w-1Q  User Guide

1. The xI-1Q Menu and Toolbar

Once xI-1Q has been successfully activated, a new Menu and Toolbar will be displayed within Excel's normal interface,
which allow you to access all of the functionality included within the xI-1Q application.

1.1. The xI-1Q Menu

The xI-1Q Menu will appear to the right of the Main Menu Bar in Excel, and when clicked will show the following options:

-1
21 | Opens a dialog box with all the details of available Exercises and Courses,
#4 Find Exercise < allowing you to easily find the right Exercise or Course to run.
3 ) Displays the Did You Know? dialog box, providing a sample of possible
) Did You Know? ‘ Exercises or individual Topics that you might wish to learn about.
s Displays a popup list of all your unfinished Exercises and Courses. Just click
Unfinished 4 Any of these items to resume from the last known position.
Displays a list of the shortcut Keys that you can use within xI-1Q while an
XHQ Eh':'rt':"": keys Exercise or Couse is running, as well as when it is in Pause Mode.
«|-IQ Options ) Opens up the xI-1Q Options dialog box, allowing you to set the audio volume,
as well as choose which prompts to ignore or auto-answer.
El:ujut :.:I-IQ < Displays the About xI-1Q dialog box, which contains information about
your version of xI-1Q, as well as copyright and contact details.
Swskern Information <+—— Displays a list of key system settings.
xl-I0) User Guide <4—— Opens up the xI-1Q User Guide within your default PDF Viewer.
xI-IQ ELILA <+—— Displays the xI-1Q End User License Agreement within Notepad.
Change Produck Key ¢ Allows the user to change the current License Product Key (will require
- Online Activation).
Uninstall =I-10 <4—  Uninstalls xI-1Q, removing the Menu and Toolbar in the process.

1.2. The xI-1Q Toolbar
The xI-1Q Toolbar will appear below the Main Menu Bar in Excel, and includes the following options:

: %-I0 | Search: | 34 Contents (@) 3 ;{'ﬁ‘_i | Exercises: Select = Courses: Select = Unfinished: Select - H
L I I [/ T Il Il |
1 2 3 4 5 6 7 8 9

1. About xI-1Q: Displays the About xI-1Q dialog box, which contains information about your version of xI-1Q, as well as
copyright and contact details.

2. Search Box: Type in a few keywords for the feature that you wish to know about, and xI-1Q will search for the
appropriate Exercise(s). Just press ENTER in order to launch the search request.

3. Contents: Clicking this button will open a dialog box that displays the details of all the available Exercises and
Courses. You can use this to find the appropriate Exercise or Course, based on the descriptions shown.

4. Did You Know?: This button will open up the Did You Know? dialog box, which provides a sample of interesting
topics, and related Exercises, that might interest you, given your chosen Excel Experience Level.

5. xI-1Q Options and Settings: This button will open the xI-1Q Options dialog box, in much the same was as the menu
item shown above, allowing you to set the audio volume, as well as choose which prompts to ignore or auto-answer.

6. xI-1Q Shortcut Keys: This button will display a list of the shortcut Keys that you can use within xI-1Q while an
Exercise is Running, as well as when it is in Pause Mode.

7. Exercise Quick-Launch: This dropdown shows a list of all the available Exercises, allowing you to quickly launch a
specific Exercise by selecting it within the dropdown list shown when you click on the dropdown arrow.

8. Course Quick-Launch: This dropdown shows a list of all the available Courses, allowing you to quickly launch a
specific Course by selecting it within the dropdown list shown when you click on the dropdown arrow.

9. Unfinished Quick-Launch: This dropdown shows a list of all the Exercises and Courses that you have started, but not
yet completed, allowing you to quickly resume from where you left off, by selecting it within the dropdown list
shown when you click on the dropdown arrow.
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2. Finding the Appropriate Exercise or Course

The xI-1Q Menu and Toolbar provide a few different ways of finding the xI-1Q Exercise or Course that you wish to

explore.

The quickest and easiest of these is to use the Select Exercise, Select Course or Select Unfinished dropdown controls on
the xI-1Q Toolbar. However, this assumes that you already know which Exercise or Course that you wish to explore, or

can tell enough from the titles.

When you wish to know a bit more information about what is included within a specific Exercise or Course, or when you
are not sure which Exercise or Course you are really looking for, then it is best to use the ‘xI-1Q Exercises and Courses’

dialog box.

You can open this dialog box by using any

of the following 3 methods:

e the ‘Find Exercise’ menu item on the xI-1Q Menu, or
e the ‘Contents’ toolbar button on the xI-1Q Toolbar.
[ ]

®M xI-1Q Exercises and Courses

Find Exercise } Unfinished

Courses 1

Search Criteria [ Keywords

| EJ Clear

™ Match Whole Word(s) Only

Resulting Exercises

Exercise 1: Introducing Microsoft Excel 2003

Exercise 2: How to Enter and Edit Data in your Workbook
Exercise 3: Workbook Fundamentals

Exercise 4: Understanding Cells and Ranges

Exercise 5: Formatting Tools

Exercise 6: Working with Excel Files

Exercise 7: Printing

Exercise &: Working with Formulas and Functions
Exercise 9: The Logical Functions

Exercise 10: Functions that Count, Sum, Multiply and Sort
Exercise 11: The Financial Functions

Exercise 12t The Mathematical Functions

Exercise 13: The Trigonometry Functions

Exercise 14: The Date and Time Functions

Exercise 15: The Text Functions

Exercise 16: The Information Functions

Exercise 17: The Database Functions

Exercise 18: The Lookup and Reference Functions
Exercise 19: Common Statistical Functions

Exercise 20: Other Statistical Functions

Exercise 21: The Analysis Toolpak Functions

Exercise 22: Array Formulas

Exercise 23: Advanced Array Formulas

Exercise 24: Waorking With Data Tables

Exercise 25: Outlines and Custom Views

Exercise 26: Conditional Formatting and Data Validation
Exercise 27: Spreadshest Analysis
Exercise 28: PivotTables

‘Exerdse 29: Introduction to Charts
Exercise 30: Advanced Charts
Exercise 31: Auditing Your Workbooks
Exercise 32: Managing Your Workbooks
Exercise 33: Customising Excel
Exercise 34: Advanced Worksheet Tools

typing in keywords within the ‘Search’ text box on the xI-1Q Toolbar

] Exercise Details

Chapter 1: Sample Charts

Chapter 2: Creating Your Own Charts

- Parts

Part 1: Exploring a Chart

Part 2: Embedded Charts and Chart Sheets

Mumber: 25 Duration: Approx. 1h13mins

Title: Introduction to Charts

Description:  Whenever you work with Data in Excel, you will often want to summarise this Data into a simpler and more understandable format. A
Graphical Display of the Data can meet this requirement, as itis often easier to identify patterns and trends when the Data is displayed
within a Graphical Format.,
Excel allows you to do this by using a Chart, which is a very powerful and useful feature that can quickly and easily display many different
forms of Data in a Graphical Format.
Within this Exerdse we will be exploring what a Chart is, where you can place these Charts within your Workbooks, and then how you can
build up and customize your own Charts, However, some of the more complex issues will be left for the Exerdse on Advanced Charts.
Each Chart feature covered in this Exerdse wil be explored by using Examples within our Exerdse Workbook.,

~ Chapters

Duration: Approx. 11mins

Jump To ||
Description:

In this 1st Chapter we will be Introducing what & Chart is, as well as
where you can place a Chart within Excel, by taking a look at 2 simplistic
Examples of Charts within the Exerdse Workbook.

In the 1st Part we will explore an Example of a Column Chart thatis
shown within a normal Worksheet, where this Chart graphically
ilustrates the Data within our Sample Data Table.

In the 2nd Part we will then be considering where in the Workbook you
can place a Chart, by first considering the Chart that we explored in the
previous Part, which is known as an Embedded Chart, and then moving
to a similar Chart that has been made into a Chart Sheet,

Duration: Approx, 8mins

Jump To
Description:

In this 1st Part we will be exploring a simple Example of a Chart, where
we will be working through the various Areas within this Chart,
explaining what each of these Areas tells you about the Chart or Data
induded.

This includes the Chart Area, Legend, Plot Area, ¥ and ¥ Axes and
Axes Titles, as well as the Chart Title,

Find Panel

2.1. The Find Panel

Details Panel

When you first open this dialog box, the ‘Find Exercise’ tab within this Find Panel will be selected. By default this tab will
show a list of all Exercises in the list box shown on this tab, although you can also use it to search for a specific Exercise
by using the ‘Search Criteria / Keywords’ text box at the top of this tab.

The other tabs available are called ‘Courses’ and ‘Unfinished’, with the former showing a breakdown of all the Courses
available, and the latter a list of all Exercises and Courses that you have started, but not yet completed.

We will cover the options available within this Find Panel using more detailed examples later in this section.
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2.2. The Details Panel

On the right of this dialog box xI-1Q will display more details about the Exercise or Course that is currently selected
within the Find Panel. In the example snapshot, ‘Exercise 29: Introduction to Charts’ is selected in the Find Panel, and
the Details Panel therefore shows a detailed breakdown of the content that is included within this Exercise.

At the top of this panel are the overall details of the Exercise, including the title, duration and description. Below this is a
Chapters section, where you can see in the list box shown that this Exercise contains 2 Chapters, one called ‘Sample
Charts’, and the other called ‘Creating Your Own Charts’.

As the 1* Chapter is selected within this Chapters list box, the duration and description on the right of this list box will
indicate in more detail what is included within this specific Chapter in this chosen Exercise. In order to see the equivalent
details for the 2™ Chapter, you just need to select this 2" Chapter within the Chapter list box.

Below the Chapter section we have one called Parts, which will show an even more detailed breakdown of the Chapter
that is currently selected in the Chapter list box. In the above snapshot, this would again be for the 1% Chapter. We can
therefore see that there are 2 Parts within this selected Chapter, the 1% called ‘Exploring a Chart’, and the 2" being
‘Embedded Charts and Chart Sheets'.

To the right of this Parts list box are the duration and description for the Part that is currently selected, which means
that in our example snapshot this would be for the 1* Part of the 1** Chapter, that called ‘Exploring a Chart’. If we
wanted to see the details for the 2" Part of this 1% Chapter, then we would just need to select this item within the Parts
list box.

In order to see the Parts available within the 2" Chapter, we would first need to select this 2" Chapter within the
Chapters list box.

2.3. Using the Search Feature

In order to illustrate what happens when you use either the Search Box on the xI-1Q Toolbar or the Search Box on the
‘Find Exercise’ tab of the Find Panel, we have included an example search in the below snapshot:

Find Exercise 1 Courses ] Unfinished

Search Criteria [ Keywords

|grouping data
™ Match Whale Word(s) Only

GO| Clear

Resulting Exercizses

R~ B B BB -~ B - B B

Exercise 24: Working With Data Tables (100%)
=-Chapter 1: Introducing Data Tables (100%:)

Part 1: Entering and Editing Data (50%6)

Part 2: Sorting (50%:)

'

& Chapter 2: Waorking with Filters {50%)

Part 1: AutoFilters (50%)

L Part 2: Advanced Filters {50%%)

& Chapter 3: Working with Lists {50%)

Part 1: Introducing Lists {50%)
Exercise 25: Outlines and Custom Views {100%)
Exercise 28: PivotTables (100%)
Exercise 34: Advanced Worksheet Tools (100%)
Exercise 2: How to Enter and Edit Data in your Workbook (50%)
Exercise 15: The Text Functions (50%)
Exercise 16: The Information Functions (50%)
Exercise 17: The Database Functions (50%)
Exercise 18: The Lookup and Reference Functions (50%)
Exercise 23: Advanced Array Formulas (50%)
Exercise 26: Conditional Formatting and Data Validation (50%)
Exercise 29: Introduction to Charts (50%)
Exercise 30: Advanced Charts (50%)
Exercise 31: Auditing Your Workbooks (50%)
320 Your Wor ks (50%)

Ex

l

ﬂ xI-1Q Exercises and Courses @

Exercise Details

~Parts-

Chapter 2: Working with Filters
Chapter 3: Working with Lists

Launch

Mumber: 24 Duration: Approx. thi17mins

Title: Working With Data Tables

Description:  Within Excel you will often find yourself working with Data Tables, which are just tsbles of Data that have descriptive Headers along the Top
Row of the table, and then a Record of Data in each of the Rows below,
This Exercises will explore the main features that Excel provides you, in order to enable you to quickly and easily manipulate these Data
Tables. This includes Entering and Editing Data within the Data table, Sorting the Data, Adding Subtotals for Groups of a chosen Item,
Filtering the Table to show just the Rows that you are interested in, and finally using a new feature in Excel 2003, that of the List,
Each of these features will be explored by using an Example Data Table within our Exercdise Workbook.
Please note that the Database Functions, that are explored in the Exerdse on the Database Functions, have a lotin common with the
Filtering features in the 2nd Chapter.

~ Chapters

Chapter 1: Introdudng Data Tables Duration: Approx. 37mins Jump To

Description:

In this 1st Chapter we wil be explaring the Fundamental concepts in
connection with Data Tables. This will include defining the structure that
Excel expects a Data Table to have, as wel as how you can Enter and
Edit Data within a Data Table, where you can make use of a few spedal
techniques.

A

We will then explore how you can Sort the Data within a Data Table,
from the simple case of using just a Single Column as the Criteria, to the
more complex Sorts invelving more that 1 Column using the Sort Dialog
Bax. Although this Example uses a Data Table, the Sort feature can also
be used for any Range of Data. You just need to be careful that the
Sort feature correctly knows if you have a Header Row or not.

In the final Part, we will be explaring how you can easily add Subtotal
Calculations to your Data Table, where a new Row is inserted after each s

Part 1: Entering and Editing Data
Part 2; Sorting

| Part 3: Subtotals

Duration: Approx. 13mins

Jump To
Description:

In this Part we will be exploring a very useful feature called Subtotals, A
which allowes you to quickly and easily insert Subtotal Rows within your =
Data Table.

These Subtotal Calculations can be any of the basic Mathematical or
Statistical Calculations, such as Sum, Count, Average, Min, Max,
Product, Standard Deviation and Variance, A new Subtotal Row will be
inserted each time the Item within a chosen Column of the Table
Changes. For this reason, it is advisable that you first Sort the Data
Table so that these Subtotals make sense,

A Grand Total Row will also be inserted at the bottom of the Data
Table, providing the same Calculation across all the Rows within the
table.

In this example we have typed in just the two keywords ‘grouping’ and ‘data’ into the ‘Search Criteria’ text box, after
which we clicked the ‘GO’ button in order to run the search.
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Below the search information we now have a tree-view box, which displays just 12 Exercises, as these were the only
Exercises that contained topics relating to the keywords ‘grouping’ or ‘data’. Each has been given a score out of 100%,
based on the percentage of keywords that were found within each Exercise, with the results sorted by this score in
descending order. In this example, as we only used 2 keywords, all Exercises shown have either a 50% or 100% score.

These scores actually relate to each specific Part within each Exercise, and the result of a search will end up with the
highest scoring Part from all Exercises being highlighted within this tree-view box. In addition, only the Parts of an
Exercise that matched at least 1 of the keywords within the search will be shown within the tree-view breakdown for
each Exercise shown.

In our example search above, Part 3 of Chapter 1 within Exercise 24 entitled ‘Working With Data Tables’ returned a
100% score based on both our keywords. This Part is therefore highlighted in this Find Panel, with the corresponding
details for this Exercise, Chapter and Part shown inside the Details Panel on the right of this dialog box.

You should also be able to see that the other Parts within this Exercise all have a score of 50%, as the topics covered
within these Parts only related to 1 of our keywords.

The same is true for 3 other Exercises, which also returned a 100% score, that of ‘Exercise 25: Outlines and Custom
Views', ‘Exercise 28: PivotTables’ and ‘Exercise 34: Advanced Worksheet Tools'. In cases where more than 1 Part has the
highest score within a search, the first Exercise with this score will be chosen as the highest ranking search result.
However, if you wish to see the inner details and search scores for any of the other Exercises returned by a search, then
you just need to click on the + signs to the left of each Exercise Title.

You can therefore narrow down the list of Exercises shown based on any keywords relating to the topic that you wish to
learn. We will be exploring how you can launch a chosen Exercise, either from the start or from a specific Chapter or
Part, in the Section 3.

2.4. The Courses Tab

Other than the ‘Find Exercise’ tab that we have explored so far within the Find Panel, you can also change to the
‘Courses’ tab by clicking on this tab at the top of the Find Panel. This will show a tree-view list of all Courses available:

ﬂ xl-1Q Exercises and Courses

Find Exercise Courses ] Unfinished ] Course Details &
Launch

T T = Mumber: 2
i aunch Course ump In
Available Courses Title: Excel Fundamentals

¥ Course 1: Excel Basics

: Description: This Course is aimed at fairly new Excel users, and is comprised of 3 Beginner to Intermediate Exerdises,

R Course 2: Excel Fundamentals

. ~Exerdse 5: Formatting Tools Firstly, this course will explore the various ways in which you can apply Formatting to your Worksheets, This will induded a detailed look at
- Exercise 6: Working with Excel Files the Format Cells dislog box, as well as the Formatting Toolbar and AutoFormats. In the last Part the concept of Styles will be introduced,

Exerdse 7: Printing which will probably be more for Intermediate Users,

i Course 3: Introducing Formulas and Functions The 2nd Exerdse looks at how you work with Excel Files, exploring how you can Create a Mew Workbook, Close a Workbook, Open an

# Course 4: Working with Data in Excel Existing Workbook, as well as Save a Warkbook. Although these concepts are quite Basic, the Exercise will also take a detalled look at the
#- Course 5: Statistical Functions in Excel Open and Save Dialog Boxes, exploring the many different options that Excel allows you to use when Opening and Saving Workbooks. This
# Course 6: Using Array Formulas information will be very useful for most Intermediate Users of Excel,

# Course 7: Advanced Features In the last Chapter of this Exercise we will explore Excel's Template Files, ilustrating how you can make use of the BOOK and SHEET

4:' Course 8: Data Analysis Template flles to radically customize Excel's default Farmatting. The last Part will explare how you can also create your own Custom Template
#- Course 9: Using Charts in Excel Files, which can be used to maintain consistency and protection for periodical tasks. This Chapter is aimed more at Intermediate Users,
# Course 10: Auditing and Managing Your Workbooks although for Beginners it will introduce ideas that will develop over time,

i o se 11z Advanced Ciestodusnitins and Wirkehect Tnof The Last Exercise explores how you Print in Excel, from a one-didk Quick Print, to the more camplex Print and Page Setup dialog boxes,

where you can customize what is Printed, and how this is done. This Exercises looks in detall at all the options available, induding creating
your own Custom Headers and Footers, The last Chapter then looks at how you can Preview your Printout before Printing, using the Print
Preview and Page Break Preview modes,
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Each Course comprises of a group of Exercises that fit together within that chosen topic or area. In our above example
we have selected ‘Course 2: Excel Fundamentals’ within the Final Panel, and can therefore see that this Course is made
up of ‘Exercise 5: Formatting Tools’, ‘Exercise 6: Working with Excel Files’ and ‘Exercise 7: Printing’.

The Details Panel on the right of the dialog box shows a description of this Course, indicating the level of user at which it
is aimed, as well as providing a brief breakdown of what will be covered within the Course. Should you wish to see more
specifics about an individual Exercise within a Course, then you just need to select this Exercise within the tree-view
shown in the Find Panel, and the Details Panel will update to show the individual Exercise details.

These Courses do not offer any additional training than that included within the list of Exercises available on the ‘Find
Exercise’ tab. However, they conveniently group certain Exercises together, allowing you to easily choose a whole range
of Exercises to work through, where the level of prior Excel knowledge expected is very similar.

2.5. The Unfinished Tab

The final tab available within the Find Panel is called ‘Unfinished’, and will display a list of all the Exercises or Courses
that you have begun, but have not yet completed. This allows you to easily resume an unfinished Exercise or Course
from the last known position:

ﬂ x1-1Q Exercises and Courses

Find Exercise | Courses Unfinished 1 Exercise Details ;
Mumber: 238 Duration: Approx, th13mins Launch
Unfinished Exercises and Courses Resume Tile: PivotTables
n o Charts Description: Whenever you work with Data in Excel, you will often want to summarise this Data into a simpler and mare understandable structure. Excel A
2008-08-22 Course 7: Advanced Features provides a very useful feature called a PivotTable that allows you to do this very easily. =

It does not take long to put a PivotTable together, as well as make further changes or enhancements at a later date. Excel takes care of al
the structuring and formatting of this summary table for you. There are also a large number of features that are available for a PivotTable,
making them incredibly flexible and powerful summary toals.

They work with many forms of Data, from a Data Table Range within a Workbook, to external Databases that can reside somewhere on a
Metwork, or even over the Internet,

In 2 similar way, Excel also provides an extension to the PivotTable called a PivotChart, which links this summary information to & Chart.
v

Duration: Approx. 12mins Jump Ta

Desaription:

In this 1st Chapter we will be Introdudng what a PivotTable and
PivotChart are, by taking a lock at a simplistic Example of each of them,
in order to ilustrate the basic concepts,

Chapters

Chapter 1: Introdudng PivotTables
Chapter 2: Creating Your Own PivotTables

In the 1st Part we will focus on PivotTables, where we wil also briefly
explore the underlying Data Table that the PivotTable is based on. We
will then explore some of the hasic features that this PivotTable
provides, where each of the Areas within the PivotTable are named and
explored.

In the 2nd Part we will then be introducing a PivotChart thatis based on
the PivotTable that we explored within the istPart. This is similar to a
normal Chart, except that it now also incudes the PivotTable Field
Dropdown buttons, which have exactly the same function as these
same buttons within the PivotTable,

- Parts

Part 1: What is a PivotTable? Duration: Approx. Smins Jump To

Part 2: Whatis a PivotChart?
Description:
In this 1st Part we will be exploring a simple Example of a PivotTable,
where we will be working through the 4 main Areas within a PivotTable,
explaining what each Area is for.

These are the Page, Row, Column and Data Areas of the PivotTable,
where Fields added to each of these Areas will have certain
characteristics,

‘We will be exploring the Dropdown buttons that are shown for each of
the Fields within these Areas, ilustrating how they can be used to
quickly filter Data from the underlying Data Source.

In our above example snapshot you should be able to see that at both Exercise 28 and Exercise 29 are shown within this
unfinished list, along with Course 7. The details for the currently selected item in this list will be shown within the Details
Panel on the right of the dialog box.

This tab therefore allows you to easily see the details of all Exercises and Courses that you have terminated prior to
completion, where you can either choose to resume at a later date, or otherwise remove from the list by clicking on the
‘Remove’ button above this list box.

Next to each Exercise or Course shown within this unfinished list box is the date when this Exercise or Course was last
run. This might help you remember why you initially ran this Exercise or Course, and can help you decide whether you
wish to resume or remove this unfinished item.
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3. Launching an Exercise or Course

In Section 2 we explored a number of different ways in which you can find the appropriate Exercise or Course, where we
explored that various options included within the Find Panel on the ‘xI-1Q Exercises and Courses’ dialog box.

In this Section we will be taking a look at the various ways in which you can then launch an Exercise or Course, where
we will also cover how you can do this from the start of a chosen Exercise or Course, as well as from some specific

position within an Exercise or Course.

3.1. Launching an Exercise

There are a number of different ways in which you can launch an xI-1Q Exercise, with the method chosen depending on
the level of information that you require about the Exercise before you choose to launch it.

The easiest method is to just use the ‘Select Exercise’ dropdown list on the xI-1Q
Toolbar, where you just need to select the desired Exercise from the dropdown
list shown when you click on the dropdown arrow on the right of this control:

This will launch the chosen Exercise, starting from the very beginning, and is
useful when you already know the Exercise that you wish to run already, or can
deduce sufficient information about the content of the Exercise from the Exercise
Title shown within the dropdown list.

If you require further information about an Exercise that you wish to launch, then
you will need to open the ‘xI-1Q Exercises and Courses’ dialog box that we
explored within Section 2 of this user guide. This will allow you to use all the
features on the ‘Find Exercise’ tab within the Find Panel, in order to locate the
desired Exercise that you wish to launch.

Once you have located the Exercise that you wish to launch within this dialog
box, you then have a number of different ways in which you can launch this
chosen Exercise:

a) Double-Clicking on the Exercise Title within the Exercise list box

| Exerdses: H

Exercise 1: Introdudng Microsoft Excel 2003
Exercize 2: How to Enter and Edit Data in your Workbook
Exercise 3: Workbook Fundamentals

Exercise 4: Understanding Cells and Ranges
Exercise 5: Formatting Tools

Exercise &: Working with Excel Files

Exercise 7: Printing

Exercise 8: Working with Formulas and Functions
Exercise 9: The Logical Functions

Exercise 10: Functions that Count, Sum, Multiply and Saort
Exercise 11! The Finandal Functions

Exerdise 12: The Mathematical Functions

Exercise 13: The Trigonometry Functions

Exercise 14: The Date and Time Functions
Exercise 15! The Text Functions

Exercise 16! The Information Functions

Exercise 17: The Database Functions

Exercise 18: The Lookup and Reference Functions
Exercise 19 Common Statistical Functions
Exercise 20! Other Statistical Functions

Exercise 21: The Analysis Toolpak Functions
Exercise 22: Array Formulas

Exercise 23: Advanced Array Formulas

Exercise 24t Working With Data Tables

Exercise 25! Outlines and Custom Views

Exercise 26: Conditional Formatting and Data Validation
Exercise 27: Spreadsheet Analysis

Exercise 28 PivotTables

Exercise 29: Introduction to Charts

Exercise 30! Advanced Charts

Exercise 31: Auditing Your Workbooks

b) Clicking on the Launch | button on the top-right of the Details Panel e o e
Exercise 34 Advanced Worksheet Toals
¢) Clicking onthe 1umpTo | button within either the Chapters or Parts sections of the Details Panel

Both options a) and b) will launch the Exercise from the beginning, where the intention is to cover the entire Exercise.
However, option c) will launch the Exercise from the currently selected Chapter or Part, depending on which ‘Jump To’
button you click. This means that if you do not want to run the entire Exercise, but wish to focus in on certain topics
only, then you should use option c), where the Exercise will jump straight to the chosen Chapter or Part.

No matter which option you choose, the Exercise will continue until it has reached its natural end. If you have used
option c), and wish to only cover the chosen topic, then you will need to terminate the Exercise once your desired topic
has been covered. We will explore how you can do this in Section 5 of this user guide.

3.2. Launching a Course

In a similar way, there are also a number of different ways in which you can launch

an xI-1Q Course, with the method

chosen depending on the level of information that you require about the Course before you choose to launch it.

The easiest method is to just use the ‘Select Course’ dropdown list on
the xI-1Q Toolbar, where you just need to select the desired Course from
the dropdown list shown when you click on the dropdown arrow on the
right of this control:

Course 1:
Course 2:
Course 3:
Course 4
Course 5:
Course &6:
Course 7:
Course 3:
Course 9:

This will launch the chosen Course, starting from the very first Exercise
within this Course, and is useful when you already know the Course that
you wish to run, or can deduce sufficient information about the content
of the Course from the Course Title shown within the dropdown list.

If you require further information about a Course that you wish to
launch, then you will need to open the ‘xI-1Q Exercises and Courses’

Courses: H

Excel Basics

Excel Fundamentals

Introducing Formulas and Functions
Working with Data in Excel
Statistical Functions in Excel

Using Array Formulas

Advanced Features

Data Analysis

Using Charts in Excel

Course 10: Auditing and Managing Your Workbooks
Course 11: Advanced Customisations and Worksheet Tools

dialog box that we explored within Section 2 of this user guide.
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Once you have located the Course that you wish to launch on the ‘Courses’ tab of the Find Panel, you then have a
number of different ways in which you can launch this chosen Course:

a) Double-Clicking on the Course Title within the Course tree-view box

b) Clicking on the Launch Course | button above the Courses tree-view box on the Find Panel

|

¢) Clicking on the Launch button on the top right of the Details Panel

;

d) Double-Clicking on an Exercise shown within the chosen Course’s details inside the Course tree-view box

e) Clickingonthe JumpTe | button above the Courses tree-view box on the Find Panel

d

Options a) to c) will launch the Course from the beginning, where the intention is to cover all the Exercises within the
chosen Course. However, options d) and e) will launch the Course from the start of the currently selected Exercise within
the chosen Course. This means that if you do not want to run the entire Course, then you should use options d) or e),
where the Course will jump straight to the chosen Exercise.

No matter which option you choose, the Course will continue until it has reached its natural end, that being the end of
the last Exercise included within the Course.

3.3. Resuming an Unfinished Exercise or Course

As with launching a new Exercise or Course, there are also a number of different ways in which you can resume an xI-1Q
Exercise or Course that you have begun, but not yet completed. The method chosen will dependin on the level of
information that you remember about the Exercise or Course that is unfinished.

The easiest method is to just use the ‘Select Unfinished’ dropdown list on the  Unfinished:

xI-1Q Toolbar, where you just need to select the desired item from the ey
dropdown list shown when you click on the dropdown arrow on the right of 2008-03-22 Exercise 28: PivotTables
this control: 2008-08-22 Exerdse 23: Introduction to Charts

2008-058-22 Course 7 Advanced Features

This will launch the unfinished Exercise or Course, starting from the position
where you previously terminated the Exercise or Course. This method is most useful when you can remember exactly
what this unfinished Exercise or Course was about, and therefore don't need to know any more information before you
choose to resume.

If you require further information about this unfinished item, then you will need to open the xI-1Q Exercises and
Courses’ dialog box that we explored within Section 2 of this user guide.

Once you have located the unfinished item that you wish to launch on the ‘Unfinished’ tab of the Find Panel, you then
have two different ways in which you can resume the chosen Exercise or Course:

1) Double-Clicking on the item within the unfinished list box

2) Clicking on the  Resume button above the unfinished list box on the Find Panel
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4. What happens while an Exercise is running?

In Section 2 and Section 3 we explored how you can find your desired Exercise or Course, as well as how you can launch
this Exercise or Course. In this Section we will be exploring the various additions that are added by xI-1Q to Excel's
standard user interface while an Exercise (standalone or part of a course) is running.

4.1. The Exercise Display

Whenever an xI-1Q Exercise is running, the Exercise Display will appear on the right hand side of the Excel window. This
Exercise Display is used to show important information about what is currently being explored within the Exercise,
starting with the Exercise number and name at the top (which in this snapshot is Exercise 2):

remaining months. ' B
If you look at the Formula Bar you wil see this represented by the
Formula '=SUM(C4:C6)', which means that the value of our

current cell C7 has been set to equal the sum of the range of cels
starting at cel C4 and ending at C6. This formula is a much better
way of producing a Total row than the previous one that used a
mathematical expression.

Now that we have explored the 3 basic types of data a worksheet
cell can contain, we need to move on to how to actualy enter and
edit this data in a cell.

Part 2: Entering Data 1
Step 1: Entering a Label

To illustrate how we can enter Text, Numerical Values and
Formulas into a Worksheet Cell, let's complete the Sales
Predictions table.

It would be useful to have a Total column on the far right hand
side to give the annual sales for each product.

First, let's add a Text label Total to the top of this column. In
order to do this all we need to do is select the cell and start typing.
Once we have finished typing the text we need to hit the ENTER

key to exit the editing mode and store this text within the cel. Z |
LE_’-i Shift || Ctrl Al

3

Approx. 24mins remaining :| 4

1) Audio Text Display: At the top of the Exercise Display is a control that will display the text underlying all of the
audio clips used within the Exercise, allowing you to easily read what is currently being (or has previously been)
spoken within the Exercise.

Background colour-coding is used to differentiate each clip, with a light purple background being used for the
current audio clip, a light green background being used for any Chapter, Part or Step indicators, and then a white
background for all previous audio clips.

2) Key and Mouse Ticker: Below the Text Display is a control that will keep a track of all Key and Mouse inputs that
xI-1Q has used during the Exercise, which can be used when you are unsure of exactly how a certain task has been
completed, and the Text Display does not provide sufficient information.

On the right of the control is the current action section, where any current key inputs are shown with a red
background, for example the ENTER key that is currently being pressed within our snapshot. Other indicators within
this section are the SHIFT, CTRL, ALT and MOUSE BUTTON indicators, which will be highlighted in red whenever
they are being used by xI-1Q.

The left hand portion of this control will then show a ticker that gradually moves any previous used key or mouse
inputs towards the left of the control, giving you a visual history of any xI-1Q key or mouse inputs. For example, in
out current snapshot, the typed in word ‘Total’ appears within this ticker section, with the small ‘S’ below the first ‘T’
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in order to indicate that this key input was made while the SHIFT key was being help down. In a similar way, small
‘C’ and ‘A’ characters below any input represents that the CTRL or ALT keys were being help down at the same time.

3) Mode Indicator: Near the bottom of the Exercise Display is the mode indicator bar, which will inform you of the
current mode of the xI-1Q Exercise. In our current snapshot this bar is blank, indicating that the Exercise is running
as normal. However, when the Exercise is in Pause mode, then this bar will have a light green background, while
displaying the text ‘Paused’. Other modes will follow similar lines, with distinctive background colours and messages.

4) Time Indicator: At the bottom of the Exercise Display is the time indicator, which will update as the Exercise
progresses, giving you an approximate indication of the time remaining within the Exercise.

4.2. Highlight Rectangles

In addition to the Exercise Display that is displayed on the right of the Excel window, xI-1Q will often display Highlight
Rectangles all around the Excel window, in order to highlight specific areas within the Excel interface that are currently
being considered within the Exercise:

Microsoft Excel - Entering and Editing Data.xls
@_1 File Edit View Insert

Format Tools Data Window Help w10

PSSR %G B L A 2] AR 4 100% vu@)!i.ﬁ.rial =0 EIEE Rl
R (g | Search: | 33 Contents (@) _J ,ﬁ|Exerdses: Select » Courses: Select = Unfinished: Select - !
M4 - &
A | B | ¢ | B [ E [ E [ 6 [ H ]| ¥ ] Jd K [ L [ M NS O |
1 Entering and Editing Data - Some Examples
2
| 3 |Sales Predictions Jan Feb Mar  Apr| May  Jun Jull Aug| Sep Oct Nov De Total
| 4 |Product A 1,000 1,000 1,000 1.000 1.000 1,000 1,000 1,000 1.000 1.000 1,000 1,00
| & |Product B 5000 510, 5200 530 G40 550 &R0, 570 5B0| 80 GO0 @10
6 |Product C 200
7 [Total 1.7007 15107 15207 15307 15407 16807 15607 15707 15807 15907 1.6007 1610
8
| 9 |

In our above shapshot a Highlight Rectangle appears above the Worksheet range from Cell N4 to Cell N7, and is being
used to highlight the range of cells that the Exercise is currently focussing on.

In other situations, these Highlight Rectangles will be used to highlight many other types of controls or components
within Excel, including toolbar buttons, Formula components and dialog box controls.

4.3. User Input Restrictions

Whenever an Exercise is running, you will notice that your keyboard and mouse inputs will have no direct impact. This is
most noticeable when you just try move the mouse, as this will have no impact on the mouse cursor on your screen.
This is because xI-1Q is blocking your mouse and keyboard inputs in order to ensure that you do not accidentally corrupt
what is being demonstrated within the Excel interface.

However, this does not mean that xI-1Q will ignore these inputs altogether. Other than a few special keys that will be
explained shortly, xI-1Q will assume that by pressing a key, or by clicking a mouse button, you wish to interrupt the
Exercise. The Exercise will therefore move into Pause mode as soon as is practical, at which point you will be given back
control of your keyboard and mouse. We will cover this Pause mode in the next Section.

Certain special keys will not be assumed to be interrupt requests, but will instead have other results:

Key Action

Up / Down Arrows Increase / Decrease xI-1Q audio volume
Right Arrow Toggle On / Off Fast Forward Mode

S Key Skip Current Audio Clip

Fn Key related* Not blocked

1. Laptop Function Key (Fn) used along with corresponding action keys

© SuperScript Solutions Limited
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5. Pause Mode

In Section 4 we explored how xI-1Q blocks your keyboard and mouse input while an Exercise is running, taking the
Exercise into Pause mode instead of allowing your input to corrupt the Exercise. When in Pause mode, xI-1Q will display
the Pause dialog box, which in this snapshot is just after Exercise 2 has been launched:

Exercise 2: How to Enter and Edit Data in your Workbook (Paused) [

= Chapter 1: Basic Data Entry and Editing (19mins)
= Part 1: Data Types (8mins)
Step 2: Text Cells (1min)
Step 3: Mumeric Cells (1min)
Step 4: Formula Cells (2mins)
Step 5: Simple Formula (3mins)
- Step &: Simple Function (2mins)
+ Part 2: Entering Data (4mins)
+ Part 3: Editing Data (7mins)
= Chapter 2: Enhancements {(14mins) 1
+ Part 1: Editing Options (8mins)
+ Part 2: Number Formatting (6mins)

(i)t (@) ()5 () (v )OO ED) | -

1) Exercise Map: The majority of the Pause dialog box is taken up by a tree-view box displaying an Exercise map.
This shows a detailed breakdown of the current Exercise, with the current Step being highlighted. When initially
displayed, only the currently active Part within the Exercise will show the Step breakdown as well. However, each of
the other Parts within the Exercise can be expanded by clicking on the + signs to the left of each Part name.

Other than providing a useful map of the Exercise, you can also use this tree-view box to jump to a new Step within
the Exercise. You can do this either by selecting the desired Step and then clicking on the PLAY button below, or you
can just double-click the desired Step. If you select a Chapter or Part instead, this will automatically assume that you
wish to move to the 1* Step within that Chapter or Part.

2) Movement Controls: The buttons along the bottom of this dialog box provide alternative ways of moving around
the Exercise, allowing you to jump backwards and forwards within the Exercise Map, and then resuming the Exercise
from this new Step. A few other options are also available.

Moves the Exercise position to the previous / next Chapter (Keys: CTRL < /)
Moves the Exercise position to the previous / next Part (Keys: SHIFT < /)
Moves the Exercise position to the previous / next Step (Keys: ¢ /)

Resumes the Exercise from the currently selected Step (Keys: ENTER /R / P / ESC)

Moves the Exercise position back to the Original Paused position  (Keys: O)

Terminates the Exercise (Keys: S/ T)

SCE

Allows you to explore the Exercise Workbook. You can therefore easily examine or play around
with the Examples yourself, in your own time. (Keys: X)

EEV

If an Excel dialog box is currently displayed, then although xI-1Q will automatically position this
dialog box, you can use this button to move this Excel dialog box elsewhere around the screen.
(Keys: ALT <« /—> /4 /)

&
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5.1. Exploring the Exercise Workbook

One of the most useful features of xI-1Q is that while an Exercise is running, you are able to interrupt the Exercise and
explore the Example being worked through within the Exercise Workbook. This can be very useful for Steps within an
Exercise that are fairly complex, or where you would like to experiment for yourself.

At certain points within the Exercise, such as when an Excel dialog box is currently displayed, or when you are busy
editing a Formula, you will not be able to explore the Exercise Workbook. Once the dialog box has been closed, or once
the Formula has been completed, you will then be allowed to Explore the Workbook again.

As was shown on the previous page, you can access this feature when in Pause mode by clicking on the Explore

Workbook button. When you do this, the Pause dialog box will shrink considerably, showing just the PLAY and STOP
buttons:

While you are in the Explore Workbook mode, you can make whatever changes you would like to the Exercise
Workbook. This allows you to experiment with the current Example in your own time.

When you wish to resume the Exercise where you left off, then you just need to click on the PLAY button. Please note
that any changes that you have made during your experimentation will be discarded when you resume the Exercise. If
you wish to keep a copy of any changes that you have made, then you will need to use the SAVE AS feature of Excel in
order to save this Exercise Workbook in another folder.

If you do not want to continue the Exercise, then you need to use the STOP button, which will terminate the Exercise,
closing down the Exercise Workbook(s) that you have been exploring.
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6.

€1 |

&% Find Exercise

The Did You Know? Dialog Box

()| Did You Know?

The Did You Know? dialog box will automatically be displayed on Startup, unless you have Unfinished

specifically chosen for this not to happen using the checkbox available within this dialog box. You
can also open this dialog box by using either the xI-1Q Toolbar or xI-IQ Menu, where you just

%I-10 Shortcut Keys

need to click on the Did You Know? command: xI-1Q Options
About 210
w10 | Search: | 34 Contents ?_J ,;ﬁ:‘i | Exercises: Select = Courses: Select = Unfinished: Select - ! Syskern Information

#74 x1-1Q: Did You Know ... ? (Mumber 109)

Did you know that you can easily Sort data within Excel, either using the Sort buttons on the Standard
Toolbar to quickly sort based on the currently selected Row only, or otherwise by using the Sort dialog box
to sort based on up to 3 Fields in a Data Table?

(From Exercise 24: Working With Data Tables)

Exercise 24 ‘ Mext Knew Already Reset Known Close

Excel Experience Levels to consider:

|Intermediate j W Show at startup

1)

2)

3)

4)

5)

6)

7)

8)

Show me: Clicking this button will open the appropriate Exercise, and take you directly to the Steps within this
Exercise that relate to this chosen Did You Know? Once you have reached the end of this Did You Know? section of
the Exercise, you will then be asked if you would like to continue further.

Exercise XX: If you would prefer to run the entire Exercise from which the Did You Know? came from, then you
can just click this button, which will start the Exercise from the very beginning.

Next: This will just skip this current Did You Know? topic, and then display a new one from within your chosen Excel
Experience Level.

Knew Already: If you already know how to do what is being mentioned within the Did You Know?, then you can
just click on this button in order to never show this tip again. The dialog box will then just jump to the next Did You
Know? topic.

Reset Known: If you would like to reconsider all of the tips within this chosen Excel Experience Level, thereby
cancelling all of the ‘Knew Already’ choices that you have made, then you can just click on this button.

Close: When you are finished with this Did You Know? dialog box, then you can just click on this button in order to
close it down. Alternatively you can just click on the Close button on the top right as well.

Excel Experience Levels to consider: This Dropdown defines the Categories of Did You Know? topics that will be
shown within this dialog box. You can use this Dropdown in order to specify what level of knowledge and experience
you have within Excel, which should mean that the topics shown within this dialog box should be more closely linked
to things that you might wish to know, and that are not too far beyond your current level of experience.

Show at startup: This checkbox can be used to show this Did You Know? dialog box when Excel is launched.
However, if you would prefer this not to happen, then you just need to ensure that this checkbox is not ticked.
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7.

On the xI-1Q Menu there is a command called xI-1Q Options’, which you can use to open the xI-1Q
Options dialog box. You can also use a similar button on the xI-1Q Toolbar to do this. This dialog
allows you to customize some of xI-1Q’s settings:

! 10 | Search:

11 |

#4| Find Exercise
The xI-1Q Options Dialog Box

(@) Did You Know?
Unfinished

%1-10 Shorteut Keys

%I-10) Options

about xl-1C

| 44 Contents nt_.l,l,;%‘_i | Exercises: Select - Courses: Select - Unfinished: Select - !

ﬂ x1-1Q Options

Audio Settings —

Don't Show: -

Systerm Information

Vaolurme as % of PC Volume: I 1 1

=
n
=
—
)
=

W x-IQ Keyboard Shortcuts on Run
¥ Macro Keyboard Shortcut Warning
¥ Pause Window after Exercise Load

[T Screen Size Warning

¥ Launch Exercise Confirmation
¥ Launch Course Confirmation
[ Resume Exercise Confirmation

¥ Resume Course Confirmation

W Exercise Complete Canfirmation
v Course Complete Confirmation
[ Exercise Terminated Confirmation

v Course Terminated Confirmation

¥ MousePad Scroll Warning
[ Dropped Toolbar Button
W Making Toolbar Visible

[v Toolbar Button Missing

™ Calculation Time Warning
Remember Answers For:

[ Relaunching Unfinished Exercise - Resume From Previous Point?
[ Relaunching Unfinished Course - Resume from Previous Point?
[T Unsaved Workbooks - Can Save All

[T Unsaved Workbooks - Can't Save All

Log File Settings —

Detall of Exercise Log:

Reset

I~ Proceed to Mext Exercise in Course ¥ Explore Workbook Warning W Toolbar Being Docked
[T Excel Not Ready to Launch Exercise

¥ £ Mo {# Fix & ¢ 2
[T Proceed to Mext Exercise in Course - When Exerdse Terminated
Ve & 0 {* Ve & 1

[ Show/Load Reguired Item or Add-In

| e f € Iagn & Ye & !

[T Hide/Unload Item or Add-In that was Automatically Loaded

@& Save So £ Tgnore = ves @

Very High v] Maximum Logfile Size (KB): 4086 3

Cancel J

1)

2)

3)
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Audio Settings: This section allows you to use the Volume slider in order to set the xI-1Q audio volume (as a % of
your PC volume). This will have the same effect as any changes you make during an Exercise using the UP and
DOWN arrow keys to adjust the audio volume.

Message Settings: By default xI-1Q will often show you messages, some that require a response, but many that
are just informational. When many of the common messages are displayed you will also have a checkbox that you
can use to ask xI-1Q not to show this message in future. For informational messages this will be simply not to show
the message again, but for messages that require a response this will also remember the response you gave when
you requested not to have the message displayed again.

All of these messages are shown within this message settings section, with the informational messages shown on
the left hand side, and the messages that require a response shown down the right hand side. By default, all
messages will be shown, which can be seen by the fact that none of the checkboxes within these 2 sections have
been ticked. The ‘Reset’ button on the bottom left can be used to automatically return to this default position.

These checkboxes will reflect any ‘don’t show again’ choices that you have made when messages were displayed on
screen. You can therefore either wait until messages are displayed on screen, and then choose which ones you don't
want to see again, or you can manually tick the checkboxes in this message settings section. For the checkboxes
under the section called ‘Remember Answers For’, you will also need to provide the answer that should automatically
be assumed to have been given.

Log File Settings: xI-1Q creates a log file within the xI-1Q folder to record important steps and commands that are
run while an Exercise is progressing. This log information is not essential, but can be very useful if a problem occurs
while an Exercise is running. The default settings in this section are to create a ‘Very High’ detail log file, although
once it exceeds 4MB in size, it will be overwritten on the next Exercise load.

It is recommended that you keep these settings at these default log file choices. However, if your computer is
experiencing speed problems while Exercises are running, then you can always try reducing this log file detail and
see if this solves your problem.
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X1 |

8. The xI-1Q Shortcut Keys Dialog Box ) BndExercise

@) Did You Know?
On the xI-1Q Menu there is a command called ‘xI-1Q Shortcut Keys’, which you can use to open the e

xI-1Q Shortcut Keys dialog box, with a similar command on the xI-1Q Toolbar. This dialog provides

information about the keyboard shortcuts that you can use while an Exercise is in progress: AR Sodak kere

#l-IQ Options

i y-1Q | search: TIMEE iges: - : - ished: -
tx-IQ | |,§‘E Cor?ter?ts 7] 5]|Ex.er::|ses Sele_ct _Cngrges Select Unﬁnl_shgd Selelct ! about 10

Syskem Information

7 xl-10 Keyboard Shortcuts

While an x-IQ Exercise is being run you can use the following Keyboard Shortcuts in
order to control how the Exercise wil run, as wel as quickly jump around within it:

While an Exercise is Actively Running

Key: Effect:

5 Skip Current Audic Clip

Right Arrowe Toggle Fast Forward Mode ON/OFF

Up Arrow Increase xI-1Q Audic Yolume (no effect on PC Veolume)
Dowin Arrow Decrease xI-1Q Audio Volume (no effect on PC Volume)
Any Other Key Pauses Exercise (displays Pause Dialog Box)

While Exercise is in Pause Mode (Pause Window Displayed)

Key: Effect:

EMTER or ESCor Por R Resume Exercize from Chosen Position

ST Terminate Exercise

0 Reset Position to Original Position when Exercise was Paused
X Explore the Workbeook (if currently possible)

Left Arrow or Up Arrow Back 1 Step

Shift + Left Arrow Back 1 Part

Ctrl + Left Arrow Back 1 Chapter

Right Arrow or Dowin Arrow Forward 1 Step

Shift+ Right Arrow Forward 1 Part

Ctrl + Right Arrow Forward 1 Chapter

Alt + Arrows Direction Move Excel Dialog Box (if one is currently visible)

This dialog box is broken down into 2 sections, with the 1% section detailing the special keys that you can use while the
Exercise is running (as explained earlier in Section 4.3), and the 2" section detailing the shortcut keys that you can use
when the Pause dialog box is displayed (as explained earlier in Section 5).
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