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This Microsoft Intermediate Excel 2003 training session has been prepared and presented by 
A1 Computer Training. 
 
The company specialises in providing customised Microsoft Office training to businesses in 
Brisbane, Gold Coast, Sydney and Melbourne.  
 

A1 Computer Training can be contacted at: 

Address: Corporate House, 
 155 Varsity Parade, 
 Varsity Lakes, Qld  4227 
 
Phone:  1300 791 880 

Fax:   (07) 5520 2332 

Email: info@a1training.com.au 

Website: www.a1training.com.au 

Support: support@a1training.com.au 

 

 

Convention Example 
 

File Names are in bold italics Close the March Invoices workbook 

Main Menu commands are bold & abbreviated Data / Group and Outline / Group 

Functions and cell ranges are in bold capitals 
Select A1:D5.    
Open the Format Cells dialog box  

Actual text to be typed is in a different shade Type Expense Claim in cell A1 

Keyboard shortcuts are abbreviated as follows: Ctrl+S (Control and the S key) 

Optional function arguments are in italics =FIND("Find","In_Text",Start Num) 

Time saving tips or warnings are enclosed in a 
shaded border 

Double-click the Format Painter to 
keep it active 

 

All sample companies and data presented in this course are totally fictitious. 

  

Conventions used in this Manual 

About the Company 

mailto:info@a1training.com.au
http://www.a1training.com.au/
mailto:support@a1training.com.au
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 Handy Keyboard Shortcuts  

Ctrl+A / Ctrl+* Select Current Region Ctrl+B Bold format 

Ctrl+C Copy Ctrl+D Fill Down 

Ctrl+F Find dialog box Ctrl+G / F5 Go To dialog box 

Ctrl+H Replace dialog box Ctrl+I Italic format  

Ctrl+K Insert / Edit Hyperlink  Ctrl+N Create a new blank workbook 

Ctrl+O Open a workbook Ctrl+P Print 

Ctrl+R Fill Right Ctrl+S Save 

Ctrl+U Underline format Ctrl+V Paste 

Ctrl+W Close the current window Ctrl+X Cut 

Ctrl+Y Repeat / Redo Ctrl+Z Undo 

Ctrl+Shift+_ Remove all borders Alt+Enter Add a line break (in edit mode)  

Ctrl+8 Hide / display outline symbols Ctrl+9 Hide selected rows 

Ctrl+0 Hide selected columns Ctrl+Shift+( Unhide selected rows 

Ctrl+Shift+) Unhide selected columns Ctrl+Enter Enter data in all selected cells 

Ctrl+; Enter current date Ctrl+Shift+: Enter current time  

Ctrl+` Toggle display of formulas Ctrl+ô Duplicate value from cell above 

Ctrl+Backspace Scroll to display the active cell Ctrl+Tab Activate next Excel window 

Ctrl+PgDn Activate next sheet Ctrl+PgUp  Activate previous sheet 

Home Move to start of row  Ctrl+Home Move to cell A1 

Ctrl+Shift+Home Select from active cell to A1 Ctrl+End Move to the last cell 

Ctrl+Shift+End Select from active cell to last cell Ctrl+Arrow Move to edge of region 

Ctrl+Shift+Arrow Select cells to edge of region Ctrl+Shift+! Comma style, 2 decimal places 

Ctrl+Shift+~ General style Ctrl+Shift+$ Currency style, 2 decimal places 

Ctrl+Shift+< or > Fill Down / Right Ctrl+Shift+# Date format ï (Day-Mth-Yr) 

F1 Displays Help menu Ctrl+1 Format Cells dialog box 

F2 Edit the current cell F3 Paste a name into a formula 

F4 Toggle $ signs (edit mode) F7 Check Spelling 

F8 Toggle Extend mode on or off F9 Recalculate 

Ctrl+F3 Display Name Manager Alt+F11 Launch the Visual Basic Editor 
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 Unit 1:  Manipulate & Edit Data 
 

 
In this unit you will learn how to use the following tools to manipulate how data is presented: 
 

V Data Sort command ï Sort your data by up to three columns. 

V Subtotals ï Automatically apply subtotals to sorted data.  

V AutoFilter ï Only display and total rows of data meeting specified criteria. 

V Auto Outline feature ï Toggle between displaying detailed information and totals. 

 
You will also copy, format and edit data using these techniques: 
 

V Go To Special ï Select only certain types of cells for copying. 

V Auto Fill Options ï Adjust formatting and create special series when filling data. 

V Conditional Formatting ï Automatically adjust cell formats meeting certain criteria. 

V Paste Special ï Extra options when pasting data. 

V Text to Columns ï Split text contained in one cell across two or more cells. 

V Replace ï Remove unwanted text with the Replace dialog box. 

 

Exercise 1:  Sort Data by Multiple Columns 
 
In this exercise you will sort data by one column using the Sort Ascending and Descending 
buttons.  You will also sort by multiple columns using the Sort Dialog Box. 
 
1. Open the Manipulate Data workbook and activate the Data sheet. 

2. Click in any cell with data under the Category heading. 

3. Press the Sort Ascending        button to sort the data by category. 

Note that all the data in the range is sorted, not just that particular column. 

4. Click in any cell with data under the Fees Received heading. 

5. Press the Sort Descending        button to sort the data by fee value from largest to 
smallest amount. 

Caution:  Do not use the Sort buttons if your range includes entire blank columns.  Excel 
will not sort the data on the other side of the blank column, which will totally mess up your 
data. 

6. With your cursor in the body of the range, select Data / Sort. 

Note that Excel automatically highlights the whole range for you.  If your data includes 
entire blank columns, highlight the range before selecting Data / Sort. 

7. Ensure that the Header row option is selected. 

8. Select Category in the Sort by box and ensure the Ascending option is selected. 

9. Select State in the first Then by box and ensure the Ascending option is selected. 
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10. Select Fees Received in the second Then by box. 

11. Choose the Descending option and then press OK. 

The data is sorted firstly by Category in alphabetical order, then by State in alphabetical 
order and finally by Fees Received from largest to smallest amount.  

If your data has a blank row between the headings and the body of the data, ensure that 
the No header row option is selected.  You then sort by the Column letter instead.  (ie 
Sort by Column B, then by Column C, then by Column E. 

 

 
 
 
 
 
 
 

 
 

 

 

Exercise 2:  Subtotals 
 
In this exercise you will use the Subtotals feature to quickly add subtotals to the data range.  It 
is important to note that the data must first be sorted in the correct order for the subtotals to 
display correctly.  For example, if you want a subtotal for each category, then ensure that the 
data is sorted by category. 
 
1. Ensure the data is still sorted by Category and then by State. 

2. Select Data / Subtotals. 

3. Select Category in the At each change in box. 

4. Select Sum in the Use function box. 

5. Choose Fees Received in the Add subtotal to box with all others unchecked and press 
OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Convenient subtotals for each category are instantly added to the data.  
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6. Select Data / Subtotals. 

7. Choose State from the At each change in box. 

8. Leave Sum and Fees Received selected in the other two boxes. 

9. Clear the Replace current subtotals option and press OK to add a further sub-total. 

Outline symbols have appeared on the left hand side that allow you to toggle between 
displaying all the data and subtotals, to just the sub-totals or grand total.  

10. Click on the left Outline numbers to see how the data is progressively summarised. 

TIP:  You can easily hide or display the outline symbols by pressing Ctrl+8. 

NOTE:  Sometimes the top summary levels for multiple subtotals, don’t appear correctly. 

 

Exercise 3:  Go To Special Dialog Box. 
 
In the previous exercise you were shown how to change the outline level to display the 
Subtotals without the detailed information.  If however you selected and copied the range 
containing the subtotals, all the hidden data would be pasted as well.   
 
In this exercise you will use the Go To Special dialog box to quickly select and copy the 
subtotals, without incorporating the hidden rows. 
 
1. Select Outline Level 2 to just display the category subtotals. 

2. Highlight the subtotals in the range E54:E210, (don’t include the grand total in E211). 

3. Press Ctrl+C to copy the data. 

4. Activate the Paste sheet. 

5. Select cell B5 and press Enter to paste the data. 

See how all the data was copied to the range, not just the subtotals. 

6. Press Ctrl+Z to undo the paste and ESC to clear the copy range. 

7. Return to the Data sheet and highlight the subtotals in the range E54:E210, if necessary. 

8. This time, press Ctrl+G or the F5 function key to open the Go To dialog box. 

9. Press the Specialé button. 

10. Select the Visible cells only option and press OK. 
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11. Copy the range to B5 on the Paste sheet. 

This time only the subtotals were copied to the Paste sheet. 

12. Return to the Data sheet and click in the body of the data. 

13. Select Data / Subtotals and press the Remove All button. 

Exercise 4:  AutoFilter 
 
The AutoFilter is a very useful tool for only displaying rows of data that meet specified criteria.  
For example, suppose that you have thousands of lines of data crossing several months, 
states and divisions, but you are only interested in the results from a particular state, division 
and date range.  You can use the AutoFilter to quickly and easily extract only those 
transactions that meet all three criteria. 
 
In this exercise you will use the AutoFilter to extract different types of information from the 
Manipulate Data workbook. 
 
1. Click in the body of the data and select Data / Filter / AutoFilter. 

Buttons with down arrows appear on the right of each cell indicating the AutoFilter is 
active.  When a filter button is active, its arrow turns blue. 

2. Click the filter button in Column B. 

3. Select Accounting & Finance from the drop-down list. 

Only the data for the selected category is displayed, the other rows are hidden. 

4. Click the filter button in Column C and select NSW from the drop-down list. 

5. Click the filter button in Column G and select Joe Ballantyne from the drop-down list. 

The data has been filtered down to only four records which meet all three criteria. 

6. Select Data / Filter / Show All to remove all active filters at once. 

7. Click the filter button in Column A 

8. Select (Customé) from the list. 

9. Select is greater than or equal to in the first box. 

10. Enter 1/7/06 from the second box. 

11. Select is less than or equal to in the third box. 

12. Enter 31/12/06 from the fourth box and press OK, to filter the data by that date range. 
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13. Click the filter button in Column A. 

14. Select (All) from the list to remove the filter. 

15. Click the filter button in Column B and select (Customé) from the list. 

16. Select equals in the first box and Accounting & Finance in the second box. 

17. Select the Or option in the middle of the dialog box. 

18. Select equals in the third box and Taxation & Law from the fourth box. 

19. Press OK to show all transactions for either of those categories. 

Note that you can only filter by up to two items from the same column. 

 

 

 

 

 

 

 

 
20. Click the filter button in Column B. 

21. Select (Customé) from the list again. 

22. Select does not contain from the first box. 

23. Enter & in the second box. 

24. Clear equals from the third box and press OK. 

The data is filtered to show all categories except those containing the character “&”. 

25. Display all categories again by selecting (All) from the drop-down filter list. 

26. Click the filter button in Column D and select (Top 10é) from the list. 

27. Change Top to Bottom from the first box. 

28. Enter 20 in the middle box. 

29. Change Items to Percent from the third box. 

 

 

 

 

30. Press OK to display the lowest 20% of enrolments. 

31. Click the filter button in Column D and select (All). 
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Exercise 5:  Add Totals to Filtered Lists 
 
If you use the SUM function on a filtered list, the total will include all cells, even those hidden 
by the filter. To only total items shown by the filter, you need to use the SUBTOTAL function.  
You can enter this function manually or simply apply the AutoSum button after a list has been 
filtered.  Excel automatically inserts a SUBTOTAL function instead of the SUM function.   
   
The SUBTOTAL function has an additional argument to the SUM function as follows: 
 
 =SUBTOTAL(FunctionNo,Ref1,Ref2,etc). 
 
FunctionNo represents the type of aggregate function.  Its main values are as follows: 
 
1: AVERAGE 2: COUNT (numbers only) 3: COUNTA (text & numbers) 
4: MAX 5: MIN 9: SUM 
 
In this exercise you will apply the SUBTOTAL function using the SUM and AVERAGE 
arguments, to only total data displayed by the AutoFilter. 
 
1. Click the filter button in Column B and select Human Resources. 

2. Select cell D188 and press the AutoSum button. 

A SUBTOTAL function is inserted and 9 is used as the Function_No argument. 

3. Press Enter to accept the formula. 

Only the total enrolments for the selected category are calculated. 

4. Select D188 and hover over the square (fill handle) in the bottom right corner of the cell. 

The cursor turns into a black cross. 

5. Click and drag across to F188. 

This technique known as filling, is an easy way to copy values or formulas to adjacent 
cells.   

6. In cell F188 change the FunctionNo argument to 1 to show the average feedback score. 

7. Select Data / Filter / AutoFilter to clear the AutoFilter. 

TIP:  To prevent overriding formats in destination cells when filling data, click on the Auto 
Fill Options button that appears and select Fill Without Formatting.   

The button disappears when you perform another task, so use it immediately. 
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Revision Exercise 1 
 
Open the Manipulate Data Revision workbook. 

Revision1 Sheet: 

1. Perform a multiple-column sort, so that your data is sorted by the following items all at 
once: 

¶ By Speaker in alphabetical order  

¶ Then by State in alphabetical order 

¶ Then by Feedback Score in descending order. 

2. Create a subtotal for each speaker of their average Feedback Score. 

3. Change the outline level to only show the Speaker subtotals.   

Your data should look like this: 

 

 

 

 

 

 

 

 

 

 

4. Highlight the range G15:G209, containing the speaker names 

Copy just the names (exclude the hidden data) to cell A5 on the Revision2.1 sheet.   

5. Return to the Revision1 sheet. 

Clear the subtotals and apply the AutoFilter. 

Filter that data so that only Professional Development or Human Resources seminars 
in NSW, excluding cancelled ones are displayed. 

6. Clear the above filter and now display the 20 lowest Feedback Scores for all seminars. 

7. Clear the above filter and apply a new filter that extracts all seminars held in the last 
quarter of 2006, with a minimum feedback score of 85. 

8. Add a formula in C188 based on the range C5:C186, that counts how many seminars are 
displayed by the current filter. 

Note:  Although the current filter only extends to C173, you should always highlight the 
whole range to ensure the data in future filters is included. 

 


