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Need to display various currencies on your report? Use the
CONCATENATION formula

Formatting cells allows you to change the way data is presented, without affecting the contents of the cell. Say for example
you need to create a sales report to display the value of sales in various countries in each country’s currency, you can apply the
CONCATENATION formula, instead of having to manually change each cell to display the relevant currency for each country

Download the workbook to practice.

Applies to: Microsoft Excel 2007, 2010 and 2013.

In this example, we'll apply the CONCATENATION formula to help change things. Wed like to add different currency symbols to our
regional sales numbers, however, to avoid manually changing each cell in column B, we'll use the CONCATENATE function to link a

specific cell to the sales values, allowing us to update one cell with a new symbol without changing the sales values.

1. Select cell F1.

A B C D E F
T‘ Region Total Sales  New Value Currency
2 |East Coast 3,427,300
3 North Coast 8,724,600
4 South Coast 5,911,100
5 'West Coast 6,753,150

2. Type in the dollar sign ($) and press Enter.

A B C D E F

1 Region Total Sales  New Value Currency S
| 2 |East Coast 3,427,300 | |
3 North Coast 8,724,600
4 South Coast 5,911,100
5 Woest Coast 6,753,150

3. Select cell C2, type in the following formula and press Enter:

=($F$1&" "&B2)
SUM v (0 R ¥ f| =$FS18" "&B2
A B C D E F

1 Region Total Sales  New Value Currency ]: S ]
2 EastCoast | 3,427  =SFS1&""&E)

3 North Coast 8,724,600

4 South Coast 5,911,100

5 Woest Coast 6,753,150

NB: there is a space between the two inverted comma characters.


http://www.sagedl.com/sage-email/PDFs/TEXT%20Functions%20-%20Concatenation.xlsx
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4. Select cell C2. Use the Auto Fill handle to drag the formula to C5.

c2 - fe | =8F51&" "&B2
A B C D E F
1 Region Total Sales  New Value Currency S
ﬂEast Coast 3,427,300 $ 3427300
3 North Coast 8,724,600
4 South Coast 5,911,100
5 Woest Coast 6,753,150

5. Select cell F1. Type in R and press Enter.

A B C D E F
1 Region Total Sales  New Value Currency S
2 |East Coast 3,427,300] S 3427300
3 |North Coast 8,724,600| S 8724600
4 |South Coast 5,911,100] $5911100
5 'West Coast 6,753,150| $ 6753150

Note that the symbol in front of the numbers in column C has now updated.

While conditional formatting and custom format syntax rules are effective, there are times when these features can't help with the
representation of data. Clever use of the CONCATENATE option can help you get around this.

A B C D E F

1 Region Total Sales  New Value Currency R

| 2 |East Coast 3,427,300 R 3427300 | |
3 North Coast 8,724,600 R 8724600
4 South Coast 5,911,100 R5911100

5 West Coast 6,753,150 R 6753150
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How to find similar values in multiple lists using the Exact function in
Excel

Microsoft® Excel® provides an easy way to find similar values between multiple lists using the Exact function in Excel. By applying
this function you will be able to find out the exact match between two strings of data. When you are working in Excel, text
differences within a cell can often be troublesome, that's why it is important to identify and remove varying information.

In our example, we explain how you can use the Exact function to compare two product lists. We'll work through the spreadsheet
and compare client details as an accounts clerk to ensure that the information is the same.

Apply the Exact function to check whether two text strings are exactly the same. It will return the following results; TRUE if they
match and FALSE if otherwise. It is important to note that the Exact function is also case sensitive.

Download the workbook to practice
Applies to: Microsoft Excel 2010 and 2013

1. Select cell E2. Then select the Formulas tab, and select Text.

MJOmE Insert Page Layout

f T @ B8NE B @ @
Insert AutoSum Recently Financial Logical j§ Text  Date & Lookup &  Math Mare

Function =7 Used - =7 =7 Time = Reference = & Trig = Functions =
Function Library

Data Review View

2. Select Exact.
3. Ensure the cursor is in the first text box (Text1) and select cell A2.

4. Then click in the second text box (Text2) and select cell C2.

r B
Function Arguments m

EXACT
Textl a2 ER:| = "Maxilaku”
Text2 |C2 ezl = "Maxilaku”™
= TRUE
Checks whether two text strings are exactly the same, and returns TRUE or FALSE. EXACT is
case-sensitive,

Text2 is the second text string.

Faormula result = TRUE

Help on this function i oK ] l Cancel



http://www.sagedl.com/sage-email/PDFs/01.07.2015_How%20to%20check%20for%20discrepancies%20between%20text%20strings.xlsx

5. Select OK. Now you can copy the formula down to cell E46.
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A
Product Name

Check

13

As you can see, TRUE means there is a match and FALSE otherwise. This is how you can easily identify discrepancies between the

Maxilaku

Gnocchi dinonna Alice
Tunnbrid

Pavlova

Singaporean Hokkien Fried Mee
Boston Crab Meat

Inlagd Sill

Chai

Gudbrandsdalsost

Queso Cabrales

Chai

Teatime Chocolate Biscuits
Original Frankfurter grine Sote
Cite de Blaye

Teatime Chocolate Biscuits
Rid Kaviar

Gumbér Gummibérchen
Gorgonzola Telino

Pété chinois

Gnocchi dinonna Alice
Tourtiére

Gustafs Kndckebrid

two lists.

C
Product Name
Maxilaku
Gnocchidi nonna Alice
Tunnbrid
Pavlova

Hakkien Fried Mee

Boston Crab Meat

Inlagd Sill

Chai

Gudbrandsdalsost

Queso

Chai

Teatime Chocolate Biscuits
Original Frankfurter grine Soflle
Cite

Teatime Chocolate Biscuits
Ritd Kaviar

Gummibédrchen
Gorgonzola Telino

Pité chinois

Gnocchi di nonna Alice
Tourtiére

Gustafs

TRLUE
TRUE
TRLUE
TRUE
FALSE
TRLUE
TRUE
TRLUE
TRLUE
FALSE
TRLUE
TRUE
TRUE
FALSE
TRUE
TRLUE
FALSE
TRUE
TRLUE
TRUE
TRLUE
FALSE
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Need to look up unit prices in Excel? Why not use the LOOKUP function.

In this tip we'll show you how to look up unit prices in your workbook using the LOOKUP function in Excel. The LOOKUP function is
an alternative method to the more commonly used VLOOKUP function in Microsoft® Excel®.

Manually entering data in your workbook can lead to inaccuracies with your information, you can apply the LOOKUP function to
avoid that.

The LOOKUP function can be used to look up data in single row or column range, it searches for the value in the first row or
column and returns a value from the same position in the second row or column range selected. The data being searched will be
sorted in ascending order.

In our example, we use the LOOKUP function, using the vector form method, to return the unit price for items.

Download the workbook to practice.

Applies to: Microsoft® Excel® 2010 and 2013

1. Place the cursor in cell C4. Select the Formulas Tab. Then select Lookup and Reference.

m_Home Insert Page Layout Data Review View
fi ¥ " ol - @ 0

Insert Autosum Recently Financial Logical Text Date &f Lookup & J Math Maore

Function = Used~ = = = Time ~§ Reference =~ i Trig = Functions =
Function Library

Farmulas

2. From the drop down menu select LOOKUP then OK.
(NB: By default the Vector will be selected)

3. Place the cursor in the Lookup_value box and press F3. Select the defined name (ITEMS) for the range B4:B10.
4. Place the cursor in the Lookup_vector box and press F3. Select the defined name (ITEMS1) for the range H3:M3.

5. Place the cursor in the Result_vector box and press F3. Select the defined name (UNIT_PRICE) for the range H4:M4. Select OK.

' ™
Function Arguments M
LOOKUR
Lookup_value |[TEMS G| = A"
Lookup_vector ITEMS1 = {ASESC DL ELHY
Result_vector |UNIT_PRICE = {120,135,140, 155,170,102}
= 120

Looks up a value either from a one-row or one-column range or from an array. Provided for backward compatibility.

Result_wvector is arange that contains only one row or column, the same size as
Lookup_vector.

Formula result = 120

Help on this function [ Ok ] ’ Cancel
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6. Copy the formula down to cell C10.

A | s | ¢ | o | E | e wm | e e M
Lookup Table
mev B unoerice B arv B seun price B3| ITEM A B [ D 3 H
A s 120.00 30 § 3,600.00 UNITPRICE  $120.00 $135.00 $140.00 $155.00 $170.00 $102.00
B $ 135.00 a0 S 5,400.00
c s 140.00 67 $ 9,380.00
D s 155.00 I 13,795.00
E $ 170.00 54 S 9,180.00
F s 170.00 45 5,780.00
H $ 102.00 %0 5 9,180.00,

The unit prices have been looked up without having to manually enter them. This will ensure that your data is accurate, whilst
saving you time and making your process more efficient.
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How to create an interactive Scroll Bar in Excel using the OFFSET function

Ever wondered how to create an interactive Scroll Bar in Microsoft® Excel®? Instead of manually typing in a particular month or
value, you can use the Scroll Bar control to select the months or values from a list, thus saving your time. In this week's tip we'll
show you how by using the Offset function along with the Scroll Bar.

The OFFSET function returns a cell or range of cells that is a specified number of rows and or columns within your spreadsheet.
The range of cells is given a starting point with specified height (number of rows) and width (number of columns). You can use the
OFFSET function to select a dynamic cell reference.

In this example we'll demonstrate how Months can be interactively selected with the Scroll Bar control and the OFFSET function.
Download the workbook to practice.

Applies to: Microsoft Excel 2010 and 2013

1. Activate the Developer Tab in your Excel spreadsheet. (Nb: The Scroll Bar control option is found on the Developer tab.)

Select the File menu, then click on Options.
Select Customize Ribbon.
« Tick the Developer check box, then click OK.

All Chart Types.. - Main Tabs
Borders v [ =l [¥]Home
a Calculate Mow Clipboard
= Center Font
%4 Conditional Formatting 3 Alignment
Connections Mumber
=3 Copy Styles
[¥F] Custom Sort... Cells
# cut | Editing
A Decrease Font Size T [¥]Insert
I Delete Cells.., [¥] Page Layout
W' Delete Sheet Columns [¥] Formulas
= Delete Sheet Rows Data
[ED E-mail Add >>
< Fill Calor [»
~  Filter << Remove
Font |4 =
A Font Calor [» [ [¥] BI Tools
Font Size I Background Removal

2. Insert the Scroll Bar Control.

« Select the Developer tab, then select Insert under the controls group
« Then select the Scroll Bar from the Form Control group

4 |§' Properties
@View Code

Y

lesign
s Mode # Run Dialog

J

aH#FEBE 2
ERYEE

« Cut and paste or place the control on the Dashboard worksheet, in the range Q2:Q4.
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3. Format the Scroll Bar Control (NB: To make the Scroll Bar control interactive using the OFFSET formula, you first need to change
some of the Scroll Bar Control settings.)

« Right click on the Scroll Bar Control, then select the Format Control menu item.

« Set the maximum value to 11 (number of months, excluding the starting point which makes it 12).

« Click the red arrow (edit reference icon) in the Cell link.

« Onthe Lists worksheet, select cell B14 (the output of the Scroll Bar, a number representing the selected month).

« Then select the red arrow (edit reference icon) to return to the Format Control window, then select the OK button.

r Y
Format Object R

| Size | Protection I Properties | AItText| Contral |

Current value: 0
Minimum value: 0
Maximum value: 11

Incremental change: | |

MR R G 3

Page change: 10
Cell link:

3-D shading

[ OK ][ Cancel ]

4. Using the OFFSET function to return the month name.

Select the Dashboard worksheet, then select cell N3.
Select the Formulas tab, then select Lookup & Reference.
Select OFFSET.

Complete the fields as follows:

r B
Function Arguments m
OFFSET
Reference || reference

Rows number

Cols number
Height number
Width 85| = number

Returns a reference to a range that is a given number of rows and columns from a given reference.,

Reference is the reference from which you want to base the offset, a reference to a cell
or range of adjacent cells,

Formula result =

Help on this function [ OK ] [ Cancel

Reference: the specified starting point.

Rows: Number of rows you want to move from the starting point.

Cols: Number of columns you want to move from the starting point.
Height: This is the size in rows of the range you want to be returned.
Width: This is the size in columns of the range you want to be returned.

10
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« Select the red arrow (edit reference icon) in the Reference.

« Select cell B1 on the lists worksheet, then select the red arrow (edit reference icon) to return.
« Select the red arrow (edit reference icon) in the Rows.

« Select cell B14 on the Lists, then select the red arrow (edit reference icon) to return.

« Place your cursor in the Cols box, enter 0 and select OK.

r Y
Function Arguments M

OFFSET
Reference | = 41275
Rows |ListsIBi4 4
Cols 0 0
Height number
Width G| = number

= Volatile
Returns a reference to a range that is a given number of rows and columns from a given reference.

Reference is the reference from which you want to base the offset, a reference to a cell
or range of adjacent cells.

Formula result = Volatile

Help on this function [ OK ][ Cancel
L Mo N | o

Select Month: _]uh‘gr

The months can now be interactively selected by using the Scroll Bar Control.
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How to quickly create a dynamic drop-down list in Excel

A dynamic drop down list in Microsoft® Excel® is a convenient way of selecting data without making changes to the source. Let's
say you have a list where you are likely to add or remove values, a dynamic drop down would be the best option to select data. With
a dynamic drop-down list, when you delete or add months the list changes to accommodate that action, whereas a normal list
does not.

We have written tips on how to create a static and dynamic drop down list using and the Table option. However, in this tip we show
you how to create a dynamic drop down list by using Data Validation, OFFSET and COUNTA functions.

We learnt in our previous tip that the OFFSET function is used for creating dynamic data ranges. The COUNTA function counts the
number of cells that are not empty in a range. Data Validation is used for restricting what type of data should or can be entered into
arange.

Download the workbook to practice

Applies to: Microsoft Excel 2010 and 2013

1. We start by creating a defined name.

a. Select the Formulas Tab, then Define.

Dynamic Data Validation List -

Page Layout Data Review View Developer Add-Ins

iE @@ B o=l

= Use in Formula

Text Date & Lookup & Math More Name .
- Time ~ Reference ~ & Trig ~ Functions ~ | Manager EES Create from Selection
n Library Defined Mames

b. Enter Months under the Name text box.

c. Enter =OFFSET(List!$B$2,0,0,COUNTA(List!$B:$B),1) under the Refers to text box.

r B
Edit Name |2 [
Mame: Months
Scope: Workbook
Comment: I
Refers to: | _oFrsET(List ¢8£2,0,0, COUNTA(List! £8:58), 1) e
[ ok || canel |
A

Here is a breakdown of what the formula represents:

«  $B$2 refers to the reference or starting point.

e  The number of rows you want to move from the starting point is 0.

«  The number of columns you want to move from the starting point is 0.
«  The height in number of rows is COUNTA(List!$B:$B).

COUNTA(List!$B:$B) ,counts the number of values that are not empty in column B. When you add a value to the range, the
number of values that are not empty will increase. The number of values that are not empty will decrease when you delete a

value from the range. Therefore the named range expands when you add a value and contracts when you delete a value.
12
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e The width in number of columnsis 1.

d. Select OK.

2.To create a data validation list:

a. Select the Dashboard worksheet, then select cell N2.
b. Select Data Validation under the Data Tab.

c. Select List under Allow.

d. Place the cursor in the Source text box and press F3. Then select Months.

i Y
Data Validation I~

Settings | Input Message | Error Alert |

Validation criteria

Allow:
List |T| Ignore blank
Data: ¥ In-cell dropdown

between

Source:

=Months = I

Apply these changes to all other cells with the same settings

(o) [ o

e. Select OK.

3. Select the drop down list in cell Q2. There are only six months in the list.

L | M | N | o | P |a

Select Month: Bt

February
March

June

MTD variance front i ag ..

4. Select the List worksheet and increase the number of months to December(12).

5. Select the drop down list in cell @2 in the dashboard worksheet. The number of months has increased to 12.

13
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Select Month: G
June

July

August N
September =
October T

Movember
December

MTD variance fron

Based on the above example, the number of months in the data validation list will decrease if you delete some values from the
range B2 to B13 on the list worksheet. Therefore a data validation list has been created, allowing flexibility when selecting data.

14
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4 Easy steps to calculating formulas with the Paste Special Command

Have you ever wondered how to use the formulas operations under the Paste special command? You can divide, add, multiply and
subtract values when you copy and paste.

Let's say, you want to quickly convert values from millions to thousands when you copy and paste, you can use the paste special
divide formula. This command will save you time creating normal formulas to carry out this instruction. Furthermore, the values will
be easy to analyse when converted to a lower value.

Download the workbook to practice

Applies to: Microsoft® Excel® 2010 and 2013

1. Start by highlighting the divider range, D3 to D20.

2. Right click and copy. Then highlight the values range, C3 to C20.

3. Right click and select Paste Special.

I Paste Special... 3

Insert Copied Cells...
Delete...

Clear Contents

Paste Values
Filter » 123 ]2:;;, ]2—3{
Saort » _
Other Paste Options
i Insert Comment e e =
%, (=] ] |
| F t Cells...
'ﬁ cormat el I Paste Special...

Pick From Drop-down List... |

4. Select the divide option and click OK.

S000 1000
8000 1000
4000 1000
7000 1000
3000 1000
6000 1000
7000 1000
8000 1000
12000 1000
15000 1000
30000 1000
17000 1000
18000 1000
20000 1000
19000 1000
21000 1000
45000 1000
12000 1000

The values have been quickly converted to thousands without using the normal formulas. This is a quick and easy way of applying
formulas to values. It is important to note that the Paste Special command will only be enabled if you copy the data. It will be

disabled if you use the cut option to select the data. -
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Fasy steps to using the compound interest calculator in Excel

My daughter just completed a project of creating a piggy bank at school. This reminded me of the importance of saving. The return
on investment is often determined by interest rates and this is why investors or anyone who wants to save chooses the right
moment to make an investment.

In this tip we explain how to calculate compound interest using Microsoft® Excel®.

Since there is no standard function to calculate compound interest in Excel, we'll show you how to create a custom compound
interest function.

Download the workbook to practice
Applies to: Microsoft® Excel® 2010 and 2013

Compound interest is interest paid on both the original amount of money and on the interest it has already earned. Follow the
steps below as we explain how:

1. Press ALT & F11to start the Visual Basic editor.
2. Select Module from the Insert menu.
3. Copy and Paste the following code:

Function Compound_Rate(PV As Double, R As Double, N As Double) As Double
Compound_Rate = PV*(1+R)~N
End Function

Note:

« Afunction returns a value.

« Double is a data type that has a fractional component.
« PVisthe Present value of the Investment.

« Ristheinterest rate.

« Nisthe number of investment periods.

4. Save the changes.

5. Select the File menu, then Close and Return to Microsoft Excel.
6. Press F12 to Save As.

7. Select Excel Macro Enabled workbook under Save As Type.

8. Place the cursor in cell B5.

9. Type: =Compound_Rate(B1,B2,B3) and press enter.

Note:

« Blisthe Present Value of the investment.
« Ristheinterest rate.

« Nisthe number of investment periods.

The compound interest is 900 as displayed below:

A B
1 Present Value 500
2 Interest Rate 08
3 Investment Period 1
4
5 Compound Interest 900

We have created a custom function to calculate compound interest in an easy and accurate manner.

16
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How to calculate a deposit or down payment in Excel

Purchasing a car or a house is usually a pleasant experience for the buyer. However, most financial institutions require a deposit or
down payment to be made towards the total purchase price.

In this week's tip, we share how to calculate the deposit or down payment for a car. For instance, the cost of the car could be
$15,000 to be repaid over four years at 3% per period. Furthermore, you may want to keep the monthly payment at $400 per month,
but need to calculate the deposit. This is how it can be done:

Download the workbook to practice.

Applies to: Microsoft® Excel® 2010 and 2013

1. We are going to use the following formula:

=Purchase Price-PV(Rate,Nper,-Pmt)

e PV:calculates the loan amount.

« The loan amount will be subtracted from the purchase price to get the deposit amount.

« Rate:is the interest rate per period. It will be divided by 4 if per quarter or 12 if it's per annum.

« Nper:is the total number of payment periods in an investment, which will be 48(4*12).

« Pmt:is the payment made each period.

2. Place the cursor in cell C6 and enter the formula below.

=C2-PV(C3/12,C4,-C5)

3. This will give you $3,071.48 as the deposit.

fi B C
1
2 PURCHASE PRICE  $ 15,000.00
3 RATE 3%
a NPER 48
5 PMT $ 400.00
6 DEPOSIT $ (3,071.48)

By using this method you can calculate the deposit for a car or house using an easy formula.
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Learn how to extract more than one column of data with a single
VLOOKUP formula in Excel

It's over 10 years since | started training Microsoft® Excel® to corporate clients. During training sessions, delegates usually ask
questions on how they can use Excel to help them become more effective in their work. Last week, a financial manager asked me
how she could easily look up more than one field of data from a table with a single VLOOKUP formula.

She wanted to extract the product name, customer name and selling price using one VLOOKUP formula. Her concern was the time
it took to extract one field. | therefore, decided to write this tip with a view of helping someone save time and increase productivity.

Download the workbook to practice.
Applies to: Microsoft® Excel® 2010 and 2013

1. We are going to extract the product name, customer name and selling price with one VLOOKUP formula. This is the formula we
are going to use:

=VLOOKUP(Lookup_value,Table Array,{3,4,6},Range_Lookup)

« Lookup_Value is the common field between the data range and the extraction table.

» Table Array is the source data range.

« The curly brackets represent the position of the fields to be extracted in the source data range. This is not linked to the column
letter, but it is the position of the field to be extracted within the table.

« Range_Lookup is either an exact or approximate match

2. Highlight the data range J2to L2.

3. Type the formula : =VLOOKUP(I2,Data_Source,{3,4,6},0) and press CTRL +SHIFT + ENTER.

Data_Source is the named range for the data table. Press F3 to display the named ranges and select Data_Source.
0 means that an exact match is required.

4. Copy the formula for all three columns.

| J K L
Document Number|Customer Name Product Name Selling Price
INO00010 Fix Right Plumbers  |Serenade Acrylic Cowrie Oval $ 23.192.00
IN00001T R.B. James MNoce De Grade % 10,392.00
IN000018 WW. Smith Hygenix Almond Toilet $  3.795.00
IN000019 Wet 'n Wild Plumbers |Rose De Grade % 1,299.00
INO00020 T. Phillips Serenade Acrylic Cowrie Oval $ 1449500
IN000021 TG Plumbers Tm818 Matural Clear Trimati Shower Door 5  2337.00
IN0000022 Action Plumbers Serenade Acrylic Piazza Conversion Bath % B,697.00
IN0000023 Plumbwave Serenade Acrylic Cowrie Oval 5 5,798.00
INO000027 Surefix Quadrant 900 White Clear Shower Door 5 23,391.00
INO000028 Parkin Plumbers CE900 White Clear Comner Entry Shower Door | §  11,893.00
INO000029 Parkin Plumbers Saphire Sink Mixer 5 1,393.00
IN0000030 Trench Plumbers Hygenix Almond Toilet & 3,036.00
IN0000031 Brenlin Plumbers Moce De Grade 5 2,598.00
INO000033 Surefix Serenade Acrylic Cowrie Qval $ 31,889.00
IN0000034 Action Plumbers Serenade Acrylic Cowrie Qval §  8.697.00

You can extract more than one column of data with a single VLOOKUP formula, instead of one field at a time. This will help save you
time and increase your productivity.

18
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2 Easy steps to help you look up data in Excel using multiple criteria

We showed you how to extract more than one column of data with a single Vlookup formula. However, if you want to look up data
with multiple criteria then you can use the INDEX and MATCH functions.

You can look up data that meets multiple criteria and overcome the limitations of the Vlookup, thus saving you time and making
your process more efficient.

Follow the example below, as | explain how to use the invoice number and order number to extract the customer’s name.
Download the workbook to practice.

Applies to: Microsoft® Excel® 2010 and 2013.

1. Place the cursor in cell B4 and enter the following formula:

=INDEX(Data_Source, MATCH(B2&B3,Invoice_Number&Order_Number,0),4)

u

- Todisplay the data range for the entire table, place the cursor after “=INDEX(
> Press F3 and select Data_Source.

« B2&B3represents the invoice number and order number respectively.
« Todisplay the data range for the invoice number, place the cursor after “MATCH(B2&B3,".

> Press F3 and select Invoice_Number.

« Todisplay the data range for the order number ,place the cursor after "MATCH(B2&B3,Invoice_Number&”
> Press F3 and select Order_Number.

« 0 means an exact match should be found.
« 4isthe position of the customer name field within the main table range.

2. Press CTRL +SHIFT +ENTER because it is an array formula. Check the link below for more details on the array formula.

A B C ]
1
2 |Document Mumber  INODOO1T
3 Order No OR03
4 Customer Name R. B. James
5
6 Invoice Number |Order Number Date Customer Name
7 IN0C0010 OR01 March 02, 2009|Fix Right Plumbers
g IMN0O0OT11 OR02 March 02, 2009|F_H Travisham
9 IN000012 ORO3 March 01, 2009|P_ Jones
10 INO00013 OR04 March 20, 2003|T. Phillips
11 IN000014 0OR05 March 01, 2003|S. Mgubane
12 IN000015 OR06 March 02, 2009|TG Plumbers
13 INO00016 ORO7 March 01, 2009|T. Chetty
14 IN000017 OR03 March 01, 2009|R. B. James

By using this formula you can look up data with multiple criteria. It will let you analyze your data quicker and help save time! This
will enable you to analyze data quickly.

NB: Depending on your computers region settings, if you encounter any problems with the attached tip formula, try and replace
the’,"(comma) with a’; ' (semi-colon) where applicable.
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How to quickly round off numbers using the ROUND function in Excel

Anyone who works with figures in Microsoft® Excel® knows the importance of quickly rounding off numbers. Luckily Excel has an
easy function that allows you to round off numbers without any hassle.

Instead of clicking the increase or decrease decimal options on the ribbon, you can use the ROUND function to round off numbers
to a specified number of decimal digits. In the next tip we will explain how to round off seconds to minutes using the MROUND
function.

Download the workbook to practice
Applies to: Microsoft® Excel® 2010 and 2013

Place the cursor in cell B2.

2. Type =ROUND(A2,2) and press Enter.

« A2isthe cell reference for the number you want to round.

« 2isthe number of digits to which you want to round.

« Negative rounds to the left of the decimal point and zero to the nearest integer.
3. Copy down the formula.

—

A B
1 Before After
2 368 58712 368.59
2 £52.25463 65225
4 652 3645 652 36
5 761.28156 761.28
6 855.362 855.36
7 7452 3561 745236
8 7458.123 7458.12
9 7895.52638 7895.53
10 7895 6342 7895 63
1 8597.54826 8597 55
12 9543 5478 9543 55
13 9863 254 986325
14 98563.35476 98563.35

As you can see the numbers have been rounded off to 2 digits with an easy formula, thus saving you time and making your process
more efficient.
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Learn how to easily round off time values in Excel using the MROUND
function

Working with time values comes with its own challenges. One of the issues is how to round off time values from seconds to
minutes or minutes to hours.

You can use the MROUND function to round off time values. The MROUND function returns a number rounded to the nearest
instance of a specified multiple.

It's easier to manipulate time values if they are rounded off. So, if you work with time values you will find this tip useful, especially
HR personnel, IT security professionals, stock controllers etc.

Download the workbook to practice.
Applies to: Microsoft® Excel® 2010 and 2013

1. Start by formatting numbers to the time format.
« Highlight the range B3:B9.

« Right click and select format cells.

« Select custom under the number tab.

« Select h.mm:ss then select OK.

2. To round off to the nearest hour.

» Place the cursorin cell C3.

« Type =MROUND(B3,"1:00").

« Press Enter and copy the formula down.

3. To round off to the nearest minute.

« Place the cursorin cell D3.

«  Type =MROUND(B3,"0:01").

« Press Enter and copy the formula down.

A B C D

1

2 Time  NearestHour  NearestMinute
3 20:45:39 21:00:00 20:46:00
4 16:52:32 17:00:00 16:53:00
5 17:35:34 18:00:00 17:36:00
6 18:45:36 19:00:00 18:46:00
7 5:53:41 6:00:00 5:54:00
] 8:30:35 9:00:00 8:31:00
g9 3:45:39 4:00:00 3:46:00

The time values have been rounded to the nearest hour or minute. Only minutes or seconds that are greater than or equal to 30
are rounded off.
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3 Easy steps to display the date difference in years, months and days in
Excel

Recently an HR consultant asked how she could show the time served by employees in years, months and days. She currently
only displays the time served in years and wanted to be more specific. An inventory controller also asked me a similar question in
relation to stock movement.

Therefore we will practice using the DATEDIF and concatenate functions. The DATEDIF function returns the difference between
two dates and the concatenate function joins the various formulas into one function.

Download the workbook to practice.
Applies to: Microsoft Excel 2010 and 2013

1. Select the Practice worksheet.
2. Place the cursor in cell C4.
3. Enter the formula below.

=DATEDIF(A4,B4,"Y") &" Years, “ & DATEDIF(A4,B4,"YM") & “ Months, “& DATEDIF(A4,B4,"MD") &" Days,"

« The first DATEDIF formula returns the date difference in years.

« A4 represents the start date and B4 the end date.

« The second DATEDIF formula returns the date difference in months.
o YM' displays the remainder of the months after extracting the years.
o ‘M’ will display the total number of months.

« The third formula returns the date difference in days.
o ‘MD’ displays the remainder of the days after extracting the months.
o ‘D" will display the total number of days.

« The ampersands (&) joins the three formulas into one.

1

2

3 Start Date End Date Result

4 2012-01-29 2015-01-15 2 Years, 11 Months, 17 Days,
3 2010-02-21 2014-09-13 4 Years, 6 Months, 23 Days,
5] 2011-03-22 2013-08-19 2 Years, 4 Months, 28 Days,
7 2013-04-23 2014-11-11 1 ¥ears, 6 Months, 19 Days,
8 2014-05-24 2015-05-17 0 Years, 11 Months, 23 Days,
2! 2012-06-25 2014-02-21 1 Years, 7 Months, 27 Days,
10 2009-07-26 2015-12-05 6 Years, 4 Months, 9 Days,

The DATEDIF formula will have to be typed in because it is not available on the functions list. It is used for returning the difference
between the start and end dates. However, as in this example, it can be nested to create a custom formula.
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Fasily link a worksheet name to a cell using the MID and FIND functions
in Excel

Reports are often prepared and presented on a regular basis. Some businesses often use Microsoft® Excel® to present their
reports. Report headings can contain worksheet names and that is why it is important to link worksheet names to a cell. This can
be achieved by using the MID and FIND functions in Excel. This will save you the time of re-typing the worksheet names in the
report headings.

Using the steps below you can have your worksheet names for each month in a workbook and display the worksheet names in the
report heading automatically.

Download the workbook to practice.
Applies to: Microsoft® Excel® 2010 and 2013
1. Select cell C1. Then select the Formulas.

2. Select Text and then MID from the text functions list.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

o2 |8 EEJE R B B S5

Insert  AutoSum Recently Financial Logicall Text §Date & Lookup 8 Math &  Maore Name
Function - Used - - - = M Time~ Reference~ Trig~ Functions~ Manager

3. Place the cursor in the Text box and enter CELL(“filename”,A1).
The CELL function returns information about the formatting, location, or contents of a cell.

« It has two arguments info_type and reference.

Info_type: text value that specifies the information type to be returned.
« Reference: Is a cell that you want information about.

« “Filename” will return the path of the filename.

C:\Excel Tips\[Linking a worksheet name to a cell.xlsm]Janaury
4. Place the cursor in the Start_num box and enter FIND(“]",CELL("filename”,A1))+1.
« The location within the file path name where to start extracting the worksheet name.

« ""instructs Microsoft® Excel® to find the position for the square bracket.
« +1adds1to the position returned by searching for the square bracket.
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5. Place the cursor in the Num_Chars box and enter 32, then select OK.

e 32isthe maximum number of characters for a worksheet name.

i Y
Function Arguments m

MID
Text | CELL(filename, A1) Fe:| = Volatile
Start_num | FIND(]",CELL{filename™ Al)}<1 |F%: Volatile
Num_chars 32 32
= Volatile

Returns the characters from the middle of a text string, given a starting position and length.

Text is the text string from which you want to extract the characters.

Formula result = Volatile

Help on this function [ ok || concer |

The worksheet name will be linked to the cell automatically, thus saving you time and effort. In addition to this nifty trick, whenever
the worksheet name is changed, it will automatically update the cell it is linked to.
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How to customize number formats

Having a sufficient amount of cash is key to maintaining a healthy business, which is why it's crucial to track where your cash
comes from and where it goes. We've provided you with a cash flow statement template which you can customise. In this tip, we
show you how you can customise number formats.

Conditional formatting allows you to change the font, size and colour of text in cells (among other things). By using Custom
Formats you can change how the data itself appears without having to change the data values in the cells. This can make data
easier to read, particularly with financial information.

Download your cash flow statement template to practice this exercise.

Applies to: Microsoft® Excel® 2007, 2010 and 2013

1. Open the exercise workbook. You will see a part of a cash flow statement report. You will see that a number of cells, such as
some cells in row 19, are actually negative values.
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2. Select cells E14 to P29. From the Numbers group, on the Home tab, the drop down list identifies that these cells are currently
formatted as Number. To format them as a currency values click the drop down arrow of the Format box and select Currency.
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The numbers will now change to currency values without you having to change the data. In this example, we've used South African

Rands (R).
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3. If you'd like to apply accounting formatting, click the drop-down arrow of the Format box and select Accounting. You will see

that the format of the figures will change and zero values will become dashes.
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To make it easier for you to recognise negative values, you can change the format of negative values so that they are distinct. In
this case, you can change the color of the values to red, and have the values in brackets. Here's how:

4. Press CTRL + 1. This opens the Format Cells window.

[Pt || ke | ront | Border | ra | rotecton
CAEgErYT

General +| Samgle

Mumbar R 554,251.00

Date Decmal places: |2 ==
Percantags R E
Fracton

soentfc

Text

Speval

Custom

Agcounting formate ine up the currency symbals snd decimal points in 4 colemn.

e ) [oma ]

5.In the Category window, select Custom.

Pusrber | | Pont | Border | P | Protecton

Category:

General s | Somple

Hursber

Curreney i 554,251.00

0a Do

Th: _R" & #s000_;_R" -2 #80.00_;_R"T__@_

Type the rumber format code, using one of the existing codes as 2 starting pont.

(o) [emar )

6. In the Type: window, select the 0.00_);[Red](0.00) option, then click OK.

Hurber | | Fomt | Border | Fd | Protecton
Categary:

Ganaral a| Somple

Musrber 55435100

Tl

Time 0.00_); [Red] (0.00)

- I,l”ﬂ":_' -mm_;_ =
R*™ & &a0.00_; R*-&,a80.00_;:_
=z 2E0.00 ;73,8000 ; "

=,220.00;(, #20.00)
572, 220.00;0'5"2, 220.00) -

Type the number format code, using one of the exsting codes a5 2 siartng pont.

[
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You will now see the negative values are now in red, with brackets around them.

o - = £ sosy
P € of 1 | ¥ T (] I H T " il T 3 L - I [ T a [

: (@) statement of Cash flows

While conditional formatting can change the visual format of a cell, adjusting the actual format of the cell can change how the data
itself is represented, without having to manually type more characters or make physical adjustments to the text.
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How to replace a concatenation formula

We shared a cash flow statement template with you and showed you how to change the way your data appears to make it easier to

read, using Custom Formats. This time around, we want to show you how to replace a concatenation formula in the same template,

still using Custom Formats.
Download your cash flow statement template.

Applies to: Microsoft® Excel® 2007, 2010 and 2013

Open your template. You will see a part of a cash flow statement report.
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Note that the Period Numbers in row 9 are listed as single numbers. All numbers should be in a double digit format, followed by

the year e.g. 01-2014.

1. Select cells E9 to P9.

[ I
(@) Statement of Cash Flows

3 [ i i s s " i — —" —, " " " i, s i\

Company hiame: Demomitaton Compaey
et e e

i
i

2. Press CTRL + 1. This opens the Format Cells window.

(Formatcas o=

[Murber || sbgrement | Font | Border | P2 | |
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ACCountngG Genersl format calls have no spedific number farmat.

) o
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3. In the Category window, select Custom.

Type the rumber format code, using one of the exsting codes s & starting pont.

Dl

[ J[ o ]

4.1n the Type box, select General.

bumber | 2 | ront [ oorder | Fa ] |
Category:
General | Gampls

Type the number format code, using one of the edsting codes a2 & starting pont.

.

5. Type 00" -2014" then click OK.
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Type the number format code, using one of the easting codes a5 & starting pont.

|
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The period values have now been adjusted to a two-digit format to represent the period, and are appended with a “—2014" value.

(@ Statement of Cash Flows

Company ame Dameratration Cempany
Curent v e

|n
W T R REM2100 RAMLTO00 REATE00 RUISH00 RISS000 REUATIO RTAMEN RSN RILMGN ROSMI0 RTIEMEDN  REENSH

While the same result could have been achieved by using a concatenation formula, this method of using Custom Formats removes
the need for it. As it's a format that will be saved in this workbook, it can be applied to other cells very easily.
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Conditional Formatting using custom Excel formulas

Conditional Formatting is an effective Microsoft® Excel® feature that allows you to highlight important information for example; the
ability to find duplicate values within your spreadsheet. You can create your own rule by applying conditional formatting to cells or
ranges of cells.

When you have selected the data you want to format, you can easily change the appearance of how your information is presented
to help you easily analyze your data.

Download the workbook to practice.
Applies to: Microsoft Excel 2010 and 2013

In this example, we have a number of cells containing values in excess of one million. We'll help you create a rule that will change
the appearance of how the values are presented.

| A1 - fe | Region

A B
1 Region Total Sales
2 East Coast 3,427,300
3 North Coast 8,724,600
4 South Coast 5,911,100
5 West Coast 6,753,150

1. Open the Excel workbook and select cells B2:B5.

B2 - (= £ | 3427300

A [ B \

1 Region Total Sales
2 East Coast 3,427,300
"3 |North Coast 8,724,600
4 South Coast 5,911,100
~ 5 |WestCoast 6,753,150

2. Right click on the selected cells and select Format Cells (alternatively, use the keyboard shortcut Ctrl + 1).

| B2 - f| 3400
A [ Calibri - 11 - A" o B 5 G
1 Region @ (B EA-A-EH WA |
2 EastCoast E =,
3 North Coast Ba Copy
4 South Coast @ Paste Options:
5 West Coast E]
6 Paste Spedial...
7 Insert...
8 Delete...
Clear Contents
19 0 Fitter ¥
Sort *
11 ol Insert Comment
= j" Eormat Cells...
13 Pick From Drop-down List...
14 Defime Hame...
15 g, Hyperlink...
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3. Inthe numbers tab, under the Category group, select Custom.

M

Mutber | Algrment | Font | Border [ P | Protecton |

Lategory:
General | Sample
m“‘wm 3,427,300
Typee:
oste o
Perotntage General =
Fraction (]
Scientific 0.00 %
Text g0 |

2,220.00
#2802, 820

£ 220, Red]-2, 220

2,220.00;-2, 220.00

#,220,00;Riec]-#,220.00

R #5200 8,550

R =,#20;Red]R -5, 250 bl

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

-

4. Inthe Type box, delete the current values and enter the following formula:
#,###, "M” and click OK.

o 1 == |

number | Aignment | Font | Border | Al | Protection |

Category:
General a | Sample
Number M
Currency
Accounting Type:
1D_am1: & 888, M
Percentage General -
Fraction 0
Saentific 0.00 H
Text &880
ﬁ #,#=0.00
#,280;-2,820
#,220;[Red]-#,220
= =220,00;-%, 220,00
#,£20.00;[Red]-#,#£0.00
R = =20/ -2, =20
R #,220;[Red]R -2, 220 =

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

Lo J [ comn ]

5. The values in the cells are automatically rounded according to their value, along with the letter M to signify a million.

B2 -(= £ | 3427300
A A | B |
1 Region Total Sales
~ 2 |EastCoast 3M
3 |North Coast 9IM
I South Coast 6M
- 5 |West Coast M

Now that you have applied your own conditional formatting rule, you can customize your spreadsheets to help you visually analyse

data, and identify patterns and trends.
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How to determine whether you are over or under budget, using custom

formats

Monitoring budgets can be quite stressful and may involve the use of formulas. Instead of complicated formulas, you can use
custom number formats within Microsoft® Excel® to easily determine if you are over or under budget.

Allit takes are a few steps and you can then monitor your budget. Follow the steps below as we explain how:

Download the workbook to practice

Applies to: Microsoft Excel 2010 and 2013

Actual vs Budget
Month pl Budget ﬂ Actual pdl Variance -
January 2,355,872 1,790,929 564,943
February 2,654,031 2,827,606 -173,576
March 2,239,980 2,924,180 -684,200
April 3,350,156 3,867,270 -517,114
May 2,404,480 2,413,107 -8,627
June 2,307,708 2,220,000 87,708
July 2,950,529 3,102,678 -152,149
August 1,882,670 1,825,791 56,878
September 1,423,808 1,724,825 -301,017
October 1,210,847 1,100,000 110,847
MNovember 997,886 750,000 247,886
December 3,233,965 3,200,000 3@

2. Select Format Cells, then select Custom from the Category menu.

3. Inthe Type field select 0.

| Font | Border | Fl

o =]

Type the number format code, using one of the existing codes as a starting point.
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4. Typein the following: 0,000 “Underbudget”;-0,000 “Overbudget”
Then select OK.

NB: If the formula populates an error, use the following instead:
0,000 “Under budget”;-0,000 “Over budget”

Fermat Cells @
Murnber | Alignment I Font I Border | Fill | Protection
Category:
General . | Sample
Number 564,943 Under budget
Currency
Accounting Type:
Date - -
Time 0,00  “Under budget™;-0,00 Over budget]
Percentage zeneral -
Fraction i} =
Scientific 0,00 | 3 |
Text £,220 W
: #,#20,00
0 # #520;-#, 550
#, ##0;[Red]-#, %20
#,#%0,00;-%, 70,00
#,##0.00;[Red]-#,##0.00
R ##20R -%, 550
R #,##0;[Red]r -#, 20 S

-

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

ok ||

Close l

The values where the variance is positive have the words Under budget next to them. Where the variance is negative, Over budget

is displayed. In that way it is easy to determine if a value is over or under budget.

Actual vs Budget
Month Ml Budget n Actual hl Variance "
January 2,355,872 1,790,929 564,943 Under budget
February 2,654,031 2,827,606 -173,576  Over budget
March 2,239,930 2,924,180 -684,200 Over budget
April 3,350,156 3,867,270 -517,114  Over budget
May 2,404,480 2,413,107 -8,627 Over budget
June 2,307,708 2,220,000 87,708 Under budget
July 2,950,529 3,102,678 -152,149  Over budget
August 1,882,670 1,825,791 56,878 Under budget
September 1,423,808 1,724,825 -301,017 Over budget
October 1,210,847 1,100,000 110,847 Under budget
November 997,836 750,000 247,886 Under budget
December 3,233,965 3,200,000 33,965 Under budge
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How to quickly create a date format using a custom formula in Excel

By adding a custom formula to a range of cells, you can create a date, without having to manually format each cell (this also known
as suffixing numbers with text strings). Let's say you have numbers in a spreadsheet and you wish to display them in a particular
date format, you can apply a custom number formula to build a date range. Using this custom text string will help save you time
and make your reports more reader friendly. In today’s tip we'll show you how it can be done in four easy steps.

Download the workbook to practice

Applies to: Microsoft Excel 2010 and 2013

1. Select the data range D4:D20, and then right click.

|Anderson. P Confections Maxilaku
Johnson. A Grains/Cereals 'Gnocchi di nonna Alice 14, 292|
|peters. Grains/Cereals Tunnbrod 1 448
Bonders. P Confections Pavlova 15 29
]Newson. L Grains/Cereals Singaporean Hokkien Fried Mee 15 76|
Lavin. T Seafood Boston Crab Meat 14 144
[Perks. M seafood Inlagd sill 29 422
Anderson. P Beverages Chai 17 504/
]Johnsan. A Dairy Products dbrandsdal: 14 346
Peters. K Dairy Products Queso Cabrales 7| 146
|Bonders. Beverages chal 10 364
Newson. L Confections Teatime Chocolate Biscuits 211 10540|
]uvin. T Condiments Original Frankfurter griine SoRe 7 29
Perks. M Beverages Céte de Blaye 12| 240
]Andersom P Confections Teatime Chocolate Biscuits 25 50|
Johnson. A Seafood Rod Kaviar 10 140
| peters. K Confections | Gumbar Gummibarch 19

2. Select Format Cells.

3. Select Custom from the Category box, and then select 0 under Type.

Format Cells =

Number | Alignment | Font [ Border | Fil | Protecton |

Category:
General » | Sample
Number 1
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific -
Text %82

#,=%0.00

#,720;-5,5%0

#,220;[Red]-#, 220

#,££0,00;-%,£20.00

#,220,00;[Red]-#,220.00

R #50R -#,54

R #,220;[Red]R -%,2£0 =

—

Type the number format code, using one of the existing codes as a starting point,
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NB: Should your Excel settings differ, remove the spacing as follows: 0" May 2015"

1May 2015

Type:
0 May 2015° |

General

0

0.00

=220

=,220.00

&, &280;-%,530

2, 220;[Red]-#, 220

=, #20.00;-%,%20.00
#,#20.00; [Red]-#,#20.00
Rz =R 2,220

R #,#20;[Red]R -#,#=0

i »

—

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

And P (Confi 15 Maxilaku
Johnson. A Grains/Cereals Gnocchi di monna Alice
Peters. K Grains/Cereals Tunnbrad
Bonders. P Confections Pavlova
Newson, L Grains/Cereals Singaporean Hokkien Fried Mee
Lavin. T Seafood Boston Crab Meat
Perks. M Seafood Inlagd Sill
Anderson. P Beverages Chai
Johnson. A Dairy Products Gudbrandsdalsost
]peters, K Dairy Products Queso Cabrales
Bonders. P Beverages Chai
Mewson. L Confections Teatime Chocolate Biscuits
Lavin. T Condiments Original Frankfurter griine Sofe
Perks. M Beverages Céte de Blaye
Anderson. P Confections Teatime Chocolate Biscuits
Johnson. A Seafood Riyd Kaviar
Peters. K Confections Gumbar Gummibarchen

1 May 2015
2 May 2015
3 May 2015
4 May 2015
5 May 2015
6 May 2015
7 May 2015
8 May 2015
9 May 2015

10 May 2015

11 May 2015

12 May 2015

13 May 2015

14 May 2015

15 May 2015

16 May 2015
7 May 2015

SEBRERGE

432|
292

gIEEIZEERE

10540/

240

140
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How to change the case of consistent text in Excel using Flash Fill

Manipulating data in Microsoft® Excel® may involve changing the text case from lower to upper case. Luckily, there is an easier way

of doing this without the use of formulas.

A new feature in Excel 2013 and 2016 is the Flash Fill option. This can be used to change the case of consistent text. It can also
be used to split and join (concatenate) consistent text. In this tip, we are going demonstrate how to use the Flash Fill option to

convert names from lower to upper case.
Download the workbook to practice
Applies to: Microsoft® Excel® 2013 and 2016

Select cell B2 and enter “JANUARY".

A B
focFoRE AR |
~|january JANUARY
~ february
march
~ april
may
june
~july
9 august
10 september
11 october
12 november
13 december

(o I NN <) TV, RN SR PV (6 P

2. Select the Data tab and then Flash Fill.
FORMULAS m REVIEW  VIEW  ADD-INS  BlTools  POWERPIVOT

D Connections 4| Y Ef“'” ETE E E*E '_é g-r_l

i<| Properties Reapply

Refresh El Sort Filter Textto j Flash | Remove Data Consolidate
Al Edit Links Yo Advanced  Columns| Fill uplicates Validation -
Connections Sort & Filter Data Tools

3. The months will all be converted to upper case.

A B
1
2 january JANUARY
3 february FEBRUARY
4 march MARCH
5 april APRIL
6 may MAY
7 june JUNE
8 july JuLy
9 august AUGUST
10 [september SEPTEMBER
11 october OCTOBER
12 november NOVEMBER
13 december DECEMBER

The months have been quickly and easily converted to upper case without the use of complex formulas.
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How to use a histogram to present frequency data

Ever heard of a histogram? A histogram is a column chart that shows frequency data. For example, if you're in sales and would like
to analyze how frequently you sell certain quantities of goods, you can use a histogram.

Download the workbook to practice.
Applies to: Microsoft® Excel® 2010 and 2013
1. Download the practice workbook.

2. Select any cell within the PivotTable.

3. Select the Options.
4. Click the PivotChart.

Hgg
=
U BB
U ==

E
i3
3

355
T EER
E
=

] <

@ ®| @ AV & ¢

&\ EXIE QIEIQJ Eel .

[ manage Templates. .. ||_ﬁ|t-D¢I'nl‘tﬂ\lt| Concel |

R2oBEERAeREN
B

5. From the Insert Chart window, select the Clustered Column.
6. Click OK. The chart below will be inserted.

| Quantities Sold By Sales Rep |
Total
1400
1200
1000
800
600 -
400 - H Total
200
O = T T T 1
x] 3] Ly
R;'S? ,\,n,““ oy N;‘P ,\,so“ﬁ & N;'FP xﬁi-P &
,@ "'LQ’ ] %) @ 3 %Qr

quantty 57
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7.Right click on one of the data bars in the chart.
8. Select the Format Data Series menu item.
9. From the Series Options items, change the Gap Width to 0%.

Format Data Series =

Series Options Series Options
Fill Series Overlap

Separated I Overlapped
Border Color pa W PDE
Border Styles
Shadow Gap Width
Glow and Soft Edges Mo Gap U Large Gap

3D Format

10. The histogram below will be displayed. Edit the heading to “Frequency of Quantities Sold".

Quantities Sold By Sales Rep

Frequency of Quantities Sold

H Total

o 3] O 5] 2
VN@ 's:.p '\?JQ '\? 3 '\?’G '\?ﬁ '\?‘@ '»RFP '\?Q‘
S U L S S

Quantity +u

As you can see with this example, customers often buy quantities between 1and 100 of product x. Using this information, a Sales
Manager can perhaps focus on selling quantities in that range. You can apply a histogram to other types of data, try it out!
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How to install the Analysis ToolPak and use a histogram to present
frequency data

We showed you how to present data with PivotTable groupings and then add a column chart and convert that into a histogram.
In this tip, we'll show you how to create a real histogram by installing the Analysis ToolPak which provides you with a host of data
analysis tools.

Download the workbook to practice.

Applies to: Microsoft® Excel® 2010 and 2013

1. Download the practice workbook.
2. To Install the Analysis ToolPak:
N .
a. Select File then Options.
. o
b. Select Add-ins and next to Manage select Excel add-ins.
| | advanced
Inactive Application Add-ins
Cuntomize Rikbon Analysis Tockak - VBA o M el Addloin
] Custoen XML Data €4, Files (BB Microsolt Office\ OMiee 1 0\OFFRHDDLL  Dotument Inspector
Quick Acoess Toolbar Ewro Currency Tock Caierosal Office\Office ) M\ Librant ELROTOOLXLAM  Excel Add-n
Meaders and Footers A Files (xBE)Microsolt Office\Office |OOFFRHDOLL  Document inspector
m Hidden Rows and Colamng e Fibes (xBEJMicrosolt Office\Office 1O OFFRHDOLL  Document inspector
| E—— Hidden Worksheets € Files (adyMicrosal Office\Office TAOFFRHDDLL - Document inspecton
Incquire: L= Z dil  COM Add-in
Invisible Coment €A Fis (xBB)Microsolt Office\Office 1O OFFRHDOLL  Document Inspector
Micrasoft Ations Pane 3 30ML Expansion Pack
Micrasoft Office PowerPivat for Excel 2013 €0\ Pivat Excel Add-imPowerPivotExceiCientaddndl  COM Add-in
Micrasoft Power Map for Excel €\ omer Map Excel Add-nEXCELMUGINSHELLDLL  COM Add-in
Pawer View € iew Excel Add-inAdHoReporingExcelClientdll  COM Add-in
Soher Addhin enoft it A Excl Addin
Document Related Add-ins
No Document Relsted Add.ins
Disabled Application Add-ins v|
Addein: Analysis Toolak
Publisher:  Microzolt Corporation
= i Mo i ilab
Location: € t Office\O#f IFANALYE32 XL
Description:  Provides data analysis tools for statistical and enginesring analysis
wamoe:
oK Cancel

c. Select Go...
d. Tick the check box next to Analysis ToolPak and select OK.

Add-Ins ? IEl

| Add-Ins available:
| [l Analysis ToolFak - vBA .

.| Euro Currency Tools cancel |

_| solver Add-in L

. Automation...
| Analysis ToolPak
Provides data analysis tools for statistical and
engineering analysis
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. The Analysis ToolPak is now available under the Data Tab in the Analysis group.

*%U #‘E_I ﬂr’_j :f show Detail | [l Data Analysis

| Hide Detail
Group Ungroup Subtotal

Outhne [ Analysis

P’

To create a histogram:
Select Data Analysis under Data Tab.
Select Histogram, then OK.

Data Analysis » IEl

[ —

Analysis Tools e l
Anova: Single Factor A -

Anova: Two-Factor With Replication [ Cancel
Anova: Two-Factor Without Replication '
Correlation [
Covariance . Help

Descriptive Statistics
Exponential Smoothing
F-Test Two-Sample for Variances

. Adialogue box like the below will appear.

- put

Histogram

H“
H

Input Range:
Cancel

B [

Bin Range:
[] Labels | Hap

Output options

() Output Range:

(®) New Worksheet Ply:
() New Workbook

[ ] Pareto (sorted histogram)
[] Cumulative Percentage
Chart Output

Place the cursor in the Input Range text box. Input data is the data that you want to analyse by using the histogram tool.

e. Select the data range C4:C28.

2@

Place the cursor in the Bin Range text box. Bin numbers are the numbers that represent the intervals that you want the
histogram tool to use. For instance, how many times did clients buy quantities of 10, 20, 30, etc.

Select the data range D4:D13.

Ensure the Chart Output checkbox is ticked.

Select OK.
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j. A histogram and a data table will be displayed.

A 8 c D E F G H | ] K

Bin Frequency

10 2 .
20 a Histogram
30 a 45
40 2 4
50 3 35 -
60 1 E 3
70 2 825
80 3 g ?
a0 2 & 1,5 B Frequency
100 3 Er
Mare 1] 0,:
10 20 30 40 50 60 70 80 90 100 More
Bin
4. Right click on one of the data bars in the chart.
5. Select the Format Data Series menu item.
6. From the Series Options items, change the Gap Width to 0%.
Format Data Series TS|
[ Series Options l Series Options
Fill Series Qverlap
Separated [ Overlapped
Border Colar pa L) FRe
Border Styles

Shadow Gap Width
Glow and Soft Edges No Gap G Large Gap

3D Format

Histogram

Frequency

m Frequency

10 20 30 40 50 o0 70 80 90 100 More
Bin

As you can see with this example, customers often buy quantities of 20 for product x, however quantities of 60 are unpopular. This
could be something worth investigating. Once again, you can apply a histogram to other types of data — give it a try!
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How to create a waterfall chart

A waterfall chart, which is a special type of a column chart, is normally used for understanding how an initial value is affected by a
series of intermediate positive or negative values. Usually the initial and the final values are represented by whole columns, while
the intermediate values are denoted by floating columns.

In this tip we show you how to create a waterfall chart.

Download the dashboard template to practice.

Applies to: Microsoft® Excel® 2010 and 2013

1. We start by setting up the data. Select the Income and Expense Analysis worksheet.

a B ] © [:} E F G
1 Income and Expense Analysis for current Year
2
3 Cost Centre Total Running Total Expenses Income
4 2 Revenue R 50, 254,543 90, 264,943
5 4 Cost of Sales R 18,052,585 RT2211.9584 RO16,052988
6 & Gross Profit R 72,211,354 R 72,211,954
7 2 Fixed and Semi-fixed Expense R 33,005,709 R 39,206,245 R 33,005,709
] 26 Variable Expenses R 9,243,130 R29,963,115 R 9,243,130
9 35 Net Profit R 29,963,115
Note:

The value in E5 (Running Total) is Revenue (G4) — Cost of Sales (F5).
The Running Total in E7 equals Gross Profit (G6)- Fixed and Semi-fixed Expense (F7).
The value in E8 is the Net Profit and equals Running Total (E7) - variable Expenses (F8).

While holding down the Ctrl key, select cells B3:B9 and cells E3:G9.
Select the Insert tab.

Select Column under the Charts group.

Select the Stacked Column Chart.

il @ S byl )

g s N

Column| Line Pie Bar Area Scatter Other
- - - - - - Charts -
_| 2-D Column F

i 5 [

Hincome

B Expenses

B Running Total
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6. Right click on the Running Totals series on the chart.

100000000

S0000000

S0000000

70000000 |

SO000000 =

A0000000 ye

S0000000 .k

20000000 = = B Ingome
]'DCDDDU; N Chart Area | |.

- N Ex7ers
e CR %
g?:) ‘_ﬁ@ q‘_g“ Q“é:\ M Running Total
5 LY
o ‘}a ‘.041 &
{P & b
& P
&
bs“’
&
&
oF

7. Select the Format Data Series menu item.
8. Select the Fill item.
9. Select the Nofill radio button.

Series Options Fill
[l @ Mo fl
Border Coler © Sold fl
O Gradent fil
BorclerStyles 0 Pioture or texture fill
Shadow 0 Pattern fill

Glow and Soft Edges | | T Automatic

tif e
- . [ tnvertif nega

10. Select the Border Colour item.

11. Select the No line radio button.

12. With the Format Data Series window still open, select the series on your chart that reflect Income.
13. Select the Fill item.

14. Select the Solid fill radio button.

15. Select the colour that suits the theme of your dashboard.

16. With the Format Data Series window still open, select the series on your chart that reflect Expenses.
17. Select the Fill item.

18. Select the Solid fill radio button.

19. Select the Red item.
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20. Click the Close button.

B Income

B Expenses

Running Total

B income

B Expenses

Running Total

B Income

M Expenses

Running Total
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23. From the Axis Options menu, select the Display Units drop down.
24. Select Millions.

Format Axis
m] Axis Options

Mumber Minimum: @ Auto () Fixed |[0.0

il Maximum: @ aAuto () Fixed |1.0E8

Line Color Major unit: @ Aute () Fixed |1.0E7

Line Style Minor unit: @ auto ) Fixed |2.0E6

[7] values in reverse order
Shadow
[ Logarithmic scale  Base: |10

Display units: | Millions ILI

Glow and Soft Edges

3-D Format

Alignment Major tick mark type: | Outside EI
Minor tick mark type: | Mone EI
Axis labels: MNext to Axis EI

25. Select Close.

26. Select the Waterfall Chart.

27. Select the Layout tab then Chart title.
28.Select above Chart.

29. Enter Income and Expense Analysis.

F =
Income and Expense Analysis

100

Millions
3

70
50

| B Income
20
B Expenses
ﬂ T T

30
10
Running Total

& \ac_q opg- o _&b-' ({1@‘: &

AN o 4O
& ks @ <
® i.s‘ & o o =
e @ a2 3
e ({p
] +@b ‘_fb
Q\.
L. |

The Revenue, Gross Profit and Net Profit are whole columns and show positive values. The Cost of Sales, Fixed and Semi-Fixed
expenses and Variable expenses show negative values, and are depicted as floating columns.
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How to see trends over time using line charts

Charts are used in dashboards to provide graphical representations of data which give you at-a-glance views into key performance
indicators. It's important to choose the right charts for what you want to see. If you want to see trends over time, use Line Charts.

Using the financial dashboard template, we're going to display how the example company has performed for the past three years

by showing the Net Profit Trend on a line chart.

Download the workbook to practice

Applies to: Microsoft® Excel® 2010 and 2013

Select the Net Profit 3 Year Trend worksheet.

1.

2. Select cells B3:E14.
3. Select the Insert tab.
4,

Select the first Line chart from the Charts group.

E

rend

3,420
1,974
1,073
8,403

il anchart Types...

1.635

R 6000,000

R 5000,000

R 4000,000 /

/
N

R 3000,000 —
R 2000,000 -
R 1000,000 N7 \
R,0 ———— —
tzfTEF e85 s 3%
3 3 ® Z 2 = @m =]
2 2 £ <4 ¥t 5 e &
5 =& = 8 8 g 3
-2 o 2 o
=z =z o

— e rie s
— e ria 52
e G FiE 53

5. Select the Line chart.

6. Right click one of the Series on the chart.

7. Select the Select Data menu item.

Select Data Source

Chart data range: ‘ [='Net Profit 3

Legend Entries i

Has || e | Keemowe |« 7]

~— =

Horizontal (Category) Axis Labels

|

iesl

eries2

Geries3

January
February
March
April
May

Hidden and Empty Cells
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8. From the Select Data Source window, select Series1 and click the Edit button under Legend Entry Series.
9. Place your cursor in the Series Name box.

Edit Series Ex
Series name:
| ="Met Profit 3 Year Trend'1SC52 Select Range

Series values:

| =Net Profit 3 Year Trend'1 $C$3: 6C! =R 2254057, R ...
o | [ cancel

10. On the Net Profit 3 Year Trend worksheet, select cell C2. Click OK.

11. From the Select Data Source window, select Series2 and click the Edit button under Legend Entry Series.

12. Place your cursor in the Series Name box.

13. On the Net Profit 3 Year Trend worksheet, select cell D2. Click OK.

14. From the Select Data Source window, select Series3 and click the Edit button under Legend Entry Series.
15. Place your cursor in the Series Name box.

16. On the Net Profit 3 Year Trend worksheet, select cell E2. Click OK.

17. Click the OK button to exit from the Select Data Source window.

Select Data Source =]
Chart data range: | =INet Profit 3 Year Trend 1852156514
— =

Legend Entries (Series) Horizontal (Categary) Axis Labels
s || Heat || Xgemove [« - | | Hear |
2011 January =
2012 February |E|
2013 March b
Aol
May i
Hden and Empty Cels [ ]
| R 6000,000
R 5000,000
. //\\
R 3000,000 /\

—2011

‘| R2000,000 - —_—2012

|

2013

R 1000,000 V \
R,D . — —

§ £ £ 8 8 z3 8z £ 3
S 3 8B £ 2 2 ° w g @ £ E

5 & = = 4 =
5 5 <z 8 3 8
= S o w
= = o

18. Right click on one of the Horizontal Axis Major Gridlines and select Delete.
19. Right click the Horizontal Category Axis and select the Font menu item.
20.Change the font size in the Size box to 7. Click OK.
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21. Right click the Vertical Category Axis and select the Font menu item.
22.Change the font size in the Size box to 7. Click OK.

R/6000,000
R 5000,000
R 4000000
R 3000,000 =01
—2012
R2000,000 3013
R 1000000
R.0 . . .
=3 .l & ] 4 s & i i & &
R e A N
& @,@ o E o ‘Pq_‘;\ & « 6&1@ oye"

23.With your chart selected, select the Layout tab from the Chart Tools tab. Select Chart Title.
24. Select the Above Chart menu item.

25. Select the Title on the chart and place your cursor in the Formula bar.

26.Enter = and select cell B1 and press Enter on your keyboard.

27. You can change the Font size and color from the Home tab under the Font group.

28. Right click the Vertical Value Axis and select Format Axis.

29. From the Axis Options menu, select the Display Units drop down.

30.Select Millions.

3 Year Net Profit Trend

R.E

Millions
-
[
1

R.4 A
- —2011

—2013

R.O T T T T T T T T T Y Y 1

&P R T A
& #‘Pq.,n U.‘:gﬂﬁﬁ’

&

Based on the trends in the Line chart above, we can analyze the financial performance of the company for the years under review.
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5 Easy steps to create a PivotChart in Excel

You can easily represent your data from a PivotTable into a PivotChart. PivotCharts allow you to graphically represent your data
which can help you to easily see comparisons, patterns and trends. For example, a Sales Manager can use PivotCharts to analyse
the performance of his or her sales staff.

A PivotTable is an interactive table that summarises large amounts of data, which you can analyse even further using a PivotChart.
Instead of creating a regular chart from scratch each time, you can create a single PivotChart and view different parts of your data
by changing your PivotTable.

You can create a Pivot Chart from scratch or from an existing PivotTable. In this week's tip we'll show you how to create a
PivotChart from scratch.

Download the workbook to practice.

1. Select any cell within the data range.
2. Select the Insert tab then Pivot Chart. Then select OK.

uHome Page Layout Formulas Data Review View Developer Add-Ins

= .
i | il & g |
FivotTable| Table

Shapes Smartart Screenshot | Column  Line Pie Bar Area  Scatter Other
_ﬁ_j] PivotTable Tllustrations Charts I

- - - - - - - - Charts =
fis PvotChart || - fr| Gnocchi di nonna Alice

Picture  Clip
Art

3. Drag and place the Sales Persons field into the axis field's area (categories).
4. Drag and place the Product Sales fields into the values area.

]
Filters A field that you use to filter data by specific items. In the example, the Date page field displays
data for all Dates. To display data for a single Date, you can click the arrow next to (All} and
select the Date.
Values A field from the underlying source data that provides values to compare or measure. These
items will appear in the plot area.
Axis Fields The items in the field provide the X-Axis labels at the bottom of the PivotChart.

Legend Fields A category field provides the individual categories for which data points are charted. These
items appear in the legend on the left of the PivotChart.

5. Add a title to the chart.

a. Select the chart.

b. Select the layout tab.

c. Select chart title.

d. Select above chart.

e. Enter the title, Sales Report.

Formulas Data Review View Developer l Design m Format
la] fos] o] (B] b (o] (el S o

Axis  Legend Data Data Axes  Gridlines Plot Chart Chart 3-D
Titles = - Labels = Table ~ - A Area~ Wall - Floor - Rotation

None Axes Background
||_|'|.>‘ Do not display a chart Title

—1 Centered Overlay Title E F G H
ﬂi Cwerlay centered Title on
chart without resizing chart

Above Chart

I Display Title at top of chart
— araz apd ragiza chart

Maore Title Options...
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Sum of ProductSales

Sales Report

7000

.| sooo

B Total

3000
2000

o | EEm

Brad lane Paul Sunett

SalesPerson -

As you can see, you have now created an interactive PivotChart, using the data in your PivotTable.

A PivotChart report always has an associated PivotTable report. Both reports have fields that correspond to each other. When you
change the position of a field in one report, the corresponding field in the other report also moves.
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An easy way to link a Slicer to multiple PivotCharts in Excel

Slicers are used for filtering data and gives you a better understanding of your information. By using Slicers you can quickly drill
down on a PivotTable. Slicers also indicate the current filtering state, which makes it easy to understand what exactly is shown in a
filtered PivotTable report.

You can save time by linking Slicers to multiple PivotCharts, instead of inserting a separate Slicer for each PivotChart.

Any changes that you make to a shared Slicer is reflected immediately in all PivotCharts linked to the Slicer. In our example, we are
going to share the sales person'’s Slicer by linking it to the sales-by-branch and sales-over-time PivotCharts.

Download the workbook to practice.
Applies to: Microsoft Excel 2010 and 2013
1. Select one of the PivotCharts.

2. Select the Analyze tab.

J:l’ ﬂ l= Shared Slicers - Microsoft Excel PivotChart Tools

Insert Page Layout Formulas Data Review View Design Layout Format | Analyze

—1] Ia
sl = (S g
]
zld [l Insert §Refresh  Clear Field Field
jrer ] ~ ~ List |Buttons =
El Insert Slicer.., I now/Hide

5 3| Slicer Connections

3. Select Insert Slicer.

4. From the list, select sales person. Then select OK.

5. Right click on the Slicer. Then select PivotTable.

6. Tick all the check boxes and select OK.

7.To analyze the performance of a sales person, select the name from the Slicer.

8. To make multiple selection: press the CTRL key and select the names from the Slicer list.

9. To clear the filter: click in the top right corner of the Slicer.

A B c D E F G H [ J K L M N
;l Sum of Product Sales Sum of Product Sales
3 .
il Sales over time Sales by category
g 40000 150000
et ¥ || 100000
: . T | El:l:l:l:l:l:l:t
g 20000 ——North Coast o BTotal
10 10000 —south & R R S S )
o South Coast FE S S Y
2| ol ——est Coast o &« &S o «
& & o é&
13 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Now Dec
M oo v Category Name +
15
16
17 Sales Person &
18
2
2
5
23
i
=
26
o
z
29
30 Franly. S -
e

By linking one Slicer to multiple PivotCharts, you make your process more efficient and this helps save time, because the Slicer
will not be duplicated. You can also easily select the data you want to be filtered and have an overall view of the operations of the

business. Ultimately this will help you make better business decisions. o
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Search for and delete rows with duplicate data in two easy steps

If you have a worksheet with a lot of data and you want to ensure your data integrity, you need to make certain that there are no
duplicates in your data. Trying to find and remove duplicates in your worksheet can be like trying to find a needle in a haystack.
Fortunately, the Remove Duplicates dialog box makes it easy and quick for you, and it's even quicker when you use keyboard
shortcuts.

Download the workbook to practice.
Applies to: Microsoft® Excel® 2007, 2010 and 2013

1. Open the demonstration workbook. Note that there are four rows highlighted. The yellow row is the original data row, and the
three blue rows are duplicates of that row.
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1 rpten i Lanesy
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| 2 EostComd  Anderson P t‘.‘bnm anisiy 01-Jdan- 14 [ 1] +32
3 Enst Cossl JCH'BMA GransCorpals  Gnocchi di nonna AlCa 0 -Jan-14 Fal 14 48
4 Emsl Coirdl _ Padors A Gl OF-Jas- 14 4 11 478
5 Ensl Con_|Bonders F [Coninchorm. [P, [ f-dae14] | 18] ol
[} Emﬁoﬂ Newson. L Geans/Cornsls.  Singaponsan Hokkion Fried Mo G-Jan-14 5 15 (=]
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To determine which rows have duplicate data, Excel searches data in columns. And, by default, the Remove Duplicates dialogue
box opens with all column headings checked/ticked. In this case, since we want to remove rows that have the exact same data,
we will leave all column headings checked.
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3. Press ENTER to remove the duplicate rows.
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How to delete a worksheet quicker using keyboard shortcuts

To delete a worksheet in a Microsoft® Excel® workbook, you would normally right-click on the worksheet tab and select Delete.
However, to save you a bit of time, you can do it quicker using a keyboard shortcut combination that will execute the same

command.

Download the workbook to practice.

Applies to: Microsoft Excel 2003, 2007, 2010 and 2013

1. Open the workbook. There are three sheets, however we wish to delete the second and third sheets (Sheet2 and Sheet3

respectively).
l:liﬁl"'f"'ﬂ!= Delete Sheet Demonstrationadsx -
- Home Indert FPage Laysut Farmulsi Da Review View I
TUE R L=
- "
P’_‘“ 7 DII o- H- ar'ﬁ' E’i‘: EiE - 43
Chpbosrd T Fom W Alignment Humber
m +(* K salesperson
4 A ! B | c | I
1 Branch [ Sales Person Name Produc
2 [East Coast Anderson. P Confactions Manilaku
3 East Coast Johnson. A Grains/Cereals  Gnocchi di nonna
4 [East Coast Pelers. K Grains/Cereals  Tunnbrod
_5 East Coast Bonders. P Confections Paviova
6 East Coast Newson. L Grains/Cereals  Singaporean Hokk
7 [East Coast Lavin. T Seafood Baoston Crab Meat
8 EastCoast Perks. M Seafood Inkagd Sill
O East Coast Anderson. P Beverages Chai
10 F - e " H Guidbrandsdalsost
W 4 » M| Source Data . Shuet2 . Sheetd wum e §
Feay | ST

2. Select Sheet2.

™ I EX - N Diedete Sheet Des
_Hme et Pagelsyout  Formulas  Dats  Revies
A 1o - AN W[ @ 2
&y -
"y |® L 8- @ H-A- FE¥ W EE G
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Mok M| Source Data | Sheetd - Shestd 53
Ready | 1 |
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3. Press ALT +E, then the L key.
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4. Select Delete in the Confirm Deletion window. The sheet will now be deleted.
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5. Sheet3 will now be selected. Press F4 to repeat your last command, and you will be able to delete this sheet as well.
The F4 keyboard shortcut repeats the last command. This shortcut will also apply if you chose to use the right-click method

deletion method.

Additional Note: Microsoft Excel 2010 and 2013 have a new keyboard shortcut for deleting a sheet — Alt + H, D, S. However, they will
still recognise the original version, which involves one less keystroke.
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How to expand and collapse grouped columns using keyboard shortcuts

Grouped columns and rows (sometimes called Outline Data) are an alternative for hiding and showing data without using the Hide
and Unhide function. Both options are great for organizing and de-cluttering worksheets which have a lot of data on display. Did
you know that you can expand and collapse grouped columns using keyboard shortcuts? Follow the steps below to see how:
Download the workbook to practice.

Applies to: Microsoft® Excel® 2010 and 2013

1. Open the exercise workbook. You will see that three columns (B, C and D) are grouped together.
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| 12 East Coast  Bonders. P Binarages. Chai Jaesary 14, 2014 3
| 13 EnstConst  Marwson L Cordpobons Tt CReoc clat Bsouts Jariary 16, 2014 L]
| 14 EpstGoast Lown. T Concmants ‘Original Frankfurior grone Sofla Jareary 16, 2014 4
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| 16 Easl Coast Andarson. P Cordphons Tt Gl clate Besuls Samaary 212014 2
| 17 EmsaGoast Johnson A Saalood Rt Ko Jaranary 21, 2014 4
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2. Select any cell in those three columns then press ALT, A, H.

I'z“ o0 (4= Dema - Bxpand and Collapse Grouped Colurmnsadsg -
n_mmg Insert Page Layout Formaulas Data Review View Deéveloper Adddns

3 3 - nnection: . 5 Clear ==
@30 G O Brem Yo, =
From From From From O!hfl Existing Relu';h T, i‘d Sort Filter x; o Testt
Access Web  Tedt  Sowrces Connections Al d A ed | Colum

Get External Data Connections Somt & Filter

N - |
4 A E F | G | H |
1 Branch _ Date Quantity Unit Price Product Sales

| 2 |EastCoast | __January 01, 2014] 6 7 432
3 East Coast January 01, 2014 21 14 248
4 East Coast January 02, 2014 4 1 426
5 East Coast January 03, 2014 2 15 26
6 East Coast January 03, 2014 ] 15 68
7 [East Coast January 07, 2014 1 14 144
8 East Coast January 07, 2014 15 29 432
9 East Coast January 07, 2014 17 54
10 East Coast January 07, 2014 14 346
11 East Coast January 07, 2014 2 146
12 East Coast January 14, 2014 35 1 364
13 East Coast January 16, 2014 5 22 154
14 Fast Cnast Jdannary 16 2014 4 T o5

The grouped rows are now in a collapsed view.
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3. In order to expand the selection, you must select a cell in the same column as the group symbol (in this case, column E).
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3 East Coast January 01, 2014 2 14 248

4 East Coast January 02, 2014 4 11 426
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T East Coast January 07, 2014 1 14 144

4. Press ALT, A, J.
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5 EastiCoast Bonders. P Canfechons Pindova January 03, 2014 2
6 East Coast MNewson. L Grans/Canpals Singaporaan Hokkien Fried Med January 03, 2014 5
T EastCoast Lawn. T Sealood Boston Crab hMeal January 0T, 2014 1
B East Coast Parks. M Sealood Inlagd Sil January 0T, 2014 15
9 East Coast Andarson. P Beverages Chai January 0T, 2014

The grouped columns are now expanded.
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How to quickly format cells using keyboard shortcuts

There are a so many keyboard shortcuts available for performing very common tasks, which can save you a lot of time. For example,
there are keyboard shortcuts available for formatting cells. In some instances, there is more than one shortcut combination that
can be used to perform one function, like these:

Ctrl + 2 and Ctrl + B: Apply or remove bold formatting.

Ctrl + 3and Ctrl + I: Apply or remove italic formatting.

Ctrl + 4 and Ctrl + U: Apply or remove underline formatting.

Another useful combination is the strikethrough keyboard shortcut, Ctrl + 5, helps identify items that have been completed in a
list. In the steps that follow, we show you how to use all of the above keyboard shortcuts.

Download the workbook to practice.
Applies to: Microsoft® Excel® 2007, 2010 and 2013

1. Highlight cells B1:C1.

B1 . fe | ToDo:

A B | C
1 To Dot Due By:
2 Contact new client 01/12/14
3 Email boss regarding sales target  20/12/14
4 Pick up milk 02/12/14
5 Solve world hunger Yesterday
]

2. Press Ctrl + 2 (or Ctrl + B) to bold the cells, then Ctrl +4 (or Ctrl + U) to underline the cells.

Home Insert Page Layout Farmulas

Da
_Fill & Calibri 11 AN = g%]
—— B3
Paste - e - EE=
ste o B30 |- A ===
Clipboard & Font P
B1 - f« | ToDo:
A B | C
1 To Do: Due By:
2 Contact new client 01/12/14
3 Email boss regarding sales target  20/12/14
4 Pick up milk 02/12/14
3 Solve world hunger Yesterday
&
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3. Highlight cells B2:B4.

B2 - Jx | Contact new clien
A B C

1 ToDo: Due By:
2] Contact new client 01/12/14
3 | |Email boss regarding sales target [20/12/14

4 Pick up milk _ﬂ2,-"12,-"14

5 Solve world hunger Yesterday

5}

4. Press Ctrl + 5 to apply strikethrough formatting to all cells.

B2 - Jx | Contact new clieni
A B C
1 m Due By:
2 Contactrewchent 01/12/14
3 B L ey -l I
4 Pick-up-rilk lo2/12/14
5 Solve world hunger Yesterday
6
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Learnt handy tips and tricks in this e-book? Learn how to use Excel even
smarter!

This e-book is a just taste of how we can teach you to use Excel smarter. We also offer a unique training course, Excel on Steroids,
which focuses on Excel features for business reporting.

How will the Excel on Steroids course benefit you?

The course will help you become more efficient in using Excel for business reporting so you can:
« Savetime

« Increase your productivity and improve your performance

« Enhance your Excel reporting skills

« Better decision making through improved report presentation and analysis

Excel on Steroids is offered classroom-based in South Africa for Microsoft Excel 2007, 2010 and 2013. It is also offered online on the
Sage Intelligence Academy for Microsoft Excel 2010 and 2013.

« For queries on classroom-based training in South Africa, get in touch with us.
« For online training, visit the Sage Intelligence Academy.

For further information, please visit our website: https://www.sageintelligence.com/training/excel-on-steroids/

Subscribe to our Sage Intelligence tips and tricks

Sage Intelligence is a flexible Business Intelligence (BI) reporting tool that gives you the freedom to design reports according to
your business's unique requirements. And it's built in Microsoft® Excel®, a tool you're already familiar with.

Sage Intelligence Tips and Tricks are published twice a month, and Sage Intelligence Tips and Tricks e-books are available for you
to download at no cost.
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