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Microsoft Excel Exercise #13: Filter Calculations
As you learned in the last exercise, when you filter your worksheet, you limit the data that appears.  The ability to focus on the data that’s most important to your current needs is important but there are a few limitations you need to know.  The most important is that formulae you created don’t change their calculations even if some of the rows used in the formula are hidden.  By the end of this exercise, therefore, you will learn how to find the total of a range of filtered cells by using the =COUNTIF command.
1. Divide into teams of two.

2. Power up the computer.

3. Log in to Windows 2000.

4. Launch Excel by clicking on the Start menu, point to the Programs folder and click Microsoft Excel.
5. Open the worksheet you created from the last lesson.

6. In the space below, enter the number of attendance records you have for each student in a particular date – that is, the number which appear in any column.

7. Click cell B7.

8. You will now calculate the number of people who were “Present” in class on May 1.  Type =COUNTIF(B2:B6, "Present").
9. In the space below, record the number of people present in your class during May 1.
10. Replicate this formula in row #7 for each day using copy and paste so that you have a count of the number of people who were present in class for the entire week.

11. Select AutoFilter from the Filter submenu within the Data menu.
12. Click on the dropdown arrow for May 1 and select Present.

13. In the space below, write down what happened to the values you calculated in row #7 for each date.

14. Turn off the AutoFilter.  The worksheet returns to the state as it was before.

15. Delete all formulae in row #7.

16. Repeat step #11 and #12.
17. Now calculate the number of people who were absent from class in cell B7 using the formula =COUNTIF(B2:B6, “Absent”).
18. Even though the people absent from class on May 1 are filtered out, you can still calculate the number of absentees: True or False (circle one)?

19. Call your teacher for a grade.

