review View Acrobat
g | | S Mumber -
Ei= & [$ - % o8 @
Fan
ent IF] Mumber F]
F G H |
1.22]

The process works the same for adding a dollar sign, changing a decimal to percent
notation, or adding a comma separator.

(8~ % o

Step 4 - Format data using a drop-down - Another option would be to click on the cell
and right click, which bring up the mini formatting toolbar and the drop-down list of the most
common operations. In this case, we would select the Format Cells option.

Calibi ~/11 ~ A" A" $ - % » F=
BJ7=iH-O-A-%%E

ET

S &% | Cut

53 Copy

R | paste

Paste Special...

Insert...

Delete...

Clear Contents

Filter »
Sort 3

o m
—pire =TT List...

MName a Range...

S Hyperlink...

==

Once in the Format Cells menus, select the Number tab, and select the appropriate number
of Decimal Places from the dropdown list. Once again, the process would be similar for most

cell formatting operations, including text alignment, changing the font style and size, adding a
border, or filling the cell.

October 2010
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Format Cells

Mumber | Alignment Font Border Fill Protection
Category:

General Sample

Currency

Accounting . . -~
Date Decimal places: |2 Es
Time

Percentage B

Fraction Negative numbers:

Scientific _1734.10

Text 1234.10

Special (1234.10)

Custom (1234.10)

Mumber is used for general display of numbers. Currency and Accounting offer
spedialized formatting for monetary value.

[ Ok l’ Cancel ]

Step 5 - Editing Using the Formula Bar - If incorrect information has been entered
into a cell, one easy way to edit the cell contents is to simply click on the cell and enter the

correct information. You do not need to highlight or delete. Typing replaces whatever is in
the cell.

by
=
<
-
&
4
T
Kl
m
([
I

ik
|
¥

Font ] Alignment

s [ c | olemeeg [ o

If you do not want to replace the data but simply need to correct some part of it, then move
your cursor into the Formula bar, which will display the contents of the cell.

When your cursor turns into an I-Beam, click and edit within the formula bar. This is
especially helpful for editing long strings of text or formulas.
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Cell References

Step 1 - Review Basic References - There are several types of basic references, covering

single cells, ranges of cells, row & columns references, and ranges of cells or columns.

T e T

The cell in column A and row 10 A10
The range of cells in colurmn A and rows 10 through 20 AT0:AZD
The range of cells in row 15 and columns B through E B15.E15
All cells in row 5 55

All cells in rows 5 through 10 510

All cells in column H H:H

All cells in columns H through J H:J

The range of cells in columns A through E and rows 10 through 20 A10:E20

Step 2 — Absolute and Mixed References — When moving or filling data, Excel often
automatically changes a cell reference to match its new relative position. For example, as
shown below, copying the contents of cell B1 and pasting it into cell B3 will change the
reference from Al to A3.

SUM (2 X SUM ~
A B c A B (
1 [ =1 | 1 1 1
- 5 2 | 2
- 3 3 [ 3| =A3]
p a

This is helpful in some cases, but in others it is not. Excel allows users to control this effect by

using absolute and mixed references. These are created by placing a $ before the column
letter and/or row number. Using the same operation as above with an absolute reference for
the row would keep the new formula in B3 referenced to Al.

R e

SUM (" % SUM (2 X«
A B C A B -

1 [ 1)=as1 | 1| 1 1

2 2 2 2

3 3 3 3|=A51

A a

October 2010
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Step 3 - External References — Excel allow users to not only link to data within the current
sheet, but to data in other sheets or other workbooks. The easiest way to see this is by
selecting a cell in the current workbook, typing an equal sign, and, without clicking off the
destination cell, tabbing to the source worksheet, and clicking on the appropriate cell in that
workbook. Assuming the cell you want to link to is Cell Al in Sheet 1, the reference would
appear as below.

SUM - oW
Jil B C

1 =ShEE‘tl!ﬁ‘-.1

) -

3

4

Advanced users may find it more efficient to type in the formula directly, but for novice users,
this method prevents most problems. Additionally, users of all levels may find it useful to add
an absolute reference to an external reference, if the data is not meant to change when filled
or moved.

Fill Command & Patterns

Step 1 - Using Auto Fill - If there is a pattern in the data you are going to enter, Excel can
often detect the pattern and fill it in for you. ﬁ

A ML— o E
1 Group 1

1 In Cell B1, type Group 1.

2|

A N € [ b [ B
1 Group 1 \Grl:-upZ Group 3 Group 4

2 Place the cursor on the bottom right of cell B1, and a black plus sign appears. Click and
drag to the right to cell E1. Excel detects the pattern and fills in the other groups.

A E [ 1] E
1 Group 1 Group 2 Group 3 Group ¢
2 1074493 1075493 10/6/99 10/7499
3 January February March April
4 1 1 1 1
5 1 2 E] 4

The image above illustrates some other patterns and a potential problem with this feature.
In row 4, the Auto Fill feature did not work because there are too many possibilities; Excel
couldn’t recognize the intended pattern. For Excel to recognize the pattern, you would
have to skip to cell C5, and type a 2. You should then highlight the cells B5S and C5 to
“teach” Excel the pattern. Now that Excel knows the pattern, the Auto Fill feature will work,
and you can simply click and drag to the right to auto fill the rest of the cells.
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Using Basic Functions

Step 1 - Enter data - One of the principal reasons for using a spreadsheet is to perform

calculations. To illustrate, begin by adding a column of numbers. This is from a class survey

about the favorite ice cream flavor of a class. Caution: If you plan to ask Excel to add a

column of numbers, make sure that they are numbers. If cell B2 contained "6 students" rather

than just the number 6, Excel would read the entry as a word, not a number.

| Al - £
A B G
Ice Cream Sur\fei !Students
Chocolate
Strawberry
Vanilla

Peach

Chocolate Ripple
Butter Pecan
Neapolitan
Black Cherry
Total

woloo =~ oo w e
o R R W o

[
==

Step 2 - Placing a function - In the example above, the total of the column of numbers
would naturally go in cell B10. Before placing a function (a built in equation) make sure the
selected cell is where you want the function to go.

From the Formula menu select the AutoSum function and click on Sum.

_— - - - | —————m———

A B C D
1 |lce Cream Survey S_._‘tyfiﬂt_a_rj_sr
2 Chocolate T E?
3 Strawberry E 5;
2 |vanilla E al
5 |Peach ! BE
& Chocolate Ripple E 2;
7 |Butter Pecan | 25
8 |MNeapolitan E 1
9 Black Cherry L 1}
10 |Total |=sum{@}
11 [ SUM{numberl, [number2], ..} |
12

Step 3. - Using another function - Excel has many built-in equations (functions). One
more will be used as an illustration.
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Once you know how to write your own functions (next topic), Excel can be used as a
substitute for a calculator. Before building functions, note another Paste function to create
a cell within the worksheet that will automatically remind you of today’s date.

Today's Date: .I

Cell C2 is where a Date & Time function will be placed. From the Formula menu, select
Date & Time, and then select the Today function. The following menu will appear.

Function Arguments E]E‘
Returns the current date formatted as a date.
Today's Date: |ODAY I

14 i L This function takes no arguments.

Formula result = Volatile

el on s ction. [ ] [ Cancel ]

Click OK and the following formula should be entered into the cell. Click on the cell and
look at the formula bar, or double click on the cell to open it for editing.

Today's Date: |=TODAY()

Step 4. — Explore - Look through the Function Library to discover what equations are
built into Excel. For most users, every imaginable data operation is probably in the library,
ranging from mathematics, logical operators, scientific calculations, engineering
calculations, and more. Once you are familiar with the formulas, you can type them directly
into the worksheet to save time.

Using Equations

Step 1 - Preparing to enter an equation - Functions are an easy way to complete
simple calculations, but at some point you will need to build your own equations. There
is a single keystroke that informs Excel of your intention. Press the equal key (=). If you can
write the equation, Excel can perform the calculation. This module will deal with four simple
functions: add, subtract, multiply, and divide.
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B4 e =|
A B |cl o [El F 6 H I
1 add subtract multiply divide
2 b b b b
3 3 3 3 3
4 | |

Step 2 - Writing an addition equation - If you were to state the process for adding the
numbers in column B, then it would be "six plus three.” The equation could be written
exactly like that (=6+3), and Excel would display the expected answer, 9. However, that
equation would be useless if the numbers in either B2 or B3 were changed. To avoid this,
you should use cell addresses when writing your own equations.

=B2+B3

|=|[% & =| =B2+E3

A B [c|] D |E|
1 add subtract m
2 5 5
2 1
4| [=B2+&3 |

When writing the equation, clicking in cell B2 displays B2 in the equation. If you have
written the equation correctly, then you may accept it by pressing the Enter/Return key or
by clicking on the green check mark. If you change your mind, click on the red X to cancel
the operation.

Step 3. - Writing other simple functions - Symbols for the four basic mathematical
functions are:

e addition +

e Subtraction -

« multiplication *

e division/

Step 4. — Task - Prepare a worksheet with the data displayed under Step 1. Enter the
proper equation under each set of two numbers.

Step 5. — Compare - Compare your results to those shown below:
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=BZ+B3 =D2-03 =F2*F3 =H2/H3
B | E I [ |
add subtract | multiply divide
5 B G B

Calculating Percent and Using Absolute Cell Reference

Step 1 - Review percent - Before showing how to calculate percent with Excel, let’s review
how to calculate percent.

A number divided by a second number and multiplied by 100 expresses what percent the
first number is of the second number. If you do not multiply by 100, then you have the
decimal equivalent of percent.

Step 2 - Writing a percent equation for only two numbers - Solve the following: 2
is what percent of 8?

Now that you are sure you remember the process for calculating percent, use an Excel
worksheet to perform the calculations.

=(B1/B2)*100
B | ¢
2
8

Step 3. - Writing a percent equation for a column of humbers accompanied by a
sum - Data from the ice cream survey will be used to illustrate how to calculate percent.

2 = =|
& I E [ © ]
percent af
1 lee Cream Survey Students tokal
2 | Chocolate 3 :
3 |Strawberry 3
4 | vanilla 4
5 | Peach 3
E |Chaocolate Ripple 2
¥ | Butter Pecan 2
8 |Meapolitan 1
3 |Black Cherry 1
10 | Total 24

Step 4. — Auto Fill and problems associated with it - You probably remember a
discussion of Auto Fill from the previous module. Auto Fill is a convenient way to place
information in several cells at the same time. Although Auto Fill may seem like a good way
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to fill the equation into cells C3 through C9, it actually will cause errors in your equation, as
illustrated below.

C2 - =| =(B2/B10)*100
& I BE [ c | D
percent of
1 lee Cream Survey Students Lok al
Z | Chocaolate [ 20
3 | Strawberry 7] #OI 0!
4 | anilla 4 #0040
5 |Feach 3 #OI0!
& | Chowolate Ripple 2 #OI0!
T _|Butter Pecan 2 #0000
& |Meapolitan 1 #OIW 0
3 | Black Cherry 1 H#Ov0!
10 | Tokal 24{| #OINO! H
i1

Oops! Something is wrong there. The problem was caused by the way the equation was
written. The equation B2/B10 says, "Take the first cell in this equation and divide it by the
cell eight spaces below.” The reason that none of the other equations work is that there is
nothing in the cell eight spaces below any of the cells from B3 to B10. You must find a way
of telling Excel to use cell B10 to divide by for each of the other eight equations.

Step 5. — Absolute Cell Reference - You tell Excel to use one specific cell and never
move to another relative location in the calculations by using "absolute cell reference.” To
specify the cell, place a dollar sign before the column letter and before the row number.
Thus, “$B$10” says always use cell B10. Go back to the worksheet and rewrite the
equation in C2.

c2 [ =| =(B2/$8%10)7100
& [ B e [T o ]
percent of
1 lze Cream Survey Students [{=1¥1
2 | Chovolate E 25.
3 | Strawberry 5
4 | Wanilla 4
5 |Peach 3
E | Chocolate Ripple 2
¥ | Butter Pecan 2
8 [Meapolitan 1
9 |Elack Cherry 1
10 | Tatal 24

Notice the answer has not changed. If you were writing only this one equation, you wasted
time using absolute cell reference. The real benefit of this equation will be seen when you
auto-fill down into cells C3 through C10.

Step 6. - Fill the equation down into the cells below - As soon as you auto-fill this
equation with an absolute cell reference down into cells C3 through C10, the percentages
are instantly calculated. Only one more task remains.
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2 M =| =(B2/§B%10)*100
&, [ B & | o |

percent of

1 Ize Cream Survey Student= Lok al

2 | Chocolate E 20

3 | Strawberry |3 2083333

4 | Vanilla 4 16.EEGET

5 |Peach 3 125

B | Chocolate Ripple 2 8333333

¥ | Butker Pecan 2 ERC KRR

B | Meapolitan 1 4 1EEEET

9 | Elack Cherry 1 4 1EEEET

10 | Total 24 1008

11

Step 7. - Format the cells - Unless you need five decimal places, you should format
cells C2 through C10, the highlighted range above, so that only one decimal place is
displayed.

Cut
Copy
Paste

B~

Paste Spedial...
Insert..
Delete...

Clear Contents

Filter

' Format Cells...
Pick From Brop-down List...
Mame a Range...
19 Hyperlink...

|
Calibi =11 =~ A A" % - % » F

SE-H-A-QUME
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1 Right-click on the highlighted range of cells, and select Format Cells...

Format Cells |

Murnber |.ﬂ.lignment | Fonk | Border | Patterns | F‘ru:uteu:tiu:unl

Category: anmple
2 General - 25.0 J
g M—l P

Currency Decimal places: Iﬁ%ﬁ
Accounting

Dake

Time [ Use 1000 Separator [,

F'eru:gntage Megative numbers:

Fraction

Scientific

Text 1234.0

Special (1234.00

Cuskam =l {12340 =]

Mumber is used For general display of numbers. Currency and Accounting
offer specialized Formatting for monekary value.

Ik Cancel

2 In the category list, select Number.
3 In the Decimal places box, use the down arrow to choose 1.
4 Click OK. Now your column of data has a nice, uniform appearance.

C13 - =]
& I E e |
percent of

1 lze Cream Surey Students totkal
2 | Chocolate E 2580
3 | Strawberry 5 20.8
4 | vanilla 4 167
5 |Peach 3 125
E | Chocolate Ripple 2 8.3
¥ | Butter Pecan 2 83
8 [Meapolitan 1 12
3 | Black Cherry 1 4.2
10| Tatkal 24 100.0

Inserting and Deleting Rows in a Data Set

Sometimes it is necessary to insert or delete rows from a set of data. For instance, you might
need to insert sales data for Los Angeles into the data below. Assume you have three recent
sales for Los Angeles that need to be entered into the data. Begin by selecting three rows at
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the location where you would like the data to reside. Since you would like the data to be after
Denver and before New York, select rows 7 through 9.

A B C D E F G
Fa o P o 0 Fa

1 - - - - = S01d - 0 = BEg
2 |1 Denver CO 1,800 %$1,400,000 August 2
3 |2 Denver COoO 3,000 $ 900,000 September 1
4 |3 Denver Co 2500 % 800,000 August 2
5 |4 Denver Co 4,200 $ 400,000 September 1
5 |5 Denver co 6,000 $%$1,400,000 July 2
7 |6 New York NY 1,900 $1,400,000 June 1
8 |7 New York I NY _l 675 % 900,000 February 1
9 |8 New York NY 3,500 %$1,400,000 July 1
10|19 New York NY 2,750 %2,850,000 June 1

To insert multiple rows, select the rows above which you want to insert rows. Select the same
number of rows as you want to insert. For example, to insert three new rows, you select three
rows. (To insert nonadjacent rows, hold down CTRL while you select nonadjacent rows.)

On the Home tab, in the Cells group, click the arrow next to Insert, and then click Insert
Sheet Rows.

g=lInsert ~
I Delete -
'::l Format -

Cells
You can also right-click the selected rows and then click Insert.
When you insert rows on your worksheet, all references that are affected by the insertion

adjust accordingly, whether they are relative or absolute cell references. The same behavior
applies to deleting rows, except when a deleted cell is directly referenced by a formula.

The process for inserting columns is perfectly analogous, except for clicking Insert Sheet
Columns at the end.
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Cutting and Pasting in Excel

Step 1 - Cut and Copy — One of the most common operations you will perform in Excel is
cutting and copying data. Cut removes the data and places it in another cell, sheet, or
workbook. Copy makes a copy that can be placed somewhere else, leaving the original intact.
Several methods are available to accomplish these tasks. For example, once data is selected,
it can be copied onto the clipboard by

- Selecting the Copy button under the Home menu
- Right-clicking and selecting Copy
- Pushing the CTRL and C keys simultaneously

(O) 9~ o Book
gy.
— Home Insert Page Layout Formulas Data Review Vi
lu CA N[ E == 5 ||
Hel| - Al E = E|E=EE HH |8
Clipboard ™ Font (F Alignment {F]
| A2 - fe | Chocalate
A B G D E
1 |Ice Cream Survey Students
2 |Chocolate GI
3 |Strawberry Galibri ~[11 /A AT $ - % v F
4 |Vanilla
. My . A . €0 .00 (F
5 |Peach | c=y &b o
6 [Chocolate Ripple
7 |Butter Pecan
8 [Meapolitan
9 |Black Cherry (e
10 |Total Paste Special...
11 Insert...
12 Delete...
13 Clear Contents
14 )
Filter »
15
Sart »
16 <
17 - Insert Comment
18 Todd B Format Cells...
19 Pick From Drop-down List...
20 Mame a Range...
21 ;
& Hyperlink..

22

Step 2 - Paste data — Data that has been cut or copied must be pasted into a new location.
This can be another cell in Excel or in almost every other program, from Word to Lotus Notes.
A simple paste brings the data, along with any formatting and formulas associated with the
cell.
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i |

\ =, 2 ] Bookl - Microsoft Ex

(4]

(.

Home Insert Page Layout Formulas Data Review View Acrobat

&

Calibri 11 <[ A ATl e A=T General

=||E=EE & (% - % ||

<
=
ey
=
&
b=
i
Ml
il

[, Paste font fa Alignment ] Number

Formulas I |

Paste Values 2] C D E F G

Mo Borders dents I .I

Transpose

Paste Link

._ﬁ Paste Special...

Eﬁ As Picture 3

8 Meapolitan
9 Black Cherry
10 |Total

11

12

13

o R R W s 0o

Step 3 - Paste Special = In some cases, pasting everything associated with a cell, chart, or

object is not desirable. For example, you may not want data to carry its source formatting or
you may want a chart to appear as a bitmap to make it easier to view. In those cases, you
would use the Paste Special option that can be found by right-clicking into the destination cell
or in the Home menu under the Paste drop-down.

| @ﬂll ) All using Source theme
") Formulas (") all except borders
) values ) Column widths
() Formats () Formulas and number formats
() Comments () values and number formats
() validation

Operation

(%) Mone () Multiply
) Add ) Divide
) subtract
[] skip blanks [ Transpose
Paste Link [ QK l ’ Cancel

Creating Static Charts in Excel

Step 1 - Selecting Data and Chart Type — Besides computation, one of the most

common uses of Excel is to create static charts to help analyze a set of data. The first step in
this process is always selecting what data you want to analyze and what type of chart to use.
Selecting the type of chart is as much art as science, and some trial and error may be
necessary before you find one you like.

24
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The most common types are shown under the Insert tab in the Chart area. For each type,
there are numerous sub-types, each with a slightly different look.

Insert Page Layout Formulas

—
i
|

W E DB &

Picture Clip Shapes Smartart ScreensRot
Art - -

| Hllustrations

5
i
i

Column  Line Pie Ear Area  Scatter Other
- - - - - - Chal’ts"

Charts

i
‘—‘) Home Insert Page Layout Formulas Data Review View Acrob
i3 e a8 = &y |
i S = = P TR o
PivotTable Table Picture Clip Shapes SmartArt || |Column| Line PFie Ear Area  Scatt
- Art - - - - - - -
Tables Tllustrations 2-D Column
| A2 (2 fr| Chocolat ] | |
— o1 < lu a8 B8
1 |lce Cream Survey Students
3-D Column
2 |Chocolate &| - — — —
| | |0l e] )92 33
4 |vanilla 4 | | | |
5 |Peach 3 Cyfinder
6 |Chocolate Ripple 2| — — — —
== 1 e8] 102
8 |Neapolitan 1] | | | |
9 |Black Cherry 1] Co
10 ] 'l ul N
: b Lub ] 104] g
A8da| /80 |38 |
12
13 Pyramid
14 T | " N
15 M| s8] IAA/ b
16
17 il 2vchart Types...

Step 2 — Basic Chart — Once a chart type is chosen, Excel will display the chart and the
three Chart Tools menus
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Bookl - Microsoft Excel

|.l:!=: anv(u =
i

Home Insert Page Layout Formulas Data Review

il W = OE

Switch Select
Row/Column Data

Data

Change  Save As
Chart Type Template

Type Chart Layouts

Chart Tools

Design Layout Format

I Chart 2 £ |

A B
Ice Cream Survey Students
Chocolate

[ c |

Strawberry
Vanilla

Peach

Chocolate Ripple

-n
(]

122

Butter Pecan

Neapolitan

=]
!

W |~ oW

o MR W s D a

Black Cherry

A=
bel\)l—io

[= T N )
T SR R T T

=
ca [~ &

Today's Date:  10/11/1

=
w

[
=]

M Seriesl

Step 3 - Menu Options - The primary method for customizing and modifying charts in

Excel 2007/10 is through the three chart menus.

Design — Allows you to quickly swap chart types (e.g., column to pie), edit the data

source, choose among popular layout styles, and change the chart colors.

(D)9~ &~ )+ Bookl - Microsoft Excel Chart Tools - =
i [ (

Home Insert Page Layout Formulas Data Review View Acrobat Design Layout Format @ - =
"TIEE R | 5]
Change Save As Switch Select Ed -D_H—lli- == ||= . . . . . Move

Chart Type Template | Row/Column Data T Chart
Type Data Chart Layouts Chart Styles Location
- Layout - Allows you to add extras like text boxes and pictures, add and edit the
various chart elements (title, axis, gridlines, plot area)
(Oa H2a ) - Bookl - Microsoft Excel Chart Toals - 9 X%
T | =
Home Insert Page Layout Formulas Data Review View Arrobat Design Layout Format @ - a2
Series 1 @ - A = - e il E [#] Chart Wall 71 (4] Lines =
bl ’D) - T O A5 ] L i | | i :
By Format Selection - — = 'Jg im J [®] Chart Floor — 29 Up/Down Bars
Picture Shapes Text Chart  Axis Legend Data Data Axes  Gridlines Plot . Trendline Properties
e‘.ﬁ Reset to Match Style - Box Title = Titles = - Labels = Tahle = - - Area 3-D Rotation - |=:| Error Bars ~ -
Current Selection Insert Labels Ayes Background Analysis

26

October 2010



Advanced Facility Management Practices: Microsoft Excel Session

- Format - The primary way to edit the look of the chart, including the color scheme, text
effects, chart area size, and alignment.

!./E-Eé\"l HO-- )= Bookl - Microsoft Excel Chart Tools - o
:j/‘ Home Insert Page Layout Formulas Data Review View Acrobat Design Layout Format 'Q) - o
Series 1 - S Shape Fill = N A 1B e —
{?/Format Selection = Zshape Cutline = _/ > C ‘__I :
&4 Reset to Match Style = | & shape Effects ~ B, Selection Pane Sk Rotate - || ¢ Z @

Current Selection Shape Styles [F] WordArt Styles Arrange Size [F]

Step 4 - Manual Formatting — By right clicking on the various parts of the chart, you can
also modify and customize in a more manual fashion, as was possible in earlier versions of
Excel.

By clicking on the chart area (the space around the plot area), you can access many features,
such as changing chart types and reselecting data, as well as open the mini format toolbar and
Format Chart Area menu.

& | Cut
53 Copy
[ Paste
&9 | Resetto Match Style
ChartTitle A | Font.
7 nh Change Chart Type...
B _} Select Data...
5
1 M| Move Chart...
3
2
: = '
) [
&F < 3 & & N @ \
0"’0 a"ﬁz 4 Q% Q}Q Q% Qc,\ u
o g & & e .
© o 0:9\% Q’\)'C“ & Assign Macro...
& ' Format Chart Area..,
W Seriesl

CalibrifE- |10 - A" a” -2 -

4
.
U]
e
i

The Format Chart Area menu allows you to modify all of the formatting of the chart area,
including fill style, border, and shadowing of the chart area. If this menu is open, you can open
related menus for formatting the other elements for a chart (data series, gridlines, axis) simply
by clicking on one of those elements.
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Format Chart Area

Barder Calor
Border Styles
Shadow

3D Format

Fill

O Nofil

) Solid fil

(® Gradient fil

) Picture or texture fil
() Automatic

Preset colors:

Direction:

Gradient stops

Stopt v | [ Add

l [ Remoyve l

Stop position: 37

Transparency: Ji

Close

Additionally, right-clicking within the Plot Area, Gridlines, Title, Legend, Axis, or Data Series
opens similar sets of options, including opening the format menu specifically tailored to each

element.

28
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Chart Title Chart Title
T
5 /
5 Plot Area ‘/
4
:
2
1 Hm
: :
T <& o ol oo o o - A
S R A
A
£ & o
O
¢

Chart Area W seriest

Analytical features, such as trend lines and error bars, can also be formatted in this manner if

necessary, or they can be formatted using the applicable Format menu.

] 6 O (L] ]

ata Axes  Gridlines Plot  Chart Chart 3-D (Trendline| Lines Up/Down  Error
ale - > hd Area~ Wall~ Floor~ Rotation 4 Bars Bars ~
Axes Background Naone
Removes the selected Trendline or all
Trendlines if none are selected L
G H 1 1 K Linear Trendline

Adds/sets a Linear Trendline for the
selected chart series

Exponential Trendline
Adds/sets an Exponential Trendline for
the selected chart series

Format Trendline
- } Linear Forecast Trendline

| Trendine Options | | Trendline Options

Line Color Trend/Regression Type
Adds/sets a Linear Trendline with 2 period
Line Style ) Exponential forecast for the selected chart series
= Two Period Moving Average
Shadow

Adds;sets a 2 Period Moving Average

T selected chart series

J @ Linear
J O Logarithmic <
J © Polynomial

J O Poner

Mare Trendline Options...
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MICROSOFT EXCEL: SORTING, FILTERING, AND PIVOT TABLES

Introduction to Sorting

The records that make up a data set can be rearranged by changing the field by which the
data set is filtered. For example, the data set below is sorted in ascending order by the Asset
Description field.

14 |Location
15 106134
16 109015
17 1116250
18 116932
19 14582
20 14584
21 14585
22 |14586
23 14593
24 14607
25 14609
26 14612
27 14613
28 |14616

Description

Electrical System

Fleet Vehicles

Helicopter Shelter

Radio Antenna on Water tower

Johnson City District

Boyhood Home Area GJ-001

LBJ Boyhood Home HB-001 LCS 000876

LBJ Boyhood Home Barn HB-002 LCS 00570ELYJO

Back 40 Area GJ-004

Johnson Settlement Area GJ-003

John Bruckner Barn HB-010 LCS 000878
Exhibit Center B-108

Settlement Polk Barn HB-011 LCS 005716

LYJO
LYJO
LYJO
LYJO
LYJO

Sam E Johnson Log Cabin HB-007 LCS 00571 LYJO

Step 1. — Getting Started

Park Name

Lyndon B Johnson National Historic Park
Lyndon B Johnson National Historic Park
Lyndon B Johnson National Historic Park
Lyndon B Johnson National Historic Park
Lyndon B Johnson National Historic Park
Lyndon B Johnson National Historic Park
Lyndon B Johnson National Historic Park
Lyndon B Johnson National Historic Park
Lyndon B Johnson National Historic Park
Lyndon B Johnson National Historic Park
Lyndon B Johnson National Historic Park
Lyndon B Johnson National Historic Park
Lyndon B Johnson National Historic Park
Lyndon B Johnson National Historic Park

1 Select any cell within the data table.

entire data set you would like to sort is highlighted.

press OK.

Region Occupan Asset Code Status
NPS 5400 OPERATING
NPS 0000 REMOVED

PLANNED
OPERATING
OPERATING
OPERATING
10PERATING
IMR  NPS 4100 OPERATING
MR NPS 0000 OPERATING
IMR NP3 0000 OPERATING
IMR NP5 4100 OPERATING
MR NPS 4100 OPERATING
IMR NPS 4100 OPERATING
IMR  NPS 4100 OPERATING

APl FCI

80
83
61

80
36

0.000
0.000
0.000
0.000
0.000
0.000
0.073
0.000
0.000
0.000
0.028
0.014
0.001
0.050

From the Data menu, select Sort. Excel will automatically determine the data to be
sorted, which should be highlighted, and a Sort dialog box will appear. Verify that the

In the open dialog box, select the field to sort by, the type of sort and the sort order, and
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5 From Access L' 5 o |55] Connedtions || | [T N 2 % B = [ Data Validation ~ ¢£E @EE HIE E=
_}FromWeb —‘J —‘J Q Properties Zl E y EEE] g ,EnConso\idate LJ LJ ﬂJ ‘E
e From Other Existin_g Refresh B %l Sort Filter 7 Text to Rerr_lmte R Group Ungroup Subtotal
-5 From Text Sources | Connections A~ == Editll 2 Advanced || Columns Duplicates = What-If Analysis ~ - -
Get Bxternal Data Connections Sort & Filter Data Tools Outline fa
| 611 - £ | 3100
A B c F G H | J K M M 0 T
1 |Asset # Asset Description F'a_rk Occupgnt Asset Code Sta_tus AP FCI CRV DCost Citv LM
2 U:'UHE Puukohola Heiau Mational Historic Site PUHE NPS 0 NOTAPPLICABLE 0.000 50 1.00 EA
3 L108888 Road Maintenance Facility Access PUHE NPS 1100 OPERATING 80 0.000 §220.520 50 0.05 MI
4 L1[]4T51 Road Park Headquarters Entrance PUHE NPS 1100 OPERATING 80 0.097 §705.664 568,682 0.16 MI
5 L104?46 Road Spencer Beach Park PUHE SHARED 1100 OPERATING 88 0.135 $1,587.744 $213,730 0.36 MI
6 L1[]8555 Road Visitor Center Exit PUHE NPS 1100 OPERATING 88 0.000 $88.208 50 0.02 MI
7 L108557 Road Maintenance Facility Parking Area PUHE MNPS 1300 OPERATING 80 0.000 5641.166 $0 16875.00 SF
8 L104?34 Road Park Headquarters Parking Lot PUHE NPS 1300 OPERATING 80 0.000 591,066 50 8160.00 SF
9 L108554 Road Visitor Center Parking Lot PUHE NPS 1300 OPERATING 88 0.000 $563.010 50 14813.00 SF
10 |:51137 Trail System PUHE NPS 2100 OPERATING 88 0.677 $310.150 $209.935 4119.00 LF
11 |'51153 Gmd Puhe Grounds PUHE NPS 3100 OPERATING 100 0048 $1.418.872 3568371 5.00 AC
12 |'51140 Bldg Administration Building PUHE NP5 4100 OPERATING 70 0153 $81.470 $12,505 384.00 SF
13 |:51147 Bldg John E] (192,937 510,486  800.00 SF
14 |61129 Bldg Maint s .154,952  $25,422 4650.00 SF
1: %j:;g g::g Ez::; ""'Z‘lﬁddLevel ” X Delete Level ” 52 Copy Level | i My data has headers éggggg $g§g§? 422333 SE
17 |'51148 Bldg Trailef | column SortOn Order $59.405 56,694 280.00 SF
18 @9851 Bldg Upper) |sortby  [asset code w | |Values w | |Smallest to Largest +]|| Jp463.604 2D I &
19 |'51 a8 $95.125 50 8000.00 GPD
20 @1 574,500 1.00 EA
21 |'51 ,262,390 26160.00 SF
22 511 .802,380 50 18000.00 SF
23 151149 Arch Str F‘J .998.,070 50 22400.00 SF
24 |'51152 Arch Str S [169.099 50 410.00 SF
25 L109531 Farm Encl ,362,869 §9000.00 SF
26 [51134 FLEET 50 1.00 EA
27
28

20

Step 2. — Sorting Data based on a Single Field

The Sort dialog box allows data to be sorted by as many fields as you have data columns—
each of which may be sorted in ascending or descending order. The result of sorting the Asset

Code field in ascending order is shown below.

S(w|o~|o | & wm|a

1
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27

A B c
Asset # Asset Description Park
PUHE Puukohola Heiau National Historic Site PUHE
08666 Road Maintenance Facility Access PUHE
04761 Road Park Headquarters Entrance PUHE
04746 Road Spencer Beach Park PUHE
"08665 Road Visitor Center Exit PUHE
08667 Road Maintenance Facility Parking Area  PUHE
04734 Road Park Headquarters Parking Lot PUHE
08664 Road Visitor Center Parking Lot PUHE
E1137  Trail System PUHE
61153 Grnd Puhe Grounds PUHE
51140  Bldg Administration Building PUHE
51147 Bldg John Young Storage Area PUHE
61129 Bldg Maintenance Facility PUHE
78712 Bldg New Vistor Center PUHE
51138 Bldg Park Headquarters PUHE
51148 Bldg Trailer Office PUHE
99851 Bldg Upper Restroom PUHE
51135  Util Water Distribution System PUHE
81141 COMM-PUHE Radio System PUHE
51151 Arch Str John Young Homestead PUHE
B1150  Arch Str Mailekini Heiau PUHE
51149 Arch Str Puukohola Heiau PUHE
51152 Arch Str Stone Leaning Post PUHE
09631 Farm Enclosure PUHE
51134 FLEET PUHE

=

G

H

Occupant Asset Code Status

MNPS
NPS
NPS
SHARED
NPS
MNPS
NPS
NPS
NPS
NPS
MNPS
NPS
NPS
MNPS
NPS
MNPS
NPS
NPS
MNPS
NPS
MNPS
NPS
NPS
PARTNER
NPS
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0 NOTAPPLICABLE

1100 OPERATING
1100 OPERATING
1100 OPERATING
1100 OPERATING
1300 OPERATING
1300 OPERATING
1300 OPERATING
2100 OPERATING
3100 OPERATING
4100 OPERATING
4100 OPERATING
4100 OPERATING
4100 OPERATING
4100 OPERATING
4100 OPERATING
4100 OPERATING
5100 OPERATING
5500 OPERATING
7200 OPERATING
7200 OPERATING
7200 OPERATING
7200 QOPERATING
7200 INACTIVE

8999 NOTAPPLICABLE

| J K M
AP FCI CRV DCost Qi
0.000 50
B0 0.000  $220520 50
80 0.097 5705664 568682
88 0135 51587744 $213.730
g8 0.000 §88.208 50
B0 0.000 5641166 30 16
80 0.000 $91,066 50 8
68 0000  §563,010 30 14
88 0677 5310150 $209.935 4
100 0.048 $1.418.872 §68.371
70 0153 581470 §12,505
75 0054 5192937 510486
80 0.005 §5154952 525422 4
100 0.000 57450000 %2338 4
70 0142 5203675 §28.977
70 0113 §59.405 56,694
B0 0000 5463 604 50
80 0.000 §95125 30 8
71 0.000 §74.500
100 0.000 $4.262,390 26
100 0.000 $12.802,380 50 18
100 0.000 $15.998.070 50 22
66 0000  §169,099 50
85 0.000 %4362 869 89
0.000 50

N
¥

o
um
1.00 EA
0.05 MI
0.16 MI
0.36 MI
0.02 M
875.00 SF
160.00 SF
818.00 SF
119.00 LF
8.00 AC
3B4.00 SF
800.00 SF
650.00 SF
653.50 SF
960.00 SF
280.00 SF
403.00 SF

000.00 GPD
1.00 EA
160.00 SF
000.00 SF
400.00 SF
410.00 SF
000.00 SF
1.00 EA
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Step 3. - Sorting Data based on Multiple Fields

A similar approach is used when sorting data using multiple fields.

A B c F G H I J K M N 0
13 |Asset # Asset Description Park__ Occupant Asset Code Status AP FCI CRV DCost Qty U
14 [51151 Arch Str John Young Homestead PUHE NP3 7200 OPERATING 00 0.000 54.262.390 26160.00 SF
15 51150 Arch Str Maiekini Heiau PUHE NPS 7200 OPERATING 100 0.000 512,802,380 50 18000.00 SF
16 (51149 Arch Str Puukohola Heiau PUHE NPS 7200 OPERATING 100 0.000 $15.998.070 50 22400.00 SF
17 [61152  Arch Str Stone Leaning Post PUHE NPS 7200 OPERATING 83 0000 5169099 50 410.00 SF
18 51140 Bldg Administration Building PUHE NPS 4100 OPERATING 70 0153 581470 $12.505 384.00 SF
19 (51147 Bldg John Young Storage Area PUHE NPS 4100 OPERATING 75 0054 $192.937 $10.486 800.00 SF
20 (61129 Bldg Maintenanggeiasit = : sinc aocoaT 952 §25.422 4650.00 SF
2178712 Bidg New Vistoeclg EJEooo  52.338 465350 SF
22 (51138 Bldg Park Head 675 $28.977 960.00 SF
2 ksma Bldg Teailer Qi | “41203 Level ] [X Delete Lo copy Level [ 2] 105 6694 28000 SF
24 99851 Bldg es 504 50 403.00 SF
2 ||:81141 com{ 5 ER c”‘”:” Fort on Crdey 500 1.00 EA
26 |.109531 Farm —Sart by | Asset Code Values Smallest to Largest 369 29000.00 SF
27 L51134 FLEE Thenby | ap1 w | |values w | |Smallest to Largest v 50 1.00 EA
2851153 Gmd Puhe Grou | 1pen by 872 $68371  8.00 AC
29 {PUHE Puukohola Heia 9| [Values Smallst to Largest 50 1.00 EA
30 L108566 Road Maintenan 520 50 0.05 MI
31108667 Road Maintenan 166 50 16875 00 SF
32 [104761 Road Park Hea ls2 sese52 06 m
33 [104734 Road Park Hea 066 50 8160.00 SF
34 [104746 Road Spencer 744 §213.730  0.36 MI
35 l[masss Road Visitor Ce 208 50 0.02 Ml
36 108664 Road Visitor C . - A 010 50 14818.00 SF
37 (51137 Trail System PUHE NPS 2100 OPERATING 88 0677  5310,150 5209,935 4119.00 LF
38 [51135_Util_Water Distribution Systsm PUHE NPS 5100 OPERATING 80 0.000 595125 50 8000.00 GPD

20

5

6

The result of this sort is shown below. Note that the sorting of the Asset Code field took

In this example, the Asset Code field is sorted in ascending order.

Then the API field is sorted in ascending order.

precedence over the sorting of the API field. As a result, the records are first grouped together
by their Asset Code, and then, within each of these groups, the records are sorted in
descending order by API.

g sy

B

13 |Asset # Asset Description
14 |PUHE Puukohola Heiau National Historic Site

15 108666 Road Maintenance Facility Access
16 (104761 Road Park Headquarters Entrance

17 108665 Road Visitor Center Exit

18 104746 Road Spencer Beach Park

19 108667 Road Maintenance Facility Parking Area
20 104734 Road Park Headquarters Parking Lot

21 08664
22 [61137
23 B1153
24 51148
25 51138
26 51140
27 51147
25 99851
29 61129
30 [78712
31 G135
32 B1141
33 109631
34 51152
35 51151
36 51150
37 /51149
38 51134

Road Visitor Center Parking Lot
Trail System

Gmd Puhe Grounds

Bldg Trailer Office

Bldg Park Headquarters

Bldg Administration Building
Bldg John Young Storage Area
Bldg Upper Restroom

Bldg Maintenance Facility

Bldg Mew Vistor Center

Util Water Distribution System
COMM-PUHE Radio System
Farm Enclosure

Arch Str Stone Leaning Post
Arch Str John Young Homestead
Arch Str Mailekini Heiau

Arch Str Puukohola Heiau
FLEET

E F G H | el K M N 0
Park  Occupant Asset Code Status AP FCI CRV DCost  Qty UM
PUHE NPS 0 NOTAPPLICABLE 0.000 50 1.00 EA
PUHE NPS 1100 OPERATING g0 0.000 5220520 30 0.05 MI
PUHE NPS 1100 OPERATING 80 0.097 5705664 566,682 0.16 MI
PUHE NPS 1100 OPERATING 88 0.000 $88.208 50 0.02 MI
PUHE NPS 1100 OPERATING 88 0135 §$1.587.744 $213.730 0.36 MI
PUHE NPS 300 OPERATING 80 0.000 5641166 50 16875.00 SF
PUHE NPS I E!OF'ERATING 80 0.000 $91.066 30 8160.00 SF
PUHE NPS 300 OPERATING 88 0000  $563.010 50 14818.00 5F
PUHE NPS 2100 OPERATING 88 0677  §310.150 $209.935 4119.00 LF
PUHE NPS 3100 OPERATING 100 0.048 $1.418.872 $68.371 5.00 AC
PUHE NPS 4100 OPERATING 70 0113 $59.405 $6.694 28000 SF
PUHE NPS 4100 OPERATING 70 0142 5203675 $28.977 960.00 SF
PUHE NPS 4100 OPERATING 70 0.1583 $81.470 $12.505 384.00 SF
PUHE NPS 4100 OPERATING 75 0.054 5192937 $10.486 800.00 SF
PUHE NPS 4100 OPERATING 80 0.000 5463604 50 403.00 SF
PUHE NPS 4100 OPERATING g0 0.005 5154952 §25422 465000 SF
PUHE NPS 4100 OPERATING 100 0.000 57,450,000 52338 465350 SF
PUHE NPS 5100 OPERATING 80 0.000 596125 50 800000 GPD
PUHE NPS 5500 OPERATING 71 0.000 $74.500 1.00 EA
PUHE NPS 7200 INACTIVE 85 0.000 $4.362869 89000.00 SF
PUHE NPS 7200 OPERATING 88 0.000  5169.099 50 410.00 SF
PUHE NPS 7200 OPERATING 100 0.000 $4.262,390 26160.00 SF
PUHE NPS 7200 OPERATING 100 0.000 $12.802,380 50 18000.00 SF
PUHE NPS 7200 OPERATING 100 0.000 $15.998.070 50 22400.00 5F
PUHE NPS 5999 NOTAPPLICABLE 0.000 50 1.00 EA
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Introduction to Filtering

Filtering is a quick and easy way to find and work with a subset® of a data set. A filtered data
set displays only the rows (records) that meet the criteria® you specify for a column. Excel
provides two commands for filtering ranges: AutoFilter and Advanced Filter. Only the
AutoFilter command is covered in this document.

Unlike sorting, filtering does necessarily reorganize a data set, although the filter can be used
to sort data. In most cases, filtering temporarily hides rows you do not want displayed. When
Excel filters rows you can edit, format, chart, and print the subset of data without reorganizing

or moving it.

Step 1. - Format the Data Set

D_a\ =9~ s PUHE - Asset Detail Info 22 July [Compatibility Mode] - Microsoft Excel - 7 X
) =
7/ Home Insert Page Layout Formulas Data Review View Acrobat @ - 7 X
i From Access > L, |G Connedtions | j G Clea =1 = = [EDatavalidation - ®IE| @hE 5 =
3 =0 =0 = 2l (32 LF = o . ?_J {J ﬂJ z
g From Web Propertie Cy Reapply T Consolidate El
. From Other Existing Refr il Sort Filter 7 Textto  Remove o X Group Ungroup Subtotal
L] From Text Sources = | Connections All 1 Fdit Links 2 Advanced || columns Duplicates = What-If Analysis ~ v =
Get External Data ctions Sort & Filter Data Tools Qutline {F
F21 - ;{}@‘s‘_
A j c F G H \ J K M N o [T
13 |Asset # Asset Description Park  Occupant Asset Code Status AP FCI CRV DCost  Qty UM
14 PUHE Puukohola Heiau Mational Historic Site [ PUHE MNPS 0 NOTAPPLICABLE 0.000 50 1.00 EA
15 08666 Road Maintenance Facility Access PUHE NPS 1100 OPERATING 80 0.000 5220520 50 0.05 M
16 (104761 Road Park Headqg FUHE NPS 1100 OPERATING G0 0.097 5705664 $68.682 0.16 Ml
17 FAN0ELE (Dand Viniar Mant DI ILE  MDE 1400 NDEDATIMA

ag A Ann

1 The first row of the data set should contain headings.

2 Subsequent rows should contain data, and there should be no blank rows within the
data set (individual blank cells are acceptable but blank rows are not). There should
also be a blank row at the end of the data set and a blank column at the right.

Step 2. — Turn on the AutoFilter

©ao 9ng on nng

7/ Home Insert Page Layout Formulas Data Review View Acrobat @ - 7 X
g From Access Ly L, ~ |55] Cannections Al ﬁ Il*:"ji B8 =4 Data Validation - f>£§ @25 .Tj: =
Zv |3 — = = = = .
_}From Web —I-J —‘-J g i Properties =l Freapply == =] _E:cl Consolidate LJ LJ ﬂJ =]
. From Other Existing Refresh ~ il Sort 7 Textto  Remove = X Group Ungroup Subtotal
[EjFromText  sgurces+ | Connections All= =2 Edit Links L& Advanced | Columns Duplicates &P What-If Analysis = - -
Get External Data Connections Sort & Filter Data Tools Qutline E]
G23 - £ | 3100
A B c F G H | J K il I o] T
13 |Assg | Asset Description 4 v |Park| » | Occupg | Asset Co| | Status > |API |x|FCI |z |CRV > |/DCost|x/Qty |[=|/UM |[=
14 |PUHE Puukohola Heiau Matio oric Site  PUHE MNPS 0 NOTAPPLICABLE 0.000 50 1.00 EA
15 08666 Road Maintenance Fac cess PUHE NPS 1100 OPERATING 80 0.000 5220520 50 0.05 M
16 (104761 Road Park Headquarters Entrance FUHE NPS 1100 OPERATING g0 0.097 5705664 $68.682 0.16 Ml
17 108665 Road Visitor Center Exit PUHE MNPS 1100 OPERATING g8 0.000 588,208 30 0.02 M

3 After selecting any cell in the table, go to the Data menu and choose Filter.

! Subset: A group of data that is part of a larger data set.
% Criteria: Conditions you specify to limit which records are included in the result set of a query or filter.

34
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4 A dropdown arrow [=| appears to the right of each column heading, indicating that each
column heading is now a label in the filtered range.

Step 3. - Filtering the Data based on a Single Field

| 5]

G23 - J | 3100

A B c F G
13 |Asse ¥ | Asset Description ¥ |Park| * | Occupe v | Asset Col = | Status
14 PUHE Puukohola Heiau Mational Historic |4 | | sort Smallest to Largest MNOTAPPLICAI
15 08666 Road Maintenance Facility Acces Z| | sort Largest to Smallest OPERATING
16 104761 Road Park Headquarters Entrance A - OPERATING
17 108665 Road Visitor Center Exit sortbyEcley > |OPERATING
18 104746 Road Spencer Beach Park OPERATING
19 [108667 Road Maintenance Facility 6 q , |OPERATING
20 104734 Road Park Headquarters P ) OPERATING
21 108664 Road Visitor Center Parkin N HumBeries " |OPERATING
22 :5113? Trail System (] (Select Al ~ | |OPERATING
23 51153 Gmnd Puhe Grounds o IOPERATING
24 51148 Bldg Trailer Office 1100 OPERATING
25 51138 Bldg Park Headquarters []1300 OPERATING
26 51140  Bldg Administration Building []2100 OPERATING
27 /51147 Bldg John Young Storage Area 13100 OPERATING
28 99851 Bldg Upper Restroom 4100 OPERATING
29 61129 Bldg Maintenance Facility [J5100 OPERATING
30 (78712 Bldg New Vistor Center [115500 OPERATING
31 (51135 Util Water Distribution System 07200 +| |OPERATING
32 81141 COMM-PUHE Radio System OPERATING
33 109631 Farm Enclosure [_ox ][ concet ]macTive
34 51152 .:|OPERATING

ar Fraara

5 Tofilter the list, select the dropdown arrow for the field that you would like to filter and

Arch Str Stone Leaning Post

choose an item from the list.

6 For example, if you were only interested in the 1100 assets, you would select 1100 from
the Asset Code dropdown list.

oo s PUHE - Asset Detail Info 22 July [Compatibility Mode] - Microsoft Excel -
Home Insert Page Layout Formulas Data Review View Acrobat @ -
gz From Access o) O A |3| Connections al E i Clear % =a |2 Data Validation - ‘:Dﬂrf \;‘jz _g =
Z = ¥ -+ = = =
_,"From Web S 1 g P ties LA LT KbREEpp\Y S== g ]’ Consolidate LJ LJ ﬂJ
. From Other Existing Refresh il Sort Filter 7 Textto  Remove o X Group Ungroup Subtotal
[ FromText  spurces~ | Connections || All™ = A Advanced || Columns Duplicates =2 What-If Analysis - - -
Get External Data Connections Sort & Filter Data Tools Outline
G23 [ Jx | 3100
A B F G H | J K M M 0]
13 |Asse ¥ | Asset Description ~|H 7 Qccups *  Asset Col-¥| Status > |API |x|FCI |x|CRV ¥ |DCost | > |Qty |*|UM |~
15 (108666 Road Maintenance Facility Access H 1100 OPERATING 80 0.000 $220.520 50 0.05 MI
16 104761 Road Park Headquarters Entrance 1100 OPERATING 80 0097 5705664 568,682 0.16 MI
17 108665 Road Visitor Center Exit 1100 OPERATING 88 0.000 588,208 50 0.02 MI
18 104746 Road Spencer Beach Park 1100 OPERATING 88 0135 $1,587.744 5213730 0.36 MI

39
40

aa

7 Once you select 1100 from the list, the dropdown list disappears, and the table only

reflects the data for 1100. Rows that do not meet the criteria are hidden.
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Step 4. - Filtering the Data based on Custom Criteria

By default, when you select an item from the dropdown list, the list is filtered for rows that are
equal to the item that you chose.

12

| A13 -
A B I F G

13 [Asse v | Asset Description | v Park v Occups v | Asset Col v | Status
14 /PUHE |4] sortatoz PUHE NPS 0 NOTA
15 (108666 Z| sortztos PUHE NPS 1100 OPEF
16 Mo47e1 | AY 7 PUHE NPS 1100 OPEF
17 1108665 sottibyiCeloy " |PUHE NPS 1100 OPEF
18 104746 | PUHE NPS 1100 OPEF
19 108667 , |PUHE NPS 1300 OPEF
20 104734 PLHE hB 1300 OPEF
21 "108664 Text Filters ’ Equals..

22 :51137 ) (5elect All ~ Daes Mot Equal...

23 51153 Arch 5tr John Young Homestez Begi .

¥ egins With...

24 51148 Arch Str Mailekini Heiau )

25 51138 Arch Str Puukohola Heiau - Ends With...

26 :5 1140 Arch Str Stone Leaning Post Contains...

27 (51147 Bldg Administration Building )

25 199851 Bldg John Young Storage Area e

29 51129 | Bldg Maintenance Fadiity Custom Filter..

30 [78712 w/Bidg New Vistor Center ~| [PURE TWPS 4100 OPEF
31 51135 < | 3 |PUHE NPS 5100 OPEF
32 31141 - _ PUHE NPS 5500 OPEF
33 109631 PUHE NPS 7200 INACT
34 51152 |PUHE NPS 7200 OPEF
35 511581 Arch Str John Young Homestead PUHE NPS

7200 OPEF

If you need more options when filtering, choose Custom Filter from the dropdown

list.

Custom AutoFilter

Show rows where:
Description

equals

@ And

O or

=]
=]

IUse ? to represent any single character
IUse * to represent any series of characters

13 The Custom AutoFilter dialog box will appear. This Custom AutoFilter dialog box

can be used to filter the list based on multiple conditions.

36
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Custom AutoFilter E@

Show rows where:
Description

equals

14 If you wanted to see CRVs between $400,000 and $800,000, you would select is
greater than or equal to from the Show rows where dropdown list and enter
$400,000 (or select $400,000 from the dropdown list).

Custom AutoFilter

Show rows where:
Description

is greater than or equal to |z| 400,000
@ aAnd O Or

equals
|Use 7|does not equal —
Jis greater than |E| ‘e
is greater than or equal to
iz lezz than
iz less than or equal to

-

L |

15 You would then select is less than or equal to and enter $800,000 (or select
$800,000 from the dropdown list).

16 Once you have completed all the information in the dialog box, select OK.

Introduction to Pivot Charts & Tables

A pivot chart is a type of worksheet that, using data from one sheet, transposes only selected
data to a table on a new worksheet for easier viewing. This section will demonstrate how to
transform a large data set into a summary table.

October 2010
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Step 1. — Getting Started

1
(Oa) = 9 - PUHE - Asset Detail Info 22 July [Compatibility Mode] -
- Home nsert Page Layout Formulas Data Review View Acrobat
EE =) N = j ata
R =i ﬂ.)}»kﬂaﬂ\_*) '
Clip  Shapes SmartArt | Column  Line Pie Bar Area  Scatter Other Hy
Art - - - - - - - Charts~
Ilustrations Charts (Fi
f| 80
oA B C F G H
13 |Asset # Asset Description Park  Occupant Asset Code Status A
14 PUHE Puukohola Heiau Mational Historic Site PUHE  NPS 0 NOTAPPLICABLE
15 (108666 Road Maintenance Facility Access PUHE NPS 1100 OPERATING
16 104761 Road Park Headquarters Entrance PUHE NPS 1100 OPERATING
17 (108665 Road Visitor Center Exit PUHE NPS 1100 OPERATING
18 104746 Road Spencer Beach Park PUHE NPS 1100 OPERATING
19 108667 Road Maintenance Facility Parking Area  PUHE NPS 1300 OPERATING
20 104734 Road Park Headquarters Parking Lot PUHE NPS 1300 OPERATING
21 108664 Road Visitor Center Parking Lot PUHE NPS 1300 OPERATING
22 :5113? Trail System PUHE NPS 2100 OPERATING
1 Click on the Insert menu.
2 Select PivotTable and PivotChart.
A PivotTable and PivotChart Wizard dialog box will appear.
A B c F G H | J K M N o] T [
13 [Asset # Asset Descripion ~~ Park  Occupant Assef Code Status | APTT TR CRV T DCost  Qty UM
14 LF'UHE Puukohola Heiau Mational Historic Site PUHE MPS 0 NOTAPPLICABLE 0.000 30 1.00 EA H |
15 1108666 Road Maintenance Facility Access PUHE NPS 1100 OPERATING 80 0.000 5220520 50 0.05 M \
16 :1[]4?61 Road Park Headquarters Entrance PUHE NPS 1100 OPERATING a0 0.097 5705664 568.682 0.16 M E
17 "108665 Road Visitor Center Exit FUHE NPS 1100 OPERATING g8 0.000 588,208 30 0.02 M !
18 1104746 Road Spencer Beach Park PUHE NPS 1100 OPERATING 88 0135 $1,687.744 $213.730 0.36 MI 1
19 /108667 Road Maintenance Facility Parkin 0.000  $641.166 50 16675.00 SF
20 :104?34 Road Park Headquarters Parking eate PivotTable ﬂa 0.000 $91,066 50 8160.00 SF H
21 108664 Road Visitor Center Parking Lot o . 0 $563.010 50 14818.00 SF i
22 151137 Trail System TR R R T J[7  S310.150 5209.936 4119.00LF |
23 /511563 Gmd Puhe Grounds © select a table or range I8 $1418872 $68.371  BO0AC |
24 51148 Bldg Trailer Office Table/Range: |Sheet11$4513:50838 % 3 560405 $6.694 280.00 SF |
25 :51138 Bldg Park Headquarters (O Use an external data source 0.142 $203.675 $28,977 96000 SF E
2651140 Bldg Administration Building 0.153 $81470 $12,505 384.00 SF !
27 /51147  Bldg John Young Starage Area 0054  $192,937 $10486 80000 SF |
28 ?9851 Bldg Upper Restrog 0.000 5463604 50 403.00 SF ! =
29161129 Bldg Maintenance TI\ Choose where you want the PivotTable and PivotChart to be placed 0.005 $5154.952 525422 4650.00 SF |
30 ?3712 Bldg New Vistor Cd | ® New Worksheet 0000 $7450000 $2338 465350 SF 1
2051141 COMMNPUHE Rade Syam | © e st Fod o PNl
| - adio System ) — i ] [ '
33 /109631 Farm Enclosure ST I 0000 54.362,869 89000.00 SF }
34 /51152 Arch Str Stone Leaning Post 0.000 5169099 30 410,00 SF H
35 51151 Arch Str John Young Homestead 0.000 $4.262390 26160.00 SF E
36 151150 Arch Str Mailekini Heiau FUHE NPS 7200 OPERATI \'_‘ll]_ 0.000 512.802.380 30 18000.00 SF 1
37 /51149 Arch Str Puukohola Heiau PUHE MNPS 7200 OPERATING 00 0.000 $15.998.070 50 22400.00 SF |
38051134 FLEET .. PUHE_NPS_________: 8999 NOTARPLICABY O | 0000 __ s0___A00EA_ |

Select the Range of data that you would like to summarize using the PivotTable. The

Range may automatically populate. In this case, verify that Excel auto-populated the
correct range of data. The selected data range will be outlined with a dashed line.

The default is to put the report on a New Worksheet.

Select OK.

38

For the final step of the wizard, select where you would like to put the PivotTable report.
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Once the wizard is complete, a worksheet is created with a blank PivotTable and PivotChart.

A PivotTable Field List will also be displayed, as shown below. The items in the PivotTable
Field List represent each column of data from the data set. These fields can be placed in the

row, column, data, or page fields of the blank PivotTable.

9

I F11 - 5| ¥
A B c | D = F G 'i PivotTable Field List v x
1 'ron Paoe Fields Here
g - Choose fields to add to report:
4 M - [asset = ~
5 = [[]Asset Description
6 Lo [JPark
7 [Park Name
3 ? [“IRegion
g = [occupant
o - [Drop| gpta lte ere et code
1 @ 1 [status
12 o [Jar
13 0 [CIFc 8
14 T =| [Der 1
15 @ [JRank
1? @ Mocest A
18 Drag fields between areas below:
19 “ Report Filter HH Ccolumn Labels
20
Pl
22
23
24
25 i RowLlabels % Values
26
27
28
29
30

4 4 » M| Sheet2 . Sheetl

2 [

Ready

I [] Defer Layout Update

80 M| 200% GV

If you want to see the sum of the CRYV for all assets, you would select the CRYV field
from the PivotTable Field List.

Hold the left mouse button down and drag the field into the Data Field of the
PivotTable. The PivotTable will refresh to reflect the count of all the CRV, which is the
typical default.
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10 Excel will automatically create a chart of the data. In this case, it is simply charting the
total number of CRV values, but the chart will change as changes are made to the Pivot

Table.
A3 - f« | countof CRV v

; A B D = F G H J K 'i PivotTable Field List v x
2 Choose fields to add to report:
3 ICount of CRV | [Jasset = =
: 2 []Asset Description 1
6 [CPark
7 [Park Name
3 [region
q [Joccupant
10 []asset Code
1 [status
12 []ap1
13 [CJFct
14 —| Ry 0
15 [rank
16 [bCost <
17
18 Draq fields between areas below:
19 W Report Filter H column Labels
20
21 5
22 20
23
24 15
2 10 4 mTotal i Row Labels % Values
26 5 CountofCRV  ~
27
28 0
29 I

11 You can change the way that the data is summarized by right-clicking the data field.
Select Value Field Settings from the menu and a PivotTable Field dialog box will

appear. This allows you to change how the data is summarized.

- |

£« | countof CRV

ARIAL =~ |10 ~ A A" § - %  <F
; — B I = b A-wlW
3 Cuunt EII"‘F!\J T ot II
4 [Total |53 Copy
5 ﬁ Format Cells...
?_ Mumber Format...
g ] Refresh
9
10

ll 1 x Remove "Count of CRV”
Summarize Data By 3

]j @5 value Field Settings...
15 PivotTable Options...
16 5| Hide Field List
17

40
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12 To see the sum of all CRV for this data set, you can select Sum from the Summarize
by dropdown list.

Value Field Settings

Source Mame: CRV

Custom Name: |Sum of CRY

12

T\

Summarize by | Show values as |

Summarize value field by

Choose the type of calculation tha
the data from selected field

t you want to use to summarize

Number Format

13 To see the CRV by Asset Code, drag the Asset Code field from the PivotTable Field
List to the Row Labels Field
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14 To see the CRV for only NPS assets, drag the Occupant field from the PivotTable
Field List to the Report Filter. Click on the drown-down next to the name in Pivot
Table and select NPS. This filters out any records other than those with an NPS in the
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