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Data Formatting

How to locate hidden cells on a worksheet

When you want to print certain rows/columns of data in a worksheet, you will most likely hide the other rows/columns, however when
you want to unhide cells in hidden rows/columns it can be hard to locate them. By selecting all visible cells in the worksheet, you can

easily detect the hidden rows/columns, as they will be highlighted in white and thus can be easily located.

Note: Download the workbook to practice this exercise.

Applies to: Microsoft® Excel® 2007, 2010 and 2013

Rows 4, 5, 12 and 13 are hidden in the sample worksheet shown below.

_ A | B | c D E F G H
1
2 Category Name | Product Name Branch Date Month Quarntity Unit Price | Product Sales
_3 Dairy Products Blue Cheese Wast Coast March 06, 2009 March 10( 5 3a80| 5 3828.00
6 Dairy Products Blue Cheese West Coast March 28, 200%| March 120{ 5 34.80| 5 4 176.00
7 Dairy Products Blue Cheese |East Coast April 03, 2009 April 160{ 5 3480 5 5 568.00
8 Dairy Products Blue Cheese South Coast April 04, 20059 April 45| 5 34805 1 566.00
9 Dairy Products Blue Cheese |North Coast April 04, 2005 April 100| 5 3480 5 3 480.00
10 Dairy Products Blue Cheese South Coast April 11, 2005| April 40| 5 34805 1392.00
11 Dairy Products Blue Cheese |Nnrth Coast April 12, 2009 April |5 3805 243600
14 Dairy Products Blue Cheese Morth Coast May 06, 2009 May 90| 5 34805 3132.00
15 Dairy Products Blue Cheese South Coast May 12, 2005| May 40| 5 34805 1 392.00
16 Dairy Products Blue Cheese North Coast May 13, 2009| May 0|5 34805 1 740,00
17 Dairy Products Blue Cheese MWorth Coast May 14, 2005 May 45| 5 3480 5 1 566,00
18 Dairy Products Blue Cheese West Coast May 15, 2005| May 100 5 3480|535 3 480,00
19 Dairy Products Blue Cheese East Coast May 20, 2009 May 150| 5 3480|535 5 220,00
20 Dairy Products Blue Cheess Waest Coast May 22, 2009| May 00| 5 34.80|5 3 480.00
1. To select visible cells on the worksheet/s, Press Alt + ; or follow the steps below:
a) On the Home tab, in the Editing group, select Find & Select.
X AutoSum - W
3] Fill - 4
sSort &
Editing
2. Select Go To Special.
#  Find..
ﬂ'u Replace...
= GoTo.
Go To Special...
Formulas
Comments

Conditional Farmatting
Constants

Data Validation

l3  Select Objects
Eﬁ. Selection Pane...
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3. Under Select, click Visible cells only, and then click OK.

Go Te Special M
Select

() Comments (") Row differences
(7) Constants () Column differences
() Eormulas () Precedents

[/] Mumbers ") Dependents

[] Text (@ Direct only

[/] Logicals Al levels

[/] Errars (7 Last cell
i) Blanks (@ Visible cells only
() Current region () Conditional formats
i) Current array (7 Data validation
™) Objects @ al

Same
o ) [

All visible cells are selected and the borders of rows and columns that are adjacent to hidden rows and columns are marked with a

white border.

| A | B | c | D | E F 6 | H

1

2 | Category Name | Product Name Branch  |Date Month  |Quantity | Unit Price | Product Sales
iba-lryl‘-'mduds Blue Cheese ‘West Coast March 06, 2009 | March 110) § 34.80| S 3 828.00
6 Dairy Products Blue Cheese  |West Coast March 28, 2009|March 120/ § 3480 % 4176.00
7 |Dairy Products Blue Chease East Coast april 03, 2009 |April 160| 5 34.80| S 5 568.00
__I?__D.'dryl‘-'mﬂu:ls Blue Cheese South Coast April 04, 2009 | April 45| 5 34.80| 5 1 566.00
9 |Dairy Products Blue Cheese  |North Coast April 04, 2009 |April 100/ $ 34805 3480.00
_]E_Dﬂr'_fpl'bdu:l! Blue Chease South Coast April 11, 2009 | April 40| 5 34.80| 5 1 392.00
11 Dairy Products Blue Cheese Morth Coast April 12, 2008 April 70 5 34.80| % 2 436.00
14 | Dairy Products Blue Cheese  North Coast May 06, 2009|May 90[$ 3480|% 3132.00
15 | Dairy Products Blue Cheese  |South Coast May 12, 2009|May 405 3430|5 1392.00
16 |Dairy Products Blue Cheese Morth Coast May 13, 2009 | May s00 5 34.80|% 1 740,00
17 | Dairy Products Blue Cheese Morth Coast May 14, 2009|May 45| 5 3480| 5 1 566,00
18 | Dairy Products Blue Cheese  |Wiest Coast May 15, 2009|May 100/ S 34.80|S 3480.00
19 Dairy Products Blue Cheese  [East Coast May 20, 2009|May 150/ § 3480 % 5 220.00
20 | Dairy Products Blue Cheese West Coast May 22, 2009|May W00)5 3480| 5 3 480.00

NOTE: Clicking anywhere on the worksheet will cancel the selection of the visible cells. If the hidden cells that you want to unhide

are outside of the visible worksheet area, use the scroll bars to move through the document until the hidden rows and columns that

contain those cells are visible.
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How to quickly delete blank rows in a worksheet

When capturing data some fields can be left blank on purpose like the third line of an address, people may not fill it in, but you may not
want the entire row deleted just because of that one blank cell. You can avoid deleting the entire row, and ensure that only rows that are
entirely blank are deleted. Here’s how:

Note: Download the workbook to practice this exercise.

Applies to: Microsoft® Excel® 2007, 2010 and 2013

To make it clear we have highlighted all the blank cells within non blank rows with blue in the practice workbook.

1. Select the entire data list:
a. Select the first data row.
b. Press CTRL+SHIFT+END or CTRL +SHIFT & down arrow several times.
A | B | c o | 3 [ F
1 |Product ID Product Name Date Quantity Unit Price  Selling Price
2 21 Sir Rodney's Scones January 09, 2009 12 8.00 $ 96.00
3 o Tofu . 1860 S 22320
4
5| 44 Gula Malacca January 10, 2009 40 15.50 5 496.00
6 | 59 Raclette Courdavault January 10, 2009 25 44.00 5 1020.80
o
_8 | 33 Geitost January 10, 2009 49 2.00 g 98.00
9| 4 Jack’s New England Clam Chowder  January 10, 2009 s [ ; 154.00
0| 14 Tofu January 13, 2009 20 1860 S 334.80
11
12| 76 Lakkalikagn January 14, 2009 14 14 .40 5 20160
13 1 Chai January 14, 2009 24 14.40 $ 345.60
2. Select the Data tab and Filter as shown below.

Home Insert Page Layout Formulas Review View Add-Ins

| _3 |_i] _?_l _P] gl (B connections Al m

1 Properties

From From From From Other  Existing Refresh : Z] sort
Access Web  Text Sources  Connections A~ 52 Edit Links
Get External Data Connections
3. Then select blanks:
a. Click on the Product ID filter arrow.
b. Uncheck the Select all box.
c. Select (Blanks).
A B [ C [ o ] E [ F
1 [Product Il ~ Product Name "~ Date "~ Quanti - |Unit Price - Selling Price ~
4} Sort smallest to Largest es Januﬁ 09, 2009 12 8.00 H 96.00
ﬁl. Sort Largest to Smallest 12 18.60 s 22320
5ot by Color ' January 10, 2009 40 15.50 5 496.00
% o From Product I ult January 10, 2009 2 44.00 S 102080
) ) ’ January 10, 2009 49 2.00 H 98.00
Number Eitters * |Chowder January 10,2000 25 [ s 154,00
o Dl January 13, 2009 20 1860 S 33480
CIss o January 14, 2009 14 14.40 s 201.60
g:‘: January 14, 2009 24 1440 S 24560
%:: January 14, 2009 40 39.40 s 157600
Des I January 14, 2009 18 730 5 124.83
Do January 14,2009 50 200 s 100.00
= ‘ 3 January 15, 2009 20 2.00 5 40.00
B ()| = January 15, 2009 z I s 6240
January 16, 2009 50 21080 §  10540.00
E ‘eSoBe  January 16, 2009 35 1040 § 364.00
s danuare 16 2009 3R 10 00 1 270 00
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4. Highlight the filtered rows, headings should be excluded:

a. Select the first row for the filtered data.

b. Press CTRL + SHIFT + END ,or CTRL + SHIFT + down arrow.

5. Press CTRL and minus.

6. Select OK when asked to delete entire sheet row.

7. To clear the filter select the Data tab and Filter as you had done to create the filter.

“ Home Insert Page Layout Formulas Data Review View Add-Ins
=y RED  IE iy I n (3 Connections = % Clear
4 AlZ
BB G B B 2 T

3 Properties & Reapply
From From From From Other Existing Refresh : %] Sont Filter
Access Web  Text Sources~  Connections | All~ 5 Edit Links A " Advanced
Get External Data Connections Sort & Filter
8. The final result will look as follows:
A 8 € D E F |

1 ProductID Product Name Date Quantity UnitPrice Selling Price
2 21 Sir Rodney's Scones January 09, 2009 12 8.00 5 96.00
3 14 Tofu 12 18.60 $ 223.20
4 44 Gula Malacca January 10, 2009 40 15.50 5 496.00
5 59 Raclette Courdavault January 10, 2009 25 44.00 $ 1020.80
6 33 Geitost January 10, 2009 49 2.00 3 98.00
7 41 Jack's Mew England Clam Chowder  January 10, 2009 2z [ 154.00
8 14 Tofu January 13, 2009 20 18.60 $ 334.80
9 | 76 Lakkalikagri January 14, 2009 14 14.40 $ 201.60
10 1 Chai January 14, 2009 24 14.40 § 34560
11 | 62 Tarte au sucre January 14, 2009 40 39.40 5 1 576.00
12| 19 I ooy 142009 18 730 g 124 83
13 33 Geitost January 14, 2009 50 2.00 $ 100.00
14 33 Geitost January 15, 2009 20 2.00 s 40.00
15 17 Alice Mutton January 15, 2009 2 1 62 40
16 | 38 Céte de Blaye January 16, 2009 50 210.80 5 10 540.00
17 I Original Frankfurter grine Sofie January 16, 2009 35 10.40 5 364.00

Only the rows that are entirely blank have been deleted. The rows which only have some blank cells have not been deleted.
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How to maintain data integrity by identifying blank cells in a worksheet

To maintain data integrity in your worksheet you can start by identifying cells that are blank, possibly due to data capturing error or
because they have been left as place holders for vital information and forgotten. This gives you the opportunity to complete capturing

and have a complete data set which is vital for data analysis.
Follow these simple steps to help you ensure that your data is legit.
Note: Download the workbook to practice this exercise.

Applies to: Microsoft® Excel® 2007, 2010 and 2013

1. Highlight the data range. In our example it is A2:F27.
2. Select Conditional Formatting.

n Irgen Page Lot Farmuilag [+12F] Rwidw Wi Deweloper Add-Eng
0w
— Uy copy -

= <f Format Pairter

Arial e c X T m #r SwnpTe Accounting - __E

Formatting -

%
Foamat Cell
las Table = Styfes =

R B L O-|B- @".ﬂ,' Ei: i!ﬂ ﬂhkrgr&crnl:r- ﬂ-‘,.'. + | %d % | Conditional

Clipboard . Fant 0 Alignment

Humber

e

Then select New Rule as below.

8
-E -

Top/Bottom Rules L4

Data Bars ¥

Color Scales 4

@ Clear Rules k

H Manage Rules..,

4. Select a rule type and description as shown below.

New Formatting Rule - s [
g - -

Select a Rule Type:

» Format all cells based on their values

- Format cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unigue or duplbcate values

> Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:

Cel Value [=] |between [=] | and |
T L L L
Specific Text

No Format Set

No Errors I_
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5. To format the cells click on the Format button.

New Formatting Rule o iy |2 [l

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

» Use a formula to determine which cells to format

Edit the Rule Description:
Format only cells with:

[lanks =]

Preview: Mo Format Set

6. Select the color of choice and click OK.

eI i j
Format Cells &u

| number | Font | Border § Rl J|

Background Color: Pattern Color:

| Automatic IZI

Pattern Style:

| =]

No Color

N EEEDO O]
H EEEEN m
B EEEED O
O EEEED =
H ENEED m
N ENEED m
HE EEEDOO ®m
W mEEDD =
N EEEDC W
H EEEOC =L

[ FilEffects.... | [ more colors... |

Sample

I Lo [ cone |
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7.

Click OK to complete the process.

1
2
3
4
5
6
7
8

9

10
11
12
13
14
15
16
17
18
139
20
21
22
23
24

25
26
27

A

Product No  Product Name

21
14

7
68
57
53

46 Spegesild
>

61
47

74
60

Sir Rodney's Scones

Tofu
Gula Malacca

Raclette Courdavault

Geitost

Tofu
Lakkalikaan
Chai
Tarte au sucre

Teatime Chocolate Biscuits

Geitost
Alice Mutton
Cite de Blaye

Orniginal Frankfurter grine Softe
Scottish Longbreads

Ravioli Angelo
Perth Pasties

Sirop d'érable
Zaansze koeken
Longlife Tofu

Gudbrandsdalsost
Camembert Pierrot

C
Date
January 09, 2009
January 09, 2009

January 10, 2009
January 10, 2009
January 10, 2009
January 13, 2009
January 14, 2009
January 14, 2009
January 14, 2009
January 14, 2009
January 14, 2009
January 15, 2009
January 15, 2009

January 16, 2009
January 16, 2009

January 16, 2009
January 16, 2009
January 17, 2009
January 17, 2009

January 17, 2009
January 20, 2009
January 20, 2009

D E
Quantity Unit Price

12 B.00
12 18.60
40 15.50
25

49 2.00
25

20

14

24

40

18

a0

20

2

50

35

36

20

10

2 9.60
60 15.20
16 22,80
&5 7.60
15 .00
20 28.80
60 2T7.20

F

Selling Price

]

$
5
§
$
b
§

96.00
22320
496.00

1020.80

98.00
154.00
334.80

345.60

547.20
1550.40

As you can see, all the blank cells are highlighted in blue, so the blank cells can quickly be filled in with the relevant information ensuring
that the data integrity of your worksheet is maintained.
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Easily recover a previously unsaved Microsoft Excel Workbook

If you have experienced the mishap of mistakenly closing a file while working on it or losing it due to a power failure or a gremlin in your
computer, you'll know how frustrating it can be. Fortunately, changes were made in Microsoft® Excel® 2010 and 2013 which make the

process of restoring wo

rkbooks simpler.

To take advantage of these changes you need to have the following options enabled:

° Save AutoRec

over information

o Keep the last autosaved version if | close without saving

Applies to: Microsoft Excel 2007, 2010 and 2013

1. To enable the Save AutoRecover information options:
a) Select File.
b) Select Options.
C) Select Save and tick the Save AutoRecover boxes as shown below.
Excel Options i

General

»

H Customize how workbooks are saved. T

Customize Ribbon

Formulas

Pracfing Save workbooks

Save * Save files in this format: | Excel Workbook [+]

Language [V] save AutoRecover information every 10 (5| minutes B
Keep the last autosaved version if | close without saving

Advanced

AutoRecover file location: | C\Users\edwin.chuza\AppData\Roam 'no‘-,h-'li(mso'l‘t\ﬁceli

Drefault file location: EC:\Uselﬂedwin.(huu\nocumtnls
Quick Access Toolbar z
AutoRecover exceptions for: [zl Bookl E m
Add-Ins 3
[ ] Disable AutoRecover for this workbook only
Trust Center
Offline editing options for document management server files
Save checked-out files to: (D) Al
2. Select the File menu tab and Info option.

X o-®-|=

Home
Q Save
Save As
5 Open
C4 Close

Info

11
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3. On the info page, click on the Manage Versions button.
Versions
@ ] There are no previous versiens of this file,
Manage
Versions =
4. Select Recover Unsaved Workbooks.
Versions
@ ) There are no previcus versions of this file,
Manage
Versions =
P —

Recover Unsaved Workbooks

Browse recent copies of
unsaved files,

Delete All Unsaved Workbooks

Delete all recent copies of
unsaved files.

5. Select the respective file and click Open.

[¥] Cpen i

O_O [J « AppData » Local » Microsoft » Office + UnsavedFiles « [ 3 [ Secrch UnsovedFies )
Organize *  Mew folder =~ [ @
- Mame : Date modified Type

e b
" ';m? s €} 23 April 2014-EOS-Erika{(Unsaved-303825721998...  2014/07/070205 ..  Microsoft Excel &

? R::"::I i ] Book2{[Unsaved-303821543243848163)) 2004/07/051215..  Microsoft Excel §

5

e E Credit memel {(Unsaved-303821543252744416 2014/07/051215...  Microsoft Excel §
S = Yearly planner (any year)l ({(Unsaved-3038215432... J2014/07/051215.. Microsoft Excel
A Libraries

[¥ Decuments

o Music

[ Pictures =

B videos
M Computer - [ n ] [

File name: Vearly planner (any yearll((Unsaved-303821543251500197)) = [NIEmth

The unsaved version of the workbook will be opened and no data will have been lost.

12
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How to remove hidden data and personal information from a Microsoft Excel
workbook

Before you share an electronic copy of a Microsoft® Excel® workbook, it's a good idea to review the workbook for hidden data or
personal information that might be stored in it, or in its document properties. This could be information about your organization or
about the workbook itself that you do not want to share such as comments, personal information, headers and footers, hidden rows/
columns/ worksheets, document server properties and invisible content.

You can remove the information easily, however, if your workbook has been saved as shared you first need to copy and un-share it.
Note: Download the workbook to practice this exercise.

Applies to: Microsoft Excel 2010 and 2013

The workbook contains the following details:
Comments

Personal information

Headers and footers

Hidden rows

S

Save a copy of the workbook.
a. It is vital that you save the original workbook and work from the copy. Because you are not able to undo the inspect document
process.

3. Select the File menu then Info.

H Save

Save As
[ Open
[ Close

Info 4
4, Select Check for Issues and Inspect Document as shown below.

2 Prepare for Sharing

Before sharing this file, be aware that it contains:

Check Comments
]s::J:es ::r Document properties, printer path and author’s name
EERRERS

Inspect Document

Check the workbook for hidden properties
or personal information.

fes find difficult to read
Iy Check Accessibility

L@ Check the workbook for content that people
with disabilities might find difficult to read.

Check Compatibility
Check for features not supported by earlier
versions of Excel.

this file.

13
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5. Select Inspect.

Document Inspector i [EER=

To check the document for the selected content, dick Inspect.

Comments and Annotations
Inspects the document for comments and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Headers and Footers
Inspects the warkbook for information in headers and footers.

Hidden Rows and Columns
Inspects the workbook for hidden rows and columns.

Hidden Worksheets
Inspects the workbook for hidden warksheets.

Invisible Content

Inspects the workbook for objects that are not visible because they have been formatted as
invisible. This does not indude objects that are covered by other objects.

6. To remove the personal information click the remove all buttons (one at a time)
Document Inspector ‘ M1
Review the inspection results.

¥ Comments and Annotations

The following items were found:
* Comments

=

Document Properties and Personal Information

The following document information was found:

*Document properties

= Author

* Printer properties (e.qg. printer path, secure print passcode, etc.)

m

& Custom XML Data
Mo custom XML data was found.

¥ Headers and Footers
The following items were found:
*Headers
¥ Hidden Rows and Columns -—
i Number of hidden rows found: 11

Some hidden rows within PivotTables or table headers cannot be removed. R
These types of rows are unhidden when you dick Remowve All.

@ Hidden Worksheets
MNn hidden warkehaste fi md

/1 Note: Some changes cannot be undone.

Reinspect | [ Cose |
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7. The personal information and hidden data will be removed.
8. Click the Close button.
Document Inspector | m

Review the inspection results,

) Comments and Annotations
All items were successfully removed.

g Document Properties and Personal Information
Document properties and personal infarmation were successfully removed.

‘|| @ Custom XML Data
No custom XML data was found.

& Headers and Footers
Headers and footers were removed from this workboak.

& Hidden Rows and Columns
All hidden rows and columns containing data were removed.

& Hidden Worksheets
Mo hidden worksheets found.

& TInvisible Content
Mo invisible objects found.

/1 Mote: Some changes cannot be undone,

Close

You can thus send your workbook without hidden row/columns and personal information that might contain sensitive company details.

15
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How to sort your data using a customized list

If you would like to sort your data differently, and not in ascending or descending order using the Sort feature in Microsoft® Excel®, you
can customize it! The Custom Lists feature allows you to define your own order. For example, if a Sales Manager wants to sort product
categories in a specific order instead of dates, they can do so using Custom Lists.

Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2007, 2010 and 2013

1. We will create a custom list for the sales transactions data.
a. Highlight the data range A5:A9 as below.
‘] A | B |
1 Sales Transactions 2009
2 From March
3 |Te May
4
5 Dairy Products
5] everages
T rains/Ceareals
8 ondiments
9 eat/Poultry
10
11
12
13 Category Name Produci Narme
14 Beverages Chai
15 Bewverages Chai
16 Beverages Chai
17 Beverages Chai
18 Beverages Chai
13 Beverages Chang
20 Bewverages Chang
21 Bewverages Chang
22 Beverages Chang 1|
2. Select File then Options.
3. Select Advanced and thereafter Edit Custom Lists as shown below.

BeelOptions J— )

General ‘When calculating this workbook: -[EHow to (lea‘teal:us...EI

Formulas -
Y Update links to other documents

Broofing 7] set precision as displayed
o [7] Use 1904 date system
Save external link values

Language

-m—
] Provide feedback with sound

Customize Ribbon [] Provide feedback with animation

[ Askto ypdate automatic links

] Show add-in user interface errars

Trust Center [¥] Scale content for &4 or8.5 x 11" paper sizes
[¥] Show customer supmitted Office.com content

At startup, open all
files im:

Web Ogtions...
Enable multi-threaded processing

M| Add-Ins

Quick Access Toolbar [_| Ignaore gther applications that use Dynamic Data Exchange (DDE)

mn

Disable undo for large PivotTable refresh operations to reduce refresh time

“

Disable undo for PivotTables with at least this number of data source rows (in 300 =
thousands): =
Create lists for use in sorts and fill sequences: § Edit Custom Lists..
[ ok ]| cance
= s ]

16
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4. Then import the list by clicking on Import and OK.
Options | e— -
Custom Lists

Custom lists: List entries:

L2 [
N

Sun, Mon, Tue, Wed, Thu, Fri, £
Sunday, Monday, Tuesday, Wet Delete
Jan, Feb, Mar, Apr, May, Jun, J
January, February, March, April
5un, Mon, Tue, Wed, Thu, Fri, &
Sunday, Monday, Tuesday, Wet
Jan, Feb, Mar, Apr, May, Jun, 1
January, February, March, April

- -

L L
Press Enter to separate list enh’iP“_
Impoart list from cells: I$A$5:$‘°'$g Import I
a. The list is imported from the data range A5:A9 in the spreadsheet.
b. You can also type the custom list by entering under list entries and clicking Add.
5. After you click Import the list will be displayed as below.

Options @u

| ge—— -
Custom Lists

Custom lists: List entries:

MEW LIST & | |Dairy Products - Add

Sun, Maon, Tue, Wed, Thu, Fri, £ Beverages
sunday, Monday, Tuesday, We: Grains/Cereals Delete
Jan, Feb, Mar, Apr, May, Jun, ] Condiments =

January, February, March, April MeatPoultry
Sun, Man, Tue, Wed, Thu, Fri, £
Sunday, Monday, Tuesday, Wet
Jan, Feb, Mar, Apr, May, Jun, J

=TalRF=) =hy March 4

Dairy Products, Beverages, G

- -

Press Enter to separate list entries.
Import list from cells: |$A$5:$A$9 B

ok || cancel

e — = e 4

6. Click OK and OK again.
7. To sort by the custom list, click on the Data tab then Sort.

Farmulas Review View Add-Ins
&) Connections 4 Y T Clear
: . ~
E3 Properties iqr Reapply ==
& Filter Text ta
=2 Edit Links A 7 advanced | Columns

innections | Sort & Filter

17
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8. Select Category Name and Custom List as shown below.
Sor =
[ "gl Add Level ” >< Delete Level ” 153 Copy Level ]||T| |7H Optionsg. .. I My data has headers
Column SortOn Order
Sort by ICabegory MName |Values lz“ At Z E‘
AtoZ

a. Then select the custom list that shows Dairy Products, Beverages etc. Then click OK.

Custom Lists @u

e RSSSSSSSSSSSe—
Custom Lists

Custom lists; List entries:
MNEW LIST & | |Dairy Products - Add
Sun, Mon, Tue, Wed, Thu, Fri, £ Beverages
bl | |Sunday, Monday, Tuesday, Wet Grains/Cereals Delete (]
Jan, Feb, Mar, Apr, May, Jun, J Condiments —
[ January, February, March, April Meat/Poultry

i Sun, Mon, Tue, Wed, Thu, Fri, £
Sunday, Monday, Tuesday, Wet
Jan, Feb, Mar, Apr, May, Jun, J

i
Oy

3 arv. 3
Dairy Products, Bevera

Press Enter to separate list entries,

!
:

Cafegory Name
Dairy Products
Dairy Products
Dairy Products
Dairy Products
Dairy Products
Dairy Products
Dairy Products
Beverages
Beverages
Grains/Cereals
Grains/Cereals
Grains/Cereals
Grains/Cereals
Grains/Cereals
Grains/Cereals
Grains/Cereals
Grains/Cereals
Condiments
Condiments
Condiments
Condiments
Condiments
Condiments
Condiments
Condiments
Meat/Poultry
Meat/Poultry
Meat/Poultry
Meat/Poultry

43 Meat/Poultry

prypry BN
N X

-
w

B85 2R ERSR2ERBNERRERN 33
| P | = | O || e~y th W= oWl ~d ;| W - oW o ~o;m

The list will be sorted in a customised order with Dairy Products appearing on top of the list. You can also use custom lists to sort the
months or days in chronological order and not alphabetically.
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How to locate and remove a circular reference

When a formula refers back to its own cell, either directly or indirectly, it creates a circular reference. A circular reference can have a
significant impact on performance because it can iterate indefinitely. Iteration is the repeated recalculation of a worksheet until a specific
numeric condition is met. By default, iterative calculations are turned off in Microsoft® Excel®. You can handle a circular reference by
doing one of the following: remove the circular reference or enable iterative calculations. In this tip we explain how you can locate and
remove a circular reference.

Note: Download the workbook to practice this exercise.
Applies to: Microsoft Excel 2007, 2010 and 2013

The screenshot below will be used for this example.

BalCur02

BalCur03  BalCur04  BalCur05 Total
$296 516.05 | $357062.15 | 5396 896.00 | $276 963.33 | $245 133.03
$ 70207.72| S 92041.00 | 5 73651.10 | S 4728164 | § 29852.00

Other Revenue $§ B1761|5 2110695 1587.42|§ 3378.03( % 5000.00

Current Assets $266323.42 | 5 22964.22 | 5250911.95 | $ 29 801.58 | $552 569.41
Cost of Sales $177390.92 | $215841.47 | $250604.32 | $215321.23 | $ 20192.20
Bank | 5241 779.31 | $125632.45 | $163657.83 | $127531.75 | $142587.00
1. To find the total for the revenue balances enter the formula =SUM(B2:G2) into cell G2. This will create a circular reference
because the formula lives in cell G2 and it is trying to calculate itself.
2. An error message will be displayed.
Macraseft Excel
Circular Reference Warning
Onee or more formulas contain & droular reference and may not cakoulste: comectly. Ciroular references are any references within s formuls that depend upon the
é results of that same formula. For example, o ool that refers to its own value or & cell that refers to another cell which depends on the original odl's value bath
contan drousr references.
For more information about understanding, finding, and remowving orcular references, cide Hielp. If you want to create & croular reference, cick O to continus.
=
3. Click OK.
4. The status bar also displays the message “circular references” as shown in the screen shot below.
Ready Circular References: G2 |
5. If you can't find the error, select Formulas, click the arrow next to Error Checking, point to Circular References, and then

click the first cell listed in the submenu.

%3 Trace Precedents B Show Formulas ] @ et Caleulate Mo

"CE Trace Dependents [ﬁ} Error Checking =

Al el

Calculation [ Calculate Sheet
fﬁ Remove Arrows = ﬁ} Errar Checking... w | Options = =

For <i» Trace Error
@ Circular References » G52

Calculation
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6. Review the formula in the cell (G2). In this case type the correct formula as =Sum(B2:F2).

7. If cell G2 is not the cause of the circular reference error, click the next cell in the Circular References sub-menu as per
screenshot above.

8. Continue to review and correct circular references in the workbook until the status bar no longer displays the message
“Circular References”.

9. If you have circular references in other worksheets, but not in the active worksheet, the status bar displays only “Circular
References” with no cell addresses.

10. You can move between cells in a circular reference by double-clicking the tracer arrows. Tracer arrows indicate the cells that
affect the value of the currently selected cell.

11. To show tracer arrows for this example, select the Formulas tab and Trace Precedents as shown in the screenshot below.

G ﬁ ﬁ i ﬁ L5 Define Name = 88 show Formulas

J& Use in Formula = =(3 Trace Dependents ¥i» Error Checking =
Text Date & Lookup & Math More MName o
- Time- Reference - & Trig~ Functions = Manager B Create from Selection | 7, Remove Arrows = () Evaluate Formula
1 Library Defined Mames Formula Auditing
12. The result will be as shown in the screenshot below.

AccCategoryMame BalCur0l | BalCur02 | BalCur03  BalCur04 | BalCur05S

Revenue $396516.05| 5357062.15 | 5396596.00 | 52/6963.33 | 5285133.03| 5 -

Overheads $ 70207.72| 5 9204100 S 73651.10| S 4728154 § 29852.00
Other Revenue 4§ 81761|5 2110695 1587.42|% 3378.03| 5 5000.00
Current Assets 426632342 | $ 22964.22 | $250911.95 | § 29801.58 | $552 569.41

Cost of Sales 5177390.92 | 521584147 | 5250604.32 | $215321.23| § 20192.20

Bank $241779.31 | $125632.45 | $163 657.83 | $127531.75| $142 587.00
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Calculating the frequency of specific values within a range of values
If you need to calculate how often a value occurs within a range of values, you can use the FREQUENCY function. For example if you
are a Sales Manager you might need to determine how often a sales figure occurs within an interval or bracket to determine the most

frequent or least frequent sales figures that your sales team brings in. The FREQUENCY function can help you achieve that.

The FREQUENCY function calculates how often values occur within a range of values, and then returns a vertical array of numbers.
Because FREQUENCY returns an array, it must be entered as an array formula.

The FREQUENCY function syntax has the following arguments:

Data_array Required:

An array of, or reference to a set of values for which you want to count frequencies. If data_array contains no values, FREQUENCY
returns an array of zeros.

Bins_array Required:

An array of, or reference to intervals into which you want to group the values in data_array. If bins_array contains no values,
FREQUENCY returns the number of elements in data_array.

Note: Download the workbook to practice this exercise.

Applies to: Microsoft® Excel® 2007, 2010 and 2013

The screenshot below will be used for this example.

A B C

1
2 Anderson. P

5 4 000 0<=51000

3 Johnson. A 5 1500 $1001<=52000
4 Peters. K 5 2 000 3000| $2001<=53000
5 Bonders. P 5 2 600 4000| $3001<=34000
6 Mewson. L 5 3100 =54000
7 Lavin. T 5 750

8 |Perks. M 5 850

9 Allan. P 5 1000

10 Terry. A 5 4 500

11 Cole. K 5 1900

12 Ince. P 5 960

13 |Adams. L $ 500

14 Bamnes. T 5 2500

—

Highlight the data range E2:E6 as it is an array formula.

2. Type the formula =FREQUENCY(B2:B14,C2:C5) in the formula bar.
IF - f_‘ XV & =FREQUENCY[BZ:BM,C2:C5:1
A B C D E
1
2 Anderson. P $ 4000 (% 1 000 0<=§1000 =FREQUENCY(E
3 Johnson. A $ 1500 % 2000 | $1001<=%2000
4 Peters. K $ 2000 % 3000 | $2001<=33000
5 Bonders. P § 2600 % 4 000 | $3001<=$4000
6 |Newson. L $ 3100 =$4000
T Lavin. T $ 750
8 Perks. M $ 850
9 Allan. P $ 1000
10 Terry. A $ 4 500
11 Cole. K $ 1900
12 Ince. P $ 980
13 Adams. L ] 500
14 Barnes. T ] 2 500
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3. Press CTRL+SHIFT+ENTER.

4. The result will display as shown below. The frequency of sales in each interval or bracket has been tabulated and the Sales
Manager can make decisions about key account strategies, for example, based on the frequency of sales in each interval or
bracket.

A B & D E
1

2 Anderson. P ¥ 40005 1000 0=<=51000 5

~ 3 Johnson. A b 156001 % 2000 | $1001==52000 3

4 Peters. K 3 2000 % 3000 [ 52001==53000 2

5 Bonders. P 5 2600 5% 4000 | $3001==34000 2

6 MNewson. L ) 3100 =54000 1

7 Lavin. T 3 750

-8 Perks. M ¥ 850

9 Allan. P b 1000

10 | Terry. A & 4 500

11 Cole. K 5 1900

12 Ince. P b} 980

13 |Adams. L ) 500

14 Bames. T b 2500

NOTE:

e FREQUENCY is entered as an array formula after you select a range of adjacent cells into which you want the returned
distribution to appear.
The number of elements in the returned array is one more than the number of elements in bins_array, the extra element in the

returned array returns the count of any values above the highest interval. For example, when counting three ranges of values
(intervals) that are entered into three cells, be sure to enter FREQUENCY into four cells for the results. The extra cell returns the
number of values in data_array that are greater than the third interval value.

FREQUENCY ignores blank cells and text.

Formulas that return arrays must be entered as array formulas.
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How to evaluate a nested formula one step at a time

Sometimes, understanding how a figure is calculated is difficult because the formula seems quite complicated; comprising of several
intermediate calculations and logical tests. Luckily Microsoft® Excel® has a powerful auditing tool, Evaluate Formula, which will help
you to unravel the different parts of a formula, in the order that it is calculated, to understand how the end result is constructed. For

instance, a formula like =IF(AVERAGE(C4:C15)>61000,7%*C16),0) is easier to understand when you can see the intermediate steps
using the Evaluate Formula tool. Our example in this tip shows you how to evaluate a formula that calculates a bonus for sales staff.

Note: Download the workbook to practice this exercise.
Applies to: Microsoft Excel 2007, 2010 and 2013

The screenshot below will be used for this example.

fx | =IF(AVERAGE(C4:C15)>61000,C16*7%,0)

A - © [ D -

1 Fossil Suppliers

2

3 Month Sales

4 January 3 50 000.00
5 February $ 60 000.00
6 March $ 70 000.00
T April $ 50 000.00
8 May 5 45 000.00
9 June $ 75 000.00
10 July 3 80 000.00
11 August 5 65 000.00
12 September 5 55 000.00
13 October 3 70 000.00
14 November $ 80 000.00
15 December $ 35 000.00
16 Total Sales $ 735 000.00
17

18 Total bonus to be shared by sales staff
19

To evaluate the formula for the amount $51 450.00 in cell B20 follow the steps below.

1.
2.

[$ 51 450.00 |

Select cell B20.

Under the Formulas Tab, in the Formula Auditing group, select Evaluate Formula.

E:u Trace Precedents E Show Formulas IE

=C£ Trace Dependents '@Enur Checking -

_rf-f, Remove Arrows ~ ) Evaluate Formula Window

Formula Auditing

Watch
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3. The Evaluate Formula screen will pop up.

Evaluate Formula M

Reference: Evaluation:
'Sales By Sales..'$B$20 = |IF(AVERAGE(C#4:C15)>61000,C16%7%,0) -

To show the result of the underlined expression, dick Evaluate. The most recent result
appears italicized.

NOTE: The ‘IF’ statement has the following syntax

Logical test: Average(C4:C15)>6100
Value if true: C16(Total Sales) * 7%
Value if false: O

4. Select Evaluate and the values will be displayed in the formula.
Evaluate Formula &u
Reference: Evaluation:
"Sales By Sales..1$B$20 = |IF(51257>51000,C16%7%,0) -

To show the result of the underlined expression, dick Evaluate. The most recent result

appears italicized.
| Evaluate | | Step In | | Step Out | [ Close
5. Select Evaluate again.
a. As the value of 61250 is higher than 6100, it will be evaluated to True which means the next part of the formula will be

calculated (C16*7%).

Evaluate Formula M

Reference: Evaluation:
'Sales By Sales..'$B$20 = |IF{TRLE C16%7%,0) -

To show the result of the underlined expression, dick Evaluate. The most recent result

appears italicized.
Step Cut | Close

(Eam] (=]
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6. Select Evaluate again.
a. The value 735000 is the total sales figure in cell €16 which is multiplied by 7% to get the bonus amount for the sale staff.

Evaluate Formula m

Reference: Evaluation:
‘Sales By Sales.}$B$20 = [IF(TRUE, 725000°7%,0) -

To show the result of the underlined expression, didk Evaluate. The most recent result
appears italicized.

| Evaluate || Step In || Step Out Close

7. After selecting Evaluate again the evaluation will be displayed as shown below. The value 7% is converted to 0.07.

Evaluate Formula M

Reference: Evaluation:
'Sales By Sales..)$B$20 = [IF(TRUE,735000%0.07,0) -,

To show the result of the underlined expression, dick Evaluate. The most recent result

appears italicized.
Step In Step Out
8. The final result of 51450 is displayed.
a. The ‘IF’ statement returns True, since the value of average (C4:C15) > 61000.

Evaluate Formula m

Reference: Evaluation:
‘Sales By Sales..'$B$20 = ([F{TRUE, 574500 -

To show the result of the underlined expression, dick Evaluate. The most recent result
appears italiczed.
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9. Select Evaluate one last time to arrive at the final value.
“ B
Evaluate Formula &g
Reference: Evaluation:
'sales By Sales. JSB$20 = | £57 45000 "

To show the result of the underlined expression, dick Evaluate, The most recent result
appears italicized.

[ Restart ] | Stepin || stepout | [ Clese

NOTE:
e [f the underlined part of the formula is a reference to another formula, click Step In to display the other formula in the Evaluation

box. Click Step Out to go back to the previous cell and formula.
The Step In button is not available for a reference the second time the reference appears in the formula, or if the formula refers to

a cell in a separate workbook.
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Using an Array Formula to display top five values

If you would like to see a specific set of values within a given range. For example, if you are a Debtor’s Clerk and want to see what your

top five outstanding balances are you can use an Array Formula. An Array Formula is a formula that can perform multiple calculations
on one or more items in an array. You can think of an array as a row of values, a column of values, or a combination of rows and

columns of values. In this tip we use the ‘Large’ function in an array formula to show the top five values, but they can also be displayed
by using Filters, Tables, PivotTables, PivotCharts and Conditional Formatting.

Note: Download the workbook to practice this exercise.

Applies to: Microsoft® Excel® 2007, 2010 and 2013

To illustrate this example we use the screen shot below.

A B C D E
1 Debtors Balance List
2
3 |ALLSO1 ALL SORTS STOP SHOP S 50 000.00
4 |ARCHO1 ARCH'S BAKERY 5 120 000.00
5 |BASIOL BASILS CC 5 300 000.00
6 |BEEBO1 BEE B'S DELIGHTS 5 150 000.00
7 ] BETSO1 BETSIES PIES 5 100 000.00
& |BETTOL1 BETTIES FRUITS S 60 000.00
9 BOBSO1 BOBS UNCLE S 40 000.00
10 [BOTTOL BOTTLE SHOP 5 10 000.00
11 |BRONO1 BROMNNIES CC 5 30 000.00
12 |[CDGS01 CDG'S 5 25 000.00
13 |CINDOL1 CINDEES BAR 5 15 000.00
14 |CINDO2 CINDYS DELI S 5 000.00
15 |DAYBO1 DAYBREAK CAFE S 95 000.00
16 |DCEEOL DCEES TEAS 5 85 000.00
17 |DRANO1 D-RANGOS 5 75 000.00
1. Select cells E3 to E7. This set of cells will hold the top five client balances.
2. In the formula bar, enter the following formula: =LARGE(C3:C17,{1;2;3;4;5}
PMT x v K I =LARGE(C2:C17,{1;2;3;4:5]]
A B C D E
1 Debtors Balance List
3 |ALLSO1 ALL SORTS STOP SHOP 5 50 000.00 3:C17,{1;2;3;4;5}
4 |ARCHOL ARCH'S BAKERY 5 120 000.00
5 |BASIOL BASILS CC S 300 000.00
6 |BEEBD1 BEE B'S DELIGHTS 5 150 000.00
T |BETSO1 BETSIES PIES 5 100 000.00
& |BETTO1 BETTIES FRUITS S 60 000.00
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3. Then press Ctrl+Shift+Enter.
4. The top five balances will be displayed.
A B C D E
1 Debtors Balance List
2
3 |ALLSO1 ALL SORTS STOP SHOP s 50 000.00 300000
4 |ARCHO1 ARCH'S BAKERY s 120 000.00 150000
5 |BASIOL BASILS CC s 300 000.00 120000
& |BEEBO1 BEE B'S DELIGHTS s 150 000.00 100000
7 |BETSO1 BETSIES PIES S 100 000.00 95000
8 |BETTO1 BETTIES FRUITS S 60 000.00
9 |BOBSO1 BOBS UNCLE s 40 000.00
10 |BOTTO1 BOTTLE SHOP s 10 000.00
11 BRONO1  |BRONNIES CC s 30 000.00
12 |CDGS01 CDG'S s 25 000.00
13 |CINDO1 CINDEES BAR S 15 000.00
14 |CINDO2 CINDYS DELI S 5 000.00
15 |DAYBO1 DAYBREAK CAFE s 95 000.00
16 |DCEED1 DCEES TEAS s 85 000.00
17 |IDRANDO1  |D-RANGOS s 75 000.00

NOTE:
e To display the bottom five balances, replace the function; LARGE with SMALL in the formula in step 2.

e o display the top ten values add numbers 6-10 separated by a semi colon in the formula in step 2.
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02

Using the Large Function with Conditional Formatting to highlight the top five

In the previous tip we explain how, by using the LARGE function, you can extract the greatest value from a given range of values. For
example, a Debtors Clerk can extract the top five largest outstanding balances from a range of outstanding balances to a separate
worksheet or a new set of rows. In this tip, we share an alternative to that; highlighting the top five debtors, their account number and
outstanding balance from a data set. To do this, we use the LARGE function which will return the top five largest values in the data set

and Conditional Formatting which will highlight the data based on set criteria.

Note: Download the workbook to practice this exercise

Applies to: Microsoft Excel 2003, 2007, 2010 and 2013

To illustrate this example we use the screen shot below for our example.

| A B C

1 Debtors Balance List

© AccountNo [ClientsName  [Balance |
3 ALLSO1 ALLSORTS STOP SHOP ] 50000.00
4 ARCHO1 ARCH'S BAKERY S 120 000.00
5 BASIO1 BASILS CC s 300 000.00
6 BEEBO1 BEE B'S DELIGHTS S 150 000.00
7 BETSO01 BETSIES PIES s 100 000.00
& BETTO1 BETTIES FRUITS s 60 000.00
9 BOBSO1 BOBS UNCLE 5 40000.00
10 BOTTOL BOTTLE SHOP s 10000.00
11 BRONO1 BRONNIES CC s 30000.00
12 CDGs01 CDG'S ] 25 000.00
13 CINDO1 CINDEES BAR 5 15 000.00
14 |CINDO2 CINDYS DELI 5 5000.00
15 DAYBO1 DAYBREAK CAFE 5 95 000.00
16 | DCEEO1 DCEES TEAS S 85 000.00
17 DRANO1 D-RANGOS 5 75 000.00

1. Select cells A3 to C17.

2. Under the Home Tab, select Conditional Formatting, then select New Rule as in the screen shot below.

3 "—1i1| Highlight Cells Rules *

i-_lz_ﬁgij Top/Bottom Rules L4

=| Data Bars L4
@ Color Scales L]
(1= ] Ikon Sets ’
ILLfb LClear Rules L4

l{ﬂ Manage Rules...

Format Cell

ps Table ~ Styles - |
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3. A pop up will appear resembling the screen shot below
4., Select ‘Use a formula to determine which cells to format’ as above.
5. Type in the following formula:

=$C3>=LARGE($C$3:$C$17,5).

NOTE: This can be narrated as follows:
$C3 is a mixed cell reference(only the column is fixed)
Various rows of data can be selected because the row number is not fixed(absolute cell referencing)

$C$3:$C$17 refers to the data range for the balances
5 implies that the top five balances will be highlighted
Select the Format button and choose the Format color

New Formatting Rule M

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Fo i juipli
> Use a formula to determine which cells to format

Edit the Rule Description:
ormat values where this formula is true:
=$C3> =L ARGE($C$3:$C$17,5)
Preview: AaBbCcYyZz
[ox [ concel |
6. Select OK.
7. The rows with the top five values will be highlighted as below.
A B | c |

1 Debtors Balance List

2

3 |ALLSO1 ALLSORTS STOP SHOP 5 50 000.00
4 |ARCHO1 ARCH'S BAKERY 5 120 000.00
5 |BASIO1 BASILS CC 5 300 000,00
& |BEEBO1 BEE B'S DELIGHTS 5 150 000,00
7 |BETS01 BETSIES PIES 5 100 000,00
8 |BETTO1 BETTIES FRUITS 5 60 000.00
9 |BOBS01 BOBS UNCLE 5 40 000,00
10 BOTTOL BOTTLE SHOP 5 10 000.00
11 |BRONO1 BROMMIES CC 5 30 000.00
12 CDGS01 CDG'S 5 25 000.00
13 [CINDO1 CINDEES BAR 5 15 000.00
14 |CINDO2 CINDYS DELI 5 5 000.00
15 DAYBO1 DAYBREAK CAFE 5 95 000.00
16 DCEEOD1 DCEES TEAS 5 85 000.00
17 DRANO1 D-RANGOS 5 75 000.00
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Reducing the size of a workbook using a single formula

Sometimes large Microsoft® Excel® workbooks can be slow which can cause frustration. To reduce the size of a workbook,
consider replacing several formulas with a single array formula. Array formulas can perform multiple calculations and they also ensure
consistency which can lead to greater accuracy. Furthermore array formulas provide security since a cell within an array formula data
range cannot be deleted.

Note: Download the workbook to practice this exercise.

Applies to: Microsoft Excel 2003, 2007, 2010 and 2013

1. Select the data range D2:D21.
2. Type the formula =B2:B21*C2:C21 in the formula bar.

NOTE: The data range D2:D21 should remain highlighted as you enter the formula in the formula bar.

Refer to the screen shot below:

TEXT (7 XKV ,t'rl :32:321"(:2:(:21'
A B C D

1

2 |Chai 10 $14.40;=B2:B21"C2:C21

3 |Lakkalikoori 14)  $14.40

"4 Outback Lager 8  $1200

5 |Singaporean Hokkien Fried Mee 20; $14.40

6 |Sir Rodney's Scones 18;  §14.40

7 |Chang 10/ $15.20

8 |Sasquatch Ale 204 $11.20

9 |Steeleye Stout 8  $14.40

10 |Chartreuse verte 6 $14.40,

11 |Guarana Fantastica 20} $3.60

12 |Rhonbrau Klosterbier 4 620

13 Ipoh Coffee 30 $36.80

14 |Chocolade 15/ $36.80

15 |Aniseed Syrup 10} $6.20

16 |Chai Soup 15t §14.40

17 |Greenback Lager 12)  $12.00:

18 |Louisiana Fiery Hot Pepper Sauce 20; $16.80

19 |Sirop d'érable 16/ $22.80

20 |Original Frankfurter grine Softe 10; $10.40

21 |Chef Anton's Cajun Seasoning 16.5, $17.60

3. Press CTRL + SHIFT + ENTER.

The result will be as below:
D2 v fe | {=B2:B21*C2:C21}

A B G D

| ProductName  Quantity UnitPrice Productsales
2 [Chai 10[8 1440(s 144 00
3: Lakkalikoori 14/$ 1440| 8% 201.60
4 |Qutback Lager 8|5 1200|8 96.00
5 |Singaporean Hokkien Fried Mee 2008 1440|% 288.00
6 |Sir Rodney's Scones 18| % 14408 259 20
7 |Chang 108 1520]% 152.00
8 |Sasquatch Ale 2008 1120|% 224.00
9 |Steeleye Stout 85 1440|% 115.20
10 | Chartreuse verte G| 1440|% 86.40
11 |Guarana Fantastica 20($ 360(S 72.00
12 |Rhanbrau Klosterbier 4% 620(% 24,80
13 |lpoh Coffee 3% 3680|% 110.40
14 |Chocolade 15($ 3680($% 552.00
15 |Aniseed Syrup 108 620|8 62.00
16 |Chai Soup 15(% 1440| 8% 216.00
17 | Greenback Lager 12|$ 1200 % 144 00
18 |Louisiana Fiery Hot Pepper Sauce 20($ 16.80|% 336.00
19 |Sirop d'érable 16| 2280|% 364.80
20: Original Frankfurter grine Sole 10(8 1040| 8 104.00 32
21 |Chef Anton's Cajun Seasoning 16|$ 1760]% 281.60
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When you select any cell within the data range D2:D21, you will see the same formula {=B2:B21*C2:C21}.
There is only a single formula in the entire data range instead of 19 different formulas; which would have been the case had
we multiplied B2*C2 and copied the formula down.

b. The file size is thus reduced and data processing in the workbook will be faster.
5. Select any cell within the data range D2:D21.
6. Press Delete.

A message dialog like the below will be displayed:

Microsoft Excel [

h You cannot change part of an array.

7. For normal formulas any cells within the data range D2:D21 can be deleted.
8. To delete an array formula, the entire data range will have to be selected and then you press the ‘Delete’ key.
9. To edit the formula, select the data range D2:D21. Edit from the formula bar then press CTRL + SHIFT + ENTER.

Features in Microsoft® Excel® 2013 to
Make You Work Smarter!

Our Sales Director gives you an
overview of his favourite Excel
2013 features.

See what they are
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How to quickly calculate invoice due dates

Calculating invoice due dates in Microsoft® Excel® is easy. If you have struggled to calculate invoice due dates before, your worries are
over —in this tip we’ll show you how to do this quickly using the WORKDAY function. The WORKDAY function returns a number that
represents a date, before or after a specified number of work days. You can use WORKDAY to exclude weekend or holidays when you
calculate invoice due dates or expected delivery times.

Note: Download the workbook to practice this exercise
Applies to: Microsoft® Excel® 2007,2010 and 2013

1. With reference to the workbook; select cell E2.
2. Select the Formulas Tab then Date & Time.

H - & =
FILE HOME Training INSERT PAGE LAYOUT FORMULAS DATA

o2 EERSIEIR B 2

Insert  AutoSum Recently Financial Logical Text §Date & Qlockup 8 Math &  More
Function - Used ~ - - = [Time~ Reference~ Trig~ Functions -

Function Library

3. From the Date & Time function list ; select WORKDAY.

TIME
TIMEVALUE
TODAY
WEEKDAY
WEEKMUM

WORKDAY

WORKDAY.INTL

YEAR
YEARFRAC [+]
4. Then enter C2 as the start date and D2 as Days.
Function Arguments M

WORKDAY

Start_date | C2 Be| = m701

Days D3| B = 20
Halidays | el = any
= 41827

Returns the serial number of the date before or after a specified number of workdays.

Days is the number of nonweekend and non-holiday days before or after
start_date.

Farmula result = 20140707

Help on this function [ OK I[ Cancel
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NOTE:
Start_date: A date that represents the start date (required).
Days: The number of working days before or after start_date. A positive value for days yields a future date; a negative value yieldg

a past date (required).
Holidays: A list of one or more dates to exclude from the working calendar. The list can be a range of cells that contain the dates
(optional).

5. Select OK and copy the formula down to cell E8.
6. The value returned by WORKDAY function should be converted to a date as follows.
a. Right click on the value.
b. Select Format Cells.
C. Select Date under categories.
d. Select the Date type.
e. Select OK.
A B C D E

1

2 INVOO1 ABC 2014-03-03 90 2014-07-07
3 INVD02 General Traders 2014-02-17 60 2014-05-12
4 INV003 XYZ Wholesalers 2014-03-05 30 2014-04-16
5 INVDO4 ABC 2014-03-06 90 2014-07-10
6 [INV00S General Traders 2014-01-30 120 2014-07-17
7 INV00S Standard Suppliers 2014-01-15 120 2014-07-02
2 INV007 Import & Export CC 2014-02-20 90 2014-06-26
9 h

The due date has been returned for each Invoice number and it excludes weekends or holidays.
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How to calculate the invoice due date with custom weekend days

In the previous tip we explain how invoice due dates could quickly be calculated by using the WORKDAY function. But, suppose
your weekend falls on Friday and Saturday, then how do you calculate the invoice due date? In that case you will have to use the
WORKDAY.INTL function because the WORKDAY function uses standard weekend days.

WORKDAY.INTL returns a serial number of the date, before or after a specified number of workdays with custom weekend days. Just
ensure that you convert the number to a date format of your choice. As you enter the formula a list of the custom weekend days will be
displayed. This gives you a chance to select the custom weekend days of your choice.

Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2007, 2010 and 2013

1. With reference to the workbook; select cell E2.
2. Type =WORK.
3. Double click on WORKDAY.INTL from the list that will be displayed.

sl 3 workoay. nm

120
120
90
4. Enter the start date and days. From the custom weekend days list select number 7, where the custom weekend days falls on

Friday and Saturday.

F G H
2014/03/03 90 =WORKDAY.|N"_[C2,D2.I
2014/02/17 60 | WORKDAY.INTL(start_date, days, [weekend], [holidays]) |
2014/03/05 30 3] 2 - sunday, Monday T
2014/03/06 90 g 3-Monday, T“:ﬁ:da
- 4 - Tuesday, W ¥
2014/01/30 120 B35- w, v, Thursday
2014/01/15 120 Sl Ea =
2014/02/20 90 £ 7 - Friday, Saturday B
e
3] 12 - Monday only
3] 13 - Tuesday only —
3 14 - Wednesday only
3] 15 - Thursday only -
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5. Press Enter and copy the formula to cell E8.

| A B c E
1
2 | INV001 ABC 2014/03/03 90 2014/07/07
3 INV002 General Traders 201470217 60 2014/05/12
4 INV003 XYZ Wholesalers 2014/03/05 30 2014/04/16
5 |INV004 ABC 2014/03/06 90 2014/07/10
6 INV005 General Traders 2014/01/30 120 2014/0717
7 INV006 Standard Suppliers 2014/01115 120 2014/07/02
8 INV00T7 Import & Export CC 2014/02/20 90 2014/06/26
9

The invoice due dates will thus be calculated with custom weekend days. This function can also be used to calculate the date when a

contract will expire; you replace due days with the duration of the contract and calculate the contract expiry date.

Learn over 60 time-saving
Microsoft® Excel® shortc
with our handy cheat

Download Now
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A quick way of looking up data with the VLOOKUP and MATCH functions

In the previous tip we've shared an Income and Expenditure template for you to download and customize as needed. Now we’ll
show you how you can quickly look up and retrieve data from the transactions worksheet to the Income and Expenditure Statement
worksheet using the VLOOKUP and MATCH functions.

Identifying the column index number in the VLOOKUP function can be tedious and time wasting, especially If you are looking up data
from a large worksheet. This is where the MATCH function (which returns the relative column or row position of a value in a given range)
comes in, as it can be used with the VLOOKUP function to make it easier and quicker to identify the column number. This then leads to
a quick look up and retrieval of data.

Note: Download the workbook to practice this exercise
Applies to: Microsoft® Excel® 2007, 2010 and 2013
1. To define named ranges:

a. Select the transactions worksheet.

b. Highlight the data range A1:120.
c. Enter Account in the name box and press Enter.

@ E %- ¢ B 5 - QuickWay of Looking Up Data with the Vicokup and Match Function [Read-Only] - Excel ? M@ -
HOME INSERT PAGE LAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER POWERPIVOT  Elizabeth Van d
L 3 s | - & i - B - -4
L X Acial '|L2 Jix ==sEe- Q" General |E'C0|\dmonal Formatting g"]nserl E ]
. By - i ) G2 - 95 » [P Format as Table - FeDelete - (¥ - -
e BIYU-EH-0-A- sEsax B- s o [ Cel Styles - Elformat~ & -
Clipboard 7 Font & Alignment % Mumber styles Cells Editing
Account - S Account

d. Highlight the data range A1:I1.
e. Enter “Headings” in the name box and press Enter.

2. To enter the VLOOKUP and MATCH function:
a. Select cell C6 on the monthly income statement worksheet.
b. Select the Formulas tab.
c. Select Lookup and Reference.

HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEWY
> = Aol

AutoSum Recently Financial Logical Text Date &8 Lockup & fMath &  More
M Used ~ - - - Time-~ Trig= Functions ~

Function Library

3. Then select VLOOKUP from the bottom of the list.
4. Enter as per screen shot below.
5. For the Table_array value, press F3 and select Account from the list of defined names.
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6. When you reach the second argument in the MATCH function (Col_index_num argument), press F3 and select Headings
from the list.
rFunch'onArgumﬂﬂs w
VLOOKUP
Lookup_value A6 = 1001
Table_array | Account = [Account’,"Category”, Detail’,April","
Col_index_num | Match($A51,Headings,0) = b
Range_lookup 0 = FALSE
= 170000

Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you
specify. By default, the table must be sorted in an ascending order.

Range_lookup is a logical value: to find the dosest match in the first column (sorted in
ascending order] = TRUE or omitted; find an exact match = FALSE.

Formula result = 5§ 170 000.00
Help on this function [ ox || cancel

NOTE:

e A6 is the lookup value and represents the first Account Code

e Account is the defined name for the data array A1:120 on the transactions worksheet
e We use the match function to retrieve the column number for the data to be retrieved

o $A$1 is the lookup value and represents the name of the month
0 Headings is the defined named for the data range A1:120 on the transactions worksheet
o The relative position for June with the range A1:120 on the transactions worksheet is 6.
0 Hence the column number is 6
o0 We enter the value 0 because we want the exact match

0 under range lookup represents the exact match for the Vlookup function.

7. Select OK.
8. Copy the formula down only in the white cells.
a B C

4

5

& 1001 |Dairy Products 5 170 000.00
7 1002|Beverages $ 87 000.00
g 1003|GrainsiCereals 5 72000.00
3 1004 |Condiments 3 55 000.00
0 1005 |Meat/Pou 5 180 000.00
n h
12 2001|Opening Stock 5 65 000.00
13 2002|Purchases 5 55 000.00
14 2003 |Freight 3 11 000.00
15| 2004|Stock adjustments 5 4 000.00
6 2005|Closing Stock $ 89 000.00
7 h
18 3001 |Consumables £ 13 600.00
13 3002 5 56 000.00

$

You did not have to identify the column index number as it was returned automatically. Besides retrieving data quickly, using the

5002
5003

5

5005|Depreciation

*

0

04

|Interest Received

5001

Salaries - direct
Other Exj

pENSES

e rtising and Promotions
Bad Debts

Bank Charges
Security

€N & & D (e

23 867.00

25.00

25000.00

48000.00
21700.00
145 080.00

Vlookup and match functions helps in selecting the correct fields from the data list.



Functions & Formulas

Looking up multiple fields with a single formula

Did you know that you can populate an entire data table using only on VLOOKUP formula?

This can be done using VLOOKUP in an array formula. You benefit by saving loads of time which leads to efficiency and a quicker turn
around of the work. Other benefits of Array formulas includes improved formula integrity and quicker processing time as you are using a
single formula.

Lets say you want to retrieve the account details for the months of April, May and June, instead of trying to figure out which cell
references should be absolute or relative you simply select the cells which you would like to populate with the single formula, enter your
formula and there you go.

Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2007, 2010 and 2013

1. Select the Monthly Income Statement worksheet.
2. Select the range C6:E6.
] E [ [1] E

1

z Income & Expenditure Statement For the Month Ending 2012
5 i

B

T

]

a

n

nd

3. While this range is selected, enter the formula: =VLOOKUP(A6,Datalist,{4,5,6},0) in the formula bar and press
CTRL+SHIFT+ENTER to return the results. (The values for April, May, June will be displayed).

=1 LR SV & =WLOOKUP A6, Datalist,{4,5,6),0)

A B 15 1] E

Income & Expenditure Statement For the Manth Ending 2012

AN B e =

1001 | Dairy Products. 5, Datalist {45 6],00 I

NOTE:
AB is the lookup value
Datalist is the named range for the source data on the Transactions worksheet. (Either type in Datalist or press F3 and select

Datalist from the dialogue box.
{4,5,6} refers to the column index numbers for the months of April,May,June on the transactions worksheet.
0 implies that an exact match will be found

4. Copy the formula down (in the white cells only).

Sales
e  Highlight the data range C6:E6.
e Copy down the entire range/selection to C10:E10.

Cost of Sales

e Highlight the data range C6:ES6.

e  Copy and paste to C12:E12.

e Copy down the entire range/selection to C16:E16.
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Direct Expenses

e  Highlight the data range C12:E12.

e Copy and paste to C18:E18.

e  Copy down the entire range/selection to C20:E20.

Other Income
e Highlight the data range C18:E18.
e Copy and paste to C23:E23.

Expenses

e Highlight the data range C23:E23.

e Copy and paste to C25:E25.

e  Copy down the entire range/selection to C29:E29.

BRI o ddndEdREEeeve na

Instead of looking up the values for April, May and June separately the VLOOKUP array formula ensures that the data for the three
months is retrieved in a single formula. This leads to time saving as tasks will be done quickly and efficiently.
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How to remove stubborn spaces from a cell

If you have ever had problems sorting, filtering, or manipulating data in a Microsoft® Excel® workbook and realized that it was caused
by stubborn leading spaces in the cells, this tip will show you how to get rid of the spaces quickly next time.

If you’re wondering what causes the spaces, here are two possibilities:

e You may have mistakenly inserted extra spaces in your data by pressing the space bar more than once or,

e You may have imported data from external sources which has embedded characters in the text that may not be easily noticeable
making the results difficult to understand.

The next time you're faced with this dilemmma, you can quickly remove unwanted spaces and characters using a combination of the
TRIM and SUBSTITUTE functions. The TRIM function removes leading and trailing spaces in data but not characters. The SUBSTITUTE
function replaces non-breaking characters with characters that the TRIM function can remove.

Note: Download the workbook to practice this exercise.

Applies to: Microsoft Excel 2007, 2010 and 2013

1. To remove leading and trailing spaces from the example workbook; the TRIM function will be used.
a. Select cell C2.

b. Type the formula =TRIM(B2).

C. Press Enter and copy the formula down.

As you can see the spaces have not yet been removed. This is because the TRIM and SUBSTITUTE functions must be nested. The
stubborn characters set number 160 will be replaced with 32 than can be removed by the TRIM function.

B c

Before After

652400.25 652400.25
969000.50 969000.50
817360.00 817360.00
758237.25 758237.25
358388.75 358388.75
457711.11 457711.11
360758.25 360758.25

12352.25 12352.25
323778.75 323778.75
478685.00 473635.00
125934,00 12593400
652044.75 652044.75
12365.85 12365.85
740000.75 740000.75
400000.00 400000.00
974000.00 974000.00
408223.50 408223.50
850000.94 850000,94
705823.,00 70582300
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d. Select cell C2 and delete the formula.
e. Enter the following formula and then copy it down:

=TRIM(SUBSTITUTE(B2,CHAR(160),CHAR(32)))

Before
652400.25
969000.50
817360.00
758237.25
358388.75
457711.11
360758.25
12352.25
323778.75 323778.75
473685.00 473685.00
125934.00 125934.00
652044.75 652044.75
12365.85
740000.75
400000.00
974000.00
408223.50
850000.94
705823.00

The stubborn leading spaces and characters will be removed so you can easily manipulate your data.
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Calculating the age of an employee

| was presenting a workshop on the date and time functions in Microsoft® Excel®. One of the delegates, a Human Resource
professional, asked me how they can calculate the age of an employee in Excel. | suggested they use the DATEDIF or the DAYS360

functions. For the sake of other HR professionals who weren’t in the workshop last week, | will demonstrate how this can be achieved.

However, since we have covered the DATEDIF function in a previous tip, | will show you how to use the Days360 function.
The Days360 function calculates the number of days between two dates in a 360-day year (twelve 30-day months), but it can also be

used to calculate a person’s age.

Note: Download the workbook to practice this exercise.

Applies to: Microsoft® Excel® 2010, 2013

© N Ok D~

E001
E002
E003
E004
E005

Open the workbook.
To calculate the age of an individual.

Select cell E3.
Type =DAYS360
Click on cell C3

(

for the start date.

Add a comma and click on cell D3 for the end date.
Add the closing bracket: ).

Then type /360.

Brad
Paul
Jane
John
Jo-Anng

C D | E
1975/04/27 2014/08/194=DAYS360(C3,D3Y360
1977103106 2014/08119
1980/08/20 2014/08/19
1982/05/24 2014/08/19
1984/04/20 2014/08/19

10.

A

Copy the formula down to cell E7.
The ages will be show like in the screenshot below.

B C

E001 Brad 1975/04/27 2014/08/19
E002 Paul 1977/03/06 2014/08/19 37
E003 Jane 1980/08/20 2014/08/19 34
E004 John 1982/05/24 2014/08/19 32
E005 | Jo-Anne 1984/04/20| 2014/08/19)] 30

In this example we sum the start date (date of birth) in cell C3 the current date in D3 and divide the answer by 360 days because we

want to convert the days to years.
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How to calculate the maturity date of an investment

If you have an investment and would like to know the exact date that it will mature, use the EDATE function. Let’s say your investment

will give a yield in 12 months, but you want to know the actual date, you can calculate it with the EDATE function which returns a serial
number representing a date, which is a specified number of months before or after a start date. Try our example exercise to learn how.

Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2010 and 2013

SRS e o~ o k-

ZETCERSCIOTMOOD P

With reference to the practice workbook, select cell D2.

A

2014701701
2014/02/02
2014/03/03
2014102704
2014/06/05
2014/07/06
2014/04/07
2014/05/08
2014/02/09
2014103110
2014/04711
2014/06/12
201410213
2014/03/14

C

12
18
24
30
6
12
18
L]
12
18
24
12
30
12

2.

Type =E and double click EDATE from the drop down list.

EFFECT
(f:) EOMONTH
(fc) ERF
(f:) ERF.PRECISE
(%) ERFC
() ERFC.PRECISE
(%) ERROR. TYPE
() EVEN
(f) EXACT
() Exp

(fc) EXPON.DIST

m

| Feturns th_

S

Select cell B2.

Add a comma(,) and select cell C2.

Press Enter.

A serial number representing the date will be displayed.
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To convert the serial number to a date:

Right click cell D2.

Select Format Cells.

Select Date.

On the right hand side; select the yyyy,mm,dd date format.
Select OK.

Format Cells - M

{Mumber || Aignment | Font | Border | F#l | Protection |

® o oo o N

Category:

General | Sample

Mumber

Currency 2015/01/01

- Type:
=2001/03/14

Percentage -

Fraction

Scientific

Text

Special

| | |Custom -

chH:ale (location):
|Englsh (South Africa) -

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.

——

8. Copy the formula down to cell D15.

7] A B = | D

1

2 A 2014/01/01 12 2015/01/01
3B 2014/02/02 18 2015/08/02,
4 C 2014/03/03 24 2016/03/03]
5D 2014/02/04 30 2016/08/04,
6 [E 2014/06/05 6 2014112105
7 F 2014/07/06 12 20150706
8 G 2014/04/07 18 2015110407,
9 H 2014/05/08 [ 2014/11/08|
10U 2014/02/09 12 2015002409,
14 2014/03/10 18 2015009/10,
12 K 2014704011 24 20168/04/11
13L 2014/06/12 12 2015006/12,
14 M 2014/02113 30 2016/08/13,
15 N 2014/0314 12 2015/03/14

As you can see the maturity dates for investments can be calculated with an easy to use formula.
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How to calculate your financial year-end date

In Fiscal Year 2015, you can imagine how much work was on our finance team’s plate especially having our auditors in the office! If
you haven’t yet approached your financial year-end, this tip will help you ensure that you don’t miss it, and are well prepared for it,
by helping you to easily calculate your financial year-end date using the EOMONTH function. The EOMONTH function returns a serial
number representing the last date of a month.

If, like us, you revisit your company strategy every fiscal year, you may get some inspiration on key focus areas for FY2015 from our
Finance and Strategy Directors’ blog article: Strategy — the Sage Alchemex way (with a little help from Thula Thula and Elon Musk).

Note: Download the workbook to practice this exercise

Applies to: Microsoft Excel 2010 and 2013

1. With reference to the practice workbook, select cell B2.
| A | B
1
* Financial Period-Start Date 01 April 2014
3
- Financial Period-End Date
5
2. Type =E and double click EOMONTH from the drop down list.

() ERF .PRECISE
() ERFC

(f<) ERFC.PRECISE
(f<) ERROR.TYPE
() EVEN

() EXACT

() EXP

(<) EXPON.DIST
(#4, EXPONDIST -

m

Select cell B2.

Add a comma(,) and enter 11.

The 11 refers to the number of months after the start date in cell B2.
Enter a negative value for the number of months before a start date.
Press Enter.
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To convert the serial number to a date:

Right click cell B4.

Select Format Cells.

Select Date.

On the right hand side; select the yyyy,mm,dd date format.
Select OK.

® 0 00 e N

A serial number representing the end of a period will be displayed.

[Mumber || Aignment | Font | Border | F@ | Protection

Sample
2015/01/01
Type:
[=2001/03/14

[

| 2001-03-14
14 March 2001

| Locale {location):
English (South Africa)

Date formats display date and tme 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.

[=]

——

A | B

e L R —=

31 March 2015

Financial Period-Start Date 01 April 2014

The end of the financial period has been calculated, with an easy but powerful formula.
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Using slicers with non pivot data

Sometimes you may want to present your data simply as a range, but would like to make use of Slicers (available in Microsoft® Excel®
2010 and 2013) to be able to quickly filter data. Commonly, slicers are applied only to data that is presented in Tables, PivotTables and
PivotCharts — not non Pivot data, but there is a way around that, which is what we will show you in this tip.

Note: Download the workbook to practice this exercise

Applies to: Excel 2007, 2010 and 2013

We start by inserting a Pivot Table using the cost centers.

16 CostCentre  Key

17 5ales 1

18 |Cost of Sales 2

19 |Expenses 3

20 |Other Income 4

21 |Net Income 5

1. Select any cell within the Cost Centre table.
2. Select the Insert tab then PivotTable.

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW INQUIRE POWERPIVOT

E;? D -[;-|I r :l L@Shupts' a I? B :’:ii‘: Iijl [2"-1

p 5 I SmantArt R Rl IT
PivotTablefRecommended Table  Pictures Online Appsfor Recommended 2 PivotChart  Power
PrvotTables Pictures s Screenshet = Office - Charts DL - View
Tables Mustrations Apps Charts i Reports
3. Add the PivotTable to the existing worksheet in cell C16 and select OK.

- PrE i |2 [

Choose the data that you want to analyze

IE#::I Select a table or range
Table/Range: |5heeﬂ!5ﬁ$16:$5521 R

(71 Use an external data source

Choose Connection... |

Connection name:

Choose where you want the PivoiTable report to be placed

(71 Mew Warksheet
i@ Existing Worksheet

Location: | Sheetl!SC516

Choose whether you want to analyze multiple tables

Add this data to the Data Model
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4. Place the Cost Center to the rows area.
5. Drag the Key field to the values area.
6. Select the PivotTable.
7. From PivotTable Tools, select Options.
8. Select Insert Slicer.
Data Review View Design
¥ Group Selection =
4 5l [3[3] g
% Ungroup .
- Sort Insert |§Refresh Change Data
7] Group Field il Slicer = - Source
Group | Sort & Filter | Data |
9. Select Cost Center.
10. Select OK.
Cost Centre W
[ Cost of Sales ]
[ Expenses ]
[ Met Income ]
[ Other Income ]
[ Sales ]
11. Right click your Slicer and select Slicer Settings.
12. Uncheck the Display header box.

Slicer Settings M

Source Mame: Cost Cenire
Name to use in formulas:  Slicer_Cost_Centre

MNarme: |Cost Centre |
Header

Display header

Caption: |Cost Centre |

Item Sorting and Filtering

@ Ascending (A to 2) visually indicate items with no data
) Descending (Z to A) Show items with no data last
Use Custom Lists when sorting Show items deleted from the data source

ok | [ conce

13. Select OK.
14. Select Sales on the Slicer.
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15. Select cell G1 and enter the following formula:
=INDEX(B1:F13,,$D$17)

NOTE: The reference for D17 should be typed in not selected. Press the F4 key to make this cell absolute.
The INDEX function returns the value in a table at the intersection of a given row and column number.

B1:F13 is the data range
There is no row number hence returning , , (two commas).
The column number is returned by the value in $D$17(1).

16. Copy the formula down to G17 (the values for Sales or the selected cost center will be copied down).
17. Select the data range A1:A13 and G1:G13 (Hold down the control key to make your selection).

18. Select the Insert tab.

19. Select the Column chart under the Charts group.

Home I Insertl Page Layout Formulas Data Review View
B EEE DR e ih:fxn&ht

PivotTable Table Picture Clip  Shapes Smartart Screenshot olumn § Line Pie Bar Area

- Art - - ‘ - - - - -

Tables | Illustrations

2-D Column
G1 - (= fe | =INDEX(B1:F13,,
: B 2 mf| AR
1 RAnnth Raloc irnet nf Raloc Fvnonc
Sl Cost of Sales
Expenses 600000
Net Income 500000
Other Income 400000
Sales 300000
200000 - B Cost of Sales
100000
0 - -
A
f@» o o WSS
o + &

The chart data and the values in G1:G13 will change based on the selected Cost Center from the slicers list as can be seen the data in
the range B1:F13 can be filtered with a slicer without inserting a PivotTable.

52



PivotTables & PivotCharts

Using slicers to view different scenarios for forecasting

Forecasting the outcome of a financial model can lead to better planning and positive results for an organization. You can use
scenarios to forecast the outcome of a financial model. A scenario is a set of values that Microsoft® Excel® saves and can substitute
automatically in your worksheet. You can create and save different groups of values on a worksheet and then use slicers to switch to
any of these new scenarios.

We have previously shown you how to insert scenarios using the What-If analysis tool. However in this tip we shall do it differently, by
setting up the scenarios in a table. A PivotTable will then be inserted so that slicers can be used to switch between the best case and
worst case scenarios.

Note: Download the workbook to practice this exercise

Applies to: Microsoft Excel 2007, 2010 and 2013

1. The first step is to create a table for the Best Case and Worst Case scenarios for the 4th quarter which has been created in
the example workbook.

Scenario Account Name Value
Best Case Sales 5 3500 000.00
Best Case Costof Sales 5 200 000.00
Best Case Direct Expenses 5 200 000.00
Best Case Other income 5 250 000.00
Best Case Expenses & 60 000.00
Worst Case Sales 5 450 000.00
Worst Case Costof Sales 5 50 000.00
Waorst Case Direct Expenses B 55000.00
Worst Case Other income 5 12 000.00
Waorst Case Expenses 5 45 000.00

2. Then create a PivotTable from the scenario data:

a. Select any cell within the scenario table

b. From the Insert Tab, select PivotTable

FILE HOME Training IMSERT PAGE LAYOUT FORMULAS
C = r [ Shapes - ’
d i O |lag &

. = = Fl"|:|5r"r1arl:||f'lr’c

PivotTablefRecommended Takle  Pictures Online Apps for
PivotTables Pictures @+ >creenshot ™ offjce +
Tables Ilustrations Apps
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C. In the Location box, select any cell on the existing worksheet where you would like to place the PivotTable.

Create PivotTable |2

Choose the data that you want to analyze
(@ Select a table or range
Table/Range: | Projection!SIS7:3K516

() Use an external data source

Choose Connection

Connection name:
Choose where you want the PivotTable report to be placed
) New Worksheet
i@ Existing Worksheet
Location: | Projection!SC517
Choose whether you want to analyze multiple tables
Add this data to the Data Model

| ok || concer |

|

d. Drag Account Name and place it in the Row Labels and Value in the Values area.
PivotTable Field List . M

Choose fields to 234 to [ |

rapoit: ijh =

|7 Scenang o

|« Acoosnt Hams

[ Walue

Drng fields batwaan 2reas below:

W ReporiFiler I Column Lab...

L] FRow Labels E ‘vales

Attt M... ™ Surm of V... *

| Defer Layout Upd.... Lipdate
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3. Insert a slicer:
a. Select any cell on the PivotTable.
b. From the Analyze tab, select Insert Slicer in Excel 2013. If you're using Excel 2010, go to Options and select Insert Slicer.

LAYOUT  FORMULAS  DATA  REVIEW  VIEW  INQUIRE  POWERPNVOT DESIGN

= Group Selection @ =] = D e [i# Clear= [7 Fields, Items, & Sets =
s = e | HE
G Ungroup L § = — L} select - Fr OLAP Tools -
A Insert § Insert Filter Refresh Change Data s
I@] Group Field slicer Miimeline Connections 2 Source ~ i3 Move PivotTable = n Relationships
Group Filter Data Actions Calculations
4. Select the scenario field from the slicer list and click OK.
Insert Slicers M
Scenario
[ Account Hame
[Tvalue
5. Select cell F8 in the financial model.
6. Press “=" and click on the value representing Sales in the PivotTable.

| =GETPIVOTDATA(Value" $1518,"Account Name”,"Sales")

v [+] E I ¥

EEnt

s 120860800|§ 200000000 |§ 3000 000.00 00

5 17589900 | § 200 000.00 | & 300 000.00

] 201172100 | 5 200 000.00 | § 200 000.00

H 20 868.00 | 5 1800 000.00 | § 2500 000.00 [ 5 3 500 00000

5 607800 |5 30000000 | § 300 000.00

H MAT00 (5 B0 000.00 | & 0 000.00

] 5T1 21200 | 5 1 640 000.00 | § 2740 000.00 [ § 3 500 000.00
7. Repeat steps 5 and 6 until you have linked the cells in the financial model to the corresponding values in the PivotTable.
8. Click on the slicer and select Options.
9. Change the number of columns to two.

VIEW INQUIRE POWERPIVOT OPTIONS

) i — T/ ﬁh B Columns: |2 s

O e oy | . =

) ) i 2 [|Height: 063 em |

Bring Send  Selection Align Group Rotate _— -

Forward = Backward =  Pane - ecs Width: (226 cm |
Arrange Buttons
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10. Right click on the slicer and select slicer settings. Then uncheck the display header check box and click OK.

Slicer Settings M
.

Source Name:  Scenario
Mame to use in formulas: Slicer_Scenario

Mame: |5cenarin |

Header
Display header
Caption: |5cenarin |

Item Sorting and Filtering

@ Ascending [&to ) Hide items with no data
(") Descending [Z to A) Visually indicate items with no data
Use Custom Lists when sorting Show jtems with no data last

Show items deleted from the data source

| ok || cance

11. Resize and move the slicer above the financial model.

] C
Advanced Solutions (Pty) Ltd
¥T0 Income Statement

|| BemCare | WonCare

Account Hame

i B e W @ AN DR P

834121200

As can be seen one can quickly switch between the best case and worst case scenarios. This is also another method of creating
scenarios without using the What if analysis option under the data tab.
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How to forecast quickly using trendlines

Forecasting is integral to business success but it can be frustrating when you don’t have the right tools. Fortunately Microsoft® Excel®
gives you the ability to forecast quickly without cracking your head with complex mathematical models using trendlines.

When you have existing data for which you want to forecast a trend, you can create a trendline in a chart. For example, if you have a
chart in Excel that shows sales data for the first few months of the year, you can add a trendline to the chart that shows the general
trend of sales (increasing or decreasing or flat) or that shows the projected trend for months ahead.

Note: Download the workbook to practice this exercise

Applies to: Microsoft Excel 2007, 2010 and 2013

We start by creating a column chart for the data below.

| Sales Forecast Report

Jan $ 35 000.00
Feb $ 35 000.00
Mar $ 40 000.00
Apr $ 38 000.00
May $ 42 000.00
Jun $ 41 000.00
Jul
Aug
Sep
Oct
MNowv
Dec
1. Select a cell within the data range and press F11.
2. Click on the chart tittle and change to “Sales Forecast Report”.
3. To create a linear trendline:
a. Right click on one of the series (blue bars).
b. Select Add Trendline.
C. Select Linear under Trend/Regression Type and type 6 as your forecast period as demonstrated below.
Trendine Optons | | Trendline Options
Line Color Trend/Regression Type
Line Style
Shadow
Glow and Soft Edges

Order:

[¥]

:
i

[[] setIntercept = 0.0
[C] Display Equation on chart
[] pisplay R-squared value on chart 57
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57000000

$60000.00

55000000

54000000

53000000

52000000

51000000

d) Select Close.

Sales Forecast Report

/

ln  Feb  Mar

Apr M=y kn

A S Ot Wov D

— Amount
= Linear [Amount}

A linear trendline has been inserted and can help you to forecast future sales trends.

View course info
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Enjoy greater flexibility in filtering dates with Timelines in Microsoft Excel 2013

To make it easier for you to drill down on data, Microsoft has provided a more flexible way of filtering PivotTables by dates in Microsoft®
Excel® 2013 with the addition of Timelines. Timelines are a visual filter for dates, which make it easy for you to see what date range
has been filtered, plus they add a nice aesthetic to your worksheet. Dates can be analyzed by years, quarters, months and days.
Unfortunately Timelines can only filter PivotTables, they don’t work on standard tables.

In our example we’ve already created the PivotTable. If you would like to learn how to create a PivotTable or learn about other
PivotTable topics, download our free 15 Excel PivotTables and PivotCharts Tips & Tricks eBook.

Note: Download the workbook to practice this exercise.

Applies to: Microsoft® Excel® 2013

1. Open the workbook.

2. To insert a timeline:

a. Click on the PivotTable.

b. Select the Analyze tab and then select Insert Timeline in the Filter section.

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT DESIGH

PivotTable Mame  Active Field: 4= =¥ Group Selection E — i I '“1 @ Cear~

[PivotTablel Product 4’ T " &lungroup e I; P I:'j-' B G select~

e Drill  Drill =3 Insest] Insert Refresh Change Data -

(G options - EQField Settings g 1, = '] Greup Field Slices| Timeline Jonnections - Source= [ Move PivetTable
ProotTable Active Field Group Filter Data Agtions

C. Then check the Date box and select OK.

Insert Timelines

d. The timeline will be inserted.

Date ) 4

All Periods MOMNTHS =
2009

JAN FEB MAR APR MAY JUN JuL
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3. To filter the PivotTable by months, select a month from the timeline.
4. To filter by quarters; select Quarters in the top right hand corner.
5. Then select the quarter you would like to filter by.

Date h ¢

Q1l 2009 QUARTERS -

2009 YEARS
.« o MONTHS

! DAYS

As you can see, the PivotTable in our example has been filtered by Quarter 1.

SalesmanName _~ Product = Sum of InclusivePrice
= B. Nixon 66480.24
Hygenix Almand Toilet 61
Quadrant 900 White Clear Shower Door 26665.74
Serenade Acrylic Cowne Oval 36353486
= Gavin O Connor 19365.18
CE3900 White Clear Comer Entry Shower Door 13558.02
Hygenix Almond Toilet
Rose De Grade 1480.86/
=K. Swartz 57T766.08
CE%00 White Clear Comer Entry Shower Door 13558.02
Moce De Grade 2961.72
Saphire Sink Mixer 1568.02
Serenade Acrylic Cowne Oval 29743.74
Serenade Acryhic Piazza Conversion Bath 9914.58
=P. Cox 22903.74
CE900 White Clear Camer Entry Shower Door \
Serenade Acrylic Cowre Oval 13219.44
jﬂgﬂgn Azini 34909,

The timeline can also be filtered by years and days giving you the ability to analyze data interactively.
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How to rank items quickly without sorting them

This week we’ll show you how to quickly rank items from smallest to largest using a feature that already exists in PivotTables. Let's say
you’re analyzing your products or even expenses and need to rank them from the smallest to the largest value, instead of writing your
own formulas in calculated fields, you can use the Rank Smallest to Largest feature in PivotTables to assign ranks or position without
sorting or list or re-arranging your list.

Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2007, 2010 and 2013

In our example, the PivotTable has been set up with the Product Sales field allocated to the values area twice. In the second column the
other Product Sales field has been renamed Rank.

'Row Labels _~ Product5ales Rank _
Alice Mutton 3744 3744
Boston Crab Meat 320.46 32046
Chai 360 360
Chang 152 152
Chartreuse verte 86.4 86.4
Chef Anton's Cajun Seasoning 22528 22528
Chocolade 137.7 1377
Filo Mix 756 75.6
Flatemysost 4988 4988
Geitost 64 64
Gnocchi di nonna Alice 608 608
Gorgonzola Telino 167 167
Gravad lax 208 208
Guarana Fantastica 64.8 64.8
Gudbrandsdalsost 979.2 9792
Gula Malacca 22397 22397
Gumbar Gummibarchen 821.7 821.7
Gustafs Knackebrod 2016 201.6
1. Right click on one of the values in the Rank column and select as below.
2. Select Show Values As, and then Rank Smallest to Largest.

MNumber Format...

|
(2] Refresh [B Mo Calculation

% of Grand Total
Sort L
% of Column Total
X Remoye "Rank % of Row Total
Summarize Values By * % Of...
Show Values As k % of Parent Row Total
#Z  Show Details % of Parent Column Total
@y value Field Settings... % of Pargnt Total...
PivotTable Options... bt b oo
E'”Q] Hide Field List % Difference From...
| I ! Running Total In...
248
136 %% Running Total In... |
1396.8 [ ' o

Rank | arnact tn Smallact |
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3. Select OK.

The items will be quickly ranked without sorting or re-arranging the list. The same approach can be used to rank other items like

expenses.

Row Labels '~ | ProductSales Rank
Alice Mutton ar4.4 31
Boston Crab Meat 320 46 26
Chai 360 29
Chang 152 13
Chartreuse verte 86.4 T
Chef Anton's Cajun Seasoning 22528 22
Chocolade 137.7 11
Filo Mix T5.6 5
Fletemysost 498.8 36
Geitost 64 2
Gnocchi di nonna Alice 608 40
Gorgonzola Telino 167 15
Gravad lax 208 19
Guarana Fantastica 648 3
Gudbrandsdalsost 979.2 47
Gula Malacca 22397 21
Gumbar Gummibarchen 8217 45
| Gustafs Knackebrad 2016 18
Ikura vz 28
Inlagd Sill 634 4
Ipoh Coffee 6624 43
Kaonbu 13.44 1
Lakkalikadari G37.92 42
Longlife Tofu 248 24
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How to create custom PivotTable Groups

The PivotTable grouping option in Microsoft® Excel® allows you to see summaries of data by grouping it together so that less detail
is shown. Grouping can be done automatically on date fields and the data summarised by days, months, quarters or years. However,
you can also create your own custom groups. For instance, you can group your expenses by reporting categories, which is what we’ll
demonstrate in this tip.

Note: Download the workbook to practice this exercise

Applies to: Microsoft Excel 2007, 2010 and 2013

The example PivotTable has been populated with expenses and amounts.

3 Expenses | b |A.mount
4 Accounting Fees $3 000.00
5 Advertising & Promotions $3 500.00
& Cleaning $1 000.00
7 Computer Expenses S700.00
8 Courier & Postage $250.00
9 Donations $3 000.00
10 Electricity & Water $3 000.00
11 Entertainment Expenses $2 000.00
12 General Expenses $3 000.00
Elnsurance 51 000.00
14 Motor Vehicle Expenses $1 400.00
15 Printing & Stationery $1 250.00
16 Rent Paid $3 500.00
17 Repairs & Maintenance $1 500.00
18 Salaries & Wages $3 500.00
19 |Staff Training $2 000.00
20 Staff welfare $1 500.00
21 Telephone & Fax 55 000.00
22 Travel & Accommeodation $2 500.00
23 Grand Total 442 600.00

To create the grouping for Admin expenses:
1. Select all the expenses related to admin.

2. Right click on one of the selected expenses.
3. Select Group.
4. Select the cell in the PivotTable now named Group 1 and rename it to Admin in the formula bar.
T Expenses2 |Z| Expenses |Z| Amount
4 | = Admin
5 laccou nting Fees $3 000.00
6 | Advertising & Promotions  $3 500.00
7 Cleaning $1000.00
8 | Donations 53 000.00
(9| General Expenses $3 000.00
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5. Repeat step 2 for all subsequent grouping levels to be created.
6. To remove the grouping, right click on the group name and select Ungroup.
|EIAdmi - !
1 lqa Lopy ing Fees $3 000.00
& Eormat Cells.. sing & Promotions 53 500.00
[#] Refresh g $1 000.00
sort ., ns 53 000.00
Filter , |Expenses $3 000.00
=Comp
Subtotal "Expenses2” er Expenses S?O0.00
= Couri Expand/Collapse 3
@  Group.. & Postage $250.00
=IElectr [T
tv & Water $3 000.00

The PivotTable will thus be set up with the different grouping levels summarising the data.

Enjoyed this e-book?

You'd also enjoy ou
e-books and handy
available for you to di
free.

View all Excel e-books a

64


https://www.sageintelligence.com/subscribe/xl/

PivotTables & PivotCharts 03

How to install the PowerPivot add-in in Microsoft Excel 2010 and 2013

In this tip, we'll look at how to install the PowerPivot add-in which is available for free in Microsoft® Excel® 2010 and 2013.
PowerPivot enables you to process immense volumes of data that cannot be efficiently handled by PivotTables. Furthermore
PowerPivot easily integrates with data from multiple sources and is flexible in handling data from Microsoft® SharePoint® and

Microsoft® SQL Server®.

Applies to: Microsoft Excel 2010 and 2013.

1. Establish if your computer meets the applicable system requirements. The requirements for Microsoft® Excel® 2010 are:
° Windows XP with Service Pack 3, Windows Vista with Service Pack 2, Windows 7, or Windows Server 2008 or higher

° .NET Framework 3.5 SP1 may be required if you are not running Windows 7

° Excel 2010

° 3.5 gigabytes of free hard disk space

o 1 gigabyte of RAM (2 gigabytes or more is recommended)

o 500 MHz processor or higher

2. The PowerPivot installation must correspond to your Microsoft Excel 2010 installation. That is 32 or 64 bit installation.

3. Click on the link below from Microsoft to download the PowerPivot add-on.

Download PowerPivot for Microsoft Excel 2010

4. Click on Download.
5. Choose the files to download and select Next.
-
Choose the download you want
Filg Mare Sirw
Download Summary:
103 Raadhie_Powdrrot hom 12 KB
1 IR Power Pt for_Eacel_xbg mp
A0EI s PowirPrvot_od Esce_amasdma 1300 w2
! 10 oAE PowerPvol_tor_ Esoel_dfurd SE.5 ME
Total Sice: 985 MB
6. Select Run, and then Next.

Open File - Security Warning M

Do you want to run this file?

L] Name: ..\Downloads\PowerPivot for Excel amdé4 (1].msi
I ’:E Publisher: Microsoft Corporation

Type: Windows Installer Package

From: C\Users\edwin.chuza\Downloads\PowerPivot_f...

I .

[¥] Aways ask before opening this file

i = While files from the Intemet can be useful, this file type can
potentially harm your computer. Only run software from publishers
you trust. What '= the risk?
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) PonerPivot for Bxcel Setup L e S

‘ Welcome to the Installation Wizard for
PowerPivot for Excel

Setup helps you install, modify or remove PowerPivot for Excel.
To continue, dick Next.

WARNIMNG: This program is protected by copyright law and
international treaties.

< Back |I Next = I Cancel

7. Click on “l accept the terms in the license agreement” and then click Next.
ﬂ PowerPivot for Excel Setup u
L —
License Agreement
Flease read the folowing license agreement carefully,
| |
MICROSOFT SOFTWARE LICENSE TERMS é

MICROSOFT SQL SERVER POWERPIVOT FOR MICROSOFT EXCEL

These license terms are an agreement between Microsoft Corporation (or
based on where you live, one of its affiliates) and you. Please read them.
They apply to the software named above, which includes the media on which
you received it, if any. The terms also apply to any Microsoft

» updates,

F' 1 accept the terms in the license agreementl

() I do not accept the terms in the license agreement

[ < Back | | Next > | Cancel

8. Select Next, then Install, and Finish.

5 PowerPivot for Excel Setup s ai i s S u

e ——  —

Completing the PowerPivot for Excel
installation

Setup has installed PowerPivot for Excel successfully. Click
Finish to exit.

Cancel |

< Back | | Finish 1
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9. Open Microsoft Excel 2010. You will notice that after installation, a PowerPivot has been created.

Review View Add-Ins

Home Insert Page Layout Formulas
A

B B3 XR E % B B E

owerPivot Hew Delete Measure | PivotTable Create  Update Settings Field
Window | Measure Measure Seftings Linked Table  All List
! g i

nch Meas“res Report

If you are using Microsoft Excel 2013 you will have to activate instead of install the PowerPivot add-on.

NOTE: PowerPivot is only available for Office Professional Plus and Office 365 Professional Plus editions. To activate PowerPivot in

Excel 2013:

a. Select File, Options, Add-Ins, COM Add-ins, and Go...

Bl Options ~_ dik B B 0 W [t '.--l—:Lm

G I ; i i
eners [3. View and manage Microsoft Office Add-ins.

Formulas
Preafing Add-ins
e Name « Location | Type =
Language Active Application Add-ins

Inquire Ch fice\ Officel S\DCP\NativeShimudll - COM Add-in L
Advanced Micraseft Office PowerPivet for Exeel 2013 C\om\PewePivetExeelClienthddlndll  COM Add-in 3
Cusbornize Ribbon PLORILL.Connect Ciun Files\BIComponents\PLDRILL Al COM Add-in

Power View Ch.in\AdHocReportingExcelClient.dll  COM Add-in

Quick Access Toolbar

] Inactive Application Add-ins
Anatysis ToolPak CASiLibrany\Anslyss\ANALYSIZ XL Excel Add-in

Trust Center Analysis ToolPak - VBA Chibran/\ Analysi\ ATPVBAEN XLAM  Excel Add-in
Bl Generstor ChoantAlchemeWizard vitalvstolocal  COM Add-in -
Add-in: Trguiire

Publisher: Micrasoft Corporation
Compatibality:  Ne compatibility infermation available
Lecation: C\Pregram Files (x36)\Microseft Office’\Officel S\DCF MativeShirn.dil

Description: NativeShirm Inquire Addins used by SpreadsheetiQ).

b. Then select Microsoft Office PowerPivot for Excel 2013 and OK.

COM Add-Ins T

Add-Ins available:

D BI Generator
HAl Tn e

h i

Location: CAPROGRA~\MICROS~11Officel S\DCPANATIVE~1.DLL
Load Behavior: Load at Startup

W A

After activating it, a PowerPivot tab will have been created and will show up on your menu.

“ HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  INQUIRE

@ WEhw=— BE 4 ¢

IBEI;\l.ligﬂ. Horizontally
Manage  Caleulated KPIs Addte Update Detect Settings
Fields - - Data Model Al
Data Model Calculations Shicer Allgnment Tables Relationships
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How to set up a PivotTable using the PowerPivot add-on module

In the previous tip we showed you how to install the PowerPivot add-on module in Microsoft® Excel® 2010 and 2013 and how you
can use it to process immense volumes of data that cannot be efficiently handled by PivotTables. In this tip we want to show you how
to set up a PivotTable using PowerPivot to enable you to analyze large volumes of sales data efficiently. We will use a Product Sales by

category report as our example.
Note: Download the workbook to practice this exercise

Applies to: Microsoft Excel 2010 and 2013

The data below will be used to create a PivotTable using PowerPivot.

[l A B [ D E F G H | I | 1
1
Sales Person
2 Date Doc No Product Category Product ID Product Name Qty MName Unit Unit Price Total Sale
3| 2013/03/01 INV115525 BEVERAGES BOHEDL Bohemian Grapey Tea 4 FRED BOX 5 143,80 5 5%9.0
4 20130302 INVI15445  BEVERAGES BOHEOL Bohemian Grapey Tea 3 DAVE BOX 5 14380 § 449.40
5 | 2013/03/02 INV115446 BEVERAGES CRYS02 Crystal Puddle Grape Juice 3 FRED LT & 52257 § 1567.70
6 2013/03/03 INV115454 CEREALS BIGMO3 Big Max Health Bran 3 DAVE BOX § 719 5 22258
7 2013/03/03 INVI15450 BEVERAGES BOHEML Bohemian Grapey Tea 3 FRED BOX $ 173203 § 519.08
8 2013/03/03 INV115453  OTHER DCs001 DCS Samoosas 3 DAVE BOX 5 34355 5 1030.65
9 2013/03/03 INV115445 OTHER ROMADL Ronalds Dried Basil 4 DAVE PKT 5 17147 5 685.88
10 2013/03/03 INV115456 ALCOMOL YARDO4. Yardville Sherry 5 FRED IT § 28168 % 140839
11 2013/03/04 INVI15466 BEVERAGES CRYS03 Crystal Puddie Ranberry Juice 3 FRED LT $ 18000 § 540.00
12 20013/03/07 INVI15476  CEREALS HANKDS Hankles Mueseli 4 FRED BOX 5  147.27 § 589.08
13 2013/03/07 INV115477  OTHER PADDOZ Paddys Rock Pepper 3 FRED BTL 5 160.04 5 450.12
14| 2013/03/07 INV115471 ALCOMOL REDBOG Redbarg Tequila 4 FRED IT § 14547 % 58588
1. Select the PowerPivot tab, and Create Linked Table in the Excel Data group, and them select OK.
Mme Insert Page Layout Formulas Data Review View
™ == a8 —] —
== 8] =] — =
iE i x s 1% | a u 5]
PowerPivot Mew  Delete Measure | PivotTable pdate Settings Field
Window | Measure Measure Settings : All List
Launch Measures Report Excel Data Options | Show/Hide | Relationship
Create R )
Ci Table

[] My table has headers

2. Select the Home tab and PivotTable.
M Design | Linked Table
B F W 23
. (£ Paste Replace H =
Paste . Fram From From Asuré Refresh
4 Copy Database = Report DataMarket -

Clipboard Get External Data

Data Type : Date - 4| sort Oldest to Newest | |

Format: 20090402 = | % | Sort Newsst to Oidest i
st | Clear All

$-% * S5 % | 3o QearSort Filters

Sort and Filter

PivotTable 1 |

2013/03/01 12:00:00 AM
PY-"TRI8) Doc N B Product Category B3| Product 1D
[2013/0... |INV115525 BEVERAGES BOHEDL
. INV115445 BEVERAGES BOHEDL
. INV115436 BEVERAGES CRYS02
INV115454 CEREALS BIGMO3
INV115450 BEVERAGES BOHEOL

B 2013/0...
B z013/0...

ProtChart

Chart and Table (Horizontal)
Chart and Table [Vertical)
Two Charts (Horizontal)
Two Charts [Vertical)

Four Chams

Flattened PivotTable 68
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3. A Create PivotTable screen will pop up. To place the PivotTable on a new worksheet, select New Worksheet and OK.

Create PivotTable - (2 ||

@ Mew Worksheet

() Existing Workshest

| Location: |'Raw Data'!$C55 ﬁ
- o
I — S
-
4 Using the field list placed on the right hand side of the worksheet arrange the fields into the different areas of the PivotTable.
N ] '3 [ [ 3 G H ] ] ] L ] L o [ 0 | Powestiot Fuid Lak -
] g faidy bn add iz o
i |
] - T
: [roctatser ] e
5 [T
8 Tiarm ion tha PrecdTatde Fasld [ .
? List b weark with the maﬁ
2 PregaTabie i)
3 Saien Pemon Rame
10 it
1n Lmiy P
12 E | Tdal bale
n : {
a : |
1% i8] Seen Vetcd ) Seom Ao
1%
17
= W Eapod P 3 Coleme Labal
1%
il
5. Place the fields as follows:
° Product Category, Product Name (Rows labels area)
° Total Sale (Values area)
° Sales Persons Name (Slicers Horizontal)
PowerPivot Field List -
Choosefields to add to report:
] |5p-.m:ﬁ
=l [Tablel
[ Date
[ DecNo
| & lwl Product Category
[ ] Product ID
v Product Name
[] ary
v Sales Person Name
| 4 [ Unit
[ Unit Price
|wl Total Sale

18] Slicers vertical i Slicers Horizon
Sales Person Ma..

“& Report Filter [ column Labels

1] rRow Labels = wvalues

Froduct Category ™ Surm of Total Saled
Product Mame ™
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6. The PivotTable will be displayed.

r

Sales Person Name W

| DAVE | FRED || TOM

Row Labels |~ Sum of Total Sale
=IALCOHOL 191783.3871
Captain Vital Signs Cane 632.4387097
Captain Vital Signs Rum 2409.929032
Mexi Cactus Drops 34867.741%94
Redberg Brandy 615.6580645
Redberg Cane 32852.89032
Redberg Cider 3123.870968
Redberg Tequila 10711.69032
Redberg Vodka 93693.83226
Ricky Liguors - Brandy 2945.419355
Ricky Liguors - Vodka 659.8193548
Ricky Liguors - Whisky 4633.548387
Yardville Health Ale 1589.032258
Yardville Lager 200.7741935
Yardville Sherry 2816.741935
=/ BEVERAGES 176009.9097

The PivotTable displays the Product Sales by category. Slicers, which are used to easily filter components are part of the PivotTable field
list and are automatically added to the PivotTable. By clicking on a Sales Person, say Dave, you are able to filter on the transactions or
sales made by Dave.
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How to calculate Sales Tax/Vat using PowerPivot Measures

In the previous tip we showed you how to set up a PivotTable using PowerPivot. In keeping to the same theme as the previous tip, we'll
show you how we’ll show you how you can easily calculate Sales Tax/Vat using the Measures feature in the PowerPivot tab. If you're an
accountant you may want to analyze the Sales Tax/Vat that will be paid on the products you've sold, luckily the Measures feature in the
PowerPivot tab enables you to create formulas in your PivotTable. We'll show you how in the steps below.

Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2010 and 2013

1. Open the example exercise workbook, where a PivotTable is set up.
Row Labels |~ Sum of Total Sale
=IALCOHOL 191783.39
Captain Vital Signs Cane 632.44
Captain Vital Signs Rum 2409.93
Mexi Cactus Drops 34867.74
Redberg Brandy 615.66
Redberg Cane 32882.89
Redberg Cider 3123.87
Redberg Tequila 10711.69
Redberg Vodka 93693.83
Ricky Liguors - Brandy 2945.42
Ricky Liguors - Vodka 659.82
Ricky Liguors - Whisky 4633.55
Yardville Health Ale 1585.03
Yardville Lager 200.77
Yardville Sherry 2816.74
=IBEVERAGES 176009.91
2. Select any cell within the PivotTable.
3. Select the PowerPivot tab and then New Measures under the Measures group. Refer to the screen shot below.

n Home Insert Page Layout Formulas Data Review View Developer Add-Ins
. = R o] r b ™t -
A EI LSRR

PowerPivot Hew J Delete Measure  PivotTable Create  Update | Settings
Window J§ Measurefdeasure Settings - Linked Table Al

Launch S| cyres Report Excel Data Options | Show/Hide P:;:Intionship

In the Measure settings screen:
. Rename the custom name to Sales Tax.
b. Enter the formula: =[ Sum of Total Sale]*14/100
i. Press the left square bracket key.
ii. Select Sum of Total Sale from the drop down list.

{ [Eium of Total Sale]
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. Then enter *14/100

c. Click on Check formula, to ensure that the formula is correct.
Measure Settings M
Table name: Table1 -

Measure Name (All PivotTables):  Measure 1

Custom Name (This PivotTable):
Formula: Check formula

| =[Sum of Total Sale]™14/100 |

® No emors in formula. -

0K | | Cancel

5. Select OK.

The PivotTable with a calculated field (Sales Tax) will be displayed. The percentage rate for Sales Tax will vary for each country, we used
14% for illustration purposes. Measures can also be used to create advanced functions on PowerPivot.

Row Labels E|Sum of Total Sale Sales Tax

= ALCOHOL 191783.20 26849.67
Captain Vital Signs Cane 632.44 88.54
Captain Vital Signs Rum 2409.93 337.39
Mexi Cactus Drops 34867.74 488148
Redberg Brandy 515.66 B6.19
Redberg Cane 32882.85 4603.80
Redberg Cider 3123.87 437.34
Redberg Tequila 10711.65 1499.64
Redberg Vodka 93693.83 13117.14
Ricky Liguors - Brandy 2945.42 412.36
Ricky Liguors - vodka 659.82 92.37
Ricky Liguors - Whisky 4633.55 548.70
Yardville Health Ale 1589.03 222.46
Yardville Lager 200.77 28.11
Yardville Sherry 2816.74 394.34
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How to set up custom subtotals in a PivotTable

PivotTables are a very useful tool for business reporting especially when you have a lot of data to report on. PivotTables help you quickly
summarize, analyze, explore, and present large volumes of data. Did you know that you can summarize or analyze your data with more
than one subtotal? To demonstrate this, we show you how to summarize expenses by using the Sum and Average functions.

Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2010 and 2013

1. Open the example exercise workbook, where a PivotTable is set up.
] A | B C

1 Category |~ | Description [v | Amount
2 = Communication Cost
3 Cell Phones 15529.33
4 Courier and Postage 7411.57
5 Telephone and Fax 78267.84
6 =Fees & Levies
7 Accounting Fees 3500
8 Consulting Fees 1991.21
9 Legal Fees 5923.04
10 | ILevies 5456.2
11 Skills Levies 3395.84
12 =/Finance Charges & Fines
13 Finance Charges 1000
14 Fines 199806.74

15 =General Expenses

Right click on one of the categories within the PivotTable, for instance General Expenses.
Select Field Settings from the list.

Select Custom under Subtotals and Filters.

From the functions list, select Sum and Average.

Click OK.

Field Scttings [

Source Mame: Category

o oA W

Custom Mame: |Catvag|::ur3-I |

Subtotals & Filters | Layout & Print

Subtotals

() Automatic

() Mone

—
@ Custom
Select one or more functions:

-
Count
E



http://www.sagedl.com/sage-email/PDFs/How%20to%20setup%20custom%20subtotals.xlsx

PivotTables & PivotCharts

The expenses will be analyzed by the Sum and Average functions. Thus you can see the total and average expenses under one

subtotal.
A B C

10 Consulting Fees 1591.21
11 Legal Fees 5923.04

12| Levies 5456.2
13 Skills Levies 3395.84
14 Fees & Levies Sum 20266.29
15 Fees & Levies Average 4053.258
16 | ='Finance Charges & Fines
17 Finance Charges 1000
18 Fines 199306.74
15 Finance Charges & Fines Sum 200806.74
20 Finance Charges & Fines Average 100403.37
21 = General Expenses
22 Donations 1716.18
23 Entertainment Expenses 10927.56
24 General Expenses 2046.67
25 Gifts 151.84
26 Insurance 55782.59
27 General Expenses Sum 70624.84
28 General Expenses Average 14124.968

Learn 13 time saving Financial
Functions with this quick

Microsoft® Excel® Reference Guide!

Download Now
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How to set the Sum function as the default in a PivotTable

Sometimes when working with PivotTables, the Count function is set as the default instead of the Sum function. This can be frustrating
as you have to set each column value to Sum.

The problem is caused by having blank cells in the PivotTable source data and as a result the values default to count. In order to rectify
the problem you have to replace the blank cells with zero values. Follow the instructions below to see how:

Applies to: Microsoft Excel 2010 and 2013

1. To replace the blank cells with zero values in the example workbook.
a. Click on one of the values in the source worksheet.
b. Press F5.
c. Click Special.
GoTo L2 [
Go to:
Reference:
| |
o ) e |
d. Select Blanks and then select OK.

Field Settings [ 2 [

Source Mame: Category

Custom MName: |Ca1:egur5-I |

Subtotals & Filters | Layout & Print

Subtotals

() Automatic

() None

F!} Custom

Select one or more functions:

-
Count
E

Maix

Product 4

Include new items in manual filter

.
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Enter 0 in one of the blank cells.
Press CTRL + Enter.

F | G | H |
Quantity Unit Price Product Sales
60 7 432
21 14 248
40 1" 426
2 15 26
5 15 64
10 14 144
15 29 432
[0 17 504
0 14 346
20 0 146
35 10 364
50 211 10540
4 7 25
20 12 216
2 25 50
14 0 140
10 19 144

To create a PivotTable with the Sum as the default.
Select any cell within the source worksheet.

Click on the Insert tab.

haa

Tables

Picture

Home Page Layout Formulas

HD® o
Bk = [+
Clip Shapes SmartArt Screenshot
Art 7 i

Hllustrations

N Click OK.

Drag fields between areas below:

Select PivotTable.

“W Report Filter

Move the Product Name field to the rows area.
Move the Product Sales field to the values area.

T Column Labels

1] Row Labels

Product Mame =

Z  Values

Sum of Produ... =
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3 |Row Labels Iv!Eium of Product Sales
4 Alice Mutton 11537.06
5 Aniseed Syrup 2803.13
6 Boston Crab Meat 6622
7 |Camembert Pierrot 1308816
8 Carnarvon Tigers 3413.64
9 |Chai 1004202
10 Chang TBET.T5
11 |Chartreuse verte 646327
12 Chef Anton's Cajun Seasoning 9043.2
13 Chef Anton's Gumbo Mix 250
14 Chocolade 411532
15 Cote de Blaye 6499 9
16 |Escargots de Bourgogne 221414
17 Filo Mix 1360694
18 Fletemysost 8411.61
19 Geitost 19623.7
20 | Genen Shouyu 319221
21 | Gnocchi di nonna Alice 1334624
22 Gorgonzola Teling 8208.91
23 Grandma's Boysenberry Spread 1262
24 Gravad lax 1264
25 Guarana Fantastica 773561
26 Gudbrandsdalsost 10549 657
27 Gula Malacca 776231
28 Gumbar Gummibarchen 15903.96
29 Gustafs Knackebrid 6631.9

A PivotTable with the Sum function as the default will be created. However if a PivotTable was set up with blank cells in the source data
the default for Products Sales would have been count instead of Sum.
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Keyboard Shortcuts

How to scroll across a screen in a quicker and more controlled way
Increase and decrease decimal amounts quickly without using your mouse
Search for and delete rows with duplicate data in two easy steps

How to delete a worksheet quicker using keyboard shortcuts

How to expand and collapse grouped columns using keyboard shortcuts
How to quickly format cells using keyboard shortcuts

How to quickly add borders to cells using keyboard shortcuts

How to add multiple styles of borders in cells using keyboard shortcuts
How to hide rows and columns without using a mouse
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How to scroll across a screen in a quicker and more controlled way

If you have data in your Microsoft® Excel® worksheet that spans across a lot of columns, you won'’t see all of your data on your
screen. To view different columns, you need to scroll from one side of the sheet to the other. Most people would use the scroll bar, but
there’s a quicker and more controlled way to scroll using keyboard shortcuts.

Applies to: Microsoft Excel 2007, 2010 and 2013

The ‘Page Up’ and ‘Page Down’ buttons on your keyboard allow you to move up and down your worksheet in a controlled manner.
But, you can also use them to move across a sheet.

1. Open your workbook. Note that, in this screenshot, column E is not fully visible.
Bl B Tt Dt s - Wormasht sl - ® @
--- oA Pegeieped  Pemgiem Deis Beerw Vew  Geeveps SAkie Biles aiedn
™ e = - " L | e | -

g“' B e A EEWEE - 9w w9 w—-hwn!' E B i"E.r.Ea.

o =Y bemamegr mbe e Hliemn | G e deen
Copad i 1 ssgrmr % e 1 - i [
| a5 - [= K pe =l
L& & B 1 c (1] E =
_g_| E Saias Parson ‘Catepovy Aiume Froduct Nams Dt =
2 EsslCossl  Anderson P Cordgrians. Wiy Jaruary O, X

3 Bl Cossl  Johason A e Carinali, Chrane i e Pecfwds Aol Jasuary O N

4 Cail Coml  Petens K Tirgarn Carnah Terntnid Jaruary 03, M

5 EssiCossi Bonders P Conforions. [ ] Sy 00, N

& Eadl Coasl Mo L Craad/Caraali Sargyaesiian Heokdoon Frasd Was Jasuary 0, M

T EsstCossl Len T o Biprtan Crnly Ligat Janamry OT, 2

B |Easl Cossl  Parics M Basibooes Inkegs Gl iy OF, M

§ Eail Coasl  Aadanon P [ (=21 Jasuary OF, N
|80 Essi Cossi  Johason A Dy Produtts Gt soaoat Jasiiry 0T, M

11 Eaal Cosl  Patars K Dary Presushy (s Ciate sy Jasuary 0T,
|12 Easl Cossl  Bondens P L Cha Jasuary 14, A

13 Eaal Cossl L G bans, Tt Lo 5t Bty Janiary 10, M
4 Eail Cosil  Lawn. T Coaratarauty Exiguaal Franduner giine Sofs Jacuary 16, M
A5 Esal Cossl  Pare W Barsetiges Clde o Blry Jaraary 16, X
98 Eail Coaal  Andaron. P Corfbeton Tt Chessolaty Bricuts Jasuary F1. M
IT Essl Cossl  Johmson A i tond R January 21, N
48 Esai Cossl  Palers. K Carfarians. Gk e e Jasiiary 72, M

0 Est Coant  Bongers, P Dary Progisch Corgonscia Tolns Jasuary 33, M
20 Essl Cossl  Mawsos L bt Py Phlisd ¢ hanoes Sanary T, M
M Eal Cossl L T Aot i Co i, Cormre P th v Ades Jasiuary 30, M
22 Casl Cossl  Paris W ket Prosuliry Toarbire Janamry 3, N
LELIE ] e ——— e 1] I
=N [T A4 |
2. Press ‘ALT’ + ‘Page Down’.

il g [T S rE—— - W n
BEE -~ » hoiwes fewin Ges S e Dewwes A B Qo@D
ﬂ;.‘“‘ B AL T P pp— - KOG Tl ;_-gr,n.
ey R E- A B EE R W WS e e o o e
[T rom . ] . the . e tim P

| it -8 & D -
=1 i T F G [ I 3 K L u N ':l
i [Baw  Owansty ik Price Produce Sas Ei
2 January O, 2094 [] P 02

3 Jasiiary 01, 2094 M 14 248

4 January 02, 2004 4 1 Ll

5 danisany 00, 2074 Ed 15 ol

L] January 0, 2014 ) 15 L]

T Juniiary OT, 2094 i 14 144

L] ey OF, 2004 L] Ee 2

g Janiany 0T, H034 17 =4

mn Jwnuary OF, 2004 14 G

i1 Janiiary OT, 2094 z 148

12 January 14, H14 » L] k]

i3 Juniary 10, 2054 & o4 154

M Jesuany 16, M04 4 ¥ Fo]

15 Janiany 16, 2094 z 12 216

M Jesuany 31, 2004 Ed ] 0

ir Junuary 21, 2094 H kL

W Jesusry 32 M0 1 19 144

19 Jonuary F3, 2094 3 3 a1z

M Jdesuary 24, M4 4 L]

il Junuary M, 2094 (r3 17

2 Jeeuary 31, 200 " " wa 4
75 ¢ m T e pata 2 s Ml [ i
Mesly | T | SO e |

The window will scroll to the right, moving to allow the next complete column of data (column E in this instance) to be fully visible.
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3. Press ‘ALT’ + ‘Page Up’.

B Do Dt e - Mo Rl

Bl - | et i e i e Ve

M e ® o4y o - —
“ o [EEn- YNl (Rl N O
& L

B LH 1] E -
1 Eabns Parson Catapsvy Mime Freuet Nasss _Bata
2 st Cossl  Anderson. Cpréctans. Wanisio) January 01, 2
3 Emai Cossd  Joheson A Gt nere Cintinal, Chtwrnz £ che ol il Jasvary O X
4 |Gant Cossl  Peters K (g Carinsh Trwibnizel Sacuacy 52, N
5 EsslCossl Bonders. P Conder bas. Padiows Janiary 03, N
8 Eail Costl  MNawios L Cor el Cind i Sarezapedian Hokhoon Fraxd e Jasuary &8 M
T EstCossl Lsan. T s B oo sty Lisat Janyary O 24
B Esi Cossd Para W Sanaboun? ke S Jasviary OT N
| Gat Cosl  Andenion, P [hapvic e Cohim Sacuacy BT, N
§0 Essd Cossi  Johoson A Dyt Priiscts Casforardsoason January OF, X
11 Eaid Coasl  Pateis K Dasy Produch Ceniriss Cinder ihird Jasuary OF X
12 Essd Copsl  Bonoens. P Lt oy (=] January 4, 2
13 Eani Cossl  Mewsos L Canriint b, Toaabwon Ciutu oy Bt ool Jasviary 10, N
M Eait Cossl  Lawn, T Coruremty Chiganal Franiduner grne Sole Sacuacy 1, N
5 Essd Cossi  Parka M B mies. Chile o By January 10, X
¥ Eai Comil  Anderion P Cnriint buwei. Tontrree Chosokab el Jasuary M X
07 Essd Cossl  Johnson A s B R Mo January I, 2
18 Eani Cossl  Pelers K Canriint huiwss. Chavbsdi’ Closverelin’ £ o Jasvary X3 M
18 Eant Soasl  Borens. P Caary Proghucts Ciorgonsol Tolng Sacuacy 33, N
0 Esst Cossl  Mawson L bt Frosuliny P e January 24, M
H Bl Coasl Lawn T ot el Conv i, [ MR T Jasuary 30 N
22 Lasl Cossl  Paria W kgt Posliry Tourtdrg January 32
) e o, g e P P— N =
(mas | 7] C=-FI-

The window will then scroll back to the left, using the same principle.
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Increase and decrease decimal amounts quickly without using your mouse

To make a number easy to read, or to make it a ‘round’ number you can format it to only show a certain number of decimal places
regardless of how many are actually in the cell. Instead of having to use your mouse to format the cell in a number of steps, you can do
it quicker using keyboard shortcuts.

Note: Download the workbook to practice this exercise

Applies to: Microsoft Excel 2010 and 2013

1. Open the demonstration workbook. You will note that the Product Sales price is a formula that multiplies the Quantity amount
by the Unit Price.

[T Do Dt + Donimah Shertiutish « Meeossioh Entel
- R EEn Fibigh Ly LE Ll Ml Fifviadan VieE DR A Al P4 B TEs
E;_ O IR L 3 I_:.’-.I.. _I ‘:F' J_I
| e y (W00 it - R EENER G .o of
| Chplpaad T fgm BEGEEEATS Fira®rads e A
NLOGKLP = * W of | sDI"E2
r A B G D E_| F i [
1 Sais Person Produet Name Diate Uil Price  Produet Sakes

—

==

Anderson P Manksku oaotof] 6 | sosee | =peEd |
| & Johnson A Gratchil G nodna Alse ooy 21 148355 307
| 4 Polers. K Tunnbrod o0& 11 4076 *
| 5 Bonders, P Parvona ] -
| B Mewson. L Sangaporean Hokkien Fred & 080103 5 153910 4
| 7 Lown, T Baston Crab Moat DADIOT 1 148801 15
| B Perks K Inkagd Sl 0A01aT 15 2900040 435
| 8 Anderson. P Ghai caiar 177454 o
|10 Johson A Gudbrandsdalsost 08107 14 6690 0
| 11 Pelers. K Chmirsaty Calirakes pam1ar 2 0.0447 1]
|12 Bonders P Chal DAOI 35 18264 64
|13 Mewson L Testima Chocolais Biscus  0BD1M6 5 218728 109
| 14 Lewn. T Origineal Frankfuner grine Sc 0AT1M16 4 7 8822 3
|15 Parks M Cita o Blaye GUOIIE 2 125443 2
| 16 Anderson P Teabrsd Chocolabs Biscufs 080121 2 257598 52
| 1T  Johmson. A Fooid Kanar o121 14 033Ir 4

The Unit Price amount extends, in some instances, to four decimal places.

2. Select column F.
I_EFH-"'I‘":" A |w B [inta = Becenahs Thertruts s = dberosolt Excol
_ Hamsr [T ] Wiz Lipteat i protin Dt Hevrw s =T FEER i Fash
| = & s ok | I 1 n — Mo » nfmrmm' =i
"'j -+ _“__ Ll Pk _-_- » - B - % 0 G roomat s tabie v I Dretn
IPI:I! o '-lf:ﬂ‘ Zeib-A- EEE e Q- . B oo S - B rormn
T o . — e - S
| FI = (= £ | Product sates
- b c o] t JEEEEEN ©
| 1 | Sales Person Product Name Dwfe Gy Lkt Price | Product Sales
| 2 |Anderson P Maniaku 0RO 48
| 3 |Johrson A Gnocchi di nonna Alce 080V 21 14 6355 307
[ 4 |Potars. K Tunribred DEOITE 4 114076 6
| 5 |Bondars. P Pandovn OB 2 148398 30
| B |Mewson, L Smgaponisan Hokdosn Freed h 0B'0103 5 153910 T
= OROIOT 1 148801 15
oEOVOT 15 F00140 435
ogoor 17,7454 o
og0ar 14 6650 L]
oEOeT 2 Dosar L]
DEDIE 3G 1 4
| 13 |Mewson, L Toatime Chocolate Biscuts  0B0118 5 218728 L]
1_|4_'Lh|ri T Origmal Framkfufter grone S 080118 4 78502 k|
| 15 |Parks, M Cibe de Blayo ogEoae 2 125443 25
| 16 |Andersan P Teabme Chocolale Biscuss  OBO1Z1 2 257508 52
[ 17 Johnson. & Fiod Kewar 080121 14 03137 4
| 18 | Pesars. K Gurmibar Gusmmaban: hen 0Bz 1 194355 19 81
| 18 Boncers. P Goegonzola Telino [0V e R T A 12
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3. Press the ‘ALT’ key. You will now see letters appearing along each tab on the Ribbon.
Ell C] Demo Dats - Decimals Shacuts.sin - Microsoht Excel
'irl B Tap
H@‘ uﬁt it - A JI @-.“- -ta'w_ l'- N;B' Htmﬁ:@.ﬂ!!mmdh!'h ""“]n:el‘l'
By~ B - % v 3 Formatas Tabie - e oetete - |
H:“ 7 I.!I.J_! o= H> L &J E'.!J! e mL b i 4 g}ceuw:s- E}Fumt'
Clipboard = Fonk .- Algnment Humber Sayles el
Fl - (= S| Product Sales o _
4 A B R CRINDRNE —IG—
1 Sales Person Product Name Date @ty Unit Frice | Froduct Sales
2 Andarson. P Maxilaku 080 6 8.0502 48
3 Johnson, A Gnocchi di nonna Alica 02/0101 21 146355 307
4 Petars. K Tunnbrid 080102 4 114976 A6
4, The ‘Increase Decimal’ and ‘Decrease Decimal’ commands are located on the ‘Home’ tab. Press the letter ‘H’ to activate the
Home tab.
5. You will now see a reference for each icon on the Home Ribbon.
|:||uq-:- Jg Demo Dats - Decimals Shorouts.sde - Microroft Eecel =l
o el i M e N Te—
-I_J]Ew o - ‘E !!Eﬂde Eﬂﬂ
Pusts |l Flu - E ‘3"&.' 'I_']a i e ﬂ ﬂ Yo Conditional Format  Cell . Sert& Find&
] DD 6 6] WEEIE M @5EE0 I:lm"'""""“ o £ 3 - W )
Ta] - (0 & P [ e Tral =
A ] B C] H o ]
1 Safes Person Product Name Date ampm =l
2 Anderson. P Maxilaku 08/01/01 a
3 |Johnson, A Gnoechi di nonna Alice 00101 21 i¢ﬂ355
4 Patare K Tunnhesd nminz 4 i1 407/ J.ﬁ
6. The Increase and Decrease Decimal icons have a ‘0’ and a ‘9’ as their respective shortcuts.

LAECHMAIS SROMOUS. XIS - MICTOSott Excel
Wiew 2] r Add-ns Bl Toods

o i'!ﬁéﬁ

janditional  Farmd

" sl

@m WEE
ul
:‘-’

D E
Qty Unit Price | Product Sales
1 6 80502 | 48 |
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7. Press ‘0’ to increment the number of decimal places.
-@;Hq. - As Demo Diats - Decimals Shortoutsdo - Microsoft Bucel
n Heme | lnsem  Pagelaysut  Forwulas  Daks  Reiew  View  Developer  Adddns  BiTeohs
= * _— } '] S,
anipd S0 A o W S umber || E X
;“_:I*-‘. B[] u - - A EET RSeS| F-w r  dA cnnﬁéw !ﬁ Eﬂ ‘-F
v F |E d — *% | Pormatting ~ as Table = Styles ~ | (2
Clipbosid Foat T Ahghmenl r Piramiies & Stylet
F1 - f' Je | Product Sales
- 8 c (o] © [N © |
1  Sales Person Product Name Date @ty Unit Price | Product Sales
| 2 |Anderson. P Maxilaku 080101 6 80502 483
3 | Johnson. A Gnocchi di nonna Alice 080101 21 14,6355 3073
4 | Paters. K Tunnbrod 08002 4 11,4976 46.0
| 5 |Bonders. P Paviova 0804/03 2  14.8398 207
| B |Newson. L Singaporean Hokkien Fried k 08/01/03 5 153910 7o
| 7 |Lavin. T Boston Crab Meat 080107 1 14.8801 149
| B |Perks. M Inlagd Sill 0801/07 15 29.0140 4352
9 |Anderson. P Chai 080107 17.7454 0.0
' 10 | Johnson. A Gudbrandsdalsost 080107 146690 0.0
| 11 | Paters. K Queso Cabrales 08/01/07 2 0.0447 01
8. To increase the decimal spacing by another digit, repeat steps 3 to 7.

NB: to decrease the decimal spacing, substitute ‘0’ for ‘9’. Also, the F4 command which could normally be used to repeat the last

command does not work with this shortcut.
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Search for and delete rows with duplicate data in two easy steps

If you have a worksheet with a lot of data and you want to ensure your data integrity, you need to make certain that there are no
duplicates in your data. Trying to find and remove duplicates in your worksheet can be like trying to find a needle in a haystack.
Fortunately the Remove Duplicates dialog box makes it easy and quick for you, and it’s even quicker when you use keyboard shortcuts.
Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2007, 2010 and 2013

1. Open the demonstration workbook. Note that there are four rows highlighted: the yellow row is the original data row, and the
three blue rows are duplicates of that row.

Lo v Dt - Dot Dol Pt s - bbcrosst L T
EEE - | wet Goriweud Fein D bk e Dewieen  Adddu Wlsk a@oon
E:‘w w Ny Tafg e e [— . H ‘ ‘f :':-j"_'_i_l i:“"irﬁ
ey (R e S RO S W% s W S e om | e e e Zow: fomrm
[aer - e PR 5 P o taneg

[ |

E

lﬁ_: Enst Coasl  Parls Barerages Gl do Blays VE-Jdan-14 2 12 218
18R Emat finmed  Asctorenss @ Erniacfines Tatimn -heerietes Blinrise. Mo inntl 3 Y a
2. Press ‘ALT’ + ‘A, ‘M. This will launch the ‘Remove Duplicates’ dialogue box.
lﬂ =0 N T I Diarred Diida - Dokt Buaplisl it Bowvicalin - Moo Eoiel

- Héme Brried Fage Lapaud Fremuilai (=1 LE e ] b ey i Bi feah

B Hh B BE-v@ T, =1 85 B 8 dR|

* F | desup Ungroep W
= . -

s =l Ta-dheiwte dupliarts values, Brect ore or mory cales =4

EC=TIREEr=TY s

Bl = R

To determine which rows have duplicate data, Excel searches data in columns. And, by default, the Remove Duplicates dialogue box
opens with all column headings checked/ticked. In this case, since we want to remove rows that have the exact same data, we will
leave all column headings checked.
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3. Press ‘ENTER’ to remove the duplicate rows.
Eidw--&E Burra Duls - Bieistn Puplesis -kl
_ s et Fage Lyt L =TT Cuts Afvdm Virm Ceviapm A M Tesh
| o - ) 3 [l Cornemens o ¥ e - = = Ll o
ald @ 5 B B uill Ve &1 = = B v d @
from From From Fros Othe tmbng Befries “_ =1 e ., irtie Bemowr Dala Comoldsts What-B1 Graug Ungroup Suld
Aoitst Wb Test  feeotc Cemnedmes Ae = r hensaed | Cobgmns Dupliates Velsiation Anaigiis - . .
Gl Evlwrrsi Dt Corradtion Lot & Nk Diwta Toah Destlin
.= S| EastCoan

Excel on Steroids Plus: Data
Analysis, Visualisation and

Dashboards
Find out all about it
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How to delete a worksheet quicker using keyboard shortcuts

To delete a worksheet in a Microsoft® Excel® workbook, you would normally right-click on the worksheet tab and select ‘Delete’.
However, to save you a bit of time, you can do it quicker using a keyboard shortcut combination that will execute the same command.

Note: Download the workbook to practice this exercise
Applies to: Microsoft Excel 2003, 2007, 2010 and 2013

1. Open the workbook. There are three sheets, however we wish to delete the second and third sheets (Sheet2 and Sheet3
respectively).

Eldd-™-30= Delete Sheet Demanstrationadss -
I v | et mgewout  Fomus Dms Redew  View [
_J‘ Arinl ML R --r-_]?;-‘ = S
e ) BIE U @ %A EEE EE B o

Alignment « | Mumber

81 -(&  F] salesperson
! A B | c l I
1 _Branch [ Sales Person | Category Name Produc
2 EastCoast Anderson. P Confections Manilaku

3 EastCoast Johnson. A Grains/Cereals  Gnocchi di nonna
4 EastCoast Peters K Grains/Cereals  Tunnbrod

5 EastCoast Bonders P Confections Paviova
6
7
8
9

i East Coast Newson. L Grains/Cereals  Singaporean Hokk
East Coast  Lavin. T Seafood Boston Crab Meat
East Coast Perks. M Seafood Intagd Sil

East Coast Anderson. P Beverages Chai
e | Source Data - Shesta _ shests e |
Rrady | e .

wducts  Gudbrandsdalsost

2. Select Sheet2.

@iﬂq-ﬁ-__‘:; Diefete Sheet Det
_H-:m Insert  Pagelayout  Formsias  Dals  Rewie
M A o AN =wE@ e =
&y -
g BIED- EH- A EEBEEF

Chpiosed s Fonk . alignmensd

) ColoD E F

| B A s

First placehcider for new sales data
| 1

o 2w e

13
W4k M| ZSource Data | Sheetd - Shestd  7J
Resdy | 7] |
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3. Press ‘ALT’ + ‘E’, then the ‘L’ key.
::j Hq.r\. B Dlrip "t Cyrmemsrrptsen, i - ML N Ers
[LFESTY Wrien Fujsd Loy Toisaimal [=TTE Frodw wWifw Dradiigei Al lmi TR
_-I.';- L] Al BT -'-": - — Garetrad = nimim- H
LI By - H.-‘. 0 ‘r..-.inrm-
e LT B SA BEREEE 4y 5 ol iy =
| commanen tert Hogrei e -

—dal = s Samm e e

o —pe—

A
2
1
d
: .& Dol =ay renl /e octi] scecied S deicter. 1o pormanen®y dowte B Sala. oo Oorie
7 .
[s (o] [ cmet |
(]
| |
In
|2
|3
|-
| 15
Mot e W] Seurce Data | Sheetd . Shewtd | EJ 3
| ey | i
4., Select Delete in the ‘Confirm Deletion” window. The sheet will now be deleted.
IE u ) oe [N _1 = Dabrtn Shaid Diprma
_ Foame Onanrt Fage Layoud Farmulst Cisls Pawirs
_-.:.':-.I“ e -m-.{_..‘--;'t-- s
e o B SO D A EETFEEF @
Chplbsdd o Fard a dbgnorm!
2 - &
AT B C 1] E F v}
| 1. wholdes for rerer gl data
2
=
4
5
B
T
B
]
1%
1
13
13
14
18
WA v Soute Dte | Skibt) O T0
Beady | 7] |
5. Sheet3 will now be selected. Press F4 to repeat your last command, and you will be able to delete this sheet as well.

The F4 keyboard shortcut repeats the last command. This shortcut will also apply if you chose to use the right-click method deletion
method.

NOTE: Microsoft Excel 2010 and 2013 have a new keyboard shortcut for deleting a sheet — ‘Alt’ + ‘H’, ‘D’, ‘S’. However, they will still

recognise the original version, which involves one less keystroke.
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04

How to expand and collapse grouped columns using keyboard shortcuts

Grouped columns and rows (sometimes called Outline Data) are an alternative for hiding and showing data without using the Hide and
Unhide function. Both options are great for organizing and de-cluttering worksheets which have a lot of data on display. Did you know
that you can expand and collapse grouped columns using keyboard shortcuts? Follow the steps below to see how.

Example exercise — Expanding and collapsing group columns with keyboard shortcuts

Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2010 and 2013

1. Open the exercise workbook. You will see that three columns (B, C and D) are grouped together.
0~ I EX ) ez - Lspared end Collapin Goospad € obument shs - Llonpo: Lscsl m o
-m-- Bt Pt Lt Feemulis  Bels  Beew view Oeeeee  dsdbae e nﬂnﬂi
-*‘E "_:_ - S - Ny "mf @ st G h ] !5 ;-:::"'I ;.I ;r "
Py (WSO E A EEE EE Eeacon- W% 0 R4 S R S o - | G- Y TR
li-rh:-v! . ol e ddigramard Mgy faal ':||:|. Edbing ]
G - : : ===
[a_& [ c i E P 2
1 Bramch _ Sales Person gory Name Product Name Date Quantty U
| 2 Enst Const [Angerson P |Condechons Mizcolaiy Jareaaery 00, 2014 6

| 3 Enst Consl  Johnson A Canins Coreals Gnocchi di nonna Akca Jareary 01, 2014 fed |

| 4 EsstCoas Peers. K Geains Coresis Tunrind Jarwscy 02, 2014 i

| 5 EsstCosst Bondors P Conspebons Pandinva Jaswaary 03, 2014 z

| B EnstConst Mewson L Genins/ Coreats Singapornan Hokdoon Fried Mes Jarwaary 00, 2014 5

| T EnstConst Liwan. T Saalood Bosion Crab Moat Jarwasey OF, 2014 1

| B EastComst Perks. M Saalood Inksgd S darvasey 07, 2014 15

| 9 EssiCosst Anderson. P Bavarages Chai Jaewsany OF, 2014

| 10 Ensd Const Johnsom A Dﬂ'yprn‘.\.l:ls Gudbrandsdalsost Mwytl?_ 2014

| 11 Enst Const  Puters. K Disiry Presiocts ke Cabraks Jarwsey OF, 2014 2

| 12 East Coast  Bonders. P Bivarages Chai Jarwaary 14, 2014 k]

| 13 EnsiGoast  Mewson L Conspctons Toatma Chocolas Bsculs Jarwary 16 2014 5
|14 Epst Coast  Lown. T Condemants. Ongnal Frankfurior grine Solle Jareary 16, 2014 4

| 15 East Coast  Perks. M Birvirragers [y Jaewascy 16, 2014 z

| 18 East Coast  Andarson. P Cirdpebons Toatima Choeclats Bscuts Jaswaary 2014 z
:'II‘ Ensd Const  Johnson & Soalood [FRod Hapoar Jarvssry 22014 14

| 18 East Coast  Peters. K Condctions Gumbar Guenmibacchen darwsry 22 2014 1

19 East Coast  Bonders. P Diairy Presiucts Gorganzola Teling Jaewaary 73 2014 3

| 20 Enst Coast  Nerwson. L e Poulry Pdé chinots Jarwary 24, 7014 4

:21 Enst Cosst  Lewin. T Graine Corsals Gnocchi di nonna Akco Jareamry 30, 2014 12
|22 East Coust  Purks. M Mot Pouliny Tourtibre Jarwasey 3, 2014 15| &}
[B 4 e m Sogeen Data S 13 | I S— 1|
|y, 3 | |BDIR e ok Mt

2. Select any cell in those three columns then press ‘ALT’, ‘A’, ‘H’.

A9 Rl

Deme - Bxpand and Collapse Grouped Colurnsads -

Hame Insert Page Layaut Formulas Dats | Review View Developer Adddns
b g b | Connections - 5 & Clear =
R0 B B B T F
Frem From Frem From Olhfl Existing Relle'sh = e i‘d Sort Filter x; P Text t
Acoess Web  Ted  Souroes Connections . All d Advanced | Colum
Get External Data Connections Sort & Filter
1
N
4 A E F | G | H |
1 Branch  Date Quantity Unit Price Product Sales
' 2 [East Coast |__January 01, 2014] 6 7 432
3 East Coast January 01, 2014 21 14 248
4 East Coast January 02, 2014 4 11 426
5 East Coast January 03, 2014 2 15 26
6 East Coast January 03, 2014 -] 15 68
7 East Coast January 07, 2014 1 14 144
8 East Coast January 07, 2014 15 29 432
9 East Coast January 07, 2014 17 54
10 East Coast January 07, 2014 14 346
11 East Coast January 07, 2014 2 146
12 East Coast January 14, 2014 35 1 364
13 East Coast January 16, 2014 5 22 154
14 Fast Cnast Jdannare 16 2014 4 T 25

The grouped rows are now in a collapsed view.
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3. In order to expand the selection, you must select a cell in the same column as the group symbol (in this case, column E).
- e = =1 = el o Properiies TN . Ty Reapp
From From  Frem From Other  Existing Refresh £] Som Filter i
Agcess Web  Text  Sourdes=  Comnedions | All= =9 EOIT Lkl r aavan
Get E Cannections Sert B Filler

A G H
1 Branch | Date Unit Price Product Sales
g East Coast January 01, gu141 5] [ 432
3 East Coast January 01, 2014 1 14 248
4 East Coast January 02, 2014 4 11 426
5 East Coast January 03, 2014 2 15 26
6 East Coast January 03, 2014 ] 15 68
T East Coast January 07, 2014 1 14 144
4. Press ‘ALT’, ‘A’, J.
-l Dems - Expand and Collapse Grouped Columnsadss - Microscét el = B ©
_Hm e Paprlayoul  Formalss | Daots | Baview  View  Drethoper Adddns BlTook 2 @=F8

@230 G L

Fiom Feem From Faom Other Eariting HBefiesh
| detewas Wb  Text  Joured+  Connections | an- = D8t Lnic

B o (V6| Y o, (= BE BB

) %ea | P Testte  Remowe  Dalw
B4 Advnaed | Cowomny Duplicaten Validation -

S RKTE

{endolidale What-i Graup Ungioug Sublolal
. H A

The grouped columns are now expanded.

Analyi
Sl D e — ! e —t D
| =1 - B =
‘ A B c 5 f E [ F )
1 Branch Sales Person Category Name Froduet Name Date Quantity U
2 EastCoasl Anderson. P Confections Mailasu |__Jenvary 01_2014] 6
3 EastCoast Johnson, A Grams/Cergals Gnocehi di nonna Alice January 01, 2014 il
4 East Coast  Poers. K Grans/Carnals Tunnbrod January 02, 2014 4
5 EastCoast Bonders. P Confections Pindowa January 03, 2014 2
6 EastCoast Newson. L Grans/Careals Singaporaan Hokkien Fried Mo January 03, 2014 5
T EastCoast Lawn. T Sealood Boston Crab Meat January 07, 2014 1
8 EastCoast Perks. M Sealood Indagd Sil January 07 2014 15
9 EasiCoast Anderson. P Beverages Chai January 07 2014
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How to quickly format cells using keyboard shortcuts

There are a so many keyboard shortcuts available for performing very common tasks, which can save you a lot of time. For example,
there are keyboard shortcuts available for formatting cells. In some instances, there is more than one shortcut combination that can be
used to perform one function, like these:

e  Ctrl + 2 and Ctrl + B: apply or remove bold formatting
e  Ctrl + 3and Ctrl + I: apply or remove italic formatting

e  Ctrl + 4 and Ctrl + U: apply or remove underline formatting

Another useful combination is the strikethrough keyboard shortcut, Ctrl + 5, helps identify items that have been completed in a list. In
the steps that follow, we show you how to use all of the above keyboard shortcuts.

Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2007, 2010 and 2013

1. Highlight cells B1:C1.
B1 - (- £ ToDo:
A B | c
1 To Do: Due By:
2 Contact new client 01/12/14
3 Email boss regarding sales target  20/12/14
4 Pick up milk 02/12/14
5 Solve world hunger Yesterday
i}
2. Press Ctrl + 2 (or Ctrl + B) to bold the cells, then Ctrl +4 (or Ctrl + U) to underline the cells.
Haome Insert Page Layout Formulas Da
% Calibri 1l v A = = %]
E:a
Past = E: - = = = =
v S[EBrEl - @4 ===
Clipboard & Font I
Bl - (" I« | To Do:
A B | C
1 To Do: Due By: |
2 Contact new client 01/12/14
3 Email boss regarding sales target  20/12/14
4 Pick up milk 02/12/14
5 Solve world hunger Yesterday
il
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3. Highlight cells B2:B4.
B2 - fe | Contact new clien
A B C
1 To Do: Due By:
2 Contact new client 01/12/14
3 Email boss regarding sales target |20/12/14
i | Pick up milk _ﬂ2,-"12,"14
3 Solve world hunger Yesterday
5}
4. Press Ctrl + 5 to apply strikethrough formatting to all cells.
B2 - Jf | Contact new client
A B C
1 To Do: Due By:
2 Cortactrowclient 01/12/14
3 Email bessregardingsalestarset |20/12/14
4 Piektprritk .{]2_,"12,."14
5 Solve world hunger Yesterday
b
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How to quickly add borders to cells using keyboard shortcuts

Adding borders to cells is a task that is commonly performed in Microsoft® Excel®. If you need to add borders to a couple of cells in a
worksheet, you can do it quicker using keyboard shortcuts.

Note: Download the workbook to practice this exercise

Applies to: Microsoft Excel 2010 and 2013

1. Open the workbook, then select cells B1:C5.
B1 - ([ £ | ToDo:
A B | c

1 To Do: Due By:

2 Contact new client 01/12/14

3 Email boss regarding sales target  20/12/14

4 Pick up milk 02/12/14

5 Solve world hunger Yesterday

il

7 Number of tasks 4
2. Press the Ctrl + Shift + & (the number 7 key on the top of row of the keyboard). This will apply a border around the entire

table.
3. Select cells B7:C7.
B7 - (- I | Mumber of tasks
A B | C

1 To Do: Due By:

2 Contact new client 01/12/14

3 Email boss regarding sales target  20/12/14

4 Pick up milk 02/12/14

5 Solve world hunger Yesterday

]

7 | [Number of tasks 4 |
4. Press F4. This will repeat the last command, which will also place a border around these two cells.
5. Select cell B7 and press F4. The border command will again be repeated.
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6. Select cells B1:B5, then press the F4 key. This will create a border around just these cells.
B1 - F | To Do
A B | C
1 To Do: Due By:
2 Contact new client 01/12/14
3 Email boss regarding sales target  20/12/14
4 Pick up milk 02/12/14
5 Solve world hunger Yesterday
6
7 Number of tasks | 4
7. Select cell B1 and press F4. The border command will again be repeated.

B1 - f | To Do

A B C
1 To Do: |Due By:
2 | [contact new client [o1/12/14
3 Email boss regarding sales target |20/12/14
4 Pick up milk 02/12/14
5 Solve world hunger Yesterday
&
7 Number of tasks | 4
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How to add multiple styles of borders in cells using keyboard shortcuts

Keyboard shortcuts can be used to format cells in various ways, like applying multiple styles of borders to cells. We show you how in
the steps that follow.

Applies to: Microsoft® Excel® 2010 and 2013

1. Select the range of cells you wish to apply border formatting to.
3 ° I RN Keyboard Shes
_ Home Indent Page Lyjoul Fomulas Dats Eevi
j-j" Calibri A ™ o -
R~
e o Blrg-E- S-A EEFE EE
Chgbaand Font . Abgnrme
d| & 8 | c | o
1 To Do: Due By:
Fi \Contach new client 01/12/14
3 | bass regarding sales target 201214
E' up milk 02/12/14
A world hunger Yastarday
&
7
2 Press ‘CTRL’+‘1’ to open the ‘Format Cells’ screen.

) o)

Note that there is a dotted line surrounding the word ‘Number’.

Alignment

Category:

General

El oL
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3. Press the ‘Right Arrow’ key three times to move across to the ‘Border’ tab.

e T = |

Muber | Mlorment | Font |[Border | Rl [ Protscien |

Mone  Qutine  Jrede

e Border

I —| B :
| Text Taxt
—— B

Lolor Text Text

;nnmmx = @&l - -
BE B B

Thie selecied border style can be appbed by diding the presets, preview disgram or the buth

o) o)

4. You can now use the following keys to apply specific border formats
a. ‘ALT’+t’ to set the top border.

Border

_I ) ]

Text Text

: F

Text Text

= T r

b. ‘ALT’+‘b’ to set the bottom border.
Border
Text Text
: :
Text Text
T r




Border

Border

Border

Border

Keyboard Shortcuts

‘ALT’+‘P to set the left border.

‘ALT’+‘r’ to set the right border.

Text

Text

Text

Text

= T

‘ALT’+‘d’ to set the down diagonal border.

Text

Text

Text

Text

1 T r

‘ALT’ + ‘U’ to set the up diagonal border.

Text

Text

Text

Text
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How to hide rows and columns without using a mouse

Hiding rows and columns of data helps you makes your worksheet look neater, and it makes it easier for you to only view the rows and
columns that you need to. This tip shows you how to hide a range of rows or columns using a ‘two key’ keystroke combination — no
mouse required!

Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2010 and 2013

The demonstration data has some missing information, for example rows 9 and 10 are missing their quantity figures. Because these
rows are incomplete, we will hide them so we can rather look at the rows that are complete.

1. Select cells B9:B10.

et - it Pt il b s - Bt bttt Lo - W om
Fapbaed P fels  Gesem  Gew  Deage bl s afe@n
# Ay "male o . h . !' ::::_ _I :'I"-ﬂ
£ e .

CEe A EENEE B W% WA far b mad

Foga G v

=

L

a
-EE?
k=

{.

-
-
LEA

Faomamneng 4 Lo = e - | [0 P =

it i
s

Faet ) [ — in trmar = g e ritey
[ - (= e -
E I G H :'
() Cuantiy Lind Price Progdect £
01-Jan-14 T
0-Jan- 14
- Jar-14
0-Jan- 14
03-Jan- 14
OF- - 14
OF-Jen- 14
O Jan- 14 ir
OF- - 14 L1
OF-Jan- 14
S 14
B-Jdan-14
BE-Jan- 14
- - 14
-Jan- 14
M-Jan-14
- 14
23-Jan- 14
Hi-dan-14 L
i o

it | ﬂ‘ I.‘-.:' Lk o

]
o R L
=

Fra

N T

S

2. Press ‘Ctrl’ + ‘9’.
B9 ul - £ Anderson. P
A | B | © , D | E | F |
1 Branch  Sales Person Category Name Product Name Date Quantity U
2 EastCoast Anderson. P Confections Maxitaku 01-Jan-14 6
3 [EastCoast Johnson. A Grains/Cereals  Gnocchi di nonna Alice 01-Jan-14 21
4 EastCoast Peters K Grains/Cereals  Tunnbrod 02-Jan-14 4
5 EastCoast Bonders. P Confections Paviova 03-Jan-14 2
6 East Coast MNewson. L Grains/Cereals  Singaporean Hokkien Fried Mee 03-Jan-14 ]
7 East Coast Lavin T Seafood Boston Crab Meat 07-Jan-14 1
_ 8 EastCoast Perks M Seafood Inlagd Sill 07-Jan-14 15
11 East Coast Peters. K Dairy Products  Queso Cabrales 07-Jan-14 2
12 East Coast Bonders. P Beverages Chai 14-Jan-14 35
13 East Coast Newson. L Confections Teatime Chocolate Biscuits 16-Jan-14 5

The rows containing the selected cells have now been hidden. We would now like to hide the Category Name information for the
moment.
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3. Select cell C1.
|z| -0~ 3= Diernon - Hide Fiowws and Columnsads
n Home Irsert Page Layout Faamulas Diats Fleaew View Drevel
.::_j L 1 A ™ omgg ®- B Genem
1] B . _
Pate o (IBIFJU- Z- &-A- EEE EKE 56 F-% o
Llipb-oard =& Fant 7] Alsgriment 7] Humber
c1 8 f | Category Name
A B [ D
1 | Branch  Sales Person mupmﬂum Product N

2 EastCoast Anderson. P Confections Maxilaku
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4. Press ‘Ctrl’ + 0 to hide column C.
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We would now like to hide the Quantity and Unit Price columns.

5. Highlight cells F1:G1.
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6. Press F4 to repeat the last command (i.e. repeating the ‘Ctrl’ + ‘O’ shortcut).
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Additional Learning @

Learnt handy tips and tricks in this e-book? Learn how to use Excel even
smarter.

This e-book is a just taste of how we can teach you to use Excel smarter. We also offer a unique training course, Excel on
Steroids, which focuses specifically on Excel features that are essential for business reporting.

How will the Excel on Steroids course benefit you?

The course will help you become more efficient in using Excel for business reporting so
you can:

e Improve you reporting skills

¢ |ncrease productivity

e Make better business decisions through improved report presentation and analysis

Excel on Steroids is offered classroom-based in South Africa for Microsoft Excel 2007,
2010 and 2018. It is also offered online on the Sage Intelligence Academy for Microsoft
Excel 2010 and 2018.

e For queries on classroom-based training in South Africa,

e For online training,

“This (course) has definitely improved my efficiency at the office. As an example of how
this has already changed my life; I've finalised our quarterly stock take 3 hours earlier than

normal just because | was able to work through the data so much quicker.”

Linka Lubbe
Financial Controller, Jost South Africa / Jost Transport Equipment

f Facebook

- Twitter

For further information, please visit www.excelonsteroids.co.za
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https://www.excelonsteroids.co.za/contact/
http://www.sageintelligenceacademy.com/signifyhr_sage/projects2/learningstore
https://www.facebook.com/ExcelOnSteroids
https://twitter.com/ExcelOnSteroids 

http://www.excelonsteroids.co.za
https://www.facebook.com/ExcelOnSteroids
https://twitter.com/ExcelOnSteroids

Additional Learning @

Use Sage Intelligence, our Microsoft Excel-based reporting tool? Make the
most of it with our handy tips and tricks.

Sage Intelligence is a flexible Business Intelligence (Bl) reporting tool that gives you the freedom to design reports
according to your business’s unique requirements. And it’s built in Microsoft® Excel®, a tool you’re already familiar with.

If you already use Sage Intelligence, learn tips and tricks that will help you to
maximize your investment in Sage Intelligence so you can gain meaningful
insights from your data to give your company a competitive edge. Sage
Intelligence Tips and Tricks are published twice a month, and Sage Intelligence
Tips and Tricks e-books are available for you to download at no cost.

Subscribe

Don’t use Sage Intelligence and would like more information about it?

. Twitter

F
in LinkedIn

(e} YouTube

For further information, please visit www.sageintelligence.com
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https://www.sageintelligence.com/software/request-information/
https://twitter.com/SageAlchemex
https://www.linkedin.com/groups?mostRecent=&gid=3175230&trk=my_groups-tile-flipgrp
http://www.youtube.com/user/SageIntelligence
https://www.sageintelligence.com/subscribe/si/
http://www.sageintelligence.com
https://www.linkedin.com/groups?mostRecent=&gid=3175230&trk=my_groups-tile-flipgrp
https://twitter.com/SageAlchemex
http://www.youtube.com/user/SageIntelligence

About The Sage Group plc

We provide small and medium sized organisations, and mid-market companies, with a range of easy-to-use, secure and efficient
business management software and services - from accounting, HR and payroll, to payments, enterprise resource planning and
customer relationship management. Our customers receive continuous advice and support through our global network of local experts
to help them solve their business problems, giving them the confidence to achieve their business ambitions. Formed in 1981, Sage
was floated on the London Stock Exchange in 1989 and entered the FTSE 100 in 1999. Sage has millions of customers and 12,975
employees in 23 countries covering the UK & Ireland, mainland Europe, North America, South Africa, Australia, Asia and Brazil. For
further information please visit
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affiliated entities. All other trademarks are the property of their respective owners.
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