Jefferson Parish Library

EXCEL PART 3.

TABLES, CONDITIONAL FORMATTING, AND MORE

FUNCTIONS

PHONE: IT Training Team EMAIL:

504-838-1144 Jefferson Parish Library jpltrain@jplibrary.net




In this class you will learn how to:

* Convert data into a table

* Use table features such as Sort & Filter

* Apply conditional formatting

* Insert the COUNT, COUNTIF, and COUNTIFS functions
* Freeze Panes

* Use the VLOOKUP function

* Apply array formulas
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TABLES

TO CREATE A TABLE FROM

e

. e
B B WapTet General o g,; Eﬁ Em Ex iil 3 AutoSum - %Y p

ata 3 Chare
0 alibri - A A==
P BB Copy - CanditionaiFor Cell | Delete F il Sort & Find & SCRAICH
st i = == =a= 0 oo it it it Delet t rt
e | BT W DA~ === == EMergedCenter - $ - % 2 %5 £ Conditionafiformates Cel besar§ ele ka5 S o in

Filter ~ Select ~

Formatting §| Table~  Styles -
Clipboard ] Font F] Alignment ] Number r] Light

| = Click and drag the number
| .||  ofcells you will need in
ol mem=s oemes somes snee your table.

* Click Format As Table in
the Home tab.

| « Click a table style to select.
o . | « Click OK in the dialog box.
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FORMAT AS TABLE

Insert Page Layout Formulas Data Review View Q Tellmewhaty
&D d Cut -1 52 Wrap Text General y (B gﬁ Ex E 3 Autosum - éy p
ER Copy ~ ) =2
Paste . £ - ES Merge & Center ~ | $ ~ % Conditional Formatas Cell  Insert Delete Format
- ¥ Format Painter Formatting= Table~ Styles= | - . -
Clipboard ] Font ] Alignment ] Number & Styles Cells
i14 v f
A 3 © 1 v F 1 [ H
1 Middle Grade Books-—-Contemporary {2000-Present)
2 [ uthor B verpubished D imprint G 2 citor B e B e
The Missing Piece of
3 |Charlie O'Reilly Rebecca K.S. Ansari 2019 Walden Pond Press HarperCollins Jordan Brown Tina Dubois No
4 |The Lost Girl 2019 Walden Pond Press HarperCollins No
5 Sweep Jonathan Auxier 2018 Amulet Books Abrams. Yes
The Extremely
Inconvenient Adventures
6 |of Bronte Mettlestone Jaclyn Moriarty 2018 Arthur A, Levine Scholastic Arthur Levine Jill Grinberg Yes
The Incorrigible Children
of Ashton Place: The Long-
7 |Lost Home Maryrose Wood 2018 Balzer + Bray HarperCollins Yes
8 |Legend of the Lost Causes  McLelland/Sylvester 2018 Henry Holt & Co. Macmillan No
9 |The Night Diary Veera Hiranandani 2018 Penguin Young Readers Group  Penguin Random House Namrata Tripathi Sara Crowe No.
10 |Shadow Weaver MarcyKate Connolly 2018 Sourcebooks Jabberwocky Sourcebooks, Inc. Annie Berger Suzie Townsend Yes
11 |The Jolly Regina Kara LaReau 2017 Amulet Books Abrams Tamar Brazis Barry Goldblatt Yes
12 |Nevermoor Jessica Townsend 2017 Little, Brown & Co. Hachette Alvina Ling Gemma Cooper Yes
13 |Orphan Island Laurel Snyder 2017 Walden Pond Press HarperCollins Jordan Brown  Tina Wexler Yes
14 |Wonderling Mira Bartok 2017 Candlewick Press Jennifer Gates Yes
15 |Pax Sarah Pennypacker 2016 Balzer +Bray HarperCollins Donna Bray Steven Malk No.
16 | Gertie's Leap to Greatness Kate Beasley 2016 Farrar, Straus, & Giroux
17 |Foxheart Claire LeGrande 2016 Greenwillow Books HarperCollins Yes
18 | The Wild Robot Peter Brown 2016 Little, Brown & Co. Hachette Alvina Ling Paul Rodeen Ne
19 | The Thing about Jellyfish  Ali Benjamin 2015 Little, Brown & Co. Hachette Andrea Spooner  Mollie Glick Yes
20 | The Witch's Boy Kelly Barnhill 2014 Algonquin Young Readers Algonquin Books of Chapel Hill
21 |ASnicker of Magic Nattalie Lioyd 2014 Scholastic Mallory Kass Suzie Townsend Yes
22 |The Real Boy 2013 Walden Pond Press HarperCollins No
Peter Nimble and His
23 |Fanstastic Eyes Jonathan Auxier 2011 Amulet Books Abrams. Tamar Brazis Yes
Table 1 | Table2 [ @ .
Ready
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TO CREATE A TABLE USING
EXISTING DATA

Select all data and
column headings.

Click Home = Format
as Table.

Choose a table style.

Click OK in the dialog
box.




TABLE TOOLS FORMAT TAB

Add a Total Row at the
bottom of your table

Add a Header Row at
the top of your table Choose a preset table style

table for excel 3 - Excel £ = (m] X
Home Insert Page Layout Formulas Data Review i Q Tell me what you want to do... Desimone, Elizabeth Q Share
Table Name: (7] Summarize with PivotTable [e== [=] Properties | Header Row First Column | Filter Button || e e — - |-
[ . e | o | el oo | E==== ===
Table3 BB Remove Duplicates Open in Browser Total Row Last Column === =S===5 SIS C EEE=5 E==== mmmEm
= - Inset  Export Refresh . . W Lo CoCC-C e === === _
‘EF Resize Table = G5 Convert to Range Slicer = » €2 Unlink | Banded Rows Banded Columns : : T
Properties Tools External Table Data T Style ions Table Styles [l
Turn from a table back to a normal cell range Alternate shading between rows or columns
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tabl
Insert  Page Layout
ala, . -
0 % ot -1 A A
P B~
st
e ¢ BT U-
Clipboard 15 Font [
H3 < || No
A B

Formulas Data

SORT AND FILTER

[cal [m}

e for excel 3 - Excel

Review  View Design Desimone, Elizabeth £, Share

50 Wrap Text General - 7] ) Bolnset - 3~ AY p
e N '52 & Find &
G § - 05 5 4891 Conditional Formatas Cell ., ort & Fin
- "% Formatting+ Table~ Stylesw ZlFormat & v Fihero Select e
Alignment o Number & Styles Cells Editing ~
3
c ) 3 H N

Middle Grade Books—Contemporary (2000-Present)
eorpubished B mprint | publsher T T -

The Missing Piece of 8] sotAtoz
3 |charlie O'Reilly Rebecca K.5. Ansari 2019 Walden Pond Press Hi Zl SortZto A Tina Dubois ND.
4 |The Lost Girl Anne Ursu 2019 Walden Pond Press He A No
5 |sweep Jonathan Auxier 2018 Amulet Books Ak Sort by Color 4 Yes
| The Extremely
Inconvenient Adventures
& |of Bronte Mettlestone  laclyn Moriarty 2018 Arthur A Levine sc Jill Grinberg Yes
" |The Incorrigible Childran Text Filters v
of Ashton Place: The Long-
Search )
7 |Lost Home Maryrose Wood 2018 Balzer +Bray He Yes
(Select All) ~
8 [Legend of the Lost Causes  McLelland/Sylvester 2018 Henry Holt & Co. M Alvina Ling No
9: The Night Diary Veera Hiranandani 2018 Penguin Young Readers Group Pt ::ﬁ:::’::”" Sara Crowe Mo
10 |Shadow Weaver MarcyKate Connolly 2018 Sourcebooks Jabberwocky  S¢ rthur Levine Suzie Townsend Yes
11 |The Jolly Regina Kara LaReau 2017 Amulet Books Ak Chatlie Kochman Barry Goldblatt Yes
12 | Nevermoor Jessica Townsend 2017 Little, Brown & Co. Hz Danna Bray Gemma Cooper Yes
13 |Orphan Island Laurel Snyder 2017 Walden Pond Press He Jordan Brown Tina Wexler Yes
14 |Wonderling Mira Bartok 2017 e Liz Szabla Jennifer Gates Yes
15: Pax Sarah Pennypacker 2016 Balzer + Bray Hz Mallory Kass v Steven Malk No'
16 |Gertie's Leap to Greatness Kate Beasley 2016 Farrar, Straus, & Giroux Cancel
17 |Foxheart Claire LeGrande 2016 Greenwillow Books He - Yes
18 | The Wild Robat Peter Brown 2016 Little, Brown & Co. Hachette Alvina Ling Paul Rodeen No
19 |The Thing about Jellyfish  Ali Benjamin 2015 Little, Brown & Co. Hachette Andrea Spooner  Mollie Glick Yes
20 | The Witch's Boy Kelly Barnhill 2014 Algonquin Young Readers Algonquin Books of Chapel Hill
21 | A Snicker of Magic Nattalie Lloyd 2014 Scholastic MalloryKass  Suzie Townsend Yes
22 |The Real Boy Anne Ursu 2013 Walden Pond Press HarperCollins No
| peter Nimble and His
23 |Fanstastic Eyes Jonathan Auxier 2011 Amulet Books Abrams Tamar Brazis Yes =
| Table1 | Table2 ® El 3
HH 2 1 4+ 90%
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Group

2] SotAtoZ
Hz Tina Dubois
2| sortZtoA

Hi
Ak Sort by Colg 3
Sc Jill Grinberg

Text Filters 3

Search
i earc yel

[Select All) -~
M Alvina Ling
Pe Andrea Spooner Sara Crowe
Annie Berger -
Sc Arthur Levine Suzie Townsend
Ak Charlie Kochman Barry Goldblatt
Hi Donna Bray Gemma Cooper
Hi Jordan Brown Tina Wexler
Cz Liz Szabla lennifer Gates
Hz Mallary Kass w  Steven Malk
.. e
oK Cancel

Hzi =
Hachette Paul Rodeen
Hachette Andrea Spooner Mollie Glick

Click “Sort A to Z” for
ascending order.
Click “Sort Z to A” for
descending order.




SORT AND FILTER

Click the pull-down arrow beside the
column header.

All of the filtering commands are
highlighted (though some are inactive
because there is currently no filter in use).

Check or uncheck values and then click
OK. Filtered rows have now been left out
of the display.

The pull-down arrow beside the column
header will show a funnel icon indicating
that a filter is in use.
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table for excel 3 - Excel

Formulas | Data | Review | View ' Tell me.. Desi

T 3 Calibri -l L == = Ef-‘ General - %Conditional Farmatting =
. D - B I U- A & = $ -0 o GFormat as Table ~
aste
. o™ DA - 0 8 (7 Cell Styles -
Clipboard Font ] Alignment ] Number ] Styles
H3 e £ || No
A B | C o]

Mone. 9'_ Share
= | R
Cells  Editing
E

Imprint -

Middle Grade Books—Contemporary (2000-Present)

2] SortAtoZ
3 2019 Walden Pond Press HarperCollins
Z] SotZtoA EEOH
4 | 2019 Walden Pond Press HarperCollins
3 Sort by Color 4 2018 Amulet Books Abrams
R Y 2018 Arthur A. Levine Scholastic
Text Filters 3 Equals...
5 h Does Mot Equal...
7| Sare P q + Bray HarperCollins
-] [Select All) ~ Begins With...

8 -] Ali Benjamin < Wi Holt & Co. Macmillan

| Ends With...

-[¥] Anne Ursu -

g Cath Valent n Young Readers Group  Penguin Random H

— --[+| Catherynne Valente Contains...
10_ ¥ Claire LeGrande . books Jabberwocky Sourcebooks, Inc.
11_ Jaclyn Mariarty Does Mot Contain... : Books Abrams
12 anne Birdsall Custorn Filter... 3rown & Co. Hachette
13 ff Kinney . n Pond Press HarperCollins
14_ essica Townsend 2017 Candlewick Press
15 Jonathan Auxier v 2016 Balzer + Bray HarperCollins

. R
16 | oK Cancel 2016 Farrar, Straus, & Giroux
1'.-"_ 2016 Greenwillow Books HarperCollins
13_ The Wild Robot Peter Brown 2016 Little, Brown & Co. Hachette
19_ The Thing about Jellyfish  Ali Benjamin 2015 Little, Brown & Co. Hachette
?_0_ The Witch's Boy Kelly Barnhill 2014 Algonquin Young Readers Algonquin Books of
21 A Snicker of Magic Nattalie Lloyd 2014 Scholastic
27 |Tha Dazal Baar Arnnallrcn 2012 \Wiald, Dnand Drace Iine

| Table 1 | Table 2 ® [ 3

Ready ] - 1 + 90%




Select a range of data that
you want to format with
conditional formatting.

Click Home = Conditional
Formatting.

Choose the type of
condition you want to
apply, then choose the
formatting. The formatting
will apply only to those
cells in your cell range that
meet the condition you
set.
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Insert
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B -

table for excel 3 - Excel able 3 =l

Page Layout Formulas Data Review

Desimone, Elizabeth

General -

I
¥
o

1 e A A =_

P =

E" Delete ~ @

E‘“Insert - E - ,%Y p

[}

g_ Share

Paste B I U- . My s |l =E== $ -0 3 oM Conditional Formatas Cell Sort & Find &
- ¥ == 4 *>% | Formatting= Table~ Styles~ | EIFormat~ & = ppo o Soec
Clipboard & Font ] Alignment [F} MNumber ]
D Highlight Cells Rules + FEI Greater Than__.
Cc3 M e 2015
L To
Top/Bottom Rules  » Less Than...
A B C D =
1 Middle Grade Books—Contemporary |
2 i - > Imprint hd I Data Bars 3 E Between... L m
3 |The Thing about Jellyfish  Ali Benjamin 2015 Little, Brown & Co. H
4 |The Lost Girl Anne Ursu 2019 |Walden Pond Press H
5 |The Real Boy Anne Ursu 2013 |\Walden Pond Press H E:I Color Scales ' =] Equal To...
Icon Sets 4 Text that Contains....
6 |Breadcrumbs Anne Ursu 2011 |Walden Pond Press H
The Girl who ;
Cirumnavigated Fairyland o et i A Date Occurring...
= - F# ClearRules 3
in a Ship of Her Own -
7 |Making Catherynne Valente 2011 |Feiwel and Friends N E Manage Rules... I:I Duplicate Values... n
{ Foxheart Claire LeGrande 2016 |Greenwillow Books HarperCollins
More Rules...
Inconvenient Adventures . T —
9 |of Bronte Mettlestone Jaclyn 2018 |Art] Oreater Than F ® H =2 I
10 | The Penderwicks Jeanne Birdsall 2005 |Kn:
- - - - Format cells that are GREATER THAN:
11 |Diary of 8 Wimpy Kid Jeff Kinney Sou
12 |Nevermoor Jessica Townsend 2017 [ube] T
i Yellow Fill with Dark Yellow Text
13 |Sweep Jonathan Auxier 2018 |Am 2015 — with s
Peter Nimble and His
14 |Fanstastic Eyes Jonathan Auxier 2011 [Ami oK Cancel
15 |The Jolly Regina Kara LaReau 2017 |Am
16 |Gertie's Leap to Greatness Kate Beasley 2016 |Farrar, Straus, & Giroux
17 |The Witch's Boy Kelly Barnhill 2014 |Algonquin Young Readers. Algonquin Books of Chapel Hill
18 |Orphan Island Laurel Snyder 2017 |Walden Pond Press HarperCollins lordan Brown Tina Wexler
10 MChad AL M= rrek =da Al anielc . L (E1CYCY L 3 2y L 1 A ia Ras Ciizia T A
Table 1 | Table2 ® ! ’
Daach -] rans 2014 EIGE Count 27 Lm- 54398 a2 o '} e OOFE




The COUNT function counts the
number of cells in a range that
contain numbers.

You can find the COUNT function
in AutoSum or Statistical in the
Formulas tab. Then select the
appropriate cell range.

Alternatively, you can type:
=COUNT(valuel,[value2])
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COUNT

H o

File Home Insert

table for excel 3 - Excel

Formulas Data

Review View

Page Layout

Q Tell me... Desimone, Elizabeth

fx 2 AutoSum ~ Logical I - =) $ioTrace Precedents 1% r_|
IQ Recently Used ~ Text~ a - DCE Trace Dependents ¥4 ~ &o i
Insert Defined Py Watch  Calculation R
Function IE Financial ~ @ Date & Time ~ I! ~* Names~ R Remove Arrows ~ (/&) Window = Options ~
Function Library Formula Auditing Calculation
K2 v [ =COUNT(Table3[Year Published])
H I J K L
1
Al Read? | Total Listed: |=counT(Table3[vear Published)) |
3] Yes Total Read:
Total Published last 3
4 No Years:
#Read published last 3
5 No years:
6 Yes
7 | Yes
8 | Yes
9 | Yes
10
| Table1 | Table2 | @ f D
Ready 23 | O - 1 +  90%




COUNTIF

H - table for excel 3 - Excel
File Home Insert Page Layout Formulas Data Review View Q Tellme.. Desimone.. g_ Share
> AuteSum ~  |H Logical - = - =" $:oTrace Precedents 0% ’_‘ @
o |E2 Recently Used ~ Text - a - Defined o% Trace Dependents /4 ~ ‘Ne’;:c: - It' e
Fu:sciian |8 Financial ~ @ Date & Time~ |B - Names- I% Remove Arrows + Q:S;) Wi:dcow g;tli.;;o.n &
Function Library Formula Auditing Calculation A~
. . K4 v % =COUNTIF(Table3[Year Published],">2015") hd
The COUNTIF function is a ; | J . ;
. . 1] | B
combination of a COUNT and an 2 hm_ . ot Usted —COUNTTble3itear Publishec)
3 Yes Total Read: =COUNTIF(Table3[Read?),"Yes")
IF function. It counts the et P o
. . 4 No Years: =COUNTIF(Table3[Year Published],">2015")
number of cells within a range
#Read published last 3
. L 5 No years:
that meet the given condition.
"
ction Arguments m’?‘
. COUNTIF
Yo u Ca n fl n d CO U NTI F u n d e r th e hnge H3:H30 El = {'ND',"ND';'YES';'YES';'YES';'NO';'ND':'
[ . Criteria  “Yes” 5| = Yes®
Statistical category in the =
H M Counts the number of cells within a range that meet the given condition.
Function Library. 12 e et e | |
Criteria is the condition in the form of a number, expression, or text that defines
which cells will be counted. -
IC
Formula result = 17 - = Bl
Help on this function Cancel
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COUNTIFS

H ©-

table for excel 3 - Excel = - a X
File Home Insert Page Layout Formulas Review View Q Tellme.. Desimone.. ,0+ Share
fx 2 AutoSum ~ Logical ~ & - = $io Trace Precedents (] h
lg Recently Used ~ Text ~ @ & ) °§."E Trace Dependents e - o .
Insert L ] Defined Watch  Calculation i
Function IE Financial ~ |8 Date & Time~ |Bl - Names~ % RemoveArrows ~ (&) Window  Options -
Function Library Formula Auditing Calculation ~
KS v e =COUNTIFS(Table3[Year Published],">2015", Table3[Read?],"Yes") v
| J K [a]
1 {
Th CO U NTI FS f t H 2| Total Listed: =COUNT(Table3[Year Published])
e U n C IO n 3 | Total Read: =COUNTIF(Table3[Read?), "Yes")

counts the number of cells Total Published last 3

e . 4 Years: =COUNTIF(Table3([Year Published],">2015")
specified by a given set of end ublshed o
Cond itiO ns O r Crite ria Itls 5 years: =COUNTIFS(Table3[Year Published),">2015", Table3[Read?],"Yes")

like the COUNTIF function, e

COUNTIFS

except that you can put |n Criteria_range1 | Table3(Year Published]

Criterial | ">2015"

multiple Criteria and ranges. Criteria_range2 |Table3[Read?)

{2015;2019;2013;2011;2011;2016;201... A
“>2015"

{Yes”;"No";"No™;"Yes™;"Yes™;"Yes™; "Yes™:

Criteria2 | “Yes” “Yes®
Criteria_range3 ﬂﬂ‘ ol relerraie G
=9
Counts the number of cells specified by a given set of conditions or criteria.
Criteria2: is the condition in the form of a number, expression, or text that defines i
which cells will be counted. [»

Formula result = 9

Help on this function Cancel
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* Click in the row you
want to freeze.

* Click View = Freeze
Panes - Freeze
Panes.
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FREEZE PANES

table for excel 3 - Excel E 5 =

O

Home Insert Page Layout Formulas Data Review i Design Q Tell me what you want to do... Desimone, Elizabeth ‘Qr Share

Ruler [ Formula Bar C)\ I::u DQ L“E‘I E g B3 spit View Side by Side El:l'_J

=

T Hide Synchronous Scralling X
Pormal Page Break Page Custom | [/] Gridlines |v Headings Zoom 100% Zoomto MNew Arrangl] Freeze _— R - Switch Macros
Preview Layout Views Selection  Window  All § Panes~ nhide Reset Window Position  windoufl~ -
‘Workbook Views Show Zoom Freeze Panes Macros ~
gl Keep rows and columns visible while the rest of
G2 - Je Agent the worksheet scrolls (based on current selection). A4
Freeze Top Row
| A | B | c | D | Q Keep the top row visible while scrolling through s 1=
1 Middle Grade Books—Contemporary (2 the rest of the worksheet.
2 h- | author ] B mpine Freeze First Column - -
3 |The Thing about Jellyfish  Ali Benjamin 2015 Little, Brown & Co. Hac D Keep the first column visible while scrolling Yes
through the rest of the worksheet,
4 | The Lost Girl table for excel 3 - Excel
Home  Inset  Pagelayout  Formulas  Data  Review Design Q@ Tell me what you want to do... Desimone, Elizabeth
5 |The Real Boy D p. /| T Q [‘i, DQ rT_] E |§| =] split {1 View Side by Side ED"J E\
o B " Hide Synchronous Scrolling -
Normal Page Sreak Page Custom | [/] Gridlines (¥ Headings Zoom 100% Zoom to NEW Arrange Freeze i . N ) Switch Macros
6 |Breadcrumbs Preview Layout Views Selection Window All  Panes~ SLIEE 15 Reset Window Position  windows ~ <
| The Girl who Workbook Views Show Zoom Window Macros
Cirumnavigated F
in a Ship of Her Of 52 - % Agent
7 |Making | A | B C D | E | F G H
8 |Foxheart 1 Middle Grade Books--Contemporary (2000-Present)
2 B Imprint [~ ]
The Extremely The Incorrigible Children
Inconvenient Advg of Ashton Place: The
9 | of Bronte Mettlest) 21 |Mysterious Howling Maryrose Wood 2010 Balzer + Bray HarperCollins Donna Bray Elizabeth Kaplan
10 | The Penderwicks
| T4 22 |Legend of the Lost Causes Mclelland/Sylvester 2018 Henry Holt & Co. Macmillan
23 ]Wonderlinz Mira Bartok 2017 Candlewick Press Jennifer Gates
| 24 |Asnicker of Magic Nattalie Lloyd 2014 scholastic Mallory Kass Suzie Townsend
25 ]The Wild Robot Peter Brown 2016 Little, Brown & Co. Hachette Alvina Ling Paul Rodeen
The Missing Piece of
26 |Charlie O'Reilly Rebecca K.S. Ansari 2019 Walden Pond Press HarperCollins Jordan Brown Tina Dubois
27 ]Pax Sarah Pennypacker 2016 Balzer +Bray HarperCollins Donna Bray Steven Malk
28 |Clementine Sarah Pennypacker 2006 Hyperion Books for Children  Disney Book Group
The Mysterious Benedict
29 |Society Trenton Lee Stewart 2007 Little, Brown & Co. Hachette
30 |The Night Diary Veera Hiranandani 2018 Penguin Young Readers Group Penguin Random House Namrata Tripathi Sara Crowe
31
32 |
3|
34
35|
Table1 | Table2 | @ .
Ready i o = i




VLOOKUP

VLOOKUP looks for a value in the leftmost column of a table, and then returns a
value in the same row from a column you specify.

2. Select the table array by clicking and dragging the column headings.
|

[ |

3. Choose the column you want to pull data from
|

A B C D E F G H

1 English  Math History Art Music Science Foreign Language

2 |Arya Stark 93 P 61 68 77 66 82

3 |Brienne Tarth 89 68 86 65 83 68 73

4 | Cercei Lannister 80 72 68 74 74 64 87|

5 |Daenerys Targaryen 100 70 71 86 68 81 65

6 Davos Seaworth 81 82 68 75 63 76 62

7 |Ellaria Sand 80 77 63 99 98 69 88
. 8 |Joffrey Baratheon 100 71 100 92 90 65 62 4. Indicate if
e . e I  — o ~ vouwantan

orah Mormon

n lt e leftmost 11 |khal Drogo 92 96 90 95 81 82 96 exact match
column 12 |Lysa Arryn 64 87 7 89 95 78 88 or a best fit.

(lookup value) 13 Meera Reed 9 70 97 79 96 94 82

14 | Oberyn Martell 68 88 72 67 70 96 90

15 |Olenna Tyrell 98 F44 97 81 92 61 71

16 Petyr Baelish 74 80 89 93 99 88 99

17 |Samwell Tarly 95 63 97 97 88 76 70

18 |Sandor Clegane 80 73 72 93 84 83 78

19 |Tyrian Lannister 91 91 87 66 77 73 87

20 |Yara Greyjoy 64 63 79 96 74 83 70
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VLOOKUP

You can find the VLOOKUP function under Lookup & Reference in the Function Library.

The cell we're looking up in
the first column \

unction Arguments | ? | =

The table where the Lookup_value | A6 E—li = “Yara Greyjoy
. T =3
data is located | ——»Tableamay aD | =
Col_index_num |3 & = 3
Range_lookup | FALSE ﬁ = FALSE

Type in the number of _

_ _ Looks ford value in the leftmost column of a table, and then returns a value in the same row from a column you
the column (A—l, B—Z, specify/By default, the table must be sorted in an ascending order.
etc.) for the data

you’re pulling

Lookup_value is the value to be found in the first column of the table, and can be a
value, a reference, or a text string.

Formula result = 25

FALSE for an exact Help on this function Cancel
match, TRUE for a
best fit l

=VLOOKUP(A6,A:D,3,FALSE)
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ARRAY FORMULAS

Array formulas are formulas that

operate on every cell in a
. . c2 > X & S | =sum(B2:B6*C2:C6
selection rather than on a single
Cello A B C | D | E ! F
1 _Stuck Nu..{luantiﬂ _Price !
cul ¢ 2 hi 2 1 548 2.99
To calculate an array formula, hit 3 5 — B
Ctrl + Shift + Enter. This will add 4 3 970 29.99
brackets to your formula in the 5 | 4 365 4.99
Formula Bar. ?' S
8 |total =sum(B2:B6*C2:C6
In this example, we can calculate 9 | SUM(number1, [number2], ...
the total value of our inventory 10

with an array formula.
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ADDITIONAL RESOURCES

Additional helpful resources can be accessed through our homepage www.jplibrary.net

* From the JPL homepage, click on the Digital Content Tutorials * After the course menu opens, click Full Screen
(blue rectangle) next scroll bar. at the top of the course menu to view tutorials.

«” Full Screen % Close

& Jefferson
. Select Langu v
w = Jm Parish l’j volWw [find books, DvDs, and more... |l Seanch | T

Library JPL Digital Content Tutorials 2

Home | Locations < | Services v‘ Reference = | Policies — | Library Info = | ILL ‘ Catalo Digital Content | Databases | Childrens/Teens/Adults <> | Calendars | Contact Us <

D Find Books, DVDs
A CDs, and more in the @ Online Databases
Catalog Search NOTICE: Repairs require tempora, ¢
Bl Gisa entrance at East Bank Regional a Ask a ibrarian (- 1 **Click and Learn JPL Digital Content Apps >
- Users of East Bank Regional Library » e
Jﬁl. Log.in to your must enter through the administration +4‘3—WL |
account

entrance on the right side of the library.

Computer Classes Adult | eaming

(Brainfuse) s of East Bank Regiona ! **|PL's Basic Computer Skills Learning Guide >

@ Your Library Click fiere formore information Besources (Brainfuse) on the right side of *Homework Louisiana (Tutor.com) Tutorial - Real
f ‘ Free Online Tutoring . s >
\ Text-a-Librarian Q) for K-12 and College ; experts, waiting to help you now
| S ) -k here for more inforr

] Get email reminders
ﬁO_Liuﬁ_i‘aEE

Search the collection
Research Library

. In‘ter-ne't -
, *Internet Basics >

*Joining Cisco Webex Meetings >

Information for all
Jefferson Parish Libraries

1
Belcume a Teen
~ | Volunteer « The Jefferson Parish Library is open to the public, but hours (Pronunciator) H
*
may vary by branch. Patrons can request and reserve items %ﬂ;ﬁ ) |format|0n fO Learn to Use Your Chromebook >
to pick up via curbside service or inside via self-checkout or (Mange) I Lox . .
HOWTO counter service. Distanced computers will be available for rson Pa Fis h LI

RENEW ITEMS: use by advanced reservation and distanced seating will be *Zoom - Let's learn to use it! >

available inside for patrons use. Parish Library is open to tk

ranch. Patrons can reques
curbside service or inside
e. Distanced computers v

‘ed reservation and distan [y Ancestry Library Edition Tutorial -- Access Billions
le for patrons use 1t ¥ ; >
2o of Genealogical Records

1. Online thru
Online thru = Meeting and study rooms will be open, but are subject to
your account AR e
the capacity limitations established by the State of Louisiana
2. Call TeleCirc at & Jefferson Parish. Patrons must wear a face covering or
5 mask (which covers both the nose and mouth) and undergo
(504) 885-8588 a temperature screening prior to entering.

Advanced Internet Search Techniques >

L.
+ Single and larger study rooms will be available with limited itudy rooms will be open,
capacity and time management. mitations established by t AtOZ World Food >
- . ol
* A reservation for a meeting room is required. There will be rish. Patrons must wear a
a limited capacity for each individual meeting room due to :overs both the noseand r g

ial distancing. Click here fi ti ities. 5 st i - i
| soca distancing. Click here for meeting room capaciti y o » y screening prior to enterif . Auto Repair Source - Automotive Information >
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ADDITIONAL RESOURCES

* From the library’s homepage, click on the JPL Digital
Content link or the Digital Content menu tab.

& lefferson Parish Ligrary

(€ © www jplibranf.net

G Google

B Jefferson
M - Parish
Library

Services =7 | Reference 7| Policies = | Library Info = | ILL

Home | Locations j

ContactUs =
JPL Digital Content
my Log in to vour
JP account

#2W Computer Classes
@ Your Library

| Text-a-Librarian

et email reminders
| for due dates

Search the collection

of the American
Italian Research

Library
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< 3 Q Search

Q¥

Catalog | Digital Content | Databases
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Read full digital copies of your
favorite magazines on a computer,
tablet, or mobile device using the
free Zinio Reader app!

Click here for more information.

(<1l ]

Through our website, patrons now have unlimited multi-user access to
complete digital magazines, which can easily be viewed on most

Additional helpful resources can be accessed through our homepage www.jplibrary.net

* Then click on the LinkedIn Learning icon to access

online training using your library card number and pin.

Jefferson
. Parish oD@
Library

creativebug

CHECK
ITOUT @ -
(FOI )

:

Lynda.com is now LinkedIn Learning.




NOTES

Jefferson Parish Library authorizes you to view and download materials such as this handout at our web site (www.jplibrary.net) only for your personal, non-commercial
use, provided that you retain all copyright and other proprietary notices contained in the original materials on all copies of the materials. You may not modify the
materials at this site in any way or reproduce, publicly display, perform, distribute or otherwise use them for any public or commercial purpose. The materials at this site
are copyrighted and any unauthorized use of any materials at this site may violate copyright, trademark, and other laws. If you breach any of these Terms, your
authorization to use any materials available at this site automatically terminates and you must immediately destroy any such downloaded or printed materials.
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