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Tip 1:
Page setup

Attempting to manually set up print settings for each worksheet in a big
workbook can be time consuming. Therefore, to use the same print settings
for a number of worksheets, without having to manually setup each worksheet,
you group the worksheets together.
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Applies To MS Excel 2007, 2010 and 2013

1.

Select the worksheet you want to copy print settings from.
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2. Group this worksheet together with the worksheets that need to have the

same settings

a. To group worksheets :Press and keep the SHIFT/CTRL key down.
b. Select the worksheet tabs for the worksheets to be grouped.

3. Adjust margins in the Page Layout Tab.
4. From the Office Button, select Print, and then select OK.

5. The page settings from the worksheet selected in step 1 are copied to all

of the selected worksheets.

What's your Excel 1Q?

Not sure how efficient you are in Excel?
Take a simple multiple choice test and find out how your skills measure up.

Take the test


http://www.excelonsteroids.co.za/excel-pre-assessment/

2013 Tips & Tricks Ebook | Functions Formulae

5

Tip 2:
Printing different ranges in a
spread sheet

When you need to print different ranges for different departments in the same
spreadsheet, create Custom Views so the settings don’t need to be redone
every time.

g )
Custom Views M
Views:
R
e &

Applies To MS Excel 2007, 2010 and 2013

1. Before defining the print area, hide the rows and columns you do not want
to print, and set up the spreadsheet as desired.

2. From the View menu, select Custom Views. Select Add.

3. Inthe Add View dialog box, type the name of the view in the name box,
and then select OK.

4. Repeat until all different reports have been customised.

5. From any worksheet in the workbook, select the desired Custom View
from the Custom View box.

6. Press Ctrl+ P. In the print dialog box, click OK.
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Tip 3:
Ensuring that a long formula is
displayed
When you click on a cell which contains a very long formula, it often takes up
more than two lines of text in the formula bar and it hides the first rows of your

spreadsheet. To overcome this, insert a blank row at the top of the worksheet
and increase the row height.

Applies To MS Excel 2007, 2010 and 2013
1. Toinsert a blank row — right click on row 1 then select Insert, Rows.

2. Increase the row height of the new row by right clicking & selecting Row
Height, then type in a high number eg.50

EXCEL ON STEROIDS

training saves you time & money!

Use the Efficiency Calculator
to see your potential savings.



http://www.sageintelligence.com/TrainingCourses.aspx
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Tip 4:
Displaying two worksheets at the
same time

To display two worksheets in a workbook on the screen, at the same time, in
order to make it easier to complete work - do the following:

Applies To MS Excel 2007, 2010 and 2013

1.

2.

6.

Open the workbook; activate one of the worksheets you need to display.
Select View, New Window.

The workbook will open a second time. In this workbook activate the
second sheet you need to display.

Now select View, Arrange Windows.

Tick the check box “Windows of active workbook”, choose the display you
want e.g. tiled, vertical etc.

Select OK.

Arrange Windows M

1 Horizontal
() Vertical

I Cascade

Windows of active workbaook

| ok || cancl
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Tip 5:
How to repeat rows to repeat at top
of each page you print
To get the heading of the report to be repeated on each page when it prints,
one must set the print titles using Page Setup.
Applies To MS Excel 2007, 2010 and 2013
1. Select Page Layout, Print Titles.

2. Select the Sheet tab.

3. Inthe “print titles” section, to have headings repeated; fill in the section
“Rows to repeat at top” and select the row you want to repeat on the
worksheet.

4. To have a column of information repeated on each page, fill in “columns to
repeat at left”.

5. Select OK.

Page Setup (-7 [l
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Tip 6:
Splitting a worksheet to view two
different versions at the same time

A very handy feature of Excel is its ability to allow you to view more than one
copy of your worksheet, and for you to be able to scroll through each pane of
your worksheet independently. You can do this by using a feature called Split
Panes, which will allow you to split your worksheet both horizontally and verti-
cally. When you split panes, the panes of your worksheet work simultaneously.
If you make a change in one, it will simultaneously appear in the other.

Applies To MS Excel 2007, 2010, and 2013
1. Open or create the desired spreadsheet

2. Select the location where you want the worksheet to split. To split panes,
go to the View tab on the ribbon and click on Split.

3. The worksheet will split into panes which are divided by grey bars which
you can drag to the position that gives you the view that you want.

4. To remove the split, double-click any part of the split bar that divides the
panes.

5. Alternatively select the View tab again and click on Split .

Data Review Developer

S E &7 aEd

""" .1Hide
Zoom 100% Zoomto Mew  Arrange Freeze .
Selection | Window Al Panes ~ (] Unhide
Zoom
A B c o E F G H
1
2
3 _Account No  Sales Person Category Name Product Name Date Quantity Unit Price Product Sales
4 ACCON Andersen. P Confections Maalaku January 01, 2009 30 16 480
5 ACCO02 Johngon, A Graing/Cereals Gnocchi di nonna Alice January 01, 2004 T0 30 2128
6 ACCD03 Peters. K Grains/Cereals Tunnbedd January 02, 2009 -] 7 432
1
2
3 Account No  Sales Person Category Name Product Name Date Quantity Unit Price Product Sales
4 ACCO01 Andersen. P Confections Mailaku January 01, 2009 30 16 480
5 ACC002 Johnzon. A Grains/Cereals Gnocchi di nonna Alice January 01, 2009 0 0 2128
& ACCO03 Paters. K Grains/Cereals  Tunnbead January 02, 2009 &0 7 432
T ACCDO4 Bonders. P Confections Padova January 03, 2009 21 14 292
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Tip 7:
How to quickly navigate between
many worksheets in a workbook

One is therefore able to view different parts of the worksheets simultaneously
and make informed decisions.

If your workbook has a couple of worksheets and you would like to quickly
navigate between them, follow these three easy steps:

Applies To MS Excel 2007, 2010 and 2013

1. Right click on any of the arrows at the bottom left of your worksheet.

2. Alist of the sheets in the file will be displayed.

3. Left click on the sheet name you would like to navigate to.

2003

I | A J 2':":]9 MArdarcan O
4 A b zgus 7 2009

When working with large spreadsheets, it gets a bit frustrating when you go
to read the data in a distant row or column and the headings at the top of the
page or down the side of the sheet disappear.

Excel Financial Functions © :
a i

e |£@) ~ FREE |
———| Excel Financial Functions
' J Quick Reference Guide

A (3) DOWNLOAD \



http://blog.sageintelligence.com/free-excel-financial-functions-reference-guide/
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Tip 8:
Using Freeze Panes to analyse a large
worksheet of data

The Freeze Panes option allows you to freeze the headings of a large work-
sheet so that when scrolling down through the data, the headings are always

visible. This means that you will be able to easily and effectively analyse a

huge list of data.

Applies To MS Excel 2007, 2010 and 2013

1. Create / open the spread sheet, usually a huge list so that when you scroll
down the headings won’t be visible.

2. Assuming the headings are in row number 3 and the data list commences
in column A.

3. To freeze both row number 3 and column A in your spread sheet:

* Select any cell below row number 3.

* Select any cell to the right of column B.

* Cell B4 should be selected because both row number 3 and column A will
be frozen at that location.

A B Cc D E F

1

2

i A No  Sales Person _Cafegory Name Produet Name Daie Quantity Unit Price Product Sales
4 |ACCO01 darson. P Confections Maxilaku January 01, 2009 a0 16 480
& |ACCO02 Johason, A GransiCereals Gnocchi di nonna Alice Janyary 01, 2009 L] 30 2128
B ACCO03 Petars. K Graing/Ceraals Tunnbrod January 02, 2009 (1] 7 432
T |ACCO04 Bondars. P Confections Paviova January 03, 2009 i 14 292
8 |ACCO05 Newson. L Grains/Cereals Singaparean Hakloen Fried Mee January 03, 2004 40 1 448
9 |ACCO06 Lavin. T Seafood Boston Crab Meat January 07, 2009 2 15 29
10 ACCO0T Parks. M Seafood Inlagd Sill January 07, 2009 5 18 e
11 ACCO08 Andarson, P Beverages Chai January 07T, 2009 10 14 144
12 ACCO09 Johnson. A Dairy Products.  Gudbrandsdalsost January 07, 2009 15 29 432
13 ACCO10 Patars. K Dairy Products Queso Cabrales January 0T, 2004 30 17 504
14 ACCO11 Bonders. P Beverages Chai January 14, 2009 o 14 346
15 ACCO12 Newson. L Confections Teatime Chocolate Biscuits January 16, 2009 20 T 146
16 ACCO013 Lawin, T Condiments Oniganal Frankfurtes grine Solle January 16, 2009 5 10 364
AT ACCO14 Perks. M Beverages Cite de Blays January 16, 2009 50 21 10540
18 ACCO15 Anderson. P Confections Teatime Chocolate Biscuits January 21, 2004 4 7 29
19 ACCDO1E Johnzon. A Seafood Riad Kaviar January 21, 2009 20 12 240

4. Select Freeze Panes under the View tab in the ribbon as per the

screenshot below.
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s Bookl - Microsoft Excel 50

Vitw Developer Add-Ins Bl Tools
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Workipace Window ~ -
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Keep the top row visible whale scroling through
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Freeze Farst Column

Keep the first column wsible while scrolling
through the rest of the workihes!

The headings are going to be locked hence you can easily see which headings
the data falls under. To unlock the headings select Unfreeze Panes under the

View tab.

Join the
Excel on Steroids
group on the
Sage Intelligence
Community

feee

teene



http://www.sageintelligencecommunity.com/group/excelonsteroids
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Tip 9:
Using Custom View to save specific
display settings

Do you need to set up different views of your worksheet? Then 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.

A B C D

1

2 Category Name Product Name Branch Product Sales
3 | Dairy Products Blue Cheese West Coast S 3 828.00
4 Dairy Products Blue Cheese South Coast S 1392.00
5 Dairy Products Blue Cheese East Coast S 4 350.00
6 Dairy Products Blue Cheese West Coast 5 4 176.00
7 Dairy Products Blue Cheese East Coast S 5 568.00
8 Dairy Products Blue Cheese South Coast S 1 566.00
9 | Dairy Products Blue Cheese North Coast S 3 480.00
10 Dairy Products Blue Cheese South Coast S 1392.00
11 | Dairy Products Blue Cheese MNorth Coast 5 2 436.00
12 Dairy Products Blue Cheese Morth Coast S 1 740.00
13 Dairy Products Blue Cheese North Coast S 2 088.00
14 Dairy Products Blue Cheese North Coast S 3132.00
15 Dairy Products Blue Cheese South Coast S 1392.00
16 Dairy Products Blue Cheese MNorth Coast 5 1 740.00
17 Dairy Products Blue Cheese Morth Coast S 1 566.00
18 Dairy Products Blue Cheese West Coast S 3 480.00
19 Dairy Products Blue Cheese East Coast S 5220.00
20 Dairy Products Blue Cheese West Coast S 3 480.00
21 Dairy Products Blue Cheese South Coast 5 1392.00
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Applies To MS Excel 2007, 2010 and 2013

1. Go to the View tab and select Custom Views as per the screen shot below.

m Home Insert Training Page Layout Formulas Data Review Developer
== - -
— [ E = 1 T B B split
2 L | S Formula Bar ' } E\J =) % B 2
| L 3 — Hide

Custom|
Views

Normal| Page Page Break
Layout  Preview

Workbook Views

Full Gridlines Headings
Screen

Show

Zoom

100% Zoomto
Selection | Window  All

Zoom

New Arrange Freeze
Panes - L Unhide

2. Select the Add button.

3. Enter the name of the custom view as Default.
4. Select OK.

5. Select Filter under the Data tab.

6. Filter the data by the East Coast branch.

7. Repeat steps one to 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 to three but enter the name of the custom view as West
Coast.

11. Select OK.

12. Filter the data by the North Coast branch.



2013 Tips & Tricks Ebook | Functions Formulae

15

13. Repeat steps one to 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 to three but enter the name of the custom view as South
Coast.

17. Select OK.

18. Repeat step one. The custom views will be displayed as per the
screen shot.

.Cumm'd'im

i §

¥

To display a custom view, select from the list and select the Show button.
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Tip 10:
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 totalled 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.

x 3 c o E F E H T K L [l i
1 Advanced Solutions (Pty) Ltd 1
2 YTD Income Statement
3
5 Har08 Apr-08 May06 | 15t Quarter | Jun-00 08 Aug06 [ ZndGuaner | Sep-00 Do 08 Hov-06 | 9rd Quarter
6 315613 483670 409125 1208608 I
= [ omes  mwa  Tor|  2mem
8 72068 3204 sorz| 221384
22837 75038 2ma7e 123351
34822 43388 3| Tneo
25700 3510 | ar2740
58409 70257 47333[ 175999
[ emoo om0 Soooo| 180000
55000 75000 coooo| 200 000
3409 0157 w3 38899
a 5 300
0000 ana0n 7a000| _ 248.800
65 118 73649 72 954 Znaz21
67 72307 | 56396
= 1523 smze| 154 700
= 25
97786 339760 2sBgss| 80888
23 (4000 Other incor 23310 23867 21301 63078
i3 4001 Irterest iscei 7550 73567 1063078
21451 72076 125227 |  am7se
7807 28657 Sesad| 159852
43850 asar 43| 13s 902
22000 22000
145080 145080 wooan| 435 240
3e7e5 291555 mesw sTizR

Applies To: MS Excel 2007, 2010 and 2013
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.



2013 Tips & Tricks Ebook | Functions Formulae

17

2. To group the rows:

Control Keys o

SRR (e

. 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.
g. Select row 22.

h. Press F4 to repeat the command.
i. Select rows 24:28.

j. Press F4 to repeat the command.

ST DO Q0 To

\

LS

Q
=

N Free Microsoft Excel

s o

— Shortcut Cheat Sheet

o et bty

- Learn over 60 time-saving Excel shortcuts!

&“ ~rnee -
oirs = (%) DOWNLOAD



http://blog.sageintelligene.com/excel-shortcut-cheatsheet/
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