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Note from the Author:

Hi there!

In the last 12 years, | have been an auditor, an interest rate futures trader, a debt capital markets analyst and an
Excel & PowerPoint Trainer. | loved all the roles. However, the current one stands first among equals.

After having interacted with almost 10,000 professionals across the country as a Trainer, | gathered a solid sense
of how they could significantly increase their productivity 3x — 10x with little effort. And the best outcome of the
learning is that the improvement becomes permanent. | am fortunate that my workshops’ attendees loved my
way of explaining concepts and more importantly the way my case studies could relate to their work.

While some struggle with applying basic VLookups (one dimensional), | would help them learn 2-D, 3-D, reverse
lookups. And that is what my latest online program is all about — expanding the possibilities and make it attainable
through bite-sized manageable learning steps.

To make the online learning more effective, | have prepared a picture based eBook for everyone’s reference. The
content has been mapped to the video lectures for convenient reference and revision. My friends complain that
| talk in bullet points (in other words express more in less words). Well, this book does exactly does that — less
words, more pictures and illustrations. | do not want my programs’ attendees to add another thick fat Excel
handbook on their shelves for aesthetic display of their interest in Excel. | want this Ultimate HandBook on their
desktops and in their hands (print version).

| hope you love this book as much | loved making it.

Regards,

CA Rishabh Pugalia,
Co-Founder, Yoda Learning Solutions

June 2015
Edition: Version 1.0
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#0101 — 0109: Super Essential Keyboard Shortcuts

Starters

1 Alt Press and release the ALT key to display the Key Tips next to each Ribbon command
2 Ctrl C; Ctrl X; Ctrl V Copy ; Cut; Paste

3 CtrlD Copies the cell contents down

4 CtrIR Copies the cell contents to the right

5 Ctrl Enter To fill all the selected cells with text/nos./formula

Workbook Navigation

6 Ctrl PgDn Moves to the next sheet

7 Ctrl PgUp Moves to the previous sheet

Sheet Navigation & Cell(s) Sele

ction

8 Ctrl A Selects the entire worksheet/data array depending on active cell selected

9 Ctrl Arrow key Moves to the edge of a data block; if the cell is blank, moves to the first nonblank cell
10 Shift Arrow key Expands the selection in the direction indicated (one cell at a time)

11 Ctrl Shift Arrow key Select from the active cell to the end of a row/column

12 Ctrl Shift End key Selects from the active cell to the last used cell

13 Ctrl BackSpace Navigate to the beginning of selected data (keeping the selection intact)

14 Shift Spacebar Selects the entire row(s) in the selected range

15 Ctrl Spacebar Selects the entire column(s) in the selected range

Row/Column - Add or Delete

16 Alt1C Insert Column

17 AltIR Insert Row

18 Ctrl Shift + Displays the Insert dialog box to insert new cells/rows/columns

19 Ctrl - Displays the Delete dialog box to delete the selected cells/rows/columns

Formula Ninja

20 F4 Repeats the last command or action, if possible
21 F4 Also, used for Cell referencing (S); discussed later
22 F2 Begins editing the active cell

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 7
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Displays the formula in each cell instead of the resulting value [Hint: " is back tick key

23 Curl” above the TAB key]

24 Ctrl [ and F5+Enter Navigate to precedent cells and return back [*conditions apply]

25 ALT = Auto sum

26 oC;;InA after formula Opens up "Function Arguments" box E.g. After writing =SUM(, press Ctrl A

27 Shift F3 Call out "Insert Function (fx)"/"Function Arguments" dialog box

28 Tab and Shift Tab Moves down / up amongst a series of tabs/boxes

Forma

29 Ctrl 1 Activates "Format cells"

30 Ctrl; Inserts today's date

31 Ctrl Shift 3 Changes the date format to "22-May-2015"

32 Alt H K Applies the Number format with two decimal places, thousands separator, and minus
sign (-) for negative values

Miscl

33 Ctrl F2 Print Preview

34 Ctrl F1 Displays or hides the ribbon

35 Alt; Selects visible cell from the selection

Paste Special

36 Alt, E, S, V ENTER
37 Ctrl Alt VV Enter
38 QAT

Paste Special - Value

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 8
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#0201: Used in Financial Modeling and Tax Computation

=MAX(

MAK(number1, [number2], ...]

Used in Tax Computations & Financial Models to prevent choosing of negative
numbers for subsequent calculations.

E.g. =MAX(0,A1) chooses 0 or value in cell A1, whichever is higher

E.g. Penalty for late deposit = higher of 2% of dues or Rs.100

=MIN(

MIN(number1, [number2], ...}

Used in logics such as “lower of the two numbers” in the area of Tax
Computations, specific areas of Financial Engineering
=MIN(A1:A5) is same as =SMALL(A1:A5,1)

#0202: Used in pricing discovery processes

=L ARGE(

LARGE(array, k)

Auction such as highest bid value, second highest bid value and so on. E.g. H2 will
be =LARGE(A1:A5,2)

=SMALL(

SMALL (array, k)

Vendor evaluation such as lowest bid value L1, second lowest bid value L2 and
so on. E.g. L2 will be =SMALL(A1:A5,2)

#0203 — 0204: For rounding numbers

=ROUND(

ROUND{number, num_digits)

"num_digits" signifies “number of decimal digits”. E.g. For the starting number
52.233 — “2” implies 52.23, “1” implies 52.20, and 0 implies 52.00
=ROUND(A1/50, 0) * 50 [implies nearest 50] — same technique also
applicable with ROUNDUP & ROUNDDOWN

E.g. Cell A1 =5344.2
=ROUND(A1/10,0)*10 = 5340.0

=ROUNDDOWN(

ROUNDDOWNMN(number, num_digits)

E.g. Cell A1 =5349.2
=ROUNDDOWN(A1/10,0)*10 = 5340.0

=ROUNDUP(

ROUNDUP(number, num_digits)

E.g. Cell A1 =5342.2
=ROUNDUP(A1/10,0)*10 = 5350.0

=  MROUND() do not work with +/— nos. simultaneously AND it does not accommodate the logic of round up and round

down.

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 9
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#0205: For Counting

=COUNT(

COUNT (value1, [value], ...)

Counts the number of cells which have numeric value

=COUNTA(

COUNTA({valuel, [value?], ...)

Counts the number of cells which IS NOT a blank (i.e. numbers, alphabets,
alphanumeric, space)

=COUNTBLANK(

COUNTBELANK(range)

Counts the number of cells which IS a blank

=  COUNTIF() and COUNTIFS() will be discussed later in the book. COUNTIFS() is a logic based cell counting mechanism

#0206 — 0207: For Weighted Average & Compounding/Discounting

=SUMPRODUCT(

SUMPRODUCT (array1, [array2], [array3], ...)

Multiplies corresponding cells in two or more ranges and returns the sum of
those products. E.g. =SUMPRODUCT(A1:A2,B1:B2) = (A1*B1) + (A2*B2)

The array arguments must have the same dimensions. E.g.
=SUMPRODUCT(A1:A2,B1:B3) is invalid

Used with =SUM() for computing weighted average

Was used to create condition—based sum logic before SUMIFS() was introduced

=POWER(

POWER({number, power)

Used in Financial Modeling — discounting cash flows, compounding
Caret sign ( ) is a perfect substitute. E.g. 25 =POWER(5,2) and is same as =572

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 10
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#0301 — 0302: Formatting Tricks incl. Special Custom Formats [Shortcut: Ctrl 1]

Farmat Cells ?

Mumber Alignmentl Font |Eh::|rder| Fill IPrntecticun

LCategory
General a | Ca@mple
Mumber
Currency
Accounting Type:
[ate
Time Gzeneral
Percentage "
Fraction 0 |
Scientific 000
Text £ E5(

Spedal £ ££20.00

custom [ .

£ ££0 ) [Red](£,£50)

£ ££0,00 )%, 5£0.00)

#££0,00_);[Red][#,#£0.00)

G ££0_)[55, 5£0]

5% ££0 ). [Red](3%,££0] v

i Dielete

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

014 | | Cancel

CUSTOM FORMAT EFFECT

@*. “Cell width adjusted” trailing full stops
"Rs." Prefix/Suffix

000000 Self-adjusting Prefix Zeroes (up to 6)

e  “Double—click” Format Painter to use it uninterruptedly. Press <Esc> to return escape out of Format Painter mode.

HOME NS
e %Cut
D EE‘“| Copy -

Paste
- ¥ Farmat Painter

Clipboard [P

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 11
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#0303 — #0304: Using CELL STYLES for automating formatting for MIS Reporting & Financial Models

HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW VIEW DEVELOPER

D Calibri '|1'| '| AN = EEI - = |General v| Elgzl E‘“Insert M
p E@ N a d'l?' T Ex Delete -
aste B I U~ &y - s E=E=E=eEsE B 5 r% o0 WY onditional Formata o

T - - e Formatting = Table~ |Skyles~ [=] Format ~

Clipboard & Font Pl Alignment ] Mumber P Styles Cells
© Yoda Learning Solutions

«“

‘New Cell Style” lets you create customized cell format which you can apply and re—apply on any worksheet of the
workbook. Additionally, if you change the “definition” of any existing cell style, the changes are universal. Thus, modifying
a cell style affects all cells in a workbook that use that cell style. This can save a lot of time.

T = > AutoSum + A
- E.:-._El | ED)( i E u
%‘J H%u BH H j«_'z_j ] Fill - Y H
€0 00 Conditional Format asf) Cell Insert Delete Format Sort & Find &
| Formatting~ Table~ |Styles~ - - - & Clear~ Filter = Select-

EI Good, Bad and Meutral

!

Il Mormal Bad Good Neutral

Data and Model

|calculation | [EEEAe200 Explanatory... (Input | Linked cell Mote
.||(}utput | Warning Text
Titles and Headings
Headingl Heading2  Heading3 Heading 4 Title Total
Themed Cell Styles

20% - Accentl  20% - Accent?2 20% - Accent3  20% - Accentd  20% - Accents  20% - Accentd
A0% - Accentl  A0% - Accent2  A0% - Accent®  40% - Accentd .M% Accents - A0% - Accentd
60%- Accent5 609 Accente |

Mumber Format

|5-:':'-!+; Accentl |

Comma Comma [0] Currency Currency [0] Percent

[E Mew Cell Style... © Yoda Learning Solutions
Merge Styles...

e Right click a cell style to modify or delete it.
e Acellstyleis stored in the workbook where you create it.

e Openanew workbook and click on “Merge Styles” (beneath New Cell Style) to import a cell style (keep the old workbook
with the original cell style open).

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 12
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#0305 — #0307: Cell drag—n—drop Auto Fill Options

5-lan-11

4

© Yoda Learning Solutions

Copy Cells

Fill Series

Fill Eermatting Cnly
Fill Without Formatting
Fill Days

Fill Weelkdays

Fill Manths

o oo oo of@old

Fill Years |

Also, refer =EOMONTH() for formula based Fill Months (1), Fill Quarters (3) and Fill Years (12)

If the fill-handle doesn’t appear or the mouse cursor isn’t allowing you to draw the contents of a cell, please check if
the “Enable fill handle and cell drag—and—drop” setting is turned ON.

© Yoda Learning Solutions Excel Dp‘tio ns
1
General = . . ;
Advanced options for working witH Excel.
Forrmulas |
Procfing Editing options |
I
Save After pressing Enter, move selection |
Language Direction: u :
Advanced k — D &Utwaﬁal_hﬂ IlFILEH:—HQE—'::”‘IFI—l pﬁﬂt_ d
Places: 2 -
Custu:umizla Ribbon -
> Enable fill handle and cell drag-and-drop
Quick Access Teolbar Alert before ovenwriting cells

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#0308: Paste Special — Transpose vs. TRANSPOSE()

= Paste Special — Transpose switches/re—arranges the data in a table from rows and columns to

columns and rows, respectively. However, it doesn’t create “links” to the original cells. Thus, any
change in the original table will not affect the “transposed” table.
= Writing a =TRANSPOSE() formula with Ctrl + Shift + Enter will create links too

@)
©)
@)

Copy the data set to be “transposed”

Paste Special — Transpose

<Delete> cell values but keep the cell selection intact (this is to avoid counting the original
cells and carefully select a fresh range in line with that)

Directly type =TRANSPOSE( and then, choose the original range of data, say A1:B5

Close the parentheses “)” and press Ctrl + Shift + Enter together to enter the formula as an
“array” formula

#0401 — 0402: Absolute & Relative referencing using $ (Locking the cell/range)

= After selecting a cell or a range of cells, keep pressing the function key <F4> to toggle between the four
combinations of cell referencing (as indicated):

—A1 =SAS1 =AS1 =5A1
- Row Fixed&Col Fixed Row Fixed Col Fixed
A1l becomes B1 if copied SAS1 remains SAS1 if AS1 becomes BS1 if SA1 remains SA1 if
sideways (right) copied sideways copied sideways (right) copied sideways
A1l becomes A2 if copied SAS1 remains SAS1 if AS1 remains AS1 if SA1 becomes SA2 if
downwards copied downwards copied downwards copied downwards

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 14
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#0501 — 0506: Go To — Special (Ctrl + G or F5)

Go To

v

© Yoda Le

II Cancel ]

2l

Fning Solutions

/
/ Go to:
/
/
/
/
/
/
/
V4 Reference:
7 I
V4 s
b = [
/ e
/7 = et /

Go To Special

< |

‘ Select

() Comments
(O Constants

------------------------

...................

Numbers
Text
Logicals
Errors
(O Blanks
(O Current region
(O Current array
O Objects

;

© Yoda Learning Solutions

(O Row differences
(O Column differences
(O Precedents
(O Dependents
(@ Direct only
() All levels
(O Last cell
E) Visible cells only
(O Conditional formats
() Data validation
@ All
() Same

OK

[ Cancel

= Often used with Ctrl+Enter: With multiple cells selected (can be non-contiguous), this shortcut will enter the same data

/ formula logic in all cells in the selection at once.

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#0601: Vertical Sort - 1-level & 2-level

8| Add Level || X Delete Level || [ Copy Level Options... [C] My data has headers

Column Sort On Order

Sortby | ]| [Values v| [Atoz [v]

Values

ell Color,
Font Color
Cell leon

Sort on
Values, Cell Color etc.

NS e L : P
& TUUd LEATTTTTE SUTULIUTTS

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 16
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#0602: Custom Sorting

= “Order” > “Custom”: allows to prepare own custom sequence in which the data can be sorted. E.g. Partner, Director,
Sr Manager, Manager, Analyst OR North, East, West, South

l 4] Add Level H /< Delete Level H Ejz Copy Level ” Allw [] My data has headers

Column Sort On Order

Sort by I | ||Va|ues AtoZ E

AtoZ

* custom ists -

Custom lists: List entries:
= =

MEW LIST ~ | Morth Add
sSun, Mon, Tue, Wed, Thu, Fri, ! East

sunday, Monday, Tuesday, We West
Jan, Feb, Mar, Apr, May, Jun, i South
January, February, March, Apri

Director, 5r Manager, Managel

Delete

L

Press Enter to separate list entries.

Add your own
custom list entries.

© Yoda Learning Solutid Cancel

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 17
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#0603: Sort Trick - add alternate blank rows in-between existing rows

A | B | C . D | E F G | H
1 | Zone Amt.$ DUMMY SN Zone Amt.$ DUMMY SN
2 | North 1,612 1 North 1,612 1
3 North 285 2 1
4 MNorth 611 3 North 285 2
5 | East 501 4 2
6 | East 241 5 Morth 611 3
7 | West 5B6 . 6 3
8 | West 1,213 7 East 501 a
9 | West 374 8 4
10 | South 9,321 9 East 241 5
11/ south 324 10 5
12 | South 2,775 11 West 586 ]
13 | South 1,954 - 12 6
14| ~ 1 West 1,213 7
15 2 7
16 3 West 374 3
17 | 4 8
18 | 5 South 9,321 9
19| | 6 9
20 7 South 324 10
21 8 10
22 9 South 2,775 11
23 10 11
24_ © Yoda Learning Soluti¢ns 11 South 1,954 12
25 - 12 12

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#0604: Horizontal Sorting (Left to Right)

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
= (&) Connectiond 42T Y W% Clear e — E a — F
E% I:'?@ EE] DE) Q ||=|j% (=] Properties zé ST == L 3
From From From From Other Existing Refresh o Z]| Sort Filter _ : fextto  Flash  Remove Data Co
Mccess Web Text Sources~  Connections  All- |:3> Edit Links T?. Advanced | blumns  Fill Duplicates Validation
Get External Data Connections Sort & Filter Data Tools
D3 - £ | a
A B c | b E F G H
1
Sort v ?
2
3— | 4| Add Level | X Delete Level || ER Copy Level || AW [[] My data has headers
. Column Sort On Order
4 Sort by | EI |Values |
N v
5 :
= Sort Option
6
7 o Orientation Enables
8 @ Sort top to bottom “Horizontal” Sorting
! B . Sort |eft to right
9 © Yoda Learning Solutions OSoletons
| OK | | Cancel |
10
11

=  “Options” > “Horizontal Sort > Left to Right”: is used to re-arrange the columns — all at once, without using “Cut” &

“Insert Cut Cells” for each instance

= Using synthetic “DUMMY Serial No.” column helps (1) create blank rows in-between and, (2) remember the original

sequence of row items

19
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#0605 — 0606: Filter - Choosing the dataset correctly

= Choosing just the header row/cells before applying Filter will lead the “Filter” to ignore the data rows after the blank

row.
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
=t [=] Connections 4 H Y , Cl
[% [‘?é [% DE) E Ire @Pm];ame: a § Y= Re
From From From From Other Existing Refresh ) Zl Sort Filter
Access Web Text Sources~ Connections  All= o) Edit Links A Vo 2
Get External Data Connections Sort & Filter
A2 M Je || ClientName
© Yoda Learning Solutions B c | b E .
1
2 | Client Name Country | Ci Location Amt.
3 |Titan Industries Ltd. India Kolkata Park Plaza 128,700
4 |The Mysore Paper Mills Ltd India Kolkata Shantiniketan 52,600
5 |Mail SeaNav Pvt. Ltd. India Gurgaon Shantiniketan 82,900
6 |A.). Finance Pvt Lid India Gurgaon Apeejay House 76,200
7 |Bokahola Tea Co Pvt Ltd India Gurgaon Siddha Point 148,100
8
9 |Apeejay Business Centre India Gurgaon Apeejay House 146,500
10 |Universal Shipping & trading Co. India Gurgaon Stephens House 195,800
11 |Sancheti group India Kolkata Shantiniketan 140,900
12 |Dension Hydraulics India Ltd. India Mumbai Shantiniketan 127,100
13 |[Network Ltd. India Gurgaon Shantiniketan 99,000
HOME  INSERT  PAGELAYOUT  FORMULAS | DATA | REVEW  VIEW

= = (2] Connections Y Cli
r@ [% [E] D¢' B ”:s [&=] Properties o Y Yz Re
From From From From Other Existing Refresh =~ . Zl Sort Filter
Access Web Text Sources~ Connections  Allv e Edit Links G Vo Ac
Get External Data Connections Sort & Filter
A2 > 3 fe || Client Name
© Yoda Learning Solutions
A B C D E F
1
2 | Client Name y | City | ) | Amt$
3 [Titan Industries Ltd. Kolkata Park Plaza 128,700
4 [The Mysore Paper Mills Ltd India Kolkata Shantiniketan 52,600
5 [Mail SeaNav Pvt. Ltd. India Gurgaon Shantiniketan 82,900
6 BA.J. Finance Pvt Ltd India Gurgaon Apeejay House 76,200
7 JBokaholaTea Co Pvt Ltd India Gurgaon Siddha Point 148,100
8
9 [Apeejay Business Centre India Gurgaon Apeejay House 146,500
10 fUniversal Shipping & trading Co. India Gurgaon Stephens House 195,800
11 §Sancheti group India Kolkata Shantiniketan 140,900
12 fDension Hydraulics India Ltd. India Mumbai Shantiniketan 127,100
13 [Network Ltd. India Gurgaon Shantiniketan 99,000

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#0607: Filter analysis w. shortcuts

1. | Alt, AT Apply/Deactivate Filter on selected data set

2. | Alt + down-arrow | To open up the Filter drop-down options from the header row

3. | Spacebar To check ON/OFF square checkbox

4 Home To quickly reach to the beginning of the options in list of square checkboxes

’ Used to “Select All”, which is placed at the beginning of the list.

To quickly reach to the end of the options in list of square checkboxes. Used to

5. | End navigate to the “(Blank)” or “#N/A” option, which are placed at the bottom of the
list.

6. | Alt= E.g. To generate a =SUBTOTAL(9,5CS$2:5C$200) formula for AutoSum

#0608 - 0609: Using =SUBTOTAL() for calculations w. Filtered list.

=SUBTOTAL(

SUBTOTALfunction_num, refl, ...)

© Yoda Learning Solutions

[£3] 1 - AVERAGE
[£3 2 - counT
[&3] 3 - CoUNTA
[E3] 4 - s
[&3] 5 - naIm

& - PRODUCT
[&3] 7 - STDEV.S
[£3] & - STDEW.P
10 - VARS

11 - VAR
101 - AVERAGE

[

L

In filtered lists, SUBTOTAL() always ignores
values in hidden rows, regardless of
function_num. E.g. 1 for AVERAGE, 9 for SUM,
109 for SUM again

In tables with Filter applied, SUBOTAL() with
109 i.e. SUM will ignore values in the manually
hidden rows whereas SUBOTAL() with 9 will
not

Shortcut for SUBTOTAL() formula for autosum
in filtered lists is ALT =

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#0610: Filter - Applying 2 or more Filters simultaneously on the same sheet

=  Creating two (or more) distinct Filtered list on the same sheet is not possible through “Data” tab > “Filter”. Instead, use
“Insert” tab > “Table” (or Ctrl + T)

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEV|
__ - o . - .=
2B EEES 8 i
PivotTable Recommended Table  Pictures Online Apps for | Recommended ’
PivotTables Pictures @ Screenshot=  gfice - Charts B~ L~
Tables Mustrations Apps Charts
A4 | i || TeblefcuD '+ Mills Ltd
Create a table to organize and
[ | analyze related data. C | D E
1 N Tables make it easy to sort, filter,
2 _ and format data within a sheet.
3 |Titan Industries | @ Tell me more 128,700
4 The Mysore Paper Mills Ltd Shantiniketan 52,600
5 Mail SeaNav Pvt. Ltd. Shantiniketan 82,900
6 |A.J. Finance Pvt Ltd Apeejay House 76,200
7 |Bokahola Tea Co Pvt Ltd Siddha Point 148,100 |
8 [z
9
[} Client Name | Location | Amt.$
11 |Apeejay Business Centre Apeejay House 146,500
12 |Universal Shipping & trading Co. Stephens House 195,800
13 |Sancheti group Shantiniketan 140,900
14 |Dension Hydraulics India Ltd. Shantiniketan 127,100
15 |Network Ltd. Shantiniketan 99,000
1? © Yoda Learning Solutions
A A ' B C D | E
1 |
Pl Client Name B Location B Ant8
3 |Titan Industries Ltd. Park Plaza 128,700
4 |The Mysore Paper Mills Ltd Shantiniketan 52,600
5 |Mail SeaNav Pvt. Ltd. Shantiniketan 82,900
6 |A.. Finance Pvt Ltd Apeejay House 76,200
7 Bokahola Tea Co Pvt Ltd Siddha Point 148,100
8 |
9 |
10
11 Apeejay Business Centre Apeejay House 146,500
12 |Universal Shipping & trading Co. Stephens House 195,800
13 |Sancheti group Shantiniketan 140,900
14 |Dension Hydraulics India Ltd. Shantiniketan 127,100
15 Network Ltd. Shantiniketan 99,000,
15 ! © Yoda Learning Solutions

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#0611: Filter - Color Filter & Text Filter

Al SortAtoZ

5l SortZto A
Sort by Color ,
Y. Clear Filter From "Location”
mmmmmllp-  Filter by Color
|
- TextFilters ,
|Search P|
-[¥] (Select Al
L[] (Blanks)

Cancel

Equals...

Does Not Equal...
Begins With...

Ends With...
Contains...

Does Not Contain...

Custom Filter...

© Yoda Learning Solutions

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#0612 - 0614: Advanced Filter

=  “Advanced Filter” can simultaneously pick up differential criteria unlike “Filter”. E.g. List of clients from “Park Plaza”
with amount “>70,000” AND from “Shantiniketan” with amount “>50,000” has to be extracted in one go.

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER

City S Amt. $ ‘Fi [=] Connections Al [ZIA] A\ 4 ';—' Clear |
4 Kolkata Park Plaza 128,700 ' :=] Properties i bl Y- Re*apl‘/
Frd Kolkata | Shantiniketan 52,600 | | Refresh i Rl Sot || FiSpe o T
Acq Gurgaon | Shantiniketan 82,900 All las EAILLINKS » Advanced J| C
Gurgaon | Apeejay House 76,200 Connections Sort & Filter
~| Gurgaon | Siddha Point 148,100
BZ Mumbai | Shantiniketan 83,400
Gurgaon Apeejay House 146,500 ‘,... Advanced Filter
Gurgaon | Stephens House 195,800 A
Kolkata Shantiniketan 140,900 B., Action
Mumbai Shantiniketan 127,100 ..'., 8. O Ellter the Iist, in-place
Gurgaon Shantiniketan 99,000 ..@C to'another location
Gurgaon Shantiniketan 167,700 pr.,.
Mumbai | Apeejay House 113,400 List range: | E'.iz
Kolkata[ Apeejay House 186,500 it eria e {W
f-‘ -.-_.--

A L.ss} 7" Copy to: Z
Location Amt. $ = I ]
park Plaza >70000 [ unique records only
Shantiniketan >50000 | | Cancel |

© Yoda Learning SorFions

“Destination”

Select start cell

Criteria Records selected...

P Start with the character- P
Park Start with the word- Park
="=p" Only contain the character- P
'=p Only contain the character- P

="=Park" | Only contain the text- Park
'=Park Only contain the text- Park
Contain text that begins with S, has one character, and then the letter N (may be more than 3 characters

=II=S?NII

long)
1=§2N Contain text that begins with S, has one character, and then the letter N (may be more than 3 characters
long)
="=S*N" | Contain text that begins with S, has one or more other characters, and then the letter N
'=S*N Contain text that begins with S, has one or more other characters, and then the letter N
= Contain a blank
<> Contain a non-blank entry
<S>A* Contain any text except text that begins with A
<S*A Contain any text except text that ends with A
'=??? Contain exactly 3 characters
<>PN? Does not contain exactly 4 characters

NOTE: Text filters are not Case Sensitive

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 24
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#0701 - 0702: Every valid date (i.e. date that can be understood by Excel) is a number

= 2-Jan-1900 is 2 days away from 31-Dec-1899 and hence, read by Excel as 2.0
=  Use =ISNUMBER() to detect validity of Dates entered i.e. whether the displayed date is a number
=  Use “Format Cells” or Ctrl + 1 to change the “skin” or the display value of the date
o Use “Comma Style” or “General” to display the number
o  Ctrl + Shift + 3 will convert a correct date’s display value to dd-mmm-yy format or 22-Jul-2015.
=  Microsoft OS: Control Panel > Region & Language > Settings — to change the format of the date input accepted by Excel

Every valid Date is a Number - being the number of days as counted
from 31-Dec-1899 [system defined cut-off date]

| 40908

2 |

( |

I 1
1
) [2-Jan-1900)] ——
(cut-off)
~ISNUMBER(D13)|
ISNUMBER(value)

© Yoda Learning Solutions
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#0703: Extracting date information through formulas - DAY(), MONTH(), YEAR(), DATE()

A B C ] E F © Yoda Learing Solutions
1
2 =DAY() =MONTH() =YEAR() =DATE()
3 3-Jun-11 3 B 2011 3-lun-11
4
5 =DAY(A3) =MONTH(A3) =YEAR(A3) =DATE(E3,D3,C3)

=YEAR( =MONTH( =DAY(
|"|"EJ:1RI:serial_number:l | | MOMNTH(serial_number) | | DAY (serial_number) |
=DATE(
| DATE(year, month, day) |
Compiles the three components — Year, Month, Day in a date value

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 26
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#0704: Extracting date information

=  Converts the date into Custom format. E.g. “mmmm-yyyy” will display June-2011
= |mportant: Resultant answer value is not a date value but a text value. Used for display purposes and not for subsequent
formula computations.

A B C D E
1 © Yoda Learning Solutiong
2 =TEXT()
3| 3-un-11 Friday =TEXT(A3,"dddd")
4 | 3-un-11 Fri =TEXT(A3,"ddd")
5| 3-Jun-11l 03 =TEXT(A3,"dd")
6
7 ‘ =TEXT()
8 |  3-Jun-11 June =TEXT(A8,"mmmm")
9 | 3-un-11 Jun =TEXT(A9,"mmm")
10| 3-Jun-11 06 =TEXT(A10,"mm")
11
12
13 =TEXT()
14| 3-Jun-11 2011 =TEXT(A14,"yyyy")
15 | 3-Jun-11 2011 =TEXT(A15,"yyy")
16 | 3-Jun-11 11 =TEXT(A16,"yy")
|

#0705: Date Formulas - WEEKDAY(), WORKDAY(), NETWORKDAYS()

= Returns a value from 1 to 7, representing day of the week

=  E.g. 1=Sunday, 2=Monday, 7= Saturday

=W E E KDAY( = Used with IF() to write day based |logical formula. E.g.
WEEKDAY (serial_number, [return_type]) =/F(WEEKDA Y(A1)=1, ”HOII'dGV”, ”Office DGV”)

=  Scheduled public holidays can also be excluded

=  Returns the date before or after a specified number of weekdays (weekends
excluded). It excludes start date in computing final answer.
:WO RKDAY( = E.g.If Cell Alis 30-Dec-2011, then =WORKDAY(A7,5)-1 will return 5-Jan-2012.
1-Jan-2012 is a Sunday and hence, excluded.
= Scheduled public holidays can also be excluded
= Used to calculate deadline/due date calculations

WORKDAY (start_date, days, [holidays])

=  Returns the number of weekdays (weekends excluded) between two dates.

:N ETWORKDAYS(‘ = |tincludes start date in computing final answer.

= Scheduled public holidays can also be excluded
= Used to calculate no. of business days between two dates

NETWORKDAYS(start_date, end_date, [holidays])

=  WORKDAY.INTL() and NETWORKDAY.INTL() have been introduced from v. 2010 onwards. They incorporate the logic
that multiple country may have different weekends. Refer Lecture #0706-#0707.

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 27
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#0706: WORKDAY.INTL() for deadline/due date calculations w. custom weekends/holidays

=WORKDAY.INTL(

WORKDAY.INTL(start_date, days, [weekend], [holidays])

Saturday and Sunday are weekend days

(@) 1 - Saturday, Sunday |
(&3] 2 - sunday, Monday

(&3] 3 - Monday, Tuesday
(314 - Tuesday, Wednesday
(€3] 5 - Wednesday, Thursday
[€3] 6 - Thursday, Friday

(&3] 7 - Friday, Saturday
311 - Sunday only

[£3]12 - Monday only

(&3] 13 - Tuesday only

(3] 14 - Wednesday only

(3] 15 - Thursday only

[ 16 - Friday only

[€3] 17 - saturday only

Returns the date before or after a specified number of weekdays
(weekends excluded). It excludes start date in computing final
answer

Scheduled public holidays can also be excluded

Used to calculate deadline/due date calculations and in Project
Management

How is it different from =WORKDAY()
Allows the user to specify which days are counted as weekends.
E.g. 7 = Fri/Sat are weekends as followed by Saudi Arabia

#0706: NETWORKDAYS.INTL() for no. of business days calculations w. custom weekends/holidays

=NETWORKDAYS.INTL(

METWORKDAYS.INTL(start_date, end_date, [weekend], [holidays])

Saturday and Sunday are weekend days

(312 - Sunday, Monday

(3] 3 - Monday, Tuesday
(€3] 4 - Tuesday, Wednesday
(3] 5 - Wednesday, Thursday
(3] 6 - Thursday, Friday

(€3] 7 - Friday, Saturday

€3 11 - Sunday only

€3] 12 - Monday only

(€313 - Tuesday only

(3] 14 - Wednesday only
(€3] 15 - Thursday only

[ 16 - Friday only

[€3] 17 - saturday only

Returns the number of weekdays (weekends excluded) between two
dates.

It includes start date in computing final answer

Scheduled public holidays can also be excluded

Used to calculate no. of business days between two dates and in
Project Management

How is it different from =NETWORKDAYS()
Allows the user to specify which days are counted as weekends
E.g. 7 = Fri/Sat are weekends as followed by Saudi Arabia

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 28
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#0708: Date Formulas - TODAY() and NOW() w. Shortcut

=TODAY()

TODAY()

Returns the current date as per PC’s system clock
Updates every time the file is opened (dynamic)
Ctrl +; and press Enter - for inserting current date (static)

=NOW/()

MNOW()

Returns the current date and time as per PC’s system clock
Updates every time the file is opened (dynamic)
Ctrl + Shift + ; and press Enter - for inserting current time (static)

#0709: Date Formulas - EOMONTH() for Financial Modeling, Budgets, Due Dates

=EOMONTH(

EOMOMNTH(start_date, months)

Returns the last day of the month before or after a specified number of
months.

Used for due dates computations such as 5™ of next month, end of current
month
Used for creating timelines in Budget & Forecast models — MoM, QoQ, YoY

#0710 Date Formulas - EDATE() for Financial Modeling, Budgets, Due Dates

=EDATE(

EDATE (start_date, months)

Returns the date that represents the indicated number of months before or
after the start date. E.g. 60 days vs. 2 months

Used for computing 3 months’ notice period end date, retirement age,
probation period, contract deadline, EMI installment due date

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 29
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#0801 — 0802: Data Validation - Drop Down List & Range naming

FILE HOME INSERT PAGE LAYOUT FORMULAS | DATA I REVIEW VIEW DEVELOPER

=b [2] Connection  » " Y T Clear y EE‘CI E 5 =7 E qu
®lely & B 2L [ g 5 B[] 8- B

— o Properties Lo Beanol . ) :
From From From From Other Existing Refresh o £] sort Filter - Textto Fash Remove | Data [Consolidate What-If Re
Access Web Tedt Sourcesw  Comnections | Allx b Edit Links I Advanced  Columns Fill Duplicates|Validation =] _ Anglysis~

Get External Data Connections Sort & Filter g&' Data Validation...
F6 -| : | P | B Circle Invalid Data
. LE\:} Clear Validation Circles

© Yoda pearning SolBtions C D E | F | G H I J K

Settings |I-hpul-hlﬂ!ugvl—-rrarAlert l Settings | Input Message I Error Alert |

Validation criteria Validation criteria

Allow: Allow:

Any value [¥] 1gnore blank [ Ignore blank
Any value : In-cell dropdown
Whole number

Decimal ' | |

Date

Time

Text length
Custom

[ Apply these changes to all other cells with the same settings [ Apply these changes to all other cells with the same settings
© Yoda learning Solution © Yoda Learning Solutions

OK H Cancel | oK H Cancel

Source:

|Accepted,F{ejected e =  Hard-coded values separated by comma

Source:

=  Cell range containing input values

|=sas1:5A55] 8 ning Input valu

T = Named cell range from same/different worksheet. Refer
|=IistnamE| cell/range Naming via-name Box. The prefix = (equal sign) is

important here.

Note: (1) =INDIRECT() w. named ranges and (2) =OFFSET() can also be used to create dynamic ranges.
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B HS & & &

HOME  INSERT  PAGI
T &

Normal Page Break Page Custom | [ ],
Preview Layout Views

Workbook Views

Al *B: | x v A

Name Box
A

= Name Box — Select cell(s), Write Name, press <Enter>
= NB:<F3>to activate Names List Box

ol

NAME MANAGER: Cell(s) / Range Naming — Editing / Deleting “names” / “referred range”
CREATE FROM SELECTION: for bulk naming

For bulk-naming

DATA REVIEW VIEW DEVELOPER

FORMULAS

= Trace Precedents (%] Show For
“ZE Trace Dependents 1 Error Che
Create from Selection | 1% Remove Arrows = (%) Evaluate

Formula Auditing

st Date & Lookup & Math 8  More
Time~ Reference~ Trig~ Functions =

="M 02'15H331:515... Workbook

{1,71771,717717,1.., =M 0205C529:50..,.  Workbook

r ]
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#0803: Data Validation - Numbers w. Error Alert and Input Message

1 Input Message

To display a message when a cell is selected

2 Error Alert

To display an alert if invalid data is entered in a cell

Sample Output

g 8/ “Input Message”
1 [3233 |~
: I/ Mobile Number :
3 || Please enter your 10-
digit Mobile I
4 | I
I Number,
5 l |
6 e y———— “Error Alert”
7
8 L i 5 2 2 B B | L B B 2 2 2 R _ B B
0 : i
9 |y Invalid Number
0] I
1|1l €% -
[ | Please ensure that you entered 10 digits. |
12 | A 4 I
l :
13 I | Retry [ Cancel { Help l |
4] i
[ & B B &N &N _§N _§ B N § §N §B § | ----‘
15 SVYoda Learning Solutions

Procedure to activate “Input Message” & “Error Alert”

Data Validation > IEN|

— | B NN —— -----—z ‘
Settings 1 Input Message -ll
o T ol
Show error alert after invalid data is ent
When user enters invalid data, show this error alert:
Style: Title:
’ Stop v ] \ Invalid Input
Error message:
Please enter the score 0-100
]
A 4
© Yoda Learning Solutions
Clear All OK Cancel

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#0804: Data Validation - Dates w. Error Alert and Circle Invalid Data

A cell with pre-defined data validation logic will accept only those user inputs as validated by the rule. E.g. values as per
drop-down list.

However, one can mistakenly supersede these rule by copying an invalid data from a different cell and use Paste Special
(Value) on top of the cell with data validation. This procedure allows the cell with data validation to accept the invalid
data. So in order to highlight the cells with invalid values, we use “Circle Invalid Data”

HOME INSERT PAGE LAYOUT FORMULAS DATA —REHEHEA’—*UELOPER

- —_—
E'- r @ Connections A Z1A "?Px Clear LT F Flash Fill E‘D Consolidate
: ~ 2l E= :
) s Properties V= Reapply BB Remove Duplica B2 What-If Analysi
Get External| Refresh Z| Sort | Filter Textto | =
Data~ All= o Edit Links A Vo Advanced | columns =& Data Validation &5 Relationships
Connections Sort & Filter Data Validation...

—_——

Circle Invalid Data

Score should be 0-100

20l (G BN

Clear Validation Circles

Score

E 1 Ei i:) Circled input data is “invalid”
Please enter
t[:e scnret 76
87

© Yoda Learning Solutions

» U A WY —
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#0805: Data Validation — Whole number, Text Length, Date (MM/DD/YYYY)

Settings | Input Message | Error Alert

Validation criteria
Allows:
Any value Ignore blank

Any value
Whale number
Decimal

Text length
Custom

[ ] Apply these changes to all other cells with the same settings

© Yoda Learning Solutions

Clear All OK

Cancel

#0806: Data Validation - Custom w. formula logic

The CUSTOM logic should be famed to yield LOGICAL (True/False) result.

Settings | Input Message | Error Alert

Validation criteria

Allow:

Custom v I Ignore blank
Data:

between W
Formula: 1

r=LEN[A1]=3[ @

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#0901-0902: Grouping/UnGrouping Columns and Rows

FORMULAS DATA REVIEW VIEW DEVELOPER
(2] Connections W Clear ¥ [ Flash Fill B-0 Consolidate =2rE €rE
: JRERI S el o
. b A § ~ . o LEd LE
Properties - s lﬁ-ﬂ—m
Al Sort ‘ Filter Text to = Group Ungroup
[ Edit Links a Yo Advanced Columns %Data Validation ~ B Relationships 5 S
© Yoda Learn|ng Solutions ! .
pnnections Sort & Filter Data Tools Outline
Group (Shift+Alt+Right)
2
“|2|A 2
*13|B 5
- 14|C 7
S |A+B+C 14
1
5| A+B+C 14
#0903: Grouping Trick: Changing placement of Grouping Button
H+o Consolidate ') (' =
Duplicates E% What-If Analysis ~ s Lo B =
= Group Ungroup Subtotal
Hation ~ 3 Relationships . -
Data Tools il @
Yoda Learning Solutions
L [ M N o [ P [ Q
Direction
Summary rows below detail
Summary columns to right of detail
| Create | | Apply Styles | | OK | | Cancel
© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 35
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#0904: Cell Gridlines: Turning On/Off

PAGE LAYOUT FORMULAS DATA REVIEW VIEW DE
Ruler Formula Bar Q [E) jﬁ\ ) 1 E
- 0] Q\ .
N [ Gridlines e ; 2 ew Arre
; ’ Selection | Window A
Zoom

Sr\nqw
\

View Gridlines®,

\
1
L)
1
1

Show the lines between rows and
columns in the sheet to make the
sheet easier to read.

© Yoda Learning Solutions

#0905: Hide/Unhide Rows and Columns

A A | B C D F F
1 % Cut
2 E® Copy
. 3 Am Paste Options:
4 o

5 A
' 6 Paste Special...
| 7 Insert
| 8 Delete
' ° Clear Content
| 10 ear Contents
11 Format Cells...
_ 12 Column Width...
13 Hide

14
| Unhide
| 15 © Yoda Learning Solutlions [

LW

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#0906: Freeze Panes (incl. both row & column simultaneously)

HOME INSERT PAGE LAYOUT FORMULAS DATA ELOPER
“:[J v/ Ruler Formula Bar Q [E) ;;} ESPIR |'_°DiView SidebySde EE E
N e i 5 100?2 5 : < 7 5 I Hide [B)] Synchronous Scrolling sl
ormal Page Break Page Custom Gridli 7] Headi oom oom to ew Arra reeze A 2 ) . witcl a
| Preview Layout Views LLiSiicmetg Heodinos Selection | Window  All [{Panes | Unhide | BT Reset Window Position | windows - 1
Workbook Views Show Zoom TrecIeTancs | Ma
E Keep rows and columns visible while the rest of
B4 v ’ X v J< =B5 the worksheet scrolls (based on current selection).
i E ‘ = Freeze Top Row
4 A B € D E i Keep the top row visible while scrolling through
_; ) ' the rest of the worksheet. ]
— -~ Freeze First Column
2 ;g! Keep the first column visible while scrolling
=l : 5 S through the rest of the worksheet.
i Supplier berl_SupﬁheaNimn. P Transaction Amt. $ -
4 |612156 l ABC .li5667 1,259.00
5* 612156 B e e o s e 5567 3,200.00
64 612156 ABC 65667 1,369.00
7 (612156 ABC 65667 4,535.00
8_ 612156 ABC 65667 10,363.00
9_ 612158 JDK 88767 1,711.00
10 |612158 IDK 88767 1.568.00 © Yoda Learning Solutions

Choose the cell the row above which and the column before which needs to be “frozen”. In this case, Column A and Rows
1-3 will be frozen.
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#1001 - 1003: Pivot Tables — Pre requisites, How to Create

Pre-requisites:

Blank/Empty “header” cells not allowed
“Merged” cells not allowed

A B @ C

1 ca

2 Region IMarket

3 nited States Southeast
4 nited States Southeast
5 Southeast
6 Southeast
7 Southeast
& |North America United States Southeast
9 |North America United States Southeast
10 |North America United States Southeast
11 |North America United States Southeast
12 |North America United States  Southeast
13 |North America United States Southeast
14 |North America United States Southeast

b @

§ S}

« >
rusted Catalog Stgae Bikes
Trusted Catalg e Bikes
Bikes

Blank “Header” cells Clothir

Bikes
Trusted Catalog Store Bikes
Trusted Catalog Store Bikes
Trusted Catalog Store Bikes
Trusted Catalog Store Bikes
Sports Sales and Rental Bikes
Sports Sales and Rental Bikes

Sports Sales and Rental © Yoda Learning SolCemps

Creating a Pivot Table
Choose the data table. INSERT > PIVOT TABLE

Iy

PivotTable Pictures Online

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

> Sh

Pictures @+ Screenshot Office Charts R v
Ilustrations Apps Charts

SubRegion quet

DEVELOPER

L 12 o r "

Apps for | Recommended o PivotChar

North A
North A

Create PivotTable ?

(®) Select a table or range

North A
North A j i
NBr!hA Choose onnection

Connection name:

(O Use an external data source

1
2
3
4
5 |North A
6
7/
8
9

North A

(®) New Worksheet

North A Choose the data that you want to analyze

Table/Range: | ‘Sales Data'lSAS1:SM560920] 5

Choose where you want the PivotTable report to be placed
10 |North A : i #

11 [NorthA}| =~
() Existing Worksheet

12 INorth A : ==

s Location: %
i3 NOﬂhA Ch heth: t t I Itiple tabl -
18 o 77 e

|

15 |North A
16 NOl"thA Cancel
17 |North A

18 [North America United States  Southeast

10 INArth Avnarvicn (Canada Canada

DAaniiinita Dark Coinnl = =
©'90da Learning Solutions
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Changing an essential Setting:

L B I=O0-A-H-9
2 i :

3 ——

e — E® Copy -
5 PivotTablel E Format Cells... '_
6 1 Tobuild a report, cho [B Refresh —
T} fields from the PivotT - - -
8 Field List PivotTable Options... I
9 [B] HideField List I
1

n

12

13

14

15

16

17|

18

19

El S —— |

£l © Yoda Learning Solutions

PivotTable Options

PivatTable Name: | PivotTable |

| Layout & Format | Totals & Fiters | Dispiay’ | printing | Data | AltText |

Display i
Show expand/collapse buttons |
1

Show contextual tooltips ™™= 1
I:l Show properties in tooltips 1

|
Display field captions and filtjr drop downs
I [ classic PivotTable layout (enables dragging of fields in the grid]l
] show the Values row

D Show items with no data on rows
[] Show items with no data on columns

Display item labels when no fields are in the values area

Field List

(O sortAtoZ
@ Sort in data source order

Nl

@

! H Gttt
TOUa TCarimrg Sotutrons

OK | [ Cancel

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#1004: Pivot Tables — Exploring Pivot Table grid (Fields)

3

- Sheetl - Salesbav @

gcl

[ Defer Layout Update

Y FILTERS
A k C D E F G H . )
1 ’ Drop Report Filter Fields Here | ‘ PivotTable Fields v X
2 . )
3 Drop Column Fields Here ﬁ- Il COLUMNS fields to add to report: | & -
I | . 1 ) |R= =1
L I ! Region -]
= ROWS -g | SubRegion
(i Ee] ] Market
7 ;U ] Customer
g8 2 || Business Segment
9 =< - ] Category
o/ m |Drop Value Fields Here ] Model
11 D .| Color
12 a ,‘ ] SalesDate Ed
1| @ 1
Drag fields between areas below:
14
% 3 VALUES (e e
B = T FILTERS Il COLUMNS |
16| @ | I
17 I I
18 |
[
e 1= rows T VALUES |
20 I |
21 | I
22 =1

UPDATE

©Q Yodal earning Solutions
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#1005: Pivot Tables — Value Field Settings for Sum, Average

A B C D E F G

Drop Report Filter Fields Here R S

1

2

3 |Sum of Sales Amount |Years \L|
4

SalesDate |~ [2002 2003 2004 Grand Total
5 |Jan 713,230 1,318,597 1,670,606 3,702,433
6 |Feb 1,682,318 2,166,151 2,580,937 6,429,407
7 Mar 1P67317 N 41 704 731 i T T T . N ol KT » 3 I“J
8 |Apr 872,56 Value Field Settings 2N
9 |May 2,280,1€ Source Name: 3312 inﬂﬂnl - 1
10 [Jun 1,102,02 o Naé: |m |
11 [Jul 2,446,75
12 |Aug 3,615,92 | | Summarize Values By [ Show Values As |
13 |Sep 2,826,44 Summariz® value field by
14 |Oct 1,872,40 Choose th "!?ﬂ'!'d?'l"alcmat]on that you want to use to summarize
15 |Nov 2,933,78 | | data from the selectyd field
16 |Dec 2,303,423
17 |Grand Total 24,328,384
18
19
20
21
22 Number Format | oK Cancel
23 4

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#1006-1007: Pivot Tables — Value Field Settings for % calculations

A B c D E F G |~ . ©Yoda Learning Solutions
1 Drop Report Filter Fields Here | | PivotTable Fields
2 _ Value Field Settings ? 3
3 |Sum of Sales Amount |Years IL ﬁ?ﬁ |
4 |SalesDate [~ [2002 2003 2004 Grand Total e e |
5 |Jan / 713,230 | 1,318,597 1,670, 3,702,433 | Sustom Name: | Sum of Sales »\mfnt |
6 |Feb o ’ i 2,166,151 37 ’ ’ | Summarize Values By | Show Values As jfom mm e mm =
7 |Mar 1,673,760 1,784,231 29073 6,328,064 |
s |Apr 872,568 1,829,287 2,168,448 4,870,403 Show values as
9 |May 2,280,165 2,921,701 3,380,604 8,532,470 No Caleulation
Mo Calculation
10 |Jun 1,102,021 1,932,251 1,536,545 4,570,817 TSI
11 |Jul 2,446,798 2,788,963 2,381,202 7,616,962 % of Calumn Total
12 |Aug 3,615,926 4,314,542 1,540,073 9,470,541 % o Row Total
13 [Sep 2,826,440 3,980,290 1,136,989 7,343,719 % of Parent Row Total
14 |Oct 1,872,402 2,469,944 874,178 5,216,523 S——
15 |Nov 2,939,785 3,327,910 2,268,711 8,536,406
16 |Dec 2,303,436 3,683,548 1,760,483 7,747,467 :Iﬂumber Format [ ok ][ cancel .
17 |Grand Total 24,328,849 || 32,517,515 | A
18 [ [
Calculation Meaning
1/4 % of Grand Total
1/2 % of Column Total
1/3 % of Row Total
© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 42
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#1008 — 1009: Pivot Tables — Grouping Dates & Numbers (automatic)

| B c D E %ﬁ Yodal g:\rnina Solutions
1 Drop Report Filter Fields Here s
; o A B
B I = & - - €0 00  of E
P =5-a-z-aav jields Here
5 [1-Jan-02 —A 1 1
6 |2-Jan-02 ER Copy —
7 |2-Jan-02 |[E Format Cels... Grouping
g |4-Jan-02 ré Refresh
9 |5-Jan-02 o ol [¥] starting at: | 1/1/2002 |
10 |6-Jan-02 ) - [ Ending at: | 1/1/2005
11 |7-Jan-02 | Fiter il
12 |8-Jan-02 | v Subtotal "SalesDate" b
_1an. Seconds
139-Jan-02 Expand/Collapse L Minutes
14 |10-Jan-02 = Hours
15 [11-Jan-02 &8 Group.. mﬁ_na 5
16 |12-Jan-02 g Ungroup... Quarters
17 |13-Jan-02 Move v ”
18 |14-Jan-02 =~
X Remove "SalesDate” Number of days: -1 =
19 |15-Jan-02 -
20 |16-Jan-02 Fo Field Settings... oK I \ Cancel |
21 17-Jan-02 PivotTable Options...
22 |18-Jan-02 [[B] Hide Field List ,
23 |19-Jan-02 ' | T T
A | B [e D E F H ] ]
1 Drop Report Filter Fields Here | PivotTable Fields
z Ch fields to add t rh: &
3 IYea]'sEl | COseTIEIdS IO 3 O report
4 'salesDate|~ 2002 2003 2004 | Grandivwi; |  [] Region
5 JJan [ ] SubRegion
6 |Feb [ Market
7 |Mar [[] Customer
8 |Apr [] Business Segment
g {May [[] Category
10{Jun N o N [] Model
11 ul OTOp vale riegs Here [ Color
12 Aug SalesDate
1aloct Drag fields between areas below:
15)Nov T FILTERS ‘IHI COLUMNS
g AT
<l b
17 [Grand Total === 2
18
19 -
= ROWS % VALUES
2 e~
21 D
22 . .
oa © Yoda Learning Solutions
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A | B C D E F H I K
1 | Drop Report Filter Fields Here | 7 TOHe HEATHIE SOTHHeTE
2
3 |Count of Name |Age|~|
5 J 1-100000 65 65 32 166
6 [ 100001-200000 25 34 9 73 ) o -
7_ 200001-300000 I 18 15 15 50 Grouplng
3 | 300001-400000 20 21 11 52 Auto
9 § 400001-500000 € 11 9 5 26 [ starting at: ‘1 ‘
10 || 500001-600000 4 7 2| 15 [Vl Endingat: | 990976 \
11 § 600001-700000 7 4 3 14 iz ‘1 ‘
12 || 700001-800000 4 5 1 10
13 || 800001-300000 4 3 7 ‘ oK | ‘ Zancel |
14 | 900001-1000000 1 1 2 4
15 | Grand Total 159 164 80 14 417
16 |
#1010: Pivot Tables — Grouping Text (manual)
- — y A B c |
| Al2 ] >\_ E@ _(_:0[3)' 1 Drop Report Filter Fields Here |
] 2
A A Eormat Cells... : 3 |Count of Name
1 | Drop Report F| [3 Refresh si%:amupl m
6 17
2 Sort I 112
- 8 13
Filt
3 Count of Name Hiter T Lo
4 | Division v Subtotal "Division" 11| 5PEMD PEMD 32
12 | 5RAD RAD 148
‘/ 5 |AD Expand/Collapse 13 |Grand Total 417
6 |CDFD e Group...
v 7_ ED @8 Ungroup...
A| A B c
v| 8 [HFD Move ;
| Remove "Division" 2
/ 9_ LGAD _ ? - 3~|countaf Name
i@ Field Settings... 4 pRIVAIPN 2 e e i RISHON s kP!
10_ PEMD o P Table Oti 5 g #Groupl o = 18‘
ivotTable Options... 6 1 S =y,
11 |RAD ) ) . 7 |=pemp PEMD 32
/ 1; RDD ' Hide Field List 8  SRAD RAD 148
J | Q—IGrandTotal a7
© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 44
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#1011: Pivot Table - Refresh vs. Refresh All, Change Data Source

H ©- &- [, ¢8- ¢&8- # -~ 1017 - 1018.xlsx - Microsoft Excel PIVOTTABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW Vi ANALYZE DESIGN
’ED! | Active Field: hﬂ ; /U\\] — = Group Selection lnsert Slicer 7 [7 Fields, ltems, & Sets ~
L | . 4 - = . . L |
PivotTable ?:.lm-nf Sales-Amc; D:i]l il - a8 Ungroul.) E‘lr?sert Tlmellm.z Actions fx OLAP Tools ~
- [[§ Field Settings Down Up~ [7] Group Field [ Filter Connections Source - - Update Source
Active Field Group Filter Refresh —
A3 v Je Sum of Sales Amount FE"' Refresh Al
' &P Ref
A . B C D E E E: ~ | Refresh All (Ctrl+Alt+F5)
1| Drop Report Filter Fields Here | 155 =7 Get the latest@atobip refrashimgatiolufions |
5 Co sourcesin the workbook.
3 |Sum of Sales Amount |Years E
4 |SalesDate |~ [2002 2003 2004 Grand Total
5 |Jan 713,230 1,318,597 1,670,606 3,702,433
6 |Feb 1,682,318 2,166,151 2,580,937 6,429,407
7 IhAar 1 A7T2 TAN 1 784 731 27 /TNNT2 A 272 NRA
#1012: Pivot Table - Auto Refresh
l PivotTable Options... 3
PivotTable Options g

PivotTable Name: | PivotTable |

| Layout & Format | Totals & Filters | Display l Printing

PivotTable Data

Save source data with file
Enable show details

I|:] Refresh data when opening the file
Retain items deleted from the data source

Number of items to retain per field:

What-If Analysis

| Enable cell editing in the values area

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#1013: Pivot Table - Pivot Chart Shortcut (F11) and Sparklines

- HOME PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER
. C : £9) Shapes - ’ i - & . M |l|l- |
2 =F 4 | '7 0 A
PivotTable Recommended o= mm-erme-ﬂ- = — . . -'4- bwmm* Line Column Win/
PivotTables Pictures dis Screenshot = gefice - Charts A Loss
Tables llustrations Apps Charts [P .
Sparklines
| A4 v | : | x v f ||
A B F G H |
1 Q1 Q2 |
2 10 50 |
3 10 50 |
10 50 I |
I5 | I |
' | | |
P | 1
|
8 Choose where you want the sparklines to be placed I
o] ‘ ILocation Range: |SE§4 P L ‘
10 ‘ | oK | | Cancel | ‘
11 ‘ — © Yoda Learning SO|L~ItI0nS
|

#1014: Pivot Table - Drill Down option

Double-click on ANY value in the “Value Fields” area where all numbers are displayed to drill-down deeper in the details of
the number clicked upon.

A A

1 |Drop Report Filter Fields Here

2 |

3 |Count of Name

4 |Division ~|Total

5 |AD 41

6 |CDFD 48 -

7 |ED 17

9 |LGAD 13
PEMD 32

11 |RAD 148
RDD 6

13 |Grand Total 417

Sheet2 | Sheet! | 01 Staff details |

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#1015: Pivot Table - Report Filter - Generating 100s of reports in few seconds

H - ¢- [}, &~ s 1017 - 1018.xlsx - Microsoft Excel PIVOTTABLE TOOLS ? @ - O x
HOME INSERT PAGE LAYOUT FORMULAS g mDoiein’ oo il oo v i il R, AMALYZE DESIGM Sign in ;q
. |  ActiveField: \[:/ /H\ o > | [ Insertglicer [53 F'o . 7 " E_:"‘) . 8
o Sum of Ss!:sAm:| i F7 Insertgimeline Lt 2] o _ ) ] .
ivotTable '—— DAl Drll == Group T ) Refresh Change Data Actions Calculations PivotChart Recommended = Show
- |z—o: Field Settings  pouwn Up~ - L[ Filter gonnections - Source - - PivatTables -
Active Field ilter Data Tools ad
PivotTable Mame: 1
- fe | 2230185.0248 | v
PivotTable2 | !
E_hloptiunsm&--c----k--gl E —_ F G H E s . - %
B Options [subregion @an [~ || PivotTable Fields
m sum of Sales Amount [vears [~ Choose fields to add to report: l &+ "
W (Generate GetPivotData salesDate |l 2002 2003 2004 Grand Total . Region
5 Jan 713,230 | 1,318,597 1,670,606 3,702,433 7] SubRegion
5] Feb 1,682,318 2,166,151 2,580,937 6,429,407 [ Market
7 Mar 1,673,760 1,784,231 2,870,073 6,328,064 [ Customer
a Apr 872,568 1,829,387 2,168,448 4,870,403 [] Business Segment
9—| May 2,280,165! 2,921,701 3,380,604 8,582,470 [ Category
10 Jun 1,102,021 1,932,251 1,536,545 4,570,817 || Model
1 Jul 2,446,798 2,788,963 2,381,202 7,615,962 [] Color |
12 Aug 3,615,926 4,314,542 1,540,073 9,470,541 [ SalesDate -
13 Sep 2,826,440 3,980,250 1,136,989 7,943,719
14 oct 1,872,402 2,469,941 874,178 5,216,523 Drag fields between areas below:
15 Nov 2,939,785 3,327,910 2,268,711 8536406 | [y miems o LIl COLUMNS
16 Dec 2,303,426 3,683,548 1,760,483 7,747,467 I |SuhRegi0n = | Yemrs =
17 Grand Total 24,328,849 32,517,515 24,168,848 81,015,212
:g L'_-_-_-_-_-'I .
ROWS X VALUES
g? [ salesDate hd | | Sum of Sales A.. ¥
22
23 =
’ Australia | Canada | France | Germany United Kingdom United States !

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#1016: Pivot Table - Slicer vs. Report Filter

Slicers are easy-to-use filtering components that contain a set of buttons that enable you to quickly filter (single / multiple)
the data in a PivotTable report, without the need to open drop-down lists to find the items that you want to filter.

H ©- ¢&¢- [, g5~ 5~ # = 1017 - 1018 xlsx - Microsoft Excel PIVOTTABLE TOOLS
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER AMALYZE DESIGN
(g Active Field: Jd, “ y, += = Group Selection Insert Slicer — fh- -l_— e el (7 Fields, ltems, &
—_— _ F | ._!_:-- -
. Sum of 5ales Ame| = Ungroup =y Insglit Timeline = L‘ﬂ . fx OLAP Toals
PivotTable Dirill Drll —= | _ _ Refresh Change Data Actions E
- [ Field Settings Down Up [7] Group Field (® Filt" Connections - Source = - &5 Relationships
Active Field Group Filter Data Caloulations
L B B B __§N _§ |
D9 A Je 3380604.105199939 l
A B C D E |

1 |SubRegion (All) [ =]

5 Market

3 |Sum of Sales Amount |Years |~/ [ Australia

4 |SalesDate |; 2002 2003 2004 Grand Total [ Canad

5 |1an 713,230 1,318,597 1,570,606 3,702,433 s

6 |Feb 1,682,318 2,166,151 2,580,937 6,425,407 [ Central

7 |Mar 1,673,760 1,784,231 2,870,073 5,328,064 [ —

g |Apr 872,568 1,829,387 2,168,448 4,870,403

9 [May 2,280,165 2,921,701 | 3,380,604 | 8,582,470 [ Germany

10 |Jun 1,102,021 1,932,251 1,536,545 4,570,817 Northeast

11 | Jul 2,446,798 2,788,963 2,381,202 7,616,962 T

12 |Aug 3,615,926 4,314,542 1,540,073 9,470,541 | Northwe

13 |Sep 2,826,440 3,980,290 1,136,383 7,943,719 l Southeast

14 |Oct 1,872,402 2,465,944 874,178 5,216,523

15 |Nov 2,939,785 3,327,910 2,268,711 8,536,406

16 |Dec 2,303,435 3,683,548 1,760,483 7, 74T A67

17 | Grand Total 24,328,840 32,517,515 24,168,848 81,015,212® Yoda Learning Solutions

an |

NB - For generating a quick Chart based on Pivot Table report: Select entire Pivot Table report, then Press <F11> for
generating default chart

#1017-1019: Pivot Table — Practice Exercises

Refer practice workbooks
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Overview of Lookup formulas

OFFSET w. MATCH
Range Naming VLOOKUP w.

MATCH & INDIRECT

VLOOKUP w. MATCH

INDEX w. MATCH

©Yoda Learning Solutions
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#1101: VLOOKUP() for Starters

=VLOOKUP(

VLOOKUP(lookup_value, ta-ble_array, col_index_num, [range_lookup])

[-‘1] g

The column sequence no.
from which final answer

needs to be fetched.
MATCH() can be used.

© Yoda Lelrning Solutions

Emp ID
9821181333 |d——
[1] [2] I [3]

Emp ID Name Gender Age
9780960142 Price, Susan F 25
9831012345 Swann, Trina F 57
9821181333 Hobbs, Patsy M 21
9830021207 McCook, Sherri E. M 22

= Apply <F4> on table_array to lock the positicn. E.g.

$CS12:5F516

» fookup_value should exist in the FIRST COLUMN (or the
left most column} of the table_array

©Yoda Learning Solutions

FALSE (0): Exact match
Data need not be sorted

TRUE (1 or omitted):

1. SLABS /RANGE (1%t column)
2. >=or at least or onwards

3. Ascending Order

=  "lookup_value" should be in the same format as the one stored in the first column of the selected "table_array"
= Detection techniques: ISNUMBER(), ISTEXT(), LEN()
= Correction techniques for nos. stored as text — VALUE(), Text-to-Columns (Step 3/3) - General
= Right-Click > Format Cells is NA unless <F2 and Enter> on individual cells

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 50
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#1102 VLOOKUP w. TRUE vs. FALSE & applications of TRUE

3 conditions (as applicable for Dates & Number):

= SLABS
L ] >=

= Ascending Order

Better substitute for complex Nested IFs in significant number of cases. Examples:

>= © Yoda Learning Solutions
GRADING 0 Fail 100 Distinction
40 Pass A0 Pass
a0 Distinction B9 Pass
=
BENT 0 20,000 1 2 3 4 5 ] 7
2 24,000 20,000 24,000 24,000 24,000 30,000 30,000 30,000
5 30,000
B I:-I
DEBTORS® AGEING 0 0-30 122 91-180
31 31-60 15 0-30
Bl 61-90 76 61-00
a1 91-180 190 =180
181 =180 54 31-60
=
Quarter 0 Before 2014-15 15-8ep-14 |02 2014-15
1-Apr-14 01 2014-15 3-lun-14 (01 2014-15
1-lul-14 02 2014-15 1-lan-16 |After 2014-15
1-Oct-14 03 2014-15 4-Dec-11 |Before 2014-15
1-lan-15 04 2014-15
1-Apr-15 After 2014-15
#1104: HLOOKUP() vs. VLOOKUP()
=VLOOKUP(
VLOOKUP(lookup_value, table_array, cel_index_num, [range_lockup])
HLOOKUP (lookup_value, table_array, row_index_num, [range_lockup])
© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 51
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#1105 - 1106: MATCH() — Basics & match_type: -1 vs. O vs. 1

A B D , E , F G
1 © Yot teaming Sofutions
2 ]

3 Black

4 ]

5 | Company name =MATCH(B_3,SB$5:SBSID,O)

6 Orange MATCH(lookup_value, lockup_array, [match_type])
7 | Red

8 | Blue

9 | Pink

10 | | Black

11

[MATCH helps count the position number (1, 2", 3™...) in a one-dimensional data range]

MATCH() with 1

MATCH() with -1

= Slab
= with values in ascending order
=  Greater than equal to ( >=)

= Slab
= with values in descending order
» Lessthanequalto (<=)

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 52
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#1107 — 1111: 2-D Lookup (Vertical + Horizontal) - VLOOKUP w. MATCH

=VLOOKUP(

VLOOKUP(lookup_value, ta_ble_arral,f, col_index_num, [range_lookup])

=MATCH(

MATCH(lookup_value, lookup_array, [match_type])

V LO 0 K U P captures the entire table_array and
hence, referred as the SENIOR

4 EmplID Name Gender Age
9780960142 Price, Susan F 25
9831012345 Swann, Trina _ F _ 57
9821181333 Hobbs, Patsy M 21
9830021207 McCook, Sherri E. M 22

© Yoda Learning Solutions

captures only the header or the lookup_array and
M ATC H hence, referred as the JUNIOR. It will count the

col_index_number for VVLOOKUP

| ---------- -
VLookup + Match is used in dataset with 2-variables as placed in the given format. .
The two defines the answer which is placed inside the table. i
+
© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com 53
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#1112: 2-D Lookup (Horizontal + Vertical) - HLOOKUP w. MATCH

=HLOOKUP(

HLOOKUP(lookup_value, table_array, rcuw_inae:-:_num, [range_lookup])

&

=MATCH(

MATCH(lookup_value, lockup_array, [match_type])

HLOOKUP()
|

Emp ID 9780960142 @ 9831012345 9821181333 9830021207
Name Price, Susan | Swann, Trina Hobbs, Patsy  McCook, Sherri E.
Gender F F M M

25 57 21 22

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#1113 - 1114: INDIRECT() — Basics along with Range Naming — Applications [“RE-DIRECTION”]

INDIRECT() w. named range

INDIRECT() w. cell reference
A B C A
1 1
2 2
3 |A5 | 3
4 =INDIRECT(53) 4|
5 BIUE INDIRECT (ref_ted, [a1]) 5 B|ue
6 Black 6 Black
= 7

colorl

| —INDIRECT(B3)

INDIRECT(ref_text, [ a1]]

Solution in cell B4 is Blue

Note:

= Use INDIRECT when you want to change the reference to a cell within a formula without changing the formula itself.

= Named Cell/Range can be used as an input for INDIRECT

= Often used to create 3D Lookup formulas along with VLookup + Match

=  |INDIRECT() is used for references within the SAME workbook. Cross-linking different workbook is best avoided as it
works only when all relevant workbooks are open - Yields a #REF! error if not done so.

Example:
A B C
10
11 JAN FEB MAR
12 1 3 5
13 2 4 6
14
15 [FEB |=SUM(INDIRECT(A15))
16

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#1115 - 1116: 3-D Lookup - VLOOKUP() w. MATCH() w. INDIRECT()

=VLOOKUP(F5,INDIRECT(D5),MATCH(CS,INDIRECT(ES),0),0)

y A | B | € D | E F G Hil|] ¥ | K L M NNy Q@ | P 9 | R
1 .Compuultonolnonus & TUUG LTI SUTULIUTIS
. v
M Division lllem'un BONUS | | Rating-wise and Division-wise & Region-wise Bonus % |
5_ AbduSalaam, Ismael 38,261 HFD | APAC APACh 3 ] LOCKUP| F5,INDIRECT| 5, MATCHI C5,INDIRECT(E5),00,0)
6 |Abney, leffery £2,135 RAD APAC | APACh 4 | 5.0%] [APAC
7 |Adams, Jennifer M 24,566 HFD ROW | ROWH 1 WVLOOKUP lookup value, tahle_ B —
8 adams, sally 15,097 CDFD ROW | ROWh =
9 Adams, Vanessa Y. 38,033 HFD APAC | APACh 45.0%
10 Alexander, Amy H. 72,682 RAD APAC | APACH 15.0%
11 Allen, Rebecca 353,556 ED APAC | APACHh 3 5.0%
12 allen, Sharon 55,089 RAD APAC | APACh 35.0%
13 allen, william Erent 265,746 COFD APAC | aPach 100.0%
14 alligood, Cynthia 58,527 ROD APAC | APACh 4 17.0%
15 Andrews, Darryl 20,337 CDFD APAC | APACh 100.0%
16 Applegate, Mary Alice 18,158 COFD APAC | APACH 60.0%
17 |Ashcraft, Lynn F. 67,602 ROD APAC | APACh 22.0%
18 |Avina llI, Ross J. 161,229 CDFD ROW ROWH st
19 |Baker, Jacalyn L. 58,614 HFD APAC | APACh ; 25.0%
20 Ball, Ruth Ann 50,056 HF D APAC | APACHh 45.0%
21 |Barber, Eva 121,317 RAD APAC | APACh 15.0%
22 |Barden, Nicky E. 932,149 RAD ROW | ROWH 3 38.5%
23 Barrett, Stephen 28,455 HFD APAC | APACH 35.0%

VLOOKUP()
MATCH()

Important Note: Using =INDIRECT() with Naming for 3-D Lookup. E.g. APAC (Sr.) and APACH (Jr.)

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#1117 - 1119: 3 Reverse Lookup - INDEX() w. MATCH()

IMM vs VM: Both VM and IMM approaches are useful for pulling data from any 2x2 data matrix. However, IMM is useful for
reverse Lookup. Unlike VM, IMM doesn’t require the common link values to be in the left-most column of the database.

VLOOKUP INDEX

array row_num col_num

=INDEX( —

=MATCH( |........

MATCH(lookup_value, lockup_array, [match_tybe])

|] Name Emp ID Gender| Age |
Price, Susan 9780960142 F 25
Swann, Trina 9831012345 F 57
Hobbs, Patsy 9821181333 M 21
McCook, Sherri E. 9830021207 M 22

© Yoda Learning Solutions
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#1120 — 1121: SUMIFS(): Conditional Summation

Name Stipend
Price, Susan S 10,000
-SUMIFS() Swann, Trina 'S 12,000
Hobbs, Patsy S 8,000 v
McCook, Sherri E. S 20,000 | v
Function Arguments l [
SUMIFS
Sum_range st
o (== .——
1 Criteriat @ o = o o o o s e e e ) V]
m | Criteria_range2 | oo
B Criteria2 @ i == v g e - >=2]"
Adds the cells specified by a given set of conditions or criteria. -
Criteria_range2: is the range of cells you' Aition. © Yoda Leaming Solutions
© Yoda Learning Solutions

=  Solution: 28,000

Note:

(1) Use <F4> to lock Criteria_range & Sum_range

(2) Maintain SAME HEIGHT of RANGES

(3) SUMIFS can accept multiple criteria (127 !) whereas SUMIF can accept only one

#1122: SUMIFS(): Conditional Summation (3 criteria) w. date range

=  |f cell Al contains “21-May-2001", then the Criteria_1 can be “>="&A1 indicating date 21-May-2001 onwards. The
operators (> < = etc.) has to be enclosed in a pair of double-quotes and concatenated (&) with the cell reference
containing valid date(s).

#1123: SUMIFS(): Condition based Selective Cumulative Running Total

=SUMIFS(5CS1:C1,5BS1:B1,A1)

SUMIFS{surn_range, criteria_rangel, criterial, [criteria_range?, criterial], ...}

= Careful use of relative references ($) can help yield differential cumulative running total
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#1124: COUNTIFS() - Single/Multiple Criteria: Duplicate Count, Instance No.

Name Gender||Age | Stipend
_ Price, Susan F 25 | $ 10,000
=COUNTI FS() Swann, Trina F 57 || $ 12,000
Hobbs, Patsy M 21 | S 8,000 | v
McCook, Sherri E. M 22 | S 20,000 v

-

h

COUNTIFS

I%m‘ l i
...E_.-,,_____ S——— Y L
[Mﬂ ]
Criteria2 | .--E-“----- e

Counts the number of cells specified by a given set of conditions or o

Criteria_range2: is the range of cells you wan indition.
© Yoda Learfling Solutions

= Solution: 2

= Used for 2-way list-reconciliation, duplicate count E.g. =COUNTIFS($A$1:5A$100,A1)
= Used for Instance No./Occurrence No. =COUNTIFS($SA$1:A1,A1)
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#1201 - 1206: Text Formulas — UPPER(), PROPER() & LOWER(); TRIM(), VALUE(), T(), N(), REPT()

=PROPER( Capitalizes the first letter in each word of a text value
PROPER[text) E.g. Converts “the man eats” or “THE MAN EATS” TO “The Man Eats”
=1J pPER{ Converts text to uppercase

UPPER(text)

E.g. Converts “the man eats” or “The Man Eats” TO “THE MAN EATS”

=LOWER(
LOWER(text)

Converts text to lowercase
E.g. Converts “The Man Eats” or “THE MAN EATS” TO “the man eats”

Removes excess spaces from text. Removes all leading & trailing

=TH|M{ spaces. However, multiple spaces inside the sentences are replaced

TRIM(text) with a single space.
E.g. Converts “ HSBC Inc. ” TO “HSBC Inc.”

:LEN{ Returns the number of characters in a text string
LEN[text) E.g. AK47=LEN(__)=5

=VALU E{ Converts “a number stored as text” to a number
VALUE(text) “a number stored as text” is recognized as 0 for computations

=T( If value is or refers to text, T returns value. If value does not refer to
T(value) text, T returns "" (empty text).

_N( Converts a Value to a Number in Excel. For text, it yields zero.

— Used to leave in-cell comments. E.g. =SUM(B1:B2) + N("This is my
Nivalue) comment — Hello World")

=REPT( Repeats a string / character specified no. of times

REPT(text, number_times)

E.g. =REPT(“X”,3) will yield XXX
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#1207: Joining data strings using CONCATENATE, &

A B

C

D | E

© Yoda Learning Solutions

AK7 2332

AK7-2332

A W N =

AK7 2332

AK7-2332

=A2&"-"&B2

=CONCATENATE(A4,"-",B4)

Note:

= Both of the above approaches yield the SAME output
= Any external text, number, symbol must be enclosed in a pair of double quotations. E.g. “”
=  =TEXT() may be used if combining Dates. E.g. ="Today’s date is ” & TEXT(A2,“dd-mmm-yy”)

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#1208 — 1209: Find & Replace — Basics

CtrlH

. Find Replace

Find what: ||

Replace with: |

v]
I Options >> I

Replace All H Replace ‘ ‘ Find All ||EindNext| ‘ Close \

= © Yoda Learning Solutions
[ Find Replace
Find what: || El No Format Set Format.. ~

Replace with: \ El No Format Set

wigfsnee TV Clvatncose
[ Match entirefcell contents
Search: ByRTE O g @
Sheet ——

Look in: WLIasE] Options <<
| ReplaceAll | | Replace | andAl|—] | Endnpe | | close |

make the search
Case Sensitive

a search of “apple” will

pick up only “apple” and
not “apple pie”

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#1208 — 1209: Find & Replace — Using Wildcard characters (* ?)

* Asterisk ( * ) : Any number of characters

TEmail

© Yoda Learning Solutions

Find what: (/*l v]

Replace with: Iv E

nepacean | [ epoce | | rnamt | [gmanen | | o |

Jacalyn Baker/IN/TRS/PwD@EMEA-IN
1

Jacalyn Baker
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#1208 — 1209: Find & Replace — Using Wildcard characters (* ?)

? Question ( ? ) : Any one character (single)

Email
Ismael Abdusalaam/IN/TRS/PwD@ASIAPAC-IN foa s dnineSolitions
Jeff Abney/IN/Adv/PWD@LATAM-IN

Jennifer Adams/IN/M&C/PwD@AMERICAS-IN Fing | Replace | (/272/)

Cindy Alligood/IN/M&C/PWD@LATAM-IN Fnawnat [z ™
Darryl Andrews/IN/FAS/PwD@AMERICAS-IN R R xoo ) ]
Maryalice Applegate/IN/TRS/PWD@EMEA-IN —
Lynn Ashcraft/IN/M&C/PwD@AMERICAS-IN | Replace All Replace Find Al | [ FindNext Close
Ross Avina/IN/M&C/PwD@AMERICAS-IN

Jacalyn Baker/IN/TRS/PwD@EMEA-IN

EOptlons> )

. Email

Ismael Abdusalaam/IN/XXX/PwD@ASIAPAC-IN
Jeff Abney/IN/XXX/PwD@LATAM-IN

Jennifer Adams/IN/XXX/PwD@AMERICAS-IN
Cindy Alligood/IN/XXX/PwD@LATAM-IN
Darryl Andrews/IN/XXX/PwD@AMERICAS-IN
Maryalice Applegate/IN/XXX/PwD@EMEA-IN
Lynn Ashcraft/IN/XXX/PwD@AMERICAS-IN
Ross Avina/IN/XXX/PwD@AMERICAS-IN
Jacalyn Baker/IN/XXX/PwD@EMEA-IN

#1210: Find & Replace — Neutralising Wildcard characters to remove them from data

Important: Wildcard characters can be neutralized by pre-fixing tilde sign (~) which is placed above the TAB key:

Ismael Abdusalaam
Jeff Abney*******t*
Jennife**r Adams Find | Replace parning Solutions
Cindy Alligood Find what: | me3k |
Darry| ¥*****¥*Andrews Replace with: -

| Maryalice Applegate Options >>
Lynn ****Ashcraft
Ross Avina
*¥¥E**)acalyn Baker

ReplaceAll | Replace | FindAll | | EindNext | | Close
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#1211: Find & Replace — Word vs. Excel

Replace | GoTo

Findwhat ||

Replace with: | Paragraph Mark
Tab Character
Replace Replace All Find Mext cance Any Character
Any Digit
Any Letter
Caret Character
§ Section Character
Fing | Replace | GoTo | 1l Paragraph Character
Find what: | [v] Column Break
Em Dash
Replace with: | [¥] En Dash
Endnote Mark
<< Less Replace Replace all || Find nest cancel | Field
search Optians Footnote Mark
;a::t m A vatch peeie Graphic
L] Find whole words only CAmateh sufix Manual Line Break
S S'::;:Ldl:;di:nnlish] [Jianore punctuation characters Manual Page Break
L] Find all word forms (English) [Jranore white-space characters Nonbreaking Hyphen
Nonbreaking Space
Replace Optional Hyphen
Format = Special * — Section Break
White Space
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#1212: Find & Replace - Cell Format

Find Replace

Yoda Learning Solutions

Find what: |

No Format Set

Replace with:

No Format Set

Within: | Sheet

Search: | By Rows

Look in:  Formulas

[] Match case

I:l Match entire cell contents

A

Replace All

Replace

Find All

Find Next

Close

FIND WHAT: Specify the source

format

REPLACE WITH: Specify the target format

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#1213-1214: Text to Columns — Delimited vs. Fixed Width

FORMULAS

“=n [2] Connection:

o Properties
Refresh
All~ | Edit Links

=
-

Connections

REVIEW VIEW

DEVENOEER

%l ‘ Y Y= Clear

El Sort ‘ Filter

Sort & Filter

T;‘ Advanced

0 T |m—
Bls= EE

Textto JFlash Rer
Columns § Fill  Dup

©|Yoda Learning Solutions

AbduSalaam, Ismael

Separate Name from Surname

sumame,tame T

[Delimited]

Abney, Jeffery

Adams, Jennifer M

Adams, Sally

O~ O kW N =

Adams, Vanessa Y.

A

|© Yoda Learning Solutions

W o0 N O WL B W N -

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com

Transfer 1 column data into 4 columns

[Fixed Width]

Fixed Assets (excerpts) Account No. lltem No. lltem No. Check |Asset Desc. I

25900 814392 00814392 MOULD REPRG CHARGES
‘25900 816400 00816400 WIRE HOLDER 3 PIN
25900 816401 00816401 WIRE HOLDER 5 PIN
‘25900 816460 00816460 MOULD FOR WORD MARK
‘25900 816410 00816410 MOULD FOR CONTROLK
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#1214: Text to Columns — Tricks

Trick 1: Ensuring a pre-defined format for exported data @ Step 3 of 3. Applications:
=  Numbers stored as text to “General” format — refer VLookup discussion
= Dates cleaning
= Retaining prefix zeroes in cases of Credit Card & bank Account nos., ID Codes

3

4

5 [25900 814392
6 |25900 816400
7 |25900 816401
8 |25900 816460
9 |25900 816410
25900 816430
25900 816440
25900 816470
25900 816480
25900 816490
25900 816500
25900 816580
25900 816520
25900 812071
25900 816640
25900 464606

00814392 MOULD REPRG CHARGES
00816400 WIRE HOLDER 3 PIN
00816401 WIRE HOLDER 5 PIN
00816460 MOULD FOR WORD MARK
00816410 MOULD FOR CONTROL K
00816430 MOULD FOR FRONT COV
00816440 MOULD FOR BACK COVE
00816470 MOULD FOR FRONT CAB
00816480 MOULD FOR BACK CABI
00816490 MOULD FOR TOP COVER
00816500 MOULD FOR BOTTOM CO
00816580 MOULD FOR SIDE AV BKT
00816520 MOULD FOR SIDE AV BKT
00812071 FRAME TUNER

00816640 FAN MOUNTING BKT
00464606 REAR CABINET

© Yoda Learning Solutions

Convert Text to Columns Wizard - Step 3 of 3 x|

This screen lets you select each column and set the Data Format.

Column data format

(_) Date:

MDY

() Do not import colum|

Destination: | =5BS5|

Data preview

¥

[skip)

‘General’ converts numeric values to numbers, date values
to dates, and all remaining values to text.

Advanced...

enerl
5900
5500
E5300)
5300
5300

eners]l NTe
814392
816400
816401
816460
816410

lenezal

IOULD REPRG CHARGES
IRE HOLDER 3 PIN
IRE HOLDER 5§ PIN

pMOULD FOR WORD MARK
MOULD FOR CONTROL K

Cancel < Back

>

Finish

=  For keeping intact a number string with Zeroes at the beginning (prefix): In Step 3 of 3, select the relevant “Column”
under “Data preview” section = Column will blacken out = Choose “Text” radio button to store the output column in

text form

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#1215 — 1216: Text to Columns — Cleaning up numbers w. trailing minus sign; replacing Dr/Cr w. +/-

A B Convert Text to Columns Wizard - Step 3 of 3 ?
; Text to Colwmne - Tips & Tricks This screen lets you select each column and sefjthe Data Format.
3 | Trailing MINUS C?Iumn data format
4 ®) General - - - S p——
eneral’ fonverts numeric values to numbers, date values
5 gn to be the pre Final Qutput () Text to dates, fnd all remaigi ext.
6 3789- -3789 () Date: | MDY v
7 3629- -3629 . : | !
8 5006 5006 (_) Do not jmport column (skip) | ,
9 4161- -4161 * i -
- Destination: |$AS6 Advanced Text Impog Settings
1 Settings used to recognize numeric data
13 3789Cr -3789
1 Thousands separator:
14 ] 3629Cr -3629
15 S006Dr S006 Note: Numbers will be displayed usiflg the numeric
16| 4161Cr 4161 settings specified in the Regional Seifings control panel.
17 | [Hint: Ctrl+H to replace Dr/Cr with +/-] Reset Trailing minus for negative numlmsl
18
19 | End oK I Cancel
20 |
21

22 1 Cancel < Back Einish
© Yoda Learning Solutions

= Text-to-Columns is also used to rectify Numbers with trailing negative (-) signs. E.g. From 212- to -212
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#1217 — 1218: Text to Columns — Correcting invalid Dates

A B C | Convert Text to Columns Wizard - Step 3 of 3 I “

1 7 This secreen lets you select each column and set the Osta Format.
2 | Column data format
3 () General

il —~ ‘General’ conw s numeric values to numbers, date values
4 _ el to dates, and alf remaining values to text.
5 (® Date: |MDY Advanced...
6 | Invalid Date Input | Final Output ) ' '
7 |24.05.2007 24-May-07 = —
8 [04.08.2007 4-Aug-07 3
9 |09.05.2008 9-May-08
10 |26.06.2008 26-Jun-08 Data preview
11 |27.07.2008 27-Jul-08 L
12 |24.11.2008 24-Nov-08
13 |28.11.2008 28-Nov-08
14
15 |
22
23 ;
30: Cancel | = Back MNext
3 © Yoda Learnifig.Salutions

e  For Correcting Dates — Apply “Confession Box”. Choose the mistake or the current sequence of date components
e E.g. “DMY” -29.10.2009 and “YMD” for 20091031
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#1219-1221: LEFT(), RIGHT(), MID()

=LEFT(

LEFT{text, [num_chars])

=  Extract specified no. of characters from left, right or mid

A B C
=RIGHT( 1 |AICPP1312N Al =LEFT(AL,2)
R 2 |AJCPP1312N |2N =RIGHT(A2,2)

=MID( .

3 |AJCPP1312N P

=MID(A3,4,1)

MID{text, start_num, num_chars)

=LEN

I.Ehl Returns the number of characters in a text string

=  “characters” Includes space

#1219-1221: SEARCH() vs. FIND()

= Yield the starting position of the criteria

=SEARCH(

SEARCH(find_text, within_text, [start_num])

Case Sensitive? — No

Can use wild characters in search terms? - Yes

=FIND(

FIMND(find_text, within_text, [start_num])

Case Sensitive? — Yes

Can use wild characters in search terms? - No

A

C |

1 |user@yodalearning.com
2 |123456.......ceeevee 21

6 =SEARCH("YO*",A1)
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#1301: Logical formulas - generally used with IF()

|=ISBLANK

-[SELANE{ |-Check5 whether a reference is to an empty cell, and returns TRUE or FALSE

=ISNUMBER
| Checks whether a value is a number, and returns TRUE or FALSE |

[Used to check the validity of dates as technically every valid date in Excel is a “number”]

|=ISTE>(T

ISI'E?-:.T |_C-heck5 whether a value is text, and returns TRUE or FALSE

=|SERROR

Checks whether a value is an error (ZN/A, 2VALUE!, ZREF!, ZDIV/0! ZMNUM), #MAME?, or ZNULLY, and returns TRUE or FALSE

=ISFORMULA

| Checks whether a reference is to a cell containing a formula, and returns TRUE or FALSE

Others: ISNA(), ISREF(), ISERR()

#1302-1304: Logical formulas — AND(), OR(), IF()

|=AND

AND | Checks whether all arguments are TRUE, and returns TRUE if all arqurments are TRUE

=OR

| Checks whether any of the argurments are TRUE, and returns TRUE or FALSE, Returns FALSE only if all arguments are FALSE

=IF(

| IF{logical_test, [value_if_true], [value_if_false]) |
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Examples:

A | B | C | D . E © Yoda Learping So@tlons
Rating 1-3 AND Division
"CDFD" AND Salary < 50K

9 |AbduSalaam, Ismael | 38,261 |HFD | 3  |=AND(D9<4,C9="CDFD",B9<50000)
42€ [ AND(logicall, [logical2], [logical?], [logicald], ...) |

g Name Salary p.a. (USS$) Division Rating

[FALSE because Division is not equal to “CDFD”]

A | B | C | D | E ©Yoda'Leaining S?ljutions |
] . . . Rating 1-3 AND Division
8 ; Name Salary p.a. (USS) Division Rating "CDED" AND Salary < 50K
9 |AbduSalaam, Ismael | 38,261 |HFD | 3  |=OR(D9k4,C9="CDFD",B9<50000)

42€ [ OR(logicall, [logical2], [logical3), [logicald], ..) |

[TRUE because at least one of three conditions is TRUE]

© Yoda Learning Solutions
A B C D F | 6 | H [T
Rating 1-3 AND Divisi
8 Name Salarv p.a. (USS) Division . Rating | ,,:[::['5, X Salar;vf;:;(
9 |AbduSalaam, Ismael 38,261 |HFD | 3  |=IF(OR(D9<4,C9="CDFD",B9<50000),"Bonus","No Bonus")
[Bonus]
_IFERROR = =|FERROR( VLOOKUP(), “Data Not Available”)
— ( = =|FERROR( VLOOKUP(), IFERROR( VLOOKUP() , “Data Not Available” ))

IFERROR(value, value_if_error) - =|FERROR( VLOOKUP() ’ VLOOKUP())

=  Priortov. 2007 i.e. before IFERROR() was introduced, users used
=IF( ISERROR( VLOOKUP() ), VLOOKUP() , “Data Not Available”)
instead of
=IFERROR( VLOOKUP() , “Data Not Available”)

A | B | c = Not equal is referred by <>
1 2 21=A1<>B1 * Answer = FALSE
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#1401-1403: Conditional Formatting

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
(B M Cut - n ol = — — ‘ ‘ E} -
s [0 Ja x| ==E|9 |Bwpre | | Fl| B P2
Paste o TEs = = sleEaeaglaaes - = <o o N ConditionaljFolimatas Cell Ins
- FormatPainter | © T Y ‘ - | O-A- | E== | S ‘ ES) Merge & Center $% > | % : ble~ Styles~ 1
Clipboard I} Font [F1 Alignment [F1 Number &

© Yoda Learning Solutions

Pre-set rules

New Rule (6), Delete rules, Edit rules

':l:' Highlic
El mighlig
| Top/Boftom Rules

E Data Bais

Color Sgules

lcon Sefs

A 4

Cells Rules »

[E] New Rule...
! # ClearRules

E] ManageRules...

Manage Rules

Show formatting rules for:

Current Selection

(2] New Rule...

2

Rule [applied in order show

E

eet: Case Study Intro
Sheet: Exercise Sheet 1
Sheet: Sheet11

Applies to

Formula: =AND(SA7=S

e AdbLLTYLL

| =5B5T:5E516
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#1403: Conditional Formatting: Data Bars, Color Scales, Icon Sets

N B 2 & @

Conditional Formatas Cell Insert Delete Format
FormattTng * Table~ Styles~| =~ - =
Highlight Cells Rul Lol
ighlight Cel ules »
. ghlig I
| H2H top/Bottom Rules  »
i Top/Bottom Rules | P Q
E_-éi Data Bars X Gradient Fill

PR cobor e ,E%%

He=H He=H H=H
!%! lcon Sets " | sotia Fin

New Rule... E E E
E“ Clear Rules 3 =) _ -
[E] Manage Rules... He=H E E

More Rules...

#1404: Conditional Formatting: Blanks, Errors, Values, Duplicates

Most commonly used “Rule”:

'l|r0]ﬂﬂil"lﬂ|l

Select a Rule Type:

= Format all cells based on their values
= Format only cells that contain
~ Format only tob or bottom ranked values

= Format onlyvalues that are above or below average
= Format only ur‘que or duplicate values

= Use a formula o determine which cells to format

Edit the Rule Description:

Format only cells with:

Cell Value
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#1405-1407: Conditional Formatting: Formula based

| A

C

Name

el

Salarv p.a. (USS)

duSalaam, Ismael | 38261 |

24,566

Division

D

(ll ™IS Report

2
3 |Division Name | |
4

Rating

F G | H

Yoda L[earning Sojutions
| | |

K

Edit Formatting Rule

|

15,097

inde my H.

38,038

18

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 unique or duplicate values
= Use a formula to determine which cells to format

v

Edit the Rule Description:

50,056

12

317

127 BBarrv._Sheila C.

|

Format values where this formula is true:

Alle | 2 . ——————y E
116 Jlallen, William Brent 265,746 | CDFD 1 (\\ =SBS3=SC ,
117 Jalligood, Cynthia 98,527 | RDD 4 /

drews, Darryl 20,337 | CDFD 1 ———————
119 fapplegate, Mary Alice 18,158 | CDFD 3 Preview: AaBbCcYyZz
120 fashcraft, Lynn F. 67,602 | RDD 3
21 favina 111, Ross J. 161,229 | CDFD 3
| | OK | | Cancel |
122 BBaker, Jacalyn L 58,614 | HFD 3
1

Important:

= Formula should yield TRUE or FALSE as an answer
= Relative references ($). E.g. SC8
= Formulain line with selection of data range. E.g. $C8 because selection of data range starts from the 8" row
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A A B C D E F G LM N © Yoda Karnipg Scutions
1 |Branch Name ranch 6

2 auarte 106 Edit Formatting Rule A < |
4j Select a Rule Type:

5 | = Format all cells based on their values

6 |Branch Name Q1 06 Q2 06 D6 U3 06 = Format only cells that contain

7 |Branch 1 (378) 179 601 992 ~ Format only top or bottom ranked values

8 |Branch 2 (331) 252 383 770 ~ Format only values that are above or below average

9 |Branch 3 46 363 343 (713) ~ Format only unique or duplicate values J

10 |Branch 4 135 a74 385 659 » Use a formula to determine which cells to format

| Branch 5 155 /) 255 =5 Edit the Rule Description:

12 |Branch 6 243 992 43

13 |Branch 7 398 85 534 g51 | || [ Fermatumtues—t——tinformulajs true:

14|Branchs || 491 127 363 83 | [(=AND(SA7=5BS1,B$6=5BS52))
15[Branchg | 605 594 288 363

16 |Branch 10 | 670 849 1,028 1,028 § .

17 | Preview: AaBbCcYyZz Format...

18 | !

19

201 [ ok | cancel |
21|
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#1501: Activating Developer tab in v. 2007

OFFICE BUTTON > EXCEL OPTIONS

POPULAR > Show Developer tab in the Ribbon

Recent Documents

HNew
1 Testxlsx =
= o
/ Open : : ) =
qs =° © Yoda Learning Solutions Excel Options
|
Save BoonIn ! % Change the nost popular options in Excel.
Formulas
Save As b Proofing Top options for working with Excel
Save Show Mini Toollfar on selection (i)
@ Print » Enable Live Prei
- Advanced
Show Developer tab in the Ribbon @ |
ﬁﬁ- Prepare b Customize Color scheme: ‘ Black M
Add-Ins ScreenTip style: [ Show feature descriptions in ScreenTips E]
@ Send b Trust Center Create lists for use in sorts and fill sequences: | Edit Custom Lists...
Resources
;T:f Publish b
L
i Close
y
#1501: Activating Developer tab in v. 2010-13
Excel Options ?
General o . .
=] Customize the Ribbon.
@ Formulas
. Choose commands from: () Customize the Ribbon:
Procfing [Popular Commands E IMain Tabs
Save
Language I All Chart Types... " Main Tabs
Open guag | » Home
Save Advanced‘ 4 Insert
e v|P L it
Save s Customize Ribbon 2 » agetayou
. (2] Connections Formulas
P Quick Access Toolbar ES Copy Data
e Add-Ins Custom Sort... Review
: db Cut [] View
Export Trust Center E@' Decrease Font Size 34 || Developer
s T
Close elete EEI clumns
X Delete Sheet Rows Add >> [ Excel Next (Custom) Zl
197 Email [ |v| Background Removal
Account & Fill Color |h << Remove |-
Options Y Filter a
Font I
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#1501-1502: Using Form Control Buttons from Developer Tab (Spin Bar, Scroll Bar) + Limitations

FORMULAS DATA

REVIEW

VIEW

DEVELOPER

\dd-Ins
ns

Form Controls

o B R@)e

Cut

Copy
M Paste
Grouping 4

Order »

Assign Macro...

%J Format Control...

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com

]
ey

Source

lTjMa

L1 bR 7

Properties |

=8

mdnsion Packs |
ET Refresh Data

© Yoda Learning Solutions

XML

Conan R

Scroll Bar € )
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Zurrent value: 0
Minimum value: 10 —
H 1 s
Maximum value: 100 —
Incremental change: | 4 —
F
-

FPage change:

Size Protection = Properties | Alt Text Cnntrn||

Cell link: SA51

P

[«] 3-D shading

Yoda Learning Solutions

NB: The feature is used to change the input values (assumptions) at the click of a button. The referred “Form Contro

buttons cannot accommodate decimal values, % values or a value outside 0-30,000 range.

In

#1504: PMT

=PMT()
IrI:ur'vt::l:itm Arguments D E | ?
PMT
| Rate | 10%/12 = 0.008333333
Nper ‘36 =35
Pv 750000 = 750000
o ‘ = number
Type 0 =0
= -24200.3904

Calculates the payment for a loan based on constant payments and a constant interest rate.

payment at the end of the period = 0 or omitted.

Formula result = -24200,3904

Type is a logical value: payment at the beginning of the period = 1;

Help on this function [ 0K

J [ cance

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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#1504: What IF Analysis — Goal Seek

Goal Seek helps back calculate input based on pre-defined target answer.

DATA I REVIEW VIEW DEVELOPER

ction

ties

2 77| Y T

&2 B B

— E_,E, 20
—® L
Data Consolidate Grou

hks

Z| Sort Filter e
Al ‘ Y Advanced

Sort & Filter

Textto Flash Remove
Columns  Fill  Duplicates Validation ~

Data Tools

Goal Seek...

Data Table...

Here it’s targeting an EMI of Rs. 20,000 and is trying to back calculate what can be the loan amount given the fixed duration
and interest %.

A B C D
1
2 |Loan Amt. Rs. 500,000.0 ! Goalseek 2 EEH
3 |Interest % p.a. 13.0% Setee BS7 3
4 |Duration (Yrs.) 2.0
5
6— | ok || cance |
7 |EMI (Rs.) using PMT (23,771)|
8 | =PMT(B3/12,B4*12,B2)
A B
1
2 |Loan Amt. Rs. 470,682.2
3 |Interest % p.a. 13.0%
4 |Duration (Yrs.) 2.0
5_
6
7 |EMI (Rs.) using PMT (20,000)
8 | =PMT(B3/12,B4*12,B2)
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#1505-1506: What IF Analysis — Data Tables (Sensitivity Analysis)

Price & Quantity leads to revenue. Cost component includes Fixed & Variable component. Comparing Revenue vs. Cost

yields Profit.

Al B © Yoda Leafning Sofdtions |
1 | DATATABLES
2 |
3|
4_
5 | | Price(Rs.) 15.00
6 | | Quantity sold 2,000
7 | | Revenue 30,000
8_
9 | | Variable Cost (Cost of Material, Labor) 15,000
10 | | Fixed Cost (Rent, Salary etc) 20,000
11 | | Total Cost 35,000
12 )
13? | Profit= Revenue less Total Cost b - (5,02(3)-!
14
15

. Assumption: Variable cost as a % of
16 . Revenue 50.0

Step 1: Set the layout with up to 2 variables

ALE F | G H | 1 1
1 © Yoda Cearning Sofutions
2f

3 | 1500 2000| 2500( 3000 3500'
4_

5 L DIC

6_

o

8

2 Ty erice

10 |
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Step 2: At the intersection of the 2-variables (top-left of the table), point the cell to the cell containing formula

for effect value. E.g. C13 refers to Profit

A B | C D E F | G | H | 1 )y
1_ DATA TABLES © Yoda Learning Solutions
2
: | 7] ts00] 2000] z500] 3000] 500)
4 | 10
5 | | Price(Rs.) 15.00 11
6 | | Quantity sold 2,000 12
7 | | Revenue 30,000 13
8__ 14
9 | Variable Cost (Cost of Material, Labor) 15,000 15
10 | Fixed Cost (Rent, Salary etc) 20,000
11 | Total Cost 35,000
12 |
13 | | Profit= Revenue less Total Cost E (5,000)k
14
15

Assumption: Variable cost as a % of
16 | Revenue 50.0
Step 3: Choose the table area (not more not less)
A E F G H I J)
1 © Yoda Learning Solutions
2
3 (5,000) 1500 2000 2500 3000( 3500
4
5
6
7!
8
9
10
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Step 4: Go to “Data Table”

LAS DATA REVIEW VIEW DEVELOPER © Yoda Learning Solutions
;.onn-ec-t_lon Al ‘ Y _1 Clear | ‘ El —| E_, Sé _)
roperties — = — — = -
I %l Sort ‘ Filter ' Textto Fla_:h Remove Data Consolidat: e Grou
=dit Links Yo Advanced | Columns  Fil Duplicates Validation ~ i M
:ctions Sort & Filter Data Tools L]
| | J K | L M N (0]
Data Table...
Step 4: Row Input Cell & Column Input Cell (single cell reference each)
AA B . C | D| E F G H [ )
'I_ DATA TABLES
2
> f000]T500]2000]z500]3000] 350
4 10
5 Price (Rs.) 15.00 11
6 | [ Quantity sold 2,000 12 DataTable ~ ?
7 Revenue 30,000 13 Fowrinprt-rett: csél 35
8 % Columninput ”
9 | | Variable Cost (Cost of Material, Labor) 15,000 15 [ ok || cancer |
10 Fixed Cost (Rent, Salary etc) 20,000
11| |Total Cost 35,000
12
13 | [ Profit= Revenue less Total Cost | (5,000)|
14
15
| Assumption: Variable cost as a % of
16 | |Revenue 50.0 © Yoda Learning Solutions
17
VvC Vertical data (Say Prices) Column Input Cell (SCS5)
HR Horizontal data (say Qty Sold) Row Input Cell (5C$6)
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Result: Generated Output — 2-variable sensitivity analysis

(Al E F G H | J

© Yoda Learning solutions

Impact on Profit
due to changes
in Price & Qty

NB: Conditional Formatting can be applied to apply green / red colors for positive / negative nos.
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#1507-1508: Data Tables (Sensitivity Analysis) - 2 Inputs & multiple Output

Step 1: Drop-Down list

Drop-Down list

of “Impact” or ! | ]

1 Revenue | -| output variables
| Revenue |

27
3 (5,000)] 1500| 2000| 2500 3000/ 3500
28 10| -12500 -10000 -7500 -5000 -2500
5_ 11| -11750 -9000 -6250 -3500 -750
6 12| -11000 -8000 -5000 -2000 1000
7 13| -10250 -7000 -3750 -500 2750
8 | 14| -9500 -6000 -2500 1000 4500
9 15| -8750 -5000 -1250 2500 6250
10 © Yoda Learning Solutions

Step 2: Output cells “named” using Name Box — same names used as list values of drop-down

revenue - £ —C5%CH © Yoda Learning Solutior|s
Name ch!
| [A B C

1| | DATA TABLES

2

3 |

4

5 Price (Rs.) 15.00

6 | Quantity sold 2,000

7 [ Reveiiue ‘ 30,000 | =revenue
3 ;

9__ Variable Cost (Cost of Material, Labor) 15,000

10 | Fixed Cost (Rent, Salary etc) 20,000

11 Total Cost 35,000

12

13 Profit= Revenue less Total Cost | (5,000)] = profit
14

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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Step 3: Using INDIRECT() in the Data Table — pointing to the cell containing drop-down list

A EE | F | G | H | ovecrogsoiors |

1 [Revenue |
2.
3 GNDIRECT(El) 2000/ 2500 3000 3500
4 TNDHRECTTE tot, (1) 10000 25000 30000 35000
5| 11| 16500 22000 27500 33000 38500
6 | 12| 18000 24000 30000 36000 42000
70 13| 19500 26000 32500 39000 45500
8 | 14| 21000 28000 35000 42000 49000
9 15| 22500 30000 37500 45000 52500
10

NB: Form Control Buttons (Developer > Insert > Form Controls) can applied to control input numbers
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#1601-1604A: Category wise SubTotal with Groupings

Supplier Names have been “Grouped” in clusters along with a “Subtotal” at the end of the list.

A A | B © Yoda Led&Zning Solutions A A | B C | o
(Bl Vendor details (excerpts) (il Vendor details {Excerpts)

23 2|

| supplier Transaction !;upp:er S T::"“:’:'o“

3 | Number Supplier Name Amt. Rs. _ S piuey SO .

— 4 |707256 D.C. Power System 125,279

4 |707256 D.C. Power System 125,279 =

5— 707256 DCP Svst 32.000 5 i 707256 D.C. Power System 32,090

> < Towersystem ' 6 707256  D.C.Power System 136,529

G_ 707256 D.C. Power System 136,529 7 |707256 D.C. Power System 45,305

7 |707256  D.C. Power System 45,305 -] 8 |707256  D.C. Power System Total =SUBTOTAL[S,C4:C7)
8 |712157  ATMA Tele Power Limited.. 108,411 [+] 12712157  ATMATele Power Limited.. Total | SUBTOTAL(unction.nuri
9 |712157  ATMA Tele Power Limited.. 171,781 [+] 18712158  ANZTele Power Ltd Total 447,445
10 |712157  ATMA Tele Power Limited., 156,918 [+ 22 |777826  Agile Technologies Total 312,729
11 |[712158  ANZ Tele Power Ltd 74,676 |+] 26228612 Klindal. Total 332,609
12 |712158 ANZ Tele Power Ltd 110,210 Il 33_ 220976 M/s. D.P. Tron Pvt Ltd. Total 648,125
13 |722158  ANZ Tele Power Lid 20,866 G| 380 477072 KK MONDAL Total 486,853
14 1712158 | ANZ Tele Power Ltd 48,500 |+| 46 |258967  ABC CORPORATE Total 586,199

— + 50 |410297  BBK Inc Total 428,493
15 |712158 ANZ Tele Power Ltd 193,193 — —

— - - |+ 63 |744088  SAM TELECOM Total 2,626,186
16 |777826 Agile Technologies 111,433 EI 64 | 744088 Grand Total 6,644,952
17 |777826 Agile Technologies 56,903 a5 |

Step 1: SORT the data set with respect to the column heading on whose basis the Subtotal shall be generated. E.g. Supplier

Name.

Step 2: DATA tab > SUBTOTAL

FORMULAS | DATA | REVIEW  VIEW  DEVELOPER
- w
L Connectiond] | 4 H ‘ ¥ Clear ‘ N = E A = 2rm e | e
Sy 15 _ EE H o Ee bo BE | 0F oHIEE
E Properties — . — — — - .
Is| o zl Sort ‘ Filter Textto Flash Remove Data  Consolidate What-If Relationships | Group Ungroup]Subtotal
v Q) Edit Links Y‘ Advanced | colymns  Fill Duplicates Validation ~ Analysis ~ - -
Connections Sort & Filter Data Tools QOutline
Step 3:
2 .
Subtotal > IEM 1. Choose the column name which has been sorted
At each change in: _
I Supplier Name ‘vl
Use function:
I= - ‘ 2. SUM, MAX, AVERAGE etc.
Sum vl
Add subtot_alto:
[l supplier Number
[T] supplier Name . X
3. Choose column(s) under which Subtotal is needed
[ Eoerretea: 1 4. For multi-level Subtotal, multi-level SORT is needed. Plus, tick
[[] Page break between groups away “Replace current subtotals”
Summary below data
[ Removean | [ ok || cancel 5. For removing Subtotal, select entire data set and use “Remove
All” button (bottom-left) from the Subtotal main box

NB: Use <Ctrl + G> - Visible Cells to highlight subtotal rows [Shortcut — ALT ; ]
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#1605-1606: Consolidate - 2 & 3 Dimensions

I FORMULAS DATA REVIEW VIEW DEVELOPER

© Yoda Learning Solutions

=] Connection al [Z1A ‘T’ Clear Y - —
[ =t 1E2-7 1 @ g B B =
& [:Z] Properties ' e >
Refresh — zl Sort ‘ Filter Textto Flash Remove Data
All~ | Edit Links Yo Advanced | Columns  Fill  Duplicates Validation
Connections Sort & Filter Data Tools

4] A | 8 | ¢ | o | e | fr | @& | © Yoda Learning Solutions
1 Water Purifier (Basic)
i
3
A Jan Feb Mar Apr May Jun
5 flacob 750 - 100 1,500 450 1,000
6 [Martha 1,200 1,700 1,450 400 1,000 1,2
7 lRama = 1,300 1,050 450 200 1,050
8 Jrouis 750 1,400 1,000 1,350 500 650
9 f1ack 200 200 1,000 450 50 50
— — == — —
10 Consolidate ? “
4 a | 8 L | o | e | £ | & Fa
- . Sum m
1 Water Purifier RO (Reverse Osmosis)
3| geferm:
= L i '1$A53: | | Browse...
i Jan Feb Mar Apr May Jun Water Purifier RO'I $A53:3685 Z‘ Browse
4 f1ack 250 1,150 - 200 1,050 150 All references: i i
e "Water Purifier Basic'l $AS4:5689 Add
5 [lacob 1,450 1,450 1,450 1,150 550 150 Nt b Lottt A e &
6 MLouis 1,300 200 1,350 100 1,200 55[:'_—| "Water Purifier RO'I$A%3:5655 te
7 IRama 600 500 1,100 1,400 200 1,000 L
& [sherley 100 150 500 1,300 1,200 1,400 Use labels in
9 |sharon : sool ool __scofl __soof __cool 4 Topron
10 Leftcolumn  [¥] Create links to source data
4 a [ & | ¢ | o | e [k | s o« || Gose
1 | Water Purifier (Latest)
2|
3|
4 I Jan Feb Iar Apr May Jun
5 fiacob - 150 550 1,150 850 100
6 fNartha 1,250 600 150 500 150 750
7 lrama 1,000 1,000 250 1,400 200 500
8 fuouis 600 350 750 150 - 450
9 Ilack 50 - 1300 1150 600 850
10}
Function to be used for Consolidation: SUM, MAX, MIN, AVERAGE etc.
Source of data should be selected and “added”
3 Required for “Labels” and “Links to Source data”
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Result:

Sheet Names implying Product

Grouped Names can be extracted using

“Text-to-Columns” (Delimited)

Linked Formula

lY S G
©Yoda L'earnlné Sotutions

Selective row coloring
using ALT ;

(Select VISIBLE CELLS)

1

2 Jan Feb
3 ater Purifier Basic l§="Water Purifier Basic'!S8
4 ater Purifier Lates - 150
5 | /ater Purifier RO 1,450 1,450
6| |Jacoh § - 2,200 1,600
7 ater Purifier Basic 1,200 1,200
8 ater Purifier Latest 1,250 600
9| | Marthz | ' 2,a50 1,800
10 ater Purifier Basic - 1,300
1 ater Purifier Latest 1,000 1,000
12 | [Water PurifierRO 600 500
13| | Rama 1,600 2,800
14 - Pwater Purifier Basic 750 1,400
15 ater Purifier Latest 600 350
16 - WWater Purifier RO 1,300 200
17| |touis §| o 2,650 1,950
18 ater Purifier Basic 200 200
19 ater Purifier Latest] 50 =
20| ater Purifier RO 250 1,150
21| | Jack _ - 500 1,350
2| | ' Bvater purifier RO 100 150
23 Sherley 100 150
24| | | Jvater Purifier RO - 600
25| |sharonf - 600
2A

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com

Mar!|

550
1,450
2,100
1,450

150
1,600
1,050

250
1,100
2,400
1,000

750
1,350
3,100
1,000
1,300

500

900

Apr|
1,500

1,150
1,150 550 150
3,800 1,850 1,250
400 1,000 1,200
500 150 750
900 1,150 1,950
450 200 1,050
1,400 200 500
1,400 200 1,000
3,250 600 2,550
1,350 600 650
150 - 450
100 1,200 550
1,600 1,800 1,650
450 850 50
1,150 600 850
200 1,050 150
1,800 2,500 1,050
1,300 1,200 1,400
1,300 1,200 1,400
800 500 900
800 500 900
90
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#1701-1702: Cell level Security

 Number | Agnment | Font | Border | Pl |iProtection! |

=
[ ] Hidden

Locking cells or hiding formulas has no effect until ‘ﬁl’ﬂll';r- =
group, Protect Sheet button),

e

otect the worksheetBReview tab, Changes

RMULAS DATA REVIEW

DEVELOPER

EJ ip— 2 SHmu,l’HideCmmt:, g| |II||| “:(u

II__|j,| Show All Comme

-5 Show Ink

» Previous Mext

Comments

Protect Sheet

Protect | Frotect Share
Sheet Workbook Workbook

Ch

PE SSWO rd [+/] Protect worksheet and contents of locked cells

and defining user Password to unprotect sheet:

[eos

access privileges

Allow all users of this worksheet ta:

Farmat cells

Farmat rows
Insert columns
Insert rows

Delete columns
Delete rows

-

Select locked cells A
Select unlocked cells

Format columns

Insert hyperlinks

Note: By default, ALL cells are "Locked" (identified for protection). Ensure that ALL cells in the sheet are "Unlocked" and

only chosen ones are "Locked". Else ALL cells will be locked and no changes can be made.

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com

91



http://www.yodalearning.com/

#1703: Sheet level Security [Protect Workbook Structure]

FORMULAS DATA I REVIEW ﬂﬂﬁﬂi—l DEVELOPER

[T Show All Comments

Delete Previous MNewt s
é,,éShaw]nk

Comments © Yoda Learning Solutions

;;__rl |_T7| |;| JJShuwaldeCDmmentl. :ﬂ:‘g “éE’H

Protecyl Protect

Sheet | Warkbook

EE]
Share
orkbook

CH

v

Protect Structure and Windows 2 x|

Protect workbook for

Structure
I:‘ Windaows

Password (optlonaly

(0]4 || Cancel |

E Delete
Rename
Mowve or Copy..
::T=_| View Cede
E} Protect Sheet...
Tab Colar ¥
Hide
Unhide..

elect All Sheets

3
Sheet | TE]
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#1703: Sheet level Security [Sheet Properties — “Very Hidden”]

Insert... V| © Yoda Learning Solutions  Microsoft Visual Basic for Applications -
Delete

b

‘B File Edit View Insert Format Debug Run Tools Add-lns Window Help

ME-"H i aaanalo¢» n o 3FY 2 @

Rename

Meve or Copy...

Project - VBAProject X| [ Tigenera
View Code

£l

Protect Sheet...

Tahb Color »
Hide

Unbhide...

Select All Sheets

Sheetl | @

Properties - Sheet1 x

| Sheetl Worksheet v |
Alphabetic | Categorized

(Mame) Sheet1
DisplayPageBreaks False
DisplayRightToLeft False
EnableAutoFilter False
EnableCalculation True
EnableFormatConditionsCala True

False

False

0 - xiNoRestrictions
Sheetl

.43

-1 - xISheetVisible

=1 - xISheetVisible

0 - xiSheetHidden

2 - xiSheetVeryHidden
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#1704: File level Security

Excel v. 2007

Excel v. 2010/2013

FPrepare the document for distribution
Hew

L,  Properties
View and edit workboak properties, such
Open as Title, Author, and keywords,

Inspect Document

Check the workbook for hidden metadata
or personal infarmation.

Encaypt Document
Increase the security of the workbook by
adding encryption.

Restrict Permissio
Grant people acces§while restricting their ¥
ability to edit, copyfand print,

t%j Erfnt »
v

fﬂ% Prepare P = (e
Ensure the integrity of the warkbaok by
—z adding an invisible digital signature.
Send 3
Mark as Final
. Let readers know the woarkbook is final and
= : make it read-only.
nuaf Publish  »

Run Compatibility Checker

Check for features not supported by earlier
versions of Excel,

Py
|_| Clase

:X) Cut
B2 Copy ~
e - i
<¥ Format Painter

Clipboard n

Protect Workbook
l T} Control what types of changes peopl
Protect
Workbook =
G D ark as Final
we R wprerrefe workbook is final and
make it read-only.
Print
Enerypt with Password t
} Require a password to open this workbook. n
Share i
EBport T] IL Protect Current Sheet
11 Contrel what types of changes people cen
make to the current sheet,
Close
] Protect Waorkbook Structure a
'E'j Prevent unwanted changes to the structure
of the workbook, such as edding sheets,
Account .
D Restrict Access
. @ Grant people access while removing their ¥
Opitions ability to edit, copy, or print.
D Add a Digital Signature ta
R Ensure the integrity of the werkbook by

adding an invisible digital signature.
T
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#1801: Page Set Up

H ©- ¢~ [, 8- ¢8- #& -
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVI

AEe= P D & B

Themes Margins Orientation Size  Print Breaks Background Print
- @ Effects ~ - - - Area~ - Titles
Themes Page Setup Page Set Up @
SN | Shortcut Key / Path Objective
ALT,P,S, P Page Set Up
2 CTRL + F2 Print Preview

#1801, 1802, 1804: Print Tricks

Page Setup

| Page l Margins ] Header/Footer

Print area: | AT:L41
Print titles

[[] Gridlines Comments: ‘ (None) zl
[[] Black and white i
Cell errors as: ‘ displayed El
[] Draft guality
|:] Row and column headings
rP.a.Ee...&Ee_r.............................................i
[ 1
1 Down, then over |E== Ea3=3
@p EEE R (!
O Over, thendown | ==lzr=f== |1
[ =] [ !

,__
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
[}
1
1
1
1
[

Print... ] ‘PrintPrevieyl l Options...

0OK [ Cancel

1 | Rows to repeat at top Amount

For headers to appear on every page print out. E.g. ID, Name, Description,

© Copyright 2015 - Yoda Learning Solutions. www.yodalearning.com
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2 ‘ Gridlines l Switches on/off the dotted-cell border while printing

USS Bond issues from High Grade Companies in US (Mar-09) -

Uss Bond issuésfrom High Grade Companies in US (Mar-09) -

03/02/2009 CONSUMERS ENERGY COMPANY 03/02/2008  CORP CONSUMERS ENERGY COMPANY
05702 /2008 FPL GROUP CAPTTAL THC 03/02/2008  CORP FPL GROUP CAPITAL INC
03/02/2009 ANADARKO PETROLEUNM CORP 2009 CORP AMNADARKO PETROLEUM CORP
03/02/2009 ANADARKO PETROLEUM CORP 2005  CORP ANADARKO PETROLEUM CORP
03/02,/2008 PITMEY BOWES INC 2008  CORP PITHEY BOWES INC

03/03/2009 MISSISSIPRI POWER CO [VS.] CORP MISS15SIPPI POWER CO

For worksheets with print area extending to multiple pages — both

3 Page Order - Vertical vs. Horizontal . . . .
g horizontally and vertically, users can decide the page order of print out.

& 5 [ G 0 E T FE [ G H T K L A 3 C i E TP G " 7 K L
1 1
2 i n S (Mar-09) = | 2_|usyBond i ies in US {Mar-03] =
3 3
) 4

M ds” ipal Ame Coupo
Bl Dae  Tope issuer Industry St ey 3 aturity_Prics s Industry (Ussmn) _n Frio
& (CONSUMERS ENERGY COMPAN UTLITY i 3 & (GONSUMERS ENEFGY GOMPAN UTLITY B
T (tsitoreons | CORE | FPLGROUP CAPITALING uTiLTY T 7 (630203 | CORP  FPLGROUP CAPITALING uTiT Aze 1 £ Ebit: | ol 99857
8 (00202009 | CORP | ANADARKD PETROLEUMCORP | ENERGY Basde [Eoow G (03022003 | CORF | ANADARKO FETROLEUMCORF | ENERGY Baste [EBET 5D 500 782 | oM 53700
5 |ooinoreon | CORP | AADARKD PETROLEUMCORP | ENERGY Bacde | BEEe 5 |0oi02i20ns | GORP | ANADARKD PETROLEUM GORP | ENERGY Bacte | BBE | USD 600 a7m07 | 00r0n | 99,605
0 [sazrons | CORE | PITHEREQVES WS 4 CIVERSFIED A 0 (030212003 | CORP | PITEAEEWES INE ONERSFED ae | e | wED G280 |t | %852
T |oan0300 | CORF | MISSASERTRERCES 1 UTIT se T (03032003 | CORF | MSSHSEFWTRERCES  ~1UTLTY s | he | wsD fosh ~y repses | dgvans | 53308
2 Josnsreons come | ELILLEYs o0 \d Iprerveceuics o | s 2 [oaiwaeons | GORP  EULIEYEO0A \Ad W [PHARMACEUTICE A1 | AA | usD foon €A ob%aa | oduprevie| 93530
13 [osnseons | CORP|ELILLLYS 0O oF PHARMACEUTICA 41 | A& | UsD 1000 a0t | 99955 TG [okiz200s | CORP  ELLLY&ED ) PHAFMACEUTIEA A1 | A& | USD Aot ot | boogioni | 98985
W |oanson | CORP ELILLLYE PHARMACEUTICA A1 | U 00 ity | s 1 |0gisp008 | CORP  EULLLY&ED PHARMACEUTICA A1 | A& | UsD an a0 (ST S0
15 [oaioire0ns | CORP | APPALACHIAN POWER CO LTy Basze | BEBe | LsD 50 Oz | s 5 |0oi042008 | CORP | APPALACHIANFOVERCO _ UTLITY Bacze | GBBe | UsD 0 T30% vz sasen
T6_[03/042008 | CORP | GEORGE 1ASHIGTON UNIVER | UNVERSITY N 200 oantiaua | o0 T6_[03i04i2003 | CORF | GEDRGE VASHNGTON UNIVER | UMNERSITY A | A uwem Eonnz<
17 |0ai04f2003 | CORP | MSOURCE FINAMCE CORF LTy Bt | BEE= | UsD [} O30t | 515 T (031042003 | CORF | WISOURCE Fil uTiLTY
10 [oaskons | CORF|ERCAPTALMARRETSFLE  ENERS: dle | Ake | Usn 1500 ooz | 55954 16 (0310572003 | GORP | BP GAPITALMARKETSPLG  ENERGY
1900050008 | CORP | EPCAPITALMARKETSPLE  ENERGY aste | “mne | UsD 750 oozt | ssses 19 (03052003 | CORP | EPCAPITAULAPKETSPLE  ENERGY
20 oai0tie0ns | CORP | BP GAPITALMARKETS PLG ENERGY hate | mhe | UsD 1000 ooriania | 59732 20 (0310572003 | CORF | BF CAFITALMARKETSFLC  ENERGY
1 [oansweons | coRe | uTiLITY Basle | EBBe | LSO 5 + | ouvas | 96455 21 [oai0ar2003 | GORP | PGAE Corp uTTY
27 oonshon FM | BANKOF AMERICACORE |BANK s | Aare | UsD 000 FRN | Osiaun | o0 27 (0303203 FIM | BANKOF AMERICACORP |BANK
25 oanosreons FM_ BANCOFAMERICACORP  BANC s | aece | usp 2500 FaN_ oo oo 23 |(iosnns i BANKOF ALERICACORE ___ BAHKC
34 [03/0500F— BANKOF AMERICA O TEAMK Raae | AAAe TR0 T WA Ta 4 [Tzt PN G OF AVEFCA GO BRI
25 0ai0sh008  FM | GENERALELECCAPCORP |BANC Zase | Aa%e | UsD [} 25 (03032003 FIM | GENERALELECCAPCORP |BARK
26 Josnsrons FM | GENERALELECCAPCORP  BANK s | Ame | usD aartiaen | 93369 26 (03032003 FIM | GENERALELECCAPCORF |BARK
70303008 FIM | GENERALELECCAPCORP | BAMK hase [Aane | UsD o2z | 27 [oaiosr2o0s FIN | GENERALELECCAPCORP AN
26 0003003 FIM | GENERALELECCAPCORP | BANC hae [Aase | UsD oz 28 (03032003 FIN | GENERALELECCAPCORP |BANK
29 oaitizn0 PN |USEANCDRP BN e pYCT ] ooz | 63 29 (030003 FIN_|US BANCORR BEHK
30 [03/02003 | CORP | WS CARENARK CORP FETALER Basze | BB | USD [T | 30 [oartor00e | CORP | CYS CAREMARK CORP FETALER
310002009 | CORF | SOUTKASAROLING ELECHGAS (ITILTY e | a o0 | 59504 31{03/0/2003 | CORP | SOUTWAE4ROLING ELECEGAS GRTILTY
el TR e B Aase | AaRe 1D iz | oo 37 (030200 P MORGANEVEWETY £\ sBANK
35 [ooiomn0s P | MORGANSTELEL] o £ BAMK s | aare | UsD e | 58388 33 [oaroeooe P MoRdANSTEREL] o W BAn
34 [oaiieny | CORP | FLORIDA POVERNHGHT uTLTY fae | Ae | wsp wvanss | ssser 34 (0312008 | CORP | FLORIDA POWERWMGHT T
35 002009 FM | UNDMBANKHA BERK Aase | Aa2e | UsD o200 35 (032008 FIM UNDWSENKHE
36 [0aiiz005 | FIN | UMONBEHKHE o | a8%e | USD oz 36 [oarireons  FIN UNIDNBANKNA
37 Josiiemy | coRe | EATON CORP OMERSFED e | e uso ostzoienis | 93565 T |0dinns | CORP | EATONC ONVERSFED
38 002009 | CORP | EATON CORP ONERSFED B | A0SO [ e T 36 (032003 | CORP | EATON CORP ONVERSFED
33 [0aiiz009 | CORP | WALT DISNEY COMPANY WEDIE e e UsD ostray | 5t 39 [oariie0ns | CORP | WALT DISNEY COMPANY = f2e | he | uem 55807 st
a0 [oaizz003 P |ING BROEP Y B e PYrET ] ooz | 65307 40 (03R003 FN NRGROEPRY BAHK hase | Rase D I ssa07
a1_|guuepnos _ CoRe o CONSUNER s | e uso e s ° 41|00 CORE _ SYSCO CORPORATION CONSUMER s | s | ws 250 ST oo s
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#1805 - 1806: Print Tricks for Financial Analysts - Check underlying formulas

[C] Draft quality
= ey

LE] Row and column headings !

Page order

(® Down, then over |==g=

(O Over, then down ===
EE G

Print... . Print Preview .

A SELE ©-Yoda Innrning?inuﬁnnc
Page | Margins l Header/Footer Sheet
Print area: | A1:L41 |
Print titles '
Rows to repeat at top: E'
Columns to repeat at left: F
pint |
L] Gridlines E Comments: ‘[None} vii
L) Biack and white “Cellerrorsas: | displayed v

Options...

1 Row and Column headings

Displays the row headings (1, 2, 3 ...) and column headings (A, B, C ...) in the print
out. To be used after activating the below mentioned shortcut key:
= Ctrl " (the special character key above the TAB key) - Displays all formulas of

the worksheet

A B C

1]
Us3 Bond issues from High Grade Companies in US (Mar-09) - 2 |US5 Bond issues from High Grade Companies in US [Mar-09) -

| 3 |

a

03/02/2009  CORP CONSUMERS ENERGY COMPANY | 6 [03/02/2008 CORP CONSUMERS ENERGY COMPANY
03/02/2009  CORP FPL GROUP CAPITAL INC | 7 |os/02/2008  CORP FPL GROUP CAPITAL INC
03/02/2009  CORP ANADARKO PETROLEUM CORP | 8 |os/o2/2009  CORP ANADARKO PETROLEUM CORP
03/02/2009  CORP ANADARKO PETROLEUM CORP | 9 |03/02/2008  CORP ANADARKO PETROLEUM CORP
03/02/2009  CORP PITNEY BOWES INC | 10 [03/02/2009  CORP PITNEY BOWES INC
03/03/2009  CORP MISSISSIPPI POWER CO | 11 [03/03/2009  CORP MISSISSIPPI POWER CO
03/03/2009  CORP ELILILLY & CO 12 |03/03/2008  CORP ELILILLY & CO
03/05/2009  CORP ELI LILLY & CO | 13 |03/03/2002  CORP ELILILLY & CO
03/03/2009  CORP ELI LILLY & CO [VS.] | 14 |03/03/2002  CORP ELILILLY & CO
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Audit Trick: Press Ctrl " to “Show all formulas” and then “Print” with “Row & Column headings”

A | B | c | D
1
2 |caB Pvi Reported Reported
| 3 |Financic 39538 39903
4 ]
| 5 |
| 6 |Assum,
| 7 | Sales growth NA 0.05
| 8 | Costs as % of Sales =C12/C11 =D12/D11
9
T Income
11 | sales (A) 1201 780
[12] Costs (B) 802 511
[ 13 | Profit (C=A-B) =C11-C12 =D11-D12
| 14 |
| 15 | Profitas % of Sales (C/A)  [=ci3/cii |=p13/D11
16

Entire worksheet’s comments can be displayed at the end of the worksheet along with
2 Comments cell reference. Useful to keep a track of all the in-cell comments that are scattered on
the worksheet.

Cell: C8
Comment: Roy Ir.:
Refer email dtd 21-Apr-2009

Cell: E11
Comment: Yoda Learning:
Annual Report Pg 21
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#1807: Print Entire Workbook

Excel v. 2007 Excel v. 2010/2013

- 2 |
Print = | Print
Printer : -
=) Copies: |1 -
Name: [Q‘g Foxit Reader PDF Printer Tl I Properties... I Hgﬂ
Status:  Idle - - Print
Type: Foxit Reader PDF Printer Driver Find Printer...
Where: FOXIT_Reader: )
Comment: et to Printer
rin e
N Foxit Reader POF Printer
Print range Copies ‘% Ready
®al Number of copies: |1 3| Printer Properties
. = . [ .
O Pagels)  Erom: = Te: = Settings
Print what Print Active Sheets
PP P Do e -
O Selection Only print the active sheets
(:J Active sheet(s) D Print Active Sheets
. QOnly print the active sheets
|:| Ignore print areas e — -
1 Print Entire Workbook
> = Print the entire workbook
| Preview OK | Cancel Cracrs
L = | = 1 Print Selection
== Only print the current selection

Ignore Print Area
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#1901: Comments - Shortcuts, Inserting Picture in Comment Box)

SN | Shortcut Key / Path

Objective

Shift + F2

Insert/Edit Comment

ALT,R, A

Show All Comment

Ctrl + Shift + O

Go To (Special) -> Comment

HW[|IN|PF

Ctrl + Alt + V -> Comment

Paste Special -> Comment

Inserting a Picture in the comment box:

Right-Click on the
“boundary line” of the
comment box

» IEN

Format Comment
Protection | Propertiefmmmm ; by Alt Text
Font | Alignment Colors and Lines Size
. 1
Fill
I - ]
@ Transparency: No Fill P o &
Paste Options: Line [ Automatic : T
Calor: == ¥
““D . LTI 11LL =
Dashed: “~EmmmlEEmm 075pt -
Edit Text Connector: | | H H B l:l EEE
) TTHECOEENENRE
Grouping 4 Arrows ENCOQUOEEQC
Order » o L mmoCimm e ]
Begin size: L HE[ [-I. EEN | _I

Set AutoShape Defaults

0 n
Yoda Learning: ¥
Ol -‘.?'.
(]
m)
{%4

Format Comment...

© Yoda Learning Solutions

. More hlors...

Fill Effects...

7 Fill Effects —

OK

Cancel
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#1902: Split Windows, Viewing multiple Windows - Simultaneously working with different
workbooks, worksheets & scattered cell ranges simultaneously

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
- -; b D o= ] Split COv
! Ruler [v] Formula Bar q [E) = |__||1 E '
: IDJ B Q | = T fNde [Bs
Normal Page E_ireak Page Cu.s'tom [] Gridlines [¥] Headings Zoom 100% Zoom_to New Arrange Freeze . R
Preview Layout Views Selection Window All  Panes~ ide | EIIR
Window

Workbook Views Show Zoom é é

Opens another instance (window) of the active workbook, thus, allowing you to work on
1 NEW WINDOW different worksheets of the same/different workbook simultaneously. “Arrange All” feature
will help arrange the open windows side-by-side (horizontal / vertical).

This is how the names of the two instances of the workbook
(Book1) will be displayed - Book1:1 and Book1:2

Book1:2 - Microsoft Excel

2 ARRANGE ALL Helps stack / arrange open windows side-by-side

Arrange Windows ? Bl

Atange ™ Important: If multiple workbooks are open and you wish to
= stack “windows” of a specific workbook side-by-side, use
;'Q:,m'l’ta' the last checkbox — “Windows of active workbook”. If not
;1:1; E:sc'::e chosen, the “Arrange Windows” feature will stack ALL the
T windows of all open workbook side-by-side thus, creating a
» [[] Windows of active workbook
temporary screen clutter.

6. Divides/”Splits” the window into different panes that each scroll differently. It is ideal if you
want to work simultaneously on different areas of the SAME worksheet of the workbook.
7. Unlike “New Window”, it doesn’t allow you to work on different worksheets of the same

workbook simultaneously.

3 SPLIT
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#1903: Hyperlinking (Ctrl + K)

Text to displ
Link to: Text to display: |Sumrnary!A1 « AR o i | ScreenTip...
hover of mouse cursor

1
Type the cell reference: I

Existing File or |A1 « Landing cell of the
\Web Page | destination Sheet
Or select a place in this document:

Place in This

=i . Destination Sheet or
" Named range

Create New
Document

]

E-mail Address

© Yoda Learning Solutions

Quick Tip: New function in v. 2013

Example: = HYPERLINK("http://www.yodalearning.com", "Click here for

=HYPERL| N K( Excel Tricks")

HYPERLINK (link_location, [friendly_name]) =  For more details, refer Microsoft Excel help
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