M~
M
N

M~

==
¥ E
o

Free Preview — Week #35
Learn Excel from Mr Excel
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Encourage your friends to sign up at
http://www.mrexcel .com/learn-excel .html

Thisweek - 6 topics - 3 on Filters, one on
Data Tables, 2 on removing blanks.
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QUICKLY FILTER A LIST TO CERTAIN RECORDS

Problem: You have 10,000 records, as shown in Fig. 641; you need to
be able to quickly find records that match a criterion, such as all East
ABC records.

A B C D E F
1 |Region, Product Date  Customer Quantity Revenue
2 |East _XYZ Jul-04 Nortel Metwarks 1000 25350
3 |West XYZ May-04 Sun Life Financial 1000 25310
4 |Central ®YZ Feb-04 Wal-Mart 1000 25140
5 West RYZ Feb-04 General Motors 1000 25080
b East _XYZ Apr-04 Ford 1000 25060
Fig. 641

Strategy: Use the AutoFilter feature.

1) Make sure your data has a heading row. From the menu, select
Data — Filter — AutoFilter. You will have a dropdown on each head-
ing, as shown in Fig. 642.
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A | B C D E F
1 Regitv|Produv|Date |Customer w| Quant v| Reven «
2 |[East ¥YZ Jul-04 Mortel Metworks 1000 25350
3 West XYZ May-04 Sun Life Financial 1000 25310
4 Central XYZ Feb-04 Wal-Mart 1000 25140
Fig. 642

2) As shown in Fig. 643, use the dropdown to select East from the re-
gion dropdown.

| | A B
1 Regi( v Pr
(Al Y
(Top 10...) Y
(Custom...)
Central Y
[
GovernkEnt |y Part
Southeast 11
Wesk A
O T anmteal WY
Fig. 643

3) As shown in Fig. 644, select ABC from the Product dropdown.

A | B C
Regic v|Produ « Date
Eag (Al Jul

Ead{Top 10...) Apr-

Custormn. ..
Eaq DEF Jun
[ R Oct-

o~

Fig. 644
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Result: You will see only sales of product ABC in the East region, as
shown in Fig. 645. All of the other rows will be hidden.

A BN C ] D (=
1 Regit+|Produ «|Date v|Customer +| Quant v| Revemv|
B5 |[East  ABC Apr-04 Sun Life Financial 1000 20310
74 |East ABC Jun-04 Yerizon 1000 19630
101 East ABC Jul-04 Wal-hMart 1000 18660
102|East  ABC Oct-04 Nortel Networks 8000 18576
114 East  ABC Dec-04 Wal-Mart 900 18243
117 |East ABC Jun-04 Maolson, Inc 800 18072
Fig. 645

Caution: To copy just the filtered records, you will have to use
Edit — Go To — Special — Visible Cells Only to select only

the visible cells on the sheet.

Additional Information: There are three special choices at the top of
each column.

1) Use (All) to “cancel” a filter on one column, as shown in Fig. 646.

(Custom...)
Central

Fig. 646

2)  As shown in Fig. 647, use Top 10... to see the top N records or the
top n percent of the records.

E F
Juant v| Reveni v
11 (Al

{Custom...
1| 1704

Al 1=anm

Fig. 647
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3) After you select Top 10, the Top 10 AutoFilter dialog appears, as
shown in Fig. 648. You can choose if you want the top 10 percent
or the top 10 items, and also change the “10” to “5” or to any other
number. This can also be used to show the bottom 10 records.

Top 10 AutoFilter

Shaw

?x

ITop _:_l ]5 ::j Percent

Ad

Part

Fig. 648
4)  As shown in Fig. 649, use Custom to build a criteria joined by AND
or OR.
D
v |Customer + Q
04 [ (All)
D 4 Top 10,..
041 ainsworth
Fig. 649

5) Inthe Custom AutoFilter dialog box, you can choose two values and
specify whether they should be joined by AND or OR, as shown in

Fig. 650.

Custom AutoFilter

Show rows where:
Customer

quuals L[ IForcI
" and & or

quuals ;J seneral Motors

lUse ? to represent any single character
Use * to represent any series of characters

[ ok ]

Cancel

Fig. 650



LEARN EXCEL FROM MR EXCEL

6) To remove the AutoFilter dropdowns and show all records, go to
the Data menu again and re-select AutoFilter. This will toggle the
AutoFilter off.

Summary: Use Data — Filter — AutoFilter to have Excel show you data
matching certain criteria in a column.

Commands Discussed: Data — Filter — AutoFilter

FIND THE UNIQUE VALUES IN A COLUMN

Problem: You have a large database, as shown in Fig. 651. Before you
can produce a report for each customer, you need to identify the com-
plete list of unique customers.

A, Bl|C[D|[E F
Product | Jan Feh Mar Q1| Customer
AL 93 94 85 272406
DEF 99 79 87 265403
GHI 79 G798 244403
AL 99 69 76 244403
ABC B5 A1 93 2397403
DEF B3 95 80 238403
ABC BE G2 99 229405
DEF G199 B7 227 403
10 (%Y Z J6 OB 94225 ?DH

Fig. 651

O 00| T e | LD R —

Strategy: There are many solutions to the Unique Customer problem.
In this tip, you will use the Advanced Filter command on the data menu.
Follow these steps.

1) First, copy the Customer heading from F1 to a blank area of the
spreadsheet, as shown in Fig. 652.

A, BIC|D|E| F & H
1 |Product | Jan Feh BRfar| Q1 '.'?C_l.lgt_ulu_e!':: Customer
2 XYL 893 94 85|27 406

3 |DEF 99 79 57 2651403
Fig. 652
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2)  Select a single cell in your data range. From the menu, select Data—
Filter — Advanced Filter. The Advanced Filter dialog contains many
powerful options. By default, it will look as shown in Fig. 653.

Advanced FEilter,

Ackion
{* Filter the list, in-place
" Copy ko another location

List range:

|
Crikeria range: |
|

[ Unigue records anly

OIf; | Cancel |

Fig. 653

Part

3) As shown in Fig. 654, choose the Unique Records Only checkbox.
Change the Action section to Copy to Another Location. Selecting
this action enables the Copy To range. Place the cursor in the Copy
To dialog box and highlight the out-of-the-way copy of the Custom-
er heading.

L F 1 6 [ H_| I

(O TR {Customer |
405

103
403 -
103 Advanced Filter l'lj@
F;
A03

403 = o
s Filter the list, in-place

Action

103 (* Copy bo another locakion

403
03 List range: |$.ﬁ.$1 $FE126

Y|
0= Criteria range: | E
Y|

303 Copy ko |D |

A4 Lo akalfHEL
103
A0

403 [u]s | Cancel |

403

[v Unique records only

Fig. 654
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4)  Choose OK. Excel will find the unique customer numbers and copy
them to the range you specified, as shown in Fig. 655.

H
Customer
406
403
405
404
02
01

Fig. 655

Gotcha: Any subsequent use of the Advanced Filter command during
this Excel session will remember the List Range specified in the prior
Advanced Filter.

Summary: One use of the Advanced Filter command is to generate a
unique list of one particular field in a dataset.

Commands Discussed: Data — Advanced Filter

COPY MATCHING RECORDS
TO A NEW WORKSHEET

Problem: From the dataset shown in Fig. 656, you want to copy records
for one particular customer to a new worksheet.

A, ERECRNCRNE F
Product | Jan Feh Mar Q1 Customer
LAY 93 94 85 272406
DEF 99 79 57 265403
SHI 79 67 93 244403
LAY 99 B2 76 244403
ABC B5 81 93 2397403
DEF 53| 95 80 238403
ABC B3 62 99 229405
DEF Rl 99 &7 227403
10 %Y Z J6| BB 84 2R :;1|:|3

Fig. 656

Lw Y i Y R T S
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Strategy: Use the Advanced Filter command with a Criteria range. Fol-
low these steps.

1) First, copy the Customer heading from F1 to a blank area of the
spreadsheet, as shown in Fig. 657. In this case, H1:H2 will be the
criteria range for the filter.

A |BJC|D|E] F __ G H
1 |Product Jan Feh AMar Q1 :’C_ugt_ugl_e!':: Customer
2 ¥z 93 94 85 272406 &=
3 |DEF 99 79 57 265403
Fig. 657

2) In cell H2, enter the customer number that you want to extract.
Make sure to use the same format in which the data exists in the
database. In this case, 406 in F2 is a text value. If you want cus-
tomer 406, copy cell F2 to H2 to ensure that they are in the same
format.

3) Select a single cell in your data range. From the menu, select Data—
Filter — Advanced Filter to display the Advanced Filter dialog, as
shown in Fig. 658.

Advanced|Eilter @@

Action
© £

" Copy to another location

List range: |$,ﬁ.$1 FFE1Z6 E
Criteria range: |Data!$H$1 HE2 E
| E

[ Unique records only

CE | Cancel ‘

Fig. 658

4) The Action setting should remain as Filter the List, In-Place. Move
the cursor to the Criteria Range column and highlight the criteria
range of H1:H2 with the mouse. Click OK to perform the Advanced
Filter.

Part
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Result: As shown in Fig. 659, Excel will hide all of the rows that do not
match the criteria.

ABCDlE F

1 Product Jan Feb Mar Q1 Customer
2 EYZ 93 94 85 272406

16 | GHI 79 B0 55 214 406
21 |GHI 49 74 B4 207 406

36 |RYZ 93 &0 44 193 405
a7 |ABC B B3 39 187 406

118|DEF 17| 9 59 85405
107

Fig. 659

In order to copy these cells to a new worksheet, you must select the vis-
ible cells only.

1) Highlight the range A1:F118. From the menu, select Edit — Go To.
In the lower left corner of the Go To dialog, choose the Special but-
ton. On the Go To Special dialog box, in the right column, select
Visible cells only, as shown in Fig. 660.

A |Blec|D|E|] F G

1 |Produci Jan Feb Aar Q1 Customer (
2 |4vZ g . 4
16 |GHI 7 pecia E @
21 |GHI 4 -

g? igi g " Comments " Row differences
TT8|0EF 1 (" Constanks " Calumn differences
197 " Eormulas (" Precedents
1726 [+ (" Dependents
129 [ O
130 [ r
131 [ " Last cell
134 " Blanks
Ei " Current region ¢ Conditional farmats
13 " Current array (" Data walidation
196 " Objects {+
137 =
138 oK, E | Cancel
138 =

Fig. 660
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2)  When you click OK, the display barely changes. As shown in
Fig. 661, you will notice bands of white in between the rows. Excel
1s indicating to you that there are hidden rows that are not includ-
ed in the selection.

A |Blc|D]IE] F |
1 |Product Janm Feb BMar Q1 Cusiomer
2 |BYL 93 94 85 272406
16 |GHI 79 80 55 214406
21 [GHI 49 74 B4 207 408
36 |BYZ 99 50 44 193408
a7 |[ABC B0 85 39 157 406

118 |DEF 17 9 59 85006

177

Fig. 661

3)  You can now copy those rows with Ctrl+C and paste to a new

worksheet.
. . - Part
Result: Only the matching rows are copied, as shown in Fig. 662. -
& E G D E F
| |Product Jan Feh Mar Q1 | Customer
2 |E¥E o3 Q4 25 272 406
3 |GHI T3 20 55 214406
4 |GHI 40 T4 a4 207 406
3 | EYE Qg a0 44 193 406
6 |ARC @l 2E 30 127 "a0s
7 |DEF 17 : 59 25 406
Fig. 662

Additional Details: On the original sheet, to clear the Advanced Fil-
ter and show all of the rows again, choose Data — Filter — Show All, as
shown in Fig. 663.

Cata | Window  Help  Mailer
&l sor.. 4 20 |l B[] o0
o Filker 4 AutoFilter
Farrm... Show All M
[ Subtatals. .. fdvanced Fﬁ\%er. "

Fig. 663
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Summary: One use of the Advanced Filter command is to extract a cer-
tain customer from a dataset.

Commands Discussed: Data — Filter — Advanced Filter; Edit — Go
To — Special — Visible Cells Only; Data — Filter — Show All
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HOW TO DO 40 DIFFERENT
WHAT-IF ANALYSES QUICKLY

Part
11

Problem: You want to buy a car. You want to compare eight price points
and four loan terms to calculate the monthly payment amount.

Strategy: There are two methods. The cool method is to use a data
table. As shown in Fig. 764, set up the worksheet as follows:

1)
2)
3)
4)

Enter one price in cell B2.

Enter one term in cell B3.

Enter the current annual interest rate in B4.

In cell B5, enter a formula to calculate a monthly payment:

=-PMT(B4/12,B3,B2)
Cell B5 is going to be the magic corner cell of your data table.

BS - f =-PMT(B4/12,B3,B2)
A B C D E

1

2 Price 20005

3 Temm 43

4 Interest 5.40%

| 5 [Payment [[$69621]

Fig. 764
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5) In cells B6:B9, enter the four possible terms that you would like to
compare. In cells C5:L5, enter the possible prices that you hope to
negotiate to, as shown in Fig. 765.

6) Select the rectangular range of B5:L.9. As shown in Fig. 765, the up-
per left corner of this range contains the formula to calculate your
monthly payment.

B5 = A& =PMT(B4/12,B3B2)
LA B [c|[D|E[F[c|H[1[J]|K[L ]
1
2 Price 29995
3 Tem 4
4 |Interest 5.40%
E -Payment $696.21 29995 28005 22495 270995 27495 26995 26495 25995 25495 24995
i 36
7 43
8 ]
9 72

-3
N

Fig. 765

From the menu, select Data — Table. Excel will ask you to specify
a row input cell. In other words, Excel will take each cell in the top
row of the table and substitute it for this cell. Because these cells
contain prices, choose cell B2 as the row input cell, as shown in
Fig. 766.

A | B |¢c|D|E|F|o|H]| 1|

-
| 2 [Price | 29995

3 Term  \dh__ 48
-4 Interest 5.40%

5 |Payment | $696.21 20995 28005 28405 27905 27495 26995 26495
6 36

7 4 Table 2]

g 60

9 73 Row input cell: |$B$3| l|
10 Column input cell: | EY ]
11 |

12 oK Cancel |

Fig. 766
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8) Next, Excel wants to know where the cells in the first column should
be used. Because B6:B9 contains terms, specify cell B3, as shown in
Fig. 767. Choose OK.
A | B |c¢c|D|E|F|o|H]| 1|
1
2 |Price  \__ 29995
3 |Tetm 48
4 |Interest 5.40%
5 |Payment | $69621 20905 28005 28405 27005 27495 26095 26495 2!
f 36 -
7 43 Table E3
8 &0
0 72 Row input cell: 1$B$3 fﬁ
10 Column input cell: ]$B$2 jﬂ
11 Part
12 oK Cancel l m
13 A '
Fig. 767

Excel enters an array formula for you. You can see the monthly prices
for many combinations of terms and price points, as shown in Fig. 768.

B‘W‘M‘Mim‘u‘k‘w‘m‘-—‘

A | B |e|D|]EJF|[o[HBH]I ][I ][K]L]
Price 29995
Term 48

Interest 5.40%

Payment $696.21 20005 28005 28405 27905 27495 26005 26495 25005 25495 24905
36 9044 8742 8591 8441 229 8139 7988 7838 TART Ti3s6
43 6962 673 6614 6498 6382 6266 615 6034 5918 5202
60 3716 35325 343 35334 5239 5144 5049 4953 4858 4763
72 4887 4724 4642| 4561 4479 4398 4316 4235 4153 4072

Fig. 768
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If you are looking for a monthly payment of $495, you will have to either
negotiate down to a price of $25,995 with a 60-month loan, or choose a
72-month loan, as shown in Fig. 769.

:A__B__C:D E[F |G | B |T | T |K]|L|
1

2 |Price 20005

3 |Tetm 48

4 |Interest 5.40%

5 |Payment = $69621 | 20005 28005 28495 27005 27405 26005 26405 25005 25495 24995
36 9044 2742 8591 2441 229 B139 TORE TE3IZ TART Tii4
42 6962 673 6614 A498 6382 6266 Al a034 5918 35802
60 5716 5525 543 5334 5239 5144 35049 495 4358 4763
T2 489 4724 4642 4561 4479 4308 4316 4235 4153 4072

=R e R e

- | —
| (=

Fig. 769

The formulas in the table are live. As shown in Fig. 770, you can re-enter
new values in the first column and row of the table in order to zoom in
on possible scenarios.

$696.21 20905 20205 28795 28105 27695 27005 263595 25095 25495 24995
60 5716 5582 5487 5373 3277 5163 5062 495 4358 4763
63 3478 5351 5259 515 3058 495 4357 4748 4657 4565
66 3263 514 3053 495 436 4754 4667 4561 4473 4386
69 5067 495 4364 4763 4678 4577 4492 4391 4306 4222

Fig. 770

Additional information: You can also change the formula in B5 and
the table will update.

Summary: The Data Table command is a powerful command for com-
paring several what-if scenarios.

Commands Discussed: Data — Table
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REMOVE BLANKS FROM A RANGE

Problem: Someone has given you data pasted from A
Word. As shown in Fig. 771, there are a number of blank | H
cells in the list. You want to eliminate the blank rows.

[
La ]

Strategy: If the sequence is not important, sort the en-
tire data range. Excel will move all blank cells to the
bottom of the sort range.

\DOO|\'IO\U'|LILA)M'—‘
w

1) Move the cell pointer to Al. While holding down B
the Shift key, hit the End key and then the Home IC
key. This should select the entire range of data in N
the spreadsheet. Ie

2) From the menu, select Data — Sort. As shown in | 10 F

. . . |
Fig. 772, indicate that your data does not have a | 11 HNe
header row in the Sort dialog box. Choose OK. 12

13 Na
14 Mg
Fig. 771
A B cC | D | E F

1 |H
2
3
4 L Sort by
5 |Be [Column & ~] (¢ ascending
6 |B " Descending
7 C Then by
g N | -] *+ Ascending
9 [O " Descending
10 |F Then by
:; Ne | -] f* ascending

" Descending
13 |Na WELh
14 Mg v list has
15 |a1 " Header row
16 |51
17E Options. .. oK Cancel
18 |3 b

Fig. 772

Part
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Result: The blanks will be removed from the list, as shown in Fig. 773.

17 Ca
Fig. 773

Summary: Excel’s Sort feature always moves blanks cells to the end
of the sort. Sorting a column with blanks is a quick way to remove the
blanks from the data.

Commands Discussed: Data — Sort

REMOVE BLANKS FROM A RANGE
WHILE KEEPING THE ORIGINAL SEQUENCE

Problem: Someone has given you data pasted from Word, as shown in
Fig. 774. There are a number of blank cells in the list. You want to elimi-
nate the blank rows but need to keep the data in the original sequence.
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— ol o s W b |-

— =
L B2
b
=]

—
I

Mg
Fig 774

Strategy: The previous trick of sorting data to move the blanks to the
end is effective, but it destroys the original sequence of the range. Before
sorting, add a temporary column with the original sequence numbers so
that the data can be sorted back. Follow these steps.

1) Insert a new row 1. Place the cell pointer in cell Al and from the
menu, select Insert — Rows. Since you have only one cell selected,

only one row will be inserted.

2) In Al, enter a heading such as Symbol. In cell B1, enter a heading
such as Sequence. Make both headings bold with Ctrl+B.

3) In cell B2, enter the number 1. In
cell B3, enter the number 2. Select
cells B2:B3, as shown in Fig. 775.

1
2
3
4

& B
Symhol Seqguence
H 1
He 2

C

Fig. 775
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4)

5)

6)

Grab the Fill handle and drag down to the last row with data. The

series of 1, 2, 3 will extend down to 129 in row 130, as shown in
Fig. 776.

126 |Uug 125

127 |Uup 126

128 |Uuh 127

129 |Uus 128

130 | Uao 129
Fig. 776

Next, sort the data by column A. Select a single cell in column A
and hit the AZ button in the Standard toolbar.

Hit the End key and then the Down Arrow key to ride the range
down to the last cell in A with data. You will want to delete the
rows below this last cell. These are the blank cells. It is important
to delete the sequence numbers from B for the blank cells so that
they do not sort back into the data in the next step. One way to
delete these rows is to highlight the row numbers, right-click, and
choose Delete, as shown in Fig. 777.

116 Vb 77
117 Zn 34
118 Zr 45

b Cut
=By Copy

Insert

Delete r

Clear Contents

P
= Format Cells...

Fig. 777
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7)  Move the cell pointer to B2. Choose the A B
AZ button in the Standard toolbar to sort 1 |Symbol Sequence
the data into the original sequence with- 2 |5 I
out the blanks, as shown in Fig. 778. 3 He 2'
8 You can now delete the temporary col- | 4 Li 4
umn B. From the menu, select Edit — | 5 ge 5
Delete — Entire Column. 6 B 6
9) You can also delete the temporary row Fig. 778

1. Move to Al. From the menu, select
Edit — Delete — Entire Row.

Result: The blanks will be removed from the list and the list will retain
the original sequence.

Summary: To remove blanks while keeping the original sequence, add
a temporary column with sequence numbers to allow the list to return
to the original sequence.

Commands Discussed: Data — Sort

Part
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