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e Filters
> autofilter
> advanced filter

* Groups
 Subtotals
* Pivot table

* Sensitivity analysis



Filtering data

* If your worksheet contains a lot of content, 1t can be difficult to
find information quickly.*

* Filters can be used to narrow down the data in your worksheet,
allowing you to view only the information you need.*

* In order for filtering to work correctly, your worksheet should
include a header row, which 1s used to i1dentify the name of each

column.* A : : E :
' D# Type Equipment Detail Checked Out  Checked In Checked Out By
2 |3000 Camera Saris Lumina Digital Camera 12-May-15 15-May-15 Shannon Nguyen
3 |3005 Camera Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15 Sela Shepard

4 11021 Laptop 15" EDI SmartPad L200-3 Laptop 15-Sep-15 01-Oct-15 Sofie Ragnar
5 11022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15 Hank Sorenson
6 11023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15 lennifer Weiss

7 3070 Camera Omega PixL Digital Camcorder 06-0Oct-15 Min Seung

8 1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-15 04-Oct-15 Min Seung

9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-15 Nick Ortiz

10 11032 Laptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer

11 11033 Laptop 17" Saris X-10 Laptop 24-Sep-15 26-Sep-15 George D'Agosta

*https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
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Filtering data

» Select the Data tab, then click the Filter command.*

* A drop-down arrow will appear in the header cell for each

column.*

* Click the drop-down arrow for the column you want to filter. In
our example, we will filter column B to view only certain types of

equipment. ™

ns oA Y Clear

E l Sort Filter

Reapph
I}Tfﬁxdvanced

Sort & Filter

*https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
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3000

3005
1021
1022
1023

Type =

~~i~ Lemina Digital Camel
Type: !

Camera
Camera
Laptop
Laptop
Laptop

Equipment Detail

(Showing Allom Z-60 Digital Ca
15" EDI SmartPad L200-3
15" EDI SmartPad L200-3
15" EDI SmartPad L200-3
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Filtering data SILESMH@
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 Uncheck the box next to - . - et o AR
. D&y, T Equi Detail
Select All to quickly deselect ' k- - IS
7l SortAteZ na Digital Camera
all data* &l SortZtoA n Z-60 Digital Camera
sort by Color " martPad L200-3 Laptop
* Check the boxes next to the o 003
data you want to filter, then = ' L Digital Camcorder
lick ¢ search # nartPad 1200-4X
click OK. B eied Ay 10 Laptop
- Laptop -10 Laptop
. . ;----DGther
* In this example, we will check e 10 Laptor
. . LT - aptop
Laptop and Projector to view i Board L500-1
Board L500-1
Only these types Of ; DigiCam Printer |1
equlpment. * s Label Maker

Camera Travel Bag
olling Laptop Case
tancel | Rolling Laptop Case

20U 6100  Projector Umega VisX 1.0

*https://edu.gcfglobal.org/en/excel2016/filtering-data/1/



Filtering data

* Filters are cumulative, which means you can apply multiple filters
to help narrow down your results.*

A

I[Hh

1021

1

4

5 11022
& 1023
8 1025
9 1031
10 |1032
11 1033
12 (1034
20 6100
21 16101
22 6102
23 6200
24 16301
25 6302

B

Type K

Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Projector
Projector
Projector
Projector
Projector
Projector

C

[ EN A EE

D

15" EDI SmartPad L200-3 Laptop 15-5ep-15
15" EDI SmartPad L200-3 Laptop 14-Aug-15
15" EDI SmartPad L200-3 Laptop 08-Aug-15

15" EDI SmartPad L200-4X
17" Saris X-10 Laptop
17" Saris X-10 Laptop
17" Saris X-10 Laptop
17" Saris X-10 Laptop
Omega VisX 1.0
Omega VisX 1.0
Omega VisX 1.0

Saris Lux T-80

Saris Lux T-81 Lite
Saris Lux T-81 Lite

26-5ep-15
04-Oct-15
19-5ep-15
24-5ep-15
25-Aug-15
28-5ep-15
26-5ep-15
22-Aug-15
01-5ep-15
10-Sep-15
08-5ep-15

*https://edu.gcfglobal.org/en/excel2016/filtering-data/1/

|{Checked Ourt:]
(Showing All) 15

15-Aug-15
04-Oct-15

26-5ep-15
27-Aug-15
01-Oct-15
27-5ep-15
23-Aug-15
04-5ep-15

15-5ep-15

Sofie Ragnar
Hank Sorenson
Jennifer Weiss
Min Seung

Nick Ortiz
Stanley Geyer
George D'Agosta
Jay Peralta

Win Armitage
Michael Earley
Jamila Kyle

Jolie Chaturvedi
Marques Herndon
Dean Sorenson
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Filtering data — advanced filter mm@

HHHHHHHHHHHHHHHH

* Compared to the basic AutoFilter tool, Advanced Filter works
differently in a couple of important ways.*

* Excel AutoFilter 1s a built-in capability that 1s applied 1n a single
button click. Just hit the Filter button on the ribbon, and your
Excel filter 1s ready to go.*

* Advanced Filter cannot be applied automatically since i1t has no

pre-defined setup, 1t requires configuring the list range and criteria
range manually.*

*https://www.ablebits.com/office-addins-blog/2016/09/07 /excel-advanced-filter/



Filtering data — advanced filter mm@
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* AutoFilter allows filtering data with a maximum of 2 criteria, and
those conditions are specified directly in the Custom AutoFilter
dialog box.*

* Using Advanced Filter, you can find rows that meet multiple
criteria in multiple columns, and the advanced criteria need to be
entered 1n a separate range on your worksheet.*

* Below you will find the detailed guidance on how to use
Advanced Filter in Excel as well as some useful examples of
advanced filters for text and numeric values.*

*https://www.ablebits.com/office-addins-blog/2016/09/07 /excel-advanced-filter/



Filtering data — advanced filter

* In addition to manual data filtering Excel enables fully automated -
filtering based on data from the specified range of cells. Before
you can use the advanced filtering feature, you must set up a
criteria range. A criteria range 1s a designated range on a
worksheet that conforms to certain requirements.*

* The criteria range holds the information that Excel uses to filter
the list. It must conform to the following specifications:*

» It consists of at least two rows, and the first row must contain some or all
field names from the list. An exception to this is when you use computed
criteria. Computed criteria can use an empty header row.™

» The other rows consist of your filtering criteria.*

*https://www.officetooltips.com/excel 2016/tips/using_advanced_filtering.html
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Filtering data — advanced filter

* Create a Criteria range (blue
border below for illustration
only) above your data set. Use
the same column headers. Be
sure there's at least one blank
row between your Criteria
range and data set.*

* To display the sales in the
USA and 1n Qtr 4, execute the
following steps.™

e 1. Enter the criteria shown
below on the worksheet.*

*https://www.excel-easy.com/examples/advanced-filter.html

A B C D
1 Last Name Sales Country Quarter
2 USA Qtrd

3

a

5 |Last Name S5ales Country Quarter
6 Smith $16,753.00 UK Qtr 3

7 |Johnson _| $14,808.00 USA Qtr4

8 Williams  510,644.00 UK Qtr 2

9 Jones 51,390.00 USA Qtr 3
10 |Brown 54.865.00 UsA Qtrd
11 (Williams  $12,438.00 UK Qtr1
12 |Johnson 59,339.00 UK Qtr 2
13 [Smith $18,919.00 USA Qtr 3
14 [Jones $9,213.00 USA Qtr4
15 [Jones 57,433.00 UK Qtr1
16 |Brown 53,255.00 UsA, atr 2
17 |[Williams  $14,867.00 USA Qtr 3
18 |Williams  $19,302.00 UK Qtrd
19 [Smith 59,698.00 USA Qtr1
20
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Filtering data — advanced filter

1f Y

* 2. Click any single
cell 1nside the data
set.*

* 3. On the Data tab, 1n

the Sort & Filter
group, click
Advanced.*

* 4. Click 1n the Criteria
range box and select
the range Al:D2
(blue).*

5. Click OK.*
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- = Reapph
£ ort Iter
al Tﬁ.‘hﬂ.dvanced
Sort & Filter
Advanced Filter ? bt A 3 ¢ D =
1 |Last Name Sales Country Quarter
Action 2 USA Qtr 4
(@) Filter the list, in-place 3
I:::I Copy to another location 4
e §AS5:SDS19 i 5 |Last Name Sales Country Quarter
o = 7 |Johnson _|$14,808.00 UsA  atr4
Criteria range: | Sheet1!5AS1:5D52 B 10 |Brown S4,865.00 USA Qtr 4
Copy to: Fi%s 14 |Jones $9,213.00 USA  Qtr4
|:| Unique records only 20
oK [: | Cancel

*https://www.excel-easy.com/examples/advanced-filter.html



Filtering data — advanced filter mm@
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USA 1n Qtr 4 or in the UK in
Qtr 1.*
_ , A B - D E
Advanced Filter ] X 1 |Last Name Sales Country Quarter
Action 2 LSA Qtr 4
(®) Filter the list, in-place 3 UK Qtrl
l::l Copy to another location 4 |
e SAS5:SD510 S 5 |Last Name Sales Country Quarter
N = 7 liohnson  1%14,808.00 usa  Qtra
Criteria range: | Sheet1!SA51:5D%3 % L
10 [Brown 54 865.00 USA Qtr 4
Copy to: 3.5 T
ek 2 11 |williams | $12,438.00 UK Qtr 1
[ ] Unique records only 14_JC|P|E5 59,213.00 USA Qtr 4
15 |Jones 57,433.00 UK Qtr1
im Cancel E'EI':

*https://www.excel-easy.com/examples/advanced-filter.html



Filtering data

* htt;

ns://edu.gctglobal.org/en/excel2016/filtering-data/1/

* htt;

ps://www.ablebits.com/office-addins-blog/2016/09/07/excel-

advanced-filter/

* htt

ns://[www.excel-easy.com/data-analysis/filter.html

* htt

ps://spreadsheeto.com/filters/

* https:// www.youtube.com/watch?v=dD0QQsdgSr4

* https://www.officetooltips.com/excel 2016/tips/using advanced f

iltering.html

SILESIAN @

UNIVERSITY

SCHOOL O BUSINESS


https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.ablebits.com/office-addins-blog/2016/09/07/excel-advanced-filter/
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/filter.html
https://spreadsheeto.com/filters/
https://spreadsheeto.com/filters/
https://spreadsheeto.com/filters/
https://spreadsheeto.com/filters/
https://spreadsheeto.com/filters/
https://spreadsheeto.com/filters/
https://www.youtube.com/watch?v=dD0QQsdgSr4
https://www.youtube.com/watch?v=dD0QQsdgSr4
https://www.youtube.com/watch?v=dD0QQsdgSr4
https://www.youtube.com/watch?v=dD0QQsdgSr4
https://www.youtube.com/watch?v=dD0QQsdgSr4
https://www.youtube.com/watch?v=dD0QQsdgSr4
https://www.youtube.com/watch?v=dD0QQsdgSr4
https://www.youtube.com/watch?v=dD0QQsdgSr4
https://www.youtube.com/watch?v=dD0QQsdgSr4
https://www.youtube.com/watch?v=dD0QQsdgSr4
https://www.youtube.com/watch?v=dD0QQsdgSr4
https://www.officetooltips.com/excel_2016/tips/using_advanced_filtering.html
https://www.officetooltips.com/excel_2016/tips/using_advanced_filtering.html
https://www.officetooltips.com/excel_2016/tips/using_advanced_filtering.html
https://www.officetooltips.com/excel_2016/tips/using_advanced_filtering.html
https://www.officetooltips.com/excel_2016/tips/using_advanced_filtering.html
https://www.officetooltips.com/excel_2016/tips/using_advanced_filtering.html
https://www.officetooltips.com/excel_2016/tips/using_advanced_filtering.html
https://www.officetooltips.com/excel_2016/tips/using_advanced_filtering.html
https://www.officetooltips.com/excel_2016/tips/using_advanced_filtering.html
https://www.officetooltips.com/excel_2016/tips/using_advanced_filtering.html
https://www.officetooltips.com/excel_2016/tips/using_advanced_filtering.html
https://www.officetooltips.com/excel_2016/tips/using_advanced_filtering.html
https://www.officetooltips.com/excel_2016/tips/using_advanced_filtering.html

Filtering data — groups SILEM@
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e Worksheets with a lot of content can sometimes feel
overwhelming and even become difficult to read.™

* Fortunately, Excel can organize data into groups, allowing you to
easily show and hide different sections of your worksheet.*

* You can also summarize different groups using the Subtotal
command and create an outline for your worksheet.*

*https://edu.gcfglobal.org/en/excel2016/groups-and-subtotals/1/



Filtering data — groups

e Select the rows or columns
you want to group. In this

example, we'll select
columns B, C, and D.*

e Select the Data tab on the

Ribbon, then click the
Group command.*

e The selected rows or
columns will be grouped. In
our example, columns B, C,
and D are grouped.*

A B C D E
0 Homeroom # [First Name _Last Name  Paymeni Method |T-Shir Size
2 105 Melissa White Debit Card Small
3 105 Esther Yaron Pending Small
4 135 Anisa Naser Check Bounced |[Small
5 220-A Brigid Ellison Cash Small
6 220-A Christopher Peyton-Gomez Check Small
7 220-B Michael Lazar Cash Small
8 220-B Malik Reynolds Cash Small
9 220-B Wendy Shaw Cash Small
10 105 Nathan Albee Check Medium
E“? ZI o Group - E‘ g
= El':ngn:uup e ?
What-If Forecast - What-If Forecast
Analysis - Sheet £fd Subtotal Analysis - Sheet
Forecast Cutline F Forecast
-]
A B C D E
0 Homeroom # [First Name Last Name _Payment Meihod [T-Shirt Size
2 105 Melissa White Debit Card Small
3 105 Esther Yaron Pending Small
4 135 Anisa Naser Check Bounced [Small
5 220-A Brigid Ellison Cash Small
6 220-A Christopher Peyton-Gomez Check Small
7 220-B Michael Lazar Cash Small
8 220-B Malik Reynolds Cash Small
9 220-B Wendy Shaw Cash Small
10 105 Nathan Albee Check Medium

*https://edu.gcfglobal.org/en/excel2016/groups-and-subtotals/1/
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+=

@E Group -

@ Ungroup - =
E ubtotal

Cutline ]



Filtering data — subtotals SILEM@
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* The Subtotal command allows you to automatically create groups sweorsemess
and use common functions like SUM, COUNT, and AVERAGE
to help summarize your data.*

* For example, the Subtotal command could help to calculate the
cost of office supplies by type from a large inventory order.*

* It will create a hierarchy of groups, known as an outline, to help
organize your worksheet.*

* In our example, we'll use the Subtotal command with a T-shirt
order form to determine how many T-shirts were ordered in each
size (Small, Medium, Large, and X-Large). This will create an
outline for our worksheet with a group for each T-shirt size and

then count the total number of shirts in each group.*
*https://edu.gcfglobal.org/en/excel2016/groups-and-subtotals/1/



Filtering data — subtotals

* First, sort your worksheet .t ° c >
by the data you want to 2 105 Melissa White Debit Card
. 3 105 Esther Yaron Pending
SUthtal. In thlS example, 4 135 Anisa Naser Check Bounced
' 5 220-A Brigid Ellison Cash
w¢e 11 Create a Suthtal for 6 220-A Christopher Peyton-Gomez Check
. . 7 220-B Michael Lazar Cash
eaCh T_Shlrt Slze’ SO Our 8 220-B Malik Reynolds Cash
worksheet has been sorted ° 2208 wendy  show Cash
. . 10 105 Nathan Albee Check
b T- ShlI‘t S1Z¢C fI’OIn 11 105 Christana  Chen Check Bounced
y
105 Sidne Kell Check
SmalleSt tO 1argeSt-* E 110 MoTTy Benion Money Order
14 110 Gabriel Del Toro Cash

» Select the Data tab, then
click the Subtotal B [ | o -

- 512 Ungroup -
What-If Farecast

Command.* Analysis = Sheet Eﬁﬂubtqtal

Forecast Outline P

*https://edu.gcfglobal.org/en/excel2016/groups-and-subtotals/1/

Payment Method T-Shirt Size

Small

Small
Small
Small
Small
Small
Small
Medium
Medium
Medium
Medium
Medium
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Filtering data — subtotals mm@
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* The Subtotal dialog box will A
appear. Click the drop-down
arrow for the At each change in: Cubtotal ? w0

field to select the column you
want to subtotal. In our example,
we'll select T-Shirt Size.*

At each change inm:
T-5hirt Size v

Use function:

* Click the drop-down arrow for Count »
the Use function: field to select Sum A
the function you want to use. In M
our example, we'll select COUNT e
to count the number of shirts Product v

ordered 1n each size.*

*https://edu.gcfglobal.org/en/excel2016/groups-and-subtotals/1/



Filtering data — subtotals

* In the Add subtotal to: field, select
the column where you want the
calculated subtotal to appear.™

* In our example, we'll select T-Shirt
Size. When vyou're satisfied with
your selections, click OK.*

*https://edu.gcfglobal.org/en/excel2016/groups-and-subtotals/1/

Subtotal ? X

At each change in:

T-5hirt Size "-"

Use function:
v
Add subtotal to:

[ JHomeroom £
|:| First Name

|:| Last Mame

|:| Payment Method

%F_

Replace current subtotals
|:| Page break between groups
Summary below data

Eemove All oK cancel
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Filtering data — subtotals mm@
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A B C D E
1 Payment Method T-Shirt Size
2 Melissa White Debit Card
. . . 3 105 Esther Yaron Pending Small
® The WorkSheet Wlll be Outllned lnto 4 135 Anisa Naser Check Bounced Small
. 5 220-A Brigid Ellison Cash Small
groups, and the subtotal will be 220 icmtonher reyton Gome: check Smol
f 7 - ichae azar as ma
listed below each group.* o] 200 Mok Reynocs [cam ol
9 - en aw as ma
. -] 10 ’ Small Count [ 8
e In our example, the data 1S NOW 11 105 Nathan  Albee Check Medium
. . 12 105 Christiana Chen Check Bounced Medium
grouped by T—Shlrt size, and the 13 105  Sidney Kelly Check Medium
. . . 14 110 Matt Benson Money Order Medium
number of shirts ordered in that size B 10 [Gabkl polfoo  Jowh_ Miedom
* 135 Chantal Weller Debit Card Medium
appears below eaCh group. 1; 220-A Chevonne Means Money Order Medium
19 220-B Samantha Bell Check Medium
20 220-B Avery Kelly Debit Card Medium
-] 21 Medium Count 10

*https://edu.gcfglobal.org/en/excel2016/groups-and-subtotals/1/



Filtering data — subtotals SILEM@
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* When you create subtotals, your worksheet 1t 1s divided into
different levels.*

* You can switch between these levels to quickly control how
much information is displayed in the worksheet by clicking the
Level buttons to the left of the worksheet. In our example, we'll
switch between all three levels 1n our outline.*

* While this example contains only three levels, Excel can
accommodate up to eight.*

*https://edu.gcfglobal.org/en/excel2016/groups-and-subtotals/1/



Filtering data — subtotals

* Click the lowest level to display
the least detail. In our example,
we'll select level 1, which
contains only the grand count, or
total number of T-shirts ordered.* .

&l

* Click the next level to expand the
detail. In our example, we'll select
level 2, which contains each
subtotal row but hides all other
data from the worksheet.*

*https://edu.gcfglobal.org/en/excel2016/groups-and-subtotals/1/
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| Homeroom # First Name Last Name

Small Count 8

Medium Count 10
Large Count [ 5
X-Large Count [ 4
Grand Count [ 27



Filtering data — subtotals
aan

(Il Homeroom # First Name Last Name
2 105 Melissa White
3 105 Esther Yaron
4 135 Anisa Naser
5 220-A Brigid Ellison
6 220-A Christopher Peyton-Gomez
7 220-B Michael Lazar
8 | 220-B Malik Reynolds
9 | 220-B Wendy Shaw
- 10 |
11 105 Nathan Albee
12 105 Christiana  Chen
13 105 Sidney Kelly

*https://edu.gcfglobal.org/en/excel2016/groups-and-subtotals/1/

Payment Method T-Shirt Size

Debit Card
Pending

Check Bounced
Cash

Check

Cash

Cash

Cash

Small Count
Check

Check Bounced
Check

Smaill
Small
Small
Small
Small
Small
Smaill
Small
Medium
Medium
Medium
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Filtering data — groups and subtotals sugm@

UNIVERSITY

SCHOOL O BUSINESS

* https://edu.gcfglobal.org/en/excel2016/groups-and-subtotals/1/ FOMMSTEATION X KARVINA

* https://www.officetooltips.com/excel 2016/tips/creating subtotal
s.html

* https://support.office.com/en-us/article/why-can-t-1-add-
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Filtering data — pivot table

* Before we get started, we first want to show you the data for the oo orvmes
pivot table. In this example, the data 1s found on Sheet].*

create_example2016.xlsk - Excel Sign in = = O

Page Layout Formulas Data Review View Developer i Tell me

a6 A = LT3 % Conditional Formatting - E' o
g - {4 Format as Table -
Paste B Font Alignment Mumber +F rormat as lable Cells  Editing
~ - - - [Cdcelstyles~ . -
Clipboard m Styles -
Al - Jfe | 'OrderID v
A B . C . D . E | F | G . -
1 |OrderID lProduct Unit Price Quantity Cost Discount
2 | 10248 Celery 514.00 8 5112.00 0.00%
3 | 10248 Dried Apples £42.40 35 51,484.00 0.00%
4 | 10248 Tofu 518.60 3 593.00 0.00%
3 | 10248 Spaghetti 59.80 10 598.00 0.00%
6 | 10248 Marmalade 464.80 11 5712.80 0.00%
7 | 10249 Mozzarella 534.80 26 5904.230 5.00%
g | 10249 Tofu 518.60 9  5167.40 5.00%
8 | 10249 Dried Apples 542.40 24 51,017.60 5.00% -
Sheetl | Sheetz | ) 1 3
Ready 3 H o - I + 100%

TechOnTheMNet.com

*https://www.techonthenet.com/excel/pivottbls/create2016.php



Filtering data — pivot table

* Highlight the cell where you'd like to create the pivot table. In
this example, we've selected cell A1 on Sheet2.*

create_example2016.xlsk - Excel Sign in Ea| = O

all ' Insert Page Layout Formulas Data Review View Developer Q@ Tell me

D 36 Calibri 11 = o %CunditiunalFDrmatting* E' e
ek~ B I U £ Format as Table -
Paste ERS - A Alignment Number = ormatas Tane Cells  Editing
S " N s U Y, (57 Cell Styles ~ - -
Clipboard ra Font T Styles s
Al - Je v
A E C D E F G H I -
1
2.
3.
4.
5.
6.
?.
B.
9_ -
| Sheetl | Sheet2 ® q »
Ready 3 H m - | + 100%

TechOnTheNet.com

*https://www.techonthenet.com/excel/pivottbls/create2016.php
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Filtering data — pivot table

* Next, select the Insert tab from
the toolbar at the top of the
screen. In the Tables group,
click on the Tables button and
select PivotTable from the
popup menu.*

* A Create PivotTable window
should appear. Select the range
of data for the pivot table and
click on the OK button. In this
example, we've chosen cells Al
to F16 1n Sheetl as indicated by
Sheetl !SAS1:$F$16.*

H - 5 create_example2016.xlsx - Excel Sign in [l — m}

File Home [QOENM Pagelayout Formulas Data Review View Developer ' Tellme 4

8] 1 1 I - I - |l - ,.'a' [ | 1 - =
B | © E 1? e Il-v i‘t* G-I I = | E
Tables Ilustrations Add- Recommended D U Maps PivotChart 1)) Sparklines  Filt »

Charts L RS >|\'" - - Map *

Charts fa Tours ~

Gl B B -

PivotTable Recommended Table
R PivotTables B E ki B i )

Tables

W = o e W kg

Sheetl | Sheet2 ()
Ready [ B /| - 1 + 100%

TechOnTheNet.com

Create PivotTable @

Choose the data that you want to analyze
@) Select atable or range
Table/Range: Sheeﬂ!5A51:5F516| @
() Use an external data source
Choose Connection...
Conne ction name:
Use this workbook's Data Model
Choose where you want the PivotTable report to be placed
) New Waorksheet
@) Existing Worksheet

Location: | Sheet2!SA51

Choose whether you want to analyze multiple tables
|:| Add this data to the Data Model

ok | [ cancal |

TechOnTheMet.com

*https://www.techonthenet.com/excel/pivottbls/create2016.php
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UNIVERSITY

H ©- create_example2016.xlsx - Excel Sign in =
SCHOOL O BUSINESS
File Home Page Layout Formulas Data Review View Developer JEEUELES ATMIMEEERAT RGN LN KAETIEA
L_'E l__lﬂ 3 Insert Slicer [i E" ,__|Jﬁr % E
] ] EF Insert Timeline L= < i -
PivotTable Active Group Refresh Change Data Actions Calculations Tools Show
- Field = - Filter Connections - PrrmEno S o - -
Filter Data L
Al - & v
A E | = D | E . F =
1 | PivotTable Fields M
| ]
2
3— | PivotTablel Choose fields to add to report: & -
4 To build a report, choose Search 2
5 | fields from the PivotTable
6 | Field List [] OrderID -
7 1 Product
g ] Unit Price -
a
10_ gee== — Drag fields between areas below:
1 = = O T Filters Il Columns
12 |
13 | O —
14
15 = Rows % Values
16 |
17 |
18 -
5 | Sheetl Sh ... @ . y Defer Layout Update
Ready 29 B |- | + 100%

TechOnTheMet.com

*https://www.techonthenet.com/excel/pivottbls/create2016.php



Filtering data — pivot table

H ©- create_example2016.xlsx - Excel
Al - 5 'Sum of Order ID
* Next, choose the fields to add to | 2.0 < °
the report. In this example,|: ™ 7
we've selected the checkboxes |:
next to the Order ID and|:
Quantity fields.* u
’ | sheet1 \ﬂ . @
Ready B3

Developer

B

[R

-

w
PivotTable Fields s
Choose fields to add to report: 4 -
Search o
Order ID -
[ Product
] Unit Price
Quantity -
Drag fields between areas below:
T Filters Il Columns

% Values -

= Row: = Values

Sum of Order ID -
Sum of Quantity -

Defer Layout Update

H B [0 -—i

+ 100%

*https://www.techonthenet.com/excel/pivottbls/create2016.php
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Filtering data — pivot table

SILESIAN
e SCHOOL O BUSINESS
H ©- = create_example2016.xlsk - Excel ADMINISTRATION I KARVIMA
File Home Insert Pagelayout Formulas Data Review View Developer
|_—‘E| |_—'o > InsertSIicer I:i D [ El& I_E‘,; E
. . 5 Insert Timeline L= . .
PivotTable Active Group Refresh Change Data Actions Calculations Tools  Show
= Field = - Filter Connections - Sarmeae - - - o
Filter Data ~
Al - Jx 'Row Labels v
A B C D E -~ . )
R . 1 |Row Labels '!Suml}f{luantity PivotTable Fields - X
* Next in the Val tion, :x ¢ s (3
ext in the Values section, |:== - s
lick on the "Sum of Order & : .
5 |10251 81
click on the um O racr
& |Grand Total 269 Order ID -
" : 7 [ Product
ID" and drag 1t to the Rows | 0 v
g Quantity h
. sk 10
S eCtlon . 11 Drag fields between areas below:
12 T Filters Il Celumns
13
14
15
18 = Rows = Values
17 Order 1D - Sum of Quantity -
18
19
» | Sheetl | Shi ... () 1 ¥ Defer Layout Update
Ready ] H o= ] + 100%

TechOnTheNet.com

*https://www.techonthenet.com/excel/pivottbls/create2016.php



Filtering data — pivot table

H -

* Finally, we want the title in &

create_example2016 xlsx - Excel

Home Insert Pagelayout Formu

las Data Review View

D['i

Refresh Change Data Actio

'Order ID

DDDDDD

& R - InsertSI.icer“nE
cell Al to show as "Order ID" s s eoe T
instead of "Row Labels". To . F
do this, select cell Al and type o~ wmotaumin
Order - :
* Your pivot table should now :
display the total quantity for =
each Order ID as follows:*
| Sheet1 \ﬂ - (@
Ready %3

Developer

B

-

7
s Calculations Tools = Show

A
W

PivotTable Fields YW
Choose fields to add to report: -
_____ ch pel
Order ID -
[ Product
] Unit Price
Quantity
Drag fields between areas below:

T Filters Il Columns

= FRows Z Values

QOrder ID - Sumn of Quantity A

Defer Layout Update
4 m - i +  100%

*https://www.techonthenet.com/excel/pivottbls/create2016.php
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* https://www.techonthenet.com/excel/pivottbls/create2016.php

* https://support.office.com/en-us/article/create-a-pivottable-to-
analyze-worksheet-data-a9a84538-bfe9-40a9-a8e9-199134456576

* https://edu.gcfglobal.org/en/excel2016/intro-to-pivottables/1/

* https://www.groovypost.com/howto/create-pivot-tables-microsoft-
excel-2016/

* https://www.excel-easy.com/data-analysis/pivot-tables.html
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* Sensitivity analysis in excel helps us study the uncertainty in the
output of the model with the changes in the input variables.*

* It primarily does stress testing of our modeled assumptions and
leads to value-added insights.*

* In the context of DCF valuation, Sensitivity Analysis 1n excel i1s
especially useful in finance for modeling share price or valuation
sensitivity to assumptions like growth rates or cost of capital.™

*https://www.wallstreetmojo.com/sensitivity-analysis-in-excel/



Filtering data — sensitivity analysis

* https://www.youtube.com/watch?v=N924D6tGOGS8

* https://www.dummies.com/software/microsoft-office/excel/how-

to-create-a-two-variable-data-table-in-excel-2016/

* https://www.wallstreetprep.com/knowledge/financial-modeling-
techniques-sensitivity-what-if-analysis-2/

* https://www.wallstreetmojo.com/sensitivity-analysis-in-excel/
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