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    INTRODUCTION




    Excel is a spreadsheet i.e. a calculation software that adapts to the different business lines of any company. To make a comparison with the world of medicine, we could say that Excel is a generalist program rather than a specialised one in a particular field. Indeed, Excel allows you to work with numbers such as turnover, amounts or quantities, but also with dates. In addition it is easy to manipulate string characters such as codes or groups of letters. Lots of functions are available to manipulate dates, numbers and texts. The challenge is to learn how to use and memorize them.




    Sometimes specialized knowledge is required to perform very complicated calculations. Excel can help building engineers or architects who use complex formulas to find out strength of materials or other designs. Powerful statistics functions may be used to analyze data. But Excel is able to adapt to your needs whether you are a professional or a student.




    This book is organized in two parts. The first part (chapters 1 and 2) is a refresher course about Excel fundamentals. It is intended for people who work with the spreadsheet occasionally without real training on the subject. The aim is to review the Excel basics and carrying out formulas. You will study how to perform tests between cells with the IF function. The date formulas, the $ sign and the text manipulation will be described with lots of examples. Special attention will be paid to the notion of cells coloring thanks to the very powerful feature called "Conditional Formatting". This tool allows you to color values according to the content of a cell. For instance, if a cell contains the word "paid", then the line is automatically colored in red. Filters will be studied because they represent a significant part of the daily work. Indeed, it is often necessary to groups lines according to criteria. You will also enjoy the right-click that provides a contextual menu and saves a lot of time. Layouts will not be forgotten because it requires fine adjustments for printing. This part ends with the setting up of several interesting charts that can be handled with Excel.




    The second part (chapters 4, 5 and 6) is directed to people who already have an Excel experience. It contains more powerful functions that can offer services for data management. You will discover the searching functions as SEARCH and INDEX/EQUIV. They are the basis for grouping data scattered in several sheets. The functions SUMIF and COUNTIF will show their power in calculations with logical conditions. A small tour with SUMPRODUCT will show an original way of adding values with date conditions. You will be able to study the locking of formulas with the matrix mode and the Excel menus. For managers who like to carry out hypotheses and commercial prospective, the Target Value and Data Tables features will be real assets. Finally, the last chapter of this book will focus on Pivot Tables that are extraordinary tools for creating statistical reports.




    This book is structured in six chapters.




    Chapter 1 refreshes knowledge in Excel in order to calculate properly.




    Chapter 2 studies conditional formatting with its highlighting rules, data bars and many other features.




    Chapter 3 looks at the formatting techniques to print data easily. You will also study the filters.




    Chapter 4 deals with several charts : histograms, lines, trends, pie, bubble, map and others.




    Chapter 5 looks at advanced functions that provide multiple services.




    Chapter 6 presents the Pivot Tables where examples will show the power of this feature.




    I hope that this book will allow you to progress with Excel and its numerous functions. Please do not hesitate to contact me at the address REMYLENT@GMAIL.COM if you have any comments about this book.




    Enjoy your reading.




    The author


  




  

    CHAPTER 1


    Calculating rightly




    Excel is usualy dedicated to calculations and thanks to its various functions and formulas, it renders countless services.




    1.1 The working environment and formulas




    Excel provides several menus and icons bars to work with. A set of sheets named Sheet1, Sheet2, Sheet3, etc are available. These sheets (also called tabs) can be renamed with the right-click. Each time Excel is started, a blank workbook with 3 sheets opens. You can switch from one sheet to another by simply clicking on the sheet name. Figure 1.1 shows the menu.
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