Excel 
Every file in Excel has one or more worksheets. And in every worksheet there are a number of rows, columns and cells. Every row is named by a number, every column is named by a letter, and that makes it possible to name every single cell by the combination of the column letter and the row number. Cell A2 is the cell on the second row in the first column, cell H123 is the cell on the 123rd row in the eighth column.
Exercise: Start by opening the file Newspapers, Chose File and Open in the menu

Moving around 

The easiest way to move from one cell to the next is to use the arrows. You can also move you mouse to the cell and click to select that cell. Writing in a cell is possible by writing in the command field above the worksheet or write in the cell itself. When you double click in a cell it’s possible to change the text or numbers.

Ctrl + right arrow
Move to the column (with data) furthest to the right on the same row

Ctrl + left arrow
Move back to the first column on the same row 
Ctrl + down arrow
Move to the last row (with data) in the worksheet
Ctrl + up arrow
Move back to the first row (with data)

Ctrl + End
Move to the last cell (last column, last row) with data

Ctrl + Home 
Move back to the first cell (first column, first row) with data
Exercise: “Interview” the file – by using the commands above. How many rows, how many columns, what does it contain? What could you find out with this file?
Selecting

Select a cell by moving to it – or by using the mouse and clicking. Note that the name of the cell is shown just beside the command field, if you are in the third column and on the fourth row the name of the cell is C4. You can also select an entire row by placing your mouse on the beginning of the row, at one of the numbers, and click. In the same way you can select a column by clicking on the letter above the column. Finally it is possible to select the whole worksheet by clicking in the square between row 1 and column A. 

You must select a cell, row, column or sheet before doing something with it, like changing the font, the format or sorting your data. 

Deleting rows and columns

If you just select a row and then press the delete button, you notice that the information entered in the cells on that row vanishes but the row is still there – empty. To delete a row or a column you must first select the row or column by clicking of the number or letter representing that row or column. Then chose Edit and Delete in your menu. 
Exercise: Delete the first six rows in the file by selecting the numbers 1-6 and then using Edit and Delete in the menu. Also delete the second column.

Adding rows and columns

You can add a row by selecting the row below where you want to add the new row. Then chose Insert and Row in the menu. For columns you select the column on the right of where you want to add the new column. Then chose Insert and Column in the menu. 
Exercise: Select cell A1 and choose Insert and Row in the menu.
Header

It is always a good idea to add a header to your worksheet. In that way it is easier to remember what the columns contained when opening the file a month later. Add an empty row at the top by selecting the first row and then choosing Insert and Row in the menu. Enter understandable headers for each column and finish the whole thing off by changing the headers to a bold font. Do that by selecting the new first row and click on B on the toolbar – B for bold. 

Exercise: Enter the headers, Region, Country, Broadsheets, Tabloids and Others. Use Tab to move between the cells. Select the row and make the font bold by selecting B in the tool bar.
Panes
While working with a large worksheet it can be useful to be able to see your headers when you are entering data at the end of the worksheet. It is then possible to lock the headers by selecting cell A2 and then chose Window and Freeze panes in the menu. Remember that the command Freeze panes always freezes the row above and the column left of the cell you’ve selected. That is – if you also want to freeze the first column, you must select cell B2 before choosing Window and Freeze panes. A very common error is to select cell A1 before freezing – in that case Excel freezes the middle of the worksheet – shown as a cross in the middle of the screen. Then you must unlock that lock by choosing Window and Unfreeze panes, then reselect the correct cell, A2 or B2 or which ever you like, and then freeze the windows again. 

Exercise: Freeze the panes so that the headers stay when you move down the worksheet.
Column width

There are several ways to change the width of a column. Move the cursor at the top of the sheet, just between two columns and you can see the cursor changing from a plus sign to a double arrow. Select and change the width of the left column. It is also possible to double click while the cursor looks like a double arrow. That makes the left column adjust it’s width to the widest cell in the column. By selecting the whole sheet (click on the small square between row 1 and column A) and then double clicking between two of the columns you make all of the columns adjusting their width on the same time. This is also possible by selecting a column and then choosing Format, Column and Autofit in the menu. You can use the same technique for rows – in the menu you chose Format, Row and Autofit. 
Exercise: Select the first column and double click between columns 1 and 2. Also try to change the column width by pulling the columns apart.

Copying and numbering
The usual short commands, Ctrl-C for copying, Ctrl-V for pasting, are used by Excel. And they are of course found in the menu, Edit and Copy or Edit and Paste. Excel also has another way: Select a cell by clicking. Move the cursor to the lower right hand corner of the cell, the cursor changes from a fat plus sign to a thin one. You can also see a small handle in that corner, select the corner with the thin plus sign and pull down. The contents of the cell are copied. 

You can use this handle while numbering the rows. Enter 1 in the first cell and 2 in the cell below. Select both cells and select the handle with the slim plus sign and pull. Excel then continues the range of numbers you have begun. You can start your number series anywhere; try writing 101 in the first cell and 102 in the next. Or try 10 in the first and 20 in the second. This works with anything that has a sequence, Monday – Tuesday, January – February and so on. And with dates – this is an easy way to make a calendar – Excel increments the dates with the interval you have chosen in the first two, every day, every week or every tenth day…

Exercise: Add a column to the left of the first column by selecting the region column and then choosing Insert – Column in the menu. Enter 101 in cell A2 and 102 in cell A3. Select both cells, take hold of the handle in the lower right corner of cell A2 and pull down. All the rows are numbered. Enter No as a header in cell A1.
Undo and saving

Know that mistakes do happen while working in Excel. Every time you add a row, copy or sort data your worksheet changes. There is an undo command, Ctrl-Z or Edit Undo in the menu. 

However, it’s recommended that you save several versions of your file. Always save a new version before doing a major change to your worksheet. Use File and Save As in the menu. For simpler files a system of Testfile1, Testfile2, Testfile3 and so on is probably sufficient. No matter how you have accessed your data, by entering it yourself, downloading from the net or receiving a file from someone, it’s crucial that you always, always save the original file. I usually create a folder called Original where I store the files. 

Exercise: Save your file by choosing File and Save as in the menu. Select a different name, Newspapers2
Sorting

Start by selecting the area you want to sort. In most cases you’ll be ok with selecting the whole sheet, select that by clicking on the small square between row 1 and column A. Always include all your columns when you want to sort, otherwise there will be a risk of destroying your data. Select the whole sheet or select the rows you want to sort.   

Chose Data and Sort in the menu. A sorting window opens where you can select which column you want to sort on and also if you want to sort the column ascending or descending. (Tip: Text is often sorted ascending, A-Z, and numbers descending, biggest – smallest) If you have headers in your worksheet Excel might notice that by itself, otherwise tick the box that says My list has Header Row.
Exercise: Find out which country has the most tabloids. Select the entire worksheet by clicking in the small square between A and 1. Choose Data and Sort in the menu. Select Header Row and then choose Tabloids to sort by. Change from Ascending to Descending. 
Summing and calculations
There is a special button for summing – looks like a sigma sign and located in the tool bar above the worksheet. Select a cell below or to the right of the cells you want to sum, click on the button and Excel suggests an area of cells to sum. You can accept that area by just pressing Enter or change the area. The easiest way to change an area is to drag the cursor over all the cells you wish to sum. It’s also possible to enter the area by changing the formula. The formula for summing is =SUM(cell to start : cell to finish), =SUM(B2:B14). This text, formula, is found in the command field just above the work sheet. 

By changing SUM to AVERAGE you make Excel calculate the average instead. Make sure you don’t delete the equal sign or any of the parentheses while changing the formula. 
Simple calculations also start with an equal sign, and you can use numbers or cells – or a mix of the two. Example =234+12, =A3*10, =(F5-G5)/F5
Exercise: 1. Lets calculate how many broadsheets there are in total. Select cell D48 and press the summing button. Check the formula to make sure that it sums only cell D2 to D47. 
2. Add the different formats together by selecting cell F2. Write =C2+D2+E2 and press Enter.
Copying formulas 
On of the best features with Excel is its ability to change the values of a formula when the formula is copied. Say that you have several columns of numbers and you want to sum each row at the end of that. The formula for summing the first row would look something like this: =SUM(B2:B6) and would be placed in cell B7. Copy the cell with the formula to cell C7 – either by selecting cell B7, pressing Ctrl-C, moving the cursor to cell C7 and pressing Ctrl-V – or by selecting cell B7, taking hold of the small handle in the bottom right corner and dragging down. When you look at the formula in cell C7, you see that Excel has changed the cells included in the formula to =SUM(C2:C6). The formula will continue to change when you continue to copy. 
Sometimes you would like to keep one or both values while moving or copying a formula – the way to do that is to add a $-sign in the formula: =SUM(A$1$:A$34$)

Exercise: 1. Copy the previous formula for the individual countries.
2. Go to the second sheet, named population. You will find population numbers for the countries that we have in our newspaper table. Copy and paste so that each country in the population table are aligned with the same country in the newspaper table. Create a formula that calculates the number of newspapers per 100 000 inhabitants – copy the formula for all the countries and sort the table on that new column.

Text to columns
TEXT TO COLUMNS
Menu: Data – Text to column

Text to column is used to split text from one column into two or more columns. You could either split them all at the same place (fixed width) or at a special sign. For example, a name written as Last name, First name (Bengtsson, Helena), could split at the comma. A special trick is use Text to column once more on the new first name column, use fixed width and create two new columns. One only has the extra space in front of the name; the other contains the first name. Then choose NOT to import the first column (the space) and you have a nice clean first name column.
Paste Values
First – using formulas is great, but sometimes you want to transform the result of the formula to the actual value. Example: A1 has the value 10, A2 has the value 15, In A3 there is the formula =SUM(A1,A2), which means that the cell is showing 25, but that is the result of the formula. When placing your cursor in the cell, you see the formula on the top line. To replace the formula with the value, you can select the cell – or cells – with the formula, choose Copy (ctrl-C) and then straight away chose Paste Special in the Edit menu. Choose Values in the box and your formulas are gone.
Formulas

SUM
=SUM(CELL1:CELL10) – sums the contents of cell1 through cell10, remember: a comma between cells sums just cell1 and cell10.

COUNTIF
=COUNTIF(CELL1:CELL10,”yes”) – counts the number of cells in the range that has the value “yes”.
AVERAGE, MEDIAN 
=AVERAGE(CELL1:CELL10), MEDIAN(CELL1:CELL10) – gives the average or median of the ten cells – use both to find out if your data has outliers.
CONCATENATE
=CONCATENATE(CELL1,”TEXT”,CELL2,CELL3)

LEFT
=LEFT(CELL1, No of positions (letters) to get) – the count starts from the beginning (left) of cell1

RIGHT
=RIGHT(CELL1, No of positions (letters) to get) – the count starts from the end (right) of cell1

SUBSTR
=SUBSTR(CELL1, Start position, No of positions (letters) to get)
LENGTH
=LENGTH(CELL1) – gives you the length of the text in a cell

IF
=IF(condition, what to do if the condition is true, what to do if it’s false. Example: =IF(A1>100,”big number”, “small number”)
DATEVALUE
=DATEVALUE(CELL1) – transforms a text that looks like a date to an actual date.

Exercise: All the privately sponsored trips for representatives and their staffers to Sweden, Norway and Denmark. Use Trips.xls
1. Use Text to Columns to split the name into first and last name – sort your table and use it again to put their title in a separate column
2. Use LEFT to put the state into a separate column, and repeat for the approver of the costs

3. Use LEFT, RIGHT, SUBSTR and CONCATENATE to sort out the date and separate them into two columns – start date and end date

4. Use DATEVALUE to calculate the duration of each trip, sort to find out who travelled the longest time

Pivot tables
A pivot table is a great way to summarize your table. You can both sum numbers, but more important, you can count data. There is a wizard to help you create your pivot table. Start by selecting the area you want – note that your table needs to have headers, and you should just select the table. This is easiest done by selecting cell A1 and then, while holding down the Shift and Ctrl key hitting the End key – so, Shift – Ctrl – End select from the cell you’re on to the end of your table. After that you choose Data and Pivot table and the wizard starts. 

Start by choosing Pivot Table and Next. Then confirm that you want to build your pivot table from the selected area and make sure that New Sheet is chosen. Then choose Layout to tell the wizard which columns to run. For a simple table, drag one column to the Row field and a column with numbers to the Data field. Choose OK and Finish to create your Pivot table.
Exercise: Pivot tables
1. Make a pivot table where you calculate which sponsor contributed the most money for the Scandinavian trips. 

2. For extra credit – create a new column with the year the trip was taken. Make a pivot table with the sponsor in the Row field, the Year in the Column field and the amount in the Data field.

Filters

An easy way to find out a lot about a big Excel file is to use filters. Filters filter away parts of the file – you can select which rows to show. If you select the headers and then choose Filter and AutoFilter in the menu you see small arrows appearing at every header. By choosing one of the arrows you can select a part of your work sheet at a time. A selected column is indicated by a blue arrow. 

Exercise: Apply a filter for the table. 1. Show only the trips paid for by SAAB.

2. Show only trips made to Norway.
What to think about when downloading stuff from the internet

Always examine your data thoroughly. What are the patterns? How do I want my final result to look? Can I see a way to get there? Sometimes it could be a good idea to paste your pages into Word first and do some search and replace there. When copying and pasting from your browser consider using Paste Special – no matter where you want to paste your data. Paste Special gives you the opportunity to paste plain text, without any formats or hyperlinks. 

World Press Trends

Start by going to http://www.wan-press.org/worldpresstrends/articles.php?id=22 There you will find a table of news papers in the world and how many there are of each format. The table is not complete, it’s a sample from the World Association of Newspapers report World Press Trends. Select all the rows of the table and paste them into Excel. Sometimes it’s just that easy.

Start by making your table presentable – select all by clicking in the upper left corner and choose Format – Cells. Choose the Alignment tab and make sure that both Wrap text and Merge cells are unselected – you might have to click twice to make that happen. Once you’ve done that you can double click between any columns to adjust the width of all the columns.

Interview the table. What does it contain? How can I change it to make it easier to work with? What kind of information can I get out of this? 

Saving

FIRST: Save a copy of your original file – I usually create a folder named Original in every project folder that I have – in there I save all files in their original state, weather I’ve downloaded them or gotten them from some agency.

One thing that you might notice is that we don’t have headers on the first row and the data beginning on the second row. So, start by deleting the first two rows. Secondly there are dashes (-) where data is unavailable or zero. For the purpose of this work shop we’ll assume that the dashes mean zero – but, you should always check this and any other kind of symbol. Never assume anything. The easiest way to get rid of the dashes is by using Search and Replace. Just search for – and replace with 0. 
Moving data from rows to columns

So, now to something that is pretty common when you get data from sources or download them yourself. As you can see the table is divided into several regions and all the regions then contain countries. For our purpose it would have been much better if each country had a region next to it, so that you could sort the table without losing the regions. 
First start by adding a row number to each row – insert a new A column, enter 1 in cell A2 and 2 in cell A3 and drag the numbers down to the end of the table. This helps us restore the order of the table if we should need that.
Now we want to copy the region for each country to a cell next to the country. So, start by inserting a column between your new row number column and the region/country column. Copy the first region into the cell next to it, copy Africa into cell B2. Then position the cursor in the cell below, B3. What is the differences between a row that contains a country, and a row that contains a region? The country has numbers, the regions don’t. So, by checking if there is anything in cell D3 we will know whether we’re on a country row or a region row. 

In cell B3 write =IF(D3=””,C3,B2). This means that if it’s a region row we want to place the new region name in the B column, if it’s a country row we just want to take the region from the cell above. Copy the formula through the whole table and you see it work. It’s a little hard to understand, but it’s a very useful feature. 
Copy – Paste Special

Once you have succeeded in putting the names of the regions in front of the countries you have to turn your formula into values by selecting the entire B column, press Ctrl-C for Copy. Then choose Menu – Paste Special and Values to change the formulas to values. If you don’t, you will end up with errors once you try to sort the table.

Now we can sort the table on Broadsheets to get rid of the old region rows and then delete them once they end up in the end of the table. After that you can sort on the row number to restore the table to its original state.

Population
You could go to http://www.census.gov/ipc/www/idb/tables.html and create your own table – it takes a while so there is a text file with all the countries called pop.txt. Open the file in notepad and select all the text in that file. Paste it to a new Excel spread sheet.

Use the knowledge you have about Text to columns, Row numbers and how to use the IF formula to move data to a new column. 
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