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Agenda

In this workshop, learn to

get a start using pivot tables
summarize with charts and graphs
use conditional formatting

work with simple formulas

layout and printing

For this workshop, you should
be familiar with these
essentials which were covered
in the recent Tech Tune-up:
Excel 365 webinar

eLayout and navigation

eData entry

eSorting and filtering

eSimple tables
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Pivot tables

Category Title Start Date Start Time EndTime  Presenter First NameLlast Name Attendanc Registratic Custom Qi Status
eResources Digital Resources: Health & Wellness 10/14/2022 1:30:00 PM  3:00:00 PM Allison MiEvgenia  Nikolopou 3 John C Hai Registered
eResources Digital Resources: Health & Wellness 10/14/2022 1:30:00 PM  3:00:00 PM Allison MisSusan Ackerman 3 Mamaron« Registered
B eResources Digital Resources: Health & Wellness 10/14/2022 1:30:00 PM  3:00:00 PM Allison Mis Terry Numa 3 Mamaron: Reglstered
[ ] S u m m a r| Ze Ieaesources [Digital Resources: Health & Wellness 110/14/2022 1:30:00 PM  3:00:00 PM Allison Mi Katherine Whymark 3 BDH Bedford H Registered
eResources Digital Resources: Health & Wellness 10/14/2022 1:30:00 PM  3:00:00 PM Allison Mii Janet Heneghan 3 GRE Greenburg Registered
eResources Digital Resources: Health & Wellness 10/14/2022 1:30:00 PM  3:00:00 PM Allison MirMichelle  Wellansky 3 SOM Somers Lit Registered
L4 A n a Iyze Evergreen Evergreen Essentials: Reports 10/17/2022 1:00:00 PM 3:00:00 PM Allison Mii Terry Numa a Mamaron: Registered
Evergreen 3:00:00 PM Allison Mii Diana Wendell 8 Mount Kis Reglistered
Evergreen PivotTable Fields % 4:00:00 PM Allison Mii Elizabeth Joyce 8 NOR Registered
o EX p I O re Evergreen 13:00:00 PM Allison MiiAlan Ramsay 8 pound ridj Reglstered
Evergreen Choose fiekds to add to the report and drag them between the areas 3:00:00 PM Allison Mi Nikki Rank 8 CRO Croton Fre Registered

Evergreen below $:00:00 PM Allison Mir Marie Nania 8 LEW Lewisboro Registered

* Present summary data o

Evergreen Attendance By Session and Category [
Evergreen f ) 7 Filters Count of Registration Notes Column Label

R { Digital Literacy |eResource |Evergreen |Grand Total
Evergreen Category /: LibreOffice | 13 [ | 13
Evergreen st Health

Title

ces: How

* |nsert > Pivot table Copreen

e Drag Fields to areas = o
R (Il Cotumns i U
e Change Values function S—— —— —"

Registration Notes

jstom Questions Answ
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Pivot Tables Purp

Category
eResources

Summarize
Analyze
Explore

Present summary data

eResources
eResources
|cResourccs
eResources
eResources
Evergreen

OSE

Title

Digital Resources:
Digital Resources:
Digital Resources:

Health & Wellness
Health & Wellness
Health & Wellness

Start Date  Start Time

10/14/2022 1:30:00 PM
10/14/2022 1:30:00 PM
10/14/2022 1:30:00 PM

[Diﬁixal Resources:

Health & Wellness

l10/14/2022 1:30:00 PM

Digital Resources:
Digital Resources:

Health & Wellness
Health & Wellness

Evergreen Essentials: Reports

Attendance By Session and Category

Count of Registration Notes

Row Labels

Digital Literacy: LibreOtfice

Digital B

sources: Health & Wellness

Digital Resources: How-tos and Hobhies

igital Resources: OverDrive and Libby Essentials

Evergreen Ca3

talog Discovery

Evergreen Essentials: Circulatior

Evergreen Essentials: Holds

Evergreen tsse

Evergreen Plus: Understanding Blils

vergreen QEA

Evergreen Reports For Collection Development

tvergreen: Setting Up Recurring Reports

Tech Tune-Up: Goog

Tech Tune-Up: Goc -_urlv: Communication

e Calendar, Time Man

ement and More

Email and More

10/14/2022 1:30:00 PM
10/14/2022 1:30:00 PM
10/17/2022 1:00:00 PM

Vl plumn Labels

digital Literacy

-
L

End Time

3:00:00 PM Allison Mi«Susan

Presenter First Name Last Name Attendanc Registratic Custom Qi Status
3:00:00 PM Allison MiiEvgenia  Nikolopo!

3:00:00 PM Allison Mii Terry Numa
3:00:00 PM Allison Mii Katherine Whymark

3:00:00 PM Allison Mii Janet

U

Ackerman

Heneghan

3:00:00 PM Allison MirMichelle ‘Wellansky
3:00:00 PM Allison Mii Terry Numa

Evergreen |Grand Total

John C Hai Registered
Mamaron: Registered
Mamaron: Registered
Bedford H Registered
Greenburg Registered
Somers Lik Registered
Mamaron Registered
Mount Kis Registered
NOR Registered
pound ridj Reglstered
Croton Fre Registered
Lewisboro Registered
Mamaron Reglstered
Mamaror Registered
Mamaron Reglstered
Mount Kis Registered
New Roch Registered
Scarsdale Reglstered
Scarsdale Registered
Somers Lit Registered




]
| I V O l | a ‘ 5 Category Title Start Date Start Time End Time  Presenter First NameLast Name Attendanc Registratic Custom Qi Status

eResources Digital Resources: Health & Wellness 10/14/2022 1:30:00 PM  3:00:00 PM Allison MiiEvgenia  Nikolopou 3 John C Hai Registered
eResources Digital Resources: Health & Wellness 10/14/2022 1:30:00 PM  3:00:00 PM Allison Ml Susan Ackerman 3 Mamaroni Registered
Ieﬂesources Digital Resources: Health & Wellness 10/14/2022 1:30:00 PM  3:00:00 PM Allison Mis Terry Numa 3 Mamaron Reglstered
|eResources [Digital Resources: Health & Wellness |10/14/2022 1:30:00PM 3:00:00 PM Allison MirKatherine Whymark 3 BDH Bedford H Registered
eResources Digital Resources: Health & Wellness 10/14/2022 1:30:00 PM  3:00:00 PM Allison Mii Janet Heneghan 3 GRE Greenburg Registered
. eResources Digital Resources: Health & Wellness 10/14/2022 1:30:00 PM  3:00:00 PM Allison MirMichelle  Wellansky 3 SOM Somers Lit Registered
o I n S e rt > P Ivot ta b I e Evergreen Evergreen Essentials: Reports 10/17/2022 1:00:00 PM 3:00:00 PM Allison Mii Terry Numa 3 Mamaron Registered
Evergreen Evergreen Essentials: Reports 10/17/2022 1:00:00 PM  3:00:00 PM Allison Mii Diana Wendell 8 Mount Kis Registered
. Evergreen Fuararaan Fecantiale: Dannrre 1INAINAYY Anan DA 3.00:00 PM Allison MisElizabeth Joyce 8 NOR Registered
o D ra g F I e I d S to a re a S Evergreen o o 3:00:00 PM Allison MiiAlan Ramsay 8 pound rid Reglstered
Evergreen PivotTable Fields X 1 3:00:00 PM Allison Mii Nikki Rank 8 CRO Croton Fre Registered
. Evergreen - - : 1 3:00:00 PM Allison Mir Marie Nania 8 LEW Lewisboro Registered
o C h a n ge Va I u eS fu n Ct I O n Evergreen ;;C:n sttt bt bbb ITS:DO:OO PM Allison Mis Terry Numa 8 MAM Mamaron Reglstered
Evergreen 1 3:00:00 PM Allison MirAnthony Reda 8 MAM Mamaron Registered
: Evergreen = ©3:00:00 PM Allison Mii Jack Welss 8 MAM Mamaron: Registered
If n e e d e d Evergreen ~ < Filt T3:00:UO PM Allison MiiRoseanne Pensabene 8 MTK Mount Kis Registered
Evergreen : : o | 3:00:00 PM Allison Mii Elizabeth Joseph 8 NEW New Roch Registered
PY FO r m a t Evergreen Category |3:00:00 PM Allison MisSarah Rodriguez 8 SCA Scarsdale Reglstered
Evergreen Title 113:00:00 PM Allison M Erin Goldberg 8 SCA Scarsdale Registered
Evergreen 3 Jate S Rows F[)O:(K) PM Allison Mii Beth Levine 8 SOM Somers Lit Registered
Title
Il Cotumns
Attendance Category
Registration Notes
Custom Questions Angw
Statu 2 Values




Tables, Styles

* Highlight the cells that you want in your table
e Gotolnsert > Table to create the table

A b c o 3 F G H ! Times of the Day [ Sunday Bl Monday Bl Tuesday Bl Wednesday Bl Thursday Bl Friday B Saturday B Yorat B

1 |Timesofthe Day Sunday Monday Tuesday WednesdeThursday Friday Soturday Total 9:00:00 AM 54 59 113
2 $:00:00 AM 54 54 113! 10:00:00 AM 23 23 46
3 e 2 o o5 11:00:00 AM 12 46 S8
; 1;‘:;1:‘;:3 l: - 12:00:00 PM G 6
P 1:00:00 M s 2% Create lable “ | 1:00:00 M 6 35 41
7 2:00:00 #M & 56 23 The dats for your table is in the following range: A1:I115  |§ £:A0:00 WS 8 26 a3 7
8 3:00:00 PM 15 30 13 o 3:00:00 PM 15 39 13 67
9 4:00:00 PM 22 123 17 faoc opge e | | 4:00:-00 PM 22 123 17 162
10 5.00:00 PM 56 i) Rudecebiar s [ 5:00:00 M 56 56
n 6:00:00 PM 6:00:00 PM 0
12 7:00,00 P | oK I | cancel i 7.0000om 0
3 8:00:00 PM ‘ 8:00:00 PM 0
14 G:00:00 M _71 r | 9:00:00 PM o
el 107 o 155 L 9 g B Total 107 348 181 0 o 0 0 636,




Charts and Graphs

* Highlight the cells
that you want in
your graph

* GotoInsert > Charts

e Edit
e Data included
* lLayout
e Title

B C D

1 |Profile Group NEW NHU
2 |ADULT 21329 1594
3 |ADULT NEW , _
4 |conTRACT1 Ins_ert Draw Page Layout Formulas Data Review View Auton
- (B B O 7 @ L
: E?JEE_IESY Pictures Shapes =~ Add-ins = Recommended Column  Line  Pie Bar  Area Scatter Other

v v Charts v v v v v v Chartsv
8 |HOMEBOUND lllustrations Add-ins Charts
9 |INTERMNET ONLY (5} 0
10 |JUV NEW 4 R e
11 [JUVENILE 5576 B . [omecn R | &
12 |Online Access 34 0 R B : oxr
13 |SENIOR 2041 R | e G |
14 |STAFF 102 | 3 ; I—;
15 |TEEN 3795 BN 1) Do i PPy
16 |TEEN NEW 4 Bl e a—
17 |TEMP 4 2 i o ol B
18 SubTotal 33030 2613 e —
19 2022 Total 35643 r"‘ e
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Conditional Formatting

llllll

* Setrules for when data —— e B
meets your criteria 1a .
e Choose color or shape I
codes to apply the rules e —

* Conditional Formatting P EEE e
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Simple Functions

v -H

AutoSum — Sum, Average, Count “pvideo - owioacavie Unts | C :
* Select the cell where you want — D—:%
the total to display 8 || unde_ghonday Tuess . =
* Press enter to use the highlighted cells — e
or highlight the desired cells and then enter e |
Calculations can be entered in the formula bar wese WL o s
e Addition =(C2+C16+F45), =SUM(C2:C16) o 2
e Subtraction =(D4-C4) |
* Multiplication =(36*3), =(C2*G2) % Mosshncies. )
« Division =(56/2)  STTECT
* SUM, AVERAGE, ROUNDUP, ROUNDDOWN SUM (numbert, [number. .

* COUNT (Counts cells with numbers) COUNTA (Counts non-empty ceIIs) °e’e’
;., :westchester
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Page Setup and Printing

* Freeze Panes
* Choose spreadsheet, e cr— i
workbook, or selected cells |
* Select cells to print a range,

especially if you want to print
* Hide columns as needed e—
* Page orientation b
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Sharing

Send link
B Link settings
365 Share means you don't have to e
download, email, upload versions to e
collaborate - e
 Editis set by default —
¢ Set tO Q‘J‘ @, A7 Open in review mode only >
* Readonly ‘__\ e -
 Review only mode
coe

(comments but no edits)
* Choose a date when access expires

* Copy and send link * -westchester
**Don't use the Message feature, which uses Outlook***%:" | IBRARY SYSTEM




Office versions

, || Office 365
f| * Onyour library computer, open Excel. If needed sign in

with your Active Directory account:
firstname.lastname@westchesterlibraries.org

* |f you save files to OneDrive, you can also open your
browser, go to office.com, and sign in

* Like Google Drive and Workplace

 Some features are only in the desktop app, like macros, pivot

tables, and mail merge
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Links & Support

e Excel help & learning - https://support.microsoft.com/en-us/excel
Searchable help, video tutorials, step-by-step articles
* Use LinkedIn Learning
* Microsoft Support
* PivotTables and Charts
* Create a PivotChart
e GCFGlobal Excel https://edu.gcfglobal.org/en/topics/excel/

 Training@wl|smail.org
e Support@wlsmail.org

,., -westchester
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https://support.microsoft.com/en-us/excel
https://support.microsoft.com/en-us/excel
https://support.microsoft.com/en-us/office/overview-of-pivottables-and-pivotcharts-527c8fa3-02c0-445a-a2db-7794676bce96
https://support.microsoft.com/en-us/office/create-a-pivotchart-c1b1e057-6990-4c38-b52b-8255538e7b1c
https://edu.gcfglobal.org/en/topics/excel/
mailto:training@wlsmail.org
mailto:Support@wlsmail.org
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