Microsoft Excel for

Data Analytics




Introduction to Excel



- Excel is a computer programme used to create
electronic spreadsheets.

- Excel helps a user organize data, create charts and
perform calculations.

- It consists of workbooks, each workbook contain
worksheets and each worksheet contains
columns (vertical) and rows (horizontal).
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1. Active Cell:

A cell which is currently selected. It will be highlighted by a rectangular box and
its address will be shown in the address bar. You can activate a cell by clicking on it or
by using your arrow buttons. To edit a cell, you double-click on it or use F2. 4
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2, Column:

A column is a vertical set of cells. A single worksheet contains 16384 total
columns. Every column has its own alphabet for identity, from A to XFD. You can
select a column clicking on its header. Column Contains Attributes
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A row is a horizontal set of cells. A single worksheet contains 1048576 total rows.
Every row has its own number for identity, starting from 1 to 1048576. You canselect

a row clicking on the row number marked on the left side of the window. Rows contain
records °
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It’s a small dot present on the lower right corner of the active cell. It helps you
to fill numeric values, text series, insert ranges, insertserial numbers, etc.



Introduction to Spreadsheets

8. File Menu 9. Quick Access Toolbar 7. Title Bar
0. Ribbon Tab

Bookl.xlsxk - Eucel

Developer Add-ins Script Lab Q Tell me what you want to do

u
== 3 Cut - = — = - (==l EE)( = ZAutoSum - A
Calib 11 KN === ®- EWapTet General - = 7 £ @ Y
P e Copy - C d' I F . Cell |EE |§E|I F EHH' SZ & Find &
aste B I U- . & === E3E B MergefiCenter - $ - % 53 onditional Formatas Ce nsert Delete Format ort in
¥ Format Painter 4 g A) Formatting~ Table~ Styles~ - - - & Clear~ Filter = Select~
Clipboard (] Font (] Alignment ] Number "] Styles Cells Editing -~
D4 7 2 v

~ 6. Formula Bar
- — 2. Column

. 4. Fill Handle

| \1 Active Cell

3. Row

= R

N

g
W

11. Worksheet Tab

N_._._._._._.
S|e|e|H|e|wn|*]|

12. Status Bar

\ -
| Sheet! | sheetz | sheets | @ N 1 ’
IRead}" Mum Lock 25 B mo- 1 +  100%

5. Address Bar:

M ra
~ =

e}
wa

The address bar is the small input bar at the left side of the window. It shows
the address of the active cell. If you have selected more than one cell, then it will show
the address of the first cell in the range. g
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6. Formula Bar:

Formula bar is an input bar, below the ribbon. It shows the content of the
active cell and you can also use it enter a formula in a cell.



Introduction to Spreadsheets

9. Quick Access Toolbar 7. Title Bar
0. Ribbon Tab

8. File Menu

[Eal =

Bookl.xlsxk - Eucel Puneet Gogia

File Insert Page Layout Formulas Data Review View Developer Add-ins Script Lab Q Tell me what you want to do ;:l Share
== 3 Cut S = - (==l EE)( = Z AutoSum -~ A
Calibri S AN == E¥ Wrap Text General - - 72 IR IEI Y
P. D B Copy - C d' I F - Cell IEEI IEEII F EFHIV SZ & Find &
aste B I U-~- . &M L E=E= E= Merge & Center » | $ ~ 9% ¢ | %8 9 onditional Formatas Ce nsert Delete Format ort in
¥ Format Painter 4 g A) Formatting~ Table~ Styles~ - - - & Clear~ Filter = Select~
Clipboard (] Font (] Alignment ] Number "] Styles Cells Editing -~
D4 = & v

6. Formula Bar
- — 2. Column

. 4. Fill Handle

| \1 Active Cell

3. Row

= R

N

g
W

N_._._._._._.
S|e|e|H|e|wn|*]|

11. Worksheet Tab
12. Status Bar

\ -
| Sheet! | sheetz | sheets | @ N 1 ’
IRead}" Mum Lock 25 B mo- 1 +  100%

M ra
~ =

e}
wa

~. File Menu:

The file menu is a simple menu as like all other applications. It contains optionslike
(Save, Save As, Open, New, Print, Excel Options, Share, etc).
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A toolbar to quickly access the options which you frequently use. You can add
your favourite options by adding new options to quick access toolbar.
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9. Ribbon Tab:

Starting from the Microsoft Excel 2007, all the options menus are replaced with the
ribbons. Ribbon tabs are the bunch of specific option group which further contains

option.
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10.Status Bar:

It is a thin bar at the bottom of the Excel window. It will give you an instant helponce
you start your working in Excel.
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Numerical Values align to the right

‘-// . .
se/oe/a01ole Dates are also numbers and align to the right

Sunday, 1 January 190019 This is also a date

o T

Symbols are also related as texts in Excel
except when used in a formula

To change the format in Excel use this shortcut: Ctrl + 1
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Introduction to Spreadsheets
Use Shortcuts (1/2)

F2 — Enter into a cell

F4 — Repeats last command (or Anchor if within a cell)

ESC — Exit a cell without making any changes

Enter — Moves down a cell

Tab — Moves right a cell

Ctrl, Z — Undo

CTRL, D - Fill Down

CTRL, R - Fill Right

Ctrl, (Up, Down, Left or Right) — Moves to first/last non-empty
cell in range

Shift, Ctrl (Up, Down, Left or Right) — Highlights up until last
non-empty cell in range

Ctrl, Home — Moves to Cell A1 (unless another home cell has been
defined)

Ctrl, PgUp/Dn — Moves between worksheets within workbook
Alt, Down — Opens a drop down list

Ctrl, Tab — Flips between open files of the same program
15
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EETTTTTE— ©

Use Shortcuts (2/2)

Shift Acts as an Anchor
Ctrl Helps you Accelerate 1 Ctrl Home  Go to top of worksheest 7 Shift ¥ Highlight in direction of arrow m
Alt Highlights Menu Bar 2 Ctrl End Go to end of worksheet & Shift Ctrl %  Highlight everything until the end 43
“p¥a Move you around 2 Ctrl & Accelerate down to end 9 Shift Ctrl * Selects a contiguous area 122
Tab Move between tabs 4 Ctrl PgDn Go to next worksheet (Right) 10 Ctrl A Similar (try doing it twice)
"Spacebar” Selects a check box 5 Ctrl PgUp Go to previous worksheet (Left) 11 Shift Spacebar Selects an entire ROW
Shift F10 "Right Click" 6 Ctrl Tab Flip between Excel workbooks 12 Ctrl Spacebar  Selects an entire COLUMMN
@ Copying and Pasting Inserting, Deleting or Changing
13 Ctrl 1 Format Cells 21 Ctrl CorX Copy.... Or Cut 30 Shift Ctrl +  Will insert highlighted cells or rows
14 AltOQE Format Cells 22 Ctrl V Paste to selected cells or range 31 Ctrl - Wil delete highlighted cells or rows
. Ctrl Tab to move between tabs
23 ARE S T Pastes the format 32 AREAF Clear all formats
15 Shift Ctrl ! 44.00 24 AIKE 5V Pastes values 23 AREAA Clear all numbers and farmats
16 Shift Ctrl @ 12:00 AM 25 ARE S F Pastes formulas E,!;illji’}jg 34 ARRHE Clear (... then see choices...) im:, " P Seec
17 Shift Ctrl # 13-Feb-00 26 ARE S N Paste data validation E;ir%_ilngl H B Clear Formats
18 Shift Ctrl § $44.00 27 AltE S MF Multiply a range 35 AFHF S Change Font Size Siear Cantents
19 Shift Ctrl % 4400% 35 AltHOR Rename Sheet B
28 Ctrl D Fill Down N
20 Shift Ctrl & Borders on outside area 20 Ctrl R Fill Right 37 Shift Ctrl _ Remove all borders

16
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Introduction to Spreadsheets

Paste Special Ctrl + AIt+V

Dog*C10 (Copying this cell and pasting here will paste the formula, but we need the value

a.) How do you paste the values of a d243 set?

i i To copy the value:

B B  Copy the cell (Ctrl C)

6 6  Ctrl + Alt + V (Paste Special)

8 8 « Select Values and press OK
b.) How do you paste the format of a data set?

: To copy the format:

4 40  Copy the cell (Ctrl C)

6 60  Ctrl + Alt + V (Paste Special)

s - * Select Formats and press OK
€.) How do you paste th i;urmulasufa data zet? . TO COpy the formulas:

2 20 20  Copy the cell (Ctrl C)

: $ :ﬁ  Ctrl + Alt + V (Paste Special)

g - 20 * Select Formulas and press OK

18
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Advanced Paste Special Cirl + Alt +V

January February March April May
Revenue -5184,730| -5103,938| -586,732| -5234,550| 578,376
COGS 5123,809 569,679 564,810 5157,149 552,512
Gross Profit -560981| -534,319| -531922| -577,402| -525,864

Using the Paste Special multiply feature, 1;.;";[.;"

change the sign of the Revenue & COGSrow

Copy negative 1

Select the values in Revenue and COGS
Open Paste Special Ctrl + Alt +V
Select the multiply option

Press Ok

STh RN
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. Select the value

Introduction to Spreadsheets

Advanced Paste Special Ctrl + Alt +V

You have the months listed in Column F, but you want to transpose the months to Row 87

January
February
March
April
May

5134,T-'EICIT 5103,938 596,732(5234,550

578,376

Copy the months

Paste Special

Paste

O an

Select the transpose

O All using Source theme

OEormulas OAII except borders
@Ealues O Column widths
’O Formats O Farmulas and number formats
. ID Comments O Values and number formats
2. Clle On the Cell Where you Want tO OVE”dEtiOﬂ All merging conditional formats
. Open Paste Special Ctrl + Al A S
O Add O Divide
() Subtract
| [ skip blanks > [] Transpose
— _
Paste Link » 0K Cancel
20
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. Press OK
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Cell Referencing
Relative cell references
It does not contain dollar signs in a row or column, e.g. A2
Relative cell references type in excel change when a formula is
copied or dragged to another cell, In Excel, cell referencing is

relative by default, it is most commonly used cell reference in
the formula.
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Relative cell references

Cell Referencing

To calculate the total sales for each item, I need to multiply the
price of each item with the quantity

The formula in cell F10 would be multiplication in excel —

D10*E10.

10
11
12
13
14
15
16
17

PRODUCT QUANTITY PRICE TOTAL_SALES_VALUE
CROCIN 144 35
DOLO 133 64
CALPOL 90 49
PACIMOL 140 a3
SUMO 101 64
FEPANIL 97 51
PYRIGESIC 64 50

23



Cell Referencing

Relative cell references

It returns the total sales value.

F10 - fx | =D10*E10
C D : F

Ml PRODUCT QUANTITY PRICE TOTAL_SALES_VALUE
10 |CROCIN 144 55
11 |DOLO 133 64

12 |CALPOL 90 49

13 |PACIMOL 140 53

14 |SUMO 101 64

15 |FEPANIL 97 51

16 |PYRIGESIC 64 50

17
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Cell Referencing

Relative cell references

To check a relative reference, select any of the cells of Total sales
value in column F and you can view the formula in the formula
bar

F14 - Jfr | =D14*E14
C D E F
!l PRODUCT QUANTITY PRICE TOTAL_SALES_VALUE
10 |CROCIN 144 55 7920
11 |DOLO 133 o4 8512
12 |CALPOL 90 49 4410
13 |PACIMOL 140 53 7420
14 |SUMO 101 64 6464 |
15 |FEPANIL 97 51 4947
16 | PYRIGESIC 64 50 3200

17 25



Cell Referencing

Absolute cell references

In the below mentioned Pharma product table, it contains
medicine products in column H (H6:H12) and its old price in
column I (I6:112) & New price in column J which I need tofind
out with the help of Absolute Cell Reference.

H [ J
;
6 |CROCIN 55
7 DOLO o4
& CALPOL 49
9 PACIMOL 53
10 [SUMO bd
11 FEPANIL 51
12 PYRIGESIC 50




Cell Referencing

Absolute cell references

The rate increase for each product is 5% effective from Jan2020
and is listed in cell “K3”.

K3 - I || 5%

PERCENTAGE OF RATE INCREASE

2 FROM JAN_2015
3

4

»J PRODUCT OLD_PRICE NEW_PRICE
6 |CROCIN 55

7 |DOLO o4

g |CALPOL 49

9 PACIMOL 53

10/ SUMO o4

11 'FEPANIL 51

12 | PYRIGESIC 50

13 27



Cell Referencing

Absolute cell references

To calculate the new price for each item, I need to multiply the old price of
each item with the percentage price increase (5%) and add old price toit.

Let check out for the first item, For the first item, the formula in cell J6
would be =16*$K$3+16, where it returns new price

I6 - X o Jr || =16%sks3+6
H I J K
2 | INCREASE FROM JAN_2019 |
3 l 5% l
4
gl PRODUCT OLD_PRICE_ NEW_PRICE
6 |CROCIN I_ 55 =I6*$K$3+16
7 DOLO 64
& |CALPOL 49 Click Function +
9 | PACIMOL 53 F4 Key ]
10 |'SUMO 64
11 |FEPANIL 51
12  PYRIGESIC 50

28
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Cell Referencing

Absolute cell references

Here the percentage rate increase for each product is 5%, which is a common factor.
Therefore, we have to add dollar symbol, in front of the row and column number for
the cell “K3”, to make it absolute reference i.e. $K$3, it can be added by clicking
function+f4 key once.

Here dollar sign for the cell “K3” fixes the reference to a given cell, where it remains
unchanged no matter when you copy or apply a formula to othercells.

16 - Jr || =16%sKs3+6
H I J K
PERCENTAGE OF RATE
2 INCREASE FROM JAN_2019
3 2%
4
"l PRODUCT OLD_PRICE NEW_PRICE
6 |CROCIN 55 57.75
/7 |DOLO 64
8 |CALPOL 49
9 |PACIMOL 53
10 | SUMO 64
11 |FEPANIL 51
12 |PYRIGESIC 50 29

=
(28]



Cell Referencing

Mixed cell references

In the below-mentioned table. I have values in each row (D22, D23 & D24) &
columns (E21, F21 & G21), here I have to multiply Each column with each
row with the help of Mixed Cell Reference Type in Excel.

30



Cell Referencing
Mixed cell references

There are two types of mixed cell references can be used here to getthe
desired output

v X « Jx || =Sp22*es;1

[ E F
2 T S N N
22
23
24

25




Cell Referencing

Mixed cell references

$D22: Absolute column and Relative row

Here dollar sign before column D indicates, only row number can change,

whereas the column letter D is fixed, it doesn’tchange.

when you copy the formula to the right side, the reference will notchange
because it is locked, but When you copy it down, the row number will
change, because it is not locked

- X v

B E
21 I
22 =SD22*ES21 $D22: Absolute column and
e Relative row
23 k
24

25

B

32



Cell Referencing

Mixed cell references

E$21: Absolute row and Relative column

Here dollar sign right before the row number, indicates only column letter E
can change, whereas the row number is fixed, it doesn’t change.

when you copy the formula down, the row number will not change, becauseit
is locked but When you copy the formula to the right side, the column
alphabet will change, because it is not locked

- X v

E$21: Absolute row and
Relative column

33
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