EXCEL INTERMEDIATE TUTORIAL


	This tutorial is designed to show one how to do some of the important tasks which are commonly done in spreadsheets.  The tasks covered in this tutorial are sorting,  random number generating, iterative solving of equations, and macros.


SORTING


SORT A LIST ON A SINGLE CRITERIA


Information in a list can be sorted in ascending or descending order, based on the values in a single column (or row) or several columns (rows).   Note: all columns (rows) in a list must be included in the sort, otherwise any data omitted will remain in the same sequence.


To sort a list using a single criteria


Create a spreadsheet similar to the one below.


�


Highlight cells A4 to E6 (we only want to sort the data, not the headings or totals


Click on the ascending sort icon.�


The data will now be sorted, by column A values, in ascending order.


To sort in descending order, click on the descending sort icon.�


If you make a mistake with your sort, select Edit / Undo Sort from the menu bar immediately


SORT A LIST ON MULTIPLE CRITERIA 


To sort a list using multiple criteria 


Create a spreadsheet similar to the one shown below.


Highlight cells A2 to E6. �


Select Data, Select Sort from the menu bar


Click on the Header Row radio button (to ensure the titles are not included in the sort).


�


Sort by Surname, Ascending 


Then By Forename, Ascending (use the pull down list to select Forename)


Select OK


If your data needs to be sorted on rows, rather than columns, within the Sort dialogue box


click on Options... Select the appropriate orientation (Top to Bottom, or Left to Right), select OK


RANDOM NUMBER GENERATION


	Random numbers can be generated by typing =rand().  These random numbers change every time the spreadsheet is recalculated.  To keep a set of random numbers use the copy function to copy the set then go to Edit / Paste Special / Values.


ITERATIVE SOLVER


	The solver is used to solve for an unknown.  You can find the solver by going to Tools / Solver...  It works by changing the value of the Variable Cell (By Changing Cells) until the value computed in the Formula Cell (Set Target Cell) gets close to the specified Target Value (Equal to: Value of).  Click Solve. �


To keep the solution values on the worksheet, click Keep Solver Solution in the Solver Results dialog box.  To restore the original data, click Restore Original Values.  (Note: You can interrupt the solution process by pressing ESC. The worksheet is recalculated with the last values found for the changing cells.)


MACROS


	Macros are useful for automating a series of mouse and keyboard operations.  Macros are easy to make because you can record your operations with a macro recorder.  To record a macro use the following instructions:


Go to Tools / Macro / Record New Macro…


You should get the dialog box shown below in which you can give the macro a name (Macro1), a shortcut key (<ctrl> + m), a description, and you can designate where that macro is stored. �


In designating where the macro is stored.  Assigning it to This Workbook allows you to use the macro over and over again in that workbook.  Assigning it to Personal Macro Workbook allows you to use it in multiple workbooks.


Click OK (You should get a little box with the words stop rec on top) � EMBED PBrush  ���


Do all the operations that you’ll want to do over and over again in the order that you want them done.


When done click the little blue box on the stop rec box.


	You can now execute the macro when ever you want by using the shortcut key if you designated one or by going to Tools / Macro / Macros… or press Alt+F8, find your macro in the list, and press Run. 
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