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Specialized Microsoft Excel training workshops for

enhanced Business reporting and Decision making

Course Overview

Excel on Steroids is an advanced Microsoft Excel training program designed to
provide in-depth coverage of key Excel functionality, specific to business reporting
and offers enhanced performance and productivity in this area upon completion.
The course is also available online at www.alchemexacademy.com for MS Excel
2003, 2007 and 2010.

Who Should Attend

Directors, Managers, and anyone else who uses Excel extensively for report
writing. Delegates will return to the office after the workshops with an advanced
understanding of relevant Excel functionality and practical know-how that will
result in significant time-savings each month.

Benefits

We drill down on the 5% of Excel functionality appropriate for business reporting
Not a tour of functionality - spending 5 minutes on 50 topics of excel

Exercises are real scenarios taken from customers using our software

Increased productivity - saving you time and money

Can provide standardization in your company reporting

Helps you make business decisions

Applicability to working environment
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Pre-assessment to assess your current MS Excel skills

Online assessment after each course

3 months e-mail support

E-mailed exercises’ to practice

Subscribe to weekly Excel on Steroids tips & tricks, annual tips & tricks e-book
Invitation to the Bl Community
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Work smarter, Everday!

How much time do
you spend on Excel
each day?

3 hours?? That’s 15
hours a week, 60
hours a month?

Imagine if you
created a 25%
improvement by
working  smarter,
using methods you
didn’t know about?

That’s saving you
15 hours a month -
180 hours a year,
through  efficient
Excel use. What is
your time worth?




Course Overview

Workshop 1: Business Reporting using Formulas and Functions
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Create your own ribbon/s (in MS Excel 2010)

By viewing multiple windows you can Copy and Move worksheets between
workbooks

Save time on data capturing in multiple worksheets by using Grouping
Consolidating worksheets by using Paste Special

Quickly identifying certain transactions and highlighting duplicates by using
Conditional Formatting including Data Bars, Icons, etc.

Ensuring certain cells cannot be selected and formulae protected by using
worksheet Protection

Simplify formulae by using Named Ranges

Using powerful functions to develop your report such as Lookup Functions,
Text Functions, Logical Functions, Information Functions, Statistical
Functions and Mathematical Functions

Workshop 2: Managing Data lists and Macros
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Sorting your list in any specific order by using a Custom List

Using Subtotals to analyze your list to view totals by category

Identifying certain data based on a criteria by using Filtering

Ensuring you have consistent data capturing by using Data Validation
Summarizing your rows and columns by using Group and Outline and create
Custom Views

Forecast outcomes by creating Scenarios

Simplify repetitive tasks by recording, viewing, running, and editing Macros

Workshop 3: Data analysis using PivotTables and Pivot Charts
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Understanding the definitions and layout of a PivotTable

Summarizing data by creating a PivotTable

Improving the look and feel of the PivotTable by Modifying and Formatting
an existing PivotTable

Saving time creating a new PivotTable by moving or copying an existing
PivotTable

Using Pivot Tools to manage your PivotTable effectively (MS Excel 2010
includes using slicers to filter and for connection to another PivotTable)
Create and customize Sparkline’s (only in MS Excel 2010)

Creating specific formulae within your PivotTable by using a Calculated field
Summarizing dates into Months, Quarters and Years by using Grouping
Graphically representing your PivotTable by creating a PivotChart

ON STEROIDS

Work smarter, Everday!

| would just like to
thank you and your
team for the
amazing Excel On
Steroids course
which | attended.
I’'ve learned
amazing new things
and this will
definitely improve
my efficiency at the
office.

As an example of
how this has
already changed my
life: We had our
quarterly stock take
on Saturday and
I've finalized the
stock take 3 hours
earlier than normal
just because | was
able to work
through the data so
much quicker.

Linka Lubbe
(Financial
Controller), Jost
South Africa
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Using The Tab Key To Move To The Next Input Cell

Question: You may have a spreadsheet set up with a number of data inpu  t cells. Wouldn't it be nice if
the user could just press the Tab key to jump to the next input cell?

Answer: This type of thing is fairly easy to setup . The key is to unlock the input cells, and then protect
the worksheet.

Process (Excel 2007 and Excel 2003):

Here is how to do it:

1. Select all of the input cells on your worksheet. (To select non -adjacent cells, hold down Ctrl while you select

the cells)
- L =l
A B C D E F G H |
12% add
L | Category Name Product Name  |Date Quantity |Unit Price Product Sales |per unit [Sales Price|Marg
2 |C0ndimen‘[s Aniseed Syrup | | 0.00 0.00 0
3 |Dairy Products |Camembert Pierrot | 2009/01/20 60 29.99 1799.28 33.59) 2015.15936 2:

2. Choose Home Tab, Cell Group, Format Drop Down arrow, Format cells (2003 8 Format, Cells) to display the
Format Cells dialog box

3. Click the Protection tab and remove the check mark from the Locked check box

Format Cells 1]
Murmber I Alignment I Font I Border I Patterns  Proteckion |

Locking cells ar hiding Formulas has no effect unless the
worksheet is protected. To prokect the worksheet, choose
Prokection From the Tools menu, and then choose Protect
Sheet, & password is optional,

4. Click OK

Keep in mind that all cells are loc ked by default. But also remember that locking or unlocking cells has no effect unless
the worksheet is protected. Select the Review Tab, Change Group, Protect Sheet Icon (2003 - Tools, Protection,
Protect Sheet) to protect the worksheet. You can enter a p assword if you like.

sy ) ALCHEMEX..




Tools i Data  window  Help  Report Tools

? Spelling... F7 - | B I U | ==
Al Research.. Alk+Click
j ‘ﬁ) Error Checling. .. | G | H | By
Shared Warkspace. .. I ‘
Review View Developer Add. Share Warkbook. .
znt m LTE‘% & prc | Brokection * ”& Prokect Sheet. ..
s ||| | o A Online Collaboration b |l Allow Users to Edit Ranges. .
Protect| Protect Share
Sheet |Workbook ~ Workbook _La} Tra Farmula Auditing 3 ‘E}} Praotect Workbook. .,
l Changes 2007 Custamize. .. ﬁ Protect and Share Waorkbook... 2003

When the sheet is protected, you'll find pressing Tab moves the heavy-bordered active cell indicator to the next
unlocked cell. Be aware that this does not prevent the user from selecting unlocked cells using the cu  rsor keys.

B L (5] E E

1

Product Name  |Date CQuantity |Unit Price Product Sales |
tiseed Syrup 0.00
imembert Pierrot | 2009/01/20 60 29.99 1799.28
1ef Anton's Caiun 4 2009/02/n4 16 19.40 31N.46

V4853,

Trapping Error Messages

Question: If you've worked with formulas, you've probably encountered the dreaded formula error.
Rather than return a numeric result, the formula cell displays a weird message such as #VALUE! or

#DIV/0!.

Answer: Most of the time, this means you need to track down the source of the error and fix it. But
sometimes a formula error simply means that the data used by the formula is not yet available. For
example, say you run a small telemarketing company. You might have a spreadsheet set up to track

your daily sales as a percentage of calls made.

Process (Excel 2007 and Excel 2003):
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) I = O I e D | E =

1 |Telemarketing Results i

2
3 | Day | Calls Made | Sales | Percentage |

4 | 1 3,598 74 2.1%

5 | 2 3,032 78 2.6%

6 | 3 2,987 ] 2.3%

7 4 3,100 59 1.9%

8 | 5 3523 43 1.2%

‘9 | B #0101

0| 7 #OI/0I

11 8 #OIvil

12| ] #DI/0I | |

[z 10 #OIAI

By 1] _ _ #Dranl _

15| 12 #OI/DI

15 S

4 4 » d]Sheeti 14 | 13| 7

1. The formulas in column D do the calculations that c ome up with the percentages. For example, cell D4
contains the formula =C4/B4. The formula in D4 was simply copied down the column to handle the other
days

2. The formula does its job well --as long as there is data to calculate. An empty cell (such as B9) is treated as
a zero, and division by zero is not allowed. As a result, Excel displays an ugly #DIV/0! error message, which
makes your entire worksheet look like it was created by a novice

3. You can avoid displaying formula errors by re -writing your formulat o use an IF and an ISERROR function.
For example, =IF(ISERROR(C4/B4),™, C4/B4) displays a blank if the division operation results in an error
(cell B4 is empty or contains 0), yet still displays valid results.

4. Although this formula looks complex, when you break it down, it's not that daunting. In plain English: If you
get an error performing the formula, then display an empty string (that is, nothing); otherwise, di splay the
result of the formula

5. It's actually easy to adapt this technique to any formulay ou might have. The original formula serves as the
argument for the ISERROR function, and it repeats as the last argument of the IF function, like this:
=IF(ISERROR(OriginalFormula),",OriginalFormula)

6. If you prefer, you can replace the empty string (") w ith other text of your choice --just make sure the text

is enclosed in quote marks

853,

Date Calculations & Formulas

Question: Is there some kind of formula | can use to help me work out various dates | might need in
Excel?

Answer: By using a simple (and sometimes not so simple) formula, Excel can supply you with every kind

of date you might need to display.

Process: Tried and Tested in 2003 and 2007.  Here is what you can do:

roveres vy ) ALCHEMIEX.
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Age Calculation

Add Months (EDATE)
Get Day

Age Check

Count Weekdays

Age Calculation

You can use DATEDIF as in =DATEDIF(AL, TODAY(),"y") or =DATEDIF(A1,NOW(),"y")

An alternative to DATEDIF.

=TEXT(IF(OR(MONTH(TODAY ())>MONTH(A1), AND(MONTH(TODAY())=MONTH(A1), DAY(TODAY())>=DAY(A1))),(TODAY
A1)/365.25,(TODAY()}A1)/365.25-1),"0")

Add Months (EDATE)

This is an alternative to EDATE if you don't have the Analysis Toolpak installed.

=IF(DAY(A1)<>DAY(DATE(YEAR(A1), MONTH(A1)+B1,DAY(A1))),DATE(YEAR(A1), MONTH(A1)+B1+1,0) DATE(YEAR(AL)
H(A1)+B1,DAY(AL)))

B1 = Months to add
This formula avoids problems with different numbers of days in a month. It will either return the same day in the
month added by B1, or it will calculate to the end of that month. (No overlapping into the month immediately after)

or

=DATE(YEAR(A1), MONTH(A1)+BINDAY (A1),DAY(DATE(YEAR(A1), MONTH(AL)+B1+1,0)))

Get Day
Day of the Month Use =DAY(A1) to get the day of a date entered in Al.
Weekday Use =WEEKDAY (A1) then format as ddd odddd

or
Use =TEXT(WEEKDAY(A1),"ddd") or =TEXT(WEEKDAY(A1),"dddd")

roercavs ) ALCHEMEX.
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Age Check R

To see if someone is 20 years old or over use this formula (TRUE means that they are)

=AND(ISNUMBER(A1),A1>=2MATE(YEAR(TODAY (20, MONTH(TODAY()),DAY(TODAY())))

Count Weekdays

Count remaining weekdays in a month
Enter as Date
=INT((DATE(YEAR(TODAY()),MONTH(TODAY ())+iDATE(YEAR(TODAY()),MONTH(TODAY()),DAY(A1)))/7+1)

It will give the number of remaining wee kdays (eg Saturday) of the date you choose for the current month, including
the date entered in Al. Adjust to suit.

Al = Date

Click here for more info P

ONLINE TRAINING

Excel yourself anywhere, any time with ‘Excel on Steroids’,
a powerful Excel course for enhanced business reporting skills.

Work smarter, every day!

»
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Customizing Validation Lists

Question: | use validation lists, but | would like to add a second list, where the contents change based
on the value chosen in the first list. How do | do this?

Answer: Create a contingent validation list and the INDIRECT function.
Process (Excel 2003 a nd 2007):

Validation lists are very useful tools in Excel da drop down option allows you to select a value from a pre -defined range
of values. But what if you want two lists dthe first could be a product category and the second list only showing you

products from the category that you select? In this examp
| D | E | F |
Beverages Cereals Dairy
Cola Krispies Milk
Juice Oats Eggs

Bottled Water Museli

Steps described below relate to the data you see above. Thank you to Mike Perks from Port Elizabeth, South Africa for
this Tips & Tricks topic suggestion.

Excel 2003
1. Select cells D1 to F1
D | E | F
Beverages Cereals Dairy
Cola Krispies Milk
Juice Oats Eaggs
Bottled Water Museli
2. From the Menu bar,select | nsert ¢é Name é Define

oercavs ) ALCHEMEX.
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I n tNmane& i n

Wield, ke andhle @ord Categories.

Een Format Tools Data Window Help Report Tools
Cells... b9 -8 5 -4 %l | (0[]0
Bows IR EIE T
Columns
Worksheet I D | E [

i cooe  S— T —T
Sl Juice Dats Eggs
Page Break Bottled Water Museli

Je | Function...

Name » Define...
= Comment Paste...

Picture » Create...
€1 Diagram.. Apply..

Object... Label...
| Hyperlink.. Ctrl+K

Not e t hReaf & rnbox, Theéelld you

highlighted are listed in absolute reference format. Cli ck OK

4,

Define Name

Mames in workbook:
Categories

|

OK

Refers to:
=Sheet1!8D81:5G51

Close

Delete

Select cells D2 to D4. These are the products that are in the Beverages category

| D | E | F
Beverages Cereals Dairy
Cola Krispies Milk:
Juice Oats Eggs
Bottled Water Museli
From the Menu bar, select | nsert é Name é Define

[ Insert | Format _ Tools Dota Window Help
| ] ces. Y,
1 Columns —
| | woonen o1 €
Ul Chart.. Brages Cgre_als
=
Page Break M_Muse\i
Sfe | Eunction...
‘ Mame 3 H Define... ‘
4 Comment Paste...
Picture 3 Create...
i Diagram.. Apply..
Object... Label...
& Hyperlink...  Ctrl+K
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I n the 6Names i n Wo Bevarages k.@ thé headihgdhametofithiseategany). Click OK
Repeat this process for each of the categories:

a. Cells E2 to E4 will be named Cereals
b. Cells F2 to F3 will be named Dairy

Select cell A1, then from the menu bar, select Dat a ¢é Val i dati on

Microsoft Excel - Book2

iE] File Edit View Inset Format Tools | Data | Window Help Report Tools T
p_Rep

N — Y
D3 S X G 2 Sort- b1
: Arial .10 «|B I U Bilter ' b
E F

Al - A o

A B | C | Subtotals... E
; | Validation... | i'
T | Table... =)

Inthe 6 Dat a V alboxdmakd sure dou are on the 6 Set t fam g sldn At h efield select List

Data Validation (=]

Settings | Input Message Erro(alert‘

Validation criteria
Allow:
List - Ignore blank

Any value In-cell dropdown
Whole number
Decimal

Date

|Time: -ﬁh
|Text length .
Custom
Apply these changes to all other cells with the same settings
=

Inthe 6 S o u fietdetype in =Categories. This is the named range that will return all category headings. Click
OK

Data Validation ==

Settings | Input Message | Error Alert |

Validation criteria
Allow:

w

Data: In-cell dropdown

Source:

| =Cateqgories|

Apply these changes to all other cells with the same settings

o (o

Cell A1 will now have a drop down arrow that will allow you to sele ct any of the category headi ngs

oereavs ) ALCHEMEX.
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: Arial 10 - B I U|EEE
Al - A
A B [ C ]
1 - Bever
2 |Beverages Cola
|3 | Ceredls Juice
— |Dary |
4 Bottle:
5
12. Select cell A2, then from the menu bar,select Dat a é Validati on
View Insert Format Tools | Data | Window Help  Report Tools
ERNEARRENEL s :
. 10 . | B I U Filter L
= =
| 3 Ferm...
| B | C | Subtotals... I
1 | Validation... | ";
T

13. Inthe 6 Dat a V a badx,dnake sucerydu areonthe 6 Se t tti anlg.s 61An | tdieddsedect List

Data Validation =3

Settings | Input Message ErrofAJart‘

validation criteria
Allow:

List - Tgnore blank

Ay value In-cell dropdown

Whole number

Decimal

List

Date .

[Time: EH

Text length

Custom

Apply these changes to all other cells with the same settings

o] o=

14. In the & S o u fietdetgpe =INDIRECT(AL) The INDIRECT function will bring back the value of cell Al, which
happens to be the name of the named range that you want to use. Click OK

Data Validation ==

Settngs | Input Message | Errar Alert |

validation criteria
Allow:
- [
Data: In-cell dropdown
Source:

|=momect(an 6=

Apply these changes to all other cells with the same settings

oo

15. When you click OK, you may receive this error message:
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Microsoft Excel
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k-

o,

The Source currently evaluates to an error, Do you wish to continue?

-3

This error will occur if nothing has been selected from the drop down listin cel | Al. If you receive this
message, simply click Yes

16. Cell B1 will now return a list based o n the selection made in cell A1
B1 - %
A B C

1 |Beverages -

2 Cola

3 Juice

Bottled Water
4
g

V4859,

Averaging A Non-Contiguous Range

Question : Is there a way to average a series of non

zero values?

-contiguous cells, excluding any cells that contain

Answer : Yes, by using the following formula.
A B C D E F G H | J 34 L
Average Average

Apples |Carrots |Bananas |Potatoes |Peaches |Onions |Pears Squash |Beans Grapes Erui vegetable
ruit Sales Sales

15 65 75 98 78 85 0 96 65 78 61.5 51.8

65 47 69 65 45 25 3 36 32 0 455 437

89 53 0 32 12 45 5 74 98 12 29.5 47.7

Average Fruit Sales

Average Vegetahble Sales

o oo | = oy e e =

(A2+C2+E2+G2+J2) / ([A2<=0)+(C2==0)+(E2<=01+(G2<=0)+(J2<=0))

{B2+D2+F2+H2+12) / ((B2<=0)+(D2==0+(F2==0)+{H2==0)+(K2==0))

The evaluation done on each cell will return either a 1 (True) or 0 (False) depending on whet her or not the cell is equal
to zero. The values are then added together, providing the necessary count of cells to average by for fruit sales.

oercavs ) ALCHEMEX.
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Formatting Year Values Represented As Decimals To Show Years & Months

Question: | have a year valu e represented as a decimal (e.g. 3.667 years). How do | change it to
represents years and months?

Answer: By using a combination of INT functions and concatenations

Process (Excel 2003 and 2007):

| ;2 ~( fe | =A2/B2
A B e D

1 Amount Yearly Amount Years To Repay
ﬂ 20,000 3,500 | 5.:-'142&5714!

3
ﬂ Years To Repay

5

6

7

In the example above, a loan of $20 000 is to be repaid with a yearly repayment amount of $3 500 required. To know
how many years it would take to pay back, simply divide $20 000 (A1) by $3 500 (B1) for an answer of 5.714285714
years. How could we convert that to an answer that is represented as years and mon ths, which would be more

meaningful? The following steps will use the layout represented above:

1. Select cell D5

2. Incell D5, type =INT(D2) and press Enter

‘ s ~( £ | =inT(D2)

A B G D

1 Amount Yearly Amount Years To Repay

2 20,000 3,500 5.714285714

3

4 Years To Repay
5| 5

4
=

The INT function rounds a number down to a whole number. So in this insta nce, the result of INT(D 2) is 5

3. With cell D5 still selected, type in =INT((D2-INT(D2))*12) and press Enter

‘ D5 ~(» fe | =INT({D2-INT(D2))*12)

A B Cc D

1 Amount Yearly Amount Years To Repay

2 20,000 3,500 5.714285714
3

4 Years To Repay

3 8|

]

A
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D2-INT(D2) in the above formula subtracts the integer of the year number (5) from the actual year amount
(5.714285714) which leaves the decimal points. The resul t is then multiplied by 12 to get a value for the
correct number of months, which is then also then made an integer, giving the result of 8.

Now that we know we can get the year value and the months value, it is time to combine them with some
concatenation

4.With cell D5 still selected, typein =1 NT( D2) &6 year sl MT(dD2D)&) NTTZ )(d@®pressEntér.h s 6

Using the concatenation symbol & to combine our examples withthewords ¢ years and o0 ,aed
now have a complete answer (5 years and 8 months )

EXCEL
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Date Validation
Question: Can | <check i f a given date is within 90

Answer: Yes, using a combination of the TODAY/() function with an IF() function

Process (Excel 2003 and 2007):

The TODAY/() function returns the date as per the system date of the machine, using the YYYY/MM/DD format for the
date.

Once in a cell, this date can be used in calculations. The example in this tip and trick starts with the following
information in Excel: a date listed in cell A1, with th e cell formatted to represent a date in DD -MMMMYY format.

4 “|| FUNMALLING © d3 1dUIE © 3LPIEs ™ || ot e wE FHLET T JRIELL T

Clipboard ™ | Font M| Alignment EN Mumber ] Styles J Cells J Editing

:
I, TUE
A B & D —

1 [ 10January 2010 ‘himber | aigoment | Font | Border | il | Protection |
2 Category:
3 General .| Sample
4 Number 10 January 2010
Currency
5 acccunnni Type:
6 Time *200 EESEI"& -
7 ierce_niage 2001/03/14
raction
£ Scientific 01/03/14
9 Text 2001-03-14
Spedial 14 March 2001
10 Custom
11 Locale (location):
12 English (South Africa) E|
13
14
15 —
16 Date formats display date and time serial numbers as date values. Date formats that begin with an
1. Select cell B2
2. Type in =TODAY ()and press Enter
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Clipboard M Font ] Alig
B1 e £ | =TODAY()
A B C D

1 10 January 2010} 2010/02/14

2

3

a4

5

w

Select cell C2. Type in =B2A1 and press Enter
4, Select cell C2. Type in =(TODAY()A1)>=90and press Enter. This will return a FALSEvalue, as the result (35) is
not greater than or equal to 90

|Clipboard (F] Font (F] Alignment
| c1 - fe | =(TODAY{)-a1)>=90
A B [ D

1| 10January 2010 2010/02/14 FALSE |

2

3

A

5. With cell C2 still selected, type in =IF(TODAY(QA 1 >=9 0, 0 Y eandipress Nreod )
Clipboard ™= Font (F Alignment (F]
c1 (> fe | =IF(TODAY()-A1=90,"Yes","No")

A B c D E
1| 10January 2010 2010/02/14[No |

2
3

The formula wild.l subtract the entered date from todayo
greater than or equal 90, theresul t wi I | be 0YesoO6, otherwise O0ONo0O

EXCELR
Quick Way Of Creating A Chart

Question: Is there a way to add a chart to some data without going through the Chart Wizard?

Answer: Yes, using a keyboard shortcut
Process (Excel 2003 and 2007):

There is a very simple keyboard shortcut that can create a bar chart graph with the push of one button. The example
today will use a table containing six months worth of sales figures:

oereavs ) ALCHEMEX.
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D7 -3
| /R B | ¢
1 | Month Total
Zjanuar\r 39,043
iFebruar\r 1,235
4 |March 58,037
5 April 54,391
6 |May 9,673
7 |june 56,474
A
1. Using the table above, select cells A1:B7
4 T
1 | Month Total
- 2 [January 39,043
3 |February 1,235
4 |March 58,037
iApril 54,391
6 |May 9,673
7 |June 56,474

2. Pressthe F11 key

Home Insert Page Layout Formulas Data Review View Desiglll Layout Format

d ¥ A D == ] .

Change  Save As Switch  Select E ;‘ I [ | I [ | I [ | I [ | I [ | I [ | I [ | ; L3
|| chant
Location.

Chart Type Template || Row/Column Data
Type Data Chart Layouts

Chart Styles

A new chart is automatically added as a sheet, with this new sheet inserted in front of the sheet your data is on. You
can further customise your chart by changing the colour and layout o ptions

NB: the chart that is added is based on your default chart options.

Powered by ALCHEMg
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CACEL D

Editing Selected Cells On A Protected Worksheet

Question: Would you like to be able to protect a worksheet but unprotect selected cells so they can be
edited?

Here is how:

Excel 2007

The cells you are going to "Unlock" are the cells you want to be able to edit.

To Unlock the cells

Select the cell you want to be able to edit (Hold down ctrl to select multiple cells)
From the Home tab, in the Cells group, select the drop down arrow under Format
Desel ect 0L oc krerme Unloéking tleeellly o u a

OR

If you prefer, you can right click on the selected cell/s
Select Format Cells

Select the tab at the top called Protection

De-select the box for Locked

Select OK

Protect the worksheet
From the Review tab, in the Changes group, select Protect Sheet

Enter in the necessary (password etc)

You will now only be able to edit the "Unlocked" cells

EXCEL
 ON STERQIDS 10

Formula To Find Duplicate Values In A Data Range

Question: | have a list of inventory in my worksheet, is there a way of finding du plicate cells without
having to manually sort and check each cell?

Answer: You can find duplicates using the COUNTIF function.

Here is how you can do it:

oereavs ) ALCHEMEX.
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=COUNTIF($A:$A,$A3)>1

=COUNTIF(column with duplicates, first cell in column)>1

The CountlF will retu rn a Yes or a No to a question: the question in this instance is whether the number of times the
value in cell A3 is counted is greater than 1. If it i s|

55

Switching Between Relative, Absolute, And Mixed References

When making cells fixed in a formula, if you press F4 twice , it will make the row fixed. If you press F4
three times , it will just make the colum n fixed.

EXCEL
# ON STERDIDS 12

Generating Of Random Numbers For Testing Of Formulas

Question: | need to create some ran dom numbers for testing of formulas. How can | quickly do this in
Excel?

Answer: One way to do this is using the RANDBETWEEN function

Process (Excel 2003 and 2007):

The RANDBETWEEN function allows you to generate a random, whole number inside of a range The syntax is:
=RANDBETWEEN(bottom,top)

The bottom parameter is the lowest number in the range you want to use, and top is the highest number in the range.

1. Select cell A2 and type =RANDBETWEEN(1,100)and press Enter
Clipbo.., ™ Font (] Al
A2 _ fr| =RANDBETWEEN(1,100)

B C ] E

B s
=
Ld
Ak
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When you pressEnter, a random whole number between 1 and 100 is generated (in this insta nce, the number
32 is returned)

Move your mouse to the bottom left hand corner of cell A2, click and hold on the  AutoFill Handle , and drag it
down to cell A7

A2 ML - fr| =RANDBETWEEN(1,100} A2 ™ f=| =RANDBETWEEN(1,100)
A B e D E A B C D E
1 1
2 32 | 2 78
3 | 3 | 72
4 | 4 | 100|
5 |5 | 58
6 | £ | =
7 7 33
- g =
Youdl | not e t hatreleash the AnfilleHaridle yad cells generated a random number, including

cell A2 &it has changed from 32 to 78. RANDBETWEENuvill generate a new number each time you press Enter,
or even when you use the UNDO or REBPriag dwaithe RANDBETWEEN
cells)

Select cell B2. Type in =A2*100 and press Enter

B2~ (> £ | =A2%100
A B C [

1

2 z4| z4oo_|
3 73

a 92

5 77

6 46

7 26

Again, when you hit Enter, youdl I noti ce t hat 7ehhngetvaanew mrglomvaluec el | s
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Sign up for

FREE ‘EXCEL ON STEROIDS’

TIPS & TRICKS E-NEWSLETTERS!

Get powerful tips and tricks delivered weekly to your inbox and

work smarter, every day! %

SUBSCRIBE NOW!

CACEC

Quick Way Of Identifying Column Numbers For Use In A Vlookup Formula

Question: | use formulas like VLOOKUP regularly. Is there a way to quickly work out what number a
particular column is for these formulas?

Answer: Yes, by chan ging an Excel option.
Process (Excel 2003 and 2007):

Formulas such as VLOOKUP and INDEX bring information from one table to another, and they require you to identify
which column of information you would like to bring back.

=VLOOKUP(lookup_value,table_a rray, COL_INDEX_NUMrange_lookup)
=INDEX(array,ROW_NUM[column_num)

oercavs ) ALCHEMEX.
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The COL_INDEX_NUMand the ROW_NUMin the above formulas will give you the number of the column rather than
the letter. When you are dealing with a large number of columns, it is not alway

might be. This can be done by changing the R1C1 setting.

Method: Excel 2007

ON STEROIDS

s easy to see what number this column

1. Click on the MS Office Button in the top left corner of Excel, then select Excel options

D Recent Documents
New
1 Personal Details.xls 4=
] — apen 2 DV - Marie Wessels.xls = (=
- 3 DV Scroll Library.xlsx 4= (e
4 DV - Les Allen.xds += ||
H Save -
5 Learning Services Calendar 2010 xIsx = (=
- & Webinar Schedule xls 4= ([
ﬁ Save As b
7 bic certified resellers through Pastel xls =
& Excelquery.xls 4=
@ Brint  » g CopyofsalesMasterHPP20071.xs =i
New Dashboard Active Data.xlsx €=
@ Frepare b CPC's 2009.xlsx =
bic certified resellers through Pastelxls 4=
E Send 4 PreAssessment for Discovering Excelxls 4=
Finandial Functions.xls €=
./ Publish > Timezonesalsk =
itemlist.xls =
I_T Close Multi-Level Validation Lists.xsx =
I||?_:] Excel Options ‘IX Exit B(ce?]
hia)
2. In the left hand pane, select the Formulas option, then click on the box nextto R1C1 reference style

Fopular ‘

"~ Formulas —

Proofing

Save

Advanced

Customize

Add-Ins

Trust Center

Resources

E Change options related to formula calculation, performance, and error hand

Calculation options

Workbook Calculation
@ Automatic

Automatic except for data tables

) Manual

I:‘ Recalculate workbook before saving

Working with formulas

] 3 BCOMpIEE

Enable jterative calcu
Magimum fterations:

Maximum Change:

Use table names in| R1CL reference style

Use GetPivotData ft  Change the way Excel formulas
refer to cells.

Error Checking

Instead of using letters for
columns and numbers for rows,
this option enables using numbers
for both rows and columns. Cells
are then referred to in this format:
R1C1.

Enable backgro

Indicate errors using

Error checking rules

Errors

Cells containing formulas that result in an error )

Formulas which amit

This setting changes the column headings in Excel to numbers rather than letters
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Clipbo.., M| Font T | Alignment M| Number fa | Styles | Cells
RICL  ~ (> Je |
1 2 | a3 | a 5 6 7 8 9 10 1 12 13

NEEDENE

This will allow you to easily identify how many columns are in the ran ge for formulas such as VLOOKUP
Method: Excel 2003

1. On the Menu Toolbar, select Tools, then Options

Microsoft Excel - Bool

@ File Edit View Inset Format | Tools | Data Window Help Report Tools
SRS R 9 0@ VA Seeling-- 7 oo -|B 7y
Al - & ﬁ Research.. Alt+Click —
A | B | E | @ Error Checking... G
; ; Shared Workspace...
Z Share Workbook...
i Protection 3
% Online Collaboration [3
I Formula Auditing »
% Custormnize...
E Options...
1] [
2]
13
2. Select the General tab, then place atick inthe R1CL1 reference style
i — ot
I Color | International | . Checking | speling | security

| calclation | Edit J| Genersl |fransion | customiists | chart

=tting

Prompt for workbook properties

lgnore ofher applications Provide feedback with sound

Function tooltips Zoom on roll with InteliMouse
Recently used file list: entries
[ Web Option. .. ] [Sergice Options. .. ]

Sheets in new workbook: | 3 EI

Standard font: |Arial El Sizg: -

Default file location: |C \Users\Les. ALCHEMEX \Documents
At startup, open all files in: | |

User pame: | Les |
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NB: make sure that you change this settin g back once you have finished building the formula

EXCEL
 ON STERQIDS 14

Using The Text Box To Enter Data

Question: I want to put a | ot of information into
height of the entire row. How can | enter text without changing the underlying cell or cells around it?

Answer: By using a text box.

Process (Excel 2003 and 2007):

While you can put a lot of information into one cell in Excel, if you want to see that information all in one view can
affect the width of the column an d the height of the row; this may not be good as it can alter how the rest o  f the sheet

is shown and make it unmanageable.

An alternative to typing into a cell is using a Text Box . Here are a couple of tricks when using text boxes that can help
make them easy to use.

Excel 2007

1. Selectthe Insert Tab and then click on the Text Box button

e
\—/ Home |Inser‘t| Page Layout Formulas Data Review Developer Add-Ins

ol HE [P 2 pl Xk @ apo Q

PivotTable Table Picture Cllp Shapes SmartArt || Column Line Pie Bar Area Secatter Other Hyperlin
- Art - - - - - +  Charts~

Tables Tllustrations Charts i Links
Al ~ @ Je |
A B C D E F G H | J K L

2. Your cursor wi ||l now resemble an inverted o0t 6. Click

oercavs ) ALCHEMEX.




3.

Clipboard M | Font (] Alignment
TextBox3 ~ ( e |
A | s | ¢ | o | e | e | &

|1
12 ¢
B — 6t 0
4 | |
[~ | |

5 | |
2| | |
| & | il i
v i i
= | :
19| : !
| 10 O —— —— Q
Y

12

You now have a text box with a flashing cursor in it

Right click on the bo rder of the text box and select Size And Properties

I
i
il
=
4
i
U]
¥
U]
11
4

‘BI

p A

Cu

=3

Copy
Paste
Edit Text
Group

Ering to Front

v v W

Select the Properties tab, then select Mo v e

Send to Back

® & o E E e e

Hyperlink...
Assign Macro..,

Set as Default Text Box

+O+
7o

! Size and Properties.., | I
@— Farmat ghape...

cell s

but dondt ,tkendiek Closet h
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e S
- Properties | Alt Text

Object positioning

) Move and gize with cells

Move but don't size with cells:

() Don't move or size with cells

Print ohject

Locked

Lodk text

Locking objects has no effect unless the sheet is protected. To

help protect the sheet, choose Format on the Home tab, and
then choose Protect Sheet, A password is optional.

This means that your text box will remain the same
underneath the box.

5. Right click on the text box border and select For mat Shape €

ﬁ Group L3

64 | Bring to Front

-

-

B | sendto Back
& Hyperlink...
Assign Macro...

Set as Default Text Box

41 size and Properties

| % Format Shape... It

6. In the left hand menu, select Text Box, place atick in the Resize shape to fit text field and then click Close

oereavs ) ALCHEMEX.




ON STEROIDS

Fil Text Box

Line Colar Text layout

Line Style vertical alignment: n
Shadow Text direction: n
Auiof

3-D Format

3-0 Rotation

Internal margin

“TextBox Left: |U‘25cm ‘ Top: ‘U.chm li”
Right: [0.25am [5] sottom: (0.13em 5]

Close

When these two options are set, your text box will expand depend on the amount of text you put in, but will not shift
based on other cells being inserted or changing in size.

Excel 2003

In order to draw a text box in Excel 2003, you must have the Drawing toolbar available. To see it, select Vi e w
Tool bar s érondtheaMenunbgr.

1. From the Drawing toolbar, click the Text Box button

e
:E] File Edit View Inset Format Tools Data Window

2. Your cursor wil/l now resemble an inverted 0t 6. Click

iDraw~ s | AutoShapes- \ N 1O & 4l ¢ ] | &~ &~
Text Box3 = A

oercavs ) ALCHEMEX.
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4.

5.

Right click on the Format Text Box

Cut

Copy
Paste

Be

Edit Text

Grouping
Order

Assign Macro..,

Set AutoShape Defaults

|% Format Text Box...

&l Hyperlink...

ON STEROIDS

Select the Properties tab and selectthe Movebut d on 6t s i z eradwibatton cel | s

roma oot ==

Font | bl - 5 and Lines | Size
Protection | Margins | Web
Object positioning
() Don't move ar size with cells
Print object
[ ok J[ Coned |

Select the Alignment tab, place a tick the Automatic size box, then click OK

When these two options are set, your text box will expand depend on the amount of text you put in, but will not shift
based on other cells being inserted or changing in size
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Converting Travel Distance V alues Into One Unit

Question: | have people entering in travel distances onto a spreadsheet, but some people put in miles
values and some put in kilometre values. How can | ma ke sure that all values are in kilometres?

Answer: By using the CONVERT function

Process (Excel 2003 and 2007):

Firstly, an advisement: you wil/ never cover every possj
be entered as o@D&mbil @2® kmd, 020 kilometresd and ever
option in this instance would be to have the number entered in one column, say, Column A, and then using a Data
Validation | i st i n Col umnkno,t ol isneilteicntg ehiotwh euws edrnsi 6e notre r o
something to work with (hoping they don6ét type in O0twent
I f you do manage to have people entering in information
could do it. Wedre going to use a table with six sampl e

Clipboard "= Font £

AL = (o £ | 15 mi

A B C D E

1[fsmi |

2 |7 mi

3 Bkm

4 8.2mi
5 |19.5km
6 |18.7 mi
7

8

9

10

11

1. Select cell B1. Type in =RIGHT(A1,2) and press Enter. This will tell you if the value in cell Al is in miles or

kilometres
BL ~(» fe | =RIGHT(AL,2)
A B C D E
1 15mi [mi
2 |7 mi
3 8km
2. Select cell C1. Type in =LEFT(A1,LEN(A1)-3) and press Enter

oereavs ) ALCHEMEX.
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c1 -2 fe | =LEFT(AL,LEN(A1)-2)
A B C D E
1 15 mi mi 15
2 |7Tmi
3 Bkm

The LEN() function returns the length of cell Al. By subtracting 3 from this amount (i.e. the letters and the
space), you are left with the total number of charac
numbers, regardless of how big and how many decimal places there may be.

Select cell D1. Typein = CONVERT ( C1, 6 amnd dgresodEktero )

| b~ fe | =CONVERT(CL,"mi","km")
A B C D E
1 15mi mi 15 24.14016
2 7mi
3 8km

The CONVERTfunction changes the value from a miles value to a kilometres value dthe first option after the
target cell ( C1) is the value to convert from, the second is the value to convert to. There are other conversion
options that include weight and mass, distances, liquid measures and temperatures. Search in Excel Help for
the CONVERT function to see a full list.

Selectcell E1. Typein = | F ( B 165 d®ni,afdlp)jess Enter

| 8B -0 fx | =IF(B1="mi",D1,C1)
A B C D E
1 |15mi mi 15 24.14016{ 24.14016|
2 |7mi
3 8km
The formul a wil/l check t o see whether t his i s aDlp n

otherwise it will pull the original value from  C1

Highlight cells B1:E1

| B2 ~( fe | =RIGHT(AL,2)
|l B ] ¢ | b | E
1lismi [ 15 24.14016_24.14016
2 [7mi
8km
8.2mi
19.5km
18.7 mi

oL W

Use the AutoFill Handle and drag down to cell E6
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| a8 ~( f | =IF(B1="mi",01,C1)
A B | c | o | E
1 15mi  imi 15 24.14016 _24.14016

El -2 ﬁ| =IF(B1="mi",D1,C1)
A B | c | o | E
1 |15 mi mi 15 24.14016 24.14016
2 [7mi mi 7 11.26541 11.26541
3 |8km km 8 12.87475 8
4 82mi  |mi 8.2 13.19662 13.19662
5 19.5km [km 19.5 31.38221 19.5
6 (18.7mi [mi 18.7 30.09473 30.09473)

For those who like to conserve space, the above could be accomplished in one, nested formula:

=IF(RIGHT(A1,2)="mi",CONVERT(LEFT(A1,LEN(A1)-3),"mi","km"),LEFT(AL,LEN(AL) -3))

NB: to use the CONVIRT function in Excel 2003, you will need to have the Analysis ToolPak installed. This can be done
by using the MS Office installation CD, customising the MS Excel installation option and ticking the box for the Analysis
ToolPak. The function comes standard with Excel 2007.
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Limiting What Is Imported Into Excel

Question: Wh e n | i mport a t ext file i nto Excel ,
information. How can | limit ~ what is imported?

Answer: By changing your Text Import Wizard options

Process (Excel 2003 and 2007):

Some files that we use in Excel are saved in formats other than .XLS or .XLSX, such as .CSV (comma separated value) or
.TXT (text) formats. This often h appens when information is being exported from a database, and you would now like

to modify it in Excel. Excel can open these files and uses a Text Import Wizard to bring the data in.

Sometimes, however, there is more information than you may require in f ile. How can you stop the Text Import
Wizard from bring through unnecessary information? By changing some of the import options

oercavs ) ALCHEMEX.
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