Excel Tutorial

Open the file that you will be working with. It may look something like this:
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ART 1001 Drawing | 128744 Agundes  Rachelle

ART 1001 Drawing | 646525 Muonio  Andrew
ART 1001 Drawing | 508750 Deragon  Frederick 3 dHHHHRREE HRRRRESE fderagond@ rickderage 13 P

3 dHEEHRREE HERRREEE ragundesg ragundesg 14 P
3 FHHEHHRREE HRERRERE amuonio@ andymuon 15 P

ART 1001 Drawing | 426356 Ryan Michael 3 FHHEHHRREE HEEERERE mryan@nc ryanmi@sr 12 P
ART 1002 Drawing [ 128744 Agundes Rachslle 3 dHHHHRREE HRRRRESE ragundesg ragundesg 3C
ART 1002 Drawing Il 646825 Muonio  Andrew 3 FHHEHHRREE HRERRERE amuonio@ andymuon 4 C
ART 101&Life Drawit 120300 Poplack  Robert 3 FHEHHRREE HRRRREEE roplack@ndnu.edu 14 P
ART 1019Life Drawilt 120300 Poplack  Robert 3 FHEHHRREE HRRRREEE roplack@ndnu.edu 6C
ART 1101 Two-Dimer 470116 Damm Michael 3 FHEHHRREE HEERREEE mdammi@ michaeldal 15 P
ART 1109 Color Desi 426356 Ryan Michael 3 FHHEHHRREE HEEERERE mryand@@ne ryanmiGsr 14 P
ART 2201 Art History 7323 Simons  Robert 3 FHEHHRREE HEERREEE rsimons@ndnu.edy 20P
ART 2205 Art History 508750 Deragon  Frederick 3 dHHEHHRREE HERRREEE fderagond rickderage 11 P
40T 27N art Hict- 4 T2 Cirnane Prakart DA SRR roimmane @ indmn adn an e

Expand all of the columns.

Highlight everything by clicking in the triangle between the A and the 1.
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L2 | ART 1001 Draving | 128744 Agundes Rachelle R R ragundest ragundes
13 | ART 1001 Drawing | 646825 Muonio  Andrew 3 S Jpes amuonio @ andymuon 15 P
L& A ART 1001 Dravang | S08750 Deragon Frederick 3 S $E (deragon@ nokderage 13 P
15 |aH ART 1001Drawing| 426356 Ryan  Michael 3 S SRS mryan@n( ryanmigst 2P
L6 |AH ART 1002Dravang |l 128744 Agundes Rachelle 3 s R ragundest ragundes ac
LrAH ART 1002Draving Il 646825 Muonio  Andrew 3 AT SR amuoniofd andymuon 4cC
| ART 1018Life Drawii 120300 Poplack  Robert 3 s drmsRRER rpoplack@ndnu ecu 14 P
£8AH ART 1019Life Drawii 120300 Poplack Robert 3 s EEREEEE rpoplack@ndnu edu 6C
LaAH ART 1101 Two-Dimer 470116 Damm  Michael 3 s R mdammid@y michaeldal 15P
L an ART 1109 Color Desi 426356 Ryan  Michasl 3 e R mryan@n ryanmi@st 4P
2| ART 2201 ArtHistory 7323 Simons  Robert 3 S s reimons@ndnu.edu 3P
[ ART 2205 ArtHistory S08750 Deragon Frederick 3 S #EEE (deragon@ nokderage 1"e
L | an ART 2230ArtHistAr 7323 Simons  Robert 3 S $ERES rsimons@ndnu.edu 0P
5 |AH ART 2301Represent: 128744 Agundes Rachelle 3 s R ragundest ragundes 4P
L6 |AH ART 2315Advanced 128744 Agundes Rachelle 3 AT SR ragundest raoundesg 1C
HTAH ART 2415Elements ¢ 426358 Ryan Michael 3 e R mryangDna ryanmigst 1P
LI81AH ART 2416 Adv Elem* 426358 Ryan Michael 3 e EEEEEE mryan@ni ryanmi@st 2cC
HajaH ART 420Advanced 128744 Agundes Rachelle 3 S SRS ragundesy ragundesg 1C
20 AH ART 2420Advanced 648825 Mucnio  Andrew 3 W RS amuonio@ endymuon 1C
21 |aH ART 2420Advanced 426356 Ryan  Michael 3 SIS IS mryan@n( ryanmiZst &
122 |aH ART 2505Printing: v 128744 Agundes Rachelle 3 #E4ISS $840E ragundest ragundesg 15 P
128 A ART 2510Printmkg:# 128744 Agundes Rachelle 3 s S ragundest ragundes i@
124 |AH ART 2605Art Educat 508750 Deragon Frederick 3 s EpRS (deragon nickderage 16 P
135 |AH ART 2625 Phatograp 93828 Kortenkarr Timothy 3 e R tortenkamp@ndnu e 14 F
136 |AH ART 2625 Photograp 93828 Kortenkar Timothy 3 e SR orenkamp@ndnu & 15 P
L2rAH ART 2630Phatograp 93828 Kortenkar Timothy 3 ek SR thorenkamp@ndou e 2¢C
128 |AH ART 2630 Photograp 83828 Kortenkar Timothy 3 s R tkortenkamp@ndnu & ic
L2a1AH ART 2635Gallery Te: 120200 Poplack  Robert 3 S S rpoplack@ndnu edu 4P
180 |aH ART 2880 Senior Gre 120300 Poplack  Robert 3 e SN oplack@ndnu edu 2P
131 |aH ART 2881 Senior Ser 120300 Poplack  Robert 3 SIS Sases moplack@ndnu edu 2P
132 ART 2990GraphicD 115146 Friedman Betty 2 S S DiTiedman@ndnu edy 4P
133 A BIO 1000 Science S 175363 Haithcox  Isabslle 2 s #ES haithcox@ndnu edu 10 P
138 |AH BIO 1000 Science § 175363 Haithcax  Isabelle 2 s R haithcod@ndnu edu 2P

35 |AH BIO 1000 Science S 382854 McAlexanc Melissa 2 S R mmcalsxander@ndnL 2P

M | Faculty Test g

Move your cursor between the A and the B. When you have the arrows that point to the left

and right, & double click.

A B

1 school_cde crs_cde

2 |AH ART 1001 01
3 AH ART 1001 0z
4 AH ART 1001 03
5 AH ART 1001 04
g AH ART 1002 a1
7 AH ART 1002 0z
3 AH ART 1018 a1

© ] E
crs_title id_num last_name
Drawing | 128744 Agundes
Drawing | 46825 Muonio
Drawing | 208750 Deragon
Drawing | 426356 Ryan
Drawing 11 128744 Agundes
Drawing Il B46825 Muonio
Life Drawing | 120300 Poplack

F
first_name
Rachelle
Andrew
Frederick
Michael
Rachelle
Andrew
Robert

Once all of your columns are expanded, you can see the full range of data that you are working with.
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Filtering data

- You may want only specific information from the data that your report pulled. Use the Filter
function to narrow down your results.

- Click in cell A1, and make sure that nothing else is highlighted.

- Click the Sort and Filter button on the top ribbon.

- Click Filter (the funnel icon)
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- You will know that the Filter function is on because each of the columns has an arrow in the
right corner.
piy B C

1 school o~ crs_cde - crs_title -
2 | AH ART 1001 01 Drawing |

- Scroll to the column that you want to filter
- Click the arrow next to the header. Uncheck the box next to any rows that you don’t wish to

include.
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.

- You can filter your data by multiple columns. The order that you filter the columns by should be

ml | v

broadest to narrowest. For example, if you only want undergraduates enrolled in 12 or more
units, then first filter out all of the graduate students, then filter out the students enrolled in less
than 12 units.

- The number at the bottom of the screen will tell you how many records are left after you have
filtered the data.

filke) ADLADITAE DT A s,

M 4 » M| Faculty Test /7]
Ready 405 of 500 records found |

- Keep in mind that if you delete a column that you used for filtering, then the filter will no longer
apply.
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Sorting Data
You will often want to see the data collected into groups of some sort, or will want to see it
arranged alphabetically. Many EX reports are pulled in ID# order, so it is helpful to sort the
information.
Click the Sort and Filter button at the top of the ribbon. Click Custom Sort.

27 &

Sort & | Find & i

Filter = |Select =
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SortAtoZ
Sort Zto A

Custom Sort..

W Clear

Reapply

A box will pop up that allows you to decide what columns to sort by, the order to sort by, and
the order that the data should appear in.

You will know that the Custom Sort is on because the box will be in the forefront, and the top
row (headers) will not be highlighted.

A B L, D E
1 school_ci~lcrs cde T crs_title > lid_nu - last_name - i
2
| v e
4 i) Add Level H X Delete Level || =3 Copy Level | = Options... My data has headers
5
] Colurrin Sort On Order
10 Sortby  |school_cde E‘ Values IZ‘ At E Iz‘
11 Then by last_name El Values El AtDZ El
12 Then by i values [x] |apz (=]
13
14
15
17
22
24 —
E
e

Decide what order to sort the information in. If you are looking for undergraduates in a
particular major, for example, you may sort by majorl, then by last name, then by first name.
Use the Add Level button to add more sorting levels.

Your data will sort itself.
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A B C [B] E F
1 school_ci+1 crs_cde -Tcre_title ~ lid_nc ~ | last_name < first_nan -1
2 AH ART 1001 01  Drawing | 128744 Agundes Rachelle
3 AH ART 2301 01  Representational Painting 128744 Agundes Rachelle
4 AH ART 2505 01 Printing: Multimedia WWarkshop 128744 Agundes Rachelle
5 AH ElS 6070 01 Graduate ESL Seminar 504930 Ajvazova Inna
& AH IDS 1200 02 Freshman Year Seminar 98392 Andrews Patricia
10 AH PHL 1200 01 Moral Problems 541224 Barry William
11 AH PHL 1215 01  Theaories of the Good Life 541224 Barry William
12 AH PHL 2997 01 Senior Thesis 541224 Barry William
13 AH PHL 2999 02 1S Robot & Machine Ethics 541224 Barry William
14 AH EMG 4024 01  Lyric B44066 Bauer Fearl
15 AH REL 1200 01 Christianity Beginnings to 1500 422746 Beltramini Enrico
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Creating Additional Tabs

- You will often want to work with multiple sets of the same information. For example, when you
do the Faculty who are missing attendance, you will want to separate the faculty from different
schools. Or, if you are running a report of majors, you may want to separate the different
majors to different tabs.

Ar0nAase

o
- Click the it icon at the bottom of the screen. It will create a new, blank sheet.

- Double click the title (sheet 1), and when it is highlighted, type the new name of the sheet.
33
I’4M4 » M| Faculty Test 7]
Ready |

Page: 7 of 13 | Words: 3,304 | 8 |
% L il

- Create as many tabs as you will need.

Copy the headers from the first sheet to the other sheets.

- Highlight the first row of the first sheet. Move your mouse to the 1 on the left side. When you

have the - click to highlight the row.
- Click “Copy”, or press <ctrl + c> to copy. You will know that the row is ready to be copied when
it has the broken lines around it.

1 ischool_ci~1¢crs cde T ors_fitle v

- Click on the tab that you want to copy the data to. Click the A1l cell (first row, first cell)
- Press <enter> or “paste” to paste the information to the first row.
- Do this for as many tabs as you need the headers.

Copying information from one tab to another

- Highlight the information from the first tab that you want to copy to a different tab.

- Click “copy” or press <ctrl + c¢> to copy.

- Click the first empty row (usually A2), then press <enter> or paste. The information should copy
over.

- If you are copying more than one set of information, you will always want to copy it to the next

blank row.
A B C D] E F G
1 'school_cdicrs_cde crs_tite  id_num  last_name first_name credit_hrs f
2 BS ACC 122(Introto Fir 397945 Azad Hamid 3¢
3 BS ACC 1232Manageria 319463 Campodor Donald 34
4 BS ACC 2200 Intermedia 397945 Azad Hamid 34
5 BS ACC 220¢Intermedia 397945 Azad Hamid 3¢
5 BS ACC 22(Federal In 397945 Azad Hamid 3¢
7 BS ACC 2216 Auditing 585675 MclLean  Michael 3¢
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- If you need to copy columns, then highlight the column by clicking on the letter.
- Click “copy” or <ctrl +c>. Go to the sheet that you want to paste it to.
- Click the column that you want to copy the information to. Click “paste” or press <enter>.

@ =T &= Faculty Test [Compatibility Mode] - Microsoft Excel
=0 % Avial - - S General - [ conditional Formatting + 5%
= B3~ B I U - - $ -9 » [BFormatasTable v Ed
Paste : =
. EH S A iFE| - R B Cell styles ~ =
1l | clipboard Font Alignment Nurnber Styles
F1 - F | first_name
) B (o} D E F G H
1 school_cdicrs_cde  cors_tile  id_num  last_name|first_namejcredit_hrs first_beginlas
2 BS ACC 1220Intro to Fir 397945 Azad Hamid 3 #HEHERHE
3 BS ACC 123Manageria 318463 CampodorjDonald ees o oointic g 213
4 BS ACC 220Intermedia 397945 Azad Hamid 3 HERHEE
5 |BS ACC 220tIntermedia 397945 Azad Hamid 3 HHEHHHHR
6 BS ACC 221(Federal Ini 397945 Azad Hamid 3 #HEHERHE
7 Bs ACC 221¢ Auditing 585675 Mclean [Michael ees o oointic g 213
8
9
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Labeling/relabeling columns
- It will often make your job easier if you are able to rename the columns to make it easier to
read. You can also add columns to the report.

- Tolabel a new column, click on the top line of the column. You should have a o when you go
to type in the cell. Press <enter>when you are done typing.

I 8]
| Student type

- Torename a column, double click in the column name, erase the text that is there, then type
your text.

Formatting a sheet to print on one page

- If your data set is pretty wide and you need it to print on one page, you need to rearrange things
so that they fit on one page. You may need to do only a couple of these steps, and not all of
them.

- Click View in the ribbon

Home Insert Page Layout Forrmulas Data Review Wigww

= & Arial - 10 -

5

n

= = (General - B condit
- Click Page Layout. This shows you what the data looks like on a sheet of paper.
Horme Insert Page L:

J J U Page Break Preview

13| Custom Views

Mormal | Page
Layout | = Full Screen

Workbhook Views
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T T T T ] T T T T T ] T T ] T T
A B C u

- Click to add header

1 school_c+! crs_cde - crs_fitle - it
S 2 BS ACC 1220 01 Intro to Financial Accounting K

3 BS ACC 1232 01 Managerial Accounting
14 BS ACC 2202 01 Intermediate Accounting |

5 BS ACC 2208 01 Intermediate Accounting 111

8 BS ACC 2210 01 Federal Income Tax :
T BS ACC 2218 01 Auditinag 4

- Click Page Layout in the ribbon.

Horme Insert Page Layout Formulas Data Review View

,d\j uCoIors | H &y = = S =18

- Click “Margins”, then click “narrow”

X d - &
B o et | aociooa | fomuss  Dan  Revew  view
olars - ‘ 103 A L
i l ) = :
Margers rientabon Size  print e
- v hd Area
L Mormal
s =
Lot
. 1 Header: 0. .
Wide
1 Top: 1 Eattom 1"
F Left 1 Right 1
| Header: 05 Foowr: 05"
Click to a
Narrow
schod op! 07 Bottorm: 078"
2 BS Left 025" Foght 035" caunting
g e Feader 03 footers a3 |
4 B tng |
5 B fom Mirg sing 1l
L8 BS ACC 2210 01 Federal Income Tax
] BS ACC 2218 01 Auditing

- Click “Orientation”, then click “landscape”
Ed9-c-&=

File Home  Insert = Page layout | Formulas  Data  Review
Colors - |:| By
»
ENEE L@! ] =

Fonts ~

Thevmes Eﬁms . Margins orwanfatmn Size :rzztv Brevaks Background
Themes Setup
a7 - j Portrait 78
H 3

A j Landscape |

1 school_cc-| cre_cde T ere_title
2 BS ACC 1220 01 Intro to Financial Ac
3 BS ACC 1232 01  Managerial Account
4 BS ACC 2202 01 Intermediate Accour
5 BS ACC 2206 01 Intermediate Accour

- Click the “Print” in the “Gridlines” option so that your sheet will print with the lines separating
the data.

i Width: Automatic - Gridlines  Headings
i1 Height: Automatic - View View
] Scale:  100% = print  []] Print | R,

Scale to Fit % | Sheet Options u

- If all of your data is now on one page, then you are set. Print your report.
- Ifitis not, then you may need to do a bit more formatting.
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- You can rename one or more columns to shorten them. Each time you do so, expand all of your
columns again so that they size correctly.

- Alternatively, you can also click the line between the letters, and when you have the D, drag
to the left until the column is the correct width.

Formatting Cells

- Jenzabar automatically exports dates with the times attached to them. You will usually only
need the date.
- Click on the letter for the columns that you want to format to highlight them.

=J =j 52 width, Automatic - Gridlines  Heading:
71l Height: Automatic - | [V] view | [] view
ground  Print o
Titles | Scaler  100% 2 | [ print [ Brint
Scale to Fit Sheet Options

hrs | - [first_begin_dte |~ last end_dte -
3 9372015 000 12/19/2015 0:00
3 9/3/2015 0:00 124192015 0:00
3 9/14/2015 0:00 12/19/2015 0:00
3 9/3/2015 0:00 124192015 0:00
3 97372015 0:00 12/19/2015 0:00
3 9/5/2015 0:00 12/19/2015 0:00
3 9/2/2015 0:00 12/19/2015 0:00
3 9732015 0:00 12/19/2015 0:00
3 973/2015 0:00 12/19/2015 0:00
3 Q22015 0:00  12/19/2015 000

- Right click and click “format cells”

El a] 0| T
\ H [ I

5|~ [first_begin_dte  ~last end_die | - addr_|
3| esmoiso00 12192015 000 hazach
3| 2015000 121972015 0:00 deamy
3| 9M4r2015 000 1271972015 0:00 hazad
3| wam01s 000 127192015 mnn _ havad.
3| wamors 000 1zoAgacAE S0 AW
3| 952015000 12820 B ;o= & - A - o
3 9/2/2015 0:00 12/19/20m5 U uy| = AU
3 92015 0.00 121920 nuor
3| 2015000 121920 erag
3| eeo1s 000 1290 2 SO ryan
3 9/8/2015 0:00 12/16/2( & Paste Ogtions:  |op)q
3| wamois 000 121930 = darmi
8 922015000 12820 L e
3| w2015 000 12019020 = imor
3| 982015000 1271920 Insert erag
3| 22015000 12U e imor
3| wzo0rs 000 12090 gunc

Clear Contents

3| o42015 000 1219020 Fyan
3| 9M42015 000 121920 FormatCells. jgune
3| 9/10/20150:00 12/19/20  Column width..  erag
3| 9semsoon 1ZA%20 . orter
3| ez20iso00 e orter
3| wsmorsooo 1zogec Jopla
k3 QMR NN AR N ﬂﬂl rranla

- Click the Number tab, then click the Date on the box that pops up.
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Format Cells @
fumber | Algnment ‘ Font ] Berder ‘ Fil } Frofection
Category: I
Gereral 2| sampie ¢
Mumber first_begin_dte n
Curreriy
AE(uuntmi Tpe: o
e Nilg
e e, rch 14, 201 7
Fraction U
scientiic /1401
S 3140
; LaMar
Special e =
Special 4-Mar-01 .
Locak (Jocation):
English (US.) j ‘
¢
Ic
it forrmats lisplay cate and tma serial nurrbers a5 dats values. Date formats that begin with sn
‘astarik (+) respand o changes I regianal date and tive seftrgs that are speciied for the cperatng
ystem, Formats withaut an aster s are ot affected by operating system settngs.
e o]

- Click “ok”.
- You can then resize the column as you did above, by clicking between the letters at the top of
the sheet and dragging them over.

Copying information from one cell to another
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