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Excel Level 3 – Tasks 
Absolute Referencing and Naming Cells 
Exercise 1
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Tables Exercise 1
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Vlookup exercise 1
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XLOOKUP exercise 
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Pivot Tables Exercise 1
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Pivot Table advanced exercise 1
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Sumproduct exercise 1
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1) in cells C2:C5 using absolute referencing work out the tax amount payable on each
product (the Tax amount is shown in K1)

SelectCell C2

Enter =B2*$K$1

fill this down to cells C3:C5

2) in cells E12:E15 work out the euro amount for each product - using name cells
call cell K11 Ex_Rate
SelectCell K11

Fle  Home inse

X e

From the Name Box type Ex_Rate B copy ~
In cellE12 enter =D12*Ex_Rate < Formatai

clipboa

Fill this down to the remaining cells E12:E15
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1) Turn the dataset in cells A1:D12 into and official excel table
Selecta cellanywhere in the data
From the Home Table choose Format as table
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Choose a style you like
ensure to tick my table has headers

File Home i

2) Call the table Staff
From the table design tab at the left hand side
in the table name box type Staff Staff

Table Name:

Resize Table

Properties

AutoSave

B

Format as
Table v
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1) Work out the USD rate in Cells D2:D9 using the ex_rate table found in cells
G1:H4

SelectCell D2
Enter = VLOOKUP(C2,Ex_rate,2,0)
Fill this down to the rest of the cells in column D

2) Work out the USD Cost in colmn E
SelectCell E2
enter = D2*B2
Fill this down to the rest of the cells
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Use Xlookup to fill in which position the candidate is applying for. The
job codes are held in the vacancies table

1) in cell D4 type
LOOKUP(C4,vacancies[job Code],vacancies{Position])

2) use the fill handle to fill this down to the remaining cells in column D
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1) Using the EMP table in cells A1:116 creat a pivot table and add it to this worksheet
Selecta cellin the table
Go to Insert ‘Select a table or range.
Choose Pivot Table Tbtemange: [£mo
From the pop up box choose existing workshee e heeseuventine prattevic tobe pioces
O Mew Worksheet

Click the Location Arrow © b
Click Cell A22 s T

Choose whethryou want to anaze mutpe tales
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2) Show the total salary for each department
From pivot table fields drag Dapartment to Rows .
Drag Salary to Values PivotTable Fields

Choose felds to add to report:

Search

Last Name
Position

@ oepartment
Division

2 salary
Start Date

Drag fields between areas below:

Y Fiters ¥ Columns

= Rows 3 Values
Department « | sumof Salary
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Exercise 1: Pivot Tables

1. Use the Workbook Pivot Tables.xIsx and the Exercise 1 Worksheet
2. Create a pivot Table that shows the Salary Band amounts for each Role by Location

a.
. Insert Pivot Table

a.

Click inside data

b
c. Drag Salary to values
d.
e
f.

Band and role to rows

. Location to columns

Under Design Tab remove Subtotals and Grand totals
Choose a Pivot Table Style that You like

3. Name The Pivot Table Salary. BandsLR - Analyze Tab Pivot table name

a.

Rename the worksheet Salary Bands

4. Format the Values to use 1,000 - Click drop down on Value Field Setting and choose Number Formats

Exercise 2: Pivot Table

AW N e

. Use the Workbook Pivot Tables.xIsx and the Exercise 1 Worksheet
. Create a pivot Table that shows the number of Job roles required at each Business Unit that have Budget Approval

. Name this pivot table JR_Approved
. Rename the Pivot Table labels to reflect the data
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1) in cellB20 work out the total wages in the staff table
Select CellB20
Type =SUMPRODUCT(staff[HRS]*staff[HOURLY RATE])
The answer should be 8956.35

2)in cell B22 work out the total bonus amount
selectcel B22
Type=SUMPRODUCT(staff[Recommendations],staff(Bonus Amount])
The answer should be 210
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