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Microsoft Excel Part II 
 
Excel Part I covered: 
Data entry 
Formatting Data 
Sorting & Filtering Data 
 
Excel Part II will cover: 
Formulas 
Charts 
Subtotals 
Intro to Pivot Tables  
 
 
Formulas 
Formulas perform calculations.  You can enter information into Excel in the form of raw 
data or as a formula.  Formulas always begin with an equal sign  =  to signal that you 
are not entering raw data.  Try, for example, typing 5+10 in cell A1, then press Enter.  
Then type =5+10 in cell B1 and press Enter. 
 
Common mathematical operations include: 

 Plus sign (+) for addition 

 Minus sign (-) for subtraction 

 Asterisk (*) for multiplication 

 Slash (/) for division 

Exercise: Open the workbook “Excel II.xlsx”. See the various formulas in the 
worksheet “Formulas” and practice calculating formulas in your worksheet.  Try 
one or two different additions, subtractions, multiplications, and divisions. 

The cells in your spreadsheet display the results of your calculations.  However, it is the 
original formula that Excel stores in its memory.  Click on a cell where you have 
performed a calculation and look at the formula bar—it displays the formula that applies 
to the active cell. 

 

Formula 

 
Answer 
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You can use cell references instead of numbers in your calculations.  To add the value 
of cell A1 to that of cell B2, type =A1+B2.  If the value of a cell in your formula changes, 
the resulting calculation will automatically update. 

To calculate the total of cells A1 through A3, use the formula =SUM(A1:A3).  
Alternatively, highlight the cells and use the Auto Sum button on the Ribbon.  

 

 
 
By using the Auto Sum button’s drop-down menu, you can apply all kinds of 
mathematical formulas! 
 
Exercise: 
Open the workbook titled “Excel II.” Find the worksheet “AutoSum”. Practice 
calculating the total expenditure for each month using the Auto Sum button.  
Enter the total for the part numbers for the year. Then calculate the percentage of 
the total using the formula in the example and using the autofill option. 
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Excel Tip: When you need to AutoSum multiple rows and columns (like the 
“AutoSum” worksheet) you can simply highlight the entire chart plus one column 
below and to the right where the AutoSum will go. Once this chart is highlighted, 
simply click the AutoSum button and all totals will be dropped into place for you. 
 

 
 
Charts 

Exercise: Open the worksheet titled “Chart Info”.  Find the Chart tools on the 
Insert tab of the Ribbon and select “Column Chart.”  Select the “Clustered 
Column” at the top-left.   
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When the chart appears, you will see additional tabs on the Ribbon that allow you to 
make changes to the look of your chart.   
 

 
 

Exercise: From the Chart Layouts Menu, Select Layout 9.  Change the chart title 

to “Petty Cash.”  Label the X axis “City” and the Y axis “Amount.”  Then click the 

Move Chart Location button and select “New sheet.” 

 

  

Chart Layouts 

Move Chart 
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Click on the Layout and Format tabs to explore other ways to customize your chart.   

 

 

 
Subtotals 
 
With properly sorted data, you can easily add subtotals throughout your worksheet.  
Open the worksheet (same workbook) with the tab title ―Subtotals‖. Once you have 
sorted your data, click on the Data tab of the Ribbon, then on Subtotal. ―At each change 
in,‖ select the column by which you sorted.  Select the appropriate mathematical 
function, then the column in which the subtotal should appear. 
 

 
Questions:  What is the SUM subtotal for each sport? 
  What is the AVERAGE spent in each region? 
  What is Rob’s MAXIMUM sales total? 

Subtotal 

button 

 

Choose the column 

that you used to sort. 

Choose the type of 

calculation 

Tell Excel where to display 

the subtotal 
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After you have added subtotals, you can choose from three different displays.  You can 
print the worksheet in any of these views. 
 

 
What-if Analysis 
 
 
Pivot Tables 
A pivot table is a quick and convenient way to filter 
multiple rows and columns of data for a summary 
report or overview.  
 
We can make a simple pivot table based on the same 
worksheet we used for subtotals. 
 
First, clear all the subtotal rows by clicking on the 
―subtotal‖ button and then on the button ―remove all‖. 
 
Then click the Insert tab and select Pivot Table. 
 

 
 
 
 Your table with the full range of data 
(with headers) should be automatically 
selected. If so – click OK – if not, then 
select your data table with your mouse 
by clicking and highlighting the entire 
table. Or, you can enter the table range 
manually. 
 

Choose one of 

three  views 
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Click ok. Now we’ll set up our pivot table: 
 

 
 
 
You can drag and drop the fields on the right-hand side to the filter and label boxes 
beneath them. Once you do this, you will see your pivot table populate. Remember from 
filtering that the gray boxes with arrows next to field names allow you to filter! That 
means in the pivot table above, you can filter by Representative and Region. The sum 
of sales has already been calculated, so now you have a much faster way to view total 

This button will allow you to see your 

chart and select your table with your 

mouse by highlighting the data for 

your pivot table if you are not sure of 

the cell range. 



8 
 

sales for regions and representatives than when you used subtotals. You can 
manipulate this data, and the fields and columns, so show whatever you decide. 
Remember you can move the fields around between row, column, and filter at any time. 
You can also change the pivot table summary function from ―sum‖ to other formulas 
such as ―count‖, ―average‖, ―min‖, or ―max‖ to name a few. 
 

 
Resources for further Excel help: 
 

1. Microsoft Excel 2007 Bible – John Walkenbach 

Available for checkout 

2. www.barringtonarealibrary.org -> Databases A-Z -> Books 24x7 Database. 
Available in the library or from home with your library card number and PIN 
(last 4 digits of home phone #). 

Search for “Excel 2007” and you will receive a list of e-books (all viewable 
online) with information on using Excel 2007. 

 

 
 
 

http://www.barringtonarealibrary.org/

