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FORMATTING

PASTE PARAGRAPHS OF TEXT INTO A SINGLE CELL IN MICROSOFT EXCEL

If you have text that is in a text program e.g. Microsoft Word, and would like to copy and paste it to Microsoft Excel, by
default Microsoft Excel separates the information into different cells based on the paragraph marks.

In Microsoft Word

When reading this report, you need to ensure you are in the comect version of Excel.

For more information on this report, please contact our Helpdesk.

Pasted into Microsoft Excel

A B C D E F G H
When reading this report, you need to ensure you are in the correct version of Excel.

1
2
3 For more information on this report, please contact our Helpdesk.
4

By using the below method, you are able to paste the text into a single cell in Microsoft Excel.

Pasted into Microsoft Excel using F2

A B

When reading this report, you need to ensure you are in the correct version of Excel.

1 For more information on this report, please contact our Helpdesk.
2

Microsoft Excel 2003/2007 process:

Copy the desired text from the text program (Microsoft Word)
Select the desired cell in Microsoft Excel

Press F3 on the keyboard

Select Paste

Press Enter

S
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FORMATTING YOUR DATES To SHOW THE PERIOD NUMBER

By using a Custom Format, you can show the period of the date (in this case the month) without changing the date in the
field.

Before (dates in March 2007): After (using a Custom Format):

I A3 - fe | 03/04/2007 A3 - ( £ 2003/04/07
A B c A B C

1 1

2 Date Product Name Product Sales 2 Date Product Name Product Sales
3 03,"04,*’200?!Blue Cheese 5568.00 3 4!Blue Cheese 5568.00
4 |04/04/2007 Blue Cheese 1566.00 4 4 Blue Cheese 1566.00
5 |04/04/2007 Blue Cheese 3480.00 5 4 Blue Cheese 3480.00
6 11/04/2007 Blue Cheese 1392.00 6 4 Blue Cheese 1392.00
7 |12/04/2007 Blue Cheese 2436.00 7 4 Blue Cheese 2436.00
8 |22/04/2007 Blue Cheese 1740.00 8 4 Blue Cheese 1740.00
9 |20/04/2007 Camembert Pierrot 3000.00 9 4 Camembert Pierrot 3000.00
10 |21/04/2007 Camembert Pierrot 6000.00 i 4 Camembert Pierrot 6000.00

Microsoft Excel 2003/2007 process:

(2] ]

1. Select the desired cell/cells
2. Right click on the selected cell/cells
3. Select Format Cells
4. Under Category , select Custom
5. Inthe Type box, enter m
Format Cells
mumber | aignment | Fent | morder | Rl | Promween |
Category:

Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

SEE:iaI

H

armpl
4

Type:

m

0%

0.00%

(0. 00E-+00
##0.08+0
"

#" 7
ddl/mm iy
cld-mmm-yy
dd-rararm
mmm=yy
himm AP

Delete

Type the number format code, using one of the existing codes as a starting point.

\_P_I_IL_

6. Select OK
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DISPLAYING VALUES THAT ARE IN MILLIONS AS THOUSANDS E.G. 300,364 aAs 300

Sometimes every figure in a spreadsheet will be in the thousands, tens of thousands or even in the millions. By rounding
the figure to smaller, representative figures you can save space.

Before : After :
A B A B
1 Category Name Product Sales 1 Category Name Product Sales
2 Beverages Total 300364 2 |Beverages Total 300
3 Condiments Total 105834 3 | Condiments Total 106
4 | Confections Total 125372 4 | Confections Total 125
5 |Dairy Products Total 175806 5 | Dairy Products Total 176
6 |Grains/Cereals Total 863886 6 | Grains/Cereals Total 864
7 Meat/Poultry Total 776567 7 Meat/Poultry Total 77
8 |Produce Total 674079 8 Produce Total 674
9 Seafood Total 248767 9 Seafood Total 249
10 |Grand Total 947100 10 |Grand Total 947

Microsoft Excel 2003/2007 process:

1. Select the desired range (B2:B10)
2. Right click on the selected range
3. Select Format Cells
4. From the Category List, select Custom
5. Inthe Type box, enter O, as below:
Format Cells ﬂm
Number | Alignment | Font | Barder | Patterns | Protection |
Category: ampl
General s 300 |
Humber
Currency Type:
Accounting 0
Date -
| -
Farcertoce b E
Fraction 0.00
Scientific #4420
Text # #2000
| |51 oot e 0 |
Delet=
Type the number format code, using one of the existing codes as a starting point.

OK I Cancel

6. Select OK
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CONVERTING NEGATIVE NUMBERS TO POSITIVE VALUES

This tip will allow you to quickly convert a range of negative numbers into positive nhumbers, without having to edit each

cell.
Before : After :
A B C D E A B & D E
1 Values -1 1 Values -1
2 -4567 2 4567
3 -7543 3 7543
4 5774 4 5774
5 -3987 5 3987
5] 6
T 7

Microsoft Excel 2003/2007 process:

1. Inablank cell, enter in the value -1 (C1)
2. Select the cell with the value -1
3. Select Copy
4. Select the desired range with negative values (A2:A5)
5. Right click on the selected range
6. Select Paste Special
7. Under the Operation group, select Multiply
Paste Special m
Paste
@ all ¢ all using Source theme
" Eormulas &l except borders
 values  Colurnn widths
" Forrnats " Forraulas and number formats
" Comments " Walues and number formats
" Yalidation
Operatian
 Mone
A
" Subtract
I_ Skip blanks I_ Transpose.
Faste Lt | Ok I Cancel |
8. Select OK

9. Your values are now converted to positive values
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CLEARING A RANGE OF CELLS QUICKLY
Believe it or not, you can do it by dragging the fill handle backwards.
Microsoft Excel 2003/2007 process:

1. Select a range of empty cells (A11:C11)
2. Select the Fill Handle

A B C
Branch Sales Person Category Name

East Coast Anderson. P Confections

1

2

3 East Coast Johnson. A Grains/Cereals
4 |East Coast Peters. K Grains/Cereals
5 East Coast Bonders. P Confections

6 |East Coast Newson. L Grains/Cereals
7 East Coast Lavin. T Seafood

8 East Coast Perks. M Seafood

9 East Coast Anderson. P Beverages

10

11 | |— Fill Handle

3. Drag it back over the area you would like to clear (A10:C2)
4. If you also want to clear the formats in the cells, just hold down the Ctrl key as you drag the fill handle back over
the selection
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KEEPING 00 IN FRONT OF VALUES E.G. 2 MusT APPEAR 002

Using a custom format will allow you to keep the full number and not lose any leading zeros.

Before : After :
A B A B

1 Main Account Number Sub Account Number 1 Main Account Number Sub Account Number
2 |NMO1 2| 2 |NMO1 002
3 |NMO2 3 3 |NMO2 003
4 [NMO3 4 4 [NMO03 004
5 [NMO4 5 5 |NMO4 005
6 |NMOS 6| 6 |NMOS 006
7 |NMOS 7| 7 |NMO6 007
2 |NmMO7 8| 8 |NMO7 008
3 |NMO08 9 9 |NMOS 009
10 |NMOS 10, 10 |NM09 010

Microsoft Excel 2003/2007 process:

Select the desired cells (B2:B10)
Right click on the selected cells
Select Format Cells

Select the Number tab

Select Custom

In the Type box, enter 000

ogkrwnE

Format Cells 7] x|

Kumber |Ahgr’\mant| Fart | Border | Fill |Pmtscmn|

Category:
General - armpl

L f |
Currency

Accounting Type:

Date
Time

Percentage General =
Fraction 0

Scientific 0.00

Text #4880

Special #,##0.00

e A

#,#20;[Red]-#, 440

#,##0.00;-#, # #0.00

#,##0.00;[Red]-#, ##0.00

R #,#40;R -#,#40

R #,##0;[Red]R -#,2#0 =

LI Delete

Type the number format code, using one of the existing codes as a starting point,

ooo

7. Select

OK

Specialised MS Excel training for

enhanced business reporting and decision making.
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CoPY FORMULAS AND FORMATTING ACROSS COLUMNS

It's easy to copy formulas and formatting across row of subtotals, for example, to other sub groups. In this example we will
use the totals formula and formatting from rows 6, 12 and 18 and quickly copy them across to column E.

Example
A E C [u] E

1 |[Advanced Solutions (Pty) Ltd
2 |YTD Income Statement
3
Fl
5 Mar-08 Apr-08 May-08 1st Quarter
E Sales | |
7 Dairy Productz E0386 85934 133612 279,932
8 Beverages F2068 93204 50712 221,984
9 GrainsiCereals 22837 78036 25474 123.351
10 |Condirnents 34822 43386 25793 110,601
T | kMeattPaoultry 125700 173510 173530) 472 740
12 |Cost of Sales | |
13 |Opening Stock EO000 F0000 H0000) 180,000
14 |Purchases ES000 FR000 E0000) 200,000
15 |Freight 13409 10157 15333 38.899
1E | Stock adjustrnents 1] Ba00 0] 5.900
17 |Closing Stock 20000 90300 73000) 248,800
13 Direct Expenses | |
19 |Consurnables 18567 223m 19128 56.996
20 |Salaries - direct 43551 51323 53526 154,700
21 | Other Expenzes 1] 25 [ 25

Microsoft Excel 2003/2007 process:

Select cell B6 and apply the desired formula =SUM(B7:B11)

Apply the necessary formatting (Currency style, zero decimal places)
Select cell B12 and apply the desired formula =SUM(B13:B17)

Using the Format Painter to copy the formatting from cell B6

s

Select cell B18 and apply the desired formula =SUM(B19:B21)

Using the Format Painter to copy the formatting from cell B6

s

7. Select cell B6 and drag the Autofill through to E6

e N .

ow

EXCEL| work smarter, everyday!

ONSTEROIDS
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A B e D E
Advanced Solutions (Pty) Ltd
YTD Income Statement
[ Mar-08 Api-08 May-08 st Quanter 1
Sales [ R 315813 R 483.670] R 409125 R 1.208_608
Dairy Products BO3E6 85934 133612 279,932 =
Beverages Tz0B3 93204 S071Z] 221,984 |-+
GrainsiCereals Z2E3T 7036 25475 123.351
Condiments 34622 43386 25733 110,601
MeatPoulry 125700 173510 173530 472,740
Cost of Sales R 218.409] ]
Opening Stock 60000 T0000 S0000) 180,000
Purchazes 65000 75000 B0000) 200,000
Freight 13409 ST 15333 38.899
Stock adjustments o 5300 0) 5.900
Clasing Stack 50000 30300 5000 248,800
Direct Expenses R BS,“Bl |
Consumables 19567 223 13123} 56,996
Salaries - direct 459551 51323 53826 154,700
Oither Expenzes a 25 0] 25
Select cell B12 and press F4
Your formula and formatting will be copied across to column E
Select cell B18 and press F4
formula and formatting will be copied across to column
& E B u] E
Advanced Solutions (Pty) Ltd
YTD Income Statement
Mar-08 Apr-08 May-08 1st Quarter
Sales R 315,313' B 433,6?0' R 403,125 R 1206608
Dairy Pradusts GO0386 85334 133612, 279,932
Beverages T2065 35204 50712 221,984
Grainz!Cereals 22837 TS036 25478 123.351
10 |Condiments a2z 43336 25733 110,601
Meat!Paultry 125700 173510 173530 472.740
12 Cost of Sales R 213,403' R 251,35?' R 203,333 R 673,533
13 | Opening Stock 0000 TOooo SOo0o; 180,000
14 |Purchazes ES000 TS000 G000 200,000
15 | Freight 13405 101sT 15333 38.899
16 | Stock adjustments u] 5300 0| 5.900
17 | Closing Stock 0000 30500 TEO000) 243 800
i& | Direct Expenses R 65.118] R 73.649| R 72.954 R 211.721
13 | Consumables 5567 22301 13128 56,996
20 | Salaries - direct 43551 21323 SHS2E 154,700
21 | Other Expenses 0 25 0 25

Powered by 41 ALCHEMEX.
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PIVOTTABLES

CUSTOMISING SORT OPTIONS IN A PIVOTTABLE

Adding your own custom sort options can make your PivotTable even easier to read.

Microsoft Excel 2003 process:

1. Select any cell in the column you would like to sort in the PivotTable
2. From the Menu bar, select Data, Sort
3. Select Options

Sort B

To sort automatically every time the report is updated,
use the Sort and Top 10 command on the PivotTable
frenu.

Sort by
[ET . ¢ iscerding
(" Descending
Sort
 Walues @ |abels
Summary

Sort Date in ascending order

Options..., | oK I Cancel |

4. From the drop down arrow, select the sort order e.g. Jan, Feb, Mar...

Sort Options m

Eirst key sort order
=l x|
[T Case sensitive Cancel |

Orientation
(& Sort top to battom
" Sort left to right

Jan, Feb, Mar, Apr, May,

Jun, Jul, Aug

5. Select OK




A ALCHEMEX.

Software . Training - Support

Microsoft Excel 2007 process:

el

Select any cell in the column you would like to sort in the PivotTable
From the Home tab, in the Editing group, select Sort & Filter

Select Custom Sort

Select More Options

Sort (Date) 7| x|

Sort options

™ tanual fyou can drag items o rearrange them)
@ Ascending (4 to 2) by:

T |

(" Descending (Z to &) by
[o=t= E

Summary

Sort Date in ascending order

Mare Cptions... | Ok | Cancel |

De-select, Sort automatically every...
From the drop down arrow, select the sort order e.g. Jan, Feb, Mar...

More Sort Options (Date) m

AutnSort

[ sort automatically every time the report is updated

Eirst key sort order

Sort By

" Grand Total

@ values in selected column:

fe =

Surnmary

Sort Date in ascending order

Ok I Cancel

7. Select OK

4 T:
LCL In the PivotTable options dialogue box, under the Tools & Filters tab, you can select Use
Custom List when sorting.
This will ensure that your PivotTable will by default use the Custom List.

GROUPING DATA IN A PIVOTTABLE BY DAYS OF THE WEEK

Extending PivotTable functionality even further, data can be grouped into preset categories such as days of the week.
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Microsoft Excel 2003 process:

1. Right click on the Date field in the PivotTable

2. Select Group and Show Detall

3. Select Group

4. Under By, select Days

5. Next to Number of Days, select 7

6. Select OK

Auto
[v Starting at: IleleEEIEI?
[v Ending at: IleleEDDB
Result:
A | B C D

1
2
e Prod -
4 1= 11 w N 1 111 | | 111 11441 111 41 111 1 111 1 111
5 |East Coast 4965 346 11318
5§ |Morth Coast 2913 3408 3027
7 |South Coast 4709 828 2494
2 |West Coast 3351 2096 2459
M Grand Total 15938 6679 19299

Microsoft Excel 2007 process:

PwnhpE

Select the Date field in the PivotTable

From the Options tab, in the Group group, select the Group Selection button
Under By, select Days

Next to Number of Days, select 7
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5. Select OK
Grouping m
Auto
[v Starting at: IleleEEIEI?
[v Ending at: IleleEDDB

Result:
A B C D

1

2

3 |Sum of ProductSales Weeks -

4 Row Labels - |01/01/2007 - 07/01/2007 08/01/2007 - 14/01/2007 15/01/2007 - 21/01/2007
5 North Coast 2913 3409 3027
6 South Coast 4709 828 2494
7 |East Coast 4965 346 11319
8 |West Coast 3351 2096 2459
9 Grand Total 15938 6679 19299
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Specialised training workshops for in-
depth coverage of key Microsoft Excel
functionality for enhanced business
reporting and decision making!

» Workshop 1:

Business Reporting using Formulas and Functions

» Workshop 2:

Managing Data Lists and Macros

» Workshop 3:

Data Analysis using PivotTables and PivotCharts

These courses are also available online

at www.alchemexacademy.com

WE SUPPLY TRAINING FOR

D softlineVip 9@ momentum
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CONTACT US

» Visit www.alchemex.com
» Tel: 086 110 2302

» Email: eos@alchemex.com
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Filtering Values In A PivotTable
If you do not want to show all the 0 values in your PivotTable, apply an AutoFilter .
Microsoft Excel 2003 process:

1. Select the cell to the right of the last heading on the PivotTable

A | B | B |

1

2

4 Beverages

5] Chai ]
B Chang 301
7 Chartreuse verte 864
8 Cote de Blaye 11857.5
a8 Guarana Fantastica 243
0 Ipoh Coffee 2962.4
a1 Lakkalikiori 1728
12| Laughing Lumberjack Lager 42
13| Quthack Lager 1389
4 Rhiinbriu Klosterhier 527
15 Sasquatch Ale 784
18] Steeleye Stout 2052
17 |Beverages Total 25469.9

2. From the Menu bar, select Data, Filter, AutoFilter
3. Select the drop down arrow from the Value heading e.g. Sum of Product Sale

| A \ B [ ¢ o
1
2
=l Category Name  |Rd Product Name hd Product Salk4 !
4 |Beverages Sort Descending
= Chai Custom
6| Chang [Top 10.]
o Chartreuse verte [DEustum J
8| Cite de Blaye 42
9| Guarana Fantastica é;;
0| Ipoh Coffee 7a4
AN Lakkalikodri 864
2] Laughing Lumberjack Lager lggg
3] Outback Lager 2052
4 Rhiinbrau Klosterbier 29624
5| Sasquatch Ale %US?? 5
6| Steeleye Stout 25463.9
[Blarks] —
11 Beverages Total o) el =
4. Select Custom
5. Select the below:
Shaw raws where:
Product Sales
Idnes ot equal = [ 5|
@ and C Or
| = =

Uss 7 to represent any sigle character
Uss * torepresent any series of characters

6. Select OK

| A | B | [o} )
1
2
5l Category Name [i4 Product Name hd Product Sallkd |
4 |Beverages
B | Chang 3021
7 Chartreuse verte 864
8| Cate de Blaye 11857.5
9 Guarana Fantastica 243
0 Ipoh Coffee 29624
a1 Lakkalikdori 1728
2] Laughing Lumberjack Lager 42
13 Outhack Lager 1389
4 Rhonbrau Klosterbier 521
5 Sasquatch Ale 784
6 Steeleye Stout 2052
17 Beverages Total 254699
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1. Select the cell to the right of the last heading on the PivotTable

A B c

1

2

3 Row Labels ¥ Sum of Product Slesl !
4 | = Beverages 25469.9

5 Chai 0

6 Chang 3021

7 Chartreuse verte 864

8 Céte de Blaye 11857 .5

9 Guarana Fantastica 243

10 Ipoh Coffee 2962.4

1 Lakkalikoori 1728

12 Laughing Lumberjack Lager 42

13 Qutback Lager 1389

14 Rhanbrau Klosterbier 527

15 Sasquatch Ale 784

16 Steeleye Stout 20582

17 | = Condiments 13255.5

2. From the Data tab, in the Sort & Filter group, select Filter
3. Select the drop down arrow from the Value heading e.g. Sum of Product Sale

A B c

¥ | Sum of Product Sal| ¥

1

2

3 Row Labels

4 = Beverages all

& o N
ang

7 Chartreus

8 Céte de E

& Guarana

10 Ipoh Coffe

11 Lakkaliko

12 Laughing

13 Qutback

14 Rhanbrau

15 Sasquatc

16 Steeleye

17 = Condiments

18 Aniseed

19 Chef Ant

20 Chef Ant

Sort Smallest to Largest

Sort Largest to Smallest

Sort by Color »
»
MNumber Eilters 4
W) (Select All) il

O

4. De-select 0

5. Select OK
A B

1

2

3 |Row Labels = | Sum of Product Sal .7
4 | = Beverages 25469.9
6 Chang 3021
7 Chartreuse verte 864
g Cite de Blaye 11857.5
9 Guarana Fantastica 243
10 Ipoh Coffee 2962.4
11 Lakkaliksari 1728
12 Laughing Lumberjack Lager 42
13 Qutback Lager 1389
14 Rhanbrau Klosterbier 527
15 Sasquatch Ale 784
16 Steeleye Stout 2052

De-select 0
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SHORTCUTS

SELECTING A COLUMN WITH ONLY TWO KEYSTROKES

Microsoft Excel 2003/2007 process:

1. Select any cell in the column you would like to select
2. Press Ctrl + Space Bar

SELECTING A Row WITH ONLY TwWO KEYSTROKES
Microsoft Excel 2003/2007 process:

1. Select any cell in the row you would like to select

2. Press Shift + Space Bar

WRAPPING TEXT IN A CELL
Microsoft Excel 2003/2007 process:

1. Enter in the desired text

A B C
1 This is a tesf]

,

3

2. Press Alt + Enter
3. Press Enter

A B
Thisis a
test

o[ 1]

3




A ALCHEMEX.

Software . Training - Support
NAMING A RANGE OF CELLS
A range of cells can be given a Name, which can then be used in place of the actual cell references in other formulae.
Microsoft Excel 2003 process:

1. Select the desired range of cells

2 | B | C | D ] E F

_1 |5taff Code Region Name Structure  Actual
2 P Wyest Coast W Maidoo Com 2567
_3 |P10 Wyest Coast F Jackson Com 16524
4 P11 West Coast Ewan Peterson Basic ]t
8 P12 West Coast Devan Oxford  Basic 5501
_B P13 Wyest Coast K Swest Com 45877
7 |P14 Wyest Coast P Cox Basic 11248
_8 |P15 Wyest Coast Kelly Swart Incentive 2500
9 |P1B West Coast B Citty Incentive 25667
0 |P17 Wyest Coast P Cox Incentive 4801

11 |P18 West Coast A Axford Com 2F439
12

13

On the keyboard, press Ctrl + F3
In the Names in workbook box, enter in the desired Named Range
In the Refers to box, ensure you have the correct range

Eal S

Define Name

Mames in workbook

List_Range ‘ oK I

Refers to:
='Data Sheet'$A51:4E511

5. Select OK
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Microsoft Excel 2007 process:

1. Select the desired range of cells

A B C B E; F

1 |Staff Code Region Name Structure Actual
2 |P1 West Coast M Maidoo Com 2567
3 |P10 West Coast F Jackson Com 16624
4 P11 West Coast Evan Peterson Basic 869
5 |P12 West Coast Devan Oxford Basic 5501
6 |P13 West Coast K Sweet Com 45877
7 |P14 West Coast P Cox Basic 112438
8 [P15 West Coast Kelly Swart Incentive 2500
9 P16 West Coast B Citty Incentive 25667
10 [P17 West Coast P Cox Incentive 4801
11 [P18 West Coast A Axford Com 26439
12

13

On the keyboard, press Ctrl + F3

Select New
Name Manager m
[y, | Elifs, . | D=1[=ir= | Eilter = |
Mame | Yalues | Refers Ta | Scope | Camment |

In the Name box, enter in the desired Named Range
In the Scope box, select where you would like the Named Range to be available
In the Refers to box, ensure you have the correct range

Mame: |List_Range
Scope: IWDrkaDk j
Camrment: ﬂ

=
Refers m: |=Sheet2!$f-\$1:$E$11 E

(04 | Canicel

)

7. Select OK, Close
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QUICKLY ACCESSING A LISsT OF NAMED RANGES

Once you have named the ranges in your Microsoft Excel worksheet, you may need to use them in such things as
Formulae, Data Validation or Pasting a List. By pasting a list, you will get a list of the Named Ranges and which cells they
refer to.

Microsoft Excel 2003/2007 process:

1. Touse in a Function :
a. Once you are at the desired point in the function (VLOOKUP — Table_array)
b. PressF3
c. Selectthe desired Named Range

Faste name

|ﬁ|:|:|:|ur'|t_Numher5 &~ |

[~

(0] 4 Cancel |

d. Select OK
2. Touse in Data Validation :
a. Once you are at the desired point in the data validation e.g. Source dialogue box
b. PressF3
c. Select the desired Named Range

Paste Name m

Faste name

|ﬁ|:|:|:|ur'|t_Numher5 &~ |

[~

(0] 4 Cancel |

d. Select OK
3. To Paste aList on Named Ranges:
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a. Select a cell in the worksheet where you would like the list to be pasted

b. PressF3
FPaste Name m
Faste name
account_Mumbers :I
Data_Source
=~
Paste List ks Cancel |

c. Select Paste List
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KEYBOARD SHORTCUT TO CREATE A CHART

By using one keystroke, you can create a chart without going through the Chart Wizard process.
Microsoft Excel 2003/2007 process:
1. Select the range you would like to Chart

2. Press F11 on the keyboard
3. A new worksheet will be inserted with the Chart

INSERT DATE SHORTCUT

Rather than typing out the date in a cell, you can use a keyboard shortcut to insert the current date instantly.
Microsoft Excel 2003/2007 process:

1. Select the cell you would like to enter the date
2. Hold down the Ctrl button and then press ; (Semi colon) on the keyboard

FILL RANGE SHORTCUT

There are a few ways to fill a range of text or a formula. This tip will show you how to firstly select the range to be filled,
enter the desired text or formula once, then use a keystroke combination to copy it to all cells in the highlighted range.

Microsoft Excel 2003/2007 process:

1. Select the range of cells to be filled

A B c D

1 |Category Name Quantity Unit Price Product Sales
2 |Confections 30 16
3 |Grains/Cereals 70 30
4 |Grains/Cereals 60 7|
5 |Confections 21 14]
6 |Grains/Cereals 40 il
7 |Seafood 2 15]
6 |Seafood 5 15]
9 |Beverages 10 14|
10 |Dairy Products 15 29
11 |Dairy Products 30 17|
12 Beverages 24 14|
13 |Confections 20 7l
14 |Condiments 35 10]
15 |Beverages 50 21
16 |Confections 4 7l
17 |Seafood 20 12
18 |Confections 2 25
19 | Dairy Products 14 10]
20 |Meat/Poultry 10 19

2. Enterin the desired text or formula into the cell




2
3
4
s
_ 6 Grains/Cereals
s
8
9
0

Grains/Cereals
Grains/Cereals

Confections

Seafood
Seafood
Beverages
Dairy Products

11 Dairy Products
12 Beverages
13 Confections
14 Condiments
15 Beverages
16 Confections
17 Seafood

18 Confections

Dairy Products

1)
20 Meat/Poultry

70
60
21
40

2

5
10
15
30
24
20
35
50

4
20

2
14
10

C

30

14]
"
15}
15}
14]
29
17]
14]

10}
pakl

124
24
10}
19|

Unit PricgtPrndul:t Sales
161=B2"C2

Lo |

[B2[3[z/3 ]3] 3]sz 3 e]=[~|o ||| ]|~

g
g
ERPS
F
3
B
o
£
5

gory ity Unit Price Product Sales

Confections
Grains/Cereals
Grains/Cereals
Confections
Grains/Cereals
Seafood
Seafood
Beverages
Dairy Products
Dairy Products
Beverages
Confections
Condiments
Beverages
Confections
Seafood
Confections
Dairy Products
Meat/Poultry

30
70
60
21
40

2

5
10
15
30
24
20
35
50

4
20

2
14
10

c D
16 480|
30 2128
7 432]
14 292
" 445
15 29)
15 76|
14 144)
29) 432]
17] 504}
14 346
7 146
10 364
21 10540]
7 29|
12 240)
25| 50}
10 140)
19 1921
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MACROS

SORTING WORKSHEETS IN ALPHABETICAL ORDER

With the following Visual Basic macro, called SortSheets, added to your workbook, you can order the worksheets
alphabetically quickly and easily.

Visual Basic Coding:

Sub SortSheets()

Dim sCount As Integer, K As Integer, L As Integer
Application.ScreenUpdating = False

sCount = Worksheets.Count

If sCount = 1 Then Exit Sub

For K=1TosCount-1

For L=K+ 1 To sCount

If Worksheets(L).Name < Worksheets(K).Name Then
Worksheets(L).Move Before:=Worksheets(K)

End If

Next L

Next K

End Sub

Microsoft Excel 2003 Process:
To Insert the Coding

1. From the Menu bar, select Tools , Macros, Visual Basic Editor
2. Select the Module you would like to insert the coding into

=& VBAProject (PERSONAL.XLS)
. @~ Microsoft Excel Objects
- =-5 Modules

3. Ontheright hand side paste the below coding
4. From the Menu bar, select File, Close and Return to Microsoft Excel

Run the Macro
1. From the Menu bar, select Tools , Macros , Macros
2. Select SortSheets
3. Select Run

Microsoft Excel 2007 Process:

Activate the Developer tab (if not already turned o n)
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1. Select the Office button

C

=2
s

2. Select Excel Options
3. Select Show Developer tab in the Ribbon

‘ Popular |

Iy
“g, Change the most popular ¢
Farmulas
Proofing Top options for working with Excel
Save [#] Show Mini Toalbar an selection i
[¥] Enable Live Preview i
Advanced
V] show Developer tab in the Ribbon '
P

To Insert the Coding

1. From the Developer tab in the Code group, select Visual Basic
2. Select the Module you would like to insert the coding into

=8 VBAProject (PERSONAL.XLSB)

- (7 Microsoft Excel Chjects
-5 Modules
ﬁi Module

3. Ontheright hand side paste the below coding
4. From the Menu bar, select File, Close and Return to Microsoft Excel

Run the Macro

1. From the View tab, in the Macros group, select Macros
2. Select SortSheets
3. Select Run
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OPENING A WORKBOOK ON A SPECIFIC SHEET
The following code will allow you to specify which worksheet, even to which cell, you would like to appear when the
workbook opens.

Visual Basic Coding:

Private Sub Workbook_Open()
Sheets("Sheet1").Select
Range("al").Select

End Sub

Microsoft Excel 2003/2007 process:

1. Open Microsoft Excel
2. Press Alt + F11
3. This will open the VISUAL BASIC Editor
4. On the far left, under Microsoft Excel Object , select ThiswWorkbook
5. Onthe right hand side, paste the below coding
/8 Microsoft Visual Basic - Book1 - [ThisWorkbook {Code]]
m File Edit View Insert Format Debug Run Tools Add-Ins Window Help - 8 X
[ ™ Y pon @R @ ;
Project - VBAProject [ %] IWurkhuuk ﬂ IUFE" LI
B =3 ¥ Frivate Sub Workbook Open () I
=-&% ¥BAProject (Book1) Sheets ("Sheetl”) .Select —
=53 Microsoft Bxcel Ohjects Range ("al") .gelect
: Sheetl (Sheetl) End Sub
Sheet2 (Sheet2)
Sheet3 (Sheet3)
== o
6. Inthe second line of the coding, change Sheetl, to the sheet name (tab) you wish to land on
7. Inthe third line of the coding, change Al, to the cell you wish to land on
8. From the Menu bar, select File, Close and Return to Microsoft Excel
9. Save and close the Microsoft Excel workbook

If using Microsoft Excel 2007, ensure you save the workbook as a *.xIsm

10. The next time you open the workbook, it will open on the specific worksheet and cell
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CopPYy AND SAVE A WORKSHEET INTO A NEW FILE AUTOMATICALLY

By using the following code, you can automatically copy the current worksheet to a new workbook, then automatically
save the workbook using the contents of a cell as the file name.

Note

e The below Macro is written to take the data from cell A1 and use it as the file name
e The below Macro is writing to automatically save the workbook in C:\My Documents
e If you do not have this directory, the Macro will give an error

Visual Basic Coding:
Public Sub SaveWorksheet()
ActiveSheet.Copy ' Copies active sheet to a new workbook
ActiveWorkbook.SaveAs "C:\My Documents\" & Range("Al1").Value
End Sub

Microsoft Excel 2003/2007 process:

1. Ensure you are in Microsoft Excel

2. Press ALT + F11 to open the Visual Basic Editor

3. If necessary, Insert a Module
a. Excel 2003 - From the VBAProject (Personal.xls ), select the Module folder
b. From the Menu, select Insert, Module
c. Excel 2007 — From the VBAProject (Personal.xIsb ), select the Module folder
d. From the Menu, select Insert, Module

4. On the right hand side, paste the above coding

7@ Microsoft Visual Basic - PERSONALXLS - [Module5 (Code)] _ o] x]
%Eile Edit View Insert Format Debug Bun  Tools Add-lns  Window Help - 0 X
o oy 9gm =
E3-d s aman e A EFHR @
Project - VBAProject E I[General) LI ISaveWurksheel j
== Public Sub SaveWorksheet () —
& AgSAPUtilities (ASAP Utilities.xla) T
-8 funcres (FUNCRES.XLA) ActiveSheet.Copy ' Coples active sheet to
E‘@ VBAPraject (PERSONAL.XLS) ActiveWorkbook.Savehs "C:\My Documentsi™ :
(- (2 Microsoft Excel Objects
=1-E5 Modules End sub
-« Modulel
-« Module2
-8 Module3
-8 Moduled
-« Modules

5. From the Menu bar, select File, Close and Return to Microsoft Excel
6. Enterin the necessary data into cell Al
7. Run the Macro
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REMOVING EMBEDDED HYPERLINKS WITH VISUAL BASIC

Sometimes a copy and paste of Internet based materials can also bring across embedded hyperlinks . The following
code will to remove all hyperlinks from the worksheet .

Visual Basic Coding:

Sub RemoveHyperlinks()

'Remove all hyperlinks from the active sheet
ActiveSheet.Hyperlinks.Delete

End Sub

Microsoft Excel 2003/2007 process:

PwnNhpE

Ensure you are on the worksheet you would like to remove the hyperlinks from
Press ALT + F11 to open the Visual Basic Editor

From the Menu bar, select Insert Module

Copy and paste the below coding into the Window on the right

48 Microsoft Visual Basic - Book1 - [Modulel {Code)]

%E\Ie Edit View Insert Format Debug Run Tools Add-Ins Window Help - 8 X
BE~d & 52 a9 ponom B F Y R @ =
P=Ed = YERdPa) =] %] I(General) LI IRemuveHyperlinks v}w
B 44 ¥ dub RemoveHyperlinks () 4l
=%} VBAProject (Book1) "Remove all hyperlinks from the active sheet [
-3 Microsoft Bxcel Oijects Activetheet .Hyperlinks.Delete Copy Coding to this Window

Sheet1 (Sheetl) End Sub -
Sheet2 (Sheet2)
Sheet3 (Sheet3)
Thistarkbook

-5 Modules _/‘_

422 Modlulel —
=)= N

From the Menu bar, select File, Close and Return to Microsoft Excel
Press ALT + F8 to view a list of Macros
Select the Macro, RemoveHyperlinks




A ALCHEMEX.

Software . Training - Support

Macro

Macra harme:

Step Into
Edit
crests

Delete

Uil

Options. .

=
Macros in: Al Open Workbooks j

Description

!

Cancel

8. Select Run

MACRO SECURITY LEVELS

Have you ever received this message or a similar message in Microsoft Excel?

Microsoft Office Excel E

Because of your security settings, macros have been disabled. Ta run macros, you need to recpen this warkbook, and then
: choose to enable macros. For mare information about enabling macros, click Help.

Ok I Help |

This message is displayed when the Macro security settings are set to block all macros. The following steps will solve the
problem.

Microsoft Excel 2003 process:
Set Security Level

1. From the Menu bar, select Tools , Macros , Security
2. Select Medium
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Security

HE

[ Secury Lovel || Trucied Fubiehers |

(" Wery High. Only macros installed in trusted locations will be allowed to run, &l
other signed and unsigned macros are disablad.

" High. Only signed macros from trusted sources will be allowed to run, Unsigned
macros are automatically disabled.

@ Medium, You can choose whether or not 4o run potentially unsafe macros.

" Low (not recommended). You are not protected from potentially unsafe

macros. Use this setting only if you have virus scanning software installed, or
you have checked the safety of all docurnents you open.

Wirug scanner(s) installed,

Ok I Cancel

3. Select OK
4. Close Microsoft Excel and open again for this setting to take effect

Enable Macros

1. When you open a workbook with a Macro you will get the below message

Security Warning E

"C\Documents and Settings\kerry'\Deskiop\Pockl.xls" contains macros,

Macros may contain viruses, It is usually safe to disable macros, but if the macros are
legitimate, you might lose sorme functionality.

Disable Macros I Enable Macros

More Info

2. Select Enable Macros

Microsoft Excel 2007 process:

Set Security Level

1. Select the Microsoft Office button

2. Select Excel Options




) Recent Documents
Bew

[© -

B

ﬂ Send

Publish  *

dose

1) excel options || X Exit excel

3. Onthe left, select Trust Center
4. Select Trust Center Settings

Excel Options [2]x]

Popular A

Help keep your documents safe and your computer secure and healthy.
Formulas
procfing Protecting your privacy.
Save Microsoft cares about your privacy. For more information about how Microsoft Office Excel helps to

protect your privacy, please see the privacy statements.
Advanced .
Show the Microsoft Office Excel privacy statement
Customize Microsoft Office Online privacy statement
rdd Customer Experience Improvement Program
ins
Wvust center | security & more

Resources Learn more abaut protecting your privacy and security from Microsoft Office Oniine.

Microsoft Office Excel Trust Center

The Trust Center contains security and privacy settings. These settings help

keep your computer secure. We recommend that you do not change these Trust Center Settings... |
settings. = Bl
)

5. Onthe left, select Macro Settings
6. Select Disable all macros with notification

Trust Center

Trusted Publishers

Macro Settings

Trusted Locations For macros in documents not in a trusted location:

~

Add-ins Disable all macres without netification

Disable all macros with notification
AdtiveX Settings

Macro Settings

Message Bar

®

" Disable all macras except digitally signed macros

€ Enable all macros (not recommended; potentially dangerous code can
run)

cternal Content Developer Macro Settings

Privacy Options ™7 Trust access to the VBA project object model

Cancel

7. Select OK

Enable Macros

A ALcHEMEX
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1. When you open a workbook with a Macro you will get the below message
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T

9}
_Q./' Home Insert Page Layout Formulas Data F

El L Page Break Preview Rule ¥ Formul:
1| custom Views ¥ Gridlines ¥ Headin
N

ormal| Page

Layout = Full Screen ¥ Message Bar
Workbook Views Show/Hide
=] T

@ Security Warning Macros have been disabled. Options...

D5 - %]

2. Select Options
3. Select Enable this content

Microsoft Office Security Options

@ Security Alert - Macro

Macro
Macros have been disabled. Macros might contain viruses or other security hazards. Do not
enable this content unless you trust the source of this file.

‘Warning: 1t is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the content
provides critical functionality and you trust its source.

More information
File Path: C:\Documents and Settings\kerry\Desktop\Bookl.xlsm

> Help protect me from unknown content (recommended)

® {Enable this content!

Open the Trust Center Cancel

4. Select OK

GROUPING PROTECTED WORKSHEETS

The Group and Outline tool is a fantastic utility, however you cannot, by default, apply grouping to protected worksheets.
The following code will help you get around this

r ]
"21| ‘ . . . S Group and
alz] A B c D E F Outline
1 Advanced Solutions (Pty) Ltd
2 YTD Income Statement
3
[ Account Mar-08 Apr-08 May-08 1=t Quarter
B '1I]l]l] Sales 315 813 483 670 409 125 1208 608
+ 12 '2I]l]I] Cost of Sales 58 409 70 257 47 333 175 999
+ 1A '3I]l]I] Direct Expenses 65 118 73 649 72 954 211721
Note

If you would like to apply the Visual Basic coding, simply copy the coding highlighted in blue and adjust the worksheet
name
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Visual Basic Coding:

Option Explicit

Sub auto_open()

With Worksheets("January")

.Protect Password:="hi", userinterfaceonly:=True
.EnableOutlining = True

'.EnableAutoFilter = True

End With

With Worksheets("February")

.Protect Password:="hi", userinterfaceonly:=True
.EnableQutlining = True

'.EnableAutoFilter = True

End With

End Sub
Microsoft Excel 2003/2007 process:

You are going to add some simple VISUAL BASIC coding into the workbook. This code has the password "hi" built in, so it
will be automatically protected. You can change the password in the below script if you wish. When the user opens the
workbook, they will need to select, "Enable Macros".

For this example we are going to say that the workbook name is Report and the worksheet name is January.

Open the desired workbook

Press Alt + F11 to open the Visual Basic Editor window

On the left you should see your Project (with your file name e.g. VBAProjectReport)
Right click on the Project and select Insert, Module

A folder called modules should appear with a Module underneath

Select the Module 1 and on the right hand side, paste the below coding
Remember to change the worksheet name and password

Close the Microsoft Visual Basic window (File, Close and Return to Microsoft Excel)
Close the workbook and re-open

10 You should be asked to Enable Macros

11. Your workbook should still be protected but you should be able to use your grouping

CoNoo~WNE

ON STEROIDS
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CONVERTING A VALUE INTO WORDS

By using some Visual Basic code in your worksheet module, you’'ll then have access to your own SPELLNUMBER()
function. This function will put a value that is in a cell, into words.

A B
1 |Value Words
2 1000.99 One Thousand Rands and Ninety Nine Cents

Visual Basic Coding:
Option Explicit
'Main Function
Function SpellNumber(ByVal MyNumber)
Dim Rands, Cents, Temp
Dim DecimalPlace, Count
ReDim Place(9) As String
Place(2) =" Thousand "
Place(3) =" Million "
Place(4) = " Billion "
Place(5) =" Trillion "
' String representation of amount.
MyNumber = Trim(Str(MyNumber))
' Position of decimal place 0 if none.
DecimalPlace = InStr(MyNumber, ".")
' Convert cents and set MyNumber to dollar amount.
If DecimalPlace > 0 Then
Cents = GetTens(Left(Mid(MyNumber, DecimalPlace + 1) & _
"00", 2))
MyNumber = Trim(Left(MyNumber, DecimalPlace - 1))
End If
Count=1
Do While MyNumber <> ""

Temp = GetHundreds(Right(MyNumber, 3))




If Temp <> "" Then Rands = Temp & Place(Count) & Rands

If Len(MyNumber) > 3 Then
MyNumber = Left(tMyNumber, Len(MyNumber) - 3)

Else
MyNumber ="
End If
Count=Count + 1

Loop

Select Case Rands
Case ™

Rands = "No Rands"
Case "One"

Rands = "One Dollar"
Case Else

Rands = Rands & " Rands"

End Select

Select Case Cents
Case ™

Cents = " and No Cents"
Case "One"
Cents = " and One Cent"
Case Else
Cents =" and " & Cents & " Cents"
End Select
SpellNumber = Rands & Cents

End Function

' Converts a number from 100-999 into text

Function GetHundreds(ByVal MyNumber)

A ALCHEMEX.
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Dim Result As String
If Val(MyNumber) = 0 Then Exit Function
MyNumber = Right("000" & MyNumber, 3)
' Convert the hundreds place.
If Mid(MyNumber, 1, 1) <> "0" Then

Result = GetDigit(Mid(MyNumber, 1, 1)) & " Hundred "
End If
' Convert the tens and ones place.
If Mid(MyNumber, 2, 1) <> "0" Then

Result = Result & GetTens(Mid(MyNumber, 2))
Else

Result = Result & GetDigit(Mid(MyNumber, 3))
End If
GetHundreds = Result

End Function

' Converts a number from 10 to 99 into text.
Function GetTens(TensText)
Dim Result As String

Result = " Null out the temporary function value.
If Val(Left(TensText, 1)) =1 Then ' If value between 10-19...
Select Case Val(TensText)

Case 10: Result = "Ten"
Case 11: Result = "Eleven"
Case 12: Result = "Twelve"
Case 13: Result = "Thirteen”
Case 14: Result = "Fourteen”

Case 15: Result = "Fifteen”

Case 16: Result = "Sixteen"
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Case 17: Result = "Seventeen"
Case 18: Result = "Eighteen”
Case 19: Result = "Nineteen"
Case Else
End Select
Else " If value between 20-99...
Select Case Val(Left(TensText, 1))
Case 2: Result = "Twenty "
Case 3: Result = "Thirty "
Case 4: Result = "Forty "
Case 5: Result = "Fifty "
Case 6: Result = "Sixty "
Case 7: Result = "Seventy "
Case 8: Result = "Eighty "
Case 9: Result = "Ninety "
Case Else
End Select
Result = Result & GetDigit _
(Right(TensText, 1)) ' Retrieve ones place.
End If
GetTens = Result
End Function
" Converts a number from 1 to 9 into text.
Function GetDigit(Digit)
Select Case Val(Digit)
Case 1: GetDigit = "One"
Case 2: GetDigit = "Two"
Case 3: GetDigit = "Three"

Case 4: GetDigit = "Four"
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Case 5: GetDigit = "Five"

Case 6: GetDigit = "Six"

Case 7: GetDigit = "Seven"

Case 8: GetDigit = "Eight"

Case 9: GetDigit = "Nine"

Case Else: GetDigit ="
End Select

End Function

Microsoft Excel 2003 process:

Insert the coding

1. From the Menu bar, select Tools , Macros, Visual Basic Editor
2. Select the Module you would like to insert the coding into

=& VBAProject (PERSONAL.XLS)
. @~ Microsoft Excel Ohjects
=3 Modules

3. Ontheright hand side paste the below coding
4. From the Menu bar, select File, Close and Return to Microsoft Excel

Insert the Function

1. Select the Insert Function dialogue box
o

2. Select the category User Defined

Insert Function ﬂn

Search for a function:
Type a brief description of what you want to do and then click Go Go

Or select a categary: |Most Recently Used -
Most Recently Used -

Select a function: sl
Financial ~
Date & Time
Math & Trig
AND Statistical
oR Lookup 8 Reference
LOOKUR Database
COLUMN Text |
.. Logical =
SUMIF(range,criteri; o -
it e colk speci T N——————
Help on this function oK I cancel

3. Select SpellNumber




4. Select the cell that contains the value, select OK

Microsoft Excel 2007 process:
Activate the Developer tab

1. Select the Office button

A

Cla )
)

2. Select Excel Options
3. Select Show Developer tab in the Ribbon

‘ — | “_g% Change the most popular

Farmulas

Proofing Top options for working with Excel

Save [#] Show Mini Toalbar an selection i

[¥] Enable Live Preview i
Advanced
[ show Developer tab in the Ribbon

Insert the coding

=

=& VBAProject (PERSONAL.XLSB)
& (23 Microsoft Excel Ohjects
=3 Modules

3. Ontheright hand side paste the below coding
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From the Developer tab in the Code group, select Visual Basic
2. Select the Module you would like to insert the coding into

4. From the Menu bar, select File, Close and Return to Microsoft Excel

Insert the Function
1. Select the Insert Function dialogue box
o

2. Select the category User Defined




Insert Function ﬂn

Search for a function:

Type a brief description of what you want to do and then click Go Go

Or select a categary: |Most Recently Used -
Most Recently Used -
Select a function: sl —
Financial ~
Date & Time
Math & Trig
AND Statistical
OR Lookup & Reference
\LOOKLUP Database
COLUMN Text Ll

. Logical
SUMIF(range,criteri; o - b

st e cels s A—— |

Help on this function oK I Cancel

Select SpellNumber
Select the cell that contains the value

ALCHEMEX.
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TRACK CELL EDITING

You can use the Worksheet_Change event to write a handler that will record when any particular cell in a worksheet is
changed. The macro simply puts the cell address of the last change cell into the status bar.

Microsoft Excel 2003/2007 process:

Open Microsoft Excel

Right click on the desired worksheet tab/name

Select View Code

Paste the below coding on to the desired sheet module e.g. Sheetl (Sheetl)

Depending on which sheet module you select, will depend on which worksheet will have this functionality

agpwNPE

78 Microsoft Visual Basic - Book?2 xlsx - [Sheet1 (Code]]

m Eile Edit View Insert Format Debug Run Tools Add-Ins Window Help - 8 X
HME-H 4 aBma92¢[r» 1 a3 W BFY % @
Project - YBAProject X Iwgrksheet LI IChange LI

= = ¥ Private Sub Worksheet Change (Byval Target As Rang.

=-& VBAProject (Book2.xlsx) Application.dtatusBar = Target.Address
-3 Microsoft Excel Objects End Sub

B8] Sheetl (Sheetl)

1 Sheet2 (Shest2)

1 Sheet3 (Shest3)

-4 Thiswarkbook

Select File, Close and Return to Microsoft Excel

Ensure you are on the correct worksheet

Select the desired cell on the worksheet

. Enter in the data

0. On the Status bar (bottom left) you will see the cell reference that has been changed e.g &A&?2

BOo~N®

A B C D E F

Month _|

D00 |~ | N | (=

A

4 4 » »| Sheetl Sheet2 ~Sheet3 FJl [
$AS2 [EEEET e ] (s
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FORMULAE

FORMULA AUDITING — SHOWING CELL DEPENDENCIES

Some spreadsheets can get very complicated, with many cells relying on other cell calculations to deliver information and
a change of one cell can have dramatic effects. Formula Auditing will show you which cells are connected.

Microsoft Excel 2003 process:

1. To activate the Formula Auditing toolbar
a. Select the desired cell
b. From the Menu bar, select View, Toolbars , Formula Auditing
2. Totrace all cells dependant :
a. Select the desired cell
b. From the Formula Auditing toolbar, select Trace Dependants
3. Totrace all cells that are preceding :
a. Select the desired cell
b. From the Formula Auditing toolbar, select Trace Precedents
c. Ifthe Preceding cells are found on another worksheet, you will get a dotted line
d. Double click on the dotted line, select the reference , select OK
4. Toremove all the arrows :
a. Select the desired cell
b. From the Formula Auditing toolbar, select Remove All Arrows

B2 - # =SUMINBY _End Fin Year Before Impairment)
& | =] [ T I = ] v Dotted Line
1 Check for Balance in Asset Note Precedence
2 |Total NBY e —4-093.677
3 | Total Impairment 95187 | — ———=- B Dependants
4 3.998.490
5 NS SIS
B Formula Auditing
&2 N TR
Trace
| Dependants
Trace
Precedents
Remove all

Arrows
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Microsoft Excel 2007 process:

1. Totrace all cells that are preceding :
a. Select the desired cell
b. From the Formulas tab, in the Formula Auditing group, select Trace Precedents
c. Ifthe Precedent cells are found on another worksheet, you will get a dotted line

d. Double click on the dotted line, select the reference , select OK
2. Totrace all cells dependant :

a. Select the desired cell

b. From the Formulas tab, in the Formula Auditing group, select Trace Dependents
3. Toremove all the arrows :

a. Select the desired cell
b. From the Formulas tab, in the Formula Auditing group, select Remove Arrows

ﬁ z mj m@ @ é] @ @ m § ~3 Define Name ~ i Trace Precedents ﬁ Show Formulas Trace

; ; Precedents
£2 Use in Formula ~ =i Trace Dependent: Error Checking -
Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math &  More MName = >
Function = Used ~ = = ~  Time = Reference ~ Trig ~ Functions ~ || Manager Create from Selection | Remove Arroma (&) Evaluate Formula Trace
Function Library Defined Names Formula ting Dependants
d 0 Q& T FANY U
- . . Remove all
B2 - fa}| =SUM(NBV_End_Fin_Year_Before_Impairment) Arrows
A E 5 ES Y z A AR AL AD AE AR
1 Check for Balance in Asset Mote .
2 [Total NBY 4093677 ] Dotted Line
3  Total Impairment | 95,187 T - E
4 | 3.398.430 Precedence
5

Dependants
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FINDING THE CELL WITH THE HIGHEST VALUE IN A RANGE

At times you may be working with data where you need to find the maximum value. To do this, you can sort or use the
MAX function. You may however, might not want to sort the column and are looking for the MAX value, but would like to
know the cell address that contains the maximum value.

Example
G1 A \ ﬁc| =ADDRESS(MATCH(MAX(D:D),D:D,0),4,4)
A B C D E F G
1 Branch Sales Person Category Name Product Sales Max Cell Ref: |D15 |
2 East Coast Anderson. P Confections 480
3 East Coast Johnson. A Grains/Cereals 2128
4 East Coast Peters. K Grains/Cereals 432
5 East Coast Bonders. P Confections 292
6 East Coast Newson. L Grains/Cereals 448
7 East Coast Lavin. T Seafood 29
8 East Coast Perks. M Seafood 76
9 East Coast Anderson. P Beverages 144
10 East Coast Johnson. A Dairy Products 432
11 East Coast Peters. K Dairy Products 504
12 East Coast Bonders. P Beverages 346
13 East Coast Newson. L Confections 146
14 East Coast Lavin. T Condiments 364
15 East Coast Perks. M Beverages 10540
16 East Coast Anderson. P Confections 29
17 East Coast Johnson. A Seafood 240
18 East Coast Peters. K Confections 50
19 East Coast Bonders. P Dairy Products 140

MATCH MATCH(lookup_value,lookup_array,match_type)
The MATCH function will return the row number of the highest value.
Lookup_value

Is the value you use to find the value you want in a table. Lookup_value can be a value (number, text, or
logical value) or a cell reference to a number, text, or logical value.

Lookup_array
Is a contiguous range of cells containing possible lookup values.
Match_type

Is the number -1, 0, or 1. Match_type specifies how Microsoft Excel matches lookup_value with values in
lookup_array.

If match_type is 0, MATCH finds the first value that is exactly equal to lookup_value. Lookup_array can
be in any order.
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ADDRESS | ADDRESS(row_num,column_num,abs_num,al,sheet_text)
The ADDRESS function will return the cell address of the highest value.
Row_num :
Is the row number to use in the cell reference.
Column_num :
Is the column number to use in the cell reference.
Abs num :
Specifies the type of reference to return. 1 - Absolute, 2 - Absolute row; relative column, 3
Relative row; absolute column, 4 - Relative
MAX MAX(numberl,number2,...)

Numberl, number2

Are 1 to 255 numbers for which you want to find the maximum value.

Microsoft Excel 2003/2007 process:

1. Open Microsoft Excel
2. Select the desired result cell
3. Select the Insert Function button on the Formula bar

kx|

4. Inthe Row_num box, enter in the below:

MATCH(MAX(“Column to calculate max”),”"Column to find the max, finds the first value that is exactly equal)

5. Inthe Column_num box, enter the below:

4 — You want to use column D (4) as the result reference

6. Inthe Abs num box, enter the below:

4 — You would like a relative reference
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Function Arguments [ 2] x]
—ADDRESS
Row_num  [MATCH{MAX{D:D),D:D,0) B -1
Column_num |4 E = 4
Abs_num |4 E = 4
AL I E = logical
Shest_text | B = text
= 'DI5"

Creates a cell reference as text, given specified row and column numbers.

Row_num is the row number to use in the cell reference: Row_nurmber = 1 for row 1.

Formula result = D15

Help on this function oK I Cancel

Select OK

52034, 20 6. 070 2010%;411{&

34002 : 1 : 73% ?3/12] 034
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ROUNDING NUMBERS TO THE NEAREST WHOLE NUMBER (E.G. TENS, HUNDREDS OR
THOUSANDS)

Using the ROUND function, you can round a number upwards to the nearest hundred, thousand, million or higher.

Example

The Rounded Up column is rounding the values up the nearest hundredth.

A B C D
1 | Category Name Month Value Rounded Up
2 Dairy Products  April 5568 5600
3 Dairy Products  April 1566 1600
4 | Dairy Products  April 3480 3500
5 Dairy Products  April 1392 1400
6 | Dairy Products  April 2436 2400
7 Dairy Products  April 1740 1700
& Dairy Products  April 3000 3000
9 |Dairy Products  April 6000 6000
10 |Dairy Products  April 4200 4200
11 |Dairy Products  April 5500 5500
12 Dairy Products  April 4840 4800
13 |Dairy Products  April 1980 2000
14 |Dairy Products  April 1970 2000
ROUND ROUND(number,num_digits)

Number :

Num_digits :

Is the number you want to round.

Specifies the number of digits to which you want to round number.

Powerful, informed business decisions

are just a click away. |3
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Microsoft Excel 2003/2007 process:

1. Select the desired cell (D2)
2. Enter in the below formula :

=ROUND(C2,-2)

3. Press Enter

Automated, real-time, pre-formatted reports

delivered in Microsoft Excel.




DELETING ALL NON -FORMULA DATA ON A WORKSHEET

Have you ever found that at the beginning of the Financial Year you need to make a copy of the previous year’s
workbook? If so, you'd need to delete all the old year’s data but you would really like to keep all of the formulae in the

worksheet. By using the Go To dialogue box, it is a quick any easy method.

Microsoft Excel 2003/2007 process:

1. Make a copy of the desired worksheet
2. Press F5 on the keyboard (The Go To dialogue box will pop up)
3. Select Special
4. Select Constants
Go To Special m
Select
(" Comments (" Row differences
. C " Column differences Constants
(" Formulas (" Precedents
[V Mumbers " Dependents
[ Text ® Direct anly
v Logicals 4l levels
[v| Errors " Lastcell
(" Blarks " Wisihle cells anly
" Current region (" Conditional formats
" Current array (" Data validation
" Objects ® all
" Same
oK I Cancel
5. Select OK

A ALCHEMEX.
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6. All cells containing constants (everything except formulae) will be selected

7. Press Delete on the keyboard

A\ ALCHEMEX.
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FILTER DATE TRANSACTIONS TO SHOW ONLY DATES THAT FAL L BETWEEN A RANGE (E.G. 30
AND 60 DAYS)

By using a combination of the TODAY and AND function, you can determine whether a date falls inside of a particular

date range.
Example
D3 - i | =AND(TODAY()-B3>=30, TODAY ()-B3<=60)
A E C D E F
1
2 Fhodtad Azms * | Flaie ¥ | Fhctasf Sa v | S G & Dae v
3 | Alice Mutton 120442003 sooooo__TRUE 1
4 | Alice Mutton 1042003 15000.00 TRUE
5 | Alice Mutton 30042003 5700.00 TRUE
B |Alice Mutton 01052003 15000.00 TRUE
7 | Alice Mutton 0052003 24000.00 FALSE
8 |Alice Mutton 23052008 4500.00 FALSE
3 |Anizeed Surup OR/032003 §400.00 FALSE
0 | Aniseed Syrup 25032008 2520.00 FALSE
1 | Aniseed Surup 1052003 1550.00 FALSE
12 |Blue Cheese 200042008 5568.00 TRUE
13 |Blue Cheese 04042003 156600 TRUE
# |Blue Cheese 04042008 3480.00 TRUE
15 |Blue Cheese V042008 1392.00 TRUE
6 |Blue Chesse 1240442003 2436.00 TRUE
17 |Blue Cheese 23042003 1740.00 TRUE

This result will give you an answer of either True or False which you can then filter or use in combination with another
function. This can be a handy when used in combination with a SUMIF to calculate transactions in certain date range.

TODAY TODAY()
Returns the serial number of the current date. The serial number is the date-time code used by Microsoft
Excel for date and time calculations. If the cell format was General before the function was entered, the
result is formatted as a date.

AND AND(logicall,logical?, ...)

Logicall, logical2 , ...:

Are 1 to 255 conditions you want to test that can be either TRUE or FALSE.
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Microsoft Excel 2003/2007 process:

1. Select the desired cell
2. Enter in the formula

=AND(TODAY()-B3>=30,TODAY()-B3<=60)

3. Copy the formula down
4. Use Filtering to Filter all values that are TRUE

ON STEROIDS
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CONVERTING TEXT DATES TO DATES

Occasionally, dates may become formatted and stored in cells as text. For example, you may have entered a date in a
cell that was formatted as text, or the data might have been imported or pasted from an external data source as text.

Dates that are formatted as text are left-aligned instead of right-aligned in a cell. You can use the DATEVALUE function to
convert most other types of text dates to dates.

DATEVALUE | DATEVALUE(date_text)
Date_text :

Is text that represents a date in a Microsoft Excel date format. For example, "1/30/2008" or "30-Jan-
2008" are text strings within quotation marks that represent dates. Using the default date system in
Excel for Windows, date_text must represent a date from January 1, 1900, to December 31, 9999.
Using the default date system in Microsoft Excel for the Macintosh, date_text must represent a date
from January 1, 1904, to December 31, 9999. DATEVALUE returns the #VALUE! error value if date_text
is out of this range.

If the year portion of date_text is omitted, DATEVALUE uses the current year from your computer's built-
in clock. Time information in date_text is ignored.




A ALCHEMEX.

Software . Training - Support

Microsoft Excel 2003/2007 process:

1. Select the desired cell (B2)
2. Enter the below function:

=DATEVALUE(A2)

The DATEVALUE function returns the serial number of the date that is represented by the text date

A B
1 Date as Text Data as Date
2 03/06/08 | 396021
3 12/07/08 39641

3. Format the cell (serial number) to a date:
Select the desired cell/cells (B2:B3)
Right click on the selected cells
Select Format Cells

Select Date

Select the desired Format

PooT e

B2 v f:| =DATEVALUE(A2)

b

A B & D E
1 Date as Text Data as Date
2 |03/06/08 | 03/06/2008]
3 |12/07/08 12/07/2008
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COMBINING TEXT FROM MULTIPLE CELLS INTO ONE

Using the & sign is the same as using the Concatenate function, but much simpler.

Example

Below is an example in column C, of where the Main Account and Sub Account numbers need to be joined into one cell
with a / to separate the Accounts.

C2 - £ | =A28"&B2
A B 5 D

1 Main Account Sub Account Combined

2 100 350'100!350 _|

3 200 400 200/400

4 100 240 100/240

5 100 150 100/150

6 200 250 200/250

7 300 220 300/220

8 300 200 300/200

Microsoft Excel 2003/2007 process:

1. Select the desired cell (C2)

2. Enterin=

3. Select the first cell to join (A2)

4. Enterin &

5. If necessary, add any additional data that my not be found in a cell (/)
6. Enterin &

7. Select any additional cells to join

8. Press Enter




A ALCHEMEX.

Software . Training - Support

AN ALTERNATIVE To VLOOKUP

Using a combination of MATCH and INDEX, you can return values from an array regardless of what information is in the
first column of the array. In a VLOOKUP, the main search criteria (for example, a sales persons name) needs to be in the
first column of the array — using MATCH and INDEX, it doesn’t matter which column the result is in.

Example

You can either create the functions in two steps as in cells B20 and C20, or you can create a Nested Function as in cell
D20.

A B C D
1 Name Salary Structure Staff Code
2 M Naidoo 5000(P1
3 |F Jackson 18500(|P10
4 |Evan Peterson 25000(P11
5 |Devan Oxford 65000|P12
6 |K Sweet 38000({P13
7 |P Cox 15000({P14
8 |Kelly Swart 5500[P15
9 B Citty 12000({P16
10 |P Cox 28000({P17
11 |A Axford 25000({P18
12 J Alexander 35000{P19
13 |M Effort 23000(P2
14 Peter Minster 30000{P20
15 |T Strydom 35000({P21
16 |Cathy Johnson 25000(P22
17 A Wilson 13000(P23
18
19 Staff Code MATCH Function INDEX Function Nested MATCH & INDEX
20 P16 9 12000 12000
21 =MATCH(A20,Sheet1IC1:C17) =INDEX(A1:C17.B20,2) =INDEX(A1:C17 . MATCH(A20,Sheet1IC1:C17).2)

MATCH MATCH(lookup_value,lookup_array,match_type)
Will return the row number of the highest value.
Lookup_value

Is the value you use to find thev alue you want in a table. Lookup_value can be a value (number, text, or
logical value) or a cell reference to a number, text, or logical value.

Lookup_array
Is a contiguous range of cells containing possible lookup values.
Match_type :

Is the number -1, 0, or 1. Match_type specifies how Microsoft Excel = matches lookup_value with values in
lookup_array.If match_type is 0, MATCH finds the first value that is exactly equal to lookup_value.
Lookup_array can be in any order.

INDEX INDEX(array,row_num,column_num)
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answer from the specified column .

Array :

row_num or column_num argument is optional.

Row_num :

Column_num

Selects the row in array from which to return a value.

Returns the value of an element in a table or an, selected by the row and column number indexes.

INDEX will look at an array, based on the row number found in the MATCH Function, and return the

Is a range of cells or an array constant. If array contains only one row or column, the corresponding

If array has more than one row and more than one column, and only row_num or column_num is used,
INDEX returns an array of the entire row or column in array.

If row_num is omitted, column_num is required.

Selects the column in array from which to return a value. If column_num is omitted, row_num is required.

Microsoft Excel 2003/2007 process:

=

Select the desired cell
Select the FX button on the Formula bar

I
Select the Lookup & Reference category

Insert Function

Search for a function:

Type a brief description of what you want 1o do and then click Go Go

Or select a category: |Lookup & Reference

Select a function:

ADDRESS{row_num,column_num,abs_num,al,sheet_text)
Creates a cell reference as text, given specified row and column numbers.

o]

Help on this flnction Cancel

4. Select the desired Function (Match/Index)




5. Enter in the desired Criteria
6. Select OK
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INSERTING SYMBOLS INTO THE CELL (E.G. %2)

In can sometimes be difficult to insert a special character, such as %2 or ®, into a cell. Special characters each have their
own unique number combination and using this can make the input of these special characters much easier.

Example

A B C

[== R R DA L R =N SV R L R,
e | — = = =

CHAR CHAR(number)
Number :

Is a number between 1 and 255 specifying which character you want. The character is from the character
set used by your computer.

If you know the code number, you can enter that character any time by holding down the ALT key, and typing the 4 digit
code number on the numeric keypad (the keys on the far right of your keyboard, do not use the "normal” number keys
above the letter keys). Even though character code numbers are only three digits (between 0 and 255), you must type in
the leading zeros to ensure that you get the proper character. For example, to enter in the British Pound sign, whose
code is 163, hold down the ALT key, and type 0163 on the numeric keypad. There are hundreds of special characters,
each with their own number. A trick to finding out what the number of a special character is involves using the CHAR.

Common Symbols |Symbol |Codes |{Common Symbols Symbol |Codes
Euro € 0128 |Registered ® 0174
Ellipsis 0133 |Plus/Minus + 0177
Dagger T 0134 |Paragraph i 0182
Double Dagger ¥ 0135 |Degree ° 0176
Bullet . 0149 |Pounds £ 0163
Trademark ™ 0153 |Yen ¥ 0165
Cents ¢ 0162 |Copyright © 0169

Microsoft Excel 2003/2007 process:




1. Create the Symbol list:
a. Open a blank workbook
b. Selectcell A1

2. Enter in the below function:

=CHAR(ROW())

A ALCHEMEX.
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Al - |

£ | =CHAR(ROW())

N L R —

A
P
—IL
d

|

B C

D

a. Copy the function down to cell A255
b. This will display in each cell the character whose code number is that cell's row number. For example,

the Euro Currency symbol will appear in cell A128, which indicates that its code number is 128

c. If necessary, save the workbook

3. To apply the desired Symbol :
a. Select the desired cell

b. Hold down ALT on the keyboard
c. Using the numeric keys on your NUMLOCK pad, enter in the desired code e.g. 0128

d. If using a laptop , be sure to turn on your NUMLOCK pad

E F

You can change the font of the column to see what characters are supplied by various fonts. Fonts with lots of useful
symbols include Symbol, WebDings, the 3 WingDings fonts, Ref Specialty, ENCICON, Marlett, MonoType Sorts, and MS

Reference. Note that you may not have all these fonts on your computer.

Alternatively, the codes of each special (and even normal) characters can be found using the Character Map utility which

can generally be found in the Accessories - System Tools

menu path in most Windows operating systems.




ADDING CRITERIA/CONDITIONS TO YOUR SUM FUNCTION

Using the DSUM function, you can specify criteria and conditions regarding which cells should be added together. An

alternative to using DSUM is using SUMIF. But SUMIF can't do complex criteria.

Example

The table contains a list of totals sales per day, showing how many hours were worked that day, the week number and the
month. In cell H4 we have prepared a running total using the DSUM function, which takes into account a number of
criteria that has been set up in the range A1:F2 (such as a specific day for a specific month as long as the hours in the

work day were greater than 12 but less than 17.
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H4 - jS'.;| =DSUM(A5:E1121,5 A1:F2)
A B C D E F G H
1 | Month Week |Weekday| Hour Sales Hour
2 |February Tue =12 =17
3
Total Tue Sales from
4 1pm to 4pm in Feb $ 4.964.00
5 | Month Week Weekday Hour Sales
& January 1 Mon 9 147
7 |January 1 Tue 9 161
8 |January 1 Wed 9 182
9 |January 1 Thu 9 201
10 |January 1 Fn 9 158
11 |January 1 Sat 9 190
12 |January 1 Sun 9 243
13 |January 2 Mon 9 147
14 |January 2 Tue 9 161
15 |January 2 Wed 9 182
16 |January 2 Thu 9 201

DSUM DSUM(database,field,criteria)
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Database :

Is the range of cells that makes up the list or database. A database is a list of related data in
which rows of related information are records, and columns of data are fields. The first row of the list
contains labels for each column.

Field :

Indicates which column is used in the function. Field can be given as text with the column label enclosed
between double quotation marks, such as "Age" or "Yield," or as a number that represents the position of
the column within the list: 1 for the first column, 2 for the second column, and so on.

Criteria :

Is the range of cells that contains the conditions you specify. You can use any range for the criteria
argument, as long as it includes at least one column label and at least one cell below the column label for
specifying a condition for the column.

Microsoft Excel 2003/2007 process:

1. Select the desired cell (H4)
2. Enterin the below formula :

=DSUM(A5:E1121,5,A1:F2)

3. Press Enter
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VLOOKUP VERsUs HLOOKUP
Depending on how your data has been setup up, you may need to either use a VLOOKUP or an HLOOKUP.

VLOOKUP

VLOOKUP(lookup_value,table_array,col_index_num,range_lookup)
Lookup_value

The value to search in the first column of the table. Lookup_value can be a value or a reference. If
lookup_value is smaller than the smallest value in the first column of table_array, VLOOKUP returns the
#N/A error value.

Table_array

Two or more columns of data. Use a reference to a range or a range name. The values in the first column
of table_array are the values searched by lookup_value. These values can be text, numbers, or logical
values. Uppercase and lowercase text are equivalent.

Col_index_num

The column number in table_array from which the matching value must be returned. A col_index_num of 1
returns the value in the first column in table_array; a col_index_num of 2 returns the value in the second
column in table_array, and so on. If col_index_num is:

Range_lookup :

A logical value that specifies whether you want VLOOKUP to find an exact match or an approximate
maitch:

If TRUE or omitted, an exact or approximate match is returned. If an exact match is not found, the next
largest value that is less than lookup_value is returned.

If FALSE, VLOOKUP will only find an exact match.

Searches for a value in the first column of a table array and returns a value in the same row from
another column in the table array.

The V in VLOOKUP stands for vertical. Use VLOOKUP instead of HLOOKUP when your comparison
values are located in a column to the left of the data that you want to find.
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D00~ | DN F || M| =

12 [=VLOOKUP{1,A2:C10,3 TRUE)

14 Using an approximate match, searches
15 for the value 1 in column A finds

16 the largest value less than or equal

17 to 1incolumn A which is 0.946,

18 and then returns the value from

19 column C inthe same row. (100)

HLOOKUP

HLOOKUP(lookup_value,table_array,row_index_num,range_lookup)
Lookup_value

Is the value to be found in the first row of the table. Lookup_value can be a value, a reference, or a text
string.

Table_array
Is a table of information in which data is looked up. Use a reference to a range or a range name.
Row_index_num

Is the row number in table_array from which the matching value will be returned. A row_index_num of 1
returns the first row value in table_array, a row_index_num of 2 returns the second row value in
table_array, and so on. If row_index_num is less than 1, HLOOKUP returns the #VALUE! error value; if
row_index_num is greater than the number of rows on table_array, HLOOKUP returns the #REF! error
value.

Range_lookup

Is a logical value that specifies whether you want HLOOKUP to find an exact match or an approximate
match. If TRUE or omitted, an approximate match is returned. In other words, if an exact match is not
found, the next largest value that is less than lookup_value is returned. If FALSE, HLOOKUP will find an
exact match. If one is not found, the error value #N/A is returned.
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Searches for a value in the top row of a table or an array (array: Used to build single formulas that
produce multiple results or that operate on a group of arguments that are arranged in rows and columns.
An array range shares a common formula; an array constant is a group of constants used as an
argument.) of values, and then returns a value in the same column from a row you specify in the table or
array. Use HLOOKUP when your comparison values are located in a row across the top of a table of data,
and you want to look down a specified number of rows. The H in HLOOKUP stands for "Horizontal."

A B C
Axles Bearings Bolts
4 4 9
5 7 10
& 8 11

=HLOOKUP("Bearings" ,A1:C4,3,FALSE)

Looks up Bearings in row 1, and
returns the value from row 3
10 /that's in the same column. (7)

0|00 |~ | | W=

Microsoft Excel 2003/2007 process:

=

Select the desired cell
2. Select the FX button on the Formula bar

b

3. Select the Lookup & Reference category

Insert Function m

Search for a function:

Type a brief description of what you want 1o do and then click Go Go

Or select a category: |Lookup & Reference j

Select a function:

ADDRESS{row_num,column_num,abs_num,al,sheet_text)
Creates a cell reference as text, given specified row and column numbers.

Help on this flnction oK I Cancel

4. Select the desired Function (Vlookup/Hlookup)
5. Enter in the desired Criteria




6. Select OK
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SUMIF BETWEEN WORKBOOKS

When using the SUMIF function between workbooks, you may get a VALUE error if the source workbook is not open. To
work around this, use a combination of the SUM and IF functions together in an array formula.

Example

The source workbook, filename Data.

A B &

1

2 Branch |Value

3 |South 567
4 East 468
5 East 469
6 West 765
7 West 490
8 East 345
9 |South 659
10 West 289
11 West 879
12 East 639
13

The workbook with the formula.

B2 - \ e |{:SUM(IF([DATA.XIS]Sheet‘l 1$A$3:$A%12="East" [DATA xIs]Sheet11$B$3:$B%$12,0))}
A B C D E F G H I J K

1
2 |Total Value for East | 1921]
3

This behavior occurs when the formula that contains the SUMIF, COUNTIF, or COUNTBLANK function refers to cells in a
closed workbook.

If you open the referenced workbook, the formula works correctly.

e Instead of using a formula that is similar to the following
=SUMIF([Source]Sheet1!$A$1:$A$8,"a",[Source]Sheet1!$B$1:$B$8)

e use the following formula:
=SUM(IF([Source]Sheet1!$A$1:$A$8="a",[Source]Sheet1!$B$1:$B$8,0))
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An array formula is a formula that can perform multiple calculations on one or more of the items in an array. Array
formulas act on two or more sets of values known as array arguments.

e Each argument within an array must have the same amount of rows and columns
e You must enter an array by pushing Ctrl + Shift + Enter
e You cannot add the {} (braces) that surround an array yourself, pushing Ctrl + Shift + Enter will do this for you

SUMIF SUMIF(range,criteria,sum_range)
Range :

Is the range of cells that you want evaluated by criteria. Cells in each range must be numbers or
names, arrays, or references that contain numbers. Blank and text values are ignored.

Criteria :

Is the criteria in the form of a number, expression, or text that defines which cells will be added. For
example, criteria can be expressed as 32, "32", ">32", or "apples".

Sum_range :

Are the actual cells to add if their corresponding cells in range match criteria. If sum_range is omitted,
the cells in range are both evaluated by criteria and added if they match criteria.

Microsoft Excel 2003/2007 process:

Open the workbook that contains the source (Data)

Open the workbook that will contain the formulae

Select the desired cell in the workbook that will contain the formulae (B2)
Using the FX button on the Formula Bar, locate the Sum Function

el
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Function Arguments

To nest in the IF Function, from the Formula bar, in the Name Box, from the drop down arrow, select IF
If the IF function does not appear, select More Functions and locate the IF Function.

- (0 % «[&] =sump

SUMIF
COUNTIF

OR

MAX

MIN

AVERAGE

More Functions...

Logical_test — If cells A3:A12 in the Data workbook on Sheet 1 = East
Value_if_true — If the above is true, sum the range B3:B12




ALCHEMEX.

Business Intelligence. Simply.

Software . Training - Support

Value_if_false — IF the above is not true, place 0

7. Press Ctrl + Shift + Enter

ON STEROIDS
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PosITIVE AND NEGATIVE NUMBERS

Have you ever had a column with positive and negative numbers, but would like to sum the positive and negative
numbers separately? This can be done by using the SUMIF function.

Example
A B
1 Stock InfOut
2 89
3 47
4 -16
5 140
6 -37
7 113
8 -58
9 -79
10 59
11
12 TotalIn 448
13 |Total Out -190
SUMIF SUMIF(range,criteria,sum_range)
Range :

Is the range of cells that you want evaluated by criteria. Cells in each range must
be numbers or names, arrays, or references that contain numbers. Blank and text
values are ignored.

Criteria :

Is the criteria in the form of a number, expression, or text that defines which cells
will be added. For example, criteria can be expressed as 32, "32", ">32", or
"apples".

Sum_range :

Are the actual cells to add if their corresponding cells in range match criteria. If
sum_range is omitted, the cells in range are both evaluated by criteria and added
if they match criteria.

Microsoft Excel 2003/2007 process:

1. To add the positive numbers as per the example:




a. Selectthe desired cell (B12)
b. Enter in the below formula:

=SUMIF(A2:A10,">0")
c. Press Enter
2. To add the negative numbers:
a. Selectthe desired cell (B13)
b. Enter in the below formula:
=SUMIF(A2:A10,"<0")

c. Press Enter

A ALCHEMEX.
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MICROSOFT EXCEL OPTIONS/TOOLS

UPDATE FORMULAE MANUALLY

When there are a number of formulas on a worksheet, especially if there is a lot of data to be referenced, changing one
formula can slow the application down substantially. You have to wait a few seconds before you can proceed with your
work while the other formulae recalculate. By using the option to manually recalculate, you can bypass this recalculation
and avoid the delay. You can then choose to manually update your formulae.

Microsoft Excel 2003 process:

1. From the Menu bar, select Tools , Options
2. Select the heading tab Calculation

Options m
Colar | International | Save | Error Checking | Spelling | Security
Wiew Calculation | Edit | General | Transition | Custom Lists | Chart
Calculation
 Autoratic

ecalculate before save

 Automatic except tables

Calc Mowe (F3) |
- Calc Sheet |

[ Iteration

Maximurm iterations: IlDD Mairmum change: ID.DDl

‘Workbook options
|7 Undate remote references |7 Save external link values

[ Erecision as displayed [ Accept labels in formulas
[~ 1904 date system

= ]

Cancel

3. Select Manual
4. Select OK

A ALCHEMEX.
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Microsoft Excel 2007 process:

1. Select the Microsoft Office button

2. From the bottom right, select Excel Options
3. Select Manual

A ALCHEMEX.
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2] x]

Excel Options

Popular - E_:}d

[ ] % handling.
Formulas
Proofing Calculation options
Save Workbook Calculationti

fﬁ Automatic

Advanced
Customize
Add-Ins

saving

Trust Center

Working with formulas

Resources LI <] |

Change options related to formu=

0 Automatic except for data tables

F Recalculate workbook befare

4. Select OK
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CusTOM AUTOFILL SERIES USING WORKING DAYS OF THE WEEK ONLY

Every Microsoft Excel user, and every workplace, has their own specific needs and these can even extend to AutoFill
options. With the following tip, you can customise your own ‘series’ that best meets your needs.

Microsoft Excel 2003 process:

1. Enter in the date in the first cell of the range (A1)
2. Select all cells in the required range including the first cell (A1:A5)

A
23/03/2008

N LD M —

3. From the Menu bar, select Edit, Fill
4. Select Series
5. Inthe Series dialog box, check the Date and Weekday option buttons

Eries in —TIype —Date unit
" Rows " Linear " Day
|—SG Colurmns " Growth " Weekday
& oote ® ot
[~ Trend " autaFill " ‘ear

Step value: |1 Stop value: I
Ok, I Cancel |

6. Select OK

A
23/03/2008
23/04/2008
23/05/2008
23/06/2008
23/07/2008

= | b | —




Microsoft Excel 2007 process:

1. Enter the date in the first cell in the range (Al)

A ALCHEMEX.
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2. Select all cells in the required range including the first cell (A1:A5)

N LD M —

A

23/03/2008

3. From the Home tab, in the Editing group, select the Fill button

3] -

4. Select Series
5. Inthe Series dialog box, check the Date and Weekday option buttons

Series m
eries in Type ate Linit
" Rows " Linear " Day
™ Columns " Growth " Weekday
® Date lonth
" autaFill " ‘ear
I_ Trend

Step walue: Il Stop walue: I

o]

Cancel

6. Select OK

[ IS L R S

A

23/03/2008
23/04/2008
23/05/2008
23/06/2008

23/07/2008
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ENSURING DATA CONFORMS TO YOUR RULES

Making sure that the data users enter into a worksheet conforms to certain standards is difficult if you have no way of
enforcing the rule. With Data Validation, you can:

e Provide users with a drop down list of choices (so they can't input data incorrectly)
e Restrict entries to a specific type or size
e Create custom settings

Example

In the below example, you would like to ensure that the End Date is always greater than the Start Date. To ensure this,
you are going to apply Data Validation to ensure that the Date in cell B2 must be greater than the Date in cell A2.

A B
Start Date End Date
14/01/2007
01/03/2007
23/04/2007
15/06/2007
07/08/2007
29/09/2007
21/11/2007

GO (=] |ch (LN | [ [N

Microsoft Excel 2003 process:

1. Select the range of cells you would like to apply Data Validation (B2:B8)
2. From the Menu bar, select Data, Validation
3. Enter in the below :

Data Validation E

: Settings | Input Message | Error Alert |

‘alidation criteria

Allow

IDahe j |7 Ignore blank
Data:

Iqreahzr than j

Start date!

[ =

[ apply these changes to all other cells with the same settings

Clear all oK I Cancel |
4. Select OK

5. You can now enter in the dates and if you happen to enter in a date less than the start date, you will get an error
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Microsoft Excel 2007 process:

1. Select the range of cells you would like to apply Data Validation (B2:B8)
2. From the Data tab, in the Data Tools group, select Data Validation
3. Enterin the below:

Data Validation ﬂ

SBttlngs | Input Message | Error alert |

Walidation criteriz

Allow:

IDahe j v Ignare blank
Data:

Igreaner than j

Start date!

[ =l

[ apply these changes to all other cells with the same settings

Clear all | (a]4 I Cancel
4. Select OK

5. You can now enter in the dates and if you happen to enter in a date less than the start date, you will get an error

TEXT TO COLUMNS

There may be times when you need split one column worth of information into two or more columns. Using the Text To
Columns tool means that this split doesn’t have to be a manual process.

Before : After :
A B A B

1 |Main Account Number Sub Account Number 1 'Main Account Number Sub Account Number

2 |NMO1#002 2 NMO1 2

3 |NMO02#003 3 NMO2 3

4 [NM02#004 4 |NMO2 P

5 |NMO3#001 5 NMO3 1

6 [NMO3&002 6 |NMO3 2

7 |NMO3#003 7 NMO3 3

8 |NMO3#004

9 |NMO4#001 G| NMO3 4

10 |NMO4#002 9 |NMOD4 1

11 |NMO4#003 ) NMVo4 2

12 |NM04£004 R NMOA 3
12 |NMO4 4

Microsoft Excel 2003 process:

Identify the item that separates the columns (#)

Highlight the range of cells you would like to split (A2:A12)
From the Menu bar, select Data, Text to Columns

Select Next

PP
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Convert Text to Columns Wizard - Step 2 of 3 ﬂm

This screen lets you set the delimiters your data contains, You can see how
your text is affected in the preview below.

rDelimiter:
[~ 1ab ™ Semicolon [~ comma

[~ Space ¥ other: # Text qualifier: ! e

[ Treat consecutive delimiters as one

\ata previ

MOl Qo2
MOz 03
MOz n04
MO3 po1
MO3 poz
iiin] 0

7] [/
Cancel | < Back | [ext > I Einish |

5. Enter in the separator symbol (#)
6. Select Next
7. Select Finish

Microsoft Excel 2007 process:

Identify the item that separates the columns (#)
Highlight the range of cells you would like to split (A2:A12)

From the Data tab, in the Data Tools group, select Text to Columns
Select Next

el

Convert Text to Columns Wizard - Step 2 of 3 m

This screen lets you set the delimiters your data contains, You can see how your text is affected in the preview
belo,

rDelimiters

[~ semicolon [ Treat consecutive delimiters as one

i

I” comma Text qualifier: |" A
[ Space

[ other:  [#

[ Data preview

MO3 003 Al
4 »
Cancel | < Back | Next = | Einish

5. Enter in the separator symbol (#)
6. Select Next
7. Select Finish

PASSWORD PROTECTION AND READ ONLY ACCESS

You would like to password protect a workbook, but still allow people to open it as read only . Using the Password To
Modify option makes this happen.
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In Microsoft Excel, you can use passwords to help prevent other people from modifying Microsoft Excel workbooks. By
using the option Password to Modify, users can open the workbook without the password, but may not be able to save
any changes they have made. However, if they do have the password, then can save their changes.

Microsoft Excel 2003 process:
Ensure the workbook that is being password protected is open

1.
2. From the Menu bar, select File, Save As
3. From top right of the Save As dialog box select Tools, General Options

Save As ﬂ
Save in: ID Iy Documents LI - .._g Q " j - |Taols *
MName I Sizel Type = ”
\3 1) Camtasia Studio File Folder
My Rece... 12 Cyherlink File Folder
) Ga to mesting File Folder
9 My Data Sources File Folder Add to "My Flaces"
2 by Flash Mowies File Folder
Deskiop by Music File Folder Map Network Drive...
ﬁMy Pictures File Folder Properties
b | DMy Received Files File Folder
_J .;ﬂMy Shapes File Folder WWeh Options..
My Documents My Skype Content File Folder Gieneral Options
DMy Skype Pictures File Folder -
.- Dy Skype Received Files File Folder Compress Pictures
;ﬁ.ﬂ Bty videas File Folder LU= 1|
Iy Cormputer ) OneMate MNotebooks File Falder 12
- LD S0AL Server Management Studio File Faolder 28
‘_} (D visual Studio 2005 File Folder 0z
= il S r—. A el 1
] A | ﬂ_l
¥y MNetwa, .
File name: IBuukl.x\s j Save
Save as type: IMicrUsUft Office Excel Workbook (*.xls) j Cancel
|

4. From the Save Options dialog box, in the Password to modify box, enter in the desired password
5. The password will appear as stars (****)
6. You will be asked to enter in the password twice to verify the password
Save Options m
I_ Always create backup
File sharing
Password to open: I Advanced... |
Password to modify: I****
I_ Read-only recommended
(04 | Cancel |
7. Select OK

8. Select Save
9. The next time the file is opened , you will be asked for a password




Password m

‘Bookl.xls' is reserved by - |
kerry

Enter password for write Eemeel |
access, or open read only.

Passward: | Read Only

10. If the user does not have the password , they can select Read Only

Microsoft Excel 2007 process:

=

Ensure the workbook that is being password protected is open
Select the Office Button

Cla)
-
Select Save As
From the bottom left of the Save As dialog box select Tools , General Options

Save As m
Save in: |u:l My Documents Bl @ -2 X CiEr
5 | Camtasia Studio [D¥isual Studio 2005
:5 |2 CyberLink |2 ¥ilisoft Corporation
My Rece |0 Go to mesting “ji]LDan Schedule.xsx
My Data Sources ] 5ales Feport.xlsx
F— | by Flash Movies B Stock Sales.xsx
@ dMy Musgic ﬁMy Sharing Folders
Desktop ﬁMy Fictures
| )My Received Files
by Shape:
w Content
Fictures

Feceived Files

otebooks

BapiNetworkdbrver r tanagement Studio

Web Options... [pook2.xlsx

General Options...

Ledled

IE}{ceI workbook (s

Compress Pictures...

Tools Iv Save | Cancel |

2]

5. From the Save Options dialog box, in the Password to modify box, enter in the desired password
6. The password will appear as stars (****)
7. You will be asked to enter in the password twice to verify the password

A ALCHEMEX.
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General Options m

[ abways creats backup

File sharing

Password to open: I

o

Password to modify:

[~ Read-on Iy recommended

(04 I Cancel

8. Select OK
9. Select Save
10. The next time the file is opened , you will be asked for a password

‘Bookz2.xlsx' is reserved by
KerryS

Enter password for write access, or open read only,

Password: I

Read Only | ) Cancel

11. If the user does not have the password , they can select Read Only
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Double click.
Single visi%n.

True business alchemy is turning vast
amounts of raw data into easily accessible,
customised displays for dynamic decision-
making.

This is the power of Alchemex™.

Our software draws data directly from a company’s
existing accounting or payroll application and in
return provides access to innovative, intelligent
business reporting through pre-formatted,
automated MS Excel report templates. We like to
call it Smart Reporting.

And this is just the beginning. Alchemex™ is
also proud to offer Excel on Steroids training to
help enhance your MS Excel skills, enabling you
to harness the true potential of the programme
and improve your report writing capabilities.
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AccounTiNGg .

BUSINESS o

Syoiz

,,,,,,, SYSPRO"
D SoftlineVIP ) Softline ACCPAC.

CONTACT US

» Visit www.alchemex.com
> Tel: 086 110 2302
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OLE — OBJECT LINKING AND EMBEDDING

POWERPOINT TO MICROSOFT EXCEL
A Microsoft PowerPoint presentation can be linked to a Microsoft Excel worksheet by using the Paste Link option.

You don’t need to have both Microsoft PowerPoint and Microsoft Excel open for it to update. If you make changes to the
Microsoft Excel workbook, when you open PowerPoint, you will be asked to Update Links.

Microsoft Excel 2003/2007 process:

In Microsoft Excel, select the desired cell/cells
Right click on the selected cell/cells
Select Copy
In Microsoft PowerPoint , create a new slide
Microsoft PowerPoint  2003:
a. From the Menu bar, select Edit, Paste Special
b. Select Paste Link
c. Inthe As box, select Microsoft Office Excel 2003 Worksheet Object

arLONE

Paste Special m
Source: Microsoft Office Excel 2003 Worksheet
Sales Transactions!R2C1:R10C3
As Cancel
(" Paste Microsoft Office Excel 2003 Worksheet Chiect

@ Paste link attach Hyperlink
[~ Display as icon

Result

" Ingerts & picture of the clipboard contents into your
—b@ presentation. Paste Link creates a shortout to the
source file so that changes to the source file will be
reflected in your presentation,

d. Select OK
6. Microsoft PowerPoint 2007
a. From the Home tab, in the Clipboard group, select the drop down arrow under Paste
b. Select Paste Special
c. Select Paste Link
d. Inthe As box, select Microsoft Office Excel 2003 Worksheet Object
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Paste Special

Source: Microsoft Office Excel 2003 Worksheet
Sales Transactions!R2C1:R10C3
As Cancel
(" Paste Microsoft Office Excel ksheet Object

@ Paste link attach Hyperlink

[~ Display as icon

Result

" Ingerts & picture of the clipboard contents into your
—#@ presentation. Paste Link creates a shortout to the

source file so that changes to the source file will be
reflected in your presentation,

e. Select OK
7. You can resize the object as desired

ON STEROIDS
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COPYING MICROSOFT EXCEL DATA TO MICROSOFT WORD

You may find at times when working in Microsoft Word you need to refer to a part of a worksheet in Microsoft Excel. It is
possible to simply copy and paste between the two programs, but even more interesting, is that you can ensure there is a
link back to the Microsoft Excel worksheet in the case of there being any changes.

Microsoft Excel 2003/2007 process:

1. From Microsoft Excel, select the range to be copied to Microsoft Word

A B C
Sales Commissions and Incentives

Value of Commission

Region Value of C issi 30000

South Coast 14 571

West Coast 23| | 0% ] B Value of
10000

Total 40103 Commission

South Coast West Coast

W oo = ot |

=

Right click on the selected range, select Copy

Open the desired document in Microsoft Word

Right click on the desired area, select Paste

From the bottom right of the Pasted object , select the Clipboard icon
Select Keep Source Formatting and Link to Excel

R

Keep Source Formatting
Match Destination Table Style

Paste as Picture

0D O 0 O

Keep Text Only

0

Keep Source Formatting and Link to Excel

~

Match Destination Table Style and Link to Excel

7. If you now make changes to the Microsoft Excel worksheet, the object in Microsoft Word will update
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PASTE PICTURE LINK

One worksheet can be used to view several individually separate and distinct areas. This can be done using the Paste
Picture Link option.

There are a few options when consolidating information from multiple worksheets. The option we are looking at in this tip
will enable you to paste the copied cells as objects (pictures). Pasting them as objects is useful as you can resize the
objects. This tool is helpful when needing to print multiple areas of a workbook onto one worksheet or creating a
dashboard summarizing parts of the workbook.

Microsoft Excel 2003 process:

1. Select the desired range to be copied

A | B | C o
Sales Commissions and Incentives

il
2
3 Region Value of C
4 |South Coast 14 571
5
B
7]

Walue of Cornmnission

est Coast 26 632 30000
Total 40103 25000
20000
o Value of
= som
10000 +—
5000 +—

0 (m

(=]

1 South Coast West Coast

1

4]
15

(%}

o

Right click the selected range, select Copy
Navigate to the destination worksheet

Hold down Shift on the keyboard

From the Menu bar, select Edit, Paste Picture Link

arwN

Editlyiew lngert  Faormat  Tc
dé  Cut Ctri+x

Copy Ficture. .
Paste Picture

| Paste Ficture Link

Clear »
Delate Sheeat

Mowe or Copy Sheet. ..
GoTo.. Ctr+ G

¥

6. Your object (picture) will now be pasted and can be resized as desired
7. Repeat the above steps for additional objects

Microsoft Excel 2007 process:

1. Select the desired range to be copied




A ALCHEMEX.

Software . Training - Support

A B C
1 |Sales Commissions and Incentives
2

Value of Commission

3 Region Value of Commission 30 000
4 |South Coast 14 571
5 [West Coast 2532 | 0% 7 e of
6 [Total 401403 | | 10000 7 Commission
T - il
g South Coast West Coast
9
10
11
12

Right click the selected range, select Copy

Navigate to the destination worksheet

From the Home tab, in the Clipboard group, select the down arrow under Paste
Select As Picture , Paste Picture Link

arwON

iz
=

=

Paste |

-

@ | paste

Formulas

Paste Values
Mo Borders
Transpose
Paste Link
Paste Special...

Paste as Hyperlink

B &

As Picture 4 Copy as Picture...

Paste as Picture

Paste Picture Link

6. Your object (picture) will now be pasted and can be resized as desired
7. Repeat the above steps for additional objects

WORKSHEETS AND NAVIGATION

HIDE FORMULA ON WORKSHEET

By selecting Hidden in the Protection dialogue box, you are able to hide any formula used when you protect the
worksheet.
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Before : After :
B6 - ( £ | =VLOOKUP($B$2,Consolidated!$B$3:5K$28, B6 - ( L)
A B C D E A B 10 D
1 1
2 Invoice Number INO0OD020 2 Invoice Number [INOOOO20
3 3
4 Date 02/03/2006 4 Date 02/03/2006
5 Product Serenade Acrylic Cowrie Oval 5 Product Serenade Acrylic Cowrie Oval
6 Inclusive Price | 16524 6 Inclusive Price | 16524
=

Microsoft Excel 2003 process:

1. Hide the formulae :
a. Selectthe cell/s that need to have formula hidden (B4:B6)
b. From the Menu bar, select Format, Cells
c. Select the heading tab Protection
d. Select the check box Hidden

Custom Lists X

MHumber | Alignmentl Font | Border | Fill

v Locked
[+ Hidden

Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab,
Changes group, Protect Sheet buthon).

e. Select OK
2. Protect the worksheet :
a. From the Menu bar, select Tools, Protection , Protect Sheet
b. Enterin a password if necessary
c. Select OK
3. Now when selecting the range B4:B6, the formulae do not show in the formula bar
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Solve month-end
reporting frustrations

Alchemex’s Excel-based Business
Intelligence software draws real-
time data directly from a company’s
existing applications and provides
accurate, intelligent business reports
at the click of a button.

The Alchemex™ Management Pack
Solution allows you to:
» Instantly automate your management packs

» Eliminate manual report preparation and
repetitive data extracts

v

Drill-down to detailed ledger transactions
on the fly

v

Consolidate any number of companies
with ease

v

Cet notification of new accounts, ensuring
100% data integrity

Customise layouts for future auto-generation
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Microsoft Excel 2007 process:
1. Hide the formulae :
a. Selectthe cell/s that need to have formula hidden (B4:B6)
b. From the Home tab, in the Cells group, select Format, Format Cells
c. Select the heading tab Protection
d. Select the check box Hidden

Custom Lists X

MHumber | Alignmentl Font | Border | Fill

v Locked
[+ Hidden

Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab,
Changes group, Protect Sheet buthon).

e. Select OK
2. Protect the worksheet :
Right click on the desired worksheet tab
Select Protect Sheet
Enter in a password if necessary

Select OK
Now when selecting the range B4:B6, the formulae do not show in the formula bar

PO T e
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WORKSHEET NAVIGATION MADE EASY

Often, you may have multiple worksheets in a workbook and struggle to quickly navigate to a particular worksheet.

Microsoft Excel does provide navigation arrows on the bottom left of the screen. By simply clicking on these arrows, you
can scroll to worksheets on the left or right.

18
19
20
21

o Navigation Arrows
M 4 » M January ~February ~March -~ Aprl 9

However, when you have quite a few worksheets, it can be time consuming to use these navigation arrows.
The ‘right click method’ can speed this up.
Microsoft Excel 2003/2007 process:

1. Right click on any of the navigation arrows

7
8 January
9 February
- March
11
13 May
14 June
15

July
16
17 August
18 September
19 October
20 Mavember
ZL v | December

M A TP JAnUETY 7 FED

2. You will get a list of all the worksheets in the current workbook
3. Select the desired worksheet
4. You will be navigated to that worksheet




RANGE SELECTION MADE EASY

It can be time consuming to use your mouse to select a range of cells, especially if it is something you need to do

A ALCHEMEX.
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regularly (e.g. as a source for charts or PivotTables). To speed up this process, you can use Ctrl + Shift + *

Microsoft Excel 2003/2007 process:

1. Select any cell in the range of cells

O ) e G PO —

A

B

C

Hrarrch | Safes FPersen Eafeonery Mame

E azt Coast
East Coast
E azt Coast
East Coast
E azt Coast

Anderzon. P
Johrzon, A
Peters.
Eonders. P
Mo, L

Confections
GrainsdCereals
Srain=Ceraals
Confections
Grain=Cereals

2. Onthe keyboard , press Ctrl + Shift + *
3. The entire list will be selected

@~ o | =

w

o

2
1
M
5
®
i
13
13
20
21
2
73
24
75
2%
27
25
29
30

A B 5 5] E F [E} H |
Hranch  Safes Persen Cafeqory Name Froduct Mame Date Quantity Unit Price Product Sales
East Coast Anderson P Confections Mawil aku 0v0v2006 30 & 480)
East Coast Johnson. & GrainsiCereals Grocchi di nonna Alice 0072006 70 30 2128
East Coast Peters. K GrainsdCereals Turinbrid 0A0¥2008 [=41] 7 432
East Coast Bonders. P Confections Pavlova 002008 21 4 282
East Coast hlewson, L GraingCereals Singaporean Hokkien Fried bee 03012006 40 1 448
East Coast Lavin T Seafood Boston Crab Meat OAOY2008 2 15 29
East Coast Perks. i Seafood Inlagd Sill OAOT2006 5 15 76
East Coast Anderson. P Eeverages Chai OACT2006 1 o 144
East Coast Johnson, & Dairy Products Gudbrandsdalsost OAOY2006 5 29 432]
East Coast Peters. K Dairy Products COlueso Cabrales 0702006 30 17 B0
East Coast Bonders. P Beverages Chai 14012006 24 14 346
East Coast Mewson. L Confections Tealime Chocol ate Biscuits TEOT2006 20 7 46|
East Coast Lavin T Condiments Criginal Frankfurter griine SoRe R0T2006 35 10 364]
East Coast Perks. M Beverages Céte de Blaye IEOT2006 50 | 0540}
East Coast Anderson P Confections Teatirme Chocol ate Bizcuits 29012006 4 7 29
East Coast Johnson, A Seafood Rod Kaviar 29072006 20 12 240)
East Coast Peters. K Confections Gumbar Gummibarchen 22012006 2 25 50
East Coast Bonders. P Dairy Products Gorgaonzola Teling 230¥2008 14 10 1404
East Coast Mewson L PleatPaultry Pété chinois 24012006 1 19 132
East Coast Lavin T GraingdCereals Grocchi di nonna Alice S00¥2008 30 a0 512
East Coast Perks. M PeatfPoultry Tourtiére J¥0T2006 40 [ 236}
East Coast Anderson. P GraingCereals Gustal's Knackebrod 04042006 12 17 202
East Coast Johnson, & PeatiPoultry Perth Pasties OK022006 5 26 393
East Coast Peters. K Beverages Sazquatch Ale OROZ2006 20 1 224]
East Coast Bonders. P GrainsiCereals wirnmers gute Sernrnelknddel 07022006 [ 27 =
East Coast Mewson L Beverages Chang XD22006 45 15 684
East Coast Lavin T Confections Pavlova 1022008 43 4 641
East Coast Perks. M Enndlrnits Sirop d'érable 10012005 a0 23 2052
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