
Excel Next steps – Week 6



Excel Next Steps

• Review of the basics

ØFormatting

ØFormulas

ØAutofill

ØSorting and filtering

• Conditional formatting

• Using multiple worksheets 
and workbooks

• Pivot tables

• V-lookup

What we will cover:



Pivot tables

A pivot table helps you to make sense of your 
data, and allows you to compare items 
dynamically



Use the pivot table to 
answer questions..

• E.g. What is the amount sold by each Salesperson – this 
would be time consuming to do manually, but with a pivot 
table is quick and easy.



Once a pivot table is created you can use it to 
answer different questions e.g. What is the total 
amount sold in each month?



Before creating a Pivot Table, tidy up the data:

• Remove all total and subtotal rows from your input data

• No blank spaces

• Each column has a heading

• Each column is a type of data rather than a value e.g Months instead 
of several columns Jan, Feb, March, etc



Make the pivot table
• Click a cell anywhere in the data

• Click on Insert tab, then Pivot Table

• This gives you a pop-up box where you can select the source 
data and where you want the pivot table to be placed.



I have chosen to add it to a new worksheet, but you can 
choose for it to go on the existing page.

Then you get the option to choose the fields for the pivot 
table.



• On the right hand side you get a Pivot Table Fields 
column, where you can choose how you want the data to 
be compared.

• If this is not showing, click on the tab for the Pivot Table 
options, and select Field List



Click the data you want to compare, and add the fields to either 
column or row

The four boxes represent different features as follows:

• Report filter. This section allows us to filter our table by one or more 
criteria. For example, we can only show data in our Pivot Table for the 
month of January. 

• Column labels. This section allows us to summarize data across 
columns, placing data labels along the top of the screen. 

• Rows labels. This section allows us to summarize data across rows, 
placing data labels along the side of the screen. 

• Values. This section allows us to specify what we're summarizing —
for example, total sales or number of items ordered. 



• Play around with shifting the fields into columns or rows

• By default the Pivot Table sums the data, but you have 
other options



Have a go at creating a pivot table with the 
data in Pivot_Practice ENS 2020.

Play around with putting the data fields in 
different rows and columns, and changing 
the sum to count or average.



In Design there are different options for what it 
looks like

In Subtotals tab, can add section subtotals at 
bottom of each section.

Show/ Unshow Field list

Show/ Unshow +/- buttons

Show/ Unshow Field Headers

Format the columns of the Pivot table for $, etc.



Pivot Table Charts
We can also chart this data from the Pivot Table

Select a cell inside your Pivot Table

Select PivotChart on the tab for the Pivot Tables

A chart is automatically added depending on 
which fields are being compared

The chart alters as the information is altered



Use the Excel File “Produce Orders 2016” to 
answer the following questions:

• How many orders of broccoli went to the 
United States

• What is the total value of orders sent out in 
May 16

• Make a Pivot Table Chart to show the makeup 
of orders for each country



V-Lookup

VLOOKUP is a function to lookup up and retrieve data in a 
table. The "V" in VLOOKUP stands for vertical, which means 
the data in the table must be arranged vertically, with data in 
rows. (For horizontally structured data, see HLOOKUP).

If you have a well structured table, with information arranged 
vertically, and a column on the left which you can use to 
match a row, you can probably use VLOOKUP.

https://exceljet.net/excel-functions/excel-hlookup-function


VLOOKUP requires that the table be structured so that 
lookup values appear in the left-most column. The data you 
want to retrieve (result values) can appear in any column to 
the right. When you use VLOOKUP, imagine that every 
column in the table is numbered, starting from the left. To 
get a value from a particular column, simply supply the 
appropriate number as the "column index". In the example 
below Salary is in 4.



Things to note:

V Lookup only looks right

V Lookup finds the first match

V Lookup is not case sensitive



VLOOKUP uses four 
arguments or pieces of 

data



First Argument:
The first argument would be the cell reference (as the placeholder) 
for the value that needs to be searched or the lookup value. 
Lookup value refers to the data which is already available or data 
which you know. 

(In this case, Employee Code is considered as the lookup value so 
that the first argument will be H2, i.e., the value which needs to be 
looked up or searched, will be present on the cell reference 'H2').



Second Argument:
It refers to the block of values that are needed to be searched. In Excel, this 
block of values is known as table array or the lookup table. In our instance, the 
lookup table would be from cell reference B2 to E25

i.e., the complete block where the corresponding value would be searched.

NOTE: The lookup values or the data you know have to be in the left-hand 
column of your lookup table,i.e your cell range.



Third Argument:
It refers to the column reference. In other words, it notifies 
VLOOKUP where you expect to find the data, you want to view. 
(Column reference is the column index in the lookup table of the 
column where the corresponding value ought to be found.) 

In this case, the column reference would be 4 as the Employee's 
Salary column has an index of 4 as per the lookup table.



Fourth Argument:
The last argument is range lookup. It tells the VLOOKUP function 
whether we want the approximate match or the exact match to the 
lookup value. In this case, we want the exact match ('FALSE' 
keyword).

FALSE: Refers to the Exact Match.

TRUE: Refers for Approximate Match.



Press 'Enter' to notify the cell that we have completed the 
function. However, you get an error message as below because 
no value has been entered in the cell H2

i.e. No employee code has been entered in Employee Code 
which will allow the value for lookup.



However, as you enter any Employee Code in H2, it will return 
the corresponding value i.e. Employee's Salary.



Multiple Criteria
If you want to look up a value based on multiple critera, then 
use the INDEX and MATCH function to perform a two-
column lookup.



Multiple Lookup Tables
When using the VLOOKUP function in Excel, you can have 
multiple lookup tables. You can use the IF function to check 
whether a condition is met, and return one lookup table if TRUE 
and another lookup table if FALSE.

1. Create two named ranges: Table1 and Table2

https://www.excel-easy.com/examples/if.html
https://www.excel-easy.com/examples/names-in-formulas.html


2. Select cell E4 and enter the VLOOKUP function shown below

Explanation: the bonus depends on the market (UK or USA) and the 
sales amount. The second argument of the VLOOKUP function does 

the trick. If UK, the VLOOKUP function uses Table1, if USA, the 
VLOOKUP function uses Table2.



Set the fourth argument of the VLOOKUP function to TRUE to return an 
approximate match.

3. Press Enter.

4. Select cell E4, click on the lower right corner of cell E4 and drag it down to cell 
E10.

Note: for example, Walker receives a bonus of $1,500. Because we're 
using named ranges, we can easily copy this VLOOKUP function to 

the other cells without worrying about cell references.



Named ranges
To create a named range, execute the following steps.

1. Select the range A1:A4.



2. On the Formulas tab, in the Defined Names group, 
click Define Name.



3. Enter a name and click OK.



There's an even quicker way of doing this.

4. Select the range, type the name in the Name box and 
press Enter.



5. Now you can use this named range in your formulas. For 
example, sum Prices



Practice – V-Lookup
• Create a Sales spreadsheet
• Open a new worksheet and rename it Bonus
• Add the following labels across Row 1:
• Add the names of the sales reps in Column A: Alex, Connie, 

Elizabeth, and Niki.
• Add the following sales data in Column B.
• Format Column D for currency and Column E for percent
• Add the following data:



Name the Range:

Select cell D1 through E5 and use the Name Box to name 
the range: Sales



Calculate the Bonus Percent with the Sales Lookup 
table
Select cell C2 and go to Formulas-> Insert Function
From the category list, choose Lookup and Reference, find 
VLookup

The first argument asks: "Where is the data?"  The sales 
data for Alex is Cell B2. 

The second argument asks: "Where is the look up 
table?” For the range, type the name "Sales" (or use the 
red, white and blue Find button to go to the spreadsheet 
to select the cells D1 through E5)

The third argument asks: “Where are the answers?”  In 
our two column Sales table, the correct percents are 
located in Column 2.  



Calculate the Bonus Check

Now all of the pieces are in place to figure out how much bonus 
the sales reps receive.  Select Cell F2 and enter the following 
equation =B2*C2

Copy the percent formula from C2 down to C6

Copy the Bonus check 
formula from F2 down to 
F6

As we have used the 
labelled Sales table in 
the formula, we do not 
have to change the cells 
the formula references.



Understand error values
• ##### The column is not wide enough to display the 

content. Increase column width, shrink contents to fit the 
column, or apply a different number format. 

• #REF! A cell reference is not valid. Cells may have been 
deleted or pasted over. 

• #NAME? You may have misspelled a function name. 

Cells with errors such as #NAME? may display a color triangle. If 
you click the cell, an error button        appears to give you some 
error correction options 


