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Lesson One: 7 Steps to Spreadsheet Success 

 
Setting up a spreadsheet can be tedious.  Fortunately, there is a simple 7-step method for creating a 
spreadsheet.   
 
The Seven-Step Method is:  

1. Enter a Title 
2. Enter Row Labels  
3. Enter Column Headings 
4. Enter the Data and Save the Worksheet 
5. Perform any Calculations (and save again!) 
6. Enhance/format the Worksheet (and save again!) 
7. Print the Worksheet (and save again!) 

 
 
 
A spreadsheet  
put together using  
the 7-Step Method 

 
 
 
 
 
 
 
 
 
 
 

Tips and shortcuts every user should know 
 

Notes 

The amazing “fill handle”  

Copy by drag  

Keyboard shortcuts for date, time and summing  

Pre-selecting a range for quick data entry  

Multiple selection AutoSum features to access 
business statistical math functions 

 

The highly-guarded secret for creating charts 
effortlessly 
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Lesson Two: Bringing Order to Chaos with Sorting 
 
The Sort tools are found on the Home and/or Data tabs on the Ribbon.  The Sort options are also 
found by right clicking on any piece of data within an Excel list.  
 
Sort allows the data to be rearranged/ordered by a specific field or fields.   
 
 
 
 
 
 
 
 
 
 
 
 

TIP:  You do NOT have to highlight to sort if your spreadsheet has 
been properly constructed. 

 
To sort on one column, use the A to Z sort buttons on the Home or Data tabs on the ribbon, or right 
click and select Sort.   
 
To sort on multiple columns, use the Sort tool and the sort dialog window.   
 

 
 
This same window can also be 
accessed with a right click, selecting 
Sort, and selecting Custom Sort. 
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Lesson Three: Finding Desired Data with Filters 

 
To view a subset of the list data, use the Autofilter or Advanced Filter tools.  
 
The Filter tools are found on the Data tab on the Ribbon.  
 
 
 
Autofilter places a drop-down arrow at the top of each column.   
 
Clicking on the arrow allows the user to specify exactly what data should be shown while the rest is 
temporarily hidden. 
 
 
 
 
 
 
Advanced Filter allows the 
user to set up more 
sophisticated queries and 
place a copy of the results 
into a new area. 
 
The advanced filter requires 
the use of a criteria section, 
or an area on the 
spreadsheet where you place 
your criteria. 
 
 
 

Notes: 
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Lesson Four: Analytics via the Subtotals Tool 

 
The Subtotals tool 
places subtotals and 
grand totals 
throughout the 
spreadsheet at 
specified grouping 
intervals.   
 
And, the Subtotals tool 
allows you to select 
from various business 
statistical math 
functions. 
 
 
 
 

 
 

TIP:  For this to work,  
sort the list into the desired order first,  

then invoke the Subtotals tool. 

 
 
 
The Subtotals tool will supply a 
left margin “outline” that allows 
the user to control which groups 
are displayed and which groups 
are hidden, and the level of detail 
to which data is shown. 
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Lesson Five:  Fun with PivotTables 
 
PivotTables bring order to big data.  They allow us to summarize, analyze, and play – all with the end-goal of 
making efficient and fruitful business decisions. 
 

Use the Insert tab on the ribbon, and the 
PivotTable tool.   
 
If your list is set up properly, Excel will know 
what data to include.   
 
Click on OK on the Create PivotTable 
window. 

 
Use the sandbox on the 
right side of the window to 
create the PivotTable. 
 

 

 

 
Use the Analyze tab on the ribbon to insert a PivotChart – and use the Analyze tab on the ribbon to insert 
Slicers – a much easier way to “drill down” to the data that will be most helpful.   
 
PivotTables are an excellent example of data mining!” 
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Lesson Six: Excel Power BI Tools: Power Query and Power Pivot 
 

Power Query 
Power Query data can come from:  

• Web pages 
• Excel files 
• Text files 
• Relational databases 
• SharePoint lists 
• Active directory 
• Exchange 
• Facebook 
• … and more! 

 

To use Power Query to pull in data from different sources, click on the Data tab on the ribbon and select New 

Query.  As you can see, there are many different types of data sources that you can combine using Power 

Query. 

To open a text file, select from File, and then select from Text.  Browse to the file, and double click on it (or click 

on it once and clock on Open. 

You can now see the data. 

The next step is to set up the environment.  To create a 

workspace that saves connections to many different 

types of files, we will turn this into a connection in the 

Data Model.   

Select the drop down arrow next to Load, select Load to, 

select Table, and check the box next to Add this data to 

the Data Model. 
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Lesson Six: Excel Power BI Tools: Power Query and Power Pivot 
 

To open an Excel workbook, click on Data, New Query, From File, and then From Workbook.  Browse to the 

workbook you want to analyze, and click on Open. 

The Navigator window will appear.   

Click on the Sheet you wish to analyze. 

Select the drop down arrow next to Load, select Load 

to, select Table, and check the box next to Add this data 

to the Data Model. 

 

On the Workbook Queries pane on the right, you will see the 

connection to the workbook. 

 

 

 

To open an Access database, click on the Data tab and the New Query button.  Select New Database, and then 

choose From Microsoft Access Database.  Browse for the correct Access file and click on Open. Click on the 

table.  

 

Select the drop down arrow next to Load, select Load to, select 

Table, and check the box next to Add this data to the Data Model. 
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Lesson Six: Excel Power BI Tools: Power Query and Power Pivot 
 

Power Pivot 
A Power Pivot table is simply a Pivot Table done with Power Query data, and/or data pulled in from the Power Pivot 

Manage window. 

Once you have your data sources collected, click on the Power Pivot tab on the ribbon, and then click the Manage 

button. 

To create a Power PivotTable and Chart, click on the PivotTable tool on the Home tab of the ribbon, and select Pivot 

Table.  Click on OK. 

Click on the PivotTable diagram.  On the right side of the screen, in the PivotTable Fields window, you will see all of your 

data sources represented.  Click on the data source that contains information you want to use in the PivotTable.  Drag 

the fields onto the grid as you would for a normal PivotTable. 
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Lesson Six: Excel Power BI Tools: Power Query and Power Pivot 
 

To add in a Chart, click on the Analyze tab under PivotTable Tools, and click on the PivotChart tool.  

Select the type of chart you wish to use, and click on OK. 

 

 
 
 
 
 
 
 

Wrap Up 
 
You’ve now learned some shortcuts, tips and tricks that will make your 
Excel work much easier and much more enjoyable.   
 
If you or your organization would like to learn more about Excel or any 
other Microsoft product, or have any leadership and/or professional 
development seminar needs, visit my website at 
www.DrHollySpeaks.com.  
 
You can email me at DrHollySpeaks@gmail.com,  
phone me at 919-649-8068, or you can follow me 
on Facebook at www.Facebook.com/DrHollySpeaks. 

 
 

Thank you for participating! 

http://www.drhollyspeaks.com/
mailto:DrHollySpeaks@gmail.com
http://www.facebook.com/DrHollySpeaks

