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Session One: Use Excel Basics to Organize
YJ Referral Data

Optional Prep for this Session

Excel is all about details! If you don't use Excel frequently or could use a refresher of some foundational
basics (like the layout of the program, how cells are named, how to select a range, etc.), check out The
Beginner's Guide to Excel, a 20 minute tutorial from Technology for Teachers and Students.

Add, Move, Rename, Copy, and Delete Sheets

1. Add a Sheet
1a. Click on the plus sign to the left of the bottom scroll bar.
1b. A new sheet called “Sheet x” will appear directly to the right of the sheet you were on when you
clicked the add sheet button.
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2. To Move a Sheet, click on the name of the sheet you would like to move and simply drag it to where you
want it.
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3. To Rename a Sheet, you can use one of two options:

3a. Double click on the name of
the sheet you want to rename.

A cursor will appear in the

sheet name. Once you have

entered the new name, click

anywhere on the sheet to update.
3b. Right click on the name of the
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4a. Right click on the name of the sheet you'd like to copy. In the small menu that pops up, select
“Move or Copy.”

4b.

In the pop up that appears, check the box to “Create a copy” and then hit ok.
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To Delete a Sheet, right click on the sheet you would like to remove. In the menu that pops up, select

“" n
delete.
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Hide and Unhide Columns and Rows

6. To Hide a Column, right click on the name of the column (or columns) you wish to hide - the entire
column should now be highlighted. In the menu that pops up, select “hide.” The width of the column will
shrink so it is no longer visible.
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7. To Unhide a Column, select the names of the columns directly to the right and left of the column you
want to unhide and right click — both columns should now be highlighted. In the menu that pops up,
select “unhide.” The column that was hidden should now re-appear.
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8. To Hide a Row, right click on the name of the row you want to hide — the entire row should now be
highlighted. In the menu that pops up, click “hide.” The height of the row will now shrink so it is no

longer visible.
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9. To Unhide a Row, select the names of the rows directly above and below the row you want to unhide
and right click — both rows should now be highlighted. In the menu that pops up, select “unhide.” The
row that was hidden should now reappear.
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Freeze and Unfreeze Columns and Rows

10. To Freeze a Column or Row, navigate to the “View" Ribbon and find the “Window” group. Click on the
“Freeze Panes” button.

10a. To freeze row 1 of your sheet, select “Freeze Top Row.”

10b. To freeze column A of your sheet, select “Freeze “First Column.”

10c. To freeze several rows in your sheet, click on the row directly below the last row you'd like
frozen and then select “Freeze Panes” in the Freeze Panes menu.

10d. To freeze several columns in your sheet, click on the column directly to the right of the last
column you'd like frozen and then select “Freeze Panes” in the Freeze Panes menu.
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11. To Unfreeze a Pane, navigate to the “Freeze Panes” button and select “Unfreeze Panes.” The option to
unfreeze a pane will only display when there is something to unfreeze.
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NOTES: Using “Freeze Panes” to freeze a row will freeze your selected row and everything above it. Using
“Freeze Panes” to freeze a column will freeze your selected column and everything to the left of that column.

It is not possible to freeze both a column and a row — you can only select one or the other. Consider using a
table if you'd like the header labels to always display as you scroll down the sheet.

You cannot use undo to unfreeze a pane!

Filter and Sort

12. To Turn on Filters, navigate to the “Data” Ribbon and then click on the “Filter” button. When the filter is
turned on, little arrows (filter controls) will appear in the table headers.
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13. To Quick Filter or Sort One Column, click on the arrow in the column you’d like to sort.
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option selected will

appear in the box next to
the column heading.

14. Sort Multiple Columns.
14a. Click the “Sort” button in the “Data” Ribbon.
14b. In the window that pops up, select the first column you'd like Excel to sort. You can then add
additional sort criteria by clicking the “Add Level” button.

l £ Search (Alt+Q) reck, Alana C - DCF 3“
Develope Help = Comments

A Z[& N Clear = =i = %I E_@ o Group ~ = = Data Analysis
2l S - ? . -

X N2 Reapply Bt Ee : ZH Ungroup ~ =
Z»L Sort Filter - Textto _ _ What-If Forecast =
A N Advanced | Columns =5 ~ [ | Analysis~ Sheet EH subtotal

ort & Filter Data Tools Forecast Cutline = Analysis ~

14a

recD_DATE Bl INTAKE_WORKER_NAME B case_namE Ba case 1Bl youTH_NAME
01/10/2022 |Perik, Karen 8351526
01/12/2022 Schiferl, Erin 8553334
01/28/2022 Perik, Karen 8486366
01/28/2022 Perik, Karen 1 4b 8075174
02/04/2022 | Schyjfesbmis SAE0626
02/08/2022 Sc feL Erin | __arela3 -
03/04/2022  Schjifer] 5ot ? = B
g;?g;g;; Ez :: E = Delete Level E@ Copy Level o Options... My data has headers =
04/12/2022 Pe k‘ K | Column Sort On Order
04/14/2022 Scl ferl |Sort by COUMNTY ~ Cell Values - AteZ ~|| B
04/18/2022 Perjk, E Then by | RECD_DATE - Cell Walues ~ AtoZ ~ :
04/18/2022 Perfk, K )
04/19/2022 Perjk, K )
04/26/2022 Perfk, K )
04/27/2022 Perfk, K| )
05/04/2022  Perfk, K| )
05/09/2022  Perfk, K| )
05/09/2022  Perfk, K cancet | |
05/12/2022 Perfk, Karen | 847 0Ted]

DCF-P-5829 (N. 11/2024) 7
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Create a Table

15. Creating a Table is another strategy you can use to add filter controls to your headings. Creating a
table also ensures headers will remain frozen at the top of the screen when you scroll through sheets.
This is also one of the first steps to create a pivot table or run formulas with data from different sheets.

15a. First, check your data set. Tables work best in sheets that are

[ ] consistently formatted and
[ ] don't have lots of blank rows or columns.

In the YJ Referral report, the Youth Detail and Referral Detail sheets are the best candidates for

tabl

AutoSave (@ o) 9. Q-

File

es.

ge Layout

lllustrations

f

B

week 1 sample book ~

P Search (Ait+Q)

Add-ins Charts

06/27/2023

C D E

Formulas Data Review View Developer Help

B Get Add-ins ¥ H]? ff(’ EE” [Ii'ii‘ @ @
- . i )

:ngyAdd-ms - E RE(UE’::;:dEd @D- Lv Mips PIVDtEhﬂI’t

1)

2 |06/27/2023 01/01/2022 12/31/2022 Adams 12/16/2022 Perik, Karen
3 |06/27/2023 01/01/2022 12/31/2022 Adams 06/02/2022 Perik, Karen
4 |06/27/2023 01/01/2022 12/31/2022 Adams 11/23/2022  Perik, Karen
5 |06f27/2023 101/01/2022 12/31/2022 Adams 05/23/2022 Perik, Karen
6 |06/27/2023 01/01/2022 12/31/2022 Adams 05/08/2022 Perik, Karen
7 |06/27/2023 01/01/2022 12/31/2022 Adams 04/18/2022 Perik, Karen
8 |06/27/2023 01/01/2022 12/31/2022 Adams 11/21/2022 _ Perik, Karen

b
30
Map ~

Tours

F

Il REPORT_RUN_DATE  REPORT_BEGIN_DATE REPORT_END_DATE  COUNTY RECD_DATE  INTAKE_WORKER_NAME

=

Line|

15b. To insert a table, click on any cell in the sheet

button.
15c. A dialog box will pop up asking you to specify the range of your table. Make sure “My table
has headers” is checked. Then click ok. Voila — a new table should appear!

. Then, in the “Insert” Ribbon, click the “Table”

E F G
DATE INTAKE_WORKER_MNAME CASE_MAME =
2022 Perik, Karen

2022 Perik, Karen

2022 Perik, Karen

2022 Perik, Karen 1 5c

2022 Perik, Karen

2022 Perik, Karen Create Table v >
2022 Perik, Karen wWhere is the data for your table?
2022 Perik, Karen sas1:saFrsaatg +
2022 Perik, Karen My table has headers

2022 Perik, Karen Cancel
2022 Schiferl, Erin

2022 Perik, Karen

2022 Perik, Karen

2022 Perik, Karen

2022 Perik, Karen

[20272  Peril Karan

NOTE: Remember, a range is described using the upper-left most cell and the lower-right most cell.
You can use the scroll bars to double check the range selected matches the range you want to include
in your table, but be careful not to click anywhere on the sheet as you look — that will automatically
change the range!

If you do accidentally click the screen and change the range, just hit cancel.

DCF-P-5829 (N. 11/2024)
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15d. Format your table. If you want to change the appearance of the table, you can use the options
in the “Table Design” Ribbon to adjust whether the rows are banded, the colors, etc.

AutaSave (@ ofi) ) v

File Home Insert
Table Name:
Tablel

‘B Resize Table

Properties

Al <

Summarize with PivotTable [
=
B} Remove Duplicates

G Convert to Range

Formulas Data

B [

Page Layout

Insert
Slicer

Tools External Table Data

fe

week 1 sample baok v

Export Refresh

O Search (Alt~Q)

Review  View Developer Help Table Design

[ Header Row ] First Column Filter Button
i [ Total Row  [J Last Column
Banded Rows [_] Banded Columns

Table Style Options

15d

1 BA reco_pate B INTAKE_WORKER_NAME B3 case_name B case_ioBd vouTH_NAME
2 |06/27/2023 01/01/2022 12/31/2022 Adams 12/16/2022  Perik, Karen 8555692
3 |06/27/2023 01/01/2022 12/31/2022 Adams 06/02/2022 | Perik, Karen 8561565
4 |06/27/2023 01/01/2022 12/31/2022 Adams 11/23/2022  Perik, Karen 8179755
5 |06/27/2023 01/01/2022 12/31/2022 Adams 05/23/2022  Perik, Karen 8202443
6 |06/27/2023 01/01/2022 12/31/2022 Adams 05/09/2022 Perik, Karen 8472878
7 |06/27/2023 01/01/2022 12/31/2022 Adams 04/18/2022  Perik, Karen 8176511
8 |06/27/2023 01/01/2022 12/31/2022 Adams 11/21/2022 _ Perik, Karen 8332464

NOTE: The “Table Design” Ribbon will only appear when you click on a sheet that contains a table.

15e. On the left side of the “Table Design” Ribbon, is the “Properties” group. You can rename your
table by clicking into Table Name field.

AutoSave (® off) =

week 1 sample book

File Home Insert Page Layout Formulas Data Review View
Table Mame: Summarize with PivotTable F‘? @ [‘5\ D
. : = =
ﬁﬂemwe Duplicates e Export Refresh f‘
‘B Resize Table || G Convert to Range Slicer v -« £
Properties Tools External Table Data
15e
F10 = & | Perik, Karen
A B C
|l REPORT_RUN_DATE n REPORT_BEGIN_DATE n REPORT_END_DATE n COUNTY
2 |06/27/2023 01/01/2022 12/31/2022 Adams
3 |06/27/2023 01/01/2022 12/31/2022 Adams

C

NOTE: Table names
cannot contain spaces
or special characters. To
make it easy to
reference your table in
the future, choose a
name that is descriptive,
short, and easy to
remember.

The Department of Children and Families is an equal opportunity employer and service provider. If you have a disability
and need to access services, receive information in an alternate format, or need information translated to another
language, please call the Division of Safety and Permanence at (608) 266-8787. Individuals who are deaf, hard of hearing,
deaf-blind or speech disabled can use the free Wisconsin Relay Service (WRS) — 711 to contact the department.
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