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Performing sorts and subtotals in Excel

What you will learn:

· To open a database in Excel.

· Define a label for database functions.

· Add records to a database through form view.

· Perform sorts using a variety of criteria.

· Perform subtotals.

Opening a file in Excel:

1. Left click on the File menu.
2. Select Open.

3. Locate the CD-ROM in the drive.

4. Double click (to Open) on the file named:    MM_INFO.XLS 
on the CD in the FILES folder.
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Defining the

column labels:
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Select the first row in the database by clicking on the row number (1) after loading the file.
2. Left click on the Insert menu.
3. Select Name. 
… then Select Label.
4. Be sure the Column labels option is selected.

5. Select OK.
Be sure columns are labeled properly in row 1.
Adding a record using Form View:

1. [image: image4.png]8 each change in
o <

Use function
[Count E

agd subtotal to

[ EE———
I HRT

e

7 Replace current subtotels
I page bresk between groups
7 Summary below deta

Remove Al ok

Cancel




Left click anywhere within the spreadsheet.

2. From the menu bar, select the Data menu.

3. Select Form.   This will show a complete single-record view.
4. Click the New button.

5. Insert data in the fields provided.  Use TAB and Shift + TAB to move between the fields.

6. Select Close.

7. Move to the end of the spreadsheet. (Ctrl + End on a PC)

8. Select row 160 by selecting the row number.

9. Delete the record you just created with the delete key. 

Sorting with Excel:

1. Click anywhere inside the database

2. Move to the top of the database with the CTRL + Home keys.

3. Select the Data menu.

4. Select Sort.

5. Notice Header row is selected.
6. Notice the selection boxes.

7. In the first box, select the drop down arrow and select HJ.

8. In the first Then by box, select LAST.

9. In the last Then box, select FIRST.

10. Select OK

11. All data is now sorted by high school followed by junior high school.

Performing subtotals:

1. Select Data from the menu.

2. Select Subtotals

3. Select the fields and check boxes as indicated.  In the Add subtotal to: selection box, make sure only the HJ field has a check mark.  Scroll through the list to confirm this is the only field selected.

4. Select OK

5. Using the vertical scroll bar or page down key, find row 104.

6. Notice the h Count in that row.

7. If column B has ### in it, move the cursor between columns labels B and C and double click.  These symbols indicate the column is not wide enough for information to be displayed. 

8. Scroll to row 161 and notice the j Count.

9. Move to row 162 and notice the Grand Count.

Removing subtotals:

1. Select Data menu.

2. Subtotals.

3. Remove All.

4. Click on the column label A.

5. Select the Edit menu.

6. Select Delete.

7. Or, press the Undo button until the sheet is restored to its original state.


Spreadsheet Problems

Problem #1:

Determine the number of students in the Junior High Band using grades 7 and 8 as the criteria.


1. 
How many students are in the junior high band.

Problem #2:

Determine the number of students in the High School Band using grades 9-12 as the criteria.


2. 
How many students are in the high school band.

Problem #3:

Determine the total number of students in band using all grades as the criteria.


3. 
How many students are in both bands.

Problem #4:

After restoring the sheet to its original state, sort by grade, sex, last and determine the following:

How many of each?

	
	7th  Grade
	8th  Grade
	9th  Grade
	10th  Grade
	11th Grade
	12th  Grade

	Males
	
	
	
	
	
	

	Females
	
	
	
	
	
	


HINT:

In order to determine this information, you must first perform a simple sort to arrange the data in the proper order so that the subtotals may be determined.

Once finished with the problems, return the sheet to its original form.
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