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HOW TO SPEED UP DATA ENTRY DUPLICATES BY USING THE AUTOCOMPLETE FEATURE.

When you start to type something in a cell, Excel can try and “guess” what you are typing and shows a
highlighted "match” that you can accept simply by pressing Enter or Tab.

A E
lane
Sue
Dan
Robert
William

[= RS = I R i TR S T )

Example: the letters “Ja” have been typed into A6, and a “guess” is returned.

The "matches” that Excel uses in its "guess” are the contents of the cells in the column. For instance, if
you have information in cells A1 through A6 and you are entering a value in cell A7, Excel looks at what
you are typing. If the first few characters uniquely match something in any of the six cells previously
entered in the column, then Excel offers to AutoComplete A7 with the contents of the cell that
matched.

AutoComplete will only offer matches from cells that are directly positioned above or below the active
cell - in the above example, if there is a blank cell in A6 and you type something in A7 that is already
listed in A1:A5, no “guess” will be made due to the blank A6 cell.

A
Jane
Sue
Dan
Robert
William

I

Example: the letters “Ja” have been typed into A7, but A6 prevents an AutoComplete “guess”.

=R = R - TS ]

In addition, Excel does not try to match with cells that contain only numbers, dates, or times. The cells
must contain either text or a combination of text and numbers.

For some people, AutoComplete can be annoying rather than time-saving. If you want to turn off the
AutoComplete feature, follow these steps:
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Excel 2003 Process:

1) On the Tools menu, click Options.
2) On the Edit tab, select or clear the Enable AutoComplete for cell values check box to turn
automatic completion of cell entries on or off.
Excel 2007 Process:

3) Click the Office button and then click Excel Options. Excel displays the Excel Options
dialog box.

4) At the left side of the dialog box click Advanced.

5) Clear the check box named Enable AutoComplete for cell values.

6) Click on OK.

To turn AutoComplete on, reverse the above steps.

USING CTRL AS A FUNCTION KEY

(effectively you will be pressing Ctrl+Shift+9 for example)

CTRL+( Unhide any hidden rows within the selection.

CTRL+) Unhide any hidden columns within the selection

CTRL+&  Applies the outline border to the selected cells

CTRL+_ Removes the outline border from the selected cells

CTRL+~ Applies the General number format

CTRL+S Applies the Currency format with two decimal places (negative numbers in parentheses)
CTRL+% Applies the Percentage format with no decimal places

CTRL+" Applies the Exponential number format with two decimal places

CTRL+# Applies the Date format with the day, month, and year

CTRL+@  Applies the Time format with the hour and minute, and AM or PM

CTRL+! Applies the Number format with two decimal places, thousands separator, and minus sign
(-) for negative values

CTRL+- Displays the Delete dialog box to delete the selected cells

CTRL+* Selects the current region around the active cell (the data area enclosed by blank rows
and blank columns)
CTRL+: Enters the current time
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Enters the current date
Alternates between displaying cell values and displaying formulas in the worksheet
Copies a formula from the cell above the active cell into the cell or the Formula Bar
Copies the value from the cell above the active cell into the cell or the Formula Bar

Displays the Insert dialog box to insert blank cells
Displays the Format Cells dialog box

Applies or removes bold formatting

Applies or removes italic formatting

CTRL+4  Applies or removes underlining

CTRL+5
CTRL+6

objects

Applies or removes strikethrough
Alternates between hiding objects, displaying objects, and displaying placeholders for

CTRL+7  Displays or hides the Standard toolbar

CTRL+8
CTRL+9
CTRL+0

Displays or hides the outline symbols
Hides the selected rows
Hides the selected columns

FUNCTIONS KEYS

F1

F2

F3

F4

Displays the Help Task Pane

CTRL+F1 closes and reopens the current task pane.
ALT+F1 creates a chart of the data in the current range.
ALT+SHIFT+F1 inserts a new worksheet.

Edits the active cell and positions the insertion point at the end of the cell contents. It also
moves the insertion point into the Formula Bar when editing in a cell is turned off.

SHIFT+F2 edits a cell comment.

Pastes a defined name into a formula.
SHIFT+F3 displays the Insert Function dialog box.

Repeats the last command or action, if possible.

CTRL+F4 closes the selected workbook window.
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Displays the Go To dialog box.

CTRL+F5 restores the window size of the selected workbook window.

Switches to the next pane in a worksheet that has been split (Window menu, Split command).
SHIFT+F6 switches to the previous pane in a worksheet that has been split.

CTRL+F6 switches to the next workbook window when more than one workbook window is
open.

Displays the Spelling dialog box to check spelling in the active worksheet or selected range.

CTRL+F7 performs the Move command on the workbook window when it is not maximized.
Use the arrow keys to move the window, and when finished press ESC.

Turns extend mode on or off. In extend mode, EXT appears in the status line, and the arrow
keys extend the selection.

CTRL+F8 performs the Size command (on the Control menu for the workbook window) when a
workbook is not maximized

CTRL+F8 performs the Size command (on the Control menu for the workbook window) when a
workbook is not maximized.

ALT+F8 displays the Macro dialog box to run, edit, or delete a macro.

Calculates all worksheets in all open workbooks.

F9 followed by ENTER (or followed by CTRL+SHIFT+ENTER for array formulas) calculates the
selected a portion of a formula and replaces the selected portion with the calculated value.

SHIFT+F9 calculates the active worksheet.

CTRL+ALT+F9 calculates all worksheets in all open workbooks, regardless of whether they
have changed since the last calculation.

CTRL+ALT+SHIFT+F9 rechecks dependent formulas, and then

calculates all cells in all open workbooks, including cells not marked as needing to be
calculated.

CTRL+F9 minimises a workbook window to an icon.

Selects the menu bar or closes an open menu and submenu at the same time.
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SHIFT+F10 displays the shortcut menu for a selected item

ALT+SHIFT+F10 displays the menu or message for a smart tag. If more than one smart tag is
present, it switches to the next smart tag and displays its menu or message.

CTRL+F10 maximises or restores the selected workbook window.

Creates a chart of the data in the current range.
SHIFT+F11 inserts a new worksheet.

ALT+F11 opens the Visual Basic Editor, in which you can create a macro by using Visual Basic
for Applications (VBA).

ALT+SHIFT+F11 opens the Microsoft Script Editor, where you can add text, edit HTML tags,
and modify any script code.

Displays the Save As dialog box.

HOW TO COPY SEVERAL INDIVIDUAL, DISTINCT AREAS ONTO ONE WORKSHEET AND HAVE
THEM LINKED TO THE SOURCE, BY USING PASTE PICTURE LINK.

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
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Sales Commissions and Incentives .

Walue of Cornrnission

o Yalue of
Cornmissior

South Coast  \West Coast

2. Right click the selected range, select Copy
3. Navigate to the destination worksheet
4. Hold down Shift on the keyboard

5. From the Menu bar, select Edit, Paste Picture Link

Editlyiew Insert  Format Tc
& Cut Ctrix

Copy Picture. ..

Paste Picture

Clear b
Delete Sheet

Mowve or Copy Sheet...

Go To... Cir+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
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C

1 |Sales Commissions and Incentives

Region Value of Commission

South Coast 14 571
West Coast 25 532
40 103

3
4
5
6 |Total
7
8
9

30000

20000
10000

Value of Commission

South Coast

West Coast

H Value of
Commission

2. Right click the selected range, select Copy

3. Navigate to the destination worksheet

4. From the Home tab, in the Clipboard group, select the down arrow under Paste

5. Select As Picture, Paste Picture Link

i
Paste |

-

[ | Ppaste
Formulas
Paste Values
Mo Borders
Transpose
Paste Link

Paste special...

B &

As Picture

Paste as Hyperlink

6. Your object (picture) will now be pasted and can be resized as desired

Copy as Picture...
Paste as Picture

Paste Picture Link

7. Repeat the above steps for additional objects
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THE QUICK WAY TO SELECT A RANGE OF CELLS BY USING CTRL + SHIFT + *

It can be time consuming to use your mouse to select a range of cells. To speed up this process, you
can use Ctrl + Shift + *

Microsoft Excel 2003/2007 process:

1. Select any cell in the range of cells

A B C
1 | Branch  Sales Persen L afeory NMame
2 |EastCoast Anderson. P Confections
3 EastCoast Johnszon, A GrainsCereals
4 |East Coast IF'eters. I, .IGraina’Cereals
5 EastCoast Bonders. P Confections
£ |East Coast Mewson. L GrainsiCereals

2. On the keyboard, press Ctrl + Shift + * (note: on the keyboard..not keypad)

3. The entire list will be selected

A =] C 8] E F G H
1 | Bramch  Safes Ferser Eaterony: Name Froduct Name Date Quantity Unit Price Product Sales
2 |East Coast Anderson P Confections Plailaku 01012006 30 & 480
3 |EastCoast Johnson A GraingdCereals Grocchi di nonna Alice 0v0v2006 70 a0 2124
4 |East Coast Peters. K GrainsiCereals Tunnbriod 020712006 =11 7 432
5 |East Coast Bonders. P Confections Pavlova 00¥2008 21 4 282
E |East Coast Mewson L GrainsCereals Singaporean Hokkien Fried Mee 02072008 40 il 4481
7 |EastCoast Lawin T Seafood Eoston Crab Meat 0702006 2 5 29
8 |East Coast Perks. M Seafood Inlagd Sill OAOY2008 ] 15 7|
9 |EastCoast Anderson. P Beverages Chai OACT2006 1 14 144
10 |East Coast Johnson, A Dairy Products Gudbrandsdalzost OACT2006 15 29 432
11 |East Coast Peters. K Dairy Products Olueso Cabrales 002006 30 17 504
12 |East Coast Bonders. P Eeverages Chai 402008 24 14 34|
13 |East Coast Mewson. L Confections Teatirme Chocol ate Biscuits TE0¥2006 20 7 145
14 |East Coast Lavin T Condiments Original Frankfurter griine SoRe IROYZ006 35 10 364
15 |East Coast Perks. b Beverages Céte de Blave R0T2006 50 21 0540}
16 |East Coast Anderson P Confections Teatirme Chocol ate Biscuits 29072006 4 7 29
17 |East Coast Johnszon, A Seafood Fidd Kaviar 29012006 20 12 240)
18 |East Coast Peters. K Confections Gurnbér Gurnrnibérchen 2240¥2008 2 25 50
13 |East Coast Bonders. P Dairy Products Gorgonzola Telino 23012006 14 10 140
20 |[East Coast Mewson, L PAeatfPoultry Faté chinoiz 240¥2008 10 19 192]
21 |East Coast Lavin T GrainsiCereals Grocchi di nanna Alice 3N0Y2006 30 30 9124
22 |East Coast Perks. b PleatPoultry Tourtigre 31012008 40 B 236
23 |East Coast Anderson P GrainsiCereals Gustal's Knackebrod 04022006 12 v 202
24 |East Coast Johnson A PleatPoultry Perth Pasties 0022006 15 26 393
25 |[East Coast Peters. K Beverages Sasquatch ale ORO022006 20 n 224
26 |East Coast Bonders. P GrainsiCereals “wirnrners gute Semmnelknodel OA0X2006 5 27 150
27 |East Coast Mewson. L Eeverages Chang 022006 45 15 EE4|
28 |East Coast Lavin T Confections Pavlova X022006 43 4 681
29 |East Coast Perks. b Condiments Sirop d'érable 1042006 90 23 20521

anfts
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MICROSOFT OFFICE EXCEL 2007 TOP 10 BENEFITS

Microsoft Office Excel 2007 is a powerful and widely used tool that helps people analyze information to
make more informed decisions. Using Office Excel 2007 and Excel Services, you can share and manage
your analysis and insight with co-workers, customers, and partners with greater confidence.

Here are the top 10 ways in which Office Excel 2007 can help you create spreadsheets and analyze,
share, and manage information more effectively.

Office Excel 2007 features the Microsoft Office Fluent user interface to help you find
powerful tools when you need them.

Find the tools you want when you need them using the results-oriented Office Fluent user
interface in Office Excel 2007. Based on the job you need to accomplish, whether it’s
creating a table or writing a formula, Office Excel 2007 presents the appropriate commands
when you need them.

Import, organize, and explore massive data sets within significantly expanded
spreadsheets.

Work with massive amounts of data in Office Excel 2007, which supports spreadsheets that
can be up to 1 million rows by 16,000 columns. In addition to the bigger grid, Office Excel
2007 supports multicore processor platforms for faster calculation of formula-intense
spreadsheets.

Use the completely redesigned charting engine in Office Excel 2007 to communicate
your analysis in professional-looking charts.

Build professional-looking charts faster with fewer clicks using charting tools in the Office
Fluent user interface. Apply rich visual enhancements to your charts such as 3-D effects,
soft shadowing, and transparency. Create and interact with charts the same way, regardless
of the application you are using, because the charting engine in Office Excel 2007 is
consistent in Microsoft Office Word 2007 and Microsoft Office PowerPoint 2007.

Enjoy improved and powerful support for working with tables.

Create, format, expand, filter, and refer to tables within formulas because Office Excel
2007 has greatly improved support for tables. When you’re viewing data contained in a
large table, Office Excel 2007 keeps table headings in view while you scroll.
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Create and work with interactive PivotTable views with ease.

PivotTable views enable you to quickly reorient your data to help you answer multiple
questions. Find the answers you need faster and create and use PivotTable views more
easily by dragging fields where you want them to be displayed.

“See” important trends and find exceptions in your data.

Apply conditional formatting to your information more easily to discover patterns and
highlight trends in your data. New schemes include color gradients, heat maps, data bars,
and performance indicator icons.

Use Office Excel 2007 and Excel Services to help share spreadsheets more securely with
others.

Excel Services, a feature of Microsoft Office SharePoint Server 2007, dynamically renders a
spreadsheet as HTML so others can access the information using a Web browser. Because of
the high degree of fidelity with the Office Excel 2007 client, Excel Services users can
navigate, sort, filter, input parameters, and interact with the information, all within their
Web browser.

Help ensure you and your organization work with the most current business
information.

Prevent the spread of multiple or outdated copies of a spreadsheet throughout your
organization by using Office Excel 2007 and Office SharePoint Server 2007. Control which
users can view and modify spreadsheets on the server using permission-based access.

Reduce the size of spreadsheets and improve damaged file recovery at the same time.

The new, compressed Microsoft Office Excel XML Format offers a dramatic reduction in file
size, while its architecture offers an improvement in data recovery for damaged files. This
new format provides a tremendous savings to storage and bandwidth requirements, and
reduces the burden on IT personnel.

Extend your business intelligence investments because Office Excel 2007 provides full
support for Microsoft SQL Server 2005 Analysis Services.
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ALCHEMEX.

Take advantage of the flexibility and the new cube functions in Office Excel 2007 to build a

custom report from an OLAP database. You can also connect to external sources of data
more easily using the Data Connection Library.

Specialised MS Excel training for

enhanced business reporting and decision making.
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HOW TO USE THE KEYBOARD AND NOT THE MOUSE WHEN USING AUTOFIL

The fill handle is very helpful for filling cells with various values. Select some cells, click the fill
handle, and drag it to fill cells in a variety of ways. If you hate to use the mouse there is a way of using
the keyboard instead.

Process: (2003 and 2007)

1. Use the keyboard to select the cells on which you want the fill based.
2. Hold down the Alt key and select E, I, S that will display the Series dialog box.

Seties in Twpe

{:} Rows {:} Linear
() Columns ) Growth

[] Irend

Skep value: I:I Stop wvalue: I:I
l

8] 4 ]’ Cancel ]

3. Use the Tab key and Arrows to move from option to option within the dialog box.
4. When you've chosen the option you want, press Enter to select it.

\E CEL! work smarter, everyday!
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HOW TO CONVERT DATA FROM CAPS TO PROPER STYLE USING THE PROPER FUNCTION

Process: 2007 and 2003

—_

oMUl AW

Insert a new column

While on the first cell of the new column, select Insert Function

,f.‘;@ H9-e-0@)-
Hame

Insert Page Layout Formulas Data
=l Arial 11 & w| ==
M - A= =g®
Pte 5 B Z o[- &-Af ===
Clipboard ™= Font Ic} Alignmer .
| = — & Insert Function
A B
1 |MARSWMALLOWS <f 1000
2 |[LOLLIPOPS : 10
3 ICHOCOLATES 50

Under Category, select Text

Select Proper under Select a Function
Select OK

Under Text select the original data cell

Function Arguments

FROPER

Text [a1 = "MARSMALLOW/S"

= "Marsmallows"

Converks a text string to proper case; the first letker in each word in uppercase, and all other letters to
lowercase,

Text is text enclosed in quotation marks, a Formula that returns text, or a
reference ko a cell containing text ko partially capitalize,

Formula result = Marsmallows

Help on this function Ok l [ Cancel

Select OK

A ALCHEMEX.

Software -« Training - Support

Autofill the data down by left clicking on the bottom right corner when the mouse forms a black

Cross

If you want to delete the original column, Copy the new proper column, select Paste Special,

select Values

Powered by A ALCHEMEX.
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Paste Special

() all using Source theme
() all except borders
(O Column widths
() Formats () Formulas and number Formats
() Comments () values and number Formats
() alidation
Cperation
() Mone () Multiply
O add O Divide
() subkrack
[ skip blanks [ Transpose
[ oK ] ’ Cancel ]

A ALcHEMEX.

Software -« Training - Support

10. Now the column no longer references the original column and the Caps column can be deleted

HOW TO SELECT THE RANGE AS A WHOLE,

COPYING AND PASTING DATA IN EXCEL.
Process: 2003

Longer way:

1. Select the range to copy
2. Select Edit
3. Select Go To

AND STILL EXCLUDE THE HIDDEN CELLS WHEN

Website: www.alchemex.com Bl Community: www.alchemex.ning.com
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Edit | Wiew Insert Format
M Can't Undo Chrl+2

LM Can't Repeat Chrl+¥

# cut Chrl+%
23 Copy Cr+C
Lﬂg Office Clipboard. ..

[ Paste Crl+y

Paste Special...
Paste as Hyperlink

Fill 3

Clear 3
Delete...

Delete Sheet

Move ar Copy Sheet...

&4 Fnd... Chrl+F
Replace. .. Chrl+H
| GoTo... Chrl+
Links...
Object

4. Select Special

Go kot

Reference:

[ Special... ] [ oK l[ Cancel ]

5. Then select Visible cells only
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Go To Special rg|
Select
() Comments () Row differences
() Constants () Column differences
() Formulas () Precedents

(") Dependents

() Last cell
() Blanks @\,'
() Current region () Conditional Formats
() Current array () Daka validation
() Ohijects

[ o4 ] l Zancel l
6. Select OK

7. Then Copy and Paste the cells as normal while higlighted

Process 2007

—_

Select the range
2. On the Home tab, in the Editing group, select Find & Select
3. Select Go To Special

=47
of

Sort & |Find &
T Filter ~ [Select ~

Qﬁ Eind...

8¢ | Replace...

= | GoTo..
Go To Special.,
Formulas
Comments
Conditional Formatting
Constants
Data Validation

L | Select Objects

% Selection Pane...

4. Select Visible cells only
Copy and paste as normal while highligted
6. Ensure that you do not paste in an area that contains hidden rows

Ul

Short cut method (for both Excel 2003 and 2007):

1. For the keyboard equivalent, select the range, then select [Alt] and ; (hold down Alt while
selecting the semi colon)
2. Then copy and paste as normal
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YOU CAN USE THE FIND AND REPLACE FUNCTION TO ALSO CHECK THE HEADER AND
FOOTER AREAS OF A WORKBOOK BY USING A MACRO

The Find And Replace (keyboard shortcut CTRL + H) is a handy tool in every version of Excel and allows
you to easily find certain text or values throughout your worksheet or workbook and automatically
replace it with new text or values. However, the Find And Replace tool doesn’t check the Header or
Footer areas of your worksheet. The following macro will allow you to search the header and footer
areas and make the changes you need to.

Process (Excel 2003 and 2007):

1. Record a new macro, giving it a valid, recognisable name
2. In the macro, paste the following:

Dim sWhat As String, sReplacment As String
Const ¢sTITLE As String = "Find and Replace”

sWhat = InputBox("Replace what", csTITLE)
If Len(sWhat) = 0 Then Exit Sub
sReplacment = InputBox("With what", csTITLE)

With ActiveSheet.PageSetup

"Substitute Header/Footer values

.LeftHeader = Application.WorksheetFunction.Substitute( _
.LeftHeader, sWhat, sReplacment)

.CenterHeader = Application.WorksheetFunction.Substitute( _
.CenterHeader, sWhat, sReplacment)

.RightHeader = Application.WorksheetFunction.Substitute( _
.RightHeader, sWhat, sReplacment)

.LeftFooter = Application.WorksheetFunction.Substitute( _
.LeftFooter, sWhat, sReplacment)

.CenterFooter = Application.WorksheetFunction.Substitute( _
.CenterFooter, sWhat, sReplacment)

.RightFooter = Application.WorksheetFunction.Substitute( _
.RightFooter, sWhat, sReplacment)

End With
End Sub
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3. When you run the macro, you will then be presented with two screens. The first will ask for the
required search criteria:

Find and Replace @

Replace what
Cancel |

lJanuary

Enter the text you’re searching (in this example ‘January’) for and click OK.

4. A second screen will then be presented asking for the required replacement value:
Find and Replace @

Replace what
Cancel |

{January

Enter the replacement text (in this example ‘February’) for and click OK. The macro will now
take those two values and search the header and footer areas on this worksheet and make the
appropriate replacements.
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WITH CONDITIONAL FORMATTING YOU CAN HAVE CELLS CHANGE COLOUR BASED ON HOW
CLOSE THE DATE IN THE CELL IS TO TODAY’S DATE

Process: Excel 2003

1. Select cell containing the date. NB: for this example, today’s date is 19" February, 2009.

Al - A 03/03/2009
A B | c |
03 March 20091

Ve L | R =

2. Choose Conditional Formatting from the Format menu. Excel displays the Conditional
Formatting dialog box.

iE] File Edit View Insert | Format | Tools Data Window
N

NEHE 2RSS r'd Zo Cells... Ctrl+1
 Arial - 10 Lo a

A1 - & 0 Column .
A B Sheet »

1 103 March 2009 AutoFormat...

2 A

3 Conditicnal Formatting...

4 Style...

| 5 |

3. Set Condition 1 so that Cell Value Is Equal To =TODAY(). Note that you must, in the right-most
box, enter an equal sign followed by the TODAY() function.

Conditicnal Formatting Lg
Condition 1
Cell value Is El equal to E =Topay()|
Freview of format to use Mo Format Set
when condition is true: =
[ add>> || pelete.. | [ ok | [ cancel |
-

4. Click on the Format button. Excel displays the Format Cells dialog box. Make sure the Patterns
tab is selected. Choose the red colour you want to use and click OK to close the Format Cells
dialog box.
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Format Cells &Ii_hj
Font Border | Patterns

Cell shading
Color:

EEEEEEEN

HEEEEEEEN

(] EEEEN

| EEEN

— _ Sample

| | |

. meet _
Pattern:

Click on the Add button.

Set Condition 2 so that Cell Value Is Between =TODAY()-7 And =TODAY()+7. Note that you must
use equal signs in the two right-most boxes otherwise Excel won’t recognise it as a formula.
Click on the Format button. Excel displays the Format Cells dialog box. Make sure the Patterns
tab is selected and choose a yellow colour. Click OK to return to the Conditional Formatting

window.

Conditional Formatting ﬁ
Condition 1
Cell value Is E equal to E =TODAY()
when condition is true: Fomiats:
Condition 2
Cell Value Is [ | |between [=] |=ropavo-7 and |=TCDAY(+7
Preview of format to use
when condition is true: AaBbCcYyZz
[ Add>> |[ Delete.. | [ ok || cancel
k.

Click on the Add button.

Set Condition 3 so that Cell Value Is Between =TODAY()-14 And =TODAY()+14. Again, you must
include the equal signs to indicate you are entering formulas.

Click on the Format button. Excel displays the Format Cells dialog box. Make sure the Patterns
tab is selected and choose the green colour you want to use. Click OK to close the Format Cells

dialog box.
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r 3
Conditiocnal Formatting l&]
Condition 1
Cell value Is IZ| equal to IZ| =TODAY()
when condition is true: ‘ ‘ fomat.,
Condition 2
CellValue Is [~ |between [+] [=Toparp-7 and |=TODAYQ+7

Preview of format to use ‘ AaBbCcYyZz ‘

when condition is true:

Condition 3

CellValue Is [~ |between [+] [=Toparp-14 and | =TODAY(+14

Preview of format to use ‘ AaBbCcYyZz ‘

when condition is true:

Delete... | [ oK

11. Click on OK. If the date is within 14 days either side of today’s date, the cell will be given the

appropriate colour.
Process: Excel 2007

1. Select cell containing the date. NB: for this example, today’s date is 19" February, 2009.

Al - £ 03/03/2009
A B | Cc |
03 March 2009

1
2
3
4 |
5

2. On the Home tab, under the Styles group, select Conditional Formatting, select New Rule.
Excel displays the Conditional Formatting dialog box.

ook? - Microsoft Exc

2l
J Home Insert Page Layout Formulas Data Review View Developer Add-Ins
=& Calibri -lu -|[A W= | | Sewrap Text General - jﬂ ﬂﬁ I
LB = £ o S
paste B 7 U-|-[&-A-[= =||iE || B Merge & Center = | [E3 - 5, 9 |42 ;98| |Conditional| Format  Cell
=te ||l U -2 Al J| || £ Merg == | i I
Clipboard ™ Font = Alignment = Number = |
> = Highlight Cells Rules » [
610 - % | =g M
A B c D E F G H 1 B
Top/Bottom Rules  +
1 03March 2009 ol
2 =
3 EJ Data Bars »
4
|
5 EJ Color Scales »
s
7 3= lconSets 3
]
9 [5]  MewRule...
10 I .I :—} Clear Rules »
1 3] Manage Rules...
12
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3. Set the condition so that Cell Value Is Equal To =TODAY(). Note that you must, in the right-
most box, enter an equal sign followed by the TODAY() function.

M -
New Formatting Rule

(0 [

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

®» Format only top or bottom ranked values

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

» Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:

lz‘ equal to

Cell value

lz‘ =today()

[ o

][ Cancel ]

4. Select the Format button. Excel displays the Format Cells dialog box. Make sure the Fill tab is
selected. Choose the red colour you want to use and click OK to close the Format Cells dialog

box.
Format Cells Y M
Murnber Font Border

Background Color: Pattern Calor:

‘ Mo Calor ‘ Automatic |z|
ONCNEEENEN Battern Style: B
OmCOo0Oo0O0Ooono

OEEEEEOEEO

EEEEEEEEEE

FEEEEEEENN

FEEEEEEEEN

I NN

[ Fill Effects... ] [ More Colors... ]

Sample

5. The Conditional Formatting Rules Manager will then appear, which lists all conditional format

rules. Click on New Rule in the top left hand corner.
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Conditicnal Formatting Rules Manager @lﬂ
Show formatting rules for: | cyrrent Selection E
’ |5 New Rule... ] [} Edit Rule.... ] ’ X Delete Rule ] ir §
Rule (applied in order shown)  Format Applies to Stop If True =

o) Come ] Lo |

6. Set Condition 2 so that Cell Value Is Between =TODAY()-7 And =TODAY()+7. Note that you must
use equal signs in the two right-most boxes otherwise Excel won’t recognise it as a formula.

7. Click on the Format button. Excel displays the Format Cells dialog box. Make sure the Patterns
tab is selected and choose a yellow colour.

8. Click OK to return to the New Formatting Rule window.

9. Click OK to return to the Conditional Formatting Rules Manager window.

> = F —
Mew Formatting Rule — @Ig

Select a Rule Type:

- Format all cells based on their values

w Farmat only top or bottom ranked values

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

- Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:
Cell Value between =today()-7 and | =today()+7

Preview: AaBbCcYyZz

10. Click on New Rule in the top left hand corner. Set Condition 3 so that Cell Value Is Between
=TODAY()-14 And =TODAY()+14. Again, you must include the equal signs to indicate you are
entering formulas.

11. Click on the Format button. Excel displays the Format Cells dialog box. Make sure the Fill tab is
selected and choose the green colour you want to use. Click OK to close the Format Cells dialog
box.
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Edit Formatting Rule

— (0

Select 3 Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average

» Format only unique or duplicate values
» Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:
Cell Value E‘ between

[=] |=ToDAYQ-14 and | =TODAY(+14

Preview:

AaBbCcYyZz

12. Click OK to confirm the new conditional formatting rule.
13. Click OK to confirm these rules in the Conditional Formatting Rules Manager window.

NB: Excel 2003 can only have three conditional formatting rules per cell, whereas Excel 2007 can have
an unlimited number of conditional formatting rules (up to available system memory) per cell,
providing more options for date ranges etc.

EXCEL CAN GRAPHICALLY SHOW DATA WITHOUT USING CHARTS. IN EXCEL 2007 YOU CAN
USE CONDITIONAL FORMATTING, AND IN EXCEL 2003 YOU CAN USE THE REPT FUNCTION

TO ACHIEVE SIMILAR RESULTS.
Process: 2003

1.

While in the cell next to data you want to graphically display, select Insert Function:

C3

v

A

March monthly

=]
Insert Function

I
sales

J. Parker
M. Jones
J. Peters

L. Smith

G. Le Roux

S R R xR R y |

1
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2. Under Category, select Text and then select the function REPT

3.

Insert Function

Search Far a function:

Tvpe a brief description of what vou want ka do and then
click Go

Go

Or select a category: |Text w |

Select a function;

REPLACE A
1
RIGHT

SEARCH

SUBSTITUTE

5

TEXT v

REPT(text,number_times)

Repeats text a given number of times. Use REPT ta fill a cell with a number of
inskances of a text string.

Help on this Function K ] [ Cancel

Enter data as below:

Function Arguments

REFT

%)

Text |"*"

Mumber_times |E=3

%] =5

kexk skring.

Formula result = Aok

Help on this Function

Repeats texk a given number of times, Use REPT ta fill a cell with a number of instances of a

Mumber_times is a positive number specifying the number of times to repeat kext,

= Uk

Ik ] [ Cancel

Text is the character that will be repeated

A ALCHEMEX.

Number_Times refers to the number of times the character will be repeated. In this case we are

referring to data in another cell

Select OK

Result will be similar to below..depending on what text was selected:
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D15 v b3
A I B | © W
1 |March monthly motorvehicle sales
2
3 |J. Parker o pe
4 M. Jones = i
5 |J. Peters ] S
6 |G. Le Roux g ki
7 |L. Smith 2 i
8

Much easier to see who is the star salesman!

Process: 2007

The above process can be repeated similarly in 2007, or you can make use of Conditional

formatting
On the Home tab, select Conditional Formatting, Data bars while on the cell you want to

graphically display

Conditional |
Formatting ~

= ioni g
) Highlight Cells Rules
ﬁ' Top/Bottom Rules  »
=0l ~

EJ Data Bars R M
%.' Color Scales ; E};‘ ;E?:J Eﬂ

More Rules...

=T

$= Icon Sets >
2] NewRule...
L‘;‘} Clear Rules >

5] Manage Rules...

This will leave you with the following result:
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BY USING THE AUTOFILL FEATURE THERE IS A WAY TO CALCULATE THE LAST DATE OF A
MONTH FOR A RANGE OF MONTHS AUTOMATICALLY WITHOUT USING A FUNCTION

A

B

C

‘March monthly motorvehicle sales '

J. Parker
M. Jones
|J. Peters
G. Le Roux

L. Smith

O~N M B WN -

_
i
L
™

NGO O W

2. When using the REPT function, you are not restricted to only keyboard characters, but can also

insert characters from the character map:

J. Parker
M. Jones
J. Peters
G. Le Roux
L. Smith

J. Parker
M. Jones
J. Peters
G. Le Roux
L. Smith

J. Parker
M. Jones
J. Peters
G. Le Roux
L. Smith

[ R R R | OO D LM

OO LD N

erevYerer ey
RYRYRY
RYeYeYRYRYRY
oYY oY oY
7%

o Ao

- - -
b B B
bbb EE
-«

Process (MS Excel 2003 and 2007):

1.

Select cell A1 and type in the last day of the month (in this example, 31* March, 2009).
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Microsoft Excel - Book2

{E] File Edit View Inset Format Tools
BT IR A Y-S
i Arial ~10 | B |E =
Al ~ £ 31/03/2009
Al B | ¢ | D |
1 [ 31/03/091
2
| 3
[ 4 |
5
| 6 |
[ 7 |
| 8 |
| 9 |
10
(1]

2. Select cell A2 and type in the last day of the next month (in this example, 30" April, 2009).

=S

@ Microsoft Excsl - Bgokg- s
i5] File Edit View Inset Format Tools

FRN=A" RENE= R A - SN
: Arial 10 | B|=E =
A2 % # 30/04/2009

A | B [ ¢ [ D |
31/03/09
30/04/091

b 3Tm|ml~lm|m|h|w N | =

Highlight both cells to show Excel the trend you want.

w
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l @ Microsoft Excel - Book2

] File Edit View Inset Format Tools
HRN=A" NENIE RN NN R
i Arial 10 - B |EE
A1 - A 31/03/2009
A | B [ ¢ [ D |
1 [ 31/03/09
2 |_30/04/09
3
4
5
6
7
8
9
10
11

4. Use the AUTOFILL handle and drag down the required number of months (in this example, another
six months to October, 2009).

[E Microsoft Excgl - Bgokg‘ %

il

(] File Edit View Insert Format Tools

HIRN=A" MRS W e SN R AR
: Arial ~10 ~| B |E=
Al = A 31/03/2009
A | B | ¢ | D
31/03/09
30/04/09
31/05/09
30/06/09
31/07/09
31/08/09
30/09/09
31/10/09

‘:ST(DOONO’U\AUJN—I

BY USING THE EOMONTH FUNCTION IT WILL CALCULATE THE LAST DATE OF A MONTH
AUTOMATICALLY
Process (MS Excel 2003 and 2007):
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The EOMONTH function is used to return the serial number value of the last day of any month, past,

present or future. Once the value is returned, you can change the format of the cell to “DATE” and it
will then give you the end of the month in date format.

1. Select cell A1 and type in =EOMONTH(NOW(),0).

—‘/Eg\v [’ | "7; = S @ y o fr Bookl - Microsott bxcel

Home | Insert Page Layout  Formulas Data Review

== ¥ | calibri 8 B =|5i || Date
= 53 [|[B 2 WA AT = - (E %
e g |[E o A ]
Clipboard ™ Font F Alignment F Number
Al v (. fe | =EOMONTH(NOW(),0)
Al B C D E F

1
2
3
4

The function follows the following format:

=EOMONTH (base,offset)

The base value in the formula is a date to be used to identify the month in question. You could even
use the NOW() function to return today’s date.

The offset value can be used to move the month in question in the base value. For example:

2. Select cell A2 and type in =EOMONTH(A1,6).

(Cin )i =2~ \= ° L] L e LT Py v ivsuiL e
[ —ﬂ/ Home | Insert Page Layout  Formulas Data Revit
% Calibri 11~ =| 5 | |Date
2 ||[BT 2 A A EEE e e
=t EeA] [EE] (W8
Clipboard ™ Font F] Alignment I Numi
A2 v f | =EOMONTH(AL6)
‘ A B C D E |
1 | 31/03/09
g | 30/09/09!

The 6 value in the base criteria moves the function six months forward, hence the final date of
September, which is six months ahead of March (which was worked out by using the NOW() function).
This operation could be done with one formula, nested in the following way:
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=EOMONTH(NOW(),6)

You could also use a negative number to get to months prior to the one being used in the base criteria.

NB: In versions of MS Excel prior to MS Excel 2007, the EOMONTH function can only be used by installing
the Analysis Toolpak, an add-on utility that you can select when you install MS Excel. If the formula
returns an error in Excel 2003 when you use it, you will need to use the MS Office installation disk to
install the Toolpak.

THE ‘MERGE AND CENTRE’ FORMATTING OPTION IS NOT AVAILABLE IN EXCEL DURING
NORMAL USE. TO MAKE IT AVAILABLE THE SHARING’ AND ‘PROTECTION’ SETTINGS NEEDS
TO BE CHECKED ON.

The ‘Merge and Centre’ function is a great formatting tool used by almost every Excel, but occasionally
it can be greyed out and be unavailable to use. If this happens, the two options to check are whether
the workbook is shared and whether it is protected.

Worksheet Protection: if a worksheet is protected, a number of formatting features are disabled
(depending on the level of protection) which could make ‘Merge and Centre’ unavailable.

Excel 2003:

1. Select Tools ... Protection ... Protect Sheet

3] Microsoft Excel - 30002941 xitx

iE] File Edit View Inset Format | Tool ta  Window Help  Rep ools
A0S 3 AP | % | A seeling AT R Y |
: Calibri L1 - p| L Beseach.. AeCick g =m0 A
D5 - 7 ¥ Error Checking
-
a
a
week|  Sunday Monday = i
3 22 UTroorus UZIUoBI Uoros ‘ Uorooros ‘ U77go/os
— Cor e Workbooks... ] ]
| s |
s Pr v [ protect Sheet... |
% Online C v | gl Allow Usersto Edit Ranges. —
Sunday Monday Goal Seek... 3 Protect Workbook. ]
= B
- Sce &l Protect and Share Workbook. -
0
| Formula Auditing v
2 | Ma 5
1
Sunday Monday Add-1 Grsday Friday Saturday
3 T = . Ub/ud Z0ru6ius ZTIUbius
" | 2 AutoCorrect Options...
i
" Customize...
o | Options...
[ o | T T T
Sunday Monday | Tuesday | | Thursday Friday Saturday
21 25 Z. Z3IUBius | ‘ Zs’umub’uﬂ Z7TUos
a5 1 I 1
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2. Check that the ‘Format Cells’ option is not ticked. If it is, click once in the tick box to remove the
tick.

Protect Sheet @

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:
V] Select locked cells ~

:‘ Format rows
o| [[C] tnsert columns

| Insert rows b
| Insert hyperlinks

| Delete columns

|| Delete rows 52

Excel 2007:

1.  On the Review tab, under the Changes group, select Protect Sheet

30002941 xltx = Microsoft Excel

ar »
—-/ Home Insert Fage Layout Formulas Data

Review View Developer Add-Ins

% E@ |‘= | a% \j i~ l . l %) show/Hide Comment L—_Lr@l LL@ Q g
4% Show All Comments g
Spelling Research Thesaurus Translate Mew Delete Previous ext Protect| | Protect Share
Comment > Show Ink Sheet Workbook ~ Workbook &
Proofing ents Chang
E4 v (> £ |

A E [ u] E F G H 1 o K L

 Week Wednesday

2. Check that the ‘Format Cells’ option is not ticked. If it is, click once in the tick box to remove the
tick.
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Protect Sheet

=

Password to unprotect sheet:

Allow all users of this worksheet to:

Protect worksheet and contents of locked cells

¥ Select locked cells

:‘ Format rows
|| | tnsert columns
:‘ Insert rows

[ Insert hyperlinks
|| Delete columns
|| Delete rows

Software - Training - Support

A\ ALCHEMEX.

Workbook Sharing: if a workbook is shared, it can also have the effect of making ‘Merge and Centre’
unavailable. To remove sharing, follow these steps.

Excel 2003:

1. Select Tools ... Share Workbook

Microsoft Excel - 30002941.xite

Iunls|QaIa Window Help Report Tools

%% spelling... F7 | @55%

ﬁ Research...
$ Error Checking...
Speech 3

Alt+Click b | <

Shared Workspace...

Share Workbook... ‘

(] File Edit View Inset Format
TNR= RN RN Y
: Calibri -12 - | B

D5 - £

A B =] o E|
1
2 | Week Sunday Monday
s [ 2z | UIIUDIUB | UZUOIU
| 4|
s | 1
]
T
8 Sunday Monday
5[ 23 | UBIUDIUS | USIUOIOY
| 0 |
| 1|
|z |
| 1 |
u Sunday Monday
5 [ 24 TOIUoIus TO/UGIO
| |
||
| |
| 1 |

Track Changes y prsday

Uoius

Compare and Merge Workbooks...

Protection 3

Online Collaboration 3

Goal Seek... ursday

Uoius

Scenarios...

Formula Auditing 3

Macro »

Add-Ins... prsday

UoIos
T AutoCorrect Options...

Customize...

Options...

2. Remove the tick next to the ‘Allow Changes’ option.

Website: www.alchemex.com Bl Community: www.alchemex.ning.com

Online Academy: www.alchemexacademy.com

37




Share Warkbook

ALCHEMEX.

Simply.

“ce

Software - Training - Support

{Editing

Advanced

[] Allow changes by more than one user at the same time,
This also allows workbook merging.

Who has this workbook open naw:

Les (Exdusive) - 14/04/2009 09:02 AM -

=

Excel 2007:

1.

On the Review tab, on the Changes group, select Share Workbook

2.

Sh

o Home Insert Page Layout Formulas Data Review View Developer Add-Ins ® - =5 x
% @ |t= | a% \j -~ I o= I ) show/Hide Comment @ @ Q Protect and Share Workbook
L5 Show All Comments £ Allow Users to Edit Ranges
Spelling Research Thesaurus Translate MNew Delete Previous ext ... Protect Protect Share
Comment {23 Show Ink Sheet Workbook * Workbook Track Changes ~
Proofing Comments I Changes |
E4 v Jx | ¥
A E = [1] E F G H J 3 L [ [ [=] F [ ol
1

Remove the tick next to the ‘Allow Changes’ option.

(|

are Waorkbook

[] Allow changes by more than one user at the same time,
This also allows workbook merging.

Who has this workbook open now:

Les (Exdusive) - 14/04/2009 09:02 AM -
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Work smarter,
everyday!

ON STEROIDS

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

Dsoftiinevie 9@ momentum
one(logix sappi JO=sT

CONTACT US

» Visit www.alchemex.com
» Tel: 086 110 2302
» Email: eos@alchemex.com

\
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BY ALTERING THE FULL NAME OF THE NAMED RANGE YOU CAN USE THE SAME NAMED
RANGE ON DIFFERENT SHEETS OF THE SAME WORKBOOK
Process (Excel 2003 and 2007):

Excel 2003

1. Select the cells that you would like to create a Named Range for, then select Insert ... Name ...

Define

@ Microsoft Excel - Bookl

(] File Edit View | Insert | Format TJools Data Window Help Repor
HEN=A" M= Cel f 9 -8 5 -5
: Calibri Bows b= =@y,
I I - Columns -
[ A | B Worksheet E G
Student Score [ﬁ Chat...
Les Symboal...
Myrtle
Gael Page Break
Tyrone Je | Eunction...
| Name 4 || Define...
4| Comment Paste...
Picture 3 Create...
¢,i | Diagram... Apply...
Object... Label...
& Hyperlink.. Ctrl+K
2. In the ‘Names in workbook’ box, type in the name for your range and add the sheet name with

an exclamation mark at the end (e.g. Sheet1!MyRange).

[ Define Name lér
Mames in workbook:
Sheet1Student_Scores| oK
[
Refers to:
=Sheet1!$AS1:585
3. Select Insert ... Name ... Define. You will now see that the range now has a reference to the

particular sheet that was referenced in step 2.
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r 1
Define Name ﬁ
Names in workbook:
Student_Scores
Student Scores Sheet1 8
Refers to:
—Sheet1!SA§1:SBSS

A\ ALCHEMEX.
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This process can be done on each sheet, allowing you to use the same name for named ranges on

multiple sheets.

Excel 2007

1. Select the cells that you would like to create a Named Range for, on the Formulas tab, in the
Defined Names group, select Define Name.

Book2 - Microsoft Ex

cel

@*ﬁ_tﬂ m-e- N3RS

Insert
S

Insert
Function @ Financial ~

Home
X AutoSum -

ﬁ Logical

@ Recently Used ~ C& Text

Page Layout

ff? Date & Tim
Function Library

Formulas Data

cg Lookup & Reference
il Math & Trig -
= ﬁ]l\dure Functions -

Review

View Developer

§ |52 Define Name|~|
Ji& Use in Formula
Na

me
Manager B Create from Selection

Defined Mames

Adg-l

B
£= Tra
=% Tra
,-f, Rei

Al - fx ||student
A B C = 5 G o L ]

1 [Student Score

2 |Les 57

3 |Myrtle 29

4 |Gael 28|

5 Txmne 92.

6

7

a

2.

In the ‘New Name’ box, click the drop down option for Scope and select the desired sheet. This

will limit the Named Range to the selected sheet, allowing it to be used on other sheets as well.

[ 1
New Name M
Name: Student
IETE Waorkbook -
Comment: |Warkbook L =
Refers to: | _sheeti1sas1: 645 =
[ OK J ’ Cancel ]
.
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BY USING A COMBINATION OF THE MOD FUNCTION AND CONDITIONAL FORMATTING YOU
CAN SHADE CELLS BASED ON ODD OR EVEN VALUES

Process (Excel 2003 and 2007):
The MOD function is used to find the remainder of a number after it has been divided by another
number.

Format: MOD(number,divisor)
E.g. MOD(10,2) =0

We can use this remainder function to determine whether the number in a cell is odd or even.
Excel 2003

1. Highlight the range of cells you would like to apply conditional formatting to, then click on
Format ... Conditional Formatting

[s] Microsoft Bxcel - Bookt L
@_] File Edit View Insert | Format | Tools Data Window Help ReportTools
i Arial . 10 | E2F Cells... Criel  |oog o 5 .08 i
e Row vl
A B | Column 5 r
1 48]
2| 1 sheet V]
3 80 AutoFormat...
i 18 Conditional Formatting...
5 44]
6 | 43 Style..
7 59
e 2
9 | 22
0|
1]
12 3
13 24]
14| 94
15 30
16 | E
17
18]
19
20
2. Change condition 1 to “Formula Is” and in the formula field type =MOD(A1,2)=1. This will

return a TRUE if there is a odd number in the cell
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Conditional Formatting @
Condition 1
Formulals v | |=moD(AL,2)=1]

Preview of format to use

when condition is true: Mo Format Set

[ Add »>> ][Qelete... ] I OK ][ Cancel ]

3. Click on the FORMAT button, and then select the Patterns tab. Choose a colour and click OK
Format Cells @@
| Font | Border ‘ Patterns
Cell shading
Color:
‘No Color
B |
| |
um
.
]
= - Sample
L} JEEWE § B W
AR fEEEN
pattern: | Z-
4, The range of cells should still be highlighted at this stage.
5. Click on the ADD button
Conditional Formatting @
Condition 1
Formulals v | |=MOD(AL,2)=1
Preview of format to use : =7
when condition is true: ‘AaBbCCYy Iz

[ Add => J[ Delete... ] [ OK J[ Cancel ]

6. For Condition 2, set the drop down to Formula Is and in the text box enter =MOD(A1,2)=0.
This will highlight any even cells
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X

onditional Formatting

Condition 1
Formulals v | |=MOD(A1,2)=1

3

Preview of Format to use
when condition is true:

AaBbCcYyZz

Condition 2
[REVENSN v | | =MOD(A1,2)=0

Preview of format to use
when condition is true:

[ add > ][ Delete. .. 1 [

OK ][ Cancel ]

7. Click on the FORMAT button for Condition 2, and then select the Patterns tab. Choose a
different colour and click OK

Excel 2007
1. Highlight the range of cells you would like to apply conditional formatting to, then click on the
Home tab of the Office Ribbon and select Conditional Formatting and select New Rule
J.@;\._H_"] -e- ) SR — Book2 - Microsoft Excel -
y Home Insert Page Layout Formulas Data Review View Developer Add-Ins
=& <o C[A A = =] | Siwrap Text General - o= ) [ |2
p_aﬂ = (B u-|m [ AA.| [= &= 5= ;M & Center - | [G3~ T Cor?it%nal ﬁt _cf H
. = £ —-— = = [T B e T — L Lo Formatting ~|as Table = Styles = ILE
Clipboard Font (] Alignment = Number =
AL (s % ‘ P E‘ai Highlight Cells Rules » [~
1 - 48| . : ° . E & H L : u‘i Top/Bottom Rules  * B
: 8; EJ Data Bars »
4 88
5 89| EJ Color Scales 3
6 12]
7 51 =] won
3 22 ‘::_I fon e '
9 65 [E] MewRule..
10 86 % Clear Rules »
11 9 ] Manage Rules...
12 T2
13 77|
14 Tal
2. In the ‘Select a Rule Type:’ area, select Use a formula to determine which cells to format. In

the ‘Format values where this formula is true:’ area, type in =MOD(A1,2)=1. This will highlight all odd
cells
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New Formatting Rule

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

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

» Use a formula to determine which cells to format

Edit the Rule Description:

Format values where this formula is true:

|=moD(a1,2)=1 3

Preview: No Format Set

[ OK ][ Cancel ]

A\ ALCHEMEX.

Software - Training - Support

Select the Format button. Select the Fill tab and choose a colour. Click OK, and OK again

3.
Format Cells @@
Background Color: Pattern Color: B
No Color Automatic v
MOEMENENEE  etenste
= |
u
iHEEE |
FEEEEEEEEN
FEEEEEENEEEN
mm EEEEN
Sample
4, The range of cells should still be highlighted at this stage. Click on Conditional Formatting ...
New Rule as per step 1
5. In the ‘Select Rule Type:’ area, select Use a formula to determine which cells to format. In

the ‘Format values where this formula is true:’ area, type in =MOD(A1,2)=0. This will highlight all even

cells
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New Formatting Rule ¢ @

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

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

» Use a formula to determine which cells to format

Edit the Rule Description:

Format values where this formula is true:

| =MOD(AL,2)=0 B

Preview: No Format Set

[ OK J[ Cancel ]

6. Select the Format button. Select the Fill tab and choose a different colour. Click OK, and OK
again

BY CHANGING THE HELP SETTINGS YOU CAN STOP EXCEL HELP FROM USING ONLINE
RESOURCES

Process (Excel 2003 and 2007):

Excel 2003

1. Press F1 or click on the Help icon to bring up the Help window
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|x[ Microsoft Excel - Boo Lol x )
iE] File Edit View Inset Format Tools Data Window Help ReportTeols Type a question for fpebe &
=58 - O A BihsHagn/P@alsam: Fla o= sl 2 w6 B
- ~
A I\ B [ ¢ [ o [ E [ F [ 6 [ A [ 1T [ I~ ipcdnep e

E Assistance ]
Bl Search for:

16 J
| 7 | Table of Contents.

8

9 |

| 2 B o

1o 5 6ffice Online

:Z * Connect to Micosoft Office Online

| 13| = Get the latest news about using Excel

—;i 5 = Automatically update this list from the web

6] 1 More...

|17 |

18| @ Assistance

EB &2 Training

El £k Communities

| 21| 43 Downloads

| 22|

| 23| See also _
*2* * What's New

| 5 5’ * Contact Us

Hil = Accessibility Help

[ 28 | = Oniine Content Settings...

] L
2. In the Help window, select the last option Online Content Settings

 Excel Heli v x

Assistance B

Search for:

@ Table of Contents

nggm

L 2 Office Online

* Connect to Microsoft Office Online
* Get the latest news about using Excel
*  Automatically update this list from the web

More...

@ Assistance
@ Training
& Communities
ﬂj Downloads

[Secaiso

What's New

Contact Us

Accessibility Help

Online Content Settings... |

wls & @

3. Remove the tick from the Search online content when connected option and click OK
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=)
Category: Settings:
Customer Feedback Options Online Content Setti
Orline Content ngs
Shared Workspace

o
&

Microsoft Office Online provides thousands of templates, Help topics,
and media dips to help complete your projects.

Show content and links from Microsoft Office Online "
=]

Show Microsoft Office Online featured links
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Excel 2007

1. Press F1 or click on the Help icon to bring up the Help window

) Excel Help

DO WD M BME X

~ 2 Search =
| L | B
|
oo ooy
What's new Getting help
Installing Accessibility
File conversion and compatibility Workbook management
Worksheet and Excel table basics Formula and name basics
Function reference Filtering, sorting, and conditionally formatting data
Summarizing, consolidating, and outlining data Validating data =
Importing data PivotTable reports and PivotChart reports
What-if analysis Working with XML
Charts Security and privacy
Macros Excel and the Web
Automation and programmability Activating Excel
Customizing Working in a different language
Add-ins Working with graphics
Publishing to SharePoint Server Excel Services Collaboration

B Get the latest content while working in the 2007 release

Connect to Office Online to receive updates, new artides, tips, templates, and
¥ more from within the 2007 Microsoft Office system Help Viewer,

Ecet e | hotine
=

2. In the bottom right hand corner of the Help window, click the Online Content Settings button

Services Collaboration ‘ U

st content while working in the 2007 release

: Online to receive updates, new artides, tips, templates, and
the 2007 Microsoft Office system Help Viewer,

3. In the Connection Status window, select Show content only from this computer
Connection 5tatus:

Show content from Office Online
+" | Show content only from this computer

@] Explain these options...
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USING THE COUNTBLANK FUNCTION YOU CAN COUNT THE NUMBER OF BLANK CELLS IN A
RANGE
Process (Excel 2003 and 2007):

1. Select target cell and enter =COUNTBLANK(range). The range refers to the range of cells that you
would like to check for blank cells. In this example, the range of cells is from A2 to A11.

@ Microsoft Excel - Bookl "

@_] File Edit View Insert Format Tools Data Winc

ifarial o -jB o |E==

RN RN REV A AR e A
OR. - =COUNTBLANK{AZ2:A11)
A | B | ¢ | b | E |

1 |=COUNTBLANK(A2-A11)

| 2 [David | [ COUNTBLANK(range)

| 3 |Sue

| 4 |

| & |Martin

| 6 |George

| 7 |

| 8 |William

| 9 |James

| 10 |Margaret

11 [Samanth

112 |

1 13 |

2. The result of the function will be given as an integer.

5] Microsoft Excel - Boo

i) File Edit View Inset Format Tools Data Wind
'} Arial 10 -|B I U|E=EZ=
BErE TR WY L
B1 A £ =COUNTBLANK(AZ:A11)
A | B c | o [ E ]

1] 2

| 2 |David

| 3 |Sue

| 4 ]

| 5 |Martin

| 6 |George

| 7 |

| 8 |William

| 9 |James

| 10 |Margaret

11 |Samantha

40

NB: The COUNTBLANK function will only count the number of completely empty cells. If there are
cells in the range that have a value suppressed (e.g. a zero value hidden as blank), this will not be
included in the number returned by the function.
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BY USING A COMBINATION OF THE OFFSET AND COUNTA FUNCTIONS YOU CAN RETURN THE
VALUE IN THE LAST CELL OF A RANGE, WITHOUT KNOWING THE ACTUAL CELL REFERENCE
Process (Excel 2003 and 2007):

In this example, we would like to use a formula to return the last value in a column without knowing
the cell reference of the last cell. This is a useful function combination when the data in a range is
constantly changing: one command will work, regardless of how many times the number of cells in the
range changes.

SYNTAX: =OFFSET (reference,rows,cols,[height],[width])

Reference: is the starting point of the range. In this example, it is cell A2.

rows: refers to the number of rows you would like the function to look through. In this example, we
will use the COUNTA function to determine the number of rows as this is an unknown value.

cols: this refers to the column to the left or right of the reference (i.e. the first parameter of this
function). If it is to the left of the function, then it would be represented by a negative number (as in

this example)

[height](optional): is the height, in number of rows, that you want the returned reference to be.
Height must be a positive number, and is an optional parameter.

[width](optional): is the height, in number of rows, that you want the returned reference to be.
Height must be a positive number, and is an optional parameter.

1. Incell B1, type =OFFSET(A2,COUNTA(A:A)-1,0).
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[] Microsoft Excel - Bookl 0 W T "
iE] File Edit View Inset Format Tools Data Window Help
A o B L ulE == e
RN~ RERFE RGN W NN - R A RN RN
OR - =0FFSET(A2, COUNTA(AA)-1,0)
A | B | ¢ | b | e | F ]
1 |=OFFSET(A2, COUNTA(A A)-1,0)
2 David | OFFSET(reference, rows, cols, [height], [width]] |
| 3 [Sue
| 4 |Martin
| 5 |George
| 6 |William
| 7 |James
| 8 |Margaret
| 9 |Samantha
10
1]
2]
13

The COUNTA function counts the number non-blank cells in a range, so will count the number of
rows that are being used. By adding -1 to the parameter (COUNTA(A:A)-1), it reduces this total
number to reference the last cell in the range. The COUNTA(A:A)-1 parameter will therefore tell
the OFFSET function the correct number of rows to go through.

NB: If there are blank cells in the range, the COUNTA function will not work - the overall number
of rows will be higher than the actual number of non-blank cells.

@ Microscoft Excel - Bookl

-

@_)I File Edit View Inset Format Tools Data Window

: Arial 10 LB I UEEE=E &

FRRE=A" REYE= NEN A SR TR A R A

B1 - A =0FFSET{A2, COUNTAAA)1,0)

A B c | o | E | F

1] Samantha

| 2 |David

| 3 |Sue

4 |Martin

| 5 |Gearge

| 6 [William

| 7 |James

| 8 |Margaret

' 9 |Samantha

10|

1]
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WITH A KEYBOARD SHORTCUT YOU CAN QUICKLY ENTER THE CURRENT DATE OR TIME INTO
A CELL

Process (Excel 2003 and 2007):
1. If you would like to enter the current date into a cell, press CTRL + ; (semicolon)

2. If you would like to enter the current time into a cell, press CTRL + : (colon). This may mean
having to hold down the SHIFT key in order to get the colon symbol.

ON STEROIDS
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YOU CAN VIEW THE RESULT OF PART OF A MATHEMATICAL FORMULA IN THE FORMULA BAR
WHILE YOU’RE STILL WORKING ON THE FORMULA BY USING THE F9 BUTTON

Process (Excel 2003 and 2007):

When you are developing complex formulas, or when you are examining the formulas developed by
others, it can often be beneficial to look at the results of a particular portion of a formula. For
instance, consider the following:

Clipboard '= Font ] Alignment
Al - £ | =(C1+C2)*E1/E2
A B C D E F G
1 15'0! 10 20
2 20 4
| 3
[ 4
| 5
| ]
7
8

The formula in cell A1 is =(C1+C2)*E1/E2. If we wanted to work out just the E1/E2 portion, we could
use the F9 key to help calculate just this part of the formula.

3. Select cell A1
4. Press F2. This turns on Edit mode in the cell.

ROy = [TIRTN FARUE R

SUMIF » (0 X « f| =(C1+C2)*E1/E2
A B c | E F
1 |=(C1+C2)*E1/E2 10 20
20 4

2
3
a
5
5. Click and drag across the E1/E2 portion of the formula in the formula bar to highlight that portion.
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FYTITeErn

SUMIF (" X ¥ _fr| =(C1+C2)* =
A B C D E F G

1 |=(c1+c2)*E1/e2| 10 20

2 20 A

3

a

6. Press F9
SUMIF (" KV _fr| :I[C1+C2]-*H
! A B C D E F

1 1+c2)*s | 10 20

2 20 4

3

4

This will calculate that portion of the formula so that you can see which value is being generated.

TO PASTE MULTIPLE PARAGRAPHS OF TEXT INTO ONE EXCEL CELL YOU MUST USE THE

CORRECT CELL EDIT METHOD

Process (Excel 2003 and 2007):

When using the standard copy and paste of text with multiple paragraphs into a cell, Excel by default

views the paragraph marks as an
copied text that contains three

instruction to move the next paragraph of text into the next cell i.e.
paragraphs that is pasted into cell A1 will have the first paragraph

paste itself into A1, the second paragraph into A2 and the third into A3.

In order to have all the paragraphs enter into the cell A1, you need to paste into the cell, rather than
selecting the cell and pasting. The example below will show you how this is done, using the following

two paragraphs of text:
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On the Insert tab, the galleries include items that are designed to coordinate with the overall look of
your document.

You can use these galleries to insert tables, headers, footers, lists, cover pages, and other document
building blocks.

The above text is highlighted and then copied, then Excel is opened, ready to receive the text.

1. Select cell A1

Clipboard = Font (] J
Al (> X v k|
A B C D E

]|

2

3

4

5

6

7

8

2. Press F2. This turns on Edit mode in the cell, and you will now see a cursor blinking in the cell.
3. Press Ctrl+V to paste the text.

Clipboard ™= Font F] Alignment Mumber Styles Cells
Al » (> % + f | building blocks.

A B C D E F G H 1 J K L
On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your document.

You can use these galleries to insert tables, headers, footers, lists, cover pages, and other document building blocks.

1
2
3
4
&>
6
7
8

4. The text, including the paragraph breaks, has been pasted into the one cell.

NB: a) Because the text is being pasted into a cell, it loses all of its original formatting and uses the
formatting styles that have been applied to the cell itself.

b) Excel 2003 and Excel 2007 has a limit of 32 767 characters in a cell. If the amount of text to be pasted
into the cell exceeds those limits, the remaining text will be truncated.
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BY USING THE FIND OPTION YOU CAN QUICKLY IDENTIFY MERGED CELLS IN AN EXCEL
SPREADSHEET

Process (Excel 2003 and 2007):

For this example, cells C3 and D3 have been merged, as have D9 and E9. Both merged cells have been
given a border to help identify them and cell A1 is selected.

Microsaft Excel - Book
i3] File Edit View Inset Format Iools Data Window Help

MR DTNV A Y R A R e T 1
S| o 0wl M| EEE

¢ Arial -0 -|B I U|E=
Al - 2
A | 8 | ¢ [ b [ E | F [ & [ H |

=
=

.
=

=
(X

-
ca

o
=

o
o

=
o

B
]

1. Press CTRL + F to bring up the “Find” option. If all options are not showing, select the Options <<
button to view them

(5] Mizrozof Excel - Rockl R — L =1
iE] File Edit View Inset Format Tools Data Window Help Type a question for help
RN RN REN A AR N e A R e Y T R Y |

: vl (0 B I U|S==F My 0 i me oAl

Al - A
A ]l B [ ¢ T o [ E T F [ 6 [ H [ 17 [ o T ® [ L [ m

1 1
=

3 ——1
7] 2 [l |
8
El !
0
Kl et | &
[12]
e

7 Within: | Sheet. [C Match case
7% Seorch: [ByRoms[7] [T Match entire cell contents
Edl Lookin: [Formulas [ =]
b
[19] [ Fndan | [Endnext | [ cose ||F
120

1
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2. Select the Format drop down option, and choose Format...

Find and Replace

L2 )

Find Replace

Find what:

Within: | Sheet

Search: | By Rows

Lockin: |Formulas

|z| Mo Format Set

Format...

|Z| [ Match case
|Z| [7] Match entire cell contents

Choose Format From Cell...

Clear Find Format

B

[ Find All ] [ Find Mext ] [

Close

]

Select the Alignment tab
Find Format m
Number | Font I Border | Patterns | Protection ‘
Text alignment Orientation
Horizontal: * .
|z| Indent: . ’.
Vertical: = )
Ve e .
g o3I —
t .
Justify distributed R
Text control *
Wrap text -
Shrink to fit +| Degrees
| Merge cells
H
| | Choose Format From Cell...

Place a tick in the Merge Cells tick box and click OK
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- - .
Find Format # Llw
Number | Alignment | Font I Border I Patterns I Protection ‘
Text alignment Crientation
Horizontal: - .
+
Indent: T .
Vertical: = y
hL e .
[x] ; :
t .
Justify distributed o+
Text contral .
ﬂrap text
. % Degrees
.
|
. .
5. Click Find All button.
C3 - k3
A [ B [ T o T E [ F [ 6 [ v [ 7 [ 7 [T kK [ L [ ™
7
7|
13| |
| 4|
| 5|
| 5
| 7|
% —] Find and Replace. @E L
L V] Find Replace
| i s &
[15] Within: | Sheet [x] ClMaten case
| 16 | Search: [By Roms El [] Match entire cell contents
|18 Lookin: [Formus =]
= | [ Fndat | [Endnext | [ cose ||
= Book Sheet  MName Cel  Value  Formua -
e Booki Sheett 083 1
| 26|
27 2 cell(s) found
28

A window will appear listing all cells on the sheet that match the Merged Cells option.

BY USING THE ROW FUNCTION JUST THE ROW NUMBER ON THE EXCEL SPREADSHEET CAN

BE PRINTED

Process (Excel 2003 and 2007):

In MS Excel, you have the option of printing both the Row numbers and the Column Headings. To turn
this option on, you would use the Row and heading columns option in Page Setup. However, if you

only want to see the row numbers, you will have to use a work around with the ROW function:
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1. Select Column A by clicking on the column heading

Pt M, i<
= Home | Insert Page Layout  Formulas Data Review  View Developer
= % . Tl = = . ) ) || §=nsert ~
= o Arial w0 - [A Al 5 | |General ij‘ ﬂ}? gﬂ oot -
Pe | Perrin|[E oA (B [l ondtonal Formet Cel | s ot

Clipboard = Font ] Alignment ] Number & Styles Cells

Al - (@ 5 ‘ Branch
A B C D E F G H 1

1 Branch | SalesPerson CategoryName ProductName Date Quantity UnitPrice ProductSales

2 |East Coast |Anderson. P Confections Maxilaku 01/01/05 60 7.20 432.00

3 |East Coast |Johnson A Grains/Cereals Gnocchi di nonna Alice 01/01/05 21 13.90 24811

4 |East Coast |Peters. K Grains/Cereals  Tunnbrad 02/01/05 40 11.20 42560

5 |East Coast |Bonders. P Confections Pavlova 03/01/05 2 14.70 26.46

6 |East Coast |Newson. L Grains/Cereals  Singaporean Hokkien Fried Mee 03/01/05 i 15.20 66.40

7 |East Coast |Lavin. T Seafood Boston Crab Meat 07/01/05 10 1440 144.00

8 |East Coast |Perks. M Seafood Inlagd Sill 07/01/05 15 28.80 432.00

9 |East Coast |Anderson. P Beverages Chai 07/01/05 30 16.80 504.00

10 [East Coast |Johnson. A Dairy Products  Gudbrandsdalsost 07/01/05 24 14.40 345.60

11 |East Coast |Peters. K Dairy Products  Queso Cabrales 07/01/08 20 7.30 146.00

12 |East Coast |Bonders. P Beverages Chai 14/01/05 35 10.40 364.00

13 |East Coast |MNewson.L  Confections Teatime Chocolate Biscuits 16/01/05 50 210.80 10540.00

14 [East Coast |Lavin. T Condiments Original Frankfurter grine Sofe 16/01/05 4 7.30 24.82

15 |East Coast |Perks. M Beverages Céte de Blaye 16/01/08 20 12.00 216.00

16 |East Coast |Anderson. P Confections Teatime Chocolate Biscuits 21/01/05 2 24 90 49.80

17 |East Coast |Johnson. A Seafood Rad Kaviar 21/01/05 14 10.00 140.00

2. Right click on the Column A heading and select Insert.

—/ Home Insert Page Layout Formulas

e )

j *’ Arial ==
Paste

aste B I U~

ste o |l u -
Clipboard || Arial \; Ali
1| Bra & Cut
2 [East( 5y Copy wilak
3 |East [, paste occh
4 |East Paste Special... nbrg
5 East Insert vlova
6 |East apo

Delete 9ap

7 |East ston
2 |East Clear Contents gd S
9 |East ( B Format Cells... ai
10 |East Lolumn Width... dbrar
11 |East Hide eso (
12 |East Unhide ai
13 |East Coast Newson. T Confections leatime
14 |East Coast JLavin. T Condiments Original
A0 ICant Mannd Macle~ KA Dt rmrmmm MAba Aa
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3. Select cell A1 and type in the formula =row(), then press the Enter key.

Clipboard ™ Font Alignment
| SUMIF *(» X v J"x| =row()
A B C D

1 =r0w{}| | Branch  SalesPerson CategoryName

2 East Coast Anderson. P Confections Maxil
3 East Coast Johnson. A Grains/Cereals  Gnoc
4 East Coast Peters. K Grains/Cereals  Tunnl
5 East Coast Bonders. P Confections Pavlo
6 East Coast Mewson. L Grains/Cereals  Singz
7 East Coast Lavin. T Seafood Bostc
8 East Coast Perks. M Seafood Inlage
9 East Coast Anderson. P Beverages Chai
10 East Coast Johnson. A Dairy Products  Gudb
11 East Coast Peters. K Dairv Products  Ques

This function returns the row number of the currently selected cell.

Lipoodrg e rurie

A2 - £ |
A B C
1 Branch  SalesPerson Cat
!East Coast Anderson. P Conf
East Coast Johnson. A Grail
East Coast Peters. K Grail
East Coast Bonders. P Conf
East Coast MNewson. L Grail

(= R I SRR S

4. Select cell A1 and use the AutoFill handle (square block on the bottom right corner of the selected
cell) to extend this formula down for as many rows as needed.
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Al - ( fe | =ROW()

A B C D
1 1| Branch  SalesPerson CategoryNar
2 2|East Coast Anderson. P Confections
3 3|East Coast Johnson. A Grains/Cereal
4 4)East Coast Peters. K Grains/Cereal
5 5|East Coast Bonders. P Confections
6 6|East Coast Mewson. L Grains/Cereal
7 7|East Coast Lavin. T Seafood
3 B|East Coast Perks. M Seafood
9 9|East Coast Anderson. P Beverages
10 10|East Coast Johnson. A Dairy Product
11 11|East Coast Peters. K Dairy Product
12 12|East Coast Bonders. P Beverages
13 13|East Coast Mewson. L Confections
14 M5t Coast Lavin. T Condiments
15 East Coast Perks. M Beverages
16 East Coast Anderson. P Confections
17 Fact Mnast  lnhnenn & Qaafand

/A ALCHEMEX.
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NB: you may wish to skip some rows and have the numbering begin with number 1 at, say, row 2. In
this instance, you can adjust the formula as follows:

=row()-1

The number 1 in this formula will reduce the number returned by the ROW function, so in this instance

the =row()-1 command in cell A2 will return 1.
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BY USING THE PAGE SETUP OPTIONS THE ROW AND COLUMN HEADINGS ON MY EXCEL
SPREADSHEET CAN BE PRINTED
Process:

In MS Excel, you have the option of printing both the Row numbers and the Column Headings. To turn
this option on, you would use the following steps:

Excel 2003

1. Select File, then Page Setup...

N Wicrosoft Bxcel - Product Transactonais W ——

i File | Edit View Inset Format Jools Data  Window Help T
) LY hew- S TN Y R Y
j arf 5| Open.- WO N o B EEI D A
" Close

: |l Save Ctrl+S D E |
1] Save As... ProductName Date Qua
2 | 01/01/05

| 3 |93 SaveasWebPage.. nonna Alice 01/01/05
2] | saveworkspace.. 02/01/05

5 03/01/05
== File Search...

6 | Il File Search bn Hokkien Fried Mee 03/01/05

7 Permission ¥ Bb Meat 07/01/05
i Web Page Preview 07/01/05

9 07/01/05
10| PageSetup.. dalsost 07/01/05
11 . » brales 07/01/05

12 ) 14/01/05
13 L] Print Preview ocolate Biscuits 16/01/05

| 14| Print.. Cerl+P jankfurter grine Sofle 16/01/05
15 Send To s |ve o 16/01/05

16 ocolate Biscuits 21/01/05

2. Select the Sheet tab, select Row And column headings then click OK
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- b |
Page Setup M
| Page I Margins I Header.’Fooherl
Print titles
Rows to repeat at top:
Options...
Columns to repeat at left:
Print
[ Gridlines | Row and column headings
[ Black and white Comments: | (Ngne) IZ|
[l Draft guality Cell errors as: displayed IZ|
Page order
Down, then over EE EIF; BB
A
) Over, then down EE 2l =5
[ oK J [ Cancel
-

Excel 2007

1.

On the Page Layout tab, on the Page Setup group, select Print Titles

(eEo-c 13 o
:3/‘ Home Insert Page Layout Formulas Data Review View Developer
1l colors - D @ IE @ = ’g _‘=j' o Width: Automatic ~| Gridlines |Headings @4 Eringto Fi
= [A]Fonts - I a || Height: Automatic ~ ||| (¥ View | W] View || 1 Send to B2
Themes Margins Orientation Size  Print Breaks Backgrounfl| Print
- [O]Effects - = > 5 inmo Titles ||| scale: 100% * Print print || Fi; Selection £
Themes | Fage Setup L Scale to Fit F} Sheet Options ™ A
Al - Q I ‘ Branch
A B G D E F G H I
1 Branch | SalesPerson CategoryName Productame Date Quantity UnitPrice ProductSales
2 East Coast Anderson. P Confections Maxilaku 01/01/05 60 T.20 432.00
3 East Coast Johnson. A Grains/Cereals Gnocchi di nonna Alice 01/01/05 pal 13.80 24811
4 East Coast Peters. K Grains/Cereals  Tunnbrod 02/01/05 40 11.20 42560
5 East Coast Bonders P Confections Paviova 03/01/05 2 14.70 26 46
6 East Coast Newson.L  Grains/Cereals Singaporean Hokkien Fried Mee 03/01/05 [ 15.20 63.40
7 EastCoast Lavin. T Seafood Boston Crab Meat 07/01/05 10 14.40 144.00
8 East Coast Perks. M Seafood Inlagd Sill 07/01/05 15 25.80 432.00
9 East Coast Anderson. P Beverages Chai 07/01/05 30 16.80 504.00

2. Select the Sheet tab, under Print, select Row and column headings then click OK
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= ] |93l

| Page I Margins I Header,{Fnohenil Sheet ‘ |

Print area:
Print titles
Rows to repeat at top:
Columns to repeat at left:
Print
[T Gridines

Comments: (None)
[] Black and white

Cell errors as: | displayed

Page order

@) Down, then over

() Over, then down

Print... l [PrintPrvaeg] l Options... l

The Column and Row labels will now print along with the rest of your spreadsheet

YOU CAN ADD NOTES TO A FORMULA WITH THE N FUNCTION
Process (Excel 2003 and 2007):

A ALCHEMEX.

There are times when you create a complex formula and after coming back to it some time later, you
are not sure how it actually calculates or what it is supposed to do. While you could add a comment to

the cell, or a note in an adjacent cell, you can use the N function.

The N function was originally designed to return the numerical value of a parameter argument,

however we can adjust this to include a note by using text inside double quotation marks:

Example: =7000+500-2000+N(“Any text here”)

(& Microsot Excel - Bookt T
i) File Edit View Inset Format Tools Data Window Help

INEEHRSATE s S o0 = s E B -ef
: Avial 0 LB I UEESEEEy s 5 MEE| DA
Cc2 - A& =T7000+500-2000+N("Calculates salary plus commission minus expenses”)

A [ B [ ¢ | b [ E | F | 6 [ H | | | J
1
2 | I 5500!
3
[ 4|
5
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As long as any text inside the N() function is kept inside double quotation marks, the text will be
calculated as zero (0). This value can then be added or subtracted to any other formula or function,
won’t impact the formula value at all and doesn’t require any additional fields to be managed.
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USING THE ‘GO TO’ OPTION YOU CAN QUICKLY SELECT ALL CELLS ON A SHEET THAT
CONTAIN A FORMULA

Process (Excel 2003 and 2007):

Without selecting a cell itself and viewing the contents of the cell in the Formula Bar, there is no way
for you to see if a cell contains a formula. This example will demonstrate how to select all cells that
contain formula at one time.

| have set up a worksheet that contains formulas in cells, B2 (SUM function), C3 (AVERAGE function), D4
(MIN function) and E5 (MAX function):

_(ﬁg\‘-ﬂ 9+ o - [ (SN ————

Home Insert Page Layout Formulas Data
B * Calibri lu LA K] [E = =®
L B3 -
Paste g (B O -|| B[S | EEF|EE
Clipboard ™ Font (Fi Alignment
E10 - fe |
A B C D I F
1 Numbers| Sum
2 1 10 Average
3 2 2.5 Min
4 3 1 Max
5 4 4
6

1. Press F5 or use the keyboard shortcut Ctrl + G. This will bring up the Go To dialog box

( Go To @I&r

Go to:

Reference:

| specal.. | [ ok [ cancel

e

2. Click Special
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Go To Special

D ) |

Select

() Formulas

MNumbers
Text
Logicals

Errors

() Blanks
() Current region

() Current array
(7) Objects

() Row differences
() Column differences
() Precedents

() Dependents

() Last cell

() Visible cells only

() Conditional formats
() Data validation

(@ Direct only

Al levels

@ Al

Same

[ OK ][ Cancel ]

e

3. Select the Formulas radio button and click OK
B2 - fe | =suM(A2:A6)
A B C D E
1 'Numbers| Sum
2 1 10 | Average
3 2 2.5 Min
4 3 1 Max
5 4 4
6

Every cell on the sheet that contains a formula is now selected. You are free to use any of the
Formatting functions to further highlight the cells.

BY HIGHLIGHTING CELLS BEFORE USING AUTOFILL YOU CAN INCREMENT NUMBERS BUT
LEAVE A CELL BLANK BETWEEN THEM

Process (Excel 2003 and 2007):

AutoFill is a very handy feature, and will try to fill other cells based on a possible pattern that it sees
in the cell (or cells) that you select. You can therefore help AutoFill work out the pattern that you
want by selecting a range of cells first before doing the fill.

In this example, | have entered the number 1 in cell A1:
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Clipboard ™ Font
c2 - 1
A B C
1 1
2 1
3
a
5
1 Click and drag across cells A1 and A2 to select them
| AL -
A B
1 1
2
3
a
2 Click and hold on the AutoFill handle in the bottom right hand corner of the selected cells and

drag it down to row 10.

Clipboard =
Al
A E

(- R R T R SRR R
L

=
(=]

=
[

=5

17

AutoFill keeps the pattern of INCREMENT/NO INCREMENT in the first two cells, and fills it down over
the rows selected.
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BY USING A KEYBOARD SHORTCUT THERE IS AN EASY WAY TO ADD A DOUBLE, RATHER
THAN SINGLE, UNDERLINE TO TEXT

Process (Excel 2003):

1 Select the cell with the text you wish to underline (in this example, cell C2)

HRNE=A" RENEE NEN - YN TR 4

: Arial -10 -/ B I U|=:
c2 g B Excel
A | B | ¢© | D | E
.1
2 IExn:eI _l
3
4
2 Hold down the SHIFT key and click the Underline button
B I |U|

The text in that cell will now have a double underline.

i Arial - 10 -]

i

NB: this keyboard shortcut does not work in combination with the standard keyboard shortcut for
underline (CTRL+U).

Process (Excel 2007):
The above process unfortunately does not work with Excel 2007, and you can only apply a double

underline using the Font menu. However, there is a keyboard shortcut that you can use to quickly
access this menu:

Website: www.alchemex.com Bl Community: www.alchemex.ning.com

Online Academy: www.alchemexacademy.com

70




A ALcHEMEX.

Software -« Training - Support

1 Select the cell with the text you wish to underline (in this example, cell C2)

—_ -

Paste ¥ B I gv”ﬁ-”@)-év|
Clipboard ™ Font (]

c2 -2 S | Excel

2 Press CTRL+1. This will bring up the Format Cells menu

Format Cells - lilg

Numberl Nignmentl Fant I Border I Fill |Prabection

Category:
| Sample
Number
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text
Spedal
Custom

General format cells have no specific number format.

Select the Font tab, select the type of underline desired from the Underline option, then click
OK

USING THE GO TO FUNCTION THERE IS A QUICK WAY TO CORRECT ALL ERRORS ON A SHEET
WITH ONE VALUE, REGARDLESS OF TYPE OF ERROR

Process (Excel 2003 and 2007):

If you happen to have a number of errors on your spreadsheet, such as #N/A, #DIV/0 or #REF, the best
way would be to nest your formula inside of an ISERROR function or an IF statement.
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But if time is a factor and you need to fix everything in a hurry, here is a quick method that will solve
your problem

Scenario: the spreadsheet below takes each person’s salary (cells B2:B5) and works out the tax amount
they have to pay based on the tax rate (cell F1) by dividing the two totals.

| c2 - £ | =B2/$Fs1
A B e D E F !

1 |Staff Name| Salary Tax I |Tax Rate {%]| 10|
2 |Judy 5,000 500

3 James 1,000 100|

4 |loyce 12,000 1200

5 Jillian 15,000 1500

6 Jeremy 14,000 1400

7 |lack 15,000 1500

3

9

10

If, for some reason (which would be great), the tax rate is changed to 0, then the following errors
would show:

| c2 - fe | =B2/$F$1
A B C D E F

1 Staff Name| Salary Tax I |TaxRate(%]| 0|
2 |Judy 5,000 | #DIv/0!

3 |James 1,000 | #DIV/0!

4 Jaoyce 12,000 | #DIV/0!

5 |Jillian 15,000 | #DIV/0!

6 Jeremy 14,000 | #DIV/0!

7 Jack 15,000 | #DIV/0!

8

9

To quickly address all of the errors on the page, the following process could be used:

1 Press F5. This will bring up the Go To window.
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[GoTo -7 |
Go to:
Reference:
| specal.. | [ o || canca |
2 Click on the Special... button. The Go To Special window will then appear.
Go To Special @
Select
() Comments () Row differences
() Constants () Column differences
@ Formulas () Precedents
[ Mumbers () Dependents
] Text (@) Direct only
Alllevels
() Lagt cell
() Visible cells only.
() Current region () Conditional formats
() Current array () Data validation
©) Objects @ Al
Same
[ oK ] [ Cancel ]
3 Select the Formulas button, and make sure that the Errors tick box is selected.
- £ | =B2/3F51
B C D E
Salary | Tax |Tax Rate |
5,000 | #DIv/0!

1,000 | #DIV/0!

12,000 | #DIv/0!

15,000 || #DIv/0!

14,000 | #DIV/0!

15,000 | #DIv/0!

All cells on the sheet that contain an error will now be selected.

4 Type the number 0 and press CTRL + ENTER
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- [ £ 0
B C D E
Salary | Tax ITaxRate
5,000
1,000
12,000
15,000
14,000
15,000

=Ri=Ri=Ri=Ri=N1=]

The error values in each of cells will now be replaced with the 0 value.

NB: This will replace each of the formulae on the sheet with the actual 0 value - these formulae will no
longer actually exist on the sheet. You could print the sheet if you choose to and then use CTRL + Y
(Undo) to correct the change that you made however, as mentioned, the best option would be to use
the ISERROR or IF(ISERROR) functions.

USING A COMBINATION OF THE DATE FUNCTION AND FORMAT OPTIONS YOU CAN WORK
OUT THE DAY OF THE WEEK GIVEN THE FULL DAY/MONTH/YEAR DATE

Process (Excel 2003 and 2007):

The DATE function in Excel requires three parameters: a day value, a month value and a year value.
Given those three parameters, it will return those numbers in a standard DD/MM/YY format. We can
use the Custom Text option to then change this to the actual day of the week.

In cell A1, type in YEAR

In cell B1, type in MONTH

In cell C1, type in DAY

In cell D1, type in DAY OF THE WEEK
In cell A2, type in 2000

In cell B2, type in 10

In cell C2, type in 1

NOoO Ul A WN =

You should now have the following:
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D2 - |
A B C D
1 Year Month Day Day Of The Week
2 2000 10 1] |
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Select the Number tab, then Custom in the Category list. In the Type field, enter dddd and

8 In cell D2, type in =DATE(A2,B2,C2)
| SUM ~ (0 % « [ | =DATE(A2,B2,C2)
A B = D
1 Year Month Day Day Of The Week
2 2000] 10] 1)=DATE(A2,82,c2) |
3
. |
9 Press Enter. You will now have a date in cell D2
| D2 - fe | =DATE(A2,82,C2)
A B C D
1 Year Month Day Day Of The Week
2 2000 10 1] 01/10/00]
3
4
10 Press Ctrl+1, which will bring up the Format window.
Format Cells 7|
fiimber | mignment | Font [ Border | Al | Protection |
Category:
General .| Sample
b oo
Actnunhni - -
Eﬁm o *14 March 2001
Fraction 2001/03/14
Scientific 01/03/14
Text 2001-03-14
Special 14 March 2001 i
Custom
Locale (location):
English (South Africa) E
Date formats display date and time serial numbers as date values, Date formats that begin with an
asterisk (*) respond to changes in regional date and time settings that are spedified for the operating
system, Formats without an asterisk are not affected by operating system settings.
11
click OK
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Format Cells 2 ==

Number | Aignment | Font | Border | Fil [ Protection

Category:

General .| sample

Number

Currency Sunday

Accounting Type:

Date

il dodd| |

Percentage dd-mmm-yy -

Fraction dd-mmm

Sdentific mmm-yy

Text hh:mm AM/PM

Special hh:mm:ss AM/PM

diﬁ! ] hh:mm B
hh:mm:ss |,.=
ddfmmjyy hhzmm L4
mm:ss
mm:ss.0
@ -

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

This will change the format of the cell to represent the date as a day of the week.

| D2 - # | =DATE(A2,82,C2)
A B C D
1 Year Month Day Day Of The Week
2 2000 10 1] sundayl

3

USING THE HYPERLINK FUNCTION INFORMATION CAN BE SENT FROM SOME CELLS IN AN
EXCEL SPREADSHEET DIRECTLY TO AN EMAIL

Process (Excel 2003 and 2007):

In a particular worksheet, there’s a list of email addresses of students, and in the next column the
score they received on their latest test. We’d like to set up a link that automatically creates an email

to the student, using a standard subject line for the email, and then put their test score in the text of
the email.

c2 - &
A | B | C |
1| Email Address Student Score Link
| 2 |sam@address.co.za 75 | |
| 3 |jill@address.co.za 92
| 4 |david@address.co.za 65
| 5 |simon(@address.co.za 96
6
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The HYPERTEXT function would work with the above example:

1 Select cell C2
2 Enter the following:
=HYPERLINK("mailto:"&A2&"?subject="&"Your Exam Score"&"&body="&B2,"Email Student”)

HYPERLINK. = =HYPERLINK("mailto:"8A2&"?subject="&"Your Exam Score"&"&body="&B2,"Email Student")
A | B | C | o [ E | F | & |
1 Email Address Student Score Link
2 |sam(@address.co.za 1 75 ] =HYPERLINK{"mailto-"&A2&" ?subject="&"Your Exam Score"&" &body="&B2 "Email Student”)
| 3 |ill@address.co.za 92
| 4 |david@address.co.za 65
| 5 |simoni@address.co.za 96
6

The function uses concatenation to combine cell A2 to the mailto command, the words Your
Exam Score to the subject line of the email, cell B2 to the body of the email, then the text
after the comma will serve as the description text of the link.

3 Press Enter. You will now have a formatted link that will create the email
C3 - S
A | B | c
| 1] Email Address Student Score Link
| 2 |sam{@address.co.za 75 Email Student
3 |ill@address co.za g2 1
| 4 |david@address co.za 65
| 5 |simon@address.co.za 96
R

NB: the HYPERTEXT function will only allow 255 characters, which includes the mailto, subject and
body commands. This means that you may only end up with enough text similar to an SMS to fit in the
body of your email.

USING A COMBINATION OF FUNCTIONS, INCLUDING THE ADDRESS FUNCTION YOU CAN FIND
THE CELL ADDRESS, RATHER THAN THE VALUE, OF THE LOWEST NUMBER IN A RANGE OF
NUMBERS

Process (Excel 2003 and 2007):
While it’s good to know the minimum number in a range of numbers, sometimes you may need to find

the actual reference for that cell, rather than the value itself. This example will use a combination of
the following functions
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ADDRESS: Creates a cell address as text, given specified row and column numbers.

Syntax: (row_num,column_num,abs_num,a1,sheet_text)
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. Options here are
1 or omitted - Absolute
2 - Absolute row; relative column
3 - Relative row; absolute column
4 - Relative

MIN: returns the smallest number in a range of cells
MATCH: returns the row number of a given value

In this example, there are a range of scores and we would like to find the cell reference of the lowest
score.

| c2 ~( £ |
A B 5

1 | Scores Cell Address Of Lowest Number

2 86

3 56

4 85

3 64

6 52

7 56

8 56

9 79

10 51

11 75
1 Select your desired cell for the formula (in the above example, it is cell C2).
2 Type in the following formula: =ADDRESS(MATCH(MIN(A2:A11),A:A,0),COLUMN(A:A),4)

Following the syntax of the ADDRESS function outlined above, the formula works in the following way:
Row_num - the MIN function will search for the lowest number in the range A2:A11, and then
pass this to the MATCH function, which will then return the actual row number of this value
Column_num - this is the column that you would like to search (in this instance, A:A)

Abs_num - this is listed as 4, which sets how the cell reference will be presented

3 Press ENTER.
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c2 - f | =ADDRESS(MATCH(MIN{A2:A11),A:A,0), COLUMN(A:A),4)
A B £ D E F G

1  Scores Cell Address Of Lowest Number

2 36 | AL0 |

3 56

a 85

5 64

6 52

7 56

8 36

9 79

51
75

If you changed the 4 value in the ADDRESS syntax to 1, you will see that the cell reference is changed
to represent the absolute value.

- ':_ A I | =ADDRESS{MATCH({MIN{AZ:A11),A:A,0),COLUMN(A:A),1)
C D E F G
Cell Address Of Lowest Number
| $A310 I

USING THE AND FUNCTION AS AN ARRAY FORMULA YOU CAN QUICKLY CHECK WHETHER
THE CONTENTS OF ONE COLUMN MATCH THE CONTENTS OF ANOTHER COLUMN

Process (Excel 2003 and 2007):

In this example, we have two columns of information and we’d like to confirm, with one function,
whether the information across the two matches.

| A2 - £ |
A B c D

1 Match? Datalist1 Data List2

2 | 12 1

3 19 19

a 26 2

5 29 29

6 36 36

7 29 39

8 a6 26

3 49 a3

10 56 56

1 59 59

1 66 66

13 69 69

14 76 76

15 79 79
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We can use an AND function as an array function to do this. An array formula is a formula that can
perform multiple calculations on one or more of the items in a range, and can return either multiple
results or a single result. Using the example above, the method would be:

1 Select cell A2
2 Type in the formula =AND(B2:B15=C2:C15)
3 Press CTRL+SHIFT+ENTER. This will make the formula an array formula, and put curly braces

at the start and end of the formula.

| SUM ~ (0 % « Jfe| =AND(B2:B15=C2:C15)

A B C D E F

Match? Data List1 Data List 2

R |

C2:C15) ) 12 12
3 19 19
4 26 26
5 29 29
6 36 36
7 39 39
8 46 46
9 45 45
10 56 56
11 59 59
12 66 66
13 69 69
14 76 76
15 79 79

4 The array formula will now confirm that all cells in B2:B15 match the cells in C2:C15. If they

do, the function will return TRUE, however if they don’t, it will return a FALSE.

ON STEROIDS
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USING A KEYBOARD SHORTCUT YOU CAN QUICKLY CLOSE ALL OPEN WORKBOOKS WITHOUT
CLOSING EXCEL

Process (Excel 2003):

Sometimes you need to shut down Excel quickly, but you have multiple work books open that will all
ask to close individually. A simple keyboard shortcut will help. In this example, there are two
workbooks open:

@ Microsoft Excel - Fossil_Suppliers.xls
@_] File Edit View Insert Format Tools Data | Window | Help Report Tools

g 5 ry [E New Window 2
RN NERR= RN N N - A o @
{ Arial .10 .|B I U|=3 @ Amnge. . A
A2 - A 1 Compare Side by Side with West_Coastxls
A | B | c | 8] Hide !

1| Caregonpdy | Cateqorpliame | Sroatetdlh SroictVame .

2 MEeverages 1 Chai Unhide...

3 1/ Bewerages 76 Lakkalik Sdri R

4 1 Bewerages 70| Outback Lager §p|lt

5 1 Bewerages 76 Lakkalik Sdri EreeiPanes

[ 1 Bewerages 76 Lakkalik Sdri =

7 1| Beuerages # Chang ! 1 Fossi .
1 ossil_Suppliers.xls

g 1 Bewerages 34 Sasquatch Ale . = —>Uprp

k] 1 Bewerages 35 Sreeleye Stout 2 West Coastxls

10 1 Bewerages 39 Chartreuse verte _ _

1 1 Beuwsrages 24| Guarani Fantistica 14006 20 360 [:EX:D]

If | select the File menu, you’ll see that | have the Close option.

28] Microsoft Excel - West_Coastxls

(] File | Edit View Inset Format Tools Data Window He
B 1 Mew.. Ctrl+M | ﬁ
: pn| | Open.. C0 |
I Close |_

= Save crilss  [F_

The following keyboard shortcut can change that.

1 Press and hold down the SHIFT key on the keyboard
2 Click the File menu button on the Menu toolbar

| 28] Microsoft Excel - West_Coast.xls

i File | Edit View Inset Format
iy | New..
i Al Qpen...
T Close

You’ll see that the Close button has changed to Close All
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NB: any open workbook that has changes made to it will still require an answer as to whether you
would like to save the file, however one answered, all files will be closed while MS Excel will stay

open.
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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

» Get notification of new accounts, ensuring
100% data integrity

Customise layouts for future auto-generation

SOLUTION SETS FOR

PASTEL PASTEL rivioi SSgRPASTEL

LSYbIZ w gﬁ]SYSPRCI
D SoftlineViP 9 Softline ACCPAC.

CONTACT US

> sales@alchemex.com
» www.alchemex.com
> Tel: 086 110 2302
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HOW TO COUNT THE NUMBER OF CELLS BASED ON WHETHER CELLS ARE UPPER OR LOWER
CASE USING A COMBINATION OF FUNCTIONS, INCLUDING THE EXACT FUNCTION

Process (Excel 2003 and 2007):

In this Tip & Trick, we will use a combination of UPPER, LOWER, EXACT, IF and COUNTIF functions to
count the number of upper case values in a range.

The UPPER function converts all text in a cell to upper case and the LOWER function converts all text
to lower case. The EXACT function compares two pieces of text and if they are an exact match, returns
TRUE, otherwise it returns FALSE.
| AL - ( fe | WORD 1
A B C

WORD 1 .I UPPER/LOWER COUNT

horse

1

2

3 |Car

4 RUGBY
5 |shoEs

6 CRICKET
7

1 Select cell B2

2 Type in =IF(EXACT(UPPER(A2),A2),"Upper",IF(EXACT(LOWER(A2),A2),"Lower","Mixed")) and
press Enter

| B2 - fe | =IF(EXACT(UPPER(A2),A2),"Upper",IF(EXACT(LOWER(A2),A2), "Lower","Mixed"))

A B E D E F G H | J
WORD 1 UPPER/LOWER COUNT

1

2 horse Lower
3 |Car
4 RUGBY
5

6

shoEs
CRICKET

The function works in the following way:
e The UPPER function converts cell A2 to all upper case (UPPER(A2),A2))

e The EXACT function compares the upper case version of A2 with itself and returns
either TRUE or FALSE, in this case it would be FALSE (EXACT(UPPER(A2),A2))
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e The IF function takes the TRUE or FALSE from the EXACT function and if TRUE, returns
“Upper” (IF(EXACT(UPPER(A2),A2),"Upper”)

e If the EXACT function returns FALSE, the IF statement then does the same check, but
this time using the LOWER function to compare the cells (IF(EXACT(LOWER(A2),A2))

e If this second IF returns TRUE, the text “Lower” is returned. If it returns FALSE,
“Mixed” is returned (IF(EXACT(LOWER(A2),A2),"Lower","Mixed"))

3 Copy the formula down to cell B6
| B2 - fe | =IF(EXACT{UPPER(A2),A2),"Upper",IF(EXACT(LOWER(A2),A2),"Lower","Mixed"))
A B c D E F G H | |
1 WORD1 UPPER/LOWER COUNT
2 |horse
3 |car
4 RUGBY
5 |shoEs
6 |CRICKET
4 Select cell C2
5 Type in =COUNTIF(B2:B6,”Upper”) and press Enter
| c2 - fe | =COUNTIF(B2:B6,"Upper")
A B C D E
1| WORD1 UPPER/LOWER COUNT
2 horse Lower 2_
3 Car Mixed
4 |RUGBY Upper
5 |shoEs Mixed
6 |CRICKET Upper

The COUNTIF function will then look through cells B2 to B6 and count the number of times the
word Upper appears.

Website: www.alchemex.com Bl Community: www.alchemex.ning.com

Online Academy: www.alchemexacademy.com

85




/A ALCHEMEX.

Software -« Training - Support

YOU CAN RETURN THE LOWEST VALUE OF A GROUP OF NUMBERS, BUT IGNORE ANY
ZEROES BY USING A COMBINATION OF FUNCTIONS, INCLUDING THE SMALL FUNCTION

Process (Excel 2003 and 2007):
There may be a range of numbers, such as test scores, where you would like to find the lowest number
in a range, but ignore any zeroes that might be in that range. What you will need to do is work out how

many zeroes might be in the range, ignore them to get the next highest number and then select it.

This example will use an IF, a COUNTIF, a MIN and a SMALL function, and a range of scores from cells
A2 to A10. It will also demonstrate each of the functions, using column D.

| Al - I ‘ Scores
A B c D
1 | Scores _l
2 17
3 80 SMALL Function
4 0 IF Function
5 92
6 96
7 75
8 63
9 0
10 93
1 Select cell D3
2 Type in =SMALL(A2:A10,3). The second part of this function (in this instance, 3) gives the

third smallest number in the range, starting from the lowest value. Because there are two zeroes in the
range (A4 and A9), the next smallest number is 17, which is what the function returns.

D3 - fe | =SMALL(A2:A10,3)
A B c D E
1 | Scores
2 17
3 80 SMALL F-unction | 17_|
4 0 IF Function
5 92
& 96
7 75
8 63
3 0

10 93

3 Select cell D4
4 Type in =IF(MIN(A2:A10)=0,SMALL(A2:A10,COUNTIF(A2:A10,0)+1),MIN(A2:A10)) and press
Enter.
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D4 - e | =IF(MIN[AZ:A10)=0,SMALL{AZ:A10, COUNTIF[A2:A10,0}+1), MIN{A2:A10})

1
2
3
4
5
6
T
a8
9

1

=]

A

B C D E F G H I 1

Scores

17

30 SMALL Function 17
0 IF Function I 1?_|

92

96

75

63
i}

93

The IF function will do the following:

Check to see if the lowest number is a zero (IF(MIN(A2:A10)=0)

If it is zero, the use COUNTIF to count the number of zeroes (COUNTIF(A2:A10))

Use the SMALL function to find the smallest value in the range - the number to be returned is
based on the number of zeroes plus one (SMALL(A2:A10,COUNTIF(A2:A10,0)+1))

If there are no zeroes, the function will return the lowest number in the range (MIN(A2:A10))

EXCEL KEEPS A DIFFERENT VALUE IN THE CELL FOR DATES, AND THE TEXT FUNCTION CAN
ACCURATELY COMPARE IT TO TEXT OF A DATE

Process: Excel 2003 and 2007

In this example, we have typed in the date 07-Oct-08 into cell A2.

@ Microsoft Excel - Book2
(H] File Edit View Insert

ARNEN" NENF=REN A

i Arial ~ 10
Ad - 23
A | B

|1
2 | 07-Oct-08

3

4 |

5

Even though it has been typed into the cell as 07-Oct-08, and is shown as 07/10/2008 in the Formula
Bar, Excel stores dates as a number of days from 0-Jan-1900 - in this instance, 07/10/2008 is actually
stored as 39728 (Hint: if you want to see the actual Excel serial number, right click on the cell and
choose Format Cells.. and on the Number tab, select Number as the category - in the Sample window
on the right hand side, you’ll see the serial number the date is stored as)
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=8y 0 53 S| EE

i Arial 10 | B I U|E=E
A2 - A& 07/10/2008
A | B Cc D E | F | G | H
1
Format Cells (=7
2 TToag] | o (7 e
i Mumber ‘ Alignment | Font | Border | Patterns | Protection |
% Category: Sample
——1 - 39728.00
6
7 Decimal places: |2 =
8
| 9 | [ Use 1000 Separator ()
% Megative numbers:
= -
£ 1234.10
13 -1234.10
14 - -1234.10 -
15

If | wanted to use an IF function to return “Yes” if cell A2 = 07/10/2008, it would actually return
FALSE: while the cell shows the date, the actual contents of the cell is 39728. We can use the Text

func

§|-'—'|'ia| ,||1-;. o

tion, however, to make our IF statement more accurate.

Select cell A3
Enter the following formula, then press Enter:
=IF(TEXT(A2,"DD-MMM-YY")="07-0CT-08","Yes","No")

| B 7 U |S|= = ]88 % o 500

TEXT = X o & =IF(TEXTAZ "DD-MMM-YY")="07-0CT-08","Yes","Na")

A | B | ¢ | D E | F | &

07-Oct-08

=IF(TEXT(A2."DD-MMM-YY")="07-OCT-08","Yes","No"

e g ro |

The

TEXT function converts the contents of the cell (i.e. the serial date 39782) to the date format DD-

MMM-YY. The IF function compares this output to 07-Oct-09 as a logical test, which will then return

%l@ % o “a a0

"07-0CT-08","Yes","MNo")

A3 = & =IF(TEXT(A2,"DD-MMM-YY")

i Arial -0 - B I U |EE
|

A | B | ¢ | D E | F | G

Y es !@

3
[ 2] 07-Oct-08
3
4

Website: www.alchemex.com Bl Community: www.alchemex.ning.com

Online Academy: www.alchemexacademy.com
88




A ALCHEMEX.

Software -« Training - Support

BY USING DATA VALIDATION AND SOME CUSTOM FORMULAS YOU CAN AVOID DUPLICATE
ENTRIES IN A RANGE OF CELLS

Process (Excel 2003 and 2007):

In this example, we will apply some data validation rules to check whether a value entered into a cell
already exists in the range. The range that we will use is A1:A10, however you can extend the second
value to cover any range.

1 Select the range of cells that will contain the values
2 Excel 2003: From the Menu bar, select Data then Validation...

|5€] Microsoft Excel - Book2
[ File Edit View Inset Format Tools | Data | Window Help Report Teols
NN BN WA S N
: Arial -0 -|B 7 U

Validation...

Table
Textto Columns...

Consolidate.

T o] o]
““"”'\\\\\

Group and Outline 3
PivotTable and PivotChart Report...
10 Import Extenal Data »
" List 3
12

AML »

=

8 Refresh Data

=

“|

Excel 2007: Select the Data Tab on the Ribbon, and then select Data Validation on the group Data
Tools

!./ﬁg Ho-o-33& )= Bookl - Microsoft Excel
- Home Insert Page Layout Formulas Review View Developer Add-Ins
5 4 Ly B 5 || Connections | 4 \T & Clear == =] B [
*[-'r_‘d *‘ *J JJ JJ I@ 27 Properties Zl Z '(; Reapply E — &=
From From From From Other Existing Refresh - 2} sort Filter Y- Textto  Remove Data ons
Access Web  Text Sources~ | Connections All~ == Edit Links A7 Advanced || Columns Duplicatef [validation ~
Get External Data Connections Sort & Filter Data Tools
[ A1 - |
A B C D E F G H | 1 K L M
N —
3 On the Settings tab, set the Allow option to Custom
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4 In the Formula field enter in the following formula: =COUNTIF($A$2:5A$10,A2)=1
nput Message | Error Alert |
Validation criteria
Allow:
[ custom v Ignore blank
Data:
EEAES §
| =COUNTIF($a$2:5A510,A4)=1 ER|
[] Apply these changes to all ather cells with the same settings

5 Select the Error Alert tab and set the Style option to Stop, enter a description under the Title

and Error message tabs, then select OK

Data Validation @

”Settings ”Input Message Erra;'ﬂlerf‘;‘

Show error alert after invalid data is entered
‘When user enters invalid data, show this error alert:

Style: Title:

Stop v ‘ } Duplicate entry

Error message:

6 Product already entered

6 When duplicates get inserted, the following warning will be displayed:
A B | C | D | E

1 |Product Price

~2 |Conduit 10mm

_3 |Bolts

_4 [Nuts Duplicate entry

_5 |Baolts |

—?— 6 Product already entered

% uetry ;I [ Cancel ]
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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.

SOLUTION SETS FOR

PASTEL PASTEL ravroul SAPPASTEL
LSYbIZ? w ‘JSYSPRO’

2 SoftlineVIP D Softline ACCPAC.

CONTACT US

» Visit www.alchemex.com
» Tel: 086 110 2302
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BY CHANGING YOUR EXCEL SETTINGS YOU CAN HIDE THE TABS FOR ALL WORKSHEETS

Process (Excel 2003 and 2007):

Excel 2003:

1 From the Menu bar, select Tools menu, then Options ...

Microsoft Excel - Book2

A\ ALCHEMEX.

Select the View tab. In the bottom right hand corner, there is a tick box marked Sheet Tabs

] File Edit View Insert Format | Tools | Data  Window Help Report Tools
S0 G5 (37 ] % |V Seeling.. i
: Arial -10 -|B ﬂ Research... Alt+Click b | '§
I A - A ¥§ | Error Checking... "_
A 1 B [ ¢ ] Speech H
; ! Shared Workspace..,
3 Share Workbook...
4 Track Changes
% Compare and Merge Workbooks.
7 Protection
8 Online Collaberation
9
40| Goal Seek...
11 Scenarios...
% Formula Auditing
14 Macro
15 Add-Ins...
16 = -
ETd 7| AutoCorrect Options...
18 LCustomize...
;g | Options...
TN
-Dpﬁur\s 5] [Sal
| International | Save | Error Checking I Speling I Security |
{"View | caleiation | Edt | General | Transtion | customists [ chart
Show

[ Startup Task Pane Formula bar Status bar Windows in Taskbar

Comments

Window options

Gridlines color: Automatic

[]

©) Mone @ Commentindicator only () Comment & indicator
Objects
@ Show &l () Show placeholders () Hide &l

[ Page breaks Row & column headers Horizontal scroll bar
[T Formulas Outline symbols Wertical scroll bar
Gridiines Zero values Sheet tabs
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3 Remove the tick from the tick box and click OK.

Excel 2007:

1 Click on the Microsoft Office button in the top left hand corner, then select Excel Options
/E‘a H9 ¢ DRESY )+
"
\j Recent Documents
New 5
1 Timezones.xlsx {=1
’} Open 2 Sales Backup.xdsx {21 gv
T 3 Commission.xlsx = [
H 4 Sales.xlsx & (=
Save
5 Exercise.xlsy & (=
=] 6 Travel - 2008-12 - Dr Ruth xlsx {2 |
H Save As i
7 September 09 Claim.xlsx =
8 Oct09 Claim.xlsx =
@ Erink ' 9 August Claim.xlsx {=l
Product_Transaction.xlsx {=1
\%’ Prepare  » Enablement Calendar-Mar-Feb2010.xlsx {=
Quarter_Report.xlsm =
—.ﬁ Send 4 March_Management_Report.xls =
East_Coast.xlsx {=l
SE Publish » West_Coast.xlsx =1
March_Management_Report.xlsx =
Jﬁ Close Webinar Attendee Listxls =
15
2 On the left hand menu bar, select Advanced option. Scroll down until you see the Display
options for this workbook area
Excel Options (==
Popular No comments or indicators -
@ Indicators only, and comments on hover
Formulas ©) Comments and indicators
Froenng Display options for this workbook:  |[x Bookl -]
j::mm Show horizontal serall bar

Show vertical scroll bar

Customize Show sheet tabs

Group dates in the AutoFilter menu
For objects, show:

Add-Ins

Trust Center @ an
©) Hothing (hide objects]

Resources

Display options for this worksheet: |3 Sheetl [+]

Show row and column headers

] Show formulas in cells instead of their calculated results
[ show page breaks

Show a zero in cells that have zero value

Show gutline symbals if an outline is applied

Show gridlines

Formulas

m,

Enable multi-threaded calculation
Number of calculation threads

3 Remove the tick from the Show Sheet Tabs option and then click OK.
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NB: Even though the sheet tabs have been removed, any other sheets in the workbook will still be
accessible via the Move Up/Down One Sheet keyboard shortcuts: CTRL + Page Up or CTRL + Page Dn

BY USING THE PASTE SPECIAL FUNCTION YOU CAN ADJUST A RANGE OF NUMBERS
WITHOUT USING A FORMULA

Process (Excel 2003 and 2007):

There may be times when you want to quickly update a column of numbers; however you don’t want to
create a formula, Auto-Fill the result etc. Here’s a quick, not often used, way using Paste Special. In
this example, we’ll be using some products and cost prices in columns A and B - the cost price needs to
be updated by 5%

| 5] Microsoft Excel - Book2
(] File Edit View Inset Format Tools Data

(S E 3D A Y E % B S

i Arial .10 -|B I U|E:
B2 - A 1055.22
A | B [
1 Description Cost Price

| 2 |Archies Red Apples | 1055 22|
| 3 |Archies Red Chillies 105.20
| 4 |Bluff Finger Snack - Sausages 701.10
| 5 |Bohemian Grapey Tea 105.95
| 6 |B & X Wholenuts 786.22
| T |Captain Vital Signs Cane 75.99
| 8 |Crystal Puddle Grape Juice 353.20
| 9 |Crystal Puddle Ranberry Juice 131.39
| 10 |Paddys Rock Spice 1186.74
| 11 |Redberg Tequila 87.13
| 12 |Redberg Vodka 865.34
| 13 |Ricky Liquors - Brandy 73.82
| 14 |Ronalds Dried Basil 115.94
| 15 |Rosy Blade Mangoes 23721
| 16 |Rosy Blade Peaches 140.23
| 17 |woodridge Red Cheddar 141.86
| 18 |¥ardville Health Ale 25693
| 19 |Archies Red Grapes 105.30
W 4 ¢ rl Sheat1 /Sheet? / Sheet3 /

With this information, the steps would be as follows:

1. Select cell C1. Type in 1.05 and then press Enter. This is the multiplier cell and will be used as
our value to increase all cells by 5%
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C1 - A 1.05
A [ B C

1 Description Cost Price 1.05
| 2 |Archies Red Apples 1055.22
| 3 |Archies Red Chillies 105.20
| 4 |Bluff Finger Snack - Sausages 701.10
| 5 |Bohemian Grapey Tea 105.95
| 6 |B & X Wholenuts 786.22
| T |Captain Vital Signs Cane 75.99
| 8 |Crystal Puddle Grape Juice 353.20
2. Select cell C1 and press Ctri{+C to copy the range
3. Select cells B2 to B19 (i.e. the cells that you would like to increase the values of)
4. Right click on the selected cells and select Paste Special
 Arial -0 - |B 7 U|=E= =@ 5 5004

c2 - &
A [ B e | b [ E F

1 Description Cost Price
| 2 |Archies Red Apples (7
|3 |Archies Red Chillies 105.20 & Cut
| 4 |Bluff Finger Snack - Sausages 701.10 53 Copy
| 5 |Bohemian Grapey Tea 106.95 [ Paste
| 6 |B&X Whalenuts 786.22 | Paste Special...
| 7 |Captain Vital Signs Cane 75.99 Insert Copied Cells..
| 8 |Crystal Puddle Grape Juice 353.20 B

9 |Crystal Puddle Ranberry Juice 131.39 -
| 10| Paddys Rock Spice 1136.74 ANt
| 11 |Redberg Tequila 87.13 d| Insert Comment
| 12 |Redberg Vodka 865.34 7| Format Cells...

| 13 |Ricky Liquors - Brandy 73.82 Pick From Drop-down List...
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i Arial -0 -] I u| <0 58
B2 - e 1065.22
A 8 [ ¢ [T o [ E T F ]

1 Description Cost Price 1.05

2 |Archies Red Apples 1055.22]
| 3 |archies Red chillies 105.20| | Paste special Lol
| 4 |Bluff Finger Snack - Sausages 701.10] | Paste

5 |Bohemian Grapey Tea 105.95| @& O validation
6 |B & X Wholenuts 786.22|| O Eormulas () All except borders
T Captain Vital Signs Cane 75.99| ‘:;‘ e (;:‘ Sl
TCrystal Puddle Grape Juice 35320 ‘:‘ Formats ‘:‘ Formulas and number formats
z Crystal Puddle Ranberry Juice 131.39 () Comments () Values and number formats
| 10 |Paddys Rock Spice 1186.74) Ufi(i“;”a
| 11 |Redberg Tequila 87.13] " A;d
| 12 |Redberg Vodka 565.34 E:J Sl:mm
| 13 |Ricky Liquors - Brandy 73.82 C
| 14 |Ronalds Dried Basil 115.94 7 skip bianks [ Transpose.
| 15 |Rosy Blade Mangoes 237.21
| 16 |Rosy Blade Peaches 140.23 Paste Link @ Cancel
| 17 |woadridge Red Cheddar 141.86

40 srmrduislia 11tk nln acc nal

5. Select the Multiply option and click OK.

The values in cells B2 to B19 will now be multiplied by the value in C1, meaning that these values now
represent a 5% increase over their original value

B2 - A 1107981
A | B [ c ]

1 Description Cost Price 1.05
| 2 |Archies Red Apples 1107.981
| 3 |Archies Red Chillies 110.46|
| 4 |Bluff Finger Snack - Sausages 736.155]
| 5 |Bohemian Grapey Tea 1112475
| 6 |B &X Wholenuts 825.531
| T |Captain Vital Signs Cane T9.7877907|
| 8 |Crystal Puddle Grape Juice 370.8575581
| 9 |Crystal Puddle Ranberry Juice | 137.9590116|
| 10 |Paddys Rock Spice 1246.081395|
| 11 |Redberg Tequila 91.48430233]
| 12 |Redberg Vodka 908.6040698|
| 13 [Ricky Liquors - Brandy 77561075581
| 14 |Ronalds Dried Basil 121.7389535
| 15 |Rosy Blade Mangoes 249.0697674]
| 16 |Rosy Blade Peaches 147 244186
| 17 |Woodridge Red Cheddar 148.95348384
| 18 |Yardville Health Ale 268.7267442]

18 |Archies Red Grapes 110.56133721

M 4 » v Sheetl / Sheet2 / Sheet3 /

;4007
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CONDITIONAL FORMATTING MAKES IT SIMPLE TO APPLY CELL SHADING (GREEN OR
OTHERWISE) TO EVERY OTHER ROW IN A WORKSHEET RANGE. FOR A LENGTHY LIST,
SHADING ALTERNATIVE ROWS CAN IMPROVE LEGIBILITY.

Process - Excel 2007 and Excel 2003:

Here is how to do it:

1. Highlight the range of cells or rows or columns that you want to format.
2. Choose Home Tab, Styles Group, Conditional Formatting (Excel 2003 - Formats, Conditional
Formatting) to display the Conditional Formatting dialog box.

2007 Conditional Formatting Dialog Box

F;_gll Conditional Formatting ~

=:
E=pn) Highlight Cells Rules

H|
0] Top/Bottom Rules

EJ Data Bars
Ej Color Scales

[

i= Icon Sets

=

MNew Rule...

LClear Rules

@ E

Manage Bules..,

2003 Conditional Formatting Dialog Box

Conditional Formatting |

ondition 1

Wﬂ Ibetween j I j‘_] and | :s_]
Preview of Format o use Ma Format Set Format |
when condition is true: =

add = | Delete, ., | ol 4 I Cancel |

Website: www.alchemex.com Bl Community: www.alchemex.ning.com

Online Academy: www.alchemexacademy.com
97




A ALCHEMEX.

Software - Training - Support

3. Select New Rule, Use a formula to determine which cells to format - (Only select Formula Is in
2003) from the first drop-down list box, and enter =MOD(ROW(),2)=0 in the second box.

4. Click the Format button to bring up the Format Cells dialog box.

5. Select the Fill tab, Pattern Colour (Patterns tab in 2003) and specify a colour for the shaded
row. You’ll probably want to choose a light colour, so that the default black text will still be
legible. Or, you can go all out and change the text colour as well (do this in the Font tab of
the Format Cells dialog box). For example, you might select a dark blue background,
accompanied by a mellow yellow text colour.

6. Click OK twice to return to your worksheet.

A B C D E F
. Category Name Product Name Date Quantity Unit Price Produd
! Condiments Aniseed Syrup 2009/01/06 50 8.82
i Dairy Products Camembert Pierrot 2009/01/20 60 29.99 1
| [Condiments Chef Anton's Cajun Seasoning  2009/03/04 16 19.40
i Confections Chocolade 2009/01/03 70 11.25
i |Beverages Ipoh Coffee 2009/02/26 20 40.57
" Beverages Laughing Lumberjack Lager 2009/04/10 30 15.44
i |Dairy Products Mozzarella di Giovanni 2009/11/14 35 38.37 1
I Beverages Outback Lager 2009/05/15 7 16.54
0 |Confections Teatime Chocolate Biscuits 2009,/05/28 10 10.14
1 Condiments  Vegie-spread 2009/01/02 65 38.70 2
2

The best part is that the row shading is dynamic: The alternative row shading persists even if you
insert or delete rows within the original range. By the way, if you get tired of this new look and want
to get things back to normal, just select the range, choose Format, Conditional Formatting, and click
the Delete button in the Conditional Formatting, and click the Delete button in the Conditional
Formatting dialog box.

)
2.4 b

Powerful, informed business decisions

2997 are just a click away.
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On spreadsheet you commonly enter your data in the input cells, and the formula cells kick into action
and use those values to display some type of usefull result. At some point, you may want to clear the
slate and delete all the values in the input cells. To do this you can take advantage of an often

overlooked Excel feature that let’s you select cells in a “Special” way.

Here is how to do it:

SALESPERSON P.O. NUMBER SHIP DATE SHIP VIA F.O.B. POINT TERMS
BA-122 73280 12/12/2009 Drb Due on receipt
QUANTITY DESCRIPTION UNIT PRICE AMOUNT
1 Units as per order SA123973 12 000 R 12 000

Process - Excel 2007 and 2003

nsert ~

Jelete =

‘arm

1.  Select Home Tab, Editing Group, Find and Select Icon (2003-Edit, Go To, Special) or press Ctrl-
G or F5 to bring up the Go To dialog box.

= %I l?a
8
Sort & |Find &

at~ || &7 Filter~ [Select -

&

=

b
T

Find...
Replace...

GoTo..

Gao To Special..
Farmulas

Comments

Conditional Formatting
Constants

Crata Validation

Select Objects

Selection Pane...

2007

2.  Click the Special button to show the Go To Special dialog box.

Edit | Wew Insert Forma
% Cut Chrl4-3 Go to:
23 Copy Chrl+ ;I
CZ& Office Clipboard. ..
[ Ppaste Chri+y
Paste Special...
Fill
Clear LI
Delete, ., Reference:
#4 Find... Chr+F Il
| GoTo... Chri+G | Special,.. | ITI Cancel | 2003
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2| x|
Select
" Comments " Row differences
' Constants " Column differences
" Farmulas " Precedents
¥ Numbers " Dependents
¥ Direct only
alllevels
iErrars! " Lask cell
" Blanks " Wisible cells anly
" Current region " Conditional Formats
" Current array " Data validation
" Objects & all
" Same

[8]:4 I Cancel |

3. Choose the Constants option, then clear all of the check boxes except Numbers (if some of the
input cells in the spreadsheet accept text, leave the check mark next to Text).

4. Click OK, and Excel will select all of the non-formula cells that contain a Value/Text.

5.  Press the Delete key, and those numbers are history--but the formulas remain intact.

Automated, real-time, pre-formatted reports

delivered in Microsoft Excel.
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YOU CAN HIDE THE FORMULAS IN THE FORMULA BAR BY SETTING THE HIDE OPTION FOR
THE FORMULA CELLS AND PROTECTING THE SHEET. BUT BEFORE YOU PROTECT THE

SHEET, YOU NEED TO "UNLOCK" ALL NON-FORMULA CELLS (BY DEFAULT, ALL CELLS ARE
LOCKED).

Process (Excel 2007 and Excel 2003):

1.  Select Home Tab, Editing Group, Find and Select Icon (2003-Edit, Go To, Special) or press Ctrl-
G or F5 to bring up the Go To dialog box.

Edit | Wiew Insert  Forma

W

ms - Ay 2 x|
delete - || [~ Cuk Chri+x g
| D Sort & |Find & # : (G i
‘ormat || &2~ Filter~ |Select - Z3y Copy Chrl4+C ;I

Find... 3
d| £in L‘:& Office Cliphoard. ..
2ac | Replace..
- | GoTo.. [ paste Ctrl+y

Go To Special. Paste Special,..

Formulas Fil b

Comments

- Clear 3 ﬂ
Conditional Formatting -
Delete. .. Reference:

Constants i

Data Yalidation &% Fnd... Ctrl+F ||
[ | Select Objects | Go To Chl+3 | i I—I

=0 18 Special. .. QI Zancel

B Selection Pane... 2007 | | 2003

2. Click the Special button to show the Go To Special dialog box.

fGoToSpecial 21 x|
" Select
l ™ Comments {” Row differences
" Constants " Column differences
¥ Formulas, " Precedents
" Dependents
v Text ¥ Direct onky
I¥ Logicals Al levels
¥ Errors  Last cell
" Blanks ™ visible cells only
" Current region " Conditional Formats
™ Current array " Data validation
" Objects i« all
" Same

814 I Cancel |

Website: www.alchemex.com Bl Community: www.alchemex.ning.com

Online Academy: www.alchemexacademy.com

101




3.
4.

A\ ALCHEMEX.

Software - Training - Support

Choose the Formulas option, and make sure the four check boxes are all checked.
Click OK, and Excel selects all cells that contain a formula.

ot 50T
= Format =) || (27 Fitte

Cel

s

-+
=

(g
(&
&
5.

Il Size
Row Height...
AutoFit Row Height
Column Width...
AutoFit Column Wid

Default Width..,

Visibility

Hide & Unhide

Organize Sheets

Rename Sheet
Maove or Copy Sheet,
Tab Caolar

Protection

Protect Sheet...
Lock Cell
Farmat Cglls...

Choose Home Tab, Cell Group, Format Drop Down arrow, Format cells:

(2003- Format, Cells), and click the Protection tab.

Place a check mark next to the Hidden option, and make sure that there is a check mark next
to the Locked option. Click OK.

Mumber | Alignment | Font | Border | Patterns ~ Protection |

™ Locked

Locking cells ar hiding Formulas has no effect unless the
worksheet is protected. To protect the worksheet, choose
Protection fram the Tools menu, and then choose Protect
Sheet, & password is optional,

QK I Cancel |
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Here's how to unlock the non-formula cells:

1.  Repeat Steps 1 and 2 above to show the Go To Special dialog box.
2. Choose the Constants option, and make sure the four check boxes are all checked.

Go To Special ﬂﬂ
| Seleck

" Comments " pow differences

[olls 5} " Column differences

£~ Eormulas " Precedents
¥ Mumbers " Dependents
v Text ¥ Direct only
¥ Logicals il levels
v Errors ™ Last cell

" Blarks £ Visible cells only

A ALcHEMEX.

Software -« Training - Support

" Conditional formats
" Current array " Data validation

" Objects = all

 Same

]

= Current region

Cancel I

3. Click OK, and Excel selects all non-empty cells that don't contain a formula.
4.  Select Format cell, Protection Tab - as in Step 5.
5. Remove the check mark next to the Locked option. Click OK.

Murmber I Aligrment I Font I Border I Fill Protection |

Locking cells ar hiding Formulas has no effect unkil vou protect the workshe
tab, Changes group, Protect Sheet butkon),

At this point, the formula cells are set to Hide, and the non-formula cells are set to Unlock. But these
settings have no effect unless the sheet is protected.

Select the Review Tab, Changes Group, Protect Sheet Icon (2003 - Tools, Protection, Protect Sheet) to
protect the worksheet. You can enter a password if you like.
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Tools | Data  window  Help  Report Tools T
% speling... F7 -lB I UOE=E=FHE E__E
ﬁi Research...  Alk+Click
: @ Errar Checking. .. | G | H | =
Shared Workspace. .. 1
Review Wiew Developer Add- Shate Workboaok. .
= I_‘—I_‘r@] L@ Q Pre | Pprotection v || 2k Protect shee...
ts o Al ©nline Collaboration ¥ | gl pllow Users to Edit Ranges. ..
Protect| Protect Share
Shest \Workbook = Workboak 154 Tra Formula Auditing » Eé} Pratect Workbook. ..
Changes 2007 Customize, .. ﬁ] Protect and Share ‘Workboak., .. 2003

After performing these steps, you can select any formula cell, and the formula will not be displayed in
the Formula bar. Furthermore, the formula cannot be changed. But the cells that contain other
information can be changed.

|= E||’§-‘;’i'_ | %6 %8 = Cell Styles i Format v || (27 Fiter- Selec
Alignment Mumber Styles Cells Editing
£ |
C D E F G H |
12% add
ne  |Date Quantity |Unit Price Product Sales |perunit |Sales Pricg|Margin
| 2009/01/06 30 8.82 441.00 9.88 433.92 52.32
errot | 2009,/01/20 60 29.99 1799.28 33.59| 2015.1936 215.91
zajun § 2009/03,/04 16 15.40 310.46 21.73| 347.71968 37.26
Anna fnt e T 11 I8 TFOT 10 17 24 Q1 SATY aA AS

AALm Business Intelligence. Simply
™ = i
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HOW TO USE THE CONDITIONAL FORMATTING FEATURE TO QUICKLY IDENTIFY DUPLICATES
IN A RANGE.

Process (Excel 2007 and Excel 2003):

1.  Select the range (in this case, A1:B18).
2. Choose Home Tab, Styles Group, Conditional Formatting Drop Down, New Rule (2003 - Format,
Conditional Formatting) to display the Conditional Formatting dialog box.

Edit Formatting Rule

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average

» Format only unique or duplicate values

| » Use a formula to determine which cells to format |

Edit the Rule Description:

Format values where this formula is true:

=COUNTIF($4$1:$B$18,A1)=1 £

i _ Eormat' =

L OK ] [ Cancel ]

2007

3. Select Use a Formula to determine which cell to format (2003 -Formula Is) from the first drop-
down list box, and enter =COUNTIF(SAS1:5B$18,A1)>1 in the second box.
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Conditional Formatting @

Condition 1

Formulals v | | =COUNTIF($A$1:4B$18,A1)>1

Preview of Format to use
when condition is true:

[ Add => ][Qelete... ] [ OK ][ Cancel ]

2003

Click the Format button to bring up the Format Cells dialog box.
Select the Patterns tab, and specify a background colour.

Format Cells

Background Calor: Patkern Colar:

I Automatic j

Patkern Skvle:

| r

Numberl Fank I Border

|| Mo Color

BEEOOO O
EEEEE =
EEECOO O
0 EEEEC =
O EEECO0 .
HE EEEOCOC0 =
B EECOO00 =
H EEOCO0 =
HE EECOCO0 B
B EECO0E L

|
|
a

Fill EFfects. .. | Mare Colors, ., |

Click OK twice to return to your worksheet.
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7.

A B
1 Table 1 Table 4
2 |Ralph Amy
3 [Melissa Glenn
4 | Tony Maria
5 |Susan Peter
6 [John Z. John R.
7 Table 2 Table 5
8 |Richard Russell
9 |Pam Hugh
10 |Dennis Sally
11 [Amy Donald
12 |Troy Anne
13 Table 3 Table 6
14 | Scott Lisa
15 |Kate Ron
16 |Terry Cliff
17 | Geoff John 7
18 [Jill Nick
19

chose in Step 5. W4 hhSheet1 /

14l |

Software - Training - Support

If the range contains any duplicate entries, they will be flagged with the background colour you

-
=

Qv

You can adapt this technique to any other worksheet by changing the ranges used in the COUNTIF
function. The first argument should be the full address of the range you selected--and make sure that

you use the dollar signs to signify an absolute reference. The second argument should be the address of
the upper left cell of your range, expressed as a relative reference (no dollar signs).

YOU MAY HAVE A SPREADSHEET SET UP WITH A NUMBER OF DATA INPUT CELLS. TO BE
ABLE TO PRESS THE TAB KEY TO JUMP TO THE NEXT INPUT CELL IS EASY TO SET UP. THE
KEY IS TO UNLOCK THE INPUT CELLS, AND THEN PROTECT THE WORKSHEET.

Process (Excel 2007 and Excel 2003):

1.

A ALCHEMEX.

Select all of the input cells on your worksheet. (To select non-adjacent cells, hold down Ctrl
while you select the cells.)

% —

A B C D E F G H
12% add
L | Category Name Product Name  |Date Quantity |Unit Price Product Sales |perunit [Sales Price|Marg
2 |Condiments Aniseed Syrup | | 0.00 0.00 0
3 |Dairy Products |Camembert Pierrot | 2009/01/20 60 29.99 1799.28 33.59| 2015.1936 2
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Choose Home Tab, Cell Group, Format Drop Down arrow, Format cells (2003 - Format, Cells) to
display the Format Cells dialog box.
3.  Click the Protection tab and remove the check mark from the Locked check box.

2.

Format Cells 1]
Murmber I Alignment I Font I Border I Patterns  Proteckion |

Lacking cells ar hiding Formulas has no effect unless the
worksheet is protected, To prokect the worksheet, choose
Prokection From the Tools menu, and then choose Protect
Sheet, & passward is optional,

4.  Click OK.

Keep in mind that all cells are locked by default. But also remember that locking or unlocking cells has
no effect unless the worksheet is protected. Select the Review Tab, Change Group, Protect Sheet Icon
(2003 - Tools, Protection, Protect Sheet) to protect the worksheet. You can enter a password if you
like.

Tools | Data  window  Help  Report Tools T
I? Speling. .. F7 B I UE=E=EH=
ii Research...  Alk+Click
: ‘@ Errar Checking. .. | G | H | =
Shared Workspace. .. L
Review Wiew Developer Add- Shate Workboaok. .
= I_‘—El' LLE% Q &iric | Pprotection v || 2k Protect shee...
ts o A online Collaboration v (g Allow Users b Edit Ranges...
Protect| Protect Share
Shest \Workbook = Workboak 154 Tra Formula Auditing » 53‘} Pratect Workbook. ..
Changes 2007 Customize, .. @] Protect and Share ‘Workboak., .. 2003

When the sheet is protected, you'll find pressing Tab moves the heavy-bordered active cell indicator to
the next unlocked cell. Be aware that this does not prevent the user from selecting unlocked cells
using the cursor keys.

B V= () E [
1
Product Name  |Date Quantity |Unit Price Product Sales |
tiseed Syrup 0.00
imembert Pierrot | 2009/01/20 60 29.99 1793.28
aaf Antan'c Mainm 4 200902 fnA 1A 19 AN 1N AR
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BY USING A SIMPLE (AND SOMETIMES NOT SO SIMPLE) FORMULA, EXCEL CAN SUPPLY YOU
WITH EVERY KIND OF DATE YOU MIGHT NEED TO DISPLAY -HERE ARE TWO SUCH
FUNCTIONS!

Process: Tried and Tested in 2003 and 2007.

Detect Leap Years

=MOD(YEAR(A1),4)=0

If A1 is a leap year, the above formula will return TRUE

The Gregorian calendar adds an extra day to February, making it 29 days long, in years divisible by 4,
excepting years divisible by 100, but including years divisible by 400. So 1996, 2000, and 2400 are leap
years but 1800, 1900 and 2100 are not. (The Gregorian calendar seems to be the one in use in most
countries but you might want to check just in case)

Wow, | never knew that. Anyway, here is my "improved” formula as a workaround.
=OR(MOD(YEAR(A1),400)=0,AND(MOD(YEAR(A1),4)=0,MOD(YEAR(A1),100)<>0))

Here's a shorter one!

=MONTH(DATE(YEAR(A1),2,29))=2
Avoid Weekends

Let's say that you must deliver on a weekday but the date shown in A1 is on a Saturday or Sunday.

Use this formula to get the preceding Friday (if A1 is already a weekday, it will just show the date in
A1)

=MIN(A1-(WEEKDAY(A1,2)-5),A1)
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Use this formula to get the following Monday (if A1 is already a weekday, it will just show the date in
A1)

=IF(WEEKDAY (A1,2)>5,A1+(8-WEEKDAY (A1,2)),A1)

To just avoid Sundays, use this formula for the preceding Saturday.
=MIN(A1-(WEEKDAY(A1,2)-6),A1)

Or this formula to get the following Monday

=IF(WEEKDAY(A1,2)>6,A1+(8-WEEKDAY(A1,2)),A1)

HOW TO CONVERT DATA FROM CAPS TO PROPER STYLE USING THE PROPER FUNCTION

Process: 2007 and 2003

11. Insert a new column
12. While on the first cell of the new column, select Insert Function

,-ﬁg\ H9-e- 00
Home Insert Page Layout Formulas Data

=l A -l A A

s

Pafte J /B r O M=

Clipboard ™= Font Ic) Alignmer | F .
| = v-i &l nsert Function

A B

1 MARSMALLOWS <f 1000

2 |LOLLIPOPS I -I 10

3 |CHOCOLATES 50

13. Under Category, select Text

14. Select Proper under Select a Function
15. Select OK

16. Under Text select the original data cell

Function Arguments

FROFER

Teut [a1 = "MARSMALLOW/S"

= "Marsmallows"

Converks a text string to proper case; the first letker in each word in uppercase, and all other letters to
lowercase,

Text is text enclosed in quotation marks, a Formula that returns text, or a
reference ko a cell containing text ko partially capitalize,

Formula result = Marsmallows

Help on this function Ok ] [ Cancel

17. Select OK
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18. Autofill the data down by left clicking on the bottom right corner when the mouse forms a black
Cross

19. If you want to delete the original column, Copy the new proper column, select Paste Special,
select Values

Paste Special

Paste
Cral () all using Source theme
() Formulas ) all except borders
(O] O Column widths
O ks () Formulas and number Formats
() Comments () ¥alues and number Formats
() walidation
Cperation
(%) Mone ) Multiply
) Add () Divide
() subkrack
[ skip blanks [ Transpose
[ QK. ] ’ Cancel ]

20. Now the column no longer references the original column and the Caps column can be deleted

UNKNOWN COLUMN NUMBER

| want to use an INDEX and MATCH formula but my column number will not always be known. How can
| get around this problem?

Use the COLUMN() formula
You require the formula to return the value from the column “BUDGET11” on the worksheet
“BudgetData”, but the column number is not known and can vary. By using the following formula, the

correct column number will be allocated to the formula.

INDEX (array, row _num, column_num)

IMDEX({array, row_num, [column_num]j
IMDEX([reference, row_num, [column_num], [area_num])

INDEX (BudgetData!RawDataCols, MATCH(ACCOUNTNO, BudgetData! ACCOUNTNO,0), COLUMN(BudgetDatal!
BUDGET11))
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Support support@alchemex.com
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Free Trial Software download www.alchemex.com
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