C&NS Spring 07 Software Training

Microsoft Excel 2003:

Summarizing and Analyzing Data

Part 1:

he Basics of Summarizing
Data
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Session Breakdown

e Handouts

e The Parts
— Summarizing Primer
— Working with Ranges
— Calculating across Worksheets
— Excel Workspaces
— Consolidating Data
— Linking Cells
» Review
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Summarizing Primer

e Navigating
Selecting Cells and Worksheets
Formula Basics
Inserting Functions
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Working with Ranges

e Using Ranges
e Creating a Range Name
e Calculating with Named Ranges

=SUM(bird_cost,cat_cost,dog_cost) or
=SUM(BIrds!D7:D20,Cats!D7:D20,Dogs!D7:D20)

e Deleting Names of Ranges

© Fairfield University - Spring '07




Calculating Across Worksheets

e Working with multiple Worksheets:
— Three-dimensional (3-D) cell reference

=SUM(BIirds:Dogs!E7:E20)

I R

Function Start End Cell Reference
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Excel Workspaces

e Working with multiple Workbooks:
— Creating a Workspace

- — —m
A1 - f& Last Name
T
A B C D — A B C D A B C I D

| 1 [Last Name {First Name :Department Office Loc™ ||| 1 |Last Name :First Name (Department Health 1 |Last Name First Name :Home Address  City

2 |Barry Angela Accounting 3g 2 |Barry Angela Accounting Yes 2 |Barry Angela 01 Main St Spencerport
3 |Boller Mary Development gd 3 |Boller Mary Development Yes 3 |Boller Mlary 32 Ash Ln Brockport
4 | Caral Elizabeth :Engineeting 1a 4 |Caral Elizabeth :Engineeting Yes 4 |Carol Elizabeth 82 East Ave Fairport

5 |Chaffes Adarn Accounting 10a 5 |Chaffes Adarm Accounting es 5 |Chaffes Adarn 126 Kimberly Dr Pittsford

B |Chase Fred Human Resources Sb B |Chase Fred Human Resources (Yes B |Chase Fred 12 Wyest Ave Holley

7 |Chu Laurie Hurnan Resources 2d 7 |Chu Laurie Hurman Resources i Yes 7 |Chu Laurie 218 Spricetree L Halley

8 |Chungy Buob Development Ge 8 |Chungy Buob Development Yes G |Chung Bob 51 Lakeside Dr Penfield

9 |Clark Anna Engineering 1c 9 |Clark Anna Engineering Yes 9 |Clark Anna 450 Madison Dr ‘Halley

10 |Clark John Developrment 2c 10 (Clark John Development Yes 10 (Clark John 81 Pleasing Ln Harnlin

11 |Clarke Jog Engineering 11d 11 |Clarke Jog Engineering es 11 |Clarke Joe 51 Offert Ave Huolley

12 |Cole Daniel Accounting dc 12 |Cole Daniel Accounting Mo 12 |Cole Daniel 91 Stony Ln Webster
13 [Cornuntzis Mark Executive Ba 13 [Coruntzis Mark Executive Yes 13 [Cornuntzis iMark 50 Houston St Fairport

14 |Dacker Erica Accounting 9e 14 |Decker Erica Accounting Yes 14 |Decker Erica 14 Maple Ln Brockport
15 |DeSiato Barbara Tech. Support 2e 15 |DeSiato Barbara Tech. Support Yes 15 |DeSiato Barbara 14 Court 5t Pittsford

16 |Dannell Susan Accounting 3d || 16 |Donnell Susan Accounting Yes 16 [Donnell Susan 127 Ford Ave Fairport

17 |Ellis Janet Custormer Service (2f 17 |Ellis Janet Customer Service (Yes 17 |Ellis Janet 52 Cypress Ave Spencerport
18 [Femn Elizabeth  :Accounting 10b 18 [Fern Elizabeth  :Accounting Mo 18 [Fern Elizabeth 80 Smart Dr Penfield

19 [Ferris Jim Hurnan Resources (3¢ 19 [Ferris Jim Hurnan Resources (No 19 [Ferris Jirm 51 Granger Rd Brockport
20 |Filosa Alexandra  {Facilities Ghb 20 |Filosa Alexandra  (Facilities Mo 20 |Filosa Alexandra (145 Elrmwood Ave (Fairport

21 |Flanders Sabrina Development 12d 21 |Flanders Sabrina Development Yes 21 |Flanders Sabrina 144 Elmwood Ave  Hamlin

22 |Francis Cheryl Developrment dh 22 |Francis Cheryl Development Yes 22 |Francis Cheryl 188 Linestone Ln \Wehster
23 |Gordon Hayes Development Bd 23 |Gordon Hayes Development es 23 | Gordon Hayes 21 M. Highland 5t Spencerport
24 |Guya Amy Engineering 1c 24 |Guya Amy Engineering Yes 24 |Guya Amy 3325 Canal Rd Penfield

25 |Hanley Joseph Accounting B 25 |Hanley Joseph Accounting Yes 25 |Hanley Joseph 4302 Trifmmer Rd Brockport
26 |Hayes Dravid Custormer Service 3g 26 |Hayes Dravid Custormer Service Yes 26 |Hayes Dravid 516 Main St Brockport
27 |Hemandez Matalie Executive 29 27 |Hemandez Matalie Executive Yes 27 |Hemandez :Matalie 254 Park St Fairport

28 |Hemandez iThomas Custorner Service 7d 28 |Hemandez Thomas Custorner Service Yes 28 |Hemandez iThomas 24887 Joint Hghwy \Webster
29 |Hurley Chrissa Accounting 9d 29 |Hurley Chrissa Accounting es 29 |Hurley Chrissa 52 State St Pittsfard
30 |Jackson Brenda Human Resources Sa 30 |Jackson Brenda Human Resources Mo 30 |Jackson Brenda 323 Monroe Ave. Spencerport
3 +13 |31 |
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Consolidating Data

e Working with Multiple Workbooks:

— The Consolidate function
|

; Funckion:
I ISum j

Reference:

' M _ows., |

all references:
= Add |
;I Delete |

—Use labels in
| Top row
I Left column [ Create links to source data

| (0] 4 I Clase
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Linking Cells

e Working with Worksheets or Workbooks:
— Creating Links

BF9 -

Formulas

Yalues
Mo Borders
Transpose

Paste Link «

Paste Special...
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The Basics of Summarizing Data

e Questions??
Please fill out the Training Survey!
http://data.fairfield.edu/cns/workshop/

www.fairfield.edu/cnstraining for reference
materials.

cnstraining@mail.fairfield.edu for comments and
questions.

Thank You!!
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