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	 Tip 1: Format cells to show the day of the week

Question:	 How do I 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

 

2.	 Select the data range E2:E19

3.	 Right click on the selected area

4.	 Select Format Cells

5.	 Select /Enter as below

 
The result will be as displayed as per the following screen shots
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http://www.alchemex.com/blog/excel-shortcut-cheatsheet/
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	 Tip 2: IRR Calculation

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

Answer: 	 By using the internal rate of return (IRR).

Why:	 	 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

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

 

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

Question:	 I have cash flow projections for two projects, how do I 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

 

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

 

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.

http://www.alchemex.com/ROICalculator
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	 Tip 4: Selling Price – Data Table

Question:	 How do I create a table showing the selling prices of various quantities and cost prices?

Answer: 	 By using the data table option.

Why:		  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

 

2.	 Select cell D4 and type =(B3*B4)+(B5*(B3*B4))

3.	 Select the data range D4:J14

4.	 Select as below

 
5.	 Then select as per the following screen shot
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6.	 Select OK

7.	 The following data table will be displayed

 

http://www.sageintelligence.com/
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	 Tip 5: Conditional Formatting – formula function

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

Answer: 	 Yes, by using the conditional formatting formula function.

Why:		  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 

1.	 For this example the screen shot given below will be used

 

2.	 Select the range A2:H20 (Do not highlight the headings)

3.	 Select as follows
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4.	 Then select as below

 	

	 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
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	 Tip 6: Depreciation-Straight Line Method

Question:	 How do I 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

1.		  Reference is made to the example in the following screen shot

 

2.		  Select B6 and type =SLN(B2,B3,B4)

3.		  The depreciation allowance for each year is $3,000.00

 

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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	 Tip 7: Sharing an Excel Workbook

Question:	 How can I create a shared workbook so that several people can edit the contents simultaneously?

Answer: 	 By using a shared workbook to collaborate.

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

Applies To: MS Excel 2003, 2007 and 2010

1.		  The following screen shot will be used to illustrate this example

2.		  Select as below

 
3.		  Select as follows
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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.

http://www.alchemex.com/Training/Courses
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	 Tip 8: Merge Copies of a shared workbook

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

Answer: 	 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).

Why:	 	 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

 

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

2.   On the Quick Access toolbar, select as below

 

3.   If prompted, save the workbook

4.   In the 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

Question:	 I 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

 

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

 

The result will be as displayed below. The Selling price values have been increased by 10% without inserting 
formulas
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	 Tip 10: Transpose Option

Question:	 Can I 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

 

2.	 Select cells A1:O1

3.	 Press Ctrl + C

4.	 Select cell D4

5.	 Select as below

 

6.	 Select Transpose then OK
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7.	 Select cells A1:O1 then press the delete key

8.	 The result will be as follows

 

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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	 Tip 11: Repeat Rows when Printing a Worksheet

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

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

 

5.	 Press Enter

6.	 Select OK
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	 Tip 12: Combining text from multiple cells into one

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

 

2.	 Select cell C2 and as below

 

3.	 Enter as below
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The result will be as displayed below.  The first Names and Surnames have been joined into one cell
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	 Tip 13: Finding a cell with the highest value

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

 

2.	 Select cell E3 and type: =ADDRESS(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

 

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

7.	 Repeat the above steps for additional objects
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	 Tip 15: Running balances for inventory

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

 

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
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	 Tip 16: Show Pivot Report Filter Page Edited

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

1.	 We shall use the product sales list to illustrate our example

 

2.	 Select any cell within the data list

3.	 Select Insert-PivotTable

4.	 Select OK

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

	 a.	 Branch			   Report Filter Area
	 b.	 Product Name		  Row Labels Area
	 c.	 Product Sales		  Values Area
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6.	 Your PivotTable  will now appear as follow

 
	 •  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

 

The individual Branch details will be displayed on separate worksheets

 



Pg29

50 Tips & Tricks 
Volume 6 2012



Pg30

50 Tips & Tricks 
Volume 6 2012

	 Tip 17: Data Consolidations

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 
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

 

4.	 Enter the data given below on the Branch B worksheet.

5.	 Select the summary worksheet, click cell B3

6.	 Select  on Data, consolidate(under data tools)
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7.	 The screen shot given below will be displayed
 

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

11.	 The screen shot below will be displayed

 
	
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.
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	 Tip 18: Left Function

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

 

2.	 Select cell B2 and enter the following formula: =LEFT(A2,1)

3.	 Press enter and copy the formula down

 

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

 

2.	 Select cell C19 then as below
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3.	 Enter as per screen shot below and select OK

 

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

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

 

2.	 Select cell C2 and type: =Trim(B2)

3.	 Press enter and copy the formula down

 

The leading spaces have been removed from the data after using a simple Trim function. No need to waste time by 
manually removing leading spaces.
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	 Tip 21: Unique Records Only Option

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

 

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

 

4.	 Select OK

5.	 Only unique records will be extracted as displayed below in Column B
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	 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

 

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

 

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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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.
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	 Tip 23: Advanced Filter

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

 

2.	 Select Data then Advanced under the Sort & Filter group

3.	 Select as below

 

 

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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N.B. Ensure that the data in the criteria set is of the same format as in the data set.
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	 Tip 24: Icon sets – Conditional formatting

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 
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

 

2.	 Highlight the data range C2:C24

3.	 Select the Home Tab and as per screen shot below
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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

 

6.	 Select OK twice. The final result will be as displayed below
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	 Tip 25: Subtotal Command

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

 

2.	 Sort the list in ascending order by Product Name column

3.	 Select as below	 

 

4.	 Then as below
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5.	 The Total Sales Per Product report will be generated as below

 

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

 

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 (*.xlsm)

11.	 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

http://www.excelonsteroids.co.za/PreAssessment.aspx
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	 Tip 27: Sum Values Based on Cell Colour

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.

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



Pg50

50 Tips & Tricks 
Volume 6 2012

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

7.	 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

 

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
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4.	 Enter formulae as given below

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
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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.

 

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
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	 Tip 30: Sorting Worksheets In Alphabetical Order

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

 

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,OK
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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

 

2.	 Select the data range A3:C25

3.	 Select the Home Tab and as per screen shot below

 

4.	 To identify employees who have met or  exceeded the target refer to the screen shot below
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5.	 Select OK

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

7.	 Then select as below
 

8.	 Select OK

9.	 The  result will be as below
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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.	 For this example; reference will be made to the screen shot below

 

2.	 Select the data range A2:A20

3.	 Select the Home Tab and as per screen shot below

 

4.	 Select OK

5.	 All the duplicates in the data range  will be highlighted as given below
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6.	 The duplicate values can then be deleted

http://www.alchemex.com/Training/Courses


Pg59

50 Tips & Tricks 
Volume 6 2012

	 Tip 33: Index Match

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.

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

 

2.	 Select cell F5

3.	 Select as below

 

4.	 Select as below
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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

6.	 Select OK

7.	 The answer will be 27% as given below
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	 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

 

2.	 Select the data range C3:C7

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

4.	 Select as below

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

 

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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	 Tip 35: Sharing Slicers Between PivotTables

When you have many different PivotTables in one report, such as a Business Intelligence (BI) report that you are 
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

 
2.	 To create the first PivotTable select as below

 

3.	 Select Ok

4.	 Drag and place the Sales Person and Product Sales fields under the Row Labels and Values areas 
	 respectively

5.	 Select the source worksheet and repeat steps 2 & 3

6.	 Drag and place the Product Name and Product Sales fields under the Row Labels and Values areas 
	 respectively

7.	 Select any cell within PivotTable2

8.	 Select Insert - Slicer under the Filter group

9.	 Select the Region field
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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

 

13.	 Select OK

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

 
				  

http://community.alchemex.com/group/excelonsteroids
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	 Tip 36: Creating Excel Graphs From Scratch

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

 

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

 

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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9.	 Select as below

 

10.	 Select OK

11.	 Select Add and as below	

 

12.	 Select OK

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

14.	 Select as below
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15.	 Select Ok

16.	 Select OK

17.	 From the Layout tab, in the Labels group, select Chart Title

18.	 Select Above Chart

19.	 In the Chart Title box, enter Sales vs Purchases

20.	 Right click on the Chart and select Move Chart

21.	 Select New Sheet. A comparison Line graph as below will be displayed
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	 Tip 37: Subtotal Function

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:

•	 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

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

Function_num (includes 
hidden values)

Function_num (ignores 
hidden values)

Function

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

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

2.	 Select Cell O5

3.	 Select the Insert Tab, and then select Line under the sparklines group
 
4.	 Select as below

 

5.	 Select OK
	
6.	 Use the auto fill handle in O5 to copy the chart to cell O8

7.	 With the data range O5:O8 still highlighted select as below

The result will be as below

 



Pg71

50 Tips & Tricks 
Volume 6 2012

	 Tip 39: Worksheet Protection

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

 

2.	 Unlock cells:
	 a.	 Select the range C5:C7
	 b.	 On the Home tab, in the Cells group, select Format
	 c.	 Select Lock Cell

3.	 Protect the worksheet:
	 a.	 On the Home tab, in the Cells group, select Format
	 b.	 Select Protect Sheet
	 c.	 De-Select the option-Select Locked Cells.
	 d.	 Add a password
	 e.	 Select OK

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

5.	 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

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

 

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

 

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

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.

 
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-Vlookup

4.	 Select as below
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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
 

http://www.alchemex.com/blog/free-sage-intelligence-tips-vol-1-ebook/
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	 Tip 42: Running Totals

Do you want to see an up to date Product Sales list as you transact every day. Then using a running total is the 
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.  

 

Applies To: MS Excel 2010

1.	 Select cell E2 as per screen shot above

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

3.	 Select the data range E2:E24

4.	 Select the Home Tab-Editing group

5.	 Then select as per screen shot below
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6.	 The Product Sales  Running Total will be as below
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	 Tip 43: Custom View

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

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.
   
 

Applies To: MS Excel 2003, 2007 and 2010

1.	 Select as per screen shot below

 

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

 

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

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

 

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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	 Tip 45: Group And Summarize Data

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.

 

Applies To: MS Excel 2003, 2007 and 2010

1.	 To group the columns: 
	 a.	 Select columns C:E
	 b.	 On the Data tab, in the Outline group, select Group
	 c.	 Select columns G:1
	 d.	 Press F4 to repeat the command
	 e.	 Select columns K:M
	 f.	 Press F4 to repeat the command
	 g.	 Select columns O:Q
	 h.	 Press F4 to repeat the command

2.	 To group the rows:
	 a.	 Select rows 5:9
	 b.	 Press F4 to repeat the command
	 c.	 Select rows 11:15
	 d.	 Press F4 to repeat the command
	 e.	 Select rows 17:19
	 f.	 Press F4 to repeat the command
	 g.	 Select row 22
	 h.	 Press F4 to repeat the command
	 i.	 Select rows 24:28
	 j.	 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

 

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


Pg82

50 Tips & Tricks 
Volume 6 2012

	 Tip 46: Dsum Function

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.

 

Applies To: MS Excel 2003, 2007 and 2010

1.	 Select cell E5

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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	 Tip 47: Formula Auditing-Showing Cell Dependencies

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

Applies To: MS Excel 2003, 2007 and 2010

1.	 To trace all cells that are preceding:
	 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

 

	 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

2.	 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

 

	
	
	
	 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
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	 Tip 48: Formatting the Chart Vertical Axis

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 

 

2.	 To change the scale of the vertical axis to:
	 a.	 Minimum value = 5000
	 b.	 Maximum value = 55 000
	 c.	 Major Unit = 5000

3.	 Right click on the vertical axis

4.	 Select format axis

5.	 Enter as per screen shot below
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6.	 Select close

7.	 The following chart will be displayed with customised vertical axis values
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	 Tip 49: Sorting Months Based on Chronological Order

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

 

				  
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
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3.  	 To sort the data based on the month field in chronological order.  Follow the steps below 

4.  	 Under teh Data tab, select the Sort Option

5.  	 Then select as below

6.  	 Select as per screen shot below

7.  	 Select Ok

8.  	 Select Ok

9.  	 The data list will now be sorted in chronological order and not alphabetical as below
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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
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Contact Information

BI Community						      http://community.alchemex.com/

BI Blog www.alchemex.com/blog

Subscribe to Excel on Steroids Tips & Tricks e-newsletter www.alchemex.com/blog/subscribe

LinkedIn Group za.linkedin.com/company/sage-alchemex

Twitter twitter.com/sagealchemex

Facebook www.facebook.com/sageintelligence

You Tube http://www.youtube.com/user/SageIntelligence

Connect with us

G+ (Google Plus) http://gplus.to/SageIntelligence

Subscibe to Sage Intelligence Tips & Tricks e-newsletter		 www.alchemex.com/blog/subscribe

Excel on Steroids					     http://www.alchemex.com/Training/Courses
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