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Class – Help Document

Popular Excel Formulas

Question 1

I have produced a list of Agents with their total Enrolments for the year but now need to:

· Sort by number of Enrolments

· Add percentage of Total Enrolments

Answer 1
First of all export your report to Excel.  “This is only an example”
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Sort the rows so that they are ascending order of the “Total” column.

As the “Total” column is a formula one method would be to:

· Highlight the “Total” column

· Right-click and then “copy”

· Click on the next available free column

· Right-click and then “paste special”

· Click on “values”

· Click on “OK”

This will then move all the figures to the new column but without the formula

· Now highlight and delete the original column – in this example it would be column E.

Sort the rows in ascending order by “Total”

· Highlight all the data that you want sorted

· [image: image25.jpg]


Click on “Data”

· Click on “Sort”
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Click on “OK”

The rows will now be resorted.

To add the percentage of the Total for each row.

(once again using the above example)

· Put your cursor into column F2

· In the formula field input     =E2/$E$19

· Click out of this field

To format how the percentage is displayed

· Click on cell F2

· Right click

· Select “Format Cells”

· Select “Category” of “percentage” and also how many decimal points you want to use
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Click on “OK”

Now you need to copy this to the other cells you want this formula to be used in.

· Click on cell F2

· Right click and select “Copy”

· Highlight cells F3 to F18

· Right click and select “Paste Special”

· Select “Formula and number format”

· Click on “OK”
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The column will now be filled with the percentages of the “Total”
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Question 2

I have produced a list of student weeks by course for the year but now need to: 

· See the student numbers (not weeks)

Answer 2

First of all export your report to Excel.  “This is only an example”
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Highlight the top columns and delete them so that the column headings are displayed in row 1. 
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Highlight the Course Name column by clicking on ‘A’

Select ‘Data’ from the menu toolbar and choose ‘Subtotals’ from the list.
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Click on “OK”

The report will now sub total on change of course but the students will still be listed.


Click on the number 2 in the margin.

This will collapse all the columns to leave just the course names together with the total student numbers (count) for the year.
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You can tidy up the Excel spreadsheet by re-arranging and deleting unwanted headings:
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Question 3

I have produced a list of all Agents that have sent us students from 2001 – 2005 with their contact details (address, phone, fax, email etc.) problem is it displays the Agent name for all students, need to see the Agent name once.

Answer 3

First of all export your report to Excel.  “This is only an example”

[image: image11.png]£ Microsoft Excel - Book1 MEIE

) Ele £ Vew et Foma: ook Dats Mindow Hep Type > ueston for o BRI

DEEHRLE RIBR- - &=-2lle - 10 I BIF%[EL-2-A- ¢
Al - # Main Agent Lookup Narme
A B © [ E F =
1_[Main AqentLookup Name |Main Agent Address 1 Main Agent Address 2 Main Agent Town Main Agent Region {Main Agent Country Ma’
2 |AA Japan I ‘Surmitorno Midosuji Bldg. 14F 14-3 Nishitera 4-Chorne 1
3 |AA Japan Il Surmitorno Midosuji Bldg. 14F 14-3 Nishitera 4-Chorne 1
4 |AA Japan I Surmitorno Midosuji Bldg. 14F 14-3 Nishitera 4-Chorne 1
5 |AA Japan Il Surnitorno Midosuji Bldg. 14F | 14-3 Nishiterna 4-Chorne 1
6 |ABE Japan Shalman Bldg. 6F 31721 Nishiwaseda
7 |ABE Japan Shalman Bldg. BF 31721 Nishiwaseda
8 |ABE Japan Shalman Bldg. BF 31721 Nishiwaseda
9 |ABE Japan Shalman Bldg. BF 31721 Nishiwaseda
10 |ABE Japan Shalman Bldg. BF 31721 Nishiwaseda
11 |ABE Japan Shalman Bldg. BF 31721 Nishiwaseda
12 |ABE Japan Shalman Bldg. BF 31721 Nishiwaseda
13 |ABE Japan Shalman Bldg. BF 31721 Nishiwaseda
14 |ABI England 124 Reliant Road London ABD Japan
15 |ACG Agent Korea
16 |“Direct student
17 |“Direct student
18 |“Direct student
18 |“Direct student
20 “Direct student
21 |"Direct student
22 |"Direct student
23 |"Direct student
24 |"Direct student
25 |"Direct student
26 |“Direct student
27 |Globe Agent Globe General Street General Address
26| Globe Agent Globe General Street General Address
29 Globe Agent Globe General Street General Address
30 Regent Agent Agent General Address 1 Agent General Address 2 Agent General Address 3 Agent General Address 4
Ell
2
Ez] =
34
£ -
i« <> wil\sheet1 Ll ﬂr‘
Ready (- N 1

2ystan| | @) @ (O | 5 support sample edger

[ Microsoft word || Microsoft Excel - Bookt | ¢ Bl¢@BH





Highlight all the columns
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Click on Data/Filter/Advanced Filter

[image: image13.png]%] Bl Edt Vew

Insert  Format Tools

DPEHRI S R BR®-

Al -

7 Main Agent Lool

[Main Agent Lookup Name Main Ages

A Japan I
A Japan I
A Japan I
A Japan I
|ABE Japan
[ABE Japan
[ABE Japan
[ABE Japan
[ABE Japan
[ABE Japan
[ABE Japan
|ABE Japan
[ABI England
[ACG Agent
*Direct student

Sumitomo
Sumitomo
Sumitomo
Sumitomo
Shalman £
Shalman &
Shalman £
Shalman &
Shalman £
Shalman £
Shalman £
Shalman £
124 Relian
Karea

Data | Window _Help

4l sor.

-1

Fiter 3

Form.
Subtotals,
Validetion
Table.
Text to Colurs
Consolidate,
Group and Outine >
[@ Ewotrable and pivotchart Report,
Import External Data >
Lt >
e >

Autofiter

advanced Fiter.

ABD Japan





Tick Unique records only
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The other Agent names have been hidden.

Q4 – I have exported a report to Excel detailing Host Family name, address and payments but would like a summary report that gives the family name, address and total of all payments.

Export list from Class to Excel without subtotals

[image: image16.png]Host Name
Able

Aldenstern

Alderman

Sumame Host Address 1

Jan

Rachael

June

13 Centre Avenue

18 Barton Road

195 Ining Road

Payment Created Value

30/Aug/2008
30/Aug/2008
31/Aug/2008
31/Aug/2008
06/Sep/2008
19/Api/2006
19/Api/2006
19/Api/2006
19/Api/2006
19/Api/2006
19/Api/2006
19/Api/2006
19/Api/2006
09/Aug/2008
09/Aug/2008
09/Aug/2008
09/Aug/2008
09/Aug/2008
09/Aug/2008
09/Aug/2008
09/Aug/2008
09/Aug/2008
31/Aug/2008
31/Aug/2008
19/Api/2006
09/Aug/2008
19/Api/2006

19/Api/2006
PP

264.00
32000
000
80.00
240.00
400.00
32000
67.00
160.00
32000
160.00
435.00
32000
180.00
698,57
1115.43
540,00
540.00
315.00
285.86
480.00
94.00
475.43
286
40.00
219.00
000

80.00
P




Insert a blank column A
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Put your cursor in column A for the first family click on:

· Fx

· concatenate putting column B, C AND D into the three Text Fields.
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This puts the family name and address into column A
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copy the cell just created 


paste into rest of column A by using Paste Special, Formula - this will copy the command to all the families
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Use the sub-total command to total on change of family
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Now you can close down subtotal 3 to get just a list of family name, address and total.
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Q5
How to get Excel to total the number of entries but to exclude blank columns.
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The total number of students is 3 but the total number of lines is 4.  To get the total number of students use the following command:

=COUNTA(A6:A9)

�
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