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Introduction

What is the power  behind Tips? July 15, 2009

A tip does not require significant eff ort "Hi John... you have
to learn and give you a boost in your very good content

here.

productivity in some way.

| am subscribing to
your blog for my daily reading
list."

Additionally ,an Excel T ipis perceived
to be the qu ickest/unique way to do

a thing

Chandoo , Pointy Haired Dilbert

Here you have a list of some pros é
y P Chandoo.org

1 Save time by performing a given . .
action inlesstime (less See more  testimonials
keystroke s, less manual work, etc)

1 Help you c onnect gaps that open doors to more knowledge

1 Grow your enthusiast for Excel so you keep more productive (action
causes inspiration)

1 Reuse the knowledge you already possess in different ways
1 Learn aTip in a flash and ge t results immediately in your work
1 Get instantreward because its instant application nature
T Perform an action you didnét i magine poss
1 Reuse Tips alongtime inall circumstances
Tips are workload relievers ; for example, compare draggingthe mouse
sligh tly to resize column width with resizing width immediately by  double
click ing on the border of the column header . Even better ; compare doing

it individually to doing it massively by selecting  and double clicking
multiple columns.

This eBook is a collection  of 21 Tips not so exploited  but very useful.
Apply them and f eel enthusiastic each time  your productivity is boosted.

If you are eager for more try these 101 Addictive Tips

John Franco
www.Excel -Spreadsheet -Authors.com 5| Page
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How much does this eBook cost to you?

Zero , it is absolutely free.

How can you pay it forward? Help me spreading the word

Print this eBook and distribute it to colleagues

i

!

Email this eBook & {05 friends or colleagues
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1. Jump to aTarget Cell inT woWays (w ithout

Manually  Shifting Sheets  /without Scroll ing)

Imagine you are working between two sheets , here is the situation

Youé

T

Shift between worksheet s (you may needto use the horizontal
arrows to move across sheet tabs)

Scroll (ve rtically, horizontally) to the desired cell
Check something, write a Formula or edit the content of the cell

Return to previous cell  in the previous sheet . All would be ok but
the screen is not where you want , you need to do afinding  -cell
work each time y ou move intuitively across your spreadsheet

Imagine an Excel Tip that allow s youtoj ump to the target cell instead of
scrolling and shifting sheets . No, you dondét needangesfouse
each set of cells worth visiting.

He r e 6 s tomavigate betwee n sheets and books very easily é

Method1l: Jump to target cell with :AGo too
How t oé
1. Select the cell at which you want to return , for example Al
2. PressF5t o | aunch the AGo too dialog
3. Type the desired cell ref etogumpedo

it; for example B35

4. Youhavemark ed Ali n t he @ Go fotte@urrena h e
session

5. Press F5 from anywhere and double click on the desired cell
that is already listed on the pane

www.Excel -Spreadsheet -Authors.com 7| Page
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Step 2,3

GoTo

Go to:

Reference:

8BS

[ Special...

Step 5

Go To

Go to:

SAS1

Reference:

(e |

www.Excel -Spreadsheet -Authors.com
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Method2: Jump to tar get WateHWindowi t ddiafog:

AfWatch windowo al | o®mosmublaso;its ntaio useistb segthe
impact of dependent cells on the watched ones. You can use it also to
navigate between sheets and books, hereobs

How t oé

1. Launch the AWat ch \Excel 200/Auser d.igatoo g
Formulas>Formula Auditing>Watch Window . Excel 2003
users: go to Tools>Formula Auditing>Show Watch Window

2. Place atthe target cell you want to mark
3. Press AAdd watcho

4. Jump to any cell from the watch window by simply double
clickingonit (inthe f Vdtch W indow 0 pane)

Watch Window v X
2, fdd Watch... o Delete Watch

Book Sheet Mame Cell Value Formula

lists.xls  names B18 James

Book2 Sheet3 G19

Book3 Sheet1 Al

Amaze yourself ... and others with Excel Tips

Get a career boost by nurturing your Excel Skills. Learn

how to write  smarter Formulas , how to bui Id simpler
spreadsheets. Gain knowledge and techniques you can
implement immediately.

Subscribe to monthly free Holistic  Spreadsheet
Newsletter
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2. Get Oriented about M eaning of Named Ranges
as You Write Formulas (Excel 2007)

Constants and names (Named Ranges) had been subjectively defined in
previous versions of Excel ; now you can set the meaning explicitly and
read this description as you write Formulas.

How do you do this? It is very easy: define the name and introduce a
description . Formula Autocomplete will show the message at the cell or
Formula bar while you write

Hereds howé

First you need to define a name with a

How t oé
1. Goto F ormu las> Defined names> Define name
2. Enter the namedrange A MMme: 0
3. Set the AScope: o

4. Write the i Gmment 0O

5. Specifyt he referenceorvalue i n t Retersfo: 0 box
6. Ok
r Mew Name lil&
Name: interest_rate
Scope: Workbook IEI

Comment: | Eypressed as an annual percentage of the -
principal (%l

Refers to: | _gheet1188811 575

www.Excel -Spreadsheet -Authors.com 10 | Page
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To get the description as you write you just need to start writing a
Formula atany cellor atthe Formula bar, Formula Autocomplete will
assist you .

See graphic below é

D E F G H 1 ]

|=BEI*{|:1+i_r"|

{#) INDEX

() INDIRECT
) INFO

&

() INTERCEPT
=l interest_rate
() INTRATE

Expressed as an annual percentage of the principal (%) |

Eliminate many hours of wasted time and frustration with 101 Excel Tips

Get a career boost by nurturing your Excel Skills. Learn

how to write  smarter Formulas , how to bui Id simpler
spreadsheets. Gain knowledge and techniques you can
implement immediately.

Subscribe to monthly free Holistic _ Spreadsheet
Newsletter
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3. Find /Replace /Select Similar Format Cells

Sooner or later  you need to select similar  -format cells for editing /analysis
purposes .
Hereds how to do iteée

How t oé

3. Clic k
right of the AFind what: o0 text b

1. PressCTRL +F

2. Press Options>>

the arrow t o t hebutton g(lbcatedafthei F

4. Sel ect A ChooBa@n Ced riymadan do it manually by
usin

g AFormat o option instead)

5. Select the cell with the target format to select. The format is
previ ewed at the right of AFind wh

6. Press fiFind All 0 . Al the cells with the
shown in the pane

7. Pick cells individually or press CTRL t 0 select more than one to
do the require d action : replace , find, etc

Step 4

Find and Replace

|9 | 2 |

Find Replace

Find what:

Within: |Sheet
Search: |By Fows

Look in: |Faormulas

]
]

|E| Mo Format Set

Format...

|:| Match case Choose Format From Cell...

[] Match entire cell contents Clear Find Format

| FndAl | | Endhext | | Close |

Step 5,6

www.Excel -Spreadsheet -Authors.com 12 | Page
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Find and Replace

L9 |

Find Replace

Find what: |E| | Preview™ | [ Format... v]
Within: | Sheet [C] Match case
Match entire cell contents
Search: By Rows IEI O -
Look in: | Faormulas IEI
[ Find Al ] [ Find Mext ] [ Close ]
Book Sheet Mame  Cell Value  Formula
Bookl Sheetl gRe3 1
Bookl Sheetl gKe4  test
Bookl Sheetl E159 FALSE =A1=1000
3 cell{s) found

| mportant notice

Donot
command the next time.

Amaze vourself ... and others with Excel Tips

Help me sp reading the word

Print this eBook and distribute

Email this eBook & {05 friends or colleagues

www.Excel -Spreadsheet -Authors.com
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4. Sum Numbers -Stored -as -Texts

SUM fu nction does not convert numbers -stored -as-texts to numbers . See
graphic bel owé

1 A3is 1 stored as text
1 The Formula in A4 is =SUM(A 1: A3)

1 The resultis 2 (A3 was not considered)

A B C D

=W M|
u
I

2 Total 3 Total

Now, s ee the result of the  Formula C4, itis correct. How do you do it?

Hereds howé

1. Write the Formula in C4: = F1+F2+F3 instead of
=SUM(F1:F3)

Avoid mistakes

Dondt uskarmulasnlgi k e: =Al+ A2+ Ask+ik dpfoé check
SUM Formulas only .

Read: Excel SUM i1 Problems to Be Aware of When You Use this Common
Function

Get a career boost by nurturing your Excel Skills. Learn

how to write  smarter Formulas , how to bui Id simpler
spreadsheets. Gain knowledge and techniques you can
implement immediately.

Subscribe to monthly free Holistic  Spreadsheet
Newsletter
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5. Copy Formulas Down Automatically in
Calculated Columns (Excel 2007)

When do you use Formulas in tables?

1 Whenyou employ helper columns and need consistency and
completeness of the  Formula in the entire ¢ olumn

1 Whenyou have a calculated column in general

Copying Formulas down in a table presents two main problems:

1 Itis tedious to drag the Formula , especially in tables with
hundreds /thousands of rows  (you can double click fill handle to
automatically fill  Formulas down but they stop at blanks or you may

forgettodoit )

1 Itis difficult to remember you need to copy a modified Formula to
the entire column

A calculated  column with an undetected orphan Formula inthe
middle ist hewo rst thing

Fortunately, Exce |2007 offer s a Formula auto filling option . Proceed this
way é

How t oé

1. Activate options Formula auto fill . Go to Office Button>Excel
Options>Proofing>Autocorrect Options>Autoformat As You
Type >Fill Formulas in tables to create calculated columns (this
opt ion is activated by default)

2. Convert the range into a table (CTRL+T)
3. Write the Formula in the calculated column

4. Enter (Excel 2007 automatically fill up/down the Formula to
the entire column)

Eliminate many hours of wasted time and frustration with 101 Excel Tips

www.Excel -Spreadsheet -Authors.com 15 | Page
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Help me spreading the word

Print this eBook and distribute it to colleagues

e

Email this eBook & {05 friends or colleagues
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6. Convert a Number /Date -Stored -as-Textto
Number /Date before LOOKUP

Imagine you want to look up the cell A2 in any given table array ; the cell
contains a number /date in form of text .

Avoid imminent  # N/A error by convert ing the cell before lookup ;doit this
way é

1. Write VLOO KUP Formula

2. Add 0 to the lookup_value argument this way:
=VLOOKUP(A2+0

3. Complete the Formula :
=VLOOKUP(A2+0,Haystack!$A$2:$C%$12,2,0)

Catapult your skills and productivit v with Excel Tips

Get a career boost by nurturing your Excel Skills. Learn

how to write  smarter Formulas , how to bui Id simpler
spreadsheets. Gain knowledge and techniques you can
implement immediately.

Subscribe to monthly free Holistic  Spreadsheet
Newsletter
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7. Avoid Array Formulas by Using Helper C olumns

Array Formulas are a big deal but you may not be proficient with them. If
you wantto keepaway until youlearn, use a workaround called Helper
Columns.

What a Helper Column is?

It is an additional column that serves as a criteria column, you can
evaluate as many conditions as you want an d reduce them to a single
value.

You can use :

1 CONCATENATE function to combine tw o or more columns into a
single one, for example: City and Name into  "ChicagoSusan Wilson "

1 Logical Functions : IF, AND, OR to reduce criteria of multiple
columns to TRUE/FALSE or any other single value, for example:

=AND(A2="Susan Wilson",C2>1000,C2<=10000) returns
TRUE/FALSE
Well, w here do you use Array Formulas most? You use AF w hen you need

to create multiple versions of SUMIF, COUNTIF, and VLOOKUP . These
functions have something in common, the y cannot evaluate conditions
like: between, and, or, etc

See their syntax es below and recognize the unique -criteria -arguments
(bold ones) that will contain  avalue that represents multiple criteria, for

example: AiChi cagoSusan Wil sorett., TRUE, FALSE

1 SUMIF( range ,criteria ,sum_range)
1 COUNTIF(range, criteria )
1 VLOOKUP(lookup value ,table array,col index_num,range_lookup)

Hopefully Excel 2007 added SUMIFS, COUNTIS functions that eradicate
this old problem.

But Array Formulas are still needed for example to create VLOOKUP
multiple, VLOOKUP case sensitive, etc.

Her e 6 s olsat aHCt for multiple VLOOKUP ¢é

www.Excel -Spreadsheet -Authors.com 18 | Page
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How t oé

At the Backend

1. Add acolumn to the left

2. Write a Formula that evaluates conditions in two or more
columns. Use : CONCATENATE, &, IF, AND, OR , a comb ination
of them . For this case: =CONCATENATE(B2,C2)

At the Fronten d

3. The Formula is done : =VLOOKUP(CONCATENATE( ASusanr
Wi | s 01626 ),Heystack!$A$2:$F$12,6,0) you can use
"Susan Wilson "&"1526" for the lookup_value  too

Step 1, 2
A B C D E F
Helper column Client name e Nu.m oid Order Date S

1 number items Amount

2 |William Brown1028 |William Brown 1028 1 1/13/2007 S 6,612.00
3 |Glen Sullivan1277 Glen Sullivan 1277 8 2/16/2007 $15,820.00
4 |Susan Wilson1526 Susan Wilson 1526 4 3/22/2007 $ 5,094.0”
5 |Glen Sullivan1775 Glen Sullivan 1775 6 4/25/2007 S 2,030.00
6 |Ken Sigan2024 Ken Sigan 2024 7 5/29/2007 S 3,576.00
7 |William Brown2273 |William Brown 2273 S 7/2/2007 S 2,817.00
8 |Margaret Moore2522 |Margaret Moore 2522 8 8/5/2007 S 2,058.00
9 |Susan Wilson2771 Susan Wilson 2771 1 9/8/2007 $ 4,431.00
10 | Margaret Moore3020 |Margaret Moore 3020 S 10/12/2007 S 4,210.00
11 |Margaret Moore3269 |Margaret Moore 3269 8 11/15/2007 S 5,040.00
12 |Alberto Diaz3518 Alberto Diaz 3518 2 12/19/2007 $ 3,220.20,

J

Get a career boost by nurturing your Excel Skills. Learn

how to write
spreadsheets.

implement immediately.

Subscribe

smarter

to

Newsletter

monthly

Formulas

free

www.Excel -Spreadsheet -Authors.com
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8. Use Hidden Constantsin Calculated Columns

Avoid columns with repeated quantities ; for example, the % column
below is obtained from dividing the Rank by 1,000,000 ( Number of sites ).
Notice that you have not created a Total pages column with 1 million
repeated .
A B C
1 Date Rank %
2 | 8/25/2009 24,812,291.00 25%
3 | 8/26/2009 16,115,950.00 16%
4 8272009 16,115,950.00 16%
5 | 8/28/2009 12,042,991.00 12%
6 | 8/29/2009 9,734,292.00 10%
7 |8/30/2009 6,308,094.00 6%
8 | 8/31/2009 3,719,427.00 4%

How d o you do it?

How t oé
1. Go to Formulas>Defined names>Define name
2. Specify the Name (without spaces)

3. Set the Scope: Workbook or on a Sheet basis

4. Specify the value of the constant nNnARefers to: o
5. Ok
Mew Name @l&l
Marmne: Total_sites
Scope: Workbook IZI
Comment: !
Refers to: | ~ 190000000 &
’ oK ] ’ Cancel ]
F|

www.Excel -Spreadsheet -Authors.com 20 | Page
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After that, insert the constant by using Paste name dial og ( F3) or through
Formula Autocomplete.

Read the article:  Excel Formulas - How to Store Constants in a Central
Location with Excel Names

Catapult your skills and productivity with Excel Tips

Get a career boost by nurturing your Excel Skills. Learn

how to write  smarter Formulas , how to bui Id simpler
spreadsheets. Gain knowledge and techniques you can
implement immediately.

Subscribe to monthly free Holistic  Spreadsheet
Newsletter
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9. Add Comments Inside Formulas

This workaround consists in addinga notetoa Formula (essentially
adding0 )t hi s way: =FORMULA + .N(ANotes hereo)

N function converts any item to its value, for example:
1 =N(TRUE) is equalto 1
T =N(AAny texto) is equal to O

This method could be better tha n Cell Comments because the notes
rema in inside the Formula and can be seen while debugging

1. Goto the end of any given Formula . For example:
=SUBTOTAL(109,A1:A13)

2. Sum the note: + N("Quarter 4 not included") . Essentially you
are adding Otoa Formula

3. Enter. Your Formula will be somet hing like this:
=SUBTOTAL(109,A1:A13)+N("Quarter 4 not included")

Amaze vourself ... and others with Excel Tips

Get a career boost by nurturing your Excel Skills. Learn

how to write smarter Formulas , how to bui Id simpler
spreadsheets. Gain knowledge and techniques you can
implement immediately.

Subscribe to monthly free Holistic _ Spreadsheet
Newsletter
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10. Clean Text before LOOKUP

Texts are the most common lookup data in Excel, sometimes you receive
a #N/A error due to non -matching values;  use this tip when the problem
is at the frontend.

1. Write the VLOOKUP Formula and specify the lookup_ value

2. Delete leading/ trailing /inter -word spaces with TRIM function
TRIM(A 2) . Clean remaining non -printing characters with
CLEAN function. CLEAN(TRIM(A  2))

3. Complete the Formula :
=VLOOKUP( CLEAN(TRIM(A2)),  G5:H28,4,0).

4. Enter

Tip compiled from: 29 Excel Formula Tips for all Occasions [and proof that

PHD readers truly rock]

Catapult your skil _Is and productivity with Excel Tips

Get a career boost by nurturing your Excel Skills. Learn

how to write  smarter Formulas , how to bui Id simpler
spreadsheets. Gain knowledge and techniques you can
implement immediately.

Subscribe to monthly free Holistic _ Spreadsheet
Newsletter
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11. Use Named Ranges for P rinting
Format ting and M ore

Named ranges elicit  Formulas but you can exploit this feature to boost
your productivity when formatting , printing and other relevant tasks

Having a quick way to  do these tasks helpsalot. You cane
1 Setprint ing areas (you can name irregular arrays)

1 Apply format . The fact is that you apply format to well -known areas
of your sheet, for exampl e: headings, data, etc.

1 Calculate subtotals (SUM, COUNT, AVERAGE, MAX, MIN, etc) about
selected data with an eyeball at the status bar

T And mor eé

The quickestway t o define names is this wayée

How t oé
1. Select the range to name
2. Goto Name box atthe  left of th e Formula Bar
3. Specify the Name (without spaces)

4. Enter

Now use names ; for example , to print é

How t oé

1. Select cells by going to Name Box and choose the name from
the list

2. Goto Page Layout>Print Area  >Set P rint Area

3. Click

www.Excel -Spreadsheet -Authors.com 24 | Page




21 Underground Excel ® Tips Volumel ©

___ranking alexa history [Compatibility Mode] - Mi

o Home Insert Page Layout Formulas Data Review
Colors ~ " = = F
Bk | B Oas @1
ants* : -
Themes Margins Orientation Size Print Breaks Background |
- @Eﬁ&cts‘ - * * _ﬁ.reav - T
Themes Page Setup

- PR IENEARES
3| - (> 5|1

headlines C

print area data ~ |ERd Monthl Traffic SBI increasfd ¢

Tablel 32
379200 41 9
4 4120/2009 56 15
5 4/22/2009 63 7
B 4/22/2009 63 0
7 4/23/2009 79 16
8 4/23/2009 79 16
9 4/24/2009 130 51
10 4/24/2009 130 51
11 4/25/2009 146 16
12 4/26/2009 165 35
13 4/27/2009 171 25
14 4/28/2009 183 18
15 4/29/2009 196 13
16 4/30/2009 200 4
17 5/1/2009 210 10
18 5/2/2009 20 20
19 5/3/2009 38 18

Help me spreading the word

Print this eBook and distribute it to colleagues

i

!

Email this eBook = to 5 friends or colleagues
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12. Get Rid of Messy Columns before Loading
a Csv File
Third party software reports usually come with unnecessary data for your
analysis .

Choose the needed field s only if you are in control of the exporting
process ; on the other hand, if you have a txt file already in your hands,
hereds a way to di mi pdstsimpottitge-manoab-wmotr k @ f

How t oé

1. Use Text to columns wizard. For Excel 2003 users go to
Data>T ext to columns. For Excel 2007 users go to Data>Data
Tools>Text to columns

2. Split your column with any of the two methods (step 1/3)
ADel i mitedd or fAFiIi xed widtho

3. Select the columns you want to skip (step 3/3)
4. Sel ect ADo not i mport c(sépu3@n ( sk

5. Click Finish
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Text Import Wizard - Step 3 of 3 -5 e

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

Column data format

General
'‘General' converts numeric values to numbers, date values to dates, and all

) Text remaining values to text.

S o T3]

@) iDo not import column (skip)i

Data preview

zzuge Beading [
123.2

Cancel II « Back
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13. Filter by the Selected C ell
Excel 2007 added the feature to filter table fields by the selected cell.

What does this mean?

Focus on analyzing data instead of defining filter criteria each time
This quick filter method is ideal for selecting categories,  for
example: cities, products, subjects, suppliers , etc.

You can filter by :
Cell's value
Cell's color

Cell 6s font col or

= = =42 =2

Cell'sicon

How t oé

1. Select the cell on which you want to apply the filter or right
click directly on it

2. Go t o: Filter>Filter uby Selected

3. Click

Eliminate many hours of wasted time and frustration with 101 Excel Tips
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1
_2 Washlngtn-n Glen Sullivan 1028 1/13/2007 5 66.12
3 |Washington Glen Sullivan 1277 8  2/16/2007 5 158.20
:4 Texas |Calibri =11 ~ A" 47 $ ~ % » F 4 3/22/2007 5 50.94
5 Washing ;5 = - S Al 6  4/25/2007 5 20.30
& Boston —RErrsEEnT Z 7  5/29/2007 5 3576
[? Boston ! 3 7/2/2007 5 28.17
8 Texas & | 8  8/5/2007 § 2058
- 9 Washin 53 Copy 1 9/8/2007 5 4431
10 |Boston | [ Paste | 5  10/12/2007 5 34210
11 |Bogota Paste Special. 8 11/15/2007 5 150.40
12 Santiagl | 2 12/19/2007 3 1,220.20
| 13 |Sao Pau & 4  1/22/2008 5 456.32
14 530 Pau Insert * | 1 2/25/2008 & 2012
15 |Curitibz Delete » 1 3/30/2008 S 2354
:15 Lima Select v | 1 5/3/2008 3 26.96
17 |Miami 1 6/6/2008 5 121.30
I Clear Contents

13 Bogota | 3 7/10/2008 5 2,200.50
19 Bogota Sort * 2  8/13/2008 & 295.08
20 Bogota Filter v| 35129
= Table 4 Filter by Selected Cell's Value = =
|22 |SaaiFar XML r Filter by Selected Cell's Colar 1259
23 | Curitiba = = 5.40
24 |Lima | Insert Comment Filter by Selected Cell's Eont Color 12190
25 |New Yor &f Format Cells... Filter by Selected Cell's [con 2319
26 | Miami e e I 3 234.31
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14. Hig hlight Duplicates Cells in a Flash (Excel

2007)

The A Re mo Duplicates 0 command does stemwbystepivicaedr a
so you can decide which data to delete.

Decide yourself which duplicates need to be deleted or which need special
treatment. Itisveryeas vy

7

How t oé

1. Go to Home>Styles>Conditional formatting> Highlight Cells
Rules>Duplicate values

2. Choose fiDuplicate 0 and Define the format: predefined or
custom

3. Ok

Step 1

= E AR N

Conditional | Format Cell Insert Delete Format
Formatting = as Table = Styles - - - - 2 Cle

i ‘:'] Highlight Cells Rules ¥ IZI]
= Highlig u ==y Greater Than...

] Top/Bottom Rules  » I_.‘_:g Less Than...

Data Bars 4 Between...

. |:|]
E Color Scales 4 =) Equal To...

= Icon Sets 3 ':'] Text that Contains...

i
f
&

Clear Rules 3

e &

Mew Rule...
= ‘:% A Date Occurring...
| I —
=
=

Manage Rules...
, , Duplicate Values...

More Rules...
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Step 2

Done
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