


Nice to meet you!



Why am | teaching Excel?

e 10 years of experience in a variety of data roles and industries
Public Sector / Government
Nonprofit
Consulting
Higher Ed
o Startup
e BAin Public Policy
e MS in Computer Science

O O O O



How much have you used Excel before?

1 = not much 5=1'm an expert



After today’s session

You will be able to:

* Organize data using formatting and conditional formatting
e Explain how to set up a formula

e Categorize data using drop-down menus



We'll turn this... ...into this!






? Should | use Excel or Google Sheets?

You can complete this tutorial using Microsoft Excel or Google Sheets (or even Apple
Numbers)!

Most commonly-used features in Excel also exist in Google Sheets (note that the
menus or names may be slightly different).

Same is true for Mac vs. PC, there are some variations in menus and keyboard
shortcuts.



Cells, Rows, and Columns

First things first: rows vs. columns!

e Rows go horizontally (left to right) and are labeled with numbers (e.g. "Row 5")
e Columns go vertically (up and down) and are labeled with letters (e.g. "Column G")
o Cells are labeled by their row and column, e.g. "Cell G5"

e Arange is a group of cells, separated by a colon (e.g. "G5:H10")

You can select a whole row or column, or multiple rows/columns, by clicking on their
number or letter label



Cell Formatting

First, we're going to format our data as a table, and add some visual improvements.
1. Select all data (select any filled-in cell, hit Cmd-A), then click Format as Table from the
ribbon and choose a style

2. Select the first 10 rows of your sheet, then right-click and click Insert. This should add
10 more empty rows up above your table.



3. Next we'll add the Netflix logo.
o Click one of your new empty cells near the center. In the ribbon, choose Insert ->
Pictures -> Place in Cell -> Online Pictures.

o Search for Netflix in the sidebar that appears, choose an image, and click Insert.
(If this doesn't work, download an image first and select that one from photo
browser instead.)

o Once the image appears, make it larger by expanding the row height and column
width.












7.Under "Error Alerts”, type in an error message that the user will see if they try to type in
a value that's not on the list of options.

8. Click OK

9. Fill out the field on a few rows to make sure it works!
























Summary formulas with logic

Next we'll add a summary formulas that use conditional logic to determine which data to
summarize.

Add a cell between the logo and the table that will sum up the runtime of only the content
that you've watched.






Combining formulas

Formulas get really powerful when you combine them! You can replace any argument in a
formula with, you guessed it, another formula.

As we keep trying out new functions, you'll need to start looking for yourself to see which
inputs each function needs. This is an important skill! You don't have to memorize each
function, you just need to be able to figure out how to get a reminder each time you use it.

Reminder! Whenever you start typing in a function name, Excel will provide a helpful pop-
up to show you how many inputs you'll need and what they are. For a more detailed
description, go to the View menu (not the ribbon) and click Formula Builder, which will give
you a sidebar with more info on what each argument is.



Combining formulas

e Best way to figure things out is to write each formula in its own column

at first
* Once you’ve checked that each column (intermediate step) looks right,

you can combine

=LEN(“myfullname”)

=LEN( )












Formatting finishing touches

This part is totally up to you! Here are some suggestions to make the final product more
visually appealing:

1. Add some color: Select one of the rows above or below your logo and summary
metrics. In the ribbon, hit Fill > More Colors > Eyedropper and hover over the logo red
color, then hit OK

2. Hide the gridlines: Toggle to the View ribbon, then uncheck the box next to Gridlines

3. Set it to scroll nicely: Select the first cell under the category header, then in the View
ribbon, hit Freeze Panes. Now your column headers and all the rows above that will
stay locked in place when you scroll down in the document






Upcoming sessions

e Advanced Formulas Good Excel learning tools

. * Miss Excel (IG/TikTok)
Charts and Tables * PolicyViz (email/website)
* Dashboards

* Exceljet (reference site)

Keep in touch

 Follow on LinkedIn:
linkedin.com/in/rachelrwhaley



https://www.linkedin.com/in/rachelrwhaley

Please share your feedback!

* Digital Lounge feedback: E_-g'-'m

bit.ly/fall25feedback =3 cS2 s
* Email me: --;é;____-_'-::".:-

whaleyr@usc.edu



https://bit.ly/fall25feedback
mailto:whaleyr@usc.edu
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