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Course Objectives 
¶ Use relative & absolute cells 

references  

¶ Sort & filter data  

¶ Create subtotals and outlines  

¶ Create scenarios for analysis 
¶ Use PivotTable to present data 
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Getting Started 

Open the webpage http://www.library.uq.edu.au/ask-it/computing-training/exercise-materials 
and save the file Excel_2007_Exercises_Level_2.xlsx to your network drive. 

 

Relative and Absolute Cell References 

Relative cell 
references 

When copied, relative cell references are adjusted by their relative position. 
For example A1, becomes A2 on the next row down, and B1 on the next 
column across to the right. 

Absolute cell 
references 

Use the exact address of a cell regardless of where they may be copied to. 
For example $A$1 is sustained as $A$1.   

Mixed cell 
references 

Are locked to either a row or a column, so the references is only adapted 
either vertically or horizontally. For example: 

$A1 becomes $A2 when copied down a row, and is sustained as $A1 when 
copied across to the right. 

A$1 is sustained as A$1 when copied down one row, but is adjusted to B$1 
when copied across to the right. 

 

Exercise 1.  Use Autosum with relative cell references 

¶ Open Excel Level 2 exercises.xlsx 

¶ AutoFit Column Widths to show all 
labels  

¶ Unhide column C  

 

 

To Use Autosum to enter totals for Target sales and Actual sales: 

¶ Select cell E15 

¶ On the Standard Toolbar, click the 
left hand side of the AutoSum button 
to insert the Sum function  

 

Note: The inserted range incorrectly assumes 

the blank adjacent cell E14 is inclusive 

 

¶ Select the correct range E2:E12  

¶ Confirm the function     

¶ AutoFill the function in cell E15 to 
F15  to add the Actual Sales total  

 

 

 

To Calculate the % of Actual Sales: Relative cell references  

http://www.library.uq.edu.au/ask-it/computing-training/exercise-materials
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¶ Select G2 

¶ Add the formula ñ=F2/E2 ò  

¶ Click the Percentage button in the 
Home Ribbon, Number Group   

¶ AutoFill the percentage formula to the 
remaining % of Target rows data 
rows 

 

 

Exercise 2.  Use Autosum with absolute cell references 

¶ Enter ñ=F2/F15 ò into H2 

¶ Confirm and format to a percentage 

¶ AutoFill the percentage formula to the 
remaining % of Actual Sales rows 
data rows  

 
 

 

Error correction and inspecting formulas 

There are two key combinations that facilitate the inspection of formula references and the 

correction of errors within a worksheet. 

To turn inspection mode on and off: 

¶ Press Ctrl + `  

Note: The ` character is called the grave. 

It is on the first key of the numerical row. 
 

 

 

To inspect a single formula: 

¶ Select the cell to inspect 

¶ Press Ctrl + U 

Note: The cell will revert to general display when you 

select the next cell  

 

¶ Use the cell inspection combination 
Ctrl + ` to display all formula 
references throughout the worksheet 

¶  

NOTE:  This error is because the cells below 
F15 When the formula is copied downward 
from H2 the original reference to F15  is 
adjusted to F16 , F17 , and so forth, causing 

Excel to divide by zero (a mathematical 
impossibility).  

~ 

` 
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¶ Select H2  

¶ In the formula bar, double click on the 
F15  reference  

¶ Use the key combination  + F4 to 

toggle to the Absolute Referencing 
mode  

¶ Confirm the referencing change 

 

¶ AutoFill down to the remainder of the 
% of Actual Sales rows 

 

 

óIFô Function  
Column I  will be used to indicate whether a bonus is due predicated on the actual sales 
figure exceeding the target sales figure. 

Exercise 3.  Insert an óIFô function for text 

To Enter ñIFò Statement: 

¶ Select I2  

¶ Click the Open the Formula Builder 
button to the left of the Formula Bar  

 

The Formula Builder 

The Formula Builder alphabetically lists all the functions available in excel by order of the 
following categories of functions:  

1 Most Recently Used  7 Logical  

2 Database  8 Lookup and Reference  

3 Date and Time  9 Math and Trigonometry  

4 Engineering  10 Statistical  

5 Financial  11 Text  

6 Information  12 Compatibility 

When searching for function the Formula Builder simply omits 
any functions that do not relate to the term/s searched. You still 
need to scroll through the displayed categories to locate the 
searched for function. 
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¶ Double click on the IF function (in the 
Logical category) 

 

¶ Click F2 

¶ Type ñ>ò (greater than) 

¶ Click E2 

¶ Click in the then field and type 

ñBONUSò 

¶ Click in the else field and type ñNO 

BONUSò 

 

 

¶ AutoFill the function to the remaining 
of the Bonus Due? cells 

 

 

Optional: To apply Conditional Formatting: 

¶ Select I2  

¶ On Home Ribbon, Format Group, 
click Conditional Formatting button 
>> Highlight Cells Rules >> Equal 
To 

 

¶ In Cell value equal to, type ñBONUSò  

¶ Change the Format with options as 
required  

 

¶ Click OK  

 

¶ AutoFill I2  to the remaining column 
entries  

 

To Remove ñNO BONUSò from Bonus Due Column: 

¶ Select I2  

¶ Click in the Formula Bar 

¶ Remove the NO BONUS text, leaving 
the inverted commas, to set this 
argument to an empty string  

¶ Confirm 

¶ AutoFill down the remaining Bonus 
Due cells  
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Exercise 4.  Insert an óIFô function for values 

¶ Click in J2  

¶ Type  

=IF(G2>100%,(F2-E2)*5%,0) 

Note: The logical parts of the argument are  

Test: IF G2>100% 
If true: Target Sales Surplus * 5% 
If false: 0 

¶ Confirm 

¶ AutoFill the formula to remainder 
Bonus Amount cells 

 

 

 

Exercise 5.  Customise display of zero  

 

¶ Click Excel Menu >> Preferences 

 

¶ Click the View Button   

¶ Uncheck the Show zero values 
option (seventh option down in the 
Widows options category) 

 

¶ Click OK 

 

 

Goal Seek 
The Goal Seek feature finds the correct input of a formula to produce a specific result. Use 
Goal Seek to determine how much Peter Parker (a.k.a. Spiderman) must sell in order to get 
a $100 bonus.  

Exercise 6.  Use óGoal Seekô tool 

¶ Select J2  

¶ Click Tools Menu >> Goal Seek  
Note: Goal Seek has the following arguments 

Set cell: Cell containing formula to 
evaluate to the target value 

To value: Target value 
By changing 
cell: 

Input into the formula 

The Goal Seek Window adopts J2 , the 

selected cell on opening the window, as the 
Set cell argument  

¶ Type the target value 100 in To value 
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¶ Click in By changing cell 

Note: Both the Set cell and By changing cell 
fields can be set using Point mode 

 

¶ Click on F2 to set By changing cell 
 

¶ Click OK  

Note: The Goal Seek Status window, 

indicating the Current value (output at the set 
cell) has been set to the stipulated Target 
value. 

 
This utility has changed both the input value 
target value and associated calculations in the 
worksheet. Clicking OK will allow you to 
observe the required formula input (in J2 ) and 
the achieved target (in F2).  

Clicking Cancel will revert the input and target 
values to their state before utility was used. 

 
OK was clicked 

 
Cancel was clicked 

 

 

Protection 

To prevent a user from making non-authorised changes to a worksheet or workbook, you 
can protect required sections of a worksheet, or the entire worksheet. Worksheet protection 
is added either with or without a password and can be removed if required. 

Defining editable regions of a worksheet is achieved by selecting and unlocking cells where 
editing is permitted (by default all cells are locked). The worksheet protection can then be 
activated and users cannot change the content or style of the locked cells.  

Workbook protection does not protect locked cells. These options are protect structure 
(sheets cannot be moved, deleted, hidden, unhidden or renamed and new sheets cannot be 
inserted) and/or protect windows ( windows are the same size and position each time the 
workbook is opened). 

 

Exercise 7.  Turning Protection On and Off 

To Turn Worksheet Protection On: 

¶ Click the Worksheet button on the 
Review Ribbon >> Protection 
Group 

   or 

¶ Click Tools Menu >> Protection >> 
Protect Sheet 

 

 

 

 

javascript:AppendPopup(this,'XldefPassword_2')
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¶ Click OK to switch the protection on  

 

 

 

To add a password: 

¶ Type password in Password and 
again in Verify field 

 

 

¶ Click OK 

 
Note: When a user attempts to make changes 

in selectable cells, they will be alerted to the 
worksheets protected status 

 

 

To Turn Worksheet Protection Off: 

¶ When worksheet protection is on, click 
the Worksheet button on the Review 
Ribbon >> Protection Group 

   or 

¶ Click Tools Menu >> Protection >> 
Unprotect Sheet 

 

 

 

 

 

To Turn Workbook Protection On: 

¶ Click the Workbook button on the 
Review Ribbon >> Protection 
Group 

   or 

¶ Click Tools Menu >> Protection >> 
Protect Workbook 
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¶ Add and verify password to prevent 
unauthorised unprotecting of the 
workbook 

 

¶ Check Protect structure to prevent 
the number, names, positioning and 
display of sheets from being altered 

 

¶ Check Protect windows to prevent 
the Excel window being repositioned 
with the protected workbook  

 

To Turn Workbook Protection Off: 

¶ When worksheet protection is on, click 
the Workbook button on the Review 
Ribbon >> Protection Group 

   or 

¶ Click Tools Menu >> Protection >> 
Unprotect Workbook 

 

 

 

 

Exercise 8.  Unprotected cells 

To allow users to enter data into specific cell, the cells must be unlocked before the 
switching protection on for the worksheet. 

To Unlock cells (Selective Protection): 

¶ Select the range F2:F13  

 

¶ Click Format Menu >> Cells 

 

 

¶ Click the Protection tab 

 

¶ Uncheck the Locked option 

 

¶ Click OK 

 

 
Note: The Targets Worksheet Tab now 

displays a padlock icon 
 
Note: You will still be able to change the 
unlocked cells in the worksheet. The Actual 
Sales column can be edited but the 

remainder of cells are protected. 
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Sparklines 
Sparklines present a miniature line graph in a single cell. They are useful to create a visual 
impression of data trends, without replacing the precision of the actual data with a graph. 

Exercise 9.  Adding Sparklines 

¶ Activate the ñSparklinesò worksheet  

¶ Select P2:P13  

¶ Click Insert Menu >> Sparklines  

¶ Ensure ñSelect a data range for the 
sparklinesò is active 

¶ Select the range of data (D2:O13 ) 

¶ Click on OK 

 

¶ Ensure the sparklines are selected in 
the worksheet  

 

¶ Click the Markers button in the 
Sparklines Ribbon >> Format 
Group 

¶ Select All 

¶ Click on OK 

 

 

Sorting & Filtering Lists 
Sorting Data allows you to present it in a specified order.  If you want to extract data using 
data criterion you would use the Autofilter. 

Exercise 10.  Sort  

¶ Click the ñOutline & Subtotalsò 
worksheet tab 

¶ Click the Data Ribbon 

 

 

To sort data by Date: 

¶ Click anywhere in the ñDateò column 
data 

Note: The Sort button will display either an 

ascending or descending sort format and 
indicates the type of sort that will be performed 
on clicking 

¶ Click the left part of the Sort & Filter 
Group >> Sort button to sort the data 

Note: The Sort button will now indicate the 

next sort will be performed in the opposite 
direction to before 
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¶ Click the left part of the Sort button 
again to sort the data in the reverse 
order 

 

To sort in ascending order: 

¶ Click the right part of the sort button 
and select Ascending 

  

To sort in descending order: 

¶ Click the right part of the sort button 
and select Descending 

 

To sort data by another criteria: 

¶ Click in either of the other columns  

¶ Use the Sort button to perform either 
an ascending or descending sort on 
the columns category  

Exercise 11.  Filtering with Autofilter 

Note: The Custom Sort process may have left 

A2:E66  selected. If this is the case turning 
on the Autofilter will cause row 2 to be treated 

as the header row (not a data row). Click 
anywhere in the range of data to deselect the 
initial range. 

 

 

 
 

 

To turn filters on for all columns: 

¶ Click the Filter Button in the Data 
Ribbon >> Sort & Filter group 

Note: All columns will have an Autofilter arrow 

in the header row  

 

  

To filter for one salesperson: 

 

¶ Click the Autofilter arrow on the 
Salesperson header (C1) 

 

¶ Deselect the checked ñ(Select All)ò 
box 

 

¶ Select the ñBruce Wayneò box 

 

Note: The Salesperson Autofilter arrow icon 

now includes a filter, indicating that filtering is 
active on that column 

  

To remove filter: 

¶ Click the Salesperson Autofilter 
arrow  

¶ Click the Clear Filter button  
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To filter for one location: 

¶ Click the Location Autofilter arrow 

¶ Deselect the ñ(Select All)ò 

¶ Check ñSunshine coastò 
 

¶ Remove the filter   

 

Exercise 12.  Progressive filtering 

To filter data for sales of Copier Paper by Peter Parker on the Gold Coast: 

¶ Click the Product Autofilter arrow 

¶ Deselect ñ(Select All)ò 

¶ Select ñCopier Paperò 

¶ Click the Salesperson Autofilter arrow 

¶ Deselect ñ(Select All)ò 

¶ Select ñPeter Parkerò  

¶ Click the Location Autofilter arrow 

¶ Deselect ñ(Select All)ò 

¶ Select ñGold Coastò 

 

 

To switch Autofilter off: 

¶ Click the Filter Button in the Data 
Ribbon >> Sort & Filter group  

 

Exercise 13.  Sort by Multiple Criteria 

To sort by Date, Salesperson then Product: 

¶ Click the right part of the Sort Button 
(Data Ribbon >> Sort & Filter group) 
and select Custom Sort  

 

 

Note: The ñMy list has headersò option is used 

to identify whether a label row sits at the top of 
your data range. Uncheck this option when 
sorting unlabelled data to include the first row 
in the sort 

 

¶ Change Column from ñProductò to 
ñDateò 

¶ Change Order from ñOldest to 
Newestò to ñNewest to Oldestò  

¶ Click the plus button at the bottom 
right to add a second sort level   
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¶ Set Column to Salesperson 

 

¶ Add a third sort level 

 

¶ Set Column to Product 

 

¶ Click OK 

 

 

 

 

Exercise 14.  Modify Sort Criteria 

To modify to sort by Date, Salesperson then Product: 

¶ Click the right part of the Sort Button 
and select Custom Sort 

 

¶ Change the Sort by Level (first level 
of sorting) from Date to Location  

 

¶ Click OK 

 

 

 

 

Outlines & Subtotals 

 

 

Before you begin using these features ensure the data is sorted in an 
appropriate way.  

Exercise 15.  Subtotals for a List of Data 

Note: This exercise builds on having sorted the 
Outlines & Subtotals worksheet by Date, 
Salesperson and then Product. See Exercise 

13 Sort by Multiple Criteria and Exercise 14 
Modify Sort Criteria to learn how to perform 
this customised sort. 

 


