
1. Introduction to Grouping and Ungrouping:
● Grouping and ungrouping in Excel allows you to organize and

collapse/expand related rows or columns to simplify complex data sets.
2. Grouping:

● To group rows or columns, select the contiguous rows or columns you want to
group together.

● Right-click on the selected rows or columns, then choose "Group" from the
context menu, or go to the "Data" tab on the ribbon and click "Group" in the
"Outline" group.

● Excel will create a collapsible group for the selected rows or columns,
indicated by a small triangle icon.

3. Ungrouping:
● To ungroup rows or columns, select the grouped rows or columns.
● Right-click on the selection, then choose "Ungroup" from the context menu, or

go to the "Data" tab and click "Ungroup" in the "Outline" group.
● Excel will remove the grouping, and the rows or columns will be restored to

their original state.
4. Subtotal Function:

● The SUBTOTAL function in Excel is used to calculate subtotal values for a
range of data based on specified functions (e.g., SUM, AVERAGE, COUNT,
etc.).

● Syntax: SUBTOTAL(function_num, ref1, [ref2], ...)

● function_num specifies the type of function to use for the subtotal calculation
(e.g., 1 for SUM, 2 for AVERAGE, etc.).

● ref1, [ref2], etc. are references to the ranges of data for which you want to
calculate subtotals.

5. Usage Examples:
● Example 1: =SUBTOTAL(9, A2:A10) calculates the sum of values in cells

A2:A10, ignoring any other subtotal functions in the range.
● Example 2: =SUBTOTAL(1, A2:A10, B2:B10) calculates the count of

non-empty cells in the ranges A2:A10 and B2:B10, ignoring any other subtotal
functions in the range.

6. Advantages of Subtotal Function:
● The SUBTOTAL function is useful for creating collapsible subtotals in grouped

data, providing a summarized view of the data without losing details.
● It automatically ignores other subtotal functions within the specified ranges,

preventing double-counting.
7. Grouping, Ungrouping, and Subtotal Best Practices:

● Use grouping and subtotal functions to organize and summarize large
datasets for easier analysis and presentation.

● Ensure that your data is well-structured and that grouping levels make sense
for the intended analysis.

● Test the functionality of grouped and subtotal data to verify accuracy before
sharing or presenting it.

8. Practice Exercises:
● Practice grouping and ungrouping rows or columns in a sample dataset to

become familiar with the process.



● Experiment with applying different subtotal functions to grouped data to see
how they affect the subtotal calculations.

● Explore creating nested groups and subtotals to organize and summarize
hierarchical data structures.

These notes should provide a comprehensive understanding of how to use grouping,

ungrouping, and subtotal functions in Excel to organize, summarize, and analyze data

effectively.


