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Tip 1: Format cells to show the day of the week
R ——————————"

Question: How do | format cells to show dates as the day of the week?
Answer: By using the Custom number format command.
Why: To display dates as the day of the week. (The text function can also be used to show dates as the day

of the week)

Applies To: MS Excel 2003, 2007, and 2010

1. To show the day of the week for the dates in column E
A B & D E
1 Sales Person Category Name Product Name Date Day
2 Anderson.P Confections Maxilaku 2011/04/05 2011/04/05
3 |Johnson.A  Grains/Cereals Gnocchi di nonna Alice 2011/08/03 2011/08/03
4 Peters. K Grains/Cereals Tunnbrid 2011/02/04 2011/02/04
5 |Bonders.P  Confections Pavlova 2011/04/09 2011/04/09
6 MNewson. L Grains/Cereals Singaporean Hokkien Fried Mee 2011/03/02 2011/03/02
7 |Lavin. T seafood Boston Crab Meat 2011/05/04 2011/05/04
8 Perks. M Seafood Inlagd sill 2011/09/08 2011/09/08
9 Anderson.P Beverages Chai 2011/08/07 2011/08/07
10 Johnson. A  Dairy Products Gudbrandsdalsost 2011/08/02 2011/08/02
11 Peters. K Dairy Products  Queso Cabrales 2011/09/02 2011/09/02
12 Bonders. P Beverages Chai 2011/05/03 2011/05/03
13 Newson. L Confections Teatime Chocolate Biscuits 2011/08/09 2011/08/09
14 |Lavin. T Condiments original Frankfurter grine Sofe 2011/04/02 2011/04/02
15 Perks. M Beverages Céte de Blaye 2011/08/04 2011/08/04
16 Anderson. P Confections Teatime Chocolate Biscuits 2011/06/04 2011/06/04
17 Johnson. A  Seafood Rod Kaviar 2011/08/06 2011/08/06
18 Peters. K Confections Gumbar Gummibarchen 2011/03/02 2011703702
19 Bonders. P  Dairy Products Gorgonzola Teline 2011/08/04 2011/08/04
2. Select the data range E2:E19
3. Right click on the selected area
4, Select Format Cells
5. Select /Enter as below
Format Cells B2 =]
[ Member [ abgament | Font | sorder | Fd | protecton |
Gotegary: .
Generadl - Sample
Q’“:‘:w Tussday
Accountng Type:
Percentage 0%
Fraction |0.00%
Scientific 10.00€ +00
Text ;:fg.niw
|23 B
yyyy/fmm/dd
dd-mmm-yy
| dc-mmen
Y
hh:mm AM/PM =
= [Coser ]
Type the number format code, using one of the existing codes as a starting pont.
=

The result will be as displayed as per the following screen shots
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A B C D E
1 Sales Person Category Name Product Name Date
2 Anderson.P Confections Maxilaku 2011/04/05 Tuesday
3 lohnson.A  Grains/Cereals Gnocchi di nonna Alice 2011/08/03 Wednesday
4 Peters. K Grains/Cereals Tunnbréd 2011/02/04 Friday
5 Bonders.P  Confections Pavlova 2011/04/09 Saturday
6 Mewson.L  Grains/Cereals Singaporean Hokkien Fried Mee 2011/03/02 Wednesday
7 Lavin. T seafood Boston Crab Meat 2011/05/04 Wednesday
8 Perks.M Seafood Inlagd Sill 2011/09/08 Thursday
9 Anderson.P Beverages Chai 2011/08/07 Sunday
10 Johnson. A Dairy Products  Gudbrandsdalsost 2011/08/02 Tuesday
Eirpeters. K Dairy Products Queso Cabrales 2011/09/02 Friday
(12 Bonders.P  Beverages Chai 2011/05/03 Tuesday
13 Newson.L  Confections Teatime Chocolate Biscuits 2011/08/03 Tuesday
14 Lavin. T Condiments Original Frankfurter griine SoRe 2011/04/02 Saturday
15 Perks, M Beverages Cote de Blaye 2011/08/04 Thursday
16 Anderson.P Confections Teatime Chocolate Biscuits 2011/06/04 Saturday
17 Johnson. A  Seafood Rod Kaviar 2011/08/06 Saturday
18 Peters. K Confections Gumbar Gummibarchen 2011/03/02 wednesday
19 Bonders.P  Dairy Products Gorgonzola Telino 2011/08/04 Thursday

Free Microsoft Excel
Shortcut Cheat Sheet

Learn over 60 time-saving Excel shortcuts!
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Tip 2: IRR Calculation

e e * |

Question:

Answer:

Why:

How do | calculate the interest rate received for an investment consisting of payments (negative
values) and income (positive values) that occur at regular periods?

By using the internal rate of return (IRR).
Returns the internal rate of return for a series of cash flows represented by the numbers in values.

These cash flows do not have to be even, as they would be for an annuity. However, the cash flows
must occur at regular intervals, such as monthly or annually.

Applies To: MS Excel 2003, 2007 and 2010

1.

Reference is made to the example in the following screen shot

A B
1
2 Internal Rate Of Return(IRR)
3
4 Years Yield on Investement
5|0 -35000
6 |1 10000
72 10000
g |3 15000
9 4 20000
10 |IRR
2. To calculate the IRR select cell B10 and type; =IRR (B5:B9). The answer will be 18%. That is the
interest rate received for the investment
A B
1
2 Internal Rate Of Return(IRR)
3
4 Years Yield on Investement
5|0 -35000
6 |1 10000
72 10000
g2 3 15000
9 4 20000
10 |IRR
Syntax IRR (Values, [guess])

Values Required. An array or a reference to cells that contain numbers for which you want to
calculate the internal rate of return.

Values must contain at least one positive value and one negative value to calculate the internal rate
of return.

Guess Optional. A number that you guess is close to the result of IRR.
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Tip 3: NPV Calculation

e e * |

Question: | have cash flow projections for two projects, how do | select the most viable project between the two?
Answer: By using The Net Present value (NPV), function and selecting the project with the highest NPV.
Why: Calculates the net present value of an investment by using a discount rate and a series of future

payments (negative values) and income (positive values).

Applies To: MS Excel 2003, 2007 and 2010

1. The initial investment for both projects is $25 000.00 as displayed in the following screen shot
A B C D E
1
2 Met Present Value Calculation(Discount Factor-20%)
2
4 Project A Project B
5 Years Project Cash Flow Years Project Cash Flow
] 0| s 25 000.00 0| S 25 000.00
7 1] § 20 000.00 1 S 10 000.00
8 2|8 10 000.00 2| 5 15 000.00
9 3|5 15 000.00 3|l 5 15 000.00
10 4/ § 10 000.00 4 5 20 000.00
11 Total NPV Total NPV
2. To calculate the NPV for machine A, select cell B11 and type: =NPV (20/100, B7:B10)-B6.
The answer will be $12 114.20
3. To calculate the NPV for machine B, select cell E11 and type: =NPV (20/100, E7:E10)-E6.
The answer will be $ 9 664.35
A B c D E |
1
2 Met Present Value Calculation{Discount Factor-20%)
3
4 Project A Project B
5 |Years Project Cash Flow Years Project Cash Flow
6 0| s 25 000.00 0l s 25 000.00
7 1| 5 20 000.00 1 5 10 000.00
8 2| 5 10 000.00 2| 5 15 000.00
9 3l 5 15 000.00 3l 5 15 000.00
10 4| 5 10 000.00 4| 5 15 000.00
11 Total NPV 5 12114.20 Total NPV| 5 0 664.35

Project A will therefore merit further consideration because it has a higher NPV of $ 12 114.20 than project’s
B value of $ 9 664.35
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Syntax: NPV (rate, Value1, [value2].....)
The NPV function syntax has the following arguments (argument: A value that provides information to
an action, an event, a method, a property, a function, or a procedure).
Rate Required. The rate of discount over the length of one period.
Value1, value2, ... Value1 is required, subsequent values are optional. 1 to 254 arguments repre
senting the payments and income.

EXCEL ON STEROIDS

training saves you time & money!

Use the Efficiency Calculator
to see your potential savings.

@ Click here .

0
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Tip 4: Selling Price — Data Table

- ®

Question:
Answer:

Why:

How do | create a table showing the selling prices of various quantities and cost prices?
By using the data table option.

Data tables provide a shortcut for calculating multiple results in one operation and a way to view and
compare the results of all the different variations together on your worksheet.

Applies To: MS Excel 2003, 2007 and 2010

1. The data in the screen shot below will be used as an example for this tip
A B c [ TN i [ 2 G H | J
1 Selling Price Data Table
2
3 Cost Price 5 40 Cost Price
4 Qty 10 $ 20,00 5 4000 S 60.00 S 80.00 $ 100.00 $ 120.00
5 Sales Tax(VAT) "% Q 1
b u 2
7 a 3
g n 4
9 t 5
10 i 6
11 t 7
12 ¥ 8
13 9
14 10
15 |
2. Select cell D4 and type =(B3*B4)+(B5*(B3*B4))
3. Select the data range D4:J14
4, Select as below
“ Home  [ngerl Fage Layout Formisas Fenew View  Addng Bl Took
Ty Y ) * - . ﬂ]f:-nngv;tl;m: A [— & e -.5 | o _|
gRE 6 &8 3™l Y, gn WS = b= |22 A &
Fram  From  Frgm  Foom Other Ell'il.l'lg Refreth [ L SomM Fied Test f  Femgwve Dats Condobdatd What-l uIC-Jp L‘lgl'!ll..p Subtotal
Locess Web  Ted  Spurcet+  Connedions | ANe hl f‘; Adienied | Columng Dupbeabes Val d.: ion = M
Get External Data Connections Sort & Filter §eenatio Manager, :‘.' ne
da7- s Goal Sesk
o4 - fe | =(B3*Ba)+B5* B3"B4)) | ot Tavie |
5. Then select as per the following screen shot
Data Table o
Row input cell: 5553
Column input cell: 5854{ -l
Lo ][ concel |

7 ON STEROIDS
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6.

7.

Select OK

The following data table will be displayed

BielBiR BB wwi~ o &iwim|w

A | B c | D
Cost Price 5 40
AQaty 10 5 456.00
Sales Tax(VAT) 14% Q 1
' u 2
a 3
n 4
t 5
i 6
t 7
Y 8
9
10

E C EL 50 Tips & Tricks
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20.00
22.80
45.60
68.40
91.20
S 114.00
$ 136.80
S 159.60
$ 182.40
5 205.20
$ 228.00

R T R P P SRR ¥ S

F G | H

Selling Price Data Table

Cost Price
S 40.00 $ 60.00 S 80.00
S 4560 S 6840 $ 91.20
$ 9120 $ 136.80 S 182.40
$136.80 S 205.20 S 273.60
518240 § 273.60 S 364.80
S 228.00 % 342.00 % 456.00
$ 273.60 S 410.40 $ 547.20
$319.20 S 478.80 S 638.40
5 364.80 S 547.20 S 729.60 S

W o W U U W U WD

100.00
114.00
228.00
342.00
456.00
570.00
684.00
798.00
912.00

$ 41040 $ 615.60 $ 820.80 $1026.00
$ 456.00 $ 684.00 $912.00 $1140.00

Sage Intelligence.

Powerful, Excel-based

reporting software
FIND OUT MORE

120.00
136.80
273.60
410.40
547.20
684.00
820.80
$ 957.60
51094.40
5123120
51368.00

R T T S P S P e

mesnSage Alchemex

Pg9


http://www.sageintelligence.com/

e

When doing a conditional formatting command, | frequently wish | could extract/highlight the rows in
which my data appears. Is there a way to do this?

Question:

Answer:

Why:

Yes, by using the conditional formatting formula function.

To highlight/extract the rows in which the Product Category item “Bath” appears by formatting the

background color to yellow.

Applies To: MS Excel 2003, 2007 and 2010

Tip 5: Conditional Formatting — formula function

1. For this example the screen shot given below will be used
A B | c | D E F G H

1 DocumentMumber Date Customerlame Product Product Category Cuantity UnitPrice InclusivePrice

2 | INDOODI0 2008/03/02 Fix Right Plumbers  Serenade Acrylic Cowrie Oval Bath B 2899 26439

3 1000011 2008/03/02 F.H Travisham Serenade Acrylic Piazza Conversion Bath Bath 3 189 9918

4 IN0OOD1Z 2008/03/01 P. Jones Quadrant 300 White Clear Shower Door Shower 4 259 11 851

5 | IN0OOO13 2008/03/20 T. Phillips CES00 White Clear Corner Entry Shower Door  Shower 2 1699 3874

6 |IN0OOD14 2008/03/01 5. Ngubane Tm918 Natural Clear Trimati Showear Door Shower 1 m Bag

7 IN000015 2008/03/02 TG Plumbers CE900 White Clear Corner Entry Shower Door  Shower LA 13 558

8 |INDOOOLE 2008/03/01 T. Chetty Saphire Sink Mixer Taps 6 159 1351

9 INDO0017 2008/03/01 R, B. James MNoce De Grade Toilet & 1299 11847

10 | 1000018 20080301 'W. Smith Hygenix Almond Toilet Toilet 5 758 4326

11 | INDOO019 2008/03/15 Wet 'n Wild Plumbers Rose De Grade Toilet 1 1299 1481

12 | IM000020 2008/03/02 T. Phillips Serenade Acrylic Cowrie Oval Bath 5 189 16 524

13 IN000021 2008/03/03 TG Plumbers Trm912 Natural Clear Trimati Shower Door Shower 3 ] 2684

14 IN00G0022 2008/03/01 Action Plumbers Serenade Acrylic Piazza Conversion Bath Bath 3 2859 5915

15 |IN0OOOO23 2008/03/01 Plumbwave Serenade acrylic Cowrie Oval Bath 2 189 6610

16 | INOOODO24 2008/03/20 Best Plumbers Serenade Acrylic Cowrie Oval Bath 4 2899 1319

17 | 1K0000025 2008/03/04 Berea Plumbers CE900 White Clear Corner Entry Shower Door  Shower 5 1699 9684

18 |INDOO0026 2008/03/01 Plumbwave Trm918 Natural Clear Trimati Shower Door Shawer 5 i 4440

15 | IN000002T 20080301 Surefix Quadrant 900 White Clear Shower Door Shower 5 2559 26 665

20 | INMO00023 2008/03/04 Parkin Plumbers CES00 White Clear Corner Entry Shower Door  Shawer 7 1699 13558
2. Select the range A2:H20 (Do not highlight the headings)
3. Select as follows
Iriert Page Laycut Fedmulai Data M_'mw Wikrw Deveispar Add-lni Bl Tash

f' fak Calitiri -l AT AT [ ] e | | S5 wrap Tent General ﬁﬁ Q’d' Mj_ G L

=4 Copy = 3] Fa

F Format punter ||| B0l - G- A |IEE M PR Sdmege center - S - 5 s (78 A 'E’:‘r‘“ﬁg:’" tm_ 5:{:'1' gt A BT
Salioi L i £ i T = i

az - Ju | “1M000010 () Sepealer Than.
A 8 £ D E |

wcumantiumber_Dato Customeriamae Product Product .Cﬂngcl -;Hlll‘l i o -'-_Jill L Than.
000010 2008/03/02 Fix Right Plumbers Serenade Acrylic Cowrie Onwval Bath 2 .
0OO011 2008/03/02 F.H Travisham Serenade Acrylic Plazza Conversion Bath Bath i;J Deta B K :fj .
000012 2008/03/01 P. lones Quadrant 900 White Clear Shower Door Shower
000013 2008/03/20 T. Phillips CES00 White Clear Corner Entry Shower Door  Shower _EJ Color §eales J _—'_l Equat Te
DO0014 20080301 5. Ngubane Tma18 Matwral Clear Trimati Shower Door Shower
DOO0LS 2008/03/02 TG Plumbers CES00 White Clear Comer Entry Shower Door - Shower _]EJ Jeon ets. " _—I“J] Text that Contains...
DOODLE 2008/03/001 T. Cherty Saphire Sink Mixer Taps
000017 2008/03/01 R. B. James Noce De Grade Tollet LS| B fute... —-_$ A Date Ocoarming—
0OOOLE 2008/03/00 W, Smith Hygenix Almond Tollet Toilet _'::, Cleae Ruded p | =
000019 2008/03/1% Wet 'n Wild PMlumbers Rose De Grade Toilet -:I] Manags Ruler :J
000020 2008/03/02 T. Phillips Serenade Acrylic Cowrle Cval Bath ] (S Dcate Vakee.
DO0021 2008/03/03 TG Plumbers Tra18 Matwral Clear Trimati Shower Door Shower 3 T

B S

S P S A P,

Pl Wk

e

- A

E &g

I Mare Bules,,
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4, Then select as below

Select a Rule Type:

» Format all cells based on thekr values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
= Format onl or te v

= Lise a formula to determine which cells to format

I

i

|

‘ Preview: AaBbCcYyZz E
I O I Cancel
To select a formatting color

Select the format button as given above
Under the list of background colours select Yellow and then OK

5. The result will be that all the rows where the product category item “Bath” appears will be highlighted
in yellow
A | B C D E | F G H
1 DecumentMumber Date CustomerName Prodiict Piaduct Category Quantity UnitPrice InclusivePrice
2 | INOODOLO 2008/03/02 Fix Right Plumbers  Serenade Aorylic Cowrie Oval Bath 8 2B 26 439
i [INDOOOLY 2008/03,/02 F.H Travisham Serenade Acrylic Plazza Conversion Bath Eath i 1898 9915
4 | INDDOOL2 2008/03/01 P. Jones CQuadrant 900 White Clear Shower Door Shower 4 2599 11851
5 INDO0013 200803/ 20 T. Phillips CES00 White Clear Corner Entry Shower Door  Shower 2 1699 3an4
6 INDO0O1S 2008/03/01 5. Mgubane Tmal18 Matural Clear Trimati Shower Door Shewer 1 74 388
7 INODOOLS 2008,/03/02 TG Plumbers CE900 White Clear Corner Entry Shower Door  Shower PR 13 558
£ INDOOOLE 2008/03/01 T. Chetty Saphire Sink Mixer Taps [ 199 1361
9 INDOOOLT 2008/03/01 R. B, James MNoce De Grade Toilet 8 19 11847
10 INOOOO1E 2008,03/01 W. Smith Hygenix Almond Taollet Tollet 5 759 4 326
11 | INDDOOLY 200803715 Wet 'n'Wild Plumbers Rose De Grade Toilet 1 1299 1481
12 INGOOO20 2008,/03/02 T. Phillips Serenade Acrylic Cowrie Oval Bath 5 2893 16524
13 |INDOOO21 2008,/03/03 TG Plumbers Tm31E Matural Clear Trimatl Shower Door Shower 3 T 2 BB
14 INDDOOOZ2 2008/03/01 Action Plumbars Serenade Acrylic Piazza Conversion Bath Bath i 189 9915
15 INDODOG23 2008,/03/01 Plumbwave Serenade Acrylic Cowrie Oval Bath 2 2893 G610
16 INOOOGD24 2008/03/20 Best Plumbers serenade Acrylic Cowrie Oval Bath 4 289 13219
17 INOH0OO2S 2008,/03/04 Pares Plumbers CE900 White Clear Cofner Entry Shower Doof  Shower 5 169 9684
18 | INODOOO2S 2008,/03/01 Plumbwave Tm4a1E Matural Clear Trimati Shower Door Shower 5 T 4440
19 INOOOOOZT 2008/03/01 Surefix Quadrant 900 White Clear Shower Door Shower 9 259 26 666
200 | NOO0002E 2008,/03/04 Parkin Plumbers CE900 White Clear Corner Entry Shower Door  Shower 7 1699 13 558
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Tip 6: Depreciation-Straight Line Method

Question: How do | calculate the depreciation for an asset using the straight line method?
Answer: By using the SLN function.
Why: To return the straight-line depreciation of an asset for one period.

Applies To: MS Excel 2003, 2007 and 2010

Reference is made to the example in the following screen shot

A B
Staright Line Depreciation Method
Cost{Motor Vehicle) S 40000.00
Salvage Value 5 10000.00
Years of Useful Life 10

Depreciation

2. Select B6 and type =SLN(B2,B3,B4)
3. The depreciation allowance for each year is $3,000.00
A B
1 Staright Line Depreciation Method
2 Cost(Motor Vehicle) S 40000.00
3 Salvage Value S 10000.00
4 Years of Useful Life 10
3
6 Depreciation S 3000.00
Syntax SLN(cost,salvage,life).

Cost is the initial cost of the asset.

Salvage is the value at the end of the depreciation (sometimes called the salvage value of the asset).
Life is the number of periods over which the asset is depreciated (sometimes called the useful life of

the asset).
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Question:

Answer:

Why:

Applies To: MS Excel 2003, 2007 and 2010

Tip 7: Sharing an Excel Workbook

How can | create a shared workbook so that several people can edit the contents simultaneously?

By using a shared workbook to collaborate.

Can be used to track the progress of the user’s work and update information.

0 Protect and Share Workboek
Y Adlow Users to Edit Ranges
Share
bvarkb ool _}Truki’.hangﬂ =

e

1. The following screen shot will be used to illustrate this example
1 Category Name Product Name Quantity |Unit Price  |Product Sales
2 Confections Maxilaku 30| 8 16.00 [ 480.00
3 Grains/Cereals Gnocchi di nonna Alice 70| & 3040 | & 2128.00
4 Grains/Cereals Tunnbrod 60| 5 7201 % 432.00
5 Confections Pavlova 21 8 1390 | 8 291.90
6 Grains/Cereals Singaporean Hokkien Fried Mee 40| § 11208 448.00
7 |Seafood Boston Crab Meat 2l 8 1470 (8 29.40
8 |Seafood Inlagd Sill 58 15.20| 8 76.00
9 Beverages Chai 10| 8 1440 % 144.00
10 Dairy Products Gudbrandsdalsost 15 8 2880| % 432.00
11 Dairy Products Queso Cabrales 301 8 1680 | § 504.00
12 |Beverages Chai 24| 8 1440 | 8 34560
13 Confections Teatime Chocolate Biscuits 201 8 730|% 146.00
14 Condiments Original Frankfurter grine Solte 35| % 1040 (S 364.00
15 Beverages Céte de Blaye 500§ 21080|% 10 540.00
16 Confections Teatime Chocolate Biscuits 4 8 7308 29.20
17 _Total 416/ § 41880 S 16 390.10
2. Select as below
Home Insert Fage Layout Formubss Data View Audd-Ens Bl Tools

i s L “a Fa :-I i
‘y "{’1 Lu S d —‘J —J —J 23 Show All Comments -";' _,’:_fl.
Spellng Research Thesaurus | Transiate New Frotet  Protect

Comment [ '5"":"'" 1"'" Sheet Warkboaok

Proafing | Language Comments
3. Select as follows
Share Workbook

Editng | Advanced

low changes by more than one user at the same time. Thls
“alzo allows workbook merging.

Who has this workbook open now:
Edwin Chuza (Exdusive) - 2011/11/14 02:33 PM

-
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4, On the Advanced tab, select the options that you want to use for tracking and updating changes, and
then click OK

5. Save the workbook to a shared network folder

NOTE: Not all features are fully supported in a shared workbook. If you want to include any of the following

features, you should add them before you save the workbook as a shared workbook. You cannot
make changes to these features after you share the workbook.

In a shared workbook, you cannot:

. Create an Excel table

. Insert or delete blocks of cells

. Delete worksheets

. Merge cells or split merged cells

. Sort or filter by formatting

. Add or change conditional formats

. Add or change data validation

. Create or change charts or PivotChart reports

. Insert or change pictures or other objects

. Insert or change hyperlinks

. Use drawing tools

. Assign, change, or remove passwords

. Protect or unprotect worksheets or the workbook

. Create, change, or view scenarios

. Group or outline data

. Insert automatic subtotals

. Create data tables (data table: A range of cells that shows the results of substituting different values in one or
more formulas. There are two types of data tables: one-input tables and two-input tables.)

. Create or change PivotTable reports

. Create or apply slicers

. Create or modify sparklines

. Write, record, change, view, or assign macros

. Add or change Microsoft Excel

The following functionality is available:

. You can insert entire rows and columns

. You can sort or filter by number, text, or date, apply built-in filters, and filter by using the Search box
. You can use existing conditional formats as cell values change
. You can use data validation when you type new values

. You can view existing charts and reports

. You can view existing pictures and objects

. You can use existing hyperlinks

. You can view existing drawings and graphics

. You can use existing passwords

. You can use existing protection

. You can use existing outlines

. You can view existing subtotals

. You can view existing data tables

. You can view existing reports
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. Existing slicers in a workbook are visible after the workbook is shared, but they cannot be changed for stan
dalone slicers or be reapplied to PivotTable data or Cube functions. Any filtering that was applied for the slicer
remains intact, whether the slicer is standalone or is used by PivotTable data or Cube functions in the shared

workbook.
. Existing sparklines in a workbook are displayed after the workbook is shared, and will change to reflect up
dated data. However, you cannot create new sparklines, change their data source, or modify their properties.
. You can run existing macros that don’t access unavailable features. You can also record shared workbook

operations into a macro stored in another nonshared workbook.

Register for any online
Sage Alchemex or
Excel on Steroids courses,
for ‘anytime’ learning.

REGISTER NOW!
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Tip 8: Merge Copies of a shared workbook

e

Question:

Answer:

Why:

How can you compare and merge copies of a shared workbook?

By using the Compare and Merge Workbooks command. (This command will have to be added to
the quick access toolbar, since it is not available on the Review tab).

When you want to verify the updates made by other users and need to compile the final version of the
document.

All users of the shared workbook must save a copy of the shared workbook that contains their changes, and use a
unique file name that differs from the original workbook. All copies of a shared workbook should be located in the
same folder as the shared workbook.

Applies To: MS Excel 2003, 2007 and 2010

1. Steps for adding the Compare and Merge Workbooks command to the Quick Access Toolbar:
* Click the File tab, and then select Options
+ Select as below

P
Excel Options

General
Formulas
Proofing
Save
Language
Advanced

Customize Ribbon

Quick Access Toolbar

Add-Ins

Trust Center

-, :
@ Customize the Quick Access Toolbar.
- Customize Quick Access Toolbar:
All Commands - For all documents (default) =]
"y Comma = e save

v Comma Style “) Undo *
= Command Button [AdtiveX Co... © Redo s

Comments = [ 5 of Column Total
o
Compare and Merge Workba...
»

L5, Compatibility

> Compatibility Checker
G Compress Pictures...
f‘; Conditional Formatting » > lu

Connection Properties... << Remove ]

;j Connections
Connections

P Consolidate...

R" Constrain Numeric
Contact Us...

¥Ei Context

> Contrast

L U S S

Customizati et v o
| Show Quick Access Toolbar below the Res |
Ribban [Imgorb’Eunorl =

.

]

* Open the copy of the shared workbook into which you want to merge the changes

2. On the Quick Access toolbar, select as below

Hw9-o-a8[0)]) s

3. If prompted, save the workbook

4. Inthe Select Files to Merge into Current Workbook dialog box, select a copy/copies of the workbook
that contains the changes that you want to merge, and then click OK
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Tip 9: Multiplication without formula
—_—O

Question: | would like to multiply a list of values by 1.1 without inserting a formula. Can this be done in
MS Excel?

Answer: Yes, by using the Paste special function.

Why: To quickly increase values by 10% without inserting a formula.

Applies To: MS Excel 2003, 2007 and 2010

1. For this example the screen shot below will be used
A B c D E
1
2 | Category Name Sales Person Product Name Selling Price |Multiplier
3 Confections Anderson. P Maxilaku 3 480.00 1.1
4 Grains/Cereals Johnson. A Gnocchi di nonna Alice 5 212800
5 Grains/Cereals Peters. K Tunnbrod 5 432.00
6 Confections Bonders. P Paviova 5 291.90
7 Grains/Cereals Mewson. L Singaporean Hokkien Fried Mee ) 448.00
§ Seafood Lavin. T Boston Crab Meat 5 2940
9 Seafood Perks. M Inlagd Sill 5 76.00
10 Beverages Anderson. P Chai 3 144.00
11 Dairy Products Johnson. A Gudbrandsdalsost 3 432.00
12 Dairy Products Peters. K Queso Cabrales 3 504.00
13 Beverages Bonders. P Chai 3 34560
14 Confections Newson. L Teatime Chocelate Biscuits 5 146.00
15 |Condiments Lavin. T Onginal Frankfurter griine Sofie 5 364.00
16 Beverages Perks. M Cite de Blaye 5 1054000
17 Confections Anderson. P Teatime Chocolate Biscuits 5 29.20
18 Seafood Johnson. A Rod Kawar 3 240.00
19 Confections Peters. K Gumbar Gummibarchen 5 49.80
2. To increase the selling price by 10% without inserting a formula; select E3 and copy the contents of the cell
3. Select D3:D19 and right click over the selected data area
4, Select Pastel Special. Then select as below
Paste Special 7 e
Paste
@ Al () All using Source theme
() Formulas () All except borders
() Values (71 Colurnn widths
! Formats () Formulas and number formats
") Comments (71 Values and number formats
() Validation
Operation
) None
) Add
() Subtract
[ skip blanks [ Transpose
----- -

The result will be as displayed below. The Selling price values have been increased by 10% without inserting
formulas
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A B c B} E

Category Name Sales Person Product Name Selling Price |Multiplier
|Confections Anderson. P Mazilaku 5 52800 11
|Grains/Cereals Johnson. A Gnocchi di nonna Alice F 234080
(Grains/Cereals Peters. K Tunnbrad 3 47520
Confections Bonders. P Pavlova 3 321.09
|Grains/Cereals Mewson. L Singaporean Hokkien Fried Mee 3 4592 80
| Seafood Lavin. T Boston Crab Meat 5 3234
| Seafood Perks. M Inlagd Sill 3 83.60
|Beverages Anderson. P Chai 2 158.40
|Dairy Products Johnson. A Gudbrandsdalsost 5 47520
|Dairy Products Peters. K Queso Cabrales 5 hh4 40
Beverages Bonders. P Chai 3 38016
Confections Mewson. L Teatime Chocolate Biscuits 3 160.60
|Condiments Lavin. T Original Frankfurter griine Solte 5 400.40
|Beverages Perks. M Cite de Blaye $  11534.00
|Confections Anderson. P Teatime Chocolate Biscuits b 3212
| Seafood Johnson. A Rad Kaviar 2 26400
| Confections Peters. K Gumbér Gummibérchen 3 b4 78

Pg18



Tip 10: Transpose Option

- ®

Question: Can | return a horizontal range of cells as a vertical range, or vice versa?
Answer: Yes, using the transpose option.
Why: To change the positional alignment of the data.

Applies To: MS Excel 2003, 2007 and 2010

1. For this example we shall make use of the screen shot given below
A ] c D E_|"7E™| G H [ J ¥ L M H o
1 Stwcioew  Com Com Basic Com Bagac Com Bagic Com Basic Ciom Basic Blagic Incentee  Basic
s
1 Sl Code Name Targat
4 P M Naidoo 5000
5 P2 M Effort 23000
5 P3 B Nixon 2000
T [Pa K Swanz 5000
8 Ps L Betoed £300
9 Ps Heban Modord 5000
10| P7 Jenimy Buown T500
11 P8 Halan Marks 13500
12 P9 Gena Fraser 25000
13 | P10 F Jacksan 18500
W P Evan Palesson 21000
15 P12 Drevan Codord ET000
16 P13 K Swaat B000
17 P4 P Cox TE000
18
2. Select cells A1:01
3. Press Ctrl + C
4. Select cell D4
5. Select as below
m Home Insert Page Layout Formulas Data Review View Developer
F_EH‘ Cut Arial -0 AN E=m @ SiwepTet
| e | 4 Copy ~ Em— Loy =
| Paste | of Format Painter B_‘ LU - h-A- EEE EEE EHMegedCenta
| Ppaste = Font Alignment
_] _ﬁ %_,f,- W - - fe | Structure
mem [Pl T E e A
=S I Com Basic Com Basic Com Basic
Paste Values
123) 23] iz - Target
2* %’ ndoo 5000
Other Paste Options  ort 23000
%) (e (0] [Gg mon 9000
“ a 8000

6.

Select Transpose then OK

7 ON STEROIDS

‘ EL 50 Tips & Tricks

Volume 6 2012 = Oage Alchemex

Pg19



- ®

Paste Special R
Paste
@ Al (1 Al using Source theme
(7 Formulas 71 All except borders
1 Values ) Column widths
(7 Formats ) Formulas and number formats
(71 Comments 71 Values and number formats
() Validation All merging conditional formats
Operation
@ Mone ) Multiply
) Add (7) Divide
(71 Subtract
[ skip blanks
7. Select cells A1:01 then press the delete key
8. The result will be as follows
A B C D
1
2
3 Staff Code Name Target Structure
4 M1 M Maidoo 5000 Com
5 P2 M Effort 23000 Com
6 P3 B Mixaon 9000 Basic
7 P4 K Swartz 8000 Com
8 P5 L Belford 5300 Basic
9 |P6 Kelvin Moxford 5000 Com
10 P7 Jenny Brown 7500 Basic
11 P8 Helen Marks 19500 Com
12 P9 Gene Fraser 25000 Basic
13 P10 F Jackson 18500 Com
14 P11 Evan Peterson 21000 Basic
15 P12 Devan Oxford a7000 Basic
16 P13 K Sweet 38000 Incentive
17 P14 P Cox 76000 Basic

Initially the data in row 1 was aligned horizontally but has been changed to vertical alignment and placed in column D
by using the transpose option.
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Have you ever printed a multi-page excel spreadsheet only to realize that the row headings only appear on the first
page? Well, by using the rows to repeat at top print option you are able to repeat the row headings on every page.
Follow the steps below on how that can be done.

Applies To: MS Excel 2003, 2007 and 2010

Tip 11: Repeat Rows when Printing a Worksheet

1. Determine which row to be repeated
2. From the Page Layout tab, in the Page Setup group, select Print Titles
3. Select the Collapse Dialogue button in the Rows to Repeat at Top
4. Select the desired row
[ Page | margns | HeadersFooter | sheet |
Print area: %
Print tithes
Rows to repeatattop:  f51:51 |
Columng to repeat at left: %
Print

6.

ORI

Print... | | PrntPreview | | Optons... |

e [

Press Enter

Select OK
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Given that you imported data into excel with the First Name and Surnames in separate cells - The Concatenate
function can be used to join the cells and have the First Name first, then the Surname. This will obviously automate

the process of data entry meaning you can work smarter and effectively.

Applies To: MS Excel 2003, 2007 and 2010

1. The screen shot below will be used for this example
fif B C
1 |First Name Surname  Full Name
2 Kelvin Moxford
3 |lenny Brown
4 |Helen Marks
5 Gene Fraser
6 Ewvan Peterson
7 Devan Oxford
8 |Kelly Swart
9 |Cathy Perges
10 | Anthia Storm
11 (Frank Smithers
12
2. Select cell C2 and as below

_f"“'a Home Insert Page Layout . Data Revie
Feo| X i

Insert AutoSum Recently Financial Logica

Function - Used ~ - £
Functiol BAHTTEXT _
H e CHAR
c2 - @ Je | CLEAN
A | B [ CODE
_1_iF|r_5t Name Surr!an'lle Full N [ concatenate
3. Enter as below
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Function Arguments
COMCATEMATE
Texti A2
Textz | °°
Texts B2
Texts [

Joins several text strings into one text string,

Formula result =  Kelvin-Moxford

Help an this function

The result will be as displayed below. The first Names and Surnames have been joined into one cell

A B
1 First Name Surname
2 |Kelvin Moxford
3 Jenny Brown
4 Helen Marks
5 Gene Fraser
b Evan Peterson
7 |Devan Oxford
8 |Kelly Swart
9 |Cathy Perges
10 (Anthia Storm
11 |Frank Smithers

EiEEE

Textl: textl,textZ,...are 1to 255 text strings to be joined into & single text string
and can be text strings, numbers, or single-cell references.

"Kelvin-Moxford™

e [

Full Name
Kelvin-Moxford
Jenny-Brown
Helen-Marks
Gene-Fraser
Evan-Peterson
Devan-Oxford
Kelly-Swart
Cathy-Perges
Anthia-Storm
Frank-Smithers
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Tip 13: Finding a cell with the highest value
S ———EEE—

By using the MAX function, the maximum value in a range can be calculated. However to find the cell with the highest
value in a range three functions (Address, Match & Max) will have to be nested. The steps below explain how that
can be done.

Applies To: MS Excel 2003, 2007, and 2010

1. The screen shot below will be used for this example

A B C D E F

Staff Code Region Actual Max Cell Ref:
P1 East Coast 2667
P2 East Coast 16524
P3 East Coast 869
P4 East Coast 5501
P5 East Coast 3700
PG East Coast 11248
P7 East Coast 2500
Pg East Coast 265667
P9 East Coast 4801
P10 East Coast 26439
P11 East Coast 4689
P12 East Coast 38679
P13 East Coast 37022
P14 East Coast 568

— k| k| k| -k —h | —h | &
= = e e o e e = Gl R R G

2, Select cell E3 and type: =ZADDRESS(MATCH(MAX(C:C),C:C,0),3,3)

3. The cell with the highest value in the range C3:C16 is thus C14
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Tip 14: Viewing Parts of Several Worksheets on One
Worksheet

If you want to view parts of several worksheets on one worksheet — Try using the Paste Picture Link Option. This will
enable you to print multiple areas of a workbook onto one worksheet .Dashboards summarizing parts of the workbook
can also be easily created as explained below.

Applies To: MS Excel 2003, 2007, and 2010

1. Select the desired range to be copied
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 b cut Calibri 11 =
| G J Format Painter B U -|[EH~ S
[ Paste Font
Eormulas -
Paste Values Ji-. ' Training
No Borders " C T D )
Transpose
Faste Link
|y Paste Special...
Iﬂ As Picture r I Copy as Picture...
; 1 Paste as Picture
g | Paste Picture Link
6. Your object (picture) will now be pasted and can be resized as desired
7. Repeat the above steps for additional objects

E C EL 50 Tips & Tricks

ONSTEROIDS VOIume 6 2012 poweredbysa.ge AlChemeX P925




Tip 15: Running balances for inventory

e

Ever wanted to create inventory running balances and could not do so? Well by using simple Excel sum function you
can actually see the running balances as you enter new inventory over time. As the stores controller, knowing the cor-
rect stock in hand is vital. Follow the simple steps below as we explain how that can be done.

Applies To: MS Excel 2003, 2007 and 2010

1. The screen shot below will be used for this example
A B c | D |
Inventory Report
Date Received |lssued Quantity In
Hand-Running

3 Balance

4 |01/03/2012 100 60

5 |03/03/2012 120 40

& |05/03/2012 150 50

7 07/03/2012 140 70

8 08/03/2012 170 56

9 |09/03/2012 180 34

10 |10/03/2012 140 90

11 12/03/2012 130 45
2. Select cell D4 and enter the formula : =Sum(B4,-C4)
3. Select cell D5 and enter the formula : =Sum(D4,B5,-C5)
4. Copy the formula in cell D5 to the remaining rows
5. The running balances for the inventory will be displayed as in the screen shot below

A B c | D |
Inventory Report
Date Received |lssued Quantity In
Hand-Running

3 Balance

4 01/03/2012 100 60 40

5 03/03/2012 120 40 120

& 05/03/2012 150 50 220

7 07/03/2012 140 70 290

8 08/03/2012 170 56 A04

9 09/03/2012

10 10/03/2012

11 12/03/2012
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You have taken time to create a product sales PivotTable and placed the branch field in the report filter area, product
name in the row area and product sales in the values areas. However you want to analyse sales per branch by quickly
generating PivotTables for each branch to be placed on separate worksheets. You are wondering whether this can be
done in easy steps. Well nothing to worry about — just follow the steps below as we show you how this process can be

easily automated.

Applies To: MS Excel 2007 and 2010

We shall use the product sales list to illustrate our example

W00~ O s o b=

A, B c

Branch Product Name Product Sales

East Coast Maxilaku 432
East Coast Gnocchi di nonna Alice 248
East Coast Tunnbrod 426
South Coast Paviova 26
South Coast Singaporean Hokkien Fried Mee 68
South Coast Boston Crab Meat 144
East Coast Inlagd Sill 432
East Coast Chai 504

10 Morth Coast Gudbrandsdalsost 346
East Coast Queso Cabrales 146

12 East Coast Chai 364
13 West Coast Teatime Chocolate Biscuits 10540
14 East Coast Ornginal Frankfurter griine Solle 25
15 East Coast Cdte de Blaye 216
16 East Coast Teatime Chocolate Biscuits 50
17 Waest Coast Réd Kaviar 140
18 East Coast Gumbéar Gummibarchen 144
19 East Coast Gorgonzola Telino 912
20 |East Coast Faté chinois 236
Morth Coast Gnocchi di nonna Alice 202

22 East Coast Tourtiére 393
23 East Coast Gustafs Knackebréd 17g
24 East Coast Perth Pasties 160
25 Morth Coast Sasquatch Ale 581
26 [East Coast Wimmers gute Semmelknédel 579
27 East Coast Chang 1744
28 |East Coast Paviova 816

2.

3.

Select any cell within the data list

Select Insert-PivotTable

Select OK

Tip 16: Show Pivot Report Filter Page Edited

An empty PivotTable will open on a new worksheet. Refer to the PivotTable field list and place the fields as

follows

a.
b.
c.

Branch
Product Name
Product Sales

Report Filter Area
Row Labels Area
Values Area
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6. Your PivotTable will now appear as follow
A B _
1 Branch (Al sl
2
3 Row Labels '~ | Sum of Product Sales
4 |Boston Crab Meat 144
5 [Chai 868
6 Chang 1744.2
7 |Céte de Blaye 216
8 |Gnocchi di nonna Alice 449.71
9 Gorgonzola Telino 912
10 | Gudbrandsdalsost 3456
11 | Gumbar Gummibarchen 144
12 | Gustafs Knackebrod 179.2
13 Inlagd Sill 432
14 | Maxilaku 432
_‘Ij_]OriginaI Frankfurter griine Softe 24.82
16 Pété chinois 236
17 |Paviova 842 46
18 Perth Pasties 1596
19 |Queso Cabrales 146
20 |Réd Kaviar 140
21 Sasquatch Ale 5814
22 Singaporean Hokkien Fried Mee 68 4
23 Teatime Chocolate Biscuits 10589.8
24 Tourtiére 393
25 | Tunnbrod 4256
26 |Wimmers gute Semmelknddel 57893
27 Grand Total 20052.72
* Note: Branch in the Report Filter
7. You now want to display the Branch details on individual worksheets
8. Go to the PivotTools Options Tab, select Show Report Filter Pages. Select OK
Home Insert Page Layout Formulas Data Rewm 'l.flew Add-Ins BI Tools Design
PivotTable Mame: Active Field: o2 9 Group Selection Al E ] J 3 =] _,Ia ;(1‘. i
PivotTable? Product Name ¥ Ungroup —ad sl
: = o | . ) L] Sort Insert | Refresh Change Data  Clear Select  Move .
@ Field Settings = {3] Group Field &l Slicer = X Source * - -~ PivotTable il
::1 Options Group Sort & Filter Data Actions
! 12y Jshow Report Filter Pages... J‘i ' Carnarvon Tigers
! Generate GetPivotData
The individual Branch details will be displayed on separate worksheets
‘ ‘ 50 Tips & Tricks
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=0 N B W by =

3
10
11
12
13
14
15

16

17
18
19
20
21

Branch East Coast Ei
Product Sales | = | Sum of Product Sales
|Chai 868
| Chang 1744 .2
|Céte de Blaye 216
7 Gnocchi di nonna Alice 248.11
_]Gnrgnnzula Telino 912
| Gumbar Gummibarchen 144
Gustafs Knackebrod 179.2
Inlagd Sill 432
Maxcilaku 432
{Original Frankfurter grine Solke 24 82
|Paté chinois 236
|Pavlova 816
|Perth Pasties 159.6
|Queso Cabrales 1486
Teatime Chocolate Biscuits 49 8
Tourtiére 393
Tunnbrid 426 6
Wimmers gute Semmelknodel 578.93
‘Grand Total 8005.26

22
23

24
25

26

27 |
28
29
30

3

4 rl East Coast .~ North Coast

South Coast .~ West Coast l
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You have created budgets for various branches on different worksheets in your excel spreadsheet. However you are

wondering how you can automatically generate a consolidated budget for all the branches. Well, no need to worry

Tip 17: Data Consolidations

because by using the consolidate option the task of summarizing data from various worksheets is simplified. Below we
explain how that can be achieved.

Applies To: MS Excel 2003, 2007 and 2010

1. Insert a new worksheet
2. Rename Sheet1, Sheet2 and Sheet3 to Branch A, Branch B and Summary respectively
3. Enter the data given in the example below on the Branch A worksheet. The same order and location of the

data must be maintained on all the worksheets

A B C D [ E | F
1 JOE BLOGGS PTY
2 BUDGET REPORT
3 Transport Salaries Advertising |Total
4 January |5 400000.00| 5 600 000.00 | 5 950000.00 | 5 1950 000.00
3 February | 5 200000.00| S 300000.00 | S 120000.00 | 5 620 000.00
7] March S 300000.00] 5 250 000.00 | 5 300000.00| 5 850 000.00
7 April S 100000.00] 5 300000.00 | 5 650000.00| 5 1050 000.00
a8 May S 750000.00| S 200 000.00 | $ 540000.00 | 5 1450 000.00
9 June S 850000.00( 5 300 000.00 | 5 600000.00| 5 1750 000.00
10 Total 52 600000.00] 5 1 950 000.00 | $3 160 000.00 | 5 7710 000.00
4, Enter the data given below on the Branch B worksheet.

A B c D E F

1 JOE BLOGGS PTY
2 BUDGET REPORT
3 Transport Salaries Advertising |Total
4 January | $ 200000.00 | $ 160000.00| $ S00000.00| $ 1160000.00
5 February| $ 140000.00 | $ 200000.00|$ 750000.00 | $ 1090 000.00
6 March | $ 120000.00| $ 340000.00| $ 400000.00| $ 860 000.00
7 April $ 300000.00 | $ 150000.00 | $ 550000.00 | $ 1000000.00
2 May $ 400000.00 | $ 290000.00 | $ 450000.00 | $ 1740000.00
9 June $ 500000.00 | $ 240000.00| § 750000.00 | $ 1590000.00
10 Total $1660000.00 | $2020000.00 | $3700000.00 | $ 7440000.00
5. Select the summary worksheet, click cell B3
6. Select on Data, consolidate(under data tools)

Columns Duplicates Validation =

Text to

27 =
Remove Data

T
=k
5

..... ey

|Consolidate, What-If
Analysis =

Data Tools
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7. The screen shot given below will be displayed
‘Consolidate |2 S
Function:
Sum =l
Reference:
lﬁi!ﬂ Browse...
fﬂrcﬁ:ﬁmgs;
+] s ]
L - :mu
Uise labels in
[~] Top row
[ efteolumn || Create links to gource data
[ o ][ cose |
8. Select the Edit Ref icon and highlight the data range B3:F10 on the Branch A worksheet
9. Press Enter & select the Add button
10. Repeat steps 8 and 9 on the Branch B worksheet
1. The screen shot below will be displayed
[=]
Reference:
Branch 51983167510
All references:
S ees "] )
-
Use labels in
[¥] Top row
Leftcolumn  [¥liCreate links to source data;
(o J[ oose |

12.

Select all the check boxes and then press enter or click OK
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&

The data will then be consolidated on the summary worksheet. The details can be displayed by clicking on 2 or the
expand button as given above.

To consolidate more Branches or worksheets simply repeat steps 8 & 9 but on the appropriate worksheet.

(7= = I PR RN S

18 |
21 |
.24

A B C ' D E F
JOE BLOGGS PTY
BUDGET REPORT
Transport Salaries Advertising  |Total
January $ 600000.00| $ 760000.00| $1750000.00 | $ 3110000.00
February S 340000.00| S 500000.00| S &70000.00| $ 1710000.00
March $ 420000.00| $ 590000.00| $ 700000.00 | $ 1710000.00
April S 400000.00 | S 450000.00 | $1200000.00| $ 2050000.00
May $1150000.00 | $1090000.00 | $ 990000.00 | $ 3230000.00
June $1350000.00 | 5 640000.00| $1350000.00| S 3 340000.00
Total $ 4 260 000.00 | $4 030000.00 | $6860000.00 | $ 15 150 000.00
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Tip 18: Left Function

e

Given that you have a list of names & surnames in a data range and your task is to extract the first letter of the names
as the initial. By using the LEFT text function this supposedly complex task can be executed in one simple step and in
no time at all. The steps below explain how that can be done.

Applies To: MS Excel 2003, 2007 and 2010

1. Refer to the data given below
A B C | D

1 Name & Surname Initial Product Name Product Sales
2 Kehin Moxford Maxilaku 5 4 320.00
3 Jenny Brown Gnocchi di nonna Alice 5 24 80011
4 Helen Marks Tunnbrad 5 4 250.60
5 Gene Fraser Pavova 5 2 604 46
6 Evan Paterson Singaporean Hokkien Fried Mee § 6 805.40
7 Devan Oxford Boston Crab Meat 5 144300
g Kelly Swart Inlagd Sill 5 4 320.00
9 Peter Minster Chai 5 5 044.00
10 |Cathy Johnson Gudbrandsdalsost 5 3 454 .60
11 Sherril Dory Queso Cabrales 5 1466.00
12 Jen Myers Chai 5 364500
13 |Anthia Storm Teatime Chocolate Biscuits 5 10 540 00
14 Frank Smithers Onginal Frankfurter grine Sofle § 2 45582
15 Jackie Hart Cite de Blaye 5 2 165.00
16 Madjia Davids Teatime Chocolate Biscuits 5 4 994 80
2. Select cell B2 and enter the following formula: =LEFT(A2,1)
3. Press enter and copy the formula down

A B | c | D

1 Name & Surname  Initial Product Name Product Sales

2 |Kelvin Moxford K Maxilaku 5 4 320.00

3 Jenny Brown J Gnocchi di nonna Alice 5 24 30011

4 Helen Marks H Tunnbrod 5 4 250.60

5 Gene Fraser G Paviova 5 2604 46

6 |Evan Peterson E Singaporean Hokkien Fried Mee § 6 805.40

7 Devan Oxford D Boston Crab Meat 5 1443.00

8 Kelly Swart K Inlagd Sill $ 4 320.00

9 Peter Minster P Chai 5 5044.00

10 | Cathy Johnson C Gudbrandsdalsost 5 3454 60

11 Sherril Dory S Queso Cabrales 5 1466.00

12 |Jen Myers J Chai 5 3 645.00

13 Anthia Storm A Teatime Chocolate Biscuits § 10 540.00

14 Frank Smithers F Original Frankfurter grine Solte 3§ 2 455 82

15 Jackie Hart J Cote de Blaye 5 2 165.00

16 Nadjia Davids N Teatime Chocolate Biscuits 5 4 994 80

The first letter of the names will be extracted as the intial.In this way one can avoid the watseful and inefficient method
of retyping the initials.
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Tip 19: SUMIFS
—  ®

If you are looking for an easy and yet useful function that can Sum data based on multiple conditions, then look no
further than the Sumifs function. Assuming that you want to calculate the total sales figure for a given month and
region the Sumifs function can be used to produce the desired results. In the example below we explain how that can
exactly be done. (Calculating Total January Sales For The East Coast.)

Applies To: MS Excel 2007 and 2010

1. For this tip-the screen shot below will be used as an example
A B C

1 Sales Report
2
3 Month Region Sales
4 |January East Coast b 23 000.00
5 |January West coast 5 18 000.00
6 |February South Coast 5 9 000.00
7 February South Coast k) 8 000.00

8 |March South Coast 3 20 000.00
9 March South Coast 5 15 000.00
10 April West coast b 17 000.00
11 April West coast b 8 000.00
12 May Morth Coast k) 5000.00
13 May Morth Coast b 4 000.00
14 January West coast 5 8 000.00
15 January East Coast b 9000.00
16 March Morth Coast b 12 000.00
17 January East Coast $ 14 000.00
18

19 Total January Sales For The East Coast

2. Select cell C19 then as below

Home Insert Page Layout Data Review View Add-Ins
FZBB0AE Q@@ S

Insert AutoSum Recently Financial Logical Text Dateé Lookup & Math More Mame
Function =, Used - = > = Time = Reference ~§& Trig~ :L_ln_cl_:iqn_s_' | Man_ag_e_r
Function Library ROUNDDOWN |
012 E4 F | ROUNDUP
| SERIESSUM
[ & 5 - SIGN
1 Sales Report
2 SIN
3 Month Region Sales SINH
4 January East Coast §
5 |January West coast 5 SQRT
& February South Coast 5 SQRTFI
7 February South Coast 5
1 SUBTOTAL
8 March South Coast 5
9 March South Coast $ SUM
10 | April West coast $ SUMIF
11 April West coast 5
12 |May Marth Coast 5
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3. Enter as per screen shot below and select OK
SUMIFS
Sum_range C4:C17] [F%| = {23000;18000;5000;8000;20000;15... ~
Criteria_rangel A4:A17 _iﬁ = {"lanuary™;"lanuary™; February™; F... [
Criterial | “January™ .]ﬁ = "lanuary”
Criteria_range2 B4B17 f&%:| = {EastCoast™;"West coast”™;South Coa:
Criteria2 | "East Coast” ‘ﬁ = "Fast Coast” =
= 45000
Adds the cells spedfied by a given set of conditions or ariteria.
Sum_range: are the actual cells to sum.
Formula result = 46000
Help on this function I OK ] [ Cancel

The total January Sales for the East Coast is $46,000.00. The result has been achieved with relative ease and up to
127 range/criteria pairs are allowed.
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Tip 20: Trim Function
—_—O

Are you frustrated at the prospect of manually removing leading and trailing spaces from data? There is absolutely
no need to worry, because by using the Trim function the wasteful and inefficient method of painstakingly removing
leading and trailing spaces from data can be eliminated. Assuming you have imported data with leading and trailing
spaces into Excel, in this tip we show you how your data can easily be cleaned.

Applies To: MS Excel 2003, 2007 and 2010

1. For this tip, the screen shot below will be used as an example
A B C

1 Employee Number [Name(Before) Name(After)
2 PO B Citty

3 P02 P Cox

4 P03 A Axdford

5 P04 J Alexander

6 P05 Peter Minster

7 P06 T Strydom

8 POT7 Cathy Johnson

9 PO8 A Wilson

10 [PO9 B. Alison

11 /P10 Cathy Perges

12 |P11 Perri Oliver

13 P12 D. Corb

14 P13 Sherril Dory

15 P14 C. Vilders

16 P15 Jen Myers
A7 |P16 Anthia Storm

18 P17 Frank Smithers

19 P18 G. Pitt

20 P19 G. Boddington
2. Select cell C2 and type: =Trim(B2)
3. Press enter and copy the formula down

A B | C

1 |Employee Number Name(Before) Name(After)

2 P01 B Citty B Citty

3 |P02 P Cox P Cox

4 P03 A Axford A Axford

5 |P04 J Alexander J Alexander

6 |P05 Peter Minster Peter Minster

7 P06 T Strydom T Strydom

g8 POV Cathy Johnson Cathy Johnsaon
9 |P08 A Wilson A Wilson

10 |P09 B. Alison B. Alison

11 |P10 Cathy Perges Cathy Perges
12 |P11 Perri Oliver Perri Oliver

13 P12 D. Carb D. Carb

14 P13 Sherril Dory Sherril Dory

15 |P14 C. Vilders C. Vilders

16 |P15 Jen Myers Jen Myers

17 |P16 Anthia Storm Anthia Storm
18 |P17 Frank Smithers Frank Smithers
19 P18 G. Pitt G. Pitt

20 P19 G. Boddington G. Boddington

The leading spaces have been removed from the data after using a simple Trim function. No need to waste
manually removing leading spaces.

‘ EL 50 Tips & Tricks

ON STEROIDS

e by

Volume 6 2012

powered bysage AlChemeX Pg36



Tip 21: Unique Records Only Option
—_—O

Have you ever found yourself in a situation where you have thousands of duplicate values in a column? Perhaps you
were importing client data into MS Excel from an accounting system or simply combining data in MS Excel. But alas,
you end up having duplicates values in a given column. If you are faced with such a dilemma we certainly have a
solution for you. By using the Advanced Filter —-Unique Records Only option you can generate a list of unique
records in a given column. Follow the steps below on how you can remove duplicates by generating a unique list of
values in a column.

Applies To: MS Excel 2003, 2007 and 2010

1. The screen shot below will be used as an example for this tip
ﬁ A B
1 Client No

11 €011
12 | CO
E o
14 |C014
15 |C015
2. Select the Data Tab, then Advanced under the Sort & Filter group
3. Select as per screen shot below
N.B. When selecting the list range, ensure that the cell with the list heading is also selected
Advanced Fitter ==

Action
() Filter the list, inplace
@ Copy to another location

List range: |Sheet215A51: 54515

Criteria range: Faz
| " [ =
o s Sheet2!sBS1: 8BS 15|

[¥] Unique records only

[ o« |[ canca |

4. Select OK

5. Only unique records will be extracted as displayed below in Column B
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A
Client No

B
Client No

001
cooz2
Cco03
Co04
co01
Co06
coov
co0g
co09
c011
12 | CO1z2
13 Coov
14 |C014
15 |C015

oo~ e ke =

001
cooz
Cco03
Co04
Ccooe
coov
coos
co0g
c01
coz2
co14
Cco1s

E C EL 50 Tips & Tricks

Volume 6 2012

" ON STEROIDS

Get powerful
Sage Intelligence
tips and tricks
delivered to your inbox to
improve your reporting skills

powered bysage AlChemeX

Pg38


http://www.alchemex.com/blog/subscribe/

Tip 22: Data Validation-End date Greater than Start
date

Common sense dictates that the End Date of an employment contract should be greater than the Start Date. But alas,
one can easily enter the End Date wrongly in an Ms Excel data range. To ensure that the End Dates are entered
correctly the Data Validation option should be used. Below we explain how by using the Data Validation option the
End Date is set to be greater than the Start Date in a cell.

Applies To: MS Excel 2003, 2007 and 2010

1. The screen shot below will be used for this example
A B C |
1
2 EmpNo |Start Date |End Date
3 |[E00M 200911727
4 EO002 2009/01/03
5 EO003 2008/05/05
6 E004 2008/03/05
T |[E005 2010/09/16
& E006 2011/09/21
9 EO00T 2009/03/05
10 E008 2009/08/05
2. Select the data range C3:C10
3. From the Data Tab, in the Data Tools group, select Data Validation
4, Select as per screen shot below

Data Validation 5]

Input Message | Error Alert |

Validation criteria
Allow:
flf)ate E Igrore blank
Data: .
Fg-ré-ai:er than IZ[
Start date:
53 f*

L]
i

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

o] [ caes
5. Select OK
6. Select Cell C3 and enter 2009/10/20: Since the date entry is less than the Start Date the following error

message will be displayed
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‘Microsoft Excel

(

‘\-\_:-"-}

P The value you entered is not valid.

= =

& user has restricted values that can be entered into this cell.

E“mﬂ__fh'y ; [Cancd] [ Help

Was this information helpful?

7. Select Retry and enter 2009/12/23

You will notice that the date entry has been accepted because it is greater than the Start Date. In that manner
only End Dates greater than the Start Dates will be accepted in the specified data range.

N.B. When entering dates ensure that you adhere to the correct date formats used by Excel in that spreadsheet.

‘ EL 50 Tips & Tricks

7 ON STEROIDS

Volume 6 2012

mesnSage Alchemex

Pg40



Tip 23: Advanced Filter
e "

Have you ever tried to filter data based on multiple and complex criteria yet without any success? Thus you are

frustrated that the Excel Autofilter Option is not yielding the desired results. Well, the Advanced Filter Option is the

solution to your problem.

The Advanced Filter Option can extract data based on user defined criteria across multiple columns of data. Follow
our step by step instructions as we explain how that can be achieved.

Applies To: MS Excel 2003, 2007 and 2010

1. Based on the screen shot below we explain how data that meets the given criteria can be filtered
= A B C D E F G H I
1 Data Set Criteria

2  Sales Person  Category Name Product Name Product Sales Sales Person  Category Name  Prodwct Name  Product Sales
3 Anderson P Confechions Maxdaku H 48000 Paters, K Grans/Careals =400
4 Johnson. A Saeafood Gnocchi di ronna Alice 5 2130 Johnson, A Seafood =300
5 Peters. K Grans/Cereals  Tunnibrid 5 432.00

6 Bonders. P Confactions Pardoa H] 291.90

T Hewson. L Grams/Cereals  Singaporean Hokhkien Fried Mes 5 448.00

B Peters. K Grains/Cereals  Boston Crab Meat -1 350.00

9 Parks. M Seafood Indagd Sil 5 75.00

10 Anderson. P Beverages Chai 5 124.00

11 Johnson. A Saafood Gudbvandsdalsost 5 432.00

12 Paters. K Grans/iCereals  CQueso Cabrades ] 504 00

13 Bonders. P Beverages Chai 5 345 60

14 Hewson. L Confections Teatime Chocolate Brscusts 5 146.00

15 Lavin, T Condimants Onginal Frankheter grine Sole H 36400

16 |Perks. M Bevarages Cdte de Blaye 5 10 540,00

17 Anderson. P Confections Teatime Chocolate Biscuis 5 X

18 Johnson, A Seafood Rod Kandar 5 240.00

19 | Peters. K Grams/Cereals  Gumbar Gummibarchen 5 49.80
2. Select Data then Advanced under the Sort & Filter group
3. Select as below

Advanced Filter . @

Action

() Filter the list, in-place
@ Copy to another location

List range: 2009' 5.-5.52 5:13519 _

Criteria range: '2009'|5F52 5154

Capy to: 5'5:F5?:515? =

[ Unigue records only

[ ok || cancal |

4. Select OK

5. The data will be filtered based on complex user defined criteria as displayed by the screen shot below
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A B C D

1 Data Set

2 Sales Person  Category Name Produet Name Product Sales
3 Anderson. P Confections Maxlaiku 5 480.00
4 Johnzon, A Seaload Gnocchi & nonna Alice & 212800
5 Paters. K Grams/iCereals  Tunnbedd 5 432 .00
6 Bonders. P Confections Padova 5 291.90
T MHewson L Grams/iCereals  Singaporean Hokkien Fred Mee 5 448 00
8 Peters K Grains/Cereals Boston Crab Meat £ 350,00
9 Parks. M Seafood Intagd Sill H T6.00
10 Anderson. P Beverages Chai $ 14400
11 Johnson. A Seafood Gudtrandsdalsost 5 43200
12 Paters, K Grans/Cereals  Queso Cabeales L1 S04 00
13 Bonders. P Bevarages Cha 5 345 60
14 Mewson, L Condections Taatime Chocolate Biscus 5 146.00
15 Lawn. T Condsments Cnginal Frankfurter grine Solie 5 36200
16 Parks. M Beverages Cite de Blays 5 10 540.00
17 Anderson. P Confections Teatima Chocolate Bescuts 5 29.20
18 Johnson. A Seafood Rod Kaiar 5 240.00
19 Paters. K Grans/iCereals  Gumbidr Gummibarchen § 4980

F | G | H 1
Criteria
Sales Person  Category Name  Produerf Name  Produet Sales
Paters. K Grains/Ceraals =200
Johnson A Sealood =300

Sales Person _Category Name

Product Name  Product Sales

N.B. Ensure that the data in the criteria set is of the same format as in the data set.
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As an accountant, do you struggle to easily categorize debtors based on how much they owe your company? If you

do, your struggles are over as we have a solution for you. The Conditional formatting —Icon Sets option creates
visual effect in your data and helps to see how the value of a cell compares to other cells. In the example below we

Tip 24: Icon sets — Conditional formatting

categorize the debtor balances as follows: Red for >=$50,000, Yellow for >= $25,000,
Green for < $25,000.

Applies To: MS Excel 2007 and 2010

1. The screen shot below will be used for this example
A B C
1 Debtor's Name Product Name Balance
2 Anderson. P Maxilaku 5 70 000.00
3 |Johnson. A Gnocchi di nonna Alice 5 60 000.00
4 Peters. K Tunnbrod 5 40 000.00
5 Bonders. P Pavova 5 22 000.00
6 Mewson. L Singaporean Hokkien Fried Mee 5 35 000.00
7 |Lavin. T Boston Crab Meat 5 43 000.00
8 Perks. M Inlagd Sill 5 99 000.00
_E?JAnderson_ P Chai 5 34 000.00
10 Johnson. A Gudbrandsdalsost 5 20 000.00
11 Peters. K Queso Cabrales 5 19 000.00
12 Bonders. P Chai 5 15 000.00
13 Newson. L Teatime Chocolate Biscuits 03 34 000.00
14 Lavin. T Original Frankfurter grine Softe 5 17 000.00
15 Perks. M Cdte de Blaye 5 52 000.00
16 Anderson. P Teatime Chocolate Biscuits 5 55 000.00
17 Johnson. A Rod Kawviar 3 80 000.00
18 Peters. K Gumbar Gummibarchen 5 20 000.00
19 Bonders. P Gorgonzola Telino ) 10 000.00
20 Newson. L Paté chinois 5 7 000.00
21 Lavin. T Gnocchi di nonna Alice 23 29 000.00
22 Perks. M Tourtiére 5 28 000.00
23 |Anderson. P Gustaf's Knackebrod 5 59 000.00
24 Johnson. A Perth Pasties 5 13 000.00
2. Highlight the data range C2:C24
3. Select the Home Tab and as per screen shot below

Conditional § Format Cell Insert Delete Format

i) -:.IEL Highlight Cells Rules *

= '_;le_'!{ Top/Bottom Rules

I
EJ Data Bars
EJ Color Scales

‘% __ﬁ ju- :?\ -E_] ;]:I:L?Sum- %T

LJ;;J Icon Sets

5 Sort &
Formatting = s Tabie = Styles = - L Clear = Filter =
Celis Editing
. E
K L M N
L]
Directional
+t2> 3 +t=3$
A = +ANd

5] HNew Rule...
&5 Clear Rules

[H] Manage Rules...

A ANE 4 AN

+Aonud

Shap
aoo
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4, Select Conditional Formatting under the Home Tab then Manage Rules

5. Select Edit Rule, then as per screen shot below

'&Eiﬂ'l""' g RlE : = .
Select a Rule Type:

> Format all cells based on ther 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 all cells based on their values:

ot conses  [<]

Icon Style: l PR ;_l [ show lcon Only

Display each icon according to these rules:
Value Type

Icon

[0 ) wes Lol fom [ ieme
when < 50000 and »= E 25000] ﬁ [rumber |_T_|
e <z

6. Select OK twice. The final result will be as displayed below
A _ B _ c
1 Debtor's Name Product Name Balance
2 Anderson. P Maxilaku @3 70 000.00
3 Johnson. A Gnocchi di nonna Alice @5 6000000
4 Peters. K Tunnbrad © % 4000000
5 |Bonders. P Pavova @5 22000.00
6 Newson. L Singaporean Hokkien Fried Mee o 35000.00
7 |Lavin. T Boston Crab Meat % 4300000
8 Perks. M Inlagd Sill @3 99 000.00
9 Anderson. P Chai Q% 34 000.00
10 Johnson. A Gudbrandsdalsost @5 20000.00
11 Peters. K Queso Cabrales @5 19 000.00
12 |Bonders. P Chai @53 15 000.00
13 Newson. L Teatime Chocolate Biscuits % 3400000
14 |Lavin. T Original Frankfurter griine Sofie @3 17 000.00
15 |Perks. M Céte de Blaye @S5 5200000
16 Anderson. P Teatime Chocolate Biscuits @3 55000.00
17 Johnson. A Rad Kaviar @5 80 000.00
18 Peters. K Gumbar Gummibarchen @5 20000.00
19 |Bonders. P Gorgonzola Telino @5 1000000
20 |Mewson. L Pité chinois @3 7 000.00
21 |Lavin. T Gnocchi di nonna Alice Q3% 29 000.00
22 Perks. M Tourtiére ©S% 2800000
23 Anderson. P Gustaf's Knackebrod @5 5900000
24 Johnson. A Perth Pasties @3 13 000.00
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Tip 25: Subtotal Command
e "

Do you struggle to compile a report of Total Sales Per Product? If your answer is yes, then the Subtotal Command
can be the solution to your problem. The Subtotal Command automatically applies grouping and subtotals into a data
list, using the specified summary function. Follow the steps below as we explain how that can be done.

Applies To: MS Excel 2003, 2007 and 2010

1. Using the screen shot below we are going to create a Total Sales Per Product Report
A B C D E
1
2 Product Name Date Quantity Unit Price Product Sales
3 Alice Mutton May 28, 2009 5 80.00 § 60.00 S 4 800.00
4 Alice Mutton April 30,2009 5 95.00 § 60.00 & 5 700.00
5 Alice Mutton April 12,2009 5 100.00 S 60.00 5 6 000.00
6 Aniseed Syrup March 25, 2009 5 90.00 5 28.00 5 2 520.00
7 Aniseed Syrup March 06,2009 5 300.00 S 28.00 § 8400.00
& Blue Cheese March 07, 2009 5 40.00 § 34.80 § 1392.00
9 Blue Cheese April 11, 2009 5 40.00 § 34.80 § 1392.00
10 Blue Cheese May 12, 2009 S 40,00 5 34.80 5 1392.00
11 Blue Cheese May 23, 2009 S 40,00 5 34.80 5 1392.00
12 Camembert Pierrot March 04, 2009 5 40.00 § 50.00 § 2 000.00
13 Camembert Pierrot March 20, 2009 5 40.00 § 50.00 § 2 000.00
14 Camembert Pierrot May 14, 2009 S 45.00 5 50.00 5 2 250.00
15 |Chai April 15, 2009 5 250.00 S 60.00 S 15 000.00
16 |Chai May 01, 2009 S 250,00 S 60.00 S 15 000.00
17 Chai May 08, 2009 5 400.00 § 60.00 & 24 000.00
18 |Chai May 19, 2009 5 60.00 & 28.00 & 1680.00
2. Sort the list in ascending order by Product Name column
3. Select as below
“ HEsE ey Fage Lasut Faimulag v Wik Ada-ag B Tealy PowerPoeat
el & B B3 uE Y, L R E = B EE E i
From  From  From From Other | Existing Eefresh ii Sort Filter oy 3 Tedto  Remove Dta Condobidste Whatll | Group Ungroup Bubtotal
Apcess ‘Web  Ted  Sources ~  Comnedlions An = Y Advanced | Cojumna Duplicates Validation = Anakyiis = - -
4. Then as below
Subtotal |
At each change in:
Product Name E
Use function:
| Sum E
Add subtotal to:
|| Product Name -
Floste
|| Quantity
[ Unit Price
[¥] Replace current subtotals
[7] page break between groups
[] summary below data
(aemen ][]

‘ EL 50 Tips & Tricks

ONSTEROIDS VOIume 6 2012 poweredbysa.ge AlChemeX Pg45



- ®

5. The Total Sales Per Product report will be generated as below
A B C D E
1
2 Product Name Date Quantity Unit Price Product Sales
Tl 3 |Alice Mutton May 28, 2009 $ 80.00 $ 60.00 $ 4 800.00
4 |Alice Mutton April 30,2009 $ 95.00 $ 60.00 S 5700.00
+ | 5 Alice Mutton April 12,2009 §  100.00 § 60.00 S 6 000.00
[=] | & Alice Mutton Total $ 16 500.00
I- EAniseed Syrup March 25, 2009 $ 90.00 § 28.00 S 2520.00
. | 8 Aniseed Syrup March 06, 2009 § 300.00 S 28.00 S 8400.00
[=] | 9 Aniseed Syrup Total 5 10920.00
[ - | 10 Blue Cheese March 07,2009 S 40,00 $ 34.80 $ 1392.00
11 Blue Cheese April 11, 2009 & 40.00 S 34.80 S 12392.00
12 Blue Cheese May 12, 2009 5 40.00 & 34.80 5 1392.00
+ | 13 |Blue Cheese May 23, 2009 S 40.00 5 34.80 S 1392.00
[=] 14 Blue Cheese Total 5 5568.00
[ 15 Camembert Pierrot March 04, 2009 $ 40.00 S 50.00 S 2000.00
16 Camembert Pierrot March 20, 2009 S 40.00 $ 50.00 S 2000.00
- | 17 camembert Pierrot May 14, 2009 $ 45.00 $ 50.00 $ 2250.00
[=] | 18 Camembert Pierrot Total 5 6250.00
[ - | 19 chai April 15,2009 $§  250.00 § 60.00 S 15 000.00
20 Chai May 01,2009 §  250.00 $ 60.00 $ 15 000.00
21 Chai May 08,2009 §  400.00 §$ 60.00 $ 24.000.00
- | 22 |chai May 19, 2009 $ 60.00 $ 28.00 $ 1680.00
[=] |23 chaiTotal §  55680.00
[=] 24 Grand Total 5 94 918.00

N.B. The list should be sorted by the Product Name column. Click 1 to display the Grand Total,2 to display the Product
Totals,3 to display the entire report.
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Tip 26: Opening a workbook on a specific worksheet

-  ®

Assuming you have one frequently used worksheet in a big workbook, wouldn’t you prefer to land on that specific
worksheet when opening the workbook? By creating the simple macro given below, one can land on a specific work-
sheet and even a specific cell when opening a workbook. Follow the steps below as we explain how this can be done.

Visual Basic Coding:

Private Sub Workbook_Open()
Sheets(“Sheet1”).Select
Range(“A1”).Select

End Sub

Applies To: MS Excel 2003, 2007 and 2010

1. Open Microsoft Excel

2. Press Alt + F11

3. This will open the VISUAL BASIC Editor

4, On the far left, under Microsoft Excel Object, select ThisWorkbook

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

6. In the second line of the coding, change Sheet1, to the sheet name (tab) you wish to land on
Project - VBAProject .!‘.j |Wurkbooic _:J |Dpen _f_]

= E — E Private Sub Workbook Open() izl
3--5 VBAProject (Example.xlsm) Sheets ("Sheetl") .Select

B-55 Migrosoft Excel Objects Range ("Al1") .Select
] sheet1 (Sheeti) End Sub
i HH] Sheet2 (Sheet2)

Properties - ThisWorkbook _)_Cj
7. In the third line of the coding, change A1, to the cell you wish to land on
8. From the Menu bar, select File, Close and Return to Microsoft Excel
9. Save and close the Microsoft Excel workbook
10. Ensure you save the workbook as an Excel Macro-Enabled Workbook (*.xIsm)
1. The next time you open the workbook, it will open on the specific worksheet and cell

N.B. Ensure that your Macro Settings are not disabled under the Macro Settings Option. To set your Macro security
level, follow the steps below.
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On the Office/File tab, select Options

On the left side of the dialogue box,select Trust Centre
Select the Trust Centre Settings button

On the left side, select Macro Settings

Select Disable all macros with notification

What is your Excel 1Q?

Take the Excel on Steroids test here.
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Tip 27: Sum Values Based on Cell Colour
—_—O

Have you ever tried to Sum data values based on cell color, but without any success? Perhaps you have allocated
colors to values representing cost centers and would like to sum based on the cost centers. Well, by using the Subto-
tal function and the Data Filter option one can sum data values based on cell color. Follow the steps below as explain
how that can be done.

A B C D
Total Sales Per Cost Centre

Cost Centre | Sales

[i=R==RE R= REE B SRS R R

§ 568.00
§ 6500.00
$13 558.02

o
DPEPrrO0D0000F>rrPrrP00D000DEP>E

P2
(5]
—

otal

Applies To: MS Excel 2003, 2007, and 2010

1. With reference to the screen shot above select cell C23
2. Enter the formula as; =SUBTOTAL (9, C4:C22)
a. 9 = Sum, 1 =Average, 4 =Max, 5 = Min, 2=Count
b. C4:C22 represents the data range
3. Select any cell within the data list
4, Select the Data tab, and then Filter under the Sort & Filter group
5. Select as per screen shot below
5
3| _Cost{:ent_"' Sales I :il

‘%l Sort Smallest to Largest
ﬁl Sort Largest to Smallest
Sort by Color L

[ 2ar Filter Fre Sale |
Filter by Color " | Filter by Cell Color |
Mumber Filters 4 E

earch 5
—
—

-] $568.00 |_|
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7.

The result will be that the sum for the cost centre-A (Green) will be displayed

Cost Cent ~ | Sales E

g}}}}}}}}

I § 202294.24

To display the sum for other cost centres, repeat step 5 and select other colors
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Tip 28: Nesting the IF Statement And Function

-  ®

Are you planning on calculating commission for the sales staff, but the thought of creating a spreadsheet with complex
formulae scares you. We have a solution for you, by nesting the IF and the AND functions one can ensure that the set
conditions are met before commission is paid out. Below we explain how commission can only be paid out once the
following conditions are satisfied.

. Actual Sales is greater than or equal to Target Sales
. Employee falls under the Comm structure
_ A B C D E : F

1| Commission Report
2
3 |Initial Surname |Structure |Actual Sales |Target Commission
a M Maidoo Comm s 70 000.00 | 5 60 000.00
5 M Effort Comm S 60 000.00 | & 55000.00
6 K B Nixon Basic 5 65000.00|% 80000.00
7L Swartz Basic S 80 000.00 | 5 70 000.00
a8 K Belford Comm S 90 000.00 | 5 65 000.00
9 |J Moxford Basic ] 67000.00| 5 77 000.00
10 H Brown Comm 5 65 000.00 | 5 60 000.00
11 |G Marks Comm 5 B0 000.00 | % 85000.00
12 F Fraser Comm 5 BRO00.00|% B0O000.00
13 |E Jackson Comm 5 69 000.00 |5 72 000.00
14 D Peterson Basic S B2000.00|% 78000.00
15 K Oxford Comm 5 84 000.00|% 85000.00
16 | Total

Applies To: MS Excel 2003, 2007 and 2010

1. The screen shot above will be used for this example

2. Select cell F4

3. Select as per screen shot below

Home Insert Page Layout Data Review Developer

AJ@@@@Q

loglcal Text Date & Lookup& Math More Mame

2 @0 @

AutoSum Recently Financia

Lo Used ~ Time =~ Reference = & Trig = Functions = = Manager
F4 il
A B
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4, Enter formulae as given below
Function Arguments (=
IF

Logical_test |AND(D4>=E4,C4="Comm") = TRUE

Value_if true | 10%%D4 = 7000

value_if_false |0 =0

= 7000
Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Valve_if_false is the value thatis returned if Logical_test is FALSE. If omitted,

FALSE is returned.

Formula result = § 7 000.00

H n _this function [ OK ] [ Cancel

5. Select OK

6. Copy the formula in cell F4 down to cells F5:F15

7. Select cell F16 and type =Sum (F4:F15). The final answer will be as per screen below

A B e D E F

1 Commission Report
=
3 Initial Surname |Structure |Actual Sales |Target Commission
4 M Naidoo Comm S 70000.00| S 60000.00|5% 7 000.00
5 _|"u"| Effort Comm 5 60 000.00|5 55000.00(5 6 000.00
6 K B Nixon Basic % 6500000|S% 80000.00|S5S -
7L Swartz Basic $ 80000.00|5 70000.00|5 =
8 K Belford Comm S 9000000|% 6500000(S S 000.00
9 Moxford Basic $ 67000.00|5 77000.00|5 %
10 H Brown Comm S 6500000|5 6OO00.00(S 6 500.00
11 |G Marks Comm S 80000.00| S 85000.00|5% -
12 F Fraser Comm S BBO000D0O0|S 80000.00(S 8 800.00
13 E Jackson Comm S 6900000|S% 7200000|S5S -
14 D Peterson Basic $ 82000.00|5 78000.00|5 -
15 K Oxford Comm S 84 000.00 | S 85 000.00 | S -
16 Total 5 37 300.00
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Tip 29: Summing Up Positives-Negatives Per GL
Account

Ever tried to sum up all the positives/negatives in a column per GL account and per month? If the task is done manu-
ally it will certainly turn out to be boring and repetitive. However by using the Sumif function this seemingly boring and
complex task can be simplified. Follow our example below as we show you how. The screen shot below will be used

to illustrate this example.

W e =l [0 |f (W |k |

A B C D E

GL Account January February |March April

100020 ¢ .50000.00| $100000.00| % 97000.00|% -87000.00
100021 S 75000005 96000005 89000.00|5 -75000.00
100022 ¢ .85000.00| S -88000.00| % 77000.00|%  79000.00
100023 S 93000.00| 5 -77000.00| 5 -45000.00| 5 -44000.00
100024 ¢ 75000.00| S 69000.00|% 67000.00|% -44000.00
100025 S 50000.00| 5 -54000.00| 5 -57000.00| 5 84000.00
Total Positives

10 Total Negatives

Applies To: MS Excel 2003, 2007, and 2010

1.

Select cell B9 and enter the following formula: =SUMIF(B3:B8,”>0")

2. Copy the formula across to cell E9

3. This will give you the total positives for all the months as per screen shot below

4, Select cell B10 and enter the following formula: =SUMIF(B3:B8,”<0”)

5. Copy the formula across to cell E10

6. This will give you the total negatives for all the months as per screen shot below

A B £ D E

1
2 GLAccount |lanuary February |[March April
3 1100020 $ -60000.00 | $ 100000.00| S 97000.00| 5 -87000.00
4 100021 S 75000.00(5 96000.00 (S 89000.00(5 -75000.00
5 100022 5 -85000.00| 5 -88000.00| 5 77000.00| S 79000.00
6 (100023 S 93000.00| 5 -77000.00 | 5 -45000.00 | S -44000.00
7 1100024 5 76000.00| 5 69000.00| 5 67000.00|5 -44000.00
g |100025 $ 50000.00| $ -54000.00| $ -57000.00| 5 84000.00
9 Total Positives | $ 294000.00 $ 265000.00 $ 330000.00 $ 163 000.00

10 Total Negatives | NRUUO OO OOUOS R UO0)
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Tip 30: Sorting Worksheets In Alphabetical Order
—_—O

Are you looking for one click to quickly sort your worksheets in alphabetical order? Instead of dragging and manu-
ally arranging the worksheets, by using VB for Ms Excel worksheets can quickly be rearranged in alphabetical order.
Bear in mind that Excel has no in built function to sort worksheets. Therefore if you have a workbook with many work-
sheets the task of rearranging your worksheets has been simplified. Follow our step by step instructions on how that
can be done.

Applies To: MS Excel 2003, 2007, and 2010
1. Press ALT + F11 to open VB for Excel
2. From the Menu bar, Select Insert -Module

#9 Microsoft Visual Basic - PERSOMAL.XLSE - [Modulel (Code)]

# File Edit Is!wl Insert IFgrmat Debug Bun Tools Add-Ins Window Help
£ ™ R e Erocedure... @ W B A &  Lnl Coll
Project - VBAProject @ UserForm =neral)
“ET- . |
3. On the right hand side copy & paste the Visual Basic coding below
Sub Sortsheets()

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

sCount = Worksheets.Count

If sCount = 1 Then Exit Sub

For K=1 To sCount - 1

For L=K+ 1 To sCount

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

End If
4, From the Menu bar, select File, Close and Return to MS Excel
5. Press ALT + F8 to get a list of macros
6. Select Sortsheets
7. Select Run
N.B
. When saving the workbook Save As Macro Enabled Workbook
. Ensure that you set the appropriate macro security level
o] Select the Office Button
o Select the Excel Options button
o] On the left side of the dialogue box, select Trust Centre
o] On the right side, select the Trust Center Settings button
o] On the left side ,select Macro settings
o] Select Disable all macros with notification
o] Select OK,0K
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Tip 31: Tracking Sales Agents Performance Using
Conditional Formatting

Are you looking for a smarter way of monitoring the performance of Sales Staff? By using Conditional Formatting
one can apply formulae to a range of data. Only the data where the result of the formula is positive will be formatted.

In that way it will be easy to monitor the performance of Sales Staff. In the example below we use Conditional Format-
ting to format cells with green if the target has been met and red if the target has not being met.

Applies To MS Excel: 2003, 2007 and 2010

1. For this example reference will be made to the screen shot below
A B C

1 Sales Report

2 Sales Person Target Actual Sales

3 Anderson. P 5 100000 5 1200.00
4 Johnson. A 5 900.00 % 700.00
5 Peters. K 5 100000 3% 1 300.00
6 Bonders. P 5 100000 § 1100.00
7 Mewson. L 5 110000 § 1300.00
8 Lavin. T 5 100000 % 900.00
9 Perks. M 5 100000 3% 800.00
10 Allan.L 5 100000 % 1500.00
11 Edwin.C 5 100000 5 2000.00
12 Mancy.J 5 g00.00 35 700.00
13 |Purity | 5 70000 5 700.00
14 |Charles.C 5 100000 3% 930.00
15 Steve A 5 100000 % 1000.00
16 Mike. B 5 100000 5 700.00
17 |Debra H 5 100000 5 1 050.00
18 [lan.M b 110000 5 1 250.00
19 |Brian.J $ 120000 § 1350.00
20 |Alice B 5 50000 5 945.00
21 Joshua T 5 84000 35 700.00
22 Charlene A 5 78000 5 990.00
23 Daniel P 5 100000 3% 1400.00
24 Chris.M 5 100000 % 790.00
25 |Sean.| 5 100000 5 800.00
2. Select the data range A3:C25
3. Select the Home Tab and as per screen shot below

¥ |5 5

Conditional §§ Format Cell

Formattins' s Table = Styles ~ |

b _:'g} Highlight Cells Rules » |

| __lﬁmi Top/Bottom Rules  *

E’ Data Bars »

EJ Color Scales 3

: I é; Icon Sets 3

Iﬂ New Rule... l

_‘f} Clear Rules L4

ﬂ Manage Rules...
4. To identify employees who have met or exceeded the target refer to the screen shot below
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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 unigue or duplicate values
- Use a formula to determine which cells to format

Edit the Rule Description:

Co ) Com

5. Select OK

6. To identify employees who have not met the target
a. Repeat steps 2 & 3 above

7. Then select as below

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

» Lse a formula to determine which cells to format I

Edit the Rule Description:

Format values where this formula is true:

:=$:3 < §83

- =

8. Select OK

9. The result will be as below
A B (5

1 Sales Report

2 | Sales Person Target Actual Sales

i

5

6

7

8
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Tip 32: Highlighting Duplicates

-  ®

Looking for a quicker way of highlighting duplicates in a data range? Then look no further than the Highlight

Duplicates conditional formatting option. Having duplicates in a data range can lead to disorganization and confusion

in your data list. Follow the steps below as we explain how your data can be cleaned up by removing duplicates.

Applies To: MS Excel 2003, 2007, and 2010

1.

(=0 RN =2 RE S, RS FVRN LN P

3.

P01
Po2
P03
P04
P05
P04
Po7
P08
P09
P10
P11
P12
P13
P14
P15
P16
Po7
P18
P19

For this example; reference will be made to the screen shot below

A

Staff Code

Select the data range A2:A20

Select the Home Tab and as per screen shot below

I EEIBE

lr:!tl .Z Aute
: @] Fin~

Conditional | Format Cell Insert Delete Format

:é Highlight Cells Rules *

Formatting | as Table v Styles » - - - 2 Clea

=
== Greater Than...

_l—ﬁmi Top/Bottom Rules » _:lé Less Than...

;EI Data Bars » Ej Between...

b :ll Equal To...
% Color Scales —ﬂ £q

5.

New Rule..,

LClear Rules 3

Manage Rules...

» L._:QI Text that Contains...

=1| Duplicate Values...

More Rules...

Select OK
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A

1 Staff Code

2 P

The duplicate values can then be deleted

Check out the other
Excel courses we offer
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Applies To: MS Excel 2003, 2007, and 2010

1. Reference will be made to the screen shot below. We are going to retrieve the Commission Rate for P9

Tip 33: Index Match
S ———EEE—

Vertical Lookup is one of the commonly used MS Excel functions. But it has limitations in that the main search criteri-
on needs to be in the first column. However by using a combination of MATCH and INDEX, you can return values from
an array regardless of what information is in the first column of the array. Follow our example below as we explain how
you can use MATCH and INDEX as an alternative to the Vertical Lookup.

MATCH: Returns the relative position of an item in an array that matches a specified value in a specified order.
INDEX: Returns a value or reference of the cell at the intersection of a particular row and column, in a given range.

| & B (& E
1 Name Staff Code Commission
2 Kerry P1 25% Staff Code P9
3 |lohn P2 15%
4 Peter P3 8%
5 Lionel P4 14% Commission
6 Sandy P5 26%
7 Alex PG 19%
8 Darien P7 22%
9 Mary P8 16%
10 Anne P9 27%
11 Candice P10 5%
12 Mark P11 14%
2. Select cell F5
3. Select as below
m Training Data Review
“egleg|@ @
Text Date &ff Lookup & § Math More
- Time = fReference ~@% Trig ~ Functions =
%_ADDRES; g hung) -l
INDEX(A2:C1]  pgeas L
D || CHOOSE ¢
| COLUMN
s
| COLUMNS
GETPIVOTDATA
o HLOOKUP
HYPERLIMK
4., Select as below
Select Arguments
INDEX

This function has multiple argument lists. Please select one of them.,
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In the first option the data array is only based on one data range
In the second option the data array is based on multiple data ranges

5. Enter as below
Function Arguments B
INDEX
Array .a.zc-_lz .. = {Kerry","P17,0.25; John","F2",0.15;...
Row_num | MATCH(-2,62512) [ - o
Column_num .3. =5

= 0.27

Returns a value or reference of the cell at the intersection of & particular row and column, in & given range.

Column_num selects the column in Array or Reference from which to return a value, If
omitted, Row_num is required.

Formula result = 27%
Help on this function [ oK _] [ Cancel
6. Select OK
7. The answer will be 27% as given below
A | 5 _ & D E | F
1 Name Staff Code Commission
2 Kerry P1 25% Staff Code P9
3 |John P2 15%
4 Peter P3 8%
5 |Lionel P4 14% Commission 27%
6 Sandy P5 26%
7 Alex P6 19%
8 |Darien P7 22%
9 Mary P8 16%
10 |Anne P9 27%
11 _Candice P10 5%
12 Mark P11 14%

‘ EL 50 Tips & Tricks

foNsTEROIDS ~ Volume 6 2012 = Oage Alchemex

Pg60



Tip 34: Using Data Validation to Ensure the end Date
is Greater than the Start Date

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

. Provide users with a drop down list of choices (so they can’t input data incorrectly)
. Restrict entries to a specific type or size

In the example below we are going to use Data Validation to ensure that the End Date is always greater than the
Start Date.

Applies To: MS Excel 2003, 2007 and 2010

1. Reference will be made to the screen shot below

A 8 c |
Contract Workers
EmpNO  Start Date End Date
E0O1 2009/01/01
E002 2008/05/03
E003 2010/04/05
E004 2010/03/01
E005 2010/04/05

2. Select the data range C3:C7

Ny R W N e

3. From the Data tab, in the Data Tools group, select Data Validation

4, Select as below

Data Validation

Settings | Input Message | Error Alert |

Validation criteria

Allow:

Date E Ignore blank
Qatﬁ:

greater than B

Start date:

83

| Apply these changes to all other cells with the same settings

o J (o ]

5. To enter the input message so that users are aware about the Data Validation rules, enter as per screen shot
below

Data Validation (2 ]=s

Settings I Ineut Messaﬁe ! Error Alert

Show input message when cell is selected

When cell is selected, show this input message:
Title:
End Date|
Input message:
bleaéé e.nsur"e that the End Date is greater than the Start Date -
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6. To input an Error Alert message enter as below
Data Validation B
Settings | Input Message I Erraor Alert I

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:

Style: Title:
|Stop E[ |End Date
Error message:
| You have entered invalid .
g | data.Please ensure that the End
X |Date is greater than the Start
5 | Date.

o] [e=

7. Select OK

If the user enters a date value that is less than the Start Date, an error message will be displayed.
Thus the user will forced to enter correct date value.
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When you have many different PivotTables in one report, such as a Business Intelligence (Bl) report that you are

Tip 35: Sharing Slicers Between PivotTables

working with, it is likely that you will want to apply the same filter to some or all of those PivotTables. You can share a

slicer that you created in one PivotTable with other PivotTables. No need to duplicate the filter for each PivotTable!

For example, if you use a Region slicer in PivotTable2 to filter data for a specific Region, PivotTable1 that also uses

that slicer will display data for the same Region.

Applies To: MS Excel 2010

1. This tip will be based on the screen shot below
A | B Cc o] E
1 Region Sales Person Category Name Product Name Product Sales
2 East Coast Anderson. P Confections Maxilaku 3 432.00
3 North Coast Johnson. A Grains/Cereals Gnocchi di nonna Alice 5 248.11
4 [East Coast Paters. K Grains/Ceraals Tunnbrod g 425.60
5 South Coast Bonders. P Confections Padova 3 26.46
6 Mewson. L Grains/Cereals Singaporean Hokkien Fried Mee § 68.40
7 East Coast Lavin. T Seafood Boston Crab Meat 3 144 .00
B West Coast Perks. M Seafood Inlagd Sill 5 432.00
9 East Coast Anderson. P Baverages Chai - 504.00
10 |East Coast Johnson. A Dairy Products Gudbrandsdalsost 5 345 60
11 Morth Coast Peters. K Dairy Products Queso Cabrales g 146.00
12 East Coast Bonders. P Beverages Chai $ 364.00
13 South Coast Mewson. L Confections Teatime Chocolate Biscuits 5 1054000
14 ' West Coasl Lavin. T Condiments Original Frankfurter grine SofRe § 24 82
15 |East Coast Perks. M Beverages Céte de Blaye 1 216.00
16 East Coast Anderson. P Confections Teatime Chocolate Biscuits 5 49.80
17 | South Coast Johnson. A Seafood Rod Kaviar -1 140.00
18 East Coast Peters. K Confections Gumbdr Gummibarchen ] 144 .00
19 |North Coast Bonders. P Dairy Products Gorgonzola Telino 5 912.00
20 |East Coast Neawson. L Meat/Poultry Paté chinois -1 236.00
21 |North Coast Lawvin. T Grains/Cereals Gnocchi di nenna Alice 5 201.60
22 East Coast Perks. M Meat/Poultry Tourtiére g 393.00
23 West Coast Anderson. P Grains/Cereals Gustaf's Knackebrid ] 179.20
24  South Coast Johnson. A Meat/Poultry Perth Pasties 3 159.60

Picture  Clip

At @s Screenshot -

Formulas

Column

To create the first PivotTable select as below

Home Page Layout

hal ElE _L?Shapes' ﬂ iy Line = iy Area v e Line
& T2 smartart @B Piz - |1} Scatter - = Column

Review View Add-Ins

} Bar = o Other Charts = | ["™!'\Win/Loss

] PivotTable IMustrations Charts ] Sparklines
| PivotChart - £ | Dairy Products
F A = = 5
3. Select Ok
4.

respectively

5.
6.
respectively
7. Select any cell within PivotTable2
8.
9. Select the Region field

Select the source worksheet and repeat steps 2 & 3

Select Insert - Slicer under the Filter group
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10. Select Ok
11. Right Click on the Region Slicer and select PivotTable Connections

12. Ensure that both PivotTable1 & PivotTable2 are selected

i

P?m-tTahFe Connections (Region)
Select FivotTables to connect to this slicer
Mame Sheet
PivotTable1l Sheetl
PivotTable2 Shest2

13. Select OK

14. Select East Coast from the Region Slicer. Only data for the East Coast will be displayed on both PivotTables

Region L3
T —
Horh Coast
South Coast
Wikt Coast
Join the

Excel on Steroids
group on the IH' ww @@@?*
BI Community

Register
ere
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Tip 36: Creating Excel Graphs From Scratch
R ——————————"

Ever tried to create an Excel graph from scratch? You can actually add your own Legend Entries (Series) and
Horizontal (Category) Axis Labels. The location of the data should not hinder one from creating a graph. In the
example below we explain how one can create a Sales Vs Purchases graph from scratch with the data located in
different parts of the worksheet.

Applies To: MS Excel 2003, 2007 and 2010

1. This tip will be based on the screen shot below
A B (= =]

1 Analesis of Manthle Sales & Porchases Sg Branch
2
3
4 Salkes Eaxr L Foral Tales
5 Maich 973,28 55 500.00 12747328
& | Apnl 41242, 21 23 340,00 B4 582.21
T May B2 072.53 MNa30 T3 19183
8 dune S3INTT.57 ETOTON 120 247.68
9 iy 56 47658 1230088 68 TIT.46
W Avigust 567875 46 660,35 WA 3TN0
1l Seprember 57806 72 5355573 7 3251
12 DOctober BST3I5.15 2333000 B83328. 15
13 Nowember 54 007.50 32 22046 86 227.36
¥ December 52 961.04 34 230000 areod
5 Jeresry 67 30, 62 JEDZOED W4 23125
6 Febmsmy 38 300, 05 2460175 52 901, 84
LI E7E 045, Od 42684327 11904 834. 31
W
=]
20
21 FPurcfiases Eamsd Wt Fatal Furchases
22 March 22873.08 3400577 5687885
23 Apil 2338960 29 400,93 47 790,55
24 May 28 629,30 4500077 T3 63067
25 Jure 20 738,00 48 370ET B3 TO8. 67
Z6  July 1B 325.35 Z3Te0.00 43685.35
2T August 24 444 .44 26 60080 5104524
28  September 15 352.50 1245059 36 403,09
28 Derokbwe 2146985 157820 SI04T. TS
30 November 22 Tdd &7 E5830.00 58 634,87
31 December 130 56 2382060 42 835.1%6
32 Jarwsary 33075.73 14 30040 47 376.13
33 Febouary 15 313.55 2382060 3973405
4 FEERTANE] ECTEEEEE] G26 770,52

2. Select any blank cell on the worksheet

3. From the Insert tab, in the Charts group, select Line

4. Select 2-D Line as below

| 2-D Line

=EE=

25| |l (A

Iglls &N chart Types...

5. A blank chart will be inserted

6. Select the blank chart

7. From the Design tab, in the Data group, select Select Data
8. Select the Add button in the Legend Entries (Series) box
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j S DilaSoine
Chart data range: | -

witch Row,

J [’ | j .S_ fColumn -h-,

Legend Entries (Series) Horizontal (Category) Axis Labels
= add Fedt || X Remove & | w || | =Pedt

Hidden and Empty Cells

9. Select as below

= Sales
= 55 500.00, 23 ...

[ oc ][ conce

e
Jerics e
=Analysis! SAS4
Senes values:
=Arl'|§lysis! 5C_$5_:$F:$10

10. Select OK

1. Select Add and as below

.‘Edgl‘l o

Series name:

i=AnaIysis!.5a‘-\$21 = Purchases

Series values:

| =Analysis| $C§22: 50527 5| =34005.77,24...
[ ok ][ cancel

12. Select OK

13. Select the Edit button in the Horizontal (Category) Axis Labels

14, Select as below
ey o
g:dslabelra'me: _
=Analysis| $A§22:$A$33 £®:| =March, Aprl, ...
[ ok ][ cace |
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15.

16.

17.

18.

19.

20.

21.

70000.00

30000.00 +

20000.00 +

1000000 -+

0.00 +

Select Ok

Select OK

From the Layout tab, in the Labels group, select Chart Title
Select Above Chart

In the Chart Title box, enter Sales vs Purchases

Right click on the Chart and select Move Chart

Select New Sheet. A comparison Line graph as below will be displayed

Sales vs Purchases

T T T T v
Mardh April hay June July August
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Are you looking for an alternative to the Sum function that can also ignore hidden values? Then look no further than
the Subtotal function. The Subtotal is a versatile function that:

Tip 37: Subtotal Function

Can be used for a wide range of numerical functions
Ignores other Subtotals within the specified data range

The SUBTOTAL function syntax has the following arguments:

Function_num Required. The number 1 to 11 (includes hidden values) or 101 to 111 (ignores hidden values) that

specifies which function to use in calculating subtotals within a list.

Ref1 Required. The first named range or reference for which you want the subtotal
Ref2, Optional. Named ranges or references 2 to 254 for which you want the subtotal

Applies To: MS Excel 2003, 2007 and 2010

1. This tip will be based on the screen shot below where rows 7-9 are hidden
A B c D E F G
1 Sales Report
2
3 Sales Person | Category Name Product Name Date Quantity  |Unit Pricg Product 5ales
4 Anderson. P |Confections Maxilaku 2005/01/01 60| S 7.20| S 432.00
5 Johnson. A |Grains/Cereals |Gnocchidi nonna Alice 2005/01/01 21| $ 13.90| S 248.11
6 Paters. K Grains/Cereals |Tunnbrod 2005/01/02 a0l & 11.20| S 425,60
10 Perks. M seafood Inlagd Sill 2005/01/07) 15| S 28.80| S 432.00
11 Anderson. P |Beverages Chai 2005/01/07 300 5 16.80| 5 S504.00
12 Johnson. A  |Dairy Products |Gudbrandsdalsost 2005/01/07 23] $ 14.40| S 345.60
13 Peters. K Dairy Products |Queso Cabrales 2005/01/07, 2005 730|585 146.00
14 Bonders. P Beverages Chai 2005/01/14 351 5 10.40| 5 364.00
15 Newson. L Confections Teatime Chocolate Biscuits 2005/01/16 50| §$ 210.80 | 5  10540.00
16 Lavin. T Condiments Original Frankfurter grine Sof%e 2005/01/16 435 730|535 24.82
17 Perks. M Beverages Cote de Blaye 2005/01/16 20|15 12.00| 8 216.00
18 Anderson. P |Confections Teatime Chocolate Biscuits 2005/01/21 2|l 2450| 8 43.80
19 Johnson. A |seafood Rod Kaviar 2005/01/21 14] $ 10.00| § 140.00
20 Total Product Sales Using Sum Function
21 Total Product Sales Using Subtotal Function
2. By using the Sum function the total product sales value will include hidden values
. Select cell G20 and enter the following formula =SUM(G4:G19)
. The answer will be $14,106.79 —this value includes hidden values
3. To calculate the total product sales value that ignores hidden values

Select cell G21 and enter the following formula =SUBTOTAL(109,G4:G19)
The answer will be $13,867.93- this value ignores hidden values
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A B C D E F G

1 Sales Report

2

3 Sales Person | Category Name Product Name Date Quantity _[Unit Price Product Sales
4 Anderson.P |Confections Maxilaku 2005/01/01 60| 5 72058 432.00
5 Johnson.A |Grains/Cereals |Gnocchidi nonna Alice 2005/01/01 21| 5 13.90| S 248.11
6 Peters. K Grains/Cereals |Tunnbrod 2005/01/02 40| 5 11.20( 5 425.60
10 Perks. M Seafood Inlagd Sill 2005/01/07 15| 5 28.80( S 432.00
11 Anderson. P |Beverages Chai 2005/01/07| 30| § 16.80( S 504.00
12 Johnson. A  |Dairy Products |Gudbrandsdalsost 2005/01/07| 245 1440 5 345.60
13 Peters. K Dairy Products [Queso Cabrales 2005/01/07 2005 7.30(5S 146.00
14 Bonders.P |Beverages Chai 2005/01/14 3515 1040| 5 364.00
15 Mewson. L Confections Teatime Chocolate Biscuits 2005/01/16 50| $ 210.80 | §  10540.00
16 Lavin. T Condiments original Frankfurter griine SoRe 2005/01/16 4% 730|%5 24.82
17 Perks. M Beverages Céte de Blaye 2005/01/16 2005 12005 216.00
18 Anderson.P |Confections Teatime Chocolate Biscuits 2005/01/21 215 2490| S 49.80
19 Johnson, A Seafood Réd Kaviar 2005/01/21 14| 5 10.00| S 140.00
20 Total Product Sales Using Sum Function $ 14 106.79
21 Total Product Sales Using Subtotal Function $ 13867.93

The table below provides more details on the function numbers and the respective functions

Function_num (includes | Function_num (ignores Function
hidden values) hidden values)

1 101 AVERAGE

2 102 COUNT

3 103 COUNTA

4 104 MAX

5 105 MIN

6 106 PRODUCT

7 107 STDEV

8 108 STDEVP

9 109 SUM

10 110 VAR

11 111 VARP
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Tip 38: Using Sparklines to show Data Trends
S ———EEE—

Whilst this is not a PivotTable tool, it is a great tool to use with PivotTables.

New in MS Excel 2010, a sparkline is a tiny cart in a worksheet cell that provides a visual representation of data. Use
sparklines to show trends in a series of values, such as seasonal increases or decreases, economic cycles, or to high-
light maximum and minimum values. Position a sparkline near its data for greatest impact.

Applies To: MS Excel 2010

1. This tip will be based on the screen shot below
A B (] L e s ] T e o s A s ] ECd o, o | o

1
2
3 Sum of Product Sales Column Labels -
4 Row Labels + Jan Feb  Mar  Apr May Jun Jul Aug Sep Oct Mov Dec Grand Total
£ 'Wast Coast IE003 1 BESER 120306 3005134 1344515 11824 146128 1PMT 20 1014985 2508708 1266001 1807362 103506 52
& East Coast 151509 145708 8543 10638 127005 TES4 AL 1TAT405  1059E7 100ET 18 1382205  TASOE Q1215 1B1ATHSE
T | Horth Coast 43003 BIM2  W05S GESENS 128051 BG4 55 1236 B509 2044354 136Z2E2 180TINS 0208 1558124
& | South Coast 105495 96154 TH093  BISAT 1ITI185 58096 12335 165184 1007205 1779655 93204 1T0MH4  14T0S0.25
3 Grand Total BEGUZE H1207.2 399799 5569939 SGEXIT 39088 5546493 498169 5973302 TOIXES 4591036 TTATE.2E  G5B3E8E.TS
10
2. Select Cell O5
3. Select the Insert Tab, and then select Line under the sparklines group
4. Select as below

Create 'Spaﬂ(ﬁl\'ﬁ -ﬂ .

Choose the data that you want

Dats Range: |B5:M5 Eaz

Choose where you want the sparklines to be placed

Location Range: | $0S5 ﬁ

5. Select OK
6. Use the auto fill handle in O5 to copy the chart to cell O8
7. With the data range 05:08 still highlighted select as below

[
Page Layout Formulas Data Review Wiew Developer BITools PowerPivot

: High Point First Point

' Low Paint Last Point M \/\/\ N M /\/ N

i Megative Points Markers
Show Style

The result will be as below

3 Sum of Product Sales  Column Labels -

4 Row Labels v Jan Feb Mar Apr May Jm Jul Ay Sep Ot Moy Dec  Grand Total
§ West Coat 20030 89%64 129395 300513 TME5N5 1124 TMELI 1T 1004085 208708 1266901 1B0TIEZ  MOEDRED Mo
§ /East Coast 191509 5708 843 10638 12005 TRMAS WIMA0S 5167 1906708 1382205 TESOE 211E215  IBNTEE Ao
T North Cozst WOG03 BXMZ 1088 GESA3E 12GBG1 GB4155 1IMMG  ENAD J0M3M 1362282 1607305 MMEHY  1EBILL naoremt
& Souih Coast 05405 9154 0003 BMIT TN A6 11335 1BA1R4 1007205 1TTHRSS G304 TR MTOMDS At
§ ‘Grand Total B669ZE 412072 399799 5569039 SGBIRT  J90BE 5603 4903169 SUMIN01 TUNIRS 4591336 THATEZS GSEMETS
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Tip 39: Worksheet Protection

e

Are there parts of the worksheet that you want protected? For instance you may want to protect cells that contain

formulae. If that is what you intend to do, then Worksheet Protection is the answer.
Worksheet Protection prevents a user from accidentally or deliberately changing, moving, or deleting important data
from a worksheet or workbook. You can protect certain worksheet or workbook elements, with or without a password
. You can then remove the protection from a worksheet as needed. In the example below we show you how to protect
the entire worksheet except the data range C5:C7.

Applies To: MS Excel 2003, 2007 and 2010

1.

This tip will be based on the screen shot below

(%]

D00 = o n |

B [ C | D

Sales Commissions and Incentives
Month: March

Sales Staff per
Region Value of Commission
West Coast 100 000.00
East Coast 35 5 120 00000
Total 55 $ 220 000.00
Unlock cells:
a. Select the range C5:C7
b. On the Home tab, in the Cells group, select Format
C. Select Lock Cell

Protect the worksheet:

On the Home tab, in the Cells group, select Format
Select Protect Sheet

De-Select the option-Select Locked Cells.

Add a password

Select OK

oo oW

You will only be able to select the cells in the range C5:C7
a. The formulas cannot be edited or deleted (C5:D7)

To Un-protect the worksheet

a. On the Home tab, in the Cells group, select Format
b. Select Unprotect Sheet
C. Enter a password if required
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Tip 40: Transpose Function
S ———EEE—

Are you thinking of changing the orientation of a range of cells whilst maintaining links to the source data? Then the
answer is the TRANSPOSE function.

The TRANSPOSE function returns a vertical range of cells as a horizontal range, or vice versa. The TRANSPOSE
function must be entered as an array formula (array formula: A formula that performs multiple calculations on one or
more sets of values, and then returns either a single result or multiple results. Array formulas are enclosed between
brackets { } and are entered by pressing (CTRL+SHIFT+ENTER) in a range that has the same number of rows and
columns, respectively, as the source range. Use TRANSPOSE to shift the vertical and horizontal orientation of an ar-
ray or range on a worksheet.

Applies To: MS Excel 2003, 2007 and 2010

1. This tip will be based on the screen shot below
A B c D E F G H | J K L
1
2 Staff Code P1 P2 P3 P4 P5 P P7 P8 P9 P10 P11
1 MName MMaidoo M Efiot B Mixon K Swatz L Belfford Kehin Moxord Jenny Brown HelenMarks  Gene Fraser FJackson Evan Pelerson

Dem Accounts Sales  Support Development Marketing Accounts Swppot  Development Marketing Suppoit  Support

2. Starting from cell A7- select the data range A7:C18
3. With the data range A7:C18 still selected, type the formula below

=TRANSPOSE(A2:L4) and press CTRL+SHIFT+ENTER

4. The result will be as below

7 Staff Code MName Dept

g |P1 M Maidoo Accounts

9 |P2 M Effort Sales

10 P3 B Mixon Support

11 |P4 K Swartz Development
12 |P5 L Belford Marketing
13 P& Kehin Moxford  Accounts

14 |P7 Jenny Brown Support

15 P8 Helen Marks Development
16 |FP3 Gene Fraser Marketing
17 (P10 F Jackson Support

18| P11 Evan Peterson Support

N.B: You can also transpose data by using COPY-PASTE SPECIAL-TRANSPOSE-OK. However the transposed data
will have no links to the source data.
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Tip 41: Vlookup Approximate Value
S ———EEE—

Ever used the Vlookup with the approximate match? In this example we demonstrate how, by using the Vlookup with
the approximate match, one can extract the correct trade discount percentage based on the quantity purchased.

If TRUE or 1 is specified in the Range_lookup argument text box, an exact or approximate match is returned. If an
exact match is not found, the next largest value that is less than lookup_value is returned. (The Range_lookup
argument text box can also be left blank)

The values in the first column of table_array must be placed in ascending sort order; otherwise, VLOOKUP may not
give the correct value.

A | B | T | D I IE ' F i H o

1 Trade Discount Table For Spare Parts
2 Quantity Description Unit Price Trade Discount |Total Sales Quantity | Trade Discount | Category |
3 3{item Descriptionl | 5 100.00 o 0% 0=<=20
4 10|item Description 2 | 5 99.00 20 1% 20 == 40
- 40|item Description 3 | S 77.00 40 3% 40 <=0
& 45|Item Descriptiond | 5 45.00 &0 5% 60 <= 80
7 67|item Description5 | 5 £39.00 B0 T 80 <=100
8 89|Item Description6 | 5 75.00 100 10% == 100
9 103 |item Description 7 | 5 £3.00
10 90| Item Description8 | S 45.00
11 34|Item Descriptiond | S 99.00
12 55|tem Description 10 | 5 77.00
13 T7|Item Description 11 | 5 95.00
14 23|item Description 12 | 5 938.00
Applies To: MS Excel 2010
1. This tip will be based on the screen shot above
2. Select cell D3
3. Select the Formulas tab-Lookup and Reference-Viookup
4. Select as below
‘.Funcﬁb'n Arguments - l
YLOOKLIP
Lookup_wvalue A3 | = 3
Table_array :-5.552:5:H.$8 = {"Quantity”, " Trade Discount™;0,0;20,...
Col_index_num |2 Eﬁ =
Range_lookup :1 . E®z| = TRUE

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

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

Formula result = 0%

Help on this function
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5. The original Table _array is G2:H8. Dollar signs have been added to the data range to make it absolute-hence

we have $G$2:$H$8

6. Select OK and copy the formula down
7. To calculate the Total Sales:
a. Select cell E3 and enter the formula: =(A3*C3)-(D3*(A3*C3))
b. Copy the formula down
8. The final result will be as below
A 8 c D l e | F G H I

1| Trade Discount Table For Spare Parts
2 [ Quantity |Dem'lptinn Unit Price Trade Discount  [Total Sales Quantity | Trade Discount | Category
3| 3|itern Description1 | 5 100.00 0% § 300.00 0 0% 0<=20
4 10|item Description2 | S 99.00 0% & 950,00 20 1% 20 <=a0
5 40{item Description3 | 5 77.00 3% 5 2987.60 40 3% 40 <= 60
6 | 45)item Descriptiond | § 45.00 |5 1964.25 60 5% 60 == 80
7 67|Itern Description5 | § £9.00 5% 8 5 664.95 80 TH 80 <= 100
8| 89|item Descriptions | 5 75.00 TH| & 6207.75 100 10% >= 100
g | 103)item Description 7 | § £3.00 10%) % 7634.10

10| 90|item Description8 | 5 45.00 TH| S 3 766.50

11| 3alitern Descriptiond | $ 99.00 1%| S 3332.34

1z | 55{Itemn Description 10 | 5 77.00 3% 5 4107.95
13| T7)item Description 11 | 5 95.00 %l S 6949.25
14 23|Item Description 12 | 5 93.00 1% 5 223146
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Do you want to see an up to date Product Sales list as you transact every day. Then using a running total is the

Tip 42: Running Totals

solution to your problem. A running total is the summation of a sequence of numbers which is updated each time a

new number is added to the sequence, simply by adding the value of the new number to the running total.

Below we demonstrate how to add a Product Sales Running Total.

A B C D E
1 Product Name Quantity |Unit Price [Product Sales |Product Sales Running Total
2 Maxilaku 30(% 1600(% 480.00
3 Gnocchi di nonna Alice 7015 3040105 2128.00
4 Tunnbrad 60 T720(5% 432.00
5 |Paviova 2118 1390|535 291.90
6 Singaporean Hokkien Fried Mee 4005 11205 448.00
7 Boston Crab Meat 2[5 14705 29.40
"8 [Inlagd Sill 55 15208 76.00
9 Chai 10(% 1440(% 144.00
10 Gudbrandsdalsost 155 2880 |5 432.00
11 Queso Cabrales 3015 168015 504.00
12 Chai 2415 1440|535 345.60
13 Teatime Chocolate Biscuits 2005 7305 146.00
14 Original Frankfurter griine Solte 35(% 1040(% 364.00
15 Céte de Blaye 50(% 21080 (5 1054000
16 Teatime Chocolate Biscuits 41 5 73015 29.20
17 Rod Kaviar 200% 1200|535 240.00
18 Gumbar Gummibarchen 2[5 24903 49.80
19 Gorgonzola Telino 14| % 1000 |5 140.00
20 Paté chinois 10(% 1920(% 192.00
21 Gnocchi di nonna Alice 3005 3040)|5 912.00
22 Tourtiére 4005  580|3% 236.00
23 Gustafs Knackebrad 12|% 1680 |5 201.60
24 Perth Pasties 15| 2620(% 393.00

Applies To: MS Excel 2010

Select cell E2 as per screen shot above

Enter the following formula: =SUM($D$2:D2)

Select the data range E2:E24

Select the Home Tab-Editing group

Then select as per screen shot below

I AutoSum + A ﬁ
zr

(3] Filt -

| lg] Down|
L= Rignt

@ ue

PR T SN

[Ba] Left

Series...

Justify
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6. The Product Sales Running Total will be as below
A B c D E
1 Product Name Quantity |Unit Price |Product Sales |Product Sales Running Total
2 Maxilaku 3005 1600|% 48000 | § 480.00
3 Gnocchi di nonna Alice TO|S 3040|% 212800 | % 2 608.00
4 Tunnbrad 6015 T201|% 43200 | § 3 040.00
5 Padova 2118 1390|% 29190 [ § 3331.90
6 Singaporean Hokkien Fried Mee 4018 11.20] % 443.00 [ S 3779.90
T Boston Crab Meat 2|8 147085 2940 | % 3809.30
8 |Inlagd Sill 58 1520|% 7600 |5 3885.30
9 [Chai 10/§ 1440($ 144.00 | § 4 029.30
10 | Gudbrandsdalsost 15| 28.80|% 432.00 | S 4 461.30
11 Queso Cabrales 3005 1680|% 5400 (S 4 965.30
12 |Chai 2415 144015 34560 | 9 5310.90
13 Teatime Chocolate Biscuits 2008 T30|5% 146.00 [ § 5 456.90
14 Original Frankfurter griine Sofie 35|85 10408 364.00 | S 5 820.90
15 Céte de Blaye 50/% 21080|5 1054000 | % 16 360.90
16 Teatime Chocolate Biscuits 4% T30|% 2920 | 8 16 390.10
17 |Réd Kaviar 2005 1200|% 24000 | S 16 630.10
18 Gumbér Gummibérchen 2|8 2490]1% 4980 | % 16 679.90
19 Gorgonzola Telino 1415 1000]% 140.00 | § 16 819.90
20 Paté chinois 10]% 19.201| % 192.00 | § 17 011.90
21 |Gnocchi di nonna Alice 3015 3040|% 912.00 | S 17 923.90
22 Tourtiére 4018 59015 236.00 [ & 18 159.90
23 Gustafs Knackebrid 121§ 1680(% 20160 | S 18 361.50
24 |Perth Pasties 15/§ 2620|§ 39300 (S 18 754.50

E C EL 50 Tips & Tricks

PONsTEROIDS ~ Volume 62012 = Oage Alchemex P76



Then the custom view is the solution to your problem. You can use a custom view to save specific display settings
(such as column widths, row heights, hidden rows and columns, cell selections, filter settings, and window settings)
and print settings (such as page settings, margins, headers and footers, and sheet settings) for a worksheet so that
you can quickly apply these settings to that worksheet when needed.

In the example below we are going to apply filters for each branch and then save each branch filter as a custom view.

Tip 43: Custom View
R ——————————"

Do you intend setting up different views on how you would like your worksheet to appear?

! A ]
1
£ E‘Jw.l-hm Pradues Name Srarch Produce Sales
3 | Bewsrages ‘wast Coast t B0 0D
4 Br.mtgr: l:hlng west Coast ] ]
5 | Bessrages Chang et Cogst ¥ B0
B | Bewsrages Chang st Coait L] 000D
T |Bewsrages Chang East Coast t 1000 0o
B |Bewsinges Chang Eazt Coast ] 10a000Cd
3 Beesages Chang Eart Cogat i 120000
10 Beverages Chang East Coast ¥ 2000.00
11 Bessrages Chang East Coast ] 3 0o o
12 | Bewsiager Charg Seish Cosat ] 3 00,00
13 Condimeres Chef Brdor s Capun Seasoning  Soiusth Coadst 5 000
W GeainsiCegals Sewds SowthCoast § 1125.00
15 | Condimeeraz Chef firwon's Capan Sesconing  SowthCosst ] 122500
6 | GranpiCeeals Seedr Soash Coaat $ 150,00
7| Condimerts Chef intor's Cajun Seasoning  Sowh Coast ¥ 1250.00
B | Condimmrts Chef Anton's Capun Seasoning  Moith Coast ¥ 1250.00
13 | Condamerns Chef Anvor's Capan Seaccning  Moith Coagt $ 1250.00
20 | GransiCeeals Seeds Meath Coast B 3000.00
21 | GoainsiCosals Seeds Morth Coast ¥ 325000
22 | GisnsiCeieals Seeds Heith Coast ¥ 3 500,00
23 | GeangiCeeals Seads izt Coast 13 3000
24 | GrainsiCoieals Seeds Mouth Coast $ 37000
25 | GesinsiCeeals Seeds et Coss ¥ 3 TS0.00
I | arafCeiealy Seads weat Comit L] 500000
27 | GraingiCoieals Seeds West Coast H 500000
28 | Condimerts Ariseed Surg West Coast ¥ 165000
23 | Condameras Ariteed Spp Eazt Comse i 252000
30 | Condimsnes Arizeed Speup Eart Coast ¥ Gd00.00
31 | Condimers Cirearmy Gabo East Coast ] 1130.00
F2 | Condimwnts Cre ey Gty East Cossr ¥ 128250
33 | Condimeras Creaern Gt Eart Coam i 128250
Applies To: MS Excel 2003, 2007 and 2010
1. Select as per screen shot below
Home Insert Page Layout Formulas
T [ e (== . [ = [ &
, 'j [_” il [¥] Formuia Bar = .

|Mormal| Page Page Break | Custom

Full
Layout Preview Views Jocreen
Workbook Views
2. Select the Add button
3. Enter the name of the Custom View as Default

4, Select OK
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5. Select Filter under the Data tab

6. Filter the data by the East Coast branch

7. Repeat steps one-three but enter the name of the custom view as East Coast
8. Select OK

9. Filter the data by the West Coast branch

10. Repeat steps one-three but enter the name of the custom view as West Coast

11. Select OK

12. Filter the data by the North Coast branch

13. Repeat steps one-three but enter the name of the custom view as North Coast
14. Select OK

15. Filter the data by the South Coast branch

16. Repeat steps one-three but enter the name of the custom view as South Coast
17. Select OK

18. Repeat step one. The screen shot below will be displayed

West Coast

To display a custom view, select from the list and select the show button.
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Tip 44: Distinct Count
R ——————————"

There is no function that calculates the distinct count for a range of values in MS Excel. However by using a combina-
tion of functions the Distinct Count can be calculated. In the example below by using a combination of the SUM, IF
and, FREQUENCY functions we are going to calculate the total number of clients who have placed orders for various
Products.

FUNCTION DETAILS

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

The IF function returns one value if a condition you specify evaluates to TRUE, and another value if that condition
evaluates to FALSE

The SUM function adds all the numbers that you specify as arguments

A B C D [ — F G
1 Order No Client No |Product Name Date Quantity |Unit Price |Order Total
2 OR0O1 001|Maxilaku 2012/01/01 60| 5 7205 43200
3 |OR02 002|Gnocchi di nonna Alice 2012/01/01 215 139035 24811
4 ORO03 003|Tunnbrid 2012/01/02 4005 120|5 42560
5 OR04 002|Paviova 2012/01/03 215 14703 26.46
6 ORO05 004|Singaporean Hokkien Fried Mee | 2012/01/03 5% 1520 | % 68.40
7 (OR06 005|Boston Crab Meat 2012/01/07 1015 14405 14400
8 (ORO7 009|Inlagd Sill 2012/01/07 15(% 2880 |5 43200
5 ORO08 001|Chai 2012/01/07 3015 16805 504.00
10 |(OR09 003|Gudbrandsdalsost 2012/01/07 2415 144015 34560
11 |OR010 005|Queso Cabrales 2012/01/07 20|15 730(% 146.00
12 OROM 006|Chai 2012/0114 3515 10405 36400
13 |OR012 010|Teatime Chocolate Biscuits 2012/0116 5015 21080 | 5 10 540.00
14 \0OR013 002|Original Frankfurter grine Sofle 2012/01/16 415 7303 24 82
15 |OR014 011|Céte de Blaye 201270116 2005 1200]F%F 216.00
16 |(OR015 011|Teatime Chocolate Biscuits 2012/01/21 2|15 2490)% 4980
17 |OR016 014|Rod Kaviar 2012/01/21 14|% 10005 14000

Applies To: MS Excel 2003, 2007 and 2010

1. To calculate the distinct number of clients who have placed orders

2. Select cell B18 and enter the following formula
=SUM(IF(FREQUENCY(B2:B17,B2:B17)>0,1))

3. The answer will be 10.That is the count of unique values in the range B2:B17. This formula ignores blank
cells and applies to numeric values
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An Outline is the grouping of row or column data so that you can manipulate the data to create summarized lists when
necessary. You can then show or hide the levels (groups) of data as needed. This is very handy when working with

long lists of data that you have totaled and you need to quickly print a report showing only these totals. The Level

buttons can be used to quickly show or hide all groups on that level.

In the example below we show how to view the YTD Income Statement by Quarter. This will help you when

summarizing the Income Statement and printing it.

Tip 45: Group And Summarize Data

E

Sales

Dairy Poodhuts
Betrages
GrairsCeseals
Cordimens
YapPodny
Cost of Sales

oD M ONE DR B w o - o ] e s —

YTD Income Statement

T 1] E F 5 LH ] ¥ W i ] Pl 0 A ]
Mar-08_Ape-08_Mag-08 | 15t Quarter | Jun-08_Ju-08_Aug 08] 2nd Ouartes] Sep-08 Det-08_Now-08] 3rd Quartes] Dec-08_Jan-08_Fob-0] dth Guater] 10
F501 483670 409105 [ 1206 668 314656

CE S 219932

T S04 ST 2EaM 27194

A TG M @I

Wi 4TEE ST Tsn
w5 mEY  mEdl 4 4T T4
SB4l 70257 473133] wsem 10595

000 T ool Wm00 0000

B0 TS0 GO0 200000 200000

T Hex

5300 5500 5900

00 AE0 Te MBS0 24 600
BB 7IEE I T 2T

I 5@ 56 49 56 995

g 54 T 54 100

5 = =
H2286 339764 Mgh3A| 020888 586 936

239M 6T 2| 63078 63078

I T B3 078 53078
s 12076 ES2eT| TS 36 T

T BIms:

T Ny - L ) 196 902

o zzom 72000

MEDE)  MSOE0  MSORN @350 435240

WS IS W] snae 7 760

Applies To: MS Excel 2003, 2007 and 2010

1. To group the columns:

S@rpa0Tw

Select columns C:E

On the Data tab, in the Outline group, select Group

Select columns G:1
Press F4 to repeat the command
Select columns K:M
Press F4 to repeat the command
Select columns 0:Q
Press F4 to repeat the command

2. To group the rows:

T Se@meo0To

Select rows 5:9

Press F4 to repeat the command
Select rows 11:15

Press F4 to repeat the command
Select rows 17:19

Press F4 to repeat the command
Select row 22

Press F4 to repeat the command
Select rows 24:28

Press F4 to repeat the command
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3. On the top left select level group 1 for columns and level group 1 for rows to summarize

E + + * [+
153 A B F  — — N R s

1 Y¥TD Income Statement

3 Acoount 0 Q Q ¥ Y10

4 "ooo Sales 974 656
+ 10 "z000 Cost of Sales 175 999
+ 1 3000 Direct Expenses 211721
# [ 20 Gross Profit 586 936

21 "apoo Other income 69078
+ 235000  Expenses [ 318 754
e R Net Profit 337 260

Subscribe Now

Weekly Excel Tips & Tricks
straight to your inbox
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Tip 46: Dsum Function

e

By using the DSUM function ,you can specify criteria and conditions regarding which cells should be added together.
The DSUM Function differs from the SUM function in that it lets you specify one or more criteria which acts as data
filters. In the example below we calculate the total Filo Mix sales for the Month of January that are greater than $50.

Syntax
DSUM (database,field,criteria)

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

Field: indicates which column is used in the function. Enter the column label enclosed between double
quotation marks, such as “Age” or “Yield,” or a number (without quotation marks) that represents the
position of the column within the list: 1 for the first column, 2 for the second column, and so on.

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

A B c D E F G

1 ProductName Maonth ProductSales Productifame Month ProductSales
2 Filo Mix January 5 312.00 Fila Mix January =50
3 Chang March $ 152.00

4 Chartreuse verte March 5 86.40 Answer

5 Chocolade March 5 137.70 $ 1797.80

6 Filo Mix January 5 75.60

7 Flotemysost March 5 3440

8 Gnocchi di nonna Alice March § 456.00

9  Filo Mix March 5 27.00

10 Guarana Fantastica April 5 64.80

11 Gumbar Gummibarchen January 5 373.50

12 Filo Mix January 5 149.40

13 Gustaf's Knackebrod January ) 201.60
4 |lkura April 5 347.20

15 Lakkalikoén April 5 220.32

16 Filo Mix January $  278.00

17 Paviova January 5 22240

18 Perth Pasties January 5 393.00

19 Quesc Cabrales January $ 100.80

20 Queso Cabrales February 5 80.64

21 Queso Manchego La Pastora February 5 456.00

22 Raviaoli Angelo February 5 187.20

23 Filo Mix January 5 18.60

24 Filo Mix January 5 436.80

25 Filo Mix January 5 546.00

26 Sasquatch Ale May 5 179.20

Applies To: MS Excel 2003, 2007 and 2010

1. Select cell ES
2. Enter in the below formula
a. =DSUM(A1:C26,3,E1:G2)
b. The answer will be $1,797.80 (That is the total Filo Mix Sales for values greater than $50 for the

Month of January)
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cell.

Tip 47: Formula Auditing-Showing Cell Dependencies
—_—O

Some spreadsheets can get very complicated, with many cells relying on other cell calculations to deliver information
and a change of one cell can have dramatic effects. Formula Auditing will show you which cells are connected. In the
example below we are going to use the screen shot below to trace cells that are preceding or dependant on the active

R I = I I SR % I S R ]

A

B C

< Product Sales

Cost Price

Quantity| Total Sales

S 100.00 400 & 40 000.00
5 200.00 300| § 60 000.00
5 300.00 250| § 75 000.00
Total Sales S 175 000.00

Applies To: MS Excel 2003, 2007 and 2010

1.

e = I = R S ]

b I = I B S ]

To trace all cells that are preceding:

Product Sales

‘ EL 50 Tips & Tricks
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a. Select cell D6

b. From the Formulas tab, in the Formula Auditing group, select Trace Precedents
C. The result will be as below; implying that D3:D5 are precedents for the formula in D6
A B C D

Cost Price |Quantity|Total Sales
5 100.00 400] § 140 000.00
S 200.00 300] 5 |60 000.00
$ 300.00 250] & | 75 000.00

Total Sales $ 175 000.00

d. By double clicking on the blue line the reference (D3:D5) will be selected
e. From the Formulas tab, in the Formula Auditing group, select Remove Arrows
To trace dependant cells
a. Select cell B3
b. From the Formulas tab, in the Formula Auditing group, select Trace dependant
C. The result will be as below; implying that D3 is dependent on cell B3
A B C D
Product Sales

Cost Price |Quantity|Total Sales
—30.00 AGE-S* 40 000.00

s 200.00 300| S 60 000.00

S 300.00 250| S 75 000.00

Total Sales $ 175 000.00

d. By double clicking on the blue line cell D3 will be selected
e. From the Formulas tab, in the Formula Auditing group, select Remove Arrows

e SAGE Alchemex
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Tip 48:

Formatting the Chart Vertical Axis

e

If you have plotted a graph and want to change the scale of the vertical axis to suit your needs, MS Excel allows you
to customize the vertical axis.

By default, MS Excel determines the minimum and maximum scale values of the vertical (value) axis. The y axis is
usually the vertical axis and contains data. The x-axis is usually the horizontal axis and contains categories in a chart.
You can, however, customize the scale to better meet your needs. When the values that are plotted in the chart cover
a very large range, you can also change the vertical (value) axis to a logarithmic scale (also known as log scale).

Applies To: MS Excel 2003, 2007 and 2010

1. Assuming that you have just plotted the graph below

Product Sales

60 000.00

50 000.00

= 40 000.00

E 30 000.00
< 20000.00

W East
10 000.00

B West

0.00

&
& - S

o 3

& v

To change the scale of the vertical axis to:
a. Minimum value = 5000

b. Maximum value = 55 000

C. Major Unit = 5000

Right click on the vertical axis

Select format axis

Enter as per screen shot below

oy Ootionsll | Axcis Dprlons
Bumber | Mo ;

Fil

(B ===
Major unit:

55000
Ked
Mo it ,q..nn 2000.0

Yalues in reverse order
Logarithmic scale  Bose !
Display ursts: | None E
Shaw deplay units latel on ch

Major tick mark type: | Outside

Line Color
Line Style

3-0 Format
Abgrment

Mipar Bk mark type: | None

Bvs labels: Next to Axis

EI
=l
=]

Horizental axis crosses:
@ Autgmatic
Axig valug: (0.0
Madmum axs value
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Product Sales

55 000.00

50 000.00

45 000.00

40 000.00

35 000.00

30 000.00

Amount

25 000.00
20 000.00
15 000.00
10 000.00

5 000.00

6. Select close

7. The following chart will be displayed with customised vertical axis values

E C EL 50 Tips & Tricks

PONsTEROIDS ~ Volume 6 2012 = Oage Alchemex PgsS



Tip 49: Sorting Months Based on Chronological Order
R ——————————"

Ever tried to sort data based on the Month field in chronological order and not alphabetical? It can be frustrating but
we have a solution for you. By sorting based on the custom sort order the data can be sorted in chronological order
and not alphabetical. Below we explain how that can be by using the screen shot below as an example.

Applies To: MS Excel 2003, 2007 and 2010

1. The screen shot below will be used for our example
A B Cc D E
1 Product Name Muonth Quantity  Unit Price Product Sales
2 Singaporean Hokkien Fried Mee March 20 11 224
3 |NuMuCa NuB-Nougat-Cremse March 60 1 672
4 Lovisiana Hot Spiced Okra March 10 14 136
5 Gudbrandsdalsost March 10 29 288
& Louisiana Fiery Hot Pepper Sauce  March 15 17 252
T Gnocchi di nonna Alice Apil kLI 30 912
8 Tunnbrad Apnl 10 T T2
9 Onginal Frankfurter grine Solle Apal 5 10 52
10 Jack's New England Clam Chowder  Apnl 20 B 154
11 Gorgonzola Teling January 20 10 200
12 | Mozzarella & Giovanmi January 25 28 695
13 | Oniginal Frankfurter grine Solle January 25 10 260
14 Gnocchi di nonna Alice February 14 30 426
15 Guarana Fantdstica February 14 5 63
16 Singaporean Hokkien Fred Mee February 30 14 420
17 Boston Crab Meat February 5 18 92
18 |Rassle Sauerkraut February 20 46 912
19 Maalaku May 25 20 500
20 Genen Shouyu May 12 16 186
21 Tourtiére May 20 [ 149
22 Rossle Saverkraut Jung 8 46 365
23 Perth Pasties June & 33 197
24 |Laughing Lumberjack Lager July 30 14 420
25 Roegede sild July 21 10 200
26 Sirop d'érable August 25 29 713
27 Sir Redney's Scones Saptember 12 10 120
28 Perth Pasties December 10 33 328
2. When the data is sorted by the Month column in ascending order the result will be as below. That is
alphabetical order and not chronological
A B C D E
1 Product Name Mornth Quantity  Unfit Price Product Sales
2 Gnocchi di nonna Alice Apal 30 30 912
3 Tunnbrad Al 10 T T2
_& Original Frankfurter grine Sofie Apnl 5 10 52
5 |Jack's New England Clam Chowder Apn| 20 -] 154
6 Sirop dérable August 25 29 713
¥ Perth Pasties Dacambear i0 33 328
8 Gnocchi di nonna Alice February 14 30 426
9 Guarana Fantastica February 14 5 63
10 Singaporean Hokkien Fried Mee February 30 14 420
11 Boston Crab Meat February 5 18 a2
12 Rossle Saverkraut February 20 45 912
13 Gorgonzola Teling January 20 10 200
14 \Mozzarella di Giovanni January 25 28 =H
15  Original Frankfurter grine Sofie January 25 10 260
16 Laughing Lumberjack Lager July 30 14 420
17 Rogede sild July 21 10 200
18 Rossle Saverkraut June k] 48 365
13 Pearth Pasties June L] 33 197
20 Singaporean Hokkien Fried Mee March 20 1 224
21 MuMuCa Mufl-Mougat-Creme March 60 1" 672
22 Louisiana Hol Spiced Okra Mareh 10 14 136
23 Gudbrandsdalsost March 10 29 288
24 Lowsiana Fiary Hot Pepper Sauce  March 15 7 252
25 | Maxilaku May 25 20 500
26 ' Genen Shouyu May 12 16 186
27 Touriére May 20 7 149
28 Sir Rodnev's Scones Saptember 12 10 120
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To sort the data based on the month field in chronological order. Follow the steps below

3.
4, Under teh Data tab, select the Sort Option
5. Then select as below
i =)
[y addLevel ][xnummﬁj[_;;mum ]I allw [me] 7] My data has headers
| Cohan SartOn |
|Sortby Month [w] |values ~
6. Select as per screen shot below
Custom ats EE =]
Custom Lists. |
Custom bsts: LSt griries:
|MEW LIST « | | tarwary =

[Sunday, Moncay, Tuesday, wier | |y

Sun, Mon, Tue, Wed, Thu, Fri, £ Frsbrusy
Sunday, Menday, Tussday, Wet March

Mar_ o Moy hp
January, February, March, apei]

Jan, Feb, Mar, Apr, May, Jun, 1 ALgust

Janwory, February, March, April September

\est Coast, East Coast, Marth ( October

South Coast, Morth Coast, Wes! Hervember

Dairy Products, Beverages, Gral ™ | | Decembar =

Press Enter to separate kst entries.,

o) [ |

7. Select Ok
8. Select Ok
9. The data list will now be sorted in chronological order and not alphabetical as below
A B C ] E
1 Product Name Maonth Quantity _Unit Price Product Sales
2 Gorgonzola Teling January 20 10 200
3 Mozzarella di Giovanni January 25 28 695
4 | Onginal Frankfurter grine Sole January 25 10 260
& Gnocchi di nonna Alice February 14 30 426
6 Guarana Fantastica February 14 5 63
_T | Singaporean Hokkien Fried Mee February 30 14 420
8 Boston Crab Meat February & 18 92
9 Rassle Sauerkiaut February 20 46 912
10 Singaporean Hokkien Fried Mee March 20 1 224
11 MuNuCa NuB-Nougat-Crame March 60 1 672
12 Louisiana Hot Spiced Okra March 10 14 136
13 Gudbrandsdalsost March 10 29 288
14 Louisiana Fiery Hot Pepper Sauce  March % 17 252
15 Gnocchi di nonna Alice April 30 30 912
16 Tunnbrbd April 0 T T2
17 Onganal Frankfurter grine Solle April 5 10 52
18 Jack's New England Clam Chowder April 20 3 154
19 Maxilakuy May 25 20 500
20 Genen Shouyy May 12 16 186
21 Tourtiére May 20 T 149
22 Rossle Sauverkraut June & 46 365
23 Perth Pasties June ] 33 187
24 Laughing Lumberjack Lager July 30 14 420
25 Rogede sild July 21 10 200
26 Sirop dérable August 25 29 T13
27  Sir Redney's Scones Seplember 12 0 120
28 Perth Pasties Decambar 10 33 323
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Tip 50: Removing Embedded Hyperlinks with Visual
Basic

Are you looking for an easy and yet effective method of removing hyperlinks from you worksheet? By using Visual
Basic for Excel the following code will remove all hyperlinks from the worksheet.

Visual Basic Coding:

Sub RemoveHyperlinks()
Activesheet.Hyperlinks.Delete
End Sub

Sometimes a copy and paste of internet based materials can also bring across embedded hyperlinks. Follow the ex-
ample below as we explain how you can quickly remove hyperlinks from a worksheet.

Applies To: MS Excel 2003, 2007 and 2010

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

3. From the Menu bar, select Insert Module

4. Copy and paste the above coding into the window on the right

5. From the Menu bar,select File,Close and Return to MS Excel

6. Press ALT + F8 to view a list of Macros

7. Select the Macro, RemoveHyperlinks

8. Select Run

Macro name:

Step Into

Edit

il Options...
Macros in: | All Open Workbooks IZI
Description

Cancel
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