Library Workshop:  MS Excel II Outline
Worksheet with examples available for download at: http://library.uwest.edu/workshop.asp
Useful Excel Features
Conditional Formatting:

-Cells are automatically formatted a certain way, based on the value within the cell (text, number, etc.)
Subtotal:

-Subtotals a list of items that you have created.

Pivot Table:
-Generate a table with only the data you want and without the data you don’t want to include.

Charts:

-Generate visual charts based on data.

Text to Columns:

-Split single-cell text into columns based on a delimiter (such as a space, comma, etc.)
Remove Duplicates:

-Remove any repeated data.
Data Validation:

-Makes sure all inputs are correct (validated)
-Limits what can be typed into a cell
Useful Formulas
VLOOKUP (HLOOKUP for labels in ROWS):
-Compare two lists, look up values in another Excel file or sheet.
SUMIF:
-Add an amount only if it satisfies a condition.

IF:
-A powerful conditional to perform if and only if a cell satisfies a condition (not limited to SUM)
Advanced:
Macros:
-Automatically repeat your work over and over: formatting, functions, etc.
