Practice Exercise 5: Conditional Formatting

Open Exercise-5 workbook

Instructions: Conditional Formatting (Data Bars)
1. Select Sheet 1
2. Highlight the cells under Total column

3. Click Conditional Formatting, select Data Bars, select any of the solid fill bars.

A B c D E F G H ! J K L M N
| Date
! |ltems Jan-22  Feb-22 Mar-22  Apr-22 May-22  Jun-22 Jul-22 Aug-22  Sep-22  Oct-22  Nov-22  Dec-22 Total
i |Rack and Pinion 2578 3892 1938 714 4936 4896 1100 828 1561 2979 1409 3590 471
! [Timing belt 1081 4697 3992 3274 3367 1206 3178 3804 4033 1999 4492 aa1g [EESh1
i |crank shaft 868 2153 2259 4914 3744 1419 1327 1342 3820 855 3083 3138 [Eko22
i |Wheel Bearing 1133 1162 180 4139 1778 1235 4495 4981 1493 3234 1611 a620 IEB0s1
4. Again, highlight the cells under Total column.
5. Click Conditional Formatting, select New Rule.
6. Select the first rule type: Format all cells based on their values.
7. Inthe Format Style select Data Bars, set Maximum to Number, and enter the value 50,000. Click
OK.
Edit Formatting Rule ? *

Select a Rule Type:

| = Format all cells based on their values |

= Format only cells that contain
= Farmat only top or bottom ranked values
~ Format only values that are above or below average
= Farmat only unique or duplicate values
= Use a formula to determine which cells to format
Edit the Rule Description:
Format all cells based on their values:
Format Style: | pata Bar « || [ show Bar Only
Minimum Maximum
Type: Automatic “w | |Number w
Value: [Automatic) + | 50000 s
Bar Appearance:
FEill Color Border Caolor
Solid Fill ~| (I - no Border || I ~
Megative Value and Auxis... Bar Direction: | Context
prevew: [T ]

8. Notice that the Data Bars moved. It now shows how far they are to the maximum value which is

50,000.



Instructions: Remove Duplicates (Single Column)
1. Select Sheet 2
2. Highlight Alto F14
3. Click Remove Duplicates command in Data Tools group, under Data Tab.
4. Click Unselect All to uncheck all columns. Then check Customer column only. Click OK.

Rermove Duplicates ? >

To delete duplicate values, select one or more columns that contain duplicates.

4= select All | | 8= Unselect All My data has headers

Columns

CUSTOMER
[ ] REGION

[ ] ORDER DATE
[] sALES

] MONTH

[ 1 YEAR

5. Notice that the table has removed the rows with a duplicate Customer name.

Instructions: Remove Duplicates (Multiple Column)

1. Select Sheet 2

2. Highlight A21 to F24

3. Click Remove Duplicates command in Data Tools group, under Data Tab.

4. Click Unselect All to uncheck all columns. Then check Customer and Region columns only. Click

OK.
Rermove Duplicates ? >
To delete duplicate values, select one or more columns that contain duplicates.

= select All | | B= Unselect All My data has headers

Columns
CUSTOMER

[ ] ORDER DATE

[ ] sALES

[] monNTH

[ 1 YEAR

5. Notice that rows with duplicate Customer and Region are removed.




Instructions: Text to column

1.
2.
3.
4

5.

7.

Select Sheet 3

Click the column letter A to highlight the whole column.

Select Text to Column command in the Data Tools under Data Tab.
Select Delimited. Click Next

Convert Text ta Columns Wizard - Step 1 of 3 ? X

The Text Wizard has determined that your data is Fixed Width.
If this is correct, choose Next, or choose the data type that best describes your data. l
Original data type

Choose the file type that best describes your data:
- Characters such as commas or tabs separate each field,

O Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

 MLaci", "LacS", "NS", "LomD", "LomM", "LonS", "EW", "Cicy|~
5, 53, ™", 20, 29, 0, "W", "Youngstown",
sz, 48, "Nv, §7, 23, 23, "W", "Yankton", SD
35, 55, "™-, 120, 20, 3€, "W", "Yakima", WA
16, 1z, ™", 71, 48, 0, "H", "Worcester”, M|w
>
Cancel < Back Einish
Select Comma. Click Next.
Convert Text to Columns Wizard - Step 2 of 3 ? X

This screen lets you set the delimiters your data contains. You can see how your text is affected
in the preview below.

Delimiters

|:| Semicolon |:| Treat consecutive delimiters as one
Comma

._ Text gualifier: |~ ~
[ space

[] other:

Data preview

atD | "LatM® | "LatS" | "NS" | "LonD" | "LonM" | "LonS™ "City"| A
41 s 58 g 80| 33 0 "Young:
42| sz 18 a7 | 23 23 "Yankt,
46| 33 53 120 | a0 3¢ "Yaki:

42 18 1z 71 48 o "W "Worce{ w
< >

Cancel « Back Finish
Click Finish.

Convert Text to Columns Wizard - Step 3 of 3 7 X

This screen lets you select each column and set the Data Format.

Column data format

@genera\

‘General converts numeric values to numbers, date values
O Text to dates, and all remaining values to text.
(O Date: | MDY ~ Advanced...

O Do not import column (skip)

Destination: | 3451 *
Data preview
neral lceperal eperaeperal Geperal Keperal Ceperalenerazl
"LatM" | "Lats" | "N5" | "LonD" | "LomM" | "Lons" "City" | A
5 EE a0 33 a "Youngs
82 48 a7 a3 23 "Yanktor
35 55 30 3€ "Yakima
le 12 48 Q "Horces|w
< >
Cancel < Back Mext =

Your data is now separated by column.



Instructions: Paste Special
Select Sheet5
Highlight cells A2 to A13
Copy the cells by clicking the Copy command, or Ctrl+C
Go to Sheet4
Right click on cell A1 and select Paste Special
Select Values and check Transpose. Click OK.

1.

ok wn

A B C D E F G H | ]
LatD "LatM"  "Lats" "NS" "LonD"  "LonM"  "Lons" "EW" "City" "State"
41 5 59 "N" 80 39 0 "w" "Youngstc OH
42 52 48 "N" 57 23 23 "w" "Yankton' SD
46 35 59 "N" 120 30 36 "w" "Yakima" WA
42 16 12| "N 71 43 0 "w" "Worcest MA
43 37 43 "N" 89 46 11 "W "Wiscons Wi
36 3 59 "N" 80 15 0 "w" "Winston NC
49 32 43 "N" 97 9 0 "W "Winnipe MB
39 11 23 "N" 78 9 36 "W "Winches VA
I 34 14 24 "N" 77 55 11 "w" "Wilming NC
39 45 0 "N" 75 33 0 "w" "Wilming DE
! 43 9 0 "N" 103 37 12 "w" "Willistor ND
i 41 15 0 "N" 77 1] 0 "w" "Williams PA
a7 40 43 "N" 82 16 47 "w" "williams Wv

Paste Special ? *
Paste
O Al (O) All using Source theme
Oformulas OAII except borders
@Ealues O Column widths
O Formats O Formulas and number formats
O Comments O Values and number formats
O Validation All merging conditional formats
Cperation
@ Mone OMuItiply
O Add (O Divide
O Subtract
[ skip blanks
Paste Link Cancel
7. You have now copied the values as plain Value in a transposed position.
A B C D E F G H | J K L
1 [January | February March  April May June July August  Septembe October Novembe Decembel




