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HOW TO SPEED UP DATA ENTRY DUPLICATES BY USING THE AUTOCOMPLETE FEATURE.

Whenyoustar t t o type something in a cell
highlighted "match" that you can accept simply by pressing Enter or Tab.

, Excel can t

A E
lane
Sue
Dan
Robert
William

[= RS = I R i TR S T )

Example: the |l etters 06Jadé have been typed into A6,

The "matches" that Excel uses in its "guess” are the contents of the cells in the column. For instance, if
you have information in cells Al through A6 and you are entering a value in cell A7, Excel looks at what
you are typing. If the first few characters uniquely matc h something in any of the six cells previously
entered in the column, then Excel offers to AutoComplete A7 with the contents of the cell that
matched.

AutoComplete will only offer matches from cells that are directly positioned above or below the active
cell din the above example, if there is a blank cell in A6 and you type something in A7 that is already

ry

|l isted in Al: A5, no oguesso6 wildl be made due to the

A
Jane
Sue
Dan
Robert
William

I

ample: the |l etters 06Jadé have been typegduesnstéo. A7,

ISR - T, B - FERYN T ]

m
x

In addition, Excel does not try to match with cells that contain only humbers, dates, or times. The cells
must contain either text or a combination of text and numbers.

For some people, AutoComplete can be annoying rather than time -saving. If you want to turn off the
AutoComplete feature, follow these steps:
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Excel 2003 Process:

1) On the Tools menu, click Options.
2) Onthe Edit tab, select or clear the Enable AutoComplete for cell values check box to turn
automatic completion of cell entries on or o ff.
Excel 2007 Process:

3) Click the Office button and then click Excel Options. Excel displays the Excel Options
dialog box.

4) At the left side of the dialog box click Advanced.

5) Clear the check box named Enable AutoComplete for cell values.

6) Click on OK.

To turn AutoComplete on, reverse the above steps.

USING CTRL AS A FUNCTION KEY

(effectively you will be pressing Ctrl+Shift+9 for example)

CTRL+( Unhide any hidden rows within the selection.

CTRL+) Unhide any hidden columns within the selection

CTRL+&  Applies the outline border to the selected cells

CTRL+_ Removes the outline border from the selected cells

CTRL+~ Applies the General number format

CTRL+$ Applies the Currency format with two decimal places (negative numbers in parentheses)
CTRL+%  Applies the Percentage format with no decimal places

CTRL+ Applies the Exponential number format with two decimal places

CTRL+#  Applies the Date format with the day, month, and year

CTRL+@  Applies the Time format with the hour and minute, and AM or PM

CTRL+! Applies the Number format with two decimal places, thousands separator, and minus sign
(-) for negative values

CTRL+- Displays the Delete dialog box to delete the selected cells

CTRL+* Selects the current region around the active cell (the data area enclosed by bl ank rows
and blank columns)
CTRL+: Enters the current time
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Enters the current date
Alternates between displaying cell values and displaying formulas in the worksheet
Copies a formula from the cell above the active cell into the cell or  the Formula Bar
Copies the value from the cell above the active cell into the cell or the Formula Bar

CTRL++  Displays the Insert dialog box to insert blank cells

CTRL+1 Displays the Format Cells dialog box

CTRL+2  Applies or removes bold formatting

CTRL+3  Applies or removes italic formatting

CTRL+4  Applies or removes underlining

CTRL+5  Applies or removes strikethrough

CTRL+6  Alternates between hiding objects, displaying objects, and displaying placeholders for

objects

CTRL+7  Displays or hides the Standard toolbar
CTRL+8  Displays or hides the outline symbols
CTRL+9  Hides the selected rows

CTRL+0  Hides the selected columns

FUNCTIONSEYS

F1

F2

F3

F4

Displays the Help Task Pane

CTRL+F1closes and reopens the current task pane.
ALT+F1 creates a chart of the data in the current range.
ALT+SHIFT+F1inserts a new worksheet.

Edits the active cell and positions the insertion point at the end of the cell contents. It also
moves the insertion point into the Formula Bar when editing in a cell is turned off.

SHIFT+F2 edits a cell comment.

Pastes a defined name into a formula.
SHIFT+F3displays the Insert Function dialog box.

Repeats the last command or action, if possible.

CTRL+F4 closes the selected workbook window.

Website: www.alchemex.com Bl Community: www.alchemex.ning.com

Online Academy: www.alchemexacademy.com




F5

F6

F7

F8

F9

F10

A\ ALCHEMEX.

Software -« Training - Support
Displays the Go To dialog box.

CTRL+F5restores the window size of the selected workbook window.

Switches to the next pane in a worksheet that has been split ( Window menu, Split command).
SHIFT+F6 switches to the previous pane in a worksheet that has been split.

CTRL+F6 switches to the nex t workbook window when more than one workbook window is
open.

Displays the Spelling dialog box to check spelling in the active worksheet or selected range.

CTRL+F7 performs the Move command on the workbook window when it is not maximized.
Use the arrow keys to move the window, and when finished press ESC.

Turns extend mode on or off. In extend mode, EXT appears in the status line, and the arrow
keys extend the selection.

CTRL+F8 performs the Size command (on the Control menu for the workbook windo w) when a
workbook is not maximized

CTRL+F8 performs the Size command (on the Control menu for the workbook window) when a
workbook is not maximized.

ALT+F8 displays the Macro dialog box to run, edit, or delete a macro.

Calculates all worksheets in all open workbooks.

F9 followed by ENTER(or followed by CTRL+SHIFT+ENTER for array formulas) calculates the
selected a portion of a formula and replaces the selected portion with the calculated value.

SHIFT+F9 calculates the active worksheet.

CTRL+ALT+F9 calculates all worksheets in all open workbooks, regardless of whether they
have changed since the last calculation.

CTRL+ALT+SHIFT+F9rechecks dependent formulas, and then

calculates all cells in all open workbooks, including cells not marked as needingto be
calculated.

CTRL+F9minimises a workbook window to an icon.

Selects the menu bar or closes an open menu and submenu at the same time.
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SHIFT+F10displays the shortcut menu for a selected item

ALT+SHIFT+F10displays the menu or message for a smart tag. If more than one smart tag is
present, it switches to the next smart tag and displays its menu or message.

CTRL+F10maximises or restores the selected workbook window.

F11 Creates a chart of the data in the current range.
SHIFT+F11 inserts a new wor ksheet.

ALT+F11 opens the Visual Basic Editor, in which you can create a macro by using Visual Basic
for Applications (VBA).

ALT+SHIFT+F11 opens the Microsoft Script Editor, where you can add text, edit HTML tags,
and modify any script code.

F12 Displaysthe Save Asdialog box.

HOW TO COPYSEVERALNDIVIDUAL, DISTINCT AREAS ONTONE WORKSHEET AND HAVE
THEMLINKEDTO THE SOURCEBY USINGPASTEPICTURELINK.

There are a few options when consolidating information from multiple worksheets. The option we are
looking at in this tip will enable you to paste the copied cells as objects (pictures). Pasting them as
objects is useful as you can resize the objects.

This tool is helpful when needing to print multiple areas of a workbook onto one worksheet or creating
a dashboard summarizing parts of the workbook.

Microsoft Excel 2003 process:

1. Select the desiredangeto be copied
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Sales Commissions and Incentives
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2. Right click the selected range, select Copy
3. Navigate to the destination worksheet
4. Hold down Shift on the keyboard

5. From the Menu bar, select Edit, Paste Picture Link

Editlyiew Insert  Format Tc
& Cut Ctrix

Copy Picture. ..

Paste Picture

Clear b
Delete Sheet

Mowve or Copy Sheet...

Go To... Cir+G

£

6. Yourobject (picture) will now be pasted and can be resized as desired

7. Repeat the above steps for additional objects

Microsoft Excel 2007 process:

1. Select the desired range to be copied
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Region Value of Commission
South Coast 14 571
West Coast 25 532
Total 40 103

30000

20000
10000

Value of Commission

South Coast

West Coast

H Value of
Commission

2. Right click the selected range, select Copy

3. Navigate to the destination worksheet

4. From the Home tab, in the Clipboard group, select the down arrow under Paste

5. Select As Picture, Paste Picture Link

i
Paste |

-

b=

B &

Paste
Formulas
Paste Values
Mo Borders
Transpose
Paste Link

Paste special...

Paste as Hyperlink

As Picture

6. Yourobject (picture) will now be pasted and can be resized as desired

Copy as Picture...
Paste as Picture

Paste Picture Link

7. Repeat the above steps for additional objects
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THE QUICKWAY TO SELECT RANGEOF CELLSBY USINGCTRL + SHIFT + *

It can be time consuming to use your mouse to select a range of cells. To speed up this process, you

can use Ctrl + Shift + *
Microsoft Excel 2003/2007 process:

1. Select any cell inthe range of cells

A B C
1 | Branch  Sales Persen L afeory NMame
2 |EastCoast Anderson. P Confections
3 EastCoast Johnszon, A GrainsCereals
4 |East Coast IF'eters. I, .IGraina’Cereals
5 EastCoast Bonders. P Confections
£ |East Coast Mewson. L GrainsiCereals

2. Onthe keyboard , press Ctrl + Shift + * (note: on the keyboard..not keypad)

3. The entire list will be selected

A =] C 8] E F G H

1 | Bramch  Safes Ferser Eaterony: Name Froduct Name Date Quantity Unit Price Product Sales

2 |East Coast Anderson P Confections Plailaku 01012006 480
3 |EastCoast Johnson A GraingdCereals Grocchi di nonna Alice 0v0v2006 70 a0 2124
4 |East Coast Peters. K GrainsiCereals Tunnbriod 020712006 =11 7 432
5 |East Coast Bonders. P Confections Pavlova 00¥2008 21 4 282
E |East Coast Mewson L GrainsCereals Singaporean Hokkien Fried Mee 02072008 40 il 4481
7 |EastCoast Lawin T Seafood Eoston Crab Meat 0702006 2 5 29
8 |East Coast Perks. M Seafood Inlagd Sill OAOY2008 ] 15 7|
9 |EastCoast Anderson. P Beverages Chai OACT2006 1 14 144
10 |East Coast Johnson, A Dairy Products Gudbrandsdalzost OACT2006 15 29 432
11 |East Coast Peters. K Dairy Products Olueso Cabrales 002006 30 17 504
12 |East Coast Bonders. P Eeverages Chai 402008 24 14 34|
13 |East Coast Mewson. L Confections Teatirme Chocol ate Biscuits TE0¥2006 20 7 145
14 |East Coast Lavin T Condiments Original Frankfurter griine SoRe IROYZ006 35 10 364
15 |East Coast Perks. b Beverages Céte de Blave R0T2006 50 21 0540}
16 |East Coast Anderson P Confections Teatirme Chocol ate Biscuits 29072006 4 7 29
17 |East Coast Johnszon, A Seafood Fidd Kaviar 29012006 20 12 240)
18 |East Coast Peters. K Confections Gurnbér Gurnrnibérchen 2240¥2008 2 25 50
13 |East Coast Bonders. P Dairy Products Gorgonzola Telino 23012006 14 10 140
20 |[East Coast Mewson, L PAeatfPoultry Faté chinoiz 240¥2008 10 19 192]
21 |East Coast Lavin T GrainsiCereals Grocchi di nanna Alice 3N0Y2006 30 30 9124
22 |East Coast Perks. b PleatPoultry Tourtigre 31012008 40 B 236
23 |East Coast Anderson P GrainsiCereals Gustal's Knackebrod 04022006 12 v 202
24 |East Coast Johnson A PleatPoultry Perth Pasties 0022006 15 26 393
25 |[East Coast Peters. K Beverages Sasquatch ale ORO022006 20 n 224
26 |East Coast Bonders. P GrainsiCereals “wirnrners gute Semmnelknodel OA0X2006 5 27 150
27 |East Coast Mewson. L Eeverages Chang 022006 45 15 EE4|
28 |East Coast Lavin T Confections Pavlova X022006 43 4 681
29 |East Coast Perks. b Condiments Sirop d'érable 1042006 90 23 20521

anfts
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MICROSOFT OFFICE EXCEL 2007 TOP 10 BENEFITS

Microsoft Office Excel 2007 is a powerful and widely u sed tool that helps people analyze information to
make more informed decisions. Using Office Excel 2007 and Excel Services, you can share and manage
your analysis and insight with co -workers, customers, and partners with greater confidence.

Here are the to p 10 ways in which Office Excel 2007 can help you create spreadsheets and analyze,
share, and manage information more effectively.

Office Excel 2007 features the Microsoft Office Fluent user interface to help you find
powerful tools when you need them.

Find the tools you want when you need them using the results -oriented Office Fluent user
interface in Office Excel 2007. Based on th
creating a table or writing a formula, Office Excel 2007 presents the appropriate commands
when you need them.

Import, organize, and explore massive data sets within significantly expanded
spreadsheets.

Work with massive amounts of data in Office Excel 2007, which supports spreadsheets that
can be up to 1 million rows by 16,000 co lumns. In addition to the bigger grid, Office Excel
2007 supports multicore processor platforms for faster calculation of formula -intense
spreadsheets.

Use the completely redesigned charting engine in Office Excel 2007 to communicate
your analysis in professional -looking charts.

Build professional-looking charts faster with fewer clicks using charting tools in the Office
Fluent user interface. Apply rich visual enhancements to your charts such as 3 -D effects,
soft shadowing, and transparency. Create a nd interact with charts the same way, regardless
of the application you are using, because the charting engine in Office Excel 2007 is
consistent in Microsoft Office Word 2007 and Microsoft Office PowerPoint 2007.

Enjoy improved and powerful support  for working with tables.

Create, format, expand, filter, and refer to tables within formulas because Office Excel
2007 has greatly improved support for table
large table, Office Excel 2007 keeps table headings in v iew while you scroll.
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Create and work with interactive PivotTable views with ease.

PivotTable views enable you to quickly reorient your data to help you answer multiple
questions. Find the answers you need faster and create and use PivotTable views m ore
easily by dragging fields where you want them to be displayed.

0Seed i mportant trends and find exceptions

Apply conditional formatting to your information more easily to discover patterns and
highlight trends in your data. New sche mes include color gradients, heat maps, data bars,
and performance indicator icons.

Use Office Excel 2007 and Excel Services to help share spreadsheets more securely with
others.

Excel Services, a feature of Microsoft Office SharePoint Server 2007, dynamically renders a
spreadsheet as HTML so others can access the information using a Web browser. Because of
the high degree of fidelity with the Office Excel 2007 client, Excel Services users can
navigate, sort, filter, input parameters, and interact wi  th the information, all within their
Web browser.

Help ensure you and your organization work with the most current business
information.

Prevent the spread of multiple or outdated copies of a spreadsheet throughout your
organization by using Office Excel 2007 and Office SharePoint Server 2007. Control which
users can view and modify spreadsheets on the server using permission-based access.

Reduce the size of spreadsheets and improve damaged file recovery at the same time.

The new, compressed Microsoft Office Excel XML Format offers a dramatic reduction in file
size, while its architecture offers an improvement in data recovery for damaged files. This
new format provides a tremendous savings to storage and bandwidth requirements, and
reduces the burden on IT personnel.

Extend your business intelligence investments because Office Excel 2007 provides full
support for Microsoft SQL Server 2005 Analysis Services.
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ALCHEMEX.

Take advantage of the flexibility and the new cube functions in Office Excel 2007 t o build a

custom report from an OLAP database. You can also connect to external sources of data
more easily using the Data Connection Library.

Specialised MS Excel training for

enhanced business reporting and decision making.
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HOW TO USE THE KEYBOARD AND NOT THE MOUSE WHEN USING AUTOFIL

The fill handle is very helpful for filling ce lls with various values. Select some cells, click the fill
handle, and drag it to fill cells in a variety of ways. If you hate to use the mouse there is a way of using

the keyboard instead.

Process: (2003 and 2007)

1. Use the keyboard to select the cells on w hich you want the fill based.
2. Hold down the Alt key and select E, I, Sthat will display the Series dialog box.

Seties in Twpe
{:} Rows {:} Linear
() Columns ) Growth

[] Irend

Skep value: I:I Stop wvalue: I:I
l

8] 4 ]’ Cancel ]

3. Use the Tab key and Arrows to move from option to option within the dialog box.
4. When you've chosen the option you want, press Enter to select it.

E CEL Work smarter, everyday!

£ ONSTEROIDS )
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HOW TO CONVERT DATA FROM CAPS TO PROPER STYLE USING THE PROPER FUNCTION

Process: 2007 and 2003

ok w

Insert a new column
While on the first cell of the new column, select Insert Function

Insert Page Layout Formulas Data

!ﬁ@ H9-e-0@)-
Hame

B L 11 | A A7
M - Al

B

Paste gy |BIZ O[S A

Clipboard ™= Font Ic} Alignmer |nsert F nct|0n
| 2 T u

A B

1 |[MARSWALLOWS <f 1000

2 |LOLLIPOPS I _| 10

3 |CHOCOLATES 50

Under Category, select Text

Select Proper under Select a Function
Select OK

Under Text select the original data cell

Function Arguments

FROPER

Text [a1 = "MARSMALLOW/S"

= "Marsmallows"

Converks a text string to proper case; the first letker in each word in uppercase, and all other letters to
lowercase,

Text is text enclosed in quotation marks, a Formula that returns text, or a
reference ko a cell containing text ko partially capitalize,

Formula result = Marsmallows

Help on this function Ok l [ Cancel

Select OK

Autofill the data down by left clicking on the bottom right corner when the mouse forms a black
Cross

If you want to delete the original column, Copy the new proper column, s elect Paste Special,
select Values

powered by /) ALCHEMEX.
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Paste Special

O Farrnat:

() Comments

() validation
Cperation

@ Mone

O Add

() subkrack

[ skip blanks

Software -« Training - Support

() all using Source theme

() all except borders

(O Column widths

() Formulas and number Formats
() values and number Formats

() Multiply

) Divide

|:| Transpose

[ QK ]’ Cancel ]

10. Now the column no longer references the original column and the Caps column can be deleted

A ALcHEMEX.

HOW TO SELECT THE RANGE AS A WHOLE, AND STILL EXCLUDE THE HIDDEN CELLS WHEN
COPYING AND PASTING DATA IN EXCEL

Process: 2003

Longer way:

1. Select the range to copy

2. Select Edit
3. Select Go To

Website: www.alchemex.com Bl Community: www.alchemex.ning.com
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Edit | Wiew Insert Format
M Can't Undo Chrl+2

LM Can't Repeat Chrl+¥

# cut Chrl+%
23 Copy Cr+C
Lﬂg Office Clipboard. ..

[ Paste Crl+y

Paste Special...
Paste as Hyperlink

Fill 3

Clear 3
Delete...

Delete Sheet

Move ar Copy Sheet...

&4 Fnd... Chrl+F
Replace. .. Chrl+H
| GoTo... Chrl+
Links...
Object

4. Select Special

Go kot

Reference:

[ Special... ] [ oK l[ Cancel

]

5. Then select Visible cells only

ALCHEMEX.

e. Simply.

Software - Training - Support
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Go To Special rg|
Select
() Comments () Row differences
() Constants () Column differences
() Formulas () Precedents

(") Dependents

() Last cell
O Blanks @i i
() Current region () Conditional Formats
() Current array () Daka validation
() Ohijects

[ o4 ] l Zancel l
6. Select OK

7. Then Copy and Paste the cells as normal while higlighted
Process 2007

1. Select the range
2. Onthe Home tab, in the E diting group, select Find & Select
3. Select Go To Special

=47 A
E-

Sort & |Find &
Filter = |Select =
Qﬁ Eind...

8¢ | Replace...

= | GoTo..
Go To Special.,
Formulas
Comments
Conditional Formatting
Constants
Data Validation

L | Select Objects

% Selection Pane...

4. Select Visible cells only
5. Copy and paste as normal while highligted
6. Ensure that you do not paste in an area that contains hidden rows

Short cut method (for both Excel 2003 and 2007):

1. Forthe keyboard equivalent, select the range, then select [Alt] and ; (hold down Alt while
selecting the semi colon)
2. Then copy and paste as normal
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YOU CAN USE THE FIND AND REPLACE FUNCTION TO ALSO CHECK THE HEADER AND
FOOTER AREAS OF A WORKBOOK BY USING A MACRO

The Find And Replace (keyboard shortcut CTRL + His a handy tool in every version of Excel and allows

you to easily find certain text or values throughout your worksheet or workbook and automatically

replace it with new text or values. However, the  Find And Replacet o o | doesndt check t
Footer areas of your worksheet. The following macro will allow you to search the header and footer

areas and make the changes you need to.

Process (Excel 2003 and 2007):

1. Record a new macro, giving it a valid, recognisa ble name
2. In the macro, paste the following:

Dim sWhat As String, sReplacment As String
Const csTITLE As String = "Find and Replace"

sWhat = InputBox("Replace what", csTITLE)
If Len(sWhat) = 0 Then Exit Sub
sReplacment = InputBox("With what", csTITLE)

With ActiveSheet.PageSetup

' Substitute Header/Footer values

.LeftHeader = Application.WorksheetFunction.Substitute( _
.LeftHeader, sWhat, sReplacment)

.CenterHeader = Application.WorksheetFunction.Substitute( _
.CenterHeader, sWhat, sReplacment)

.RightHeader = Application.WorksheetFunction.Substitute( _
.RightHeader, sWhat, sReplacment)

.LeftFooter = Application.WorksheetFunction.Substitute( _
.LeftFooter, sWhat, sReplacment)

.CenterFooter = Application.WorksheetFunction.Substitute( _
.CenterFooter, sWh at, sReplacment)

.RightFooter = Application.WorksheetFunction.Substitute( _
.RightFooter, sWhat, sReplacment)

End With
End Sub
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3. When you run the macro, you will then be presented with two screens. The first will ask for the
required search criteria:

Find and Replace &J

Replace what
Cancel |

lJanuary

Enter the text youdre searching (Okh this example

4. A second screen will then be presented asking for the required replacement value:
Find and Replace @

Replace what
Cancel |

{January

Enter the replacement text (i n t ©K TFhe macrawilpriow O F e b
take those two values and search the header and footer areas on this worksheet and make the
appropriate replacements.
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WITH CONDITIONAL FORMATTING YOU CAN HAVE CELLS CHANGE COLOUR BASED ON HOW
CLOSE THE DATE I N THE CELL IS TO TODAYO®S DATE
Process: Excel 2003

1. Select cell containing the date. "Né&bruarf, 2009. t hi s e x
Al - A 03/03/2009
A B | C |
1 103 March 20091
2
3
4
5

2. Choose Conditional Formatting from the Format menu. Excel displays the Conditional
Formatting dialog box.

Eﬂ File Edit View Insert | Format | Tools Data  Window |
I
NEHE 2RSS r'd Zo Cells... Ctrl+1 |
 Arial - 10 Lo a
A1 - & 0 Column .
A B Sheet ol
1 103 March 2009 AutoFormat...
3 A
3 Conditicnal Formatting...
4 Style...
| 5 |

3. Set Condition 1 so that Cell Value Is Equal To =TODAY(). Note that you must, in the right -most
box, enter an equal sign followed by the TODAY () function.

Conditicnal Formatting Lﬁ
Condition 1
Cell value Is El equal to E =Topay()|
Freview of format to use Mo Format Set
when condition is true: =
[ add>> || pelete.. | [ ok | [ cancel |
-

4. Click on the Format button. Excel displays the Format Cells dialog box. Make sure the Patterns
tab is selected. Choose the red colour you want to us e and click OK to close the Format Cells
dialog box.
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Format Cells &Ii_hj

Font Border | Patterns
Cell shading

Color:

No Colar

ENEEEEENR

MEEEENEEN

(] EEEEN

H EEEN

— _ Sample

| uE .

. meet _
Pattern:

5. Click on the Add button.
6. Set Condition 2 so that Cell Value Is Between =TODAY(}7 And =TODAY()+7. Note that you must

use equal signsinthetworight-most boxes ot her wi se EXx doerulaawondt
7. Click on the Format button. Excel displays the Format Cells dialog box. Make sure the Patterns

tab is selected and choose a yellow colour. Click OK o return to the Conditional Formatting

window.
Conditional Formatting [ﬁ
Condition 1
Cell value Is E equal to E =TODAY()
when condition is true: Fomiats:
Condition 2
Cell Value Is [ | |between [=] |=ropavo-7 and |=TCDAY(+7
Preview of format to use
when condition is true: AaBbCcYyZz
[ Add>> |[ Delete.. | [ ok || cancel
.

8. Click on the Add button.

9. Set Condition 3 so that Cell Value Is Between =TODAY(14 And =TODAY()+14. Again, you must
include the equal signs to indicate you are entering formulas.

10. Click on the Format button. Excel displays the Format Cells dialog box. Make sure the Patterns
tab is selected and choose the green colour you want to use. Click OKto close the Format Cells

dialog box.
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il |
Conditiocnal Formatting ﬁ
Condition 1
Cell value Is IZ| equal to IZ| =TODAY()
Preview of format to use
el |
Condition 2
CellValue Is [~ |between [+] [=Toparp-7 and |=TODAYQ+7
Preview of format to use
when condition is true: ‘ AaBbCcYyZz ‘
Condition 3
CellValue Is [~ |between [+] [=Toparp-14 and | =TODAY(+14
Preview of format to use
when condition is true: ‘ AaBbCcYyZz ‘
Add Delete... ] [ OK
11.Cl i ck on OK. I f the date is within 14 days eithe

appropriate colour.

Process: Excel 2007

1. Selectcell containingthe date. NB:f or t hi s exampl e,” Feloudrg, 2% dat e i S

Al - £ 03/03/2009
A B | Cc |
03 March 2009

1
2
3
4 |
5

2. On the Home tab, under the Styles group, select Conditional Formatting, select New Rule.
Excel displays the Conditional Formatting dialog box.

G el ool icrosoft Exc
Home | Insert  Pagelayout  Formulas Data  Review  View  Developer  Addns
= % =)= > = *:I ﬂ:b' =N
— . - = - =n M
7j B Calibri 11 | A a7 o | (=) Wrap Text General £ lﬂ _)ﬂ |
Paste B I U-|[m-|[®&-A- =|[s= = Merge & Center » || |83~ o, 3 |[%2 ;08| ||Conditional| Format  Cel
E- [ LU0 [ ar || B Merg = RCIE ) Formatting ~ as Table ~ Styles =
Clipboard Font & Alignment & Number o |
: —L1 Highlight Cells Rules » |
G10 - £ | Hal 7
A B 5 D E F G H 1 @I
Top/Bottom Rules  »
1 03 March 2009 10
2 =
3 EJ Data Bars »
4
|
5 E_I Color Scales »
i &
3=]
7 3= Icon Sets »
8
9 [H  Mew Rule..
10 | _| [F4 Clear Rules »
1 3] Manage Rules...

12
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3. Set the condition so that Cell Value Is Equal To =TODAY(). Note that you must, in the right -
most box, enter an equal sign followed by the TODAY() function.

M v - ¥
New Formatting Rule M

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

®» Format only top or bottom ranked values

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

» Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:

Cell value lz‘ equal to lz‘ =today()

[ Ok ][ Cancel ]

4. Select the Format button. Excel displays the Format Cells dialog box. Make sure the Fill tab is
selected. Choose the red colour you want to use and click OK to close the Format Cells dialog

box.
Format Cells Y M
Murnber Font Border
Background Color: Pattern Calor:
‘ Mo Calor ‘ Automatic |z|
ONCNEEENEN Battern Style: B
OmCOo0Oo0O0Ooono
OEEEEEOEEO
EEEEEEEEEE
FEEEEEEENN
FEEEEEEEEN
I NN
[ Fill Effects... ] [ More Colors... ]
Sample

5. The Conditional Formatting Rules Manager will then appear, which lists all conditional format
rules. Click on New Rule in the top left hand corner.
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Conditicnal Formatting Rules Manager @lﬂ
Show formatting rules for: | cyrrent Selection E
’ |5 New Rule... ] [} Edit Rule.... ] ’ X Delete Rule ] ir §

Rule (applied in order shown)  Format Applies to

Stop If True =

Cell value = TODAY() =8G510

[ o

J [ concel | [ ooy |

6. Set Condition 2 so that Cell Value Is Between =TODAY(}7 And =TODAY()+7. Note that you must

use equal signs in the two right -mo s t

boxes

ot her wi se Excel wonot

7. Click on the Format button. Excel displays the Format Cells dialog box. Make sure the Patterns

tab is selected and choose a yellow co lour.

8. Click OKto return to the New Formatting Rule window.
9. Click OKto return to the Conditional Formatting Rules Manager window.

o - T—
Mew Formatting Rule . -

[0 [l

Select a Rule Type:

- Format all cells based on their values

w Farmat only top or bottom ranked values

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

- Use a formula to determine which cells to format

» Format only cells that contain

Edit the Rule Description:

Format only cells with:

Cell Value between =today()-7 and | =today()+7
Preview: AaBbCcYyZz

10. Click on New Rule in the top left hand corner.

Set Condition 3 so that Cell Value Is Between

=TODAY(14 And =TODAY()+14.Again, you must include the equal signs to indicate you are

entering formulas.

11. Click on the Format button. Excel displays the Format Cells dialog box. Make sure the Fill tab is
selected and choose the green colour you want to use. Click OKto close the For mat Cells dialog

box.
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Edit Formatting Rule — WA=
Select 3 Rule Type:
» Format all cells based on their values
» Format only cells that contain
» Format only top or bottom ranked values
» Format only values that are above or below average
» Format only unique or duplicate values
» Use a formula to determine which cells to format
Edit the Rule Description:
Format only cells with:
Cell Value [=] [between [=] |-Topavp-14 and | =TODAY)+14
Preview: AaBbCoYyZr

12. Click OKto confirm the new conditional formatting rule.
13. Click OKto confirm these rules in the Conditional Formatting Rules Manager window.

NB: Excel 2003 can only have three conditional formatting rules per cell, whereas Excel 20 07 can have
an unlimited number of conditional formatting rules (up to available system memory) per cell,
providing more options for date ranges etc.

EXCEL CAN GRAPHICALLY SHOW DATA WITHOUT USING CHARTS. IN EXCEL 2007 YOU CAN
USE CONDITIONAL FORMATTIN®@ND IN EXCEL 2003 YOU CAN USE THE REPT FUNCTION
TO ACHIEVE SIMILAR RESULTS.

Process: 2003

1. While in the cell next to data you want to graphically display, select Insert Function:

C3

A

March monthly

[=]

I

Insert Function

sales

J. Parker
M. Jones
J. Peters

L. Smith

G. Le Roux

S R R xR R y |

1
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2. Under Category, select Text and then select the function REPT

Insert Function

Search Far a function:

Tvpe a brief description of what vou want ka do and then
click Go

Go

Or select a category: |Text w |

Select a function;

REPLACE A
1
RIGHT

SEARCH

SUBSTITUTE

5

TEXT v

REPT(text,number_times)
Repeats text a given number of times. Use REPT ta fill a cell with a number of
inskances of a text string.

Help on this Function K ] [ Cancel

3. Enter data as below:

%)

Function Arguments

REPT
Text |||*|| — gn
Mumber_times |E=3 =5
= Mkdkak!
Repeats texk a given number of times, Use REPT ta fill a cell with a number of instances of a
kexk skring.

Mumber_times is a positive number specifying the number of times to repeat kext,

Formula result = Aok

Help on this Function Ik ] [ Cancel

4. Textis the character that will be repeated

5. Number_Times refers to the number of times the character will be repeated. In this case we are
referring to data in another cell

6. Select OK

7. Result will be similar to below..depending on wh at text was selected:
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D15 v b3
A I B | © W
1 |March monthly motorvehicle sales
2
3 |J. Parker o pe
4 M. Jones 3 [
5 |J. Peters ] S
6 |G. Le Roux g ki
7 |L. Smith 2 i
8

Much easier to see who is the star salesman!

Process: 2007

The above process can be repeated similarly in 2007, or you can make use of Conditional
formatting

On the Home tab, select Conditional Formatting, Data bars while on the cell you want to
graphically display

Conditional |
Formatting ~

-;f‘é‘_J] Highlight Cells Rules »

]
ol Top/Bottom Rules  »

EJ Data Bars R M
_%_' Color Scales ; Eg ;ETEJ Eﬂ

More Rules...

=T

$=1| Icon Sets >

2] NewRule...
&

Clear Rules >

=
B
LE] Manage Rules...

This will leave you with the following result:
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B C

‘March monthly motorvehicle sales '

J. Parker
M. Jones
|J. Peters

L. Smith

O~N M B WN -

G. Le Roux

NGO O W

2. When using the REPT function, you are not restricted to only keyboard characters, but can also
insert characters from the character map:

J. Parker
M. Jones
J. Peters
G. Le Roux
L. Smith

J. Parker
M. Jones
J. Peters
G. Le Roux
L. Smith

J. Parker
M. Jones
J. Peters
G. Le Roux
L. Smith

)
€)
€
[
)

) 6

&
(3]

&)
)
]
)
€)
)
€

£

[ R R R |
&)
[:
[:
£
[:
)

E
£ €

erevYerer ey

77 oY
TRYRYRYRYQY
ettt oo ey
7%

[ R R R |

o Ao

- - -
b B B
bbb EE
- -

OO LD N

BY USING THE AUTOFILEEATURE THERES A WAY TO CALCULATE THE LAST DATE OF A
MONTH FOR A RANGE OF MONTHS AUTOMATICALLY WITHOUT USING A FUNCTION
Process (MS Excel 2003 and 2007):

1.

Select cell Al and type in the last day of the month (in this example, 31

st March, 2009).
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Microsoft Excel - Book2

i) File Edit View Inset Format Tools

HEN=N" NEYRE RN - W E=N -

: Arial 10 ~|B|=
Al ~ £ 31/03/2009

Awm B | ¢ | D
31/03/091

gl ==l i

-
-

|

2. Select cell A2 and type in the last day of the next month (in this example, 30 ™ April, 2009).

=1

E Microsoft Excsl - Bgokg. F N L |
i3] File Edit View Inset Format Tools
HRNE=A" NENIE REY e d < SEEEN: - RN
: Arial 210 B |= =
A2 v A 30/04/2009
A | B [ c | D |
1 | 31/03/09
2 | 30/04/091
| 3 |
| 4 |
| 5 |
| 6 |
| 7 |
8
1. 9
10
11

3. Highlight both cells to show Excel the trend you want .
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l @ Microsoft Excel - Book2

] File Edit View Inset Format Tools
FRN=N" BRI RN e NN - R
i Arial 10 - B |EE
A1 - A 31/03/2009
A | B [ ¢ [ D |
1 [ 31/03/09 ‘
2 |_30/04/09
3
4
5
6
7
8
9
10
11

4. Use the AUTOFILL handle and drag down the required number of months (in this example, another
six months to October, 2009).

' Microsoft Excel - B‘qokJZ‘ i
i) File Edit View Inset Format Tools
HRRE=A" RENEE BN A <N EEN: - R

: Arial ~10 ~| B |E=

A1 ~ A 31/03/2009
A | B | ¢ | D

31/03/09

30/04/09

31/05/09

30/06/09

31/07/09

31/08/09

30/09/09

31/10/09

Aﬂ

Slw|eo|~fo | fafoofrof—

=[]
Bl

BY USING THE EOMONTH FUNCTION IT WILL CALCULATE THE LAST DATE OF A MONTH
AUTOMATICALLY
Process (MS Excel 2003 and 2007):
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The EOMONTH function is used to return the serial number value of the last day of any month, past,
presentor future. Once the value is returned,

you can
will then give you the end of the month in date format.

1. Select cell Al and type in =EOMONTH(NOW(),0).

‘/'c!n'\"'u '); o BN @ T#:r Bookl - Microsott Excel
M
Home | Insert Page Layout  Formulas Data Review
<= ¥ | calibri 11 ~|||= ='=|5 ||pate
& B (B2 O-AN||EEEH B %
Paste 7 T
- (O A EiF|®-|  ||%W8 %
Clipboard ™ Font F Alignment F] Number
Al v (> fe | =EOMONTH(NOW(),0)

A B G D E F

I 31/03/09!

1
2
3
4

The function follows the following format:

=EOMONTH(base,offset)

The base value in the formula is a date to be used to identify the month in question. You could even
use the NOW() function to return todayds date.

The offset value can be used to move the month in question in the base value. For example:

2. Select cell A2 and type in =EOMONTH(AL,6).

(Cin )i =2~ \= ° L] L e LT Py v ivsuiL e
[ _,j/ Home | Insert Page Layout  Formulas Data Revit
% Calibri 11~ | = =5 Date
@ |[B L U-ANEE =K (@
e 2 E oA [EER] |[wE
Clipboard ™ Font i Alignment F] Numl
A2 - ﬁ:l =EOMONTH(AL,6)
| A B C D E |
1 | 31/03/09
g | 30/09/09!

The 6 value in the base criteria moves the function six months forward, hence the final date of
September, which is six months ahead of March (which was worked out by using the NOW() function).
This operation could be done with one formula, nested in the following way:
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=EOMONTH(NOW(),6)

You could also use a negative number to get to months prior to the one being used in the base criteria.

NB: In versions of MS Excel prior to MS Excel 2007, the EOMONTH function can only be used bynstalling
the Analysis Toolpak, an add-on utility that you can select when you install MS Excel. If the formula

returns an error in Excel 2003 when you use it, you will need to use the MS Office installation disk to
install the Toolpak.

THE OMERGENRARDBO CFORMATTI NG OPTI ON IS NOT AVAILA
NORMAL USE. TO MAKE I T AVAI LABLE THE SHARI NGd A

TO BE CHECKED ON.

The 6Merge and Centred function is a great foriwattin

it can be greyed out and be unavailable to use. If this happens, the two options to check are whether
the workbook is shared and whether it is protected.

Worksheet Protection:  if a worksheet is protected, a number of formatting features are disabled
(depending on the | evel of protection) which coul

Excel 2003:

1. SelectTool s é Protection é& Protect Sheet

3] Microsoft Excel - 30002941 xitx

iE] File Edit View Inset Format | Tool
INEE3 SR FE S
 Calibri <12 - B
D5 - A

P

Tl STy Monday| | 7ok Changes t
3 22 UTroorus UZIUoBI Uoros ‘ Uorooros ‘ U77go/os
1 Compare and Merge Workbooks... ‘ ‘
s Protection v [ protect Sheet... |
% On v | gl Allow Usersto Edit Ranges. —
Sunday Monday Go 3| Protect Workbook. ]
=3 B
- Scer 11| Protect and Share Workbook. =
0
o For v
e Mac »
©
Sunday Wonday Add-Ins... brsday Friday Saturday
3 T = . Ub/ud Z0ru6ius ZTIUbius
E 2 AutoComect Options...
®
" Customize...
Lo | Options...
[ o | T T T
Sunday Monday | Tuesday | | Thursday Friday Saturday
21 25 Z. Z3IUBius | ‘ Zs’uﬁfﬂmﬁiub’uﬂ Z7TUos
0 1 T 1
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2. Check that the O6Format Cell s®& option is not
tick.
'ProtectSheet g
Protect worksheet and contents of locked cells
Password to unprotect sheet:
Allow all users of this worksheet to:
V] Select locked cells -
jFormatrows =
o| [[C] tnsert columns
| Insert rows b
| Insert hyperlinks
| Delete columns
|| Delete rows 52
Excel 2007:
1. Onthe Review tab, under the Changesgroup, select Protect Sheet
ia R
—-/’ Home Insert Fage Layout Formulas Data Review View Developer Add-Ins
] ¥ e =
;:? 4 = a ¢ K = i Show/Hide Comment @ LL Q §
@ |-|J & \j —‘J —‘J 4% Show All Comments @ g
Spelling Research Thesaurus Translate Mew Delete Previous ext Protect| | Protect Share
Comment > Show Ink Sheet Workbook ~ Workbook &
Proofing ents Chang
E4 - £ |
A E = O E F G H I i) K L
1
2 | Week
2. Check that the O6Format Cell s®& option is not
tick.
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Protect Sheet " g

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:
¥ Select locked cells ~

:‘ Format rows
|| | tnsert columns
:‘ Insert rows

[ Insert hyperlinks
|| Delete columns
|| Delete rows 57

Workbook Sharing: if a workbook is shared, itcanalsohave t he effect of
unavailable. To remove sharing, follow these steps.
Excel 2003:
1. SelectT o o | Sharé Workbook
[] Microsoft Excel - 3000204Lxite % Sl S
(] File Edit View Inset Format Lmlslgala Window Help Repert Tools
TR NENPEREN A AN o el 7| ] 55
Calibri .12 . | B ﬁ Research... Alt+Click by ‘ = = o
D5 - A $ Error Checking...
A B [} [u] E SpEE[ﬂ » L
Shared Workspace...
q | Share Workbook... ‘
| 2 | Week Sunday Monday Track Changes N ursday [3
3| 22 [ UIIUDIUS | UZIUGIU 0G/UG | UG
| Compare and Merge Workbooks...
s | Pratection 3
% Online Collaboration 3
| Sunday Monday|  Goal Seck.. arsday ik
5| 23 | UBIUDIUB | USIUGIUE ceenarion.. 05/UG T3
i Formula Auditing 3
% Macro »
&2 Sunday Monday Add-Ins... lirsday ¥
1% 2% TSrooios T UoIos £0
—— T AutoCorrect Options...
i Customize...
| 15 | Options...
2. Remove the tick next to the 6All ow Changesé®
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i Share Workbook @1

{Editing

Advanced

[] Allow changes by more than one user at the same time,
This also allows workbook merging.

Who has this workbook open naw:

Les (Exdusive) - 14/04/2009 09:02 AM -

o[ o |

Excel 2007:

1. Onthe Review tab, on the Changesgroup, select Share Workbook

Home Insert Page Layout Formulas Data Review View Developer Add-Ins ® - =5 x

- ) . -
= a- s " o ) show/Hide Comment @ @ Q Protect and Share Workbook
vV @ D% 4ty _

Allow Users to Edit Ranges

Spelling Research Thesaurus Translate MNew Delete Previous ext ... Protect Protect Share
Comment {23 Show Ink Sheet Workbook * Workbook Track Changes ~
Proofing Comments I Changes |
E4 e | ¥

A E = u] E F G H o 3 L 1 V] o F (| =

2. Remove the tick next to the O6All ow Changes86 opti

. M
Share Warkbook (—x]

[] Allow changes by more than one user at the same time,
This also allows workbook merging.

Who has this workbook open now:

Les (Exdusive) - 14/04/2009 09:02 AM -

o) (o |
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Work smarter,
everyday!

ON STEROIDS

Specialised training workshops for in-
depth coverage of key Microsoft Excel
functionality for enhanced business
reporting and decision making!

» Workshop 1:

Business Reporting using Formulas and Functions

» Workshop 2:

Managing Data Lists and Macros

» Workshop 3:
Data Analysis using PivotTables and PivotCharts

These courses are also available online
at www.alchemexacademy.com

Dsoftiinevie 9@ momentum
one(logix sappi JO=sT

CONTACT US

» Visit www.alchemex.com
» Tel: 086 110 2302
» Email: eos@alchemex.com

\
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BY ALTERING THE FULL NAME OF THE NAMED RANGE YOU CAN USE THE SAME NAMED
RANGE ON DIFFERENT SHEETS OF THE SAME WORKBOOK
Process (Excel 2003 and 2007):

Excel 2003
1. Select the cells that you would like to create a Named Range for,thenselect | nsert €é Name
Define
[ @ Microsoft Excel - Bookl =N

(] File Edit View | Insert | Format TJools Data Window Help Repor
W= REEn Cells... Fg-m-/@ 5 -4
¢ Calibri Rows E=E =5 % »

I I - Columns

A | B Worksheet E G

1 [Student Score |l[fj Chart.

2 |tes Symbol..

3 |Myrtle —

4 |Gael sl

5 |ryrone Je | Eunction...

3 | Name v Define..

; 4| Comment Paste...

g Picture 3 Create...

10 ¢ Diagram... Apply...

:]1; Object... Label...

13 & Hyperlink.. Ctrl+K

14

15
2. In the 6Names in workbook®é box, type in the name

an exclamation mark at the end (e.g. Sheetl!MyRang e).

r ~
Define Name @
Mames in workbook:
Sheet1Student_Scores| oK
-
Refers to:
=Sheet1!$AS1:585

3. Selectl nsert ¢é Na muwill nineséeithratehe range now has a reference to the
particular sheet that was referenced in step 2.
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r 1
Define Name ﬁ
Names in workbook:
Student_Scores
Student Scores Sheet1 8
Refers to:
—Sheet1!SA§1:SBSS

This process can be done on each sheet, allowing you to use the same name for named ranges on
multiple shee ts.

Excel 2007

1. Select the cells that you would like to create a Named Range for, onthe Formulas tab, in the
Defined Names group, select Define Name.

@‘1 Ho-- 34 @ c Book2 - Microsoft Excel
)2
Home Insert Page Layout Formulas Data Review View Developer Adf-Ins
f:f X AutoSum - ﬁ Logical - cg Lookup & Reference ~ § |22 Define Name| = | f}ﬂTra
ﬁg{ Recently Used ~ C& Text ﬁ"g Math & Trig = Ji& Use in Formula E(:fTra
Insert — MName
Function @ Financial ~ fj’ Date & Timdg - ﬁ] More Functions ~ Manager EES Create from Selection ,-f, Rey
Function Library Defined Mames
AL - fe ||student
A B G 5 5 o T L 1
1 |Student Score
2 |Les 57|
3 |Myrtle 29
4 |Gael 28]
5 |Tyrone 92.
6
7
o
2. I n the O6New Named box, c| Boodeand hetct the degreddheet.Thiso pt i o

will limit the Named Range to the selected sheet, allowing it to be used on other sheets as well.

[ MNew Name M

Mame: | student
IETE Waorkbook -
Comment: |Warkbook L

Befers to: | _gheet116451:4855 £
[ O J ’ Cancel
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BY USING A COMBINATION OF THE MOD FUNCTION AND CONDITIONAL FORMATTING YOU
CAN SHADE CELLS BASED ON ODD OR EVEN VALUES

Process (Excel 2003 and 2007) :
The MOD function is used to find the remainder of a number after it has been divided by another
number.

Format: MOD(number,divisor)
E.g. MOD(10,2) =0

We can use this remainder function to determine whether the number in a cell is odd or even.

Excel 2003
1. Highlight the range of cells you would like to apply conditional formatting to, then click on
Format é Conditional Formatting
[s] Microsoft Bxcel - Book1

@_] File Edit View Insert | Format | Tools Data Window Help ReportTools

i Arial . 10 | 3 Cells... Cirtel o o 98 5

A = A 4 Row vl

A B | Column 5 k

L — Shet ,

Z 80 AutoFormat...

i 18 Conditional Formatting...

5 44

5 | 43 Style...

7| 59|

8 | 21

9| 22

10 15

K 84}

12| 3

13| 24

14| 94]

15 | 30

16 =

(17|

18

19

20
2. Change condition 1 to OFor mul a F0vMOBALRxH Thisrwil t h e

return a TRUE if there is a odd number in the cell
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Conditional Formatting @
Condition 1 .
Formulals v | |=moD(AL,2)=1]
Preview of format to use
when condition is true: No Format Set
[ Add > ] [ Delete... ] I OK ] [ Cancel ]
3. Click on the FORMATbutton, and then select the Patterns tab. Choose a colour and click OK
Format Cells @@
| Font TBorder ‘ Patterns l
Cell shading
Color:
‘No Color
EEEEEEEN
EEEEEEER
EEENEEEER
|_Ji HEEEDE
o 00 mm
= - Sample
am R 8 B =
mn ‘HAEEE
Pattern: V-
4. The range of cells should still be highlighted at this stage.
5. Click on the ADD button
Conditional Formatting @
Condition 1
Formulals v | |=MOD(AL,2)=1 %
Preview of format to use : =
when condition is true: "AaBbC-'CYY Iz

[ Add => J[ Delete... ] [ OK J[ Cancel J

6. For Condition 2, set the drop down to Formula Is and in the text box enter =MOD(A1,2)=0.
This will highlight any even cells
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onditional Formatting

Condition 1
Formulals v | |=MOD(A1,2)=1 %
Preview of Format to use A AR AN T -
when condition is true: AaBchYgZz-
Condition 2
| ’ > Q
(FETTENENTIN v | |=MOD(A1,2)=0

when condition is true: =

[ Add > ][ Delete... ] [ OK ][ Cancel ]

7. Click on the FORMATbutton for Condition 2, and then select the Patterns tab. Choose a
different colour and click OK

Excel 2007

A ALCHEMEX.

1. Highlight the range of cells you would like to apply conditional formatting to, then click on the

Home tab of the Office Ribbon and select Conditional Formatting and select New Rule

2. I n t he alR%id lee Tty pe: 0 Useradoanula te deteenme which cells to format.

the 6Format evahues fwhenwwl a i s tr ue =16The wiktighlight all padd i n

cells
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