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CHAPTER [ - Introduction

Overview

In this course, you will learn how to create a visually appealing and functionally effective
Dashboard that can be used to track employee or student attendance and vacation.

| will start with a blank Excel workbook and build the various components step by step. Not a
single step will be left out.

There will be no programming/VBA/Macros. You will learn the true power of Excel formulas
and conditional formatting to deliver simple and effective Dashboards in Excel.

By the end of this course, you will learn how to build the dashboard yourself. Along the way,
you will also learn several useful Excel features, tips and tricks that will be handy for you to
build other Excel applications as well.

You will be on your way to become an Excel Dashboard Expert.

Team Dashboard Screenshot

YEAR
Weekends
MONTH Vacation Unpaid | NpEEmpioved: i MONTHLY SUMMARY
Not Applicable
Thu Fi s Sun bon Tue Wed Thy Fi Sat Sun bon Tue Wed Thy Fi Sst Sun Mon Tue Wed Thy Fi Sst Sun Meon Tue Wed Thy Fi 1 1 1 05 1

empLovee NaME | 01] 02] o3[ 04] os] o6] 07] o8] os] 0] 11] 12[ 13] 1] 15[ 16] 17| 18] 19] 20] 2] 22[ 23] 24] 25| 26[ 27] 28] 29] 30] [acation IIETZ Unpaid [T AESal Total Vacation | Work Days
Employee 1[G R R IR Eo e N e R I 0 0 0 0 0 0 0
Employee 2 1 0 0 0 o 1 1
Employee 3| 0 0 0 0 0 0 2
Employee 4| 1 [ [ ] 0 0 0 0 a 4 18
Employee 5 | ] 0 1 0 0 0 1 21
Employee 6 1 0 0 0 0 1 1
Employee 7| 0 o 0 o 0 o 2
Employee 8| 0 o 0 o 0 o 22
Employee 9| 0 0 0 0 o 0 2
Employee 10 0 0 0 0 0 0 2
Employee 11 0 o 0 o 0 o 22
Employee 12 [ [ [ [ | 0 4 0 0 0 4 18
Employee 13 0 0 0 0 0 0 2
Employee 14 0 o 0 o 0 o 22
Employee 15 0 0 0 0 o 0 2
Employee 16| I R e R L B Ehers 4 o 0 o o 4 7
Employee 17 0 o 0 o 0 o 22
Employee 18 [ ] 0 0 0 05 o 05 215
Employee 19 0 0 0 0 0 0 2
Employee 20 [ [ [ | 0 0 0 0 a a 18
Employee 21 0 o 0 o 0 o 22
Employee 22 1 0 0 0 o 1 1
Employee 23 0 0 0 0 0 0 2
Employee 24 2 o 0 o 0 2 20
Employee 25 0 0 0 0 o 0 2
Employee 26 0 0 0 0 0 0 2
Employee 27 | | ] | [ ] 0 4 0 0 0 4 18
Employee 28 ] ] L ] ] 0 0 0 0 8 8 14
Employee 29 T [ [ [ | 0 0 0 25 0 25 19.5
Employee 30} L TR 0 0 0 0 ] 0 20
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Employee Report Screenshot

EMPLOYEE
Employee 3 Employee Start Date_01-May-2017 Employee End Date
START DATE ‘Weekends
01-Jan-2018 NatiEmplayed
END DATE Not Applicable 0 6 1 0.5 0 7.5 231
03-Dec-2018
Vacation Unpaid Vacation Sick Unpaid  Half Day Other Total Vacation Work Days
1 1 1 0.5 1
1 2 3 45 6 7 8 9 1011 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 Vacation Sick m LEL e e I Total Vacation)  Work Days
January. 0 1 0 0 0 1 21
February 0 0 0 0 0 0 20
March 0 0 0 0 0 0 22
April 0 0 0 0.5 0 0.5 20
MayL 0 0 1 0 0 1 21
June 0 5 0 0 0 5 16
July 0 0 0 0 0 0 22
August 0 0 0 0 0 0 23
September 0 0 0 0 0 0 20
October 0 0 0 0 0 0 23
November 0 0 0 0 0 0 22
December 0 0 0 0 0 0 1

What you will learn about Excel

Apart from learning how to build the Vacation and Attendance tracker, you will learn the
following about Excel.

e Data Input Techniques - Excel Tables, Drop Down List, Check Box
e Named Ranges
e Writing Simple and Advanced Formulas (nested functions)
e Conditional Formatting using formulas
e Functions
o DATE, MONTH, EOMONTH, WEEKDAY
o ROW, INDEX, MATCH
o IF, COUNTIFS, SUMPRODUCT
IFERROR, OR, SUM
e 10-Point Formatting Checklist
e Release Checklist

o

Requirements for Course
Skill

Since | will walk through each step involved, there is no pre-requisite knowledge for this course.
However, if you are completely new to Excel, then | would recommend the free Useful Excel for
Beginners course first.
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If you have used Excel before and written simple formulas, then you should be able to follow

this course.

Software

You will need Microsoft Excel installed in your computer. Most of the features used are
compatible with Excel Online (free web version of Excel), but when a feature is not compatible,
it will be specified along with an alternative technique.

About the Instructar/Author

I, Dinesh Natarajan Mohan, have been working with Microsoft Excel since 2001. My specialty is
in the field of Reporting and Analytics. | have experience leading Reporting and Analytics teams
in different domains such as Finance, Marketing and Operations in the U.S. LinkedIn Profile

From 2013, | have been publishing Excel templates on my website indzara.com. As of writing
this, | have published more than 50 Excel templates, both free and premium. The templates
have been downloaded and appreciated by users from more than 100+ countries. So far, there
have been more than 7000 premium customers and more than 500,000 downloads of the free
templates.

| also publish video demos of all my Excel templates in my YouTube Channel which has more
than 10,000 subscribers and been viewed more than 2 Million times. | have published more
than 235 free videos.

While | have been focused on building Excel templates and sharing with others, | was receiving
a lot of questions around how to build such templates. That led to creating this course. As the
Employee Leave/Vacation Tracker is one of the most popular templates on indzara.com, |
decided to publish a course on how to build this template.

| have spent on average more than 50 hours on each template start to finish, including concept,
market research, design, development, testing, documentation and publishing. From the
numerous lessons | have learned in the last 6 years of building Excel templates, | have been able
to simplify the process of creating templates. Even this Vacation tracker template required
several hours of work and many iterations to arrive at a solution that was simple and effective.
In this course, you will be able to learn those techniques in less than 5 hours. | am very excited
to share what | know with you.
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Template Scope

We must first decide scope — features that are going to be part of the template.

e Practical Features
o Track vacation and attendance for multiple employees
o Handle employees joining and leaving the company anytime
o Support multiple types (5) of employee vacation/leave
o Accommodate company holidays and weekends
o Handle partial days (e.g. Half day) of leave
e Make it easy to use
o Easy to enter Vacation in ranges of dates (example: 4 days from Nov 21st to 24th)
o Can use the template continuously for many years (keep all data organized in 1 file)
e Customizable to meet business needs
o Should be easy to customize colors to suit preferences
o Allow companies to choose which days are weekends/holidays
o Allow renaming types of employee vacation/leave
e Automated Calculations and Output
o Calculate Worked Days automatically
o Fully Automated and interactive Dashboard with monthly view of all employees
o Automated Annual Employee attendance report where we can choose employee
o Printer-friendly and easy to share as PDF

Given the above requirements, we will need to create the following 5 sheets.

1. Data Input: Data that will be entered by the user
1. Settings: Types of Vacation, Company Holidays, Company Weekends
2. Employees: List of Employees & their Start and End Dates
3. Vacation: Employee Vacation dates
2. Output: Information that Template will calculate automatically based on input
1. Team Dashboard which will display information for all employees
2. Employee Report which will display days when employee attended or was on vacation.

Arriving at the final set of requirements and approach to solution takes many iterations.
The more you develop in Excel, you will get faster at this.

courses.indzara.com 6
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CHAPTER 2 - Setting up Inputs

2.1 Types of Vacation

The template we build will be able to track multiple types of vacation. So, first, let’s make a

place to store the different types of vacation.

In the first sheet, type VACATION TYPE and then the names of Vacation types below.

Home Insert Draw Page Layout

©n X Cut

Calibri

Paste

-

E_E| Copy ~
¥ Format Painter

Clipboard

F]

K17 v B

VACATION TYPE
Vacation

Sick

Unpaid

Half Day

o V= R TR R = (R S TS I ¥

L=

Convert the list to a Table.

Excel Tables is one of the absolute essentials to learn.

Excel Table is a rectangular shaped dataset, which has one or more rows and one or more
columns. Once we make a dataset a Table, Excel activates a lot of useful features.
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Select cells and press Ctrl+T.

Homo Insert Draw Page Layout Formulas Data

id &

PivotTable Recommended
PivotTables

Tables

A3

VACATION TYPE
Vacation

Sick

Unpaid

Half Day

w3

W = oo wn

E E E‘@ rC') t’r@>®3[1|v|odelsv

i ) I SmartArt
Table Pictures Online Shapes lcons

Pictures = 'Eil Screenshot -
L‘\3 Ilustrations

Table (Ctrl+T) VACATION TYPE
Create a table to organize and

analyze related data. F

Tables make it easy to sort, filter,
and format data within a sheet.

® Tell me more

In the next dialog box, make sure that you select ‘My table has headers’ and then press OK.

—“ Home Insert Draw Page Layout Formulas Data
A
«~ 15 B B BE
rY
=i}
Tables lllustrations
A3 - Fe VACATION TYPE
A E C D E F
2
3 JWACATION TYPE Create Table 7 *
4 IWacation
-~ 5 Where is the data for your table?
5 ISick
. =5A53:5A57 +
& [Unpaid
7 fHalf Day [+ My table has headers
; o
g Cancel
10
12

Table is now created.
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Benefits of Excel Tables

e Stores information in an organized way

e Makes it easy to retrieve information when needed
e Can be used as a source of calculations

e Can also be used to perform calculations

* Makes it easy to add new rows of data

e Easy to write and understand formulas

Excel will provide a default name Tablel.

Home Insert Draw Page Layout A
Table Name: SummarizewithPi‘.'otTable F‘? @
— . = e
Tablel Remove Duplicates

EX Remove Duplicate Insert  Export
‘B Resize Table ('_-)E_| Convert to Range Slicer -

Properties Tools
A3 - I
A E C D

2

El VACATION TYPE |

4 |Vacation

5 |Sick

6 |Unpaid

7 |Half Day J

8

9
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Rename the table as T_VACTYPE by typing directly in the Table Name box and pressing Enter.

Home Insert Draw Page Layout Formulas Data

Table Mame: Summarize with PivotTable [= @ |:|
=3

=
|T_‘JACTYPE T| B Rremove Duplicates =)

Insert  Export Refresh
‘B Resize Table (%Convertto Range Slicer - -

Properties Tools External Table Data

A3 - £

VACA'I'I ON TYPE

Vacation
Sick
Unpaid
Half Day

e L3

V= I NI - ]

=

Tip: Naming tables allows to easily recognize which table we are referring to and makes
writing and understanding formulas so much easier.

The appearance or the design of the table can be changed. Excel provides many options to
choose colors, borders and fonts as desired by the user. We can change them from the Table
Styles in the Table Tools — Design ribbon. These options appear only we have selected a cell
inside the Table.

o = s Attendance_Tracker_Dev_book Screenshots - Excel Table Tools
Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Developer  Help Design o,D Tell me what you want to do
ad T
Table Mame: Summarize with PivotTable [ E Header Row [ First Column Filter Button | | mmmm]
x l:? =5 EEEEE EE===l =
T_VACTYPE R Remove Duplicates B [IetalRow [ Last Column EEEEE E===2ll=
= Insert  Export Refresh EEEEE ===
& Resize Table (5} Convert to Range Shcer |~ - Banded Rows [] Banded Columns
Properties Tools External Table Data Table Style Options Table Styles
A4 - £ || Vacation
A 8 c D 3 F G H J K L M N o P Q R s T u
2
Ell vacation Tvre B2
4 [vacation I
5 [sick
6 |Unpaid
7 |Half Day
8
9
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Table Styles

| usually use a style that clearly shows the header as well as the border of the last row. This
allows us to visually see the first & last row and thus know the boundaries of the table. | use the
banded rows approach so that it’s easier to read data across.

Light
——— - R R B e e |
= CEEEE FEEEE EEEEE EEEEE EEEEE EEEEE
Medium
e R S
BEREER BEREER BEEEE BEEEE SEEEE BEEEa BRER8
s e B e e ——— ——§— — —
—T=T=T=1—] === == T=l=1=] === T—=1—] == === T =11 == =1=1=
Dark
=N ———-FK-——-F-————§B—————§ ———-
==—=——f=—=——"]
- —— — Q- ———
B eeeas E——
B Mew Table Style...
Ei)—' Clear
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Now, our table appears like below.

1
2
el vacation TYre i
4

Vacation
5 |Sick
& |Unpaid
7 |Half Day
8
g

Table

Boundary

The top row is the header row. This row houses the names of the columns so that we
understand what each column represents. Columns are also referred to as Fields.

We are also going to provide support to partial days of leave by allowing a value to be assigned
to each Vacation Type. We can enter this in the same Table as a new column.

Adding column to a table is very easy. Just start typing a new column name right next to the
existing column name.

A B C

vacation Tvee K TXIT: IR

4 |Vacation
3 |Sick

& |Unpaid
7 |Half Day
8

g

10

11
12

After pressing Enter, the new column is created.
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"
2
3
4 Wacation
5 |Sick

& |Unpaid

7 |Half Day
8

9

10

1

12

13

14

Now, type the values in that column.

A E C D
1
2
3
4 Vacation 1
5 |Sick 1
& Unpaid 1
7 |Half Day 0.5,
8
9

Depending on the requirements, Value could be different. If your goal is to just calculate
how many days the employee will be taking time off and hence be not available to work,
then Unpaid and Paid leave can be treated to have same value of 1. But if we want to track
only paid time off, then we may give Unpaid leave 0 as value. Please choose the values as

needed for your business.
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If we want to add one more Vacation Type, it is easy, as we have created a table already.

Just type the new vacation type name in cell immediately following the end of the table.

A E C D E F
1 If row 7 is the last
B row of Table
3
4 |Wacation 1
5 |Sick
? ag:f[']:v Entering in
5 row 8 will
g automatically
10 add to table
11
12
13
14 Entering in
15 any row after
s row 8 will not
'’ add to table

Type ‘Other’ (or any new name) in cell A8 and then press Tab key to move to next column. Type
the value and press Enter.

A B C

;
2
:l vacation TyreEd varue B3
4

Vacation 1
5 | Sick 1
& Unpaid 1
7 |Half Day 0.5
g |Other 1
g
10
1"
12

You could use this approach to even highlight non-vacation days. If you put 0 as value, then it
will not count towards vacation days. If you want to highlight offsite activities or travel dates,
etc., if you assign 0 as value to that leave type, then it will be highlighted on the calendar which
we will see later.
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We work with 5 vacation types in this course. However, you can
add more vacation types in this step, if you need to track more

than 5 vacation types.

EXTENSION TIP

Inserting and Deleting data from Table

Right click inside the table and choose Insert. You can insert rows or columns.

9@ Table Columns to the Left

%, Table Rows Above

A | B C
1
2 o % A § % 9
; BI=0-A-H-5%
4 Vacati — - )
5 |Sick 1
6 Unpaiﬂ & Cut
7 |Halfpay [EF Copy
§ Other [ Paste Options:
g
10 ﬁ%l
1 Paste Special...
12 D Smart Lookup
13 o
14 [:‘ hefres
15 Insert % 3
16 Delete 3
17 Select 4
18 Clear Contents
19 3 Quick Analysis
20
21 Sort 3
22 Filter 3
23 Table v
;: 1  Insert Comment
26 Format Cells...
27 Pick From Drop-down List...
28 @ Link v
29

©

courses.indzara.com 15



https://courses.indzara.com/

Create a Vacation and Attendance Tracker Dashboard in Excel

To delete, right click inside the table and choose Delete. You can delete rows or columns.

2 Calibri -{11 -/ A" A" § - 9% 9
£l vacaTION TYii—— G- g o
B I =&~-A-H]-60 00
4 |Vacatig - i o
s [sio W 1
& |Unpaid dy  Cut
7 |Half Day EE] Copy
8 |Other ﬂ'@ Paste Options:
9 o
10 El
11 Paste Special...
12 f© Smart Lookup
13 T
14
15 Insert 3
16 Delete L\\, 4 LIXIJ Table Columns
17 Select » | =% Table Rows e
18 Clear Contents
19
an ) Quick Analysis
21 Sort »
22 Filter r
23 Table >
24
e tj Insert Comment
25
26 Format Cells...
27 Pick From Drop-down List..,
28 @ Link »
29
30

How to ensure data is entered inside tables?

If you click in a cell inside the table, then you will see a new ribbon appear called Table Tools.

Table Tools

Help Design 2 Tell me what you want to do

- @ @ Mormal Bad

-1, i
b 9 %0 A

Formatting = Table~=

imber Fa

Conditional Format as || | Explanatory
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2.2 Weekends

We want to allow the user to choose the days that are weekend days so that we can exclude
the weekend days when we count working days.

Let’s type Day and Sunday.

A B C D E F G
2
3 Day
4 Vacation 1 Sunday
5 |Sick 1
& Unpaid 1
7 |Half Day 0.5
3 Other 1
g
10|
12

If you select the Sunday cell and drag it down to 6 more cells, Excel will automatically populate
the other weekdays.

Excel fills the series for us to help with data entry, as it knows the common series such as days
of week, months in a year, etc.

Day
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
R
Copy Cells
[ Fill Series
O Fill FEormatting Only
C  Fill Without Formatting
O Fill Days
O Fill Weekdays
O Elash Fill

We will now learn how to use Check Box form control to allow user to select weekend days for
their company.
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Check Box does not work in Excel Online yet. So, if you plan to use your file online to edit in
your browser, then please do not use this technique. Instead you can use the drop-down

list technique, which we will learn soon.

Click on File=> Options.

New
Open
Save
Save As
Print
Share
Export
Publish

Close

Account
Feedback

Options

L3

Info

Attendance |

C: » Users » Indzara

(&

Protect
Waorkbook ~

Check for
Issues ~

&)

Manage
Workbook ~

Browser View
Options
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Select Customize Ribbon on the left sidebar and then check the box next to ‘Developer’ on the

right side.

Excel Options
General
{E] Customize the Ribbon.
Formulas
Choose commands from: G
Dat:
= Popular Commands -
Procfing
Save Y Add or Remove Filters -
gl AN Chart Types.
Language i Borders 4
) Calculate Now
Ease of Access = Conter

Customize the Ribbon: G
Main Tabs 2

o oTTRgrTaTTe ST aT

B M Home

Clipboard
Font
Alignment

Advanced Bl conditional Formatting 3 Number
|| Eg copy Styles
Customize Ribbon Custom Sort... Cells
X cut B Editing
Quick Access Toolbar A" Decrease Font Size A Insert
. % Delete Cells... [ Draw
Add-ins HH Delete Sheet Columns A Page Layout
o Conter E% Delete Sheet Rows
Trost Cent B2 Email .
& Fill Color 4 =
Font -
A Font Color »
Font Size Ir
Format Cells
< Format Painter B Add-ins
B Freeze Panes J Elt:l(nltL:\
A Increase Font Size L
FH Insert Cells... ] Add-ins
b e -
HE' Insert Sheet Columns New Tab New Group | | Rename...
B¢ Insert Sheet Rows
E Insert Table Customizations: Reset =
[> Macros . :
Merge & Center hd Import/Export ~ |
Cancel
Press OK.
Now Developer ribbon appears.
W Home Insert Draw Page Layout Formulas Data Review View Developer Help £ Tell
A
Eﬁﬁ_ ae— ERecord Macro [:](J E{C}}:‘ ?E . Properties @ f‘ :T;Import
— - Use Relative Ref View Cod IEIEx ansion Packs [
Visual Macros @ SENCFIVEREIEIENCE  Add- Excel COM Insert E‘ IR source = P -
Basic My Macro Security ins  Add-ins Add-ins - E| Run Dialog =
Code Add-ins Controls AWML
F10 & I
Insert Check Box control.
Home Insert Draw Page Layout Formulas Data Review View Developero—<e|p
M
Record Macro b= Properties E T e |
— @u Relative Ref O 22 ] View Cod 23 Expansion Packs )
se Relative erences i lew Code S0 EXPANSIon Facks |-
Visual Macros — Add-  Excel COM Insert al Source __
Basic My Macro Security ins  Add-ins Add-ins - E' Run Dialog =
Code Add-ins Form Controls XML
o~ E - @
F10 - I o . k.
[] Aa
Chr:clr ch |Fcrm Control}
A B C D E | Activ 3 R . | ]
1 O EIREE B 5
2 Ele A2E1
— e
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Then, click where you want the box to be and drag to create the check box.

Right click on the check box and then select Edit Text.

[l che
Monday %}c‘

Tuesday EES
Wednesday =
Thursday .
Friday
Saturday

&

Sunday

Cut

Copy

Paste

Edit Text

Grouping 3
QOrder 3

Assign Macro...

Format Control...

Remove the default text in the box. This text is usually difficult to format. We will not need that
text as we will use the text that we typed already in the previous column.

Day

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

sunday ]

Right Click and select Format Control.

Day
Sunday ]
Monday Cut

Tuesday EE Copy

Wednesday S paste

Thursday o

Friday [&] Edit Text

Saturday Grouping 3
COrder 4

&

Assign Macro...

Format Ccntrcl...e
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establish the link from the Check Box control to a cell.

In the Control tab, select cell SF$4 as Cell link.

Day

Sunday }
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

mi}

F G H | J K L i\ M

Format Control ? x

O Colors and Lines Size Protection  Properties At Text  Control

r WValue
@gnchecked
() Checked
() Mixed

I

Cell link: | 5Fs4|

[] 3-D shading

Now that we have created the link, when you click on the check box to select, the cell F4 will

display TRUE.

Day

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

%TRUE
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If you click on the box again to uncheck or deselect, then the text display in cell F4 says FALSE.

Day

Sunday FALSE
Monday %
Tuesday

Wednesday

Thursday

Friday
Saturday

This is how we can let the Check Box control change the value. If it is checked, Sunday is a
weekend, if it is not checked, it is a working day. We will implement that functionality using
formulas later. However, getting the Check Box to turn a cell TRUE or FALSE is the starting point

and that is done now.
Now, we need to create this for other 6 days.

e Select cell F4 and press Ctrl+C to copy.
¢ Now, select cells F5 to F10.
e Press Ctrl+V to Paste

Day

__________ 1
sunday | [l TRUE
Monday TRUE

Tuesday TRUE
Wednesday TRUE
Thursday TRUE
Friday TRUE
Saturday TRUE

T'_h, (Ctrl) =

All the new checkboxes will also be pointing to the same cell F4.
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We must change each of them to point to a different day (checkbox next to Monday should
point to cell F5 (Monday).

Day

Sunday [wl TRUE
Monday : __EI:TBEIE__
Tuesday [+ TRUE
Wednesday TRUE
Thursday TRUE
Friday TRUE
Saturday TRUE

1
1
—

Format Control

Colors and Lines

Value
O Unchecked
® Checked
(0 Mixed

Size

Protection

Properties  Alt Text

Cell link: | SFs5|

I

[] 3-D shading

Control

Cancel

s

After changing all the check boxes, we will change the font color to white.

Home Insert Draw Page Layout
d Cut Calibri 11 A A
EE Copy -
- E3L. M A -
% Format Painter Iy = C
Clipboard P Fant
Fa -
D E F G
2
3 Day
14 Sunday TRUE EE
5 Monday TRUE
G Tuesday TRUE
7 Wednesday TRUE
2 Thursday TRUE
0 Friday TRUE
0 Saturday TRUE

B Automatic

Theme Colors

Formulas

[}QII

White, Background 1 K

Standard Colors

Data Review
= &~ 20, Wrap T
= =3= Merge
=nt
HE

@ More Colors...

This is done only for cosmetic purposes. Check box itself visually shows selected or not. So, we
don’t need the display of TRUE or FALSE as well. Though the value is necessary for calculations,
we don’t need it to be visible.
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We will have the following appearance which is much cleaner.

Day
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

ROOOOOE

To wrap this section, let’s name the range of cells F4 to F10 as L_WKND. This is a list of
weekend selections that we can use later in our formulas.

L_WKND| J | TRUE

A = % C D E F G
1
2
3 Day
4 |vacation 1 Sunday
5 |Sick 1 Monday []
& |Unpaid 1 Tuesday ]
7 |Half Day 0.5 Wednesday| [
g |Other 1 Thursday L]
g Friday ]
10 Saturday
1
12

Named Range is a range of cells that we can assign a name to. Then, we can refer to the
range in any formula by just mentioning the name.

You can see all the named rages in the Name Manager (find in Formulas Ribbon — Shortcut
Ctrl+F3). Excel tables are automatically created as named ranges by Excel.
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2.3 Company Holidays

To allow the user to choose the days that are company holidays, create a simple Table of
holidays.

DAY

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

ROOOOOF

DATE HOLIDAY
1/1/2018 New Year
5/1/2018 May Day

Select the cells and press Ctrl+T to create Table.

1/1/2018 Mew Year
5/1/2018 May Day

|
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Rename the table as T_HOLS.

Page Layout

Home Insert Draw

Formulas

Table Name: Summarizewith PivotTable F‘ @ [‘—‘ |:|
z? =3

T_HOLS R Duplicat:

| = I E< smove Suplicates Insert  Export Refresh f‘

‘B Resize Table (%Con\rertto Range Slicer - L
Properties Tools External Ta

F16 v Je || May Day

C D E F G H

10 Saturday

11

12

13

14 pate Bl uoupay B4

15 1/1/2018 New Year

16] s/1/2018[maypay |

17

Select the dates alone and name the list as L_HOLS.

L_HOLS

C D E F
10 Saturday
1
12 E:}
13
14
15
16 5/1/2018|May Day

5 1/1/2018

17
18

H

This will be handy when we write formulas later.

Let’s name the sheet itself as SETTINGS and we are done with the work on this sheet for now.

31
32
33
34
35
36
37
38

SETTINGS
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Create a new sheet if needed or rename the default sheet as EMPLOYEES.

W W W fa e pa
o =] Oh LR e W) P = O WD 0D =] h

SETTINGS

EMPLOYEES )

Ready '.j

Type a few rows of employee data, to begin with.

o

Employee 1
Employee 2
Employee 3
Employee 4

Emmwmu:nwru

EMPLOYEE NAME STARTDATE  ENDDATE  DEPARTMENT

B C D

1/6/2015  6/10/2018 HR

6/12/2018 Finance
5/1/2017 Sales
5/1/2018 HR

The critical fields here are Employee Name, Start Date and End Date.

Now, select the cells and press Ctrl+T to convert to a Table.
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=R = B I = L ]

—t
=]

emPLOYEE NAME B3 sTART DATE B EnD DATE B pEPARTMENT B3

Employee 1 1/6/2015 6/10/2018 HR

Employee 2 6/12/2018 Finance
Employee 3 5/1/2017 Sales

Employee 4 5/1/2018 HR |

As we begin using dates, | just want to clarify that we can change how dates are displayed, to

meet our needs.

=R =R AR T RS RV

[ T S T T R i vy
W = 000 s ;W B

ra
i

EMPLOYEE NAME

Employee 1 1/6/2015  6/10/2018|HR

Employee 2 6/12/2018 Finance

Employee 3 5/1/2017 Sales

Employee 4 5/1/2018 |HR
Select cells.

Press Ctrl+1 to open the
'Format Cells' dialog box

Format Cells 7 *

Alignment Font Border Fill Protection

LCategory:
General
Number
Currency

Acco untiml]

Time
Percentage
Fraction
Scientific
Text
Special
Custom

Sample
1/6/2015

2012
nesday, March 14, 2012

Locale [location):
English [United States) ~

Date formats display date and time serial numbers as date values. Date formats that begin with
an asterisk [*} respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

Cancel

N
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Format Cells ? x|
Number  Alignment Font Border Fill Protection
Category:
General Sample
Number 06-Jan-2015
Currency
Accounting Type:
Date T ————
Time DD-MMB-YYYY
Percentage S 80 (55 5250) A
Fraction 5# ##0 _);[Red](5#,##0)
Scientific S #20,00_):(5%,#£0.00)
Text 5# ##0.00_);[Red](5# ##0.00)
i (-9
0.00%
0.00E+00
##0,0E+0
#17
#IYTT
my/d/yvyy W
Delete
Type the number format code, using one of the existing ct%es as a starting point.
Cancel

Once we apply any date format, the display will change. Example: As shown below.

A B C D
M evprLOYEE NAMERE staRTDATE  Ed enppate B peparTmenT B3
2 Employee 1 06-Jan-2015 10-Jun-2018 HR
3 Employee 2 12-lun-20138 Finance
4 |[Employee 3 01-May-2017 Sales
5 Employee 4 01-May-2018 HR |
]
7

If you are developing a template for global audience, | suggest showing the month in name
and not number. As some countries use DD/MM/YYYY format and some use MM/DD/YYYY,
it is possible that the dates can be misinterpreted. Please use DD-MMM-YYYY format.
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Name the table T_EMP.

—ﬂ Home Insert Draw Page Layout Formulas Data Review
Table Name: Summarize with PivotTable F‘? @ D D
i = =
| ELRemove Duplicates Insert  Export Refresh F
‘B Resize Table £ Convert to Range Slicer - A ]
Properties Taols External Table Data
c3 w7 Fx
A B C D E
i envpLOYEE NAMEE sTarTDATE B enopate B pepartvient B
2 |Employee 1 06-lan-20153 10-Jun-2018 HR
3 |Emp|oyee 2 12-Jun-2018 JFinance
4 Employee 3 01-May-2017 Sales
5 |[Employee 4 01-May-2018 HR )
6
Name the list of employee names L_EMP.
n Home Insert Draw Page Layout Formulas Data Review
Table Name: Summarize with PivotTable F‘ @ D H
=y BB
T_EMP R Duplicat LI
= E( Fmove Luplieates Insert = Export Refresh T'
‘B Resize Table (4 Convert to Range Slicer - - &5 B
Properties Taols External Table Data
LEMP | Jfe || Employee 1
A B C D E
il empLOYEE NAMERS starTDATE Bl enppATE B3 peparTvEnT B3
2 |Employee 1 06-Jan-2015 10-Jun-2018 HR
3 |Employee 2 12-Jun-2018 Finance
4 |Employee 3 01-May-2017 Sales
5 |Employee 4 01-May-2018 HR |
6
7
2.0 Employee Vacation Data

Create a new sheet and name it VACATION.

36|
37
38

SETTIMNGS EMPLOYEES

VACATION
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Enter the column headers and convert to a table.

empLOYEE NAME B8 starT paTE B END DATE B vacamon tyre B NOTES

=S VS T (N -

=]

Before we enter the data in this table, we will implement some data validations. For example,
the employee name entered in column A should match one of the employee names in our

Employees sheet.

Similarly, Vacation Type entered in column D should be from one of the Vacation types in

Settings sheet.

To do this, we need to select cell A2 and click on Data Validation in the DATA ribbon.

Get

Data~ Text/CSV Web Range

E -

Get & Transform Data

- Attendance_Tracker_Dev_book_Screenshots - Excel Table Tools

Page Layout Formulas Data Review Wiew Developer Help Design £ Tell me what you want to do

BEDR D e amdre i s - 2 B

From  From From Table/ Recent
Sources Connections  All -

Existing Refresh Zl Sort Filter Textto Flash  Remove Data Congplidate Relationships Manage
A

S8 Advanced  Columns Fill Duplicatds Validation = Data Mode|

Queries & Connedtions Sort & Filter Data’hols

T
Data Validation

A2 ]

Pick from a list of rules to limit the
A C D E F G H 1| type of data that can be entered in a M

il evpLovee name Bl starTpate B enD DATE B vacanion rvee [l noTES [-] cell.

2 For example, you can provide a list

3 of values, like 1, 2, and 3, or only

4 allow numbers greater than 1000 as
valid entries.

5

6 (@) Tell me more

7

8

9

0
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Then, choose List in the Validation Criteria. Click in Source and press F3. This will open the
second dialog box. Select the name L_EMP (which is our list of employee names).

>
Settings Input Message  Error Alert
7
Validation criteria Paste Name ) X
Allow: Paste name
List w lgnare blank
VEIER ln—cell dropdown
between ~
Source:
+
4
Apply these changes to all other cells with the same settings -
LClear All Cancel
Data Validation ? *
Input Message  Error Alert
Validation criteria
Allow:
List v Ignore blank
Data: ln-cell dropdown
between w %
Source:
=L_EMP *
|:| Apply these changes to all other cells with the same settings
Clear All Cancel
Press OK.

The drop-down list will now appear.

F=SER WE R S

(== B ]

|EmpLOYEE NAME RS sTARTDATE B END DATE

B2 vacamion Tvee Bl NOTES

Employee 1
Employee 2
Employee 3
Employee 4
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To implement a similar drop-down list for Vacation Type, we need the list of Vacation Type
names. First, create the list L_VACTYPE in Settings sheet.

L VACTYPE

A E
1
2
3
4 |Vacation 1
5 |Sick 1
& |Unpaid 1
7 |Half Day 0.5
5 |Other 1
9
10
1

All the named ranges can be viewed under Name Manager in Formulas ribbon.

Insert

Home

> H 8 AQNLE O §

flutoSum Recently Financial Logical Text Date 8 Lookup & Math &  More
- Used ~

Draw

Function Library

Page Layout

Formulas

View

Data Review Developer

7 Define Name ~

2 Use in Farmula ~

Help

Design

E__-, Trace Precedents

q‘ﬂ Trace Dependents

£ Tell me what you want to

V.r\ Show Formulas
A Error Checking - 1

Name Wi
Time~ Reference~ Trig= Functions = | Manager 55 Create from Selection &Remova Arrows + [fz) Wi
Defined Mames Formula Auditing
fe | Vacation
0] E F G H J K L M M
Mame Manager ? X
New.. Edit... Delete Filter =
MName Value Refers To Scope Comment
{"Employee 17;"Employee 2";"Employee 3" "Employe... =T_EMP[EMPLOYEE... Workbo
ElL_VACI’YPE {Vacation®;"Sick”;"Unpaid;"Half Day";"Other’} =T_VACTYPE[VACATI... Woaorkbo
E1_Emp Employee 17,"06-Jan-2015","10-Jun-2018","HR";'E...  =EMPLOYEESISAS2:.., Workbo
1 Hols {1/1/20187, " New Year”;"5/1/20187,"May Day’} =SETTINGS!SES15:5... Workbo
[ T_vaCTYPE {Vacation™,”17,75ick”,"17;"Unpaid™,"17;"Half Day”,"0.... =5ETTINGS5!5A54:56 Waorkbo
[ Tabled [y =VACATIONISASZ:S  Waorkbo
< >
Refers to:
%

=T_EMP[EMPLOYEE NAME]

Close
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Implement the drop-down list as explained earlier.

Vacation
Sick
Unpaid
Half Day
Other

Data Validation Drop-down lists work only within the table. If you enter a new row, once
the new row becomes part of the table, the data validation will work.

Enter few rows of data and then save table as T_VAC.

Table Name: Summarize with PivotTable ? @ D |:| Header Row [ First Column q
_T_‘-IAC E< Remaove Duplicates = => L:| [ Total Row [ Last Column
1 Insert  Export Refresh
‘B Resize Table ('_;E_| Convert to Range Slicer - - 55 Banded Rows [] Banded Columns
Properties Tools External Table Data Table Style Options
B3 - 2 7/10/2018
A B C D E F
M envpLOYEE NAME B starTDATE Bl END DATE B vacanion yee B NOTES |~ |
2 |Employee 1 05-Jan-2018 10-Jan-2018 Vacation Employee 3 will be backup
3 |Emp|oyee 2 | 10—Jul—2018_| 11-Jul-2018 Sick
4 Employee 3 05-Jun-2018 12-Jun-2018 Vacation |
3
&
7
8
9
10

This completes our Data Input sheets.

Now, we need to work on Output sheets Team Dashboard and Employee Report.
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