Simplify Your
Intelligence Reporting Process
Excel® Tips and Tricks Booklet | Volume 5




Table of Contents

UsING FIRENNG OPTIONS .. .viiiiiiiiiiie et e et snre e 4
Using the DATEIF FUNCION ©..iiiiiiicecc et snae e 5
The RIGNE FUNCHION ...ttt 6
Publishing an Excel Workbook to an Intranet/Internet Location..........c.ccoceivvvniiiincnncnn, 7
SPITHNG OF WINGOWS ... 8
Multiple Data Consolidations for PIVOTTADIES ........cviiiviiiieiiiiiccec e 9
TEXE CONVEISIONS ...ttt 11
Text LeNGtNS iN EXCE....c..iii s 12
(ot ol = (o T = To] o]l o Ve TSR URURI 13
CUSTOMIZING RIDDONS. ... s 14
Personal Macro CUSTOM FOMMAL.........coiiiiiiiiiii e 15
Text FUNCHION IN EXCEI ..o 17
IMBITIMIBIGE .ttt bttt b ettt 18
NEGatiVe Data BarS........oiviiiiiiie s 19
MaNdatory Cell INPUL ...t e 21
REMOVING DUPIICAIES ...t 22
SOIVEN (RECOVEIEA). ... eivviiiitiie ettt bttt et e e teeaneeenes 23
Database FUNGCHONS. .......oiiiiiiiiiie e 25
SUDTOTAL .. 26
PIVOTTADIE ... 28
PivotTable Calculated FIelds ... 30
Using Value Field Settings in PIVOTTADIES.........coviiiiiiiiieciccece e 31
Conditional FOrMAtHNG .....veiveeiiiiiccc e 32
Data ValidatioN. ........coviiiiie s 35
EXCEl Fle FOrMALS ..o 37

Simplify Your Intelligence Reporting Process | Excel Tips and Tricks Booklet | Volume 5



RANK FUNCHON <.t 38
PV FUNGHION . ...t 39
TWO G TYPES e ittiitie ettt ettt b e e b et e aae e e e e sae e e s 40
WWOTKAAYS .ttt e e et e et e e e tb e e esbb e e e te e e snareeanreeens 42
TIEINAS 1. 43
AGGregate FUNCHION ....c.vviiiiiiiic e 44
SUBLOtal COMMEANG ... 46
EXCEI WED QUETY ...ttt 48
SUDLOTAl VISIDIE CEIIS ...t 49
Future Dates ProjECHON ........iiii e 51
Keyboard Shortcuts to Access the RIbbon Programs ... 51
Date Data ValIation ........ccviiiiiiiiiei e 53
GETPIVOTDATA ..ottt 54
Data Validation With FOrMUIA..........coviiiiiiiii e 55
IF FUNCHION L 56
1[0 To (U o TSP URPR 57
Creating the Slicer Connection to Second PivotTable..........ccoovveiiiiiiiiiccce 58
AUtOGENEratioN Of NAMES .. iiviviiiiieciii e 60
Creating a 3D Reference NAME ......coviiiviiiiciiccie et 61
Large FUNCHION ...t 62
TRIM FUNCHION .. 63
SMAEI FUNCHON ...t 64
MOAE FUNGHION ... 65
TranSPOSE OPTION 1.vviiuiieiii ittt 66
REPT FUNCHON 1ot 67

Simplify Your Intelligence Reporting Process | Excel Tips and Tricks Booklet | Volume 5



Using Filtering Options

Question: | am using Excel 2007 for my sales report. | know | can use the Report Filter in the
PivotTable to filter all the sales data. Is there a way that you can just filter a specific Row
field, as | would like to filter my sales data by Date only?

Answer: Yes, using the new filtering options for Row and Column fields in Excel 2007.
Process (Excel 2007):

1. Open your sales report into Excel.
2. Open the PivotTable field list.

Hover over the words Date in the top of the PivotTable Field List and you see a drop-down

appear.
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4. Select the arrow and a drop-down menu opens. You can then filter on your Date field by select-
ing the Data filter option from the drop-down menu. Open the drop-down. Choose Date Filters.
The next flyout menu offers filters for This Week, Next Month, Last Quarter, and others.

If you want to filter to a specific month or quarter, choose All Dates in Period and select a month
or quarter from the final flyout menu. See the example below:
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Using the DATEIF Function

Question: s there a function in Excel that | can use to calculate the number of days between two
dates? | would like to work out the number of days between an invoice date and invoice
payment date.

Answer: Yes, using the DATEDIF function.

DATEDIF is not listed with other functions under the formula tab in Excel 2007.

To use the function, you must type it manually into a cell on the worksheet rather than using the dialog
box method available for other functions.

The syntax for the DATEDIF function is:

= DATEDIF ( start_date , end_date , unit)

The function has three arguments that need to be entered as part of the function:
e start_date: the first or starting date
* end_date: the second or last date

e unit: tells the function to find the number of days (“D”), complete months (“M”), or complete
years (“Y”) between the two dates

The unit argument can also be a combination of days, months, and years:

o “YM”—excludes years: calculates the number of months between two dates as if the dates
were in the same year

o “YD”—excludes years: calculates the number of days between two dates as if the dates were
in the same year

e “MD”—excludes months: calculates the number of days between two dates as if the dates
were in the same month and year

Note: Commas are used as separators among the function’s three arguments. For help with this
example, see the image below:

C D E
Invoice Date | Payment Date Days
1/30/2010 5/18/2010 108
1/30/2010 3/23/2010 52
1/30/2010 6/21/2010 142

Process (Excel 2007):

Enter the following dates into cells C2 and D2: 1/30/2010 and 5/18/2010.
Click on cell E1 in the spreadsheet: this is where the function will be located.
Type “ = datedif “ in cell E1.

Type an opening round bracket “ ( “ after the function name in cell E1.

Click on cell C2 in the spreadsheet to enter the cell reference of the start_date into the function.

o ok~ N o=

Type a comma (, ) in cell E1 after C2 to act as a separator between the two cell references in
the function.

N

Click on cell D2 in the spreadsheet to enter the cell reference of the end_date into the function
after the first comma.

8. Type a second comma (, ) in cell E1 following the second cell reference as a second separator.

9. For the unit argument, type the letter D in quotes (“D” ) in cell E1 after the second comma to tell
the function you want to know the number of days between the two dates.
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10. Type the closing bracket “) “
11. Press the ENTER key on the keyboard.
12. The answer 108 should appear in cell E1 as there are 108 days between January 30

and May 18.
' f« | =DATEDIF(C2,02,"D") |
C D E
Invoice Date | Payment Date Days
1/30/2010 5/18/2010 108
1/30/2010 3/23/2010 52
1/30/2010 6/21/2010 142

You can follow the same process for the remaining dates.

If you get a #NUM! error in the cell where your function is located, it means that the start_date is larger
(later in the year) than the end_date.

The Right Function

Question: | usually import data from our accounts system into Excel for further analysis. The difficulty
| face is that the names are combined with the initials. However, | would like to analyze the
data based on the initials. Is there a formula | can type so as to extract the initials quickly,
given that the initials appear on the right side of the names?

Answer: Yes, by using the right function one can extract the specified number of characters from
the right.

Why: To quickly extract the initials in order to analyze the data properly.
Process (Excel 2010, Excel 2007, Excel 2003, Excel XP, and Excel 2000):

1. Enter data as given in the example below:

.\ B C D E
1
2 Product Name Sales Person | Initial
3 Maxilaku Anderson. P
L Gnocchi di nonna Alice Johnson. A
5 Tunnbrad Peters. K
6 Pavlova Bonders. P
7 Singaporean Hokkien Fried Mee |Newson. L
8 Boston Crab Meat Lavin. T
9 Inlagd Sill Perks. M
no Chai Anderson. P
11 Gudbrandsdalsost Johnson. A
n2 Queso Cabrales Peters. K
3 Chai Bonders. P
na Teatime Chocolate Biscuits Newson. L
1] Original Frankfurter grine Lavin. T
e

2. To extract the initials from the right, select D3 and type =Right (C3,1) and press enter.
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3. Copy the formula down and the screen below is displayed:

A B Cc D E

i

R Product Name Sales Person | Initial
&] Maxilaku Anderson. P |P

n Gnocchi di nonna Alice Johnson. A (A

5 Tunnbrod Peters. K K

B Pavlova Bonders. P P

7 Singaporean Hokkien Fried Mee |Newson. L L

B Boston Crab Meat Lavin. T T

B Inlagd Sill Perks. M M

Lo Chai Anderson. P |P

11 Gudbrandsdalsost Johnson. A |A

12 Queso Cabrales Peters. K K

13 Chai Bonders.P  |P

14 Teatime Chocolate Biscuits Newson. L L

L5 | Criginal Frankfurter griine Lavin. T T

1]

As can be seen above, the initials have been extracted from the right; hence, one can analyze the data
further based on the initials.

Publishing an Excel Workbook to an Intranet/
Internet Location

Question: We have adopted a policy in our company where the financial director is expected to
publish quarterly financial results to the server/intranet. This can then be read by all the
concerned parties. However, we only want to send a static copy of the statement/s.

Is there an option in Excel that we can use to achieve our desired result?

Answer: Yes, using the Save as from the office icon/File menu.

Why: To save all or part of a workbook to a static web page that can then be autorepublished
once changes are made to the source workbook.

Process (Excel 2010, Excel 2007, Excel 2003, Excel XP, and Excel 2000):

1. Enter data as given in the example below:

] | ! (1]
1
2 RK.L Coastal Trading CC.
| Income Statement For Pedod Ending Apeil 2010
a2
e Age-10
" [ Actaal |
]
" Howwnin 756 S16.05 150 50000
10 Sales TG 51605 350 500.00
1l
Cost of Sabes 117 7092 180 000.00
TP T W
CEil variiree |
14 Cost Of Sabes 158 02243 1A000G,00
1S imvanbony Adjustmae L9 368.43
i
¥ GROSS PROFIT [ [LOSS) 19 1A 1T 500,00

2. To save, click the office icon/File menu.

3. Select Save As, and enter income statement as the file name.
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4. Under the file extension, select Web Page. Refer to the screen shot below:
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Select entire workbook and click the publish button.

Select the autorepublish every time this workbook is saved option.

Select the open published workbook in browser option.

Click the publish button.

Due to some security restrictions on some browsers, the option to allow the content to be

displayed should be selected.

The financial statement is then displayed on the website in a static format. Hence, no changes can be
made to the Data. Furthermore, when the source workbook is saved, the data is republished to the
intranet/server.

Splitting of Windows

Question: s it possible to view different parts of the data worksheet at the same time? For instance,

Answer:

Why:

when | import the payroll summary report from the payroll system, | would like to see the
top ten and bottom ten earners. We have over 500 employees on our payroll, and this
analysis is crucial in identifying the trends in our payroll.

Yes, with split panes option. A very handy feature of Excel is its ability to allow you view
more than one copy of your worksheet and for you to be able to scroll through each pane
of your worksheet independently. You can do this by using a feature called Split Panes,
which allows you to split your worksheet both horizontally and vertically.

When you split panes, the panes of your worksheet work simultaneously. If you make a
change in one, it simultaneously appears in the other. If you wish to move the split, just
place your mouse over it, hold down your left mouse button, and drag to where you want
it. To get rid of the split, just double click it or go to Window>Remove Split.

In order to effectively analyze a huge list of data by viewing different parts of the worksheet
simultaneously.

Process (Excel 2010, Excel 2007, Excel 2003, Excel XP, and Excel 2000):

1. Open or create the desired spreadsheet, for instance payroll summary report.

2. To split panes, point to the split box at the top of the vertical scroll bar or at the right end of the
horizontal scroll bar for a vertical split.

ﬁE—Splrt bho

e
3. When the pointer changes to a split pointerTor+||+, drag the split box down or to the left to
the position that you want.

Boost your
Microsoft® Excel®
expertise for use
with Intelligence
Reporting even more
with free online
training by Sage
University.

Register today at
www.SageU.com
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4. To remove the split, double-click any part of the split bar that divides the panes.

5. Alternatively select the View tab under the windows group then click Split (Excel 2007 and
2010). For Excel 2003, XP, and 2000 click the windows menu and select Split. Refer to the
screen shots below:

View Developer Add-Ins Bl Tools

) P = g ji—l = spiit«+———| Excel 2007 and 2010
i | |
L e « L ; == Hide
Zoom 100% Zoomto Mew Arrange Freeze \
Selection || Window All  Papes = L Ynhide

Zoom

Window | Help Report Tools

MNew Window

Arrange...

Excel 2003, XP, 2000

Hide

[ spiit ]

FEreeze Panes

1 Book2

You are therefore able to view different parts of the worksheets simultaneously and make informed
decisions.

Multiple Data Consolidations for PivotTables

Question: As an effective tool for working with large volumes of data, | usually use PivotTables to
summarize, organize, and view the same data in many different ways quickly and easily.
However the data is usually in one data source/range. Is it possible to create a PivotTable
based on multiple data consolidation ranges?

Answer: Yes, with the PivotTable multiple consolidation ranges option.

Why: To analyze data from multiple data consolidation ranges.

Process (Excel 2010, Excel 2007, Excel 2003, Excel XP, Excel 2000, and
Excel 1997):

1. Enter the data given below in the three worksheets; sheet 1, sheet 2, and sheet 3 respectively.

Sheet 1:
A B
1 Product Sales 2010
2 Annatto Seed 322 000
3 |Anise Seeds 395 000
4 Asafoetida Powder 570 000
5 Basil Leaf 360 000
6 Bay Leaf 598 000
7 Caraway Seed 530 000
8 |Cardamom Seed 525 000
9 Garlic 520 000
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Sheet 2:

A B
1 Product Sales 2010
2 |Annatto Seed 5117
3 Anige Seeds 587 970
4 | Asafoetida Powder 511 312
5 Basil Leaf 558 842
6 Bay Leaf £99 665
7 Caraway Seed 519 426
8 |Cardamom Seed 522772
9 Garlic $17 990
Sheet 3:
A B
1 Product Sales 2010
2 Annatto Seed $18 000
3 |Anise Seeds 345 000
4 Asafoetida Powder 513 000
5 Basil Leaf 366 000
& Bay Leaf 580 000
7 Caraway Seed 525 000
8 Cardamom Seed 525 000
9 | Garlic $20 000

2. Insert/Select sheet 4.

3. For Excel 2007 and 2010 press ALT + D and then press/type P.

4. For Excel 2003, XP, 2000, and 97; click the Data menu and then PivotTable and PivotChart Report
5

The screen shot below is displayed.
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6. Select Multiple consolidation ranges and PivotTable then click Next.

7. Select create a single page field for me and then click Next. The screen shot below is displayed.
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8. Click the red arrow under Range and select the data range A1:B9 on sheet 1.
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9. Press Enter and click the Add button.
10. Repeat steps 8 and 9 for data on sheet 2 and sheet 3.
11. Click the Next button and select Existing Worksheet then click Finish.

As you can see a PivotTable with a multiple data consolidation range has been created. One can easily
select the data to be displayed by selecting the appropriate option. The page option allows a user to
select data for the respective worksheet. The worksheets are given as Item 1, Item 2 and Item 3.

Text Conversions

Question: | usually export my inventory data into Excel for further analysis. However, the product
names appear in upper case when | do this. Is there a way of converting the product
names to lower case and then capitalizing each word? How do | do this in Excel?

Answer: By using the proper function.

Why: To convert the text of data into proper case (capitalize each word).

Process (Excel 2010, Excel 2007, Excel 2003, Excel XP, Excel 2000, and
Excel 1997):

1. Given that you have the data below:

& E D E F
il Stock List |
¥ | Protoe o Prosfir Nams: Product Mewe(Wew Formag) | Caars
4 W1 AR AR L L

(=4} PGHOCIT CF RO A I 0
i m LR L
Li P FANLOWA F,
& &0 SIGAROEAN HOKKIFN FRIFD MEF
E - EDSTON CRAS WMEAT
(LA LR BHLAGD SaL
TH =] Al
3 |G PUDBRANDSDAL SOET
3 e MIUE S0 CABRSLES
L =k CHAL
{5 |Tedd TEATME CHCCOLATE BSCTS
g |00 CHUCGENAL FRANKFURTER LRE 5045
L =] CUTE DE BLAYE
L Tea01 TEATME CHOCOLATT BSOS
¥ |R1 FO0 Sa0f AR
T [ POHUMLAR CUMLAEARCHEN
1 |GH PRORGIRE0LA TOLHND
Total

2. Select cell E4 and type; =proper (D4).
Press Enter and copy the formula down.

4. The result is the screen shot below:
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Prosiuct Mame Mrodus Wiwaftvew [ ormar] e

LA L AL Rt b2
e saem o e e T E srocers [ Mg Ak "
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BOSTON CRAB NEAT St o Cralh Mast 2
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Chal e 15
CLOERANDSOAL SOST ki cdoect 1§
GLUESD CAERALEDS Sy Catwales b
AL = it
TEATRE CHOCOLATE MSCUTS Temire Coarsiwd Nsrias N
RXNAL FRANMCFUSETES GADNE SOEE | Erggast Pt Caste St i
D0 Df BLAYY e Do Wzya [T
TEATRE CHOCDOLATE SECUME Testere Chacalate Bocrds 3
RO KAVvAR ) K bt
CLAEAR GULVRSEARCHEN T Guvrsbarher B
i rgeatita Tt rr
2! 452

The products names are now in proper case. This has been achieved by using one function, and the
products names are now formatted correctly.
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Text Lengths in Excel

Question: | need to export the stock list to our database program for further analysis. Last time | tried
the routine, the names of the products were truncated because the wrong field size was
used in the table. How can | return the number of characters in a text string? This will en-
able me to identify the maximum number as the field size when designing the table in the
database.

Answer: By using the Len and Max functions.

Why: To identify the maximum number after counting the length of the text.

Process (Excel 2010, Excel 2007, Excel 2003, Excel XP, Excel 2000, and
Excel 1997):

1. Assuming that you want to count the text length for the products given below:

1] c 1] E
| Stock List |
2
] Prosduct 1D |Frodect Hams Tawt [ aivgth
4 01 aolaig
LI <] Gaocchi di nonna Alce
] m Turnbeted

P P
-] S0 |Smgaporean Mokdasn Frisd Mes
9 001 Boston Crab Weat
10 Irlagd Sill
11 Jod Chas
12 i (it iredpcd ol il
13 o S Cakoabes
14 JCoi Chis
15 To0 Teatima Chocolale Brsculs
16 |0 Cwginal Frankdurier grine Solle
17 Jcon Cite de Blayw
18 |Toad Teabma Chocolsie Bescuwts
13 JR1 Ried Flmaar
30 0001 Caambde Gummbarchasn
21 00001 Cearganrals Talng o4
72 |Max

2. Select cell D4 and type =Len(C4).
3. Press the Enter key and copy the formula down.
4, Select cell D22 and type =Max(D4:D21).
5. The screen shot below is displayed:
A B [ ] E
1 Stock List |
2
3 | Prodwer i |Product Hams Tt Lavaggtie
4 L Pl aing
& 01 Gnocchi O nomna Al
& Ly Tumnbe ted
L L d Faviora
B L] Sangaporsan Mokioen Foed Mes
3 |say Bhoston Crab Maat
W [0 Irdagd S
11 |G C-has
2 |G Cadbe and sdal 5051
131G Gt 50 Cabealies
M |C Cha
15 |Too Teahma Chocolate Biscuds
L L] Cnganal Franiduter grine Solls
i Coo Ciéte da Blaye
I8 |TODOT Tephima Chocslsts Bigzudy
1\ R R s
o i Chormble Gumsabirchis
21 |G Crergonsols Tabng
77 |Max

You are able to specify the correct field size (31) for the product names when designing the table in the
database. Thus, there is no incomplete data through truncations when the stock list is exported to the
database program.
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Excel Tip Error Trapping

Question: Excel is known for its excellent formulae and function capabilities. As such | extensively
use Excel to calculate the variance between the target sales amount and the actual sales
amount for our salesagents. However, sometimes the formula returns errors/error
messages such as #DIV/0! Is there a way of trapping error messages so that a custom
message is displayed instead of an error message?

Answer: Yes, with the IFError function.

Why: In order to trap error messages so that a custom message is displayed as opposed to an
error message.

Process (Excel 2010 and Excel 2007):

1. Create the spreadsheet as in the example below:

A B c D E F G
1 XYZ Limited
z Variance Computation
3
4 Staff Code |Name Surname |Target Actual Variance
5 P1 M Naidoo 0|R 2500.00
6 P2 M Effort 0| R 3000.00
7 P3 B Mixon R 30 000.00 | R 35 000.00
g P4 K Swartz R 50 000.00 | R 45 000.00
9 P5 L Belford R 60 000.00 | R 61 000.00
1o P& K Moxford | R 50 000.00 | R 54 000.00
I P7 J Brown R 45 000.00 | R 46 000.00
2 P& H Marks 0| R 3000.00
3 P3 G Fraser R 35000.00 | R 30 000.00
4 P10 F Jackson | R 55 000.00 | R 60 000.00
5

Select cell G5 and type =-(E5-F5)/E5. Press Enter and autofill the formula down.

3. The screen shot below with #DIV/0! error messages is displayed. The variance figures have
been converted to percentage.

A B C D E F G
1 XYZ Limired
2 Variance Computation
3
4 Staff Code |Name Surname |Target Actual Variance
5 P1 M Maidoo 0| R 2500.00 #DIV/0!
6 P2 M Effort 0| R 300000[ #DIV/OI
7 P3 B Mixon R 30 000.00 | R 35000.00 17%
8 P4 K Swartz R 50 000.00 | R 45 000.00 -10%
9 P& L Belford R 60 000.00 | R 61 000.00 2%
10 P& K Moxford | R 50 000.00 | R 54 000.00 8%
ik PT J Brown R 45 000.00 | R 46 000.00 2%
12 P8 H Marks 0| R 300000[ #DIV/OI
13 Pa G Fraser R 35 000.00 | R 30 000.00 -14%
14 P10 F Jackson | R 55 000.00 | R 60 000.00 9%
15

4. To rectify the errors above; select cell G5 and type:
=IFERROR(-(E5-F5)/E5, Target not given”)
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5. The screen shot below is displayed. As you can see the variance has no error messages dis-
played; instead, a custom error message is given which gives, credibility to the data.

A B C D E F G
1 XYZ Limited
2 Variance Computation
3
4 Staff Code |Name Surname |Target Actual Variance
5 P1 M Naidoo 0| R 2500.00 |Target not given
6 p2 M Effort 0| R 3000.00 |Target not given
7 P3 B Nixon R 30 000.00 | R 35 000.00 7%
8 P4 K Swartz R 50 000.00 | R 45 000.00 -10%
9 P& L Belford R 60 000.00 | R 61000.00 2%
10 Pé K Moxford | R 50 000.00 | R 54 000.00 8%
11 P7 J Brown R 45 000.00 | R 46 000.00 2%
12 P8 H Marks 0| R 3000.00 |Target not given
13 P9 G Fraser R 35 000.00 | R 30 000.00 -14%
14 P10 F Jackson | R 55 000.00 | R 60 000.00 9%
15

Customizing Ribbons

Question: | find it tiresome switching between ribbons in Excel 2010 when | am creating reports. Is
there a way of customizing a ribbon so that | can group all the frequently used functions
together?

Answer: Yes, by creating a custom ribbon in Excel 2010.

Why: To group all the frequently used functions together.
Process (Excel 2010):

1. Click the File menu and select Options. The screen shot below is displayed:
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2. Select “Customize Ribbon” as given above.

3. Click “New Tab” as given above.

4. Rename the ribbon to Alchemex by clicking on the “Rename” button.
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5. The screen shot below is displayed.
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6. Under “Popular Commands” select the respective icons and click the “Add” button.

7. To organize the custom ribbon in groups, click the “New Group” command and repeat step 6.
8. Repeat steps 6 and 7 until the new ribbon has been created. Thereafter click the “OK” button.

A new custom Alchemex Ribbon appears on the Excel ribbon. The commonly used functions
is thus placed in one group. The user can easily access those functions and eventually
save on time.

New Ribbon
i S o o e e ——r T
B [ At G [ a 3 .f' t4m = -
iy SR ey S =N
—
5 e E v T

Personal Macro Custom Format

Question: Can you help me to apply custom format for employee numbers to all Excel workbooks
on my computer? | would like the employee numbers to have preceding zeros, such as
001,002,008, and so on.

Answer: Yes, with the Personal Macro workbook option.

Why: For the custom format to apply to all workbooks on the computer.
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Process (Excel 2010, Excel 2007, Excel 2003, Excel XP, and Excel 2000):

1. Enter the data as given in the example below:

8 [= [ ] 3
Employee List

Fmploygee | Mame Dapt |m||;|nn

Mo
LIF.H Travisham Admin South Coast
AP, Janes Accounts |Waesl Coast
3|T. Phillips sales Morth Coast
afT. Chetty Support  [East Coast
5|R. B James Marketing |Fast Coast
B W, Tmith BED South Coast
TIT. Ehillips Accounis |South Coast

2. For Excel 2007 and 2010 click the View ribbon and then Macros-Record, New Macro.
For other versions of Excel, click Tools-Macro-Record, New Macros.

3. Make changes as given below:

Revard Mscro ey L ]

!

| Macrs rure
Lewraresiiumbers
| Sorbout eyt
el

Flohe mboo i
P il Mlascron Vaierbdaok
| Qrsrpann:
/ A aalon hemal b e selecied i sogps

[4]

o Concel | |

4. Click OK and select the relative reference button. (This enables the macro to run in any location
within the worksheet.) For Excel 2007 and 2010 click View-Macros-Use Relative Reference. For
other versions of Excel click the relative reference icon as given below:

.—>| Relative Reference

5. Right-click in any cell. Select format cells and make changes as given below:

PR [

Hrmer | Ggwe | Fore | Bocse | ML | Poteses

/| Enter two extra zeros

P e
o 8 BT 8D
& 8ad. P - 4 -

Tyoe f runte St cuor, umng e of i Caing SN & 5 TarIg pa

6. Click OK; select the relative reference button again.

Boost your
Microsoft® Excel®
expertise for use
with Intelligence
Reporting even more
with free online
training by Sage
University.

Register today at
www.SageU.com
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7. Excel 2007 and 2010: select View-Macros-Stop recording, and lower versions of
Excel: Tools-Macro-Stop Recording.

Open the target workbook and highlight the respective employee numbers.

Excel 2007 and 2010: select View-Macros-View Macros, and lower versions of
Excel: Tools-Macro-Macros. The screen shot below is displayed.

10. Click the drop arrow next to macros in, and select Personal XLSB. Select the Employee
Numbers macro and click the run button.

Macro - k]
PERSSHAL ILEB Erpin ety ] [ me ]|
FERSONAL K50 Empipeehimners - {

peoime | |
et
Carerl

The EmployeeNumbers macro runs in any workbook and applies the custom number format.
In that way the process of applying custom number formats in the workbooks is automated.

Text Function in Excel

Question: Given that | have a column of dates in values in my report, how can | only show the name
of the months, and can this be done in Microsoft Excel?

Answer: Yes, by using the text function in Excel.

Why: The Text function coverts a value to text in a specific number format.
Process (Excel 2010, Excel 2007, and Excel 2003):

1. Refer to the data in the Excel worksheet as given in the example below:

A B [H [i] E F 1]

i

& Froguct Nama LUate Month Hame |Uusnticy [Unit Price | Prodect Soles
] Mol akog 0060101 s G| S 480 50
i Gnocchi di nonna Alice FO0GA2M1 TO|S M40|S 212000
- Tunnbeid 200600 65 THN|s 431200
] Fadova 20060 215 1HW|s 2019
r Singapoiean Holdoen Fred Mee | 2006017 4015 1A 448.00
] Boston Crab hieat 20065 25 4TS 29.40
] intagd Sl 20061011 Bl 1520]% T6.00
0 Chai 2006010 10§ 1440]% 14400
i Gudbrandsdalsast 200601 155 2880|5 431200
7 Ouesn Cabrales FO0GATY s 16BI|S 504 00
1 Chai 0060114 M s 1440]8 LB
4 Teabmea Chocclate Esscuna 2006017 201 % T3 % 146.00
H Ornginal Frankdurter grine Sele | 200670971 S 1M4A0]5 64.00
b Ciibe de Blays 20061011 5005 210205 10 540.00
) Tealwne Chocolate Breculs 200601721 45 rE5 2920
] Riod Kaaar 2008007121 2005 1200]§ 240.00
9 Gumibdr Gummebdichen 200601 2|% 24%0|% 4980
] Gongonzala Teling 2006067 4|5 10M|s 14000
1 Pilibé chincis 20060252 a5 1920|% 182 o0
7 Gnocchi di nonna Alice FO0GAN S d4a]S 212 00
z
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2. Select C3.

3. Type;=Text(C3,”"MMMM”).

4. Press enter and copy the formula down.

5. Theresultis as in the screen shot below:

a B c o E F G

] Frodict Name | T Quantity [Uniz Frice [Product Sales
3 Maxilaku 200610101 s 16005 450,00
4 Gaocchi di norna Alice 200610201 Febngary THE 204015 2128.00
] Tunnbesd 200610102 Bfs TS 432 00
] Firdorva 2006102703 Febnsary H|s 13805 29190
[ Singaporean Hokdoen Fried Mee | 2006/01/03 41 M2 s 448,00
] Boston Crab Mest 20061007 | May A5 4TS 2940
9 Inlagd Sill 0060107 55 152005 76.00
10 Cha 0060107 s 144005 14400
1" (Cadbrandsdatsost 0060107 1505 28805 43200
12 ueso Caleales 2006007 s 16EN]S w400
13 Chan 20060114 25 44005 Ho.ED
" Testime Checolate Eiscuts 200601715 0% TIN5 146.00
15 ‘Onigral Frankfurier grine Solia | 200605016 Saptemissr d51% 104005 364.00
& Cole da Elaye 200601715 S0 % 2108005 1054000
17 Tamlimes Checsiats Bigeuts 200601721 as rTals 2930
18 2 Bomans 200607721 s 2ools 240,00
19 |Gumbar Gummibarchan FO06D122 A5 m0|s 49,80
0 Gorgonzola Tekno FOOGDE] Mary uls woo|s 140,00
Fal [Patd chingis 200624 Fobnary s 1920|5 192 00
Frd \Grioochi di nonna Alice AO0GANIN| Masch S Md0)Ss 912 00
WK |

You can also use the following formula if you would like a shorter text format:
Type;=Text(C3,"MMM”)
This would give the result Jan, Feb, Mar for example.

As can be seen above the name of the months have been extracted. Analysis in terms of how much
sales were made in each month can easily be done now.

Mail Merge

Question: How can | merge MS Excel with MS Word, given that we have a list of clients stored in MS
Excel? Are we able to automate the sending of statements to clients?

Answer: Yes, by merging MS Excel with MS Word.

Why: To automate the sending of documents by merging MS Excel with MS Word.
Process (Excel 2010, Excel 2007, and Excel 2003):

1. Refer to the data as given in the example below:

A [] = o [ I [
1 i Hams Produsy Tenal Prica Pald T Chata | O ding

2 Fin Right Plambsis Sorerads Aoryle Cowrle Oval ] SRANIED S 2000000 S G438.88
] E o Travisham Sereracde Aorgls Plarza Comversaon Bath £ BElAER|E Ba0000) & 4554.58
& P, bonad Cribardrin] 300 Whele Chiat Shonned Do § MEs4E S Toooumol s A ESLaE
] T. Filligs CID00 Wiate Claar Corner [rtry Shenwar Door | £ IBTIT|$ 1%000O|% 2Imm
L] TG Mumbars L5900 Wisite Claar Comar iriry Shower Door | § N3RS HODDOD| S 5558.07
T T. Chtty Saphane Sink Miier 1 THRIWGLS 630001 5 ThL1E
] A 8. James Mooe De Grade 13 ITRMERE | & S00000)5 284484
L] W Stk Fygenin Almond Toile - L3It Joo00d) L 2104.%0
(1] Wt 'n wild Flumber  [Rese De Grads 5 1430861 % aS000f %  1oMmAe
11 TG Mlumben Trei LR Mrtwral Chear Trienati Shower Doce | 1 JEEAMEI S 100000 5 LEEA 1N
(¥ Acieon Plambers Sererads Aorylic Plazza Convensnn Bath 5 S48 S 00000 % A914.58
] Best Plambens Serenude Aorylic Cowrie Oval £ 3NG4t TSH0L00)E  STI9.84
14 Bered Plurmbers CES00 Wihile Clear Comer Ermtry Shanver Dodi | 1§ SARLN| L BS00OO| L J18a.%0
L] Plusnbwive Trdil Malural Chiar Trimsts Showsr Door ] daa0 ¥l % I20000(% IMOM
1.} Bastwlin Druadra] 00 White Clesr Sheras Do g JESE M| F 17000 § 185,
i7
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2.

®© N o o &

10.
11.
12.

13.
14.

Open MS Word and create the template below:

ABC TRADING
STATEMENT
24th March 2011
Cusinmar Hama | Produect Tatal Frice Fald Tao Date Ourszanding

For MS Word 2007 and 2010 click the mailings tab and select start mail merge
(in the select mail merge group) then step by step mail merge wizard.

For MS Word 20083 and lower, click the tools menu, letters and mailings, then mail merge.
Click Next on the bottom right-hand side until you reach step 3.

Select the browse option.

Locate your MS Excel client database and click OK twice.

For MS Word 2007 and 2010 select the cell below customer name in the statement template
and click insert merge field (under the write and insert fields groups).

From the field list select customer name.
Repeat steps 8-9 until you have inserted all the merge fields.
For MS Word 2003 and lower; click tools—letters and mailings —show mail merge toolbar.

On the mail merge toolbar locate the insert merge field icon (next to insert word field) and repeat
steps 8-9.

Click the next button until you reach step 6.
You can then print or edit the individual letters.

The number of letters/statements that are created is equal to the number of clients in the database. In
that way the process of sending documents to clients is automated. Meaning an organization with a
lot of clients is able to effectively and efficiently send mass mails to its clients.

Negative Data Bars

Question: We have just upgraded from MS Excel 2007 to MS Excel 2010. When applying

conditional formatting in MS Excel 2007, we were unable to display negative data bars.
Can this be done in MS Excel 20107

Answer: Yes, by using conditional formatting.

Why:

To create data bars for negative and positive values.
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Process (Excel 2010):

1. The screen shot given below has negative and positive stock in/out values:

BXC INVESTMENTS PTY

Product Stock InfOut
Serenade Acrylic Cowrie Oval -10
Serenade Acrylic Piazza Conversion Bath -15
Quadrant 900 White Clear Shower Door -10
CE900 White Clear Corner Entry Shower Door -12
Tm918 Matural Clear Trimati Shower Door -9
CE900 White Clear Corner Entry Shower Door 120
Saphire Sink Mixer 115
Noce De Grade 130
Hygenix Almond Toilet 134
Rose De Grade 123
Serenade Acrylic Cowrie Oval 140

2. Highlight the stock in/out values.

3. Select conditional formatting under the home tab.

4. Select data bars.

5. Select the data bar of your choice.

6. The data bars below is displayed:

BXC INVESTMENTS PTY

Product Stock In/Out

Serenade Acrylic Cowrie Oval [I -10]
Serenade Acrylic Piazza Conversion Bath |] -15
Quadrant 900 White Clear Shower Door [I -10
CE900 White Clear Corner Entry Shower Door |] -12]
Tm318 Natural Clear Trimati Shower Door |]
CE300 White Clear Corner Entry Shower Door _-:Izo

Saphire Sink Mixer _-:15
Noce De Grade -jb
Hygenix Almond Toilet -j
Rose De Grade _-:;5_3
Serenade Acrylic Cowrie Oval W

To customize your data bars, repeat steps 3 and 4 and then select More rules.

Refer to the screen shot below:

Mag lemmarrrg Buis L
et 8 e i

S S S —

= bt oty oel it comian

- Fare g f F Srsoe shms s
[ ST Ny —— -
® Formas ol waue o A o ey

i L 8 il B ST e o e

L T Dt
temrral al prbu b v (e wskars

S S (i far - S [ Ry
e b T

e | s = e

Frs ™ A

Har Bapaarmwe

¥ e s e

[ ——— M [puckien: | Dot -
Fevwws: | E—
= [
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You can then customize the data bars, negative values, and axis. Data bars for negative and positive
values have been created. You can then easily analyze and interpret the data in MS Excel 2010 by us-
ing conditional formatting and assigning rules to the conditional formatting.

Mandatory Cell Input

Question: How do | make a specific cell mandatory to fill in in an Excel workbook? We have a form
that employees fill in but require that important information like employee names to be
mandatory. Can this be done in Excel?

Answer: Yes, by using Visual Basic For Applications (VBA).

Why: To make a specific cell mandatory.
Process (Excel 2010, Excel 2007, and Excel 2003):

Example: Make cell B3 mandatory for completion in a workbook.

A | B |
1
2
EEmpluyee Mame | |
A
1. Open Excel.

2. Press Alt + F11 to open VBA for Excel.
3. Double-click on this workbook on the drop-down list.
roject - VBAProject |
i=NER =

b

o-&% VBAProject (Book2)
-5 Microsoft Excel Objects
i HH) Sheetl (Sheet1)
Sheet2 (Sheet2)
Sheet3 (Sheet3
ThisWarkbook

4. If the above option is not available, then select view—project explorer, and you'll be able to
proceed with the below steps.

5. On your top right-hand side select the first drop-down arrow and choose workbook as given

below:
& Bookl ke - TeiWorkbook (Code) [ERETR =7 |
}mLuw .-I [retcretave _.-I
| | Peivare Bub Mozkbook BeforeSave (ByVal SaweAsT As Boclean, Cameel As Booleas) =
Cells(d, Pyt

3 Cequies uIer ispat

6. Select the second drop-down arrow and choose BeforeSave as displayed below
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7. Enter the following code:
If Cells(3, 2).Value = “” Then
MsgBox “Cell B3 requires user input”
Cancel = True
End If
8. Save the Macro.
9. To return to Excel, press ALT + Q.
10. Save the workbook (For Excel 2007 and Excel 2010 save workbook as a .xlsm).

11. When you save the workbook, it prompts you to fill in B3 before saving.

Microsoft Excel @

Cell B3 requires user input

This tip only works when one tries to save, meaning the workbook won’t be saved as long as cell
B3 is empty. By so doing, cell B3 is now a mandatory cell. Important information such as employee
names are thus entered, resulting in forms’ being completed. You may have to check your macro
security settings should the tip not work.

Removing Duplicates

Question: Is there an automated way of deleting duplicate data rows from a worksheet?
Answer: Yes, by using remove duplicates data tool.

Why: To remove duplicate values from a worksheet.
Process (Excel 2010 and Excel 2007):

With reference to the data given below staff codes, P1, P2, and P7 have duplicate values:

Actual Sales Report
Staff Code|Region Actual
P1 Maorth 5 2566.77
P1 Maorth 5 2566.77
P2 South 5 1652430
P2 South 5 1652430
P2 South 5 1652430
P3 East 5 8658.98
P5 Morth West $ 3700.00
P6 South East 5 11248.38
P7 South 5 250000
P7 South 5 250000
Pg East $ 25 666.77
P9 West 5 480099
Total $ 105 991.56

1. Highlight the data table. You may include/exclude the heading row.

Simplify Your Intelligence Reporting Process | Excel Tips and Tricks Booklet | Volume 5

22



2. Select the Data tab and Select Remove Duplicates under the Data Tools group. Refer to the
image below:

R T———

3. The screen shot below is displayed:

Eemove Dupboates ¥

To delete duplcate values, Beiec one OF more Colamns. that conisn duoicaes.

£2 st pt T | My data Pt heddens
[ ]
F Geaff Code

| Regon
4| ot

4. In order to delete duplicate values, at least one column that contain duplicates must be
selected.

5. Select OK, and refer to the dialogue box below. Thereafter select OK again.

——
Microseht Exeel -

0 & duploate values fend and remeed;  ungues valoes reman
o
¥ ths pormapon helph?

r

The duplicate data rows have been deleted from the worksheet. The user can therefore not locate and
delete the duplicate values manually, and this results in time saving.

Solver (Recovered)

Question: | acquired a loan of $20,000. The repayment period is three years at 10% per annum. Is
there a way to work out the current repayment? | can afford to pay $1,000 per month and
would like to know the new repayment period, too.

Answer: By first using the Payment function, and then using the solver option one can find
a solution.

Why: To calculate the new repayment period for a loan amount.
Process (Excel 2010, Excel 2007, and Excel 2003):

1. Using the example given above, create a worksheet as per the screen below:

A A C ] E F

2 Loan Repayment Calculator

Laan Amciunt 420 000,00
Period 6
Interest Rate 103

Maonthly Payment

W DR e & A e
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3. Calculate the payment for a loan based on constant payments and a constant interest rate.

Work out the current installment using the payment function. Select cell C7, (Monthly Payment),

and type: =PMT(C6/12,C5,-C4).

4. PMT(rate, nper, pv, [fv], [type])

Rate Required. The interest rate for the loan.

Nper Required. The total number of payments for the loan.

Pv Required. The present value or the total amount that a series of future payments is worth

now; also known as the principal.

Fv Optional. The future value or a cash balance you want to attain after the last payment is
made. If fv is omitted, it is assumed to be O (zero), that is, the future value of a loan is 0.

Type Optional. The number O (zero) or 1 and indicates when payments are due.

5. The answer is $645.34.
6. Now select Solver under Data—What If Analysis—Data tools group.

10.

11.

. If the solver option is not installed, select the link below for instructions on how to add the
solver: http://www.alchemex.com/Resources/EOS%20Previous%20Tips%20And%20Tricks/

Solver%20Add-in.pdf
When you add the solver option, select as given below:

e Bkl - R Linel oo

R e t Lraditued [ Deaplcaies Vel 1
— Sirt & P [

Frarmudi D Farem N Deertepr sl e i Fawli
4 o il Commactiani — i S = " iy
g o wantt EAR IR = B = ke =g
bareg Bartrans il Rark FElp ford ks Bamawr Nuts Corvimbiutd Ahat B

amar

5 %) a1

Shup Ungrosn Sulshal

Make changes as illustrated below:

'S_Olvﬂ Parameters ﬂ
Set Target Call: I Solve:
Equal Ta: Max | | o=
By Changing Cels: ;
fscss E [

Subject to the Constrants: [QPT
| Lttt
Change
l—_.] [ Besetar |
<| [ peee |
[ o |

Select the Add button and effect the changes below:

Add Constraint ]

Cell Reference: po=iran

= | |
Lox | [ cancet | [ add | [ beo |

Select OK.

Boost your
Microsoft® Excel®
expertise for use
with Intelligence
Reporting even more
with free online
training by Sage
University.

Register today at
www.SageU.com
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12. Select the Solve button and refer to the screen shot below:

Solver Results ) | ﬂ

Solver found a solution. All constraints and optimality
conditions are satisfied.

@) Keep Solver Solution

() Restore Qriginal Values
[ ok | [ cancel | [ saveScenario...
13. Select OK.

The new repayment period is 22 months. Thus, one can easily calculate how long it will take to settle
a loan amount based on new variables. The interest rate is envisaged not to exceed 15% in the
stipulated period. The answer, sensitivity, and limits reports have also been generated to the left of
the active worksheet.

Database Functions

Question: | have a list of product sales with different transaction dates. How do | calculate the total
sales for transactions between 2009/03/20 and 2009/03/30 by using one formula?

Answer: By using the DSUM function [adds the numbers in a field (column) of records in a list or
database that match conditions that you specify].

Why: To calculate the total sales for products, for given a criteria range.
Process (Excel 2010, Excel 2007, and Excel 2003):

1. Using the Excel worksheet below:

Iy e c v i i B " i
i
I PRODUCT SALES REPORT
1
i [ e Imsdntiny r [rreducrate) [ |
1 Sels Walei R IHE M)l FiLE by e O
5 Dt § rackdartar frons hele | FomyELYR A% wsls n=
T Feeiova FRLELTH I E L%} 5 M
L] U0 AR Fors AR FUERETY | R Tl alers I
1 Bt Chatnlate Bt oo ds rmls  ww
i Gt by Lo w'ei TR HE Wl L2
u wangithe Tabs o011 s Ll (5 3]
12 Lot amnay 'y e A i aesld  fraes
u gy Dvod Ay P RS Wy amly
u bmutar ik Wt A ! RETE F T
™ Bt i rah W e H wl s amls e
L] oo L o o i s TR Iy amly A
r Chas L IHE Ma8)3  FASE
n DntBach Liger LT s wes]d e
it Ut change T d5 nxls e
X Engrath NIRRT AT T R T
H [rerE ] e s s s
I Sl FET L s amls  am
bl Apnion baeraat s T | i Wl E e
2

You must use copy and paste to enter the data labels in H4 & 14.
Use the DSUM function DSUM(database, field, criteria).

Select cell I8 and enter: =DSUM(B4:F23,5,H4:15).

The answer is $2,271.50.

o K~ ® DN

By using one formula the total sales for transactions between 2009/03/20 and 2009/03/30 have been
easily calculated. This demonstrates the power of database functions like DSUM.
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More on the Database Function
The DSUM function syntax has the following arguments:

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

Field Required. Indicates which column is used in the function. Enter the column label enclosed be-

tween double quotation marks, such as “Age” or “Yield,” or a number (without quotation marks) that
represents the position of the column within the list: 1 for the first column, 2 for the second column,

and so on.

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

Subtotal

Question: | have a long data list of products and selling prices stored in an Excel sheet. Is it possible
to have a breakdown of subtotals for each product category?

Answer: Yes, by using the subtotal option in Excel.

Why: To automatically insert subtotals and totals for the selected cells.

Note: The Subtotal command appears grayed out if you are working with a Microsoft Excel table. To
add subtotals in a table, you must first convert the table to a normal range of data and then add the
subtotal. Note that this removes all table functionality from the data except table formatting.

Process (Excel 2010, Excel 2007, and Excel 2003):

1. Refer to the screen shot in the example below:

Product List For XYZ Ltd

Laregarwi¥ames Froduci¥ame Date ProductSales
EBeverages Steeleye Stout 20060101 S04.00
Beverages Céte de Blave 2006/0116 1054000
Eeverages Chang 20060117 31200
Eeverages Céte de Blave 2006/0023 263,36
EBeverages Steeleye Stout 2006/0023 63120
Eeverages Chang 2006/0210 58140
Condiments \egie-spread 20080102 228150
Condiments Aniseed Surup 2006/000E 400.00
Condiments GulaMalacoa Z006/0110 436.00
Condiments Original Frankfurter grine Softe 2006/0116 364.00
Condiments \egie-spread 20080123 32137
Confections Chocolade 2006003 606,30
Confections Tarte au sucre 20060005 1373.00
Confections Tarte au sucre 200610114 1576.00
Confections Scottish Longbreads 200610118 270,00
Confections caanse koeken 200610117 415.00
Confections Valkainen suklaa 20060123 520.00
Dairy Praducts Flatermusost 20060101 103z.00
Dairy Pradusts Geitost 20060110 35.00
Dairy Praducts Geitast 2006/0114 100.00
Diairy Pradusts Camembert Pierrat 20080120 155040
Dairy Praducts Raclette Courdavault 2006/0030 2d64.00
Grains!Cereals Grocchidinonna Alice 2006/0101 2125.00
Grains!Cereals Tunnbrad 200&f0H0W02 432.00
Grains!Cereals Singaporean Hokkien Fried Mee 20060703 425.60
Grains!Cereals Grocchidinonna Alice 2006/0030 31200
Grains/Cereals Grnocchidinonna Alice 200610205 1034.40

2. The list must be sorted by category names for the subtotal option to be effective.
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3. Select any cell within the data list and select data-subtotal as given below:

W My Fossil_Supphers.dsx « Microsoft Excel

Formular | Dats | flewiew  View  Developer  Adadns  BiTools

i x| Conmetiant | 4, ) ‘ —— =-

g 2| : ASHH ’ =0

] Refreth £ som | Fer Tedtto  Remave Eubtots)
ion || All- E W Agvanted | Columns Duplicates Val

Cane

fine

Tubbosn| |

Af Fiarh change in:
Camrgeryhiame |
Lisé& fundchion:
Sam =
Al midnbal loc

Cabeyaryhame

Produstaese

b

| Redlade furrent subinisis
Pagr brrak he e oroee
o | Supranary below dals

5. Select the options as given above.
6. Select OK.
7. The data given below is displayed:

Product List For XYZ Ltd

LaregoreMame Fraduci¥Mams Date ProductSales
Beverages Steeleye Stout 200601071 S04.00
Beverages Céte de Blaye 20060116 1054000
Beverages Chang 200677 312.00
Beverages Cite de Blaye 200600123 8263.36
Beverages Siteeleye Stout 200600123 531.20
Beverages Chang 20060210 581.40
Beverages Total 21431.96
Condiments \egie-spread 2006/0102 225150
Condiments Aniseed Surup 20060108 400.00
Candimants Gula Malacza 20060170 436,00
Condiments Original Frankfurter griine Sofe 2006/1E 364.00
Condiments \egie-spread 200600123 92137
Condiments Total 446257
Confections Chocolade 2006/0103 60630
Confections Tarte ausucre 2005/0708 1373.00
Confections Tarte au sucre Z006/01114 1576.00
Confections Scottish Longbreads 200616 270.00
Canfections Zaanse kasken Z006/1A7 415.00
Confections Walkoinen suklaa 2006/0123 520.00
Confections Total 4763.90
Dairy Products Flatemyzost 2006011071 103200
Dairy Products Geitost 2006010 535.00
Dairy Products Geitast 20060114 100.00
Dairy Products Camembert Pierrot 200600120 1550.40
Dairy Products Raclette Courdavault 200600130 2464.00
Dairy Products Total S52dd.40
Grains!Cereals Gnocchi dinonna Alice Z006¢07!01 2125.00
Grains!Cereals Tunnbréd 2006/0102 432.00
Grains!Cereals Singaporean Hokkien Fried Mee 200601035 425.60
Grains!Cereals Gnocchi dinonna Alice Z006/0130 312.00
Grains!Cereals Gnocchi dinonna Alice 200602105 1094.40
GrainsiCereals Total 4332.00
Grand Total 4036113

As can be seen above, the data has been grouped by the category names whose subtotals for
product sales are displayed.
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PivotTable

Question: How do | create an interactive report that can quickly be used to summarize large
amounts of data?

Answer: By using a PivotTable.

Why: A PivotTable report is useful to summarize, analyze, explore, and present summary data.
A PivotTable enables you to make informed decisions about critical data in your enterprise.

Note: The Subtotal command appears grayed out if you are working with a Microsoft Excel table. To
add subtotals in a table, you must first convert the table to a normal range of data and then add the
subtotal. Note that this removes all table functionality from the data except table formatting.
Process (Excel 2010, Excel 2007, and Excel 2003):

1. Refer to the data as given in the example below:

Branch Sales Person [Category Navme Frodwct Narme Dale Cuantity | Unil Price | Product Sales
Easl Coast Anderson. B | Confections Maxilakuy 20080101 5 160015 480.00
Easl Coast Johrrgon, A Geams/Cengals |Grosoch & ponna Aboe 200e00101 ol % 3040 | % 2 128.00
East Coast Prteis K Grains/Careals | Tunnbbd 20001102 60| & TS 4312 00
East Coast Bondeis P Confactions Pardlra 20001/03 2115 131905 291.90
East Coast Mewson, L Grains/Cereals |Singaporean Hokkian Fried Mea 200501103 40 § 1130 | % 448 00
East Coast Lawin, T Seafood [Boston Crab Meat 200&01/07 25 1470 | 8 28 40
Ea5l Coast Farks. M Saeafocd Inlags Sill 20060107 2% 152015 TE.00
Ea51 Coast Andarson. P |Beverages Chal 200601707 W[5 w405 144.00
Easl Coast Johrmson. A Dary Producls |Gudivandsdalsost 20001707 15[ 3 28805 43200
Easl Coast Felers. K Uary Producls |Cheeso Calvales 20001707 5 16805 S04.00
Easl Coast Bonders, P Binarages Chin 200800114 24| & 1440 | % 345 =0
Easl Coast Miwsan, L Confections Teatire Chocolate Bisculs 20080118 20| & T3 |5 145.00
East Coast Lain T Condimants Ornginal Frankfurter gruns Solle ?I]I]'E.'I]1|'1E| 355 104005 364 00
East Coast [Parcs M Amwrages Clite de Bilayn 200&0116 LNEFITEDE i 540 00
East Coast MAnderson P |Confactions Teatime Chocolate Biscuits 200601721 4l 5 TMS 29 30
East Coast Johrmeon & Saafocd R Boaaar 200&01721 20| 5 1200 |5 240 00
Ea5l Coast Felers. K Confactions Gumbar Gummitarchan 200601722 205 MM|5 49.80
Eanl Coasl |Bunders. P Uanry Producls |Gergonadla Telng 2006017523 45 100005 140.00
Easl Coast Mewsan. L MeatiPoullry  |Fale chinms 20001724 Mms 1592005 192.00
Easl Coast Laran. T Grans/Coreals |Grocchi 6 nonna Ao 200801730 S 304015 A12.00
Easl Coast Frks, M MeatFoultry  |Toursére 2008001731 40| & hal|s 235,00
East Coast Anderson P Grains/Careals |Gustals Enackebnid 2000204 12| & 1680 |5 20160
East Coast Johnson A MeatiPoultry  |Peth Pastiss 20060205 1655 26205 39300
East Coast Paters K Devarages Sasquatch Ale ?ﬂﬂ-&'ﬂ?:‘ﬂﬁ-[ Ful 1130 | 5 22400
East Coast Bondars, P Grains/Cereals |Wimmers quite Semmalknodel 200802:07] Ei - T1E 159 &80
East Coast  [MNewson L Bevarages Chang 20060210 45]5  1520(% 554.00
Ea5l Coast Laan. T LConfactions Padra 2006/021] [F 1B E81.10
Easl Coast Farks. M Condmenls Swop derable 20060210] 90]5 22805 205200

2. Select any cell in the list.
3. From the insert tab, in the tables group, select PivotTable and click OK.
4. Drag the category name and product name fields to the row labels area.
5. Drag the quantity, unit price, and product sales fields to the values area as given below:
= CLErriTy i
e s 0 it |0 "
=)
e P
 Cateaery Ras
- b e
.

¢ iy

1 il P

# ot sale

Deaag boicm arteed £ WO Bl
o BrpwiFRe S5 Cotrmisben
I v
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6.

7.

To display data for the products under the seafood category; select the drop-down arrow under
row labels and select Seafood as below.

The following PivotTable is given:

Row Labels -7/ Sum of Quantity Sum of Unit Price Sum of Product Sales
= Seafood 27 1.9 3454
Boston Crab Meat 2 147 294
Inlagd Sill 5 15.2 76
Rad Kaviar 20 12 240
Grand Total 27 11.9 3454

The data given in step 1 above can be summarized and queried in many user-friendly ways.

The Design of a PivotTable allows you to:

Notes
How a

o K~ o

Query large amounts of data in many user-friendly ways.

Subtotal and aggregate numeric data, summarize data by categories and subcategories, and
create custom calculations and formulas.

Expand and collapse levels of data to focus your results and drill down to details from the
summary data for areas of interest to you.

Move rows to columns or columns to rows (or “pivot”) to see different summaries of the
source data.

Filter, sort, group, and conditionally format the most useful and interesting subset of data
to enable you to focus on the information that you want.

Present concise, attractive, and annotated online or printed reports.

PivotTable Field List Works:

Data Source (Excel, Cube, Database)
Report Filter (Department)

Column Label Area (Branch)

Row Label Area (Customer Name)
Values Area (Sales Amount)
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PivotTable Calculated Fields

Question: How can | create my own calculated fields to include in the PivotTable? | intend to have a
markup of 25% on the sales figure and then calculate the profit.

Answer: By using the PivotTable formulae option.

Why: To create calculated fields.

Process (Excel 2010, Excel 2007, and Excel 2003):

1. This example is based on the previous tip on how to create a PivotTable. The link is given below:

http://www.alchemex.com/Resources/EOS Previous Tips And Tricks/PivotTable.pdf
2. Select any cell in the PivotTable.

Values
Row Labels -7 Sum of Quantity Sum of Unit Price  Sum of Product Sales
- Seafood 27 4.9 345.4
Boston Crab Meat 2 147 294
Inlagd Sill 5 15.2 76
Réd Kaviar 20 12 240
Grand Total | 27 41.9 345.4
3. Select as given below:
Excel 2007
arasaciions.ahm = Microsoft Excel S5 s PreotTable Toglsie
jrew View Developer Addn BiTash ! Opliana Désign
2D B B B E s N T
“ Sort Refresh Change Dala Clear  Sefect Move PivodChart Formusdag Field o Field
4 Source = = g PrvotTabie ¥ t List  |Buttons|Header
o sart Dats Adioni [T Sameanea, e
Excel 2010
% sbes Analysis (2-1)ksdsx - Wicrosoft Excel pie Teate |
Fafmulan Data Araiew View Dt bpiet Aga-lm Al Mol Opt Dl\lﬁﬂ
uil 2 &8 B B B E | E
:'l on _!'\‘HI'. Aefeesh E":.I'H.'{ Data Clem  Sefest . '|C.|'f ':Jm'k:lsllf Show rl:ﬂ:_ﬂlﬂ“
Mees | - » PworTabte | Valurs By * Valuss A ot

4. The Insert a Calculated field window opens. Enter the following and select Add.

Insert Calculated Field =

tame: [ Maiup E,T fsd
Forquia:] | = Product Sales™1.25

5. Rename the field on the PivotTable to Markup (double click on “sum of Markup” field, delete the
words “sum of” and press enter).

6. Repeat the Process to calculate Profit.
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7. Enter the following and select add.

et Caloatutod Feld iy i
e Prafe = I ekl I

| P | = Martap - Product Sses]

|
e
| [ranan
| | Sofem Paraor
Catbgory Hams:
Prachact Name:
Datr
i Quantity
| Irmart Figid

8. Select OK.

9. Rename the field on the PivotTable to Profit.
10. The result is as given below:

Values
Row Labels -7/ Sum of Quantity Sum of Unit Price Sum of Product Sales rofit
- Seafood 27 41.9 3454 86
Boston Crab Meat 2 14.7 294 7
Inlagd Sill 5 15.2 76 19
Riad Kaviar 20 12 240 60
IGrand Total _| 27 41.9 3454 86

The Markup and Profit figures have been computed by way of adding two calculated fields
to the PivotTable.

Using Value Field Settings in PivotTables

Question: | would like to have two fields for analyzing sales in the PivotTable, one in a percentage
format and the other in a value format. How can | accomplish this?

Answer: By using the Value Field Settings.
Why: To display the Product sales field in percentage and value formats.

Process (Excel 2010, Excel 2007, and Excel 2003):

1. For an example on how to create PivotTables refer to the link given below:

http://www.alchemex.com/Resources/EOS Previous Tips And Tricks/PivotTable.pdf
2. Select any cell in the PivotTable as given in the above example.

Values
Row Labels -7 Sum of Quantity Sum of Unit Price Sum of Product Sales
-1 Seafood 27 1.9 345.4
Boston Crab Meat 2 14.7 294
Inlagd Sill 5 15.2 76
Rad Kaviar 20 12 240
Grand Total ] 27 41.9 345.4

3. If the Pivot Table field list is not displayed, select field list button on the Options tab in Excel.

View  Developei  Afddng Tesiming  BITaol Optians | Dasign &
% 1= | | i 5 re Vabyes By = n il B
\ i 3 e 1] summari ¥ 5 B B .
= L. ol . A5 . 1 -
il g e - & mew vaiurs &g - lﬂ fa B =
mge Dats | et Select Mt = ProartChart Fieia af Field
G LE . = PivotTabbe (4B Foelds, Mems, & Seti = List JButtons [Henden
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4. Add the product Sales column to the values area again. Refer to the screen shot given below:

Drag fields between areas below:

v Report Filter 4 Column Labels
= Values A

1] Row Labels ¥ Values

Category Name = Sum of Quantity ~
Product Mame Sum of UnitP... ~
Sum of Produ... ~
Sum of Produ... ~

[ Defer Layout Update

5. Change the Sum of Product Sales? field to a %;
(a) Right-click on the field Sum of Product Sales 2 in the PivotTable.
(b) Select values field setting and select as below.
MS Excel 2007/MS Excel 2010

P — ¥

Sourte N Frodact Seles

Gt fw: S o B ot S

B

[ e ]
IE!"I."_'_*I

6. The result is the PivotTable shown below:

Valuas
Row Labals 4 Sum of Unit Price Sum of I'Ilu.lnli"l" Sum of Praduct Sales
= Seabood 419
Boston Crab Meat 14.7
Inlagd Sd
Rebd Ko 12
Carand Total 419

The analysis of sales by percentage and values can thus be performed. One can easily compare the
sales of the various products by looking at the percentage column for the product sales.

You can now change the name of the Fields to be more appropriate. For example, Sum of Product
Sales = Product Sales Total; Sum of Product Sales2 = % of Total Sales

Conditional Formatting

Question: In Excel 2010, is there a way to automatically highlight upcoming and past due dates?

For example, | have dates that stock will expire in a spreadsheet. | would like Excel to

highlight the ones that have expired and those that are 30 days from expiration in green.

Is that possible?

Answer: Yes, you can use conditional formatting to achieve exactly what you are looking for.

Boost your
Microsoft® Excel®
expertise for use
with Intelligence
Reporting even more
with free online
training by Sage
University.

Register today at
www.SageU.com
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Process (Excel 2010):
1. Highlight the range of cells that you want to apply the formatting to. In this example, we’ve
selected all of the dates in Column B.

2. Select the Home tab in the toolbar at the top of the screen. Then in the Styles group, click the
Conditional Formatting drop-down and select Manage Rules.

W EE F =2 I [P R T ——
R I 1 Py EETAERY TR T IS FICRR P S Y
™ Ao z : e e i : N
et - H oS el P i B
" e P U A R EE Eeewdtoe| T %0 U [ e
Fif B E ol = il B
a 5 % ] i i & 0 | i . il
| Mk Fpestioe fle i P
FELTT ] 10t
T LT T L| Diska Hars
i daaei i Wt
DRLTEE ELT T "'| e —
B o § W11 -
’ | [——
» Azl
L e
ad — i Mse P

3. When the Conditional Formatting Rules Manager window appears, click on the “New Rule”
button to enter the first condition.

Pow feemattng s Bt | Curent Seiecton

e, x

Fude (appled n order thown]  Farmat Aol 1 Stop 1f True =~

o [ cose

4., When the New Formatting Rule window appears, select Format only cells that contain as the
rule type.

5. Select Cell Value in the first drop-down, less than in the second drop-down, and enter the
following formula:

=NOW()+30

6. Select what formatting to apply when this condition is met. To do this, click the
Format button.

New Formatting e )
Select a Rule Type:

» Format all celis based on ther values

» Format only celis that contain

» Format only top of bottom ranked values

» Format only values that are above or below average
» Format only unigue or duplicate values

* Use & formiuls to determine which cels to format

it the Rule Descaription:
Format only cells with:
Cel Vaksn || |less than lw| | =toW])+20 .E
[
Preview: No Format Set | | Eormat...
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7. When the Format Cells window appears, select the Fill tab. Then select the color that you’d like
to see the dates that will expire in the next 30 days. In this example, we’ve selected green. Then
click the OK button.

Frmat Celfs [ [l
Murber | Fot | Bordes | A
Eackgraured Colnr: Patteen Calor:
Na Calar Seurbomatc E|
n EEEREERE PatieT Stk ]
= =
]
EEE |
IEEEEEEEREE
FEEEEENEEN
[ § | Feemenn

[ FoEfec... | [ e coor, |

Clear

] T__L-E__' ]

8. When you return to the New Formatting Rule window, you should see the preview of the for-
matting in the Preview box. In this example, the preview box shows green as the fill color. Next
click the OK button.

Meve Farmatting Rule =]
Gt o By Typee:
= Fereak ol sels hamed on thew wmhuesy

» Format only ceis Tt corvinn
» Formak arfy op o haiteen rasied valles

= Fremal anfy VLSS ST AP SINTOE BF BeaW AVETADE
¥ Frormal oy urinue o dupleaie usieg
B e 8 o s 1o deteemne amach sely on foemat

Echt The Ruls Descrprbon:
Fyrmal naby crib wilh:
Col i | ek Han - wMEA R

(B2

Preview: AabCety2e [ Eormar .
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9. This returns you to the Conditional Formatting Rules Manager window. Select OK.

how formatting rubes for: | Cuprent Selertan -

| ) tiew Re... ] e e | X elete e | [=

Raule (pppbed r order ghown]  Formal Spges o Steo 1 True =
o carcel | | gy

10. The stock that has already expired and the stock that will expire in less than 30 days from now
are highlighted in green.

A B B
1 Stock Expiration Date
2 Stock1l 1/31/2011
3 Stock2 11/25/2011
4 |Stock 3 3/30/2011
5 Stock4 7/31/2011
6 Stock5s 6/23/2010
&
Data Validation

Question: | have a list of all the company’s employees in an Excel report and would like to assign
the specific department they work in. Is there a way to do this without having to type the
department next to each employee’s name?

Answer: Yes, by using Data Validation in Excel.

Why: You use data validation to control the type of data or the values that users enter into a cell.
For example, you may want to restrict data entry to a certain range of dates, limit choices
by using a list.

Process (Excel 2010, Excel 2007, and Excel 2003):

1. First create a list in an Excel Worksheet for the Department Names.
2. Select sheet 1 worksheet tab and enter as below:

IDept - %
| A

Accounts

Sales
Administration
Marketing

Development
Quality Control
Product Management

=R = TR R ] S
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3. Select A3:A10 and enter Dept in the name box (you must press the enter key after typing Dept).

= . i
[mployes List
|y w1 [rosme [maname et

4. Select sheet 2 worksheet tab, and select the cells in the Department Column of the report
(E5:E17).

5. Add the Data Validation to the selected cells. Refer to the screen shot below:

Data Ravisw View Developer Add.Ins Bl Toaols

I ;-J Connections

I Fropertie

W | e |22 BE
Z| sent |Fner o oo
9

Textto Remaove

= | = 1D

Data |Consalidate ‘What-H

Edit Link Columns D ~
pnnedions Sort & Filter = pata
- . - - B | B Circe Invalid Data
E F G I H 1 J ;'_j Cleag Validation Circles

6. The following screen is displayed; select the criteria as shown below.

To insert the range name (Dept.) you can either type in =Dept or press F3 in the Source text box
and then select Dept from the list of Named Ranges.

Data Vabdation |
{[ mettrge frout Message | Errre Aleri |
| VialSabon olens

|| [t p

| Fume = | ¥ et

#| ool dropdown

fi== 5
|

b ol e (m

= o] oo |

7. Select OK and enter employees’ information. To choose the department, select the drop-down
arrow in column E. A list of departments is displayed, thus automating the entry of departments
into the worksheet. The screen shot is displayed below:

a ] [ 8 (] L}

Employes List

1 hrgwe bl [Mame i
o
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oy St
st Mgt

b mar By
fro- fo

TR R
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Excel File Formats

Question: | am using Excel 2010, and some people in the organization are using Excel 2007 and

Excel 2003. Some of the Excel reports they send have very different formats from the
ones | know in Excel 2010. What is the difference between the Excel file formats?

Excel File formats Explained:

Format Extension Description

Excel Workbook | .xlsx The default XML-based file format for Excel 2010 and
Excel 2007. Cannot store Microsoft Visual Basic for
Applications (VBA) macro code or Microsoft Office Excel
4.0 macro sheets (.xIm).

Excel Workbook | .xIsm The XML-based and macro-enabled file format for Excel

(code) 2010 and Excel 2007. Stores VBA macro code or Excel
4.0 macro sheets (.xIm).

Excel Binary Xlsb The binary file format (BIFF12) for Excel 2010 and Excel

Workbook 2007.

Template Xltx The default file format for an Excel template for Excel 2010
and Excel 2007. Cannot store VBA macro code or Excel
4.0 macro sheets (.xIm).

Template (code) | .xItm The macro-enabled file format for an Excel template Excel
2010 and Excel 2007. Stores VBA macro code or Excel
4.0 macro sheets (.xIm).

Excel 97- Excel | xIs The Excel 97-Excel 2003 Binary file format (BIFF8).

2003 Workbook

Excel 97- Excel | xlt The Excel 97-Excel 2003 Binary file format (BIFF8) for an

2003 Template Excel template.

Format Extension Description

Microsoft Excel | .xIs The Excel 5.0/95 Binary file format (BIFF5).

5.0/95 Work-

book

XML Spread- xml XML Spreadsheet 2003 file format (XMLSS).

sheet 2003

XML Data xml XML Data format.

Excel Add-in Xlam The XML-based and macro-enabled Add-in format for
Excel 2010 and Excel 2007. An Add-in is a supplemental
program that is designed to run additional code. Supports
the use of VBA projects and Excel 4.0 macro sheets (.xIm).

Excel 97-2003 Xla The Excel 97-2003 Add-in, a supplemental program that is

Add-in designed to run additional code. Supports the use of VBA
projects.

Excel 4.0 Work- | .xlw An Excel 4.0 file format that saves only worksheets, chart

book

sheets, and macro sheets. You can open a workbook in
this file format in Excel 2010, but you cannot save an Excel
file to this file format.
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Rank Function

Question: How do | return the rank of a number in a list of numibers relative to other values in a list?

Answer: By using the RANK function in Excel. The function returns the rank of a number in a list of
numbers. The rank of a number is its size relative to other values in a list. (If you were to
sort the list, the rank of the number would be its position.)

Why: To rank numbers in a given list so that one can easily determine the top performing
product.

Process (Excel 2010, Excel 2007, and Excel 2003):

1. Refer to the data given below:

B G 7] [ [
1 Product Sales Report
2 Product Mame Quantity Unit Price | Preduct Sales | Rank
3 Mazilaku 30 16| § AE0,00
4 Gnocchi di nonna Alice 70 s 212800|
H Tunnbrod =] H K 432.00)
[ Panova 21 14| 3 201.90
T Singaporean Hokkien Fried Mee A 11| § A4 00
H Boston Crab Meat 2 15) 5 29.40 |
£l Inlagd Sil 5 15 & TE.00
L] Chai 10 14| 8 144,00
11 Gudbrandsdalsost 15! 20 8 432 00

2. Select cell F3 and type; =Rank(E3,$E$3:$E$11)
RANK(number,ref,[order])

The RANK function syntax has the following arguments (argument: a value that provides
information to an action, an event, a method, a property, a function, or a procedure):

Number (Required). The number whose rank you want to find.

Ref (Required). An array of, or a reference to, a list of numbers. Nonnumeric values in ref
are ignored.

Order (Optional). A number specifying how to rank number.

If order is O (zero) or omitted, Microsoft Excel ranks number as if ref were a list sorted in
descending order.

If order is any nonzero value, Microsoft Excel ranks number as if ref were a list sorted in
ascending order.

3. Press Enter and copy the formula down.
4. The result is the screen shot below:

) B C D E F

1 Product Sales Report p———

2 Product Name Quantity |Unit Price | Product Sales Eank !
3 Maxilaku 30 16 5 480.00 2
i Gnoochi di nonna Allce ] (s 212800 1]
§ Tunnbwidd G 7% 432,00 4]
[ Paviova 21 14 % 29190 |
T Singaporean Hokkien Fried Mee Al 11| % 448 00 3
H Boston Crab Meat 2 15| 5 29.40 9
9 Inlagd S0 5 15| % rE.00 B|
10 Chan 10 14 % 144.00 7l
11 Gadbrandsdalsost 15 29| & 432 00 4

The products sales have now being ranked in order of Product Sales Amount, and one can easily
determine the best performing product by looking at the rank column and checking the corresponding
product name.
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PV Function

Question: How much deposit do | need to pay in order to have a monthly installment of $400 over a
period of four years for a car costing $15,000? The interest rate is 8.5%.

Answer: The PV function can be used to find a solution. The PV Function returns the present value
of an investment. The present value is the total amount that a series of future payments is
worth now. For example, when you borrow money, the loan amount is the present value to
the lender.

Why: To calculate the amount of deposit to be paid for a car costing $15,000.
Process (Excel 2010, Excel 2007, and Excel 2003):

1. Select Formulas - Insert function > Financial and select as below:

"~ HTEY =
Hams Inaert Page Layms Frmiia Osta Arsir

. - 2

J Euﬁiﬂﬂﬂﬂiﬂ:u
Brtrl  Subefies Broenily *uuu:ul agital  Textl  Dadr sokup & Wsth Wi
Fusfislign . Uk = Wirms I'l-r|r|r| = % Tuig = Funibran
Tnzert Functon |7

Search for 8 furcsoe:

e

O sefect i gategorys | Aecommended =]

Edeﬂlﬂnf'

Fv ¥

RATE

P

CLBMIPHT

CLBPRING x

Pe(ratenperpmt.by, bype]

Bieturns the presend value of an imestments the total amount that o series of

Futumne payments & wor S now.,

teio on o hrcpon i Cancel

2. Select OK and enter as below:

o Loy i,
"
Rl 10w Sm = GosmIID
- B -a
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T | T
- nmrmm
Erury fr e i ¥ PTRerE T e e et T ey e 8 R
Wi, gl s bl e Rt ol B el v i o
waied et = s e
Frmae wat + SEE VIR
B ] [ S
3. Select OK.
—
B2 - F I =PV(8.5%/12,48,-400,15000) I
A B C & =) 13 i "
1 Deposit
I $5,538.94 .I

The amount of deposit to be paid for a car costing $15 ,000 at a monthly installment of $400 over four
years and interest rate of 8.5% is $5,538.94. You can also type the formula in excel as:
=PV(8.5%/12,48,- 400,15000)
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PV(rate, nper, pmt, [fV], [typel)

The PV function syntax has the following arguments (argument: a value that provides information to an
action, an event, a method, a property, a function, or a procedure)

Rate Required. The interest rate per period. For example, if you obtain an automobile loan at
a 10 percent annual interest rate and make monthly payments, your interest rate per month is
10%/12, or 0.83%. You would enter 10%/12, or 0.83%, or 0.0083, into the formula as the rate.

Nper Required. The total number of payment periods in an annuity. For example, if you get a
four-year car loan and make monthly payments, your loan has 4*12 (or 48) periods. You would
enter 48 into the formula for nper.

Pmt Required. The payment made each period and cannot change over the life of the annu-

ity. Typically, pmt includes principal and interest but no other fees or taxes. For example, the
monthly payments on a $10,000, four-year car loan at 12 percent are $263.33. You would enter
-263.33 into the formula as the pmt. If pmt is omitted, you must include the fv argument.

Fv Optional. The future value or a cash balance you want to attain after the last payment is
made. If fv is omitted, it is assumed to be O (the future value of a loan, for example, is 0). For
example, if you want to save $50,000 to pay for a special project in 18 years, then $50,000 is
the future value. You could then make a conservative guess at an interest rate and determine
how much you must save each month. If fv is omitted, you must include the pmt argument.

Type Optional. The number O or 1 and indicates when payments are due.

Two Chart Types

Question: Is it possible to combine two or more chart types in a chart?

Answer: Yes.

Why:

To display the results of different sets of data in one graph.

Process (Excel 2010, Excel 2007, and Excel 2003):

1.

Refer to the data given below:

A B C D
NO OF

1 Computers Sold Average Price
2 January a0 $ 200
3 February 50 § 300
4 |March 75 % 250
5 |April 85 % 350
6 May 45 5 200
7 |June 70 8 250
8 |July 45 § 300
9

2. Select any cell within the data range.

3. Select as below:

i LR N ] e -
F " F " panedl lind P
301 O p—
=] £ 200 |
A " - o id JJi At
o HD o pohaines
i s Sl Prire

Boost your
Microsoft® Excel®
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with Intelligence
Reporting even more
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University.
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4. The following chart is displayed:

Sales Report

350 |
300
250 |
| 200 |
| 155 B NOOF Computers Sold

W Average Price

5. To insert the heading select the chart and select as below:

Homi nied Page Liyaed Formmdan Data Erose Wi Beveiaper Teiirung E Teal I B I Ly
s a9 5=
i = 5
thange Seveki Gt Sdeat j | | II ll L ‘ i ‘ i ‘
Fart Typd Template  Bowilehenn Data
Trpe Tt Fairl Loyt

! " Bmtiaps
¥ -+ ﬂ =' * 0
- ———T T — -
: Funes TULee
e ) - M| BRI e POS, '\l'- ERE
& L | £
o T 1 14
Comgutery bl | A age Prive f bels, aLr
— ] e |
sty ul 5 F- ] = .

7. Two charts (line and column) is displayed.

8. Right select the line graph and select as below:

. = A & e g -
Wa L & ERF B-Ax,
pateln

| o Beit Ls Mgaoh Tyl
Bl g e
T§ biiwa Ce
N N e
g e |
,,@'{\‘.,F'. &

TREA T
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‘ugs Pries

sgd Cieln Lagm

S EEEENES

9. Select Secondary axis and then the close button.
10. The following chart is displayed:

Sales Repart
-] Hm
] 30
-] L g5
. 5350
o 120
- i — O Crpieny fold
i 10
h e L]
10 I 850
o ot !

r g
, A

& l,.f*‘“ e

Two graphs with separate axis have been combined in one chart. Therefore one can easily interpret
the different sets of data in the chart.
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Workdays

Question: How can | calculate the number of workdays between two dates? The usual off days are
Saturday, Sunday, and public holidays.

Answer: By using the Networkdays function.

Why: To calculate the number of workdays between two dates.

Process (Excel 2010 and Excel 2007):

1. The data below is used for illustration purposes:

A | B

Manual Project
2011/08/16 Start Date
2011/12/05 End Date
2011/09/05 Holiday
2011/11/24 Holiday

Workdays

L= R ; U S TE R %

2. Select cell A7.
3. Select Formulas>Date & Time>NETWORKDAYS. Refer to the screen shot below:

“ ome i mge e cas e
FTRBEEG0 a8

Iniert | RulpBum Aevenlly Fingetled Logiesl  Tesl Dule S Leokup & Madh

Function - (TR = [ Mime =i Reference = & Tiig  Fu
(5741 1 -
AT " L [ATEVALLE
Ed B (e 7]
|
[t
Fi Manual Project
r EDATE
3 F11/08/16 Start Date
4 11 /12/05 End Date ——
1 F011/0%/05 Holiday WO
B J11/1L 28 Holiday WINLITE
7 Workelays M
i
q

B

NETWORLDATL N

4, Enter as below and select OK:

litons Ligumeety ]
STWORATAL

Siae_dsiE 51 T = &

Umi_fein a4 R H

L] Sl = (ETVLEEOT)
=W
B fr e 7 s s e ras e
Shari_ s w8 v G Ut fui e Fa e o
e . 7N
ol = Larum

The number of workdays between the two given dates is 78. The formula can also be entered
in this way:

=NETWORKDAYS (A3,A4,A5:AB).

The formula subtracts the usual weekend days and any specified holidays from the difference between
the start and end dates of the project.
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Trends

Question:

Answer:

Why:

Is there a function in MS Excel that can be used to predict future sales based on past
performance or sales trends?

Yes, by using the Trend function.

Description: Returns values along a linear trend. Fits a straight line (using the method of
least squares) to the arrays known_y’s and known_x’s. Returns the y-values along that line
for the array of new_x’s that you specify

Syntax: TREND(known_y'’s, [known_x’s], [new_x’s], [const])

To predict future sales based on past performance or trends.

Process (Excel 2010, Excel 2007, and Excel 2003):

1. The data below is used for illustration purposes:

A B
1 Period Sales
2 1% 1000
3 2 % 1500
4 3 % 2000
5 4 % 2000
6 5 % 1700
7 6 % 1200
8 7 % 2000
g g8 % 1500
10 9 % 1200
11 10
12 11
13 12

2. To predict the sales for periods 10, 11, and12. Select cell B11 and enter;
=Trend(B2:B10,A2:A10,A11:A13).

3. The projected sales for periods 10, 11, and 12 is as below:

A B

1 Period Sales

2 15 1000
3 2 5 1300
4 3% 2000
5 4% 2000
6 55 1700
7 6 5 1200
8 7 $ 2000
9 8 5 1500
10 9 5 1200
11 1005 1567
12 1)s 1394
13 1205 1249

The projected sales for periods 10, 11, and 12 can thus be estimated based on past trend

or performa

nce.
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Aggregate Function

Question: How do | calculate the sum for a range of numbers with error values within the range?
Using the standard sum function in Microsoft Excel returns an error.

Answer: By using the Aggregate function in MS Excel 2010.

Description: The AGGREGATE function addresses the limitation of conditional format-
ting. Data bars, Icon Sets, and Color Scales cannot display conditional formatting if there
are errors in the range. This is because the MIN, MAX, and PERCENTILE functions do

not calculate when there is an error in the calculation range. The LARGE, SMALL, and
STDEVP functions also affect the appropriate functionality of certain conditional formatting
rules for the same reasons. By using the AGGREGATE function, you can implement those
functions because the errors are ignored. In addition, the AGGREGATE function can apply
different aggregate functions to a list or database with the option to ignore hidden rows
and error values.

Syntax: AGGREGATE(function_num, options, refi, [ref2], ...)

Why: To find the sum for a range of numbers where there are error values within the range.
Process (Excel 2010):

1. Refer to the data given below:

A B
1
2 |Sales Report
3
4 |Month  Sales Amount
5 |January S 3000.00
6 February 5  5000.00
7 March S 7000.00
8 lapril | #DIv/o!
3 |May $  10000.00
10 June | =DIV/0!
11 Total
2. Select B11 and enter; =sum(B5:B10) and press enter.
3. An error message is displayed in the Total. Delete the error message in cell B11.
4. To overcome this limitation, use the Aggregate function.
5. Select cell B11.
6. Select Formulas, Insert Function and search for the Aggregate function.
7. Select OK.
8. Select as below:
rSelectArgumenB l ? &1
AGGREGATE
This function has multiple argument lists. Please select one of them.

Arguments:

Uncuon  HUm oD gon == £
function num,options refl,...
Help on this function
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9. Enter as below:

L — e
S PEATT
[rr— -
e “
Erdl weniel S w Y T
=

= SHE
R R L S

T | 5 e ] LSt o e

i e+ JE

10. Select OK.
11. The answer is as below:

A B []
Sales Report

Month  Sales Amount
January S 3000.00
February $  5000.00
March 5 7000.00
april 7 #Dv/o!

May $  10000.00

June | #DIv/ol
11 Total $  25000.00
The following numbers represent some function numbers than can be used in the formula above:
1=Average,2=Count,3=CountA,4=Max,5=Min,9=Sum.

W00~ o ds W e

(=3
=

For Option numbers refer to the table below:

OPTION BEHAVIOUR

0 or omitted Ignore nested SUBTOTAL, and AGGREGATE functions

1 Ignore hidden rows, nested SUBTOTAL, and AGGREGATE
functions

2 Ignore error values, nested SUBTOTAL, and AGGREGATE
functions

3 Ignore hidden rows, error values, nested SUBTOTAL, and
AGGREGATE functions

4 Ignore nothing

5 Ignore hidden rows

6 Ignore error values

7 Ignore hidden rows and error values
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Subtotal Command

Question: | have a list of sales transactions for various months. How can | quickly calculate the total
sales for each month?

Answer: By using the Subtotal command.

Why: To calculate the total sales for each month.
Process (Excel 2010, Excel 2007, and Excel 2003):

1. Refer to the data given below:

A B c D E

1 Product Name Date Quantity Unit Price Product Sales
2 Maxilaku January 60 7 432
3 |Gnocchi di nonna Alice February 21 14 248
4 | Steeleye Stout March 50 8 400
5 |Nord-Ost Matjeshering April 65 35 2282
6 |Louisiana Fiery Hot Pepper Sauce February 30 25 710
T Tharinger Rostbratwurst June 30 8 216
8 | Fletemysost Janaury 35 39 1379
9 | Tunnbrad Janaury 40 11 426
10 Vegie-spread Janaury 70 10 607
11 |Pavlova May 2 15 26
12 | Singaporean Hokkien Fried Mee May 5 15 68
13 |Maxilaku May 42 36 1376
14 | Gumbar Gummibérchen May 15 17 258
15 | Chocolade August 10 21 208
16 |Aniseed Syrup August 6 6 35
17 |Boston Crab Meat August 10 14 144
18 |Inlagd Sill August 15 29 432
19 Chai Agpril 30 17 504
20 | Gudbrandsdalsost May 24 14 346
21 Queso Cabrales June 20 I 146
22 Rossle Sauerkraut July 12 8 96
23 Fletemysost December 40 16 496
24 | Sir Rodney's Scones December 12 19 223
25 Tourtiére December 25 44 1021
26  Gravad lax May 2 K| 62
27 Tarte au sucre May 25 8 154
28 Sir Rodney's Scones April 49 2 98
29 Tofu Agpril 14 14 202
30 Raclette Courdavault January 20 19 335
31 Geitost January 18 7 125
32

2. The data must be sorted. Select any cell within the date column (column B).

3. Select as below to sort in ascending order:

Home Insert Page Layout Formulas Review View Developer Add-Ins
-] -3 & - = |5] Connections 'E P & Clear
E 3= T = R F- Rt | DR 45 au
Z
&4

Fram From From Other Existing Refresh Sort Filter . '
Web  Text Sources~ | Connections Alfy =2 Edit Lind & Advanced

et BExternal Data Connections Sort B Fifter

4, Select Data, Subtotal.
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5. Select as below:

Swibtatal 1 |

At rach change in:
E N - |
Use funceon:

S (=
A el e
[ TPreedict Harme Z

| Dt

| Quantty

Limit Price

llrenact e ]

| Heplace gurent subdoksls
] Bage break hehiren procm.
¥} gurmary below dala

[pemovest | [ ok | [ coen |

6. Select OK. The data below is displayed:

m A B c i] E
=1 Fugpust Todal LRE]
i 12 Flatemysast Deceniher 40 [ 4655
= 13 8 Finodnuy’: Fcones Docemibar 12 19 213
| W Touriére December 25 & 1
|= 15 Decembar Total 1740
= 16 Gnocch & nonna Alice Fotwuary & 14 248
[ * A1 Lowsena Frery Hot Pepper Sauce Febiary i} et o
= | Fabruary Towl 958
[+ | 1% Flatemysast Janaury k7 R 1378
20 Tunnbwiod Janaury 40 n 438
21 Vegie-sprand Jansury m 11} BOT
- I Janaury Tolal 12
[+ &3 Maxilaky danaary &0 T 432
= 24 Reclelle Coutdpall Jangary Fail 19 =
1+ 25 Geitest January 18 T 135
=] ™ January Total ke
r « 27 Héssle Sguerkraut }JI:,r 12 B e
=] |28 July Total 9%
|‘ + | 25 Thisinger Rostbratvurst June b ] 218
« 30 Queso Cabeales June i} T 146
=l 3 June Total 352
[+ 32 Stealeys Stout Harch 50 - 400
|- 13 March Total 400
= M Padina KMay 2 -] F. -
+ 35 Singaporesn Hokloan Fried Mes  May L 15 -]
+ 36 Maxilabu May 42 k-] 176
= 37 Gumbar Gummibarehan May 15 17 258
= 3% Cudbrandsdalsos) Moy b} 1l 35
+ 39 Grevad la= May i N g2
40 Tane i sucie May 25 B 154
[=] 41 Moy Tolal T
- I Grand Totol 13054

7. The subtotals for each month are computed as above. To display the Grand total value, select 1.

8. For the monthly totals only select 2. To display the entire data list with subtotals for each month,
select 3.

Simplify Your Intelligence Reporting Process | Excel Tips and Tricks Booklet | Volume 5



Excel Web Query

Question: s it possible to link a table from an intranet/Internet website to my spreadsheet?

Answer:

Yes, by using the get external data from web option (web query).

Why: You can use a web query to retrieve refreshable data that is stored on your intranet or
the Internet, such as a single table, multiple tables, or all of the text on a web page. Then
you can analyze the data by using the tools and features in Excel. For example, you can
retrieve and update stock quotes from a public web page or retrieve and update a table of
sales information from a company web page.

Process (Excel 2010, Excel 2007, and Excel 2003):

1. Select Data, From Web.

2. Enter the URL where you would like to import the table from, and then select go.

[ Wimts Cramey

B e —— -IE

o [E] meen e P s v med  mrpe, P ik et

THE BI

. T WP hd e

| Community

44 8 B ows

3. Select on the arrow alongside the table you wish to query. See below:

[

[ S ey Sy o = [n] @ @

N L L e ———

T -
4 4 H P o=

.=I
T Y e

L

<

4, Select the location, (the cell you would like to insert the data in), of the data and select OK.
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5. The data is displayed as below:

Alchamaex WabinarShedule
Dt Twer [ B e =t o 0§ i ad| Fruts Rirug  ydery Bmgaesrs Lo Gartil
Y
AT
B L e L o —

EH g pmas rom b e et o b srury, el B30 Agufemard ety Sarkn e wissshon and frach Sraesss e sveey bl o8 L T VR W
age =t o brrrrmA® ikt et Tipin F0D (gl s Banr| - Tha pramstes wid
i T LTI

Ul-Aan demoriserte ta res Samn & Soatkne i Deel 220 IR o IEN N W

by eint ygmeeon: kharoormh ® Lawal® - Dusa Valstution, visesap s & Uatrt Teo srmmms caies o=
L ) i g % Wi ot Vi EPLE o vy Pty R i 5 iy s 15 ot B e s Mg iR we 1S ke e

trin b 48 Fw Tkl PrastcRmits o prass—ter et durmebesis S dnarmals sty wd
ferrri # vrrapes Pt Tabde dnct Prooel biart i Susert Tatla snpoort 11 conphisl 1n pomrmprrs. snalyns, mapbnrs, st
BB §o ey (LI Pyt M R (S S e o Pl R Ly EETH 6 TUD

B ] i 17 FAY F GG, FETTL Sl T FE T

Lage rrimdagnraa Maronch Dl
T

i Farurmaoes - Then sewiaen wili cowar 4 numoer of [aosl
miad gl s rerrn, o] Drorm ey s o copmed £1 momprnn AT Egad FLE T

Lags Sl wilapared LirrastLE el ? | e B U0 [t Sad el . b et mll
ot b 0 e, rodsfy e Format S Ul St Labie repor Moot Ll A
I rp durs i e s Lo e i Lol 3030 1T ENe T

- SV et §R] R G TH LPeer T 1 ey [t e Syt ry Breten a1 St | S o

The table/data can then be updated or refreshed by selecting Data, Refresh All. In this way the latest
data will be displayed in MS Excel spreadsheet. MS Excel functionality can also be used to analyze or
format the data.

Subtotal Visible Cells

Question: How can | quickly calculate the total sales for each month and copy only the visible cells
or subtotals to a new worksheet?

Answer: By using the Subtotal command and visible cells only option.

Why: If some cells, rows, or columns on the worksheet are not displayed, you have the option
of copying all cells or only the visible cells. By default, Excel copies hidden or filtered cells
in addition to visible cells. If this is not what you want, follow the steps in this tip to copy
visible cells only. For example, you can choose to copy only the displayed summary data
on an outlined worksheet.

Process (Excel 2010, Excel 2007, and Excel 2003):

1. Refer to the data given below:

R __ gy Mame | Ledood p__ Chl T ] .
2 Hafth Coas! Confections Toabme Chocolates Biacuts Al 12 L] H B0
3 South Coast Confections Taatims Chocolate Discuss April 12 ] 110 40
4 'West Coast Condiments Anseed Syrup April 10 10.00 140,00
% West Coast Confuctions Chocolade Agril 15 10.20 137 T
& Wast Coast Confections Chocolads April 15 1278 163 &6
I Essi Cosst Bewrsgas Ipoh Coffes April 15 3550 55200
8 Eawl Coasl Bewrages Ipoh Coffes Apeil 15 45 00 SBh &0
% FEasi Coast Dewrages Owiback Lager April 15 15 &0 2175
W Vest Cossf Candiments Chef Anton's Cajun Seasenmg  ALgust 0 200 F30.00
11 Weat Coast  Condimunts Chid Angon's Capun Seasornyg  August &0 2200 1045.00
12 East Coast Bewages Duiback Lagsr August 0 15 &0 750 00
13 South Caaat Confections Taatims Chocolste Biscuds  August = k] 437.00
14 'Wost Coast  Condiments Aniseed Syrup Bupgust &0 10.00 00,00
15 Wast Caast Dawy Products  Camembad Piserst At =1] T3 1550 A0
16 | Souin Coast Condimanis Vege-spread February 6 3.0 26340
IT Eaw Coast Bevorages Laughing Lumberjack Lagei February T 14 00 88.00
18 East Coast D.l-q,. Products  Mogzacalla & Giowanni Fabniary T MB0 M3 G0
14 Espi Coast  Bearages Quinack Lagsr Febraary ) 15.00 105.00
20 Neonth Coast  Confoctions Toatime Chocolate Biscons Fobruary T 0.2 B4 40
21 Saank Coast Conlettions Taatime Chocolals Biscuds Febraary T 93 48 30
22 Mofn Coast  Bewmagas Chntack Lags! February ] 15.00 114.00
23 Houlh Coast Condments Vegre-sproad February L] 43.90 795 10
M East Coast B-fm:ragu-l lpah Coffas January J 35 B0 110 40
&5 Essl Coast Beveragas Loughing Lumbsnack Lagsr  January a3 4.0 4200
25 Waesl Coas! Condiments Anseed Syrup January [ 10.00 &0.00
2T Waest Coast Coandimants Chaef Anton's Cajun Ssasonng Januany [ 22.00 13200
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2. When a subtotal command is applied to the sorted data the result is as below:

1| __Regon  Catecory Nama Frocuct Name [ata Quantity Ut Price Product Saies
I | Noih Coast Cn:rﬁ.cllum. Trﬂlmn Ehm:ula'lu El.l:uﬂ:. Al 12 830 g2 aq
3 - Bouth Coasl Cenfechons Teatime Checolols Bacula Bl 12 220 11043
4 1'Wast Coast Condimants Aniseed Syp gl 14 oo 140
5 'Whast Comt Conflaclions Choonlade Al 15 1020 137
i 'Wagl Camst Comfechiana Chocolsds Arnl 1% 1214 163
T East Coast Bewerages bpoh Coffoe Agrd 15 36 B0 ER2 o3
B Essi Comil Bemrages ipah Coffes Azl 15 46 00 586 5
= 0 'Engd Coast Baarage Outhuek Lagar Azl 15 15 00 AT
= |10 Hpril Tedal 19957
[ = 11 West Cosst Comdrmmnts  Chel Amfon's Caun Sessoning  August 5 xol 50
13 'West Coast  Comdmants Ched Anfon's Caun Seasoning  Acgust 50 2200 1045 03
11 East Coast Bewrages Outhack Lage: Ausgerst £a 15.00 750 0
W South Coaal Confechiona Testime Choculals Bacuds  Aogpal ] 820 437.0d
15 Wesl Coxst Conchments Bnigasd HYTip At L2a) QLRI B0 0
16 | Wiesl Comst Dhary Pioducts  Camarmier, Pignot fumprsl &0 T 1550 40
= 17 Auggusd Tatal E3rtag
[ I Sputh Coast Condiments Vo -spread Fobsuary L] 4350 261 43
15 East Coasl Bewrages Laughing Lumbesack Lagor Falsuany T 14.00 83 0
20 Enet Caast Owmry Poducts  Mazzamiia & Geanni Fabruany T B0 M1 e
21 East Coast Deverages Ohuthack Lager Fobuary T 15.00 105 o3
22 Noah Casst Cordections Testime Chocolsle Biscults  Febuary T 520 4
231 South Cosail Comfechiona Temima Chocolma Biscuds  Fabmuary T 920 48 3
24 Monh Coatt Bevirages Outhack Lage Fabuary ] 15.00 114,07
25 South Coasl Comdiments Wegie-smand Febeuany ] 4350 3951
[=| 28 Fabruary Tatal 1301 B
[ 7 East Coast Bewrages inch Cofad danuany | 3680 11040
28 Eadl Cowal Bevcages Liugiing Lembedack Ligs Jdamisty 3 .o 42 0
I3 Wesl Comst  Comdmanty Anigesd Syup Janugmry & 10,00 B0 0
30 Whest Coast  Comdiments Chel Anton's: Caun Seatoning January L] 2m 1320
- n Jansiney Tedal 144 ag
= a2 Grand Totwsl 8004 3
3. To display only the monthly totals, select as below:
Gkl - A B T (7] & 1 .F G
ey e Tt gy SRy Unst Poce FIOcUH SR |
1 1 Apild Toaal YRS 71
# T Aizguat Tetal SIT240
# |38 Fabruary Total 133180
il n January Total M2
= Ty Carainid Tobal HuEn

4. To select only the visible cells as given above:
a. On the Home tab, in the Editing group, click Find & Select, and then click Go To Special

Z AutoSum ~ ﬂ Eﬁ

[#] Fin~
Sort & Find &
&Z Clear ~ Filter = Select=

Ecliting

b. Under Select, click Visible cells only, and then click OK
c¢. On the Home tab, in the Clipboard group, click Copy 52 (Keyboard shortcut: CTRL+C)

& cut

B 153 Copy ~
Paste
(f Format Painter
Clipboard (P

d. Select the upper-left cell of the paste area.
e. On the Home tab, in the Clipboard group, click Paste [ (Keyboard shortcut: CTRL+V)
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Future Dates Projection

Question: How can | calculate the date that a project ends if this date falls after a certain amount of
years, months, and days?

Answer: By using the Date function, =Date(Year,month,Day).

Why: To predict the completion date of a project.
Process (Excel 2010, Excel 2007, and Excel 2003):

1. Refer to the data below:

A B C
1
2 Project Start Date Project Duration
3
4 5/05/2011 1 Year
5 5 Months
& 13 Days
7
8 Project End Date

2. To predict the project end date, select B8 an, enter as below:
=Date(2011+B4,5+B5,5+B6)
3. The project will end on the 18-10-2012, as given below:

A B C
1
2 Project Start Date Project Duration
3
4 5/05/2011 1 Year
3 5 Months
6 13 Days
7
8 Project End Date 18-10-12

Keyboard Shortcuts to Access the Ribbon Programs

Question: How do | access any ribbon command in a few keystrokes?

Answer: By using access keys: Access keys provide a way to quickly use a command by pressing
a few keystrokes, no matter where you are in the program. Every command in a program
that uses an Office Fluent ribbon can be accessed by using an access key. You can get to
most commands by using two to four keystrokes.

Why: To access any ribbon command in a few keystrokes.
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Process (Excel 2010 and Excel 2007):

1. Press and release the ALT key.

The KeyTips are displayed over each feature that is available in the current view.

L L I Hircal - Bdeiout dam
1L1d aJ15fls
e | Wi PERLLEA TiEael D B L L T U T
] ‘:.-. [ B e i i® | & L ]
L1 ’ 1 f
R AL Lste i Ay "mm ® TP s it -
L
-l e a8 s A PEE PR Husgekiodec 3 -% ¢+ WA

2. To apply conditional formatting using access keys, refer to the data below:

[l A B [ C
1 ProductNams Custamerklams Sales Amount
2 Crystal Puddie Rarbeery Juies  JUICE HAVEM & A D00, 00
1 Dahemian Grapey Tes TRIN TOA SARDING 5 75 000,00
4 Mahsmian Grapey Tea TILA & L {IHi] ] ) GO0.00
5 Crystal Puddle Grage Juice PES SIEVICLS E A5 000,00
& Bahemian Grapey Tes BORS UNCLE % BS 000,00
T b wholenuls THIRETY KIRSTIES ] 8 00,00
& Aecky Liguors - Whidky SPICE POT Z 33 000,00
9 B & X whobenuts SPICE POT -1 pliife e ke
10 Redberg Tequila PFLETORES S 140000000
11 Crystal Puddle Ranberry Julce  BEE B'S DELIGHTS -] 150 000.00
lZ_F.Dn.:IHS Diried Basil FATBOYSCC ] 85 Do 0
13 Ricky Liquors - Brandy THIRETY KIRSTIES 1 95 D000
14 Bohemian Grapey Tea BDIBS UNCLE 1 506 D00, 00
15 Crysial Puddle Grape Juice SPICE POT 3 34 Q0000
16 Crysial Puddle Ranbermy Juice  FLSTORES 3 5 Q0. O
17 Radbaerg Tequila FRECKELS PICKLES & A D00, O
18 Mahemise Grapey Tea TEAAU(DENNATH] 5 7700000

3. Select C2:C18.

4. Press the ALT key.

5. Press H.

6. Press L.

7. Press H.

8. Press G.

9. Enter as below:

Crwe o ]
Vo sl Tl s CHIATTN TSl

mocn Bl e carvierid owiw st o

] |

10. Press the Enter Key.
11. The result is as below:

L) ] 4

. Prondeic tiamek: L mstomariar _ C - Shlas Aot

2 Cryitdl Poddle Benbemy fuice  JUNCE MAVES 5 A0 D00L00
i Bahemdan Grapey Tea TREE TEA GARDENS 5 5 00U 0o
4 Bohemin Grapey Tea TEA & [1HE) g S0 500, 04
5 Crytal Puddie Grape o PRS SERAVICES 3 A% DO, 0
§ Rohemaen Grapay Tea BORS UNCLF 5 B3 DO, 00
T BE X Whalemuts THERSTY KIRSTIES & TR G300
B Racky Liguors - Whisky L8)CT POT 5 M 000,00
7B & X whetenuts S2ICL PAT ] LU0 QOO0
10 Nedbery Tequila PLSTOMRES £ 1400 00000
11 Crystal Puddle Ranbeiny fuics  BEE B'S DELIGHTS L3 150 00,00
12 Renalds Deled Basil FAT BOYS OC g 25 D000
13 Ricky Uguors - Brandy THERSTY KIRETIES 8 a5 00,00
14 Bohemézn Grapey Tea B0E5 UNCLE 5 Al OO0, 00
15 Crystal Puddle Graps lisice SEICE FOT 5 34 000,00
1§ Cryvtal Puddle Rasbamy juies  PLSTORTS & Sl D, 00
17 Redbarg Tequila FRICKELLS PICKLTS s BA 500,50
18| Bohemisn Grapey Tea TOA 4L [OINM NRTS) 8 7700000
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Date Data Validation

Question: | would like to ensure that the end date is greater than the start date. Can this be done in
MS Excel?

Answer: Yes, using Data Validation.

Why: When entering project tasks, you must make the end date greater than the start date.
Process (Excel 2010, Excel 2007, and Excel 2003):

1. Refer to the data given below:

A B C
1 Task Start Date  End Date
2 A 14/01/2011
3 B 15/02/2011
4 |C 17/03/2011
5 |D 19/04/2011
b6 [E 20/03/2011
I |F 22/05/2011
8 |G 24/06/2011

2. Select the range; C2:C8.
3. From the Data tab, in the Data Tools group, select Data Validation.
4. Select as below:

Eratn Wakdancn - |

Lethrm | apyl Message | Eerer ddert

waidaton o

5. Select the OK button.

6. Enter 01/01/2011 in cell C2. An error message given below is displayed since 01/01/2011
is less than 14/01/2011.

Voo Lace! ——

; a The veie v erwd o o okt

A umer ba T ied celarn Fef oo by e o ol

g | | Com ko

Thus, one is able to ensure that the data that users enter into a worksheet conforms to certain stan-
dards by enforcing the data validation rule.
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GETPIVOTDATA

Question: s there a way to quickly extract certain data from a PivotTable in Microsoft Excel?
Answer: Yes, using the GETPIVOTDATA function.

Description: Returns data stored in a PivotTable report. You can use GETPIVOTDATA to retrieve
summary data from a PivotTable report, provided the summary data is visible in
the report.

Process (Excel 2010 and Excel 2007):

1. The PivotTable report below includes detailed information on the sales by customer and

product; to easily extract the Grand Total for Sales, you can use the GETPIVOTDATA function.

Swching
Eang Un Uit
PropemiCoceitame | Quarony n_f Toihale FireaiC oy L]
Eechin 1o Frarvon g 1,47% B0 1 475 AT B0 & 105 Bl )a "7d A P,
S0 Tvaley 5B 5 I'-'.' 58300 - i w 1000
B Hendes Lachng 1,000 06 1000 00 33 06F) 30 ATI1 NG 2029625 aTErs
L0 Ppwesd B4° T o | 0 BI 1R i i
WA v, Cabe & i &0 i (0T MG Al 1
#okew Shaopeng Comrs A FLT T 5 VEJB B X100 58 et
&1 Dvatryg Vi, 0 180T 16,000 00 000 10000%
TR Epal et (o nEs neE ET55E 57 &2, 10000 i,
S Dy Bng g 4000 30 4,000 7 T000F%
WD iy Dot 2 500, (0 TEO00 1313500 VEIRBG 1 886 10 a7 5%

2. Select in a blank cell and enter the following GETPIVOTDATA function:
=GETPIVOTDATA(“TotalSale”,$E$10)
3. This gives you the Grand Total Figure for Total Sale $1,029,790.08.

s - 2 I=r.i~.l=|1.ru1|.1a.rnn;"mlal:mle‘.“.u.ilu;u I
A H L 5] F
1 UNMIVERSAL CONSTRUCTION
2 EBALES AMALYSIS
2 for the period from 01 Jul 2014 to 31 Mar 2015
a
5 (Al
] (A0
7 (A
B
] Crata
Stocking
Zalling Unit Unit
10 Customarblame - Product Code Name - Quantity Quantity TetalSale
11 =Ashburion Reinfarcing 147580 147580 33, 740.00
12 S1020 Dirafting 5 R0 5 R0 0000 |
SYNTAX:

GETPIVOTDATA(data_field, pivot_table, [field1, item1, field2, item?2], ...)
The GETPIVOTDATA function syntax has the following arguments:

e Data_field Required. The name, enclosed in quotation marks, for the data field that contains
the data that you want to retrieve

e Pivot_table Required. A reference to any cell, range of cells, or named range of cells in a
PivotTable report. This information is used to determine which PivotTable report contains the
data that you want to retrieve

e Field1, ltem1, Field2, ltem2 Optional. 1 to 126 pairs of field names and item names that
describe the data that you want to retrieve. The pairs can be in any order. Field names and
names for items other than dates and numbers are enclosed in quotation marks.
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Data Validation With Formula

Question: | send out a weekly stock report to the stock controller to update with the new stock items
that come into the warehouse. In this Excel report the cell that contains a product code

name always needs to begin with a standard prefix of ID- and must be at least ten characters

long. How do | ensure that the stock controller captures the Product IDs correctly?

Answer: By using a Formula in a Data Validation to calculate what is allowed to be captured.

Process (Excel 2010 and Excel 2007):

1.

Apply Data Validation to column A (ProductID) to ensure that Product IDs are entered correctly
in future.

2. Select the Data Tab, Go to Data Validation.

Enter the following criteria for the Data Validation Settings Window
¢ Allow: Custom

e Formula: AND(LEFT(A2,3)="ID-*,LEN(A2)>9)
e | gt segn | e st

L i
[

ARDHEFTIAL Y= T AAMAT) )

Agly Tese tharges T o pfher (el W O S OGS

=

o || e

4. Enter the following criteria for the Data Validation Input Message Window

Setirgs | | Iput Memage | | S et I

| o ot messgn when ol 8 e
hen oo i sekechesd, thew P Pl swssege:
e

kil

ot e

Erocloct rusmbary st b provbusd s D" g mui b ot inant
18 charmciers g

e 4 (o] [ omm

5. Enter the following criteria for the Data Validation Error Alert Window:

e Vot 5
Semwgs | b Meicagw | | Fro e
oF G e st afi o Sebsm e

it w T et Fee B v gl
Eghe T
= :'ri FrodueeT
e ———
et P gkt I St
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6. Insert the following P
¢ |D-23456789

roduct ID’s into Column A

A

1 ProductiD

2 ID-23456789

3
4
5

Prosafis: 0l
Frod:

cerd
walh -7 ard sl
b at least 10
characters long

¢ |D456878673

A
ProductiD
ID-23456789

ID456878673|

B} rowcirisimiv

You get an Error alerting you that the Incorrect Product ID has been entered

Note: The input message prompts you to enter the correct Product IDs.

IF Function

Question: | have number of sales employees in my organization, and | would like to automatically cal-
culate, if they reach a certain target, their commission based on their above target figures.
If they reach a specific above target | want to multiply this target by a set percentage;
if they don’t reach the target, | need this target, figure to be multiplied by a different

Use the IF Function. The IF function is one of Excel’s most useful and most used func-

tions. What it does, basically, is test to see whether a certain condition is true or false.
If the condition is true, the function will do one thing, if the condition is false, the function

c test, value if true, value if false)

percentage.
Answer:
will do something else.
Syntax: =IF(logi
Process:

1. Calculate the commission figures for the following employees. Base on the following criteria.
If the above target figure is above the target benchmark of $10,000 then multiply the value by
20% if the above target figure is below $10,000 then multiply the figure by 5%.

A
1
2 Target Benchmarck
3

4
EEmployee 1

6 Employee2
Employee 3
Employee 4
Employee 5

W |~

9

B
S 10,000.00

Above Targets (5)

35,000.00
24,600.00
12,000.00
50,000.00
18,600.00

LR T T AT TN

Boost your
Microsoft® Excel®
expertise for use
with Intelligence
Reporting even more
with free online
training by Sage
University.

Register today at
www.SageU.com
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2. You can use the IF Statement.
3. Use the following formula and copy down =IF(B5>10000,B5*20%,B5*5%).
4. The commission figures are automatically calculated based on the IF function.

i ] C

1

1 Targel Benchmarchk £ 10,000.00

1

4 Above Tagets (8]  Commission

5 Erplegasl ] 00000 5 7,000.00
6 Employee 2 g 2460000 § a,930.00
T Empleges 3 & 12,000.00 5 2,400.00
g Employess g L0000 5 10, 000,00
5 Empleyeas 5 IR,600.00 5 1,730.00
1]

5. The logic test is always a comparison between two values. Comparison operators are used, for
example, to see if the first value is greater than or less than the second or equal to it.

6. While the logic test section is limited to answering a true or false question, you have greater
flexibility in what you place in the last two arguments.

7. The IF function can perform different calculations depending on whether the function returns a
true value or not.

Note: There is no comma separator used for the number in 10,000 in the above example. This is
because the IF function uses the comma to separate the three sections of the IF function contained
within the round brackets.

Hlookup

Question: How can | search for a value in the top row of the table and then return a value in the
same column from a specified row?

Answer: By using Hlookup.

Why: To perform a horizontal lookup on a data list.
Process (Excel 2010, Excel 2007, and Excel 2003):

1. Refer to the data given below:

A ] c D E
2 Morth Coast South Coasl Easl Coast  West Coast
1 Employees 100 00 250 150
4 ave salary S 700000 & EO00.00 S10000000 5 600000
% Total Sales S 000000 S A0000.00 SISO000U00 S5 36000.00
B Mo OF Clisnts 300 =0 400 200
7

2. To find the total sales for the South Coast, select any empty cell. Select as below:

tomi lmu.:-..ll ; :.n.. Ta— .
F 2 EBEEABlE|E E

(1501 v 3

& n

Narth Casil oot Coai!  [ad Coan

Emporgee 102 03
& Avptalwy  § TOOMOO B BODOOO $0000

5 Totasdes 5000 5 mmono sisoel one

i Mo O et ) o= i

o
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3. Enter as below and select OK.

Frgpn b Azt o e |
OO
Lok vk ] = o ot
Table_sivey [I-0d M = i Comi”, Sl Coasi”, T Coa
Fow_jmbes_pum 4 = 4
Eange_oolan  Faer T = raus
- A0

Lok For & vl 0 o b v oF 8 Dhie or @I of S e reLrTE e v i e e ool O e O

apeoly
Hange kookup = & gesl v b i fe cowst ruthn S o G n s
] = TELIE o pemsthest; fndd an et match = FAUE

The answer is $40,000.00.
The formula can also be entered as =HLOOKUP(C2,B2:E6,4,False)

The syntax of the Hlookup formula is as given below:
= HLOOKUP(lookup_value, table_array, row_index_num, [range_lookup])

Lookup_value. The value to be found in the first row of the table. Lookup_value can be a
value, a reference, or a text string.

Table_array. A table of information in which data is looked up. Use a reference to a range or
arange name.

Row_index_num. The row number in table_array from which the matching value is
returned.

Range_lookup. A logical value that specifies whether you want HLOOKUP to find an exact
match or an approximate match. If TRUE or omitted, an approximate match is returned. If
FALSE, HLOOKUP finds an exact match.

Creating the Slicer Connection to Second PivotTable

Question: Can you connect a slicer to more than one PivotTable?

Answer: Yes, by using the Slicers connection functionality. If you have created two PivotTables and
you have created a slicer off the PivotTable1, you can connect the same slicer to use Filter
on the PivotTable2.

Process (Excel 2010):

1. Select a cell in the second PivotTable.
2. On the Excel Ribbon’s Options tab, click Insert Slicer.

3. Click Slicer Connections.

1 Hevi View Deve Acd- Pows Optons

— P | n "
=73 = =t

Insert | Refresh Change Data  Actions o
Shicer = . Sounce = -

i I [miert Slice

Sticer Connectlon

o
- ][-'g : 'L.ng
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4. In the Slicer Connections window, add a check mark the slicer to Connect to PivotTable2.

Select slicers to connect to this PivotTable

Caption Mame Sheet
WarehouseD...  WarehouseD...  Sheet3

Both PivotTables are now connected to the Slicer. If you select an item in a slicer, both PivotTables are
filtered. For example, in the Warehouse slicer below, Central is selected, and both PivotTables show
only the Central Warehouse-related data.

Before Filter:

PivotTable1 PivotTable2
Amancan Business Fulwes 5453051 22" Widgat with Hinges 5563 00
Aumat Processing Corp $190575 1" x 10" Widgets 5§55 35
Bresin Parts Supgly 50,835 2% ART SPECLALTY ENP CANDLE LANF 511995
Cunlam Cralt Products S1.601.10 ART SPECIALTY GINGER JAR LAMP 5160110
Geeales Alsim Company 916,20 ART SPECIALTY WALNUT CHOL LAMP S11a.50
Jutico Packing $13004 BOOK Bil WFLUORESCENT LIGHT 130000
| Cvantpr Doge & Wandow Co. SI0RES  DEEKTI K0 $283.500.00
Shnpad DESK FILE 1 172" CAP 50 2270
DESH FILE 5§ 114" CAP 50 5279
DESK FILE 0° CAP 50 55 161 45
HON 2 DRAWER LETTER FLE WO LK 5147612
MODEM 9600 FAST POLL 51,995 00
Nharthly Manl Biilkng 52.000 00
FAPER CADDY 187 1470 7H S135.00
11 4 WIRE MO0 CABLE 14 FT §57 &4
SOUND CVR M4.5wW 20D 12°H LD §790.00
UNIVERSAL 5 147 D00 FLEX DSK 5156 T4
UNIVERSAL § 147 5500 FLEX DSK 566 B4

1= Emm 51,145 00

After Filter (Central Warehouse):

PivotTable1 PivotTable2
Customers hd Total Sales m pd Total Sales
American Business Futures $33.20 DESK FILE 8" CAP 50 $9.163.45
Breslin Parts Supply $9,130.25 Grand Total $9,163.45
Grand Total $9,163.45
WarehouseDesc w®

EAST WAREHOUSE

SCRAP WAREHOUSE Bl 1

WEST WAREHOUSE e

(blank) -
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Autogeneration of Names

Question: How do | automatically generate names from the top row of the selected data?
Answer: By defining names with the Create from Selection option.
Why: To automatically generate names from selected text.

By using names (name: A word or string of characters in Excel that represents a cell,
range of cells, formula, or constant value.), you can make your formulas much easier to
understand and maintain. You can define a name for a cell range, function, constant,
or table. Once you adopt the practice of using names in your workbook, you can easily
update, audit, and manage these names.

Process (Excel 2010, Excel 2007, and Excel 2003):

1. Refer to the data given below:
[l A [ u L ] ] 1 [
1 Sales Transactions 2008
2 Product Hame Branch Manth Quantity  |Unit Price Product Sales
4 Chang Wagt Coast \daren 40 20,00 [l i]
£ Chanmg Wesl Coast Warch a0 20,00 RO0 0D
. Chang Wesl Coast Warch 40 0.0 H00.00
T Chang Wirsd Caanl Apiil 45 2004 P00 30
8 Chang East Coast Apri S0 0.0 1000.00
5 Chang Easl Coast Way EQ 20,00 000, 0
o Chang EastCoast Apiil 40 0.0 1300.00
T Chang Easl Soasl Aguil 108 20,00 20000 0
W Charg Eas1Soast Aguil 150 20 G 00000
13 Chang Bouth Coasl Al 180 20,00 X200.00
¥ Chel smon's Cajien Seasoning Sowth Coast ldarch k1] 2500 TG0
E Egeds South Coasl Waich A5 25040 112500
® Chef Ardon's Cajum Jeasaning Jouth Coast apl 4@ 2500 122500
m Epedy South Coasl Warch EQ 2800 135000
W ChelAron's Cajun Seasoning Soum Coasl Agdil 50 2500 1150.00
i Chel Arlon's Capan Seadoning Mot Coas! Way EQ 2800 135000
20 Chsl Arlen's Cajan Zeascning o Coasl W3y 20 25 1A
21 Bowds Horth Coasd Apuil 120 2500 000,00
I Teeds Horh Coas! Way 130 2000 15000
23 RBaeds Moith Coasl (LFT 140 25.00! 3500.00
M Seeds 1o Coas! &gl 150 25.00 AT
Fu]
] Total 1559 ATE| 36300
Highlight cells A3:F25.
3. Select as below:
ﬁ Home Inzest Page Layoul Fosmulas B Developer Hew Tab Add:lny Tra iy

41 Rewmew Wiew
& o S 52 Define Name = £ Trace Py
F T B8O 060 S
L F ¥ i =¥ Trace D
Insert  AutoSum Recently Financial Logical Test Dale & Lockup & Math Ware Hame
Fumetian . Used = . ] - Time = Reference = & Trg= Fuhtions = | MERsge a7 REmoi

Furnictson Libiasy Dretined Hames

4. Select Top row and then the OK button as given below:
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5. Select Name Manager under the Defined Names group.

6. Alist of names confirms that the column headings have been automatically generated as the
names for the corresponding data.

"ML " R A
Tt P TR WL, | vl Bk
e PR E TS | e Nt W

e st = |

Creating a 3-D Reference Name

Question: How do | create a reference (name) that refers to the same cell or range on
multiple sheets?

Answer: By creating a 3-D reference name.

Why: A 3-D reference is a useful and convenient way to reference several worksheets that
follow the same pattern and contain the same type of data, such as when you consolidate
budget data from different departments in your organization.

Process (Excel 2010, Excel 2007, and Excel 2003):

1. Refer to the data given below. The Operations Budget figures for the North, South, East, and
West are captured on the respective worksheets as given below. The consolidated budget
figure is displayed on the summary worksheet.

A B c D
1
2 Operations Budget
3
4 January S 30 000.00
5 February 545 000.00
] March 555 000.00
7 april 565 000.00
a2 May 575 000.00
9 June 576 000.00
10
11
12
13
14 |
1s |
16
17
i8
19
i 4 % ol Horth . South | East  West SuUMmimary =]

The budget figures captured on the South, East, and West worksheets in the order of the
months given above is:

South: $51,000, $32,000, $45,000, $74,000, $90,000, $88,000
East: $120,000, $95,000, $88,000, $93,000, $54,000, $34,000
West: $45,000, $34,000, $87,000, $89,000, $56,000, $77,000
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2. Select C4:C9 on the North worksheet.
3. Select as below:

ﬁ Hame Irer Page Layeul Furmula
j.T z Ll Eﬁ @ .-1 ﬂ ﬁ jéj JE | "'_F 21 Chefime biame =

Infert | Alfobum Hecently Financisl Logical Tt Dated Lockup ik  Wath Mg Hisme B
Function " Wsed - - ' v Time = Referenee - & Trig = Fumslions - gManagsr gy Creale fiam Seletiun

Data Arview Weew Deveiupe Hewr Tabs At Iny

4. Select New on the Name Manager window and select as below:

Hirw Masrar o

tiomer | emermaess 1

B0t [werbock =

Cprmments -

Befers o e viest sc s s vd Y |
=Rl oo

Select OK and then select the close button.

Select cell GO on the summary worksheet and enter the following formula: =Sum(RegionTotals)
Press the Enter Key.

© N o O

The consolidated Regional Total Value of $1,598,000.00 is displayed.
Large Function

Question: | know how to find the largest value from a given data range by using the maximum
function. But how can | find the second-largest value from a data range?

Answer: By using the LARGE function.

Syntax: =Large(Array,K)

Array is an array or range of numerical data for which you want to determine the
k-th largest value.

K'is the position (from the largest) in the array or range of data to return.

Why: Returns the k-th largest value in a data set. You can use this function to select a value

based on its relative standing. For example, you can use LARGE to return the highest,
runner-up, or third-place score.
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Process (Excel 2010, Excel 2007, and Excel 2003):

1. To find the second-largest value from the following data range:

A B
1 Sales Permon Prodisct Salies
4 Anderuon B 5 480 00
3 Johnson, A L] 2129.00
4 Peaters K H 412 00
5 Bondes. P 5 950
& Nawaon L 5 448 00
f Liran T 5 79 40
B Ferks, 1 7600
5 Andersen. P H 144.00
10 Johnson. A 5 41200
11 Pators K -] 504 00
12 Bondess P ] A5 80
13 MNewaoi. L -] 14600
4 Levn. T £ 354.00
15 Parks. M 5 10 540,00
16 Andarsan P § 2200
1! Johnson. A 5 240 00
18
18 Second Largest value

2. Select cell B19 and type =Large(B2:B17,2).

3. The answer is $2,128.00 meaning the second-best salesperson is Johnson A.

The LARGE function can also be used as an alternative to the MAX function.

TRIM Function

Question: | have just imported data into MS Excel. How do | remove leading or trailing spaces from
the data? | also would like to limit the amount of space between words to one.

Answer: By using the TRIM function.

Why: Removes all spaces from text except for single spaces between words. Use TRIM on text
that you have received from another application that may have irregular spacing.

Process (Excel 2010, Excel 2007, and Excel 2003):

1. For this example the screen shot given below is used:

A -]
' Preduct Mamea|Bafore] Froduct Name|ARes|

(TP

] Goacchi e nonna Alce
i Tt
-] Pavizas
B Segaporest Heitkian Friad e
T Baylos Crab Mest

8 nfagd t=

8 Cha

10 Gedtrandsdaisest

1. Srena Cages

17 Chm

13 Teatime Chocofate Besculs

1 Degpnal Framkfuser rine Sofle

15 Cine Je R
16 | Tamtime Chocolate oot

17 Rod Wi

10| Gambd Gummataechen

15 Gergengals Takng
a0 PR chance

I Gaoroh o noana AbCa
Fr Teufishin

I | Gastals Fnsckutessd
e Paiten

s Saiguutch Als
0 Wimmers guls Semmalinice

Fi Chang

s | Pwara

] R
i) Londuiona Hot Speid CHoa,
n Aoy Lt o
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2. Select cell B2 and type =Trim(A2) then press enter. Drag the formula down.

3. The result is as follows:

A )
1 Product Nama{Belons) | Product Mame|Afer)
2 Manimiu| Waniaku
] Gnocchi di nonna Ahce [Gnn-c:hla nonna flice
] Turntesd: Tunnbesd
g Padova| Padom
6 Sogapumas  Holdien Foed Mes Sangapoiemn Hoiisen Foed Mes
T Boston Cral Megak Bosion Crad Meat
B nlagd 54 Inlaged 5l
5 Chu T
B0 Cudisandadalazdd Duttrandidatuaat
i1 Queis Cabigles Queis Cabralei
1 Cha Cha
13 Teatime Chocolme Satats Tealime Chocolate Skt
i Ongnal Fiassdate grand Solle Divpniall Frankdotier grine Solie
16 Clts de Blaye Cdle da By
16 Teatime Chocolate Bl Tiatime Chocolate Bisculs
1T Rod Kmamw Rad Karam
18 Gumbse Gamrribarches  |[Gumbds Guoesshirchen
1§ Gomgoezols Teing Gogenzoia Teling
40 Pibé chnoi 4t Chanoey
M Grozehi & noses Akew  [Gnocehi & nanng Ales
= Tomrtubtn Toutlides
3 Gustaha Wikt Olunesls Knbcbabnd
M Pasth Pt Pt Paite
¥ Savganich A Sanqualch A
6 Wisrrmin gube Sermmalicrdel Wenrmisil guls Semmalksddal
Fid Crang Crang
20 Paslora pixa
o | Sapp dillﬂ-li".v-rcp deracde
b ] Losmsana Hpt Specad E"\lﬂll.'ll.nlll’\.l Hot Spcwd Qi
11 _ Abce Mtton LAsice Mution

As you can see from the data above, all spaces from the text except for single spaces between words
have been removed.

Small Function

Question: s there an alternative to the minimum function when finding the smallest value in a given
data range?

Answer: Yes, the Small function.

Syntax: SMALL(array,k)

Array is an array or range of numerical data for which you want to determine the
k-th smallest value.

Kis the position (from the smallest) in the array or range of data to return.

Why: Returns the k-th smallest value in a data set. Use this function to return values with a
particular relative standing in a data set.

Think these tips
are useful?

Boost your
Microsoft® Excel®
expertise for use
with Intelligence
Reporting even more
with free online
training by Sage
University.

Register today at
www.SageU.com
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Process (Excel 2010, Excel 2007, and Excel 2003):

1. Refer to the following screen shot used for this example:

A B
1 Sales Person Prodisct Sabes
2 Apdsiean. P
1 Jsnnmon &
Fatum. K
Bonders P
Mgwrson L
Lawin. T
Perks, M
9 Apssennn @
18 Johneon A
11 Patermn K
12 Bondets, P
13 Mewson. L
W Leon T
1% Parke M
1& Andesson P
IT Jobmson A
18
13 Lowest Sokes Value 3§ .0

+80.00
& 12800
A5 0
28180
ALE 00
2340
re.o0
14400
4337 00
Eod 00
345 ED
146.00
B
10 540, 00
2330
240 00

L R A A D W A A D e G A A A

2. Select cell B19 and type =Small(B2:B17,1).

3. The answer is $29.20, meaning the salesperson with the lowest sales value is Anderson P.

Mode Function

Question: We commissioned a research into the buying habits of our clients. How can we find the
most frequently ordered quantity of our product?

Answer: By using the Mode function.

Syntax: MODE(number1,number2,...)

Number1, number2, ... are 1 to 255 arguments for which you want to calculate the mode.
You can also use a single array or a reference to an array instead of arguments separated
by commas.

Why: Returns the most frequently occurring, or repetitive, value in an array or range of data.

Remarks: Arguments can either be numbers or names, arrays, or references that contain numbers. If
an array or reference argument contains text, logical values, or empty cells, those values are ignored.

Process (Excel 2010, Excel 2007, and Excel 2003):

1. For this example the following screen shot is used:

A B
1
2 Product Ordered Quantity
3 A 10
4 A 15
3 A 20
6 A 10
7 A 15
8 A 10
9 A 20
10 |A 25
11 |A a0
12 Meode
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2. To find the mode, select B12 and type =Mode(B3:B11).
3. The answer is 10.
4. Meaning the quantity of product A that most clients ordered is 10.

Transpose Option

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

Why: To change the positional alignment of the data.
Process (Excel 2010, Excel 2007, and Excel 2003):

1. For this example we shall make use of the screen shot given below:

2 B [+ ] E 3 H ] ¥ 1 [0 i o
| Strunuw  Com Com Bix  Cam D  Com e Cam gEuc  Coem Bisc  Haic  Fcesthe B
1 Sl Code  Wame Taeger
e U b L
5 F2 LB ZXm
]  Hoaon 00
F P K Gaatz m
B F3 L Bt L3
B s Kabari Mioderi ]
D RT FES . 50
nFs Helen Marua P
13 -7 Darw Fimisi 25
13 Fa F dihian (£
Wi fam Vaterasn 0w
LA =] L]
1 P K Samel 00
1 Fia P Ta0
bl

2. Select cells A1:01.
3. Press Ctrl + C.
4. Select cell D4.
5. Select as below:
File Home Insert Page Layout Formulas Data Review View Developer
L[ cut Arial == ® SiwrapTet
53 Copy -
Past | - = ks .
| avseljFormatPainter B Z|U = Fad Merge & Cente
Paste = Font 7] Alignment
j ﬁ %f} @ - Je | Structure
<3 [#8 B [ ¢ [ b [ E [ F [ & [ H
) | Com Basic Com Basic Com Basic|
Paste Values
2 3 3 e Target
123| 122 (123
% lidoo 5000
Other Paste Options ort 23000
%, [e=| [ [ Xon 9000
< =l L 8000
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6. Select Transpose then OK.

Fuaze Jpecul
Passtn
am
Larmdng
s
Formaty

Le ]
Cipper st
@ hane
S act

Sedp Qlariks

Z'?"'ﬁ

Al g Sourre T

M excent borders

Lo paliin

Formulias snd rumber formats
vaiyss angd numbe fomats

LT" [ comn

7. Select cells A1:01 then press the delete key.

8. The result is as follows:

A

Sialf Code
P
P
3
P4
Ps
9 PG
10 PT
11 P8
12 /P9
12:P10
H P
15 B12
15 P13
1P

e G e L R

B

Narme

K Haidoa

M Effcet

B Bxon

K Swantz

L Baifoed
Feghmn Wooxdoed
Janmy Biown
Helen Marks
Cene Fransr
F Jackson
Evan Patsrson
Dhwan Chford
K Swnat

F Gy

Farget Sirsciure
G000 Cam
23000 Com
H00 Barsac
BOCD Ceem
5300 Basaz
5000 Com
T500 Haraz
13500 Com
25000 Basac
18500 Cam
21000 Hanes
S7000 Batc
JA00D Wncandin
76000 Hasz

Initially the data in row 1 was aligned horizontally but has been changed to vertical alignment and
placed in column D by using the transpose option.

REPT Function

Question: How do | display the total sales amount by way of a chart? | don’t want to use the normal
chart options given in Excel. Is there an alternative to the normal chart options?

Answer: Yes, the REPT function.

Syntax: REPT(text,number_times)
Text Required. The text you want to repeat
Number_times Required. A positive number specifying the number of times to repeat text

Why: Repeats text a given number of times. Use REPT to fill a cell with a number of instances of
a text string.
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Process (Excel 2010, Excel 2007, and Excel 2003):

1. The screen shot below are used to illustrate this example:

A B C D

1

2

3 Staff Code MName Total Sales(Millions)

4 |P1 M Maidoo 40
5 P2 M Effart 30
6 P3 B Mixaon 25
7 P4 K Swartz 72
8 |Ph L Belford L]
9 PB Kelvin Moxford 89
10 PT Jenny Brown 47
11 P8 Helen Marks 87
12 P9 Gene Fraser 26
13 P10 F Jackson 78
14 P11 Evan Peterson 37
15 P12 Devan Oxford 48
16 P13 K Sweet 49
17 P14 P Cox 66

2. Select cell D4 and type =REPT(“|",C4) & CA4.

3. The result is as follows:

A i o i ] | L+ ot ] - ) Yl ] H
1
2
3 Sl Code  Mame Tenl SalesiMillions)
4 M M Naidoo A0 BTG
5 Pz M Eficat 34y WHEIETRTE 0
E P23 B Nen 24 BImIIES
TP ¥ Swantz 7 G R T2
iP5 L Daliced R TR RTETTHTHTH
5 P Fogher) Moo B VT R T SR R E TS
10 |P7 Jenny Brown AT R e T
11 P8 Halen Marks B VTR TR ST RS R B
12 P4 Geng Frases o6 WIS
11 P10 F Jackson T8 B T
TRIEE Evan Paterson 37 Wy T
15 (P2 D Crichaed A8 AL
16|13 K Swast A5 DIV TR S
17 |1 P Cox B TR 66
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Contact Information

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

Online Training Academy:
www.SageU.com

E-Newsletters:
http://www.alchemex.com/SubscribeNewsletters.aspx

Bl Blog:
http://www.alchemex.com/blog/

Intelligence Reporting

The Intelligence Reporting module in Sage software empowers you to quickly and easily obtain the information required for improved
operations and reporting across your entire business. Based on the familiar Microsoft® Excel® application, the Intelligence Reporting
module lets you effortlessly create reports and analyze data, improving visibility into your organization. Intelligence Reporting integrates
with Sage 50 Accounting—U.S. Edition, Sage 50 Accounting— Canadian Edition, Sage 100 ERP, Sage 300 ERP, Sage 500 ERP, Sage
PFW ERP, and Sage ERP X3.

About Sage

Sage North America is part of The Sage Group plc, a leading global supplier of business management software and services. At Sage,
we live and breathe business every day. We are passionate about helping our customers achieve their ambitions. Our range of business
software and services is continually evolving as we innovate to answer our customers’ needs. Our solutions support accounting,
operations, customer relationship management, human resources, time tracking, merchant services, and the specialized needs of the
construction, distribution, manufacturing, nonprofit, and real estate industries. The Sage Group plc, formed in 1981, was floated on the
London Stock Exchange in 1989 and now employs 12,600 people and supports more than 6 million customers worldwide. For more
information, please visit the website at www.NA.Sage.com or call 866-996-7243. Follow Sage North America on Facebook at: http://
www.facebook.com/SageNorthAmerica and Twitter at: http://twitter.com/#!/sagenamerica.
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