Indhold

You can use the Shift + F9 key (or Shift + Fn + F9) to refresh a sheet instantly....................ccoccerniiinnnn. 3
You can also use the F9 key, which will calculate the entire workbook instead of the active sheet............ 3
Ctrl or Command.(mac) og klik flere celler udveelger cellerne samtidigt ........ccceevveeevieeccie e 3
Autoudfyld ved dobbeltklik i autoudfyld felt, fill-CellE ... 3
INEFOTUCTION ..ttt e bt sh et st e et e e bt e bt e sae e s ab e et e e bt e beesbeesaeeemb e e beenbeesanesanenane 4
2T 1 (oL PRSPPI 4
SPIL SHEET INTO MOIE PANES...uiiii ittt ettt e e s ee e e e st ee e e s s bee e e s ssbeeeessabteeeesnbeeeeesaseeesenasees 4
Freeze TOp ROW, UNAEI SCIOIING ..ccccviiiiiiiiiee ettt sttt e e e s atae e s st e e e snbaeeesssaeeesnnsseeesnnssenean 5
/Data/Dataveerktgjer/konsolidate kan summere fra tabelleriflere ark.......ccccooveeiiieiiiicciiciiecee e, 6
F O M At O NG e 6
Y =T oLl ol =] LT SRR 7
decimaltegn og 1000-talsadskillere iNdstilliNGer........ccuiiiiieiiie i 8
=CELLE("filnavn") viser fulde filnavn/sheet-navn udskrevet i aktuelle celle, ........ccoovuveveereeericieeecee e, 8
Find, <ctrl><b> i dansk, kan ogsa finde felter med formler ...........covieiiiieciiecieccce e 8

Use a* to find all cells that start with the [etter @........couieiiiiii e 8

To find question marks or asterisks, precede the question mark or asterisk with a tilde (~). For example,

use *~? to find all cells that end with @ qUESTION MaArK........cceieiiiiiiiceee e 9
Use *bc* to find all cells that contain "B ... e 9
FING 10MME CRIIRT ... ettt ettt e bt e s bt e s at e et e e bt e bt e bt e sbeesaeeeabeenbeenbeesaeesanenane 9
Rl S V1o ot oY TR =4 AT RSP PR 9
Lopslag/Vlookup : lodret opslag gennem tabel/dataomrade -Kolonne .........c.ccovevvevieciiecceccieccecceeceeeee, 9
Vopslag: vandret opslag gennem tabelraeKKe .......c.uveieeiiiie et e 9
Multiple Criteria, opslag i to kolonner i tabelomMrade.........ooooviiiiicciiee e 13
HN/A EITOr FOr NOT FOUNG oottt ettt et e e e e e e et e eeeessesabeaeeeeesssasassrasteeeesssesasseseeeeesssanannne 13
YT 1 o] (Sl Mo To) {0 o N -] o L= UPRRPN 14
INDEX @N0 IMATCH ...ttt ettt ettt et b et s b et b e s ae et e s bt et e sbeebe et e sbeeabe bt saeenbesbeeasenbesreennens 14

Brug funktionen Match/SAMMENLIGN til at s@ge efter et angivet element i et celleomrade og derefter
returnere den relative position for det pagaldende element i omradet. Hvis omradet A1:A3 f.eks.

indeholder veerdierne 5, 25 og 38, returnerer formIen ..........ooovvii e 15
=SAMMENLIGN(25;A1:A3;0) uden match returns 0/false Vist .......c.coovveeeireeiiieeeiee e 15
tallet 2, fordi 25 er det andet elemMent i OMIAEL. .......eeeeeeeeeeeeeee s 15
Table Magic, Lookup mere elegant med defintion af tables..........ccueviieiiiicci e, 15
Two-column Lookup, eller 1ookup i to tabeller ........c..eev e 17



INDEX function with the AGGREGATE gives Multiple reSUILS .....coovcviiiiiciiie e 19

Countifs To count rows based on one or multiple Criteria.......cccovcviiriiiier e 19
Sumifs : sum cells based 0N MUILIPIE CrItErIA ....iiiviiieeeee e e e 19
Max(A:A) giver maxvaerdi i A-kolonnen, MATCH(Max(A:A),A:A,0) positionen med MaX.......cccceeeeveeeenns 20
SEATISTIK .ttt ettt b e b e s b e a et e bt et e e bt e s bt e sheesar e e be e b e e beenreennees 21
IVIOVINE QVEIAEE ittt et e e ettt ettt e e e ettt et e e e e e et bttt e e e e e e s aa b et e eeeee e s ssbateeeeeeesannsabaeeeeseaasasssesaaaeesssananns 22
Plads, Rank arrangerer tal i raeKKeflIg. ... it e e s are e e 23
R D - = AN = Y2 LSRR 24
Sort: You can sort your Excel data on one column or multiple columns. You can sort in ascending or
o LTy oY g T [T g = o] o =T PSRRI SPR 24
R -1 o1 1TSS UPPRRRRRTPRION 25
Convert Tablet til NOrmMal dataomMIAde. .........coviiiuieiiii ettt s 26
I Lo 1o A LT TR 26
Y11 =L I o1 [T PP UURPPRPRN 29
Nar der oprettes diagram, oprettes der automatisk en pivottabel, ........ccceeeveviiiiiiiiiiiiciiicee e, 33
QUICK Data-ANalYSiS ..eeeurriieiiiiieeeeieee ettt e ettt e e et e e e st e e e e sabaeeessabeee e s s baeeeasbaeeeanraaeeanreaeeennrees 33
Press CTRL + g. selects the entire data set and opens the Quick Analysis tOOl...........ccceecveeeeeciieeecciiieeeens 35
RUNNING, OPSUMMEIENAE, SUM ..eiiiiiiiiieiciiieeeeiieeeeeitteeeestteeeeetteeeeebeeeesastaeesaseaeesessasasassseesanstesassassenasanns 36
(o]0 gF- | A o ¥ - OO PO PP PPUPUPPPTROt 37
Sparklines are graphs that fit in one cell, great for displaying trends........ccccoveeiiiiiiinciin e, 41
Analysere tendenser i data vha. minidiagrammer.........c.ueeoeciiie e e 42
Kan ogsa lave beskrivende, describtiv statitisk af kolonnerne............ccooecvieeiiciei e 46
*** Pivot Tables: muligger sortering efter flere kriterier ... 46
Data fOrmat tipS AN THICKS tveuirieeirieirie ettt sttt sttt sttt et ebe e b e ebe e 46
INSErt A PIVOt Table ..ottt st st 47
D) i 7o i (=] (o KPP RSRPP 48
Y0 o TP PP P R USUPOPRRPR 49
FRIEET ...ttt et s bt et e s bt e bt et e s bt e st e bt e at et e sbe et e sheemt e besaeeneenne 50
Change Summary Calculation..............cocooiiiiiiiiiii e 51
Two-dimensional PIvot Table ... e e 53
Betinget formatering af CEIIRT ... e e e s e e e st e e e s e e e e arae e e e narees 55
R ] 0 =T ol ) o 1= PP U U RUSU SO PPOPROPRPRPION 55
*16 Countif: The powerful COUNTIF function in Excel counts cells based on one criteria..........ccccccvveennnns 57

*19 Transpose: Use the 'Paste Special Transpose' option to switch rows to columns or columns to row 58



Paste SPecial TTANSPOSE ...........ooi ittt e e bt ee e e e b e e 58

Excel Easy: #1 Excel tutorial on the net (excel-easy.com)

We offer a tutorial on how to use Excel. Below you can find an overview of all chapters. Want to learn much
more about Excel? You can find related examples and features on the right side of each chapter. We make

Excel easy!

James - Vancouver, Canada - "I began to actually understand what | was doing rather than just copying
everything into my worksheet." [Read More

https: //www.w3schools.com/googlesheets/index.ph ooglesheets oversight, meste virker nok ogsa i

Excel

You can use the Shift + F9 key (or Shift + Fn + F9) to refresh a sheet
instantly

{gﬂ lEHIII

You can also use the F9 key, which will calculate the entire workbook
instead of the active sheet.

Ctrl or Command.(mac) og klik flere celler udvaelger cellerne samtidigt

Autoudfyld ved dobbeltklik i autoudfyld felt, fill-celle

=A1+B1
A B C m E E . M~ o

1 1 5 fill button, dobbetltklik sa

2 2 4 mudfyldes resten ned til C5

3 3 5]

4 4 3

> 5 10 i stedet for at skulle traekke
ned til r5


https://www.excel-easy.com/?fbclid=IwAR0EpaBKc6GyFnBZs764zUQysudQfu9DNOfQ1xPT8U3y22k5b51OvH-G16I
https://www.excel-easy.com/reviews.html
https://www.w3schools.com/googlesheets/index.php

Introduction

If you're an Excel beginner, this is the perfect place to start.

Microsoft Excel is one of the most used software applications of all time. Hundreds of millions of people
around the world use Microsoft Excel. You can use Excel to enter all sorts of data and perform financial,

mathematical or statistical calculations.

1 Range: A range in Excel is a collection of two or more cells. This chapter gives an overview of some very
important range operations.

2 Formulas and Functions: A formula is an expression which calculates the value of a cell. Functions are

predefined formulas and are already available in Excel.

Basics

This section explains the basics of Excel.

1 Ribbon: Excel selects the ribbon's Home tab when you open it. Learn how to use the ribbon.

2 Workbook: A workbook is another word for your Excel file. When you start Excel, click Blank workbook
to create an Excel workbook from scratch.

3 Worksheets: A worksheet is a collection of cells where you keep and manipulate the data. Each workbook
can contain multiple worksheets.

4 Format Cells: When we format cells in Excel, we change the appearance of a number without changing the
number itself.

5 Find & Select: Learn how to use Excel's Find, Replace and Go To Special feature.

6 Templates: Instead of creating an Excel workbook from scratch, you can create a workbook based on a
template. There are many free templates available, waiting to be used.

7 Data Validation: Use data validation in Excel to make sure that users enter certain values into a cell.

8 Keyboard Shortcuts: Keyboard shortcuts allow you to do things with your keyboard instead of your
mouse to increase your speed.

9 Print: This chapter teaches you how to print a worksheet and how to change some important print
settings in Excel.

10 Share: Learn how to share Excel data with Word documents and other files.

11 Protect: Encrypt an Excel file with a password so that it requires a password to open it.

Split sheet into more Panes

You can even split your sheet into four panes. To achieve this, execute the following steps.


https://www.excel-easy.com/introduction/range.html
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https://www.excel-easy.com/basics/ribbon.html
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https://www.excel-easy.com/basics/templates.html
https://www.excel-easy.com/basics/data-validation.html
https://www.excel-easy.com/basics/keyboard-shortcuts.html
https://www.excel-easy.com/basics/print.html
https://www.excel-easy.com/basics/share.html
https://www.excel-easy.com/basics/protect.html

1. First, select a cell that is not in column A or row 1. Tryk sd view/opdel[split] sa fas cursor til hver

opdeling
E7 ~ A || 373 v
A B | € | b E F | 6 | H | 1 | 1

1 |Age Marital status Address Income Car price Education Emply Retired Gender Wirel

2| 35 1 12 72 37 1 23 of

3| 36 1] 29 153 76 1 35 0m

4| 28 1 9 28 13.9 3 4 of

3| 24 1 4 26 13 4 o 0m

6 25 1 2 23 11.3 2 5 0m

7 45 o 9 ?ﬁl 3?.3.| 3 13 0 m

8| 44 1 17 144 72.1 2 23 0m

9| 46 1 20 73 37.1 1 29 0m

0 1 1] 10 26 13 1 8 0m

11| 29 1] 4 19 9.6 2 10 of

12| 34 1] 0 89 444 3 12 0m |Z|
Sheet! | @ I O

Ready [ H 0 -———+ 100%

Freeze Top Row, under scrolling

To freeze the top row, execute the following steps.

1. On the View tab, in the Window group, click Freeze Panes.

—i\j ﬁ% A split bk (%

Hid I

Mew Arrange Freeze = Switch

Window Al Panes= [_]Unhide [y Windows -
Window

Freeze Panes

Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).
Freeze Top Row

Keep the top row visible while scrolling through
the rest of the worksheet.

Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet,

oM

veelg reekke, sd freeze Panes



/Data/Dataveerktgjer/konsolidate kan summere fra tabeller i flere ark
H o~

Filer Hjem Indseet  Sidelayout  Formler Data  Gennemse Vis  Hjeelp

| A | B | C | D | E | F G H | J | K | L M | N | [0} P | Q | |
Quater 1 Quater2 Quater3 Quater4d

2 |kaffe 10 20 30 40
100 200 300 400

Filer Hjem Indseet  Sidelayout  Formler Data  Gennemse Vis  Hjelp Q Forteel mig, hvad du vil foretage dig

A | B | C | D | E | F G | H | J | K | L M | N | (0] P | Q
Quater 1 Quater2 Quater3
kaffe 10 20 30
te 100 200 300

G s consolidated - Excel Bjarne Hansen . &= o O X

Hjem Indseet  Sidelayout  Formler Data  Gennemse Vis  Hjelp Q Fortzel mig, hvad du vil foretage dig |

B2 - St || consolidate

1l2]s A B C | b | E | F G . H | | I Ko (2]
1 Quater 1 Quater 2 Quater3 Quater4 Konsolider ?
2 | [consalidate | 10 20 20 a0

- Funktion:
-3 Consolidate2 10 20 30
— ~
4 |kaffe 20 10 60 40 |
7 |te 200 400 600 00| Reference:

8 [consolidate.xlsx]Ark11 $AS1:5E53 * Ger
9 y Alle referencer:
10 [consolidate.xls 15A51:5E53
-|-|7 [consalidate2 xlsx]ark1!$451:5D83
12
13| Benyt maerkater |
14_ Bverste rakke
15, Venstre kolonne Opret ksader til kildedata
16
"

Formattering

https: //www.excel-easy.com/examples/text-to-numbers.html
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Merge celler
2. Select the range A1:G1.

1R x 7C v fe | Week 38

A A | B | C | D | E F G
1 |Week 38 | | | | | |

2 |Sun Mon Tue Wed Thu Fri Sat

3. On the Home tab, in the Alignment group, click Merge & Center.

- ab, Wrap Text

= = = | &= 3= Merge&ﬁmter -
Alianment M
Al v | i j = Week 38
A A | B C | D | E F
1 Week 38
e Cuaem Bl Tuoam VAT~ A Thus Ewi C o=

/felt celler



decimaltegn og 1000-talsadskillere indstillinger

Excel-indstillinger

Seet
ind ¥
Udklipshold

B17

Generelt
Formler
Korrektur
Gem
Sprog

Tilgaengelighed

Avanceret

& & &

Tilpas bandet
Veaerktgjslinjen Hurtig adgang

Tilfgjelsesprogrammer

Center for sikkerhed og rettighedsadministration

D Avancerede indstillinger i Excel.

Redigeringsindstillinger

Efter tryk pa Enter flyttes markeringen

[ Indsaet automatisk decimaltegn

Aktivér fyldhandtag samt traek og slip af celler
Besked far overskrivning af celler
Tillad redigering direkte i cellen
Udvid dataomradeformater og formler
Aktivér automatisk angivelse af procenter
Autofuldfgrelse af cellevasrdier
Hurtigfyldning automatisk
[ ] Zoom ved at dreje pa IntelliMouse-hjulet
Giv brugeren besked, nar der foregar en handling, der kan veere tidskraavende
Nar dette antal celler (i tusinder) pavirkes: | 33.554
| Brug systemseparatorer
Decimalseparator:

Tusindtalsseparator:

CELLE("filnavn") viser fulde filnavn/sheet-navn udskrevet i aktuelle celle,

EI consolidate - Excel

A2

- S
A

1 |C:\Users\bh\Documents\programmering\Excel\[consolidate.xlsx] Ark2

| Arki Ark2 @

Find, <ctrl><b> i dansk, kan ogsa finde felter med formler
An asterisk (*) matches a series of zero or more characters. For example, F*rrari will find Ferrari, Forrari,

Farrari, Foorrari and Faaaaaarrari.

A single question mark (?) matches exactly one (any) character.

Use a* to find all cells that start with the letter a.

Use *cd to find all cells that end with the text "cd".



To find question marks or asterisks, precede the question
mark or asterisk with a tilde (~). For example, use *~? to find
all cells that end with a question mark.

Use *bc* to find all cells that contain ""bc"'.

https: //www.excel-easy.com /basics/find-select.html

Find special > Select Formulas and click OK.

Go To Special ? s
Select
Oﬂntes D Row differences
O Constants (::l Column differences
©Formiias O Brecedents
Mumbers Dgependents
[+] Text Direct only
Logicals All levels
Errors i) Last cell
O Elanks (::l Visible cells only
() Current region i) Conditional formats
l:::l Current array D Data validation
() Objects All
Same
Cancel

Note: you can search for cells with formulas that return Numbers, Text, Logicals (TRUE and FALSE)

Find tomme celler

=TALV(A37:D37) antal celler med vaerdier

*** Functions, vigtige

Lopslag/Vlookup : lodret opslag gennem tabel/dataomrade -
kolonne

Vopslag: vandret opslag gennem tabelraekke


https://www.excel-easy.com/basics/find-select.html

https://www.excel-easy.com/examples/viookup.html

opslagsfeltet skal vaere i 1.kolonne for tabellen, dataomradet
VLOOKUP function matches the first instance.

case-insensitive search

ksempel pa brug af Lopslag i Excel

Med nedenstaende liste gnskes det at finde en e-mail ud fra et Isnnummer. Den rgde pil, der peger nedad,

viser sggekolonnen. Pilen, der peger til hgjre, viser reekken, som indeholder det sggte Ispnnummer. Den

grenne pil, der peger opad, er returkolonnen, hvor hgjre-pilen viser vaerdien (e-mail), som formlen

LOPSLAG skal returnere:

4 A B G , D E F G H

1

R onrummer: TR

3

ol |

5 )

6

7 Lennummer Navn Adresse Post By

8 = 373845 Victor Clausen Hirsemarken 3 4600 Koge

9 . 546821 Mai Bach Jernaldervej S000 Odense C

10 | 129856 Egon Fischer Spobjergvej 4 6700 Esbjerg

1 775846 Ingelise Brandt Drejovangen 22 8210 ArhusV

12 P> 458626 Fie Christensen Ankjar 82 4220 Korser

13 685496 Anna Christiansen Hirsevangen 29 9200 Aalborg S\

14 VGSMSB Iben Jeppesen Lykkeshej 107 9400 Nerresund

15 815364 Kaj Christoffersen Stengdrdsvej4 5200 OdenseV
i C4 skriv

Tekst guide: Sadan Laver du Lopslag i Excel, skrives i modtagerfeltet C4

1. Markér cellen (C4), hvor du gnsker at have resultatet staende.

10
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2. Indszet formlen LOPSLAG, f.eks. med ikonet »Opslag og reference« under fanen Formler:

l_r'l:ll.lt l-::rm-ha-r Lata xennemse |

a44@ o l :

Logik  Tekst Lato og
¥ N klokdceslet ~ r.-.f

Materm
tregonal

Funihionsbiblicotek

3. Udfyld den viste dialog boks med funktionsargumenter til LOPSLAG, som beskrevet herunder:

Funktionsargumenter

LOFRLAG
Opsiagevardi 2 + | = 458626
Tabelmatrix B3:H15 + | = [373E45Y
Kolonnesndeks_mnr 2 + | = 4
Intervalopilag T =

Q

Opslagsveerdi. Er det, du sgger efter.
| vores eksempel er det celle C2, hvor du kan skrive Ignnummer.

b. Tabelmatrix. Det er hele listen med alle kolonnerne — mindst fra og med opslagskolonnen —
til og med resultatkolonnen.
| vores eksempel er det omrdadet B8:H15.

c. Kolonneindeks_nr. Her angiver du kolonnenummeret fra tabelmatrixen, som du gnsker at
returnere veaerdien fra. Start med at teelle fra opslagskolonnen og hen til resultatkolonnen.
| vores eksempel er det fra den farste kolonne (Lannummer) og hen til den kolonne, du
@nsker at returnere veerdien fra, E-mail, som er nummer 4.

d. Intervalopslag. Her vaelger du, om det skal veere et praecist opslag, eller om du gnsker den
naermeste veaerdi.
I vores eksempel skal vi bruge et praecist opslag, da vi gnsker mailadressen, der er tilknyttet
det Igsnnummer, vi taster ind.

FALSE for eksakt match ellers it will return the largest value smaller than sgge-vaerdi.

| vores eksempel vil det give fglgende formel, i C4

11



[=LOPSLAG(C2:B5:H15:4:FALSK)]

Fejlfinding nar Lopslag ikke virker og returnerer svaret #1/T

Vi gnsker ikke noget tilnsermelsesvis resultat, men hvad er resultatet, hvis det s@ggte ikke findes i listen? Der
vises da svaret #1/T, som eksemplet herunder viser:

ot T

| det tilfelde, hvor der ikke er noget resultat, vil det vaere paenere at vise et andet resultat, som kunne veere
et nyt LOPSLAG fra en anden liste, eller som her, bare en tekst. Lgsningen er at indsaette Excel-formlen
HVIS.FEJL omkring funktionen LOPSLAG:

1. Markér cellen, som indeholder formlen, du vil redigere, og tryk herefter pa genvejstasten til
celleredigering: funktionstasten F2.

2. Seet tekstmarkgren mellem lighedstegnet og formelnavnet og skriv de to f@rste bogstaver i
formelnavnet »hv«, hvorefter du skal markere pa den viste liste, funktionen HVIS.FEJL:

B-hvLopsLaG(C2;B8:H15;4;FALSK)
(B rrvis ]

(I HyISFR

Returmerer udtndket vaerdi_hias_Tey

3. Den markerede formel indseetter du ved at trykke pa tasten Tabulator (eller dobbeltklikke pa den
med musen):

[BE-HvIS.FEIL(LOPSLAG(C2;88:H15;4;FALSK)

HVIS FEIL (weerde: vierdi_kvis_fe

4. Herefter skal du tilfgje et separatortegn (argument adskiller) efter slut-parentesen og skrive
»”Findes ikke”« og indsaette en afsluttende parentes:

’zHVIS.FFJL[LD PSLAG(C2;B8:H15;4;FALSK);"Findes ikke")

Fgrst nu ma du afslutte redigeringen, hvilket du ggr ved at trykke Enter.

5. Herunder ses handteringen af formlen LOPSLAG, nar der ikke findes et sggeresultat:

Partial match med wildcard *(0 el flere chars) eller ?

12



G3 M

A B

+

Fx =VLOOKUP(G2&"*",B3:D9,3,FALSE)

D E | F

G

First Name Last Name Salary

1

2

3 John Lewis
4 | Jessica

5 - Mia Reed
6 Richard

Multiple Criteria, opslag i to kolonner i tabelomrade

Do you want to look up a value based on multiple criteria? Use INDEX and MATCH in Excel to

Walker

Lopez

597,566
$58,339
$125,180
591,632

Salary

First Name Jess

| 558,339_|

G4 ol I« {=INDEX(D3:D9,MATCH(G2&G3,B3:B9&C3:C
A B C D E | F G

1

2 | First Name Last Name Salary First Name James

3 James Smith $64,901 Last Name Clark

4 James Anderson  $70,855 Salary 5183,55?1

5 James Clark $188,657

6 | John Lewis 597,566

7 John Walker 558,339

8 | Mark Reed $125,180

9 Richard Lopez 591,632

#N/A error for not found

If the VLOOKUP function cannot find a match, it returns a #N/A error.

13




H3 M Jx =IFNA(VLOOKUP(H2,B3:E9,4,FALSE),"Not |

A B C D | E | F | G H I
1
2 ID First Name Last Name Salary ID 28
3 72 Emily Smith $64,901 Salary Not Found l
4 66 James Anderson 570,855
5 14 Mia Clark S188.657

Multiple Lookup Tables

When using the VLOOKUP function in Excel, you can have multiple lookup tables. You can use the IF
function to check whether a condition is met, and return one lookup table if TRUE and another lookup table
if FALSE. i den aktuelle lookuptabel sgges sa | 1.kolonne

1. Create two named ranges: Tablel and Table2.

med True returns hejeste vardi<=

E4 v I =VLOOKUP(D4,IF(C4="UK",Tablel,Table2),2, TRUE)

A | ] C D E F G H || J , K L
1
2 | [Fable 1 UK Market  [Table 2] USA Market
3 Last Name Market Sales  Bonus Sales Bonus Sales Bonus
4 Smith UK 85,171 S600 S0 S0 S0 $100
5 Anderson UK $1,381 so $2,000 $400 $5,000 51,000
6 Clark USA $6,272| 51,000 54,000 5600 $10,000 51,500
7| Lewis UK ¢9,168|  $900 $6,000  $700 1
8 Walker USA $10,366| S1,500|«— | S$8,000 $90(
9 Reed UK $7,375 $700 $10,000 51,100
10 Lopez USA 54,183 5100.

INDEX and MATCH

https://www.excel-easy.com/examples/index-match.html
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Brug funktionen Match/SAMMENLIGN til at sgge efter et angivet element i et celleomrade og
derefter returnere den relative position for det pagaldende element i omradet. Hvis omradet A1:A3
f.eks. indeholder veerdierne 5, 25 og 38, returnerer formlen

=SAMMENLIGN(25;A1:A3;0) uden match returns O/false vist
tallet 2, fordi 25 er det andet element i omradet.

Instead of using VLOOKUP, use INDEX and MATCH. To perform advanced lookups, you'll need INDEX and
MATCH. Maybe this is one step too far for you at this stage, but it shows you one of the many other
powerful formulas Excel has to offer. Der sgges efter H2 vaerdi | B, der returneres position, som bruges i
opslagi E, sikkert

H3 N I =INDEX(E3:ES,MATCH(H2,B3:B59,0))
A B C D E F €] H | 1

1

2 _E.Firﬁt Mame Last Name.SaIaE_{ | ID 53

3 72|Emily Smith 464,901 Salary | 558.339_'

4 66 |James Anderson | 570,855

5 14|Mia Clark $188,657

] 30|John Lewis 597,566

7 53|lessica Walker 558,339

8 56|Mark Reed 5125,180

g 179 Richard Lopez | 591,632_

=
=

Table Magic, Lookup mere elegant med defintion af tables

Tables can make VLOOKUP formulas a lot easier. In the example below, a single VLOOKUP function
automatically looks up all country codes.

Code feltet | C fyldes med Vlookup, der slas 0a i loopup-Table2 med ord fra Country-kolonnen
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C2 5 F =VLOOKUPR({[@Country], Table2,2,FALSE)

Ml City B country

2 |MNew York United States United States us
3 |London United Kingdom UK -@ United Kingdom UK
4 Toronto Canada CA Canada CA
5 |Dallas United 5tates us France FR
6 Houston United States us Germany DE ]
7 |Paris France FR

8 Berlin Germany DE

9 |Los Angeles United States us

10 |Montreal Canada CA

11 |Birmingham United Kingdom UK

12 |Hamburg Germany DE

13 |Chicago United States us J

14

Left Lookup

The VLOOKUP function only looks to the right. No worries, you can use INDEX and MATCH in Excel to
perform a left lookup.

Match del: ID-veerdi i A2 slas op i G, positionen findes, med denne slas op til tilhgrende

B2 v Fe | =INDEX(SES4:5ES7,MATCH(A2,5G34:5G57,0))
A B c ., b , E | F | G | H | 1

1|ID Product

2 104 printer |

3 | 103 Product |Brand ID

4 104 Computer [Dell 101

5 | 101 Keyboard |Logitech 102

6 | 102 Mouse Logitech 103

7| 103 Printer HP 104

g | 101

9 | 104

10 | 101

11 | 102

12

Note: when we drag this formula down, the absolute references (SES4:SES7 and $GS$4:5GS7) stay the
same, while the relative reference (A2) changes to A3, A4, A5, etc.
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Two-column Lookup, eller lookup i to tabeller

Do you want to look up a value based on multiple criteria? Use INDEX and MATCH in Excel to perform
a two-column lookup.

G4 - 5 {=INDEX[D3:D9,MATCH|[G2&G3,B3:B9&C3:C5,0)}}
AL B | C | D E | F G Ho [

1 —

2 | FirstName Last Name Salary First Name James

3 James Smith 564,901 Last Name Clark

4 James Anderson 570,855 Salary | 5188,65?_'

5 | James Clark 5188,657

6 | John Lewis 597,566

7 | John Walker 558,339

8 | Mark Reed 5125,180

9 | Richard Lopez 591,632

10

1 Chocolate Strawberry Vanilla

2 |Jan 544 639 189

3 |Feb 217 719 679

4 |Mar 810 178 810

5 |Apr 567 926 929

6 |Mmay 745 230 364

7 |Jun 298 820 947

3 |Jul 457 522 832

9 |Aug 495 500 239

10 |Sep 871 391 529

11|0ct 585 225 M1

12 |Nov 478 262 540

13 |Dec 741 883 QP 809

14

6. On the Formulas tab, in the Defined Names group, click Creat

<—°| &) Define Name ~
)

Name

Manager BZ Create from Selecti

Defined Name

N

5

7. Check Top row and Left column and click OK.

17
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. Use the intersect, faellesmaengde, operator (space) to return the intersection of two named ranges.

GS v Jx :Febeh ocolate
A B . C , D . E | F G

1 Chocolate Strawberry Vanilla

2 Jan 544 639 189

3 Feb 217 719 679

4 Mar 810 178 810

5 |Apr 567 926 929 Sales 21?!
ﬁ_ May 745 230 304

7 Jun 298 820 947

8 _lul 457 522 832

S Aug 495 500 239
10_ Sep 871 391 529
11 Oct 585 225 791
12 Nov 478 262 540
13 Dec 741 883 809
14

the INDIRECT functions convert the text strings ("Feb" in cell G2 and "Chocolate" in cell G3) into valid
named ranges.

G5 = e =INDIRECT(G2) INDIRECT(G3)
A B . C | D | E | F G

1 Chocolate Strawberry Vanilla

2 |Jan 544 639 189 Month Feb

3 |Feb 217 719 679 Flavour Chocolate

4 _ Mar 810 178 810

5 |Apr 567 926 929 Sales 217’I!I

A Maw TAS 22N 2RA
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INDEX function with the AGGREGATE gives multiple
results

his method will use the INDEX function with the AGGREGATE function return multiple match values in
Excel. It will locate the associated Apps for the selected Division and compile the results into a new list. We
will also integrate an IF test to visually suppress any errors that may show up when the returned items do
not fully populate the results list area.

. A | B S o (0 B = G _
1 FIND multiple matches
2
3 \ Apps for Divisi
_ 3 Division Apps Revenue Game |
5 Utility Accord 17,760
6 |Productivity Blend 17.990
7 Game Fightrr 11,649
8 Game Hackrr 18,701

M SN e ST N s e SIANANIN o e DA s N TN
Countifs To count rows based on one or multiple criteria

To count rows based on multiple criteria (for example, green and greater than 9), use the following
COUNTIFS function.

B7 - f =COUNTIFS{A1:A5,"green",B1:B5,">9")
A B i . D . E , F , G , H , |

1 |red 10

2 |green 1

3 |red 7

4 |green 2EI-|

5 |red 3

b

7 | 1.|

8

Sumifs : sum cells based on multiple criteria
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To sum cells based on multiple criteria (for example, circle and red), use the following SUMIFS function

(first argument is the range to sum).

cr - f =SUMIF5({C1:C5,A1:A5,"circle",B1:B5,"red")
A B C D E F G H
1 |circle red ID|
2 |triangle green 1
3 |circle red ?|
4 |circle green 20
5 |triangle red 3
6
7 | 1?.|
B8 hvis
anderledes end danske udgave:
=SUM.HVIS(B24:B32;E25;C24:C32)
soger efter E25 1 blat omrade. talveerdier 1 sum fra C-kolonnen F
22 |sum.hvis
23 |Name Type 1 Total
24 | Bulbasaur Grass 318 Type Total 5
25 Ivysaur Grass 405 | Grass |24:c32
26 | Venusaur Grass 525 Fire
27 | Charmander Fire 309 Water
28 | Charmeleon Fire 405
29 | Charizard Fire 534
30| Squirtle Water 314
31 Wartortle Water 405
32 | Blastoise Water 530
bl |

Max(A:A) giver maxverdi i A-kolonnen,
MATCH(Max(A:A),A:A,0) positionen med Max

Discover how functions in Excel help you save time. If you are new to functions in Excel, we recommend

you to read our introduction to Formulas and Functions first.

1 Count and Sum: The most used functions in Excel are the functions that count and sum. You can count and

sum based on one criteria or multiple criteria.

2 Logical: Learn how to use Excel's logical functions, such as IF, AND, OR and NOT.
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3 Cell References: Cell references in Excel are very important. Understand the difference between relative,

absolute and mixed reference, and you are on your way to success.

non non

4 Date & Time: To enter a date in Excel, use the "/" or "-" characters. To enter a time, use the ":" (colon). You
can also enter a date and a time in one cell.

5 Text: Excel has many functions to offer when it comes to manipulating text strings.

6 Lookup & Reference: Learn all about Excel's lookup & reference functions, such as VLOOKUP, HLOOKUP,
MATCH, INDEX and CHOOSE.

7 Financial: This chapter illustrates Excel's most popular financial functions.

8 Statistical: An overview of some very useful statistical functions in Excel.
9 Round: This chapter illustrates three functions to round numbers in Excel. ROUND, ROUNDUP and
ROUNDDOWN.

10 Formula Errors: This chapter teaches you how to deal with some common formula errors in Excel.
11 Array Formulas: This chapter helps you understand array formulas in Excel. Single cell array formulas

perform multiple calculations in one cell.

statistik

The AVERAGE function ignores logical values

The formula below calculates the average of the top 3 numbers.RUE or FALSE), empty cells and cells that

contain text.

AT v Jx =AVERAGE(LARGE(A1:A6,{1,2,3})]

To calculate the average of cells that meet one criteria, use the AVERAGEIF function in Excel.

to calculate a weighted average in Excel, use SUMPRODUCT and SUM.
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B6 v| : fc | =SUMPRODUCT(B2:B4,C2:C4)/SUM(C2:C4)

A | B C | D | E . F . G
1 Score Weight
2 |Quiz 20 1
|Test 40 2
_|Final Exam 30 3

| Weighted Average ﬁl.ﬁ?_l

Moving average

v Trendline Options

) Exponential
) Linear

) Logarithmic
O Polynomial
) Power

O Moving Average Period | 300 e

Trendline Name

R MR

() Automatic

O Custom I: 3 per. MA e

1. [ Dataanalyse dialog, veelg Glidende gennemsnit og klik OK.
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Data Analysis

Analysis Tools
nab

Exponential Smoothing
F-Test Two-Sample for Variances Cancel
Fourier Analysis

Histogram

Help
Random Mumber Generation

Rank and Percentile

Regression

Sampling

t-Test: Paired Two Sample for Means

2. 1Glidende gennemsnit dialogboks, der vises, venligst:
1. Input Range: Valg dataomradet for de glidende gennemsnit. Veelg f.eks. omrade B2: B9.

2. Interval: Indtast antallet af datapunkter for hvert glidende gennemsnit. [ vores tilfaelde gar

viind 3indidet.

3. Output Range: Velg, hvor du vil have de glidende gennemsnitsresultater vist, sdsom

rakkevidde C2: C9.

4. Kortoutput: Marker denne mulighed, hvis du gnsker en grafisk visning.

5. Klik OK.
{l B - < Mowving Average
1 Period Amount Moving average
2 1 320] 17 et
3 2 3491 : Input Range: SBSZ5BS9
1 1 o Cancel
4 3 412: 1 (] Labels in First Row
1
1 1
3 4 393: 1 Interval: 3 o Help
6 5 251 |
7 6 348! : Clutput options o
1 ' .
g 7 292! : Output Range: 5Cs2:5059 +
g 8 321:. ___________ J' Mew Worksheet Ply:
10 P: rkbook
11 Chart Qutput [:] Standard Errors
12 N y

Plads, Rank arrangerer tal i rekkeflg
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A2 - Je =PLADS(A1;5A51:01;-5)

B C D E F G H I J K L M N

0 er lavest ->1, forekomst 1, sa naeste 3 har rang 3

k¥%* Data Analysis

11
— nar man traekker hen th. i

This section illustrates the powerful features Excel has to offer to analyze data.

Sort: You can sort your Excel data on one column or multiple
columns. You can sort in ascending or descending order.

Filter
E Advanced

Sort & Filter
Sort

—+} Add Level

> Delete Level EB Copy Level

| column
Sort by

Sort On

Last Name
Last Name h ............

Sales
Country
Quarter

Cell Values v

Options...

? X

My data has headers

Order
AtoZ v

Klik dataark, tryk sa

Cancel

2 Filter: Filter your Excel data if you only want to display records that meet certain criteria.

3 Conditional Formatting: Conditional formatting in Excel enables you to highlight cells with a certain color,

depending on the cell's value.

4 Charts: A simple Excel chart can say more than a sheet full of numbers. As you'll see, creating charts is

very easy.

5 Pivot Tables: Pivot tables are one of Excel's most powerful features. A pivot table allows you to extract the

significance from a large, detailed data set.

6 Tables: Master Excel tables and analyze your data quickly and easily.

7 What-If Analysis: What-If Analysis in Excel allows you to try out different values (scenarios) for formulas.
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8 Solver: Excel includes a tool called solver that uses techniques from the operations research to find

optimal solutions for all kind of decision problems.

9 Analysis ToolPak: The Analysis ToolPak is a great Excel add-in program that provides data analysis tools

for financial, statistical and engineering data analysis.

*** Tables
Marker dataomrade tryk indsaet tabel

structured-references.xIsx

3. A list of structured references (the columns) appears. Select Sales from the list.

COUNTIF  ~| i | X  f | =0.02%

A B C D E F
) Last Name B Sales [ v | Country B quarter &2

2 |Smith $16,753.00 UK Qtr3 =0.02* |

3 |Johnson $14,808.00 USA Qtr4 €3 Last Name
4 |Wwilliams $10,644.00 UK Qtr2 (=

5 |Jones $1,390.00 USA Qtr 3 & Country
6 |Brown $4,865.00 USA Qtr4 & quarter
—— e —= £ Bonus

Result: Excel automatically copies the formula down the column for you.

E3 v Je =0.02*[Sales]
F
il Last Nameﬂ Sales ﬂ Countryﬂ Quarterﬂ Bonus n
2 [Smith $16,753.00 UK Qtr 3 335.06
3 |Johnson $14,808.00 USA Qtr4 | 296.15]?: .|
4 |Williams $10,644.00 UK Qtr 2 212,88 h‘
5 |Jones $1,390.00 USA Qtr 3 AutoCorrect Options

5. First, select a cell inside the table. Next, on the Table Design tab, lengst t.h. i gverste ribbon, in the
Properties group, we can see that Tablel is the name of this table.

Table Mame:
Tablel
‘é* Resize Table

Properties

6. Select cell E18 and enter the formula shown below.
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E18 M fe || =SUM(Tablel[Sales])

A B C D E F
i Last Name B sales B country B quarter B eonus &
2 |Smith $16,753.00 UK Qtr 3 335.06
3 |Johnson $14,808.00 USA Qtr4 296.16
4 |williams $10,644.00 UK Qtr 2 212.88
5 |Jones $1,390.00 USA Qtr 3 27.8
6 |Brown $4,865.00 USA Qtr4 97.3
7 |\williams $12,438.00 UK Qtri 248.76
& |Johnson $9,339.00 UK Qtr2 186.78
9 |Smith $18,919.00 USA Qtr 3 378.38
10 |Jones $9,213.00 USA Qtra 184.26
11 |Jones $7,433.00 UK atr1 148.66
12 |Brown $3,255.00 USA Qtr 2 65.1
13 |williams $14,867.00 USA Qtr 3 297.34
14 |illiams $19,302.00 UK Qtr4 386.04
15 |Smith $9,698.00 USA Qtri 193.96
16 |Total $152,924.00 14 ]
17

i: | 152924_|

Convert Tablet til normal dataomrade

https://www.excel-easy.com/examples/remove-table-formatting.html

Venstre-Klik i én celle, sa hgjreklik,undet Tabel

in the Tools group, click Convert to Range/omrade

- _1.. I N NS onn K | L |

Filtrer L4

Tabel » |Z] Raekke med totaler
J:::.hr.mon Hent data fra tabel/omrade... Konvertér til omrade
William: .
lanes Indsaet kommentar Alternativ tekst...

Table Styles

You can change a table style at any time.

5. First, select a cell inside the table. Next, on the Table Design tab, in the Table Styles group, click a table
style (hover over a style to see a live preview)., Hurtig Formatering
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Table Styles

Quickly format a range of cells by choosing a table style. You can also create your own table style. Quickly
format a cell by choosing a cell style.

1. Click any single cell inside the data set.

A B C D E

1 |Last Name Sales Country Quarter
2 |Sr‘|'|i‘th .I 516,753.00 LK Qtr 3

3 |Johnson  514,808.00 USA Qtr4

4 |Williams  510,644.00 UK Qtr 2

5 |lanes 51,390.00 USA Qtr 3

6 |Brown 54, 865.00 USA Qtr 4

7 |(Williams  512,438.00 UK Qtr 1

8 |Johnson 59,339.00 UK Qtr 2

9 |Smith 518,919.00 USA Qtr 3
10 |Jones 59,213.00 USA Qtr 4
11 |Jones 57,433.00 UK Qtr 1
12 |Brown 53,255.00 US4 Qtr 2
13 |williams  $14,867.00 USA Qtr 3
14 (Williams | 519,302.00 UK Qtr4
15 |Smith 59,698.00 USA Qtrl
16

2. On the Home tab, in the Styles group, click Format as Table.

@ @ Mormal Bad Good MNeutral

Conditional Formatas | Calculation ||| | Explanatory... |Input
Farmatting ~ Tal::IIE*I}3

Styles
3. Choose a table style.

Note: click New Table Style to create your own table style or right click a table style and click Duplicate to
create a new table style that is similar to an existing one. Modifying a custom table style affects all tables in
a workbook that use that table style. This can save a lot of time.

4. Excel automatically selects the data for you. Check 'My table has headers' and click on OK.
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Format As Table ? H

Where is the data for your table?
=5A51:5D515 2.5

My table has headers

Cancel

This is another way to create a table. See the result below.

A B C D E

M Last Name B sales B country B Quarter B2
2 |Smith 1 516,753.00 UK Qtr 3

3 |Johnson 514,808.00 UsA Qtr4

4 |williams 510,644.00 UK Qtr 2

5 |Jones 51,390.00 USA Qtr 3

6 |Brown 54 865,00 USA Qtr 4

7] Williams 512,438.00 UK Qtrl

8 |Johnson 59,339.00 UK Qtr 2

9 | Smith 518,919.00 UsA Qtr 3

10 |Jones 59,213.00 USA Qtr 4
11_J0n25 57,433.00 UK ctrl

12 |Brown 53,255.00 UsA Qtr 2

13_ Williams 514,867.00 USA Qtr 3

14_ Williams 519,302.00 UK Qtr 4

15 |Smith 59,698.00 USA Qtrl j
16

You can change a table style at any time.

5. First, select a cell inside the table. Next, on the Table Design tab, in the Table Styles group, click a table
style (hover over a style to see a live preview).

Table Styles

Result: a different visual style.
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1= = R = R

10
11
12
13
14

15

A

Williams
lones
Browmn
Williams
Johnson
Smith
lones
lones
Brown
Williams
Williams
Smith

B

$14,808.00 USA
$10,644.00 UK
$1,390.00 USA
$4,865.00 USA
$12,438.00 UK
$9,339.00 UK
$18,919.00 USA
$9,213.00 USA
$7,433.00 UK
$3,255.00 USA
$14,867.00 USA
$19,302.00 UK
$9,698.00 USA

C

D

Qtr4
Qtr 2
Qtr3
Qtr4
Qtrl
Qtr 2
Qtr 3
Qtr 4
ctrl
Qtr 2
Qtr 3
Qtr4

Qtrl

o

16

To convert this table back to a normal range of cells (with table formatting), execute the following steps.

6. First, select a cell inside the table. Next, on the Table Design tab, in the Tools group, click Convert to

Range.

To convert this table back to a normal range of cells (without table formatting), execute the following steps.

7. Press Ctrl + Z to undo the previous step.

8. First, select a cell inside the table. Next, on the Table Design tab, in the Table Styles group, click the first

style (None).

Merge Tables
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You can use tables and the VLOOKUP function in Excel to quickly merge two tables. This trick will bring your
Excel game to a new level.

Our goal is to create one table that consists of a list of cities, countries, and country codes.

A B C D E F G
1 |City Country Code Country Code
2 |New York United 5tates United 5tates us
3 |London United Kingdom United Kingdom UK
4 (Toronto Canada Canada CA
5 |Dallas United 5tates France FR
6 |Houston United States Germany DE
7 |Paris France
8 |Berlin Germany
9 |Los Angeles United States
10 |Montreal Canada
11 |Birmingham |United Kingdom
12 |Hamburg Germany
13

First, insert two tables.
1. Select a cell in the first range.

2. On the Insert tab, in the Tables group, click Table.

ia [ B

ProtTable Recommended | Table
PivotTables I}

Tables

3. Excel automatically selects the data for you. Click OK.

Create Table ? >

Where is the data for your table?
5451:50512 +
My table has headers

Cancel

4. Repeat these steps for the second range.

Result so far:
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A B C D E F G

Mciy B couniy K code CINMNN couniny K coie
2 |Mew York United States United States us
3 |London United Kingdom United Kingdom UK
4 |Toronto Canada Canada Ch
5 |Dallas United States France FR
6 |Houston United States Germany DE
7 |Paris France

8 |Berlin Germany

9 |Los Angeles United States

10 |Montreal Canada

11 [Birmingham United Kingdom

12 |Hamburg Germany

13

Now comes the most important part.
5. Select cell C2 and enter =VLOOKUP(

6. Enter the first argument by selecting cell B2. Excel replaces this cell reference with [@Country] because
we're working with tables here. This is called a structured reference.

7. Enter the second argument by selecting the range E2:F6. Excel replaces this range reference with Table2.

COUNTIF  ~ X « £ | =VLOOKUP{[@Country],Table2|
A B C D E F G
1 pdl CO i Code iy Country Bd code E3
2 |MNew York United States vl Table2 United States us
3 |London United Kingdom United Kingdom UK
4 |Toronto Canada Canada CA
5 |Dallas United States France FR
6 |Houston United States Germany DE |
7 |Paris France
8 |Berlin Germany
9 |Los Angeles United States
10 (Montreal Canada
11 (Birmingham United Kingdom
12 [Hamburg Germany
13

8. Use 2 for the third argument because the codes are in the second column of the red table.

9. Use FALSE for the fourth argument to find an exact match.
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COUNTIF ~ X v Kk :uLooKUP{[@Cuuntw],Tablez,z,FALSEl

A B C D E F G
1 ™ Ca ™ code B Country Bl code K3
2 |New York United States 2,FALSE United States us
3 |London United Kingdom United Kingdom UK
4 |Toronto Canada Canada CA
5 |Dallas United 5tates France FR
6 |Houston United States Germany DE ]
7 |Paris France
8 |Berlin Germany
9 |Los Angeles United States
10 |Montreal Canada
11 |Birmingham United Kingdom
12 [Hamburg Germany
13

10. Press Enter.

c2 v fe || =VLOOKUP({[@Country],Table2,2,FALSE)
A B C D E F G

1 hll CO il Code D afl Code A

2 |MNew York United States us United States us

3 |London United Kingdom UK @ United Kingdom UK

4 |Toronto Canada CA Canada CA

5 |Dallas United 5tates us France FR

6 |Houston United States us Germany DE

7 |Paris France FR

8 |Berlin Germany DE

9 |Los Angeles United States us

10 |Montreal Canada CA

11 [Birmingham United Kingdom UK

12 ([Hamburg Germany DE

13

Note: Excel automatically copied the VLOOKUP function to the other cells. That saves time.

11. Enter a new city and country. Excel automatically looks up the corresponding country code for you.
Wow!
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B13 - Je United States

G
1
2 |MNew York United States us United States Us
3 |London United Kingdom UK United Kingdom UK
4 |Toronto Canada CA Canada CA
5 |Dallas United 5tates us France FR
6 |Houston United States us Germany DE J
7 |Paris France FR
g Berlin Germany DE
9 |Los Angeles United States us
10 |Montreal Canada CA
11 [Birmingham United Kingdom UK
12 [Hamburg Germany DE
13 |Chicago United States __|US ]
14

Conclusion: tables can make VLOOKUP formulas a lot easier. Try it yourself. Download the Excel file and
enter a new city and country.

Nar der oprettes diagram, oprettes der automatisk en
pivottabel,

som senere kan tilrettes

Quick Data-Analysis

Use the Quick Analysis tool in Excel to quickly analyze your data. Quickly calculate totals, quickly insert
tables, quickly apply conditional formatting and more. quick-analysis.xIsx fil

Totals

Instead of displaying a total row at the end of an Excel table, use the Quick Analysis tool to quickly calculate
totals.

1. Select a range of cells and click the Quick Analysis button.
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A B C D E F G H
1 [Month Bears Dolphins  Whales
2 |lan 8 150 80
3 |Feb 54 77 54
4 |Mar 93 32 100
1 5 |Apr 116 11 76 1o
6 Wy 13 . 03 1nal11<xel .tabel, |
7 lyun 184 1 72| hojreklik: Hurtig analyse
8 =
9
10 Formatering Diagrammer Totaler Tabeller Minidiagrammer
'11 I
e B B @ A
E 2 A M
14 Sum Gennemsnit Antal % 1alt Labende total sum
(u|
14
17 Formler kan automatisk beregne totaler for dig.

2. For example, click Totals and click Sum to sum the numbers in each column.

Man kan veaelge bade raekke o kolonne sum

KVROD - X « fr | =sum(B2:B7)
A B C D E

1T Month _Bears _D:::Iphins Whales  Sum

2 |Jan 8 150 80 238

5> |Feb 54 77 54 185

4 Mar 93 32 100 225

5 |Apr 116 11 76 203

6 |May 137 6 93 236

7 |Jun 184 1 72 257

8 [Sum I(B2:B7) 277 475

Note: total rows are colored blue and total columns are colored yellow-orange.
Tables

Use tables in Excel to sort, filter and summarize data. A pivot table in Excel allows you to extract the
significance from a large, detailed data set.
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1. Select a range of cells and click the Quick Analysis button.

Note: visit our page about Tables to learn more about this topic.
3. Download the Excel file (right side of this page) and open the second sheet.

4. Click any single cell inside the data set.

A B C D E F G H
1 |Order ID Product Category Amount Date Country
2 | 1.|Carrc|15 Vegetables 54,270  1/6/2016 United States
3 2 Broccoli Vegetables 58,233 1/7/2016 United Kingdom
4 3 Banana Fruit 5617  1/8/2016 United States
5 4 Banana Fruit 58,384 1/10/2016 Canada
] 5 Beans Vegetables 52,6826 1/10/2016 Germany
7 & Orange Fruit 53,610 1/11/2016 United States
8 7 Broccoli Vegetables 59,062 1/11/2016 Australia
g 8 Banana Fruit 56,906 1/16/2016 New Zealand
10 3 Apple  Fruit 52,417 1/16/2016 France

14 L I 1 A P | o ! 07 AT Af1efnic]imamada

Press CTRL + g. selects the entire data set and opens the
Quick Analysis tool.

6. To quickly insert a pivot table, click Tables and click one of the pivot table examples.
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Vegetables $9,104 12/4/2016 France

Fruit 56,078 12/5/2016 United States

‘u’egetables o Z) Row Labels |~ Sum of Amount

Frut 13 )\ ustralia 131713

Fruit #:30  inada 94745

Fruit 52,38 e 141056

Fru?t % 7Y Germany 155168

Fruit 55,02 \ew Zealand 66782

Fruit SL78 |, ited Kingdom 173137

Fruit P78 | nited states 267133

Vegetables | 51,54 o rotal 1029734

Fruit 52,78

Eruit 52, cc anfanfante fonoda |

Fruit $4,51 Farmatting Charts Totals Tables Sparklines
Fruit 58,75 —

Vegetables 59,12 F=]] Fl=] F=1] E=]| E=]|
Fruit $1,77 \i? hL? \L? \i? IEL?
Vegetables 568 Takle  PivotTable PivotTable PivotTable PivotTable  More
Fruit 595 %

VEEEtEbIES 52’51 Tables help you sort, filter, and summarize data.

Vegetables 533

T

=]

forskellige pivotmuligheder kan hurtigt vaelges, gemmes i nyt ark, men man kan cut & paste til anden sheet

Note: pivot tables are one of Excel's most powerful features. Visit our page about Pivot Tables to learn
more about this topic.

Running, opsummerende, sum

H | J K L M N

Maonth Bears Dolphins Whales  runSUM Sum

Jan 8 150 80 238 238

Feb 54 77 s4{vi($1$2:k3)  =SUMI(S152:K3)
Mar 93 32 100 648 225

Apr 116 11 76 851 203

May 137 5] 93 1087 236

Jun 184 1 72 1344 257
Lebende t 592 869 1344 1344

=SUM($1$2:K7)
=SUM($1$2:17)
Runni ng sum lebende raskkesummer giver ikke mening her
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Formatting

Data bars, color scales and icon sets in Excel make it very easy to visualize values in a range of cells.

1. Select a range of cells and click the Quick Analysis button.

A B C D E
1 |Month  |Bears Dolphins Whales
2 |Jan a 150 80
3 |Feb 54 Il 54
4 IMar 93 32 100
5 |Apr 116 11 76
6 |May 137 [ 93
7 |Jun 1584 1 ?2.
8
9 Ell‘

2. To quickly add data bars, click Data Bars.

A . B . C . D . E . F . G . H . I
1 |Month  Bears Dolphins Whales
2 |Jan | 2 I I =20
3 |Feb B 2l 7l s
4 |Mar B 2l 22 100
5 |Apr Ml 7
6 |May 6 I 93
7 [Jun 1l 7~
8 | E
9_
10— Charts Totals Tahles Sparklines
11
12— W =)
i == s R
14 Data Bars Color..  lcon Set Greater.. Top 10% Clear..
o) N
16 |
17 Conditional Formatting uses rules to highlight interesting data.
18

Ser ud til at stgrste tal, 184, svarer til fuld laengde
Note: a longer bar represents a higher value. Visit our page about Data Bars to learn more about this topic.
To quickly add a color scale, click Color Scale.

mgrkeRgd(0%)-svagrad(25%)-farvelgs(50%)-svaggran(75%)-morkegren(100%) | pct af max-vaerdien, 184
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A | B | c | D | E | F | G | H |

1 |[Month  Bears Dolphins Whales

2 |1an 8 150 80

3 |Feb 54 77 54

4 Mar 93 32 100

3 |Apr 116 76

& May 127 93

7 |Jun 72

i =]

9_

10 J— — _

11— Formattingg = Charts Totals Tables Sparklines

12: =]

13 = iy =B
14 Data Bars =~ Color..  lcon Set Greater.. Top 10% Clear.
- s

16

1}._ Conditional Formatting uses rules to highlight interesting data.

18

Note: the shade of the color represents the value in the cell. Visit our page about Color Scales to learn more
about this topic.

4. To quickly add an icon set, click Icon Set.

A , B , C , D , E , F , G , H , I
1 |Month  Bears Dolphins Whales
2 |Jan h afh 1s0=> 80
3 [Feb ¥ 542 7 54
4 |Mar = 93 322 100
5 |Apr = 1164 1= 76
6 May o 137 6= 93
7 |Jun dh 182 1= 72
= =]
9_
10 , _
11— o 0 Charts Totals Tables Sparklines
12| -
13 = = e iR B
14 Data Bars  Color.. | lcon Set  Greater.. Top 10%  Clear..
- X
16
1}._ Conditional Formatting uses rules to highlight interesting data.
18

Note: each icon represents a range of values. Visit our page about Icon Sets to learn more about this topic.
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5. To quickly highlight cells that are greater than a value, click Greater Than.

A . B . C . D . E . F . C] . H
1 |Month  Bears Dolphins Whales
2 |lan 8 150 a0
3 _Feb 54 77 54
4 |Mar 93 32 100
3 |Apr 116 11 i)
b |May 137 6 93
7 |Jun 184 1 72
8 | E
9 .
1'EI'_ Charts Totals Tahles Sparklines
11 |
12- (I
H B E m B
14 Data Bars  Color..  lcon Set | Greater.. Top 10%  Clear..
e N
16
1?' Conditional Formatting uses rules to highlight interesting data.
18 |

6. Enter the value 100 and select a formatting style.

Greater Than ? >
Format cells that are GREATER THAM:

100 # | with | Light Red Fill with Dark Red Text |~

Cancel

7. Click OK.

Result: Excel highlights the cells that are greater than 100.

A B C D E F G H

1 |Month  Bears Dolphins Whales

2 |Jan 8 150 80

3 _Feb 34 77 54

4 |Mar 93 32 100

3 |Apr 116 11 76

& May 137 6 93

7 |Jun 184 1 72

8

Note: visit our page about Conditional Formatting to learn much more about this topic.
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Charts

You can use the Quick Analysis tool to quickly create a chart. The Recommended Charts feature analyzes
your data and suggests useful charts.

1. Select a range of cells and click the Quick Analysis button.

A B C D E
1 |Month  |Bears Dolphins Whales
2 |Jan 8 150 80
3 |Feb 54 77 54
4 |Mar 93 32 100
5 |Apr 116 11 76
o |May 137 ] 93
7 |Jun 1584 1 ?2.
8
5 &

2. For example, click Charts and click Clustered Column to create a clustered column chart.
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File Home Insert Page Layout Formulas Data Review WView Develoy

e ' t
E@CD ,
Paste Chart Title (
w ﬁFDr
_ 200
Clipboa 180
AL 160
140
A 120
1 [Month 100
5 |3 B0
an &0
3 |Feb 20
4 |Mar 70 I
5 |Apr 0 = - -—
6 |May Jan Feb Mar Apr May Jun
7 [dun W Eears W Dolphins W'Whales
8—
9—
10 ) .
11— Farmatting Charts Totals Tables Sparklines
12|
— [s] o f?
13 o > BB M [ [
14_ Clustere... Line Stacked.. Stacked..  Scatter More...
15 s
16
1}._ Recommended Charts help you visualize data.
18

Note: click More to view more recommended charts. Visit our chapter about Charts to learn more about
this topic.

Sparklines

Sparklines are graphs that fit in one cell, great for displaying
trends.

1. Download the Excel file (right side of this page) and open the third sheet.

2. Select the range A1:F4 and click the Quick Analysis button.

41


https://www.excel-easy.com/data-analysis/charts.html

A B C D E F G H
1 |Mame Jan Feb Mar Apr May
2 |Oliver 54,097 53,514 52,168 51,837 51,186
3 |Jack §2,721  $5,820 $6,766 59,855 58,738
Bob $886  $4,326  $2,526 $756  $5.851]
e

3. For example, click Sparklines and click Line to insert sparklines, Minidiagrammer

' | | Hajeste punkt Farste punkt
m AA ||Ill II“I O J] p O p
i s L [ ] Laveste punkt [ ] Sidste punkt \/\/
Rediger Kurve | Sgjle Gevinst/
data ™ tab [ ] Negative punkter [ | Maerker
Minicliagram Type Vis
G2 - Jx
A B C D E F G
T |Name Jan Feb Mar Apr May
2 |Oliver $4'097 $3'514 $2'168 5$1'837 $1'186 o
/_——_
,r’/_____’
3 |lack $2'721 $5'820 $6'766 59'855 $8'738|
rs
/’/AHH //
4 |Bob 5886 $4'326 $2'526 S0 $5'851| - ~.
5
6
7
8
9

Note: visit our page about Sparklines to learn how to customize sparklines.

7/7 Completed! Learn much more about tables >

Analysere tendenser i data vha. minidiagrammer
https://support.microsoft.com/da-dk/office/analysere-tendenser-i-data-vha-minidiagrammer-be6579cf-

A
Akse

~

rﬁ] Opdel gruppe
Ryd ~

Indstillinger for vandret akse
~  (Generel aksetype
Datoaksetype...
Vis akse
Afbild data fra hgjre mod venstre
Indstillinger for minimumvzerdi pa lodre
Automatisk for hvert minidiagram
Samme for alle minidiagrammer

0

Indstillinger for maksimumvzerdi pa lodi

~  Brugerdefineret verdi...
~"  Automatisk for hvert minidiagram
Samme for alle minidiagrammer

Brugerdefineret vaerdi...

a8e3-4713-a459-

873614413cel?ns=excel&version=16&syslcid=1030&uilcid=1030&appver=zx1160&helpid=182806&ui=da-

dk&rs=da-dk&ad=dk

Excel til Microsoft 365 Excel 2024 Excel 2021 Excel 2019 Excel 2016

Minidiagrammer er sma diagrammer inde i enkelte regnearksceller, der kan bruges til visuelt at

reprasentere og vise en tendens i dine data. Minidiagrammer kan henlede opmaerksomheden pa vigtige
elementer, f.eks. sasonbestemte aendringer eller gkonomiske cyklusser, og fremhaeve vaerdierne for
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maksimum og minimum med en anden farve. Det kan vaere nyttigt at vise tendenser i dine regnearksdata,
isaer nar du deler dine data med andre personer.

o B C 2] E F
1 1-lan-11) 31-Mar-11 EH.'I-.N.II‘I-III 30-5ep-11) 31-Dec-11)YTD performance
2 67.28 34.03 65.11 33.25 20,11 I . -

31-Dec-0F| 31-Dec-08 !:l-Dec—Dgl 31-Dec-10| 311-Dec-11|5-year winfloss
3% S% 29% 10% S ———

1. Markér en tom celle teet ved de data, du vil vise i et minidiagram.

2. Klik pa Linje, Kolonne eller Gevinst/tab i gruppen Minidiagrammer under fanen Indszet.

Streg Kolonne  Gevin
stitab

Minidizgrams
3. Angiv det celleomrade, som indeholder de data, du vil vise i minidiagrammet, i feltet Dataomrade.

Hvis dine data f.eks. eri celle A, B, C og D i reekke 2, skal du skrive A2:D2.

ra @ N
Opret minidiagram uﬂ
Waelg de data, du vil have
Cataromrade: | E
‘Waelg, hwor minilinjerne skal placeres
Placeringsomréde: $F%2 E
(814 ] [ Cancel ]
L A

Hvis du hellere vil markere celleomradet i regnearket, skal du klikke pa for at skjule dialogboksen
midlertidigt, markere cellerne i regnearket og derefter klikke pa for at fa vist hele dialogboksen.

4. Klik pa OK.
Minidiagramvaerktgjer vises pa bandet. Brug fanen Typografi til at tilpasse dine minidiagrammer.
Tip!

* Fordi et minidiagram er integreret i en celle, bruges minidiagrammet som baggrund for den tekst,
du skriver i cellen, som vist i fglgende eksempel:

Quarterly = ices
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= Hvis du markerer én celle, kan du altid kopiere et minidiagram til andre celler i en kolonne eller
raekke senere ved at traekke eller bruge Fyld nedad (Ctrl+D).

Tilpasse dine minidiagrammer

Nar du har oprettet minidiagrammer, kan du nar som helst aendre deres type, typografi og format.
1. Markér de minidiagrammer, du vil tilpasse, for at vise Minidiagramvaerktgjer pa bandet.
2. Velg de gnskede indstillinger under fanen Typografi. Du kan:

= Vise maerker for at fremhaeve enkelte veerdier i kurveminidiagrammer.

“| Hajpunkt Farste punkt
“I Lavpunkt Sidste punkt
MNegative point Markerer
Vis

= /ndre typografien eller formateringen af minidiagrammer.

bty [ £
[} IIII'IIIIII h IIII'IIIIII | my =
Style
= Vise og &ndre akseindstillingerne.
ﬁ Gruppér
Opdel gruppe
= “Ryd -

Indstillinger for vandret akse
+  (Generel aksetype
Datozksetype...
Wis akse
210t-data Hejre mod venstre
Indstillinger for lodret akse for minimumyveasrdi
+  Automatisk for hvert minidiagram
Samme for alle minidiagrammer
Brugerdefineret vaerd..
Indstillinger for maksimal vaerdi for lodret skse
+  Automatisk for hvert minidiagram
Samme for alle minidiagrammer

Brugerdefineret vaerd..
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Hvis du klikker pa indstillingen Datoaksetype pa denne rulleliste, abnes dialogboksen Datointerval for
minidiagram i Excel. Herfra kan du vaelge det omrade i projektmappen, der indeholder de gnskede

datoveerdier for dataene i minidiagrammet.

Datointerval 1 minidiagram

Waelg det interval, der omfatter datovaerdierne for minidizgramdataens

|*

Aoruer

Hvis du klikker pa indstillingerne for Brugerdefineret vaerdi pa denne rulleliste, dbnes

dialogboksen Indstilling af lodret minidiagramakse i Excel. Herfra kan du angive enten minimum- eller
maksimumveerdien (afhaengigt af hvilken indstilling du har valgt) for den lodrette akse for dine
minidiagramdata. Som standard bestemmer Excel, hvordan minidiagramdataene skal vises, sa med disse

indstillinger kan du styre minimum- og maksimumvaerdierne.

Indstilling for lodret aksei minidiagram ? >

Angiv minimumvasndien for den lodrette skse

Anruler

= /ndre den made, dataene vises pa.

Rediger
Data -
Minidisgram

Hvis du klikker pa indstillingen Rediger data i et enkelt minidiagram pa denne rulleliste, dbnes
dialogboksen Rediger data i minidiagrammet i Excel. Herfra kan du vaelge det omrade i projektmappen, der
indeholder de data, du vil bruge til dataene i minidiagrammet. Brug denne indstilling, hvis du kun vil zendre

ét minidiagram.

Rediger data for minidiagram 7 x

Waelg et kilkledstaomrade til Minidizgram

e J

anler

Hvis du klikker pa indstillingen Skjult & Tomme celler pa denne rulleliste, abnes dialogboksen Indstillinger
for skjulte og tomme celler i Excel. Brug denne indstilling til at a&ndre, hvordan Excel behandler skjulte

veerdier og null-veerdier for minidiagramdataene.

Du kan vaelge at fa vist tomme celler som mellemrum, nul eller Forbind datapunkter med streg.
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Veelg indstillingen Vis data i skjulte raekker og kolonner for at fa Excel til at medtage data i skjulte raekker
og kolonner i dataene i minidiagrammet. Fjern markeringen i denne indstilling for at fa Excel til at ignorere
data i skjulte raekker og kolonner.

Indstillinger for skjulte og tormme celler ? et

Forbind datapunkter med kurver

|:| Yis data i skjulte reekker og kolonner

Annuller

_{]in|Sa

Har du brug for mere hjzlp?

Kan ogsa lave beskrivende, describtiv statitisk af kolonnerne

*** Pivot Tables: muligger sortering
efter flere kriterier

Data format tips and tricks

Use clean, tabular data for best results.

Organize your data in columns, not rows.

Make sure all columns have headers, with a single
row of unique, non-blank labels for each column.
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Avoid double rows of headers or merged cells.

A B C D E F
8 Year Bl Category Bl Product Bl sales Bl Rating B
2 2017 Components Chains $20,000 75%
3 2015 Clothing Socks $ 3,700 22%
4 2017 Clothing Bib-Shorts S 4,000 22%
5 2015 Clothing Shorts $13,300 56%
6 2017 Clothing Tights $36,000 100%
7 2015 Components Handlebars $ 2,300 35%
8 2016 Clothing Socks $ 2,300 28%
9 2016 Components Brakes S 3,400 36%
10 2016 Bikes Mountain Bikes S 6,300 40%
11 2017 Components Brakes $ 5,400 38%
12 2016 Accessories Helmets $17,000 90%
13 2016 Accessories Lights $21,600 90%
14 2016 Accessories Locks $29,800 90%

Insert a Pivot Table | Drag fields | Sort | Filter | Change Summary Calculation | Two-dimensional Pivot Table

Pivot tables are one of Excel's most powerful features. A pivot table allows you to extract the significance

from a large, detailed data set.

Our data set consists of 213 records and 6 fields. Order ID, Product, Category, Amount, Date and Country.

Pivot-tables filen

A B C | D E F G | H
1 OrderID Product Category Amount Date Country
2 | 1lCarrots Vegetables 54,270  1/6/2016 United States
3 | 2 Broccoli Vegetables 58,239 1/7/2016 United Kingdom
4 3 Banana Fruit 5617  1/8/2016 United States
5 | 4 Banana Fruit 58,384 1/10/2016 Canada
6 | 5 Beans Vegetables 52,626 1/10/2016 Germany
7 | 6 Qrange Fruit 53,610 1/11/2016 United States
8 | 7 Broccoli Vegetables 53,062 1/11/2016 Australia
9 | 8 Banana Fruit 56,906 1/16/2016 New Zealand
10 | 9 Apple  Fruit 52,417 1/16/2016 France
EE] E s R Ay Py Fenaid ot B L E | Aafrelants Cavada

Insert a Pivot Table

To insert a pivot table, execute the following steps.

1. Click any single cell inside the data set. Marker hele tabellen med header

2. 0n the Insert tab, in the Tables group, click PivotTable.
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o 15 B

PrwotTable Recommended Table
PivotTables

Tables

The following dialog box appears. Excel automatically selects the data for you. The default location for a

new pivot table is New Worksheet.

3. Click OK.

Create PivotTable ? 4

Choose the data that you want to analyze
@ Select a table or range
Table/Range: |Sheet1!5451:5F5214 2.5

O Use an external data source

Connection name:
Use this workbook's Data Model

Choose where you want the PivotTable report to be placed
@ Mew Worksheet
() Existing Worksheet
Location: ERz

Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

Drag fields

The PivotTable Fields pane appears. To get the total amount exported of each product, drag the following
fields to the different areas.

1. Product field to the Rows area.
2. Amount field to the Values area.

3. Country field to the Filters area.

48



PivotTable Fields = %

Choose fields to add to report: 8 -
Search =
Order ID -
| Product
Category
| Amount
Date
| Country -

Drag fields between areas below:

T Filters Il Columns

Country i

= FRows % Walues

Product - Sum of Amou... ™
Defer Layout Update

Below you can find the pivot table. Bananas are our main export product. That's how easy pivot tables can

be!

A . B | €

1 |Country (All) hd
2 —

3 |Row Labels ~ Sum of Amount
4 |Apple 191257
3 |Banana 340295
6 |Beans 57281
7 |Broccoli 142439
8 |Carrots 136945
3 |Mango 57079
10 |Orange 104438
11 |Grand Total 1029734
12

Sort

To get Banana at the top of the list, sort the pivot table.
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1. venstre-Click any cell inside the Sum of Amount column.

2. Right click and click on Sort, Sort Largest to Smallest.

[® Copy
Format Cells...

Mumber Format...

D::’ Refresh

Sort ¥ 2| SortSmallest to Largest

> Remove "Sum of Amount” il Sort Largest to Smallest
Summarize Values By » Maore Sort Options...
Show Values Az »

iz Value Field Settings...
PivotTable Options...
Hide Field List

Result.

A B C
1 |Country (All) -
2
3 |Row Labels -! Sum of Amount
4 |Banana | 340295
5 |Apple 191257
6 |Broccoli 142439
7 |Carrots 136945
& |Orange 104438
9 |Beans 57281
10 |Mango 57073
11 |Grand Total 1029734
12
Filter

Because we added the Country field to the Filters area, we can filter this pivot table by Country. For

example, which products do we export the most to France?
1. Click the filter drop-down and select France.

Result. Apples are our main export product to France.
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A B E

1 |Country France -
) %
3 |Row Labels ~! Sum of Amount
4 |Apple 80193
5 |Banana 36094
6 |Carrots 9104
7 |Mango 7388
& |Broccoli 5341
9 |Orange 2256
10 |Beans 630
11 |Grand Total 141056
12

Note: you can use the standard filter (triangle next to Row Labels) to only show the amounts of specific

products.

Change Summary Calculation

By default, Excel summarizes your data by either summing or counting the items. To change the type of

calculation that you want to use, execute the following steps.
1. Click any cell inside the Sum of Amount column.

2. Right click and click on Value Field Settings.

(@ Copy
Eormat Cells...

Mumber Format...
|__E.1 Refrezh
Sort 3
> Remoye "Sum of Amount'
Summarize Values By L
Show Values As ¥

D5 Value Field Settings... %
PivotTable Options...
Hide Field List

3. Choose the type of calculation you want to use. For example, click Count.
Vardifeltindstilling -> antal, sa tzelles antal ordre hvori produktet indgar,

sum=sum af veerdierne for ordre
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Yalue Field Settings

Source Mame: Amount

Custom Mame: |Count of Amount

Summarize Values By

Show Values As

Summarize value field by

Choaose the type of calculation that you want to use to summarize
data from the selected field

Sum

Average g

Max
Min
Product

L]

Mumber Format

4. Click OK.

Result. 16 out of the 28 orders to France were 'Apple’ orders.

i\

|Country France

T

Row Labels -! Count of Amount

Apple

16

|Banana
|Carrots
|Mango
|Orange
|Beans

= = N R = R e I

_Brcuccculi
11_Grand Total
12

=
=

B e = e e e

For France har vi disse ordre med Banana, 7 styks

51 Banana
66 Banana
85 Banana
114 Banana
118 Banana
135 Banana
157 Banana
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Fruit
Fruit
Fruit
Fruit
Fruit
Fruit
Fruit

$4.781
$2.427
$9.543

$107
$5.002
$7.144
$7.090

$36.094

29-03-2016
30-04-2016
16-05-2016
25-06-2016
02-07-2016
01-08-2016
11-09-2016

France
France
France
France
France
France
France



Two-dimensional Pivot Table

If you drag a field to the Rows area and Columns area, you can create a two-dimensional pivot table.

First, insert a pivot table. Next, to get the total amount exported to each country, of each product, drag the
following fields to the different areas.

1. Country field to the Rows area.
2. Product field to the Columns area.
3. Amount field to the Values area.

4. Category field to the Filters area.

PivotTable Fields ~ %

Choose fields to add to report: =
Search =
Order ID -
| Product
| Category
| Amount
Date
| Country -

Drag fields between areas below:

Filters Columns
Category i Product o
Rows Z Values
Country & Sum of Amou. ™
Defer Layout Update

Below you can find the two-dimensional pivot table.

53


https://www.excel-easy.com/data-analysis/pivot-tables.html#insert-pivot-table

A B C D E | F G | H [ E
1 |Category (All) |E|

2_

3 |Sum of Amount Column |E|

4 Row Labels |E| Apple Banana Beans Broccoli Carrots Mango Orange Grand Total
5__AUEUEHE 20634 52721 14433 17953 810 9126 8680 131713
6 | Canada 24867 33775 12407 3767 19929 94745
7 |France 80193 36094 620 5341 9104 7388 2256 141056
8 Germany 9082 39686 29905 37197 21636 BY75 8887 155168
9__Nemfzea|aﬂd 10332 40050 4390 12010 66782
B!_Unﬁedlﬁﬂgdﬂnﬁ 17534 42908 5100 38436 41815 5600 21744 173137
1!_LHﬂtEdStatES 28615 93061 7J183 26715 56284 22363 30932 267133
1%_Grand11ﬂﬂl 191257 340295 57231 142439 136945 57079 104433 1029734
13

To easily compare these numbers, create a pivot chart and apply a filter. Maybe this is one step too far for
you at this stage, but it shows you one of the many other powerful pivot table features Excel has to offer.
Marker hele tabelomradet, fra Sum af amout og ned til sum-raekken, sa tilfgjes category automatisk til, sa
insert diagram
Category
Sum of Amount

100000
90000
B0000
70000
60000 m Banana

50000 W Beans
40000
30000 Broccol
10000

0 [ ] m Mango

United States

Product =
H Apple

Country -1
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Betinget formatering af celler

eks Stan L Dl | E2n e Tn | ZAutosum v Asy ()
N | Rediger formateringsregel ? *
entrer ~ | B2 v 9% oo | %8 % - 1
formatering ¥ som Vel o e
] Tal ]
= Formatér kun celler, der indeholder
DV DW, DX DY DZ 6 EA  EB = Formatér kun de hgjest eller lavest rangerede veerdier
Ved ikke Misforsta Tal Regn » Formatér kun vaerdier, der er over eller under gennemsnittet
& i * 80 % 2 = Formatér kun entydige eller duplikerede veerdier
17 4 ¥ 200 43
0 3 * 20 * 23 = Brug en formel til at bestemme, hvilke celler der skal formateres
1 6 < e0» 50 i
7 5 * 805 57 Rediger regelbeskrivelsen:
20 5 * a0 * 21 Formatér alle celler pa basis af deres vardier:

8 7 dh 90= 64 Formattypografi: | lkonszat | Omvendt ikonrekkefalge
1 5 = 60=r 50
7 3 =» B05r 57 | Vishvertikon efter disse regler:
9 3 = 70= 71| lken Vaerdi Type
1 o =» 50 * 86 Ijl nar vaerdi er |): | |42 EI |Ta| |
0 4 ¥ a0 43
2 1 * 100 * 79 nar < 42 og |>= | |36 EI |Ta| |
2 0 dh 805 64

** Protect Sheet

When you share an Excel file with other users, you may want to protect a worksheet to help prevent it from
being changed.
1. Right click a worksheet tab.

2. Click Protect Sheet.

21'1 Inzert...

ao

= EH Delete

37 | 7 Rename

35'_ Move or Copy...
34 [] View Code

= EF Protect Sheet...
36

3; Tab Color »
38 Hide

33 Unhide

20 Select All Sheets

Sheet1 -

3. Enter a password.
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4. Check the actions you allow the users of your worksheet to perform.

5. Click OK.

Protect Sheet ? X

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

ZI Select locked cells S

| Select unlocked cells

|| Format cells
Format columns
Format rows
Insert calummns
|| Insert rows
Insert hyperlinks
Delete columns
|| Delete rows W

Cancel

Note: if you don't check any action, users can only view the Excel file!

6. Confirm the password and click OK.

Confirm Passwerd ? X

Beenter password to proceed.

iiiﬂ

Caution: If you lose or forget the password, it cannot
be recoverad, It is advisable to keep a list of passwords

and their corresponding workbook and sheet names in
a safe place. [Remember that passwords are

case-sensitive.)

Your worksheet is protected now. To unprotect a worksheet, right click on the worksheet tab and click

Unprotect Sheet. The password for the downloadable Excel file is "easy".

13 Standard Deviation: This page explains how to calculate the standard deviation based on the entire

population using the STDEV.P function in Excel and how to estimate the standard deviation based on a
sample using the STDEV.S function in Excel.

14 Count Unique Values: This example shows you how to create an array formula that counts unique

values.
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15 Gantt Chart: Excel does not offer Gantt as chart type, but it's easy to create a Gantt chart by customizing

the stacked bar chart type.

*16 Countif: The powerful COUNTIF function in Excel counts
cells based on one criteria.

This page contains many easy to follow COUNTIF examples.
The following COUNTIF function gives the exact same result.
AT n Je =COUNTIF{AL:AS,">="&C1)

B E D E F G H 1
10

Lo = LN ds W P

‘ =
P =

S = R =]

Explanation: the & operator joins the 'greater than or equal to' symbol and the value in cell C1.

The COUNTIF functions below count the number of cells that are equal to 3 or 7.

AT - I =COUNTIF{AL:AS5,3)+COUNTIF[AL:AS5,7)

A B E D E F G H 1

(= R B = L B T R S B ]

17 Budget: This example shows you how to create a budget in Excel.
18 Line Chart: Line charts are used to display trends over time. Use a line chart if you have text labels, dates

or a few numeric labels on the horizontal axis.
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*19 Transpose: Use the 'Paste Special Transpose' option to
switch rows to columns or columns to row

s in Excel. You can also use the TRANSPOSE function.
Paste Special Transpose | Transpose Function | Transpose Table without Zeros | Transpose Magic

Use the 'Paste Special Transpose' option to switch rows to columns or columns to rows in Excel. You can
also use the TRANSPOSE function.
Paste Special Transpose

To transpose data, execute the following steps.
1. Select the range A1:C1.

2. Right click, and then click Copy.

Al - Calibi -1 - A A" $ -% 9 &
= - » G . &0 00

1 10 20 30l

2 % cut

3 | [ Copy

1 | |f'|:1| Paste Options: I"}

5 -

6 CA

7 Paste Special...

8 | Insert...

: 1 Delete...

10

11 | 5] Quick Analysis

12 Filter 3

13 | Sort k

14- Format Cells...

15_ . -

16 Pick From Drop-down List...

17

3. Select cell E2.
4. Right click, and then click Paste Special.

5. Check Transpose.
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Pazte Special 7 >
Paste

@5” OAII using Source theme

|i::lfu::urmulas OA” except barders

() Values () Column widths

(::l Formats O Formulas and number formats

i) Comments () values and number formats

D Validation All merging conditional formats
Operation

(®) Mone () Multiply

() Add () Divide

() Subtract

[ skip bianks Transpose;

20 Correlation: We can use the CORREL function or the Analysis Toolpak add-in in Excel to find the
correlation coefficient between two variables.

21 Time Sheet: This example teaches you how to create a simple timesheet calculator in Excel.

22 Offset: The OFFSET function in Excel returns a cell or range of cells that is a specified number of rows
and columns from a cell or range of cells.

23 Pie Chart: Pie charts are used to display the contribution of each value (slice) to a total (pie). Pie charts
always use one data series.

24 Data Tables: Instead of creating different scenarios, you can create a data table to quickly try out
different values for formulas. You can create a one variable data table or a two variable data table.

25 t-Test: This example teaches you how to perform a t-Test in Excel. The t-Test is used to test the null
hypothesis that the means of two populations are equal.

26 Advanced Filter: This example teaches you how to apply an advanced filter in Excel to only display

records that meet complex criteria.

27 Frequency Distribution: Did you know that you can use pivot tables to easily create a frequency

distribution in Excel? You can also use the Analysis Toolpak to create a histogram.

28 Scatter Plot: Use a scatter plot (XY chart) to show scientific XY data. Scatter plots are often used to find
out if there's a relationship between variable X and Y.

29 Anova: This example teaches you how to perform a single factor ANOVA (analysis of variance) in Excel.
A single factor or one-way ANOVA is used to test the null hypothesis that the means of several populations
are all equal.

30 Compare Two Lists: This example describes how to compare two lists using conditional formatting.
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31 Compound Interest: What's compound interest and what's the formula for compound interest in Excel?

This example gives you the answers to these questions.

32 Sumif: The powerful SUMIF function in Excel sums cells based on one criteria. This page contains many
easy to follow SUMIF examples.

33 Bar Chart: A bar chart is the horizontal version of a column chart. Use a bar chart if you have large text
labels.

34 Concatenate: Use CONCATENATE, CONCAT, TEXT]OIN or the & operator in Excel to concatenate (join)
two or more text strings.

35 Freeze Panes: If you have a large table of data in Excel, it can be useful to freeze rows or columns. This
way you can keep rows or columns visible while scrolling through the rest of the worksheet.

36 Weighted Average: To calculate a weighted average in Excel, simply use SUMPRODUCT and SUM.

37 Index and Match: Use INDEX and MATCH in Excel and impress your boss. Instead of using VLOOKUP, use
INDEX and MATCH. To perform advanced lookups, you'll need INDEX and MATCH.

38 Delete Blank Rows: This example teaches you how to delete blank rows or rows that contain blank cells.

39 Sumproduct: To calculate the sum of the products of corresponding numbers in one or more ranges, use
Excel's powerful SUMPRODUCT function.

40 Merge Cells: Merge cells into one large cell to make clear that a label in Excel applies to multiple
columns. Use CONCATENATE, TEXT]OIN or Flash Fill to merge cells without losing data.

41 Subtract: There's no SUBTRACT function in Excel. However, there are several ways to subtract numbers
in Excel. Are you ready to improve your Excel skills?

42 Percentage: Calculating percentages in Excel is easy. Percentage simply means 'out of 100', so 72% is '72
out of 100" and 4% is '4 out of 100, etc.

43 Contains Specific Text: To check if a cell contains specific text, use ISNUMBER and SEARCH in Excel.
There's no CONTAINS function in Excel.

44 Pmt: The PMT function in Excel calculates the payment for a loan based on constant payments and a
constant interest rate. This page contains many easy to follow PMT examples.

45 Calculate Age: To calculate the age of a person in Excel, use DATEDIF and TODAY. The DATEDIF function
has three arguments.

46 Wrap Text: Wrap text in Excel if you want to display long text on multiple lines in a single cell.

47 Indirect: Use the INDIRECT function in Excel to convert a text string into a valid reference. You can use
the & operator to create text strings.

48 Multiply: To multiply numbers in Excel, use the asterisk symbol (*) or the PRODUCT function. Learn how
to multiply columns and how to multiply a column by a constant.

49 Subtotal: Use the SUBTOTAL function in Excel instead of SUM, COUNT, MAX, etc. to ignore rows hidden
by a filter or to ignore manually hidden rows.

50 Goal Seek: If you know the result you want from a formula, use Goal Seek in Excel to find the input value

that produces this formula result.
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51 CAGR: There's no CAGR function in Excel. However, simply use the RRI function in Excel to calculate the
compound annual growth rate (CAGR) of an investment over a period of years.

52 If Cell is Blank: Use the IF function and an empty string in Excel to check if a cell is blank. Use IF and
ISBLANK to produce the exact same result.

53 Average: The AVERAGE function in Excel simply calculates the average (arithmetic mean) of a group of
numbers.

54 Substring: There's no SUBSTRING function in Excel. Use MID, LEFT, RIGHT, FIND, LEN, SUBSTITUTE,
REPT, TRIM and MAX in Excel to extract substrings.

55 Count Characters: Learn how to count the number of characters in a cell or range of cells and how to

count how many times a specific character occurs in a cell or range of cells.
56 Sum: Use the SUM function in Excel to sum a range of cells. Use AutoSum to quickly sum a column or row
of numbers.

57 Compare Two Columns: To compare two columns, use IF, ISERROR and MATCH. For a quick row by row

comparison, simply use the IF function in Excel.

58 Divide: There's no DIVIDE function in Excel. Simply use the forward slash (/) to divide numbers in Excel.
59 Remove Spaces: The TRIM function in Excel removes leading spaces, extra spaces and trailing spaces.
Use the SUBSTITUTE function to remove all spaces or non-breaking spaces.

60 Move Columns: To move columns in Excel, use the shift key or use Insert Cut Cells. You can also change
the order of all columns in one magic move.

61 Hide Columns or Rows: Sometimes it can be useful to hide columns or rows in Excel.

62 Check Mark: To insert a check mark symbol in Excel, simply press SHIFT + P and use the Wingdings 2
font. You can also insert a checkbox in Excel.

63 Insert Row: To quickly insert a row in Excel, select a row and use the shortcut CTRL SHIFT +.

64 Comparison Operators: Use comparison operators in Excel to check if two values are equal to each other,
if one value is greater than another value, etc.

65 NPV: The correct NPV formula in Excel uses the NPV function to calculate the present value of a series of
future cash flows and subtracts the initial investment.

66 Bullet Points: This page illustrates three ways to insert bullet points in Excel.

67 Averagelf: The AVERAGEIF function in Excel calculates the average of cells that meet one criteria.
AVERAGEIFS calculates the average of cells that meet multiple criteria.

68 Box and Whisker Plot: This example teaches you how to create a box and whisker plot in Excel. A box
and whisker plot shows the minimum value, first quartile, median, third quartile and maximum value of a
data set.

69 Hyperlinks: Use the 'Insert Hyperlink' dialog box in Excel to create a hyperlink to an existing file, a web
page or a place in this document. You can also use the HYPERLINK function.

70 Shade Alternate Rows: This example shows you how to use conditional formatting to shade alternate

rows.
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71 IRR: Use the IRR function in Excel to calculate a project's internal rate of return.

72 Time Difference: Calculating the difference between two times in Excel can be tricky. Times are handled

internally as numbers between 0 and 1.

73 Quick Analysis: Use the Quick Analysis tool in Excel to quickly analyze your data. Quickly calculate totals,
quickly insert tables, quickly apply conditional formatting and more.

74 Strikethrough: This example teaches you how to apply strikethrough formatting in Excel.

75 Today's Date: To enter today's date in Excel, use the TODAY function. To enter the current date and time,
use the NOW function.

76 Sparklines: Sparklines in Excel are graphs that fit in one cell. Sparklines are great for displaying trends.
Excel offers three sparkline types: Line, Column and Win/Loss.

77 Forecast: The FORECAST.LINEAR function in Excel predicts a future value along a linear trend. The
FORECAST.ETS function in Excel predicts a future value using Exponential Triple Smoothing, which takes
into account seasonality.

78 Slicers: Use slicers in Excel to quickly and easily filter pivot tables. Connect multiple slicers to multiple
pivot tables to create awesome reports.

79 Split Cells: To split the contents of a cell into multiple cells, use the Text to Columns wizard, flash fill or
formulas.

80 Calendar: This example describes how to create a calendar in Excel (2022 calendar, 2023 calendar, etc).
If you are in a hurry, simply download the Excel file.

Check out all 300 examples.
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