
 

Excel Teaching Guide & Practice Workbook: 

Summary 

This concise summary highlights the scope of the **Excel Teaching Guide & Practice 

Workbook**. The workbook uses a realistic **Music Industry Sales dataset** to teach 

essential Excel skills from the ground up. By working through step‑by‑step exercises, 

beginners learn to load and clean data, build formulas and functions, create charts, build 

pivot tables, and prepare professional reports. The hands‑on approach helps learners 

develop confidence with Excel’s interface and toolset without prior programming 

experience. 

Key Topics Covered 

• Introduction & dataset overview: Why Excel is useful for data analysis and a 

walkthrough of the provided Music Industry Sales dataset. 

• Navigating the Excel interface: Orientation to the ribbon, tabs, worksheet area and 

status bar. 

• Loading, exploring & cleaning data: Import data from CSV, inspect data types, prepare 

worksheets and perform basic cleaning. 

• Data entry & basic formatting: Enter and edit data; format numbers, dates and text; 

copy formats; avoid merged cells. 

• Formulas & cell references: Understand relative vs. absolute references, build 

formulas and audit them. Learn to use basic functions like `=SUM()`, define named 

ranges and apply order of operations. 

• Core functions: Explore essential functions such as `=AVERAGE()`, `=IF()`, 

`=COUNT()`/`COUNTIF()`, `=XLOOKUP()` and AutoComplete to build formulas 

efficiently. 

• Conditional logic & error handling: Use nested `=IF()` statements, the `=IFERROR()` 

and `=SWITCH()` functions, and combine logical functions (AND/OR/IFS) to handle 

multiple scenarios. 

• Summarizing & aggregating data: Apply `=SUMIF()`, `=SUMIFS()`, `=AVERAGEIF()`, 

`=AVERAGEIFS()` and `=COUNTIFS()` to perform aggregations with criteria, and 

perform multi‑criteria analysis. 

• Text & date functions: Manipulate text and dates with functions like `=TEXT()`, 

`=CONCAT()`/`=TEXTJOIN()`, `=YEAR()`, `=MONTH()` and `=DAY()`; perform date 

arithmetic. 



• Working with tables & structured references: Create and format tables, use 

structured references in formulas, add total rows, filter data and convert tables back to 

ranges. 

• AutoFill & Flash Fill: Automate repetitive entries using AutoFill patterns and Flash Fill 

with advanced examples. 

• Data management techniques: Freeze panes, merge/unmerge cells, group 

rows/columns, create subtotals, protect worksheets, split text to columns and perform 

data cleaning. 

• Data validation & drop‑down lists: Set up data validation rules, build dependent 

drop‑down lists and validate values with formulas. 

• Sorting & filtering: Sort and filter data, apply custom number/text filters, filter by 

colour, find top/bottom and unique values, and use advanced filtering tools. 

• Charts & advanced visualization: Create and customize charts (bar, column, line, 

scatter), compare categories and time periods, and follow chart formatting best 

practices. 

• Pivot tables & interactive tools: Build pivot tables, use slicers and timelines to filter 

them, refresh and update data, and group or customize fields. 

• Printing & page layout: Prepare your worksheets for printing: set orientation and size, 

scale to fit pages, repeat titles and define print areas for PDF output. 

• Conclusion & next steps: Encouragement for further learning and suggestions for 

extending your analysis. 

Example Formulas 

Total of a range: =SUM(B2:B100)  

Average unit price: =AVERAGE(C2:C100) 

Conditional flag: =IF(D2>1000, "High", "Low") 

Count matching text: =COUNTIF(D:D, "Yes") 

Sum based on criteria: =SUMIF(C:C, "Guitar", D:D) 

Lookup product price: =XLOOKUP("Mixing Board", A:A, B:B) 

Sum with multiple conditions: =SUMIFS(D:D, B:B, "Europe", C:C, "2024") 

Combine names: =CONCAT(A2, " ", B2) 

Convert date to text: =TEXT(DATEVALUE("2025-01-01"), "yyyy-mm-dd") 



 

Figure 1: Sample chart from the Music Industry Sales dataset showing total sales by region. 


