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Introduction

<,
0.
330’53%7 Spreadsheet is an
S

Q‘ electronic document in which
4 data is arranged in the rows

I
&,

Microsoft

and columns of a grid and can
be manipulated and used in
calculations.

X Excel

Microsoft Excel is a spreadsheet
developed by Microsoft for Windows,
macOS, Android and iOS. It organizes
numeric or text data in spreadsheets or
workbooks.
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Introduction

Data entry -

quick and
accurate
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Introduction

The elements in Microsoft Excel

Microsoft Excel consists of several elements as shown in the following

table.
e
Cell Box collision between space and line. l
Row Horizontal box marked with the numbers 1, 2, 3 Each cell is gwven the
otc. name according to
the position of the
letters column and
Column Vertical box marked with the letters A, B, C, etc. line number. 1
Title Bar There on the screen that broadcasts the title / EX&[W\P(@’
name of the worksheet o
Tab Menu that have toolbar B3
(Column B, Line 3)
Name box Broadcast position the mouse pointer on a cell Tre 7w Cell name shown
fﬂ 4 in Name Box.
q . PEE DB - - o
Toolbar Contains icon serves as a "shortcut" for Y EL e A
commonly used commands such as Save, Print, Clipboard 15 Font
Paste etc.. ol N
A \e @
‘\
Formula Bar Publish the contents of the cell (as you type) [Goires ]

- R T IR C Y

Navigation Publish the next sheet, previous, first and last
Tab
Tab Sheet Publish worksheets are being used - we might

have more than one worksheet
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Introduction

The elements in Microsoft Excel

Tab Toolbar

AutoSave (4
Title _ | |
bar File Home Insert Page Layout Data Review View
D A Calibri 11 || = = &b o e
@~ B I U~ Aa|l ===[FH Nomber | T
¥ | H.[av A =32 | # . [
Clipboard = Font I Alignment Styles
Name —_— Al - X v k||
box
A B C D E F G H
1 /
2 [k Formula
L Cell Bar
4_
5 —3
5_
i
. <+
a Row Column
9 | /
10
11| | |
12 |
13 |
:: Tab Sheet
16 /
Sheetl

Edit
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Create Worksheets

The steps:

(1) Click [File]

S1File 1 Home Insert Page Layout Formulas
JEEE N -
S, ~
l" ™ S = — — ab
~ — — L
AL ST aa ===
/ ) o I )
/ i < A = 3= | &
/ SN -
Y, 1 Clipboard = Font > Alignment
/ S
/ ~
/ o
/ - S
V4 | \\
/ S
/ ~
V4 \\
/ S
Bookl - Excel Wan Hussain bin Wan lshak @ & EDNNA - o X

(2) Click B . |
[New]

Blank workbook -

Search for online templates Fol 1

Suggested searches:  Business Personal Plannersand Trackers Lists Budgets Charts Calendars

A
(-
S 1
AutaSave (@ off) = Bookl - Brcel 2 Wan Hussain bin Wan lshak  WH 0 - m] .
File Home Insert Page Layout Formulas Data Review Wiew Help & Share 1 Comments I
D % Calibri Juod| === s o | | E (el £ 1
- LA === 52 L
EB B I A A - - = D Number @ Cells Editing 1
= _ Do A~ =3 ® - iz - -
1
Clippboard n Font ] Alignment Styles |deas Sensitivity ~ B
Al o x v £ || v
A B | ¢ | b | E | F G H I J K L M D

(3) New Worksheet

W= o e W R e

10
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Basic Formatting

Font Setting

AutoSave (@ off)

Increase Font

File Hng_ﬂgm__Pml_ﬂqu__Emrqulas Data Review R
| I Size

|ji| & |calibr <11~ A Al -

@~ 1 L
e S B T U A Font Decrease
Clipboard EL Font m: SI'ZZ FOV\t Slze
Al = Je

A B i D E
1

Italic

Underline

Font

Color
Color
Cell
Borders
Example
Record No. Date Persons Accomodation Record No. Date — Accomodation
(RM) (RM)
1 21-Jan 2 200.00 21-Jan
2 24-Jan 5 150.00 . aian
3 25-Jan 1 150.00 ; 5 .
4 27-Jan 3 200.00 - 2-an
5 30-Jan 8 250.00 £ 27-Jan
Total 19 950.00 30-Jan
R —
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Basic Formatting

Alignment

AutoSave (@ of)

File Home Insert Page Layout Forr’inulq;__pﬂa__ﬁg\giﬂv__'l

& Calibri S AA : === %~ & :
FEEIJBY B I U M A I:::?—T— :
A R EEL
Clipboard Font EL___»”«”_QTE'E____E} Ean\ple:
Al - f me Text
A B C D E F G t
1 J Microsoft Excel
Example: Text Alignment
Top Microsoft
Middle Exce’
Bottom
Left | Center | Right|
' "3"“0""‘ Align Wrap  Example: Merge
Middle Align Ovientation Text & Center

Microsoft Excel

Right Increase  Center

Decrease ndent
Indent
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Data Format

Data types:

Each  column has an
associated data type that Number
specifies the type of data the Format
column can hold

Data type aISO determines Formulas Data Review View Helo
what kinds of operations you ¥ 4 === #®- & || BB 5
can do on the column. -

General 3l Format i
v  Table~

Mo specific format

Styles
Number

Common data types are:

Currency L

v’ Text
v Number
v' Date
v Time

Accounting
Short Date
Long Date
Time

Percentage

Accounting
Number
Format

Fraction

1 02 Scientific
Percent

Decrease
Style

Decimal

More Number Formats...

Comma
Style

Increase

Decimal




Data Format

Example:
Bookl -
File Home Insert Page Layout Formulas Data
fﬁfb Calibi Jn VA A | E=E 2.
[~
Paste B I U~|iEH~ | AxAv|=E== =3
Clipboard M Font M Alignment
HS - Jx
A . B . C . D . E . F
1 —
2 Accomodation Cost
Text - >
3 -
Accomodation
Record No Date Persons
4 - (RM)
3 1 21-Jan 2 MYR 200.00
B 2 24-Jan 5 MYR 150.00
NUMbEV e — 3 25-Jan 1 MYR  350.00
8 < 27-Jan 3 MYR 200.00
g 5 / 30-Jan 3 fmm 250.00
10 | Total 19 MYR 1,150.00
1| Date \
12 format ,
13 Accounting Comma
14 Number Format Style
15 with 2 decimal
16




A formula is an expression
(mathematical operation)
which calculates the value of a
cell.

Functions are predefined
formulas and are already
available in Excel to perform a
series of mathematical
operations.

Begin with ‘=’ symbol.
Two ways to write a formula &

function, (1) in the cell or (2)
in the Formula Bar.

Operation
A Power =A1/3
+ Add =A1+A2
- Minus =A1-A2
* Multiply =A1*3
/ Divide =A1/50
Mix =(A1+A2+A3)
/3
Priority Ordering
1) Power or equivalent in brackets: A
and ()

2) Multiply and divide : * and /
3) Add and minus : + and -

Function Name Description

AVERAGE Calculate the average number of group
=AVERAGE(A1:A5)

MAX Provide maximum value in the interval sought
MAX(A1:A5) Cells

MIN Return the minimum value in the interval given
MIN(A1:A5) cell

SUM Calculate the total value of the given cell interval

SUM(A1:A5)
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Formula & Function

Using Formula

Example Typing formula
in Formula Bar.
Calculate the total cost

for the accommod- | . X W fc || =ES+EGHETHEBHED
ation.
BL C | D E F
Formula:
Accomodation Cost
=E5+E6+E7+E8+E9
Accomodation
Record No Date Persons
4 | | (RM) |
5 1 21-Jan 2 | mMYR _ 200.00 |
6 2 24-Jan 5 |MYR  150.00 |
7 3 25-Jan 1 | MYR 35000 ]|
8 | 4 27-Jan 3 |MYR _ 200.00 |
g 5 30-Jan 8 MYR  250.00 |
10 Total 19  |=ES+EG+E7+ES+EQ|
11
12
Steps:
Typing

1) Click on cell E10

2) Press “="

3) Select cell E5 followed by symbol “+”
4) Continue with cell E6, E7, E8 and E9.
5) Press ENTER.

formula in cell
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Using Function
Example

Calculate the total cost

Formula & Function

Dialog Box A

Dialog Box B

for the accommod-
. Insert Function ? bt
ation. _
Search for a function:
i Type a brief description of what you want to do and then Go
File . Formulas Data| |dickGo Sh
FunCtlon: | | Or select a categony: | Math & Trig ~ :
: |: = = I % Select a function: &
= = E SIN 2
- — Murmk RE
=SUM(E5:E9) = e T saer o
— SORTPI
SUBTOTAL
Clipboard M Font Alignment Ideas
SUMIF A
SUM (number1,number2,...)
MATCH - > v f;f = Adds all the numbers in a range of cells.
A . B . C . \D E
1 \ L]
2 : Accomodation Cost Cth fX Help on this function e
3 —
Accomodation
Record Mo  Date Persons
- (RM) Steps:
5 | 1 21-lan 2 MYR 200.00
6 | 2 24-lan 5 NIYR 150.00
7| 3 25-Jan 1 MYR  350.00 1) Clickon cell E10
8 a4 27-lan 3 NMIYR 200.00 .
5 5 “oton s wve  2s000 | 2) C|ICk.fX on the formula bar
1 Total 19 | ] ] 3) A dialog box (A) appear.
11 Select category “Math &
12 .
] — Trig”.
14_ - Number1 | E5:Fg| 4| = {200;150;350;200;250} 4) Fi nd SU M, then CIiCk [O K] .
15 ) 5) Dialog box (B) appear.
. 6) Select E5 until ES.
Ent Adds all the numbers in a range of cells, -
—r; Numberi: tm;l(;nbeanumbde_rZ,‘.‘Ia‘rE_W ﬁongr;gnbt:stu sum.Logicalva\ues and 7) Press [O K] -
Help on this function Cancel
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Referencing Cell

Ztgpes of cell

referencing

v' Default setting in excel

v' Change when a formula is
copied to another cell.

v To repeat the same
calculation across
multiple rows or columns.

absolute

v/ Remain constant no
matter where they are

copied. -
v’ Designated in a formula by

a dollar sign ($). Shortout.
v’ Can precede the column
f h Press the F4 key on
reference, the row your keyboard to
reference, or both.  switch between

 relative and absolute
 cell references

Description
AS1 The row does not change

SA1 The column does not change

SAS1 The column and row do not change




Layout Formulas Data Review View Help

l_l

Charts is also called graph.

-
|
o) B Get Add-ins : I:I:]? dll - Fﬂ? ﬂiu: @ D?hl
T <l v
utffthnS o/)MyAdd e E :Recog;\r:::ded (D" Lv Mips PlvotvChart
|

dd-ins L Charts N

Allows user to Vvisualized -
numerical data into visual
representation.

P DEA @

WX ~
Recommended [I]]] Maps PivotChart
'-:I"IElI"tE CD - |'_ ? e L
Charts B

Under Menu Bar [Insert]



Types

Common types of charts are:

v Bar chart
v" Column chart
v" Pie chart
v Line chart

9
‘
;
3
5
.
;
2
: -.
1-Jan

Column chart

X

AN NI NN Y N NN

16%

Pie chart

Q
8 8
7
6
5 5
3 3
2
1
0
21Jan 22Jan 23Jan 24dan 25Jan 26dan  27-an  28Jan  29Jan  30dan

AN

N

N

Line chart

Charts

ar cna

Other types of charts supported by
Microsoft Office and Excel:

Doughnut charts

Area chart

XY (scatter)

Bubble chart

Stock chart

Surface chart

Radar charts

Treemap chart (version 2016 and above)
Sunburst chart (version 2016 and above)
Histogram charts (version 2016 and
above)

Box and Whisker charts (version 2016
and above)

Waterfall charts (version 2016 and
above)

Funnel charts (version 2016 and above)
Combo charts (version 2013 and above)
Map chart (Excel only)
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Charts

Inserting Charts

The following are the steps to insert chart into a worksheet.

(1) Switch to [Insert] Menubar

o ———
File Home [ Insert I Page Layout Formulas Data Review View Help

| ™
ﬁ':.'-) @ e B Get Add-ins |:|]? g: EE: g: @ E‘?]] [[ﬂ'@
D

PivotTable Recommended Table | lNustrations o o Recommended X Maps PivotChart
PivotTables - 8 My Add-ins ~ [ Chas @~ [~ : v Map ~
Tables Add-ins Charts Ful Tours
c4 & 5 Date
— (3) Click |
A | B C D E [ Insert Chart d d h
T L Recow\mem ead C arts
2 Accomodation Cost
. . orclick desired chart
Accomodation -
A Record No| Date Persons (RM) . tg P 6
5 1 21-Jan 2 MYR  200.00 :
6 2 24-Jan 5 MYR  150.00 |
Ty 3 25-Jan 1 MYR 350.00 e I e
8 4 27-lan 3 MYR 200.00 (. \
=] 5 30-Jan 8 MYR 250.00 ;
10| Total 19 MYR 1,150.00 : ‘A
11— " R A pie chart is used to show proportions of a whole, Use it to show
12 [— number: tht elate to a lar g rsuman d Iway equal 100%. Do not use this
— ‘ 2 I ;ﬁ;“;‘;l; I;é‘f; ‘z ‘al;‘a h chart if it ¢ talnsmay slices as angles are hard to estimate.
'\ (4) Choose chart
’
— Example: Pre chart
[ ]
.,-“

Persons

(5) Click [OK]

\

®21-Jan ®24-Jan ®25Jan 27-Jan ®m30-Jan

(6) Chart
created
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Charts

Editing Charts

To edit a chat. Select the chart, then a new Menubar [Chart Design] will
appear.

dif & | Add and Swap the Move chart
tmert- s+ | €At the data over the to other
chart axis and location.
elements update the Example:
such as data selection from to other

[F Chart Title

fE Data Labels
I

[hEI Legend

title, labels worksheet or
y and legend new sheet
File/ Home Insert Page Layout Formulas Data Review View Help EChartDesign IFormat \ \ESI\E 1 Comments

_ |
Adﬁd g? C?ngg ﬂ {////4 a z L Q ". 3 _ a ; Switch Row/ Select CEia:ane MEE

ck
t~ | Colors ~ Column  Data Chart Type Chart

Element ~ Layou
Chart Layo [i§s Chart Styles Data Type Location ~
Chart1 A A * v
A B | c\_ D | E | F | 6 | H | | 4 |k L M . C h an g e s5[=
1
; l Accomodation Cost\ ex l'st l'V\ g
N ecord No Date Pl%ns Mco;::nd]ation 7 Persons 7 Cb\a Vt tO
5 1 21-) 2 MYR  200.00
5 | 2 24—]:: 5 \| MR 150,00 d [ FF@ re V\t
7 3 25-) 1 MYR  350.00
8 | 4 27—12: 3 YR 200.00 ty p € o F
9| 5 30-Jan 8 R 250.00 C I/\ a Vt
10| Total 19 M\ 1,150.00 Q o g
) Example:
2 change pie
o ¢ chart to bar
16 m2l-Jan w24Jan = 25Jan 27-Jan  w 30-)an
17| [e! o o) C L\ a V‘t
. o - l
3 NN
22 |
23
24 | L]

T[] e — —
semmmm | @7 @& 6 & o I e |-
&

Monochromatic = ' l

HEEN
HEE Change the chart’s style

HEE J Change the

Change t’/\é:
chart layout

==.. chart’s color
combination
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Sorting Data

Perform Sorting

To perform sorting, select the data then click on [Sort & Filter] under
menu bar [Home]. Three options available:

1) Ascending — Smallest to Largest
2) Descending — Largest to Smallest
3) Custom Sort

(1) Select
ALL data
|

o
Filel Home :\nsert Page Lafout Formulas Data Review View Help

¥ Share ™ Comments

1——— ; e — _ . - @\nser‘t b Z ~ A
D Calibri ~ 11 ~ A === ¥~ & General ~ ﬁ @ @ 2 Delet Z?
v ¥ Delete ~ -
Paste === == B Conditional Formatas Cell Sort & Find & ldeas
B I U-~ v vAL | E=E= =5 - ~ O & L =
- - B - =ES=SEE $ % 9| % S Formatting ~ Table~ Styles v f= Format &~ Filter » Select
Clipboard M Font = Alignment [} Mumber [ Styles Cells Ql Sort Smallest to Largest sitivity ~
B2 - fe Num " il Sort Largest to Smallest v
A B T D E E G H (2) C(le OV\ B Custom Sort... Q R [«
I S V—t & F'( ] S Eilter
2 Num Matric  |Name Gender |INASIS CGPA [ 0 l ter -
3 1 12345|Fatimah Zainal Female [TNB 3.15 d b\ !
4 2 23456|Karim Alias Male Petronas 3.50 ay" C 0056 one
5 3 34567|Sandy Kaharudin Male Tradewinds 2.99] F h ;
6 4 45678|Mohamd Jasni Nayan |Male Proton 3.70 O t e Optloms
7 5 56789| Ali Taib Male TNB 3.00
8 B 13579|Jonathan Liew Ong Male Petronas 25
9 7 24680(Muthu A/L Munusamy |Male BSN 2.85
10 8 12467|Marina Kasim Female [BSN 3.75
1 9 24689|Andrika Jati Ahcmed  |Male TNB 3.10
12 10 25467|Chandrika A/P Ravi Female |Proton 2.95
13
14
15
16
7 Sort ? X
. o ?
& (3) Dialog box, (a) Check the box
19 . + Add Level < Delete Level [‘@ Copy Level Options... My data has headers M d t h h d
20 ‘qq V—t
21 IF Custo So ls Column Sort On Order y a a as ea CVS
Sort by Cell Values v| Atoz -
22
selected
23 Matric
N
= G:::er
5 INASIS he
| sheet1 | Sheetz | Sheet3 ® / CGPA 0

(b) Select the

header name to (© Ch .
rt b ¢ oose ovder ...
oty (d) Click [OK]
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Filtering Data

Perform Filtering

To perform filtering, select the data then click on [Sort & Filter] under
menu bar [Home].

(1) Select
ALL data

o 1 |
File I Home I\nsert Page Lajout Formulas Data Review View Help 15 Share 1 Comments
1——— . . - E—m\nsert = z‘“ A
ﬁj | ot S AR === B2 Genenl - = % @ B Detete « | [T~ Y /O &
Paste . . - A === == |H - - 0 0 .00 Conditional Formatas Cell — Sort & Find & Ideas
- F B 1u-H - =E==== $-% 9 WD Formatting~ Teble~ Styles~ | ElFormat~ | €~ [Filterw Select
Clipboard Font [F] Alignment [P Number [F] Styles Cells / %l Sort Smallest to Largest sitivity ~
B2 e 5 Num . il Sort Largest to Smallest -
A B c D E F G H (2) C{ICk on Custom Sert... Q R =
. - e ®
I V‘t ( ] 57 Eilter
2 Num Matric  |Name Gender [INASIS CGPA [SO & Fl ter —
3 1 12345(Fatimah Zainal Female |TNB 3.15 d h !
4 2 23456(Karim Alias Male Petronas 3.50 am C Oose 2
5 3 34567|Sandy Kaharudin Male Tradewinds 2.99 [F{'{te VJ
6 4 45678|Mohamd Jasni Nayan |Male Proton 3.70
7 5 56789|Ali Taib Male TNB 3.00/
B 6 13579(Jonathan Liew Ong Male Petronas 3.25 . . .
9 7 24680|Muthu A/L Munusamy |Male  |BSN 285 v tb\ls con Wl” appear next to
10 8 12467|Marina Kasim Female |BSN 3.75
11 9 24689| Andrika Jati Ahcmed  |Male TNB 3.10] tb\e header OF eaCh CO{UVV\V\
12 10 25467|Chandrika A/P Ravi Female |Proton 2.95
13 v 3 i, 2
14 Num |~ |Matric | * |Name A Gen(&a\v Ih’\SIS ~ |CGPA |~
15 1 12345|Fatimah Zainal Femal®™ 3.15
o 2 23456|Karim Alias Male  |patrony 3.50
17 3 34567|Sandy Kaharudin Male Tradewin 2.99
18 Exawxple: —4— | 4se78iMahamd Jasmi-Nayan [Male— 3.7
19 4
2 Filtered gender. Female only s = )
21 £l sotzZtoa (3) C(le OV\ the
22 .
Sort by Color >
23 Matric|~ [Name GendelT[INASIS |~ [caPA [~ < icon to open a
24 R -
12345|Fatimah Zainal Female |[TNB N d d ( b
2 12467|Marina Kasim Female [BSN Test s > 1a 09 OX.
10 25467|Chandrika A/P Ravi Female |Proton 2.95 = Search Jei | Exa MP (e: 5

(4) Select data /' ™ Gender

to filter.
Example: Female

(5) Click [OK]




Conditional formatting

Conditional formatting can be used to
visualized and analyze data, detect
critical issues, and identify patterns and

(2) Click

hlighting Information

trends. [Conditional Formatting]
|
File Home Insert Page Layout Formulas Data Review View Help ;

A _ A | = — I » ab EH Insert ~
flil M- Calibri 11« AT A = == &~ i Mumber > @ @ @ 5 Delete ~
Paste BI U~ M-8 A |S===%= B | §-%9 | @H Comtoml fomaa Col |t
Clipboard Font M= Alignment M= MNumber B Cells

Highlight Cells Rules *
G3 7 £ || 3.5

A B C D E F Top/Bottom Rules » L M
1
2 Num Matric |Name Gender |INASIS CGPA ﬁ 5

. B Data Bars
3 1 12345|Fatimah Zainal Female |TNB 3.15
4 2 23456|Karim Alias Male Petronas 3.50
5 3 34567|Sandy Kaharudin Male Tradewinds 2.99 ﬁ Color Scales >
6 4 45678|Mohamd Jasni Nayan |Male Proton 3.70
7 5 56789|Ali Taib Male TNB 3.00 F= 1con Sets >
8 6 13579|Jonathan Liew Ong Male Petronas 3.25
9 7 24680|Muthu A/L Munusamy |Male BSMN 2.85 B NewRule...
10 8 12467|Marina Kasim Female |BSN 3.75
11 9 24689|Andrika Jati Ancmed  |Male  |TNB 3.10 ES Clear Rules g
12 10 25467 |Chandrika A/P Ravi Female |Proton 2.95 = Manage Rules...
13
14 /
15
16 .
= (1) Select data (3) Click on the
18 option
19
20
21
22
23
24
25
Sheetl | Sheet? | Sheet3 ) 1
Average: 3.22  Count: 10 Sum:




hlighting Information

Using conditional formatting
Example

Highlight cell where
CGPA is less than 3.00

Home | w Help
i ﬁ EEE EF' FH Insert ~ >~ A p
Calibl — — imber v ?
3 Condit Iij % B el - Szrt&Fd&
B I U-~ ~ | e AL | === == E . 0 &0 .00 nditional Formatas Ce . o i
4 - BH - -0 - $ % 9 o Formatting ~ Table~ Styles~ [ Format ~ 6> ~ Filter v Select

] Font ] Alignment F1 Mumber ]

g Highlight Cells Rules > ﬁ Greater Than...

- £ || 315
B c D E F G H Top/Bottom Rules > lessThan. <l ( 2.) C L\OOS@
Num Matric Nar-ne i Gender [INASIS CGPA ﬁ Data Bars 5 @ Between... [LCSS Thﬂl’\...]
1 12345 |Fatimah Zainal Female |TNB 3.15
2 23456 |Karim Alias Male Petronas 3.50
3 34567|5andy Kaharudin Male Tradewinds 2.99 ﬁ Color Scales r a:|EH| Equal To...
4 45678 |Mohamd Jasni Nayan [Male Proton 3.70
5 56789|Ali Taib Male  |TNB 3.00 Bl 1conSets > E[:IEHI Text that Contains...
6 13579|Jonathan Liew Ong Male Petronas 3.25
7 24680|Muthu A/L Munusamy |Male BSN 2.85 cw Rule... )
3 12467|Marina Kasim Female |BSM 3.75 ) New Rl % A Date Occurring...
9 24689|Andrika Jati Ancmed  |Male  |TNB 3.10 ES ClearRules ’
10 25467 |Chandrika A/P Ravi Female |Proton 2.95 =) Manage Rules... @ Duplicate Values...
* More Rules...
|
(1) Select data p— A
Format cells that are LESS THAN:
(3) A dl'alog alo}oear. 3 4| with |Light Red Fill with Dark Red Text |~
EV\t@V 3) tb\@l/\ PV@SS Cancel
Num Matric Name Gender |INASIS CGPA

1 12345|Fatimah Zainal Female |TNB 3.15

2 23456(|Karim Alias Male Petronas 3.50

3 34567|5andy Kaharudin Male Tradewinds 2.99

4 45678 |Mohamd Jasni Nayan |Male Proton 3.70 Resu(ts:

5 56789 (Ali Taib Mal TME 3.00 ;

iTai sle Cell with values

6 13579|Jonathan Liew Ong Male Petronas 3.25 { tL\ ”

7 24680|Muthu A/L Munusamy |Male BSMN 2.85 €ss an 3 wi

8 12467|Marina Kasim Female |BSN 3.75 be hlghhgkted

9 24689 | Andrika Jati Ahcmed  |Male THB 3.10

10 25467 |Chandrika A/P Ravi Female |Proton 2.95




Excel
Managing Data
Flash Fill

Flash fill analyzes the information

entered and automatically fills data

when it senses a pattern. Example 1:

It can be used to:

1) separate data (from a single
column)

2) combine data
different columns)

Separate name into two parts first
name and father’s name.

(from tWO MName First
Fatimah Zainal Fatimah
Karim Alias Kariml |
Sandy Kaharudin

Father's Name I

Enter the

Mohamd Jasni Nayan F[V‘St
name

Ali Taib

Jonathan Liew Ong
Muthu AfL Munusamy
Marina Kasim
Andrika Jati Ahcmed
Chandrika A/P Ravi

Example 2.:

Combine name (first name and
father’s name) into one column.

Continue

Enter the first two data.
with the

When suggestion appear,

second
press [ENTER].
data
First Father's Name Mame
Fatimah Zainal Fatimah Zainal
Karim Alias Karim Alias| Name First __|Father’s Name
- Fatimah Zainal Fatimah Zainal
Sandv Kaharudin Karim Alias Karim Alias 1
Mohamd NE‘!I'EF'I Sandy Kaharuéin Sandy
Mohamd Jasni Nayan |Mohamd
Ali Taib Ali Taib Al
Jonathan Gng Jonathan Liew Ong Jonathan Enter tb\e
Muthu A/L Munusamy |Muthu :
Muthu Munusamy Marina Kasim Marina father’s
Marina Kasim Andrikeijati.&hcmpjd Andrikei name
Chandrika A/P Ravi Chandriks
Andrika  Ahcmed _'

Chandrika Ravi
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Managing Data

Turn on Flash Fill

If Flash Fill does not work

t tically: .
automatically Run Flash Fill manually
1) Check the setting in Excel

2) Run it manually Go to Data > Flash Fill, or press

Ctrl+E.

¥ Share 7 Comments

Check the setting S E'_ ﬁ-' = BB B3| =

Text to What-If Forecast | Outline

T FI h F” Columns EG rﬂ“ Analysis ~ Sheet *

O turn rlas l-on, go Data Tools Forecast ~
to Tools > Options > Advanced > Flash Fill (Ctrl+E)
Editing OPtions > CheCk Automatically fill in values. Enter a

o . couple of examples you want as
the Automatlcally Flash Fill box. output and keep the active cell in
the column you want filled in.

Formulas Editing options

Data After pressing Enter, move selection I

Proofing Direction: | Down ~

Save [] Automatically insert a decimal point

Language Places: 2

Eace of Access Enable fill handle and cell drag-and-drop

Alert before overwriting cells

. Advanced L .
i Allow editing directly in cells
g ¥
Customize Ribbon Extend data range formats and formulas
Quick Access Toolbar || . [] Enable automatic percententry _ _
o 1 [¥] Enable AutoComplete for cell values |
Add-ins I

[l Automatically Flash Fill

Trust Center [J Zoom en roll with IntelliMouse
Alert the user when a potentially time consuming operation occurs
When this number of cells (in thousands) is affected: | 33,554 3
Use systern separators
Decimal separator:
Thousands separator:
Cursor movement:
® |ogical

i
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Pivot Table

Pivot Table can be found A pivot table is a table of
under menu bar [Insert]. statistics that summarizes the

data.

File Home | Insert | Page Layout Formulas Data Review View Help
[ =

ﬁ:,'? E r(') ESGe’cAdd-m; I:I],P Iﬂ]' [EI” I]nun‘ @ @ U{ﬂ@ 1 Line @Sllcer (a) T

= N P(}‘V ~ [~ ]@Co\umm 5 Timeline
PivotTable Recommended Table | lllustrations My Add-ins ~ E Recommended a Iﬂh [ Maps PivotChart 3D T Link Co
PivotTables v B Chars @~ =i~ - - Map~ | [ Win/Loss -
Tables Add-ins Charts rul Tours Sparklines Filters Links Col

(2) Click on B
[Pl’vot Tab(e] B & D E F G H 1 K L P M (o]

2 Num Matric  |Name Gender |INASIS CGPA
3 1 12345|Fatimah Zainal Female [TNB 3.15
4 2 23456|Karim Alias Male |Petronas 3.50 (1) Se(ect tb\e data
5 3 34567|Sandy Kaharudin Male Tradewinds 2.99
6 4 45678 Mohamd Jasni Nayan |Male Proton 3.70
7 5 56789|Ali Taib Male TNBE 3.00
B ] 13579|Jonathan Liew Ong Male Petronas 3.25
?
) 7 24680|Muthu A/L Munusamy |Male  |BSN 2.85 Create PivotTable ? x
10 8 12467 |Marina Kasim Female |BSN 3.75 Chaose the data that you want to analyze
1 9 24689 | Andrika Jati Ahcmed  |Male  [TNB 3.10 @® Select 3 table or range
12 10 25467|Chandrika A/P Ravi__ |[Female |Proton 2.95 Table/Range: | Sheet31SB52:3G512| *
13, O Use an external data source
14— Choose Connection...
15
. i Connection name:
1) (3) A dla (Og oX Use this workbook's Data Model
17
18_ '({ Choose where you want the PivotTable report to be placed
19- Wl app@a V-- (®) New Worksheet
20- ( . k O Existing Worksheet
3| C lc [0 K] Location: +
21 |
) Choose whether you want to analyze multiple tables
File Home Insert Page Layout Formulas Data Review View Help PivotTable Analyze Design [ = ] Add this data to the Data Model
B |[@] o] Eeese [ P | B i B |e
o R £
PivotTable | Active | Group | ¥ et Timeline Refresh Change Data | Actions | Calculations | PivotChart Recommended | Show
= Field ~ = By = Source > - - PivotTables ~
Filter Data Toals ~ Average: 9126.808 Count: 66 Sum: 273804.24 ﬁ
A3 = F3 v
A 8 C D E F G - . .
1] PivotTable Fields A
2 .
] Choose fields ta add to report: & - New Sheet wi H
4] Search Je
3 appear
6 To build a report, choose fields from [ Num -
7 the PivotTable Field List 0 Matric
8 [ Name
9 [] Gender
10 [ INASIS
“: [J cGra -
12
= | Drag fields between areas below:
14]
a | T Filters lll" Columns
15| —
16 |
17 |
18 = Rows Z Values
19|
20
21| -
» Sheet1 | sheetz | Sheet .. (&) “ v Lzmlomriliie
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Customizing Pivot Table Report

The content of the report generated by the Pivot Table can be
customized as following example.

File Home Insert Page Layout Formulas Data Review View Help PivotTable Analyze Design [t =
i Bwens ol (m] | = = E aW\P{e-

EIEIEI e S LIV NC O I [« :

ivotTable | Active | Group Refresh Change Data | Actions | Calculations | PivotChart Recommended Show

Field ~ - ITEV - Source > > h PivotTables -
Filter Data Tools ~
=T s | Create a report of
A B C D E F G - X .

1 PivotTable Fields - * Bthe number of
; Choose fields te add to report: &p -
<] ‘ » | students that stay at
5
& | Tobuild a report, choose fields om [ Num Py b d
v the PivotTable rieldLs:(l) EMatn: INASIS ase on
8 MName

Y e Click on INASIS =5 their gender.

1 ==== [ capa -
1 E E E E [ aV\'d d Vag to tb\e Drag fields between sress below:
13 :
: (2)
Fle s O— Rows section. T s anat {2
= [ Click on Gender
i | |17
38 and._drag to the
PivotTabld 13 Recomrr ,
- 20 ]
; pvettoColumn section.
» Sheetl | Sheetz | Sheet ... (¥ 14 nols Y
.
A3 ~ I " count of Gender (3) v
. : 1 o Click on Gender
1 P and ldrag to the
2 ]
3 I{:ountofGender!Column Labels - B Va(ues S@CthV\
4 |Row Labels ~ | Female Male Grand Total Search o
5 |BSN 1 1 2
& |Petronas 2 2 1 Mum -
7 |Proton i 1 2 ] Matric
& |TNB 1 2 3 (] Name
g |Tradewinds 1 1 Gender
10 | Grand Total 3 7 10 INASIS
1 [J cGra -
12
13 Drag fields between areas below:
1 . T Filters Il Columns
E Report preview Gender -
16
17
12 = Rows Z Values
19 INASIS A Count of Gender A
20
21 -
> Sheet1 | Sheet2 | Sheet .. (®) 4 ’ DRl
F m - —
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Visualizing Performance
Waterfall Chart

A waterfall chart is a form of data Example:

visualization that helps in understanding

the cumulative effect of sequentially Create a Waterfall chart to
introduced positive or negative values. show how net income is

affected by a series of
positive and negative values

(2) such as:
Click the
[Recommended Charts] = Revenue 25,250.00
File Home ﬂ Page Layout Formulas Data Re\.rieu* View Help Chart Design PurChaseS (7,500.00)
i@ & B ® 7 @5 %@ [ Gross margin  17,750.00
Recommended lllustrations . Recommended . Maps .. .
Pt . | e reT Administration (2,500.00)
Chart 1 - fo Change Chart Type (3) Net income 15,250-00
A E C E| Recommended Charts LNIEET}« C{l'ck [A(( b
; | Revenue 25,250.00 Z) Recent M Cha V.tSJ
3| Purchases (7,500.00) [ Templates
4 Gross margin 17,750.00 In Column
5 | Administration | (2,500.00) e Line Waterfall
? Net income 15,250.00 g 2: uuuuuuuuu
> WA Area .
190: (j—) |82 XY (Scatter) l-._
»  Select the g
:i' data ﬁ?— Surfac
15: @‘ Radar cha‘/'t
Bﬂ Treema .
] ® o Preview
18| [[D:l Histogram
;{9}: ﬂ Box &t\.\_.-hizlc&rmE « (4_)
2; JULEL = C(l'c k
5 . comeo [Waterfall]
- | sheeti | sheetz | sheets |_ o] | e B
(5)

Click [OK]
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Waterfall Chart - Example

The columns are color coded so you can quickly tell positive from
negative numbers.

The chart shows how the initial value Revenue change over a sequence
of events and how the final value Net income is affected.

Waterfall charts are also called bridge charts.

Net Income

M Increase M Decrease M Total

60,000.00
50,000.00 Negatlve 15,250.00
values \
40,000.00
17,750.00

[ ]

30,000.00 (2,500.00)
25,250.00

20,000.00 ]

(7,500.00)
10,000.00

Revenue Purchases Gross fnargin Administration Net income

Positive
values
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Data Lookup

HLOOKUP

Looks for a value in the top row of a table and returns the value in the
same column.

For example, the function below looks up the value 45678 (cell G3) in

the range D3:M7.

Value to find Row index

‘ { num

=HLOOKUP(D10,D3:M7,5)

Range

D11 - e =HLOOKUP(D10,D3:M7,5)
A | B | i D E | F | G | H | | J | K | L | i | M
1 -
2 | Num 1 2 3 4 5 6 7 8 9 10
3 | Matric 12345 23456 34567 r -45-55 -i 56789 13579 24680 12467 24689 25467
4 | MName Fatimah Z Karim Aliz Sandy Ka§ Mohamd Jali Taib  Jonathan [ Muthu A/I Marina Ka Andrika Je Chandrika A/P Ravi
5 | Gender Female Male Male | Male hvale Male Male Female Male Female
e | INASIS  TNEB Petronas Tradewinll Proton ITNB Petronas BSN BSN TMNE Proton
7 | CGPA 3.15 3.50 2.99 L _3'E'_| 3.00 3.25 2.85 3.75 3.10 2.95
8 -
]
1{]_ Find 45678 Retu VV\ed Function Arguments ? *
- « HLOOKUP k
:; CGPA El va (Me. Lookup_value D10 = 45678
1 Table_array D3:M7 = {12345,23456,34567,45678,56789,13...

CGPA 3'70 Row_index_num 5
rOW 5 Range_lookup

Looks for a value in the top row of a table or array of values and returns the value in the same column from
a row you specify.

=5

I 1

= logical

Lookup_value is the value to be found in the first row of the table and can be a
value, a reference, or a text string.

Formula result = 3.70

Help on this fundion Cancel
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VLOOKUP

Looks for a value in the leftmost column of a table, and then returns a
value in the same row.

Example: Lookup by specific value

For example, the function below looks up the value 45678 (cell J3) in the range
C3:G12.

Value to find  Column index

‘ l num

=VLOOKUP(J3,C3:G12,5)

Function Arguments ? x

Ra V\ge VLOOKUP I

Lookup_value 3 45678
Table_array C3:G12 {12345,"Fatimah Zainal","Female",T...

Col_index_num | 5 5

I 13 > 12

Range_lookup

= 3.7
Looks for avalue in the leftmost column of a table, and then returns a value in the same row from a column you
specify. By default, the table must be sorted in an ascending order.

Lookup_value is the value to be found in the first column of the table, and can be a
value, a reference, or a text string.

Formula result = 3.70

Ja ~ e =VLOOKUP(J3,C3:G12,5)

Help on this function Cancel
A B c D E P ——
1
2 Num Matric  |Name Gender |INASIS CGPA
3 1 12345 |Fatimah Zainal Female |TNB 3.15 Matric 45678
4 2 23456 |Karim Alias Male Petronas 3.50 CGPA | 3.?0.|
5 3 34567|Sandy Kaharudin Male Tradewinds 2.99
: s | _ssorelvonamd jesniNeyan Jvale  Jeroion _ |37} Returned
7 E 56789|Ali Taib Male TME 3.00
8 & 13579|Jonathan Liew Ong Male Petronas 3.25 va {ue'
9 7 24680|Muthu A/L Munusamy |Male BSN 2.85 CGPA 3.70
10 8 12467|Marina Kasim Female |BSN 3.75 CO(MW\V\ s
11 9 24689 |Andrika Jati Ahcmed  |Male TNB 3.10
12 10 25467 |Chandrika A/P Ravi Female |Proton 2.95
13
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_J#____----------________________—##f
VLOOKUP

Example: Lookup by value in range -

Looks up the group for given ID number.

By default, the table

_ must be sorted in an
ID number and range are as followings: ascending order.

0-5 Gl
6—-10 G2
11-15 G3

16 — 20 G4 - . m—
>20 G5 Value to find  Column index
‘ { num
=VLOOKUP(H3,D3:E7,2)
Range

Table_array D3:ET {0,7G17:5,762;10,"63715,"G47:20,"G5

Col_index_num 2

[ AME AR T 3

Range_lookup logical

n [ A TR
ra

Gy
ks for a value in the leftmost column of a table, and then returns a value in the same row from a column you

j‘-'-'if =III.I|I LGDEUP{H3,D3:E?,E} :sgci;y.uﬁydefault,thetablemustbesortedin an ascending order,

Lookup_value isthe value to be found in the first column of the table, and can be a
value, a reference, or a text string.

1 | 1 | Formula result = G3

Help on this function Cancel

IDNum  Group
0 Gl 1D

2 G2 Group [ G2 ] Returned

10 G3 value.
15 G4 G2

20 G5
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Index and Match

Match

The MATCH function returns the position of a value in a given range. For
example, the function below looks up the value 45678 (cell J3) in the
range C3:C12 (column C).

Value to
look up
T} - £ || =MATCH(J3,C3:C12) ‘ R
A B c D - - = ﬁmge ! J
1] _ =MATCH(J3,C3:C12)
2 | Num Matric Name -
3 1 123458Fatimah Zainal F TMNE ‘ 3.15 Matric AS678
4 2 234564 Karim Alias Male Petronas \ 3.50 CGPA | 4.|
5 3 34567)Sand i Male Tradewinds 2.99
6 | 4 Lj 45678l amd Jasni Nayan |Male Proton 3.70 Retu VV\ed
T 5 567389%Ali Taib Male TMNB 3.00
8 | 6 13579)] ; Male |Petronas 3.25 value. .
| The position

g 7 24680{Muthu A/L Munusamy [MaTe 2.85 .
10_ 3 12467Marina Kasim Female [BSN 3.75 OF VV\a'FV'lC
11 9 246398 Andrika Jati Ahcmed  [Male  [TNB 3.10 45678 in the
12| 10 35467 Chandrika A/P Ravi  |Female |Protan 2.95 list that (s 4th

- position.

Function Arguments ? X
MATCH
Lookup_value |J3 | = 45678
Lookup_array | C3:C12] 4 | = [12345:23456;34567:45675:56789;13...

I
n

Match_type number

= 4
Returns the relative position of an item in an array that matches a specified value in a specified order.

Lookup_array is a contiguous range of cells containing possible lookup values, an
array of values, or a reference to an array.

Formula result = 4

Help on this function
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Index and Match

Index

The INDEX function returns a specific value based on the reference
given. For example, what is the CGPA value at the 4t position?

A~ Position
=INDEX(G3:G12,4)

Range

14 - I =INDEX(G3:G12,4)
A | B | C | D | E | F | G | H | | J
1 ]
2 | Num Matric  |Name Gender |INASIS CGPA
3 1 12345|Fatimah Zainal Female |TNE I =15 Matric
4 2 23456|Karim Alias Male Petronas I 3.50 CGPA | 3.?0_'
5 | 3 34567|Sandy Kaharudin Male Tradewinds 2.9
6 | 4 45678|Mohamd Jasni Nayan |Male Proton 3.70 Retu VV\ed
7| 5 56789 |Ali Taib Male TNE I 3.00 (
8 | 6 13579|Jonathan Liew Ong Male Petronas 3.25 vaiue.
9 7 24680|Muthu A/L Munusamy |Male _ |BSN 2.85 CGPA 3.70
10 | 3 12467 |Marina Kasim Female [BSN 3.75 at POSl'tI-OV\
11 | 9 24689 |Andrika Jati Ahcmed  [Male TNB I 3.10 4
12 | 10 25467|Chandrika A/P Ravi Female |Proton _313_5
Function Arguments ? X
INDEX
Array | G:G12 + | = [3.153.52993.7.3;3.252.85,3.75,3.1;2
Row_num |4 s = 4
Column_num 4 | = number
= 37

Returns a value or reference of the cell at the intersection of a particular row and column, in a given range.

Row_num selects the row in Array or Reference from which to return a value, If
omitted, Column_num is required,

Formula result = 3.7

Help on this function Cancel
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Combining (Index and Match)

INDEX and MATCH is a powerful combination. MATCH find the position
and INDEX use the position to lookup the value.

For example, what is the CGPA for a student with martric num 456787

Index will find its position in column Matric and use the position number
to lookup the CGPA from the CGPA column.

=INDEX(G3:G12,MATCH(J3,C3:C12))

71 - F | =INDEX{G3:G12,MATCH(J3,C3:C12))
A B C D E F G H J
1
Z Num Matric Name Gender |[INASIS CGPA
3 1 12345|Fatimah Zainal Female |TMNB 3.15 Matric 45678
4 2 23456|Karim Alias Male Petronas 3.50 CGPA | 3.?0_'
5 3 34567|Sandy Kaharudin Male Tradewinds 2.99
6 4 45678|Mohamd Jasni Nayan |Male Proton 3.70 R@tbﬂ"ﬂ@d;
T 5 56733 |Ali Taib Male TMB 3.00
8 i} 13579|Jonathan Liew Ong Male Petronas 3.25 va {M@.
] 7 24680 Muthu .&,*'L_r".flunusamy Male BSN 2.85 The pOSl'tl'OV\
10 8 12467|Marina Kasim Female |BSN 3.75 .
—— of matric
11 9 24689|Andrika Jati Ahcmed  [Male TMBE 3.10 45678 in the
:Ié 10 25467|Chandrika A/P Ravi Female |Proton 2.95 list tb\at is 4th
o position and
the CGPA is
Function Arguments ? X 3.70.
INDEX
Array | G:G12 + | = [3153.529%3.7:3;3.25,2.853.753.1;2

Row_num | MATCHB,C%C12) = 4

% |13

Column_num

= 37
Returns a value or reference of the cell at the intersection of a particular row and column, in a given range.

Row_num selects the row in Array or Reference from which to return a value, If
omitted, Column_num is required.

Formula result = 3.70

Help on this function Cancel
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Forecast Tool

Forecast tool can be used to predict a future value like future sales,
revenue, number of customers and etc.

The forecasting is based on the historical timeline and historical values.

Ean\P{e3 DATE NUMBER OF CUSTOMER

Jan-19 9
Forecast the number of Feb-19 10
customer for Jan 2020 Mar-19 13
based on 2019 data. Apr-19 14
May-19 15
Jun-19 16
Jul-19 15
A 5 N Aug-19 14
1| DATE NUMBEROF CUSTOMER | S€p-19 16
2 | Jan-19 9 Oct-19 18
3 | Feb-19 10 Nov-19 18
4_ Mar-19 13 Dec-19 20
5 | Apr-19 14
& | May-13 15 7 7
7 | Jun-19 16
8 | Jul19 15 Timeline Values
9 | Aug-19 14
10| Sep-19 16
11| Oct-19 18 The timeline requires consistent
12 | Nov-19 18 intervals between its data points. For
13: Dec-19 20 example, monthly intervals (1st of

every month), vyearly intervals, or
numerical intervals.
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Forecast Tool- Simple Forecasting

Example:

Solution. Use function FORECAST.ETS.

Target date/
¢ Currvent date

=FORECAST.ETS(D5,B2:B13,A2:A13,1,1)

]

Values Timeline

ES - > v 5 =FORECAST.ETS(D5,B2:B13,A2:A13,1,1}
A [ B [ C [ D E F [ G [ H [ | [ J | K | L

1 | DATE NUMBER OF CUSTOMER
2 | Jan-19 9
3 | Feb-19 10 Forecasting
4 | Mar-13 13 Date Forecast
5| aApr-19 14 Jan-20|A13,1,1} _| 20.29553765
& | May-13 15 ‘
£ | Jun-13 16 Function Argunfents ? X
8_ Jul-19 15
g Aug-19 14 FORECAST.ETS
10| Sep-19 16 Target_date |Dg + | = 43831 ~
11| Oct-19 18— Values |BZ:E13 | = (910131415 16,15;14;16;18;18;20}
12| Nov-13 18 imeline | AZ:A13 4| = [43466:43497:43525:43556:43586:43...
fY Dec19 20 Seasonality |1 *| =1
14

] Data_completion |1 *| =1 W
15_
16 = 20.20553765
1?_ Returns the forecasted value for a specific future target date using exponential smoothing method.
18_ Target_date isthe data point for which Microsoft Excel predicts a value, It should
19' carry on the pattern of values in the timeline.
2{]_
21 | Formula result = 20.29553765
22
23‘ Help on this function Cancel
24_
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Forecast Tool — Using Forecast Sheet Tool

Example:

Forecast the number of customer for Jan-Jun 2020 based on 2019 data.

(1)

Click

=1 [Data],,

2view

ilas I Data i

r EQueries&Connections
A
L

Refresh
All ~

Queries & Connections

Help

m 7

Stocks  Geography |

Data Types

(2)
, Select the data )

A

¢

(3) Click
[Forecast Sheet]

15 Sha( i2 Comments

=3 B3 =

=g & 8-
Bt =5

2L (& |\ X

z| Sort Filter Textto N What-If IForecast] Qutline
& EAdvanced Columns c8 ~ B Analysis <] Sheet | -
) | Ep— |
Sort & Filter Data Toaols Forecast o~
Forecast Sheet
Create a new worksheet to predict
J K L M N 0 data trends.

B

DATE
Jan-19
Feb-19
Mar-19
Apr-19
May-19
Jun-19

Jul-19
Aug-19
Sep-19
Oct-19
Nov-19
Dec-19

NUMBER OF CUSTOMER
9
10
13
14
15
16
15
14
16

18
18
20

Preview different forecast options
before generating your visual
forecast worksheet.

@ Tell me more

F Preview

(5)
To show click on
[Options]

? X

XAl

forecast worksheet

Use historical data to create a visual

Jan-19 Feb-19 Mar-19 Apr-19 May-19 Jun-19 Jul-19 Aug-19 Sep-19 Oct-19 Nov-19 Dec-19 Jan-20 Feb-20 Mar-20

e NUMEER OF CUSTOMER = Forecas t{NUMBER OF CUSTOMER)
—— Lower Confidence Bound{NUMBER OF CUSTOMER) —— Upper Confidence Bound (NUMBER OF CUSTOMER)
e e 11 4 (4) Set end date
4 QOptions

12/1/2019

Forecast Start

Confidence Interval |95% = Timeline Range | Sheet16/5A51:5A513 +
szasona " ValuesRange  Sheet1613851:5B513 *
@ Detect Automatically
Set Manuall; 1] Fill Missing Points Using Interpolation ~
M Iy
[ Include forecast statistics Aggregate Duplicates Using  |Average ~

(6) C”Ck — Conce

[Create]
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Forecast Tool — Options Description

Forecast Options

Forecast Start Pick the date for the forecast to begin.

Confidence Interval Check or uncheck Confidence Interval to show
or hide it. The confidence interval is the range
surrounding each predicted value.

Seasonality Seasonality is a number for the length

(number of points) of the seasonal pattern
and is automatically detected.

Timeline Range The range used for timeline. This range needs
to match the Values Range.

Values Range The range used for value series. This range
needs to be identical to the Timeline Range.

Fill Missing Points To handle missing points,

Using

Aggregate Duplicates If data contains multiple values with the same

Using timestamp, Excel will average the values.

Include Forecast Additional statistical information on the

Statistics forecast included in a new worksheet such as

the smoothing coefficients (Alpha, Beta,
Gamma), and error metrics (MASE, SMAPE,
MAE, RMSE).




Forecast Tool — Using Forecast Sheet Tool

Result:

Fe

Forecasting

1 statistic B value Ed
2 Jan-19 9 SVV\OOtL\l'V\g Alpha 0.50
3 Feb-19 10 fFii Beta 0.00
4 Mar-19 12 coefticients Gamma 0.00
5 Apr-19 14 ) . ' MASE 0.43
6 May-19 15 Historical Evrvor SMAPE 0.03
7 Jun1s 16 values metrics MAE 0.64
g Jul-19 15 RMSE 0.78
g Aug-19 14
10 Sep19 16
11 Oct-19 18
12| Nov-19 18
F F F
13 Dec-19 20 20 20.00 20.00
14 Jan-20 20.295538 ‘) 17.80 22.79
15 Feb-20 21116617 |  Forecast 1833 23.91
16 Mar-20 21.937695 13.88 25.00
values
17 Apr-20 22.758774 Sy 19.45 26.06
18| May-20 23.579853 | (Jan-Jun) 540 27.12
19 Jun-20 24.400932 J 20.65 28.16
2, Chart
21 | 30
22 : —— -
23 | 25 . . ——
20
values

15

10

o

NN RN
o ¢ ¢
@ é\’b R

—\/3|UES

A N
QIS NS &K

« V\ON Qe‘"

Lower Confidence Bound

Forecast

>

Forecast

values
(Jan-Jun)

S S S H P
& & KNS \&fb‘\ N

——— Upper Confidence Bound

%
&

Q
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What-if-Analysis

What-If Analysis is the process of  Three types:
changing the values in cells to see 1. Scenarios,
how those changes will affect the 2. Goal Seek,
outcome of formulas on the 3. Data Tables.
worksheet.
What -if -
Analysis Icon
-ormulas rEaE-| Review View Help \ 1= Share 2 Comments
T Qwgries & Connections ZTal Ng = H 8
" Re’:UhD m 10 - F 12 T & w%l?:f F@ OIf
res| - ort ilter ext to _ at- orecast utling
Al [ Stocks _ Geography || | W& Advanced | Columns 56 ~ [ | Analysis~ Sheet v
Queries & Conndions Data Types Sort & Filter Forecast
What-If Analysis
Try out various values for the
E F G J K L M formul_as in your sheet using
T Scenario Manager, Goal Seek and
\ Data Tables.
What -if-Analysis can be
found under [Data] Menu
bar
| (2 g
ol | |
What-If Forecast | Outline
Analysis ~ Sheet "’

Three
types

Scenario Manager...
Goal 5eek...

Data Table...
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What-if-Analysis (Scenario Manager)

Works on different scenarios Example:

provided to it, it uses a group of

ranges which impact on a certain Looking at the combination
output and can be used for making of revenues (product A, B
different scenarios. and C) that affect on the

total revenue and total
contribution.

1% Share L2 Commer,

— — _ 4 Ge -
a| [Z[A | = @ el
| 5l N X GH o ESE)
raphy |= Z»L Sort Filter | Text to I__é What-If Forecast | Outline )
G N Advanced | Columns =& ~ L3 Analysis »  Sheet ~ (1) Cth
5 Sort & Filter Data Tools Scenario Manager... [Scemarl'o
Goal Seek... MaV\ageV‘]
T . I . ] | K | L Data Table...
Revenue_ '% Contrib Contribution

20% MYR 30,000.00

25%  MYR 60,000.00 (3) Scenario

1
1 ]
Product B: MYR 240,000.00 !

Product Cl MIE_@QM@_E 15%  MYR 60,000.00 Mamager dialog
rora. ATEETN appear. Click TAd]
I 1
Scenarioc Manager ? X
(2) Se{eCt Scenarios:
the input

Delete

cell
Note: These values affect the
total revenue and the total

contribution.

Merge...

Summary...

Changing cells:

Comment:

Show
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What-if-Analysis (Scenario Manager)

(3) Prepare original values

Changing cells:
)35

Ctrl=click cells to select non-a

djacent changing cells.

(7) Click [OK]

X

13

(4) Enter name
(5) Maintain

(6) Enter comment (if any)

Scenario Values ? X

Enter values for each of the changing cells.
5J53 | 150000

5154 | 240000

L

§J55 | 400000

Scenarios:

Scenaric Manager

Changing cells:
Comment:

Add...
Delete

Edit...

Merge...

SUMMAary...

553955

Original Value

(8) Do not change the
values. Then click [OK]

(9) Once return to
the scenario
manager dialog,

click [Add] to add
more scenarios
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(10) Repeat the process. Enter the first scenario.

<— (11) Enter name. Exp: Scenario 1
<+— (12) Maintain

<— (13) Enter comment (if any)

Scenario Values ? X

Enter values for each of the changing cells.
$JS3 | 160000

5154 | 250000

L

§J55 |450000

(14) Click [OK] Add Cancel

(15) Enter desired values.
Then click [OK]

(16) Repeat the process. Enter the second scenario.

Add Scenario 7 X
S— <— (17) Enter name. Exp: Scenario 2
cjtsr:ljjcnck cells to select nan-adjacent changing cells. : h (1 8 ) M a l'V\ta l'V\'
— ,
<— (19) Enter comment (if any)
P";::ﬂt changes Scenario Values ? b
D Hide )
Enter values for each of the changing cells.
Cancel i $J$3 | 200000
2 SJS4 | 300000
3 5155 | 50pooo
(20) C{le [OK] Add Cancel

(21) Enter desired values.
Then click [OK]
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What-if-Analysis (Scenario Manager)

(22) List of scenarios

Scenario Manager/ ? x
Scenarios:

Scenario 1 200
3eenario 2 Delete
Edit...
erge.. . (23) Click [Summary]
Summary.. /
E
Changing cells: | 5I$3:5155 | R Revenue % Contrib Contribution
ECmmEDE Original Value | Product A|] MYR 150,000.00 20% NMYR  30,000.00
| Product B| MYR 240,000.00 25% NMYR  60,000.00
| Product C| MYR 400,000.00 15% M\"R 60,000.00
el S (o1 YR 1v1YR 790,000.00° | MYR 150,000.00 |
- ! !
Scenario Summary ? x \ /
Report type
@ Scenario summary (24) Select result cells.
() Scenario PivotTable report C”Ck the FI'VSt C@”, FO”OW
Result cells: /by CtV{ k@y, tl’\@l’\ CHCI(
=556,5L56 2 the second cell.
Th@ Cancel

results \_/ (25) Click [OK]

Scenario Summary

Current Values: Original Scenario 1 Scenario 2

Changing Cells:

$153 MYR  150,000.00 MYR 150,000.00 MYR 160,000.00 MYR  200,000.00

$J54 MYR  240,000.00 MYR  240,000.00 MYR 250,000.00 MYR  300,000.00

4185 MYR  400,000.00 MYR  400,000.00 MYR 450,000.00 MYR 500,000.00
Result Cells:

186 MYR  790,000.00 MYR  790,000.00 MYR 860,000.00 MYR 1,000,000.00

$L%6 MYR 150,000.00 MYR 150,000.00 MYR 162,000.00 MYR  190,000.00
Motes: Current Values column represents values of changing cells at

time Scenario Summary Report was created. Changing cells for each

scenario are highlighted in gray.
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Goal Seek allows you to see how Example:
one data item in a formula impacts
another. “cause and effect” To achieve MYR 150,000 net
scenarios. income, what is the
expected revenue for
Product C?
] View Help ¥ Share i1 Commer
nnections @ m %»L E % ? '|_| (f '-'é'] @ @ a]E|
— z Sart Filter | Text to * What-If Forecast | Outline
Stocks _ Geography | ’““L ﬁﬁkdvanced Columns 56 ~ [ Analysis~  Sheet M
ons Data Types Sort & Filter (l) C{{'ck Scenario Manager...
[Goa( S@@k] => Goal Seek...
G H 1 K L ¥ DEtEIﬁblE...
Revenue % Contribution Contribution
Product A MYR 150,000.00 20% MYR  30,000.00
ProductB_MYR _240,000.00 25% MYR  60,000.00
productc) 1 15% MYR -
TOT. MYR 390,000.00 |_|
TARGET MYR 150,000.00
conl Seck . x| (2) Select the cell
— s to hold expected
: +
(4) The | = . value/target
R To value: 150000
C’/\al’\g“/\(g{ ‘Ehrghanging cell: | 5156 + \
ce
Cancel (3) Set the target

t value
(5) Press [OK] RM 150,000




Excel

Forecasting
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Review View Help Excel will find the
best value to achieve

iy s 2l &z Y :: the target value.

]

]

il 2 |
Connections Data Types Sort & Filter
F . G . H . . ] I
Revenue % Contribution Contribution
Product & MYR 150,000.00 20% MYR  30,000.00
Product B_MYR_240,000.00_ 25% MYR  60,000.00
Product &1 MYR 400,000.005 15% MYR  60,000.00
TOTAL i’ MYR 790,000.00 | MYR 150,000.00 _I
The best value
. TARGET MYR 150,000.00
determine by Excel
Goal Seek Status ? x
Goal Seeking with Cell K7 Step

found a solution,

Target value: 150000 —

Current value: MYR 150,000.0

Cancel

t

(6) Press [OK]
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