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Part 1 — What’s New in Excel 2002 & 2003?
What’s New in Excel 2002 & 2003, Speech

Part 2 — Working Inside

Selecting, Navigating, Custom Keyboard Shortcuts, Copying & Pasting, Editing
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How This Book Is Organized

To help you find and read the tip you need, the book has
been divided to eight parts, with each part divided to
categories.

Part 1 — What’s New in Excel 2002 & 2003?

This part is dedicated to the new features in Excel 2002 &
Excel 2003.

Part 2 — Working Inside

This part contains tips that will help you with the very
basic techniques, including: Selecting, Navigating, Custom
Keyboard Shortcuts, Copying & Pasting, Editing,
Validating, Find, Find & Replace, Formatting (including
Cell Formatting, Numbers Formatting, Euro, Conditional
Formatting), and Style.

Part 3 — Excel Environment

This part contains tips that will help you get Information
(Watch Window), add Comments, Picture, work with
Smart Tags, handle the window (Hide, Protect Cells, Task
Pane), Menus & Toolbars, Sheet (Insert, Coloring,
Copying, Moving, Sorting, Protecting, Hiding), and
Workbook (Opening, Closing, Saving, Recover, Path,
Protecting, Password, Template).

Part 4 — Text, Dates, Times

This part contains tips that will help you work with Text
(Combining, Extracting, Separating, Formulas), Import Text
Files (Reverse Text, Formatting, Minus), Update Internet
Data, Work with Dates (Entering, Formatting, Formulas,
Validating), and Times (Entering, Formulas, Converting).
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Part 5— Summing & Counting

This part contains tips that will help you use the
Calculating and Summing (Fast, Summing Rounding
Numbers), as well as various options Excel offers, the
SUMIF Formula, the Counting (Formulas, COUNTIF)
technique, and the Euro Currency Add-In.

Part 6 — Formulas

This part contains tips that will help you work with
Formulas, use the defined Name, Formulas (Entering,
Editing, Nesting, Absolute & Relative, Array, Custom
Function, Paste Values, Protecting, Formatting, Auditing,
Errors, Links), use Lookup Formulas & Power Techniques
(Vlookup, Index, Match, Sumif, Offset, Combo Box).

Part 7 — Printing & Mailing

This part contains tips that will help you Print (Page Setup,
Watermark, Numbering, Path, Troubleshooting, Objects,
Custom Views, Report Manager, and Custom Report
Manager) and Mail (Workbook Size).

Part 8 — Lists, Analyzing Data

This part (which is the largest part) contains tips that will
help you use List Objects, Sort Technique, Format Lists,
Filter, add Subtotals to lists, Group & Outlines reports,
Consolidate lists, Compare Lists, and analyze data using
the PivotTables.
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How to Find the Subject You
Want

2 By looking at the Bookmark page (which is the first
page of the book), in the Part where the subject is
included.

& By finding the Tip number or the page number in the
Table of Contents (see page xii).

& By finding the subject in the Index. Be aware that the
numbers in the Index are Tip numbers, not page
numbers (see page 405).

How to Use a Tip Page

At the top-right corner of each Tip page, you will find:

2 The Tip number (for Tips that spread over more than
one page, see the page number for the Tip in the Tip
box).

2 The Category the Tip belongs to.

% The Excel Version the Tip belongs to.

i Mew menu meind, Celll shart ool imeim Mems and n

Ly ol shortouts:
m I the File meriu: File Search and Peomission

@ In e View menu: Keyboard sherout <Ol +F 1=
that miake the Task Pane visible (b2 hide it pres: <
Cirl+Fi=its toggle

vii
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What’s New in Excel 2002 &
Excel 2003 Tips List

& Part 1 — What’s New in Excel 2002 & 2003?
& Tip 1: What’s New in Excel 2003?

2 Tip 2: What’s New in Excel 2002/2003: Menu, Cell
Shortcut Menu and Keyboard Shortcuts
& Tip 3: Let Excel Read Text for You

2 Part 2 — Working Inside

2 Tip 8: Selecting the Current Region/List (New in
Excel 2003)

& Tip 14: Selecting All Sheet Cells (New in Excel
2003)

2 Tip 24: Pasting Multiple Copied Ranges Using the
Clipboard

& Tip 26: Expanded Paste Icon Features in Excel 2002
& Excel 2003

& Tip 27: Copying & Pasting Cell(s) Contents Along
with Formatting

& Tip 29: Copying/Moving Cell(s) Between
Sheets/Workbooks (New in Excel 2003)

& Tip 37: Finding/Finding & Replacing in a Single
Sheet or in All Sheets

& Tip 42: Merging and Centering with a Toggle
Button in Excel 2002/2003

2 Tip 56: Inserting Special Symbols into Custom
Formats

viii
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& Part 3 — Excel Environment
& Tip 71: Checking Cell Information at a Distance
& Tip 76: Removing the Smart Tag Indicator

2 Tip 88: Allowing Multiple Users to Edit Specified
Ranges

& Tip 92: Using Task Panes

2 Tip 99: Backing Up Customized Changes to
Toolbars and Menus

& Tip 102: Coloring Sheet Tabs

& Tip 107: Protecting the Sheet or the Cells in the
Sheet

2 Tip 115: Auto-Recovering/Auto-Saving a Workbook

& Tip 119: Removing Personal Information from a
Workbook

2 Tip 121: Adding Passwords to Prevent
Unauthorized Opening of a Workbook

& Tip 122: Protecting Workbooks with a Digital
Signature

2 Tip 127: Opening a Copy of an Existing Workbook

& Part 4 — Text, Dates, Times

& Tip 142: Problem: The Minus Sign Appears to the
Right of the Number

2 Tip 146: Getting Continuously Refreshed Data from
a Web Site in Excel 2002 & 2003

& Tip 151: Filling a Range with a Series of Dates

2 Part 5 — Summing & Counting
& Tip 172: Additional Functions in AutoSum
& Tip 186: The Euro Currency Tools Add-In
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& Part 6 — Formulas
& Tip 203: Pasting Values
& Tip 212: Stepping into a Formula
& Tip 218: Tracing Errors in Formula Results

& Tip 221: Canceling the Update Links Message
While Opening a Linked Workbook

2 Tip 222: Breaking Links Between Workbooks

& Part 7 — Printing & Mailing
& Tip 237: Printing Non-Continuous Areas
2 Tip 240: Hiding Errors in Cells Before Printing
& Tip 241: Adding a Picture to a Header/Footer

2 Tip 242: Adding Information to Header/Footer
Sheets in a Workbook

2 Tip 243: Adding the Full Path of the Saved File to
the Header/Footer

& Tip 244: Adding the Path Address to the
Header/Footer

2 Tip 251: E-mailing an Excel Workbook, Sheet, Data
or Chart

& Part 8 — Lists, Analyzing Data
2 Tip 252: Creating List Object (New in Excel 2003)

& Tip 262: Sort Ascending/Descending While Using
AutoFilter (New in Excel 2003)

& Tip 263: Summing the Visible Filtered List (New in
Excel 2003)

2 Tip 298: Creating a PivotTable Report

& Tip 303: Displaying the Top/Bottom Number of
Items

2 Tip 315: Adding a Calculated Percentage Field
& Tip 321: Retrieving Data from a PivotTable Report
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Category: What’s New in Excel 2002 & 2003 Tip 1
For Excel Versions: 2003 | Page 1

What's New in Excel 20032

2 New menu items, cell shortcut menu items and
keyboard shortcuts:
% In the File menu: File Search and Permission

2 In the View menu: Keyboard shortcut <Ctrl+F1>
makes the Task Pane visible. To hide it, press
<Ctrl+F1>(its toggle).

2 In the Tools menu: Research along with keyboard
shortcut <Alt+Click>.

% In the Data menu: List along with keyboard
shortcut <Ctrl+L> and XML.

& In the Window menu: Compare Side by Side.

% In the Help menu: Contact Us and Check for
Updates.

2 In the cell shortcut menu: Create List and Lookup.

2 New keyboard shortcuts: <Ctrl+A> to select
List/Current Region; <Ctrl+A+A> to select all cells
in the sheet (for more details, see Tip #8).

For more details about the new additions, see page
Viil.

%  Expanded Task Panes (for more details, see Tip #92)
Task Panes were new features in Excel 2002, and have

been expanded in Excel 2003. There are now 11 Task
Panes, with the new ones being:

2 Getting Started

2 Help

% Research

2 Template Help

% Shared Workspace
% Document Updates
% XML Source

continued...
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Category: What's New in Excel 2002 & 2003
For Excel Versions: 2003

Tip 1
Page 2

What's New in Excel 20032 (cont.) 1

% Sort Ascending/Sort Descending when using
AutoFilter

For more details, see Tip #262.

B3 Microsoft Excel - Bookl

A] Fle Edi Wiew Dsert Format Took  Date  Window  Heb
A e c i} E [ F
Invaice

| 1 | Number »| Date w|CustomerNanf-| Market | Quantily=|Income -
2 012 12/15/2002 ELIrong 178 1,775.00
(3| 1004 04/15/2002 W Eurone 165 1,854.00
4| w1 1101502002 | Europs 159 1,985.00
5 1001 01/15/2002 | (Toz 10.,.) ELrone 252

6| 003 o%1ss002 |{ H.America 6ES

7| 1029 05/15/2004 | g HLATEr 3 8ES

a | 010 15/15,/2002 Africa 741

9| 1= 01152003 Europs 085

10] 1005 osfs/feo0z | Africa 986

11 1020 09/15/2003 | mcre Eurcos [T

(12| 1025 01/15/2004 |10 M.America 26g 9,081.00
13 005 09/15/2002 |, i ELrie 939 9,965.00
14 1021 1542003 Excellip H.America 1,156 | 11,557.00

% Expanded Subtotal Function Options

The Subtotal function has the following new options:

2 Two new statistical functions: VAR and VARP.

% The Subtotal function returns values from hidden
cells (when using AutoFilter, Subtotals and
Consolidate Using Links techniques) in two
formats, either including hidden values or ignoring
them.

For more details, see Tip #263.

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

1 101 AVERAGE

2 102 COUNT

3 103 COUMTA

4 104 [hi¥4

5 105 PIM

[} 106 PRODUCT

7 107 STDEWY

g 105 STDEVP

9 109 SUM

10 110 YWAR,

11 111 YORP
continued...
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Category: What’s New in Excel 2002 & 2003 Tip 1

What's New in Excel 20032 (cont.)

% XML Support

For Excel Versions: 2003 | Page 3

1

You may import and export XML data in any schema.

XML support allows you to:

% Expose your data to external processes in a
business-centric XML vocabulary.

% Organize and work with workbooks and data in
ways that were previously impossible or very
difficult. By using your XML schemas, you can now
identify and extract specific pieces of business data
from ordinary business documents.

& Attach a custom XML schema to any workbook by
using the XML Source task pane to map cells to
elements of the schema. Once you have mapped
the XML elements to your sheet, you can

seamlessly import and export XML data into and
out of the mapped cells.

To use XML, select XML from the Data menu.

B Microsoft Exced - Book1 [_[oI=]
‘M) Bk Ede Wew rsor Fomar Took Dok

window  Help sl source

-8 X

o e e e '\-15\_‘|iu15a-5w-u|_:
=

REans

2

WA b ¥ Sheet etz J ohestd £ [4]
Ready

B | [

1 e soure
Y

#MLmaps Inthis warkaook:

Fia

Thig verkbaok does nol conlain any W¥L
mang, Chk WML Meps bo sdd en 4L map ba
this warkbook..

— |Qptins > ML Maps..,

Xl & Tips or mepamg L
Ul

B
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Category: What's New in Excel 2002 & 2003 | Tip 2
For Excel Versions: 2002, 2003 | Page 1

What's New in Excel 2002/2003: Menu, Cell Shortcut
Menu and Keyboard Shortcuts

2 File Menu:

2 Excel 2002: Search, and a Fle | Edt view Insert
new Search icon on the L] New..
regular Standard toolbar. & open..

2 Excel 2003: File Search. Close
The File Search icon does _—
not appear on the -
Standard toolbar, but can R
be added from the Tools af Save as Web Page...
category in Commands Sawe Wforkspace. ..
tab of the Customize - R
dialog box. —

Permission

2 Excel 2003: Permission. For more details, go to
www.microsoft.com and search for IRM —
Information Rights Management.

&  View Menu:

2 Excel 2002: Task Pane

2 Excel 2003: Task Pane
and the new keyboard
shortcut <Ctrl+F1>(see
Tip #92)

Insert  Farmat

continued...
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Category: What's New in Excel 2002 & 2003 | Tip 2
For Excel Versions: 2002, 2003 | Page 2

What's New in Excel 2002/2003: Menu, Cell Shortcut 1
Menu and Keyboard Shortcuts (cont.)

S  Insert Menu:
2 Excel 2002 & 2003: Insert | Format  Tools C
Symbol (see Tip #56) Cells...
2 Excel 2002 & 2003: Rows
Diagram ki

‘iorksheet

.ﬂ Chart...

Page Break:
S Eunction,..

Marne 4
~d Comment

Picture 4

o -
i 3 Diagram...

% Tools Menu:
2 Excel 2003: Research and | Iools | Data  hindow
the new keyboard shortcut |%# speling. ..
<Alt+Click>. :
2 Excel 2002 & Excel 2003:
Error Checking (see Tip

Research...

‘{g} Error Checking. ..

Speech

#218)
2 Excel 2002 & Excel 2003: Shared Workspace. ..
SpeeCh (see Tip #3) Share Workbook, .
2 Excel 2002 & Excel 2003: S
Euro Conversion (see Tip -
#186)

continued...
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Category: What's New in Excel 2002 & 2003

Tip 2

For Excel Versions: 2002, 2003

What's New in Excel 2002/2003: Menu, Cell Shortcut 1
Menu and Keyboard Shortcuts (cont.)

& Data Menu:

2 Excel 2003: List and the
new keyboard shortcut
<Ctrl+L> (see Tip #252)

2 Excel 2003: XML (see Tip
#1).

S  Window Menu:

2 Excel 2003: Compare Side
by Side. This new feature
improves the Arrange
menu item.

%  Help Menu:

% Excel 2003: Contact Us

2 Excel 2003: Check for
Updates (connects to the
Web for Microsoft Office
updates).
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Page 3

Data

'El Sort. ..

Window  Help

Filter

Farm. ..

Subkotals, ..
Walidation. ..
Tahle...

Text bo Columns., ..
Consolidate. ..
Group and Outline

PivatTable and PivokCha

i

Impart External Data
Window | Help

Pew Mindow

Arrange. ..

Zompare Side by Side

Help

@J Micrasoft Excel Help

Shiowe the OFfice Assistant

Micrasoft Office Online

Contact s
Check For Updates
continued...
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Category: What's New in Excel 2002 & 2003 | Tip 2

For Excel Versions: 2002, 2003 | Page 4

What's New in Excel 2002/2003: Menu, Cell Shortcut 1
Menu and Keyboard Shortcuts (cont.)

% Cell Right-Click Shortcut

Menu, Keyboard Shortcut

<Shift+F10>:

& Excel 2002 & 2003: Add

Watch (see Tip #71)

% Excel 2003: Create List

(see the Data menu,

above, and see Tip #252)
2 Excel 2003: Lookup (see

Research in the Tools

menu above (Why is it a
different name? | have no

answer!)
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& Cut
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Insert. ..
Delete. ..
Clear Conkents
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Category: Speech
For Excel Versions: 2002, 2003

Let Excel Read Text for You 1

» To let Excel read text for you:

Tip 3

1. Select a range of cells.

2. From the Tools menu, select Speech and then
Show Text To Speech Toolbar.

3. Click the leftmost icon, Speak Cells, or click Speak
On Enter (the rightmost icon) to listen upon
selecting the cell.

E¥Microsoft Encel - Book1

=] Fle Edit View Insert Format _ImTl Data  Yfndow  Help
S B G |7 spaling... F? F G H |
& Ressarch., Ak Click
i Eror Checking...
5

1 |number] pate Customer' peech '|M Show Text To Speech Toolba Q
2| 1001 |01/15/2002 | Intel shared workspace... 2,523 w
3| 1002 |02/15/2002  eBay Share Workbaok... 45,852
4| 1002 03/15/2002 ExelTip ) 6,652
5| 1004 04/15/2002 Toyota Treck Chenbes 2 1,854
B | 1005 05/15/2002  Amazon Eupe Corveersion... 9,653
7| 1006 08/15/2002 GM 12,554
B | 1007 |o7/15/2002 | Ford 14,622
(8| 1008 o8f15/2002 | GM prokection ’ 16,857
10| 1009 |09/15/2002 Microsoft cnline Collsboration S 9,985

1010 |15/15/2002 | Intel 7,412
12| 1011 131/15/2002 | Toyota Sal Sk 1,585
(13| 1012 |12/15/2002 | Microsoft Segnatios... 1,775
14| 1013 |01/15/2003 | eBay Formuls Auding . 5,652
15| 1014 02/15/2003 | Amazon 17,462
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Category: Selecting
For Excel Versions: 97, 2000, 2002, 2003

Moving to the Last (or First) Cell in a Range
Using keyboard shortcuts

» To move to the last (or first) cell in a range:

% Vertically from top to bottom, press <Ctrl+Down
Arrow>.

& Vertically from bottom to top, press <Ctrl+Up
Arrow>.

% Horizontally from left to right, press <Ctrl+Right
Arrow>.

& Horizontally from right to left, press <Ctrl+Left
Arrow>.

% Using the mouse

2 Double-click one edge of the selected cell when the
mouse image changes to four directional arrows.

Tip 4

£ Microsoft Excel - Book1

&) Fle Edt View Insert Format  Tools Data  Window  Help

A [ B [ ¢ B | E [ F [ 6 |
1] 1 2 3 4 5 B 7
2y 2 4 B B 10 12 14
i E 5 9 12 15 18 21
4| 4 B 12 16 20 24 28
| 5 10 15 | i"D _| 25 30 35
B| &8 12 18 b4 30 36 42
i - 14 21 28 35 42 49
6| 8 15 24 32 40 45 55
8| 9 18 27 36 45 54 B3
o] 1o 20 30 40 &0 B0 70
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Category: Selecting
For Excel Versions: 97, 2000, 2002, 2003

Selecting Cells in Horizontal or Vertical Ranges
Using keyboard shortcuts

> To select a range of cells:

& Vertically from top to bottom, press
<Ctrl+Shift+Down Arrow>.

& Vertically from bottom to top, press
<Ctrl+Shift+Up Arrow>.

& Horizontally from left to right, press
<Ctrl+Shift+Right Arrow>.

& Horizontally from right to left, press
<Ctrl+Shift+Left Arrow>.

Tip 5

> To select cells one after another:
% Press <Shift+ Arrow>.

% Using the mouse

& Select a cell in a range, press the <Shift> key and
double-click the edge of the selected cell when the
mouse image changes to four directional arrows.

Microsoft Excel - Book1
ﬁ-l_] File Edit ‘ew Insert Formab  TJools Data  MWindow  Help

A T 8 [ ¢ [ 0 [ E T F [ 6 |
el 1 2 3 4 ol 4] 7
o] 2 4 5] g 10 12 14
| 3] 3 =] o 12 15 18 21
| 4 | 4 8 12 16 20 24 28
lE=Ed] 5 0 14 20 2h aa a5
| B | B 12 18 24 30 36 42
| 7 14 21 23 i 47 49
| G | 8 16 24 32 40 48 a5
| 3 | 9 18 27 35 45 54 F3
10 100 20 a0 40 a0 G0 70
11
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Category: Selecting
For Excel Versions: 97, 2000, 2002, 2003

Quickly Selecting a Range of Cells

» To quickly select a range of cells:
2% Option One: Select the first cell, press <Shift>,
select another cell and then click the mouse.
%  Option Two: Select the first cell, type the address
of the last cell in the Name box, and then press
<Shift+Enter>.

Tip 6

Microsoft Excel - Book1

A File Bk Miew Insert  Format  Tools  Data  Window  Help
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Category: Selecting
For Excel Versions: 97, 2000, 2002, 2003

Selecting a Range of Non-Adjacent Cells

» To select a range of non-adjacent cells:
1. Select cell A1, and press <Ctrl+Shift+Down

Tip 7

Arrow>.

2. Continue holding down <Ctrl>, and select another 2
range.

3. Select additional ranges while continuing to press
<Ctrl>.

Microsoft Excel - Book1
.ﬁ'ﬂ File Edit Miew Insert Format Tools Data  Window  Help

A& | B e ] o PPE ] F [ 6 |
K 2 3 4 5 B 7
B3 4 B 8 12 14
(3] 3 B g 12 15 18 21
4| 2 8 12 16 0 24 2
5| & 10 15 20 2 an %
(6| & 12 18 24 30 36 42
7] 7 14 21 % K’z 42 43
) 16 24 32 40 18 56
5| 9 18 27 % 45 54 B3
0| 10 20 30 40 &0 B0 70
R 2 3 44 55 BR 77
12| 12 24 36 43 B0 72 84
13 13 % 39 52 B5 78 91
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Category: Selecting
For Excel Versions: 97, 2000, 2002, 2003

Selecting the Current Region/List
Using keyboard shortcuts

The Current Region/List is a range of cells containing data
bounded by blank rows and columns.

Tip 8

» To select the Current Region/List:

% Select a cell inside the Current Region/List range
and press <Ctrl+Shift+*> (when using the * on the
numeric keypad, press <Ctrl+*>).

%  New keyboard shortcut in Excel 2003: Select a
cell inside the Current Region/List and press
<Ctrl+A> (you can still use <Ctrl+Shift+*>) (see
Tip #1).

B3 Microsoft Excel - Book1
&l Ble Edt  Wiew Insert Format  Tooks  Data Window  Help

] A | B [ ¢ | o | E Fl & |
1] 1 2 5 4 5 7
2] 2 4 b g 10 14
|5 3 B 2] 12 15 21
| 4 ] 4 a 12 16 20 28
=% 5 10 15 20 258 34
] 5] 12 12 24 30 42
| 7] 7 14 21 28 35 49
Wi =] 15 24 32 40 ob
L3 9 18 27 36 45 B3
|10 | 10 20 a0 40 a0 0
| 11 | 11 22 33 44 55 7
12 12 24 Jb 48 G0 o4
13] a4
A 14 28 42 56 70 54
Lk 15 30 45 B0 7a 1058
16 | 16 32 48 B4 a0 12
7 17 34 a1 {ata] g5 119

F1 — Get the Most out of Excel! 15



Category: Selecting
For Excel Versions: 97, 2000, 2002, 2003

Moving the Cell Pointer Around a Selected Range
Using keyboard shortcuts

%  For fast typing in a border area, select a range of
cells. The borders of the selected range are clearly
defined:

2 To move vertically downward within the selected
range, press <Enter>.

Tip 9

2 To move vertically upward, press <Shift+Enter>.
2 To move horizontally to the right, press <Tab>.
2 To move horizontally to the left, press <Shift+Tab>.

2 To move from one corner to the other corner of the
range, press <Ctrl+.> (<Ctrl> and a period).

Microsoft Excel - Book1
iﬁ—_l] File Edit ‘Wiew Insert Format  Tools  Data  wWindow  Help

! A | B [ ¢ | b | E [ F G
] 1 2 3 4 5 B
o] 2 4 & ) 10 12
=4 3 & 9 12 15 18
4] 4 i} I 16 20 24
55 & 10 15 20 25 30
| B | B 12 18 24 30 36
[l 7 14 21 28 39 42
W i} 16 24 32 40 45
] &) 18 27 36 45 54

10 10 20 30 40 a0 B0
Wil

12|
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Category: Selecting )
For Excel Versions: 97, 2000, 2002, 2003 Tip 10

Selecting Special Cells

Selecting special cells in a sheet, for example, cells
containing Constants, Formulas, blank cells, and more (see
the Go To Special dialog box) enables you to copy, move,
delete, color, fill, or protect these cells.

» To select special cells:
1. Press <F5>, or from the Edit menu, select Go To.
2. Inthe Go To dialog box, click Special.
3. Select one of the option buttons, and click OK.

Go To Special I
Select
i~ Comments " Row differences
{+ iConstants: " Column differences
i~ Formul " Precederits
¥ Mumbers " Dependents
v Texk % Direct only
v Logicals il levels
v Errors " Last cell
™ Elanks ™ wisible cells only
i~ current region © Conditional Formats
™ Current array £~ Data validation
i~ Ohjects = ol
i
(64 I Caricel

F1 — Get the Most out of Excel! 17



Category: Selecting
For Excel Versions: 97, 2000, 2002, 2003

Tip 11

Selecting a Column(s) or Row(s) Using Keyboard

Shortcuts

Using keyboard shortcuts

% To select a column(s), select a cell or several cells in a 2
sheet, and press <Ctrl+Spacebar>.

& To select a row(s), select a cell or several cells in a
sheet, and press <Shift+Spacebar>.

& To continue selecting columns or rows, press
<Shift+Arrow> keys.

Microsoft Excel - Book1
‘&) Ale Edt  wiew Insert Format  Tools  Data  Window  Help

A | e | e | v | E | F | & |
1 3 3 4 5 B
2 4 B g 10 12
3 B g 12 15 18
4 8 12 16 20 24
5 10 15 20 25 30
B 12 13 24 a0 a6
|7 14 21 28 35 42
| 8 18 24 32 40 43
D 18 27 3 45 54
mi 10 20 30 40 a0 ]
11
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Category: Selecting
For Excel Versions: 97, 2000, 2002, 2003

Selecting Cells from Any Cell to the Last Cell in the
Sheet's Used Range

Using keyboard shortcuts

The keyboard shortcuts <Ctrl+Shift+End> and
<Ctrl+Shift+Home> enable the quick selection of cells
either down to the last cell of the sheet’s Used Range or to
the first cell (A1), respectively.

Tip 12

Example:

To clear the cell content from cell A7 to the last cell in
the sheet’s Used Range (cell G13 in this example):

1. Select cell A7.
2. Press <Ctrl+Shift+End>.
3. Press <Delete>.

Microsoft Excel - Book1

ii_‘] Elle Edit ‘Wiew Insert Format  Tools Data  Window  Help

b A | B [ e ' b | E | E | & |
7 E 2 3 1 5 B
2 2 4 B B 10 12
U E B 9 12 15 18
4] 4 B 12 16 20 24
5| =& 10 15 20 25 0
B & 12 18 24 30 36
7 7 14 21 28 £ 2
2| = 16 24 32 10 42
5| 9 18 27 ® 45 54
0| 1o 20 a0 40 500 B0
11|

(12|

13

14]

F1 — Get the Most out of Excel! 19



Category: Selecting
For Excel Versions: 97, 2000, 2002, 2003

Tip 13

Moving Between Unprotected Cells in a Protected

Sheet

Using keyboard shortcuts

Press <Tab> to move between unprotected cells in a
protected sheet.

Example:

In the screenshot below, the colored cells (containing
formulas) are protected. Press <Tab> to move between
unprotected cells (the uncolored cells).

Microsoft Excel - Financial Statements

‘4] Ele Edt View [nsert Format  Tools Data  Window  Help

A [ B [ c | D |

; 1 |December 31, 2003 ﬂ

3
4 XYZ Corporation Inc.

5 | BALANCE SHEET |
B

7 December 31

B Notes 2003 2002

R ASSETS

10

11 | Current Assets

12|  Cash 5 301,124 318,697
18 Accounts Receivable 7 1,653,558 1,538,494
14 Inventories 8 546,173 £20,133
15| Prepaid Expenses 9 13,552 23,659
16| Total Current Assets 2,514,407 2,400,982
17

18 | Property and Equipment (at Cost) 10

(19| Land 2 Building 674,019 677,191
20|  Machinery and Equipment 386,140 326,052
21 Furniture and Fixtures 59,410 47,906
22 Total Property and Equipment 1,119,569 1,051,150
(23|  Less: Accumulated Depreciation (478,852) (419,540}
24 Met Book Value 640,717 631,610 -
25

26 Other Assets

|27 |  Investment in Revenue Bond 11 364,321 300,260
28|  Patents, Trademarks and Goodwill | 12 52,250 52,500
29 Total Other Assets 416,571 352,760
30

ETH| TOTAL ASSETS 3,571,695 3,385,352

F1 — Get the Most out of Excel! 20



Category: Selecting
For Excel Versions: 97, 2000, 2002, 2003

Selecting All Sheet Cells
Using keyboard shortcuts

2 To select the sheet cells: In Excel 97, 2000 and 2002,
press <Ctrl+A>.

Tip 14

& In Excel 2003, select a cell in a blank range area and
press <Ctrl+A>. When selecting a cell in the Current
Region/List range area, press <Ctrl+A+A>.

For more on this keyboard shortcut, see Tip #1.
A note to Excel developers:

When selecting the Current Region in Excel 2003 using
<Ctrl+A>, the active cell remains the same; however, by
pressing the <Ctrl+Shift+*> keyboard shortcut, the active
cell is the first cell in the selected range.

% Using the mouse

Click Select All at the top-left corner of the sheet.

B3 Microsoft Excel - Book1

File Edit ‘“ew Insert Format  Tools Data  Window  Help

'

1 2 3 4 5 B 7
2 2 4 B g 10 12 14
3 3 B 9 12 15 18 21
4 4 g 12 16 20 24 23
5 5 10 15 20 25 30 ES5
] B 12 18 24 30 36 42
7 7 14 21 25 35 42 43
g g 16 24 32 40 43 56
a a 15 27 36 45 54 B3
10 10 20 30 40 50 B0 70
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Category: Selecting
For Excel Versions: 97, 2000, 2002, 2003

Tip 15

Quickly Selecting a Range in the Workbook

The best way to select a cell or range of cells in either the
current or any other sheet in the workbook is by selecting
the Name defined for that range from the Name Box
dropdown list to the left of the Formula Bar.

The Name Box contains a list of the Names assigned to the
cell addresses. Selecting a Name is the same as selecting
the address of a cell or range of cells in the active
workbook.

For more details on Defining a Range Name, see
Tip #188.

Microsoft Excel - Book1

.ﬁ'ﬂ Eile Edit ‘Wiew Insert Format  Tools Data  Window  Help

23 %
Dollar B[ ¢ | b [ E [ F [ ©
Euro 2 3 4 =3 G 7
MetC 4 51 a 10 12 14
5} 9 12 15 18 21
4 4 8 12 16 20 24 28
5| & 10 15 20 25 a0 35
6| 5 12 18 24 an 36 42
L 7 14 21 75 5 1 49
8 & 16 24 32 40 48 56
e ] 18 27 3 45 54 CE]
10 10 20 30 40 &0 Gl 70
11|
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Category: Navigating .
For Excel Versions: 97, 2000, 2002, 2003 Tip 16

Selecting a Sheet in the Workbook
Using keyboard shortcuts

% To move to the next sheet in the workbook, press
<Ctrl+Page Down>.

% To move to the previous sheet in the workbook, press
<Ctrl+Page Up>.

\@ Using the mouse

% To the left of the sheet tabs in the horizontal Scroll Bar
are four small arrows.

1. Place the mouse pointer over one of the arrows
and right-click.

2. From the shortcut menu, select a sheet from the
list of sheet names.

B2 Microsoft Excel - Financial Statements

2] Eie Edb Vew [rset Formek Took [Daba Window  Heb ¥ : :
A B ] C ] ] E F il

Company Mame XYZ Corporation Inc.

[¥] 11 - General Desais
12 - Workshests List pmber 31, E00C il
13- Farametrs B Caloations

- Months Lisks

IS-85, 15 Laval

16 - Nobes LEt
21 Trie Balances Date 7—.11 i _Z_J

31 - Ealance: Shest

41 - Incomne Statement

51 - Cash Flow

61 - Notas

a1 - Trizl Balance (Criginal)

92 - Triel Balance Adustments

9% - Final Trial Balarce:

T BT v B
T‘i‘.“.wl""'l':_‘_m!mj"' e

TWorkchests et { 13- Paramers & Cacilations {14 -Morchs et 15- 4]+
R 7

vl
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Category: Navigating
For Excel Versions: 97, 2000, 2002, 2003

Selecting a Sheet from a Sorted Sheets List

» To select a sheet from a list of sheets sorted in
ascending order, install the ChooseSheet.xla
Add-in:

1. Download the ChooseSheet.xla add-in from the
ExcelTip.com Web site: www.exceltip.com.

2. Save the downloaded ChooseSheet.xla file in any
folder.

3. From the Tools menu, select Add-Ins, and then
click Browse.

4. Locate and select the ChooseSheet.xla file and
click OK.

5. From the Add-ins available, check the
ChooseSheet.xla box, and then click OK.

6. To select a sheet from the sorted sheets list, click
the new Choose Sheet icon (number 7 in the
Regular toolbar).

Tip 17

@J Fl= Edit  View Insert Format Tools Data  Window Heb
Dedsu Ry sba-< oo @
B [ & c D |

1 |Worksheets List
2 [11 - General Details
5

312 - Workshe: [l [=]

4 13 - Parametrs :
& 14 - Months L ‘wiorkbook Mame - Francial Statemenits, #ls;
6 |15-85,15 Le Fi1-Geneaitiemas. o
== 3 - | 12 <Wworkzheets List
? 18 Nme" List 13 - Paamets & Calculations
B [21 - Trial Balar | 14. Morths Lists

9 |31 - Balance € | 15-BS.15 Level
10141 - 1 S | 18- Hotes List
11 151 gco':nil 21 - Trial Balances D ata
- Lash POVl 21 . Balance Sheet
12/|61 - Notes 41 - Income Stalemert
13 |91 - Trial Balar g} 'ﬁ';‘éh Flove
1) ) - Nkms
14192 - Trial Balar | gy 71/ afance (Drigindl)
_15 93 - Trial Bakar 92 - Trial Balance Adjustments
16 (94 - Trial Balar | 93 - Trial Balance Updating
1_?" 94 - Trial Balance Audit

19, | | &

|20 | | wiww.ExcelTip.com |

e W Sort Pint ‘ Hide ‘ Untide |
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Category: Navigating

For Excel Versions: 97, 2000, 2002, 2003| 1P 18

Moving Between Open Workbooks
Using keyboard shortcuts

ESN

ESN

ESN

The keyboard shortcut for moving to the next open
workbook is either <Ctrl+Tab> or <Ctrl+F6>.

To move to the previous open workbook, press
<Ctrl+Shift+Tab>.

Press <Alt+W> to open the Window menu, and then
the workbook index number.

Microsoft Excel - Book1

.ﬂ_] File Edit Wiew Insert Format  Tools Data | Window | Help

A [ B [ ¢ [ B ] arrange. . ]

Compare Side by Side with. ..
Freeze Panes
1 Bookd
2 Book3
3 Bookz

V| 4Booki

Vi

“«©

% Using the mouse

ESN

From the Window menu, select a workbook from the
list of open workbooks.

F1 — Get the Most out of Excel! 25



Category: Custom Keyboard Shortcuts | Tip 19
For Excel Versions: 97, 2000, 2002, 2003 | Page 1

Adding a Custom Keyboard Shortcut
Using keyboard shortcuts

To add a custom keyboard shortcut, add, save and store a
VBA code line. It is recommended that general custom
keyboard shortcuts be saved in the Personal Macro
Workbook. This workbook is created the first time you
record and store a macro, and remains hidden when Excel
is opened.

» To create the Personal Macro Workbook while
storing a new keyboard shortcut:

1. From the Tools menu, select Macro, and then
Record New Macro.

Record Macro
Macro name:
!Paste\f‘alues
Sharteut key: Skare macrn in:

CtrI+ShiFt+iV_‘ IPersonaI Macro Workbook j
Descripkion:

IMacro recorded 171202004 by Joseph Rubin

oK | Cancel |

2. In the Macro name box, insert a name for the

macro (no spaces are allowed between
characters).

3. In the Shortcut key box, press <Shift+ V>.

4. Choose Personal Macro Workbook from the Store
macro in dropdown list, and click OK.

5. Record anything you like and then stop recording

by pressing the Stop Recording Seobeina] o,
continued...
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Category: Custom Keyboard Shortcuts | Tip 19
For Excel Versions: 97, 2000, 2002, 2003 | Page 2

Adding a Custom Keyboard Shortcut (cont.)

6. Open the VBE (Visual Basic Editor) by pressing
<Alt+F11>.

7. Double-click Module1 under VBAProject
(PERSONAL.XLS).

8. In the PasteValues macro, replace the lines
recorded with:

Selection.Formula = Selection.Value

This code converts a selected cell’s formula to its
current value.

9. Click Save.
10. Press <Alt+F4> to close and then reopen Excel.

11. To determine if PERSONAL.XLS is open, select
Unhide from the Windows menu.

12. To check the keyboard shortcut, select cells
containing formulas, and press <Ctrl+Shift+V>.

£ Microsoft Yisual Basic - PERSONALXLS - [Modulel {Code)]

4% Fle Edt Wew Inset Format Debup Bun  Tools  Adddns  Window  Help -8 X
®E-d B89 pu A INET R @ B
p iBProject X [igencran =] [Pastevaiues =]
||
=  Option Explicit i
[+ atpybaen.xls (ATPYBAEN.XLA
[+-28 funcres (FUNCRES.XLA) Sub PasteValues()
[--&% vBAProject (Book1.xls) '
=54 Microsoft Excel Objects ! PasteValues Macro
BH] Sheet! (Sheet1) ' Macro recorded 1/12/2004 by Joseph Rubin
BH Sheet? (Sheet2) '
BH] Sheet3 (Sheet3) ! Keyboard Shortcut: Crtrl+Shifr4¥
$] Thistorkbook '
£l & vBAProject (PERSONAL.XLS) ZSelection.Formula = Selection.Value
|7 Micrasaft Excel Objects End Sub
= 5 Modules
w2 Maduls1
continued...
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Category: Custom Keyboard Shortcuts | Tip 19

For Excel Versions: 97, 2000, 2002, 2003 | Page 3

Adding a Custom Keyboard Shortcut (cont.)

» To add/change a keyboard shortcut:

1.

Macro Options Step Into !
Macro name: Edit I
reate

PERSONAL. “LSIPasketaluss

Shortcut key:
ctrieshift+[v |

Description:

Macro name!

In Excel, press <Alt+F8> to open the Macro dialog
box.

Select the macro from Macro name list.

Click Options.

In the Macro Options dialog box, change or add
the Shortcut key and click OK.

|PERSGINAL KL5IPastey alues EY

Run i
Cancel I

Zreake

Macro recorded 1/12/2004 by Joseph Rubin

[8]4 Cancel I
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Category: Copying & Pasting .
For Excel Versions: 97, 2000, 2002, 2003 Tip 20

Copying, Cutting and Pasting (Moving)
Using keyboard shortcuts

&  To copy, press <Ctrl+C>.

& To cut, press <Ctrl+X>.

& To paste, with the option of repeating the operation (if
copying), press <Ctrl+V>.

% To paste, without the option of repeating the operation
(if copying), press <Enter>.

% Using the mouse

» To copy a cell(s), row(s), column(s), or sheet:
1. Select a cell(s), row(s), column(s), or sheet tab.

2. Press <Ctrl> and hold the mouse over the
selection border, while left-clicking and moving
the object to a new location.

OR

Press <F8> to lock the <Ctrl> key (the letters EXT
appear in the Status Bar), while left-clicking and
moving the object to a new location.

3. Release both the <Ctrl> key and the mouse.
OR

Press <F8> again to unlock the <Ctrl> key.

» To move (cut and paste) a cell(s), row(s),
column(s), or sheet:

1. Select the object.

2. Hold the mouse over the selection border,
left-click and move the object to a new location.

3. Release the mouse.
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Category: Copying & Pasting .
For Excel Versions: 97, 2000, 2002, 2003 Tip 21

Fast Copying & Pasting in Adjacent Cells

\% Using the mouse

» To copy quickly by double-clicking:
1. Select cell B1.
2. Place the mouse on the handle in the bottom
right-hand corner of the cell.
3. Double-click when the mouse pointer changes

into a plus symbol. Excel copies the constants or
formulas in the cell down the length of column B.

Microsoft Excel - Book1

-ﬁ-ﬂ File  Edit ‘Wiew Insert Format Tools Data  Window  Help
B - i =Al
LA B c | b | E | F |

R —

O o0 ~-o M R —=

A
=
—
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Category: Copying & Pasting
For Excel Versions: 97, 2000, 2002, 2003

Fast Copying & Pasting Right or Down in a List

» To copy to the right or down:

2% To the right: Select a range of cells to the right and
press <Ctrl+R> (see the screenshots).

Tip 22

%  Down: Select the cells in the row(s) under the list
and press <Ctrl+D>.

Before:

S Microsolt Excel - Financial Statements
Y} Fe  Ede vew

Imert  Farmst  Took  Data  Widow  Help
A | e [ | [ [ ] ¢

~]

| December 31, 2003

®¥Z Corporation Inc.
BALANCE SHEET
In Thousands
December 31
Notes 2003 2002 2001 2000 1999
ASSETS
1 |Current Assets
Cash E 301 319 240 1e0 528
Accounts Receivable - 1,654 1,538 316 612 403
Invantaries g 546 520 5z 306 26
Prepzid Expanses =] 14 24 576 432 258
Total Current Assets 2,514 2,401 2,160 1,620 1,488

B3 Microsolt Excel - Financial Statements
EY Bk Edit Wiew Inset Formab ook Data  Mdndow el
Hiz . # =SUMF(TE DE_Level3,B12 OFFSET(TE DB _Leveid,0 MonthSelectionNumber=2-48j)
| A 1 B A o E | F G| H |

= AT | [ ¢

XYI Corporation Inc.
BALANCE SHEET
In Thousands

December 31, 2003

December 31

Notes 2003 2002 2001 2000 1999
ASSETS
| | Current Assets

Cazh 5 201 319 240 180 528' D!
Accounts Receivabla i 1,654 1,538 316 612 408 o
Inventories 8 46 520 528 396 264 o
Prepaid Expenses 9 14 | 576 432 288 o

Total Current Assets 2,514 2,401 2,160 1,620 1,488 1]
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Category: Copying & Pasting

For Excel Versions: 97, 2000, 2002, 2003| 1P 23

Copying & Pasting Cell Content to Thousands of Cells

» To copy & paste cell content to thousands of cells:

1.
2.

.

Select and copy cell A1.

Type a cell address in the Name box, for this
example, type A5000.

Press <Shift+Enter> to select the cells from
A1:A5000.

To paste, press <Enter>.

Microsoft Excel - Book1

‘= File
ASD00

Edit  Wiew Insert Formak Tools  Data  Window  Help

- &

oo B | ¢ | b [ E | F
! ExcelTip }

|
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Category: Copying & Pasting
For Excel Versions: 2000, 2002, 2003

Pasting Multiple Copied Ranges Using the Clipboard

& In Excel 2000, the Clipboard holds up to 12 copied
ranges. To make the Clipboard toolbar visible:

S Press <Ctrl+C+C>
OR
@Paste all ﬂ

Tip 24

From the View
menu, select
Toolbars and then
Clipboard.

2 In Excel 2002 and Excel 2003, use the keyboard
shortcut <Ctrl+C+C> to open the Task Pane dialog
box, which contains the copied ranges (up to 24) that
have been saved to memory.

EIMicrosoft Excel - Book1 M=
‘=) Fle Edt Wiew Insert Format Took Data  Window  Heb ypeaquestionforhelp - _ @ X
Al » i 1
A ] c DRSS EREEERIN T - ¢ of 24 - lpboard %
1 1 =2 3 4 5 3 = = ey
2 4 B 8 i0 12 \f)_ _ e
| 3 5 g 12 15 18 ([Ppaste Al | |3k clear At |
B
4 g 12 16 20 24 Click an kem bo paste:
i 10 15 20 25 ] - —
2 2 1 @ | a4 1% LB B sannaanca B
7 14 21 28 35 42 e s
g 16 24 32 40 48
9 18 = 36 45 54 H]4681069121551216
_ 2010 15 2025 12 16 24 30
10 20 a0 40 a0 J211] T
) 1824303521 28 3542 24
32 40 48 27 36 4554 30 40
060
H]2345468106912158
1216 20 10 1520 25 12 18
24301421 2895 1624 5.,
) 1518212427
27| =l e
W4V Wi\sheett (Shests Jresn /4] | R [
Ready UM
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Category: Copying & Pasting
For Excel Versions: 97, 2000, 2002, 2003

Inserting a Copied Cell(s) Without Overwriting
Existing Data
Using keyboard shortcuts

5 key

» To copy & paste a cell(s) containing data without
overwriting existing data using only a keyboard
shortcut:

Tip 25

1. Copy a cell(s) containing data.

2. Select a cell inside the range of cells that should
not be overwritten.

3. Press <Ctrl++> (plus L=t i
sign) to open the Tnsert
Insert dialog box. £ shift colls right

4. Select Shift cells
right or Shift cells
down, and click OK.

™ Entire raoa

™ Entire column

Ok, I Cancel
\% Using the mouse

» To copy & paste a cell(s) without overwriting
existing data, using both a keyboard shortcut and
the mouse:

1. Select a cell(s) that contains the data to be copied.

2. Hold the <Ctrl+Shift> keys, move the mouse over
the selection border, and when the cursor changes
to a small cross, drag the cell(s) to a new location
and paste it.

3. Notice the gray line bar that follows the mouse.
Position it in the new location and release the
mouse.
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Category: Copying & Pasting
For Excel Versions: 2002, 2003

Tip 26

Expanded Paste Icon Features in Excel 2002 & Excel

2003

Excel 2002 & Excel 2003 have expanded Paste icon
features.

Access the following tasks by clicking the arrow to the
right of the icon:

Paste Formulas

Paste Values

Paste No Borders

Transpose

Paste Link

Open the Paste Special dialog box.

/A A

ETMicrosoft Excel - Book1
2] Bl Ede Wew [nsert Formsk  Toos  Data Window  Help

IEHRG R VEH L D@E-|F9-0-8RZ-2E @ -8

| T | [ (] T Formulas 6| H | | [ J
EH i 7] 3 A ues 7 i ] i
2] 2 4 B g 14 16 18 0
3| 3 § g | oo 21 24 %7 a0
Ex 4 8 12 16 Transposs b 2 3 40
51 & 10 15 .1 = 35 40 45 a0
6| 1 6 8 o I del 16 18 20 2
7] B 9 12 18] Pefespecd.. 1 m 27 n £o
5 | 8 12 16 20 o i 2 = a0 a4
g 10 15 a0 = 0 £ 40 45 50 55
i |

F1 — Get the Most out of Excel! 35



Category: Copying & Pasting
For Excel Versions: 2002, 2003

Copying & Pasting Cell Content Along with
Formatting

Excel 2002 & Excel 2003 have expanded Paste Special
features, enabling you to copy and paste formulas/values
and paste them along with their formatting.

pastespecal K|

Tip 27

Paste —

gl " walidation

i~ Formulas " nll except borders

" Yalues L

" Formats * FFormulas and number Formats:

i Camments i~ walues and number Formats
Operation - s

i* Mone £ Mulkiply

" add " Divide

™ Subtract

[ skip blanks [ Transpose

Paste Lk ] oK ] Zancel
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Category: Copying & Pasting
For Excel Versions: 2002, 2003

Copying Cell Content Across Sheets

» To fill across sheets (that is, copy information from
selected cells to all sheets in the workbook),
simultaneously:

Tip 28

1. Select a range of cells to copy.

2. Right-click the sheet tab, and from the shortcut
menu, select Select All Sheets.

3. From the Edit menu, select Fill and then Across
Worksheets.

4. In the Fill Across Worksheets dialog box, check
one of the three option buttons and click OK.

5. To remove sheet groupings, select the sheet tab,

hold <Shift> and then click.
OR

Right-click the sheet tab and select Ungroup
Sheets from the shortcut menu.

BT Micra ~=1of x|
li—‘l_] File Edit ‘“ew Insetk  Format  Teols Data  Window Help - & X
[ e [ T F =
Invoice Customer
1 |Number Date Name Quantity Unit Price Income
| 2 [ 1001 D1/15/2002 ] Intel 252 10 2,523
| 3| 1002 02/15/2002 | eBay 4,565 10 45,852
| 4| 1003 03/15/200 (R T <. 6,652
|5 | 1004 04/15/200 0 1,854
B 1005 05/15/200 ] 9,658
| 1006 |06/15/200 a 12,554
1007 |07/15/200 a 14,632
1008 08/15/200 ¢ Formats 0 16,857
1009 094157200 0 0,085
1010 15/15/200 ok | concel 0 7,412
1011 11/15/200 T I 10 1,985
1012 12/15/2002  Microsoft 178 10 1,775
1013 01/15/2003  eBay 955 10 9,652
(15| 1014 02/15/2003 Amazon 1746 10 17,462
(16| 1015 03/15/2003  Intel 2,527 10 25,266 =
M 4 » M]iSheetl  Sheetz ; Sheetd [% [l | i
Ready TLIR 5
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Category: Copying & Pasting .
For Excel Versions: 97, 2000, 2002, 2003 Tip 29

Copying/Moving a Cell(s) Between
Sheets/Workbooks
Using keyboard shortcuts

» To copy and paste cells to another sheet:
1. Select a range of cells that contains data.
2. Press and hold <Ctrl+Alt> and drag the data from

the corner of the selection area to a new location
in another sheet.

» To move cells to another sheet:
1. Select a range of cells that contains data.

2. Press and hold <Alt> and drag the data from the
corner of the selection area to a new location in
another sheet.

» To copy/move cells to another workbook:
1. From the Windows menu, choose Arrange.

2. Select any of the Arrange Windows i
Arrange Windows
options and click

Arrange

OK. :

In Excel 2003, use £ yertical

Compare Side by  crtede

Slde to arrange the [T windows of active workboaok
windows.

K I Zancel

3. Select a range of cells that contains data.

4. Press and hold <Ctrl+Alt> (to copy) or <Alt> (to
move) and drag the cells to a new locations in a
sheet in another workbook.
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Category: Copying & Pasting
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Preventing Moving to the Next Cell After Typing
—_— Using keyboard shortcuts
ing keyboard sh

» To prevent moving to the next cell after typing:
% Press <Ctrl+ Enter> (instead of <Enter>).

OR

Tip 30

Deselect the Move selection after Enter Direction
checkbox, as described below.

» To change the move selection after pressing

<Enter>:
1. From the Tools menu, select Options and then the
Edit tab.

2. From the Move selection after Enter Direction
dropdown list, select the desired direction.

Options B
Calor ] International ] Save ] Error Checking ] Spelling ] Security ]
Wigw ] Calculation Edit i General i Transitian ] Cuskan Lisks ] Chart ]

Settings
¥ Edit directly in cel ¥ Extend data range Formats and Formulas
¥ allow cell drag and drop [V Enable automatic percent entry
¥ alert before overwriting cells [V shaw Paste Options buttons
¥ Move selection after Entet ¥ show Insert Options buttons
Direction:

I Fixed decimal
Places:

V¥ Cut, copy, and sort objects
V¥ Ask to update automatic links
V¥ Provide feedback with Animation

¥ Enable autoComplete for cell values

Ok I Cancel
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Tip 31

Quickly Entering Text into Cells from a List of

Previous Entries or a Validation List

» To select from a list of previous text entries or
from a Validation list (to add Validation list, see
Tip #229, page 2):

1. Select the empty cell under the last filled cell.

2. Press <Shift+F10> or right-click and then select
Pick from Drop-down List from the shortcut
menu.

OR

Press <Alt+ Down Arrow>.

Microsoft Excel - Book1

‘&l File  Edit  View Insert Format  Tools  Data

A [ 8 [ ¢ [ D

1 | ExcelTip
2 | Intel
3 | Motorola
4 | Pacific Bell
5 | Amazan
B | Microsoft
7| AIG
B | Cisco

H

10 | AlG
"1"1" .ﬁ.!'naznn
--------- Zisco
:|_3_ Inkel
ey
15 | pacific Bl
_1_5.:
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Preventing Duplicates While Entering Data

» To prevent duplicates while entering data:

1. Select a range of cells, for example, A2:A20.

2. From the Data menu, select Validation.

3. Select the Settings tab.

4. From the Allow dropdown list, select Custom.

5. In the Formula box, enter the following formula:
=COUNTIF($A$2:$A$20,A2)=1

6. Select the Error Alert tab.

7. In the Title box, enter Duplicate Entry.

8. In the Error message box, enter "The value you
entered already appears in the list above".

9. Click OK.

Data ¥alidation

Setkings ] Input Message 1 Error Alert ]

Yalidation criteria
Allcw;
iCustDm :_j v Ignore blank
Daka:
Formula:
| =COUNTIF(S A2 fageD, a2)=1] ]
[T Apply these changes toall ather cells with the <a EiFig

Clear all (a4 | Cancel ]
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Validating Number Entries

» To validate number entries:

1. Select the range of cells.

2. From the Data menu, select Validation.
3. Select the Settings tab.
4

From the Allow dropdown list, select Whole
number (or Decimal).

From the Data dropdown list, select Between.

6. In the Minimum box, enter the required lower
limit, for example, 1000.

7. In the Maximum box, enter the required upper
limit, for example, 9999.

8. Click OK.

1

Data Yalidation i

Settings 1 Input Message 1 Error Alerk ]

Yalidation criteria
Allow:
;Whule number | Iv¥ Ignore blark

hole number

Clear All oK I Cancel !
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Validating Text Entries

» To validate text entries:
1. Select the range of cells.

2. From the Data menu, select Validation.

3. Select the Settings tab.

4. From the Allow dropdown list, select Custom.

5. In the Formula box, enter the following formula:
=IsText (A1)
where A1 is the first cell in the range.

6. Click OK.

Data ¥alidation

Setkings I Input Message 1 Error Alert ]

Yalidation criteria - =
Allcw:
|Custom :_; [V Ignore blank
Daka:

‘:; A._j

Eormula:

|=tsTeuting) B3|

[ apply these changes to all ather cell

Clear all I [5]'4 I Cancel

SalmE Serings
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Quickly Entering a Long Company or Person Name

» To replace short text with long text or a sentence,
use the AutoCorrect feature:
1. From the Tools menu, select AutoCorrect.
2. In the Replace box, type ipg, and in the With box, 2
type Independent Publishers Group.
3. Click OK.
4. Enter the text ipg into any cell and press <Enter>.

The text Independent Publishers Group
immediately appears in the cell.

Tip 35

AutoCorrect: English {U.5.) E I

AutoCorreck | AukoFormat &5 You Type I Smart Tags ;
¥ Show AutoCaorrect Options buttons
W Carrect TWa Initial Capitals :
Exceptions. .. !
¥ Capitalize First l=tter of sentences
W Capitalize names of days

W Carrect accidental use of caPs LOCK key
= Replace text as you type

Replace: Wit

iipg Independent Publishers Graup
interurn interim ;!
inthe in the
irmathich in which =

| Independent Publishers Group

Replare ! Delete I

(04 I Cancel I
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Transposing Cells

» To transpose cells:
1. Copy a range of cells (see range A1:A6 below).
2. Select a cell.

Tip 36

3 . PreSS Paste Special EH
. Paste
<Shift+F10>.  al  valdation
" Formulas ™ all except borders
OR " Yalues € Column widths
F th " Formats " Formulas and number Formats
rom € " Comments ™ walues and number Formats
shortcut menu, o
select Paste £ Nore £ Hulticly
S . | " add " Divide
pecial. " subtract
I™ skip blarks
Paste Link I Canicel !

4. Select the Transpose checkbox, and click OK. The
list is now presented in horizontal cells.

B Microsoft Exced - Book1
.5._] File Edt ‘Wiew Insett  Format  Tools  Data  Window  Hel

A Bl C = D I o T e 0 | A |
wages Office Exp Car Exp Telephone Travel Exp

WAGRS
Office Exp

1

2

=)

4 Car Exp
) Telaphone
B Travel Ex|
7

g

...... wages
B Office Exp

10 Car Exp

(11| Telephone

12 Travel Ex

i
14 wages

15 Ofiice Exp
16 Car Exp
17 Telephone
18| Travel Exp.
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Finding/Finding & Replacing in a Single Sheet or in
All Sheets

» To search and replace in one sheet:
% To search for text, use the keyboard shortcut
<Ctrl+F> or select Find from the Edit menu.
% To search for and replace text, use the keyboard

shortcut <Ctrl+H> or select Replace from the Edit
menu.

» To find & replace all sheets in the workbook:

1. From the sheet tab’s shortcut menu, select Select
All Sheets.

2. Press <Ctrl+F> to find or <Ctrl+H> to find and
replace. (Note: <Ctrl+F> works only for a single
sheet in Excel 97). In Excel 2002, choose Sheet or
Workbook from the Within dropdown list (see the
screenshot below).

» To find/find and replace special characters &
formats:
% Using wild cards in the text search:

2 Use * as a wild card for any number of
characters, either before or after text, for
example, searching for *CO will find both
Cisco and Telco.

% Use ? as a wild card for a single character, for
example, searching for RZN will find Ron and
Ran but not Rain.

% To search for an asterisk, enter ~* in the
search box.

continued...
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Finding/Finding & Replacing in a Single Sheet or in

All Sheets (cont.)

In Excel 2002 & Excel 2003, use the Find/Find and
Replace based on Format (see screenshot below).

Find and Replace E

Find Replace ]

Find what; ! __v_j | Mo Formak Set | Format.. kv“
Replace with: ! _:J | Mo Format Set | Format. .. | ]
withing |sheet +| I Match case

[ Makch entire cell contents
Search: iBy Raows -
Look. in: ;Formulas v] Opions =< I

Replace F\_III Replace ] Find Al l Find Mext | Close |
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Displaying the Format Cells Dialog Box
Using keyboard shortcuts

& To display the Format Cells dialog box, press
<Ctrl+1>.

% Using the mouse

% Select a cell, press <Shift+F10> or right-click a cell
and select Format Cells from the shortcut menu.

Tip 38

Format Cells E

: 1 Alignmenk ] Fank ] Border ] Patterns ] Protection ]
Cakegory: [~Sarmiple -

Mumber

Currency

Accaunting General Format cells have no
Date specific numbet Format,
Time

Percentage

Fraction

Scientific

Texk

Special

Cuskom _“_J

(04 i Zancel
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Copying Formatting

» To copy the formatting, use the Format Painter
icon:

® Click the Format Painter icon to copy and apply
formatting.

» To repeatedly copy formatting:

%  Double-click the Format Painter icon to
repeatedly apply formatting.

Microsoft Excel - Book1

ﬁ-_l] File Edit ‘Miew Insert Format  Tools Data  MWindow  Help
NS HR SR8V % -.‘a:iﬂ»."?'

Arial * 10« | Mormal - B FnrmatPainter'EE

M23 - &
| A | B | € | b | E | F

all
EN
2 |
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Changing the Standard Font

» To change the standard font used in a new
workbook:

1. From the Tools menu, select Options, and then
select the General tab.

2. From the Standard font dropdown list, select the
desired font, and set the Size.

3. Click OK.

Options B
Calar ] International l Save ] Error Checking l Speling ] Security l
Wiew j Calculation l Edit General Transition ] Custorm Lisks Chart

Settings
[ RiC1 reference style I Prompt for workbook properties
[ Ignore cther applications [ Provide Feedback with sound
v Function tooltips I Zaom on roll with InteliMause

¥ Recently used Fils list: 19 E‘ entries

Wweb Options. .. I Service Options... |

Sheets in new workbook; ]3 5:

Standard Font: [ovil] i:_i Size: IID _'_j
Defalk fils lacation: 223::2:&?‘" _* BrministratoriMy Do

&t startup, open all files in: Antique Clive
Lrabic Transparent

User name:

Arial Black >

oK I Cancel
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Hiding the Display of Zero Values

» To hide zero value in specific cells:

Tip 41

The third section in the number custom formatting
(after the second ;) returns the formatting for a zero
value. To hide the zero value, erase the # and 0
symbols in this section. The formatting will now
display an empty cell (see Tip #58).

Example:
#,#40_;[Red](#,##0);;

> To hide zero values in a sheet:

1. From the Tools menu, select Options, and then
select the View tab.

2. Deselect the Zero values checkbox and click OK.

> To hide zero values in all cells in the entire
workbook:

1. From the sheet tab’s shortcut menu, select Select
All Sheets.

2. Follow the steps in the previous procedure.

Options ﬂ!:i

Color ] International | Save | Ervor Checking | speding | Security |
_ J Calculation | Edit I General | Transitiors ] Custom Lists | Chart |
Shaw

¥ Startup TaskPane ¥ Formuda bar [V Stakus bar ¥ windows in Taskbar
Comfnents

" Norie + Comment indicatar only  © Comment & indicator
Objects

# Show a1 " Show placeholders " Hige all
‘Window options

[~ Page breaks dhgrn headers | Horizonital seroll bar

™ Foemulas [ Qutine symbiols ¥ Yertical scroll bar

¥ Gridines I Zern values ¥ sheet babs

Gridines color; N

lII Cancel
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Tip 42

Merging and Centering with a Toggle Button in Excel

2002/2003

In Excel 2002 and Excel 2003, the Merge and Center icon
works as a toggle button, which means it turns this
functionality on and off by clicking the icon.

I Microsoft Excel - Financial Statements

=] Ble Edt Yew [met Foma: Tooks Do Window  Hep

DEHER .j_t?d,t kD@~ - SBE 4R g - @
Verdana -[Blr o =[E= “ drm-(s €% + WEEEE-0-A-0
Ad - # ¥YI Comporation |nc. L

_____ T & ekt | D (N ) N N
_‘]"?'_: Decemzer 31, 2003 -

3|

a | XYZ Corporation Inc. !

5| Financial Highlight

B In Thousands
el

8 | Balance Sheet Highlights December 31
8 2008 2002 2001 2000 1909

10| Assets

11 |Current Assets 2,514 2,401 2,125 1,836

1_2_5r'rcpcr:y and Equipment {at Cost) 1,593 1,471 1,342 624

13 |Other Assets 417 353 326 351

14 | Total Assets 4,529 4,224 3,793 2,811
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Changing the Indentation in a Cell

» To indent text in cells, for example, for a list of
expenses under each department:
1. Select the list of expenses below each division, for
example, select cells A2:A6 (a group of expenses
for Department 1).
2. Click the Increase Indent icon on the Formatting

toolbar several times, until you reach the desired
indentation.

OR

Select A2:A6 and then press <Ctrl+1>.

2. Select the Alignment tab, and in the Indent box,
change the number of characters to indent.

3. Click OK.

B Microsaft Dxced - Book 1

] e Edt wew  Insert Formet feols  Usta  Window  Hel
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Automatically Wrapping Text in a Cell

» To automatically wrap text:

1. Type the following text into a cell: "This is the best
ExcelTip book".

2. Press <Ctrl+1>, and select the Alignment tab.
3. Select the Wrap text checkbox.
4. Click OK.

Tip 44

Format Cells E

Mumber  Alignment ] Font ] Border ] Patterns ] F‘rotectiun]

Text alignment - r2rienkation -
Horizontal:  [s . 1
iGeneraI __:j s 2]

= T
Vertical: a = . i
Text —#
iBDttom ‘:] ES i
k .
i fistribuke *
Text contral okl
Degreeas
o 0 =D
[ Merge cells

Right-to-left —

Text direction:

iCDntext vi

(04 i Zancel
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Manually Wrapping Text in a Cell
Using keyboard shortcuts

» To manually wrap text:

1. Type the following text into a cell: "This is the best 2
ExcelTip book".

2. In the Formula Bar, place the cursor after the word

"best".
3. Press <Alt+ Enter>.

» To cancel manual text wrapping:

1. In the Formula Bar, place the cursor where you

caused the text to wrap, that is, before the word
"Excel".

2. Press <Backspace>.

Microsoft Excel - Book1
ﬁ-_l] Bile Edit ‘ew Insert Format  Tools Data

Window  Help
A » X +/ B This is the hest

___LL_ B | |ExcelTip book
1 |ip book 2 best ExcelTip book

3|

i

|

5 |

7]
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Tip 46

Adding a Shortcut for Wrapping Text
Using keyboard shortcuts

% Step 1: Adding the Style Box to the Formatting

Toolbar:
1. Right-click one of the toolbars, and select
Customize.

2. Select the Commands tab, and then select Format.

3. Drag the Style icon from the Customize dialog box
to the Formatting toolbar, and drop it next to the
Font Size box (or anywhere else you choose).

4. Click Close.

% Step 2: Adding Wrapped Text to the Style Box:

1. Enter text into a cell in the sheet, and press
<Ctrl+1>.

2. Select the Alignment tab, select the Wrap text
checkbox, and click OK.

3. In the Style box, enter the text WrapText.

4. To use the Wrap text shortcut, select a cell, and
then select Wrap text from the Style box.

Microsoft Excel - Book1

-ﬁ-l_] File Edit ‘Wiew Insert Format  Tools  Data Window  Help

NEHRIGAIVE &§BRA-F|9-0-F
Arial - 10 = |[wrapText| E B 7 U EE=E=
Comma
=Ei; | & | = |- Comma [0] | E | F |
1.' Currency
7| Currency [0]
=] Mormal
'4—| Percent
5]
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Preventing Text from Spilling Over

In this example, enter a statement into cell A59, without
the text spilling over into cells outside the area of the
report (the report goes from column A to D).

Tip 47

» To prevent text from extending beyond the report

width:

1. First, ensure that the typed text was only entered

into cell A59.
Select cells A59:E59.

w

From the Edit menu, select Fill and then Justify.
Click OK. The following message appears: Text

will extend below selected range. (Before clicking
OK, ensure that the cells below row 60 are

empty.)

B Microsoft Encel - Financial Statements

) B Ed Yew jret Fomat ook Dela Wedow  Hel

| A | -7 [ I 7] [E
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2
48
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Dividing a First Left Heading Title

» To divide a title in a cell:

1. In cell A1, enter the words: Headings and Invoice
Number.

2. Select cell A1, and in the Formula Bar, place the
cursor after the word Headings.

3. Press <Alt+Enter> twice (once to wrap the text
and once for an additional empty row space).

4. Press <Ctrl+Enter> to accept the changes without
moving from cell.

5. Press <Ctrl+1> to open the Format Cells dialog
box.

6. Select the Border tab and select the left diagonal
border.

7. Select the Alignment tab.

8. From both the Horizontal and Vertical dropdown
lists, select Justify.

9. Click OK.

10. In the Formula Bar, place the cursor before the

word Headings and press the <Space Bar> to add
spaces and move the word to right.

E Microsoft Excel - Book 1

I%J Fle Edit Yiew Insert Format Tools Data  Window Help

A B c | D = === 1
Headings
1 |Invoice Number’ Date  Customer Name Market Quantity Income
2 1001 01/15/2002  Intel Eurcpe 252 2,523.00
3 1002 02/15/2002 eBay Eurcpe 4,585 45,852.00
4 1003 03/15/2002 ExcelTip M.America 665 6,652.00
5 1004 04/15/2002 Toyota Eurcpe 185 1,854.00
B 1005 05/15/2002  Amazon Aftica 966 9,658.00
B 1006 06/15/2002  GM M. America 1,255  12,554.00
= 1007 07/15/2002 Fard Europe 1,463 14,632.00
g 1008 0B/15/2002 GM M. America 1,686 16,857.00
gL 1002 00/15/2002 Microsoft Europe 000 988500
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Changing the Cell Formatting from Date to Number

Using keyboard shortcuts

» To change the cell formatting from date to
number:
% Press <Ctrl+Shift+~>.

Tip 49

Example:
1. Enter today’s date into a cell by pressing <Ctrl+;>.
The result is 3/10/2004.
2. Press <Ctrl+Shift+~> to change the format to
General formatting.

Microsoft Excel - Book1

.EI_] Eile Edit Miew Insert Format  Tools Data  Window  Help

a2 [ B [ ¢ [ o [ E T F |

1

2 |Befare 3/10/2004

3

| 4 |After pressing Ctrl+Shift+— 35056

5

| & |
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Coloring Numbers Based on Specific Criteria Using
Conditional Formatting

» To color numbers based on specific criteria using
Conditional Formatting:

1. Select a range of cells, and from the Format menu, 2
select Conditional Formatting.

2. For Condition 1, select Cell Value Is and less than
from the dropdown lists, and in the text box, type
0.

3. Click Format, and then select the Font tab.
4. From Color, select red, and then click OK.

5. Repeat steps 2 through 4 and add two more
conditions for numbers less than 5000 and for
numbers equal or greater than 5000.

For each condition, click Format, select the Font
tab, and then select black and blue, respectively.

6. Click OK.

=] Bl Edt W Insert  Format  Teols Data  window  Help
Pl = | ¢ [ o [ E [ F [ & [ A [ T T 3]
L1 [ 9000 - L -
Bl
| 3] 3.000 ~Condition 1 =
1 4} 4 Celvaluels | [lessthan ~| [o Y]
(5] (3.000) I = o

5, M0 Preview of format to uss B Yy T
% & ) when condition is true: | RLEACAE | .___._.........Jmat"'
% Condition 2
BTl [cot value 1s =] [less than =] [s0m0 =]
E Preview of formak to uss Py g
112 | when condition i true: I AaBbloyylz ! Format...
13
EFS ~Condkion 3————— _ —
15| JRODNENEEN - | [orester thanor cqusito | [5000 |
16 =
—=- Preview of Farmak bo uss BhC oY w7 1
17§ when condition s trus: [ AaBhCeyyZz | _romat., |
18 L i
EEN T
i ] Delete. .. I o ] Cancel ]
21
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Changing a Numeric Heading to Text

When creating reports you might want to enter the year
numbers as headings above the figures:

» To prevent the headings from being treated as
numbers, change them to text: 2

2 Enter the ’ (apostrophe) symbol before the number.
for example, 2003 will be treated as a text entry.

-ﬁ-ﬂ File  Edit Wiew Insert Formak Tools Data  Window
A1 hd e 2003
A BE | ¢ | © | E | F

T i = £ L

Help

[ = T
|.x=.iL.Jir\_1 —xl
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"Tearing Off' Palettes from Toolbars

» To "tear off' formatting palettes:

1. From the Formatting toolbar, open the Fill Color
icon palette.

2. Drag the palette to any place on the sheet to make
it float.

SERS I

[ 1? II
T Drag to make this menu FI::uatI_
HEEREEEERER
EEEEERER
EEEEEEEE
B NEENE
EEOOC0O=NEO

| ria

» To "tear off" drawing palettes:

1. From the Drawing toolbar, select AutoShapes, and
then select Stars and Banners.

2. Drag the palette to any place on the sheet to make
it float.

futoshapes~ [N W [ O A o 72 8] & | S - @
;{i" Lines 4
E Copnectars 4
E} Basic Shapes 4
% Black Arrows 4
Zo  Flowchart *
|%z Stars and Banners » |ﬁ:'|
% Callouts 7 raégzzo ;gngke this menu Float
ﬁ Mare Autoshapes.., £k T i
N m AR A
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Coloring Numbers Based on Specific Criteria

» To color numbers, add criteria to the Custom
Formatting:

Tip 53

Color positive and/or negative numbers in any desired
color. (Do not get too excited — the number of colors
is limited to eight, and most are difficult to read!)

For example, [BLUE] #,##0 ; [RED](#,##0)

& The first formatting section (before the first ;) refers
to the formatting of positive numbers and is
displayed in blue.

% The second formatting section (after the first ;)
refers to the formatting of negative numbers and is
displayed in red.

% The number 0 uses the positive formatting
information (if there are two sections in the syntax)
and is therefore displayed in blue.

» To add a condition to the formatting:
2 Each section is displayed in a different color:

[BLUE] [>5000]#,##0 ;[RED](#,##0); #,##0
& Positive numbers above 5,000 are blue.

Microsolt el - Bo0kL
RSN Negatlve Bloe Gk Yew Just Fgnst ok QR Wedw Bb
numbers r—
are red.
Q Positive
numbers
up to _
5000 B [,
(and 0) e e |
are :E Tmu::lllzrulimlundtuk,mluuzdU!e\nlluuah&eﬁabll
black. -
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Coloring One Record in Each Group in a Range

» To color one record in each group in a range, use
Conditional Formatting:
1. Select the range of cells (or select the entire
column).

Tip 54

2. From the Format menu, select Conditional
Formatting.

3. In the Condition 1 box, select Formula Is.

4. Enter the following formula (make sure you are
careful about the Absolute and Relative
references):
=COUNTIF($A$2:A2,A2)=1

5. Click Format, and select the Patterns tab.

6. Choose any color, and then click OK twice.

&) Ble Edt  Vew [nsert Format ook Data  Window  Help

] E c sl = E==l e R Wl H ]
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4
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e
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- el AdBbCEYy 22 | _tome.

Amaza

10 | Amazar add == Delete... | Ok I Cancel |

11 | Cisco

12 | Cisco

13 | Cisco

14 | Cisco

(15 | Clsco

| 16 | ExcalTip

17 | ExcelTp

|18 | ExcelTip

19 | ExcelTip

20 | ExcelTin
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Coloring Even Numbered Rows in a List

» To color even numbered rows:

Tip 55

1. Select a cell in the region and press
<Ctrl+Shift+*> (in Excel 2003, press this or
<Ctrl+A>) to select the Current Region.

2. From the Format menu, select Conditional
Formatting.

3. For Condition 1, select Formula Is, and insert the
following formula in the Formula box:
=MOD(ROW(),2)<>0

4. Click Format, and select the Patterns tab.

5. Choose any color, and then click OK twice.

B Ble  Edt  Wiew Insert  Formak  Tools Dasta  Window  Help

A B | C ! o L& | F [ & |
Invoice

1 [Number Date Customer Name Market Quantity  Income

2| 1005 |0S/1S/2002 Amazon Africa 966 9,658.00

3 | 1014 02/15/2003 Amazon Africa 150 1,522,00

; Rl o ditional Formatting [=]
1

B | 101 [Condtion L ;

(7| o1 | [EEENEN ] [-moo(Row),2)<>0 =l

g 102 Preview of Formak to use AaBbCcYyTz Farmak

9 100 when condition is brue: ¥

10 102 I

1; 1‘3; Add >> Dalete. .. I oK I Cancel I

(3] 100—m . S e .

14 1016 0S/15/2003 Ford Europe 2,523 25,232.00
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Inserting Special Symbols into Custom Formats

» To insert a symbol into a new number format in
Excel 97 & Excel 2000:

Example: Create and save a number format with the €
(euro) symbol.

1. Press <Alt+0128> (use the numeric key pad).
OR
Select a cell and type the following formula:
=CHAR(128)

2. Press <F2> and then <F9> to delete the formula
and leave the value in the cell.

3. In the Formula bar, select the € symbol, and press
<Ctrl+C> to copy it.

4. Select another cell, and press <Ctrl+1> to open
the Format Cells dialog box.

Select the Number tab, and choose Custom.
In the Type box, press <Ctrl+V>.
Continue by typing the format code #,##0.

Click OK. The result is the following Custom
Formatting € #,##0, which can be applied to any
other cell(s) or range(s).

Microsoft Excel - Book1

‘E] Ble Edt View Insert  Format  Toals

® N o

B35 v A =CHARADE)
| A~ [ B | c [ D
93 128}

94 126 -~

e I

ﬁ‘ 128 1
.

L

99 131 f

oo 132
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Inserting Special Symbols into Custom Formats (cont.)

» To add a symbol into a new number format in
Excel 2002 & Excel 2003:

1. From the Insert menu, select Symbol.
2. Select the Euro symbol and click Insert. 2
3. Continue with step 4 in the previous procedure.

Symbol

Symbals l Special Characters i

Font: [inormal text) =] Subset: [Currency Symbols =l

n[ET£ P a[€]%] ¢ [Nd™ Qfe[1s!
2%\ Y| %% | el T Ll T T O1A N
=1/ [N|=lL|n|[|=|#|=|s|2z|o|r|[ U
= el LS TR = L g

Recently used syrbols:
£ ¥[ole[™z]#|s[2]+]|x]|~|u]a]B]
EURD SIGN Character code: !2DAC From; iUnicode (hex) L]

Insert I Cancel J
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Automating the Insertion of the Euro Symbol

» To automatically insert the Euro symbol:
1. Press <Alt+0128> (use the numeric key pad).

OR

Select a cell and type the following formula:

=CHAR(128)

2. Press <F2> and then <F9> to delete the formula
and leave the value in the cell.

3. Press <Ctrl+C> to copy the cell containing the €
symbol.

4. From the Tools menu, select AutoCorrect.

5. In the Replace box, type euro, and in the With
box, press <Ctrl+V>.

6. Click Add, and then click OK.

7. Check the result by typing the word euro. The text
changes to the € symbol.

AutoCorrect: English {U.5.)
AutoCorrect |nut0F0rmat As ‘You Type I Smart Tags !
v Show AutoCarrect Options buktons
v Carrect Twa INitial CApikals g
Exceptions... I
¥ Capitalize first letter of sentences
¥ Capitalize names of days

v Correct accidental use of caPS LOCK key
W Replace text as you bype

Replace: ‘ith:
!eur0| l%
especally especially ;!
especialyl especially i
espesially especially
T I |
Replace | Delete |
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Symbols Used to Create Custom Formatting

The following symbols are used in Custom Formatting:

% 0 (zero) symbol: Displays a digit in a cell, including
the digit 0. For example, the format 0.00 displays the
number 0.987 as a number with two places after the
decimal point, that is, 0.99 (without the 7). Places are
omitted after the number is rounded. Any omitted
insignificant digits cause the number to be rounded. In
this case, 0.98 was rounded to 0.99.

& # (pound) sign: Displays significant digits and does not
display insignificant zeros. For example, a format with
two places after the decimal point, with or without the
digit 0, for example, the format code for 50 cents:

% #.4##: The cell displays .5.
& #.#0: The cell displays .50.
% 0.00: The cell displays 0.50.

2 , (comma): Separates thousands. For example, with
the format #,##0, the number 4543 is displayed as
4,543. The comma has a second use in the number
format. If you place the comma at the end of the digits
and the displayed number is be divided by 1,000 for
each comma.

& #,#4#0,: Displays numbers in thousands.

2 #,##0,,: Displays numbers in millions.
&/ (forward slash) symbol: The division sign for
displaying a fraction.

2 * (asterisk) symbol: Fills in empty characters, up to the
beginning of the number. For example, the number
4,543 is displayed as $4,543 with the format $ *#,##0.
The $ sign is displayed on the left side of the cell, and
the number is displayed on the right side.

continued...

F1 — Get the Most out of Excel! 69




Category: Formatting | Tip 58
For Excel Versions: 97,2000, 2002, 2003 | Page 2

Symbols Used to Create Custom Formatting (cont.)

2 "TEXT": If text characters are enclosed in quotation
marks and followed by a number format, the text is
displayed and the digits are formatted. For example,
with the format "Balance" #,##0, the number 4,543 is
displayed as Balance 4,543. In the sheet cell, you only
need to enter the digits, not the text.

& \(backslash) <Any single character>: Use the
backslash followed by a single text character to
display that character. For example, the following
format will display a number in millions: #,##0.0,,\M.
Using this format, 123,789,456 would be displayed as
"123.8M".

Excel allows you to omit the backslash when
displaying a capital letter K. This format will display a
number in thousands: #,##0,K. Using this format,
123,789,456 would be displayed as 123,789K.

Format Cells 7]
Mumber |Alignment i Font i Border 1 Patterns i Protectionl
Cateqgory: ~5ample -
General "i | ‘
hurnber
CUrrency Tvpe:

Accounting

Date iGeneraI

Time #2000, #20) =]
Percentage #, 0 [Red]ie, 2200 &
Fraction #,020,00_);0#, #40,00)

Scientific #,##0,00_;[Red]i#, ##0.00)

Text §2,#20_054, 20

Special 2, 2840 0;[Red]i$2, 400
TSR < | |52 2000 ;84 #0.00) =

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

ok I Cancel
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Formatting a Negative Number with Parentheses

» To add parentheses to the display of negative

numbers:

1. Press <Ctrl+1> to open the Format Cells dialog
box. .

2. Select the Number tab, and from Category, select
Custom.

3. In the Type box, enter the following syntax for
customized formatting:

#,##0 ;[Red](#,##0);- ;

Tip 59

Result:
& Original number: -3,453,453
& The displaying formatting number: (3,453,453)

Note: The number formatting syntax is:
Positive; Negative; 0; Text

Format Cells '

i | Aligrment i For £S5 i Protection i
Cateqgory: Sample

General - i (3,453,453) |
Murber

Currency Tvpe: l

Accounting m G

e |, 0 [Redle, #20)-; /

Time General ﬂ
Percentage

Fraction :

Scientific

Text

ER 2 HE R 1)

Special
é_ vl
Delete |

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

# 220 u[Red](#,#40) id|

ok i Cancel
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Tip 60

Replacing Zeros with Dashes in Number Formatting

» To replace zeros with dashes:

1. Press <Ctrl+1> to open the Format Cells dialog
box.
2. Select the Number tab, and from Category, select

Custom.

3. In the Type box, enter the following Custom

Formatting syntax:

#,##0 ;[Red](#,##0);- ;

Note: The number formatting syntax is:
Positive; Negative; 0; Text

Format Cells HE|

Mumber i alignrment i Fari Border ] Patke Pratection i

Cakegory:
General - i
Tumber
Currency
Accounking
Drate

Time
Percentage
Fraction
Seienkific
Text

o
Special B 2 IMHE R 250

Cuctom I [ P A P -
Delete I

Type the number Format code, using one of the existing codes as a starting
poink.

|f'Samp|e

Typei J
|#, 220 ;[Red](# ##0);- /

-

8] 4 I Cancel
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Rounding Numbers to Thousands

» To round numbers to thousands:
1. Press <Ctrl+1> to open the Format Cells dialog
box.
2. Select the Number tab, and from Category, select
Custom.
3. In the Type box, enter the following Custom
Formatting syntax:

#,##0, ;[Red](#,##0,);- ;

Tip 61

Result:
&  Original number: 5,645,625
& The displaying formatted number: 5,646

Note: The number formatting syntax is:
Positive; Negative; 0; Text

Format Cells '

Protection i

Mumber | Alignment i Foi

Cakegory: Sample
General 5,646 \ |
Murber
Currency Twpe: )
S [, w0, sRedle #0035/
Tirme: ral ﬂ
Percentage
Fraction
Scientific
Text
#8008, #40)

SEeciaI
w
Delete |

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

# 220 p[Red](#,£40) |

ok i Cancel
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Using the Round Function to Round Numbers to
Thousands

» To round a number to thousands using the Round
function, and display the number with three zeros:

2 For example, to round the number 5,233,501, use
the Round function:

=Round(B1, -3)
The result is 5,234,000.

Tip 62

» To round a number to thousands using Custom

Formatting:

& For example, round the number 5,233,501 and
display the number without the last three zeros,
change the number formatting in the cell to:

4 #i4,

The result is 5,234.

Microsoft Excel - Book1

|5|_] File Edit ‘Miew Insert Format Tools Data Window  Help

B3 o A =ROUND(B1-3)
L A I B Jc] o
| 1 |Number 5,233,501
2
i :Rountl Function |5.234;000! =ROUND{B1,-3)
S
| 5 |Round Function, Number Formatting: # #2%, 5,234
B |
fvd]
8 |The Number Format is: # #4##, 5.234 5,233,501
g |
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Rounding Numbers to Thousands with Hundreds as a
Decimal

» To round a number to thousands with the
hundreds shown as a decimal:
1. Press <Ctrl+1> to open the Format Cells dialog
box.
2. Select the Number tab, and from Category, select
Custom.

3. In the Type box, enter the following Custom
Formatting syntax:

#,##0.0, ;[Red](#,##0.0,);- ;

Tip 63

Result:
% Original number: 5,645,625
% The displaying formatting number: 5,645.6

Note: The number formatting syntax is:
Positive; Negative; 0; Text

Format Cells EE |

i Alignrment i Fank: i Border | Patberns i Prakection i

Zakegory:

iz i - -
General ~[ /7| se4s0 \
Murnber 1
Currency Type:
A Li
e #,##0.0, [Red)i, #40.0,)-;_/
Tine . __ _— B
Percentage [h]:mmiss
Fraction OB RO 08 (& a0 _($F "
Scienkific T 3 2 1 Tl £ 22 1) PO ol T
Lot CE 0,00 3;_(§% (#,#90,00);_

* g ##0.00 0 CF (% #4000 (*

SEeciaI
Delete I

Type the number Format code, using one of the existing codes as a starting
poink.

o4 I Cancel
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Rounding Numbers to Millions

» To round a numbers to millions:
1. Press <Ctrl+1> to open the Format Cells dialog
box.
2. Select the Number tab, and from Category, select
Custom.

3. In the Type box, enter the following Custom
Formatting syntax:

#,##0,, ;[Red](#,##0,,);- ;
Result:

&  Original number: 5,645,625
& The displaying formatted number: 6

Tip 64

Note: The number formatting syntax is:
Positive; Negative; 0; Text

Format Cells |

Mumber | Alignment i Foi

Cakegory: Sample
| 6

General
Murber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

Special #,##DJ;(#J##D)
CEECm— | |+ R0 &
Delete |

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

Typet
[, w0, [Redlie, #4035/

e

ok i Cancel
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Rounding Numbers to Millions with Thousands as a
Decimal

> To round a number to millions with the thousands
shown as a decimal:

1. Press <Ctrl+1> to open the Format Cells dialog
box.

2. Select the Number tab, and from Category, select
Custom.

3. In the Type box, enter the following Custom
Formatting syntax:
###0.0,, ;[Red](#,##0.0,,);- ;

Result:

% Original number: 5,645,625
% The displaying formatted number: 5.6

Note: The number formatting syntax is:
Positive; Negative; 0; Text

Format Cells |

Mumber | Alignment i Fai

-Sample -
5.6
Type:

[, ##0.0,, j[Red](#,#40.0,,5-; /

General - ]

Category:
General
Mumber
Currency
Accounking
Date

Tirne
Percentage
Frackion
Scientific
Text

SEeciaI
Delete

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

R0, #2400
#,##00);[Red](#, #20) =l

[o]'4 i Cancel
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Changing the Default Style

The default Style name is Normal.

» To change the default Style:
1. From the Format menu, select Style.

2. From the Style name dropdown list, select
Normal.

Click Modify.
Select the Number tab.
In the Category box, select Custom.

o U1 A~ W

In the Type box, enter the following format:
#,##0;[Red]-#,##0;0;@ (or any other custom
number formatting chosen)

7. Select the Font tab.

8. Select the font and the desired font size, and then
click OK.

Note: This only changes the normal style for the
current workbook.

]

Style

Style narne: iNnrmal _:j ok I
Cancel

Shyleincludes - -
v Mumber General

ModiFy...
¥ alignment iGeneral, Botton Aligned, Context --:—-—I-——]

Reading Order
V' Eant Arial 10

v EBorder Mo Borders

W Patterns Mo Shading Merge. ..

W Protection  Locked

F1 — Get the Most out of Excel! 78



Category: Styles )
For Excel Versions: 97,2000, 2002, 2003 Tip 67

Creating and Saving Custom Styles

» To create a wide range of complex Styles, add
Styles and save each one separately with a unique
name:

% Step 1: Add the Style box to the Formatting toolbar:

1. Place the mouse pointer on one of the toolbars,
right-click, and from the shortcut menu, select
Customize.

2. Select the Commands tab.

3. From Format categories, drag the Style box to the
Formatting toolbar, and close the Customize
dialog box.

2 Step 2: Save the Style:
1. Select any cell and press <Ctrl+1>.

2. Select Custom on the Number tab and in the Type
box, type the following number format:

#,##0 ;[Red](#,##0);- ;

3. Select the font and the font size.

4. Press <Alt+’> (this keyboard shortcut opens the
Style box).

5. In the Style box, enter the text
NegativeNumbersinBrackets, 0=-.

6. Press <Enter>. This style can now be used for any
cells in the current workbook.

[E Microsoft Excel - Book1

i":ﬂ File Edit Mew Insert  Format  Tools  Data  MWindow  Help

NZHRIS R ij?du, g%ﬁqj F|92 -

Arial = & s =
A1 - i |comma
& B | omma [0] E E I
1
| 2 |
3
B
|5
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Copying Styles from One Workbook to Another

Excel saves your defined Styles in the workbook where
they were created and saved. To use the Styles in a
different workbook, either use the Merge option, or copy
the Styles from one workbook to another.

» To merge Styles:
1. Open a new workbook.

2. From the Format menu, select Style.
3. Click Merge.
4. In the Merge Styles dialog box, select the

workbook where the Styles to merge were saved,
and then click OK.

5. In the Style dialog box, click OK.

=]

.E_] Ele Edit Wiew Insett Format  Tools Data  Window  Help
NDEHRSL AVE| BRI SR 7

Arial ~ 10 « | Mormal -B I U | E=

[

I Style namie: !Normal L!
| Style inchudes
|

ird Mumber General

----- | ¥ pliormant Caraval Bobbar dlianad Cankauk
Merge Styles

]
=

16 |

=
_1@ Ok I Cancel |
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Displaying Figures in Financial Reports Rounded to

Thousands

By easily changing the Style in the Style box, you can
quickly change the presentation of numbers in any report.
For example, display and print reports with figures
rounded to the thousands.

» To apply a Style:

1. Add the Style box to the Formatting toolbar (see
Tip #67).

2. Create a new Style and name it Round To
Thousands (see Tip #67).

3. Select the columns containing the numbers to
round.

4. From the Style box, select Round to Thousands.

B Microsoft Excel - Financial Statements

.ﬂ_] File Edit ‘ew Insert  Formab  Tools Data  Window  Help
NEEHRI SR |FE| 45

Werdana - 10 -
1_ Currency

2 December 31, 2003 Currency [0]

3 Followed Hyperlink.

H limk: :

4 Nirprira:n atior] Inc.

5 Mormal_Bookl SHHET

B Mormal_Shest1
] Page heading
L7 Percent December 31

3 tes 2003 2002

gl ASSETS

10

11 [|Current Assets

12 Cash 5 301 319
13 Accounts Receivable 7 1654 1538
14 Inventories g 546 20
15 Prepaid Expenses 9 14 24
1 Total Current Assets 2514 2401 |
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Cell Function Returns Sheet Name, Workbook Name
and Path

The Cell function returns information about the formatting,
location, or contents of the upper-left cell in a reference.

» To get the sheet name:

=MID(CELL("filename"),FIND("]",CELL("filename"))+1,2
55)

» To get the workbook name:

=MID(CELL(*filename"),FIND("[",CELL("filename"))+1,(
FIND("]",CELL("filename"))+1)-
FIND("[",CELL("filename"))-2)

» To get the path address & workbook name:
=CELL("filename")

» To get the path address:
=MID(CELL(*filename"),1,FIND("[",CELL("filename"))-1)

B Microsoft Excel - Financial Statements
A} Bl Edb View Insert Fomat  Took  Date  Window  Hep
A3 - fe =MID(CELL] flename") FIMDQ"]" CELI L[ filename")+ 255)

| A | B [ | F G [ H 1
1 |Sheet Name
2 =MIDICELL["filensme’ | FIMDC | CELL lename)+1 255

- Result

EX|
5 Workbook Name
B [=MIDICELL[*filename’) FIND(|" CELL filzname")i+ (F II‘IIJI | JLCELL[filename”])+1)-FIND("|* CELL filzname"1-2)
? |Financial Statements.xls - Result

8 |

E | Path & File Name

10| [=CELL[filename”]

11 Ic Ay Documenish|Financial Statemants. xls|Sheet! Teen Result
12|

13 |Path

|4 =MID(CELL [flena '), L FIND[" CELLY ilenama"))-11

HIL Wy Documeants) < Result
15
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Checking Cell Information at a Distance

The Watch Window (new in Excel 2002 & Excel 2003)
holds important information, such as Book name, Sheet
name, defined Name, Value, and Formula. Specific cells
can be added so that their information can be viewed at
any time, even when located outside the viewing area.

> To add cells to the Watch Window:

1. Select a cell, press <Shift+F10> or right-click, and
select Add Watch from the shortcut menu.

2. In Watch Window dialog box, click the Add
Watch button, and then press <F3> to paste a
Name defined for a cell, or select a cell in any
sheet in the active workbook or in any open
workbook.

» To view information about a cell added to the
Watch Window:
1. Select a cell, press <Shift+F10> or right-click, and
select Add Watch from the shortcut menu.
2. Double-click the cell address in the Watch
Window.

B rucrosolt Excel - Financial Staterments
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Tip 72

Adding Data, Charts, or Other Information to a Cell

Comment

Want to see a photo, Chart, Financial Ratios report or sales
information inside a cell Comment?

» To add a picture to a cell Comment:

1. Select a cell, press <Shift+F2> to add a new
Comment; if a Comment is in the cell, and press
<Shift+F2> to edit the Comment.

2. Select the edge of the Comment so that it is
surrounded by dots, not slashes.

3. Right-click the Comment edge, and from Format
Comment, select Colors and Lines.

4. In the Fill section, open the Color box.

5. Choose Fill Effects, click the Picture tab, and then
click Select Picture.

6. Select a picture and click OK twice.

U] Ple Eor vew st Fomst  Foanod Stements Jock  [Mta  Window b

A 1] c | D E r G H ]
; Decenber 31, 203 hd
3 | December 31
4 X¥Z Corpuration Inc. / |Financial Ratios U S
5 BALANCE SHEET /
L /
T December 31 1.91 1.90
] Notec 2003 Zhoz 1.49 1.47
[ ABSETS 7
0 i
11 | Curront Assots / 332 3.06
12| | 301 114! 1.00 0.9
13 7 1,653,558 156 16
14 546,173
15 Prepaid Expensas 9 13,552
16 Total Gurrent Ass 2,514,407 2,400,983 | 0.97
17 10.07%
18 | Propery and Equipmes 10 13.45%
19 Land & Building %
20 Machinery and Equipn Profit Margin 52.67%
21|  Fu and Fixtures
22| Total and E |Leverage Ratios
3| Loss: Accumulated Di 478,8 419,540) | Debt to Equity 169.69%  208,90%
M et Book Value 640,717 610 Dabt Ratio 89.38% 95.35%
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Using a Picture to Watch Cell Values in Other Sheets
Using keyboard shortcuts

» To paste a linked picture:
1. Select the relevant cells in the sheet, and press
<Ctrl+C> to copy.
2. Select a different cell in any sheet.

3. Hold the <Shift> key, and from the Edit menu,
select Paste Picture Link.

% Using the mouse

» To use the Camera icon, add it to the regular
toolbar:

1. Point with the mouse on any toolbar, right-click,
and select Customize from the shortcut menu.

2. Select the Commands tab, and from the Tools
category drag the Camera icon to the Standard
toolbar and then close the Customize dialog box.

3. Select the relevant cells in the sheet and press the
Camera icon.

4. Select any cell in the sheet (or in any other sheet)
and paste the linking picture.

I Microzaft Exced - Financial Statements

] Bl Bk wew Inset Fomat Ioos  Data Windw  Hep
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Using the Validation Input Message as a Cell
Comment

» To use the Validation Input Message as a cell

Comment:
1. Select a cell and from the Data menu, select
Validation.
2. Select the Input Message tab.
3. Fill the two text boxes Title and Input message.
4. Click OK.
Settings  Input Message | Error Alert |
I¥ show input message when cell is selected
‘When cell is selected, show this input message:
Title:
|Reminder
Input message:
Need to talk with John rearding Mary's travel expenses, | :]
=
Clear Al I oK I Cancel |

Microsoft Excel - Book1

.ﬁ-lj File Edit \iew Insert  Forms

A L B | e
535
[ |

Reminder
Meed to kalk with
John regarding
Maty's kravel
EXPENSES,

O {0 b | b = |
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Tip 75

Linking a Cell to a Text Box

The advantage of linking a Text Box to a cell is the ability
to format the text within the Text Box and change the Text

Box color.

» To link a cell to a Text Box object:
1. From the Drawing toolbar, click Text Box.
2. Select the Text Box, and press <F2>.

3. In the Formula Bar, create a link to a cell by
typing = and then selecting the cell.

The contents of the cell are displayed in the Text Box.

S Macrasodt Excel - Financinl Statements

E] He EC Wew Isel Fgmd Took Daa o Windew Hel
Texd Bow 16 = & =Netlncome

-

| Fm\-mhm-:n. 200 -

¥YZ Corporation Inc.

B December 31
|Financial Ratios 2003 2002

10 | Liquidity Rotios
T 1.91 1.90 =Current Assets/Current Liabiibizs
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Removing the Smart Tag Indicator

% What is a Smart Tag?

A Smart Tag is pop-up menu that allows access to
more commands that are relevant to the current task.

5] Ele Edt Vew Insatt Formst Tools Data Window Help
A | B 5 8] |
Invoice
Mumber »| Date =| Customer Name «| Market »|

1

7 W01 01/15/7002, It Erope

7] 1002 023520021 @ A S _ Europe
| 1003 (D3/52002 Sl coneons

4
| 5| 1004 04/15/2002,|
B 1005 05/15/2002,| Show my Calendar
I { 1005 061"15;'3:02‘: Remove this Smart Tag
| 8 1007 07/15/2002,|
9

E| 1002 08/15/2002, Stop Recognizing "02/15/2002" » |
2| 4 |
Al 1009 09/15/2002,| Smart Tag OpHors...
11 1010 15/15/2002 IhmeT EITICE
12 1011 11/15/2002, Toyota Europe
13 1012 12/15/2002, Microsoft Europe

» To hide Smart Tags from view in the sheet:

1. From the Smart Tag shortcut menu, select Smart
Tag Options to open the AutoCorrect dialog box.

OR

From the Tools menu, select AutoCorrect
Options.

2. Select the Smart Tags tab, and from Show smart
tags as dropdown list, select None.

AutoCorrect | 71}
BubaComect | ditoFarmat ds Yeu Type Sert Tags |

Excel can recognize certain types of data in your workbocks, Far each
racognzed tvpe, theva are adtons you can perfioim st that data,

¥ Lael data with smart tags

Recognizers:
[¥ Date (Smart tag lists) Prones
[v Finzncial Symbol (Smart tag ksts)
[# Person Mame (Outiock =mail recizients)

Chedk Workbook. . | More Smart Togs. ., |

Shoe smark tags as |Nore -
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Changing the Name of the Cell Comment's Author

By default, each cell Comment includes the author’s
name.

» To change or cancel the name of the Comment’s
author:

1. From the Tools menu, select Options, and then
select the General tab.

2. In User name text box, change or clear the user

name.

Options
Calar ] International l Save ] Error Checking l Speling ] Security l
Wiew ] Calculation ] Edit General Transition ] Custorm Lisks 1 Chart ]

Settings
[ RiC1 reference style I Prompt for workbook properties
[ Ianore other applications [ Provide Feedback with sound
v Function tooltips I Zaom on roll with InteliMause

¥ Recently used Fils list: 19 53‘ entries

Wweb Options. .. l Service Options... I

Sheets in new workbook; ]3 a:

Standard font: ].C\rial _'j Size: ] 10 :_j
Default File lacation:

IC:'l,My Dacunments

&t startup, open all files in: J

User name: ]Joseph Fubir|

oK | Cancel
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Changing the Default Cell Comment Format

» To change the default format of a cell Comments:

1. Press <#+M> (the <#> key is located between
the <Ctrl> and <Alt> keys) to minimize Excel and
any other open programs.

2. Right-click the desktop and select Properties from
the shortcut menu.

3. Select the Appearance tab.

4. Click Advanced (skip this step if using Windows
98).

5. In the Item box, select ToolTip, and change the
color.

6. In the Font box, change the font as desired, and
select the font size and color.

7. Click OK to accept the new selection.

8. Click OK again at the bottom of the dialog box.
Note: Changing the ToolTip impacts all ToolTips in Excel,
including those that appear below the toolbar icons.

Advanced Appearance H

Active Window =]

Mormal  Disabled  Selected

Window Text

Message Box
Message Text

If you select a windows and buttons setting other than Windows Classic,
it will override the Following settings, except in some alder programs.

Trem: Color 1 Colop 2!

|W - i = ]

Fant: Sizet Color:

|Times Mews Roman ;! iS LI -|vi B! _."I
oK I Cancel !
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Changing the Cell Comment Shape

» To change the Comment shape:

1. Follow the instructions in Tip #72 and add a
picture to the cell Comment.

2. Select the cell containing the Comment and press
<Shift+F2> to edit the cell Comment or press
<Shift+F10> (or right-click) and select Show
Comment from the shortcut menu.

3. Select the edge of the Comment so that it is
surrounded by dots, not slashes.

4. From the Drawing toolbar, click Draw, select
Change AutoShape, and then select any shape.

EIMicrosoft Excel - Book1

.g_] File Edit Wew Insert Format  Tools Data  Window Help

Draw~|ls |Autoshapess S N OO M Al 8 H | S~ Z-A-==2
18 [ b E F 1 6 [ A |
LIy
- 5!
: Order 3
£ Snap ]
(| Hudge 3
| Align or Distribute 3
— Raotate or Flip 3
— Change AutoShaps » ||E} Basic Shapes \
i % EBlock Arrows
|15 To Elowchart

B
_1.1 %, Stars and Banners

18 %ﬁ Callouts
19
20
21
22
23]
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Copying a Cell Comment

» To copy a cell Comment:

1. Select a cell that contains a Comment, and press
<Ctrl+C>.

2. Select a different cell, and press <Shift+F10> or
right-click and select Paste Special from the
shortcut menu.

3. Select the Comments option button, and click OK.

Paste Special l

Paste

ol " yalidation

" Formulas £ all except borders

£ yalues " Column widths

" Formats i~ Formulas and number Formats

i= g i £ Walues and number Formats
Operdakion -

% None £ PIEiby

" add

g

[~ skip blanks [ Transpose

Paste Link i Lol 4 l Zancel
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Deleting All Cell Comments in a Sheet

» To delete all Comments in a sheet:
1. Press <F5> to open the Go To dialog box, and
click Special.
2. Inthe Go To Special dialog box, select
Comments.

3. Click OK. All cells containing Comments are
selected.

OR

Skip steps 1 through 3 and press <Ctrl+Shift+O>
(the letter O, not the number zero) to select all
Comments.

4. Press <Shift+F10> or right-click, and select Delete
Comment from the shortcut menu.

Go To Special I

" Rowe differences

fq[};gnstants ™ Column differences
" Formulas " Precedents
V¥ mumbers " Dependerts
% Direct only
€ all levels

¥ Errors " Last cell

" Blanks ™ Wisible cells only

" Current region ¢ Conditional Formats
" Current array © Datawalidation
™ Obijects & gl

£ Sarme

(nl's I Zancel
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Printing Cell Comments

» To print the Comments within the print area:

1.

From the File menu, select Page Setup, and then
click the Sheet tab.

Select one of the following options from the
Comments dropdown list:

2 None: No Comments are printed.

2 At end of sheet: Comments are printed on a
separate page after printing the sheet.

% As displayed on sheet: Only displayed
Comments are printed.

» To print a single Comment in cell:

1. Select a cell containing a Comment.

2. From the File menu, select Page Setup, and then
click the Sheet tab.

3. Inthe print area, insert the cell address.

4. From the Comments dropdown list, select At end
of sheet and click OK.

5. Click the Print icon.

Page Setup HE

Fage i Margins i Header/Footer Sheet I

Print area: [Asican S| Print... |
Print kitles 8 .
Prink Preview i
5

Rows ko repeat at bop: l

Options. ..

Columns bo repeat at left: l j;j

Prink
I aridines ™ Row and column headings
I Black and white Comments:
I Draft qualty Cell grror%s: 1]

P o Ak end of sheet

S0SiEL = “|As displayed on sheet 71

" Down, then aver
" ower, then down

Cancel !
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Tip 83
Page 1

Viewing All Data in a Sheet

» To increase or reduce the selected data region to
the size of the window:

1.

2.
3.
4

Select a range of cells containing data.

From the View menu, select Zoom.

In the Zoom dialog box, select Fit Selection.

Click OK.

Zoom

Magnification -
" 200%
100%
" 75%

" 50%
~

o,

i Custam:

o]

[+00 <

Cancel |
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Viewing All Data in a Sheet (cont.)

» To increase the number of cells appearing in the
window, hide window elements, such as sheet
tabs, toolbars, the formula bar, and the status bar:
1. From the Tools menu, select Options, and then

select the View tab.

2. Clear the checkboxes for Row & Column headers,
Horizontal scroll bar, Vertical scroll bar, Sheet
tabs, and then click OK.

3. Select View and deselect the Formula Bar and
Status Bar checkboxes.

4. Select any one of the toolbars, right-click, and
clear the checkboxes beside each of the displayed
toolbars from the shortcut menu.

Options m
Colar ] Intemational | Save I Error Checking I Spelling ] Security |
View l Calculation | Edit 1 General | Transition I Custom Lists I Chart |
Shiow -

¥ Startup TaskPane [ Formula bar [+ sStatus bar v ‘windows in Taskbar
Comments — —

" Mone (% Comment indicator onky (" Comment & indicator
Objects

& Show all " Show placeholders  Hide all
Windaw options

[~ Page breaks ™ Horizontal scroll bar

™ Formulas ¥ Qutline symbols I~ Wertical scroll bar

v Gridines v Zero values ™ sheet kabs

Gridlines color: | - Automatic

| Ok I Cancel

Result: Only the title row is displayed, and more rows are
visible.
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Increasing/Decreasing the Screen Magnification

Percentage

» To quickly increase or decrease the screen
magnification percentage:

1. Selecta cell.

2. Press <Ctrl>, and roll the mouse wheel forward (to
increase the magnification) or backward (to
decrease it).

Microsoft Excel - Book1 3

‘&) Fle Edt wiew Insert Format  Tools  Data  Window  Help

N A ) ) Y
1 o 645 E45 G45 E45 B45 E45 G45
2 | E45 £45 E45 E45 E45 E45 E45 £45
3 | E45 B45 E45 B45 E45 B45 E45 B45
_4_| 545 645 £45 545 E45 645 £45 G45
B | E45 E45 E45 E45 E45 E45 E45 £45
B | E45 B45 E45 B45 E45 B45 E45 B45
| 545 645 £45 645 £45 645 £45 645
& | E45 645 E45 £45 E45 E45 E45 645
=] E45 B45 E45 B45 E45 B45 E45 B45
o 545 645 £45 645 £45 545 £45 545
11 E45 £45 E45 E45 E45 £45 E45 645
. 12| E45 B45 E45 B45 E45 B45 E45 B45
= 545 645 £45 645 £45 645 £45 645
14 |
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Making a Cell the First Cell in the Active Window

» To make the top-left cell of a report be the first
cell in the active window:

Before: Cell C4 is the first cell in the Financial
Highlights report:

¥ Microsoft Cxcel - Fmancial Statements

H] Al Edb Uew  Inswt  Fomat Tock Data Window  Heb
A E | e i} E E G H

1

b

3|

]

F Dacember 31, 2003 -
B

i HYE Corporation Inc.
B Financial Highlight
a Th Thousands

10

11 mal Sheet | December 31

12 2003 2002 2001 2000 1999
13 Assets

14 Current Assets 2,514 2,125 1,836 1,632
% Property and Equiomant (at Cost) 1,593 1,342 624 652
|16 Cther Assats 417 353 326 351 313
17 Total Assets 4,529 4,224 3,793 2,811 2,507

After: Cell C4 is the first cell in the active window:

[ Microsolt Excel - Financial Statements

ﬂ_] File Edit %ew Insert Format Took Daska  Window  Halp

c ] T | | [
i 2‘ fmﬂhcr 31, 2003 ;I

i XYZ Corporation Inc.

8| Financial Highlight

9 In Thousands

1o

11 Balance Sheet Highlights December 31

(12| 2003 2002 2001 2000 1999
(13| Assets

14 Current Assets 2,514 2,401 2,125 1,836 1,632
15 |Property and Equipment (at Cost) 1,598 1,471 1,342 624 652
18 Other Assats 417 3532 226 351 212
17 | Total Assets 4,520 4,224 3,793 2,811 2,597

| Liahilities and Stockholder's Equity

20 current Lishilities 1,785 1,665 1,458 1,098 030
21 | Long-Term Lizhilities 1,325 1,255 1,250 865 015
22 Stockholdar's Equity 1,419 1,204 1,085 B48 752

23 | Total Liabilities and Stockholder's Equity 4,529 4,224 3,793 2,811 2,597

continued...
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Making a Cell the First Cell in the Active Window
(cont.)

1. Press <Alt+F11> to open the VBE (Visual Basic
Editor).

2. Double-click any Module sheet under
VBAProject.

OR

From the Insert menu, insert a new Module.
3. Type the following code in the Module sheet:

Sub ActiveCell _To FirstCell Corner()
Application. Goto ActiveCell, True
End Sub

4. Press <Alt+F11> to return to Excel.

5. Press <Alt+F8> and from the Macro dialog box,
select the macro.

6. Click Run to operate the macro (see Tip #19,

i Microsufl Visual Basic - Book? - [Modulel (Code}]

4% Fle Bl Uiew Tneert Formeb Debig Run Tosk  Add-le Window  Help Typ= acussien fochek w2 8 3%
E3-4d ! DO T A 3 -

Project - ¥BAProlect [iGemeran ~| [ActiveCel To_FustCenComer =]
=53 El : 2 |
= -$ib atpvbaenads (ATPVBAEN.XLA) = =
& EuroTool (EUROTOOL.ELA} Sub ketiveCell To_FirstCellCocner ()
+- 458 Funcres (FUNCRES0A)Y
= §ib VBAProject (Book1.xls) Applization.toto fotiveCell, Trus

1 =4 Morsaft Excal Chiects
] Shestt (Shestt) End Sub

B Shestz {Shestz)
B Sheots (Sheet=)
-d Thiswerkbaak
=145 Mades
|+ ot
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Hiding/Unhiding a Row(s) or Column(s)

Using keyboard shortcuts
>

To hide/unhide a row(s):

2 To hide a row(s), select a cell(s) and press
<Ctrl+9>.

% To unhide a row(s), select the cells containing the
range of the hidden row(s) and press
<Ctrl+Shift+(>.

To hide/unhide a column(s):

2 To hide a column(s), select a cell(s) and press
<Ctrl+0>.

% To unhide a column(s), select the cells containing
the range of the hidden column(s) and press
<Ctrl+Shift+)>.

To unhide rows & columns in a sheet:

1. Press <Ctrl+A> to select all cells in the sheet (in
Excel 2003, press <Ctrl+A+A> from a cell in the
Current Region/List range) or click Select All at
the top-left intersection of the rows and columns.

2. Press <Ctrl+Shift+(> and then <Ctrl+Shift+)>.

To unhide rows & columns in all sheets in the

workbook at once:

1. Group the sheets in the workbook by selecting
Select All Sheets from the sheet tab’s shortcut
menu.

2. Press <Ctrl+A> to select all cells in the sheets (in
Excel 2003, press <Ctrl+A+A> from a cell in the
Current Region/List range) or click Select All at
the top-left intersection of the rows and columns.

3. Press <Ctrl+Shift+(> and then <Ctrl+Shift+)>.
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Protecting Data by Hiding a Row(s) and Column(s)

Restrict the accessible area by hiding rows and columns.

» To protect data in cells by hiding rows and

columns:

1. Select a column. For this example, select column
E (see screenshot on the next page) and press
<Ctrl+Shift+Right Arrow>.

2. Press <Ctrl+0>, or press <Shift+F10> and select
Hide from the shortcut menu.

3. Select a row. For this example, select row 32 and
press <Ctrl+Shift+Down Arrow>.

4. Press <Ctrl+ 9>, or press <Shift+F10> and select
Hide from the shortcut menu.

Result: The unrestricted area is the visible area, range
A1:D31.

continued...
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Protecting Data by Hiding a Row(s) and Column(s)

(cont.)

» To unhide rows and columns:

1. Select row 31, and while placing the cursor on the
row number, click and drag it slightly downward
into the non-accessible area.

2. Release the mouse button and return the cursor to
row 31.

3. Press <Ctrl+Shift+(>, or press <Shift+F10> and
select Unhide from the shortcut menu.

4. Select column D, and while placing the cursor on
the column number, click and drag it slightly to
the right into the non-accessible area.

5. Release the mouse button and return the cursor to
column D.

6. Press <Ctrl+Shift+)>, or press <Shift+F10> and
select Unhide from the shortcut menu.

B3 ~icrosoft Excel - Financial Statements

E] Ble Edt wew [nsert Format  Iools Gota Window  Help

A = C ]

1

5 Cecember 31, 2003 vi

A #YZ Corporation Inc.
5 BALANCE SHEET

E
Eras December 91

i Notes 2003 2002

o ASSETS

10

11 Current Assets

12 Cash 5

12 Accounts Receivable g

14 Inventonas =]

15 Frepaid Expensas g 2

1E Total Current Assets 2,514,407 2,400,982
17

18 Property and Equipment (at Cost) 10

12 Land B Puilding 74,019 677,191
20 Machinery and Equipment 386, 140 326,052
21 Furriture and Fistures 59,410 47,906
22 Total Property and Equipmant 1,119,569 1,051,150
23 Less: sccumulated Depreciation (478,852) (419, 5407
29 Net Book Value 640,717 631,610
25

I8 Other Assets

7 Investment in Revenue 3ond 11 364,321 300,260
28 Patents, Trademarks and Goodwill 12 52,250 52,500
23 Total Other Assets 416,571 352,760
30

31 TOTAL ASSETS 3,571,605 3,385,352
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Allowing Multiple Users to Edit Specified Ranges

» To allow users to only edit specific ranges when
working in a shared workbook:

. From the Tools menu, select Protection, and then
Allow Users to Edit Ranges.

This advanced option allows multiple users (for example,
when working on a network) to update data in a
well-defined and private area. Each workbook user is
allotted a range in the sheet with a unique password.

%

Allow Users to Edit Ranges

Ranges unlocked by a password when sheet is protected:

Title | Referstocells. | mew..
Data Area $AF14CF13
Funckions $0$1:$F$13 Maodify. ..

it

Delete

Specify wha may edit the range without a passwaord:

Permissions. .. i

[ Paste permissions information into & new workbook

Protect Sheet. .. i Ok Cancel Apply

F1 — Get the Most out of Excel! 104




Category: Windows
For Excel Versions: 97, 2000, 2002, 2003

Coloring Gridlines

» To color the gridlines:
1. From the Tools menu, select Options, and then
select the View tab.

2. In the Window options section, choose a color
from Gridlines color dropdown list, and click OK.

Tip 89

Note: In Excel 97 and Excel 2000, select the color
from the Color dropdown list.

Color i International 1 Save I Error Checking l Spelling I Security I

Wig | Calculation ! Edit ! General ! Transition ! Cuskar Lisks I Chatt
Show

[V startup TaskPare W Eormula bar [V Status bar IV Wirdows in Taskbar
Comments

{~ Mone " Camment indicator only " Comment & indicator
Objects

% Show all " Show placeholdsrs £ Hide &l
Sfindow options

[ Page breaks V¥ Row & column headers ¥ Horizontal scroll bar

™ Formulas ¥ outline symbals ¥ Vertical scroll bar

¥ aridines ¥ Zero values ¥ Sheet tahs

Gridlines color:

| | | Aukomatic |

EEEEEEER
EENEEENEN O Cancel
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Hiding Gridlines on the Screen and When Printing

» To hide gridlines on the screen:

1. From the Tools menu, select Options, and then
select the View tab.

2. In Window options section, deselect the Gridlines
box, and click OK.

opuons g
Color ] International l Sawve ] Error Checking ] Speling ] Security l
Caleulation ] Edit ] General ] Transition ] Custom Lists ] Chart

Show —

|v Stattup TaskPane [ Formula bar Jv Skatus bar v windows in Taskbar
Comments —

" None * Comment indicator anly " Comment f& indicatar
Ohjecks -

i* Show &l "~ Show placeholders " Hide all
\indow options —

[~ Page bresks ¥ Row & column headers ¥ Harizontal scroll bar

[ Farmilas ¥ Cuting symbols ¥ wertical scroll bar

v Gridines V' Zero values [V Shest tabs

Gridlines &:r: Automatic

K | Cancel ‘

» To hide gridlines when printing:
1. From the File menu, select Page Setup, and then

select the Sheet tab. By default, the checkbox for
the Gridlines is deselected.

2. Click OK.

F1 — Get the Most out of Excel! 106



Category: Windows

For Excel Versions: 97, 2000, 2002, 2003

Tip 91

Reducing the Used Area in a Sheet

Why is it important to reduce the used area?

% The vertical scroll bar gets shorter as the used area of
a sheet grows larger (as shown in the screenshots),

making it inconvenient to use.

% Reducing the size of the used area also reduces the
size of the workbook.

» To reduce the used area:

1. Find the last cell that contains data in the sheet.
2. Delete all rows after this cell, as well as the

columns to the right of the cell that do not contain

data (see Tip #250).

3. Press <Ctrl+S> to save the file. The address of the
last cell in the used area is updated when the file

is

saved.

E Microsoft Excel - Book1 [_ o] x] |
E] Fle Edit Wew Insert Format Tools Data  Window  Help
-8 X
[ R G 5 s - s
: 4
2
3
4
5
{5}
E Microsoft Excel - Book1 [_ o] x] |
E] Fle Edit Wew Insert Format Tools Data  Window  Help
-8 X -
| L‘ S ) e - | O i
1 [ 3453451 345345 345345 345345 345345 3457
2| 345345 345345 345345 345345 345345 345
3| 345345 345345 345345 345345 345345 345 -
4| 345345 345345 345345 345345 346345 a4 | 3l
5 | 345345 345345 345345 345345 345345 345 UM o
B | 345345 345345 345345 345345 345345 345
7 | 345345 345345 345345 345345 345345 K
8 | 345345 345345 345345 345345 345345 345
9 | 345345 345345 345345 345345 345345 345
10| 345345 345345 345345 345345 345345 348
(11| 345345 345345 345345 345345 345345 345
12| 345345 345345 345345 345345 345345 345
13| 345345 345345 345345 345345 345345 345
14| 345345 345345 345345 345345 345345 2451,
14 4 b WPSheett Sheetz fSheets / [4] | v
Ready haM /
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Using Task Panes

% What is the Task Pane?

Tip 92

The Task Pane is new from Excel 2002. It is a dialog
box added to the right side of the sheet that expands
existing features radically.

% Easy keyboard shortcut to open the Task Pane:
Open each of the Task Panes from the menu item to

which the Task Pane belongs. For example, to open
the New Workbook Task Pane, select New from the

File menu.

& Excel 2002 offers four .
Task Panes. Press _ y——
<Ctrl+C+C> to open S R R Fix
the Clipboard Task 7 Open a2 New Workbook
Pane (or select Task gi Clipboard
Pane from the View ul  search
menu)/ and then Select fi = Insert Clip Art

one of the Task Panes from the

Task Pane dropdown list at the

top-right corner of the Task

Pane. [ HEE|
2 Excel 2003 offers 11 i ik

Task Panes. To make the | & ] s ]
Task Pane visible, press Mic| | Hep &
<Ctrl+ F1> and then g ) PTREEE
choose one of the Task £ ;::a:ch
Panes from the Task o
Pane dropdown list at | new workbook
the top-right corner of = 3

Shared Workspace
the Task Pane. el W

Ops¢ %ML Source

» To hide the Task Pane:
& Press <Ctrl+F1> (new in Excel 2003; it is a toggle).
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Showing All Items When Choosing from a Menu

» To display all items when choosing from a menu,
select the Always show full menus checkbox:

1. Place the mouse arrow on one of the toolbars,
right-click, and select Customize from the shortcut
menu.

2. In the Customize dialog box, select the Options
tab.

3. Select the Always show full menus checkbox (in
Excel 2000, deselect the Menus show recently
used commands first checkbox) and then click
OK.

Tip 93

Customize

Toolbars 1 Commands  Options ]

Personalized Mernus and Toolbars -
¥ Show Standard and Forms

W Always show Full mepus

R%T shaw Fullbmeris afrer asharE dalay

Reset menu and toolbar usage data

[V List font names in their font
v show ScreenTips on toolbars

Menu animations: |Unfold :J

Close
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Customizing an Icon

Customizing an icon allows you to change the icon’s
image, assign a macro or hyperlink, and more.

» To customize an icon:

1. Place the mouse arrow over one of the toolbars,

right-click, and select Customize from the shortcut
menu.

2. Select any icon on an existing toolbar and
right-click.

‘4] Ele Edt View [nsert Fgrmat Tooks Data  Window Help
DEHSRGRIVE S LA 9 -[@le-ma s 4

44 | Reset
Arial v 10 ~ | MNormal +-B I U =
| elete
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Tip 95

Icons Disappearing from the Toolbar
% Troubleshooting:

When adding new icons to the Standard and
Formatting toolbars, some of the existing icons may
disappear. This happens because there are too many
icons to be displayed on one line.

Using keyboard shortcuts

» To prevent icons from disappearing:
% Remove unused icons from the toolbars by
dragging them off the toolbar while pressing the
<Alt> key.

OR

Change the icon positions on the toolbars. Move
the most commonly used icons to the left side of
the toolbar by pressing the <Alt+ Shift> keys while
dragging the icons.

NEdRES G GMY DX D@B-F 9 0-

Arial

$ €% » WU |EE(L-rh-A~
Al - £
T b Customize ZIxl—=

14|

! Toolgars  Commands | gptns |

To add a command to a boolbar: sslect a catagory and drag the
command aut of this dizlog b to & toolbar.

Cabegories: Commards:
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Removing Icons Performing Two Different Tasks

Some of the icons on the Standard and Formatting
toolbars perform two different (but related) tasks. To toggle
between the two tasks, press <Shift> while clicking the
icon. The icons that perform different tasks are:
2 In the Standard toolbar:

% Print <> Print Preview

%  Sort Ascending <> Sort Descending

2 Open <> Save

Tip 96

% In the Formatting toolbar:
2 Increase Indent <> Decrease Indent
& Underline <> Double Underline
2 Center <> Merge and Center
2 Increase Decimal <> Decrease Decimal

Example: The Open icon changed to Save when pressing
the <Shift> key.

Wiews  Imsert  Format  Jools Data Window  Help
LGSR VE $RBR-F 90
= 10 - | Mormal -B I I | =
F4 - B

Using keyboard shortcuts

» To remove the double-task icons:
% Drag the icon off the toolbar while holding the
<Alt> key.
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Using the Empty Space in the Menu Bar by Adding
Useful Icons

Almost 50% of the menu bar line is empty. Use this empty
space to add useful icons such as Page Setup, Custom
Views, Macro, and more.

Tip 97

» To add icons to the menu bar:

1. Place the mouse arrow on one of the toolbars,
right-click, and select Customize from the shortcut
menu.

2. Select the Commands tab.

3. From Categories, select File and drag the Page
Setup icon to the menu bar.

4. Repeat step 3 for the Custom Views icon (from
View) and for the Macro icon (from Built-in
Menus).

5. Click Close.

Note: These new icons also have keyboard shortcuts,
which are used by pressing <Alt> and the underlined
letter. For example, to open the Page Setup dialog box,
press <Alt+u>.
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Adding and Saving a New Customized Toolbar

» To add and save a customized toolbar:

1. Place the mouse arrow on one of the toolbars,
right-click, and select Customize from the shortcut

menu.

2. In the Customize dialog box, select the Toolbars
tab.

3. Click New.

4. Type a name for the toolbar, and then click OK.

5. Select the Commands tab, and add icons from the
Commands box to the new toolbar.

2| x|

Toolpars | Commands | Options i

Toolbars:

v Farmatting
[ 3-D Settings
™ Borders

[ Chart

™ Chart b New Toolbar !
I Circular Toolhar name: I
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™ Exit Design Mode

™ Formula Auditing ;!

Close |

continued...
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Adding and Saving a New Customized Toolbar
(cont.)

» To attach the customized toolbar to a workbook:

1. In the Customize dialog box, select the Toolbars
tab.

2. Select Attach.

3. Inthe Attach Toolbars dialog box, select a toolbar
from the Custom toolbars.

4. Click Copy, OK, and then Close in the Customize
dialog box.

5. Press <Ctrl+S> to save the workbook.

Attach Toolbars
Cuskom toolbars: Toolbars in workbook:
Changing values =] ExcelTip =]

Eura
EuroPlaceholder 2000
Euraotalus

Copy 2> |

El &
(a4 I Cancel |
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Backing Up Customized Changes to Toolbars and
Menus

The customized changes made to menus and toolbars are
saved in a file with the extension .XLB.

2 In Excel 97 and Excel 2000, the file name is the user’s
name followed by .XLB.

2 In Excel 2002 and Excel 2003, the file name is
Excel XLB.

» To backup the file:

1. Search for a file
with the |
extension .XLB. J et - &) - (T ‘ ) search
2. Copy thefile [
and store it in a
safe place.

I Search Results

File Edit Wiew Faworites Tools  Help

Address |<_‘| Search Results

Search Companion ®

Search by any or all of the criteria
below.

all ar part af the file narme:
| xb

& word or phrase in the File:

Look in:

quv Local Hard Drives (Ci;DEHG I _'J

when was it modified? [ 4
what size is it? [ 2
More advanced options [ 4

Back. | Search I

sieqjooj R snuam
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Tip 100

Changing the Default Number of Sheets in a New

Workbook

Excel can hold an unlimited numbers of sheets.

» To change the default number of sheets in a new
workbook:
1. From the Tools menu, select Options, and then
select the General tab.
2. In the Sheets in new workbook box, enter a new
default number (up to 255 sheets).
3. Click OK.

DOptions E

Color l International ] Save ] Error Checking ] Speling ] Security l
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Settings
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At startup, open all files in J

User name: ]Joseph Rubin
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Changing the Font Size of the Sheet Name

» To change the font size of the sheets tab:
1. Minimize all open applications by pressing
<#+M> (the ¥ key is between the <Ctrl> and
<Alt> keys), and right-click the desktop.

2. Select Properties, and then select the Appearance
tab.

3. Click Advanced (skip this step if using Windows
98).

4. From the Item dropdown list, choose Scrollbar.

5. Change the Size and click OK twice.

Tip 101

Advanced Appearance I

Active Window

Maormal  Disabled  Selected
Window Text

Message Box

Message Text
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Coloring Sheet Tabs

» To color the Sheet tabs (new in Excel 2002 and
Excel 2003):
& Select a sheet tab, right-click, and select Tab Color
from the shortcut menu.

Tip 102

6
17
8
_%g_ Format Tab Color l
?1_ Tab Color
_2_-2__| | Mo Calor |
23
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Copying or Moving a Sheet

There is a difference between copying all the cells in a
sheet and copying the sheet.

» To copy and paste all cells in a sheet:
1. Select the cells in the sheet by pressing <Ctrl+A>
(in Excel 2003, select a cell in a blank area before
pressing <Ctrl+A>, or from a selected cell in a
Current Region/List range, press <Ctrl+A+A>).

OR

Click Select All at the top-left intersection of rows
and columns.

2. Press <Ctrl+C>.

3. Press <Ctrl+Page Down> to select another sheet,
then select cell A1.

4. Press <Enter>.

» To copy the entire sheet:

Copying the entire sheet means copying the cells, the
page setup parameters, and the defined range Names.

% Option 1:
1. Move the mouse pointer to a sheet tab.

2. Press <Ctrl>, and hold the mouse to drag the
sheet to a different location.

3. Release the mouse button and the <Ctrl> key.

continued...
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Copying or Moving a Sheet (cont.)

% Option 2:
1. Right-click the appropriate sheet tab.

2. From the shortcut menu, select Move or Copy.
The Move or Copy dialog box enables one to
copy the sheet either to a different location in
the current workbook or to a different
workbook. Be sure to mark the Create a copy

checkbox.
27 ]
28 |
2| et
30 Deete
3_” Rename
32 |
'§3 Move ar Copy. ..
34 Select All Shests
:gg: Tab Color...
E2r . = View Code P
o4 MPSheet ey
Ready

% Option 3:
1. From the Window menu, select Arrange.

2. Select Tiled to tile all open workbooks in the
window.

3. Use Option 1 (dragging the sheet while
pressing <Ctrl>) to copy or move a sheet.

Caution: Moving a sheet from a workbook with defined
range Names or linked formulas will create links in the
new workbook (see Tip #220).
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Tip 104

Sorting Sheets in Ascending Order

» To sort the sheets in ascending order:

1. Press <Alt+F11>, and then select a VBAProject

(for example, press VBAProject (Financial
Statements.xls)).

2. From the Insert menu, select Module.

3. In the Module, type the code lines displayed

SheetInABC_Order macro in the screenshot.
4. Operate the macro from the Module by pressing

<F5>.
OR

in the

Press <Alt+F11> and return to Excel, assign the
macro to any Excel object as a button or icon, or
press <Alt+F8> to select the macro, and then click

Run.

Note: The SheetInABC_Order macro can be downloaded

from www.exceltip.com/f1toc.

i Microsoft Yisual Basic - Financial Statements.sds - [SortUpdateSheets (Code)]
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Grouping/Ungrouping Sheets

Grouping sheets has the following advantages:

% Allows setting the print options for a number of sheets
at once (see Tip #231).

&  Allows changing an item from the View tab in the
Options dialog box (Tools menu).

2 Allows applying formats to many sheets.

% Allows unhiding of rows and/or columns
simultaneously (see Tip #86).

2  Allows typing/inserting text or formulas for the same
cell address in all grouped sheets (see Tip #28).

» To group all sheets in the workbook:

& Select the first sheet in the workbook, hold the
<Shift> key and click the last sheet tab in the
workbook.

OR

From a sheet tab shortcut menu, select Select All
Sheets.

» To group continuous sheets:

2 Hold the <Shift> key and click a different sheet
tab.

» To group non-continuous sheets:

2 Hold the <Ctrl> key, click a different sheet tab
and add it to the group.

» To ungroup sheets:

2 Hold the <Shift> key and click the active sheet
tab.
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Inserting a New Sheet from a Template Sheet

For an explanation on how to create and save a new
template workbook, see Tip #124.

Tip 106

In this example, the template workbook name is Book.xIt
(except for Excel 2000, where the template workbook
name will be Sheet.xlt).

» To define a new customized sheet to be used as
the default inserted sheet:

1. Insert new sheets from a template named Book.xIt
by right-clicking a sheet tab, and selecting Insert
from the shortcut menu.

2. Double-click Book.xlt.

3. Delete all sheets except one.

4. Save the workbook as a template (see Tip #124)
with the name Sheet.xlt, and then close it.

» To insert one template sheet into a workbook:
1. Right-click any sheet tab, and select Insert from
the shortcut menu.
2. In the Insert dialog box, select the template
Sheet.xIt and click OK. The inserted sheet is the
customized sheet template.

General 1Surcadshf.et Solutions | Cffice 97 Templates l

S

Workshest Chart M5 Excel 4.0 M3 Excel 5.0
Maoro Duslog

§ 5§ 9

Eook master  Sales Invoicel
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Protecting the Sheet or the Cells in the Sheet

Protecting the sheet means that the content of cells cannot
be changed and/or formulas can be hidden from view.

» To protect a sheet:

& From the Tools menu, select Protection, and then
Protect Sheet.

» To protect the cells in the sheet using the Protect
Sheet option:

1. Press <Ctrl+1>, and select the Protection tab in
the Format Cells dialog box.
2. Select the Locked checkbox and click OK.

3. Protect the sheet (see above). To protect formulas
in cells, see Tip #208.

» To hide text/formula in the Formula bar:
1. Press <Ctrl+1>, and select the Protection tab in
the Format Cells dialog box.
2. Select the Hidden checkbox and click OK.
3. Protect the sheet (see above).

Protect Sheet
The new Protect Sheet — ShaSaiias

dialog box in Excel
2002 and Excel 2003 ;Eassword ko unprotect sheet:
provides various

options for protecting

¥ Protect worksheet and contents of locked cells

Allow all users of this worksheet to:

and unprotecting 7 Select lncked cels

. . v Select unlocked cells
different elements in Pl Eaieot e
the sheet. ™ Format columns

[~ Format rows

[ Insert columns
[ Insert rows

[ Insert hyperlinks
[ Delete columns

[ Delete raws _;!

F1 — Get the Most out of Excel! 125



Category: Sheets
For Excel Versions: 97, 2000, 2002, 2003

Adding the Properties Icon to the Standard Toolbar

Why add the Properties icon to the Standard toolbar?

% By setting the Scroll Area range, you restrict the
accessible area in the sheet (see Tip #110).

Tip 108

% By changing the Enable Selection option, you choose
one of three different sheet movement options when
the sheet is protected (see Tip #109).

% By selecting XISheetVeryHidden from the Visible
dropdown list, you prevent the sheet from appearing
in the hidden sheets list when selecting Sheet and then 3
Unhide from the Format menu (see Tip #1117).

» To add the Properties icon to the Standard toolbar:

1. Place the mouse pointer over one of the toolbars,
right-click, and select Customize from the shortcut
menu.

2. Select the Commands tab.

3. From Categories, select Control Toolbar and from
the Commands box, drag the Properties icon to
the Standard toolbar.

4. Close the Customize dialog box.
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Limiting the Movement in a Protected Sheet

» To limit the movement in a protected sheet (for
this example, protect cells containing formulas (see
Tip #208)):

1. Click the Properties icon (see Tip #108).
OR

From the Control Toolbox toolbar, click the
Properties icon.

2. There are three options in EnableSelection:

2 xINoRestrictions: In a protected sheet,
selection is allowed for both locked and
unlocked cells.

2  xlUnLockedCells: In a protected sheet,
selection is allowed for unlocked cells only (in
the screenshot below a cell containing a
formula cannot be selected).

2 xINoSelection: In a protected sheet, selection
is not allowed for either locked or unlocked
cells.
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Limiting the Movement in an Unprotected Sheet

In this example, the sheet is divided into two parts: an area
where movement is allowed (the Scroll Area), and an area
where movement is restricted (that is, a protected area),
without protecting the sheet.

Tip 110

» Set the Scroll Area range in the Properties dialog

box:
1. Click the Properties icon (see Tip #108).
OR

From the Control Toolbox toolbar, click the
Properties icon.

2. In the Scroll Area text box, type the scroll area
range, or type the defined Name for the range (this
is flexible, if you plan to add more data to the
range, it is better to use a defined Name).

3. To cancel the Scroll Area restricted range, clear
the Scroll Area text box.

Note: You cannot add two Scroll Areas to the Scroll Area
text box.
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Preventing Hidden Sheets from Appearing

When a sheet is hidden and the workbook is not
protected, it will still appear in the list of hidden sheets in
the Unhide box (from the Format menu, select Sheet, and
then Unhide).

» To prevent hidden sheets from appearing in the
Unhide box:

1. Click the Properties icon (see Tip #108).
OR
From the Control Toolbox toolbar, click the

Properties icon.

2. From the Visible dropdown list, select
xISheetVeryHidden.

Properties - Sheet1
iSheetl Worksheet
Alphabetic | Categorized I

(Mame) Sheetl
DizplavPageBreaks False
DizplayRight ToLeft False
EnablesutoFilter  False
EnableCalculation  True
EnableCutlining  False
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Marne Sheetl
Scrollarea

Standardwidth

L f )

-
Z - xIsheetveryHidden .

continued...
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Preventing Hidden Sheets from Appearing (cont.)

» To cancel the xISheetVeryHidden option for a
hidden sheet:

1. Press <Alt+F11> to open the VBE.

2. Under VBAProject in the left pane, double-click
the sheet name you want to unhide.

3. Press <F4> or click the Properties icon to open
the sheet’s Properties dialog box.

4. In the Visible dropdown list, select xISheetVisible.

5. Press <Alt+F4> to close the VBE.
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Opening/Closing a Workbook(s)
Using keyboard shortcuts

Opening a Workbook

» To open a new workbook:
% Press <Ctrl+N>.

» To open a recently saved workbook:

@ Press <Alt+F> and then the number of the file, as
shown in the recently used file list (at the bottom
of the File menu).

» To open a linked workbook:

1. Select the cell with the linked formula, and press
<Ctrl+[>.

OR
1. From the Edit menu, select Links.

2. Inthe Edit Links dialog box, select the linked
workbook and click Open Source.

» To prevent a macro from running while opening a
workbook:

% Press the <Shift> key while opening.
Closing Workbooks

> To close a workbook:
&  Press <Ctrl+F4>.

» To close all open workbooks without closing Excel:

2 Press <Shift>, and from the File menu, select
Close All.
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Changing the Number of Files Shown in the Recently

Used File List

To see the maximum number of recently used files at the

bottom of the File menu, change the Recently used file list
option to 9.

» To set the number of recently used files:

1. From the Tools menu, select Options, and then
select the General tab.

2. In the Recently used file list box, change the
number to the maximum (9), and then click OK.

Options B
Calar ] International l Save ] Error Checking l Speling ] Security l
Wiew ] Calculation ] Edit General ] Transition ] Custorm Lisks ] Chart

Settings
[ RiC1 reference style I Prompt for workbook properties
[ Ianore other applications [ Provide Feedback with sound
v Function tooltips I Zaom on roll with InteliMause

¥ Recently used Fils list: 19 53‘ entries

Sheets in new workbook; ]3 a:

Standard font: ].C\rial _'j Size: ] 10 Lj
Default File lacation:

Wweb Options. .. l Service Options... ‘

IC:'l,Documents and SettingsiAdministratari iy Do
&t startup, open all files in: J

User name: ]Joseph Rubin

oK | Cancel

F1 — Get the Most out of Excel! 132



Category: Workbooks
For Excel Versions: 97, 2000, 2002, 2003

Changing the Default Auto-Save File Location

» To change the default auto-save file location:

Tip 114

1. From the Tools menu, select Options, and then
select the General tab.

2. In Default file location box, type the desired path
and folder, then click OK.

DOptions B

Color l International ] Save ] Error Checking ] Speling ] Security l

Wigw ] Calculation ] Edit General ] Transition ] Custorn Lists 1 Chart ]
Settings

[~ RICI reference style ™ Prompt For workbaok properties

[ Ignore other applications ™ Provide Feedback with sound

v Function toolkips I Zoom on rol with InteliMouse

V' Recently used file fist:  [g E‘ entries

Weh Options. .. l Service Options. .. ]

Sheets in new workbook: ]3 E:

Standard Fant: ],ﬁ,rial _vj Size: ]10 __Y_]
Default file location: IC:'l,Joseph Rubin General Documents
I*
At startup, open all files in J L\E
User name: ]Joseph Rubin

oK | Cancel
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Auto-Recovering/Auto-Saving a Workbook

In Excel 97 and Excel 2000, the Auto Save option operates
from the Autosave Add-In. In Excel 2002 and Excel 2003,
this option is automatic and the add-in no longer exists.

Tip 115

» To enable the Autosave Add-In in Excel 97 and

Excel 2000:

1. Install the Autosave Add-In by selecting Add-Ins
from the Tools menu, and then selecting the
Autosave Add-in checkbox.

2. Click OK.

3. In the Auto Save dialog box, set the Desired Every
... minutes.

» To change the default AutoRecovery option (if
required):
1. From the Tools menu, select Options, and then
select the Save tab (this is a new tab in Excel 2002
and Excel 2003).
2. Change the Save AutoRecover info every: ...
minutes, set the Auto Recover save location, and

then click OK.

Options HE
view | Caledation | Edi ral | Teanstion | customlists | chat |
Color ! International | {1 Error Chedkdng | Spelling | Securlty

Setkings
¥ Save AutoRecover info every: ]10 = minuses
futoRecover save location: |C:\Documents and SettingstAdministrator|Applicatio

Workbook aptions
I pisable AutoRecover

o ] o |
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Recovering Data from a Corrupted Workbook That
Cannot Be Opened

» To recover data from a corrupted workbook:

1. Add a new workbook, and save it using the name
of the corrupted workbook, but in a different
folder than the original (in the screenshot, the
workbook name is Financial Statements.xls).

2. Change the new sheet names to those in the
corrupted workbook (try to remember all of them),
and then save the workbook.

3. Add a new workbook. In cell A1 of the first sheet,
insert a linked formula to cell A1 in the newly
created workbook (steps 1 and 2).

4. Copy the formula to all cells covering the data
area (as you remember it to be) in the first sheet of
the corrupted workbook.

5. Repeat steps 3 and 4 for all sheets, and then save
and close the new workbook.

6. Change the linked source address. From the Edit
menu, select Edit Links, and then click Change
Source.

Edit Links

Update Yalues |
Change Source. .

Open Source |

Break Link |

Location: D:\Finanacial Statements

Item:

Update: & fukomaic " Manual

Startup Prompt... | Close I

continued...
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Recovering Data from a Corrupted Workbook That

Cannot Be Opened (cont.)
7. Locate the corrupted workbook, select it and then
close the Edit Links dialog box.
8. Check the result. If the data appears in the new
workbook, copy all cells in each sheet and paste
them back as values (see Tip #203).

Microsoft Excel - Book1
=] Fle  Edit  View Insert Formst Tools  Data  Window  Help

Al - £ ='D:\Finanacial Statementsi[Financial Statements. xls]Balance Sheet1Al

mEass B [ ¢ [P pr B P F [Pe PR I

1 1] 0 0 1] 0 a 0 0 0
25 0 0 0 0 0 0 0 0 0
3 0 1] 0 0 0 1] 0 1] 0
4 ¥YICorpo 0 0 0 0 0 0 0 0
| 5 BALANCE 1] 1} 0 0 0 0 a 0
5 0 0 0 0 0 1] 0 0 0
| 0 1] 37986 a 0 Audit 0 0 0
5} 0 Motes 2003 2002 0 2003 2002 0 0
B ARt 1] 0 0 0 1] 0 0 0
10 0 a 0 0 0 i} 0 1] 0
11 [Current As 0 o 0 o 0 1] 0 0
12 |Cash 5 301124.1) 3186971 0 a 0 1] 0
13 |Accounts | 7 1B53558 1538494 0 1] 0 0 0
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Displaying the Workbook's Path in the Address Box

» To display the active workbook’s path and name in
the Address box:

1. Place the mouse pointer over one of the toolbars,
right-click, and select Customize from the shortcut
menu.

2. Select the Commands tab, and then select Web in
the Categories box.

3. From the Commands box, drag the Address box to
the Menu bar and close the Customize dialog box.

Tip 117

I 02\ Fnanacial Statements - Fmancial Statements

E] gls Edt Fhanca Stataments  Wew  Insat  Format  Took et Wndow  Help [DitFinenacisl RaemenlsFranial Saemenis, 16

| A Bii= e (] | B | acdvess|F

; | | Decamber 31, 2003 -

Ell

| HYE Corporation Inc.

5 | BALANGE SHEET

Al
(B | Notes 2003 2002

2| ABSETS

1|

11| Current Asssts

12|  cash 5

13| Accounts Receivable i (538,494
14 | Truentories a X 520,133
(15| “repaid Expenzes g 13,552 23,659
15 | Tolal Current Assels L 2,514,407 2,400,983
17 |
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Adding the Path of a Saved Workbook to the Title Bar

The blue line at the top of the window is the Title bar. Use
the available empty space by adding information such as
the Path, which shows where the active workbook is
saved.

» To add the path address to the Title bar:
1. Press <Alt+F11> to open the VBE.
2. In the VBAProject pane, double-click
ThisWorkbook.
3. At the top of the Module, open the left dropdown
list (General) and select Workbook, then select the

Activate event from the Procedure dropdown list
on the right.

i Microsoft Yisual Basic - Fmancial Stabements.xds - [This

& Ele Edt Yew reert Fomat Qebug  Bun Took  Addfne  Window  Hep -8 X
(£ I S o 0om M e & |14 coa B
SProec B [Workizoak | [activate |
= D‘ g =
1 BE atpvbacn.sls (ATPYBAENNLAY = Private Jub Vorkbook ctivave(|
B funcres (FUNCRES.XLA) Application,Caption = Pach
=B VBAProject (Book1) End Sk
=1 =3 Microsoft Excel Objacts
BE] shees] isheetl) Private Sub Vorkbook Desctivate()
HE] Sheet2 (chees2) Applicecion,Captlon = "7
BE] Sheets (Sheetd) End Sub
& Thswiorkback
- B veAProject (Financial Statements.ls)
-4 Microscft Excel Objects
BE] sheetd (94 - Tridl Balance Audit)
BE] shaetlz (11 - Ganaral Detals)
HE] Sheet14 (13 - Parametes & Calculatior
BE] SheetiE (31 - Balence Sheet) = ~
ql F’!=h_=n..f0-_=n.lvn_l-=!=an :JJ EELU _',—‘

4. In the Activate macro, type the following code:

Application.Caption=ThisWorkbook.Path

5. To cancel the displaying of the path when
activating or opening a different workbook, add
the Deactivate macro by selecting Deactivate
from the Procedure dropdown list.

continued...
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Adding the Path of a Saved Workbook to the Title Bar
(cont.)
6. In the Deactivate macro, type the code:

Application.Caption=

7. Copy and insert the two macros to each This
Workbook module of any workbook for which
you wish to display the path.

B C:\My Documents - Financial Statements

E] Ble Edit Yew nsert Formst  Jook  Data Window  Heb

DEHIRIATE S B-F|9-0- BR@E -5 50
Yerdana = 10 = Normal B I U EESHEH| A €%
E33 - f
A B C 5]
T -
B Decernber 31, 2003 __v_J
=
| 4 | X¥?Z Corporation Inc.
5 Income Statement
6 For the year ended December, 31 2003
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Removing Personal Information from a Workbook

Why is it important to remove personal information from
a workbook?

2 When you do not want to expose your personal details
when posting a question with an attached sample
workbook to a Web forum.

2 When sending a workbook by mail.

%  When publishing a workbook on a Web site that
allows downloading.

» To remove personal information from a workbook:
1. From the Tools menu, select Options, and then
select the Security tab.
2. Check Remove personal information from file
properties on save and then click OK.

Dptions HE|

igw ] Calculation ] Edit ] General ] Transition ] Cuskon Lisks ] Chatt ]
Colar ] International ] Save ] Errar Checking 1 Spelling Security

File encryption settings For this workbook -

Passward ko apen: ] Advanced...

File sharing settings For this waorkboak -

Password to modify: ]

I” Read-only recommended

Digital Signatures. ..

Privacy options

v ‘Remaove personal information From il properties on save:

Macro security -

Adjust the security level For files that might contain macro viruses Macro Security. ..
and specify names of trusted macro developers, =

Ok | Cancel ‘
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Protecting a Workbook

Why it is important to protect a workbook:

ESY

v ¢ ¢ 0

To prevent the structure from being changed.
To prevent sheets from being deleted.

To prevent new sheets from being inserted.
To prevent hidden sheets from being opened.

To protect a workbook:

1. From the Tools menu, select Protection and then
Protect Workbook.

2. Type a password in the Password box, and click
OK.

3. Confirm the password, and click OK again.

Protect Workbook

Protect workbook For — =
v structure
[ windows

Password (opkional):

l

2k I Zancel
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Tip 121

Adding Passwords to Prevent Unauthorized Opening

of a Workbook

> To enter a password:
1. From the File menu, select Save as.

2. From the Tools dropdown list, select General
Options (in Excel 97 select Options).

3. Inthe Save Options dialog box, enter passwords
into Password to open and Password to modify
boxes, and click OK.

Save Options [ %]
™ always create backup
File sharing — =

Paszword to open;: % I i Advanced. ..

Password bo modify: I il

[~ Read-only recommended

[Tl Cancel ‘

Excel 2002 and Excel 2003 offer additional options:
1. From the Tools menu, select Options, and then
select the Security tab.
2. Enter passwords in Password to open and
Password to modify boxes and click OK.

Options HE
e ] Calculation | Edit 1 General ] Transition I customists | chart |
Color I International | Save | Error Checking 1 Spelling Security

File encryption settings for this workbook
Password to open: HEEEE gidvanced,.,
File sharing settings for this workbook — [E —
Password to modify:
™ Read-only recommendad
Digital Signatures. ..
Privacy options

[~ Remave personal information from file properties on save

Macro securky

Adjust the security level For Files that might contain macro vinses M SRrn
and specfy names of trusted macro developers. S aprle s
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Protecting Workbooks with a Digital Signature

Excel 2002 and Excel 2003 offer a new Digital Signature
feature that ensures a higher level of security.

» To set a Digital Signature:

1. From the Tools menu, select Options, and then
select the Security tab.

2. Click Digital Signatures. In the Digital Signature
dialog box, add the signer’s Digital Signature.

2]
Wiew ] Calculation l Edit ] General l Transition l Custom Lists l Chark I
Color ] International ] Save I Error Checking ] Spelling Security
File encryption setkings for th Digital Signature

Password to open;
Signatures ]

File sharing settings for this »

The digital signature generated by Office may not constitute &
legally binding signature, For more information, read about digital
signatures in Help.

Password to modify:

™ Read-only recommendes

Digital Signiatures. .. The following have digitally signed this docurment:

Signer | Digital I Tssued B | Date

Privacy options
™ Remove personal inform
Macro security ————

Adjust the security level For
and specify names of truste
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Forgotten Your Password?

If you forget your workbook password, go to your Internet

browser, and type the words excel password into any
search engine.

-'aGec-qle Search: excel password - Microsoft Internet Explorer

Ich Edit Wiew Favorites Tools  Hel

- |8 i 2
@ Back. > J I_. (ol | 2 Search Favarites @ Media (
|Mdrms i-ﬁ] hittp: frewe oogle. comysearch?sourceid=navclientBie=UTF-GRoe=TF-6R=rxceHpassword

| Goc gevlexcdpasmd ”@Sea’chweh - g | FeceRank B 346 blacked fEl fircril [} |E

=}

Advanced Search Preferences Language Tools  Search Tips

GO ( )8 le [excel password __ Google Search |

Images | Groups | Directory | Mews |

Searched the web for excel password

Categories:.  Computers > Security > Products and Tools > Password Recovery Computers > Software = £

Excel password remaver

Free password recovery software for excel. Removes sheel and warkbook protection. ... Crack hack,
remave password protection. Excel® Password Ramaover. ...

weww. straxx comiexcelipassword html - 11k - Cached - Similar pages

Excel password remover

Free password recovery software for excel, Removes sheet and workbook protection
Crack, hack, remove password protection. Excel® Password Remover. ..
Cescription: Add-in that removes passwords, with certain limits. Postcard-ware.
Cate Computers > Software > Spreadshests = Excal = Add-lns

wewewy. elkeraft. ntnu.nof~husefidpassword htm - 11

¢- Cached - Similar pages

Excel Password: Guaranteed password recovery tool for Excel (excel ...

100% guaranteed password recovary tool 1o crack excel password {excel password cracker) ... Excel
Password Recovery. ... Excel Password v5.0.3707 Guaranteed recovery! ...

lastbit comfexcelidefaull asp - 44% - 11 Jan 2004 - Cached - Si
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Saving a Customized Workbook as a Template

Why it is important to save a customized workbook as a
template:

& Allows you to save custom Styles.

& Allows you to save Print Setups options as Header/
Footer details.

2 Allows you to save default option settings (from Data,
select the Options dialog box).

% Enables many users to use the same design and
structure.

» To save a workbook as template:
1. From the File menu, select Save As.

2. In the File name box, type a name for the new
template file.

3. In the Save As dialog box, select Template from
the Save as type box.

4. Select the Templates folder save the new template,
and then click Save.

Save As HE
Save fn: ) Templates ~@-3Q X 353 Took~
5 [ pesktop E Sice | Type [ Date ModFi
% J]_ SW.CONpEr ISKB  Microsoft Office Ex.,,  5/26/2002
My Recent S Adminksiratir's Docuients 14 KB Microsoft Office Ex...  8/9/2001 7
Decuments =) Shared Documents = i
B, 34 Floppy (A7) 1KB  Shortout 3/16/2003 ;
Fro <o Local Disk (C:) 27 KB Microsoft COffice Ex..,  &/10/2003
u =) Docurments and Settings
Deskiop ) Administrator
) Application Data
) ) Microsaft
-
| My Documnerits e Local Disk (D)
e Local Disk (E:)
; -'ﬂ o CDDrive (F:)
:g b CD-RW Drive (G:)
| My Computer e Local Disk (H:)
- <o Local Disk (I:) i
‘!J EJ My Metwork Places | —i
- £ My Documents ﬂ Save
Iy Nestiwork = mavie
Places J ; v[ Cancel
) FTP Locations
Bl Add/Modify FTP Locations v
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Opening a Template File Automatically When
Starting Microsoft Excel

» To have Excel open a template upon starting:
%  Option 1:

% Save a template workbook file, named
Book.xlt (in Excel 2000, the book name is
Sheet.xlt), in the XIStart subfolder. When
Excel starts, a customized workbook,
Book1.xls (or Sheet1.xls in Excel 2000), is
opened from within the template already
saved, instead of the standard Book1.xIs.

2 The XlStart subfolder is located in the same
folder as Microsoft Office on the hard drive.

% To open a new workbook from the template
while working in Excel, press <Ctrl+N>, or in
the Standard toolbar, click New.

%  Option 2:
1. Save the template workbook file as

MyWorkbook.xIt (just a suggestion) in any
folder.

2. From the Tools menu, select Options, and
then select the General tab.

3. In the At start up, open all files in box (in
Excel 97 and Excel 2000, this is the Alternate
startup file location box), enter the full path of
the saved MyWorkbook.xlt file.

4. Click OK.

Tip 125

Note: Do not use the two options simultaneously, unless
you have created more than one template workbook.
Otherwise, Excel will try to open the file with the same
name twice.

F1 — Get the Most out of Excel! 146



Category: Workbooks
For Excel Versions: 97, 2000, 2002, 2003

Opening Workbooks from a List of Hyperlinks

» To add a workbook to a hyperlink list:

Tip 126

1. Select a cell.
2. Press <Ctrl+K> or select the Insert Hyperlink icon
from the Standard toolbar.
3. Inthe Insert Hyperlink dialog box, select the
workbook, click Bookmark, and then click OK.
Insert Hyperlink %]
Link ko Text bo display: |C:iDocumertts and SettingsAdmiristratority Documents|Finarci Screentip. . I
o Laokin: =) My D t | &
. j_| y Documents __J EI @ E]
Web Page | ] Financial Statements August, 19 2003 15-42-45 & | Bekmark.. I
CFE'I:B”t | & Financial Statements August, 19 2003 15-56-26
- 98 ) Financisl Statements August, 19 2003 15-53-35
Place In This |.ﬂ_] Financial Statements August, 19 2003 16-00-29 -
Dacument EBrowsed ||_il Financial Stabements.xds 19-08-03 14-54-27
Pages Pﬂ Financial Statements.xds 19-08-03 14-58-54
gj Financial Statements. ds 19-06-03 15-01-43
Creste blew Recent =] Financial Statements, »ds 19-08-03 15-03-12
Dacument Files C_‘] Financial Statements.xds August, 19 2003 15-08-15
._il] Financial Statements.xds August, 19 2003 15-10-10 j
| fddress: ]C.\,Dc..unent: and SettingslAdminiskraboriMy DDEuments\,Funanc:_]
E-mail Address
|

B Microsoft Excel - Book1

S He Ede Wew Insert Formst  Iools Data  Window  Help

NEHSRSRIVE 4B 9-0-Baa -4 5l 045 10
arial v 10w Hyperink B r(U|===EH 0 w5 €% 0

A2 - # CADocuments and Settings\AdministratorMy Documents\Financial Statements x|z
T B8 | @ | o [ E | F | & [ H [ |

e

2 |ChDocuments agdiSettings'\Administratotiy Documents\Financial Statements xls 15-08-03 14-64-27 xls
LEL] file: it mhocuments and |

A Settings\adminitratoriy

5 | DocumentsiFinancial Statements. s |

B | 19-08-03 14-54-27 s - Click ance ta Fobow, |

? | Click 2red hold to select this call.
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Opening a Copy of an Existing Workbook

» To open a copy of an existing workbook:
1. Press <Ctrl+F1> (new in Excel 2003), or select
Task Pane from the View menu.
2. In the New Workbook Task Pane, click From
existing workbook.
3. Inthe New from Existing Workbook dialog box,
find and select the workbook, and then click

Tip 127

Create new.
1
Microsoft Excel - Book1 |- [3] x|
: IEJ File Edit Yiew Insert Format Tools Data  Window  Help S - 4
] A B | c | D z New Workbook e
3l New
= ] Blank workbaak,
5 .gj From existingworkbook, ..
B a
= H
B
20
) o N
1D '-3. Templates on Cffice Cnline
11 |§_j <N my computer ...
_1 2__ ] Onomy Web sites. ..
13 ~ Recently used templates
1f1 IMortgage Amortization Schedule
_.}.g_ Collegiate Men's Basketball 2003 Tour
7]
W < v ysheetn (sheetz f]« | [T
Ready UM S
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Using a Workspace to Open a Number of Workbooks
at Once

Saving open workbooks in a workspace enables them to
be opened together at a later time. This is important when
working with linked workbooks.

Tip 128

» To save workbooks in a workspace:

1. Open all the workbooks you want to store in the
workspace, and close any other workbook not
being stored in the workspace.

2. From the File menu, select Save Workspace.

3. Inthe Save Workspace dialog box, type the
workspace name in the File name box and click
Save.

» To open all workbooks at once using the

workspace:
1. Press <Ctrl+O> to open the Open dialog box.
OR

From the File menu, select Open.
2. Select the workspace name to open the file.

Microsoft Excel - Book1

‘& Bile | Edt  Wiew Insert Format  Tools Data  Window  Help

3 1 Mew... Chrl+m - i

|5 osen.. O = =
Close

| EH zave Chrl+3 II

L ;_ Save fAs...

B iy Save asWeb Page...

il | Save \Workspace. .. K |

g- f1  File Search, .. £

PR Permission i

g Web Page Preview

En Page Setup...

F1 — Get the Most out of Excel! 149



Part 4 — Text, Dates, Times

Text
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Combining Text from Different Cells

Technique 1: Using the & (Ampersand)

The & symbol consolidates text information in the same
way as the + symbol adds numbers. The space between
quotation marks adds a blank character between the
separated texts.

» To combine text with the &:
1. In cell A1, enter the text F1.
2. In cell A2, enter the text Get the Most out of
Excel!
3. In cell A3, enter the text The Ultimate Excel Tip
Help Guide.
4. In cell A5, type the formula:

=A1&" "&A2&" "&A3

Microsoft Excel - Book1

.E_I] File Edit ‘Wew Insert Formab TJools  Data  Window Help
A5 5 B =A18" "RAZR" "BAT
s B [ ¢ | b | E | FE | &6 | H
1M
| Get the Most out of Excel |
| The Ultimate Excel Tip Help Guide

[F7 Get thd Most out of Excel | The Ultimate Excel Tip Help Guide

continued...
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Combining Text from Different Cells (cont.)

Technique 2: Using the Concatenate Formula

The Concatenate formula allows one to combine text from
multiple cells into a single cell.

» To combine text use the Concatenate formula:

% The Concatenate formula is in the Text category
in the Insert Function dialog box. To add a blank
character between words, press <Spacebar> in the
second and fourth argument box.

=L ookt = 1=
.i_‘] File Edit Wiew Insert Formab Tools Data  Window  Help
CELL * X ‘} =CONCATENATE(A1,” " A2," ",A3)

| mca v [ ¢ | b [ F [ F [ e [ H

| 2 |Get the Most out of Excel |
3 |The Ultimate Excel Tip Help Guide

4 |
5 |A2 i ASi]-Most out of Excel | The Ultimate Excel Tip Help Guide

B
:_'_ il Function Arguments
B
: 9 rCONCATEMATE
e Tesitt =] =Fre :ﬂ
1] Testz [~ B |
g . Texts [az ] = "Get the Most aut of |
Tl S |" . :“J —un |
_1§ Texts IAS _q;] = "The Ulkimate Excel !
16| : S Lil
17 = "F1 Get the Most out of
_13| Joins several bext strings into one text string.
19
20 : i ;
5] | Textl: text] text2, ... are 1 to 30 text strings to be joned into a single text
B 22 il <tring and can be text strings, numbers, or single-cell references,
343 : Formula result = F1 Get the Mast out of
25| Help on this Function Ok | Cancel
26
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Combining Text and Formatted Values

> To combine text with a formatted value:

1. In cell A1, enter the text IBM owe Limelight
Media Inc.

2. In cell A2, enter the number 4222.

3. In cell A3, enter the text for services supplied in
March 2004.

4. In cell A5, enter the formula:

=A1&" "& TEXT(A2,"$ #,##0") &" "&A3

Tip 130

Microsoft Excel - Book1

.ﬁ_l] File Edit Miew Insert Formak  Tools Data  Window  Help

A5 - B =A18" "R TEXT(AZ "§ # #0"8" "&A3

I & | B8 | ¢ | b | E | F | & | H
| 1 |IBM owe Limelight Media Inc.

2 4222

» To format the number to present it in thousands:
% Change the number format to "$ #, K":

=A1&" "& TEXT(A2,"$ #, K") &" "&A3

Microsoft Excel - Book1

nﬁl] File Edit ‘Wew Insert Format Tools Data  Window  Help

] hd B =A18" "RTEXT(AZ,"S # K"&" "8A3

s | B [ ¢ | b | E | F | 6 | H ]|
| 1 [IEM owe Limelight Media Inc.

2 4222
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Applying Formatting Only to Cells Containing Text

» To apply formatting only to cells containing text,
use the Conditional Formatting technique:

Tip 131

1. Select a range of cells containing text.

2. From the Format menu, select Conditional
Formatting.

3. In Condition 1, select Formula Is from the
dropdown list.

4. In the Formula Box, enter the formula:

=ISTEXT(A1)
5. Click Format.

6. Select the desired format from the Format Cells
dialog box, and then click OK.

7. Click OK to close the Conditional Formatting

dialog box.
Conditional Formatting
rCondition 1
+| [=isTERT(AL) ]
Preview of format to use AaBhCoYy Iz Eotmat I
when condition is krue: ¥ =

Add =3 Delete... | (0] 4 I Cancel I
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Extracting Characters from Text Using Text Formulas

» To extract characters from text, use Text category
formulas:

& Left: Returns the first character(s) in a text string,
based on the number of characters specified.

2  Mid: Returns a specific number of character(s)
from a text string, starting at the position specified
based on the number of characters specified.

% Right: Returns the last character(s) in a text string,
based on the number of characters specified.

% Len: Returns the number of characters in a text
string.

B Microsoft Excel - Booki

=] File Edt Wew Insst Formak  Took Data Window  Help

B9 - A =MID[ET 4 LENE1)}-3)
A B | ¢ B JE] = [ ® [ ® |

1 |Text F1 Get the Most out of Excel !

2

3 |Extract 2 characters F1 < =LEFT(E1,2)

4

5 |Number of characters in the text 30 < =LEM(E1)

B

i :Exll.!tl all characters except first 2 Get the Most out of Excel | < =RIGHT{E1 LEN(E1)-3)

&}

3 |Extract all characters except first 2 IGr-.I the M!s". ouf of Excel | <- |Get the Most out of Excel |
18]
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Extracting Characters from Text Without Using

Formulas

» To extract characters from text:
1. Select column A.
2. From the Data menu, select Text to Columns.
L Instep 1 of  SCIEISITETIES

The et Wizard has detrrmined that your dots b Feend Widdth,

1Fthis ks coernct, chasn Mest, or chonss he data e that hast dascries yeur i,
3, select oxon At
. . Chevssn the fle bype that best deserbes yeur datat
leed w]dth " pelmied Chamacters such i eommas o babs separnte ach fekd,
/ 1% Fiomd ysllh - Fiskds ave shgned in cohimng with spates between sach fiekd.

and then

click Next. ot
[P car cha fase our ar Eseai 1 El
2]
[=]
4
e |
| I

C l ic ki n g th e [Convert Text bo Cohumns Wizard - Step 2 of 3

mouse i k ek viiths cnimnn beroks).
between S G
T DELETE a beesk brw, couble cich, un e line.
Columns as T MOAE & benak bnn, click and deag
needed for L—
. 1w @ x # @ o
parsing, and < e R -
then click

Next. -

conl | <ok ([T eeh |

5 . ]n Step 3 ()f Lonvert Test to Columng Wizard - Step 3 of 3

This sernnn ket ynui snlect ach column and sot Lok deta formet
the Dista Format.

3, in the (eneafcavons e ks o ks, 'r‘ :\T“

Destination s e

box, enter B s

cell B1,and ™™

then click e — -

Finish. 4
A1 i

Cornel = fack. i |Ce=r]
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Separating First and Last Names Using Formulas

> To separate the name John Smith, in cell A1, use
two formulas:

% The formula that extracts the first name is:
=LEFT(A1,FIND(" ",A1))

%  The formula that extracts the last name is:

=MID(AT1,FIND(" ",A1)+1,LEN(A1))

The FIND formula returns the starting position of one text
string within another text string.

Microsoft Excel - Book1

-5_|1 File Edit View Insert Format  Tools Data  Window  Help
B1 - A =LEFT{AT FIND(™ " A1)
[ A B C ! D [

John Smith  [John Smith

|3 |Formula in cell B1 =LEFT(AT FIND(" * A1)
|

& |Formula in cell Cf =MID(AT FIND(" " A1)+ LEN(ATY
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Separating First and Last Names Without Using

Formulas

» To separate first name and last names:

1. Select Column A or the range of cells containing
the list of names.

2. From the

Lonvert Test to Columns Wizard - Step 1 of 3

The Text Wizard has detnmined that your dot b5 Delmied

1F this 5 e, choin ek, o chors the ot byn that best descrbes vour ot
Data menu, s o o

ﬂ\mr»rbﬂ-rypr T ———
Select Text Chosctnrs sich as comms o tobs separnts each field,

= Pieids are sbgned in cohmng with saces betwesn each field.

to Columns.
3. InStep 1 of R
3, select foas
Delimited.

Corxsl I |
4. In Step 2 Of [Convert Text to Columns Wizard - Step 2 of 3

3, selectthe | Ermimmi et
Space Dok I s covscutns dolovs s e
¥ Tah ™ Sricrinn ™ Comma
CheCkbOX. o ogpace [ gthens [ Test gusklier: | =
Dt preview
F:‘r::'.a k:l;n::nnewn i'
5. In Step 3 Of [Convest Text to Columns Wizard - Step 3 of 3
in the e T ek e e fomet
Destination \ﬂrnfrrrwrh,l;r;::m»::lnnnfﬂs date r': Il::ll-f ———
T i nek et cobamn (sap)
box, select — =
oesinaten:  [jag1
cell BT, and  iupein
then click

Finish.

Corusl <ok i |Ce=h_]

F1 — Get the Most out of Excel! 158



Category: Text
For Excel Versions: 97, 2000, 2002, 2003

Tip 136

Converting Text to Its Proper Case

Use the PROPER function to convert text to its proper
case. The Proper function is in the Text category in the
Insert Function dialog box.

Example:

% Text in uppercase: GEORGE W. BUSH

&  The function: =PROPER(A1)

% Result: George W. Bush

Microsoft Excel - Book1

.EIJ File  Edit ew Insert Format  Tools  Data  indow  Help

1 e & =FPROPER(A1)

A 18 ¢ e
GEORGE W. BUSH George WY, Bush
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Category: Text
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Tip 137

Converting Text to Uppercase

Use the UPPER function to convert text to uppercase. The
UPPER function is in the Text category in the Insert
Function dialog box.

Example:

2 Text in lowercase: george w. bush

2 The function: =UPPER(AT)

2 Result: GEORGE W. BUSH

Microsoft Excel - Book1

ﬁ-ﬂ File Edit ‘iew Insert Format  Tools  Data Window  Help
1 b A =UPPER{AT}

: A 1 B & HES
george w. bush GEDRGE W, BUSH

|m;.h.im§r\_1 —xi
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Category: Text )
For Excel Versions: 97, 2000, 2002, 2003 Tip 138

Converting Uppercase Letters to Lowercase

Use the LOWER function to convert all uppercase letters
in a text string to lowercase. The LOWER function is in the
Text category in the Insert Function dialog box.

Example:

% Text in uppercase: GEORGE W. BUSH
% The function: =LOWER(AT1)

% Result: george w. bush

Microsoft Excel - Book1

‘E] Fle Edt Yiew Insert Format  Tools Data Window  Help

s - A =LOWERATD
| ik (g c 0
GEORGE WW. BUSH george w. bush

|U‘1;-h-il'_|_'|§r\_l —ii
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Category: Importing Text Files
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Problem: The Characters Are in Reverse Order

» To reverse the character order, create and add a
Custom Function to the Insert Function dialog box:
1. Press <Alt+F11> to open the VBE.
2. In VBAProject, select any workbook name and

insert a new Module by selecting Module from the
Insert menu.

In the Module sheet, type the code lines as shown
in the screenshot.

Press <Alt+F11> to return to Excel.

Select a cell and press <Shift+F3> to open the
Insert Function dialog box.

From the User Defined category, insert the
ReverseText function.

Tip 139

Note: The ReverseText macro can be downloaded from
www.exceltip.com/f1toc.

i Microsolt Visual Basic - R Tesd.ads - [ReverseTx (Code)]
off Bl Edt ew Ineet Fomat [e0ug Run Toos  AddIns Window  Heb thep ~ .8 x
Ea-a . # ponom NN ] =
Fout Hlrerervetos =
0=l -] =
5 45 atpvharn.ss (ATPYIAENELAY =
¥ 8l funcres (FUNCRES.XLAY Function RevsrseTsxt (cext| is String
+ M vEArroject (Hook1ads)
-4 VBAProject {ChooseSheet.xla)
11 2 vBAProject (PERSONALLS) Dim TextlLen hs Integer
=1 # VBAProject {ReverseTest uls) Pim 1 A3 Integer
15125 Micresoft Excsl Chiects TextLen = Len|text)
&) Sheet: [Shestl)
For i = Textlen To 1 Step -1
FeverzeText = ReveraeText & Hid(text, 1, 1)
Hext i
End Functicn

Microsoft Excel - ReverseTexrt

‘& Fle  Edi

View Insert  Formab  Tools  Data  Window  Help
B1 - A =ReverseText(A1)
& | 8 | ¢ | o | e | B | & |
| [Excel |ecxE
Lzl
e
_.4.._
=l
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For Excel Versions: 97, 2000, 2002, 2003 Tip 140

Problem: Unnecessary Empty Characters in Cells

To remove empty characters, use the Trim function. The

Trim function is in the Text category in the Insert Function
dialog box.

» To insert the Trim function:
1. Select a cell and type:

=Trim
2. Press <Ctrl+A> to open the Function Arguments
dialog box.
Function Arguments
TRIM—
Text ]Al j‘_! =t meie]

= "excel
Removes all spaces From a text string except For single spaces bebween words,

Tesk is the text From which you want spaces removed.

Formula result = exce|

Help on this Function oK | Cancel ]

i'ﬂ-ﬂ File Edit ‘Wew [Insert Format  Jools  Data  windomw  Help
B1 hd A =TRIM{AT
A 1 B ¢c | b | E |

axcel IE}{CEI 1

|m
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Category: Importing Text Files Tip 141
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Problem: Values Not Formatting as Numbers

% Option 1: Change the column formatting from Text to
General by multiplying the numbers by 1:

1. Enter the number 1 into a cell and copy it.

2. Select the column formatted as text, press
<Shift+F10> or right-click, and then select Paste
Special from the shortcut menu.

3. Select the Multiply option button in the Paste
Special dialog box, and then click OK.

Paste Special HE|
Paste

@ gl " Validation

" Formulas " All except borders

" yalues " Colurn widths

" Formats ¢~ Formulas and number Formats

" Comments i Walues and number Formats
Operation

" Mone v i

" pdd " Divide [%
" Subtrack

[~ Skip blanks I~ Transpose

Haste Link | O i Cancel

continued...
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Problem: Values Not Formatting as Numbers (cont.)

% Option 2: Change the column formatting from Text to
General using the Text to Columns technique:
1. Select the column formatted as text.

2. From the Data menu, select Text to Columns.

3 ] St (Comvert Tesd to Cobumns Wizard - Step 1 of 3 HE
: n ep The Ttk Wiizard has debermined that your data is Deimted,
1 Of 3 IF this is coect, choms= N, or chooss the dats byps that best destribes your data,
’ Girigral data bype
a Exp
Chaoasa the Fle type that bost desoibes your data:
se I eCt ™ elimitad - Characlers such a5 comines o Labs saparate each fiekd.
h & Fooed widtn: - Fields e aligned n columns with spaces between each field,
the o
h
.
Fixed
. Presion of selactad data:
width
. Lpoo d
option 2o -
[4 koo
button. (oo o
C|
Carcel e (T Frish |

4. Skip Step 2 of 3.

5. In Step 3 of 3, select the General option button in
the Column data format section, and then click
Finish.

Convert Text to Columns Wizard - Step 3 of 3 EE |

This screen lets vou select each column and set Column data Format-

the Data Format. * General

‘meneral’ corverts numeric values to numbers, date i Text
values ko dates, and all remaining walues ko text, © Date; MDY =

™ Do not import column (skip)

Advanced...

rData preview

Destination: |41 %

Canicel ] < Back ] Text =
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Category: Importing Text Files )
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Problem: The Minus Sign Appears to the Right of the
Number

» To move the minus sign from the right to the left:
2  Use the following function:

=VALUE(IF(RIGHT(A1,1)="-
", RIGHT(A1,1)&LEFT(A1,LEN(A1)-1),A1))

= Bb Edit  Wew Irsert Format  Took  Data  Window  Heln
f \u"ALLIEfll—RlGllT['A’I 13="-" RIGHT{A1 1}&LEFT{A1 LEN(AH 13,410

B G e e
32423 32423

In Excel 2002 & Excel 2003, this problem is solved in the
following manner:

1. In Step 3 of 3 of the Text Import Wizard, or in
Step 3 of 3 of Text to Columns (select from Data),
click Advanced.

2. Inthe Advanced Text Import Settings dialog box,
select the Trailing minus for negative numbers
checkbox.

Advanced Text Import Settings

Settings used to recognize numetric daka

Decimal separator: ]I :'I'
Thousands separator: ], j'

Maote: Mumbers will be displaved using the numeric setkings
specified in the Reqional Settings control panel.

Resat J ¥ Trailing minus for negative numbers
% Ik | Zancel
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Category: Importing Text Files )
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Problem: Date Formatting Cannot Be Changed

» To change the formatting from Text to Date, use
Text to Columns technique:

1. Select the column formatted as text.
2. From the Data menu, select Text to Columns.

Convert Text to Cobumns Wizard - Step 1 of 3
3. In Step ' —

The Text Wizard has debmrmined that your data s Dedimited.

1 Of 3 1 this i correct, choas= Next, o chapse b deba type that best desoibes your deka,
’ | Cxiginal dats bype
| heosa the fila bpe that bast descrbas your data:
select :

- Cherackers such as commas or babs separate each fizkd.
. - Fields are algned in columns wwkh soaces between each fizk.

the ! .l@

Fixed
Width Bresvew af ssleched data;
. i 1rzn0g ﬂ
Opt]on Ezu;zom
3 BESLFZ004
button. o ol

Cancel ot “ Hest = Finish |

4. Skip Step 2 of 3.

5. In Step 3 of 3, check Date option button in
Column data format, and click Finish.

Converk Text to Columns Wizard - Step 3 of 3 ﬂﬁ

This screen lets you select each column and set Colurnn data Format
the Diata Format, i Ganeral

‘izeneral' corverts numeric values bo rumbers, date | Text
walues to dates, and all remaining values to text,

Advanced,.. 1

rData preview

&
g % ok mport colurn (skip)

Destination:  |$441 =7

Cancel < Back et s |[Ceesh |
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Category: Updating Internet Data | Tj p 144
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Getting Continuously Refreshed Data from a Web
Site in Excel 97

To get refreshed data from a Web site using Excel 97, save
the site address (URL) for every new query in a text file
with the extension .iqy.

» To save an address in a text file as a query:

1. Open the Web site that contains the information.
For example, open the site www.bloomberg.com,
which includes a table of various currency
exchange rates. The address of the page
containing the table of currency exchange rates is
http://www.bloomberg.com/
markets/index.html.

/2 tinnmberg.com: Market Data - Microsolt Internet Bxplorer

| Fle Edt View Favorkes Took Habp

@Baj;- > By _:,'| . - ssarch ":I'_'Fafnrl:es W meda L4 - '__r. =] - o @
_ad&.e;s]g]mr,;,i;um R ]

| Google -| o]l Er e - g0 RS Thsebockas 2]

o= [ | optons P

Bloomberg.com

MARKET DATA MNEWS & COMMENTARY CHARTS & AMALYSIS BLOOMBERG MEDIA ABOUT BLOOMBERG

2. Copy the address by selecting it in the address box
and pressing <Ctrl+C>.

3. Open a new text file in Windows by selecting
Programs, Accessories, and then Notepad from
the Start menu.

4. Press <Ctrl+V> to paste the address into the text
file, and then save the file with the extension .iqy
(be sure to use lowercase). For example, save the
file with the name CrossCurrencyRates.iqy.

5. Open Excel 97, and from the Data menu, select
Get External Data, and then Run Web Query.

continued...
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Getting Continuously Refreshed Data from a Web
Site in Excel 97 (cont.)

6. Inthe Run Query dialog box, search for and select
the CrossCurrencyRates.iqy text file.

7. In the Returning External Data to Microsoft Excel
dialog box, click OK.

8. Wait a few seconds. The data is transferred from
the Web site to the Excel sheet.

» To refresh the Internet data (the Web site does not
have to be open):
1. Select the cell in the sheet containing the data.
2. From the Data menu, select Refresh Data.

OR

Display the External Data toolbar and click the
Refresh Data icon. To display the External Data
toolbar, select one of the toolbars, right-click and
select External Data, and click OK.

» To automatically refresh the Internet data:

1. On the External Data toolbar, click the Data
Range Properties icon.

2. Select the Refresh every option, and set the
number of minutes between each refresh action.

3. Select the Refresh data on file open checkbox to
automatically refresh the data when the file is
opened.

» To run a saved query:

1. From the Data menu, select Get External Data,
and then Run Web Query.

2. Select the saved query, and click Get Data.
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Getting Continuously Refreshed Data from a Web
Site in Excel 2000

» To import and refresh information from a Web
site:

1. Open Excel 2000, and from the Data menu, select
Get External Data, and then New Web Query.

2. In the Enter the address box, paste the full address
of the Web site. For example, open the site
www.bloomberg.com, which includes a table of
various currency exchange rates. The address of
the page containing the table of currency
exchange rates is http://www.bloomberg.com/
markets/index.html.

Qe - O - 1] (@] () ) Gyrwons @t €4 (0- o H - D@

| Aodbss [E] retpsjmsas Hlacmber.comfmarsets sz Feml

| Google -| R R e B S

[ | Fdoptons 2
Bloomberg.com

MARKET DATA MNEWS & COMMENTARY CHARTS & AMALYSIS BLOOMBERG MEDIA ABOUT BLOOMBERG

MARKET DATA

» Stocks

3. Copy the address by selecting it in the address box
and pressing <Ctrl+C>.

4. Click Save Query, and type a name for the query.

5. Click Save, and then click OK.

6. Inthe Returning External Data to Microsoft Excel

dialog box, click OK.

continued...
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Getting Continuously Refreshed Data from a Web
Site in Excel 2000 (cont.)

» To refresh the Internet data (the Web site does not
have to be open):

1. Select the cell in the sheet containing the data.
2. From the Data menu, select Refresh Data.

OR

Display the External Data toolbar and click the
Refresh Data icon. To display the External Data
toolbar, select one of the toolbars, right-click and
select External Data, and click OK.

» To automatically refresh the Internet data:

1. On the External Data toolbar, click the Data
Range Properties icon.

2. Select the Refresh every option, and set the
number of minutes between each refresh action.

3. Select the Refresh data on file open checkbox to
automatically refresh the data when the file is
opened.

» To run a saved query:

1. From the Data menu, select Get External Data,
and then Run Saved Query.

2. Select the saved query, and click Get Data.
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Getting Continuously Refreshed Data from a Web
Site in Excel 2002 & 2003

Excel 2002 and Excel 2003 enables selecting an exact
data table on a Web site, and importing and refreshing
only the needed data.

» To import and refresh information from a Web
site:
1. Open Excel 2002 or Excel 2003, and from the
Data menu, select Import External Data, and then
New Web Query.

2. In the Address box of the New Web Query dialog
box, type or paste the address of the Internet site.
For example, open the site www.bloomberg.com,
which includes a table of various currency
exchange rates. The address of the page
containing the table of currency exchange rates is
http://www.bloomberg.com/markets/index.html.

NEWS & COMMENTARY CHARTS & ANALYSIS BLOOMBERG MEDIA ABOUT BLOOMBERG

] i T T

3] stocks = [

3. In the dialog box, notice the Web page. Click the
small arrow in the upper left-hand corner of the
table to select only the data table.

4. Click Import.

5. To save the query, click Properties in the Import
Data dialog box.

continued...
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Getting Continuously Refreshed Data from a Web
Site in Excel 2002 & 2003 (cont.)

6. Inthe External Data Range Properties dialog box,
enter the query name in the Name box, select the
Save Query definition checkbox, and then click
OK.

7. Inthe Import Data dialog box, click OK to import.

External Data Range Properties

[Mame: ICurrency Exchange Rates

GQuery definition =
¥ Save guery definition
e e !
Refresh control
¥ Enable background refresh
¥ Refresh every 11440 5‘ minutes
[¥ Refrash data on Fls open
[ Remove external data from workshest before saving
Data Formatting and layout
I tnclude fleld name: T Freser lurin sortjfitar flaye
I include ro hars [V Preserve cell formatting
¥ Adjust column width

If the number of rows in the data range changes upon refresh:
@ Irisert cells For new data, delete unused cells
" Insert entire rows For new data, clear unused cells
" Overwrite existing cells with new data, clear unused cells

™ Eill down Formulas in columns adjacent to data

[ o ] concel |

» To refresh the Internet data (the Web site does not
have to be open):
1. Select the cell in the sheet containing the data.
2. From the Data menu, select Refresh Data.

OR

Display the External Data toolbar and click the
Refresh Data icon. To display the External Data
toolbar, select one of the toolbars, right-click and
select External Data, and click OK.

continued...
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Getting Continuously Refreshed Data from a Web
Site in Excel 2002 & 2003 (cont.)

» To automatically refresh the Internet data:
1. On the External Data toolbar, click the Data
Range Properties icon.
2. Select the Refresh every option, and set the
number of minutes between each refresh action.

3. Select the Refresh data on file open checkbox to
automatically refresh the data when the file is
opened.

» To run a saved query:

1. From the Data menu, select Import External Data,
and then Import Data.

2. Select the saved query , and click Open.
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Category: Dates
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Entering the Current Date into a Cell
Using keyboard shortcuts

» To enter the current date in a cell:
% Select a cell and press <Ctrl+;>.

Tip 147

The formula that calculates the current date is:
=TODAY ()

Microsoft Excel - Book1
.&IJ Eile Edit ‘iew Insert Format Tools Data  Window  Help
Al » A =TODAYT)
A B | ¢ | b | E | F | G
4/59/2004

.;:; .
|Lni4:-lmir\_1 =
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Category: Dates )
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Changing the Default Date Separator from a Slash to
a Dot When Entering a Date into a Cell

Excel recognizes a number as a date by its date format,
which uses a slash (/) as a separator, for example,
1/25/2004 is recognized as a date by Excel.

> To change the default setting for the date format:

1. From the Windows Start menu, select Settings,
Control Panel, and then Regional and Language
Options.

2. In Regional Options, select Customize.

3. Select the Date tab, and in the Date separator
dropdown list, change the slash (/) to a dot (.).

4. Click Apply and then click OK.

Customize Regional Options H

Numbersi Eunencyi Time  Date ]

[~ Calendar- =1
‘Wwhen a bwo-digit year is entered. interpret it as a year between:
and 2023 =
~ Short date-

Short date sample: 1123’303’2003

Short date format: iMM.-"dd.-"yyyy :j
Diate separatar: 1.-" -
r~Long date —

Long date sample: ITuesda}', December 30, 2003

Long date format: iMMMM dddd, _:j

0k l Cancel ‘ Apply |
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Tip 149

Customizing Date Formatting

» To customize the date formatting:

1. Select cell A1 in the sheet, and insert the current

date by pressing <Ctrl+;>.

2. Press <Ctrl+1>, select the Number tab, and then

select Custom.
3. Clear the Type box.

4. Enter the date format in the Type box, based on to

the list of symbols below:

2 m (Month): Display the month’s number,
without a leading 0 if the number is lowe
than 10.

r

2 mm (Month): Display the month’s number,
including a leading 0 if the number is lower

than 10.

2 mmm (Month): Display the first three
characters of the month’s name.

% mmmm (Month): Display the month’s ful
name.

2 mmmmm (Month): Display the first character

of the month’s name.

& d (Day): Display the day’s number, without a

leading O if the number is lower than 10.

% dd (Day): Display the day’s number, including
a leading 0O if the number is lower than 10.

% ddd (Day): Display the day’s name as
three-character text.

dddd (Day): Display the day’s full name.

yy ory (Year): Display the last two digits
the year.

% yyy or yyyy (Year): Display the full year.

g o
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Category: Dates )
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Quickly Typing Dates into Cells

Typing a large amount of data into cells can be tiring,
especially if it includes a series of dates.

2 Type the day (serial number only) into cell A1 and add
the following formula to insert the month and year
into cell B1:
=DATE (YEAR(TODAY()), MONTH(TODAY()), A1)

% Type a full number in the cell and change it to a date
by using the following formula:

=DATEVALUE(LEFT(A1,2)&"/"&MID(A1,3,2)&"/"
&RIGHT(AT1,2))

For example, type 122203, the result is 12/22/03.

E Microsoft Excel - Book1

@] Fils  Edt  view [nsert Format  Tools Data  Window  Help
B1 - & =DATE{YEARTODAY(]) MONTHTODAY(]) A1)

(= | ] =) S I e [
22[[12/22/03] <~ =DATE(YEAR(TODAY () MONTH(TODAY () A1)

| 122203 12/22/03 <~ =DATEVALUE(LEFT(A3 2)&"&MID(AS,3,2)&" "&RIGHT (A3,2))
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Page 1

Filling a Range with a Series of Dates

» To fill a range of cells with a series of dates:

1. Select cell A1, and press <Ctrl+;>.
2. Select cells A1 through A10.
3. From the SEHES
Edlt menu Serles in rType ~Drake unik
o | & mows  Lineat  Day
select Fl"/ fq' Columns " Growth " Weekday
and then % pate
select ™ Trend o AukoRil | | " Year [
Series. Skep value: Skop walue: I
Ok l Cancel l
4. In the Series dialog box, check the Date and
Month option buttons, and then click OK.
Note: To fill a series of quarters, change the Step value
to 3.
» To fill a range of cells Sloe G e fsee fome Jods
. . Al - f 12/302003
with a series of dates E [ ¢ B
. k| '52.1‘331'2033
using a shortcut: 2
3]
1. Select cell A1, and o
press <Ctrl+;>. iy s
2. Select the Fill handle o FLEmanG
. . 1 Fil Withaut Formatting
in the bottom-right i s
corner of the cell. The |3 § Fil dockiays
Fil Months
cursor changes to a it j|—Lﬁ.rm,,s ]
. &
plus sign. 7
18
19 S
il
3. Right-click, drag vertically, and then release the
mouse.
4. From the shortcut menu, select the series as
desired.
continued...
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Filling a Range with a Series of Dates (cont.)

A new feature from Excel 2002 enables the use of a Smart
Tag to automatically change a series of dates.

» To use a Smart Tag:

1. Select cell A1, and press <Ctrl+;>.

2. Click the Fill handle at the bottom-right corner of
cell A1, and drag it to several cells in the column.
Do not cancel the selection of the range of dates
(Excel automatically creates a series according to
days).

3. Click the arrow in the Smart Tag.

4. Select Fill Months.

Mil:rosoft Excel - Book 1.xls

.EI_] File Edit Wew Insert Format  Tools Data  Window  Help

Al - B 1243172003
. ) I ) A
1 |12/31/2003
2 |01/01/2004
3 Dl;’DE,@DDdi
4 |01/03/2004
5 | = -]
& |
"'?"'i 0 Copy Cells
_EI__:l Fill Series
9 | = - .
..... | Fill Formatking Cnly
10 |
'11_| ) Fill Without Formatting
12 O Fil Days
o | 0 Fill Weekdays
14 |
ECH C Fill Months -
15_' ' Fill ¥ears "
B
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Tip 152

Calculating Differences Between Dates

» To calculate the difference between dates:

2 Use the DATEDIF function. The results of the
calculation are displayed as days, full months, and
full years.

Note: The DATEDIF function is not included in the
Insert Function dialog box.

Er‘llcrasorr. Excel - Bookl

] Fle Edt  view Insert Format Tools Data  Window Help

D2 ¥ f =DATEDIF(B2,C2"d")
| A B | c | D E |
1 [ DATEDIF Start Date  End Date Diffrence Syntax Function
ﬂDays 010142003 'IQB'I.QEOHI 730 !=DATEDIF[E|2.CQ."U")
3 |Months 01/01/2003 12/31/2004 23 =DATEDIF(B3,C3,"m")
4 |Years 01/01/2003 12/31/2004 1 =DATEDIF(B4,C4,"y")

5
| B [Murnber of Months above Years  01/01/2003 12/31/2004 11 =DATEDIF(BE CE,"ym")
7_|Number of Days above Years 01/01/2003 12/31/2004 364  =DATEDIF(BE7 C7,"yd")
8
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Calculating the Week Number

» To calculate a week number:
& Use the WEEKNUM function.

B3 Microsoft Excel - Book1.xls

&) Fle Edit Wew Insert Format  Tools  Data

Tip 153

Bi1 - A =WEEKNUM(AT 2)
T = [EER ¢ | b
1 |01/01/2004 1l
2 |02/01/2004 5
3 | 03/01/2004 10
4| 04/0172004 14
5 |05/01/2004 18
B | 0/MD1/2004 23

The second argument in the WEEKNUM function,
Return_type, determines on which day the week begins,
for example, 1 for Sunday, 2 for Monday, and so on.

Function Arguments
WEEKNLIM -
Serial_number |41 3l = 37087
Return_type |2 -2

=il
Returns the week number in the year,

Serial_number is the date-time code used by Microsoft Excel For date and time
caloulation,

Formula result = 1

Help on this function {4 | Cancel ]

Note: This function is included in the Analysis ToolPak
add-in. It is highly recommended that this Add-In be
installed.

» To install the Analysis ToolPak Add-In:
1. From the Tools menu, select Add-Ins.

2. Select the Analysis ToolPak checkbox, and then
click OK.
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Calculating the Quarter Number

» To calculate the quarter number for a calendar
year:
% Enter the formula:

=INT((MONTH(A2)-1)/3)+1

Tip 154

» To calculate the quarter number for a fiscal year
ending in September:
% Enter the formula:

=MOD(CEILING(22+MONTH(A2)-9-1,3)/3,4)+1

Note: The number 9 in the formula represents the number
of the last month of the fiscal year (September).

Microsoft Excel - Book1

=] Bl Edt  Wew Insett Format  Tools Data  Window  Help

c2 - fe =MOD[CEILING (22 +HAONTHIAZ)9-1 3043 4)+1
| A e B ! £ It
Quarter Humhber Quarter Numhber
IS Date Calendar year bhasis Fiscal year basis
2 |January 31, 2004 1 I z |

3 |Fehbruary 29, 2004
4 |March 31, 2004

& |April 30, 2004

G [May 31, 2004

7 |June 30, 2004

(B [July 31, 2004

9 |August 31, 2004
10 |September 30, 2004
11 |October 31, 2004
12 |November 30, 2004
13 |December 31, 2004
14 |

N A AT L B TR N O R SR R
R SR S — S S W B R B T R N
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Calculating the Date at the End of a Month

» To calculate the date at the end of a month:
&  Use the EOMONTH function.

E] Microsoft Excel - Book1

B Fle Edit Wiew Insert Format  Tools  Data  Window  Help

53] > A =EOMONTHTODAY(),2)+5

== A BESesS ¢ [ o [ E [ F |
1 |Today date 04/11/2004
| 2 Date at end of previous month 033172004 - =EOMONTH{TODAY(-1)

3 Date at the end of the current manth 04/30/2004 <  =EOMONTH(TODAY ()

4 Date at the end of next month 05/31/2004 =  =ECMONTHTODAY().1)

5 Date at the end of two month 0B/30/2004 - =EOMONTH(TODAY().2)
i}Dale at the end of two month+5 days EI?IEISQUM_ “en =EOMONTHTODAY() )45

7

B
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Adding a Custom Function That Returns the Quarter
Number

» To add a custom function to a Module in the
Personal Macro Workbook (To learn more about
creating a Personal Macro Workbook, see Tip #79.)
1. Press <Alt+F11> to open the VBE.

2. Double-click a Module name in the Personal
Macro Workbook, or insert a new Module into the
Personal Macro Workbook by selecting Module
from the Insert menu.

3. Enter the following code lines into the Module:

Function QuarterMNum(Enter Date)
Quarterlum = DatePart ("g", Enter Date)
End Function

Insert Function

> TO test the Search for a funchion:
Type a bref descriphon of what you wart to do and then G
Custom dhk 6o
Function: Or select a cabegory! ]Uscr Defined j

Select a Funchion:

1. Select any

empty cell
and press
<Shift+F3>
Quarterdum(Enter_Date)
to open the o help zvalable.
Paste
Function e Caneel
dialog box.

2. In the User Defined category, select QuarterNum,
and then click OK.

3. Inthe Function Arguments dialog box, enter the
address of a cell containing a date, and click OK.

F1 — Get the Most out of Excel! 185



Category: Dates

For Excel Versions: 97, 2000, 2002, 2003 Tip 157

Validating Date Entries

> To validate date entries:

1.
2.

No vk w

Select a range of cells with the date to validate.

From the Data menu, select Validation, and then
select the Settings tab.

In the Allow dropdown list, select Date.

In the Data dropdown list, select between.
In the Start date box enter 1/1/2004.

In the End date box enter 12/31/2004.
Click OK.

Data ¥alidation i

Sethings ] Input Message 1 Error &lert ]

Malidation criteria

Allow:

iDate ;i Iv Ianaore blank

Daka:

1between _:j

Start date:

|1/1jz004 =i
End date:

{1231 2004| i

| Apply Ehese changes bo all other cells with Ehe same settings

Clear all ok | Cancel !
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Displaying the Serial Number Behind the Date

Excel handles dates and times numerically. The numbers
for dates range from 1 to 2958465, with 1 indicating
January 1, 1900, and 2958465 indicating December 31,
9999.

» To see the serial number behind a date:
& Press <Ctrl+‘> (the  key is to the left of the 1 key)
to change the display of the cell’s contents.

» To convert a date to its serial number:

&  Press <Ctrl+Shift+~> to change the cell’s
contents.

Microsoft Excel - Book1

ﬁ—ﬂ File Edit ‘Migw Insert  Format  Tools  Data Window  Help

B4 - A 31072004
! A ! B ! c |
bl . _ !
B =TODAY ()
]
i‘ {35056 |
5
B |
7]
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Combining Text and a Formatted Date

» To combined text with a formatted date:

1. In cell A1, enter the text The book publication
month is.

2. In cell A2, enter the date 02/01/2004.
3. In cell A3, enter the formula:

=A1&" "& TEXT(A2,"mmmm yyyy")

-E-I_] Eile Edit Vew Insert Format  Tools Data  Window  Help

A3 > B =A18" "8 TEXT(AZ "mmmm yyyy")
Dol 8 | e | b | B B | @
| 1 |The book publication month is
2 | 02/01/2004
3 |The boak prIiCatiDn month is February 2004
i
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Entering the Current Time into a Cell
Using keyboard shortcuts
g key

> To enter the current time into a cell:
% Select a cell and press <Ctrl+Shift+;>.

Tip 160

» To enter the current time into a cell by using a
formula that returns the current date and time:

%  Enter the formula:

=NOW ()

2 To get a formula that calculates the current time,
change the format of the cell containing the NOW
formula to h:mm in the Type box.

Format Cells E .

i Alignmenk | Fank i Border j Patterns I Protection I

Cakegory: ~Sample :
General | | 12{30{2003 16:31 |
Murnber
Currency Tvpe:

Accounting "
Diate il’l‘ll‘l‘l,l'ljlj,ll';.'";.-";.-"y' himm
Tirne dd-rarnrn =]
Percentage TTIMIT= 4
Fraction he:mnm AP
Scientific b ss AMIPM
Texk h:mm =
Special h:mm:ss
ﬁ_ vI e
belete

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

(04 i Zancel
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Displaying the Serial Number Behind the Time
Using keyboard shortcuts

The time’s serial number is between 0 and 1 (noon serial
time = 0.50).

» To display the serial number behind the time:

1. Press <Ctrl+Shift+;> to insert the current time into
cell A1.

2. Press <Ctrl+‘> to display the serial number of the
current time.

Microsoft Excel - Book1
ﬁ-ﬂ File Edit ‘Miew Insert Format Tools Daka Window  Help
A1 - & B:19:00 P

L B L ¢ 1
0763194444444444

; .
|mi.x:.lm rJ —-|
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Totaling Time Values

Excel uses serial values to recognize time. The time’s serial
number is between 0 and 1 (noon serial time = 0.50).

Tip 162

The time format to display hours, minutes and seconds is
HH:MM:SS. For example, a time of 14 hours and 56
minutes is displayed as 14:56:00.

Problem: The default time format does not allow a time
value to exceed 24 hours. For example, by entering a time
of 28:56:00, the result is 04:56:00.

Solution: Change the format of the cell by placing brackets
around the hour, [HH]:MM:SS. The result is displayed as
28:56:00.

In the screenshot below, cell C5 uses the SUM function in
a formatted cell to sum times correctly.

Microsoft Excel - Book1

-ﬁ-ﬂ Eile Edit Wiew Insert Format  Tools Data  Window  Help
[t - # =SUMCECA)

| A [ 5 [ o
L ‘ Summing Time
2 il 9:42 9:42
3 | 14:22 1422
_fil 19:28 19:28
5 19:32 43:32
B |Formulas in Row 5 =SUM(BZ B4) =SUMCL C4)
7 lFu:urmattlng in Row 5 h:rnm [hh]:mm
B
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Calculating the Difference Between Hours

» To calculate an employee’s working hours:
2 Enter the following formula into a cell:

=D4-C4+IF(C4>D4,1)

The number 1 in the IF formula equals 24 when
working with time.

For example, in row 6, the calculation is
6.00 - 20.31+ 24.00 =9.29.

B Microsoft Excel - Book1
B Fle Ede View Insert Format  Tools Data  Window Help

= - f =D4-CA+HF(Ca=04,1)
B | C | 18] | E I
Mame Stant Time End Time Difference Formula Syntax
Bill 05:44 10:40 I 04:56 !=Dd-Cd+IF(Cd>D4,1)
5 | Joe 2230 07:00 05:30
| |Roy 203 06:00 09:29
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Calculating Time Differences Between Regions of the
World

» To calculate time differences between regions of
the world:

% Enter the following formula:
=$B$3+(C2/24)*-1

and then apply the HH:MM AM/PM time
formatting to the cells.

Tip 164

Microsoft Excel - Book 1.xls

.£_|’| Eile Edit Mew Insert Formab  Tools Data WWindow  Help

£3 > A =§BYI+HC2I24)%1
I A e [ ¢ [ b [ E
L) NY LA London Tokyo
| 2 |Hours Difference 3 ] -14
3 |Local Time 9:00 A B0 AM 8 200 PM 11:00 P
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Rounding Hours Up

» To round hours up:
& Use the CEILING formula.
The formula in cell E6 in the screenshot is:
=CEILING((+D6-C6)/0.04167,1)

Note: The number 0.04167 is a decimal value of 1/24.

B Microsalt Exced - Book1

-dl] Fle Edic ew [Insert Format Took Data Window  Hefp

EB - A =CEILING((+DE-CEVD 04167 1)
A8 [ ¢ b [E F z
1
2 Hame Start Time End Time Round up Formula Syntax
3
4 Al 0932 1238 4
/5] Jog 0543 1432 g
5| Aoy 1047 1541 [ z T=CEILING(+D6-CE\ 04167 1)
7
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Converting Time to Decimal Values

> To convert time to decimal values:

% Use the HOUR and MINUTE formulas to extract
the hour and minute numbers from the time.

Tip 166

Microsoft Excel - Book 1.xls

-ﬁﬂ File Edit Wiew Insert Farmat  Tools  Data  Window  Help
B2 - B =HOURAZHMINUTE (AZ2)/%B0)

Converting
i Time Time to Decimal Syntax
2 15:10:00 I 1517 !=HOUR(A2)+(MINUTE(A2)IED)
o2 | 233300 2383
a |
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Converting a Number to a Time Value

» To quickly type time values into cells:
% Enter the following formula:

=IF(A3<1000, TIMEVALUE(LEFT(A3,1)&""&RIGH
T(A3,2)), TIMEVALUE(LEFT(A3,2)&""&RIGHT(A3,
2)))

The formatting of the cells in column B is HH:MM.

S Mucrasolt Excel - Haakl

.S Eie  Edk  Vew Isert Fomet Joos Data  Window e
: B =l 000, TMEVA UEILEF T(A3 18" "ERIGHTES 20 TIMENVE_UE(LEFT(A3 218" "BRIGHTIAI 20
B i 1] = E

Time Value
13:25
9:53
523
17:56
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Adding, Subtracting, Multiplying and Dividing

Without Using Formulas

» To carry out simple mathematical calculations, use
Paste Special & Operation:

1. In this example, assume that columns C and D are
sales figures to be added together.

2. Copy column C.

3. Select column D.

4. Press <Shift+F10> or right-click, and then select
Paste Special from the shortcut menu.

5. In the Operation area, select the Add option
button, and then click OK. The figures from
column C are added to those in column D.

Paste Special I

Paste —
Lo " yalidation
" Formulas £ all except borders
£ yalues " Column widths
" Formats i~ Formulas and number Formats
" Comments £ Walues and number Formats
Operakion -

™ More £ pulkiphy
" Divide

[~ skip blanks [ Tramspose

Paste Link ] Lol 4 ] Zancel
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Multiplying a Range by -1 in One Operation

» To multiply a range of numbers by -1:

1.

2.
3.
4

In any cell, type -1.

Select the cell and press <Ctrl+C> to copy.
Select the range to be multiplied by -1.

Press <Shift+F10> or right-click, and then select
Paste Special from the shortcut menu.

Select the Multiply option button, and then click
OK.

Note: *-1 and parentheses are added in any cell with a
formula.

B Microsoft Excel - Book1

.EIJ Fle Edit ‘ew Insert Format  Tools Data  Window  Help
B1 - Be =(A1)1
L s B S N (= S L O
1 100 -100 R
2 200 -200
&l 300 -300
4 400 -400
) 500 -500
B E00 -600
7
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Performing a Quick Calculation in the Formula Bar

» To perform a quick calculation in the Formula Bar:

1.
2.
3.

4.

In the Formula Bar, type an equals (=) sign.

Type the numbers to multiply, for example, 9*5.
Press <F9> to calculate and convert the formula to
a value.

Press <Ctrl+Enter> to prevent moving down to the
next cell. The value displayed in the cell is 45.

Microsoft Excel - Book1

.Eﬂ File Edit Miew Insert Format  Tools  Data  Window  Help
MO * X A& =05
LA B | ¢ | b | E | F | & |
1 =975
La
3|
25
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Seeing Calculation Results Inmediately

» To see calculations results immediately:

% Right-click the Status Bar to open the fast
calculation menu.

Note: Remember to select a range before using this
option.

Six functions are available:

2 Average
% Count
% Count Nums
2~ Max
2 Min
2 Sum
Mone
Average
1 2 Counk
2 4 Counk Murns
Max
L4l — i
1 =
Sum="9 0 h |

el
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Additional Functions in AutoSum

The AutoSum icon’s functionality has been expanded in
Excel 2002 and Excel 2003. Click the arrow to the right of
the AutoSum icon (a sigma) to select a function.

% If the AutoSum icon does not appear in the Standard
toolbar:

1. Right-click one of the toolbars, and then select
Customize from the shortcut menu.

2. Select the Commands tab, and from Category,
click and drag the AutoSum icon onto the toolbar.

Help

o BAE R W - @)

Sum
F . G - Average d K

Count
Maix

Min

Maore Functions...
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Fast Summation
Using keyboard shortcuts

» To sum the columns within the Current Region:

1. Select a cell in the Current Region/List and press
<Ctrl+Shift+*> (in Excel 2003, press this or
<Ctrl+A>).

2. Press <Alt+=>.

OR

Click the AutoSum icon (sigma) on the Standard
toolbar.

The SUM formula is added automatically at the
bottom of each column.

Before After
=] Ble Edt  View Insert Format Tools s ‘& File Edb Yiew Insert Format  Iocls [
R b | E T 5 T ¢ T o W

1] 1 2 3 | 1] 1 ] <
[ 2 4 B sl 2 4 B
| 3 al B 9 | ) z) B 2]

EN 4 g 12 | 4 4 g 12

| 5 ] 5 10 15 | 5 | 5] 10 15

| B | B 12 18 | B | B 12 18

7 7 14 a1l i 7 12 21

= | g 28 56 g4

9 5]

continued...
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Fast Summation (cont.)

» To add the SUM function to a vertical and
horizontal range:

1. Select the range of cells containing values,
including an empty row and column surrounding
the cells by selecting the first cell in data table,
pressing <Shift>, and then selecting the empty cell
in the first cross empty row and column (cell D8
in the screenshot below).

2. Press <Alt+=>.
OR

Click the AutoSum icon.

The SUM formula is added to the end of each row
and the bottom of each column.

Before After
.E_I] File Edit Wiew Insert Format  Tools .E_I] File Edit Wiew Insert Format Tools Da
I A [ B [ ¢ [ o [ A | B [ € | D
| 1] 1 ) 3 | 1] 1 ) 3 B
L 2 4 B L] 2 4 B 12
| | ) B 9 = ) B 9 18
EN 4 8 4 EX 4 8 4 24
| 5 | ) 10 15 | 5 | ) 10 15 30
| B | B 12 18 | B | B 12 18 36
| 7 | 7 14 21 | 7 ] 7 14 21 42
8 8 28 56 84 168
El El
continued...
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Fast Summation (cont.)

» To quickly sum values in a range:

1. Select the range of cells along with an empty cell
in a vertical or horizontal direction.

2. Press <Alt+=>.
OR
Click the AutoSum icon.

The SUM formula is added to the empty cell.

Microsoft Excel - Book1

-ﬁ—ﬂ File Edit ‘Wiew Insert  Format  Jools  Data window  Help

| A [ B | ¢ | D = (e
i 1] 2 3 i Eefore

LRz 4 5

-

1 | 1 2 3 5= After

5| 2 4 B

6|
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Inserting Subtotals Quickly
Using keyboard shortcuts

» To insert subtotals within a range of cells:

1. Select row 4, then press <Ctrl++> (the + sign) to
insert a new row.

2. Select cell A1, then select the Current Region by
pressing <Ctrl+Shift+*>(in Excel 2003, press this
or <Ctrl+A>).

3. Press <Alt+=> or click the AutoSum icon.

4. Select any cell within the data area, then select the
Current Region by pressing <Ctrl+Shift+*>, and
repeat step 3.

5. Repeat the previous step after selecting any cell
within the data area, (that is, select the Current
Region and then repeat step 3).

Microsoft Excel - Book1

ﬁ-l_] File Edit  Wiew Insert Format  Tools  Data Window

Tip 174

C10 - #& =SUM(CS,C4)
L | & | B [SNERo] E | F |
| 1 2 3
EeE]) 2 4 3
3 3 B g
4 6 12 18 < =SUM(T1:C3)
5] 4 g 12
B | & 10 148
) B 12 18
8] 7 14 21
a2 22 H 66 < =SUM(CS.CH)
10 28 56] 84l =sUM[Ca,C4)
11

Row 4 now contains SUM formulas for the data in rows
1:3, row 9 contains SUM formulas for the data in rows
5:8, and row 10 contains only the SUM formula for the
two subtotal formulas (note that the formula in cell C10 is
=SUM(C9,C4).
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Extending the Range of the SUM Formula

» To extend the range of the SUM formula:

1. In cell C7 insert the SUM formula with the total for
range AT:A5.

2. Select cell C7.
3. Press <F2> to enter edit mode.

OR

Click any place within the formula in the Formula
Bar.

4. Drag the handle of the range to extend the range
(the handle is located in the bottom-right corner of
the range).

5. Press <Enter>.

Microsoft Excel - Book1

ﬁ—ﬂ File Edit Wiew Insert Format  Tools Data  Window  Help
MO * X o A =SUMALAS)

| A | B P e ] b | E | F |
B 1 2 3

2 2 4 B

= 3 B g

A 4 B 12

5 | 5 10 15

7 IMEAT A5

8
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Tip 176

Summing Values at the Intersection of Two Ranges

» To sum figures at the intersection of two ranges:
2 Leave a space between the two argument ranges
in the SUM formula.

The SUM formula in cell F3 totals the figures in
range B3:C5.

The SUM formula in cell F5 totals the figures at
the intersection of columns B:C and row 5:5.

Microsoft Excel - Book1

.E_I] File Edit ‘ew Insert Format Tools Data  Window Help

G21 - b3
| [ 4 [ B | ¢ | b [E] F [&] H [ 1| |
B 1 2 3 4
]| 2 4 E g
= 3 g 9 12 B0 <~ =SUM(B3:C5)
4| 4 g 12 16
= 5 10 15 20 25 < [=SUM(B:C 5:9)
= g 12 18 24
| 7 14 21 26
B | g8 16 24 32
)
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Summing Values from Cells in Different Sheets

In this example, we have a workbook with four successive
sheets: January, February, March and April.

» To total figures from the same cell address in
different sheets:

1. Select a cell and type =SUM(.
2. Select the tab for the first sheet, January.

3. Hold the <Shift> key, and then select the tab for
the last sheet, April.

4. Select cell B2, and then press <Enter>.
The formula is now =SUM(January:April!B2).

Microsoft Excel - Book1 [~ |O0]
&) Fle Edt Vew Insert Format Tools Data Window Help -8 x
B2 - e =SUM(January: AprillB2)

| » bl ¢ | b | B ] F ] 6 | H
1
12| I |

|.¢ .1 v [\ January [ February / March / Aprl ) Total /| ¢ | QI
Ready UM
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Summing Stock Lists

» To total a stock list, use an Array Formula:

1. Define Names to both the Quantity (B2:B10) and
Price ranges (C2:C10). (To define a range Name,
see Tip #188.)

2. Type the formula =SUM(Quantity*Price) into a
cell.

3. To change the formula to an Array Formula (see
Tip #201), press <F2> and simultaneously press
<Ctrl+Shift+Enter>.

Microsoft Excel - Book1

] Fle Edt View [nsert Format  Tools Data  Window Help

D13 - f {=5UM(Quantity™Price)}
A T | N E- | P | G

1 | Stock Number  Quantity Price Total

£33 AdA 345 $15.00 $5,175 - =BZC2

3] Lo 205 $12.00 $2 460

4 EEE 257 $13.00 $3,5341

5 ALA 413 $18.00 $7 434

3B AdA 413 $18.00 57 434

&l EEE 517 $20.00 $10,340

g cce B21 $22.00 $13 662

a2l AAA 673 $23.00 $15,479
10 CCC 725 $24.00 $17 400

it $82.728 -  =SUM(DZ2:010)
12
| 13| The Array Formula; l $82 ?25!

14
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Summing Rounded Numbers

How Excel performs calculations:

Excel does not take number format into account when

performing mathematical calculations. When performing a
calculation, Excel operates on the entire number, using up
to 15 significant digits, without considering the formatting.

Problem:

When the numbers displayed by the cells differ from the
numbers Excel uses for calculations, there can be an
apparent difference in the totals of those cells.

For example, in cells B3 to B7 in the screenshot, the
numbers were rounded based on their number formats.
Notice that the total in cell B8 is not equal to the total of
the displayed numbers, which is 16 (see explanations to
the Array Formula in C8 in the screenshot at the last page
of this Tip).

Microsoft Excel - Book1

‘B mle  Edt  Wiew Insert Format  Tooks  Data Window  Help

ca - A [=SUMROUND(C3:C7 07
! A | B ! T I m
 — : D
|
| 11 1 1
e 2 2 2
7 3 3
6| 444 4 4
7 5.55 5 5
B 16,55 17 | 16 1
10 | =SUMA3-AT) =SUME3B7)  {(=SUM(ROUND(C3 C7 0))}
11

continued...
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Summing Rounded Numbers (cont.)

Solution 1:

Deleting Number (Permanent — No Undo!)
1. From the Tools menu, select Options.
2. Select the Calculation tab, and then select the
Precision as displayed option button.

All places after the decimal point are deleted in the
cells. The numbers displayed in the cells are whole
numbers, and the total is the sum of these whole

numbers.

Options B
Color ] International ] Save ] Error Checking ] Speling ] Security ]
View Caleulation i Edit 1 General i Transition ] Custom Lists i Chart ]

Calculation
& fuikonatic (" Maral Cale Mo (F9) !
' Automatic except tables ¥ Re e save
Calc Sheet I
n Ikeration

Maximum iterations: ilDD Maximum change: |0.001

‘workbook pptinne -

Update remate refererte
v
™ 1904 date system t%

¥ Save external link values

I~ Accept labels in Formulas

Ok I Cancel ]

Disadvantage: There is no way to undo this operation,
as the numbers have been permanently deleted.

continued...
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Summing Rounded Numbers (cont.)

Solution 2:

Use an Array Formula to Total Rounded Numbers

» To total numbers rounded to the nearest integer:

1. In cell C8, type =ROUND (see the screenshot in
the first page of this Tip).

2. Press <Ctrl+A> for the Function Arguments dialog
box, and in the first Number argument box of the
ROUND formula, enter the range C3:C7.

3. In the Num_digits argument box, type 0 to round
the number to the nearest whole digit and click
OK.

4. After the equals (=) sign, type SUM.

5. Type (to open the parentheses, press <End>, and
then type ) to close the parentheses.

6. Press <Ctrl+Shift+Enter> to create an Array
Formula (if the formula returns a #VALUE error,
press <F2>, and then press <Ctrl+Shift+Enter>).

» To total numbers rounded to thousands (see the
screenshot at the bottom):
% Follow the steps above and insert an Array
Formula into cell B8, with -3 in the ROUND
formula’s second argument box.

Microsoft Excel - Book1

.EI_] File Edit iew Insert Formab Tools Data  Window  Help
BS hd A [=SUMROUND(B2:B4 ,-3))}

20 N e e IR G
Criginal Rounding to
1 N I 5 TI 1
L 1,252 501 vEeE| ™ Rounding to thousands by Formatting
[ 5,235 5011 5296 - The farmatting: R
4 5,232 501 5,233 L
5 11,720,503 11,7221 < {=SUMROUND(EZ:B4 -3}
B
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The SUMIF Formula — Using Comparison Operators
(< >) as Criteria

Use the < or > comparison operators as criteria in the
SUMIF formula.

Tip 180

Example:
1. In cell E2, type the criterion >501.

2. In cell D2, insert the SUMIF formula shown in the
Formula Bar.

Result: The SUMIF formula returns only the total of cells
B12:B17 because the value of cells A12 to A17 are >501.

Microsoft Excel - Book1

iﬁ-ﬂ Eile Edit ‘Wiew Insett Formak  Tools  Data  Window  Help
o2 o o =SUMIF[AA EZ BE)

| & | B Jcommal £ [ F | G
1 |[Mumber | Amounts

2 100 1 &t ] =sm

5| 0 2

4|  o2m 3 81 < |=SUMEBIZEIT)
|| 201 4

B | 300 a]

) 301 a]

| 400 7

] 401 g

10 &00 a

A1 &01 10

12 | B0 11

Wy B01 12

] 700 13

15 701 14

15 800 15

7 a0 15

15
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Totaling Two Ranges Using the SUMIF Formula

» To let the SUMIF formula add or subtract amounts
from different ranges, insert two SUMIF formulas
and combine them into a single formula:

1. Insert the SUMIF formula to total the amounts
based on the criterion >701 into cell E2.

2. Insert the SUMIF formula to total the amounts
based on the criterion <300 into cell E3.

3. Select cell E2 and copy the formula from the
Formula Bar by selecting the formula and pressing
<Ctrl+C>.

4. Select cell E5 and press <Ctrl+V>.

5. Select cell E3 and copy the formula from the
Formula Bar without the equals (=) sign by
selecting the formula and pressing <Ctrl+C>.

6. Select cell E5 and enter a minus (-) sign after the
formula in the cell, and then press <Ctrl+V>. The
combined formula is now:
=SUMIF(A:A,D2,B:B)-SUMIF(A:A,D3,B:B).

Microsoft Excel - Book1

.E_I] File Edit Wew Insert Formab Jools  Data  Window  Help
ES L A =SUMIF(AA D2 B:B)-SUMIF(AA D3 B:B)

A | B Je] o [ E JF] & | H
1 | Mumber | Amounts
2 100 1 =70 31 < |=5UMIF(AA D2 B:B)
3| m 7 <300 10 =~ =SUMIF(A:AD3 BB)
4 om 3
15| 2Mm 4 I 21 _l
6| 300 5
ST &
8| 400 7
(89| 4m g
10| 500 9
11 a0 10
2| 600 1
(13| 601 12
4] 700 13
15| 701 14
(16| 800 15
(17 | 801 16
18]
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Summing Using Text Characters as Criteria

The SUMIF formula can be used with a range of different
criteria, including strings/characters.

Tip 182

The screenshot below displays the wide range of criteria
available for SUMIF formulas.

B Microsoft Excel - BookL

Z] ge Edk Wiew Insert Fomat  Iools Dot Window  Help

02 i £ =SUMIF[AA C2L" B B)

AT B e e e
1 Text Amount  Criteria _ Result Fo Criteria
£l |F~.|.’j 15,00d) Exc | (1 OO0} |=‘-"l WIFT; 3 Characters from Left

3 |Exc elTip 4, 000) A 7 0O0) —abh1ll "AA BB 1 Character frorn Left

4 A @000 PR (3,000} —SL,MIF(AA 4 B E} 3 Characters Only in Text
_5__#]3 (2,000 *Excel®  (1,000) |=SUMIF(5A C5 BB} Few Exact Characlers from Lefl or in the Middle
| B |Pacific Bell|  {1,000)

7 |Motorala a

8 Amazon 1,000

g |ac 2,000

10 ExcelTip 3,000
1]
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COUNT Formulas

The COUNT formula comes in several forms:

2 Count: Counts the number of cells containing
numbers, as well as numbers within the list of
arguments.

%  CountA: Counts the number of cells that are not
empty, as well as the values within the list of
arguments.

& CountBlank: Counts empty cells in a specified range
of cells.

% Countlf: Counts using criteria, as shown in the sample
screenshot.

E] Microsoft Excel - Book1

B Fle  Edt  Wiew Insert Format Tools  Data  Window  Help

B2 - o =COUNTIF(AACZ)
T A Bl © D _ E
Numbers
1 &Text Result Ciitera Function Synmtax__ Detalis
12 ] 1 ! 4 .| <5  =COUNTIF(AACZ) Count cells contains numbers l2ss than 5
3 2 4 ¥ =COUNTIF{AACT) Count cells contains text.
4 | 3 1 297 =COUNTIF(AAC4) Count cells contains text 3 digits only.
5 4 2 AT =COUNTIF(AACS) Count cells starts with the letter A,
B 5 1 TENCT  =COUNTIF(A:A,CE) Count cells contains the characters EXC.
7 6
B 7
9] 8
10 9
il 10
12
13| Asa
A
15 Excel
BiLEE|
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Counting the Number of Cells Containing Text in a
Range

% The COUNTA formula returns the number of cells that
contain any type of data in a range.

& The COUNT formula returns the number of cells that
contain only numeric data in a range.

Subtracting the two formulas will return the number of
cells that contain text in the range defined by the Name
table:

=COUNTA(Table)-COUNT(Table)

Microsoft Excel - Book1

‘E] Ale Edet  view Insett  Format  Tools  Data  Window  Help

Table - A
A | B | ¢ D TE] F
1A R i 9 = =COUNTA(Table]
2[R D o 5 | <- =COUNT(Table)
3 4 5 3 4 < =COUNTATable)-COUNT(Table)
4
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Counting Based on Multiple Criteria

In this example, we will count the number of rows in
which the text ExcelTip and USA appear in both columns
B and C (the range Name for column B is
Customer_Name, and for column C it is Market).

Microsoft Excel - Book1

.ﬁ—ﬂ File Edit Wew Insert Format  Tools Data  Window  Help

A17 * B [=SUM((Market="USA""(Customer_MName="ExcelTip"1}
LA | B ; C o [ E | F |
| Invoice

1 Number Customer Name Market Income
| 2 109 #1G Asia 8,040.00
3 |118 #1G Africa 25,129.90
4 AIG Europe 32,850.02
Microsoft LS4, 56,237,432
Cisco Asia 37,065.81
Cisco Africa 53,119.11
Cisco Africa 57,796.59
ExcelTip LS4 213675
ExcelTip Africa 15,452.00
ExcelTip Agia 34,409.18
1 ExcelTip Europe 43,764.14
13 [140 ExcelTip Us, 50,355.75
14 102 Intel USA, 2,270.94
5 (114 Intel Asia 23,084.00
2 |{:SUM((Market: "ISAMY* (Customer_Mame="ExcelTip" 0t
9 {=5UM{Market="USA"H{Customer _Mame="ExcelTip" N}

» To count the number of rows that must satisfy
criteria from two columns:

% Insert the following Array Formula (see how to
insert an Array Formula in page 2 of this Tip):
{=SUM((Market="USA")*(Customer_Name="Excel
Tip")}

The result of the calculation is 2. The * symbol in
the Array Formula returns a result equal to the
AND operator.

continued...
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Counting Based on Multiple Criteria (cont.)

» To count the number of cells that satisfy at least
one of two criteria from different ranges:

2 Replace the * symbol in the Array Formula with a
+ sign.

The return result calculation is 9, that is, five cells
in column B match the criteria ExcelTip and four
cells in column C match the criteria USA.

Note: This can also be done by replacing the Array
Formula with a COUNTIF formula:

=COUNTIF (Market, "USA")+
COUNTIF(Customer_Name, "ExcelTip")

Using keyboard shortcuts

The keyboard shortcut for inserting an Array Formula is as
follows (see Tip #201):

2 After entering the formula into the cell, select the cell,
press <F2> to edit it, and then press
<Ctrl+Shift+Enter>.
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Category: Euro Currency Tools Add-In

1.

% Step 2: Using the Euro Currency Tools:

1.

2.
3.
4

For Excel Versions: 2002, 2003

The Euro Currency Tools Add-In

% Step 1: Installing the Euro Currency Tools Add-In:

From the Tools menu, select Add-In.

2. Select the Euro Currency Tools checkbox, and
click OK.

Tip 186

Select cells containing values to be converted.

From the Tools menu, select Euro Conversion.

In the Destination range, select a cell.

From the From dropdown list, select the currency
to which it is to be converted.

Click OK.

E Microsoft Excel - Book1

&) Fls  Edic ¥iew Insert Format  Tock

Data  Window Help
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A B | € | D E i G
Invoice
| |Number  Date  Customer Name Market Quantity Income | — L
|2 [ 1005 05/15/2002 | Amazon Africa %66 085800} ... .1
e e | st
(4] 1023 11/15/20 KR et 12,551.00
Fo| 101> oo foeEres s
(7| 1018 07/15/20 ik“he_‘e“_'!mmmo =l 48,678,00
| B | 1028 04/15/20 Destmafionrange: 23,261.00
9| 1003 o3/15/e0  [shestiisesd =l 6,652.00
10| 1021 15/4/200 Currency conversion 11,557,00
11| 1022 15/15/20 Frem: 13,229.00
| 12] 1029 05/15/20  [gsp - Spanish Peseta = 5,851.00
(13| 1007 07/15/20 o 14,632.00
(14| 1016 ©0S/15/20 I_EUR - 5 25,232.00
| 18| 1026 02/15/20 LT 18,917.00
[ 16| 1006 0s/15/20 Qutpatfarmat: 12,554.00
17| 1008 o3/15/20  [currency(eq 1.008) 2 | 16,857.00
8| 1017 08/15/20 40,874.00
(19| 1024 12/15/20  Advanced | OF | Cancel | 16,573.00
[20] 1001 01/15/20 : 2,523.00
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Range Name Syntax

Name syntax rules:

% The Name string must begin with a text character, not
a number, and consists of adjacent characters.

& Two words can be joined with an underscore (_), for
example, to enter the Name "Excel Book", you should
type Excel_Book.

2 You cannot use a Name that could otherwise be
confused as a cell reference, for example, A1 or
1S2002, as these are already cell references.

Notes:

& There is no limit on the number of Names you can
define.

% Be sure to define unique Names for a specific
workbook. Defining Names that resemble Names in
other sheets will only complicate your work.

]

Define Name

Mames in workbook:

[
Account_Mame -

April_200z2 Close
Augusk_2002
Car_Exp. dd
Cammissions
Daka
December_2002
euro
February_2002

Income ;J

Refers ko
|=PageszigDge2

L)
=

Delete

I
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Defining a Range Name

» To define a range Name, use one of the following
two techniques:
2 Type the text directly in the Name box
1. Select cell A1.

2. In the Name box, type the text, and then press
<Enter>.

Tip 188

Microsoft Excel - Book1

AN File  Edit T#ew Insert  Format  Too
Eucel Tip) - )

Nl A A8 | o | 0
1

2]

]

A

5|

% Define a Name using the Define Name dialog box
1. Select cell B1.
2. Press <Ctrl+F3>.

OR

From the Insert menu, select Name and then
Define.

3. Type the text in the Names in workbook box,
and then click OK.

Define Name
Mames in workbook:
!ExceITip | oK
' =
Close
add !
Deleke I
=4
Refers to!
|=sheet11gag1 EY
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Deleting a Range Name

Why it is highly recommended to delete
unnecessary/unneeded range Names:

& Large number of range Names makes it more difficult
to locate a specific Name.

% Range Names create references and unwanted links

» To find unnecessary/unwanted range Names:
1. Select a cell in a new sheet.
2. Press <F3> and click Paste List. A full list of range

names and their references is pasted into the new
sheet; delete each of the unwanted Name.

Paste Name
> To delete a range
Paste name
Name: —
. Press August_2004 j
<Ctrl+F3>, Car_Exp.
Cammissions
select the Data
Name, and EutD L
then click
Tk
Delete. | canest |
Define Name
MNames in workbook:
iCar_Exp. | | oF I
Account_MName
april_z00z

Augusk 2002

Carmrissions
Data
Decerber_2002
euro

February_ 2002
Income

Refers to:

|=PageszigBg6: e =]
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Automatically Defining Names for Ranges in Lists

» To automatically define Names according to the
labels in the top row’s cells and in the left column
cell’s:

1. Select any cell in the data area and select the
Current Region by pressing <Ctrl+Shift+*> (in
Excel 2003, press this or <Ctrl+A>).

2. Press <Ctrl+Shift+F3>.
OR

From the Insert menu, select Name and then
Create.

3. Select the Top row and Left column options, and
then click OK.
Each row and column range now defines its own
range Name, for example: the range address for
the defined Name January_2004 is $B$2:$B$11,
and the range address for the defined Name
Income is $B$2:$E$2.

_‘7—_] File Edit Wiew Insert Formab Tools Data  Window  Help

| A | B | c D | E
i' Account Mame  January 2004 February 2004 | March 2004 Apnl 2004
| 2 |income 100,00 2000010 300,000 400,000
| 3 |wages & Salary 72,000 73,000
| 4 |Pension & Benefits Create n -12,000 =13,000
| 5 |Commissions IV Top row -3,000 -4,000
| 6 |car Exp. IV Left column -4,000 -4,500
| 7 [rravel I Bottom row 5,200 -5,300
| & |Poctage I Right column -1,200 -1,300
| 9 [Training [ ox | -1,700 ~1,800
| 10 [Office Supplies = Conce -4,100 -4,150
11 [Materials -2,000 -2,050 -2,100 -2,150
12
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Using a Range Name in a Formula

» To use a range Name in a formula:

1. Define the following range Names for ranges
B2:B11, C2:C11 and D2:D11, respectively (to
define range Name see Tip #188): January_2004,
February_2004, and March_2004 (see the
screenshot below).

Select a cell and type the formula =SUM.
Press <Ctrl+A>.
Select the first argument box and press <F3>.

. Select the Name January_2004, and then click
OK.

6. Paste the Names February_2004 and March_2004

in the next two argument boxes, and then click

OK. The following formula has now been inserted

into the cell:

—SUM(]anuary_2004 February_2004, March_2004)

U1 B~ W N

.ﬂD File Edit  Yiew In:.ert Format  Tools  Data  Window  Help
O - x v SUMlJ.1nual|y_2{IB=I.FeI||u.1|y_2l]l)l}

== & Lii 25 e 1=
1 | Account Name January 2004 FEhruar\,r 20041 March 2004

2 |lncome e smmoon  accnon Yp—

3 |Wages & Salar

4 Pension & Bene [ frasteName ____K|
5 |Commissions MNumber1 |January_2004 Paste name
B _|Car Exp, hiunber2 |February_2004 January_2004 s |
| 7 |Travel humber3

8 |Postage Numberd

9 |Training Nunbers[_—

10 |Office Supplies ¥
E et Adds all thy bers i of call - ]
12 al 8 NUMDErs in & range celis, Cancg|

i

14 | =SUMJanuar Number4: number ], numberz, ... are 1 ko 50 numbers to sum. Logical values and text
15 are ignored in cells, induded if typed as arguments,

16

17 Formula resut = 101,100

18
19_ Help on this funchian E Cancel |
=
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Saving a Frequently Used Formula/Numeric Value in
the Define Name Dialog Box

Example 1:

Add a formula for calculating the number of the previous
year: = YEAR(TODAY())-1

> To define a Name that returns the result of a
formula:

1. Press <Ctrl+F3> for the Define Name dialog box.
2. In the Names in workbook box, type LastYear.

3. Type the formula =YEAR(TODAY())-1 in the
Refers to box, and then click OK.

> To enter the formula into a cell:

1. Type the = sign, and then press <F3> (for the Paste
Name dialog box.

2. Select the Name LastYear, and then click OK.

Define Name

]

Mames in workbook:
Last¥ear

L)
=

Commissians
Data

Euro
February_2004 ‘J

Close

Income
January_2004
July_Z004
June 2004

Delete

March_2004 fhd
Refers ko
|=vEAR(TODRY()-1

)b

continued...

F1 — Get the Most out of Excel! 228



Category: Names

For Excel Versions: 97, 2000, 2002, 2003

Tip 192
Page 2

Saving a Frequently Used Formula/Numeric Value in
the Define Name Dialog Box (cont.)

Example 2:

Define a name that stores an exchange rate of 0.82 for 1
Euro vs. 1 Dollar.

» To define a Name that stores a value:

1.
2.
3.

4.
5.

Press <Ctrl+F3> for the Define Name dialog
In the Names in workbook box, type Euro.

Type the formula =0.82 in the Refers to box,

then click OK.
Enter a dollar amount in cell AT.
In cell B1, type the formula =A1*Euro.

» To update a value saved as a Name:
Press <Ctrl+F3> for the Paste Name dialog box.

1.
2.

3. Change the value of the exchange rate in the
Refers to box, and then click OK.

Select the Name Euro.

box.

and

Edit  Wiew Insert Format  Tools Data  Window  Help
5 A =A1"Euro
=l B c | b | E | F | G

305 4251 250449

Define Name

Mames in workbook:

iEuro o I

- Close i
Add
Delete !

Refers to:

|=n.82 3
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Automatically Updating a Range Name Reference

Updating the size of a source data range is necessary in
order to update the reference in any formula using range
Name, especially when using a PivotTable Report.

» To automatically update a range Name:

2 Insert the following formula into the Refers to box
in the Define Name dialog box:

=OFFSET("Sheet1’!$A%$1,0,0,COUNTA(
Sheet1’!$A:$A),COUNTA(’ Sheet1’!$1:$1))

Define Name I

Marmes in workbook:

Daka | oK I
Account_Mare

e
April_2004 Close I
Augusk_2004
Car_Exp, Add !
Commissions -

Eure Delete I
February_z004

Income
January_Z004 l!

Refers ko
|=0OFFSETiSheet 114a41,0,0, COUNTA{Sheet 1 1A 54), COUNTA(Shest 11414 ]

This OFFSET formula returns the measurement size of the
data table (width and height). The syntax of the OFFSET
formula is: (Reference,Rows,Cols,Height,Width).

% Reference: The reference from which you want to
base the offset (in the example the reference is A1).

& Rows,Cols: The number of rows or columns that you
want the upper-left cell to refer to (for example, 0 rows
and 0 columns).

%  Height,Width: The height or width, in number of rows
(columns) that you want the returned reference to be,
the numbers must be positive.
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Inserting/Editing Formulas

Using keyboard shortcuts

» To open the Insert Function dialog box:
2 Select an empty cell and press <Shift+F3>.

» To open a Function Arguments dialog box:
% Select a cell containing a formula and press
<Shift+F3>.

» To insert a new Formula into a cell using the
Function Arguments dialog box:

1. Select an empty cell, and then type the = sign.
2. Type the formula name and press <Ctrl+A>.

e
[z tcel - Book1

‘&) Fle Edit Yiew Insert Formst Tools Daka Window  Help
oW ~ X [E] =sumir)

:Ij,,_ = TN [ (N ) =l ) =) (- M) T
i =suiry |
| SUMIF

4 | R:mg:].‘ E‘J'

--g— Criteria | %) =

R Sum_range | ki =

e e

9

Adds the cells specfisd by & given condition or criceria;

12 Range is the range of cells you wank evaluated,
13
L
15] Formula resuk =
18] Hedp on this Funckion Cancel I

continued...
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Inserting/Editing Formulas (cont.)

» To insert a formula by typing it while being guided
by the formula syntax tooltip:
1. Select an empty cell, and then type the = sign
followed by the formula name and a ( sign.
2. Press <Ctrl+Shift+A>.

Microsoft Excel - Book1

ﬁ-_l] Bile Edit ‘ew Insert Format  Jools Data  Window  Help
MO > X B o=sumif(

L o) B | ¢ | b [ E | F | ©
1 |[=sumifi

| 2 | [sumIF(range, criteria, [sum_range]) |

3

25
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Tip 195

Entering Formulas More Quickly by Shortening Sheet
Names

Formulas can be long and often take up several rows.
Formulas can be made shorter by either using a range’s
defined Names for the references or shortening the sheet
tab names.

» To enter long Formulas into a cell more quickly:

1. Rename the sheets to shorter names, such as 1, 2
or 3, to make the formulas shorter.

2. After entering the formulas, change the sheet
names back to more meaningful names.

Formulas containing short sheet names:

[ ~scresolt Excel - Ninancial Statements

I T —_—— .
[:c] & = (SERRORNVLOCKUPAT T WAL EYSO00 28] VLOOKLIPAZ Z1A1 BYS000 2 VLOGKLIP (A3 1141 BYS000 2}
A {1 o E = G H ] il 3 T ] N [5)

L
|§i =T ]
B}

Formulas containing long sheet names:

-8
alunce 1220033155000, 25)). VLOOKUP(AT, Trial Belance 12 2002141 85000 26} VLOOKUP{AS, Trial
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Nesting Formulas
Using keyboard shortcuts
g Key

A formula can be copied and pasted into the appropriate
place in another formula in the Formula Bar by using the
<Ctrl+C> and <Ctrl+V> keyboard shortcuts.

Tip 196

» To combine Formulas into one long nested power
Formula:
1. Insert the following formula into a cell:

=SUMIF(TB_DB_Level3,A12,G12)
2. Insert the following formula into an adjacent cell:

=OFFSET(TB_DB_Level3,0,MonthSelectionNumb
er+2)

3. In the Formula Bar of the second formula, select
the formula without the = sign, and then press
<Ctrl+C>.

4. Click Cancel or Enter (the two buttons between
the Name Box and the formula in the Formula
Bar) to exit edit mode.

5. Select the cell containing the first formula, and in
the Formula Bar, select the reference G12, and
then press <Ctrl+V>.

B3 Microsoft Excel - Finandial Statements

=] Edk Wiew [rsert Formst ook Data  Window  Helb
2 - & =SUMIF(TS_DE_Leval3 412 OFF SET(TE_DE_Level3,0 MonthSelectionNumber=2))
[l & B B [ ] E |
; | |December 31, 2003 -
El
4| ¥¥E Corpaoration Inc.
ol BALANGE SHEET
6|
_?'mi December 31
g | Notes 2003 2002
Bl ASSETS
10|
|11 |Current Assets
i‘ cash 5 I 301,194 _| 918,697
13| Accounts Receivable 7 1,653,558 1,538,494
14|  Inventories B 546,173 520,133
15|  Prepaid Expenses 9 13,552 23,559
B | Tolal Current Assets 2,514,407 2,400,982
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Tip 197

Changing an Absolute Reference to a Relative
Reference or Vice Versa
% Relative Reference

When a formula is copied, a Relative reference is
used. A Relative reference is the distance, in rows and
columns, between the reference and the cell
containing the formula.

For example: In cell A1, type the number 100, and in
cell B1, type the formula =A1. Cell B1 is one column
to the right of cell A1. When the formula is copied
from cell B1 to cell B10, the distance between the
reference and the cell containing the formula remains
one column, and the formula in cell B10 is =A10.

% Absolute Reference

Select cell B1 from the previous example. In the
Formula Bar, select A1, and then press <F4>. The
result is =$A$1.

Copy the contents of cell B1 to cell B10. Notice that
the formula does not change — the formula reference
remains constant as =$A$1.

% The <F4> Key

The <F4> keyboard shortcut has four states:

% State 1: Absolute reference to the column and
row, =$A$1

% State 2: Relative reference (column) and Absolute
reference (row), =A$1

2 State 3: Absolute reference (column) and Relative
reference (row), =$A1

% State 4: Relative reference to the column and
row, =A1
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Tip 198

Copying a Formula from a Cell While Keeping the
Absolute Reference or Relative Reference

Avoid the nightmare of pressing <F4> multiple times when
coping and pasting formulas!

» To copy/paste a Formula without changing the
Absolute or Relative references:
& Option 1: Select a cell under the cell containing a
formula and press <Ctrl+ ’>.
% Option 2: Copy and paste the formula from the
Formula Bar to a cell, instead of from a cell to
another cell.

For example, cell C12 contains the formula:

1. Select the formula string in the Formula Bar and
press <Ctrl+C> to copy it.

2. Leave the Formula Bar by clicking the Enter or
Cancel icons to the left of the fx on the Formula
Bar.

3. Select another cell and press <Ctrl+V>.

5 icrosoft Excel - Financial Statements

@] Fie  Edt
NOYY

| 2003 ,31 "2AET -

X¥Z Corporation Inc.
BALANCE SHEET

31 hanyt

Notes 2008 2002
ASSETS
10|
11 |Current Assets 5
12 cach 1 5 [number+zyy | 318,607 | Level3 -
13|  Accounts Receivable T 1,553,558 1,533,404 _| Accounts Types
(14|  Inventories 2 546,173 520,133 |
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Copying Formulas from a Range of Cells Without
Changing the Absolute or Relative References

» To copy/paste Formulas from a range of cells
without changing the Absolute or Relative
references:

1. Select the range of cells containing the formulas
and press <Ctrl+H>.

2. In the Find what box, type the = sign.

3. In the Replace with box, type the # sign (to
change the formulas to text).

4. Click Replace All, and then click Close.

5. Copy and paste the cells to a new location.

6. Repeat steps 1 through 3, reversing the # and =
signs (to change the text to formulas).

Find and Replace [ 2]

Find Replace l

Find what: l=

Replace with: !#|

=
Oplions == l
Replace Al I Replace I Find &l I Find Mext ! Close |
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Copying Formulas and Pasting Them in a Transposed

Direction Without Changing the Relative References

» To paste copied cells in a transposed direction:
1. Select a range of cells in the sheet, and press
<Ctrl+C>.
2. Select any cell in the sheet, right-click, and then
select Paste Special from the shortcut menu.

3. In the Paste Special dialog box, select Transpose,
and then click OK.

The Transpose option pastes the data in the opposite
direction (that is, horizontally to vertically, or vice versa).

Paste Special HE|
Paste

LY | T Yalidation

" Formulas " all except borders

& Yalues € Column widths

" Formats " Formulas and number Formats

" Comments ™ yalues and number formats
Operation -

¥ Mone € pultiply

& add " Divide

" Subtract

I~ Skip blariks

Piaste Link | ok I Cancel !

The Paste Special dialog box has a Paste Link option that
enables to creating links to the source data while pasting
copied cells in the new location.

Problem:

You cannot select the Transpose option together with the
Paste Link option. In other words, you cannot create links
while changing the direction using Paste Special.

continued...
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Copying Formulas and Pasting Them in a Transposed

Direction Without Changing the Relative References
(cont.)

Solution:

Use the TRANSPOSE function together with the Array
Formula technique to create links that change direction.

1. Select the range A2:B6, which has the range
Name Data defined for it. The size of the range is
5Rx2C, that is, four rows by two columns. (To
quickly find the measurement, select the range
and watch for the size in the Name box while
pressing the mouse button.)

2. Select a range starting from cell A8 whose size is
2Rx5C, that is, the same size in the opposite
direction.

3. Type the formula =TRANSPOSE, and then press
<Ctrl+A>.

4. Press <F3>, paste the Name Data, and then press
<Ctrl+Shift+Enter> (read more on Array Formulas
in Tip #201).

Microsoft Excel - Book1

ﬁ-ﬂ File Edit ‘Wiew Insert Formak  Tools Data Window  Help

A8 - # [=TRANSPOSE(Data)}

| A 8 | e | | E
L

i Wear Sum
= 2001 5,291
| 2002 B,452

55 2003 7,582

B [Total 19,285

7|

g [|vear | 2001 2002 2003
9 |Sum 5,251 6,452 7.582
10 |
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Array Formulas - the Technical Side

To perform complex calculations, use an Array Formula.

Tip 201

Example: In this example there are two ranges to multiply
(each item multiplies Quantity by Price) and totals the
results.
1. For Range 1, the Name defined for range B2:B10
is Quantity (see Tip #188).
2. For Range 2, the Name defined for range C2:C10
is Price.

3. In cell D16, enter the following Array Formula:
={SUM(Quantity*Price)}

The formula returns the result of the totals of the
Quantity range, multiplied by the Price range.

To create an Array Formula, select the cell after manually
entering the formula, press <F2>, and then press
<Ctrl+Shift+Enter>.

The technical side of an array formula

An Array saves values or strings to temporary memory
locations. The Array technique opens as many cells in
memory as it needs to keep the multiplied numbers; the
Array Formula returns the total (in this example) of these

numbers from the temporary memory to the cell.

B Ble  Edt  Wiew Insert Format  Took  Data  Window  Help

C14 . A {=SUM{Quantity*Price) }
| A | B I c o

1 | Part Number Quantity Price Total

s ABST 345 15.00 5,175
%) ARSS 205 12.00 2460

4 ABSS 257 13.00 3,341
5 ARB0 413 18.00 7434

B ABE1 413 18.00 7434

7 ABB2 517 20.00 10,340

8 ABE3 621 22.00 13 562

9" ABB4 673 2300 15479
10 ABES 725 24.00 17 400
11

12]  Total 82725
13

14 I 52725 !
15 .
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Create a Custom Function

Custom Function Example

Create a function named SalesTax to calculate the amount
of Sales Tax (or VAT tax) included in the total amount line
in an invoice.

The function has two argument boxes.
% The function:

Type the code below into a regular Module sheet
(read more on VBE & a Module sheet in Tip #19).

Function Sal esTax (Total _I nvoi ce,
Tax_percentage) As Single

Sal esTax = Total I nvoice —
Total _invoice / (1l+Tax_percentage)

End Functi on

Note: The SalesTax macro can be downloaded from
www.exceltip.com/f1toc.

The formula structure is:
& Function name = SalesTax

 The Function arguments are placed in parentheses;
the above example has two argument boxes.

% The last piece of the formula, As Single, defines the
value type of the result returned by the Function (a
number with two decimal places in this case).

% The Function receives the results of the calculation
and returns the result to the cell.

continued...
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Create a Custom Function (cont.)

% Activating the function:

1. Type the total invoice into cell B2 and the tax
percentage into cell B3.

2. Select cell D2, and then press <Shift+F3> to open
the Paste Function dialog box.

3. Select the User Defined category, and then select
the SalesTax Function.

4. In the first argument box, select cell B2, and in the
second argument box, select cell B3.

5. Click OK.

iﬁ—ﬂ Ele Edit %iew Insert Format  JTools Data  window  Help

- A =PERSOMNAL ¥ SISalesTax(B2,B3)
I & | «© e & | F | &
|Total Invoice. 10825 5.25

3 [Sales Tax % B8.25%

Function Arguments
PERSOMAL. ¥L5!5alesTax
Total_Invoice [z = 10528
|Tax_percentage i|33| j;j = 0.0825
= eh

Mo help available.

Tax_percentage
Formula result = 8.25
Help on this Function oK l Cancel
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Pasting Values
Using keyboard shortcuts

» To paste the calculated value of a formula into a
single cell (thus overwriting the formula):

% Press <F2> to edit and then <F9> to calculate.

» To paste the calculated value of a formula into a
single cell under the cell containing the formula:

% Press <Ctrl+Shift+">.

» To paste the calculated values from formulas in a
range of cells, create and add a keyboard shortcut
using the VBE:

2 Insert the code lines below into a regular Module
in the Personal Macro Workbook, read more from
Tip #19 before adding the codes:

Sub PasteValues|()
! Kevbhoard Shortout: Ctrl4+Shift4V

Selection.Formula = Selection.Value
End Sub

» To paste values in a range of cells, use the Paste
Special dialog box:
1. Copy a range of cells containing formulas, press
<Shift+F10> or right-click, and then select Paste
Special from the shortcut menu.

2. Select Values and click OK.
continued...
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Pasting Values (cont.)

» To paste values using a shortcut menu:

1.
2.

Select a range containing formulas.

Microsoft Excel - Book1

With the mouse
cursor over the
selection border,
drag the range
while holding
the right button.
Release the
mouse button
and select Copy
Here As Values
Only from the
shortcut menu.

New in Excel 2002 and
Excel 2003, see Tip #26

The Paste icon has been
expanded, enabling
some options from the
Paste Special dialog box
to be quickly accessed.

Microsoft Excel - Book1

‘3] Fle  Edt Yiew Insert  Format  Tool
Al - # =D1
< B [ ¢ | ¢

1 100

|2 101

3 102

(4} 103

5 i

- E_l Move Here

g_i Copy Here

| Copy Here as Values Cnly

Link Here

Cancel

Copy HJ?‘E as Formats Only

Create Hyperlink Here

.ﬁ'l_] File Edit ‘Wew Insert Format Tools Data  Window  Help

NSEHS RIS AVE 4§ R (F9-C-E8 = -5
H1g - & Formulas
| A [ B | ¢ [ D [ [T vaes d

1]

i 2_| Mo Borders

3 | Transpose

8 fl_l Paste Link

|

"'é"| Paste Special...

[ 7]
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Displaying Formula Syntax

» To display the syntax of all formulas in a sheet:
& Press <Ctrl+> (the “ sign is located to the left of
the number 1 on the keyboard).

OR

From the Tools menu, select Options, the View
tab, Formulas, and then click OK.

% To return to the normal display, press <Ctrl+/>
again (this keyboard shortcut is a toggle).
Normal Display

Z) gk Edk Yiew Inset Fomat  Ioob [ata Window  Help

12 . B =SUMIFTE_DE_Level3 A12 OFFSETTB_DE_Level3 0 MonthSelectionfumber+2]))
A B | € [ 8] B E | & H |

3

2 2003 ,30 T -

=l
4] XYZ Corporation Inc.

| BALANCE SHEET

£l
L | 30 1ok

g8 | Notes | 2003 I 2002
= ASSETS

10|

11 Current Assets

12 Cash 5 269,505, 1,144 Level3 -

13 Accounts Raceivable 7 1,478,934 BE4 J Accomts Types
(14 Inventories g 488,325 1,092

15 Prepaid Expensas g 12,129 624
16 | Total Current Assets 2,250,304 3,744 +— Level 2 -Accounts Groups

Displaying Formulas

B Micromolt Fxced - Finania al Shalemen s
A B [de Vew foet Fomet Tock Qe Mindew ek
c12 - £ =SUMIF(TE_ DS _Level3 A12 T
A B
1
2 I::c:.)o'-- T
ER &
4 | =CompanyName
5 BALANCE SHEET
[
7 Hepori=Dat
i motns = Hiport &Y
g9 ASRETH
10
11 | Current Assats
12
13
14
15 5 OFFSET(TE_DB_Leveld,
16
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Displaying Formulas and Values of the Same Cells

» To display formulas and values of the same cells:
1. From the Window menu, select New Window.
2. From the Window menu, select Arrange.
3. Select the Horizontal option button and click OK.
4

Select one of the two windows and press <Ctrl+/>
(the key to the left of the number 1).

To move between windows, press <Ctrl+Tab> or
<Ctrl+F6>.

Fie Edit Wew Insert Foomst  Took  Data Window  Help

.| © E F [ @& H ] J K
Invoice Customer
1 Number  Date Name  Quantity Unit Price Income
2 w001 01A15/2002 | Intl 22 ple] 2,023
(3| 1002 oe/15/2002 esay 4595 10 45,852
4 | 1003 03/15/2002 EscelTip 655 10 6,652
(5 | 1004 [4/15/2002 | Toyota 185 10 1,854
B | 1005 05A15/2002 Amszon 256 10 9,658
W 4> wisheett (Shest2 [ Shedts /

| B e £
Date Customer Name uantit -
i Intel K] Tio
3| shay 4585,2 0
ExcelTip 6652 10
Toyota 185.4 10
Amazon 0e3.8 )
GM 12354 0
Ford 1463.2 n
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Selecting Cells That Contain Formulas

» To select cells containing Formulas to color,

delete, or protect, use the Go To dialog box:

1. Press <F5>.
OR
From the Edit menu, select Go To.

2. Inthe Go To dialog box, click Special.
3. Select Formulas, and then click OK.

Go To Special l
Select
i~ Comments " Row differences
" Conskants " Column differences
o s ™ Precedents
%’7 Mumbers " Dependents
v Texk £ Direck only
¥ Logicals ol levels
¥ Errors " Last cell
" Blanks ™ wigible cells anly
" Currentregion  © Condibonal Formats
™ Current array ™ Data walidation
™ Ohjects % al
" Same
(64 I Zancel
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Formatting Cells Containing Formulas

» To format cells containing Formulas using the
Conditional Formatting dialog box, add a VBA
Function:

& Step 1: Add the following VBA Function to a
regular Module, see Tip #156:

Function FormulalnCell (Cell) As Bool ean
Formul al nCel |l = Cel |l . HasFornul a
End Functi on

Tip 207

% Step 2: Use the Custom Function to identify and
format cells containing formulas:

1. Select the cells in the sheet by pressing <Ctrl+A>,
in Excel 2003 press <Ctrl+A+A> from a cell inside
a region.

2. From the Format menu, select Conditional
Formatting.

3. In Condition 1, select Formula is from the
dropdown list.

4. In the formula box, type =FormulalnCell(A1), and
then click Format.

5. From the Font tab, select any desired color and
click OK twice.

Conditional Formatting

rCondition 1

x |=IsF0rmuIaInCeII(A 1} _1!

AaBbCeYyiz ‘ Format... I
Add == Delete, .. | OF I Cancel I

Presiew of Format to use
when condition is true:
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Protecting Cells Containing Formulas in a Protected
Sheet

» To protect cells containing Formulas, two
conditions must be met:

& The cell must be locked:
1. Select a cell in the sheet and press <Ctrl+1>.

2. In the Format Cells dialog box, select the
Protection tab.

3. Select the Locked option.
% The sheet must be protected:

1. From the Tools menu, select Protection and
then Protect Sheet.

2. Click OK.

Protecting cells containing Formulas, requires isolating the
cells containing the Formulas from the rest of the cells in
the sheet, locking them, and then protecting the sheet.

2 Step 1: Cancel the locked format of all the cells in the
sheet:
1. Select all cells in the sheet by pressing <Ctrl+A>.
2. Press <Ctrl+1>.
3. Select the Protection tab, and deselect the Locked
option.
4. Click OK.
2 Step 2: Selecting cells containing Formulas:
1. Press <F5>.
2. Click Special, and then select the Formulas
option.
3. Click OK.

continued...
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Protecting Cells Containing Formulas in a Protected
Sheet (cont.)

% Step 3: Locking cells containing Formulas:
1. Press <Ctrl+1>.

2. Select the Protection tab, and then select the
Locked option.

3. Click OK.
% Step 4: Protecting the sheet:

1. From the Tools menu, select Protection, and then
Protect Sheet.

2. Click OK (a password is optional).

Format Cells

Mumber ] Aligrment ] Fant ] Border ] Patterns  Protection l

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

oK | Zancel
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Protecting Cells Containing Formulas in an
Unprotected Sheet

» To protect cells containing Formulas in an
unprotected sheet, use Validation:

% Step 1: Selecting cells containing formulas:

1.
2.

3.

Press <F5>.

Click Special, and then select the Formulas
option.

Click OK.

& Step 2: Validation:

1. From the Data menu, select Validation.
2. Select the Settings tab, and select Custom
from the Allow dropdown list.
3. In the Formula box, type =", and then click
OK.
Data ¥alidation

Setkings I Input Message 1 Error Alert ]

Yalidation criteria - =

Allow;

|Cust|:|m

Datka:

_'__J v Ignore blank

]-: EbyEer

Formula:

;_]

[=

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

Al

Clear all I (0] 4 | Cancel

F1 — Get the Most out of Excel! 251



Category: Formulas
For Excel Versions: 97, 2000, 2002, 2003

Adding a Comment to a Formula

» To add a Comment to a formula:
1. Atthe end of the formula, add a + (plus) sign.

2. Type the letter N, and in parentheses, type your
Comment in quotation marks. For example:

Tip 210

=CurrentAssets / CurrentLiabilities+ N("the
formula calculates Current Ratio")

Edricrosalt Excel - Financial Statements
[E] Bls Ede Yew Imet Fomet  Ieas  Dasa Wirdaw  bep
B11 - i =Curentis -urrerd Liahilitizs + K['the farrmula caleulazs Currerd Ratin')
A | I C I

1
7 December 31, 2003 - ]

D

4

5 ¥YT Gorporation Inc.

E

£ __Decemberdl
£ Financlal Ratios 2003 2002

o

10 Liquidity Ratios

Current Ratio I 1491 ! 190 =Cument aszets [/ Current Liahilities

(12| Guick Ratio 142 1.47 ={Current Assets-lnventaries) / Cument Liabilities
13
14 Assets Management Ratios

Inventory Turnover 2.3z 3.06 =Cest of Goods / Inventones
Assat Turmover 1.09 099 =Total Szles / Total Assets
Receivable turnover Days 156 167 =Accounts Raceiveable365 / Total Credit Sales
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Tip 211

Printing Formula Syntax

Using keyboard shortcuts

» To print the formula syntax for a range of cells:

1. Display the formula syntax by pressing <Ctrl+’>
(the key to the left of the number 1).

2. Print the desired area.

B Mcronolt Bl - Frsariad Statements
3] e [ Yew Juet Fgmet Took  ete

C12 - &
_____ A

1

e =

3

4 [=CompanyName

5 BALANCE SHEET

3

7 HeportsDate

] Notos ~Roparts¥earNumber

L] ABSETH

D#_Leveld 0 Month
0a 13,0, Man

16 Total Current Assels =1F( SUM{C12:C15)
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Stepping into a Formula

The time spent evaluating complicated nested formulas
can be enormous. This new, excellent technique will save
time.
%  From the Tools menu, select Formula Auditing,
and then Evaluate Formula.

OR

From the Formula Auditing toolbar, click Evaluate
Formula.

! A M =
ci2 - #x =SUMIFTE DB _Level3 A12 OFFSET(TE_DE_Leval
A B E

u‘l{ﬂg
M iate Farmla fE 21

I}

Deremher 31, 2000

2

3

4 ®¥Z Corporation Inc,

g BALANGE SHEET

B

kil Decemher 31

B Notes 2003 2002

g ASBETS

10,

11 Current Assets .
il Cash 5 I 301, 124 -I 318,697 Leveld
13 Accounts Receivabla g 1,653,558 1,530, 494 Accounts Ty
14 Inventories ] 546,173 520,133

|16 Prepaid Expanses 9 13,552 23,658 | |

18| Total Current Assets 2,514,407 2,400,982 <— Level 2-A

The Evaluate Formula dialog box allows moving between
the arguments in a formula and checking the calculation
result step-by-step. Click Step In to move between
arguments.

Evaluate Formula | ]
Reference: Exaluation:
*10-85 Annual Re..!1$C$12= [SUMIF{TB DB |evel3, A12,0OFFSET(TE_DB_Level3,0, = |
MonthSelectioniumber+23)

A Function in this Formula causes the resulk to change each time the spreadsheet is

calculated. The final evaluation step will match the result in the cell, buk interim steps may

ok,

Sken In Q SEn oL Cose |

F1 — Get the Most out of Excel! 254




Category: Formulas | Tip 213
For Excel Versions: 97, 2000, 2002, 2003 | Page 1

Moving Between Precedent and Dependent Cells
Using keyboard shortcuts
5 key

» To move to a precedent cell(s):

& Select a cell containing a formula and press
<Ctrl+[>.

The <Ctrl+[> shortcut is one of the most
recommended keyboard shortcuts, and is highly
recommended. It can trace a precedent cell(s) in
the active sheet, in another sheet in the workbook,
or in a sheet in another open workbook, and it can
open a closed workbook and select the precedent
cell(s) after opening.

\% Using the mouse

2 Add three icons to the Standard toolbar
% Trace Precedents
% Trace Dependents
2 Remove All Arrows

continued...
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Moving Between Precedent and Dependent Cells

(cont.)

» To add an icon to the toolbar:

1. Right-click a toolbar, and then select Customize
from the shortcut menu.

2. Select the Commands tab, and from Categories,
select Tools.

3. Drag the three icons from the Commands area to
the Standard toolbar and close the Customize
dialog box.

Customize ﬂ |
Toolbars  Commands ] Ciptions 1
To add a command to a toolbar: salect a category and drag the

command out of this dialog box ko & toolbar,
Cateqgaries: Commands:

i Trace Precedents kJ:J
=i

2 Remove Precedent Arrows
Trace Dependents

Remove Dependent Arrows

4 Trace Error

AwutaShapes j ofu Remove Al Arrows ﬂ

it Setection I Rearrange Commands, .. I

continued...
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Moving Between Precedent and Dependent Cells
(cont.)

» To use the Trace Precedents or Trace Dependents
icons to move between linked cells in the same
sheet:

Type a number into cell A1 and then type the

1.

formula =A1 into cell D1.
Select cell D1 and click Trace Precedents.

Double-click the blue arrow between the cells to

move between the precedent cell and the
dependent cell.

B Microsoft Excel - Book1

8] Ble Edt Mew Insert Format  Tools  Data ko Help
1EdoB Gl Euva b @ -
Arial 10+ Hormd ===

o1 - e =41
= G

23 s -
1 it L ?Dﬂ.

=

» To use the Trace Precedents and Trace Dependents
icons to move between linked cells outside the
sheet:

Insert a link formula =[Book1.xIs]Sheet1!$A$1

1.

into cell A1 in an open workbook.

Select cell A1 in the new workbook and click
Trace Precedents. Double-click the dotted-line
arrow to open the Go To dialog box, select the

address, and then click OK.

1 Micrasort Excel—thaakd
et e et fome fovs cee i ECTR T =]
e I e T TR - W R W
A - i =[Book1 slz|Zneat1§A3

Sl ® [ e D = [
L I |
2 e B
3
1
g
5 =
Fil Raference
5| [Toctet skTmeetiigag:
3
k(1] oo, | x| cenaal |
11

continued...
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Moving Between Precedent and Dependent Cells
(cont.)

» To move to a precedent cell:
1. From the Tools menu, select Options.

2. Select the Edit tab, and deselect the Edit directly
in cell checkbox.

3. Select a cell with a linked formula and
double-click it to move to a precedent cell.

» To return to the last four selected addresses:
The Go To dialog box holds the last four references
moved to via Go To.

& Press <F5> to open the Go To dialog box (the last
step is shown in the Reference box). Check the
address and click OK.

Go To E

Go ko

§
[Bookl . xls]SheetZ1$HES
tad2:4646

=

Reference;
|[Bockalshest 115041

Special. .. l K I Cancel I
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Circular References

How is a Circular Reference created?

A Circular Reference is created when a formula refers
back to its own cell, either directly or indirectly.

The Circular Reference toolbar indicates the reference of
the cell containing the circular reference. If you look at the
formula or the Status bar (at the bottom of the sheet), you
can pinpoint the source of the error and correct it.

B Microsoft Excel - Book2 = 3 |
] File  Ect  Wiew Insert Formst Tooks  Data  Window  Help  Typeacuestionforhen o« @ X

Al - fie =SUMAAY

A B B = (T EE ] S |
1 0 ™|
12 |
3|
4 |
|
|6 |
il
8 d
19 |
10| 7]
11
12
13
14 | X
4 4 ¥ W]\Sheet1 {Sheet shests /. 14l | o
Ready Circular: AL (] 5
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» To intentionally use a Circular Reference:

In this example, a Value-added tax (VAT) gross-up

formula is in cell B1 (the formula is =B3-B2).

1. In cell A2, enter the VAT percent (%) 0.20.

2. In cell B2, insert the formula =A2*B1 to calculate
the VAT amount.

3. Click OK to dismiss the circular reference
warning.

4. In cell B3, enter 100. A Circular Reference is
created in cell B1. The calculation of the amount
without VAT is conditioned upon the calculation
of VAT in cell B2.

Excel allows defining the number of iterations (that is, the
number of times the formula is calculated) performed to
resolve a circular reference.

> To allow iteration and set the maximum iteration
numbers:

1. From the Tools menu, select Options.

2. In the Calculation tab, select the Iteration
checkbox and click OK.

cobr | international I Save I Error Checking | Speling | Seoutty |
Wiaw Calculation | Edit | Genaral ] Transticn | Custom Lists | Chat
Caculation
' Automatic " Manual Calc Now (F5)
" futomatc except tables F Recaloulsis befon v
Calc Sheet

igrations: [F Maximum change: W
‘Workheak opions
I¥ Update pemate references [¥ Save external link vales
[ Erecidon = dsplayed [ accept labels in Fosmibas
I™ 1904 date system
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Avoiding Error Displays when Formulas Return Result
Calculations

» To avoid errors being displayed, combine the IF
formula with the ISERROR formula:

1. In cell A1, type the number 100.

2. In cell B1, type the formula =A1/A2. The
calculation returns an error #DIV/0!, which
occurs when trying to divide a number in a cell by
0 (A2).

3. To avoid displaying this error in a cell, in cell C1,
enter the formula =ISERROR(B1). The formula
returns the result TRUE. That is, cell B1 contains
an error in the calculation of the formula (the
ISERROR formula is located in the Information
category in the Paste Function dialog box).

4. In cell D1, enter an IF formula =IF(C1,0,B1).

5. Combine the formulas into one nested formula by
copying the formula (without the = sign) from cell
C1, and pasting it into cell D1.

Tip 216

6. From cell B1, copy the formula (without the =
sign), and paste it twice.
The result is one nested formula:
=IF(ISERROR(A1/A2),0,A1/A2).

Microsoft Excel - Book1

-E_] File Edit Wiew Insett Format  Tools Data  Window  Help

el - # =IF(ISERROR(A1/A2) 0 A1/42)
A [ B8 [ ¢ D E | F [ 6 | H |
100" #0K01 | TRUE 0
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Selecting/Formatting Cells Containing Errors

Selecting cells containing errors is important for fixing,
coloring or deleting of those cells.

Tip 217

% Option 1: Using the Go ARl
o Select
TO dlalog bOX: " Comments " pow differences
1. PreSS <F5>' " Constanks " Column differences
% Formulas ~ Precedents
OR I Mumbers " Dependents
[~ Text

From the Edit menu,
select Go To. M Errar 7 Lagt cel

. " Blanks " Wisible cells only
2. In the GO TO dlalog ™ currentregion  { Conditional Formats
bOX, click SPECiaI. " Currert array  © Data validation
" Object @
3. Select Formulas, and o i
SATE

Errors, and then [ o | cone
click OK. l

2 Option 2: Using Conditional Formatting to format
cells containing errors:
1. Press <Ctrl+A> to select all cells in the active

sheet, in Excel 2003 press <Ctrl+A+A> from a cell
in a region.

2. From the Format menu, select Conditional
Formatting.

3. In Condition 1, select Formula Is.
4. In the formula box, type the formula

=ISERROR(AT).
5. Click Format, select the desired format, and then
click OK.
Conditional Formatting
riCondition 1 - i
m |=1sERRORIAL) =

when condition is true:
add == I Delete... | ok I Cancel I
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Tracing Errors in Formula Results

» To trace an error when using Excel 2002 & Excel
2003:
1. Select cell B1 (a cell containing an error), and
click Error Checking (the first icon on the left of
the Auditing Formulas toolbar).

OR

Use the Smart Tag to open the Error Checking
dialog box.
2. Click Options.

Microsoft Excel - Book1
-5_|] File Edit Wew Insert Format  Tools Data  wWindow  Help

Gl eaBHESAR

i B =A1A2
Error Checking
| T—= | B 1 ¢ | b | E | F | 6 [ H
1 100[_#Dival TRUE 0
Error in cell B1

=AllAz

[ Divide by Zero Errar Shiowy Calouiation Steps...
The foemula or function wsed is dividing by
zero or emply cels, Igrare Error
Edit in Farmula Bar
Dpkions, .. Previous Tt

Options [7]=]

Settings

[¥ Enable background errce checking Reset Ignored Errors
Error Indicator Color: | Automatic =

Rules —
¥ Evaluates to errce value
[V Test date with 2 digit years
¥ Number stored as text
¥ Tncorsistent formula in region
I Farmiila omits gelks in region
v Unlocked cels containing Formulss
[~ Formulas referring b empty cels
IV List data valdation error
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Quickly Creating Links Between Ranges

» To use Paste Special to create links quickly:

1. Copy a range of cells containing data, and select a
cell in another sheet or workbook.

2. Press <Shift+F10> or right-click, and then select
Paste Special from the shortcut menu.

3. Click Paste Link.

Paste Special
Paste
" walidation

i Formulas &l except borders

£ Yalues " Column widths

i~ Formats " Formulas and nurber Farmats

" Comments " Walues and number Formats
Operakion -

%" Mone £ Mulkiply

i add " Divide

i subkract

™ skip blanks [ Transpose

Faste Link ]\g K l Zancel
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Unintentionally Creating Links Between Workbooks

Links are created unintentionally by moving sheets
containing range defined Names from one workbook to
another.

When moving or copying a sheet by selecting its tab (that
is, by right-clicking, and then selecting Move or Copy
from the shortcut menu), unwanted links can be created in
the new workbook if the copied sheet contains Named
ranges.

% |

27 |

_2_8 I Insert...

29 |

3|:|| Delete

El Rename

32|

L] Mowe ar Copy..,
5 N
_3"'1' | Select Al sheets
_3_5 I Tab Color...

36 |

Exa > G iew Cods .
H 4 F M E\ShEE |- e -~

Ready

Broken links are created when the location of the
precedent workbook is changed on the hard disk.

If you save a workbook that is linked to another workbook
and then move or copy the linked workbook to another
folder on the hard disk, the first workbook will
(erroneously) refer to the original reference location.

F1 — Get the Most out of Excel! 265



Category: Links
For Excel Versions: 97, 2000, 2002, 2003

Tip 221

Canceling the Update Links Message While Opening

a Linked Workbook

» To cancel the Update Links message while opening
a linked workbook:

1. From the Tools menu, select Options, and then
select the Edit tab.
2. Deselect the Ask to update automatic links

checkbox, and then click OK.

cobe | mtemaonat | save | Enerchedig | ssenn | ssoiy |

View | Cooustion Bt | Genersl | Trenshion | Costmliss | Chert

Settings

I~ Edit dirmcthy i o=l ¥ Extend data rangs formets ard farmalas

I¥ adow call drag and drop
¥ dlert befors ovsriitng cels
I tove selecion aftsr Erier

P Enable automatic parcant enry
¥ ‘Shiow Paste Cpbens butbons
I Shons Trsett, Options buttons

Ciraction: cown =]

I Fized dzomal

Places:

cwcs_|
New in Excel 2002 and Excel 2003:

Choose one of three new options in the Startup Prompt
dialog box:

2 From the Edit menu, select Links, and then click
Startup Prompt.

o

i

|
Source | Type | Lpdate [ Skatus ’ Lipdate Yalues |
Book3 ‘Worksheet A Uriknown |
harne Seiweg | |
Startup Prompt E |
‘Wher this workbook is opened, Excel can ask whether or not to update ,e_l |
links to other workbooks, |
% |Lek users choose to display the et or not! |
" Don't display the alert and don't update automatic finks : i
" Don't display the alert and update links
Location:
Ttern; oK | Cancel l
Update: i+ fuit

|
Close |

266

atarbup Promgt, .
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Breaking Links Between Workbooks

» To break unwanted or orphaned links between
workbooks in Excel 2002 & Excel 2003:

1. From the Edit menu, select Links.

2. Inthe Edit Links dialog box, select the Source
workbook and click Break Link.

Edit Links

Update Yalues |
Change Source... |
Qpen Source |

Break Link

Check Status |

Lacation:

Item;:

Update: & automatic £ Manual

Startup Prompt... | Close I
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Changing the Source Link

Changing the source link allows changing the location of
the source workbook on the hard disk, or to exchange one
workbook for another.

» To change the source link:
1. From the Edit menu, select Links.

2. Select the source workbook you want to change,
and then click Change Source.

3. Select the workbook that should be linked in the
folder you have opened, and then click OK.

Edit Links

Source i | Status Update Yalues |

Change Source...

Qpen Source

Break Link I
Check Status |

Lacation:

Item;:

Update: & automatic £ Manual

Startup Prompt... | Close I
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Finding and Deleting Unwanted and Orphaned Links

» To find unwanted links created by range Names:
1. Select a cell in the sheet.
2. Press <F3>, and click Paste List.
3. Check the list, and identify any defined Names
you want to delete.
4. Press <Ctrl+F3>.

5. Select each Name, and click Delete (you cannot
delete all of them at once).

» To find unwanted links:
1. Press <Ctrl+F>.

2. In the Find box, type a [ (every externally linked
formula has a square bracket).

3. Start the search, and delete any unwanted
formulas (carefully!).

» To check the Edit Links dialog box:
1. From the Edit menu, select Links.

2. Select the source workbook whose links you want
to delete, and then click Change Source.

3. In the folder, select the workbook you are
currently working in (that is, link the workbook to
itself), and click OK.

» To save the workbook under a new name:

If cells are having links to a non-existing workbook
that is not shown in the Edit Links dialog box, there is
a solution.

1. Save the workbook containing the links, using the
name of the workbook to which it is linked. The
links are automatically deleted (the new workbook
is linked to itself).

2. Save the workbook again while renaming it.
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Vlookup Formula — Organizing the Data Table

Rules for organizing the data table for proper use of the
Vlookup formula:

& The Vlookup formula searches for the lookup criteria
in the leftmost column of the data table. It is
recommended that the whole sheet be used as the
data table, so that Vlookup will automatically look at
column A as the leftmost column.

® Defining a Name for the sheet (to use it as the
Table_array (the second argument in the Vlookup
formula) will eliminate the need of updating the range
reference in any Vlookup formula.

» To define a Name for the sheet:

1. Select a cell, and click Select All (the button at the
top-left corner of the intersection between rows
and columns).

OR
Press <Ctrl+A>. (In Excel 2003, press <Ctrl+A+A>
when selecting a cell in a region.)

2. Press <Ctrl+F3>, and in the Names in workbook
box, type the Name for the data table.

3. Click OK.

dt  Mew  [rset Fomab  Toob Dote  Window  Hep
Fe Account Nernber

Erount

il Number Accout Name December 2002 December 2003

2 1041 Checking Account #1 &1 BOE.0D £0 44500
il .

T EES T

::3 Piofers bat E73
7 R T ) = oo
1897 Office Fuminshings & Eauip ATHIEZS 1034

F1 — Get the Most out of Excel! 270



Category: Lookup Formulas & Power Techniques
For Excel Versions: 97, 2000, 2002, 2003

Vlookup Formula — Eliminating Errors

» To eliminate errors that occur when using the

Vlookup Formula:

% In the screenshot below are four Vlookup
Formulas. In this example, we asume that the
index number 1115 is not included in the index
list in the leftmost column of the data table, the
index number 1121 is included and the defined
Name for the data table is Data:

& Cell C2: The fourth argument of the Vlookup
Formula is empty, therefore, the formula
returns a result according to a number equal
to or less than the lookup number from the
index list.

& Cell C4: In the fourth argument of the Vlookup
Formula = FALSE, therefore, the formula
returns errors when the lookup value is not
included in the index list, which is the leftmost
column of the data table.

% Cell C6: The ISERROR formula, nested in the
IF formula, returns TRUE when Vlookup
Formula returns an error, and therefore, the
final result is 0.

% Cell C8: The ISERROR formula nested in the
IF formula returns FALSE and the Vlookup
formula returns the appropriate result number.

Tip 226

B3 ricensaft Exced - Book1
@] Fle Edt Wew [est Fomst Jook Dsta Window  Hela

=] - £ =IF{SERRORYLOOKUP(ES Data 2 FALSE] N, VLODKUP(ES Data 2 FALSE))
] B [ i
;_ 1] 1118 Accounts Receivable =VLOOKUR(B2 Data,2)
1_1 2 1118 i, =VLOOKUR{E3 Data,2 FALEE)
g
R i T IFISERRORNLOOKUR(BS Data 2 FALSE) 0 VLODKUP(EE Data,2 FALSE)
l;_ A 121 Alewance for doubtful accounts =IF]SERRORMNVLOOKUPIBEE Dsia, 20 0 WVLOOKURBED, Dsis 2 FALSED
g
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Index Formula vs. Vlookup Formula

What are the advantages of using the Index Formula
instead of Vlookup Formula?

S How the Index formula calculates and returns results:

The Index formula returns a value from the
intersection between the row number and the column
number in an Array. For example, in the screenshot
below, the amount of Petty Cash for December 2003
is 585, which is the intersection cell of row 7 and
column 29.

The Index formula syntax is: =Index(Data, 7, 29),
where Data is the defined Name for the sheet (see Tip

#225).

éu Fle Edit Y¥iew Insert Format  Jools Data  Window  Help

| 2 | 17 ] i) |
| Account
1 | Number Accout Name December 2002 December 2003
2 1011 Checking Account #1 51,606.00 50 446.00
3 1012 Checking Account #2 26 558.00 22 535.00
4 | 1021 Paymoll Checking Account 15,998.00 17 558.00
5 | 1051 Savings Account #1 150,000.00 160 ,000.00
] 1061 Money Market Account #1 75,000.00 50,000.00
7 1091  Petty Cash 435.00 585.00
8 1111 Accounts Receivable 1,635,493 .60 1553 557.84
9 1121 Allowance for doubtful accounts
10 1201 Inventories for sale 520,133.25 54617343

% How the Vlookup formula calculates and returns
results:
The Vlookup formula returns a value from the
intersection between the found lookup value in the
leftmost column and a column index number in the
Table Array. For example, in the screenshot above,
the Account Number (column A) for Petty Cash is
1091, the column number for December 2003 is 29,
and the amount for Account Number 1091 and
December 2003 is 585.
The Vlookup formula syntax is: =Vlookup(1091, Data,
29).

continued...
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Index Formula vs. Vlookup Formula (cont.)

2 So, which one is better to use?

The main difference between the two formulas is that
when using Index, there is no need to organize the
data table into a special format — you simply find the
intersection between a row and a column. When
using Vlookup, though, you always need to move the
lookup column to the left side of the data table.

2 Use the Match formula to find the row, column and
index column number when using both Vlookup &
Index formulas

The Match formula returns the cell number where the
value is found in a horizontal or vertical range. For
example, look at row 3 in the screenshot below.
December 2003 is in cell number 29 in row 1 (the
Name defined for the list is Row1), see the screenshot
on the previous page.

In row 7 in the screenshot below, two Match formulas
are nested in an Index formula. The first calculates the
row number where the text Petty Cash is found

(row 7) and the next one calculates the column
number for December 2003 (number 29).

B Microsoft Excel - Book1

=] e Edt  Miew Insert Format  Tools Deka Window  Help

o7 v £ =INDEXData MATCH(BT Accout_Name 0) MATCH(B3 Rowl 3))
. A ‘ B | o

1 |Formula Lookup Value Result Formula Syntax

2

3 :Ma'.ch December 2005 29 =MATCH{ES Rowt 0)

4

5 [Wlooup & Match 1091 585 | =vLOOKUP(ES Data MATCH(B3, Row! ), FALSE)

6

7 |index & Match  Petty Cash 585 _J=INDEX(Data MATCH(E7 Accout_Name ) MATCH(ES Row! 1))
]
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Adding a Combo Box

% Step 1: Defining two Names to be used in a Combo
Box:

1. Add a list of months to a new sheet, select cell A2,
and then press <Ctrl+Shift+Down Arrow> to
select the list.

2. Press <Ctrl+F3> and define the Name MonthsList.

3. Select cell B2, press <Ctrl+F3> and define the
Name MonthSelectionNumber.

Microsoft Excel - Financial Statements

.Eﬂ File Edit Miew Insert Format  Tools Data  Window  Help

honthSelecti... = 1

I A | B | ¢ [ o |
L | Months List Month Selection Number

2 |danuary 31, 2002 [ 1

| 3 |Februany 28, 2002
4 [March 31, 2002
5 |April 30, 2002
| B [May 31, 2002
7 |June 30,2002
8 [duly 31, 2002
| 9 | August 31, 2002
10 |Septermber 30, 2002

% Step 2: Adding a Combo Box:

1. In the sheet where the report is being created,
place the mouse arrow over any toolbar,
right-click, and then select Forms from the

shortcut menu.
EX

2. Click the Combo Box ':'EE'M icon. The
cursor changes into a cross.

3. Select a cell in the sheet, and draw the shape of
the Combo Box. When you are finished, a Combo
Box appears.

continued...
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Adding a Combo Box (cont.)

4. Select the Combo Box you just created and make
sure you are in edit mode (see the small circles in
the screenshot below).

¢ e =

5. Right-click, and select Format Control from the
shortcut menu.

Select the Control tab.

In the Input ==& . =]
Range box S st i A {591

’
type the Trsck range: |Monthatist =]
preViOUSly Ceblink: [MentrSelectiontlumber =]

. Lirop dowver fines: FS.—
defined ]
Name,
MonthsList.
¥ 3D shadirg
=0

8. In the Cell Link box, type the defined Name,
MonthSelectionNumber.

9. Select the 3-D shading checkbox, and click OK.

= Microsoft Excel - Financial Statements

@] Fle Edt wew Inset Formast Tooks Dsks  window  Help
1k A =5 C | (8]

December 31, 2003 -

e

2 {

3

4 | XYZI Corporation Inc.

5 BALANCE SHEET

7 December 31

8 | Motes 2003 2002

g ASSETS

10

11 |Current Assels

12| cash s 301,124 318,607
(13|  Accounts Receivable 7 1,652,558 1,538,494
4 [nventories B 546,173 520,133
15| Prepaid Expenses 9 13,552 23,659
16 | Total Current Assets 2,514,407 2,400,982
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The Power Combination

Combining the SUMIF and OFFSET formulas, a Validation
list and a Combo Box to return a summary from data to be
selected by month — truly a power combination!

% Step 1: Selecting items from Validation lists

Selecting an item from a Validation list (column A in
the screenshot) enables formulas entered into cells in
columns C and D to identify the text and return the
summary results from a column that contains the
criteria (the chosen item) for the month selected in

the Combo Box.

Ed Microsoft Excel - Financial Statements

] Ble Edt ‘Yew [eet Fomar [ools Dot Wndw  Heb
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= - S —

| 1}

@

3

4 X¥ZI Corporation Inc.
15 BALANCE SHEET

B

| December 31

(8 | Notes 2003 2002

| ASSETS

0]

_11 Current Assets

i 5 301,124 318,597

— | Acrounts Receivatle 7 1,553,558 1,538,494
14 Triverkaries ;] 546,173 520,133
18 | cther Curent fasets g 13,552 23,653
B smert mevanus Bond 2811407 2,100,082
17 pateres, Tradsmarks and Gaodwil

15 [ Lard & Bulding 10

19 Land & Building aT+,019 677,191
20 Machinary and Equipment 386,140 326,052
(21|  Fumiture and Fixtures 59,410 47,905
2 Tatal Property and Equipment 1,119,569 1,051,150
|23 Less: accumulated Depreciation (478,852) (4190,540)
24 MNet Book Value 640,717 631,610
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The Power Combination (cont.)

» To add a Validation list to a range of cells:
1. Select the range of cells (in the screenshot on the
previous page, the selected cells are A12:A15)
2. Select cells A19:A23.
3. From the Data menu, select Validation.

4. In the Data Validation dialog box, select the
Settings tab, and the select List from the Allow
box.

5. In the Source box, press <F3>, select the Name
defined for the list (Level3 in this example, see the
screenshot on the last page for this tip), and click
OK.

Data Yalidation 21

Sethings | Input Message I Error Alert ]

Walidakion criteria
Ao

¥ Tgnaore blank
¥ Tn-cell dropdawn

|=Level3 7|

I~ Apply thess changes ko all other cells with the same settings

Clear all | Cancel

continued...
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The Power Combination (cont.)

%  Step 2: Entering formulas that return summary
balances for chosen items

The formula in cells C12:C15 is:

=SUMIF(Datalevel3,A12,0OFFSET(Datalevel3,0,Mont
hSelectionNumber+2))

The formula in cells D12:D15 is:

=SUMIF(Datalevel3,A12,0OFFSET(Datalevel3,0,Mont
hSelectionNumber+2-12))

B Microsoft Lxcel - Financial Statements

] Bl Edr Wew  Ireert Format Toos Dota window  Heh

1z X A =SUMIFDatalevel2 A12 OFFSET[Datalevel 0 MordhZalactionMurbar+2))
A B | [z | 1] E Ei|
; December 31, 2003 -
3
[ XYL Corporation Inc.
5 BALANCE SHEET
B
| December 11
g Notes 2003 2002
8 ASSETS
|
11 |Current Assets
ﬂ Cash 5 I 301,124 .I 318,697
13 Accounts Receivabla ¢ 1,553,558 1,538,394
i TnvRAEOFiEs a G46,173 520,133
15 Frepaid Expenzes Q 13,552 23,058
15| Total Current Assets 2,514,407 2,400,982

continued...
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The Power Combination (cont.)

Explanation:

The SUMIF formula in column C summarizes the
balance amounts from the December 2003 column;
the SUMIF formula in column D summarizes the
balance amounts from the December 2002 column.

The SUMIF formula has three arguments:

Function Arguments B
SUMIE— _
Range |Dakalevels =
Criteria [412 ] = rcas

Sum_range [OFFSET (Datalevel3,0,Morthselectiontis T = valatile

= Yaolatile
Adds the cels specified by a given condition or criteria,

Range is the range of cells you want evaluated.

Forrnuls result = Wolatile
Help on this function Cancel

% First argument: The range to evaluate according to the
criteria entered in the second argument of the SUMIF
formula. In this example, the range is DataLevel3,
which is the Name defined for column C in the
Balance Sheet database. It contains Level3 items of the
Balance Sheet, such as Cash, Accounts Receivable,
Inventories, and so on.

% Second argument: The criterion is the item chosen
from the Validation list Level3.

continued...
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The Power Combination (cont.)

% Third argument: The column from which the data will
be summarized. This will be chosen according to the
OFFSET formula for the month column, which is
adjusted by the number selected from the MonthsList
in the Combo Box. The OFFSET formula enables the
selected month to be diverted from the base column
(column C in the screenshot below).

I Micraseit Bxcel - Financial Statements
M) e B Yfow boel Fgmad o Dala Wiedw  Heb

Dstaleveld v f Lewl 3
A 8 PG P 3 %
Account H
Lavel 3 Lovel 2 Lawel 1
Cash Cur s5els

[Cash Cun
ah Cun
Cash Cument

Cash Cumant

[Cash Curent

Aceounts Recenable Curent
nurts Aceounts Receabls Cun

rveniones Cun

%  How the OFFSET formula operates

Column 29 is the column number for December 2003
and the column number for December 2002 is 17,
which is 12 columns before (see the screenshot
below).

» How to change the heading titles in a sheet from
characters to numbers:

1. From the Tools menu, select Options.

2. In the General tab, and check R1C1 reference
style.

B Microsoft Cxcel - Fmancial Stakements
] A Edt Wew inewt  Fomar ook Data Window  Help /'_\\
J| 2 3 i [ 5 [ £ 29
Agcount

1 Humber Accout Hame Lewvel 3 Lewel 3 Level 1 December HA? 3

| 2 1011 |Thecking Account 21 Current Asseis 51E06.00 £0,445.00
3| 1012 Chacki 25 40,00 22,5300
110 15 598 M 1755500
=9 1051 Current & 150,000.00 1E0,000.00
B 101 Current Sszeis 75 C00.00 £0,00.00
7 1 b sh Curret s 43500 S350
| B 1111 Accounts Receivable Accounts RacCurrent Assets 1533 49350 1)553 557 84
a 1121 Allewanca for doubdful acco Accourts Rac Current
A 1201 vestories for sale Current 5201159335 546,17343
continued...
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The Power Combination (cont.)

When December 2003 is selected from the Combo Box
dropdown list (Months List), the month number in that list
is 24 (this is calculated by determining the number of
months between January 2002 to December 2003: 2 years
* 12 months = 24). The linked cell to the Combo Box

receives the value of 24.

In the data sheet, column 3 is the base column that the
SUMIF formula evaluates for the criteria in the second
argument of the SUMIF formula. In this case, December
2003 is distanced from column C by 24+ 2 = 26 (2=
Column D & Column E).

In the third argument, the Sum_range should be 26
columns distant from the base column. The OFFSET
formula returns the result of 26 and causes the SUMIF
formula to summarize the figures from the December
2003 column.

Function Arguments

OFFSET-

Reference ]DataLeveIS

Rows !D

Cols ]MonthSeIectionNumber+2
Height |
width |

= Yolatile
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 vou want to base the offset, a reference to a
cell or range of adjacent cells,

Formula result = ‘Wolatile

Help on this Function oK I Cancel |

This Tip is taken from the Financial Statements.xls book.
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Adding the Page Setup Icon to the Excel Menu Bar

» To add the Page Setup icon to the Excel Menu bar:
1. Right-click one of the toolbars, and then select
Customize from the shortcut menu.
2. In the Commands dialog box, select File from
Category.

3. From Commands, drag the Page Setup icon onto
the menu bar.

Using keyboard shortcuts

A new keyboard shortcut has been created:

After the Page Setup icon has been added to the Menu
bar, press the <Alt+u> shortcut keyboard to open it.

(E] Fle Edt  wiew Insert Format  Financial Statements Tocks  Data  Window Page Setup. Help

i A B 5 | D | ™ E

1
== | December 31, 2003 LI

SR Customize ﬂﬂ
4 | XYZ

= B, Toolars Commands | Gptions |
_§_ To add a command to & toolbar: select & cabegory and drag the
7| command out of this dislog box to a toolbar,

a Categories: Commangs:

9 ASSETS o] Checkout =
10 5] Checkin...

11 |Current Assets Insest a .
7 Format = Update File
Kl Toal

18 | Property and Equipment (a D::; [ G |

19 Land & Building ‘Window and Help B setPrint Area

s = ki

20 Machinery and Equipment h:.t:%h?apes | Clear Print Area =
2 Furniture and Fixtures

22 Total Property and Equipn | oy Selection | Rearrange Commands. ., |

s} Less: Accumulated Depret

24 Net Book Value

25

26 | Other Assets _Close
7 Investment in Revenus Bc -
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Copying the Page Setup to Other Sheets

» To copy the page setup to other sheets in the

Tip 231

workbook:
1. Select the sheet whose print settings you want to
copy.

2. To group the sheets in the workbook you want to
copy the page setup, see Tip #105,
Grouping/Ungrouping Sheets.

3. From the File menu, select Page Setup, and then
click OK. The page settings from the sheet
selected in step 1 are copied to all of the selected
sheets.

4. To ungroup the sheets, hold the <Shift> key and
click the active sheet tab or select the active
sheet’s tab, right-click and select Ungroup Sheets
from the shortcut menu.

23]

24|

25_| Ungroup Sheets
26 Insert

27 | e

28 | Delete

_2_9| Rename

Exl e or
31 Move or Copy. ..
32_| Select all sheets
33_i Tab Color...
ot N 3 view Code E
M 4 b+ M} Sheeth——m i
Ready
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Tip 232

Removing All Page Breaks from the Sheet

» To remove all page breaks from a sheet:

1. Select all cells in the sheet by pressing <Ctrl+A>.
In Excel 2003, press <Ctrl+A+A> from a cell in
the Current Region/List.

OR
Click Select All at the corner of the sheet’s

headings.

2. From the Insert menu, select Reset All Page
Breaks.

E Microsoft Excel - Financial Statements
n:‘i] Eile Edit Wew  Insert | Format  Financial Statements  Tools

Data  Window Help

Calls
December 31, 2003
| ‘poration Inc.
1. (ks > Statement
B |l chart.. id December, 31 2003
: Symbal...
5 #Ul Notes 2003 2002
[l Revenue Reset 3l Pags Breaks 20
Sales : : 2,920,093 2,633,626
Seryices | fx Eunctin... 955,214 725,456
Total Reven Iame 3 3,875,307 3,359,084
7l|Cost of Goods § —d Comment
Materials S . 854,521 733,352
Labor & Subl =~ 602,125 536,645
Other Cost g #,7 Diagram... 384,521 350,241
Increase / Di bt 21 -26,040 -30,254
Total Cost o = 2 1,815,127 1,589,984
| & Hypesink... Qe
Gross Income 2,060,180 1,769,100
Operating Expenses
Selling 480,161 ‘441,256
General & Administrative 22 758,542 675,992
Other Operating Expense 23 275,541 260,887
Depreciation 59,312 50,221
Total Operating Expenses 1,573,556 1,428,356
|| Net Income before Operations 486,624 340,744
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Inserting a Watermark Behind the Text

» To insert the text "Confidential" behind the data in
a Financial Statements report:

1.

Select one of the toolbars, right-click, and select
the WordArt toolbar from the shortcut.

On the WordArt toolbar, click the Insert WordArt
4 icon.

From the WordArt Gallery, select any example,

and then click OK.

In the WordArt Edit Text dialog box, type

Confidential, select the font and size, and then
click OK.

Right-click the WordArt, select Format WordArt
from the shortcut menu, and then select the Colors
and Lines tab.

In Fill, select No Fill from the Color dropdown list.
In Line, select a color that is not too light from the
Color dropdown list, and then click OK.
Right-click, select Order from the shortcut menu,
and then Send to Back.

Adjust the object’s size and location to suit the
sheet.

B M resall Exe el - Fnane il Sal emesd s

U] fle Edt Yew [remt Fomet  Froncd Satements Took  [ate  Window el

A B G D E
5 |ecember 1, 200y -
3
4 X¥Z Corporation Inc.
5 BALANCE SHEET
6
7 Docambar 31
a Notes 2003 2002
2 ASSETS
10
11 Curren t Assets
12|  cash 3 L2 318,697
13 accounts Raceivably 1 1658, 588 1,538,494
14]  inventorias [ 548,113 590,133
15 Prepaid Expenses s 0 A1 15, sk 23,659
16 Total Currgnt Assots [ 2B18407 | 2,400,900
17
18 Property and Equipment (s n
18] Land & Bultting a14,019° 677,191
) n 88, 140 32 2
21 £9,410 47,906
2 1,119,569 " 1,051,150
23| Less! Accumifated Bepre (470,052) (219,540
4 Net Book Value 640,717 631,610
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Printing a Page Number in Portrait While the Page Is
in Landscape Layout

Problem:

Assume that one of the pages in a report is set up in
landscape layout, while all the other pages are in portrait
layout.

When all the pages are combined into a single report, the
page number that should be at the bottom of the
landscape page will not be printed at the bottom, but at
the right side (the footer of a page printed in landscape
layout).

Solution:

Print the page number from a cell in the sheet, not from
the Header/Footer in Page Setup.

Example: The Income Statement (see the screenshot at the
end of this tip) has many columns, and is printed in
landscape layout while all other pages are printed in
portrait mode.

» To print the page number from a cell in the sheet:

1. Select column A (see the screenshot at the end of
this tip).

2. Right-click, and select Insert from the shortcut
menu.

3. In cell A3, type the number of the page in the
report (in this example, 5).

4. Select the range A3:A26, and press <Ctrl+1> to

format the cells, and then select the Alignment
tab.

continued...
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Printing a Page Number in Portrait While the Page Is
in Landscape Layout (cont.)
5. In Text Alignment, select Left from the Horizontal
dropdown list (in Excel 97, select Right), and
Center from the Vertical dropdown list.

Format Cells [#]=]

Number  Alignment I Fork | Eorder | Pattermns ] Prntecnr_-n]

Test alignment: O
Horlzantal:
ILa‘t rl ik
Werbcal: m
ICenber 'i

Texk cortrol
I Wrap tect

r

Right-ta-left - ;
Text direction;
IConbe><t -

o] oo

6. In Text Control, check Merge cells.

7. In Orientation, change the text orientation to -90
degrees (if the sheet direction is right to left, text
orientation should be +90 degrees), and then click
OK.

» To update the print area:

1. From the File menu, select Page Setup.

2. Select the Sheet tab.

3. In Print Area, change B3 to A3. The new print
area is now A3:J26 (that is, the print area includes
the new column).

4. Select the Margins tab, and reduce the right
margin to 0 (so that the page number will appear
at the bottom of the printed page).

5. Select the Header/Footer tab, and then select
Custom footer.

continued...
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Printing a Page Number in Portrait While the Page Is

in Landscape Layout (cont.)

6. Delete Page (if it appears in one of the sections),
and then click OK. The page number, 5, is
displayed horizontally and centered in Column A.

(B Microsolt Licel - Dook1

] Be Edt Wew [met Fgmal Iock Dets Wedw peb 4 ST
A B [ 1] E F [} H ] ]

i

B

4 riber 200

L

LE | V1D Provioms Toar

Iz | Memth W wID Ui Mimith i 3 o
el rcome

(4] e 22,121

10 b ot | 10,220

L] fotal oo 267,366

121 .

[13] ot of goods sod 155 652

14 woss income 1 taLate

Ha |

i seneral i Al 571

bzl ey
(] Total

13

a0 iea Eaenings
(=]
0

-3

x

1
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Hiding Data Before Printing

» To hide data before printing, use one of the
following techniques:

% Hiding a column(s) and/or row(s):

Tip 235

To hide a column(s), select it and press <Ctrl+0>;
to hide a row(s, select it and press <Ctrl+9>. (To
select a row(s) or column(s), see Tip #11.)

% To hide data within the cells:
Change the font color to white.

% To hide numbers:
Use Custom Formatting, for example, to eliminate
the display of negative figures, use "#,##0 ; ;" for
the format (see Tip #58 for the symbols used in
Custom Formatting).

% To hide areas:
Adding a white text box with clear borders from
the Drawing toolbar.

DLaw'..\; Autoshapes = N\ \Dtﬁ@uﬂﬂ: BE S-F-A-== B P

Text B
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Preventing the Printing of Objects

» To prevent objects from being printed:

Tip 236

% Technique 1:
1. From the File menu, select Page Setup.
2. Select the Sheet tab.

3. In Print, select the Draft quality checkbox,
and then click OK.

& Technique 2:

1. Right-click the object, and select Format
Control.

2. Select the Properties tab.
3. Deselect the Print object checkbox, and then

click OK.

Size | Proteckion  Properties | iieb ] Controll

Object positioning

 Move and size with calls
& pove bk don't size with cells
" Don't move or size with cells

[o ] e

& Technique 3:

Objects make printing slower, so you may want to
temporarily hide them before printing.

1. Press <Ctrl+6+6> to hide objects in the sheets.

2. After printing, press <Ctrl+6> to unhide the
objects in the sheet.
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Printing Non-Continuous Areas

» To set non-continuous areas and add them all to
the Print area:

1. Select a range of cells.

2. Press <Ctrl> and select another area. Repeat this
as many times as you need.

3. Click the Print Area icon (if the icon is displayed
in the Standard toolbar).

OR

From the File menu, select Print Area, and then
Set Print Area.

Each area within the print area will be printed on
a separate page.

Page Setup Bm
Page | Margins | HeaderfFooter : _|
Prink area:  |A10:424,C11:C25,E11:1E25,A20:637 ] Prink, .,
Prink Litles : =
Print Prexiew
Rows to repeat at top: | A
Ophions. ..
Columns ko repeat at left: ] :k_]
Print
™ Gridines I Row and column headings
I Black and white  Comments:  [(none) -
[ Drafe qualicy Cell errors as: ||isplayed - I
Page order
& Down, then over
" Over, then down
[ ok | concer |
continued...
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Printing Non-Continuous Areas (cont.)

» To combine non-continuous ranges into a single

range in Excel 2000, Excel 2002 and Excel 2003:

1. Copy each range Clipboard {3 of 12)

(in Excel 2000, the B, Paste all B
Clipboard can - - —
hold up to 12 & & & ‘ -
different copied fes fes fes
areas).

2. In Excel 2000, press <Ctrl+C+C> to display the
Clipboard; in Excel 2002 & Excel 2003, press
<Ctrl+C+C> to open the Clipboard Task Pane.

3. Select the Paste All icon and paste all copied

ranges into one single range.

=L e,
W] e Ede vew [rest Fomet fook Dsts Wndw  thb -8 x

A B c O Sl 24 - Cliphoard - x

il Deceasber 31, 2003 "'I Cﬁ

CHpastoal | |5 Clear 4

Ix1

®YT Corporation Inc,

BALANCE SHEET

1
2
<]
4 Clek
Clek an krm bo pavste:
-]
il A1 39,506 475, 284 221,291 26,0
7
o
q

U, L0 4, 96 (39, 506] 1, %

Dacambar 31
MNotes 2uud @2uu

ARRETE [E1) Total Current Lisbaies 1,317,837 Log-Term
Linkiites: Mot Payabls |6 784, 273 Eqapment
15 Lisasers Farpsble 17 155,459 Lews: Curnerd Porti,.,

11 | Current Assets

B4Y LIABILITIES AND STOOMMCLOER'S COUITY
Currert, Lisbilties Line of Credt 6 476,783

18| property and Equipment (a 10 Current Prution of Long-Term Disht 40,252 &t .

19| Lard B Buidding 674,019 ﬁ?" 191

M| Machmory and Equpmont 385,140 52 | | B Machiowry s Ecuigment 385,140 328,052

21| Fumiture and Fixtures Furriture 8o Fotures 59,310 47,906 Tetal
Prgerty 19,569

22|  Total Property and Equipn PR A RN L L1 ML LA

23| Less: Accumulated Depred 478,852} L D) | S vz Corporstion . IALANCE LT Decerber

24| Nt Book Value e, F17 hit1,610 31 iobres 2003 2007 ASSETS Curert Agsnts

%5 Property snd Laupmnt (8 Costh 10

26 |Other Assets

7 Investment in Revenue Br 11 J64,321 300,260

2 Patents, Trademarks and 1z 52,250 52,500

F- 1| Tatal Othar Ascats 416,571 5%, 7060

|

at TOTAL ASRETS 8,571,005 G, d

»

el LIABILITIES AND STO To chspiay this task pane agan, cick Office Cipbaaed on the

7 Edit man or priess CITbHC bwnce

B N b 5§ " I | Options =

W48 T Shestl 31 - Bolance sheet {41~ incona seaenart i camhmion et

Hesdr e
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Adding Continuous Page Numbers While Printing

Excel offers a number of options for printing continuous
page numbers.

2  When printing from one sheet, enter a number in the
First page number box in the Page tab of that sheet’s
Page Setup dialog box.

& When printing a report from a few sheets, manually
enter a page number in the Custom Footer in the
Header/Footer tab of each sheet’s Page Setup dialog
box.

% Enter the page number into a cell when printing a
page in landscape layout while the page number is in
portrait layout (see Tip #234).

% Use the automatic option for continuous numbers
when using Report Manager (see Tip #248).

Page Setup B

Page |Margins ] Header /Footer ] Sheet I

Orienkaki
tientation Brirk. . i
L s
* Portrait " Landscape Print Previen I

Scaling - — Options. ..

& adijust to; !IDD E‘ % normal size
" Fit b ]1 E‘ pagels) wide by ll 53‘ kall

Papet size: ;M

Led L

Print guality: |60 dpi

Fitst page nurber: !1|
[s

(84 I Cancel I
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Preventing a Printed Area from Extending onto an
Extra Page

A common problem that occurs while printing is when a
small area wraps onto an extra page. For example, if you
select a print area that includes columns A to F, columns
A to E may be on one page, while column F is printed on
an extra page.

> To force the last column(s) to be within the
printed area:

1. From the File menu, select Page Setup.
2. Select the Page tab.

3. In Scaling, select the Fit to option button, and set
the area to be 1 page wide by blank page tall (that
is, leave the tall input box blank).

Page Setup n

Page ]Margins ] Header/Footer ] Sheet ]

COrientation - Print
- Brint... |
2 LT £ Ciideere Prink Preview i

Scaling Cpkions, ..
" adjustbo; 100 =4 % normal size

& Fitkoy |1 E‘ pagels) wide by ]| 5‘ tall

Paper size: JM _vJ

Print quality: ]EuEID dpi _VJ

First page number: ].ﬂ\uto

ok | Carncel i
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Hiding Errors in Cells Before Printing

» To hide errors in cells before printing in Excel 97

and Excel 2000:

1. Select the Print Area in the Sheet, and from the
Format menu, select Conditional Formatting.

2. In Condition1, select Formula Is.

3. In the Formula box, type =ISERROR(AT1)
(assuming the print area starts at cell A1).

4. Click Format and select the Font tab.

5. In Color, select white and click OK.

6. Inthe Conditional Formatting dialog box, click

Conditional Formatting []
Condition 1
=| [=1sErRRORGAL) =]
Praviaw of Farmak ko tse
wiben conditian is true: | | Eormat. .. |

add > | Qelete...] ok | ceresl |

» To hide errors in cells before printing in Excel
2002 and Excel 2003:
1. From the File menu, select Page Setup.
2. Select the Sheet tab.
3. From Cell errors as, select <blank>, and then click

Page Setup [ 7] x]
Page l Margins | Header [Footer Shieet. |
Frink ares:  [al:D187 Y] Brint, .. |

Frink tithas —
Prink: Presdew I

Rowes to repeat at top: =|.I
options. .. I

Cofuming to repeat &t left: i

Prink

[ Gridines T nid column headngs
[~ Black and whits cnments: ,m
[ Draft guality el errars as:

Page order

(% Doy, then aver
" Owyer, then down
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Adding a Picture to a Header/Footer

» To add a picture (such as a company logo) to the
header/footer in Excel 97 and Excel 2000:

1. Select cell A1.

2. From the Insert menu, select Picture, and then
select From File.

Select the picture you want, and click Insert.

Adjust the picture to the height and width of the
row.

W

From the File menu, select Page Setup.
Select the Sheet tab.

Select Rows to repeat at top.

Select row 1, and then click OK.

To copy Page Setup parameters to other sheets in
the workbook read Tip #231.

O X N oW

1
Page Setup

Page ] Margins i HeaderFooter Sheet |

Print area: ] j;j Brink... |
Print titles . -
Prink Preview I
Raowes bo repeat at top: l$1 3| j‘d

opkions. ..
Columns to repeat at left: l f_‘g -—'l

Print

[~ Gridlines ™ Row and column headings

[~ Black and white  Comments: {Mone) -

I Draft qualiey Cell errors as: idisplaved vI

Page order — R —

& Down, then aver
" Cwver, then down

oK, I Cancel 1

continued...
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Adding a Picture to a Header/Footer (cont.)

» To add a picture (such as a company logo) to the
header/footer in Excel 2002 and Excel 2003:

1. From the File menu, select Page Setup.
Select the Header/Footer tab.

Select Custom Footer.

Select Left section.

Click the Picture icon (the second icon from the

right).

6. In the Insert Picture dialog box, search for and
select the logo or picture you want to add.

7. To format the picture, click the Format Picture

icon (the first icon from the right).

(C2 N NN CUEN )

8. Click OK.
To Format bexct: select the text, then choose the Font button. oK
Tolnsset a page number, date, bme, file path, filename, or tab name: peskion the
insertion paink in the edk box, then choose the approgriate button. cancel

To Inssrt plcture: press the Insert Ficture butkon. To feemat your picture, place the
cursor in the edit box and press the Format Ficture button,

Al 8l8] Blo| ol a0l

Left section: CEnker seckion: b sechiad:

&[Picture] Ij |::
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Adding Information to Header/Footer Sheets in a
Workbook

» To add information such as workbook name, sheet
name, printing date and time (and in Excel 2002
and Excel 2003, the path address):

1. From the View menu, select Header/Footer.
Select the Header/Footer tab.
Select Custom Footer.

Select Left section.

Click the Tab, File, Path, Time, and Date icons
(the Path icon is new in Excel 2002 and Excel
2003, see Tips #243 & 244), and then click OK.
6. To copy the Page Setup to selection sheets in the

workbook, see Tip #231, Copying the Page Setup
to Other Sheets.

(C2 I SN U )

Toformat text: sslect the bext, then chooss the Font button, o
To insert a pags number, dake, time, file path, flename, o tab name: position the
insertion point in the edit box, then choose the aporopriste butkon, Cancel

Toirsert picture: press the Insset Picture button. To farmat your picture, place the
curscr in the edit box and prass the Format Pichure butkon,

Al 8|8 Blo| of8|0] =

Left section; Ceriter section: Right s=ction:

2[Tabja[File]2[Path|&[File]2. |~ - -
[Time]&{Date]
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Adding the Full Path of the Saved File to the
Header/Footer

» To add the path to a header or footer with Excel
2002 and Excel 2003:

1. From the File menu, select Page Setup.

2. Select the Header/Footer tab.

3. Select Custom Footer.

4. Select Left section.

5. Click the Path icon, and then click OK.
Header
TA i b M ULk e il e © L i i ==

insertion point in the edit box; then choose the appropriabe button,

Cancel
Toinserk pichure: press the Insert Pickure button, To Format your picture, place the
cursar in the edit box and press the Format Picture buthon,
Al B8] m o fom] |
Left s=ction; Cerker section: Right section:
&[Path]&[File] - __‘_! _;J
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Adding the Path Address to the Header/Footer

To add the Path to a header or footer while printing when
using Excel 97 & Excel 2000, add an Event (macro code
lines) that will automatically cause information, including
the Path, to appear on each sheet you print from the
workbook.

Tip 244

» To add the path to a header or footer:

1. Open the VBE (Visual Basic Editor) by pressing
<Alt+F11>.

2. In the Project Explorer, double-click the
ThisWorkbook Module.

3. From the Object dropdown list, select Workbook,
and from the Procedure dropdown list, select
BeforePrint (these two dropdown lists are at the
top of the Module sheet).

4. In the Event procedure, between the automatically
generated opening and closing statements, type
the following code:

Act i veSheet . PageSet up. Lef t Foot er =" &A
&F&T&D" & Acti veWbr kbook. Pat h

The letters A, F, T, D are the sheet name,
workbook name, time, and date, respectively.

When using Excel 2002 and Excel 2003, the line
of code will be shorter (Z is for the path address):

Lef t Foot er =" &GA&F&T&D" &Z"

2l Micrrseill Visual Basix - Biik? - [ThisWoek bosk {Coke}]

A ple ER vew Jnset Fomet Debug Bun [0k Adelne  Window  lelp .8 x
B2 a9 pouom NN W 7ot B
_m_-l |wo|kbook j |Ile‘|o|el'|l|t ; j
o3& = -

E atpvharn.s uktmnunnanm’l
EuroTool (EURDTOOLXLA}
funcres (FUNCRES.XLAY

=i B YBAProject (Buvkz)
=4 Microzaft Evcel Objects

W] Stwewt] (Shestl)

) sheetz (Sheetz)

) Steeel3 (Sheet3)
Thiswirkbook:
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Saving Defined Page Setups for Future Printing

Custom Views allow saving a set of print options that are
unique for each print area in the sheet, as well as creating
a menu of views that lets you print any page at any time
without redefining the Page Setup options for the page.

> To add a new Custom View:

1. Before defining the print area, hide the rows and
columns you do not want to print.

2. Set the Page Setup options for the page to be
printed.

3. Add a new Custom View by typing the Custom
View name into the Custom View icon box (see
Tip #246).

OR

From the View menu, select Custom Views.
4. Click Add.

5. Inthe Add View dialog box, type the name of the
view in the Name box, and then click OK.

Custonm Yiews l
Incame Statements
Motes Close |
add. .. |
_I Delete |
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Adding the Custom Views Icon to the Excel Menu Bar

» To add the Custom Views box to the Excel Menu
bar:

1. Right-click one of the toolbars, and select
Customize from the shortcut menu.

2. In the Commands dialog box, select View from
Categories.

3. Drag the Custom Views box onto the Menu bar,
and then close the Commands dialog box.

> To add a new Custom View:

1. Type the name of the Custom View straight into
the Custom View box.

2. Click OK twice.

B Microsoft Excel - Financial Statements

Sl) File  Edk  Wew Insert  Format  Finenosl Statements Tools D || }_ Window  Help
A | B | i Notes e el
T i - = | Cash Flow
5| lnecembe: 31, 2003 ll e
3
4| X¥Z Corporation Inc.
LiE BALANGE SHEET
5
Ll December 31
8 | Notes 2003 2002
ER ASSETS
10
|11 Current Assets
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Quickly Printing a Page from the Workbook Using a
Custom View

» To print using a Custom View:

1. From any sheet in the workbook, select the
desired Custom View from the Custom View box.
2. Press <Ctrl+ P>.

3. Inthe Print dialog box, click OK.

Microsoft Excel - Financial Statements

=] Fle Edit  iew [Insert Format  Tools  Data l:m Window  Help

A | B e Notes H I

1Cash Flaw

ncome Statements

1
) |Balance Shest g |
3
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Printing an Already Saved Report Using Report
Manager

Excel lets you save pages with their page setup using
Custom Views, and the Report Manager add-in allows
creating and saving the pages in any number of reports.

Note: The Office XP (2002) and Office 2003 CDs do not
include the Report Manager add-in; Excel 97 and
Excel 2000 CDs do. The name of the add-in file is
Reports.xla.

» To install the Report Manager add-in:
Download the add-in from the Microsoft Web site:
http://office.microsoft.com/downloads/2002.

1.

» To add a report and save in Report Manager:
1.
2.

From the Tools
menu, select Add-
ins.

If the Report
Manager add-in
appears in the list of
available add-ins,
there is no need to
install it. Go to step
6.

Click Browse.

Add-Ins
Add-Ins availsble:

v analysis ToclPak

¥ anabysis ToolPak - VB&
I~ Choosesheet

I Corditicnal Sum Wizard
I~ Digdb

I~ Euro Currency Tooks
™ Excel+

I Inkernst Assistant YBA
I Investrants

™ Lookup Wizerd

[ Mavigakor Uitiities v1.59
™ Frirtlabels

™ Prictreports

i

™ Salver Add-in a3
™ WBE HTML Makar

rReport Manager -

Create reports by combining spreadsheet views
with data scenarios.

Cancel
Browse...

Aubornation. ..

I}

F

Locate and select the file name Reports.xla, and

then click OK.

In Add-ins Available, select Report Manager, and

then click OK.

From the View menu, select Report Manager.

Click Add.
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Printing an Already Saved Report Using Report
Manager (cont.)

3. In the Report Name box, type the name of the
report.

4. From Section to Add, open View or Sheet.

5. Select the first view to add to the report: Income
Statements.

6. Click Add. The Income Statement view moves to
the white list box at the bottom of the Sections in
this Report box.

7. Repeat these steps to add other views, as
necessary.

8. Select the Use Continuous Page Number box if
you want to print continuous numbers at the
bottom of the page.

Edit Report
Beport Mame: !Financial Statements &
To create a section, select a sheet, You may also choose Cance|

a Yiew andjor Scenario. Then, choose the Add button.
Help

il

Section to Add

Sheet: ]11 - Gereral Details

v View: 1Incu:ume Skatement

Lel L L]

IV scenatio: i(Nane}

Movwve Lip

11 - General Details, Income Statement, (Mone)

11 - General Details, Cash Flow, (Mone) Mo Do

11 - General Details, Mokes, {Mone) =
..i.] Delete

il

v Lse Continuous Page Mumbers

continued...

o
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Printing an Already Saved Report Using Report
Manager (cont.)

Problem: When using the Use Continuous Page Number
option:

There is no way to set the first page number, or to number
additional pages (for example, a page added from Word)
so that they will print in the report. The first page printed
will be numbered 1.

Solution:

Insert additional views into the report (for example,
reinsert the Income Statement view), and use the report
with the correct number in the footer (you may delete
extra pages with incorrect numbers).

%  Using custom views to add pages to reports

Using Custom Views to add pages to a report is like
buying an insurance policy for safe printing. The pages are
printed according to the print options defined and saved
earlier.

» To print a report:
1. From the View menu, select Report Manager.

2. Select the report you want to print, and then click
Print.

» To change, add, or close a report, or arrange the
printing of its pages:
% Click Edit.

» To delete a report:
2 Select the report and click Delete.
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Creating a Custom Report Manager

You can create a custom Print Reports by adding VBA
macro to a regular Module sheet (the macro can be
downloaded from www.exceltip.com).

Ed Microsoft Excel - Book1

@ File Edit Yew Insert Format  Financial Statements  Tools Data  Window  Help

A | B I C [ [ e [
| 1 | Type Number Name Page Numbher
B 1 Balance Sheet 3 Print Report 1
L] 2 Income Staterment 4
4 3 Cash Flow i
5 |
6 |

Structure of the Custom Print Report:

&  Column A: This column contains numbers between 1
and 3: print from sheet, print by range name, or print
from Custom View (recommended).

% Column B: Type the sheet name, range Name, or
Custom View name.

2 Column C: Type the page number to be printed in the
footer.

The macro on the next page will print from a sheet and
automatically add the necessary information to the footer,
including page number, workbook name, path address,
and sheet name, as well as the date and time of printing.

Note: This macro can be downloaded from
www.exceltip.com/fTtoc.

continued...
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Creating a Custom Report Manager (cont.)

Sub PrintReports()
Dim NunberPages As Integer, PageNumber As Integer, i Ais Integer
Dim ActiveSh As Worksheet, ChooseShNameWView As String
Dim ShNawmeView As Scring, cell As Range

Application. ScreenlUpdating = False
Set ActiveSh = ActiveSheet
Range ("a2") .3elect

For Each cell In Range(Range(™aZ"™), Range("a2"™) .End(x1lDown)
ShiNameView = ActiwveCell.COffsec (0, 1).Value
PageNumber = AetiveCell.Offsec (0, 2).Value

Select Case cell.Value
Case 1
Sheers (ShNameView) .Select
Casze 2
Application.GoTo Reference:=ShNameView
Case 3
hetivelorkbook. CustonViews (ShNamaView) . Show
End Select

With AetiveSheet.PageSecup

CenterFooter = PageNumber

.LeftFooter = ActiveWorkbook.FullName & " " & "&i &T &D"
End With

ActiveWindow. SelectedSheets,.PrintOut Copies:i=1
Next cell

ActiveSh.Select
Application. ScreenlUpdating = True

End Sub
& The For Each loop in the macro causes a separate
print for each cell in column A starting at A2.
% In the loop, the print area is selected using the Select
Case technique.

% The information printed on the left side of the footer:
&08 = 8 point font, &D = Date, &T = Time.

2 To run the macro from the sheet, press <Alt+F8>,
select the macro and click Run.
OR
Add a button to the sheet and attach the macro to it (to
add a button see Tip #228, instead of adding Combo
Box, add a button to the Forms toolbar).

Note: Use this technique to add an unlimited number of

reports.
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Reducing the Workbook Size for Quick Sending via
E-Mail

» To reduce the workbook size:

1.

7.

Microsoft Excel - Book1

Press nﬂ_] File Edi  Yiew Insert Formabt  Tooks  Data  Window
<Ctrl+End> to F & [ 8 [ € [ 0 [
find the last ! . — =
cell in the 3 3 B g
4| 4 8 12
used area 5 5 10 15
ol . B B 12 18
within the 71 2 o7 21
sheet. In the B 8 18 2
L] =] 18 27
screenshot, 10 10 2 £l
. 11 11 22 C]
the last cell is |43
13
E17. 14|
15
16
7] —1

Find the last cell containing data in the sheet. In
the screenshot, the last cell containing data is cell
C11.

Delete all the rows between the cells containing
data to the row of the last cell in the used area. In
the screenshot, the rows to delete are 12:17.
Delete all columns to the right of the column of
the last cell containing data, up to the column of
the last cell in the area used. In the screenshot, the
columns to delete are D:E.

To quickly delete the rows, select the first row to
delete (row 12 in the screenshot), press
<Ctrl+Shift+Down Arrow>. To quickly delete the
columns, select the first column to delete (column
D in the screenshot), and press <Ctrl+Shift+Right
Arrow>, press <Shift+F10> and from the shortcut
menu, press <Delete>.

Repeat the steps above for each sheet in the entire
workbook.

Press <Ctrl+S> to save the file.
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E-mailing an Excel Workbook, Sheet, Data or Chart

» To send an entire workbook as an attachment
(supported by all four Excel versions):

% From the File menu, select Send To, and then Mail
Recipient (as Attachment).

» To send a sheet in the body of an e-mail message
(supported from Excel 2000 and up):
% From the File menu, select Send To, Mail

Recipient, and then Send the current sheet as the
message body.

E-mail
‘¥ou can send the entire workbook as an attachment to an

e-mail message or send the current sheet as the body of an
e-mail message.

" Send the entire workbook as an attachment

% Send the current sheet as the message body:

oK I Cancel |

» To send a workbook for review (supported from
Excel 2002 and up):

2  From the File menu, select Send To, and then Mail
Recipient (for Review).

This new feature provides an easy way to circulate
workbooks between your colleagues.

sl Mail Recipient

|‘r_‘| Mail Recipient (Far Review)... RS‘—‘
[[=d Mail Recipient {as Atkachment)...

#d  Routing Recipient. ..
% Exchange Folder...

i’_g Recipient using Internet Fax Service. ..
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Sorting

Formatting Lists

Filtering

Subtotals

Groups & Outlines

Consolidating

Comparing Lists

PivotTables

Data
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Tip 252

Creating List Objects

New in Excel 2003!

% What are the advantages of creating a List Object?
You can Sort, Print, create Charts, Insert
rows/columns, Delete rows/columns, add Toggle Total

Row, import data to XML and publish the List to a
Share Point site from the new List toolbar.

%  What is the advantage of creating a Chart from a List
Object?
When adding data to the List Object, the Chart
automatically expands/updates itself.

» To create a List Object using Excel 2003:
% Select a cell in the List area and press <Ctrl+L>.

OR

From the Data menu, select List, and then Create
List.

E] Microsoft Excel - Book1

nil] File Edt  ‘iew [nsert  Formak  Jools  Data Window  Help

E17 hd fxr =SUBTOTAL{109 E2-E15)
A [ C D I E F

1 | Invoice Numbe ~|  Date ~| Customer Nam | Quantity =|Income -
20 1001 01/15/2002 | Intel 252 2,523
(3 | 1002

1 -

5 1004 Z | Toogle TotalRow | (2 -
(B | 1005 P b ) =055
7 1006 - 1,255 12,554
SHil| 1007 Letste b 1,463 14,632
9 1008 |4| grt... 1,686 16,857
10 1009 999 9,985
Bl 1w | FEm- 741 7,412
e 1011 | poblshiist... ) 199 1,985
13 1012 R 53 178 1,775
14 1013 = 965 9,652
15 1014 : 1,746 17,462
16 {#* Conyert to Range

17 Total | 3 [ 158,857 ~ |
18]

19

20
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Sorting Rules & List Structure

% List structure
2 The List should have only one header row.
2 Do not leave any empty cells in any cell of the
header row.
% Do not leave empty rows in the data area.

% Selecting ranges

Do not select a column or a row in a List before
sorting; instead, select only a single cell. Clicking the
Sort icon automatically sorts the entire List and the

data will be sorted according to the selected cell’s
field.

% Formulas

Be careful when sorting data if there are formulas in
the cells. Sorting data linked by formulas to other
cells, or to cells in other sheets, could distort the
calculations. Be meticulous when sorting a List
containing linked formulas and defined Names (which
are defined with absolute references by default), or
with formulas that have absolute references.

% Inserting a sequence column to restore the original
order

Insert an additional column into the data List with
ascending numbers (that is, 1, 2, 3, and so on) before
sorting the data (do not use a formula). If a List
includes a column with consecutive dates, use this
column as the first sorting column.
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How Excel Sorts Lists

Excel sorts Lists according to a defined order, as follows:

%  Numeric values

% Numeric values, including date and time, are
sorted from lowest (negative) to highest (positive).
Excel does not consider the format of the cell, only
its contents.

% Date and time are sorted by their numeric values.
S Text

Text is sorted first by ASCII characters, such as *, (), $,
and then by letters of the alphabet (also ASCII
characters). Uppercase text is sorted before lowercase
text.

> To sort using case sensitivity:

% From the Data menu, select Sort, then Options,
and then select the Case Sensitive option.

% Logical values
FALSE is sorted before TRUE.

% Errors

Errors do not undergo internal sorting, and appear next
to last.

%  Empty cells

Empty cells are always sorted last. Sort Descending
changes the sort order from the last to the first, except
for empty cells, which are always last.
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Sorting by Columns

The default setting for sorting in Ascending or Descending
order is by row.

» To sort by columns:
1. From the Data menu, select Sort, and then
Options.
2. Select the Sort left to right option button and click
OK.
3. In the Sort by option of the Sort dialog box, select

the row number by which the columns will be
sorted and click OK.

Fgrmat  Tooks [Data  Window Help

c | D | B | F =l
Invoice
| 1 Number Date  Customer Name Market Quantity Income
| 2 | 1001 O1/15/2002 ‘IRt Europe 252 2,523.00
| 3 | 1003 03/15/2002 ExcelTip M.America 665 6,652.00
2| 1004 os/isizome To TN 2l 3g| 1,854.00
| 5| 1006 06/15/2002 GN Sart by 12,554.00
AR o0 B
7 {ISSIUE e e sy A At First key sort order
g 1009 09/15/2002 Mk =
9| 1m0 1545/2002 i Thenby [ Ry |

la
g
=
o
B
B
B
H

1011 11/15/2002 %
1012 12/15/2002 Wi < _Cancel |

£ 1015 03/15/2003 Inb Then by Origntation

| 13| 1016 05/15/2003 For I— " Sert bop ko battam

| 14| 1017 06/15/2003 G  Sort [eft to right

LS__ 1019 08/15/2003 Tor My data range has

16| 1020 09/15/2003 Mic 9,885.00
EER o« w

(17| i1 15Mp00s B MR il AL 11,557.00
16| 1022 15/15/2003 Ewe —— 13,229.00
(19| 1024 12/15/0003 v | Qptions... | ok I Cancel 16,573.00
| 20| 1025 01/15/2004 Inter T AT O ] 0,081.00
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Sorting by Custom Lists

» To sort by Custom List:

% Step 1: Filter records to unique records

1. Select the range containing records (column C in
the screenshot).

2 F rom the Da ta Advanced Filter
menu, select Filter, SRy
" Filter the list, in-place
and then Advanced % Copy bo another location
Filter.
List range: $iC g
3. Inthe Advanced T

Filter dialog box,
select Copy to
another location.

Copy to: $HEL %

oK I Canicel I

4. In the Copy to box, select a cell, select Unique
records only and click OK (ensure that the List
range is correct before clicking OK). The unique
records are in cells H2:H9 (see screenshot).

BT Microsoft Excel - Book1
=] Ble  Edk Yew nsert Fgrmab  Tocls  Data  Window  Heb

A G | D & [ F % I° H |

Invoice Customer
| | |Number Date |Customer Name | Market Quantity  Income Name
| 2 | 1002 03A5/2002 | ExcelTin M.America 665 6,652.00 ExcelTip
| 3| 1021 15/4/2003 JExcelTio M.America 1,156 11,557.00 Ford
| 4| 1022 15/15/2003 || ExcelTip M.America 1,323 3,229.00 GM
| 6 | 1028 05/15/2004 [l EwelTin M.America G5 6,851.00 Intz|
| 6 | 1007 07/5/2002 | Ford Eurcpe 1,463 14,532.00 Microsoft
| 7| 1015  05/15/2003 iFord Elrope 2,523 55,232.00 Toyata
| 8| 1025 02/15/2004 fiFoed Eurcpe 1,992 19,917.00
| 9| 1005 06/15/2002 |[GM M. Amarics 1,255 12,554.00
|10 1008 08/15/2002 fjE M.America 1685 16,857.00
| 11| 1017 06/15/2003 Jia M. America 4,087 40,874.00
|12 1024 12/415/2003 [l M. America 1,657 15,573.00
% Step 2: Saving a Custom List

1. Select the unique records List (cells H2:H9 in the
screenshot).

continued...
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Sorting by Custom Lists (cont.)

Options BE

2. From the coke | Iwemstonsl | sse | gerchecheg | osaeling | sseurie

TOOIS wew | Cokumben | Edt | Geness | tansten  Custamusts | char

Custam fats: List envies:;

menu, NEW LIT =] Eif;"” | add

select vS it

Options, poe

and then

select the 2

Fress Enter to separate sk snties, ;
Custom a4 from oo T —
Lists tab.
ok Cancel

3. Click Import, and then click OK.
% Step 3: Sorting by a Custom List
1. Select one of the cells in the List.

2. From the Data menu, select Sort, and then
Options.

3. From the First key sort order dropdown list, select

the Custom List and click OK.

4. In the Sort dialog box, select Sort by, then
Customer Name, and then click OK.

(3 Micrs Boakl
*‘_5] Fle Edit Yiew Insert Formak  Tools Data  ‘indow  Help
i T | C [ ] ||
Invoice
| 1 [Number  Date  Customer Name Market Quantity
3 [ 1003 D3/15/2002 Excellp N.Amerca £es
i) 1021 15/4/2003 ExcelTo H.America 1156
4| 1022 15/15/2003 Ex D ficd 2.3
5| 1029 05/15/2004 Exc T
6 | 1007 O7/15/2002 For = -
7| 1016 05/15/2003 For  [Customer Name  w * - Pscaniiig
EEl (™ Descending
| I <
10 | Erst key sort order I+ fsgending
A1 ¢ wormsl » [ ok ][ pescending
121 0 [Mormal x
131l |5un, ¥aon, Tue, Wed, Thu, Fri, Sat Cancel e
_11' . |3unday, Monday, Tuesday, Wedmn 4 tey EEE
——— | |Jan, Feb, Mar, Apr, May, Jun, Jul, Diescending
15 Ty February, March, &aoril, b
16 \ Ford, GM, Inkel, i oscs
7 | eader row
18 i -
19| 1020 Oo/i5z00s Wik oo ] oK Carrel
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Deleting Empty Rows

» To delete empty rows between data:

Tip 257

1. Select all columns containing data.

2. Click the Sort icon (either Ascending or
Descending).

Before:

Microsoft Excel - Book1

.EI_] File Edit Wiew Insert Format  Tools Data  Window  Help

A B | [ | D | E | F |
Invoice

| 1 | Number Date Customer Name Market Quantity Income
1001 01/15/2002  Intel Europe 232 2,523.00
1003 03/15/2002 ExcelTip M.America 665 6,652.00
1004 04/15/2002  Toyota Europe 185 1,854.00
1006 06/15/2002 @ GM M.america 1,255 12,554.00
1007 07/15/2002  Ford Europe 1,463 14,632.00
1008 08/15/2002 | GM M. america 1,686 16,857.00
1009 09/15/2002  Microsoft Europe 999 9,985.00
1011 11/15/2002 Toyota Europe 199 1,985.00
1012 12/15/2002 Microsoft Europe 173 1,775.00
1015 03/15/2003  Intel Europe 2,927 25,266.00

After

£4 Microsoft Excel - Book1
=] Fils Edk Yew Insert Format  Tools Data  Window  Help

Invoice

1 |Number Date Customer Name Market Quantity  Income

| 2 | 1001 01/15/2002 Intel Europe 252 2,523.00
| 3 | 1003 03/15/2002 ExcelTip MN.America GE5 6,652.00
| 4 | 1004 04/15/2002 Toyota Europe 185 1,854.00
| 5 | 1006 06/15/2002 GM N.America 1,255 12,554.00
| 6 | 1007 07/15/2002 Ford Europe 1,463 14,652.00
| 7| 1008 0B/15/2002 GM M.America 1,686 16,857.00
| 6 | 1002 09/15/2002 Microsoft Europe (==l:] 9,9685,00
| 9| 1010 15/15/2002 Intel Africa 741 7,412.00
| 10| 1011 11/15/2002 Toyots Europe 199 1,985.00
| 11] 1012 12/15/2002 Microsoft Europe 178 1,775.00
£ 1015  03/15/2003 Intel Europe 2,927 25,266.00
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Drawing Lines Between Sorted Groups

» To draw lines between sorted groups of data:

1. Sort the List by Customer Name by selecting a cell
in column C (see screenshot) and clicking the Sort
icon.

2. Select cell A1 in the Current Region and press
<Ctrl+Shift+*> (in Excel 2003, press this or
<Ctrl+A>).

3. From the Format menu, select Conditional
Formatting.

4. In Condition 1, select Formula Is.

5. In the Formula box, enter the formula
=$C1<>$C2. Be sure to enter the formula with
absolute reference for the column and relative
reference for the row.

6. Inthe Conditional Formatting dialog box, click the
Format button, select the Border tab, in Border
section click Underline and then choose a color.

7. Click OK twice.

L] -
B0 Fle  Edit  Wiew Insert Format Tools Data  Window Help Pags Setup.. Macro

A B | E | D | E | F 5 |
Invoice

1 [Number  Date  Customer Name Market Quantity Income
i 1003 03/15/2002 ExcelTip M.America 665 6,652.00
| 3| 1021 15/4/2003 ExcelTip N America 1,156 11,557.00
| 4 | 1022 15/15/2003 ExcelTip N.America 1,323 13,229.00

i 1029 0S/15/2004 ExcelTip N.America 685 6,851.00
| B | 1007 07/15/2002 Ford Europe 1,463 14,632.00
% ; Conditional Formatting

g | 1 Cordition 1
10| 1| [T o< ]

qadl
ETH Preview of format to use =

(BN || Do s ‘ AaBbCcYyZz ‘ Ecrmat... |
EE

141 1
5] 1 Add == | Delete... | QK | Cancel l
16| 1 .
17| 1009 09/1S/2002 Microsoft Europe 929 5,095.00 |
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Coloring Rows Based on Text Criteria

» To color rows based on text criteria:

Tip 259

1. Select a cell in the region, and press
<Ctrl+Shift+*> (in Excel 2003, press this or
<Ctrl+A>) to select the Current Region.

2. From the Format menu, select Conditional
Formatting.

3. In Condition 1, select Formula Is, and type
=$C1="Amazon".

4. Click Format, select the Font tab, select a color,
and then click OK.

5. In Condition 2, select Formula Is, and type
=$C1="eBay".

6. Repeat step 4, select a different color than you
selected for Condition 1, and then click OK.

7. In Condition 3, select Formula Is, and type
=$E1="ExcelTip".

8. Repeat step 4, select a different color than you
selected for Condition 1 and Condition 2, and
then click OK twice.

Note: Be sure to distinguish between absolute reference
and relative reference when entering the formulas.

AERREE!
BEREEEREE

B

EEEERENRERENSNULRES

e REEEEE]
EEERREER

%
i
i
{
!
¥

F1— Get the Most out of Excel! 321



Category: Formatting Lists
For Excel Versions: 97, 2000, 2002, 2003

Tip 260

Applying Colors to Maximum/Minimum Values in a

List

» To apply colors to maximum and/or minimum
values:

1. Select a cell in the region, and press
<Ctrl+Shift+*> (in Excel 2003, press this or
<Ctrl+A>) to select the Current Region.

2. From the Format menu, select Conditional
Formatting.

3. In Condition 1, select Formula Is, and type
=MAX($F:$F) =$F1.

4. Click Format, select the Font tab, select a color,
and then click OK.

5. In Condition 2, select Formula Is, and type
=MIN($F:$F) =$F1.

6. Repeat step 4, select a different color than you
selected for Condition 1, and then click OK.

Note: Be sure to distinguish between absolute reference
and relative reference when entering the formulas.

£] Microsoft Encel - Baok1
3] Bl Edt  Wiew Inssrt Formst  Took  Datas  Wndow  Help

A | B | 7 [ 1] [ E | F G
Invoice

| 1 |Nnumber  Date  Customer Name Market Quantity Income
|2 | 1005 05/15/2002 Amazon Africa Of& 9,658.00
3| 1014 02/15/2008 Amazon Bfrica 150 1,522.00
| 4| 1023 13/15/2008 Amazon Africa 1,255 12,551.00
5| 1002 02AS/002 eBay Europs 4,565 45,852.00
| B | 1013 01/15/2003 eBay Europe 965 9,652.00
| 7 | 018 0FA5/2003 eBay Africa 4,808 48,678.00
i INZR. NS00 eRar Africa 2.37hR FAFAT.ON
IEW B | conditional Formatting B
% : Condition 1 1
Ewm [Formizts =] [=maxrim=tel 7
3| 1 Previewof Format bo use o
14| 1 when condtion is true: | LRI | ._.E..ﬂt_J
18] 1
8| 1 Terdtionz T
7] 1 o] [-oiEsr-s ]
18] 1 -
ey Preview of format bo use T -
L1941 when condtion is tros: | EAEACENT | m
[20] 1 '
211 1
E R add>s | peleten. | ok | coed |
E T
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Quick Filtering Using the AutoFilter Icon

» To quickly filter a List, add the AutoFilter and

Show All icons to the Standard toolbar:

1. Place the mouse arrow on one of the toolbars,
right-click, and select Customize from the shortcut
menu.

2. In the Customize dialog box, select the
Commands tab.

3. From Categories, select Data, and from the
Commands box, drag the AutoFilter and Show All
icons to the Standard toolbar.

4. Click Close.

Using keyboard shortcuts

After the Show All icon has been added, press <Alt+S> to
show all items after filtering.

Tip 261

Note: The total number of unique items available for
filtering is limited to 999.

) File  Edit Wiew Insert Formst Tools Data  Window
NEHIR SA | LABBR- S I E=dmal e -

A e 5 | (8] | B F |
Customize 2]
1 | MNum  Tookars  Commands ] Oiptiors | Quantity
2 1 To add & command ta & toobar: select & category and drag the ]'?
3| : command out of this dislog box 2o a koolbar, 17
4| % Cateqories: Commands: 20
& 1 =] | [50
e 4] sor.. :i i
7 - 4] Sort Ascending 15
g | ] 4] Sort Descending 20
8 i 40
Ll W& AutoFilter
10 ! \—%—‘ 50
i 1 St Al 67
2| 1 Advanced Filter... = |7
el 1 (EE]
14 1| | ModiySelachcn I Rearrange Commands. .. | 1
i 113
B 1 125
17| 1 13@
18 1 150
— Chose
g |
200 19 120 12/10/2002  Microsoft As5ia 174
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Tip 262

Sort Ascending/Descending While Using AutoFilter

New in Excel 2003 — Sort Ascending/Descending with
AutofFilter.

This new option allows you to sort straight from the
AutoFilter dropdown list (identical to the Sort
Ascending/Descending technique from the Sort
Ascending/Sort Descending icons).

Using keyboard shortcuts

» To display the Auto Filter dropdown list (in all
Excel versions):
2 In the cell that contains the Filter dropdown
arrow, (Blue arrow) press <Alt+Down Arrow>.

» To display the Auto Filter dropdown list (in all
Excel versions):
2 In the cell that contains the Filter dropdown arrow
(Blue arrow), press <Alt+Up Arrow>.

icrosoft Excel - Book1

.EI_] File Edit Wiew Insert Format  Tools Data  Window  Help

A [ = | 3] [ E [E|
Invoice

| 1 | Number ~| Date v|Customer Nani~| Market ~| Quantity~|Income -|
7 1012 12/15/2002 ] Europe 178 1,775.00
3| 1004 04/15/2002 |SortDestending WGfErone 185 1,854.00
(4| 1011 11/15/2002 |(ap Eurape 199 1,985.00
5| 1001 01/15/2002 |({Top 10...) Europe 252 2,523.00
| 6| 1003 03/15/2002 |(Custom...) M.America 665 £,652.00
(7| 1023 |05/15/2004 |cgay M.America 685 £,851.00
& 1010 15/15/2002 | ExcelTip Africa 741 7,412.00
1013 01/15/2003 |Ferd Europe 965 9,652.00
1005 05/15/2002 | py Africa 966 9,658.00
1020 09/15/2003 | Microsoft Europe 589 9,885.00
1025 01/15/2004 | Toyots M.America 998 9,981.00
1003 09/15/2002 | Bk Europe 909 9,085.00
1021 15/4/2003 TEXCElTp ML Armerica 1,156 11,557.00
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Summing the Visible Filtered List

> To total the values in the visible filtered rows, use
the SUBTOTAL function:
1. Filter the List by selecting any criteria.
2. Select a cell in the List area and press <Ctrl+Shift+
*> (in Excel 2003, press this or <Ctrl+A>) to select
the Current Region/List.

3. Press <Alt+=>.

OR

Click the AutoSum icon (sigma).

4. The SUBTOTAL function is automatically entered
below the values in each column.

E Microsoft Excel - Book1

&) Fle Edit  View Inset Format  Tools Data  Window Help

E31 b A =SUBTOTALE E2:E3D)
7 N - ¢ D | = F

Invoice
| 1 |Numbev| Date v|CustomerNaw~| Market | Quantity~|income  +|
__:1"_ 1003 03/15/2002 ExcelTip M. America G665 6,652
22| 1021 15/4/2003  ExcelTip M. Amarica 1,156 11,557
“gém 1022 15/15/2003 EuxcelTip M.America 1,323 13,229
30| 1029 05/15/2004 ExcelTip M. America 525 6,851
131 3,829 38,289
32

continued...
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Summing the Visible Filtered List (cont.)

The SUBTOTAL function has been expanded in Excel
2003.

The digit 9 in the first argument of the SUBTOTAL
function is for function number 9 (the SUM function) —
see the table below for a list of the function numbers you
may use.

The second column in the table below is new in Excel
2003. When using numbers from 1 to 11, the SUBTOTAL
function also returns values from hidden rows. When
using the numbers from 101 to 111, the SUBTOTAL
function returns values from visible rows only.

Function_nuni Function_num

(includes hidden values) (ignores hidden values) Function
1 101 AYERAGE
2 102 COUMT

3 103 COUMNTA
4 104 MAx

5 105 MIM

& 106 PRODUCT
7 107 STDEY

g 105 STDEYP

9 109 S

10 110 VAR

11 111 VARP
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Coloring and Filtering Lists According to Criteria

» To color filtering results according to criteria:
1. Filter the List.

2. Press <Ctrl+Shift+*> (in Excel 2003, press this or
<Ctrl+A>) to select the Current Region.

3. From the Formatting toolbar, select Fill Color, and
choose a color.

4. Repeat the steps above, choosing new criteria and
different colors.

To quickly select a color, use the "Tearing Off"
technique (see Tip #52).

Microsoft Excel - Book1

.E_I] File Edit Wiew Insert Format  Tools Data  Window  ExcelTip = Help
T AT B ] ol o0 T E T F ]
Invoice
| 1 |Numbe~| Date ~|Customer Nam ~| Market ~| Quantity v|Income |
|2 [ 1001 01/15/2002 Intsl Europe 252 2,523.00
3 1003 D3f15/2002| E){CBlTié .I Europe G665 6,652.00
4| 1004 04/15/2002 Toyota Europe 185 1,854.00
5 | 1006 06/15/2002 GM M. Aamerica 1,255 12,554.00

1007 |07/15/2002 Ford Europe 1,463 14,632.00
1008  08/15/2002 GM M.America 1,686 16,857.00
1009 09/15/2002  Microsoft Europe 999 9,985.00
1010 10/15/2002 | Intel Africa 741 7.412.00
1011 11/15/2002 | Tovota Europe 199 1,985.00
1012 12/15/2002 Microsoft Europe 173 1,775.00
1015  03/15/2003  Intel Europe 2,927 25,266.00
1016 05/15/2003  Ford Europe 2,923 25,232.00
1017 06/15/2003 GM M.America 4,087 40,874.00
1019 08/15/2003 Toyota N.America 1,522 15,221.00
1020 09/15/2003  Microsoft Europe 929 9,835.00
1021  10/15/2003 ExcelTip M. America 1,156 11,557.00
1022 11/15/2003 ExcelTip Europe 1,323 13,220.00
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Filtering by More Than Two Criteria

» To filter a List using more than one criteria, use
the Advanced Filter:

1. Insert a few empty rows above the List.

2. Copy the heading row List, and paste it into row 1.

3. Inrow 2, under Customer Name (for example, see
the screenshot), enter a Customer Name; under
Quantity, enter the criteria.

4. From the Data menu, select Filter, and then
Advanced Filter.

5. Select the List range box and insert the List range.
6. Select the Criteria range box and insert the criteria

range.
7. Click OK.
5 vicr L
iﬁ-_l] File Edit Miew Insert Format  Tools Data  Window  Help
[ e G | D = F [
g !
iInvoice |
1 'Number Date Customer Name Market Quantity  Income \
S N i = O A
3 |
4
Invoice
5 |Number Date Customer Name Market Quantity Income
(&) 1001  01/15/2002 Intel Europe 252 2,523.00
7 1003 03/15/2002 ExcelTip FY———— 52,00
g 1004 04/15/2002 Toyota 54,00
9 | 10068 ©Def15/2002 GM Action - 54,00
10| 1007 0741542002 Ford 1% Filter the list, in-place 22,00
11 10028 08/15/2002 GM " Copy to another location 57.00
12 1009 09/15/2002 Microsoft 55.00
13 1010 15/15/2002  Intel List range: $A35 $F$27 % 12.00
14 1011  11/15/2002 Taoyota e ]—“—:}’ 55.00
el Criteria range: Sheet11$a$1:4F4$2] %
15 1012  12/15/2002 Microsoft 2 = sl s 75.00
16 1015 03/15/2003 Intel ORI ] q‘;'i 56,00
17 1016 05/15/2003 Ford Wi de o 32,00
18| 1017 06/15/2003 G st 74,00
19 1019  08/15/2003 Toyota 21.00
. Ok . |
20| 1020 09/15/2003 Microsoft | _conel | 55,00
21 1021 15/4/2003 ExcelTip M.America 1,156 11,557.00
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Filtering by the Date Field

» To filter by date:

1. If the List is in Filter mode, turn it off by selecting
Filter, and then AutoFilter from the Data menu.

2. Copy the Date column.

3. Select two columns to the right of the Date field.

4. Press <Shift+F10> and then press <Ctrl++> or
right-click, and select Insert Copied Cells from the
shortcut menu (pasting by inserting copied cells
allows one to insert two columns, and paste the
copied column into them).

5. Change the titles for the two columns to Month
and Year.

6. Select the Month column and press <Ctrl+1> to
format the cells.

7. In the Number tab, select Custom.

8. In the Type box, enter the format mmmm (full
month format), and click OK.

9. Repeat steps 6 and 7 for the Year column.

10. In the Type box, enter the format yyyy (full year

format), and click OK. You can now filter by any
month or year.

11. The List is now ready to filter according to Month
and Year criteria.

B3 Microsoft Excel - Book1

&Y Bl Edit Wiew Inset Format  Took  Daka  Window Excellin = Hep
NS (23S 0V B $ Ka e shown B8 - F - @ TR E -8 2l g 100w
[ - fe 11150002
A B | C 5] E [ F | G | i
lmmh_e

1 |Numln_j Date «| Month~| Year v|CustomerMan»| Market =| Quantitye|income |
2 [ 1001 01/15/2002 [Jaruary |_UL2 1Jnnel Europe 252 2,523.00
(3| 1003 03/15/2002 March ExcelTip M.America 665 6,652.00
4| 1004 04/15/2002 April gace Toyata Europs 165 1,854.00
5| 1006 08/15/2002 Mre 2002 M HLAMErica 1,255 12,554.00
(B | 1007 07/15/2002 by 2002 Fard Eurapa 1,453 14,532.00
7| 1002 08/15/2002 August =00z = H.America 1,636 16,857.00
B | 1009 05/15/2002 September 2002 Microsoft Europe 959 9,565.00
(9| 1010 10/15/2002 |October 2002 Intel afrca 741 7,412.00
10| 1011 11/15/2002 Movernber 2002 Toyata Europs l==] 1,985.00
|11 1012 12/15/2002 December 2002 Microsoft Europs 178 1,775.00
24|
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Saving Filtering Criteria

» To save filtering criteria, use Custom Views:

% Step 1: Add the Custom Views icon to the toolbar
1. Place the mouse over one of the toolbars,
right-click, and select Customize from the shortcut
menu.
2. Select the Commands tab.
3. From Categories, select View and drag the
Custom Views icon to the Menu bar.

Tip 267

% Step 2: Save the filtering criteria
1. Select a cell from the column containing the
criteria you want to Filter with.
2. Click the AutoFilter icon (see Tip #261).
3. Type any text criteria you want into the Custom
Views box and click twice to save.
4. Repeat the previous step and save as many

filtering criteria as needed from any sheet within
the workbook.

Note: Save as many filtering criteria in Custom Views as
needed.

E Microsoft Excel - Book1
nﬂ_} File Edkt Wew Insert Format Tools

JEHIOSLIVElE

= | B | c
Invoice —

1 |Numbe~| Date »|CustomerNam~| Market | Quantity~|Income ~|

7 1003 03/15/2002 | ExcelTi| 1 M.America G565 6,652.00
17| 1021 15/4/2003 | ExcelTp N.America 1,156 11,557.00
_1?'_ 1022 15/15/2003 ExcelTip M.America 1,323 13,229.00
231 1029  05/15/2004  ExcelTip M.America G6B5 6,851.00
24
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Printing a Filtered List

» To print filtered Lists:

1.

Select a cell in the Current Region and press
<Ctrl+Shift+*> (in Excel 2003, press this or
<Ctrl+A>).
From the File menu, select Print Area, and then
Set Print Area.
Filter the List, and print the filtered data area.
Filter the List again using new criteria, and print
the new filtered data area.

1 Microsoft Excel - Book1

] Hle Edt  Yew Inset Format  Tools  Date Window  Hep

OSHMAL SR VE 2@ v showal @ 0 - (RS @ E -8 R4
Print_Araa £ Mumber
oS = T T D T E [ [ e e |
Invoice
| 1 |numbe - |Numbi~| Date ~|Customer Nam - Market  ~jQuantil~| Incom: -
2] 1 101 05/20/2001 ExcelTp US4 15 2,136.75
|11] 10 111 03/20/2002 ExcelTp usa =7 15,452,00
A 23 124 i0/04/2002 ExcelTip Lsd 222 24,400.18
TN [ 130 10/10/2003 BicelTp US4 255 42,764,14
40) o 190 08/10/2004 EwcelTh =03 416 50,355,975
41
4z |
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Filtering a Range into a List of Unique Records

» To filter a range into a List of unique records:

Tip 269

1. Select a cell the range (see screenshot).

2. From the Data menu, select Filter, and then
Advanced Filter.

3. Select Copy to another location.
4. In the Copy to box, insert a cell address.

5. Select the Unique records only checkbox, and
then click OK.

i

‘& Fle Edt view Insert Format  Jools Data  Window Help
A | B ] ¢ | b | E | F [ & [ t
Bustonier Customer Advanced Filter
1 | MName Name Action — -
ExcelITID Excel'T'P  Eilter the list, in-place
3 | Inte Inte {*' Copy to another location
| Matorola Motorola
| i i i
Pacific Bell Pacific Bell List range: $A51$A%40 =
5 | Motorola Amazan ]“—3
o Picrosoft Criteria range: =
Microsoft AIG Copy o 41 x

AlG Cisco
11| ExcelTip
12 | Pacific Bell ’TI - !

Amazon
|14 | Intel
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Tip 270

Filtering a List into Unique Records Using the
COUNTIF Formula

» To filter a List into unique records using the
COUNTIF formula:
1. Select cell B2, and insert the formula
=IF(COUNTIF($A$2:A2,A2)>1,1,0).
2. Copy the formula from cell B2 downwards.
3. From the Data menu, select Filter, AutoFilter.

4. Select cell B1 and press <Alt+Down Arrow> to
open the filtering dropdown list or open it by
clicking the dropdown arrow and then selecting 0.

Microsoft Excel - Book1

.E_I‘I File Edit ‘Wiew Insert Formak Tools Data  Window  Help

B2 - fe =IF(COUNTIF$AF2:A2 A)=1,1.0)
A | B | ¢ | b [ E |

Customer

i Mame ~| Unigue Record -

| 2 | alG 0

3 | AIG 1

4| aIG 1

5 | Amazon a

B | Amazon 1

7| Amazon 1

B | Cisca 0

= __| Ciscao 1

10 | Cisco 1

11 | ExcelTip a

12| ExcelTip 1

13 | ExcelTip 1

4] ExcelTip 1

15 | ExcelTip 1
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Adding the Subtotals Icon to the Menu Bar

» To add the Subtotals icon to the Excel Menu bar:

1. Place the mouse over one of the toolbars,
right-click, and select Customize from the shortcut
menu.

2. Select the Commands tab.

3. From Data, drag the Subtotals icon to the Menu
bar, and then click Close.

Using keyboard shortcuts

After the Subtotals icon has been added to the Menu bar,
press <Alt+b> to open the Subtotals dialog box.

Tip 271

nsert  Format  Tools Sul;tot&s... Data  Window  Help
% BB S0 @
= Q-5 €

& = | showal 7 G
w-|B I U|E

F& > &
A [ 8B [ ¢ T o [T E T E T &
1
“j_' Customize ﬂ
3
7] Toolbars ~ Commands I Options i
= To add a command to a toolbar: select a category and drag the
B command out of this dialog box to a toolbar,
_}'_" Cateqgaries: Commands:
| 8 | Shaw &l =
g ’ gef
= Advanced Filter...
10|
11| Form...
]_2: | Subtatals. ., |
13 Walidation. ..
14 |
"1"5"i Table. .. ;!
19
20|
=
2|
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Quickly Removing Subtotals

» To quickly remove subtotals:

1. Select any cell in the List and click Sort Ascending
or Sort Descending.

2. Click OK in the dialog message box.

» To remove subtotals by using the Subtotals dialog
box:

1. From the Tools menu, select Data, and then
Subtotals.

OR

Press <Alt+b> (see Tip #271).
2. Click Remove All.

[ BoEL ot mo ity
E3 Microsoft Excel - Book L

S] Ble Edt Wew Inset Foomat  Took Sibeotds., Data window Heb

N EHE33E el PE 60 J|9-m Be = -Fli G 0 -
Lzt A ] B [ < [ E 0 o s st
Irwobce

Numher Date Customer Name  Cuanti

OB/10/2004  AlG
01/10/2004  AIG

v This removes the sublobak and sorte sqzin, IFyou want to sark the subtotsed graups, thooss the Cancel button;
. Hhen collagse the audne and try again.

e
b1} TI7I07E00L - Avaean 15 JEm e RN |
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Hiding Subtotal Level Buttons

i Using keyboard shortcuts

> To hide the Subtotal level buttons:
2  Press <Ctrl+8>.

» To redisplay the Subtotal level buttons:
& Press <Ctrl+8> again.

Before:

BT Microsoft Encel - Book1

Tip 273

18] Fie Edit  Wiesw  Insert  Format  Tools Subtotsls.. Dsta Window  Heb
A | B D | B
Invoice
1| Mumber  Date  Customer Name Quantity
[F-(2] 109 01/10/2002  AlG 40
3| 118 10/0/2002  AIG 150
4| 123 03/10/2003  AIG 210 32,850.02
) 133 01/10/2004  AIG 1 48,441,863
G| 138 05/10/2004  AIG 202 56,237.43
= [7] AIG Total 1122 170,669.97
[- |8 107 11/10/2001  Amazdn 15 20,280.,00
8| 113 |05/10/2002  Amazon a0 13,095.00
122 02/10/2003  Amazon 198 31,250,856
131 11/10/2003  Amazan 07 45,323.30
=] Amazon Total 609 118,983.16
[ 110 02/10/2002  Cisco 50 37,0685.81
121 01/10/2003  Cisco 186 30,000.10
127 07/10/2003  Cisco 259 39, 085.56

After:

E Microsoft Excel - Book 1

ii’l] File Edit Aiew Insert  Format  Tools Subtotals,.. Data  Window Help
A | B | c o E
Invoice

1 | Number Date Customer Name Quantity Income

(2 109 [01/10/2002 | AIG a0 5,040.00
3| 118 10/10/2002 | AIG 150 25,129,090
4 | 123 03/10/2003 | AIG 210 32,550.02
5 | 133 01/10/2004 @ AIG 331 48,441,632
b | 138 06/10/2004 | AlG 292 56,237,43
| AIG Total 1,122 170,698,97
8| 107 11/10/2001 | Amazon 15 29,260,00
(9| 113 |05/10/2002 | Amazon 29 13,095.00
10/ 122 02/10/2003  Amazon 158 31,290.86
1] 131 11/10/2003 | Amazon 07 45,323.30
12| Amazon Total 609 118,989,16
13| 110 02/10/2002  Cisco 50 37,065.81
14| 121 01/10/2003 | Cisco 186 30,000.10
15| 127 07/10/2003 | Cisco 253 30,086.66
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Adding Subtotals to a Date Field

» To add subtotals to a date field in a List:

1. Copy the Date column and insert it twice (see Tip
#266).

2. Change the titles for the two new columns to
Month and Year.

3. Select the Month column, and press <Ctrl+1>.

4. Select the Number tab, select Custom, and in the
Type box, type MMMM.

5. Repeat steps 3 and 4 for the Year column, and in
the Type box, type YYYY.

6. Sort the List by the Year column.
7. Add Subtotals to the List.

Tip 274

¥ Microsoit Excel - Book1

Z] Ble Edt Wew [nset  Format Iook  Deba Sugtotds.. Wndow  Help

1 al3] A B I | E F || H I
Date Month Year  Customer Name Market Quantity Income
| 05/10/2001 May 2m1 EncelTip Usa 15 2,136,735
2 06/10/200L Jure 2m1 Intel ELFOpE 2k 2,270.94
07 /10/2001 Julky 2m1 Motoroka Agla 20 10,152.14
05/10/2001 August 2001 Pacific Bell ELrope 50 11,111,11
09/10/2001 Sephamber 2001 Motoroka Agla 1m0 8,717.95
11/10/2001 Nowernber 2001 AMazon Asla 15 29,2e0.00
12/10/2001 December 2001 Microsoft ELrooe il 6,020.00
=z 2001 Total 247 69,682.89
[ 01/10/2002 Jaruary 2mz AlG Asla 40 8,040.00
02/10/2002 February 2002 Clsco Agla =1 37,065.81
03/10/2002 March 2002 EncelTip USh 67 15,452.00
4/10/2002 April 2002 Pacific Bel asia 77 13,022.00
05/10/2002 - May 2002 AMEzon Affica B9 13,095.00
06/10/2002 Jure 2mz Intzl UsA 1
07 /10/2002 Juky 202 Motaraka 4sia
09/10/2002 August 2mz2 Intel Ush
9/10/2002 September 2002 Microsoft 4513
10/10/2002 October 20mz2 AlG Africa
11/10/2002 Nowember 2002 Pacific Bell Eurooe
12/10/2002 Decernber 2002 IMicrosaft Asia 2,
: 2002 Total L286| 255,148.21
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Adding Additional Functions to Subtotals

» To add additional functions to subtotals:
1. Add Subtotals to the List.

2. Press <Alt+b> Subtotal
(see Tlp #271). Ak each changs in:

;Customer Mame
OR .
Use Function:

From the Data T ————— -

Tip 275

Le

menu, select Add subtotal to: _
[ Customer Mame -

Subtotal. e =
v =

3. From Use
function, select

. eplace current subkotals
a different r%age break between groups
function. ¥ sumrmary

Remove Al i OF I Cancel i
4. Deselect the Replace current subtotals checkbox,
and then click OK.

5. Repeat the steps above to add more Subtotals
functions to the List.

B3 Microsoft Excel - Book1

L‘l] File Edt ‘iew Insert Formab  Tools Subtokals... Deta Window  Help

. - fie =SUBTOTAL, F2:FE)
1]2]3[4]5]] A | B ] c D | E I F
Invoice

1 | Mumber Date Customer Name Market Quantity Income
[[- | 2] 118 10/0/002 A Africa 145,60 25,120.90
| 3| 109 01/10/2002 AIG Asia 40.00 5,040.00
4 122 03/10/2003 AIG Ewrope 210.10 22,850.02
|5 133 01/10/2004  AIG USA 331.10 45,441.63
| B 1z 08/10/2004 AIG US4 230160 565,237 .43
= | AlG Average 224.48 34,13973
- [&8 AIG Count s s
= [9 AIG Total 1,12240  170,698.97
[[[- 10| 113 05/10/2002 Amazon Africa £89.10 12,095.00
| 11| 122 02/10/2003 Amszcn Africa 198.00 31,200.86
|12 131 11/10/2003  Amazon Africa S06.90 45,323.30
il 107 11/10/2001  Amazon Azia 15.00 29,280.00
= [14] Amazon Average 152.25 29,747.29
=| |15 Amazon Count 4 4
= [ 18] Amazon Total 609.00 118,989.16
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Adding Subtotals to Primary and Secondary Fields

» To add subtotals to primary and secondary fields:

1. Sort, in ascending order, the field for which you
want to have the secondary subtotal. In this
example (see screenshot), Customer Name is the
secondary field.

2. Sort, in ascending order, the field for which you
want to have the primary subtotal. In this example
(see screenshot), Market is the primary field.

3. Click the Subtotals box.

4. From the At each change in dropdown list, select
Market.

5. In Add Subtotal to, select the Quantity and
Income checkboxes.

6. Deselect the Replace current subtotals checkbox,
and then click OK.

7. Repeat steps 3 and 4, and select Customer Name.

8. Click OK.

B3 Microsoft Excel - Book1

:ﬂ_] File Edk View Insert Format  Tools Subtobals... Data  Window  Help

F12 - e =BUBTOTAL® F2:F10)
tesfa] [ A | B ] C _ D [ E . E
Invoice
1 [Number Date Customer Name Market Quantity Income
[-1 2] 118 10/0/2002] AIG Africa 149.60 25,120.90
SN AIG Total 149.60 25,129.90
- 4| 113  05/10/2002 Amazon Africa £9.10 13,005.00
+ |5 | 122 02/10/2003 Amazon Africa 198,00 31,290.86
[ B | 131 11/10/2003 Amazon Africa 305.90 45,323,320
L 0 AN Amazon Total 594.00 89,709.16
- 8| 127 07/10/2002 Cico Africa 258,50 29,086.66
+ | 8| 136 04/10/2004 Cisco Africa 367.40 53,112.11
[- 10| 139 07/10/2004 Clco africa 402.70 57,796.50
= 11 Cisco Total 1,029.60 150,002.36
- [12] Africa Total 1,772.20 |_289.891.492 |
[[ - 13| 109 D1/10/2002 | AIG Asia 40.00 ,040.00
= |14 Al Total 40,00 £,040,00
[- 18] 107 11/10/2001 Amazcn Asia 15.00 29,280.00
= 16 Amazon Total 15.00 28,280.00
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Printing Each Subtotal Group on a Separate Page

» To print each subtotal group on a different page:

Tip 277

% In the Subtotals dialog box, select the Page break
between groups checkbox. Each group will be
printed on a separate page.

Subtotal i

At each change in;

KR

iCustDmer MNarne

Ise Funckion:

Lo

i.ﬂ.verage

Add subkotal ks

[ Customer Mame
[ Market

v

L]

[ Replace current subtotals

¥ Pane break between groups:

aurmary below data

Remove All l (] .4 I Cancel
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Deleting the Word "Total" from the Subtotal Rows

» To delete the word "Total" from the subtotal List:
1. Select the column in which the text appears.
2. Press <Ctrl+H>.

OR

Tip 278

From the Edit menu, select Replace.
3. In the Find what box, type the word Total.

4. Leave the Replace with box empty, and click
Replace All.

2?'_] File  Edit ew Insert Formab  Tools Subtoals.., Data window  Help

TR | A | B ‘ ] [ E [ F
Irvoice
1 | Mumber Date Customer Mame Martat Guantity tncome
« B 118 10/10/2002 § AIG Africa 149.60 25,125.90
= S 108 |01/10/2002 | AIG Asla 40,00 £,040.00
- 14| 123 |osio/zooz| Al Europe 210,10 32,850.02
ol i 133 01/10/2004 | AIG LIS, 331.10 4E,441.63
G 138 05/10/2004 | AIG — LIS 391.60 56,237.43
=| AIG Total 1.122.40 170,698.97
It E 11“: O 0 P00 IR s A feie o oM o1n lj.UUS.UD
10 13 45,323.30
— Replac

fi| w Fd  Reec | 29,280.00
= 12 Fidwhati  [Totd =] | | 11898916
18] 12 30,085.66
4| 13 Pedece ih; | | 53,119.11
115 13 z 57,796,59

e Oplions == .
16 11 —I 37,065.81
7] 1 30,000.10
- [18 Rephceal | Reslace Fndal | [ Endnes | dose | | 217,088 27
[-18 10 . . - — — 2,136.75
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Copying the Subtotals Summary

» To copy the subtotals summary:
1. Add Subtotals to the List.
2. In the Subtotal levels, click level 2.

3. Select a cell in the List, and press <Ctrl+Shift+*>
(in Excel 2003, press this or <Ctrl+A>).

4. To select visible cells, press <Alt+;>.

OR

Press <F5>, and in the Go To dialog box, click
Special. In the Go To Special dialog box, select
Visible cells only and click OK.

5. Copy and paste the summary of the subtotals into
a different sheet.

Go To Special
Select
" Comments " Row differences
" Constants & Column differences
" Formulas " Precedents

¥ Mumbiers ™ Dependents

¥ Te: -

v Logicals

¥ Errors " Last cell
" Blanks o \.-'

" Current region ‘“E%Dndll;lonal formats
" Current array ™ Data validation
" Ohjects & A

= 55me

(8].4 ] Canicel
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Applying Styles to Subtotal Rows

» To apply styles to subtotal levels:
1. Add Subtotals to the List.

Tip 280

2. Select a cell in the List area, and press
<Ctrl+Shift+*> (in Excel 2003, press this or
<Ctrl+A>) to select the List.

3. From the Data menu, select Group and Outline,
and then Settings.

4. Click Apply Styles. The automatic style is applied

to Subtotal lines level 2.

H] B ER few Dwet Fomat Tock Subtotd. [ela Wedew Hep
EEN 7 ] T - T [ I 1 | E [ 13
Irwoice
L {Number T Date Lustomer Nomg Market Quantity Income
< 2R 0n0ee0e G Afica 148,60 25,129.90
L 08 D01/10/2002 ANG Asis 40.00 8,040.00
4] 13 0HI0RO AN Europo 210,30 TES0.02
< B 1@ 010004 A UsA JLID 4044163
B 13 0AO0AmE AN Ls 9160 56,237 93
= JiEl AlG Total 112240 Aro.een a7
]
c 8| 122 027102000 Amazo
i 3‘} :ﬂm :n"m u'p“:”mmynmh—kwlﬂd e |
0. .E_. 127 A ?:: e —mxm;g
- M| 136 04M0R00M Ceco I~ s
DHe| 0 S ces s
- HE 121 01/10/2003 Caco L
» To modify the avecare. [T R =1
. Styla Inchides Ltk
automatic style: Pt |2 _cxal |
) Currency [0] fy...
1. From the I lmor ol et |
Format menu, Mo e |
[ Bordar - e
select Style. . =]
I¥ Pattarns Shaded Merge..,
I™ Protection
2. From Style name in the Style dialog box, select
RowLevel2 (the style RowLevel2 & RowLevell are
automatically created upon clicking Apply Styles,
as described above).
3. Click Modify, and select any desired format.
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Applying Colors to Subtotal Rows

Option 1: Permanent Colors

» To apply colors to subtotal rows:

1.
2.
3.

Add Subtotals to the List.

Click Level 2 of the Subtotal levels.

Select cell A1, and then press <Ctrl+Shift+*> (in
Excel 2003, press this or <Ctrl+A>) to select the
List.

Press <Alt+;> to select the visible cells.

Select a color from the Fill Color icon on the
Formatting toolbar.

Click Level 3 of the Subtotal levels to open the
hidden rows.

Microsoft Excel - Book1

] File Edi  Yiew Insert Formab  Tools Subtobsls.. Data  Window  Help

[ ng A B 2 [ D [ E [ F [
Inioice .
1 [[tiuraber | Bate Customer Name Market Quantiy Income
+ AlG Tolal 112240 {70.698.97
+ 2 Amazon Total 09,00 118,989 96
+ 18] Cisco Total 126550 HT0ER2T
+ 23] Excellip Totat T80 15541782
+ [30] Intal Tatal 809.00 f28,259.90
+| [36] Micrasoft Total 579,30 151,665,13
+ @] etcrols Tots! 87080 127,957.21
+ 45| Facilic Bell Total 938,80 146,220.50
= 4g| Grand Total 754060  1.215979.97
50
continued...
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Applying Colors to Subtotal Rows (cont.)

Option 2: Dynamic Coloring

» To apply colors to subtotal rows using Conditional

Formatting:

1. Select cell A1, and then press <Ctrl+Shift+*> (in
Excel 2003, press this or <Ctrl+A>) to select the
List.

2. From the Format menu, select Conditional
Formatting.

3. In Condition 1, select Formula Is.

4. In the formula box, enter the formula
=ISBLANK($B1) (or use zero, see Tip #282).

5. Click Format, select the desired formatting, and
then click OK twice.

|3_] Eile Edt  ‘iew Insert Format  Tools Sobboksls... Data Window Help

[zl ] A B ] C [ D [ E I F G
nvoice
1 |lumber  Date  GustomerName  Market Quantty __income
[[- 2| 18 10/0/2002 Al Africa 195,40 25,120,50
+- |3 109 01A0/2002 AIG Asia 40.00 B,040,00
- 4| 123 O3/10/2003 AIG Elrope 210,10 32,850.02
- L5 | 133 01/10/2004 AIG UsA 33110 48,441.63
6| 138 06/10/2004 AIG US4 38160 56,237.43
=l [Z AIG Total 172240 17063897
[- (8 | 112 rssfmens  amason Al £a 10 13 A0
B BT Conditional Formatting
O3 congtion 1
L —:; 157 | e =] [Ssoiwinn
13| 127 | Freview of farmat bo use ASBbCCYyT=
‘14| 135 | when condtion is trua: s
15|l 133
18] 110 fdd == i Delete. ..
7] am
=) 18 Ciaco Total
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Coloring Two Subtotal Levels in Different Colors

Option 1: Permanent Coloring

» To color each level in a different color by coloring
visible cells:

1. Add Subtotals with two totaling levels as in Tip
#276.

2. Click Level 3 of the Subtotal levels.

3. Select cell A1, and press <Ctrl+Shift+*> (in Excel
2003, press this or <Ctrl+A>) to select the List.

4. Press <Ctrl+;> to select the visible cells.

5. Select a color from the Fill Color icon on the
Formatting toolbar.

6. Repeat steps 2 through 5 for Level 2 of the
Subtotal levels, using a different color

7. Click Level 4 of the Subtotal levels to unhide all
hidden rows in the List.

Iﬂ_] Fie Edit  Miew Insert Formab  Tools Subbobsls,.. Data  Window  Help

tzlsiafl [ A | B C | D E F
- L2 10/10/2002 | AIG . 25,129.90
=] 3 AlG Total 149.60 25,129.90
+ | 4| 113 051042002 | Amazon Africa 29.10 13,005.00
2 L 122 02/10/2003  Amazon Africa 198.00 31,290.86
« | B | 121 (1171002003 | Amazon Africa 206.90 45,723.30
= [F Amazon Total =04.00 85,700.16
+ [B| 127 |07/10/2003| Cisco Africa 258.50 25,086.66
+ (8| 138  |04/10/2004 | Cisto Africa 367.40 53,119.11
+ (10| 139 |07/10/2004 | Cisco Africa 403,70 57,796.59
= 1] Cisco Total 150,002,365
5 12 Africa Total
[ 03] 109 |01/10/2002 | AIG Asia .00 ,040.00
=i |14 AIG Total 40,00 8,050.00
[+ 18] 107 [11/10/2001 Amazon Asia 15.00 25,280.00

continued...
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Coloring Two Subtotal Levels in Different Colors

(cont.)
Option 2: Dynamic Coloring

» To color each level in a different color using
Conditional Formatting:

1. Select cell A1, and then press <Ctrl+Shift+*> (in
Excel 2003, press this or <Ctrl+A>) to select the
List.

2. From the Format menu, select Conditional
Formatting.

3. In Condition 1, select Formula Is.

4. In the formula box, enter the formula =$D1=0 (or
insert ISBLANK formula, see Tip #281).

5. Click Format, select the desired formatting, and
then click OK.

6. Repeat steps 3 and 4 for Condition 2, typing the
formula =$C1=0 into the formula box.

7. Repeat step 5, and click OK twice.

cansaft Ele

=] #le Edt Wew Ireet Fomat  Ieols Subfatak., Dot Wiedae  dep
Ui e B = R e | BT
lirveice
1 [Humber] Late Custemer Name Market Uuantity
r' 2 118 19/10/2002  AIG Alrica 149,60
=P AIG Total 149,60
= 4| 13 050002 amEenn africa 89,10
- 5| 122 02/10/2003 Amazon africa 1200
- B | 131 13/10/003 Amazon africa 30650
B & Amazon Total S4.00
- B | 12 UraneLsd e africa 23650
9| 136  D4/10/2004 Cismo affica 36740
0] 129 DF10/E004 Ceoo Africa 40270
L Cisco Total 1,029.60 130,002,268
=| 2| Africa Total 1,773.20 264,841.43
13

[ Conditional Formatting
_r . 45| 107 Cordbeni
= |16 Formuiz 3= =] [=fu1=a =]
[' SO e of form e
i 2 F——
e 12 when condtion & Fug: | i | ..E,,’Ll
B | U7 Condbenz
CE 10 et -] [ T
| -] [Fci=
-2 1 l - B
= Previe cf Format ko s 5
= e MRt | AaBhCEY Tz | e
- 35| s
- LS abdss | peste | ok | cenesl |
- 134
- ;| Motarola Total S76.50 S1,839.67
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Tip 283

Adding the Auto Outline, Clear Outline, and Show

Outline Symbols Icons to the Toolbar

» To add the Auto Outline, Clear Outline, and Show
Outline Symbols to the toolbar:

1. Place the mouse arrow over one of the toolbars,
right-click, and then select Customize from the
shortcut menu.

2. Select the Commands tab.

3. From Data, drag the appropriate icons to the
Standard toolbar.

iﬁl] File Edit Wiew Insert Format  Tools Data  Window  Help

dE | (2 & & e | showal suto OKtIine Cleatr Qutling f? M % B3 @
‘: | 3

Customize [ 2]
| E
T Toolars  Commands i Qptions i

{1k 1 E To add a command ko a toolbar: select a category and drag the Duiarte
[T | 2 |5al  command out of this dialog bax to a toolbar, 1,110
: ?_ilnts Cakegories: Commands: 1814
| - 25
L Bl » [ 153,
= | Auto Outline | ﬁ
Clear Outline - 96':{
[{& show Outiine Symbols 4,8
Create List... EE
" 1208
= Publish List. .. _‘J EETT,
- 1 Rearrange Commands... 1 126,
221
36,6
= 5.t
- | 16 |Otl 229.¢
o o
2] | 18 |ne 3874
| 19 |Interest Exp. 15,000 15,000 17,000 J8.¢
| 20 |Net income After interest Exp. 116,500 119,000 113,500 " 349,
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Hiding Outline Symbols

Using keyboard shortcuts

» To hide the outline symbols:
2 Press <Ctrl+8>.

» To restore the outline symbols:
% Press <Ctrl+8> again.

Before:

Famar  Tonks Data  Window  Hep

1 r
3 ! -
| 5 :
4 e & s e
1 | Income lanuary February  March | Suarer!
[T 2 [Sales 30,000 370,000 F0,000 | 4110000
2 |Interest 5,000 5,000 7000 18.000
4 |other nvcome 7500 @ 9,510 :
=| 5 |Total Income 352,500 | 334,500 406,500 4
[ & |vWages Depart.l 70,000 75000 | e0,000
7 |office Bvp Depat 1 0| an000 000
B |Car Exp, Departl 12,000 14,000 16,000
5 |Telzphone Departl 16,000 18,000 20,000
10 |Other Exp. Dapartt |B000 | 40,000 41,000
= | 11 [Total Exp. Dapartt 162,000 | 1 162,000 |
= |12 |Wages Depart.2 41,000 43,000
13 [Office B Depat 2 5,000 10,000
14 |Car Exp. Deparl.2 10,000 14,000
15 |Telephone Depart2 13.000 17.000
- |16 [Other Exp. Depart? 53,000 84000 | Z
= 17 |Total Exp. Daparlz 231,000 276,000 | ;
= 18 | At incammss L3508 | & 130 500 37008
After:
Elr Excel - ki
] Ble Edt Wew Insst  Formet Took  Dats  Windew  Help
I A B e =
1 January February Msrch | Quartsrt
2| 350,000 370,000 | 380,000 | 7 110,000
3 | 5,000 6,000 15,000
4 |Other Income 7,500 8,500 25500
5 |Total Income 362,500 384,500 | 406,500 | 1152500
| 6 |Wages Depart.1 70,000 75,000 BO000  AARO87
7 EDfﬁCE Exp Depat 1 25,000 20,000
8 |Car Exp. Dapsitl 12,000 14,000
| 5 |Telephone Departl 16,000 18,000
10 |Other Exp. Departl 35,000 40,000
11 |Total Exp. Departl 162,000 177,000
12 |Wages Depart.2 41,000 42,000
| 13 |Office Exp Depat.2 5,000 3
14 |Car Exp. Depart.2 10,000 12,000
15 |Telephone Depart2 13,000 15,000
16 |Other Exp. Depart2 50,000 75,500

231,000 253,500 276,000 | 760,500

2 ).
131,500 135000 | 130500 | 397000

Net neanme

F1— Get the Most out of Excel! 349



Category: Groups & Outlines
For Excel Versions: 97, 2000, 2002, 2003

Adding Groups and Outlines Manually

» To add groups and outlines manually:

1. Select cells to group (cells A2:A4 in the
screenshot).

2. Press <Alt+Shift+Right Arrow>.
OR

Tip 285

From the Data menu, select Group and Outline,
and then Group.
3. Repeat this technique for each group.

4. To clear the outlining, select the same rows or
columns, and press <Alt+Shift+Left Arrow>.

[E Microsoft Excel - Book1

n"__ﬂ File Edit ‘ew Insert Format Tools Data  Window  Help

I | A [P E R [ E
1 {Income January February March | Quarferd

| 2 |Sales 30000 370000 390,000 22110000

| 3 |Interest 5,000 5,000 7,000 18099

- | 4 |Other Income 7800 8 a00 0,500 25,500
=| [ B |TotalIncome 362,500 | 354,500 406,500 1,153 500
| B [Wages Depart.1 70,000 75,000 20,000 | 225500

| 7 |Office Exp Depat.1 25 000 30,000 35,000 30,493
E__!Car Exp. Depart.1 12,000 14 000 16,000 42099

9 [Telephone Depart1 16,000 18,000 20,000 54,099

10 | Other Exp. Depart! 39,000 40,000 41,000 | 120000

_11 |Total Exp. Departl 162,000 | 177,000 192,000 531 000

12 |\Wages Depart.2 41,000 42000 43,000 | 125000

13 |Office Exp Depat.2 5,000 7 500 10,000 22500

14 |Car Exp. Depart.2 10,000 12,000 14,000 38,009

15 |Telephone Depart2 13,000 16000 17,000 45,092

16 |Other Exp. Depart2 E9,000 76 500 24,000 | 229500

17 | Total Exp, Depart2 231,000 253,500 276,000 Fed500

18 |Met hcome 133,500 | 135000 130500 397000
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Copying or Applying Color to Groups and Outlines

» To copy or apply colors to summary totals:
1.

Create the summary report using Group and
Outline.

Select any cell in the List, and press
<Ctrl+Shift+*> (in Excel 2003, press this or
<Ctrl+A>) to select the List.

Press <Alt+;> to select the visible cells.
Copy and paste the data into a different sheet.
OR

Apply color to the visible cells by selecting a color
from the Fill Color icon on the Formatting toolbar.

B Microsolt Excel - Book1

5 File Edit Yiew Inset Format  Tooks  Data  Mindow  Help
1 i
2| * - * +
5|
|
izpafs] | A 1 S | e e e
1 |1ncome |g¢arrm Quartsr?  Quartar? Quartsrd ¥ID

4 5 [Tetslincome | A9 00 L, 5000 4,495,000 & I0L500 SU10AU0
+ 17 |Total Exp. Depart2 SEOSN  Se3 000 Fad 50 e300 3,447,000

- 13 [Wet ieomes 97,000 294,000 367,000 394,000 1,582,000
Lis linterest Exp. 2 A T R T S 1 L UL

20 |Net income After interest Exp. 349,000 337,000 349,000 337,000 1,372,000
21 [Income Tax 125640 121,390 125640 121,270 493,920
22 |Net After Income Tax 223260 2I5690 223350 215680  BY8,080
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Consolidating Lists

The following rules allow the consolidation of Lists using
Consolidate:

% The structure of the Lists must be identical.

& The headings of all rows and the leftmost columns in
the Lists must contain the same topic.

%  The number of columns and the number of rows do
not have to be identical; nor does the internal order of
the text.

% The Lists must have a single label row and a single
column for labels.

& The cells in the List’'s data range must contain only
numeric data. Excel consolidates data by identifying
corresponding text crossed between the header row
and the leftmost column.

B Microsoft Excel - Book1

] Ble  Edb Wiew Inset Formak  Tools Data  Window  Help

o e B} & ] D] £ F
1 Tablel Eric hancy Ana Stephen
.2 Gross Salary 2540 3,256 3854 3,285
3 Ineome Tax 3 488 278 493
4 | Social Security 127 163 183 184
& ADIK 76 o8 116 55
-l
7 Table2 Ana Mancy John Eric Lee
g [Gross Salary 3,768 3125 3,526 2,758 1,582
g |Income Tax 564 469 523 414 23
10 Social Security 188 156 176 138 78
11 |Other Deductions 100 50 25 35 25
42 401K 13 94 106 23 47
13
14 Table3 John Stephen Eric Mancy
15 Gross Salary 354 2985 2,389 3125
15 Inceme Tax 652 495 425 488
|17 [Social Security 181 148 150 142
15 401K 125 93 an 92
continued...
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Consolidating Lists (cont.)

» To consolidate Lists:

1. Select a cell within List1, press <Ctrl+Shift+*> (in
Excel 2003, press this or <Ctrl+A>) to select the
List, and then press <Ctrl+F3> to define the Name
List1, using the Define Name dialog box.

2. Repeat step Tand define a Name for List2 and a
Name for List3.

3. Selectacell S=%S
in any other |
. Reference:
sheetinthe 7 = s
workbook, Alrefsrences: —
List1 > fidd

and from the _

J Dilete
Data menu, =
select ¥ Teprow

. [¥ Left calumn [™ Craate bnks to sowes data
Consolidate. R
=3 I Clos

4. In the Reference box, press <F3>.

5. In the Paste Name dialog box, select List1, click
OK, and then click Add to add List1 to All
references.

6. Repeat steps 4 and 5, and add List2 and List3 to
All references.

7. In Use Labels in, select the Top row and Left
column checkboxes, and then click OK.
The consolidated Lists:

[E Microsoft Excel - Book1

n"__‘l_] File Edit Wiew Insert Format  Tools Data  Window  Help

I A e | ¢ oo e e s
I John Etic Mancy  Ana Stephen  Lee

| 2 |Gross Salary 7,067 8,297 9,506 712 6270 1,552

| 3 |Incame Tax 1,181 1,220 1,455 1,142 988 233

| 4 |Social Security 357 415 461 381 M2 78
_____ - Other Deductions 25 35 a0 100 25
|6 (401K 231 248 283 228 152 47

F1— Get the Most out of Excel! 353



Category: Consolidating
For Excel Versions: 97, 2000, 2002, 2003

Using Different Functions to Consolidate Lists

» To consolidate Lists using different functions:

1. Define Names for two Lists, and note the
instructions on how to consolidate Lists (see Tip
#287).

Select a cell in any other sheet in the workbook,

and from the Data menu, select Consolidate.

3. In Function, choose Sum.

In the Reference box, press <F3>.

5. In the Paste Name dialog box, select List1, click

OK, and then click Add to add List1 to All

references.

Repeat steps 4 and 5 and add List2 and List3 to All

references.

7. In Use Labels in, select the Top row and Left
column checkboxes, and then click OK.

Tip 288

Select a cell under the consolidated Lists, and
repeat these steps twice, once with the Count
function and then again with the Average
function.

B Microsoft Excel - Booki

._éB File. Edt Miew Insert Format  Tooks Data Window  Help

F1— Get the Most out of Excel!

I A B G D E F G T [
1] John Eric Mancy Ana Stephen  Lee Lunso!hl ate using
2 |Gross Salary 7067 8297 906 7R12 B270 1562
3 |Income Tax 1,181 1220 1,455 1,042 986 233 [

4 |Social Security 357 415 461 381 312 Surm function
& | Other Deductions 25 a5 50 100

(B 401K pE] 249 283 228 192

ezl

Az John Eric Mancy  Ana Stephen

9 |Gross Salary 2 3 3 2 2 1 [

10 | Income Tax 2 3 3 2 2 [,

11 | Social Security 2 3 3 2 2 1 Count Function
12 | Other Deductions 1 1 1 1 1 L

13 401K 2 =) 3 2 2 1

14

15] John Eric Mancy  Ana Stephen

16| Gross Salary 353 2766 3063 3A06 3,135 1 i)

17 lIncome Tax 580 207 485 571 294 73’1

18 | Social Security 179 138 154 190 156 Awerage function
15| Other Deductions 25 35 50 100 25

20 401K 115 a3 94 114 95 47 N

M
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Tip 289

Consolidating Lists While Adding Links to the Source

Data

» To consolidate Lists while adding links to the
source data:

1. Define Names for two Lists, and note the
instructions on how to consolidate Lists (see Tip
#287).

2. Select a cell in any other sheet in the workbook,
and from the Data menu, select Consolidate.

3. In Function, choose Sum.

4. In the Reference box, press <F3>.

5. In the Paste Name dialog box, select List1, click
OK, and then click Add to add List1 to All
references.

6. Repeat steps 4 and 5, and add List2 and List3 to
All references.

7. In Use Labels in, select the Top row, Left column
and Create links to source data checkboxes, and
then click OK.

Microsoft Excel - Book1
=] Fle Edit  iew Insert Format  Tools Data  Window  Help

C5 2 & =SUM(C2:C4)
Bkl i I P o | E | F | G | H
|t John Etric Mancy Ana Stephen Lee
[ - | 2 Book1 2540 3,256 3,854 3,285
| Biook1 I 35k 2,758 3125 3758 1552
| 4 Biaokl 3541 2999 3125 2985
= |5 |Gross Salary T 7067 8,297 9506 7612 6.270 1552
[- |6 | Book! | 331 483 578 493
| S Book1 529 414 469 564 233
18 Biook1 652 425 493 495
=l [ 9 |Income Tax 1,181 1,220 1,455 1,142 85 233
[ - 10 Book1 127 163 193 164
o EE Biook1 176 138 156 188 7B
o | Baook1 181 150 142 148
=| |13 |Social Security 357 415 461 3 312 78
[-]14 Biook1 25 35 50 100 25
=l | 15 |Other Deductions ] 35 50 100 25
[ - [16] Biook1 7B 98 116 99
- 17 Book1 106 83 94 13 47
118 Biook1 125 a0 92 a3
= |19 401K 23 249 263 228 192 47
[20]
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Tip 290

Coloring and/or Copying Subtotals from

Consolidated Lists Containing Links

» To color and/or copy subtotals summary from
consolidated Lists:

1. In the Subtotal levels, click level 1.

2. Select a cell in the List and press <Ctrl+Shift+*>
(in Excel 2003, press this or <Ctrl+A>).

3. Select visible cells, and press <Alt+;>.
OR

Press <F5> and in the Go To dialog box, click
Special. In the Go To Special dialog box, select
Visible cells only and click OK.

4. Copy and paste the subtotals summary into a
different sheet or choose a color from the Fill
Color icon in the Formatting toolbar.

Microsoft Excel - Book1

d‘_} File Edit  Yiew [nsert Formst  Took  Qata  Window  Help

C5 & A =SUM(C2:C4)
] A [ B C 0. [ E | F [ B [ B
1 John Eric Mancy Ana Stephen Lee
e 2] Book1 2540 3,256 3854 3,265
=H| Book1 3,526 2,758 3,125 3,758 1,552
- 4 Booki 354 299, 3125 2,265
= |5 |Gross Salary 77l 82 958 7612 B0 1582
[« (6| Bookl 381 488 578 433
7| Book1 529 414 469 564 233
78] Booki 852 425 493 495
= |3 |Income Tax 1,181 1220 1455 1,142 268 233
[ [0 Bookl 127 153 193 164
-1 Booki 176 138 156 188 78
Cl [ Book1 181 150 142 148
= |13 |Social Security 3E7 415 461 381 312 78
[-]14 Book1 28 35 50 100 28
= | 15| Other Deductions 25 ) 50 100 25
[- |16 Book1 78 95 116 99
17| Book1 106 & 94 113 47
- 18] Baook1 125 20 32 93
= [18401K 231 249 283 228 192 47
20
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Summing Stock Lists

» To total stock List quantities:

1.

Define Names for two Lists, and note the
instructions on how to consolidate Lists (see Tip

#287).

Select a cell, and from the Data menu, select

Consolidate.

In the Reference box, press <F3>.

In the Paste
Name dialog
box, select List1,
click OK, and
then click Add to
add List1 to All
references.

Press <F3> again
and add List2 to
All references.
In Use Labels in,
select the Top
row and Left
column
checkboxes, and
then click OK.

Result:

I%] File Edit Wiew Insert Format Took Data  Wir
G28 - I3

[ St L b i
1 |List 1- Stock Name Quantities Price Per Unit
2| Item! 5 5.00
£l ftem?2 7 6.00
4 | ftem3 4 3.00
5 | ftemd 3 350
B ftemb 2 4,50
7
8
9 |List 2. Stock Name CQuantities Price Per Unit
10 ftam1 5 5.00
11 ltem?2 7 5.00
12 Items 2 4.50
(13 ltemb g 3.85
14 | ftem? 7 4.20
15
16 | Consolidate Lists
17
18 Quantities  Price Per Unit
19 [tem1 10 10.00
20 |ltem?2 14 12.00
21 |tem3 4 3.00
(22 |itemd 3 3.50
23 lltem5 4 9.00
24 |itemb g 385
25 |item? 7 4,20
ke =

Oops!!! The Price per Unit (see cells C19:C25 in the

screenshot) has also been totaled!!!

F1— Get the Most out of Excel!
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Summing Stock Lists (cont.)

Solution:

1. For each List, change the heading above the Price
per unit column to Price per Unit L1 in cell C1
and Price per Unit L2 in cell C9 (see screenshot).

2. Repeat steps 2 through 6 on the previous page to
consolidate the Lists.

Result:

Microsoft Excel - Book1

‘=] Ble  Edit wiew Insert Format  Tools Data  Wwindow  Help

! A 5] c | D T
1 |List1- Stock Name CQuantities Price Per Unit L1
| ltermn1 5 5.00
| lternz 7 £.00
4| ltem3 4 3.00
L | ltemd 3 3.50

B | Iterms 2 4.50
B

=

10 | Iterm1 5 500
11 ] ltern2 7 £.00
| Items 2 4.50
13 ItemB 8 3.85
14 | ltem? % 4.20
15
16| Consclidate Lists
|
18 | Quantities  Price Par Unit L1 Price Par Unit |2
19 |ltem 10 5.00 5.00
|20 |ltern2 14 B6.00 .00
21 |Itemi3 4 3.00
3 3.80
4 4.50 4.50
= 3.85
7 4.20
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Summing Sales Quantities and Amounts for Several

Lists, or Presenting the Figures Side-by-Side

» To total the quantities and the amounts of monthly
sales Lists:

1. Define Names for two Lists, and note the
instructions on how to consolidate Lists, see Tip
#287.

2. Select a cell, and from the Data menu, select
Consolidate.

3. In the Reference box, press <F3>.

4. In the Paste Name dialog box, select List1, click
OK, and then click Add to add List1 to All
references.

5. Press <F3> again and add List2 to All references.

6. In Use Labels in, select the Top row and Left
column checkboxes, and then click OK.

Microsoft Excel - Book 1

Sl gl Edit  Miew Inset  Fomat  Jools  [Data Window  Help

A B C |

1 |January 2004- ltem Name  Quantities  Total Sales
3 ftern 5 25.00

3 ltern2 7 42.00

4 | ltern3 4 12.00

5 | lternd 3 10,50

6 lterns 2 9.00
7

9 |February 2004- Stock Name Quantities  Total Sales
10 Item1 5 25.00
A ltern2 7 42,00
12 lterms 2 9.00
13] lterng 8 3080
|14 | ltern? 7 29.40
15

16| Consolidate Lists

17|

18 Quantities Total Sales
19 ltem 10 50,00

20 |Itern2 14 84.00

21 |Iter3 4 12.00
22 |ltemd 3 10,50

23 |Itema 4 16.00
24 |ltem 8 3080

25 |ltem? 7 29.40

continued...
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Summing Sales Quantities and Amounts for Several

Lists, or Presenting the Figures Side-by-Side (cont.)

» To display total sales (quantities and amounts) by

month, side-by-side:

1. In List1, change the heading titles Quantities and
Total Sales to Quantities — Jan and Total Sales —
Jan, respectively.

2. In List2, change the heading titles Quantities and
Total Sales to Quantities — Feb and Total Sales —
Feb, respectively.

3. Repeat steps 2 through 6 on the previous page to
consolidate the Lists.

Result:

B3 Microsaft Excel - Book1

‘) Fle Edt Miew Insert Formst Tools Data  Window Help

| A B | c | D | E

1 [January 2004- Item Name  Quantities - Jan Total Sales - Jan

2 Itam1 =) 2500

E| Itemn2 E 4200
(4| Item3 4 12.00

) Itermd | 10.50

B Item5 2 .00

7_

8 {

9 |February 2004- Stock Name Quantities - Feb  Total Sales - Feb
(10 ftern1 5 25.00

11 Item2 7 42,00

12| Iterns 2 2.00

13| term ] 3050

14 ltem? 7 29.40
15

16 | Consolidate Lists

17|

18| Quantities - Jan | Total Sales - Jan Quantities - Feb Total Sales - Feb
18 [tem1 5 25.00 5 2500
20 [ltem2 7 4200 7 4200
21 |emn3 4 12,00

22 | ltemd 3 1050

23 [ltemdS 2 9.00 2 9.00
24 |ermé 8 30.80
25 |ltem? 7 29.40
%]
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Summing Monthly Trial Balance Figures

> To total the figures of the monthly Trial Balances

Lists:

1. Define Names for each of the Trial Balances as
follows: Select a cell within the January Trial
Balance, press <Ctrl+Shift+*> (in Excel 2003,
press this or <Ctrl+A>) to select the region, and
then press <Ctrl+F3> to define the Name TB_Jan.

2. Repeat step 1 for the February Trial Balance and
define a Name for TB_Feb.

3. Select a cell, and from the Data menu, select
Consolidate.

4. In the Reference box, press <F3>.

5. In the Paste Name dialog box, select TB_Jan, click
OK, and then click Add to add TB_Jan to All
references.

E] Microsoft Excel - Book1

] Ble Edt Wew Insert Format  Took  Data  Window H

! A |ES B (S
1 January Dehit Credit
2 | Sales 10,000
3 | Materials 1,252
| 4 | Subcontracted Costs 2Mms5
5 | Labor 1953
| B | Rental 502
7 | Maintenance & Repairs 225
8 | Cleaning 152
9 | Insurance 303
10 Utilities 175
11|
12 Febrary Debit Credit
(13| Sales 12,556
14 | Materials 1,442
15| Subcontracted Costs 1,998
16 | Labor 2023
17 | Rental 452
|18 Maintenance & Repairs 245
19| Cleaning 172
| 20| Insurance 297
21 Utilities 166
22 | Property Taxes 283
23 Travel 299
24 | Cornputer Software 99
28

continued...
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Summing Monthly Trial Balance Figures (cont.)
6. Press <F3> again and add TB_Feb to All
references.

7. In Use Labels in, select the Top row and Left
column checkboxes, and then click OK.

The Consolidated Trial Balances:

Microsoft Excel - Book1

‘B Fle Edit ¥ew Inssrt  Format  Jools  Data Wind

NEHSRIGBIVE ¥ @-J

A T ¢ |
i Dehit Credit
| 2 | Sales 22 856
3 | Materials 2594
| 4 | Subcontracted Costs 4013
5 | Labor 3976
El Rental 954
| 7 | Maintenance & Repairs 470
324
GO0
341
283
209
99
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Comparing Lists

» To compare Lists, use the Consolidate technique:

1. The screenshot below shows two Lists, the first in
column A and the second in column D. Add the
text List Number as a heading in columns B and E,
and then add the List numbers, as shown.

2. Define Names for two Lists, and note the
instructions on how to consolidate Lists (see Tip
#287).

3. Select a cell, and from the Data menu, select
Consolidate.

4. In the Reference box, press <F3>.

5. In the Paste Name dialog box, select List1, click
OK, and then click Add to add List1 to All
references.

6. Press <F3> again and add List2 to All references.

7. In Use Labels in, select the Top row and Left
column checkboxes, and then click OK.

The consolidation results are shown in cells A10:B16.
The consolidation technique uses SUM to total the
numbers in the Lists when the text at the top row and
in the leftmost column matches for both Lists.

B3 Microsoft Excel - Bookl

j_] Fie Edit  View Insert Formak  Tools  Data  Window  Help

B O P OO I (> [ M )
1 |List1 List Humber List2 List Number

2 |Eric 1 Ana 2
| 3 |Nancy 1 Mancy 2

4 |Ana 1 John 2

5 |Stephen 1 Eric 2

B | Lee 2
]|

8 |Consolidate List

CHl

10| List Mumber

1 i&'tephen 1 1= the employee name appears in List] only.

12 [John 2 2= the employee name appears in List2 only

13 |Lee 2

14 |Eric 3 3= the employee name appears in both lists - 1+2=3
15 |Nancy 3

16 |&na 3

continued...
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Comparing Lists (cont.)

> To compare more than two Lists:

2 Use 22 to add the List number, or any other
combination that returns the same results. For
List1, use the number 1, for List2, use the number
2, and for List3, use the number 4.

The result of consolidating three Lists:

B Microsoft Excel - Book1

._bl'] File Edit Wew Insart Format  Tools Data  ‘Window  Help
A | B | c | D | E F | G | H

__1__!List.1 'List Number List? List Number Listd List Number
2 |Eric 1 Ana 2 Ana 4
3 |Mancy 1 Nancy 2 Mancy 4
4 |Stephen 1 John 2 Les 4
& |David 1 Eric 2 David 4
5
7|
El_: Consolidate List

Ex

10| List Mumber

| 11 |Stephen 1 Appears in List] only
12 |Jahn 2 Appears in List2 only
13 |Eric 3 Appears in List! & List2
14 |Lee 4 Appears in List3 only
15 |David 5 Appears in List1 & List3
16 iAna 5} Appears in List2 & List3
17 ildancy 7 Appears in all three lists
18
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Comparing Lists Using the COUNTIF Formula

» To compare between two Lists:

& Step 1: Check each List
1. For cells in column B, insert the formula
=IF(COUNTIF(E:E,A2)>0,3,1).
2. For cells in column F, insert the formula
=IF(COUNTIF(A:A,E2)>0,3,2).
2 Step 2: Merging the Lists into one List of unique
names

1. Select cell B2, and click the Sort Ascending icon
on the Standard toolbar.

2. Repeat step 1 for cell F2.

Tip 295

3. In column E, beginning with cell E2, copy the
names of those employees for whom the number 2
appears in column F, and then paste the names at
the bottom of the first List.

B Microsoft Excel - Bookl

=] He Ede Wew Insert Fomat Inos  [ata Window  Help

B2 - & =IF[COUNTIFEE AZ)20,3.1)
A B L i S S I G

1 List1 Result Function syntax List 2 Result Function syntax
L|Merrill I 1 ! SIFCOUNTIF(EEAZ)=03,1)  Joseph 2 =IFCOUNTIFAAE2)03.2)
| 3 Karen 1 Fay 2

4 Julie 1 Fatrick 2

5 Truichy 1 Fred i

B Voot 1 Ilark 2

7 [Craig 1 Meil 3

8 |Meil 3 John 3

9 |Bonniz A Eonnie 3

10 | John 3 lee 3

11 lee 3
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Rules for Organizing the Source Data in Excel Sheets

The rules for organizing the List to create a PivotTable
report are as follows:

& The List can have only one header row.
2 All cells in the header row must contain unique text.

& The List cannot have subtotal rows, empty rows,
empty columns, or a row containing totals under the
List.

It is highly recommended that you define a Name that
automatically updates its range reference for the List (see
Tip #193).

.ﬂ_] File Edit Wiew Insert Format  Tools Data  Window  Help

A | B | c | D | E | F |
Invoice
1 | Number Date Customer Name Market Quantity Income
2 [ 1001 01/15/2002 | Intel Europe 252 2,522.00
3 1002 02/15/2002  eBay Europe 4,585 45,852.00
1003 03/15/2002  ExcelTip M.America G665 5,652.00
1004 04/15/2002  Toyota Europe 185 1,854.00
1005 05/15/2002 | Amazon Africa 066 9,658.00
1006 06/15/2002  GM M.America 1,255 12,554.00
1007 07/15/2002 Ford Europe 1,463 14,632.00
1008 08/15/2002  GM M.America 1,686 16,857.00
1009 0971572002 Microsoft Eurcpe 999 9,935.00
1010 15/15/2002  Intel Africa 741 7,.412.00
1011 11/15/2002 Toyota Europe 199 1,985.00
1012 12/15/2002 @ Microsoft Europe 173 1,775.00
1013 01/15/2003  eBay Europe 085 9,652.00
1014 02/15/2003  Amazon Africa 1,746 17,462.00
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PivotTable Report Terminology

The following terms are used in PivotTable reports:

ESN

iS5
™

Field: The header at the top of a column in a List (data
source table).

Item: Numeric data or text in the Field column.

Data: An area detailing the data in the lower part of
the PivotTable report, including columns with
numeric data.

Row Field: A field that is positioned as a row in the
lower left of the PivotTable report.

Column Field: A field that is positioned as a column in
the row above the data in the PivotTable report.

Page Field: A field that is positioned in the upper left
of the PivotTable report.

B Microsoft Exced - Financial Stabements

=) Bk Bk yew  Insert  Formed

Tools [ata aecow  Hap

ol rg et

F1— Get the Most out of Excel!

A £ F G [ H [
= _= FlvatTableFeld st %
BwctTable~ | 5 [ | <= 22 ¢ EI .l =) Dvaq e b the FivaiTabls sopeet
(e e ) - R =
BS, il Level 3 2] = | Accout Hame
Page Fields = [BS PR Lovel 2 LAl - [E]BS. Pt Level 3
|5, Pl Lavsl 1 Sroft & Loz = =S, Pl Leved 2
~ . o --|Ilb.P&I.I.¢|’d 1
Colwmn Field I ]
- oo 4 T ] February 1233
(e s T S I - e e s A 2003
Gross Incoms 5 il 5 F =) Apil 1996 ]
| Rows Field "< Oparating Expenses f ={May 1335 1,135
Oher Operating lacome - 333 4,357
Incorme Taxes 4 £ 200 1 60}
[ Grand Tetal | 42518 | Rowthma i ]
Tem
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Creating a PivotTable Report

» To create a PivotTable report:

1. Select any cell in the source data, and press
<Ctrl+Shift+*> (in Excel 2003, press this or
<Ctrl+A>).

2. Press <Ctrl+F3>, and then type the defined Name
for the source data.

3. From the Data menu, select PivotTable and
PivotChart Report.

4. In Step 1 of 3, select Microsoft Excel list or
database, and then click Next.

PivotTable and PivotChart Wizard - Step 1 of 3 EE

‘Where is the data that vou want to analyze?

" External data source

" Multiple consalidation ranges
€ Bnather PivotTable repart o PivotChart report

‘what kind of report do you wank to create?
& PivotTable

" PivatChart report (with PivotTable report)

Caneel l coack [ mext> | e |

5. In Step 2 of 3, in the Range box, press <F3> to
open the Paste Name dialog box, and paste the
Name of the source data as defined in step 2.

PivotTable and PivotChart Wizard - Step 2 of 3

Where is the data that voo wank Eo use?

Range: IData i"_j Browse. .. |
Cancel < Back I Mext = l Finish |

6. Click Next.

continued...
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Creating a PivotTable Report (cont.)

7. In Step 3 of 3, click Layout (in Excel 97, go to

step 8).
PivotTable and PivotChart Wizard - Step 3of 3 FE3
‘Where do you want to put the PivotTable report?
o~ o
Click. Finish ko create your PivotTable repart,
Layout, ., I Options., .. | Cancel | < Back 1 Pt 1 Finish |

In Excel 2002 and Excel 2003, you can skip this
step. Instead, click Finish in Step 2 of 3 and then
create the PivotTable report by dragging the fields
from the Pivot Table Field List dialog box to the

PivotTable report.

B3 Microsolt Excel - Book1

E) Bk Efit Yiew IDnsot Fomat Took  Data  Mandow ek

B c T o [ E F & T H [T T J
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3 Drag items b Ehe Pivot Table repart |
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Creating a PivotTable Report (cont.)

8. Inthe Layout dialog box, drag the Data Fields to
the white Data area, and drag all other fields to
the white Page area (except fields that are not
going to be used in the PivotTable report), and
then click OK.

PivotTable and PivotChart Wizard - Layout

(e S EER Construct your PlvokTable report by
[:.l dragaing the field buttors on the right:
ko the diagram on the left,

PAGE/ [rycicen coLum —
< =l

¥ ]

(Customet|

Mzt [ tarket |

[Quarticy |

Help I oK I Cancel

9. In Step 3 of 3, click Finish. The PivotTable report
is created.

10. Drag Data (in cell A5 in the screenshot) to the
right of the PivotTable report to change the layout
from horizontal to vertical.

Microsoft Excel - Book1

.EI_] Eile Edit Wiew Insett  Format  Jools Data  Window  Help

| A B . e R

| 1 |[Date (A b

2 |Customer Marne |(Al) -

3 [Market (A0 b

4

5 [Data ~|Total
| B |Sum of Guantity 7549 6

7 | Sum of Income | 12155979.969

g |
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Creating a PivotTable Report (cont.)

11. The PivotTable report is now ready to be used. For
more details on how to use the PivotTable report
properly, see the other tips in this category.

Microsoft Excel - Book1

‘3] Fle Edt  ¥ew Insert Format  Tools Data  Window  Help

A B c ) =
| 1 |Date Ll b

2 |Customer Mame [(AIl -

| 3 |Markst LA >

ER

& J_Data vl

L5 Sum of Quantity Sum of Incarme

| 7 |Total 7A4896 1215979 965

g |
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Setting the Number of Fields Displayed in the Page

Layout

» To set the number of fields displayed per column
in the Page layout:

1. Select a cell in the PivotTable report.
2. Press <Alt+P>.

OR

Right-click and then select Table Options from the
shortcut menu.
3. Change the number in Fields per column, and
then click OK.
Note: If the PivotTable toolbar is not visible, hover the
mouse pointer on the toolbar, right-click and select
the PivotTable toolbar.
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Fanmak options
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[¥ Grang kobaks For ravs
¥ GubaFormat sanle
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[¥ Repeditem labels on sech proked [ Sat il Lk
)
Dataaptons -

m

Dtz saurce aotions:

¥ Save date with Lebls lroul
¥ Erabie dil to detals

[~ Rsbeashion pen

Extarnzl data cpthans:

Al el e el

(=3 I Carcal

.ﬁ-l_] File Edit ew Insert Format Tools Data  Window  Help

AT - #& Total
T A N ) | 0 e 2 O I
| 1 |¥ears )] hd Date (Al - IMonthsj(All) vi
| 2 |lnwoice Murnber {{AID hd Market |(AI) -
3 |Custarner Mame | (Al > Cuarters |(All) =
4
] Data ~|

Tatal Tatal

B Quantity  Income
7 _|Tatal 7.550 1,215880
8
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Automatically Refreshing a PivotTable Report

» To automatically refresh the data in a PivotTable
Report:

Tip 300

% Step 1: Automatically update the source data range

Name

& See Tip #193: Automatically Updating a Range
Name Reference.

% Step 2: Add a VBA Event to automatically refresh the

PivotTable report

1. Press <Alt+F11>, and then double-click the sheet
name in the VBAProject pane.

2. From the left dropdown list above the Module
sheet, select Worksheet, and from the right
dropdown list, select Activate.

3. Copy the code from the Macro Event Activate in
the screenshot.

4. Press <Ctrl+S> to save the workbook, and then
press <Alt+F4> to close the VBE. The PivotTable
report is refreshed automatically upon selecting
the sheet that contains it.

Note: To find the PivotTable report name (in this example,
PivotTable1), select a cell in the PivotTable report,
right-click, and then select Table Options from the
shortcut menu.

o Microsofl Visual Basic - Book 1xls - [Sheet 5 {Code)]

B gle Eck Wew [nsart Fomet Debug B Iock  Addins  Mindow  Heb Trpsagquestonfarbep - o @ x
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b= NN | E - —

5 (FUNCRES.XLAY
Is {Book Lals)

&) E atpvbaenxls (I\TPWI?LKLJ\}-—
] i
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i --HH] Ly (Sheets)
(1 % vBAProject (Chonseshest.ula)
-2 VBAProject (PERSOMALXLS)
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Adding/Deleting Subtotals

» To add subtotals to a PivotTable report:
1. Drag at least two fields to the Row area that is left
of the Data area).
2. Double-click the left Row field’s gray title; see the
mouse cursor in the screenshot.

Tip 301

The PivotTable Field dialog box has three option buttons:

2  Automatic: Excel uses the SUM formula as the default
when inserting subtotals.

2 Custom: Selecting this option allows the insertion of
one or more formulas.

2 None: Displays the PivotTable report without
subtotals.

;iIJ Eie Edk Mew Insert  Fomnat  Tools Data  Window Help
A B B D E ] |

1 (B3, PEL Level 3 [(AID -

2 [BS, PEL Level 3 2 |(All v

3 |Accout Narme (A -

4
B Data »

L] rBS, FPE&L Level 1 »iBS, P&L Level 2 w| G 2002| 02 2002 | Q3 2002 G4 2002 41 2003
7 |Assets Current Assets 3578 4212 | 4445 4680 4914
8 Fized Assets 9639 | 10206 | 10,773 | 11340 11907
3 Investments and other Asszets 1377 1,458 1539 1,620 1,701
10 |Assets Total 14994 | 15876 | 16758 | 17540 | 18522
11 [Equity & Liabilities |Current liabilities 31p71 | 33534 | 35397 37260 39123
12 LUng'lerm 1 imbilitime [oRaisl T oan T EOE 2 100 8.5%
13 Sharehold: I Y 1 o 7>
14 |Equity & Liabilities Total . 55, Pl Level 1 56,700
15 [Proft & Loss Costof Sa ARl ToL 1o+ I |y
6 EXPENSES sybpotas _ | cwen || (18967)
17 | Income T2l & 4 somatic (3.128)
13 Ee[ Soales P tide | ISB,?éé
on Opera ~

o MNon Opera B grianeadsd | 3528
21 Special G Product =l " 133
22 |Profit & Loss Total _Larou_] 45,081
(2 [blank)  T00a0k) [ ghowikems wihno data

24 |(blank) Total

25 [Grand Total 1103512 [ 107,100 [ 110598 | 114 046 [120 303
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Tip 302

Hiding Items

» To hide items in a PivotTable report:

2 In Excel 97, double-click the name of the leftmost
Row field, and in Hide Items, select the item to
hide, and then click OK.

2 In all other Excel versions, open the dropdown list
of any field and cancel the selection of the items
you wish to hide. To open the dropdown list using
a keyboard shortcut, press <Alt+Down Arrow> (or
<Up Arrow>).

CAUTION! You must be very careful when reporting
totals after hiding items in a PivotTable report. There is no
indication in any field, page, row or column that one or
more items are hidden (as opposed to other areas in Excel,
for example, when using Automatic Filter in the Filter
technique, the color of the dropdown list’s arrow changes
to blue). It is therefore highly recommended to insert a
Comment in a cell to remind you of any hidden items.

i'i_'ﬂ File Edit Wiew Insert Format  Tools Data  Window  Help

A B ! ] |

1 |BS, PA&L Level 3 |(AIN -
| 2 |BS P&L Level 3 2 |(AIN -

3 [Accout Marme (Al -

4

B Data =
| B IBS. Pa&L Level T »[BS. PAL Level 2 | Q1 2002 | G2 2002 | Q3 2002
7S ~(Show Al ets 35978 42| 4448
8 S s 9639 | 10,206 | 10,773
bk Equit&LiabiIities and other Assets 1377 | 1458 | 1539
10 ~ Profit & Loss 14,994 | 15,876 | 16,758
1| ri(blanky lities 31671 | 33534 | 35397
e iabilities BB85 | 7290 | FR95
il s’ Equity 7o44 | 7776 | 8208
14 45,900 | 43,600 | 51,300
15 60,824 | B4,476 | 68,058
..... B
Eiiad
LR oK, I Cancel |

HE P
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Displaying the Top/Bottom Number of ltems

» To display the top 10 items:

1. Select a cell in a row field and press <Alt+P> to
display PivotTable shortcut menu from the
PivotTable toolbar (if the PivotTable toolbar is not
visible, see the Note in Tip #299).

2. Select Sort and Top 10 (when using Excel 2002 or
Excel 2003).

OR

Right-click, and then select Field Settings from the
shortcut menu.

3. Click Advanced.

4. In the PivotTable Sort and Top 10 dialog box
(when using Excel 2002 & Excel 2003), or in the
PivotTable Field Advanced Options dialog box,
select the On option button in the Top 10
AutoShow section.

5. Select Top (or Bottom) from the Show dropdown
list, and then select the desired display number.

6. In Using Field, select the data field to filter for the
Top (or Bottom) items, and then click OK.

PivotTable Field Advanced Options

Page field options

AutoSort opkions Top 10 AutoShow -

& Manual (vou can drag items ko rearrange them?)! ¢~ off

" ascending & on

" Descending =

" Data souree order S ITDD .ll ilEl :‘Zi

Lsing Field: Using Field:

|accout Hame [ ]
QK I Carcel l
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Formatting a PivotTable Report

» To format a PivotTable report:
1. Select a cell in the PivotTable report.

Tip 304

2. Click the Format Report icon on the PivotTable
toolbar.

OR

Press <Alt+P> (if the PivotTable toolbar is not
visible, see the Note in Tip #299).

Select Format Report and select one of the format
options, and then click OK.

In Excel 97, use AutoFormat (this exists in all Excel
versions): From the Format menu, select AutoFormat.

] fle Edt Wiew Insert Fgrmat Took  Data  Window  Help
A i e E I G H |
1 |Market lan |
2 [Invoice n EE e - |
3 |Date
o |
5
E |Campani -' e |
7 [Groupl S ) o Toarot—24
| 8 | Report 2
£
10 |ExcelTip
11 |eBay
| 12 | Groupd
13
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5 |Grand To
16
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Inserting a Chart

Pivak Table and PivotChart Wizard - Step 1 of 3

Whers s Uhe data et vou vt b anebyee? —
% Mrosoft Sffica Excal bt or datanase
" Erbernd dele source
" Makiple ansolidion renges
" Aincther FiuctTeble rpert ar SvoiChert report

» Toinsert a
Chart while
creating the
PivotTable
report:

4hat e of repoet doyau vt i nate?

e e T
2 In Excel 2000, 2002 and 2003, check the
PivotChart report option button in Step 1 of 3.
The Chart is automatically linked to the
PivotTable report and displays the field structure.

» To insert a Chart after the PivotTable report is
created, in all Excel versions:

2 Select a cell in the PivotTable report, and then
press <F11>.

Note to Excel 97 users: In Excel 97, the PivotTable report
is treated like a regular table. By changing the structure of
the PivotTable report, you will cause undesired changes in
the chart. To solve this problem, use only one PivotTable
report per chart, and add more PivotTables for each chart
(see Tip #322).

T

._.!
| O 0 e e ) * I

F1— Get the Most out of Excel! 378



Category: PivotTables |
For Excel Versions: 97, 2000, 2002, 2003 Tip 306

Printing a PivotTable Report

» To print a PivotTable report:
1. Select one of the cells in the PivotTable report.

2. Press <Ctrl+Shift+*> (in Excel 2003, press this or
<Ctrl+A>) to select the PivotTable report.

3. From the File menu, select Set Print Area (when
using Excel 97 and Excel 2000, pressing
<Ctrl+Shift+*> selects the entire PivotTable
report, including the fields in the page field).

4. To only print the itemization rows in the detailed
lower section of the PivotTable report, select the
rows without using the <Ctrl+Shift+*> shortcut
and set the Print Area.

B Microsoft Excel - Book1

.BT;] File Edit Wiew Insert Format Tools Data  ‘Window Help

Print_Area T = £ Ave.Price Sold
[ [ ame Box] E] © [ 0 [ E T F ] E |
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| 7 |Afnca 1773 2349% 264841 2178% 7 149
| B |Asia 1538 20368% 303495 24.95% 2 197
| 9 |usA 3535 45.82% 532670 4381% 14 151
10 |Europe 703 9.31% 1145974  9.465% B 164
11 |Grand Total 7550  10000% 1215360 10000% 39 151
12
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Adding Sub-Details to an Item

» To add sub-details to an item:

1. Select an item in the row field (in the screenshot,
the selected item is Cost of Sales) and
double-click.

2. In the Show Detail dialog box, select the name of
the sub-detail field.

3. Click OK.

Tip 307

4. To hide the sub-detail List, double-click the
selected item.
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Getting Drill-Down Details

» To get full drill-down details:

2 In the PivotTable report, select a cell in the Data
area for which you want to get drill-down details
and double-click. A new sheet is automatically
inserted with an itemized data List showing all
rows included in the selected cell.

Example: Double-click cell B7.

Microsoft Excel - Book1

.le_] Eile Edit Wiew Insett Format  Tools Data  Window  Help

(| A B C | b |
1 |lnvoice Number (Al -
2 |Date (Al -
| 3 |Market (A1) -
4 |
Ll Data - |
B |Customer Mame «|Sum of Quantity | Sum of Income
7 |ExcelTip 1015! 185,118
8 |Intel aos 128 260
Result:

Microsoft Excel - Book1

-ﬂ_] File Edit ‘Wiew Insert Format Tools Data  Window  Help

A | B | E I o[ E ] F |
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101 5/10/2001 ExcelTip USA 15 2136.752137
140 xcelTip (USA 5.7
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L 124] 10/4/2003 ExcelTip USA 4 =iba 7y
111 _3/10/2002 ExcelTip USA 67 15452
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Tip 309

Grouping Text Fields

» To group text fields:

1.

Select a
few items
in a row
field. In the
example,
items are
selected
from
Customer
Name.

B Fle Edit  Yew Insert Formst  Tooks  Data  indow  Hel

A B c D E |
1 Market (Al =
2 Invoice Mumber Al -
3 Date (Al -
4
5 Data_»|

Total % Tatal %

| B Custorner Mame «|GQuantity Quantity Income  Income
7 !Amazon 603  BOF% 118988 9.79%
B |intel 1122 1487% 170692 14.04%
3 |Microsoft d 979 1297% 151668 12.47%
10 ExcelTip 1015 13.44% 155118 12.76%
11 |eBay 1266 1676% 217063 17.85%
12 Tayota 939 12.44% 146221 12.02%
(13 GM 809 10.72% 128260 10.55%
14 Ford 811 10.74% 127 957 10.52%
15 | Grand Total 7550 100.00% 1,215980 100.00%

Press <Alt+Shift+Right Arrow>.

OR

Right-click, select Group and Outline from the
shortcut menu, and then Group.

In the new field, change the text Group1 by typing

over it.

Repeat the steps above to add more groups and
change the group text.
Type a new name for the new field on the gray
title, and then click OK.
Drag the Customer Name field to Page (in the
upper-left corner).

Note: Only one new group field can be created. If you
want to add more group fields to the same field (for
example, to group customers by salesperson name or
product), you must copy and paste the Customer Name
column into the source data, change the heading title, and
then group each field in the PivotTable report.
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Adding a Calculated Field

» To add a formula (Calculated Field) as a new
column in a PlvotTabIe report

1. Selectacell in

the PivotTable #1 FormatReport...
report. Ml pivotchart
14| PivetTable Wizard
2. Press <Alt+P> ;e
¥ RefreshData
to select
PivotTable T
dropdown icon Select s
from Pivot Group and Show Detad »
Table toolbar, T B[ e |
Order 3 Calculated Jtem..,
select Formulas, | _ ——
% Field Settings. .. Sobve Order...
and then Subtotals LAl List Formulas
Calculated Sart and Top 10...
Field. 2
Table Options...
1 Show Pages...

3. Inthe Insert Calculated Field dialog box, type the
formula name in the Name box.

4. In the Fields list box, select the first field name to
insert and click Insert Field. The field name is
copied into the Formula box.

Insert Calculated Field [ ]
Mame: I!Qvarage Uik Price Sold LI adify I
Formula: I:IncomeJ’Querv:ity Delete

Custoemer Name
Mar|

Cuantity
I
Bistaer Nemé2 =l
Insert Field
K Close
continued...
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Adding a Calculated Field (cont.)

5. Type / (in this example), repeat step 4 to insert the
second field into the formula, and then click OK.

6. To format the new field, select a cell in the field
and click the Field Settings icon on the PivotTable
toolbar.

CAUTION! This option can some times return incorrect
calculation results when using multiplying or dividing.

F1— Get the Most out of Excel! 384



Category: PivotTables | Tip 311
For Excel Versions: 97, 2000, 2002, 2003 | Page 1

Grouping the Date Field by Number of Days

» To group the Date field by number of days:
1. Drag the Date field from Page (the fields in the
top-left corner) to Row (to the left of the data area).

2. Select one of the dates in the Date field (cell A8 in
the screenshot).

3. Right-click, select Group and Show Detail from
the shortcut menu, and then select Group.

4. In the Grouping dialog
box, select Days, and 'E _
. Cannot group that selection.
in Number of days, *
set the desired
number.

CAUTION!!! If the message Cannot group that selection
appears, drag the Date field back to Page, and check the
date column in the source data for empty cells or for dates
that are not in date format, fix them all and then select the
PivotTable report, click Refresh, drag the Date field to
Row and try grouping again.

] Fle  Edt  Wew Insert Format  Tools Dsta  Window  Help

A B | c ! =l R
1
2 |Invaice Mumber (A - : L
3 |Customer Mame (A1) -
| 4 [Markat (A0 ¥ Ao
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7 [Date = |Sum of Quanfity 5 ¥ Endna st Ll
8 |5/10/2001 - 5/2372001 15 By
9 |B7/2001 - B20/2001 17
10 |7/5/2001 - 718,201 20
11 |6/2/2001 - 815/2001 50
12 |8/30/2001 - 9/12/2001 100
13 {11/8/2001 - 11/21.20M 15
14 112/6/2001 - 12/19/2001 30 burber of days:  [14 =
15 [1/3/2002 - 1/16/2002 40 i
16 |1/31/2002 - 2/13/2002 50

oK Cancel

17 2/28/2002 - 311372002 87 ==
18 |3/28/2002 - 471072002 77 73,052

continued...
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Grouping the Date Field by Number of Days (cont.)

When displaying the Grouping dialog box, Starting at
is the first date in the source data, which is 5/10/2001
in the above example.

» To set the grouping starting date at the first
working date in the week:

1. Before opening the Grouping dialog box, type
5/10/2001 into any cell in the sheet, select the
cell, and then press <Ctrl+1>.

2. Inthe Format Cells dialog box, select the Number
tab, then Custom, and in the Type box, type dddd.
The result is Thursday. The date for the first
working day in the same week is therefore
5/7/2001.

3. Inthe Grouping dialog box, type 5/7/2001 in
Starting at, and then click OK.

soft Excel - ookl

.E_] File Edit wew Insert Format  Tools Data Window  Help

AS hd A 572001 - 5/20/2001
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e |Data Grouping
7 [Date »|Sum of Cu auto

8 [5/7/2001 - 5/20/2001 [ Startingat:  |5(7/2001]
| 9 |6/4/2001 - 6/17/2001 .
10 |7/2/2001 - 7H15£2001 ¥ Ending ak: 18.1'11,1’2004
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121941072001 - 9723/2001

13

- 11/18/2001
- 1201672001
(12/31/2001 - 1411342002
[1/28/2002 - 2/10/2002
17 |2/25/2002 - 31072002

B Murmber of days: 14 =
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e Ok Z |
20 |B/3/2002 - B/15/2002 s
21 |7/1/2002 - 711472002 13 EREE
continued...
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Grouping the Date Field by Number of Days (cont.)

Grouping the Date Field by Number of Days and by
Days, Months, Quarters, and Years

You can group a Date field only once, either by Number
of Days or by Days, Months, Quarters, and Years, as
explained in Tip #312.

If you want to group the Date field by both Number of
Days or by Days, Months, Quarters, and Years:
1. Copy and insert the Date column in the source
data so that there are two Date columns.
2. Change the heading title of the new Date column.
3. Add the new field to the PivotTable report, and
then group each one of the Date fields, one by
Number of Days and the other by Days, Months,
Quarters, and Years.
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Grouping the Date Field by Days, Months, Quarters,
and Years

» To group the Date field by days, months, quarters,
and years:

1. Drag the Date field from Page (the fields in the
top-left corner) to Row (to the left of the data area).

2. Select one of the dates in the Date field (cell A9 in
the screenshot).

3. Right-click, select Group and Show Detail from
the shortcut menu, and then select Group.

4. In the Grouping dialog box, select Days, Months,
Quarters, and Years, then click OK. Three fields
have been added to the PivotTable report: Years,
Quarters, and Months.

5. Click and drag each of
the three new fields ,
! Cannot group that selection.

from Row to Page

CAUTION!!! If the message Cannot group that selection
appears, drag the Date field back to Page, and check the
date column in the source data for empty cells or for dates
that are not in date format, fix them all and then select the
PivotTable report, drag the Date field to Row, click

Refresh and try grouping again.
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0000 103
AL 15
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15| oo |

15|  ooinEng a0

17| 3000 &7

18] can0eong i
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Grouping the Date Field by Days, Months, Quarters,
and Years (cont.)

Grouping the Date Field by Number of Days and by
Days, Months, Quarters, and Years

You can group a Date field only once, either by Number
of Days or by Days, Months, Quarters, and Years, as
explained in Tip #311.

If you want to group the Date field by both Number of
Days or by Days, Months, Quarters, and Years:
1. Copy and insert the Date column in the source
data so that there are two Date columns.
2. Change the heading title of the new Date column.
3. Add the new field to the PivotTable report, and
then group each one of the Date fields, one by
Number of Days and the other by Days, Months,
Quarters, and Years.
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Grouping the Date Field by Week Number

» To group by week number, add a column to the
source data containing the formula WEEKNUM:
1. In the source data, insert new column and enter
the WEEKNUM formula into it.
2. In the second argument of the formula, set Return
Type to 2 (1 = Sunday, 2 = Monday, and so on).

Tip 313

Microsoft Excel - Book1

‘] ple Edt View [nsert Fgrmat Tooks Data  Window Help

B2 v £ =WEEKNUMAZ 2)
M T | S {005 | S - S = |
Week

1 Date Number Detalls Ck # Debit Credit Balance
_ID1ID1JQDD3| |Dpenn|ng Balance 985200 935200
3 |01/02/2003 “Credit Card pmts. 271314 7,138.86
4 |01/03/2003 1 Bank Charges 13.08 7125.77
& 01/03/2003 1 Bank Charges 750 711827
| 6 | 01/03/2003 1 CcK 45 158948 522879
7 01/09/2003 2 Bank Charges 7.00 522179
8 |01/09/2003 2 Car Lease 319.00 4902.79
9 | 01/09/2003 2 CcK 54 560000 69721
10 | 01/09/2003 2 cK 55 400000 -4 BS7 21

Microsoft Excel - Book1

.E_] Eile Edit ‘wiew Insert Format  Tools Data  Window  Help

o A B | ¢ | D |

|1 [Ck# tall] b

2 |Details )] hd

| 3 |Date [al)] -

- 4 l

& Data -]

| 6 |Week Mumber »|Total Debit  Total Credit  Running Balance

L] 1 4623 8852 5229

8| 2 9926 16,000 10,303

9 | 3 4,163 5,140

10| 4 637 &552 11,455
5 4Mme 1,313 8,752
= 1,047 20,000 27 705
7 2412 25,293
8 3 3,509 2,544
g 539 28,305
10 1518 26,757
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Grouping the Date Field by Quarters in a Fiscal

Reporting Year

» To group by quarters when reporting on a fiscal
year basis:

1. Add a new column to the source data (column G

in the screenshot), and enter the formula below to
calculate the quarter number for the fiscal year:

="Q"&(MOD(CEILING(22+MONTH(F2)-9-
1,3)/3,4)+1)
2. Add a new column to the source data (column H

in the screenshot), and insert the formula below to
calculate the fiscal year number:

=IF(MONTH(F2)<=9,YEAR(F2),YEAR(F2)+1)

Note: The number 9 in the formulas is the fiscal year
month end (September).

B ticrosolt Bscel - Financisl Stakements

) e ER Wew [t Fomet Toos [wta Wndow Mep
[ = & =F (MONTH[FZ)<=3 YEAR(FZ), YEARIFZ) 1)

A B C (1] i F [ O ; T | I
f— 65, Pal Ouarters by Fiscal

1| Hiwher BS. PEL Level 3 BS. PEL Level 2 _Level | Month Viscal Year _ Year S

2w sels 15 Tansiey 2002 @ [ s

3 0 1 Janisary 2002 7] FIT

) Janussey 20012 o

5 2 [

6

2002 =

.EI_] Eile Edit ‘Wiew Insert Format  Tools Data  Window  Help

= A B | D I
1 |BS, P&l Level3 Al -
2 |BS, PaL Level 1 (Al -
3 |BS P&l Level2 (Al -
4 |Accout Name (Al -
5 |Account Number )] hat
]
7 |Balance Fiscal Year «|
Cluarters by Fiscal Year 2002 2003 2004
o 47 419 54 H56
i[e2 1,209 890 1 216 509
Q3 B3 427 77255
Q4 13549 55,291
Grand Total 1,286 867 1,399,574 54,586
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Adding a Calculated Percentage Field

» To add a calculated percentage field:

1. Select any cell in the Pivot Table report.

2. In Excel 2002 & Excel 2003: In the PivotTable
Field List dialog box, drag one of the data fields to
the Data area in the PivotTable report.

In Excel 2000: Drag the data field from the bottom
of the PivotTable toolbar.

In Excel 97: Right-click any cell in the PivotTable
report, select Wizard from the shortcut menu, and
then Layout. Drag the data field to the Data area,
and then click Finish.

Window  Help
= A O c | e
; Ew?rce Mumber 1(%_::)) x PivotTable Field List v x
ate - i i
T (Cusiomer Nama | Al = Drag ikems to the PreotTable report
il = -
4 [5] Mumnber (=
5 Data ~] - [F] Invaice Kumber
B |Market w|Total Gluantity Total Income i -J e
7 [Africa 1773 264 841 i [F] Customer Name
| B |Asia 1,538 303 495 i [F] Market
| 8 [UsA 3536 532 670 =]
it [crang T Ti iz || e
= rand Total - [£] Customer Name2
e [5] Average Unit Price Sold =
EYH - [E] Moriths
15 - = Quarters 2e!
16 [ I
= | Add To | !Row Area [
18|

3. Select any cell in the new data field, and from the
PivotTable toolbar, select Field Settings (in Excel
97, select PivotTable Field).

4. In the Name box, type the new heading text: %
Quantity.

continued...
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Adding a Calculated Percentage Field (cont.)

5. From Show Data as, choose % of Total and click
OK.

6. To move the new field, select the column in the
PivotTable report and drag to a new position.

] Ble Edt Miew Inset Formst  Tock  Data Windk ;
= Source Fisld:  Guantiy I —
A B i LB | Noor I% ey = =
1 Imwoice Mumber |(Al)  w S ety e I
2 Date Al - Surrenarize by
3 Custorner Mame [(Alll = = Hide
4 [Count:
B g Data vJ ﬁl;cragr. Mumber. ..
Total % ;\,\nx RS
6 Market |Cuantity Total Income Qluantity Product: =L
7 Africa 1,773 264841 23.49% Counk ums =
a8 EAsia 1538 303,495 | 20.38%]0  chow dats as:
9 USA 3535 532670 ARB2% e of t;td 2 |
10 Europe 703 114974 | 9.31% e
rence From
11 Grand Total 7550 1215980 100.00% o OOF
12| % Difference From
_13' Running Tatal in
| 11 % of row
14| % of cokimn
15
16
Exdl
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Adding a Data Field That Calculates the Difference
Between Two Data Fields

» To add data fields that calculate the difference
between two data fields (columns H and | in the
screenshot on the next page):

1. Select a cell in the PivotTable report, and from the
PivotTable toolbar, click the PivotTable icon and
select Formulas, and then Calculated Field.

2. Inthe Insert Calculated Field dialog box, type the
field title in the Name box.

3. In the Fields box, select December 2003.

Insert Calculated Field
Mams: | Diff 2002 ¥5 2003 | wodéy |

Formula: |='2002 WS 2003 fDecember 2003 Delete |

Insert Figld

OK Close [

4. Click Insert Field, and then type the minus (-) sign
in the Formula box.

5. In the Fields box, select December 2002, click
Insert Field, and then click OK.

6. Insert the new calculated field into the Data area
by dragging the new calculated field from the
PivotTable Field List to the Data area.

In Excel 97 and Excel 2000, use the Layout dialog
box (Step 3 of the PivotTable Wizard in Excel 97,
and Step 4 in Excel 2000) to drag it to the Data
area.

continued...
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Adding a Data Field That Calculates the Difference

Between Two Data Fields (cont.)

7. Select a cell in the first calculated field (cell H7 for
example) and click the Field Setting icon on the
PivotTable toolbar.

B recrosoft el - Fnancial Statements

4] Bl [t vew [uet Fgmat [ook Dsts  Window e
C ] E F G | H [ i

A ]
1 |65, PAL Level | |Profs & Loss »|

2 |Accout Name [AMy -

Running % of Sales Running % of Sales DIffZ00ZVS  Diffin %
Balance 2003 2003 2002 Balance 2002 2002 2003 002 VS 203
T4 145,148 B 134,180 134,180 10,968 i

8. Click Number, and then change the field
formatting.

9. Select a cell in the second calculated field (cell 17
for example) and click the Field Setting icon on
the PivotTable toolbar.

10. Click Number, select Custom, and in the Type
box change the field formatting to "0.00%
;[Red](0.00%)".

Format Cells

egory: Sample
General - 7.56%
Hufrber

Currency Tvpe:
Accountng It ¥

o [0.00% ;TRed)0.00)%
Tine
Percentage
Fraction
Scientific
Text

SEeciaI

Type the rember format code, using one of the existing codes as a starbng
POk,
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Tip 317

Adding a Data Field That Calculates Percentages

from One ltem of the Row Field

» To add a data field that calculates % from one
item of the row field:

1. From the PivotTable Field List, drag a field to the

Data area. In the example below, the field is
December 2003.
In Excel 97 and Excel 2000, use the Layout dialog
box (Step 3 of the PivotTable Wizard in Excel 97,
and Step 4 in Excel 2000) to drag the extra field to
the Data area.

2. Select a cell in the
new field and click the Zfrlefso;mgm x|
Field Setting icon. st i

3. Change the title of the  [court —e |
X ) fverage Humber...
field in the Name box. | T

4. Click Options, and Canituns =]
from the Show dataas (5= =
dropdown list, select Base S
% of. A = 3

5. In Base field, select the [ Eee: ke
detailed Row field. O

6. In Base item, select first item of the Base field, and

then click OK.

R rrosuft Excel - Finanuial SLatements

] Bl Lot Yew josert fomet ook [wte  Window  Heb

A ¥ F G
1 |BS PAL Level |

2 |Accout Hame

H I

% of Sales
2003

Rusving
Balance 2003

Running % of Salas

2002 Balance 2002

Acods sold
& Administration

350
2t
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Adding a Data Field That Calculates Percentage
Difference from the Previous Item

» To add a data field that calculates the %
difference from the previous item:

1. From the PivotTable Field List, drag a field to the

Data area. In the example below, the field is
Quantity.
In Excel 97 and Excel 2000, use the Layout dialog
box (Step 3 of the PivotTable Wizard in Excel 97,
and Step 4 in Excel 2000) to drag the extra field to
the Data area.

2. Select a cell in the new field and click the Field
Setting icon.

3. Change the title of the field in the Name box.

4. Click Options, and from the Show data as
dropdown list, select % Difference From.

5. In Base field, select the detailed Row field.

6. In Base item, select first item of the Base field, and
then click OK.

Result: See column D in the Pivot Table report.

Tip 318

3] Ble Edt Wew lmat Fomst Tock Datn Weder Helo

A -] C 1] E F G H
1_[bwosce Number [ (A1 - [Morths (2 -
Markat (Al | mﬁ&r_;:@ |
3 |Quaiters A = [Cusiomer Naj (Al |
4 Date LA} -
5
6 Data -|
(7]
Totsl Prev
T |Yesrs | Cuantity Vear
B {2001 47
9 12002 1,266
10 | 2003 £ ]
11 2004 295
12 | Grand Total 7550
13

F1— Get the Most out of Excel! 397



Category: PivotTables | Tip 319
For Excel Versions: 97, 2000, 2002, 2003 | Page 1

Adding a Data Field That Calculates the Difference
from the Previous Item

» To add a data field that calculates the difference
from the previous item:
1. From the PivotTable Field List, drag a field to the
Data area. In the example below, the field is
Quantity.

In Excel 97 and Excel 2000, use the Layout dialog
box (Step 3 of the PivotTable Wizard in Excel 97,
and Step 4 in Excel 2000) to drag the extra field to
the Data area.

2. Select a cell in the new field and click the Field
Setting icon.

3. Change the title of the field in the Name box.

4. Click Options, and from the Show data as
dropdown list, select Difference From.

5. In Base field, select the detailed Row field.

PivotTable Field

Source field: CQuiantity o l

Mame: i:)iﬂ’ from Previous Year

Summarize by

Show data as:

Cifference From

Base field:

Income -
Custamer Namez
Average Unit Price S
Maonths

yarters

continued...
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Adding a Data Field That Calculates the Difference

from the Previous Iltem (cont.)

6. In Base item, select first item of the Base field, and
then click OK.

Result: See column C in the Pivot Table report

=] fle  Ede Wew Insert  Formak  Tools  Data Window  Hel

| US| RO 4 £ % R 08 | O = | 00 1 |
1 llnvoice Mumber | ANl M Months (Al v

2 |Market [} - Custorner _ [(AI -

3 |[Quarters ) hd Customer Mag (Al -

4 |Date (A hd

3
B Data -

Diff fram % Diff from
Total Previous Previous Invoices

7 [Years | Cluantity ‘ear Year % Quantity  Mumber Total Incorme
g (2001 247 327% 7 89 589
| 9 |2002 1,286 I 1 039! 420.49% 17.03% 12 255 148
10 {2003 3,029 2782 1126.48% 40.13% 12 458 853
11 [=004 2888 274 1109 55% H57% g 431,190
12 |Grand Total 7 550 100.00% 3 1.215980
13
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Adding a Running Balance Calculation Column

» To add a Running Balance Calculation Column:

% Step 1: Add a New Calculated Field

1. Select a cell in the PivotTable Report, press
<Alt+P> and from the PivotTable icon on the
PivotTable toolbar, select Formula, and then
Calculated Field.

2. In the Name box, type Running Balance Field as
the name of the calculated field.

3. From Fields select the Credit field, and then click
Insert Field.

4. In Formula, type the minus (-) sign.

5. In Fields, select the Debit field, and then click
Insert Field.

6. Click OK.

L Toas L = =
=] Fle  E Wiewe Inéert  Format  Took  Data  Window  Help

I A S 0 e
1 [ck# [cain ~|
2 |Date Jeainy -|
=3
3 | Data ZI ]
5 |Details >|Total Debit Total Credi Running Balance

& |Bank Charges 1.0
| 7 |Bank Interest 1,748

8 |Bank Lo P B3
9 |Car Leat =
10 | | Rurning Ba Figld - I
g? ![(::i,." & [ame: [ ring Balance Fiel j Modify
oo Formuda: [=Credidebit Delote I

16 [Grand Tv
17

2E Funning Bzlance Feld

21 |

22| >

-2—3— Irsert Fizld

24 |

x| _ o | g |

continued...
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Adding a Running Balance Calculation Column

(cont.)

2 Step 2: Calculate the Running Balance

1. Select a cell in the new calculated field and click
the Field Settings icon on the PivotTable toolbar.

2. In the PivotTable Field dialog box, change the
field name in the Name box.

3. Click Options.

4. From the Show Data as dropdown list, select
Running Total in.

5. In Base field, select Details, and then click OK.

|5|_] File Edit Wew Insert Formab Tools Data  Window  Help

_| A B c | 0
L |Ck # A -
2 Date A0 -
Diata -]
Details = |Total Debit Total Credit Running Balance
Bank Charges 1,091 | ol
7 |Bank Interest 1,749 (2,840
| Bank Loat ey 17180
_|Car Lease 13616
Ck Source field: Running Balance Fi ,Tl (B4 553
Credit Car Marme: !Running Balance| (85 -539)
|2 | Depaosit Cancel | 14 450
13 |Loan payn = 513
|Loan payn Hide | 3,369
|Openning | 1372
B | Grand Tat: m—“
Options >>
Shiow data as:
Running Total in ;]
Base field:
:_j
|
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Retrieving Data from a PivotTable Report

The GETPIVOTDATA formula allows the retrieval of data
from a PivotTable report while its structure is being
changed.

» To retrieve data, use the GETPIVOTDATA formula:
2 In Excel 2002 and Excel 2003, it is much easier to
use the GETPIVOTDATA formula. Simply select
any cell outside the PivotTable report, press the
equals (=) sign and select a cell in the PivotTable
report’s Data area.

In Excel 97 and Excel 2000, insert the formula by
manually typing the data field name and the fields.

S sk B Wes Dewh Fgmal Took Dele Wodwe Hep

CELL - X JB =GETPIVOTDATA Total Income”. $A35,"Customer Name™, "[xcelep"}

| o I li- L ] o K | IL
1
i [ || _
3 Marret Jeam | [ GETRIOTOATA "‘i
4 F.'_'—"—ﬂ =,

Data_field [jTotzl 1 “u) = *Tacal Incame*
5 GED i M e = —
|0|a| % T:uts Pivak table |35 ==
B | Gustomier Mame % Fiddl ["Customer Hame" 'I “ustomar fams
; ttemd [ Emcartir = - e’
5 |
= 1651178236
Extracts data storedin & FreotTabls,
1015 13.44% 185118 Data_field: & the name of the date Feld to extract daza from.
15 | Grand Tatal 7560 1100.00% | 1 315,520
16
|? Foimidaresal = 1551178235
:; ik o this Fanchion <k I Canel
arl
continued...
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Retrieving Data from a PivotTable Report (cont.)

» To retrieve data when the structure of the
PivotTable Report is stable, use either:
% The INDEX formula combined with the MATCH
formula. The defined Names used in the formulas

are:

& PivotTableSheet: The name of the entire sheet.
&  ColA: Column A.

Note: The number 4 in the MATCH formula
stands for column D, which is column 4 in the

sheet.

= Microsoft Excel - Book1

@] Fle Edi wew Inset Fomsb  Toos Dsta  Window  Help

E1 fad # =INOEX(PotTableSheet MATCHIDN Col4,0) £
i e [ e v = 5
1 [Inwaice Mumber | (210 - Grand Total Il ;’715 960
2 |Date [ - Grand Total 1,215 360
| 3 |[Customet Mame | (A0 -
4
5 Data -]
| Ivoices
5 |Market w|Tatal Quantity % Cuantity Total Income % Income Mumber  Awe Price Sold
7 |Ainca 1,773 23.49% Hapal 21.78% 7 149
8 |Asia 153 20.3B% 2 495 24 56% 12 197
g |UsA 353 46.82% 532670 43 B1% 14 151
|Europe 703 9.31% 114974 9 46% B 164
rand Total 7.580 _ 100.00% 1.215.980  100.00% = 161

formula.

The SUMIF formula combined with the OFFSET

Note: The number 3 in the OFFSET formula stands
for the three columns from reference, which is

column A.

= Microsoft Esecel - Book1

] Ble Edt Wew Inesrt Fomzt Toos Dsta Wndow  Help

E2

£ =SUMIF{Cals, 02 OFFSET{CalA 0.3))
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& E] A Y B F &

1 Imice Mumber |(4I) - Grand Total 1215580

2 |Date A1) - Grand Total |‘. 215 580 l
| 3 |Custorner Marre Jisll) -

&

5 Dials ]

Immices 1

& Market w|Total Quantity % Quantily Total Income % Income  Mumnber | Ave.Price Sold |
7_|Afica 1773 2349% 264841 2178% 7 1431
g |Asia 1,538 20:38% 3495 24.9% 12 197 |
ENlES 35¥ aBEI% ETETD A3B1% 14 151 |
10 Europse 703 9.31% 114,874 9 46% 5] 164 |
11 |Grand Totsl 7550 100.00% 1,216 860 100.00% o] 161 |
7
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Adding Additional PivotTable Reports Using the Same
Data Source

» To create several PivotTable reports with
different structures from one data source:

Tip 322

% Option 1: Assuming a PivotTable report has already

been created

1. Select a cell in another sheet.

2. From the Data menu, select PivotTable and
PivotChart Report.

3. In Step 1 of 3, select Another PivotTable or
PivotChart, and then click Next.

4. Select the name of the PivotTable report already
created in the workbook, and then click Next.

5. Continue building the PivotTable report.
%  Option 2: The fastest method

Quickly create several PivotTable reports from a single

one by copying and pasting the existing PivotTable

report.

1. Right-click a cell in the existing PivotTable report,
select Select from the shortcut menu, and then
Entire Table.

2. Press <Ctrl+C> to copy it.

3. Press <Shift+F11> to insert new sheet, and then
press <Ctrl+V> to paste the PivotTable report.

4. Repeat step 3 to add more PivotTable reports. You
can now change the field structures of each
PivotTable report to analyze the data and present
it differently.

Note: Refreshing one PivotTable report refreshes each of
the additional PivotTable reports, as they all use the same
source data stored in the cache memory.
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A

Add Watch, 2, 71
Add-Ins, 17
Auto Save, 115
ChooseSheet.xla, 17
Euro Currency Tools, 186
Report Manager, 248
Address box
Icon, 117
Array Formula, 178, 179, 185,
202
Transpose, 201
AutoCorrect, 35
AutoFilter, 1

C

Camera
Icon, 73
Cell
Comment, 72
Copying, 20
Across Sheets, 28
Between Sheets, 29
Entering, 31
Formatting
Indentation, 43
Format Cell dialog box, 38
Function, 70
Go To, 10
Information, 71
Inserting, 25
Last Cell, 12
Making First Cell, 85
Moving, 4,9, 13
Prevent Moving, 30
Selecting, 5,6, 7,8, 10, 12,
14,15

Index — by Tip Number

Index

Text Box, 75

Transposing, 36

Typing, 30

Validation Input Message, 74
Chart

PivotTable, 305
Check to Update, 2
ChooseSheet.xla, 17
Circular Reference, 214, 215

Clipboard, 24
Task Pane, 237
Column
Copying, 20
Hide, 86
Selecting, 11
Unhiding, 86
Combo Box, 229
Add, 228
Comment

Add Picture, 72

Author’s Name, 77

AutoShape, 79

Copying, 80

Deleting, 81

Formatting, 78

Print, 82

Validation Input Message, 74
Compare Side by Side, 1, 2
Compare

COUNTIF, 295

Lists, 294
Conditional Formatting, 258,

259, 260

Coloring Numbers, 50

Coloring Rows, 55

Error, 217

Subtotals, 282
Consolidating

Lists, 287
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Functions, 288
Links, 289
Links Coloring, 290
Sales, 292
Stock, 291
Trial Balance, 293
Contact Us, 1, 2
Copying
Across Sheets, 28
Adjacent Cells, 21
Cell, 20
Cells between Sheets, 29
Column, 20
Down, 22
Existing Cells, 25
Formatting, 39
Formula, 27, 198, 199
Multiple Copied Ranges, 24
Number Formatting, 27
Overwriting, 25
Right, 22
Row, 20
Sheet, 20, 103
Thousands of Cells, 23
Values, 27
Counting
Cells contains Text, 184
Multiple Criteria, 185
Create List, 1, 2
Custom View, 245, 246, 247,
248
Icon, 246
Filter, 267

D

Data
Corrupted File, 116
Protect , 87
Recovering , 116
Validating entry, 32
View all, 83

Date
Calculate Difference, 152

Index — by Tip Number

End of Month, 155
Entering, 147, 150
Slash separator, 148
Fill
Series, 151
Formatting, 49, 149
Quarter Number, 154
Calendar Year, 154
Custom Function, 156
Fiscal Year, 154
Serial Number, 158
Smart Tag, 151
Text combined, 159
Validate Entries, 157
Week Number, 153
Dates
Formatting , 143
Diagram, 2
Drawing
AutoShape, 52

EnteringAutoCorrect, 35
Error Checking, 2, 218
Error
Cells, 217
Display, 216
Vlookup, 226
Euro Conversion, 2, 186
Euro Currency Tools, 186
Euro
Custom Formatting, 56
Define Name, 192
Insertion, 57

F

Filter
Advanced , 269
Advanced Filter, 265
AutoFilter, 261
Sort Ascending/
Decendending, 262
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COUNTIF, 270
Date, 266
Icon, 261
List
Color, 264
Print, 268
Save Criteria, 267
Summing, 263
Two Criteria, 265
Unique records, 256, 269,
270

Find & Replace

Formatting, 37
Sheet, 37

Wild Cards, 37
Workbook, 37

Find

Formatting, 37
Sheet, 37

Wild Cards, 37
Workbook, 37

Font

Change Standard, 40

Formatting

Coloring a Record, 54
Coloring Number, 50, 53
Coloring
Rows, 55
Conditional Formatting, 258,
259, 260
Copying, 27, 39
Custom
Negative Number, 59
Symbols, 58
Date, 49, 149
Dividing Heading Title, 48
Euro, 56
Fill Color icon, 52
Find, 37
Find & Replace, 37
Format Cells, 38
Gridlines, 89
Indentation, 43
Number, 49, 61

Index — by Tip Number

Number
Round to Million, 64, 65
Round to Thousand, 63,
69
Repeatedly Copying, 39
Sheets Name, 102
Symbols, 56
Text, 131
Wrap Text, 44, 45
Zero, 60

Formula

Absolute reference, 197,
198, 199
Array Formula, 178, 179,
185, 201, 202
Auditing, 212, 213, 218
Cells
Selecting, 206
Circular, 214
Comment, 210
Copying, 27, 198, 199
Dependent Cell, 213
Display Syntax, 204, 205
Edit, 194, 195
Error, 216
Error Checking, 218
Evaluate, 212
Formatting, 207
Insert, 194, 195
Iteration, 215
Nesting, 196
Precedent Cell, 213
Print Syntax, 211
Protect, 208, 209
Relative reference, 197, 198,
199
Smart Tag, 218
Step In, 212
Value, 19, 203

Function

CEILING, 314

COUNTA, 193

Custom , 203
Reverse Text, 139
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COUNTIF, 270, 295
GETPIVOTDATA, 321
INDEX, 227, 229, 321
ISBLANK, 281
ISERROR, 216, 226
MATCH, 227, 321
MAX, 260
MIN, 260
MINUTE, 166
MOQOD, 154, 314
MONTH, 150, 154, 314
NOW, 160
OFFSET, 193, 229, 321
PROPER, 136
RIGHT, 132, 150, 167
ROUND, 62, 179
SUBTOTAL, 263
SUM, 174,175,176, 177,
178, 185
SUMIF
Criteria, 180
Text Criteria, 182
Totaling two ranges, 181
SUMIF, 229, 321
TEXT, 159
TIMEVALUE, 167
TODAY, 147, 150
TRANSPOSE, 200, 201
TRIM, 140
UPPER, 137
VAR, 1
VARP, 1
VLOOKUP, 225, 226, 227,
229
WEEKNUM, 153, 313
YEAR, 150, 314

G

Go To, 10
Gridlines
Coloring, 89
Hiding, 90
Groups & Outlines, 285
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Copying Colors, 286

Hiding Outlines symbols,
284

Icon, 283

H

Hyperlinks

Workbook, 126

Icon

Add to Menu bar, 97
Address Box, 117
Auto Outline , 283
AutoFilter, 261
AutoShape
Palette, 52
AutoSum, 172
Camera, 73
Custom View, 246
Customizing, 94
Disappearing, 95
Fill Color
Palette, 52
Merge and Center, 42
Page Setup, 230
Paste, 26
Properties, 108, 109, 110,
111
Remove , 96
Show All, 261
Show Outline , 283
Subtotals, 271

Importing Data from the Web

Refreshing Excel 2000, 145

Refreshing Excel 2002 &
2003, 146

Refreshing Excel 97, 144

Importing Text

Clear Empty Characters, 140
Formatting Dates, 143

408



F1 — Get the Most out of Excel!

Index — by Tip Number

Formatting Values, 141 Worksheet, 251
Minus in right, 142 Menu Bar
IRM-Information Rights Add Icons, 97
Management, 2 Menu
Iteration, 215 Show ltems, 93
Merge and Center
Icon, 42
K Moving
Keyboard shortcuts, 19 Cell, 20
Custom, 19 Cell Pointer, 9
Column, 20
L First Cell, 4
Last Cell, 4
Links Limitation, 109, 110
Break, 222 Prevent, 30
Change Source, 223 Protect Sheet, 13
Create, 219 Row, 20
Create Unintentionally , 220 Sheet, 20, 103
Find Unwanted, 224 Unprotected Cells, 13
Orphaned, 224 Workbooks, 18
Update Links Message, 221
List, 2 N
List Object, 1, 252
List Name
Color, 264 Create, 190
Color Define, 188
Maximum, 260 Delete, 189
Minimum, 260 Formula, 191, 192
Create , 252 Links, 189
Formatting, 258, 259, 260 Numeric Value, 192
Unique records, 269, 270 OFFSET formula, 193
Lists Paste, 191
Compare, 294 Syntax, 187
COUNTIF, 295 Update Reference, 193
Consolidating, 287 Number
Lookup, 1 Adding, 168
Change to Text, 51
Coloring, 50, 53
M Dividing, 168
Mail Formatting, 49
Workbook, 251 Round to Thousands, 61,
Workbook 62
Size, 250 Multiplying, 168

Multiplying by -1, 169
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Quick Calculation, 170

Round to Million, 64, 65

Round to Thousands, 62, 63,
69

Seeing Calculation, 171

Subtracting, 168

Validating entry, 33

P

Page Break, 232
Page Number, 234, 238
Continuous, 248
Page Setup
Copying, 231
Icon, 230
Information, 242
Page Number, 234
Path, 243
Save, 245
Password
Forgotten, 123
Protect Workbook, 121
Paste
Icon, 26
Path
Function, 70
Print, 242, 243, 244
Permission, 1, 2
Personal Macro Workbook, 19
PERSONAL.xls, 19
Picture
Camera Icon, 73
PivotTable
Add Additional, 322
Automatic Refreshing, 300
Calculated Field, 310
Chart, 305
Creating, 298
Date, 311, 312
Days, 311, 312
Different from Previous, 316,
319
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Displayed Fields Numbers,
299
Drill Down, 308
Formatting, 304
GETPIVOTDATA, 321
Grouping Text Field, 309
Hiding ltems, 302
Month, 311, 312
Percentage Field, 315, 317,
318
Printing, 306
Quarter, 311, 312
Fiscal Year, 314
Retrieving Data, 321
Running Balance, 320
Sort ltems, 303
Source Data, 296
Sub Detail, 307
Subtotals, 301
Terminology, 297
Week Number, 313
Year, 311, 312
Print
Clipboard, 237
Custom View, 247
Errors, 240
Formulas
Syntax, 211
Hiding Data, 235
Hiding Gridlines, 90
Information, 242
Non-Continuous Areas , 237
Obijects, 236
Page Number, 238, 248
Path, 242, 243, 244
Pictures, 241
PivotTable, 306
Prevent Wrapping, 239
Reports, 248
Subtotals, 277
Properties
Icon, 108, 109, 110, 111
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Protect
Cells, 107
Columns, 87
Data, 87
Formulas, 208, 209
Password, 121
Rows, 87
Sheet, 107

Movement Limitation,

109
Workbook, 120
Digital Signature, 122

Report Manager
Custom, 249
Custom View, 248

Report Manger, 248

Research, 1, 2

Row
Coloring, 55
Copying, 20
Delete empty, 257
Hide, 86
Selecting, 11
Unhiding, 86

S

Screen Magnifications
Decreasing, 84
Increasing, 84

Search, 2

Selecting
Cells, 14

Errors, 217
Column, 11
Current Region, 8
Formulas, 206
Horizontal, 5
Last Cell, 12
List, 8
Non-Adjacent Cells, 7

Index — by Tip Number

Range, 6, 15
Row, 11
Sheet, 16
Special Cells, 10
Used Range, 12
Vertical, 5
Shared Workbook
Multiple Users, 88
Sheet
Copying, 20, 103
Inserting, 106
Mail, 251
Moving, 103
Name Function, 70
Name
Font Size, 101
Protect
Movement, 109
Selecting, 16
Template, 106
Unprotect
Movement, 110
Sheets
Color, 102
Default in New Workbook,
100
Grouping, 105
Hide Unhiding Columns, 86
Hide Unhiding Rows, 86
Hide
Appearing, 111
List, 17
Sorted , 17, 104
Ungrouping, 105
Smart Tag, 218
Date, 151
Indicator, 76
Removing Indicator, 76
Sort, 254
AutoFilter, 262
Columns, 255
Custom Lists, 256
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List
Structure, 253
Rules, 253
Sort Ascending, 1
Sort Descending, 1
Speech, 2, 3
Toolbar, 3
Style box
Add, 67
Style
Change Default, 66
Create, 67
Merging, 68
Style box
Add, 67
Wrap Text, 46
SUBTOTAL, 1, 263
Functions, 1
Subtotals
Apply Styles, 280
Clear Total, 278
Color, 281, 282
Conditional Formatting, 282
Copy summary, 279
Date, 274
Functions, 275
Hiding Levels buttons, 273
Icon, 271
Print, 277
Remove, 272
Two fields, 276
Summing
Across Sheets, 177
AutoSum, 172, 173
Fast, 173
Intersection, 176
List, 263
Rounded Numbers, 179
Rounded
Precision as displayed,
179
Stock List, 178
Subtotals, 174
Symbol, 2
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Custom Formatting, 56
Euro, 56, 57

Symbols
Custom, 58

T

Task Pane, 1, 2, 92
Clipboard, 237

Template
Opening, 125
Sheet, 106
Workbook, 124

Text Box
Link, 75

Text
Applying Formatting, 131
Combining, 129

Formatted Values, 130

Concatenate, 129
Convert to Lowercase, 138
Convert to Proper Case, 136
Convert to Uppercase, 137
Date combined, 159
Extracting, 132, 133
Formulas, 132
Reversing Characters, 139
Separating, 134, 135
Spilling Over, 47
Validating entry, 34
Wrap Text, 44, 45

Time
Convert, 167
Decimal, 166

Differences, 163

Entering, 160

Regions, 164

Round, 165

Serial Number, 161

Totaling, 162
Toolbar

Backing, 99

Customizing, 98
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Transpose
Cells, 36
Formula, 200, 201

)

Used Area
Reduce Size, 91
Used Range, 12

\"

Validation
Duplicate entries, 32
Entering, 31
Input Message, 74
List, 229
Number entries, 33
Text entries, 34
Values
Formatting, 141
Paste, 203
VBA Function
Custom, 139, 203, 207
VBAProject, 19, 85, 104, 111,
139, 300
VBE, 19, 85, 111, 139, 156
View
Data, 83
Vlookup
Errors, 226
Organize Data Table, 225

w

Watch Window, 71
Watermark, 233
Wild Cards

Find, 37

Find & Replace, 37
Window

Title Bar, 118
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Windows

Arrange, 205

WordArt

Watermark, 233

Workbook

Auto Save, 115
Closing, 112
Corrupted, 115
Hyperlinks, 126
Mail, 250, 251
Name Function, 70
Open, 18, 112
Linked, 112
Stop Macro, 112
Open Copy, 127
Opening from Workspace,
128
Password
Forgotten, 123
Path, 117,118
Personal Information, 119
Protect, 120
Digital Signature, 122
Password, 121
Recently Used File List, 113
Recovering, 115
Data, 116
Saving, 115
Saving
Default File Location, 114
Shared Workbook, 88
Template, 124
Workspace, 128
Wrap Text
Automatically, 44
Cell, 44, 45
Manually, 45
Shortcut, 46
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XLStart, 125
XML, 1, 2

X
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y 4

Zero
Custom Formatting, 60
Display, 41
Hiding, 41
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We'd Like to Hear from You!

Our goal is to publish a book that will help you to Get the
Most Out of Excel, upgrade your working level, and bring
to your desk the best solutions needed for everyday tasks
— all this while using this book F1- Get the Most Out of
Excel! The Ultimate Excel Tip Help Guide.

| would appreciate it if you could find a few moments and
share with us your thoughts, comments, suggestions,
ideas, tips, areas to cover, helpful solutions that other
Excel users might need, and how we can improve and
make this book better.

Looking forward to hear from you,
Joseph Rubin, CPA

Author

jrubin@exceltip.com

www.exceltip.com

Joseph Rubin’s Excel books:

4 F1 — Get the Most out of Excel! The Ultimate Excel
Help Tip Guide (print & e-Book)

4+ Financial Statements.xls (print & e-Book)
4 Mr Excel On Excel (print)

For more information and ordering: www.exceltip.com
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Excel Facts

256 columns in one single sheet
65,536 rows in one single sheet
16,777,216 cells in one single worksheet
One cell can hold up to 32,767 characters
A workbook name can have 218 characters
One workbook can hold an unlimited number of sheets

Excel uses up to 15 digits after the decimal point for
calculations

Excel handles dates from January 1, 1900 to
December 31, 9999 (2,958,465 days)

The maximum number of items available for filtering is
limited to 999
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