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What’s New in Microsoft Office 2013?

This course covers 8 hours of the very best and most essential Office 2013 functionality that CPAs
should be using in the performance of their jobs. This course is best suited for moderate level
office users who know how to use the basic functionality of Office, but have seldom explored the
more powerful features and capabilities that Office has to offer, including the following new
features found in office 2013.

1 New Global Features in Office 2013
Office

1. No Changes to the 2013 Ribbons - Many CPAs worry that Office’s new touch-
screen functionality means the product’s new ribbons that will be time-consuming to
learn, but this is not the case. Office 2013’s ribbons work and look almost exactly like
Office 2010’s ribbons, and transitioning to the new product involves only a minor learning
curve. While the new touch-screen controls provide new ways to launch and use the
applications on touch-screen devices, the 2010-style ribbon along with a standard
keyboard and mouse remains to be the primary means for operating the product.

2. Touch-Enabled - on mobile devices, the ribbons offer the same menu options, but
they are redesigned to better fit smaller hand-held devices. Most of Office’s new touch
controls work similar to mouse-clicks, but new gestures have been added. For example,
you can navigate Excel workbooks or multiple pages in Word by swiping your finger across
the screen. You can also pinch and spread to shrink or enlarge your spreadsheets,
documents or presentations. A new Touch Mode button inserts more space around the
Ribbon’s icons so operating the touch controls on smaller devices is a little easier.
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3. Windows 8 Style Tiles - Office’s new square, color-coded tiles (see figure) are used
to launch applications on your tablet, smartphone, or computers equipped with touch-
screen monitors. The tiles can be resized and rearranged to your preference, and the
color-coded schemes make it easier to identify and select the correct application. Office’s
tiles match the Windows 8 tiles which have been praised by some for their simplicity and
utility.
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Examples of Office 2013 Quick Launch Tiles in Windows 8

Snagit 11 Snagit 11 Editor

4. Quick Demonstration of Excel 2013 on a Touchscreen Mobile
Device-

5. Cloud Enabled - office binds you to the cloud in many ways. For example, Office
automatically connects to your free cloud-based SkyDrive which includes 20 GBs of data
storage space, email account, contact management, calendar management, and the
following free web apps: 2013 editions of Word, Excel, PowerPoint, and OneNote. These
web apps are cloud-based versions of the popular applications (with limited commands
and features), accessible from any web browser on a desktop, laptop, tablet or
smartphone device.
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Office 2013's Free Web Apps

a) See SkyDrive on the smartphone.

b) See example of opening the same Excel file from SkyDrive on Desktop
computer.

c) File, Info — Pick the sheets that browsers can see when opening that file.

d) Save a file to SkyDrive, show options to invite people, get a link, Post to
Facebook or email.

6. Web AppS - Since everyone has access to the free web apps, troublesome file-sharing

barriers and file compatibility issues are removed; therefore, CPAs can use Office 2013
with the confidence of knowing that documents and workbooks they produce can be
easily viewed and edited by others.

7. Microsoft Office 365 - Office 365 is a new subscription plan for purchasing Office
via a monthly rental agreement. Subscription Pricing — Enables you to install Excel on five
devices, and run Excel from the cloud.

a) Pay month-to-month instead of all at once
b) Installs on more PCs

c) Never upgrade again

d) Superior iMap email

e) Better security

f) File Sharing

g) Eliminate upfront capital costs

h) Eliminate balance sheet liabilities

Subscription Rental Plan - Microsoft offers Office via a subscription plan and

many CPAs are finding the rental plan to be a better option than purchasing the product.
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Pricing options and functionality for selected Office 2013 editions are summarized in the
table below.

Office Edition Users/PCs Price Included

Purchase Options:

Office Home & 1 user/3 $279.99 Word, Excel, PowerPoint,
Business PCs OneNote, Outlook
Office Professional 1 user/2 $499.99 Word, Excel, PowerPoint,
PCs OneNote, Outlook, Access,
Publisher

Subscription Options:
Office 365 Professional 1 user/5 S$15/Month Word, Excel, PowerPoint,

Plus PCs OneNote, Outlook, Access,
Publisher

Office 365 E3 Plan 1 user/5 $20/Month Word, Excel, PowerPoint,

PCs OneNote, Outlook, Access,

Publisher, Cloud-based email,
Web conferencing, Shared
calendars, Cloud-based team
sites, Office Web Apps

Pricing Options for Selected Editions of Office 2013

Seven advantages for renting rather than purchasing are as follows:

1. Installs on more PCs - The subscription plan allows you to install Office professional
on five computers or devices, compared to just two or three installations with the
purchased product.

2. Never upgrade again — Renters will never face an upgrade decision again as future
product enhancements are included automatically.

3. Superior iMap email - The subscription plan includes a cloud-based email solution
using iMap (Internet Message Access Protocol), which is stronger than the traditional
Pop3 (Post Office Protocol) email solution. This is because iMap maintains email
messages, replies, contacts, tasks and calendars in a central location so you can access
them from any of your computers, the web, or mobile devices. In contrast, Pop3
maintains this information on the individual computers, thus accessing this
information from multiple computers or devices is more problematic.
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4. Better security - In the cloud, data is securely encrypted from your computer to the
cloud, and your data remains encrypted in the cloud. Your data is also backed up
automatically on a continuous basis and is protected by world-class firewalls, anti-
virus software, and intrusion monitoring solutions. A significant amount of
technology, cost and effort is needed to duplicate this level of security on a local
computer or file server.

Exception — Warning!!!

Microsoft’s agreement allows them to read your files!!!

Here’s the code of conduct agreement:
http://windows.microsoft.com/en-us/windows-live/code-of-conduct

Here’s an example article in Forbes:
http://www.forbes.com/sites/kellyclay/2012/07/19/is-microsoft-spying-on-skydrive-
users/

5. File Sharing — The subscription plan includes a cloud-based SkyDrive (starting at 20
GBs), team management tools, and file syncing options to help groups work in
collaboration. You can grant permission to others to access your SkyDrive files or
folders, even if they don’t use Office. In the cloud environment, email attachments
are unnecessary because you can send recipients a link instead of attachments; as a
result, emails travel faster, deliveries are no longer hung up due to attached file size
restrictions, and attachments no longer contribute to oversized inbox data files.

6. Eliminate upfront capital costs — For larger companies, the subscription plan
eliminates their need to borrow money to purchase product. By opting for the “pay
as go” subscription plan, companies can expense the costs as a monthly operating
expense;

7. Eliminate balance sheet liabilities — For larger companies, FASB 47 requires disclosure

of long term obligations, but because Office’s subscription plan requires no long-term
commitment, these rental obligations need not be included on the balance sheet.

The Office 365 Account Management Screen

To access your Office 365 account settings, in any Office 365 product, select File, Account and
click the Manage Account button, as pictured below.
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Office 365 - Office 2013 - Word ? /=8
Carlton Collins =

ES)

Account
User Information Product Information

! ,Carlton[ollins ff-
1:‘ carltonci@hotmail.com u O Ice

Change photo

About me

Sign out Subscription Product

Switch Account Microsoft Office 365 Home Premium

This product contains

Office Background: FEDOEDE

Geometry - 0sce ccount

Office Theme:

Light Gray - P—J Office Updates

Updates for this product are ready to install.
o . i [ p p y
ceaun Connected Services: OUF'dﬂ'E Version: 15.0.4505.1006
ptions ~

Options #& Carlton Collins's SkyDrive

carlttonc@hotmail.com

About Word
Facebook o

Manage Learn more about Word, Support, Product 1D, and Copyright
Carlton Collins About information.
. Word
[ Linkedin
Manage
Carlton Collins
& YouTube
Remave

YouTube user

Add a service -

(Or if installing Office 365 on a new computer, type http://office.microsoft.com/myaccount and
log in using your Office 365 user name and password.)

www.CarltonCollins.com Page 9 Copyright August 2013


http://www.carltoncollins.com/

Office 2013 for CPAs

The account management screen appears as follows.

[0 Whittps:// office.microsoft.com/MyAccount.aspy u My Account - Officecom %

File Edit View Favorites Tools Help
x (¥ Norton - A f ssfeweb- [IJ Share~ Access Vaut - [Bj Login Assistant

% @yConvert v [)Select

3% &)Rain1 &Rain2 &)1 &2 &13

»
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Carlton A,

HOME MY OFFICE PRODUCTS SUPPORT IMAGES TEMPLATES STORE

My Account
Office 365 Home Premium s
Install Information
PC + Mac Installs AVAILABLE INsTALLS: 1 of 5
Computer name Installed Office for Windows - Install
ccs Sunday, June 02, 2013
(Microsoft Windows 8) Deactivate Language: English
MARYLOU-PC Wednesday, March 20, Language and install options
(Microsoft Windows 7 Home Premium ) 2013
Deactivate
VAIO Wednesday, April 24, 2013
(Microsoft Windows 8 Pro) Deactivate
LIVEBOOK Thursday, May 30, 2013
(Microsoft Windows 8 Pro) Deactivate

Mobile Devices

You can use Office apps on up to 5 select devices.

Windows Phone - Get Started

Services and Products

& SKYDRIVE
Save your documents to SkyDrive to easily access and edit them from virtually anywhere.
Visit SkyDrive
® SKYPE
Stay in touch with family and friends with 60 minutes of Skype calls to phones in over 60 countries/regions every month.
Activate your Skype world minutes

Payment and Billing

PAYMENT METHOD ACCOUNT HELP
Visa ****2691 Expires 07/2015 Frequently Asked Questions
Change View Billing History

Microsoft Service Agreement
RENEWAL INFORMATION View my Microsoft account
Automatic renewal: Yes View my Apps for Office
Subscription renews: Thursday, March 06, 2014 Contact Support
Cancel Subscription

I

Site Directory ~ ContactUs  Submit Feedback  Legal Trademarks  Privacy and Cookies  Accessibility @ 2013 Microsoft Corporation
v
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Notice that this screen provides a list of computers where your five Office 365 licenses have been
installed, and you can deactivate any of these licenses at any time simply by selecting the

deactivate button.

Also on this screen above, notice the Install button which enables you to install Windows of Mac

office 2013 on another computer.

AVAILABLE INSTALLS- T Of 5

Office for Windows

Language: English

Language and install options

- Install

There is also an option for using Office apps on up to 5 selected devices, including an iPhone.

Windows Phone

L

Windows Phone

iPhone

Get Started

You can try Office 365 free at

http://office.microsoft.com/en-us/templates/redir/XT103927624.aspx

1 hep://office microsoft.com/en-us/templates 2CTT=97

File Edit View Favorites Tools Help
x /Norton- @  sateweb- [JShare- ([ AccessVaut B Logn Assistant
x @ Convert v [ Select

SEATCITAN EmpraTes v =4

Office templates
All products | PowerPaint Jblishe

Your complete
Office in the cloud

Office 365 Home Premium

Try it for free

Find templates for your favorite application

£« & || 1] Tempistes - Presentation, ..

4% E)Reint B)Rein2 8)1 §)2 B)3 5 E)ASN [BBing £10 £)F B 6 &)Goo.. & Hotm.. [ lowe.. &)Conf.. P v

El Word Excel @ PowerPoint m] Publisher m Visio
Free Word 2013 templates more (3
| Happy b HAPPY
iy | 2 2 N (] [
[ rows 4 CERTIFICATE OF jame] | ANNIVERSARY
I AWARD =
= ‘ (-]
o T a Gilicailcaloauaih Mostlnaiouedl fcadificat
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New in Excel 2013

Quick Tour of Menus — Almost identical to Excel 2010
Touch-Screen Enabled — Makes Excel accessible on touch-screen mobile devices.
Windows 8 Style Tiles — Match Windows 8 tiles, easier to touch on a smaller mobile device.
Cloud-Enabled — Save Excel workbooks directly to your free cloud data storage SkyDrive.
a. SkyDrive (20 to 25 GBs)
b. Get A Link — Send Excel workbooks links instead of workbooks via email.
c. Publish Excel Data to Social Media — Embed Workbooks directly in Facebook.
5. Office 2013 Web Apps — a free version of Excel 2013 is available via the cloud.
6. Subscription Pricing — Enables you to install Excel on five devices, and run Excel from the cloud.
i) Installs on more PCs
j)  Never upgrade again
k) Superior iMap email
I) Better security
m) File Sharing
n) Eliminate upfront capital costs
o) Eliminate balance sheet liabilities
7. Excel Instances - Excel now opens each workbook in a separate instance.
8. Flash Fill - Watches you work and applies logic to help you complete your tasks.
9. Timeline Slicer - Helps you slice and dice Pivot data containing dates.
10. Recommended Pivot Tables & Charts — To help you work quicker and easier.
11. Quick Analysis - Helps you analyze data more quickly by offering data layouts.
12. PowerView - Enables you to create new report types, such as the interactive map charts.
13. Create Relationships Tool — Enables you to build PivotTables from multiple data sources.
14. More Tables — Add multiple tables to a PivotTable
15. Drill Up and Cross Drill - Drill upward and cross drill to related tables.
16. New PivotTable Tools - Decouple PivotCharts so they stand alone.
17. New Chart Controls - Excel pops up new chart controls.
18. Review Tools - New inquire Add-in reviews design, function and data dependencies.
19. Excel Compare Tool - Similar to Word’s Compare tool.
20. Fifty New Functions — Bring the total number of functions to 455.
21. Office on Demand - https://office.microsoft.com/en-us/myoffice.aspx?CTT=97
22. Managing Updates — From the File, Account menu, you can set how updates install.

PwNPE

These concepts are described in greater depth below.
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W New Features in Excel 2013

8. Excel Now Opens Each Workbook in a Separate Instance - Prior to Excel 2013, Excel opened multiple
workbooks in the same instance of Excel by default. However, it was possible to launch Excel twice,
and open workbooks in separate instances — but this approach had a problem in that Excel’s Paste
function behaves differently when pasting between two instances of Excel compared to pasting
between two workbooks opened in the same instance of Excel. Specifically, Excel 2010 and prior
editions did not allow you to copy formulas back and forth between Excel files opened in separate
instances — only the formula’s calculated value was pasted to the other instance of Excel.

Excel 2013 now solves this problem allowing you to copy and paste formulas between
separate instances of Excel. (FYl - Word has always opened Doc files in separate instances).

This issue came to light once CPAs started using dual monitors, and they launched excel on
each monitor only to find they could not copy and paste formulas back and forth. In case you
have clients or colleagues that still use an older edition of Excel, here are the procedures that
you had to follow to display two workbooks simultaneously on dual monitors, and preserve
the ability to copy and paste formulas:

1. Open only one instance of Excel.

2. Restore down the Excel window by double-clicking the Title Bar located at the
top of the window.

3. Stretch the window across both monitors by hovering your mouse pointer over

either the left or right edge of the window until your pointer becomes a double

arrow, then click and drag the window across both monitors.

Open two Excel workbooks.

5. In Excel 2007 and 2010, select Arrange All from the View tab to display the two
workbooks side-by-side, each appearing in a separate monitor. In Excel 2003,
select Arrange from the Window menu, select Tiled, and click OK.

6. You can now use Paste Special, Value, Add between the two Excel workbooks
displayed on separate monitors.

A

Note: To avoid undesirable results when stretching a window across two
monitors, make sure both monitors are set to the same display resolution.

9. Flash Fill - Of all the Office 2013 applications, Excel is the beneficiary of the most impressive
enhancements. Excel’s new Flash Fill watches you work and applies logic to help you complete your
tasks. The example pictured below (see figure below) contains a list of 44 first and last names in
Column A, which | want to separate into Columns B and C. As | start typing the first name of the second
record in Column B; Excel’s Flash Fill guesses what I’'m trying to do and offers to fill in the remaining
42 first names (as shown in grey text).
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After typing in the letter
"J" on row 3, Flash Fill
guesses that you want to
split the remaining names
as well, and offers to do
this for you.

Excel's New Flash Fill Tool

10. Timeline Slicer - Excel’s new Timeline Slicer which helps users slice and dice Pivot data that contain
dates. As an example, selecting the dates May through October on the Timeline slicer (pictured)
adjusts the PivotTable to display May thru October data.

V| A B C D E F G H

3 Sum of Total Invoice Column Labels -T

4 | Row Labels - | May Jun Jul Aug Sep Oct Grand Total

5 | 19inch Monitor 3,009 1,256 1,545 818 2,218 4,119 12,965

6 | 24inch Monitor 5420 2,699 7,66 1,129 3,368 10,437 30,218

7 | Adobe Acrobat 2,994 421 5,966 3,088 3,310 2,392 18,171

8 | Batteries Date T}'\
9 | Boxes

10 | Bubble Wrap May - Oct 2010 MONTHS
11 | Chair 2010 2011

12 | Copy Paper AR APR MA UN JuL AUG SEP OCT NOV DEC 14N

13 | Copy Services

14 | Delivery 1 »
slneck o _—

Visual Method of Filtering a PivotTable by Date

Recommended PivotTables and PivotCharts - Excel offers new tools which can analyze your data
and recommend a variety of PivotTable and Chart layouts to best illustrate the data. This new
functionality is especially useful to novice users who are less familiar with Excel’s functionality,
but can also help avid Excel users save time too. Simply place the cursor anywhere in your data
area and select Recommended PivotTables (or Recommended Charts) and in return, Excel offers
various PivotTable and Chart options and as pictured in the figure.
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Excel's New Recommend PivotTables and Recommend Charts Tools

Excel’s Quick Analysis tool also helps you analyze data by offering a variety of formatting, charts,
totals, tables and sparkline layouts to instantly summarize large volumes of data (see figure
below). When using Quick Analysis to scrutinize text-only data, text specific options for
highlighting duplicate or unique text items appear.

2150 129 2273 303 4 55002 Peaular Mally I
273472 6TES 296240 94.32
wey  dsg MwE Row Labels ~ | 5um of Sales Taxes Sum of Total Invoice Sum of Cost
151395 w0884 132279 846.51
265000 15900 280900 60420 # Computer Supplies 19905.1398 351657.5  144926.73
225567 13534 233101 4BE1T = .
o e o e Furniture 5562.4896 98270.76  40358.69
6800 - 26600 37240 = Office Supplies 3487.2126 61607.48  24969.19
1938.00 113.88 21788 41358 N
6000 380 Gae0  WS00 ®services 267.3378 1468029  27774.14
33500 5370 105470 154778 &
e n e Software Products 17812.2642 314683.39  116727.32
20385 258 20223 TIST Grand Total 47034.424 840899.42  354756.07
126756 TE.OS 134361 14843

I

Customer List Quert - ()

FORMATTING CHARTS TOTALS TABLES SPARKLINES

B B B B B B

Table  PivotTa.. PivotTa.. PivotTa.. PivotTa. More

Tables help you sort, filter, and summarize data

Example of Excel's New Quick Analysis Tool

Simply place your cursor in your data area and then press Ctrl + A to highlight your data. Then

in the bottom right corner make your selections.

PowerView - Excel’s new PowerView inserts new worksheets connected to your data, and then
enables you to create new report types, such as the interactive map chart presented in the figure
below. The resulting PowerView Map report is zoomable, and filters can be applied to display
partial data.
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A few points about PowerView:

1. PowerView is not included in Office 2013 Professional subscription, it is available in the Office
2013 Professional purchased product and the Office 2013 Professional Plus Subscription.

2. You can try PowerView for free here, as prepared in Excel 2013 and published to SharePoint:
http://www.microsoft.com/en-us/bi/GetMicrosoftBl/Trylt.aspx

For demonstration purposes, | will select the Contoso Tab, Contoso Sample Data

3.
4. PowerView produces a dashboard containing multiple PowerViews, each with it's own unique
view and capabilities.
5. For example, the Scatter Chart includes a Play button, so you can view data over time.

6. By default, all PowerView reports are linked so one filter applies to all reports. Or if you prefer,
click the Filter button in the upper right corner (as you hover a chart) to gain more control over

filtering using the View tab versus Chart tab.

An Advanced Filter Button, enables you to apply more advanced filters, such as “only those

transactions greater than 51,000”.
www.CarltonCollins.com Page 16 Copyright August 2013


http://www.carltoncollins.com/
http://www.microsoft.com/en-us/bi/GetMicrosoftBI/TryIt.aspx

Office 2013 for CPAs

8. PowerView worksheets can be published as standalone, interactive reports to Microsoft
SharePoint’s PowerPivot Gallery or other reporting service destinations.

9. You can apply themes and backgrounds, insert pictures and text boxes, insert collapsible and
expandable tiles, and add data slicers.

10. I'll give you a quick demonstration using Excel 2013.

Invoices

Quick PowerView Map

Quick PowerView Scatter Chart
Play the PowerView Scatter Chart

a0 oo

Create Relationships - As an advanced enhancement, Excel provides the new Create
Relationships tool for building table relationships in workbooks that contain at least two tables
sharing at least one common field name.

Before you start, you first need to convert your data to Tables, using the Insert Tables tool. Then,
with a PowerView selected, click the Create Relationships tool and fill out the resulting dialog
box pictured below.

Pick the tables and columns you want to use for this relationship
Table: Column (Foreign):
Table_of_MNames Employee_Mumber
Belated Table: Eelated Column [Primary):
Table_of_Salaries v v

Creating relationships between tables is necessary to show related data from different tables on the same report.

Excel's New Relationship Tool for Pivoting Multiple Sources of Data

Once relationships are established, the More Tables option can be used to display additional
tables allowing you to add data fields from mutiple tables to PivotTables, as pictured.
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3
4

12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
ki
3z

33
J

Sum of Revenue  Type A
Manager n Apartment  Duplex Townhome Triplex Grand Total

5 | Billy 1,077,536 861441 1938977
6 | Ellen 341,205 442 698 349,899 174195 1,307,997
7 | Erin 2,348,007 586,193 187335 1800341 49213875
8 | Ginger [1208.894] 1,132,021 2,340,914
9 | Jacab 2084486 1,043,544 3,128,030
10 | Jim 1764734 1047999 1425499 1746691 5084923
11 | Kathy 1,534,551 1,534,551

Steve 296,700 510,432 500,280 71.676 1,679,088

Grand Total 8,571,626 4,971,808 3,506,557 5,786,364 22,836,355

In this example, this PivotTable is
connected to six tables, three of which
contain fields that flow to the PivotTable

e

PivotTable Fields e

ACTIVE ALL
Choose fields to add to report: g -
= EF Expenses a

Property Number
Expenses

= [ Location
Property Number
State
City

= [ Manager
Property Number

| Manager

= [ Revenue
Property Number

+| Revenue
@ [ Static

= B Type
Property Number

| Type

Revenue -

Connecting Multiple Sources of Data to a PivotTable

Drill Up and Cross Drill - Another PivotTable enhancement involves drillability. Previously, users
could only drill down on PivotTable data, but now you can also Drill Up and Cross Drill to related

tables.

50 New Functions - Microsoft has added 50 new functions to Excel (increasing the total number
of functions to 450), and the following 12 new functions in particular will appeal to many CPAs.

1. ARABIC — Converts roman numerals to regular numbers, for example V, IX, and XX are converted
to 5,9, and 20.

2. CEILING.MATH - This function can be used to round a number up to a specific interval, such as
the nearest 99 cents, as demonstrated in figure 10.

3. DAYS — Calculates the number of days between two dates.

A B C

B1 - S =CEILING.MATH{A1,1)-0.01

1 s z4.30|$ 24.99 _| =CEILING.MATH(L24,1)-0.01
2 '$ 2430 $ 29.99 =CEILING.MATH(L25,10)-0.01

D

Example Use of Excel's New Ceiling.Math Function

4. FLOOR.MATH - Rounds numbers down to a specific interval, and also can be used to round
negative numbers towards zero, instead of towards a smaller number. For example, -8.5 can be
rounded to -8.0 (instead of the -9.0 results delivered by the older Round function).

5. FORMULATEXT — Displays referenced formulas as text, and can be used to improve formula
reading, reviewing and printing.
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10.

11.

12.

ISFORMULA — Returns the value TRUE if the referenced cell contains a formula.

ISOWEEKNUM — Calculates the week during the year in which a given date falls. As an example, |
used this formula to determine that | was born in the 53™ week of 1959.

PDURATION - Returns the number of periods required by an investment to reach a specified
value. For example, you could calculate that $1,000 invested at 6% APR would take 26.89 years to
reach a value of $5,000. (This function approach is faster than constructing a 322 row table to
figure this out.)

RRI — This function returns an equivalent interest rate for the growth of an investment. For
example, you could calculate that a $1,200 mutual investment that grew to $5,600 in 18 years
earned an average return of 8.93%.

SHEET — Calculates the sheet number of the referenced sheet. For example, you might use this
function to determine that your interest rate assumptions are entered on the 46™ sheet in your
workbook.

SHEETS — Calculates the total number of sheets in a referenced range.

SKEW.P — Like the Skew function, SKEW.P calculates the standard deviation of a string of data,
but bases its calculation on the entire population instead of a sample of the population. This
function could be used to determine whether each line item of a company’s historical financial
statement data is consistent enough to use as a basis for projecting the following year’s budget.
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Fifty New Functions in Excel 2013

FUNCTION NAME

TYPE AND DESCRIPTION

1.

10.

11.

12.

13.

14.

15.

16.

ACOT function

ACOTH function

ARABIC function

BASE function

BINOM.DIST.RANGE
function

BITAND function

BITLSHIFT function

BITOR function

BITRSHIFT function

BITXOR function

CEILING.MATH
function

COMBINA function

COT function

COTH function

CSC function

CSCH function

www.CarltonCollins.com

Math and trigonometry: Returns the arccotangent of a
number

Math and trigonometry: Returns the hyperbolic
arccotangent of a number

Math and trigonometry: Converts a Roman number to
Arabic, as a number

Math and trigonometry: Converts a number into a text
representation with the given radix (base)

Statistical: Returns the probability of a trial result using a
binomial distribution

Engineering: Returns a 'Bitwise And' of two numbers

Engineering: Returns a value number shifted left by
shift_amount bits

Engineering: Returns a bitwise OR of 2 numbers

Engineering: Returns a value number shifted right by
shift_amount bits
Engineering:

Math and trigonometry: Rounds a number up, to the
nearest integer or to the nearest multiple of significance

Math and trigonometry:
Returns the number of combinations with repetitions for a
given number of items

Math and trigonometry:
number

Math and trigonometry:
Math and trigonometry: Returns the cosecant of an angle

Math and trigonometry:
an angle

Page 20

Returns a bitwise 'Exclusive Or' of two numbers

Returns the hyperbolic cosine of a

Returns the cotangent of an angle

Returns the hyperbolic cosecant of
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17. DAYS function Date and time: Returns the number of days between two
dates
18. DECIMAL function Math and trigonometry: Converts a text representation of a

number in a given base into a decimal number

19. ENCODEURL function = Web: Returns a URL-encoded string

20. FILTERXML function Web: Returns specific data from the XML content by using
the specified XPath

21. FLOOR.MATH function Math and trigonometry: Rounds a number down, to the
nearest integer or to the nearest multiple of significance

22. FORMULATEXT Lookup and reference: Returns the formula at the given
function reference as text

23. GAMMA function Statistical: Returns the Gamma function value

24. GAUSS function Statistical: Returns 0.5 less than the standard normal

cumulative distribution

25. IFNA function Logical: Returns the value you specify if the expression
resolves to #N/A, otherwise returns the result of the expression

26. IMCOSH function Engineering: Returns the hyperbolic cosine of a complex
number

27. IMCOT function Engineering: Returns the cotangent of a complex number

28. IMCSC function Engineering: Returns the cosecant of a complex number

29. IMCSCH function Engineering: Returns the hyperbolic cosecant of a complex
number

30. IMSEC function Engineering: Returns the secant of a complex number

31. IMSECH function Engineering: Returns the hyperbolic secant of a complex
number

32. IMSINH function Engineering: Returns the hyperbolic sine of a complex
number

33. IMTAN function Engineering: Returns the tangent of a complex number

34. ISFORMULA function Information: Returns TRUE if there is a reference to a cell
that contains a formula
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35.

36.

37.

38.

39.

40.

41.

42.

43.

44.

45.

46.

47.

48.

49.

50.

ISOWEEKNUM
function

MUNIT function

NUMBERVALUE
function

PDURATION function

PERMUTATIONA
function

PHI function

RRI function

SEC function

SECH function

SHEET function

SHEETS function

SKEW.P function

UNICHAR function

UNICODE function

WEBSERVICE function

XOR function
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Date and time: Returns the number of the ISO week number
of the year for a given date

Math and trigonometry: Returns the unit matrix or the
specified dimension

Text: Converts text to number in a locale-independent
manner
Financial: Returns the number of periods required by an

investment to reach a specified value

Statistical: Returns the number of permutations for a given
number of objects (with repetitions) that can be selected from
the total objects

Statistical: Returns the value of the density function for a
standard normal distribution

Financial: Returns an equivalent interest rate for the growth
of an investment

Math and trigonometry: Returns the secant of an angle

Math and trigonometry: Returns the hyperbolic secant of an
angle

Information: Returns the sheet number of the referenced
sheet

Information: Returns the number of sheets in a reference
Statistical: Returns the skewness of a distribution based on a

population: a characterization of the degree of asymmetry of a
distribution around its mean

Text: Returns the Unicode character that is references by the
given numeric value

Text: Returns the number (code point) that corresponds to
the first character of the text

Web: Returns data from a web service.

Logical: Returns a logical exclusive OR of all arguments
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New Features in Word 2013

Word has a number of PDF improvements that might interest the CPA community. When an
unprotected PDF file is opened in Word, it instantly is converted to a Word format, ready for
editing. Once you’ve completed your edits, you can save it as a Word document or back to a PDF
format. Note: Microsoft cautions that PDF documents opened in this manner may contain minor
formatting issues—for example, pages may not break exactly as they do in the original PDF file if
the PDF document contains images, tables, or objects.

An improvement that reviewers should find useful is Word’s improved Track Changes format and
threaded review conversations, which make it easier to follow the back-and-forth review
comments.

Word’s improved Read Mode provides icons for turning pages with a tap of a finger on touch-
screen devices, with a click of the mouse, or by rolling the mouse’s scroll wheel. Read Mode
allows you to split a document into side-by-side pages or narrow columns to give documents the
look and feel of a book—a format that better accommodates speed reading. Double-tapping or
double-clicking any inserted object (tables, charts, pictures, and videos) expands them to full-
screen size, and you can also stream videos within documents.

Other Word enhancements include vertical and horizontal alignment guides that pop up
automatically when you move an image, object, or text box to help you snap them into place
correctly on the first try. Cropping or resizing images using the mouse is improved to adjust
images in one-pixel increments, rather than three. When you reopen a Word document, Word
displays a placeholder tab containing a hyperlink for returning to the last position you were at
when you closed the document, so you can quickly pick up where you left off.

New Features in Outlook 2013

In a significant enhancement, Microsoft has rolled out Outlook.com, which provides cloud-
hosted centralized email accessible from all of your computers and mobile devices. Outlook’s
new touchscreen tile design and menus work well on smartphones (see screenshot at left).

Outlook’s look and feel has been improved in several ways. The screens and menus are cleaner,
and a new Navigation Bar has been added at the bottom, providing quick access to Calendar,
People, and Tasks. Outlook now provides a Quick Peek into the calendar, contact list, and tasks
when you hover over these options.

Outlook’s new People Card can combine disparate sources of contact information (Outlook,
LinkedIn, Facebook, etc.) into a single contact record and can also display social media status
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updates, pictures, and activity feeds from all your friends and
followers. This enhancement enables you to view current
social media content for senders or recipients as you read or
compose email, perhaps helping you to remember the
sender or include a congratulatory comment on the
recipient’s new grandchild. This approach might help you
Cantiom Cabone keep up with your friends, colleagues, and connections solely
v from within Outlook. New features also allow you to flag,
832 m g . i ; delete, mark, or reply to email messages directly from within
- the reading pane without opening the email, and you can

Missed call e share a mailbox folder with others, such as a project team.

New ActiveSync functionality connects Outlook to
Outlook.com or Gmail automatically, without the need to
download, install, and configure a complicated connector.
This tool also syncs your Outlook.com or Gmail calendars,
contacts, and other information associated with those
accounts. Calendar Sharing offers new tools and a variety of
new methods for sharing calendar details directly from
within the calendar.

New Features in PowerPoint 2013

PowerPoint’s Presenter View has a new look that privately displays teleprompter-style presenter
notes, upcoming slides, a presentation timer (with a time restart button), zoom tools, markup
tools, touchscreen controls, a stylus, and a touch-screen stylus. Additionally, the Presenter View
no longer requires a second monitor for use; simply press Alt+F5 to run presenter view on a single
monitor, as pictured in Exhibit 6.
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=dalle]ife] PowerPoint’s Presenter View

15 Key Windows 8 Enhancements

Examples of Windows 8 Screens

When you are making a presentation, the new Slide Zoom allows you to double-click on an object
or area in a presentation to temporarily enlarge it (pressing the Esc key returns the presentation
to a normal view). The new Navigation Grid privately displays thumbnail images of all slides on
the presenter’s screen. New touchscreen gestures such as swipe, tap, scroll, zoom, and pan can
be used to present slideshows from your tablet, smartphone, or other touch-screen device. A
welcome enhancement is the new Review Pane (see Exhibit 7), which features threaded
comments and replies similar to those found in Word 2013.
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ullelilAl PowerPoint’s Review Pane

Comments

7 New

Cariton Coll.. A few seconds ago

This screen is too busy - try
removing some of the screens
and reduce the number of
bullets

Reg

4 Carlton Coll.. A few seconds ago

I | ike initial screen image, but it
should be bigger

PowerPoint enables you to present live online meetings free via Microsoft Lync, and this platform
can now deliver live video and audio with slideshow presentations. Lync allows you to host an
unlimited number of audience participants (in some versions), send invitations via email, mute
audience members, block audience video, and hide names from other audience attendees.
Another noteworthy improvement is Lync’s ability to seamlessly play slideshow-embedded video
clips from within the presentation.

PowerPoint features more than a dozen new templates and themes, most of which are designed
for the newer 16:9 (HD aspect ratio) widescreen monitors and flat screen TVs and projectors.
There are 22 new transitions, including Paper Curl, Ferris Wheel, Orbit, Fly Through, Vortex, and
Doors, to name a few.

On the slide master, alignment guides can be placed to ensure that slide elements are positioned
consistently across all slides. A new option enables you to merge shapes to form a single shape,
and text can wrap tightly to that new shape for a professional effect. Because PowerPoint is
frequently used with a projector, Microsoft added improved capabilities that will not only detect
the presence of a projector, but will also automatically adjust the video output size and resolution
settings for optimum visibility. Creating motion paths for text boxes and objects is easier now
with new ghost images that visually show the user where the animated objects will end in
relation to their starting point (shown in the screenshot below).
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PowerPoint also added a color Eyedropper that makes it easy to match colors (shown in the
screenshot below).

Standard Colors
| N EEEER

ver More Colors...

/A Eyedropper

OneNote 2013 Enhancements

OneNote features a new splash screen; Note Sync between all of your devices (including
Windows, Android, and Apple phones); drag and drop whole files; new inking tools for drawing,
erasing, editing, and doodling; improved tables with shading, header rows, and data sorting; a
mobile app for Android and Apple phones; a new radial menu for easier touch-screen access;
touch, pen, or keyboard note-taking; the ability to send notes to a webpage; embed Excel
workbooks or Visio diagrams; and search by author capability.

Access 2013 Enhancements

Access 2013 offers improved relational and multi-table support including a multiple-table
indicator for building true relational databases; views from one table automatically display data
from related tables; related-item controls automatically summarize data from related tables and
queries; drill-through clicks employ behind-the-scenes logic to display data from related sources.

In addition, there are new tools for building a browser-based database app, 2010 web-style
database, or traditional desktop database; a browser-based database app automatically creates
views and switchboards; new table templates; controls dragged and dropped onto views snap to
layout guides automatically; hovering over callouts displays editable properties; and Access now
supports three permission levels for author, developer, and reader.
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Alternatives suites to Microsoft Office

Microsoft Office (priced starting at $119.99 or $15 per month) commands an estimated 90% to
95% of the U.S. application suite market. The top five alternatives to Microsoft Office are Corel’s
WordPerfect Office (priced starting at $229); IBM’s Lotus SmartSuite (priced starting at $19.99);
Oracle’s OpenOffice (free); Google Docs (free); and Google Apps for Business (priced starting at
S5 per month).

How much should a new system cost?

Selecting a new computer system is confusing, and no one solution fits all. However, you may
find it useful to consider the desktop system | use for comparison purposes. In January 2013 |
purchased a new 64-bit, Windows 8 HP Envy computer for $849 (with 12 GB of RAM, running
Intel Core i7-3770 at 3.40 GHz) and installed Office 2013 at a subscription cost of $20 per month.
| kept my two 40-inch monitors (5299 each) and webcam (S50). | added QuickBooks Premier
Accounts Edition (520 per month), Adobe Acrobat XI ($119), Adobe Photoshop Elements ($71),
Camtasia Studio 8 ($149), and Snagit ($39). The resulting computer system is fast and reliable,
and all of my data and email messages are accessible from my office computer, home computer,
laptops, tablet, and smartphone.

Upgrade Advice for CPAs

CPAs have much to consider as they weigh a possible jump to Office 2013 (see the sidebar “Office
2013: Rent or Buy?”).

Technology leaders will likely embrace the new Office, while laggards will likely hold off as long
as they can. Most CPAs fall in the middle, and in my view, upgrading to Office 2013 makes more
sense for the following groups of CPAs:

1. CPAs on Windows 8, because Office 2013 is designed to work in the Windows 8 environment.

2. CPAs operating in the cloud, because Office 2013 provides new features and functions for
accessing data in the cloud, running applications from the cloud, and sharing data through the
cloud. There are caveats to this, however, which are covered in the sidebar “Office 2013: Rent or
Buy?”

3. CPAs with touch-screen monitors, because Office 2013 is touch-screen enabled. (Please note
that Office 2013’s touch-screen tiles will respond to mouse clicks, even in the absence of a touch-
screen monitor.)

4. CPAs who want to use Office on their mobile tablets or smartphones, because Office’s new

tile-based buttons, touch-screen controls, and phone-friendly menus help Office operate better
on mobile devices.
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5. CPAs on Office 2003 or earlier, because those editions of Office are well behind the times and
Office 2013’s enhancements are sufficient to warrant an upgrade.

6. CPAs on Office 2010 or 2007 who find the new features essential, because Office 2013
includes many significant enhancements, just one of which could justify upgrading.

The following groups of CPAs may find staying on Office 2010 a reasonable strategy:

1. CPAs using Windows Vista or XP have no choice but to stay put because Office 2013 does not
run on those platforms.

2. CPAs remaining on Windows 7, because Windows 7 does not support touch-screen, therefore
Office 2013’s new tiles and touch-screen capabilities will be less meaningful.

3. CPAs who are satisfied with their current computer systems and are not yet ready to fully
embrace the cloud, touch-screen monitors, tablets, or smartphones should probably hold off
upgrading. If your systems and software are fairly current and working well, you need compelling
reasons to justify the upgrade costs, installation effort, and inherent learning curve. If the cloud
and mobile-device solutions and feature enhancements described herein aren’t compelling
enough, then staying put may be a reasonable strategy for now.

In the final analysis, most CPAs won’t jump to the new technology right away—and rightfully so.
It probably makes the most sense to upgrade to the latest editions of Windows and Office the
next time your computers need replacing. However, tech-savvy CPAs should find enough new
functionality to warrant transitioning to Office 2013 sooner rather than later.
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Consolidating Data in Excel

Consolidating data is a common task for CPAs, and Excel offers a variety of methods for
performing this task. The particular method you use will probably depend on the layout of your
data, and you may need to clean, edit or manipulate your data a bit to prepare it for
consolidation. CPAs often have a need to consolidate data such as budgets, months,
departments, locations, warehouses and sale representatives.

Following I will explain four different consolidation methods - two methods for consolidating data
with similar layouts, and two more methods for consolidating data with dis-similar layouts. These
four methods are as follows:

o0 wp

A. Using Simple Formulas To Consolidate Similar Data

Simple formulas.
Spearing formulas.

The “Data Consolidate Command”.

The “PivotTable Wizard”.

The workbook below contains budgets with identical layouts for Departments A, B, C and D.
The goal is to consolidate these four budgets into a single consolidated budget.

www.CarltonCollins.com

D B Ei E = '1_'p .\E s 5 - Consolidate

HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW
G23 - S

A B C D E F
1 |Department A - George
2
3
4 Q1 Q2 Q3 Q4 Total
5 |Rent 4,000 4,000 4,000 4,000 18,000
6 |Salaries 6,700 7,800 7,800 7,800 20,100
7 |Insurance 1,450 1,450 1,450 1,450 5,800
& |Marketing 700 700 700 700 2,800
9 |Supplies 500 500 500 500 2,000
10 |Entertainment 1,200 - 2,000 - 3,200
11 |Contract Labor 3,500 3,500 - - 7,000
12 |Travel 7,500 7.500 7,500 7,500 30,000
13 |Miscellaneous 1,750 1,750 1,750 1,750 7,000
14 |Totals 27,300 27,200 25700 23,700 103,900
15

Dept A | DeptB | DeptC | DeptD )

READY 9
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1. Insert a New Worksheet on which the consolidation will appear

i. Don’t click the New Sheet or Add Sheet Option - Because there is a better
and quicker approach.

ii. CTRL + Drag Tab — To insert a new worksheet, select worksheet labeled
“Dept D”; then use the CTRL + Drag Tab keystroke combination to create a
duplicate worksheet of Dept D. The advantage is that the data, column
widths, page footers and headers, and margin settings are all duplicated
automatically, so you don’t have to create a new page from scratch.

DB RdAS- [ R - 5 - Consalidate Similar Budge]

HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  DEVEL]
D2 - 2

A B C D E H
1 |Department D - David
2 | 1
3
4 Q1 Q2 Q3 Q4 T
5 Rent 4,000 4,000 4,000 4000 16
6  Salaries 6,700 7,800 7,800 7,800 30
7 Insurance 1,450 1,450 1,450 1,450 5
8 Marketing 700 700 700 700 2
9 Supplies 500 500 500 500 2
10 Entertainment 1,200 - 2,000 - 3|
11 Contract Labor 3,500 3,500 - - 7]
12 Travel 7,500 7,500 7,500 7,500 30
13 Miscellaneous 1,750 1,750 1,750 1,750 7
14 Totals 27,300 27,200 25700 23,700 103
15
1R
DeptA | DeptB | DeptC | DeptD | DeptD (2) (O]

READY 0

iii. (The menu method for achieving this same procedure is to right click on
the tab and select Move or Copy, but CTRL + Drag Tab is quicker.)

iv. Clean the Page — Clean the new worksheet by deleting the data in the grid
area, so that new formulas can be inserted.

3

4 Q1 Q2 Q3 Q4 Total
5 |Rent -

6 | Salaries

7 |Insurance

8 |Marketing

9 | Supplies

10 [Entertainment
11 [Contract Labor
12 | Travel

13 [Miscellaneous
14 Totals

v. Re-label — Change the worksheet label in Cell A1 and on the Worksheet
Tab to read “consolidated”.
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A

2

1 |[Consolidated

Dept D

Consolidated ()

2. Formula-In cell B5, enter a formula adding the B5 cells in the four budget sheets.
The formula should look like this:

='Dept A'!B5+'Dept B'!B5+'Dept C'!B5+'Dept D'!B5

3. Copy - Copy the formula down and across to complete the consolidation, and you

are done.
BS - fe || ='Dept A'IB5+'Dept B'|B5+ Dept C'IB5+'Dept D'IBS
A B C D E F
1 |Consolidated
2
3
- Q1 Q2 Q3 Q4 Total
5 |Rent [ 14500] 14500 14500 14,500 58,000
6 | Salaries 24600 24800 245800 24800 99,000
7 Insurance 4,130 3,600 3,600 3,600 14,930
8 Marketing 2,700 2,700 2,700 2700 10,800
9  Supplies 1,460 1,460 1,460 1,460 5,840
10 Entertainment 3,205 1,660 4,830 1,800 11,495
11 Contract Labor 9,050 9,050 2,050 2,050 22,200
12 Travel 24500 24500 24500 24500 98,000
13 Miscellaneous 5,350 5,350 5,350 5350 21,400
14 Totals 89495 87,620 83790 80,760 341,665
15
Dept A Dept B Dept C Dept D Consolidated ()
READY 83
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B. Using Spearing Formulas To Consolidate Similar Data

The workbook below contains budgets with identical layouts for Departments A, B, C and D.
The goal is to consolidate these four budgets into a single consolidated budget.

D B Ei E ! .\E = 5 - Consolidate

HOME  INSERT  PAGELAYOUT  FORMULAS — DATA  REVIEW
G23 - fe

A B cC D E F |
1 |Department A - George
2
3
4 a1 Q2 Q3 Q4 Total
5 |Rent 4,000 4,000 4,000 4,000 16,000
6  Salaries 6,700 7.800 7,800 7,800 30,100
7 |Insurance 1,450 1,450 1,450 1,450 5,800
§ |Marketing 700 700 700 700 2,800
9 |Supplies 500 500 500 500 2,000
10 |Entertainment 1,200 - 2,000 - 3,200
11 |Contract Labor 3,500 3,500 - - 7,000
12 |Travel 7,500 7.500 7,500 7,500 30,000
13 |Miscellaneous 1,750 1,750 1,750 1,750 7,000
14 |Totals 27,300 27,200 25700 23,700 103,900
15

Dept A | DeptB | DeptC | DeptD )

1. Insert a New Worksheet on which the consolidation will appear

i. Don’t click the New Sheet or Add Sheet Option - Because there is a better
and quicker approach.

ii. CTRL + Drag Tab — To insert a new worksheet, select worksheet labeled
“Dept D”; then use the CTRL + Drag Tab keystroke combination to create a
duplicate worksheet of Dept D. The advantage is that the data, column
widths, page footers and headers, and margin settings are all duplicated
automatically, so you don’t have to create a new page from scratch.

www.CarltonCollins.com Page 33 Copyright August 2013


http://www.carltoncollins.com/

Office 2013 for CPAs

DB R/kdS- EER - | s 5 - Consalidate Similar Budgel

HOME  IMSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  DEVEL
D2 - I

A B C D E H
1 |Department D - David
. o
4 Q1 Q2 Q3 Q4 T
5 Rent 4,000 4,000 4,000 4,000 16
6 | Salaries 6,700 7,800 7,800 7,800 30
7 Insurance 1,450 1,450 1,450 1,450 5
8 Marketing 700 700 700 700 2
9 Supplies 500 500 500 500 2
10 Entertainment 1,200 - 2,000 - 3
11 Contract Labor 3,500 3,500 - - 7|
12 Travel 7,500 7,500 7,500 7,500 30
13 Miscellaneous 1,750 1,750 1,750 1,750 7
14 Totals 27,300 27,200 25,700 23,700 103
13
16
Dept A Dept B Dept C DeptD Dept D (2) @

READY M

iii. (The menu method for achieving this same procedure is to right click on
the tab and select Move or Copy, but CTRL + Drag Tab is quicker.)

iv. Clean the Page — Clean the new worksheet by deleting the data in the grid
area, so that new formulas can be inserted.

3

4 Q1 Q2 Q3 Q4 Total
5 |Rent -
6 | Salaries

7 |Insurance

8 |Marketing

9 |Supplies

10 |Entertainment
11 [Contract Labor
12 | Travel

13 [Miscellaneous
14 Totals

v. Re-label — Change the worksheet label in Cell A1 and on the Worksheet
Tab to read “consolidated”.

A B C
1 |[Consolidated
2

DeptD | Consolidated O]

2. Formula-In cell B5, enter a formula adding the B5 cells in the four budget sheets.
The formula should look like this:

=SUM('Dept A:Dept D'!C5)

| use the mouse to accomplish this step. Start by typing “=SUM(“, then click on cell B5 in
Dept A, hold the shift key down, and click cell B5 in Dept D.
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3. Copy - Copy the formula down and across to complete the consolidation, and you

are done.
B5 - b= =SUM('Dept A:Dept D'IB5)
A B [ D E F
1 |Consolidated
2
3
4 Q1 Q2 Q3 Q4 Total
5 |Rent 14,500 14,500 14,500 14,500 58,000
6 |Salaries 24,600 24,800 24,800 24,800 99,000 o
7 |Insurance 4,130 3,600 3,600 3,600 14,930
8 |Marketing 2,700 2,700 2,700 2,700 10,800
9 |Supplies 1,460 1,460 1,460 1,460 5,840
10 |Entertainment 3,205 1,660 4,830 1,800 11,495
11 |Contract Labor 9,050 9,050 2,050 2,050 22,200
12 | Travel 24,500 24,500 24,500 24,500 98,000
13 |Miscellaneous 5,350 5,350 5,350 5,350 21,400
14 | Totals 89,495 87,620 83,790 80,760 341,665
15
» Dept A Dept B Dept C Dept D Consolidated ... (%) [

www.CarltonCollins.com
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C. Using the “Data Consolidate Command”
To Consolidate Dissimilar Similar Data

The workbook below contains dis-similar budgets for Departments A, B, C and D.
Specifically, the four worksheets contain budgets for separate departments, and some
budgets contain more rows and different row descriptions than others. The goal is to
consolidate these four departmental budgets using the Consolidate Command.

N x| @ H - == S .\E| = 5 - Consolidate Dis-Similar Budgets - Excel
HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  DEVELOPER  VIEW
C20 - fx
A B C D E F G
il Department A - George
2
3
4 Q1 Q2 Q3 Q4 Total
5 |Rent 4,000 4,000 4,000 4,000 16,000
6 | Salaries 6,700 7,800 7,800 7,800 30,100
7 |Fringe Benefits 1,005 1,170 1,170 1,170 4,515
8 |Insurance 1,450 1,450 1,450 1,450 5,800
9 |Marketing 700 700 700 700 2,800
10 |Advertising 1,350 2,350 3,000 55 6,755
11 | Supplies 500 500 500 500 2,000
12 |Entertainment 1,200 - 2,000 - 3,200
13 |Contract Labor 3,500 3,500 - - 7,000
14 | Travel 7,500 7,500 7,500 7,500 30,000
15 |Miscellaneous 1,750 1,750 1,750 1,750 7,000
16 | Totals 29,655 30,720 29,870 24925 115170
17
DeptA | DeptB | DeptC | DeptD ® 1

READY B3

1. Create A New Worksheet — Insert a new worksheet. Because there is no need to
duplicate a template from another worksheet you might be tempted to use the New
Sheet button this time; however, this approach does not duplicate the worksheet’s
page footers, headers or margin settings. Therefore | would still recommend that you
use the CTRL + Drag Tab method as described in examples 1 & 2 above to create a
new sheet, and | would then eliminate the data on the new sheet by deleting those
columns that contain data.

2. Label — As before, label the new worksheet in Cell A1 and on the Worksheet Tab to
read “Consolidated”.

3. Select Cell — Select a blank cell on the new worksheet such as B3.
4. Use the Consolidate Command - From the Data tab, select Consolidate to display the
Consolidate dialog box as pictured below. Click the Cell Chooser button, then highlight

the data only on Dept A, click Enter, and then click Add. Repeat this process for Dept
B, Dept C and Dept D.
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B3

A

~m

B L1z
FORMULAS

& -

HOME INSERT PAGE LAYOUT

fe

C

-

Consolidated

]

DATA

REVIEW

DEVELOPER

VIEW

Consolidate

N |

Eunction:
sum

Reference:

All references:

‘Dept D'ISAS4SES13

s Browse...

'Dep

Use labels in

[¥] Top row
[+ Top

[iLeft caiumn

‘Dept A'ISAS4:SESTS
‘Dept BISASAISES T

t CISASAiSEST6
‘Dept D'1SAS4SES13

I:‘ Create links to source data

Close

Dept B Dept C Dept D Consolidated

4

READY %3

5. Check the check boxes to use Labels in the Top Row and Left Column.

6. Finish — Click OK to produce the results.

www.CarltonCollins.com

A B C D E F dJd
1 | Consolidated
2
3] | | a1 Q2 Q3 Q4
4 Rent 14,500 14,500 14,500 14,500
5 Salaries 24,600 24,800 24,800 24,800
6 Fringe Benefits 1,005 1,170 1,170 1,170
7 Insurance 2,680 2,150 2,150 2,150
8 Marketing 1,000 1,000 1,000 1,000
9 Advertising 1,350 2,350 3,000 55
10 Supplies 1,460 1,460 1,460 1,460
11 Equipment 3,240 1,230 679 4,500
12 Client Gifts 500 500 500 500
13 Cell Phones 1,250 1,250 1,250 1,250
14 Entertainment 3,205 1,660 4,830 1,800
15 Contract Labor 7,050 7,050 50 50
16 Travel 24,500 24,500 24,500 24 500
17 Air Fare 4,000 4,000 5,000 2,300
18 Hotels 2,300 1,450 3,000 2,030
19 Miscellaneous 5,350 5,350 5,350 5,350
20
21
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7. Add Totals and Formatting - Highlight your data and expand the selection to include
a blank bottom row and blank right column. Click the AutoSum tool, add formatting
and you are done.

A B C D E F G

1 | Consolidated
2
3 Q1 Q2 Q3 Q4 Totals
4 Rent 14,500 14,500 14,500 14,500 58,000
5 Salaries 24,600 24,800 24,800 24,800 99,000
6 Fringe Benefits 1,005 1,170 1,170 1,170 4,515
7 Insurance 2,680 2,150 2,150 2,150 9,130
8 Marketing 1,000 1,000 1,000 1,000 4,000
9 Advertising 1,350 2,350 3,000 55 6,755
10 Supplies 1,460 1,460 1,460 1,460 5,840
11 Equipment 3,240 1,230 679 4,500 9,649
12 Client Gifts 500 500 500 500 2,000
13 Cell Phones 1,250 1,250 1,250 1,250 5,000
14 Entertainment 3,205 1,660 4,830 1,800 11,495
15 Contract Labor 7,050 7,050 50 50 14,200
16 Travel 24,500 24,500 24,500 24,500 98,000
17 Air Fare 4,000 4,000 5,000 2,300 15,300
18 Hotels 2,300 1,450 3,000 2,030 8,780
19 Miscellaneous 5,350 5,350 5,350 5,350 21,400
20 Totals 97,990 94,420 93,239 87,415 373,064
21

Comments:

Row Descriptions - Note that the consolidation works only to the extent that the
different worksheets contain the same row descriptions. If your four department
heads had used the descriptions: Rent, Rent Exp., Rent Expense, and Rental Expense,
then those rows would not actually be consolidated, rather they would be shown as
four separate rows in the resulting consolidation. However, because all four
department heads did use the phrase Rent to describe that row, the four respective
rent rows were properly consolidated.

Account Numbers — As an option, you might insert account numbers to the left of the
row descriptions to consolidate dissimilar information which contains dis-similar row
descriptions.

To Update — To update the results, place your cursor in the upper left hand corner of
the Consolidation range, and rerun the Consolidate command. If the resulting report
is a different size, you may need to clean up your data and reapply totals.
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e Consolidate Different Workbooks — Excel can also consolidate data from different
workbooks. The procedure is exactly the same except that you use the Browse button
instead of the Cell Chooser button to point to your data ranges.

The Problem with Data Consolidate

The problem with Data Consolidate occurs when you attempt to change the source data, for
example when you insert a new row in Dept A; a comedy of errors ensues as follows:

1. When you change the source data, the consolidated report does not update automatically.
2. Pressing the Refresh button does nothing.

3. To update the consolidated report, you must rerun the data consolidate command. But upon re-
running this command, you find that your cursor needs to be in the exact same location when
you ran it last time.

4. You also find that you need to erase the previous data before re-running the Data Consolidate
command.

5. Next you find that in Excel 2003, 2007 and 2010, you need to re-adjust your consolidating range
for Dept A because the tool did not automatically expand the selection when the row was
inserted in Dept A. (This issue has been corrected in Excel 2013.)

Because source data tends to change frequently, you are probably better off using the next
method to consolidate your data - the PivotTable and Chart Wizard method.
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D. Using A PivotTable To Consolidate Dissimilar Similar Data

The workbook below contains the same dis-similar budget data used in example 3 above. The four
worksheets contain budgets for separate departments, and some budgets contain more rows and

different row descriptions than others. The goal is to consolidate these four departmental budgets using
the PivotTable approach.

cl

s

m

| B @ H - Ly | = 3 - Consolidate Dis-Similar Budgets - Excel
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  DEVELOPER  VIEW
C20 - fe
A B C D E F G
il Department A - George
2
3
4 a1 Q2 Q3 Q4 Total
5 |Rent 4,000 4,000 4,000 4,000 16,000
6 |Salaries 6,700 7,800 7,800 7,800 30,100
7 |Fringe Benefits 1,005 1,170 1,170 1,170 4,515
8 |Insurance 1,450 1,450 1,450 1,450 5,800
9 |Marketing 700 700 700 700 2,800
10 'Advertising 1,350 2,350 3,000 55 6,755
11 | Supplies 500 500 500 500 2,000
12 | Entertainment 1,200 - 2,000 - 3,200
13 |Contract Labor 3,500 3,500 - - 7,000
14  Travel 7,500 7,500 7,500 7,500 30,000
15 Miscellaneous 1,750 1,750 1,750 1,750 7,000
16 Totals 29,655 30,720 29,870 24925 115170
17
Dept A | DeptB | DeptC | DeptD @® 4

1. Create A New Worksheet — Start by inserting a new worksheet. (Because there is no need
to duplicate a template from another worksheet you might be tempted to use the New
Sheet button this time; however, this approach does not duplicate the worksheet’s page
footers, headers or margin settings. Therefore | would still recommend that you use the
CTRL + Drag Tab method as described in examples 1 & 2 above to create a new sheet, and
| would then eliminate the data on the new sheet by deleting those columns that contain
data.)

2. Label — Label the new worksheet in Cell A1 and on the Worksheet Tab to read
Consolidated.

3. Select Cell — Select a blank cell such as B3.

4. Add the PivotTable Wizard to Your Quick Access Toolbar — The PivotTable Wizard in Excel
2003 allows you to pivot multiple consolidation ranges, but for unknown reason this tool
is hidden in later versions of excel. Therefore, in Excel 2013, 2010 and 2007, you must first

customize your Quick Access toolbar and insert the icon titled PivotTable and PivotChart
Wizard as shown below.
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To add this tool, right-click your Quick-Access toolbar, select Customize Quick Access
Toolbar, select the option to View All Commands, locate the PivotTable and PivotChart
Wizard icon and add it to your toolbar. The resulting toolbar will appear as follows.

= S B

PAGE LAYOUT

I

i =
T

FORMUL,
PivotTable and PivotChart Wizard

maTa

LIS FT

““VELOPER

5. Run the PivotTable Wizard — Click the PivotTable and PivotChart Wizard icon to display

the PivotTable and PivotChart Wizard dialog box as shown below. Choose the Multiple
consolidation ranges option and click Next, and Next again. The dialog box on the right

should now be displayed.

PivotTable and PivotChart Wizard - Step 1 of 3

"IN

Cancel

‘Where is the data that you want to analyze?

() Microsoft Excel list or database

ernal data source

dation ranges‘é
Another tTa blelep:n ::;l.'.ﬁiv.--:utchalt report
‘What kind of report do you want to create?

(®) PivotTable

-: ) PivotChart report {with PivotTable report)

Finish

PivotTable and PivotChart Wizard - Step 2b of 3 ?

Where are the worksheet ranges that you want to consolidate?
Range:
=
Add Delete Browse..,
All ranges:
Cancel < Back * Finish

Click the Cell Chooser button, then highlight the data only on Dept A, click “Enter”, and

then click “Add”.

A B C D E F G
il Department A - George
2
3
4 Q1 Q2 Q3 Q4 Total
5 IRent 4,000 4,000 4,000 4,000 16,000
6 |Salaries 6,700 7,800 7,800 7,800 30,100
7 |Fringe Benefits 1,005 1,170 1,170 1,170 4,515
8 iInsurance 1,450 1,450 1,450 1,450 5,800
9 IMarketing 700 700 700 700 2,800
10 jAdvertising 1,350 2,350 3,000 55 6,755
11 | Supplies 500 500 500 500 2,000
12 |Entertainment 1,200 - 2,000 - 3,200
13 |Contract Labor 3,500 3,500 - - 7,000
14 | Travel 7,500 7,500 7,500 7,500 30,000
15 IMiscellaneous 1,750 1,750 1,750 1,750 7,000
16 | Totals 29,655 30,720 29,870 24,925 115170
17
18 - : o
19 PivotTable and PlvntCharthzaIdetep?\hofS b
20 ‘Dept A'ISAS4:SESTS L@|
21

Repeat this process for Dept B, C and D until the PivotTable Wizard appears as follows.
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PivotTable and PivotChart Wizard - Step 2b of 3 ?

‘Where are the worksheet ranges that you want to consolidate?

Range:

| &

Add Delete Browse..,

All ranges:

‘Dept A'1SAS4:5E515

‘Dept B'1SAS4SESTT

‘Dept C1SAS4:SES16

‘Dept D'1SASHSEST3

Cancel < Back Finish
6. Finish — Click “FINISH” to produce the results.
A B C D E F G

1 Page1 (All) =
2
3 Sum of Value Column Labels |~
4 Row Labels ~ Q1 Q2 Q3 Q4 Grand Total
5 Advertising 1350 2350 3000 55 6755
6 Air Fare 4000 4000 5000 2300 15300
7 Cell Phones 1250 1250 1250 1250 5000
8 Client Gifts 500 500 500 500 2000
9 Contract Labor 7050 7050 50 50 14200
10 Entertainment 3205 1660 4830 1800 11495
" Equipment 3240 1230 679 4500 9649
12 Fringe Benefits 1005 1170 1170 1170 4515
13 Hotels 2300 1450 3000 2030 8780
14 Insurance 2680 2150 2150 2150 9130
15 Marketing 1000 1000 1000 1000 4000
16 Miscellaneous 5350 5350 5350 5350 21400
17 Rent 14500 14500 14500 14500 58000
18 Salaries 24600 24800 24800 24800 99000
19 Supplies 1460 1460 1460 1460 5840
20 Travel 24500 24500 24500 24500 98000
21 Grand Total 97990 94420 93239 87415 373064
22

7. Add Formatting - Highlight your data and add comma formatting with no decimals, adjust
the columns widths to taste, center the column headings; then you are done.

A

PO (O [P [ [ (R (R (R P JR) P Py
HE S S N Y S N I I Y =l A b il S Rl Rl B e b

B C

Page1 (All) hd
Sum of Value Column Labels| ~
Row Labels ~| Q1

Advertising 1,350
Air Fare 4,000
Cell Phones 1,250
Client Gifts 500
Contract Labor 7,050
Entertainment 3,205
Equipment 3,240
Fringe Benefits 1,005
Hotels 2,300
Insurance 2,680
Marketing 1,000
Miscellaneous 5,350
Rent 14,500
Salaries 24 600
Supplies 1,460
Travel 24 500
Grand Total 97,990

Q2

2350
4,000
1,250

500
7,050
1,660
1,230
1,470
1,450
2150
1,000
5350

14,500

24,300
1,460

24 500

94,420

Q3

Q4

3,000
5,000
1,250

500
50
4830
679
1,470
3,000
2150
1,000
5350

14,500

24,300
1,460

24 500

93,239

55
2300
1,250

500
50
1,800
4500
1,470
2,030
2150
1,000
5350

14,500

24,300
1,460

24 500

87,415

Grand Total
6,755
15,300
5,000
2,000
14,200
11,495
9,649
4515
8,780
9,130
4,000
21,400
58,000
99,000
5,840
98,000
373,064
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Comments:

The PivotTable Wizard approach is superior to the Data Consolidate approach for many reasons as
follows:

1. Totals are automatic inserted with the PivotTable method.

2. Total column and row labels are automatically inserted with the PivotTable method.

3. AutoFilter buttons are automatic inserted with the PivotTable method.

4. If the source data changes, such as inserting a new row in Dept A, simply click refresh to update.
5. The resulting PivotTable is drillable.

6. The resulting PivotTable can be pivoted.

7. The PivotTable report offers many PivotTable tools such as PivotTable formatting which Data
Consolidate does not offer.

Download these Consolidation example templates at:

www.CarltonCollins.com/consolidatesimilarbudgets.xlsx

www.CarltonCollins.com/consolidatedissimilarbudgets.xIsx
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Data Analysis Tools

Preparing Data for Data Analysis

Before you start to analyze data using Excel’s various data commands such as Sort, Autofilter,
Subtotal, Grouping, Consolidate, or PivotTable, you should first inspect your data to determine
if it is in Analysis-Ready condition. In general, this means that the data must meet the following
criteria:

a. Contiguous Data — The data should contain no blank rows or blank columns. For example,
the screen below shows blank rows (with solid lines). These rows should first be removed
before proceeding with the creation of a PivotTable.

A =] = u] E F [E] H | J K
:12 020202003 16:0% GENERAL LEDGER TRANSACTIONS BY DATE ENTERED ™'
3 01/01/2003 - 92/02/2003 23:59:53
s
3 Batch Date: Account  Account Description Debit Credit  Description Source Rederence Cum Debit  Cum Credit
7
g DRA2R003 30926 AM
g [0RIXEN000T  OROSE00Y 2-1200 Accourts Payabls 2500 Vendor BNATERC DEC02 VIATERCO (1] 2500
0 [0RIAN000T  OROSG00S 62940 vialer 5 vinler B For Dec 4 DEC-02 VIATERCO X0 2500

17| D2022003 JAKAT AM
13 (M00N0002 0IO4Z003 24200 Accourts Paynbis 13000 Vendor BATELCO - TDecd2  TELCO 000 13000

14 |COAN0002  O4Z003 620 Teleghone 13000 Teleghone Bl Dec: C T-Dec-02 TELCO 130000 1300
; 15

15 | 02022003 34842 AM

17 |02010003 OR00E 21200 Accourts Payable 1,470.50 Vercdor rrvosce ACT WI-S00002 ACCESS 0o 147050
15 |(COA0210000  UOR003 11300 Irvenbory (3£ EAME S00MEHT NON W1-00002 ACCESS 6150 1470.50
19 |OA00003 OS00d 1-1300 Irrvenkony Haw INTEL FENTILM 4 1.4 1800002 ACLESS HWE50 147050
20 |0G020M0003 OOS003 1.1300 Irrvanbory 40 Hyboard PS2 BTC W.S00002 ACCESE 050 147050

21 (0302010003 OOSR003 11300 Irrventony 108000 HP MEIP3 106G 1€ W.900002 ACCESS 147050 1,470.50
ﬁ22

23 | 022003 34938 AM
2d |03020n0004 OROXG003 21200 Accounts Payable 450.00 Vendor Bl CARREF VBILLS-1002 CARREP 000 3000
25 0302010004 0RO0XZ003 62410 ‘Welacles, Mach. & Equipmert 5000 Weracles, Mach 4 E VBLLS-1002 CARREP 450.00 43000

2T | 020272003 3:20:48 AM
28 |oxx0005 OLOR2003 21200 Accounts Payable 160.00 Verdor Bl ELECTR] E.Dec-02 ELECTRIC oo 160,00
29 |0s00210005 OONR003 62930 Blechricty 16 Elechriciy 0l Dec - 1 EDec-02 ELECTRIC 16000 150,00

b. Single Row Data — Some accounting systems produce data that spans two or more rows
per transaction. If this is the case, your will need to clean that data so that all related
information for a single transaction or data is contained on a single row. For example, the
following data contains multiple rows of data related to a single sales order. In this case,
the user must move and paste the data to fall on a single row. This is an example of data
that requires a great deal of clean up.
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A B 3 D E]F|6 ] H 1 [ L M N q
1
2 ComponentControl.com Totsl Total Totdl Totel  Total Ship Heed OnOrd
3 Mem T Part Humber Description Site 0 Ord v Rsrvd BkOrd  InStk Date Sell Price  ToBuy For Stk Unit Cost Li|
5 Empt: DA Cust POR P340555 Customer: ABJ Avistion Corporabon Company Code: AACH Class Code: 150-
o | | orders ooz Order Date: 10112002 Due Date: 1071572002
5 IE 00500640075 SWITCH ROCHER TVFE [ T 0 TR0z T 0%
7 15 005-020M2-0023 POSITIONER NE 1 o 1 o 101 Sr2002 o 8 250000 B
: 25 005020440003  BLACK BEZEL R4 0 0 10572002 0 0 1R 3
: Ordered SubTotal: 430501 Open SubTotak 450501 Billable SubTotal 430501 Profit SubTotel: 1
0 Empl: FETR CustPOR S352 Customer: ACRJ Harcware Conpany Company Code: AHCT Class Code: 50-
11 Order £ 100074 Order Date: 107202002 Due Date: 1020/2002
12| TE oosoiez0mss  EVERGENCYEVACULATONSLDE SV 1 0 9 D D 0% 28]
13| 25 oiossm MASTER CYLMDER o1 0 0 0 P T
14 Ordered SubTotal: 345000 Open SubTotak 345000 Billable SubTotak: 345000 Profit SubTotal: 25
15 Empl: JOANN Cust POR: 550 Customer: American Compenent LL C. Company Code: ACLLT Class Code: [S0-V
16| | order 10037 Order Date: 1022002 Due Date: 1022002
17 15 005-0M1082-0058 EMERGENCY EVACLATION SLIDE sV 1 o 1 0 10272002 o o %5000 1
18 Ordered SubTotal: 195955 Open SubTotak 199958 Bilable SubTotak 138355 PromSubTotah: 10
19 | Empl: DEA Cust PO Customer: ABC Asrospace Incorporated Company Code: AAD Class Code: [S0-V

c. Column Headers - The data should contain a unique header atop each column. For
example, the following screen contains two columns labeled Date, while columns D and
E contain no heading. These are both cases of data that should be cleaned before creating

a PivotTable.
A B C D E F G H
1 Year Date Date State Attendanct Type
2 2010 10 5-0ct Tech Savvy CPA Acworth, GA GA 13 Course
3 2009 6 3-Jun Excel Advanced Alpharetta, GA GA 19 Course
4 2011 11 9-Mov QuickBooks for CPAs Alpharetta, GA GA 33 Course
5 2010 12 14-Dec Communicating with Computers Buckhead, GA GA 29 Course
6 2010 6 10-Jun Excel Functions, Macros and Data Buckhead, GA GA 29 Course
7 2010 9 24-5ep Microsoft Office 2010 and Windov Buckhead, GA GA 0 Course
2 2010 6 8-lun Excel Hands On Cobb Galleria, GA GA 8 Course
9 2010 5 20-May Accounting Software Expo Atlanta, GA GA 100 Conferen
10 2010 4 30-Apr Property Management Conferenc Atlanta, GA GA 100 Conferen
11 2010 8 18-Aug SEAS Conference Atlanta, GA GA 100 Conferen
12 2009 3 13-Aug Excel Functions Birmingham, AL AL 63 Course
13 2009 9 8-5ep Information Security Birmingham, AL AL 24 Course
14 2009 7 15-Jul QuickBooks for CPAs Birmingham, AL AL 45 Course
15 2009 7 16-Jul Tech Savvy CPA Birmingham, AL AL 42 Course
16 2010 4 23-Apr Communicating with Computers Bloomington, MN MN 20 Course
17 2009 A 29-anr Fxeel for Intermediate Bloominoton, MM PN 4/ Course

If you attempt to analyze data that does not contain a column heading atop all columns,
you will sometimes receive an error message, such as the example shown below.

.
Microzoft Excel | e |

N

N The FivotTable fizld name is not valid. To create a PivotTable report, you must use

[l ! 3 data that is organized as a list with labeled columns. If you are changing the name of a

i PivotTable field, you must type a new name for the field.

'

| |

If you have data with the same column heading used more than once, Excel will
sometimes alter the column headings, for example when you create a PivotTable, so all
headings will be unigue.
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d. Row Descriptions — Generally, your data should repeat row descriptions for each row. For

example, the screen below shows that the state and city descriptions are not repeated

for each row in columns A & B.

A B [ E F H
3 Carlton's Rental Properties
+ 2012 Analysis
]
E  State City Type Manager Revenue Expenses Profit Yacancy Rate
¥ Florida  Daytona  Duples Steve 75,254 53,693 16,656 26.8%
a Duples Stewe 724 27,213 [10,034) 5642
9 Dluple: Steue 7184 E8,694 8,490 26.8%
10 Dupley Steve TE213 £0,213 16,006 544
il Townhame Stewe 52,140 41,19 10,944 6.6
12 Townhome Stewe 52,800 53,664 [B.864) 26.6%
13 Townhame Stewe 52,140 41,19 10,949 276
4 Triples Ginger 1n.7vz 34,156 1EE1E 398
15 Triplex Giinger 121,192 12,714 2484 45,0
16 Triplex Ginger 121,198 12,714 9,404 230
17 Tampa  Apartment Ginger 128,562 19,564 249599 398
12 Apartment Ginger 217,504 194,878 32,626 B33
13 Duples Stewe 73,114 E4,2732 14,240 265

A solutio for quickly filling in the missing row descriptions is presented later in these

materials.

e. Transposing Headers and Rows — In some cases, data may need to be transposed because

many of Excel’s Data tools use the column headings, not the row headings to crunch the
data. To do this, copy the data, then select Paste Special, Transpose, OK to flip the data

around.

f. Clean Data — The data must be clean of empty text cells containing spaces, special
characters, extra spaces within data, trailing spaces, trailing zeros, leading zeros, etc.
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Data Analysis Tools

Excel provides specialized tools for analyzing data and generating financial reports, yet most CPAs
are unaware of these tools or haven’t tried using them before. Specifically useful are the
Subtotaling, Grand Totaling, Filtering, Consolidating, Grouping & Outlining, Drilling, OLAP Data
Cubes, PivotTables, Sparklines, Data Bar Reporting, Conditional Formatting, Charting, Foot
Notes and End Notes, Formula Auditing Tools, Error Checking, Functions, and Data Analysis
Tools.

The concepts discussed are intended to directly aide the CPA in summarizing, slicing, dicing and
analyzing data, and generating related financial reports.

2013 Data Ribbon:

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA I'-_"'IE'.".' LZII:I.-'ELUI"I':P VIEW
M [ _.1‘4"' iy ‘*‘ I: e Ef_’oﬁrectlansf TF' Y 'F‘L
_E] & LG _4::} 1 s [ A F Bl==
Frem From Fromh From Other]  Easting Refresh Z| So Filter v[ Text to
Access Web  Text \ Sources =¥ Connections Al - ‘\ Advanced  Columns
Gt Exte mmDes Cannedtions el ﬁ&ﬁ‘ﬂﬂ-r |
-~
== L3 o 2
g Qr $N e ? 58 6 g o Solver
E{ 1 = Bt LE L HE 1
Flash Remow Data  Fonsolidate What-If Group Ungroyp Subtotal J
Fill  Duplic att}‘n‘d'l[ldllun ¥ 4 Analysis = u d P
"" -ﬂ-vlﬁ’Tll ols ".‘I.:.JI"I'!'l'!’Il Ts Analysis

2013 Insert Ribbon:

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW DEVELOPER VIEW
-
' TSN | 1) = .’ = | =- -
J \‘ ? 1 \ O leg - I= &1+ ® 1?7 ‘ i
[ PivotTable F'a-cnmmaﬁled Takle ctures Online Shapes Smarthrt Screenshot  Apps for -'-'ecnmmen-::ed
F PivotTableh 7 Pictures = - Office = Charts b
\. LY P
- Tables i lllustrations Apps Charts
- ——— e
» — 1 - Ll— o T By [h, o
[N TR S A A o1 T O
" 1 - == ]
l ProtChart ] Line Column W n[ Slic lr Ti r' line 'I ypetlink Text Header WordAnt Signature Object  Equation Symbol
- Loss% v Box 8 Footer o Line - -
r N ! r
h._.p"f Sparkiines o "._.p" Links Text Symbiols
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Data Sort

You would think that every Excel user would already know all about sorting data in Excel, but | am
frequently surprised to find that many users have missed a few key points related to using this
tool. | don’t mean to belittle you are talk beneath you, but humor me a copy of paragraphs and
let’s make sure you are fully up to speed on the following key sorting points:

1. Contiguous Data - The “A to Z” sorting tool can sort a large matrix of data without having to
highlight the area as long as the data is contiguous; that is to say that your data should contain
no blank columns, no blank rows, and the columns must all be labeled with a column heading.
When data is contiguous, all you need to do is place your cursor in a single cell in a given
column and click the Sort A to Z or Sort Z to A buttons, and Excel will automatically select the
entire matrix for sorting. Surprisingly many users waste a great deal of time highlighting sort
ranges prior to sorting, but this step is often unnecessary.

2. Ato Z Button - Simply place the cursor in the desired column for sorting, and press the Ato Z
or Z to A button as the case may be. Excel will automatically sort all continuous columns that
have headings and all contiguous rows from the top row under the heading labels down to the
last row in the selected column that contains data. (Note - If you accidently select 2 cells
instead of just one, your results will not be correct.)

3. Sort by 64 Columns - The “Sort” tool was enhanced beginning in Excel 2007 as it now provides
the ability to sort by up to 64 columns, instead of just 3 columns. Presented below is a dialog
box which shows this expanded functionality.

or wefr
[ 4| Add Level ” ¥ Delete Level ” 53 Copy Level ] ] ] My data has headers
Column SortOn Order
Sortby |g v Values v Smallest to Largest v
Thenby |E w| |values s || | Smallest to Largest |
Thenby |F v Values v Smallest to Largest v
Thenby |g w| |values s || | Smallest to Largest |
Thenby |a || | Values sl | Smallest to Largest |

[ K ] [ Cancel ]

4. Sort Left to Right — Excel has always provided the ability to sort left to right. To do so, select
the Sort Options box in the Sort dialog box and click the check box labeled Sort Left to Right
as pictured below.
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|:| Case sensitive

Orienkation

") Sort top ko bokte

L (8] 4 J[ Cancel ]

5. Sort by Color — beginning with Excel 2007, you can also sort by font color or by cell color, or
both. This is handy in many ways. Sometimes CPAs use color to tag or mark certain cells - and
later find it useful to be able to sort by those markings. In other situations CPAs use conditional
formatting to apply color to cells using a wide variety of rules; and thereafter they can sort the
data based on the resulting conditional colors. The two sort-by-color options are pictured

below.
Sort (2 eS|

4] Add Level l l ¥ Delete Level l l 524 Copy Level ] My data has headers

Column Sart On Order
Sortby | Name |Z| Font Calor IZI On Top lz‘
Thenby | Amount [+] | celcoler onTep =]

|

[ oK ] [ Cancel ]

To be fair, it was sort of possible to sort by color in Excel 2003. To accomplish this task, you
needed to use the CELL function in order to identify information about a given cell such as the
cell color or font color. Thereafter, the results of that function could be used to sort rows —
which effectively means that you can sort by color in Excel 2003 — but it takes a bit more effort.

6. Sort By Custom List — Another sorting capability in Excel is the ability to sort by Custom List.
For example, assume a CPA firm has ten partners, and the Managing partner prefers to be
shown at the top of the list, and the remaining Partners based on seniority. In this case, you
could create a Custom List in the Excel Options dialog box listing the partners in the desired
order, and then sort future reports based on that order.
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C D E F G H | J L M N (o] P
4
5 Partners Hours
6 |Doug Thomas 1019
7 |Tina Porter 1447
8 |Bill Watson 1039
9 |Krista Kaufman 1044
10 |Michael Wilkenson 545
11 |Randy Addison 606
12 |Alexander Slade 1113
12 |Brenda Jones 583
14 |Molly Hicks 612 Sort v
i: Richard Deter 2| Add Level || < Delete Level || ER Copy Level Options... My data has headers
17 Column Sort On Order
18 Sortby | partners v |values v| | Doug Thomas, Tina Porter, Bill |w
i Sk
20 Doug Thomas, Tina Parter, Bill Watson, Krista Kaufman, Michae...
21 Richard Deter Molly Hicks, Brenda Jones, Alexander Slade, Ra...
e CUstOM List
22
23
24
25 Cancel
26

To access the Custom List settings:

1. In Excel 2013 & 2010, select File, Options, Advanced, and scroll to the bottom, and then

select Edit Custom List.

2. In Excel 2007, select File, Options, select Edit Custom List option a few inches down from

the top.

3. In Excel 2003, select Tools, Options, and click the Custom Lists tab.
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Filtering Data

AutoFilter allows you to view a subset of your data and when you are done, you can clear the
filters to once again redisplay all of your data. To use this tool, start with any list of data and turn
on the AutoFilter tool. Then position your cursor in the column you want to filter and use the
drop down arrows to apply your filters as suggested in the screen below.

A B C D E F G H
1 Carlton's Rental Properties
2 2014 Analysis

Vacancy Police

4 Manage/-| State [-|City ~|Type -] Revenue-| Expense- Profit -| Rate |- Visits|-
5 Billy £l sertatoz Apartment 47,520 45619 1,901 247% 6
6 |Billy &l setZtoa Triplex 91,463 72,256 19,207 35.6% 8
7 | Billy Sort by Color * Apartment 356,040 259,909 96,131 25.5% 2
8 | Billy Triplex 154,276 143,477 10,799 65.0% 9
9 | Billy Apartment 113,924 93417 20,506 25.5% 6
10| Billy Text Filters » Triplex 94,936 77,848 17,089  31.5% 9
11| Billy Search o Apartment 90,305 70,438 19,867 25.5% 6
12| Billy [ (Select Al ~ Triplex 394276 366677 27599 15.4% 0
13| Billy ::t':“”:n lApanment 116,122 84,769 31,353  13.4% 3
14| Billy [ Dallas Apartment 92,621 82,433 10,188 18.7% 3
15| Billy ""32{:’;3 Triplex 69,466 66,687 2779 54.4% 9
16| Billy B Fort Worth| N Apartment 261,005 221,854 39,151 23.3% 6
17| Billy :::1‘;:;:’” Triplex 57,024 54,743 2,281 56.4% 8
18| Ginge [ Mobile . Triplex 181,988 205,646 (23,658) 43.2% 2
19| Ginge o ' Triplex 121,198 112,714 8,484 154% 4
20| Ginge Gncel | Apartment 432,900 367,965 64,935 24.7% 2
na | (Dimee Db b Qg 78 rda =¥, K| 28 197 24 0L 2

Once the filters are applied, you will see a subset of your data. For example, the screen presented
below shows filtered data for only Macon and Savannah properties.

A B C D E F G H
1 Carlton's Rental Properties
2 2014 Analysis

Vacancy Police

4 Manage - State - |City 7| Type [-] Revenue-| Expense-| Profit -] Rate [-] Visits |-
25 |Ginger Georgia Macon Apartment 128,563 119,564 8,999 398% 8
26 |Ginger Georgia Macon Apartment 128,563 119,564 8999 23.3% 1
27 |Ginger Georgia  Savannah Apartment 76,032 75,272 760 65.0% 0
64 | Steve Georgia Macon Townhome 52,800 46,992 5808 18.7% 9
65 | Steve Georgia Macon Duplex 76,219 60,213 16,008 26.5% 7
66 | Steve Georgia Macon Duplex 75,254 58,698 16,556 35.6% 5
67 | Steve Georgia Macon Apartment 296,700 216,591 80,109 23.3% 1
118/ Jim Georgia Macon Triplex 82,427 62,444 19,983 53.3% 1
121/ Jim Georgia Macon Duplex 90,981 57,088 33,892 276% 0
125/ Jim Alabama Macon Townhome 60,720 52,504 8216 255% 8
126/ Jim Alabama Macon Townhome 59,961 36,248 23,713 356% 5

As filters are applied, a small funnel icon appears in the drop down arrow button to indicate that
a filter has been applied to that particular column.
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Key Points Concerning the AutoFilter Command:

1. Contiguous Data — The AutoFilter tools works best when you are working with data that is
contiguous. In other words, your data should contain no blank columns, no blank rows,
and the columns must all be labeled.

2. Column Headings —Your columns need unique column headings in and single row, and if
the column headings are not in row 1, then the row above the column headings should be
blank so Excel will auto detect the correct range.

3. Filter by Multiple Columns - You can filter by more than one column.

4. Filters are Additive - Each additional filter is based on the current filter and further reduces
the subset of data.

5. Removing Filters — In all editions of Excel, a fast way to remove multiple filters is to turn
AutoFilter off and then turn AutoFilter back on. In Excel 2007 and later editions, you can
also click the Clear button in the Sort & Filter Group as pictured below.

‘El : I Clear
—l— {_\} Reapply
Ll Filter | .
A U pdvanced
Sort & Filter

6. Filter by Color — You can filter based on colors. For example, you can filter by cell color or
by a list of numbers, you can filter by icon or by a custom filter.

age - State [~ City x e - R
2l SortAtoZ Apartment
Bl SotZtoA Triplex
Sort by Color 4 Apartment
Y. Clear Filter From "City’ Triplex
Filter by Color Ls * | Filter by Cell Color
Text Filters » | |
Search L Mo Fill
Y (Select Al ~ Apartment
""" -] Atlanta | Trinley

Note that the Color Filter is mutually exclusive as you cannot also filter by value or text
when filter by color is applied, and vice versa.

7. Filters Enabled - A drop-down arrow ™! means that filtering is enabled but not applied.

8. Filter Applied - A Filter button [=¥l means that a filter is applied.
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9. Filter Spanning - The commands Date Filters T fqos. Triplex
under the All Dates in the Date Search (Al o~ Before.. Apartment
Filters menu, such as January or A e Triplex

f.l b h . d X Between... Apartment
Quarter 2 filter by the period no 2912065 Tomerron Apartment
matter what the year. This can be 3: o Today Triplex
useful, for example, to compare e Vesterday I?Palﬂmem
. - riplex
-] 2060 MNext Week .
sales by a period across several . . o Triplex
yea rs. Last Week Quarter 1
oK Cancel
Mext Month Quarter 2
. - - _ - £ Wl T Ulllscl Yt T Th; I'u1 th Guﬂltelg
10. This Year vs. Year-to-Date - This 2% 215/2018 Ginger  Flor Ld:m:th —

Year and Year-to-Date are | 7/15/2018 Ginger  Flor o .

different in the way that future |2 12/15/2018 Ginger ~ Flor =~ February
25| 5/15/2019 Ginger Gec

i ast Quarter March

o!ates., are handled. ThIS' Year | 1011512019 Ginger  Gec %% o
filtering can return dates in the |» 3/15/2020 Ginger =~ Gec "' »
This Year May

P2

8 8/15/2020 Ginger Flor
9| 1/15/2021 Ginger Flor
o 6/15/2021 Ginger  Flor  '''°¢ -

1 11/15/2021 Ginger ~ Flor ~ AlPdiwintieteiodr o I8
2| 4/15/2022 Ginger Flor  Custor [ilter.. B

[a¥EN=4isTalels B aH e | | T

future for the current vyear,
whereas  Year-to-Date only
returns dates up to and including
the current date based on the
computer’s time clock.

Last Year June

(o]

July

LW W

October

11. Filtering Dates - All date filters are based on the Gregorian calendar as decreed by Pope
Gregory Xlll, after whom the calendar was named, on 24 February 1582. The Gregorian
calendar modifies the Julian calendar's regular four-year cycle of leap years as follows:
Every year that is exactly divisible by four is a leap year, except for years that are exactly
divisible by 100; the centurial years that are exactly divisible by 400 are still leap years. For
example, the year 1900 is not a leap year; the year 2000 is a leap year.

12. Filtering By Days of Week - If you want to filter by days of the week, simply format the
cells to show the day of the week, or

insert a new column and use the |, gmt;m-::iim_ge; Revenuss Exggr;eg- Pr::gto‘

WEEKDAY function to calculate the |[z] souiagestiosmaliest | 72,256 19,207

week day, and then apply filters using Sort by Color » | 259,909 96,131

this new column. 143,477 10,798

93,417 20,506

13. Top & Bottom Filtering - On the Data T:::TE”M }; it?;;tgqum...

tab, in the Sort & Filter group, click 7 (select All . Grester Than.,

Filter. Point to Number Filters and :igﬁgg Grester Than Or Equal To...

then select Top 10. To filter by :::::;g Less Than...

number, click Items. To filter by Ms2.140 Less Than Or Egual To...

percentage, click Percent. Note - Top I e ——

and bottom values are based on the f]:?ﬁi y iz;mge

original range of cells or table column B Below Average

and not the filtered subset of data. > cancel Custom Fiker..
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14.

15.

16.

17.

18.

Above & Below Average Filtering - On the Data tab, in the Sort & Filter group, click Filter.
Select Number Filters, Above/Below Average. Note — These values are based on the
original range of cells or table column and not the filtered subset of data.

Filtering Out Blanks - To filter out blanks, in the AutoFilter menu at the bottom of the list
of values, de-select the check box labeled Blanks.

Filtering By Color - Select Filter by Color, and then depending on the type of format, select
Filter by Cell Color, Filter by Font Color, or Filter by Cell Icon. Note that these filter options
only show up when there are actual cell colors, font colors or icons included in the data
range.

Filter by Selection - To filter by text, number, date, time, or color for selected cell(s), select
the cells to be used as a filter basis and then right-click that selection, and from the popup
menu select Filter, Filter by Selected Cell's Value, (or Filter by Selected Cell's Color, Filter
by Selected Cell's Font Color, or Filter by Selected Cell's Icon).

Housion ARarfmant IR 82,433 TU, T35
Houston At [ ~[A A §-% & gggg7 2,779
Houston B T =2 A~ -5 35 ¥ 559 854 39,151
|_}i|zt=~~'»w R70%4 54,743 2,281
Atlanta o }8 205,646 (23,658)
Aflanta = <Y 8 112,714 8,484
Atlanta D B )0 367,965 64,935
Atlanta 0 8 70,641 26,127
Daytona Paste Special... )8 112,714 8,484
Daytona Insert... 18 112,714 8,484
Daytona Delete.. 2 94,156 16,616
Macon Clear Contents 3 119,564 8,999
Macon & Quick Analysis i3 119,564 8,999
Savannah Filter v
Tampa Sort v
Tampa (7 Insert Comment Filter by Selected Cel|'s Value
Tampa Format Cells... Filter by Selected CE|E£C|CI'
Tampa Pick From Drop-down List... Filter by Selected Cell's Font Color
Tampa Define Mame... Filter by Selected Cell's lcon

Refreshing Filters - To reapply a filter after the data changes, click a cell in the range or
table, and then on the Data tab, in the Sort & Filter group, click Reapply.
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Data Form

Excel’s Data Form tool provides a data input window which makes Excel look and behave more
like a database, such as Microsoft Access. (Note that in Excel 2013, 2010 and 2007, the Form tool
button has not been included on the Ribbon, so to use it you will first need to add the Form tool
button to the Quick Access Toolbar.)

A B C D E F G
1 |Las‘t Name First Name Address City State Zip Phone |
2 Collins Carlton 100 Peachtree Street Atlanta GA 30062 770.842.5902
3
4 Sheet1 ?
5
I Last Mame: | Calling| ~ 1of1
7 First Name: | Carlton New
8 Address: 100 Peachtree Street Delete
9
10 City: Atlanta

State: GA

11 Find Prev
12 Zip: 30062
13 Fhone: 770.842,5902 % An LB
14 Criteria
15
16 Close
17
18 R4
10

A data form provides a convenient means to enter or display one complete row of information
in a range or table without scrolling horizontally. Some people, especially those who are used to
using databases, find that using a data form can make data entry easier than moving from column
to column when you have more columns of data than can be viewed on the screen.

Key Points using Data Form:

1. You cannot print data from a data form.

2. Because a dataformis a modal dialog box, you cannot use either the Excel Print command
or Print button until you close the data form.

3. You might consider using the Windows Print Screen key to make an image of the form,
and then paste it into Microsoft Word for printing.
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Data Subtotals

Excel’s Subtotal command automatically calculates and inserts subtotals and grand totals in your
list or table. Once inserted, Excel recalculates subtotal and grand totals as you enter and edit the
detail data. The Subtotal command also outlines the list so that you can display and hide the
detail rows for each subtotal. Examples of the Subtotal dialog box and a resulting subtotaled
table are shown below.

Subtotal

|

At eaclhhange in:
Manager

Use function:
Sum

Add subtotal to:

[ city
[ |Type

Profit
I:| Wacancy Rate

Revenue
Expenses

Replace current subtotals
|:| Page break between groups
Summary below data

Cancel

] ] F F F FFE

i

A B E E G
1 Carlton's Rental Properties
2 2014 Analysis

Police

+ Manager State Revenue Expenses Profit Visits
18 Billy Total 1,938,977 1,640,126 298,851 75
36 Ginger Total 2,340,914 ¢u 2,211,002 129,912 78
s Jacob Total 3,128,030 2,763,405 364,625 79
53 Kathy Total 1,534,551 1,378,893 155,658 13
77 Steve Total 1,879,088 1,439,202 239,886 117
108 Erin Total 4,921,875 3,388,993 1,532,882 153
133 Jim Total 5,984,923 4,093,049 1,891,874 131
125 Ellen Total 1,307,997 818,672 489,325 78
143 Grand Total 22,836,355 17,733,341 5,103,014 724

To display subtotals and grand totals at the top instead of the bottom, deselect the checkbox
labeled Summary below data.

1123 A B C D E F G
4 Manager_State City Type Revenue Expenses Profit
(=] 5 |Grand Total 22,836,365 1 17,733,341 5,103,014
[-] & |Billy Total 1,938,977 1,640,126 298,851
7 |Billy Texas Dallas Apartment 47,520 45,619 1,901
g |Billy Texas Dallas Triplex 91,463 72,256 19,207
s |Billy Texas Dallas Apartment 356,040 259,909 96,131

www.CarltonCollins.com

Page 56

Copyright August 2013


http://www.carltoncollins.com/

Office 2013 for CPAs

Key points to Consider When Using Subtotaling are as follows:

1. Contiguous Data — The Subtotal tools works best when you are working with data that is
contiguous. In other words, your data should contain no blank columns, no blank rows,
and the columns must all be labeled.

2. Sort Before You Subtotal - You must sort the data by the column you wish to subtotal by,
else you will receive erroneous results.

3. Other Mathematical Applications - The Subtotal tool not only calculates subtotals, but it
can also calculate minimums, maximums, averages, standard deviations, and other
functions.

Subtotal

At each change in:
Manager
Use function:

Sum

I [Count
Average
N [Max

Min
Product

ICFm e =

] Ei

1

4. Subtotalsin 2013,2010 & 2007 Tables — Excel 2007 added a new Table tool which enables
Subtotals a little differently; the Subtotal tool appears at the bottom of each column in
each Table, as shown in the screen below.

T T oo T IR=paa

75,254 58,698 16,556
296,700 216,591 80,109

Average

Count

Count Mumbers
Max

Min

Sum

StdDev

War

More Functions...

5. Automatic Outlining — The Subtotal tool automatically inserts Outlines, which allows you
to collapse or expand your data.
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6. Copying Outline Data - Some CPAs also like to copy and paste collapsed subtotal data to
another location, but they find this process copies and pastes all of the data — not just the
summary data they desire. In this situation, there are two ways to achieve a clean copy

and paste without grabbing all the hidden data as follows:

a. CTRL key — Hold the Control Key down while you individually click to select
individual rows; this action will enable you to copy and paste selected data.
However, this approach can sometimes be problematic because if you miss-click,

you have to start over.

b. Select Visible Cells — A better approach is to use the Select Visible Cells tool. This
tool will select on the data you can see, after which the copy and paste routine
will yield the desired results. This option is better because it is faster and less error

prone.

o

Select Visible Cells (Alt+:)
F ol IUIGIIGEcl

Cl I\E D

c. GoTo-—Youcan also select visible cells using Go To. To do this, press F5 to launch
the Go To tool and then click Special. In the Go To Special dialog box, select the
radio button labeled Select Visible cells and press OK.

|

Go To Special
Select
(") Comments (") Row differences
() Constants () Column differences
() Formulas () Precedents
| Numbers () Dependents
o | Text ® Direct only
+| Logicals All levels
| Errors () Last cell
) Blanks Iy
'3:::1' Current region L rmats
() Current array () Data validation
() Objects ® Al
Same
Cancel

d. ALT +;-The Alt +; key combination is the shortcut to using the Select Visible Cells

Tool.
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Data Validation

Data Validation can be used to limit the data that can be entered into a cell. For example, you
might want the user to enter only values between 1% and 99%. You might also use this tool to
enable data input to a drop down list which offers two advantages in that it can be faster and
more accurate. To create a dropdown list, enter a list into sequentially cells in Excel. Next, from
the Data tab select Data Validation, Data Validation (yes, again), then in the dialog box (as shown
below) select List from the Allow dropdown box and then indicate the data range for your list in
the Source box.

Data Validation (L[]

Input Message I Error Alert |

Validation criteria

Allow:

List | Ignore blank
Data: | In-cell dropdown
Source:

=SFEREFST FR

Apply these changes to all other cells with the same settings

Clear Al [ (0]i4 l | Cancel |

After making all the necessary selections in the validation list dialog box, your worksheet will
produce a cell containing a drop down list (shown in cell A10 below) that behaves as shown.

A B T D E F G

 Data Validation - List
2 Products Price
3 Sales Order Form Bicycles $ 275
4 Disc Golf Sets & 19
5 Customer Name Kites S 24
6 Address Skateboards ) 89
7 |Phone Surf Boards S 345
8
9 Item Quantity Price Total
0] [-
11 Bicydes

Disc Golf Sets
12 Kites

Skateboards
13 Surf Boards .
14
15 0
16

You can also provide messages to define what input you expect for the cell, and instructions to
help users correct any errors. For example, on a worksheet, you can set up a cell to allow only
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account numbers that are exactly three characters long. When users select the cell, you can show
them a message such as this one:

3 Employee Costs

4 110 Payroll

g 120 IRS/FICA Wk compy/State,/s0I
B 140 Retirement Plan

i .Cummizziunzfﬂunuzez

o

=]

Account Mumber

gyl Enter a three-digit

| account nurmber from
the chart of accounts,

11 1 wehich you can find at
12 httpthFinancehdocumen
ts on the intranet.,

Services

A= x

If users ignore this message and type invalid data in the cell, such as a two-digit or five-digit
number, you can display an actual error message. In a more advanced scenario, you might use
data validation to calculate the maximum allowed value in a cell based on a value elsewhere in
the workbook. In the following example, the user has typed $4,000 in cell E7, which exceeds the
maximum limit specified for commissions and bonuses.

A B [ D E F
1 Budget Input -- Marketing
2 Account Actual Projected
3 Employee Costs
4 110 Payroll 45,328 60,000
3 120 IRS/FICa Wk comp/State/sDI 15,997 25,000
(5] 140 Retirement Plan 6,249 8,000
7 160 Commissions/Bonuses 2,720 | 4EIIJD-|
g Orver budget @
10 Commissions and bonuses cannot exceed $3600 (6% of payrall).
11 “  Continue?
12 ; :
13 | Wes | | Mo | | Cancel | | Help |
14 was this information helpful?
15

If the payroll budget were to increase or decrease, the allowed maximum in E7 would
automatically increase or decrease with it.
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Data Table (“What-if Analysis”)

Data tables are part of the collection of what-if analysis commands, which include:

1. Data Tables
2. Goal Seek
3. Scenarios

The Data Table command enables the process of changing values in cells to see how those changes
will affect the outcome. For example, you can use a data table to vary the interest rate and term
length used in a loan to determine possible monthly payment amounts.

There are two types of Data Tables — One Way and Two Way. A data table cannot accommodate
more than two variables. If you want to analyze more than two variables, you should use
scenarios. Although it is limited to only one or two criterion (one for the row input cell and one
for the column input cell), each criterion can include as many different variable values as you want.
(In contrast, a Scenario can have a maximum of 32 different criterion, but you can create as many
Scenarios as you want.)

Loan Analysis Example

In this exercise, we start by creating a simple Payment function to calculate the payment amount
of a loan given a loan amount, interest rate and number of periods.

4 - £ =PMTIC2/12 C3%12 C1)%-1
A E i D
1 Loan Amount 300,000
2 |Interest rate 6% Per Year
3 |Number of Periods 30 Years
ﬂPayment Amount I $12793.65 !
.'__]

The next step is to create a Two-Way Data Table displaying the resulting payment amount given
a variety of lengths of the loan. This process is started by creating a list of the alternative loan
amounts, as shown below in B8, B9, B10, etc. Cell C7 must reference the results you want to be
displayed in the table.
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Z7 - A~ =C4
A E Z D
Loan Amount 300,000
Interest rate 6% Per Year
Number of Periods 30 Years
Payment Amount $1,798.65

1
2
3
4
5
6
7 [ 1799]

8 1
9 2
10 3
11 4
12 5
13 6
A4 b

Next, highlight the data table range and use the Data Table command on the Data tab (as
shown below) to generate the desired table.

Data Table ?

Row input cell: ERz

Column input cell: | 5£53] Fhz

This process will generate the following table:

A = C D |
1 Loan Amount 300,000
2 |Interest rate 6% Per Year
2 |Number of Periods 30 Years
4 Payment Amount $1,798.65
5
B
7 $ 1,799
3 1 $§ 25820
9 2§ 13,296
10 3% 9,127
11 4 % 7,046
12 5 % 5,800
13 6 % 4972

This table tells us that the same loan amount will require a monthly payment of $4,972 to pay
the loan off in just 6 years, or a monthly payment of $5,800 to repay the loan in just 5 years.
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The next step in this exercise is to generate a line chart based on the data table we just created.
This line chart will provide some interesting observations regarding the benefits and detriments
of paying off loans over longer periods.

CHART TOOLS Case Study - Al
REVIEW DEVELOPER VIEW DESIGN FORMAT
’ = (I A=
* 7 W - i -
Appsfor  Recommended DicotChact  |ine  Column  Win/
Office Charts 2-D Line Lass
Apps Sparklines
P\. Line
Use this chart type to:
] = Show trends over time (years, N
3-D| months, and days) or categories.
179 A Use it when:
—_— = The order of categories is
1 25,82 impertant.
Iﬁ I = There are many data points,
2 13,29 == I
3 9,127
4 7,046

The resulting chart is shown as follows:

30,000

25,000

20,000

15,000

10,000

5,000

MNotice that the line flattens out
here, indicating that extending the
loan additional years has a decling

impact on the payment. After 15
years or 50, longer loan periods yield
less desireable reductions in the

payment amount.

12 3 45 6 7 8 5 1011121314151617 18152021 22 23 24 2526 27 28 2530
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Based on this, no one should ever obtain a fair market loan for more than 15 years, the reduction
in payments simply aren’t worth the additional length of the loan. This same basic behavior is
seen whether the interest rate is 1% or 100%, or whether the loan amount is $1,000 or
$10,000,000. The only time you might be justified in obtaining a loan longer than 15 years might
be when you are extended a favorable interest rate (perhaps from a rich uncle), better than a fair
market interest rate.

Goal Seek

If you know the result that you want from a formula, but are not sure what input values are
needed to produce your desired results, use Goal Seek. For example, suppose that you have
decided to purchase a house, but you don’t know how much house you can afford. In this case,
know how the interest rate (3.75%) and how long you want to take to pay off the loan (15 years),
and the amount you can afford to pay each month ($2,800). In this case, you can use Goal Seek
to work backwards to figure out how much house you can afford. Start by calculating the monthly
payment based on any random home loan amount as pictured below.

A B C D E
1 |Loan Amount 300,000
2 | Interest Rate 3.75%|Percent
3 |Duration of Loan 15|Years
4
5 Monthly Payment 2,181.67

Next, from the Data tab, select What-If Analysis, Goal Seek. Fill in the parameters to set the
payment amount to $2800 by adjusting the Loan Amount, as shown, and then click OK.

A B C Goal Seek E
1 |Loan Amount | 385,027 ! =
_________ Set cell: SBS5 Z.3
2 |Interest Rate 3.75%|Percent To galue 2800
3 Duration of Loan 15|Years By changing cell: | $s1] =
4
5 |Monthly Payment 2,800.00
[

The result is that a person with $2,800 available to make monthly payments can afford to
purchase a home costing up to $385,027 (assuming a 15 year loan and 3.75% interest rate) — as
pictured above. (Keep in mind that anyone actually following this scenario would need to
consider that homes also come with other monthly obligations including real estate taxes,
insurance maintenance, etc.)
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Data - Text to Columns

CPAs sometimes receive data from their clients or IT departments that is in text form. When this
happens, Excel can split the contents of one or more cells in a column and distribute those
contents as individual parts across other cells in adjacent columns. For example, the worksheet
below contains a column of full names and amounts that you want to split into separate columns.
The Text to Columns wizard parses the data automatically into separate cells. To use this tool,
select the cell, range or entire column that contains the text values that you want to split.

D E F G H J K L M
178
179 David Greene,Individual,12.9,1612.5 - (2] = N
. G rt Text to Col Wizard - Step 1 of 3 LE | & |
180 Hanson Fish Sales,Corporate,3,1125 e e
181 Hanson Fish Sales,Corporate,2.9,362.5 | | The Text Wizard has determined that your data is Delimited.
182 W!"!e MCCIendon,lnd!V!dual,S,SZS If this is correct, choose Next, or choose the data type that best describes your data.
183 Willie McClendon,Individual,2.6,325 -y
184 Mindy Simmon,Individual,22,2200 “eeaugr” %2t 7P _
185 Tommy Pruitt,Individual 4,400 Lype that best describes your data:
186 Cascade, Inc.,Corporate,6,600 @ Delimite aracters such as commas or tabs separate each field.
187 Fixed width - Fields ligned in columns with spaces between each field.
188
189
190
191
192 Preview of selected data:
193
194 PDavid Greene, Individua}, 1Z_%,1812.5 <
195 Hanson Fish Sales,Coryforate, 93,1125
Hanson Fish Sales,Cgfporate,2.59,362.5
196 flillie McClendon, Tgfividual, 5, 825
197 flillie MeClendon #ndividual, 2.6, 325 -
198 [
199
200 —
Cancel Next > Einish
201 D E F G H I—I — ] | =
202 178 <
179 David Greene Individual 12.9 1.613
180 Hanson Fish Sales Corporate 9.0 1,125
181 Hanson Fish Sales Corporate 2.9 363
182 Willie McClenden  Individual 5.0 625
183 Willie McClendon  Individual 2.6 325
184 Mindy Simmon Individual 22.0 2,200
185 Tommy Pruitt Individual 4.0 400
Notes:

1. A range that you want to split can include any number of rows, but it can include no more than
one column.

2. You also should make sure there are enough blank columns to the right of the selected column to
prevent overwriting existing data in those adjacent columns.
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Flash Fill

Of all the Office 2013 applications, Excel is the beneficiary of the most impressive enhancements.
Excel’s new Flash Fill watches you work and applies logic to help you complete your tasks. The
example pictured below contains a list of 44 first and last names in Column A, which | want to
separate into Columns B and C. As | start typing the first name of the second record in Column B;
Excel’s Flash Fill guesses what I’'m trying to do and offers to fill in the remaining 42 first names
(as shown in grey text).

1
2

4

W =

10
11
12
13
14
15
16
17

President
George Washington

3 |John Adams

Thomas Jefferson
James Madison
James Monroe
John Quincy Adams
Andrew Jackson
Martin Van Buren
William Henry Harrison
John Tyler

James Polk
Zachary Taylor
Millard Fillmore
Franklin Pierce
James Buchanan
Abraham Lincoln

B

George
|J0hn ](
ol

)

After typing in the letter
"J" on row 3, Flash Fill
guesses that you want to
split the remaining names
as well, and offers to do
this for you.
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Data Grouping & Outlining

If you have a list of data that you want to group and summarize, you can create an outline of up
to eight levels. Each inner level (represented by a higher number in the outline symbols) displays
detailed data for the preceding outer level, represented by a lower number in the outline
symbols. Use an outline to quickly display summary rows or columns, or to reveal the detail data
for each group. You can create an outline of rows (as shown in the example below), an outline of
columns, or an outline of both rows and columns.

HHE A C D E F G
1 Income Statement by Month
3 Report date: 1/1/2011..12/31/2013

Account Category Description 1/31/2011 2/28/2011 3/31/2011
Sales Total (2,047,351) (2,051,709) (2,051,413)
Service Total (169,638) (169,904) (169,001)
000-4130-01 Installation Installation Charges - West (13,542) (13,998) (14,198)
000-4130-02  Installation Installation Charges - Central (145,906) (146,071) (145,481)
000-4130-03  Installation Installation Charges - East (282,819) (283,051) (283,506)
000-4130-04 Installation Installation Charges - Canada (87,371) (88,121) (88,848)
Installation Total (529,637) (531,240) (532,034)
Repair Total (91,793) {95,030) {95,322)
Sales Discounts Total 328,958 327,865 327,018
Trade Discounts Total 146,985 148,012 148,057
Sales Returns Total 279,301 277,507 275,729
COGS Total o 282,104 283,035 282,564
Variance Total 3,072 5,746 5,766
Salaries Total 260,428 258,616 256,952
Insurance Total 29,772 29,782 28,301
Depreciation Total 28,467 27,174 28,096
Repairs Total 13,106 11,521 11,527

[+]+]

80 3 2 2 [

www.CarltonCollins.com Page 67 Copyright August 2013


http://www.carltoncollins.com/

Office 2013 for CPAs

PowerView

Excel’s new PowerView inserts new worksheets connected to your data, and then enables you
to create new report types, such as the interactive map chart presented below. The resulting
PowerView Map report is zoomable, and filters can be applied to display partial data.

: I < = == C PowerView - Microsoft Excel Preview 72 8 - 0O x
HOME  INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  POWERVIEW = DESIGN  LAYOUT Carlton Collins ~ n &
X% Cut | [A]Font~ Snars] Ty f 2 = Y [amal]
36 Cu e) 'A.?j [&] Font e A Dg .g. \ l ‘/]\/.
ER Copy Al Text Size -’ TR o
Undo Themes Set Refresh Relationships = Fitto  Field Filters Power
2 Background * | mage - - Window List Area  View
Clipboard Undo/Redo Themes Background Image Data View Insert Arrange 2.
4 ¥ | x| Power View Fields x
-
. -t ACTIVE AL
y o e
- = 22
" = 457 Range
[ -t = 7] = sales
4 =
" ‘_,-‘ 7| state
K -
- A " =
! -t
. “"
-
; i
-
] W -
- "
H s
“‘
A B
1 |State Sales s
2 Georgia 356,040 @
3 |Florida 154,276 L to - Drag fields between areas below:
e, N
4 Texas 777,345 . Q N/ JuEny
5 |Mississippi 94,936 s Ca
= o) Goa > SIZE
6 Tennessee 90,305 y ‘;.‘ ® .8 Q)
= x X Sales -
7 North Carolina 394,276 \ ‘ :
= " g \ LOCATIONS
8 |South Carolina 116,122 . - i =
9 |Virginia 92,621 @
10 |Alabama 69,466 ) LONGITUDE LATITUDE
11 |Arkansas 261,005 g
P Ly COLOR
Sheet1 Power View1 e .
VERTICAL MULTIPLES
-
Sheet1 Power View1 Sheet2 Sheet3

PowerView worksheets can be published as standalone, interactive reports to Microsoft
SharePoint’s PowerPivot Gallery or other reporting service destinations. Some of the tools
provided by PowerView include the ability to create a dashboard containing multiple
PowerViews, apply themes and backgrounds, insert pictures and text boxes, insert collapsible
and expandable tiles, and add data slicers.

PowerView Learning Points

1. Included - PowerView isn’t included in Office Home editions. Power View and PowerPivot are only
available in the Office Professional Plus and Office 365 Professional Plus editions.

Worksheet - PowerView is another sheet in the workbook, and acts like a Dashboard.

Fields — Add data to the PowerView by selecting fields, much like you do for PivotTables.

Play - You can play charts to see how they change over time.

PowerView uses PowerPivot - Known to be extremely fast for retrieving and sorting data.
Relationships — PowerView can integrate multiple data sets via relationships.

ounkwnN
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Timeline Slicer

CPAs who work with PivotTables will likely appreciate Excel’s new Timeline Slicer which helps
users slice and dice Pivot data that contain dates. As an example, selecting the dates May through
October on the Timeline slicer pictured below adjusts the PivotTable to display May thru October
data.

A

Row Labels

19 inch Monitor
24 inch Monitor
Adobe Acrobat
Batteries

Boxes

Sum of Total Invoice

B C D E F
Column Labels -T

- | May Jul
1,545
7,166
5,966

Jun
1,256
2,699

421

Aug
818
1,129
3,088

Sep
2,218
3,368
3,310

3,009
5,420
2,994

Date

Oct
4,119
10,437

2,392 18,

Grand Total
12,965
30,218

171
%

May - Oct 2010

VIONTHS

-
Dwmqa\m{hml

Bubble Wrap
Chair

Copy Paper
Copy Services
Delivery 1| »
Oock e

2010

2011

=
|-

AR APR SEP OCT DEC

=
L

|
=

Ln

Quick Analysis

Excel’s Quick Analysis tool also helps you analyze data by offering a variety of formatting, charts,
totals, tables and sparkline layouts to instantly summarize large volumes of data (see screen
below). When using Quick Analysis to scrutinize text-only data, text specific options for
highlighting duplicate or unique text items appear.

2150 129 2273 .03 1247 SEO00 Beular Maolly |
279472 G768 296240 94.32
37 432 7623 8337 Row Labels + | Sum of Sales Taxes Sum of Total Invoice Sum of Cost
1.813.95  105.84 1582273 G46.51 .
265000 153.00  2.803.00  604.20 + Computer Supplies 19905.1398 351657.5 144926.73
2,255.67 135.34 2,33101 46617 .
2580 479 54.59 35 51 * Furniture 5562.4896 098270.76 40358.69
2B6.00 - 2B6.00 37240 + Office Supplies 3A87.2126 61607.48 24969.19
133500 113.88 21788 41353 .
50,00 360 B3.60 105.00 HServices 267.3378 14680.29 27774.14
995.00 5970 105470 1547.78 &
T B el i Software Products 17812.2642 314683.39 116727.32
20965 1258 222,23 75T Grand Total 47034.444 840899.42  354756.07
126756 76.05 134361 14543
_ |
Customer List Quer - () [
INT: 17925 SUM: 54,041,441.61 B FORMATTIMG CHARTS TOTALS TABLES SPARKLIMES
H B B B B B
Table PivotTa.. PivotTa.. PivotTa.. PivotTa. More
Tables help you sort, filter, and summarize data.
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Queries

Excel 2010, 2007 & 2003 include pre-designed “queries” that can import commonly used data
such as stock quotes for updating a stock portfolio. All you need is a connection to the internet
and of course, some stock ticker symbols. In Excel 2010 or 2007 select Data, Existing
Connections, MSN MoneyCentral Stock Quotes (or in Excel 2003 select Data, Import External
Data, Import Data Existing Connections, MSN MoneyCentral Stock Quotes) and then walk
through the web query wizard for importing stock quotes. In just a few seconds, Excel will retrieve
Real-Time data for NYSE, NASDAQ & AMEX, and 20 minute delayed stock prices from other
exchanges (during the hours when the stock market is open) and display a grid of complete up-
to-date stock price information that is synchronized to the stock market’s changing stock prices.
With each click of the “Refresh” button, the stock price information in Excel is updated - this sure
beats picking numbers out of the newspaper.

A B c D E F G H 1 J K L M
1 Friday, April 24, 2009
2 11:34:42 AM

I Stock Quotes Provided by MSN Money

an

4 Click here to visit MSN Money
Previous

5 Last Close High Low Volume Change| % Change| 52 Wk High| 52 Wk Low
6 Microsoft Corp Chart News 20.29 18.92 2045 19.5 66,077,415 1.37 7.24% 321 14.87
7 Apple Inc Chart News 124.32 1254 125.14 123.73 6,275,076 -1.08) -0.86% 192.24 78.2
8 Coca-Cola Co Chart News 42.87 42.92 43.09 4271 3.205,193 -0.05| -0.12% 61 37.44
9 United Parcel Service Inc Chart News 53.48 53.33 54.04 52.53 2,533,150 015  0.28% 74.14 37.99

International Business Machines Chart News 100.33 101.42 101.97 100.09 2,665,080 -1.09] -1.07% 130.93 69.5
10 Corp
11 Wal-Mart Stores Inc Chart News 48.73 485.86 49.56 48.51 5.042.577 013 -0.27% 63.85 46.25

Completing the Stock Portfolio — Next link the grid data to another worksheet, and insert new
columns containing the number of shares owned, as wells as an additional column to compute
the total value based on shares owned, as shown below.

A B C D E F G H 1 J K L
1 Friday, April 24, 2009
2 11:40:17 AM
NI Stock Quotes Provided by MISN Money
a
Shares Current Previous %
5 Last Owned Value Close High Low Volume Change | Change
6 Microsoft Corp 20.29 13,500] 273915 18.92 2045 195 66077415 137| 0.0724
7 Apple Inc 124.32 2,400 298,368 125.4 125.14 123.73 6275076 -1.08| -0.0086
8 Coca-Cola Co 42,87 12,000) 514440 4292 43.09 42.71 3205193|  -0.05| -0.0012
9 United Parcel Service Inc 5348 1,780 95,194 53.33 54.04 52.53 2533150 015 0.0028
10 International Business Machines 100.33 20800 280924 101.42 101.97|  100.09 2665080  -1.09| -0.0107
11 Wal-Mart Stores Inc 48.73 8,300 404459 4886 49 56 48.51 8042577|  -0.13| -0.0027
12 1,867,300
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Refreshing the Stock Prices - Once you have created your portfolio, simply click the Refresh Data
button on the “External Data” Toolbar in Excel 2003 or on the “Data Ribbon” in Excel 2010 &
2007 shown below to update the current value of your Portfolio.

e e —

= Home Insert Page Layout Formulas Data
External Diaka * X
% E[?] ! %ﬁ‘] 5 From Access > . ﬂ _Eil:ﬂC:Jnnections
) = From Web —3 —J R T

From Other Existing Refresh

_j From Text Sources v | Connections Allr =
Refresh Data
Q Get External Data

Connections

Query Parameters - There are numerous options to help you extract exactly the data you want
the way you want it. The “Web Query Parameters Box”, “Web Query Options box” and “External
Data Properties Box” provide numerous options for controlling your web query.

Excel 2013 Stock Quote Queries

In Excel 2013, for unknown reasons Microsoft has removed the stock quote query option,
therefore below are instructions for restoring this option.

1. Launch Notepad (Start, Programs, Windows Accessories, Notepad)

2. Enter the following information exactly:

E MSN MoneyCentral Stock Quotes - Notepad = B
File Edit Format View Help

WEB
1

http://moneycentr‘al.msn.cum/'investur‘/extemal/excel/quutes.asp?lSYMBOL=[”QUOTE","Enter stock, fund or other MSN MoneyCentral Investor symbols separated by commas."]

Web
1

http://moneycentral.msn.com/investor/external/excel/quotes.asp?SYMBOL=["QUOTE","Ent
er stock, fund or other MSN MoneyCentral Investor symbols separated by commas."]

Or if you prefer, use this to query Yahoo's stock prices:

WEB

1

http:,-’,-’Finan:[te.yahou.cum,-’q?
s=["stockl”,"Please enter a stock symbol:"]
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3. Save the file using any name you want, but be sure to include the extension .igy as
pictured.

-] MSN MoneyCentral Stock Quotes - Notepad

File Edit Format View Help

E Save As “
+ + Carlton Collins » My Documents » My Data Sources <~ v & Search My Data Sources ]
~
Organize v New folder \\ = - [7]
€2 Mame : Date modified \ Type Size
. Libraries \
3 Documents Mo itermns m\ch your search,
,J.. Tr.1u5|c o ‘
i
I EL RIS MoneyCentral Stock Quotes.igy 1 W
Save as type: | Text Documents (") ‘ [¥]
) Hide Folders [y Encodin .\ANS\ v Cancel
\
N
N

\—
4. Make sure to save this file to the folder labeled My Data Sources.

| ChUsersh Carlton\Documents' Wy Data Sources

5. Now in Excel, from the Data tab select Existing Queries, then scroll to and launch the new
guery you just created — it should work just like it did in Excel 2010, 2007 and 2003.

Bookd - Ex
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW DEVELOPER VIEW
[=] Connections 5| [TTh ¥ E
[y Zemsm o 2B X% B B
roperties -
Refresh P El Sort Filter X Text to Remave Data Consolidate  What-If
All- B Yo Advanced  Columns Duplicates Validation =
Get External Data Connections Sort & Filter Data Tools
OB G&dHd =R [ EE e s
A23 - I 'Stock Quotes Provided by M5SN Money
A B C D E F G H | ]

Stock Quotes Provided by MSN Mon
24 |Click here to visit MSN Money

Previous
25 Last Close High Low Volume Change| % Change| &
26 |Home Depot Inc Chart News 71.23 71.22 157 70.95 5,022,000 001  0.02%
27 | The Coca-Cola Co Chart  News 1071 2086 FERE] 2051 16,961,590 015 -0.38%
28 |AT&T Inc Chart News 37.79 37.62 37.89 3751 14,735,276 017]  047%
29 |southern Co Chart News 733 4749 A757 4715 2.729.217 016  -0.34%
30
31 Symbol Lookup MSN Money Home Microsoft Office Tools on the Web

ver MSN Money's Get the latest fro icroso ce

s, and more!

34 |Terms of Use. © 2013 Microsoft Corporation and/or its suppliers. All rights reserved.
35 |DATA PROVIDERS

36

37 Convright © 2013 Mirrnenft All rights recarnvad
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Database Queries

Microsoft Excel can also query and retrieve data you want from an external data source. For
example, you can retrieve Microsoft Excel data about a specific product by region. You can create
a simple query by using the Query Wizard, or you can create a more complex query by using the

advanced features of Microsoft Query.

To use Microsoft Query to retrieve external data, you must:

1. Have access to an external data source - If the data is not on your local computer, you
may need to see the administrator of the external database for a password, user

permission, or other information about how to connect to the database.

2. Install Microsoft Query - If Microsoft Query is not available, you might need to install it.

3. Specify a source to retrieve data from, and then start using Microsoft Query -
example, if you want to insert database information, display the Database toolbar, click

Insert Database, click Get Data, and then click MS Query.

For example, suppose we have some data in our accounting system — Sage MAS 200 ERP that we
would like to analyze in Excel. We can use the Database Query Wizard to build a query that will

extract the data we need and place it in an Excel spreadsheet, as follows.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW DEVELOH
P D [‘5\ D D |_ [2] Connections Al Y {
’_ﬂ z A
@ g El ¢ . = Properties ) R
From From  From From Other Existing Refresh - il Sort Filter
Access Web  Text | Sourcesw  Connections  All~ Edit Links A
Get Exi From SQL Server
€ D Create a connection to a SCL Server table. Import data into Excel as a
> @' = Table or PivotTable report.
B29 - From Analysis Services
D Create a connection to a SCL Server Analysis Services cube. Import data
A into Excel as a Table or PivotTable report.
— D From Windows Azure Marketplace
1 .l|=, Create a connection to a Microsoft Windows Azure DatalMarket Feed.
2 * *  Import data into Excel as a Table or PivotTable report.
3 From OData Data Feed
4 [B‘ Create a connection to an OData Data Feed. Impoert data into Excel as a
Table or PivotTable report.
5 From XML Data Import
6 I:% Open or map a XML file into Excel.
7
3 From Data Connection Wizard
Impert data for an unlisted format by using the Data Connection Wizard
& and OLEDE.
10 From Microsoft Query
11 Import data for an unlisted format by using the Microsoft Query Wizard
12 and ODBC. Functionality is limil.gd for compatibility in previous versions.
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Choose Data Source
Databaszes l Dueries] oLap Eul:ues]
ggmeE_UDBE“ :l Cancel |
Simply Accounting Forms®
Simply Accounting: Last opened.” Browse... |
Simply Aceounting: UMIVERSL.SDB"
SO TAMASSO Options... |
SOTAMAS S0 J
SOTAMASSOF |
"»-’isual FouPro Databaze® ll
@ v Uze the Quen Wizard to creatededit quenies

The first step is to select the type of database you want to query and to select the specific
database.

Query Wizard - Choose Columns ﬁ

YWhat columnz of data do you want to include in your queny’?
Axvailable tables and columns: Colurmnz in your quens:
= AR_Customer - CuztomerMo

|
ARD ivisian:u B Customer™ ame
< |

Lel>

AddrezzLined
Addressline? <

AddrezsLined

ik
1| 1] 3

Previews of data in zelected column:

@ Bresiew Mo Options... | Hest » | Cancel

Upon the selection of the desired database a list of tables will be presented. Choose the desired
tables, and select the desired data fields to be imported. You will then have the option to filter
and sort the data before it is imported. Finally you will be given the option to save the query so
you can run it at a later date without having to start from scratch. Excel will then return a table
full of the data you requested as shown in the screen below.
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HOME

® el Lo

INSERT

PAGE LAYOUT

FORMULAS DATA

REVIEW DEVELOPER

B[ Do 7w Y

VIEW

g8 [ B

From Frpm Fram From Other ExiEtin_g Refresh El Sort Filter Y Text to F|E!E|"l Remo'.fe .DE

Access Web Ted Sourcesw  Connections  All- i Advanced  Colymns  Fill  Duplicates Validd
Get External Data Connections Sort & Filter i

OB kA S T i# B & -

Al - Je

A E | ¢ | D | E | F | G

1 |CustomerNo ICustomerName State CurrentBalance AvgDaysOverDue

2 |ABF American Business Futures WYl 673236 0

3 [AWMET Avnet Processing Corp W FETERET 52

4 |[BRESLIM Breslin Parts Supply W 1182826 a

5 |HILLSE Hillsbhoro Service Center Wyl 2902 .06 0

6 [RSSUPPL R &3 Supply Corp. Wl 705674 a

7 |SHEPARD  Shepard Motorworks Y| 501333995 0

g8 |ALLEMAP Allen's Appliance Repair CA, 64551 0

9 |[AMERCON | American Concrete Service | CA, 13743.8 T

10 [ATOZ A To L Carpet Supply CA, g732.4 a7

11 |AUTOCR Autocraft Accessories CA 23954 .02 0

12 [BAYPYRO  Bay Pyrotronics Corp. CA, 16644 .94 106

13 |CAPRI Capri Sailing Ships CA a6169.33 &)

14 |[CUSTOM Custom Craft Products CA 1944643 0

15 |GREALAR | Greater Alarm Campany CA, 8285 a

16 |JELLCO Jellco Packing CA A055 .91 0

17 |ORAMGE Orange Door & Window Co. |CA 263,37 1]

18

19

20
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Sparklines

Sparklines — Sparklines are small cell-sized charts that you can embed in a worksheet next to
data to get a quick visual representation of the data. For example, if you had a worksheet that
tracked the performance of several dozen stocks, you could create a Sparkline for each stock
that graphed its performance over time, in a very compact way. Here are examples:

i T A B ﬁ B EilSE ‘ -, . 'i' E ‘. ‘. @ |- Sparklines Example - Microsoft Excel non-com... |
“ Home Carlton’s Excel Tools Insert Page Layout Formulas Data Review View eBay PowerPivot Design
— +=— | fsi— | [ High Point [ First Paint L sparkline Colar = —

#‘2 4‘/\—/\ M | L [ Low Paint [ Last Point U LR R LR L R W R LR nl\ﬂarker Colar = 4\/\—/

Edit Line Column |Win/Loss _ Axis
Data - Negative Points v >
Sparkline Type Show Style

19 - Je
AlB| C|D E F G H 1 J K L M N o P Q R

a

5 il 3 9] — 1 3 4 ==l Al 3 7| e -

6 5| 3] 9 —m 1 8 2/ WA __ 1 9 6|

7 1 9 1] T~ 1 3 9. —Im I el T

8 2| 4] 2] T~ 1 3 2 e 9 3] 9 e

9 i 3 7 — 8| 3| 3|t r—-— -9 15| -56) mem ™™

10

Gantt Charts

Let’s start by tricking Excel into creating a Gantt Chart. Of course Excel does not do Gantt charts,
so we will apply clever tricks to achieve the desired affects. It’s really not that hard and it works
just as well in Excel 2013, 2010, 2007 and 2003. Start by preparing a simple list of tasks including
start dates, duration of each task, and end dates (formulas in Excel can calculate the end dates).

An example is shown below:

________ Ao, B c D
1 :Trick Excel intod Creating a Gantt Chart
2
3
4 Tasks Start Date Duration (Days) End Date
5 Land Preparation 9/4/2008 8 9/12/2008
6 Foundation 9/12/2008 4 9/16/2008
7 Framing 9/16/2008 5 9/21/2008
8 Doors and Windows  9/19/2008 4 9/23/2008
3 Plumbing 9/23/2008 2 9/25/2008
10 Electrical 9/23/2008 3 9/26/2008
11 Sheet Rock 9/26/2008 12 10/8/2008
12 Finish Work 10/8/2008 7 10/15/2008
13 Painting 10/10/2008 9 10/19/2008
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PwnNPE

N WU

10.
11.
12.
13.
14.
15.

16.

Start by creating a stacked bar chart

Remove the Data Series by right mouse clicking and choosing Select Data Source

Add a new Data Source Named Starting Date, and point to the range of start dates for the values
Add another new data source named Duration (Days), and point to the range of duration days
for the values

Add Category Axis Labels and point to the Task names in Column A

Remove legend by selecting legend and pressing the Delete key

Click on the beginning series and set the Fill and Borders to None

Right mouse click on the task labels, choose format Axis, and check the Categories in Reverse
Order box (if needed)

In two blank cells, write a formula referencing the start and end dates, convert these dates to
numbers with formatting

Use the resulting numbers to set the scale of the Gantt Chart (perhaps use a slightly larger range
of dates)

Right mouse click on the date range, set the minimum and maximums to fixed using the
numbers acquired in the above step

Format the date range to show a short date

Format the remaining data bars to display a 3-D bevel

For added touch, search Google images for a nice picture of a house, save it to your hard drive.
Set the background plot area to picture, and wash out the picture enough so that the chart is
still readable.

Add a title or text boxes as needed to complete the description of the Gantt Chart

The resulting Gantt chart is shown below. At this point, changing any of the start dates or
duration dates will automatically update the Gantt chart.

32
33
34
35
36
37
38
39
40
41
42
43

45
46
a7

49
50
51
52
53
54

A B C D E F G H
| |
Painting Carlton Collins Contractors
- Gantt Chart for Buildinga Home
Finish Work =
SheetRock | N
Electrical =
Plumbing E
Doorsand Windows =
|
Framing bd
Foundation =
Land Preparation =
|
8/30/08 9/9/08 9/19/08 9/29/08 10/9/08 10/19/08
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L3 L3
Combination Charts A B c
1 Combination Charts
A combination chart is used to show one chart on top of another |2
chart, using the same scale by percentage. This allows the reader to Hoursof  Avg Grades
. . . . 3 Week Study for the Week
better study the data to determine whether relationships, if any, |, 7=—== = =
exist between the two sets of data. For example, consider the simple | 5 |week2 20 g8
study hours and resulting grade information shown to the right fora |6 week3 17.5 76
new college student — we will call him Austin. We have compiled a | 7 Week4 1 65
. . . . . 8 Weeks 24 a0
worksheet showing the number of hours in which Austin studied 5 szks 20 o
each week, and the average scores he achieved on his homework, |15 week7 20 -
quizzes, test and exams. 11 Week 8 12 67
12 Week 9 8.5 69
1. Start by creating a line chart from your entire data range 13 \Week 10 12 2
. . . . 14 Week 11 19.5 85
2. Rescale the top line by right clicking and change the series |- \week12 14 a1
option to use a secondary axis 16 Week 13 17 83
3. Note the ranges on each side of the chart 17 |Week 14 22 83
4. Next right mouse click one of the lines and choose Change | Week1s 24 34
Seri Ch tt d h | h tf t 19 week 16 26 97
eries Chart type, and choose a column chart forma 50 | Week 17 16 50
5. Now apply a chart format and study your date for any useful |21 week 18 20 92
relationships 22 Week 19 14 83
23 Week 20 32 99
D E F G H | ] K L N
35 120
30
25 +
20
15 === Hours of Study

10 +

Avg Grades for the Week

As we can see by the resulting combination chart, approximately 26 hours of study are required
each week in order to achieve an average grade of 90 or above, and approximately 20 to 22 hours
of study are required each week to achieve a B average above 80. In our next case study we might
want to analyze whether the amount of money his parents send to him each week affects the

number of hours of study he puts forth each week.
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Organization Charts

Next we will create an organizational chart using the SmartArt capabilities in Excel 2013, 2010,
and 2007. Excel 2003 offers a similar tool, but it is not as pretty. Start by choosing SmartArt and

point to the desired chart format.

nsert  Page Layout.

e Rl

& Right to Left _: A\ E - [ -1—1,4.‘ -
Al aEs| _ change - Reset
Shape & Layou ] Text Pane 7 | Colors~ Graphic
Create Graphic Smartat Styles Reset
DEHAY-¢ pEZas i - dAZhHEE A SR EE BE B
Diagram 1 - b3 \ M
A B [+ D E G H 1 J K L M N o E
4 Stock Analysis
5 0
6 | Typeyour text here % |
70 * Carlton O
8 * Martha T
9
o Fred
10  Carlton ¢
* Joan
11 s
12 * Ginger =
13 * Kelly
* Steve .
= Martha Ginger
15 * Steven
16 « il

17 * George {

18
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What’s New in Microsoft Office 2010?

1. Office Button Is Replaced With File Tab — Excel 2007 included the Office Start button,
which was not intuitive to anybody, despite what Microsoft said. In Excel 2010, Microsoft
Office axed the office Start button in favor of the File tab. YIPPY!
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1. Backstage View — The file tab provides new look and feel called “Backstage View”. This
new view represents one of the biggest differences you’ll notice in Microsoft Excel 2010.
Backstage View is displayed by clicking on Excel’s File tab, as in all the other applications
that comprise Office 2010. The backstage view in is available in the other Office 2010
applications, and each application uses a different color scheme to differentiate it from
the others. In Excel 2010, the color scheme is green.

In general, Backstage View provides basically the same commands found under the File
menu in previous version of Excel such as Save, Save As, Open, Close, Print, etc. What's
new is the preview screen and info tabs that accompanying some of these selections. For
example, when you select the print option, a preview of the print job is automatically

displayed, as shown below.
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HEEE P9 o GEELOXFLE" O0hE EEO) Administrative Page Example - Microsoft Excel non-commercial use
File Home Carlton’s Excel Tools Insert Page Layout Formulas Data Review View eBay PowerPivat
el save
Print
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Copies: 1 z
(5 Open oo Carfton's Beekeeping Consortium
. Busget WarkBaok [WESTERE
e e e Loy
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Recent s L e ===
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Print Active Sheets o e
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Only print on one side of the p...
) Options L E
Collated
E et 123 123 123
_| Portrait Orientation -
Letter -
85" k11"
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Left 07" Right: 0.7
[0 No Scaling
Print sheets at their actual size

The Print option Backstage View also provides access to various Page and Print settings,
such as Duplexing, Orientation, Margins, and Scaling. The save and Send option also has
a new look and feel, providing buttons for emailing, publishing, and saving files, as well as
options to create PDF or XPS documents.
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Send as
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Attach 2 XPS copy of this workbook to an e-mail
Document looks the same on most computers
Preserves fonts, formatting, and images

Send as XPS. Content cannot be easily changed
Send as Internet Fax
= Send a fax without using a fax machine
‘ Requires a fax service provider
Send as

Internet Fax

The New option also incorporates a new look and feel with thumbnail previews of
templates, and links to downloading more templates from the Web.
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If you want to return to the old Excel 2007 look and feel when you click the File tab (not
that you would want to), you can change registry settings, as detailed in this article on
Turning Off The Microsoft Office 2010 OutSpace located here:

http://www.off14.com/microsoft-office-2010-outspace/

(They’ve actually got the name wrong in this article; although the registry key is named
“outspace”, the display is called Backstage View.)

2. Double Clicking Fill Handle Uses Connected Columns For Fill Down — In previous versions of

www.CarltonCollins.com

Excel, the double click only worked if data were located in the column immediately to the left
or right of the range to be copied, but Excel 2010 will use more distant columns provided they
are connected with a common set of column labels.

Custom Lists Obey Character Case Example — When using the Smart List feature, Excel 2010
obeys the case (proper, lower, and upper) that is used in your starting phrase.

Remove Hyperlinks (Instead Of One Hyperlink at A Time In 2007 And 2003) — In earlier
versions of Excel, you could only remove one hyperlink at a time (the work around is to copy
and paste a range containing hyperlinks and paste them as text elsewhere, then copy and
paste that result back to your original location. Excel 2010 can remove all hyperlinks from a
range in just one step.

Sparklines — Sparklines are small cell-sized charts that you can embed in a worksheet next to
data to get a quick visual representation of the data. For example, if you had a worksheet that
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tracked the performance of several dozen stocks, you could create a Sparkline for each stock
that graphed its performance over time, in a very compact way. Here are examples:
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6. Conditional Formatting Improvements — Microsoft has improved and added more styles and
icons regarding the ability to apply a format to a range of cells, and then have the formatting
change according to the value of the cell or formula.

a. Solid Bars - Data Bars can be solid now in Excel 2010. Excel 2007 bars offered only a
gradient effect, which was visually was confusing to read. Below is a comparison on the
Excel 2007 and Excel 2010 Data Bar options.

| 1
B 5
B o

E
=
!U‘II—'
I

2007 Gradient 2010 Gradient 2010 Solid

b. Negative Numbers - Microsoft also corrected a problem which Excel 2007 had creating
when Data Bars based on negative numbers by adding axis support for both positive and
negative values. The screens shots below show Excel 2010’s new solution, and how Excel
2007 got confused when applying Data Bars to the exact same data.
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Budget Actual | Difference | % Difference
31,800 38,765 (6,965) . -22%
1,100 240 160 | 15%
2200 7,698 (3,428) . -83%
189,200 266,548 (77,348) [ a1%
15,000 12,825 2,175 | 14%
25,400 50,511 (3s,111) [ 138%
4,600 3,710 890 | 19%
7,200 654 6,546 i o
49,300 39,501 10,300 | 21%
107,600 116,970 (9,370) B 0%
15,400 11,889 3,551 | 23%
700 200 1200} | 29%
241,600 210,103 31,498 | 13%

43,300 58,618 (24,318) .

27,600 57,897 (30,227) I

Excel 2010’s Data Bars

nce % Difference

oes

Excel 2007’s Data Bars

c. More Data Bar Options - Notice that Microsoft added more Data Bar options as shown in the
comparison below.
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Excel 2010’s Data Bar Menu
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Excel 2007’s Data Bar Menu

d. More Icon Options - Notice that Microsoft added more Data Bar options as shown in the

comparison below.

www.CarltonCollins.com

Page 84

Copyright August 2013


http://www.carltoncollins.com/

Office 2013 for CPAs

Directional

t*t= 8 @+ =3
a=v AN

AN E AN G
+ Ao

Shapes

@0@ eo@
AP @000
enne

Indicators

@00 v I X
TR

Ratings

W oW W all all wll wll
. 0 O O O uﬂﬂ“ |I]|]|] |I|]|] |I||] |I||

B8 B0 0O 00 00
20 88 @8 a0 0o

Mare Rules...

Excel 2010’s Icon Menu

Ne ons

+to> 3 =3

LA @00
eoe L@
©00 ¢ 1%

+ A AN G
oeD0e all all aall ol
CNON N | * AN d
A >N S ul all all wll
eI PEO

More Rules...

Excel 2007’s Icon Menu

e. Arrow Colors - It is possible to change icons used for KIP i.e. You can have two arrows with
different colors of if negative impact and positive growth are good for you.

Edit the Rule Description:

Format all cells based on their values:

Digplay each icon according to these rules:

Icon

when value is >
14 |v when < 67 and =

Q |' when < 33

Farmat Style: | 100n Sets Iz‘ Reverse Icon Order

Value Type

lz‘ 67 @ Percent Iz‘
33

Percent Iz‘

[ OK l[ Cancel l

f. Referring to Data - You can now refer to data on different worksheets, and even refer to a range
outside the Conditional Formatting area. The screen below shows the error message produced by
Excel 2007 when you attempted to reference cells outside the Conditional Formatting area; Excel

2010 now accommodates this situation.
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7. Microsoft Excel Web App’s Improved Sharing — Excel 2010 has new and improved tools for
sharing data with other people, including multiple people working on the same document at
the same time. Excel Web App extends your Excel experience to the web browser, where you
can work with workbooks directly on the site where the workbook is stored. Excel Web App
is part of Microsoft Office Web Apps, and is available in Windows Live SkyDrive and in
organizations that have configured Office Web Apps on SharePoint 2010. With Excel Web
App, you can:

a.

View - View a workbook in the browser - When you click on a workbook to open
it in Excel Web App, the workbook is displayed in view mode.

Sort and Filter - You can sort and filter data in the workbook, expand PivotTables
to see relationships and trends in the data, recalculate values, and view different
worksheets.

Browser-Based Editing - Edit a workbook in the browser - With Excel Web App, all
you need to access your workbooks is a browser.

Share - Your teammates can work with you, regardless of which version of Excel
they have.

Looks the Same - Your workbooks look the same in the browser as they do in Excel.
Excel Tools - You can edit your worksheets in the browser, using the familiar look
and feel of Excel. When you edit in the browser, you can change data, enter or
edit formulas, and apply basic formatting within the spreadsheet.

Simultaneous Access - You can also work with others on the same workbook at
the same time.

Microsoft offers a free solution called Windows Live SkyDrive, which enables everyone in your
group to share Word and Excel (and other) documents. This solution also provides users with
Word, Excel and PowerPoint applications (with limited functionality) so your group members
can work in the same applications.
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To use SkyDrive, sign up for a free Windows Live account at http://explore.live.com/. Under
the SkyDrive menu, select Get started and follow the instructions for setting up a Windows
Live account. Once you have completed the registration process, sign into your Windows Live
Sky Drive account and click the Office menu option at the top of the screen to view your
SkyDrive as follows:

£7Windows Live®  Hotmail (25) Messenger (26) Office  Photos | MSN & Carlton Collins|

profile | sign out]

[l Office

="<1‘—"-i Carlton » Office

Personal New v Add files Search documents and more F

Bookl xlsx

My Rocumcnts Recent documents on SkyDrive Create a new online document
View all
() 2012 Budget Files Carlton Collins 4 minutes ago . . |
: | wi 4 (pd (N
Shared with me [#5) 2012 Budget Carlton Collins 5 minutes ago / 4 S 4
View all & Book2 Carlton Collins 4 days ago Word Excel PowerPoint  OneNote

Next create a folder and upload (or create) the group’s Word and Excel files. Select the folder
and click the Share menu option as shown to edit permissions and to send links to your group
members, which will enable them to access the data files.

£7 Windows Live” Hotmail (25) Messengt

' Bookl.xIsx

E5&8 Carlton » Office » Bookl.xlsx

New v  Add files Sré" View: Details v Sort by

Edit permissions

Today Send a link
(&) 2012 Budget File Get 2 link ton Collins

When sharing files in this manner, to better protect your data, check the checkbox labeled
Require recipients to sign in with Windows Live ID. This action will require your group
members to obtain their own Windows Live accounts and use their passwords in order to
access the data files. Otherwise, anyone who receives the link will be able to access the data
files.

Notes: The free version of Windows Live Sky Drive is limited to 25 GBs of storage, and
individual files are limited to 50 MBs. For a fee, you can increase these capacities. Installing
Microsoft’s free Silverlight browser add-in will enable drag and drop functionality to and from
your SkyDrive. The Windows Live SkyDrive solution was first introduced in August 2007, and
is widely used.
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8. Customize the Ribbon Toolbar - The Ribbon tool bar has been enhanced, and is now highly
customizable. For example, you can add your own tabs to the Ribbon (as shown below), you
can add your own groups to each tab (also shown below), and you can add any commands or
macros to your customized tabs and groups.

B R " EELEE"S @ E BEES®|

“ Hame Carlton's Excel Tools Insert Page Layout Formulas Data Reviey
Calibri - 1 -

Delete Delete Sheet  Delete E-mail Shading Filter Font Format Format
Cells Columns  Sheet Rows ~ Color - Cells  Painter
Carlton’'s Favarites
£7 - £ |
A B C D E F G H

9. Compatibility of .xlsx - In Excel 2007, Microsoft introduced a new XML format (.xIsx) which was not
compatible with former .xls spreadsheet formats. This problem has been resolved - Excel files created
in Excel 2010 may easily be opened in versions of Excel prior to Excel 2007. Now Excel 2010 will save
files just as safe as the former Excel 2007, and the spreadsheet size is 75% smaller than the old .XLS
version,

10. Protected Mode - Excel 2010 includes a Protected View, so you can see the document and make a
more informed decision before exposing your computer to possible vulnerabilities. By default,
documents that originate from an Internet source are opened in Protected View. When this happens,
you see a warning on the Message bar, along with the option to enable editing. You can control which
originating sources trigger Protected View. You can also set specific file types to open in Protected
View regardless of where they originate. Excel will not allow you to edit the documents unless
document editing is enabled. To do this, click the Enable Editing option in order to enable document
editing as shown in the following screen shot.

f‘ Protected View  This file originated from an Internet location. m
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11. Trusted Documents - The trusted documents feature is designed to make it easier to open
workbooks and other documents that contain active content, such as data connections or macros.
Now, after you confirm that active content in a workbook is safe to enable, you don’t have to
repeat yourself. Excel 2010 remembers the workbooks you trust so that you can avoid being
prompted each time you open the workbook.

12. Slicer - The Slicer feature provides new slice and dice capabilities within PivotTables — this helps
you dynamically segment and filter the data. This feature is located on the Insert Tab.
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==r @ = ] wordart - - Q
=K1 =

|2 Signature Line

Slicer Hyperlink Text  Header ¥ . Equation Symbol
Box & Footer "84 Object
Links Text Symbols
| | Insert Slicer
Use buttons to easily filter | Q R S
PivotTables or cube functions.

13. Macro - Macros in Excel 2010 now support working with shapes, including creating, moving or
editing shapes. For example, you could now record a macro that automatically insert s the
following SmartArt object.

OGRS

14. Enhanced Chart Diagram - In Excel 2010 double clicking a chart element automatically opens
the chart’s format dialog box.
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15.

16.

17.

64-bit version of Excel 2010 - Excel 2010 is now available in a 64-bit version, which means
that it can take full advantage of your computer’s 64-bit motherboard and access more
than 4 GBs of RAM. The result is even faster performance.

Microsoft SQL Server PowerPivot for Excel - Excel 2010 now includes an add-in tool called
Microsoft SQL Server PowerPivot which is a Business Intelligence tool that enables you to query
multiple SQL Server databases across multiple corporate systems and web data on a real-time
basis to produce PivotTables that can be shared via SharePoint. You can try this online at the
following Virtual Labs web site:

https://cmg.vlabcenter.com/prepare.aspx?moduleid=ad3bd3e9-8d2b-498d-94fa-
e41e1b09730d&ticks=633992819904236083.

Microsoft now offers Project Gemini add-on for Excel 2010 that can handle very large
amounts of data -- even worksheets that include hundreds of millions of rows. It will ship
as part of SQL Server 2008 R2 in the first half of 2010; a community technology preview
will be available in the second half of 2009.

What-If with Write-Back - PivotTable What-If Analysis is the ability to modify values in
PivotTable cells, recalculate the PivotTable with those values and, if the results are
satisfactory, publish the changes so that they are reflected in the OLAP data source for
other people to see. This feature is also called write back, though it really goes beyond
just the ability to write values back to the cube. “What if our sales for New York increased
by 10%?” “What if the total number of product orders fell by 25%7?” These are examples
of questions that PivotTable What-If Analysis is aimed at helping the user answer. Let’s
take a look at the following scenario:

Sales Quota 2009 Column Labels |-T

Row Labels -1 | FY 2009 FY 2010 (Expected)

-IStephen Y. Jiang $10,230,000.00 $4,536,000.00
David R. Campbell I $1,640,000.00 | $851,850.00
Garrett R. Vargas $1,630,000.00 5684,450.00
Jillian Carson $3,803,000.00 51,580,850.00
José Edvaldo, Saraiva 53,157,000.00 51,418,850.00

Stephen, the sales manager at a small IT company, is trying to figure out what his optimal
sales quotas should look like for 2010. Based on a previous analysis and forecasts for next
year it seems like 2010 will have a large decrease in sales which would mean his quotas
would be reduced by 10% from the 2009 quotas. With the new PivotTable What-If
Analysis feature he can now modify the relevant values in his PivotTable report and
calculate the PivotTable with the changes to see what the totals would look like without
actually modifying the data source. (click to see larger image)
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So here is what his PivotTable looks like after calculating with the changes:

Sales Quota 2009 Column Labels |-T

Row Labels -¥| FY 2009 FY 2010 (Expected)

=IStephen Y. Jiang $10,230,000.00 50,207,000.00
David R. Campbell 51,640,000.00 51,476,000.00
Garrett R. Vargas 51,630,000.00 51,467,000.00
Jillian Carson |  <3,303,000.00 ! $3,422,700.00
José Edvaldo. Saraiva 53,157,000.00 52,841,300.00

If he wants to keep these numbers and share them with other people he can go ahead
and publish the changes to the OLAP data source.

[id]| Enable What-If Analysis

Calculate PivotTable with Changes

Automatically Calculate Changes

Discard Changes
% Publish Changes

Befresh Data Source Values

Settings...

He can also just keep the changes locally without publishing back to the OLAP data source
by simply saving the file. When the workbook is loaded again in Excel 2010 all the changes
will be reapplied and the PivotTable recalculated. With little knowledge of OLAP data
sources the manager was able to change values and recalculate his PivotTables. The
changes can be shared across the organization by simply sharing the workbook or
publishing the changes back to the OLAP data source.
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18.

What-If Analysis Settings %l =
Calculate with changes

@ Manually (when selecting calculate PivotTable with changes)
Automatically (after each value is changed)

Value to Allocate

@ The value entered divided by number of allocations
Increment based on the old value

Allocation Method
Equal Allocation

@ Weighted Allocation

Weight Expression || Editin MDX Editor |

Advanced Options - Advanced options for PivotTable What-If Analysis include being able
to change the allocation method, which is the methodology in which the OLAP data
source will allocate the newly entered values in the cube. Excel 2010 also gives you the
ability to define your own weight allocation definitions from within an MDX editor.

Recover Earlier Versions Of A File In Office 2010 - It is now easier to recover a Microsoft
Word 2010, Microsoft Excel 2010, or Microsoft PowerPoint 2010 file if you close your file
without saving, or you want to review or return to an earlier version of the file you're
already working in.

As with earlier versions of Office, enabling AutoRecover in Word 2010, Excel 2010 or
PowerPoint 2010 will save versions while you are working in your file at the interval you
select. Now, you can choose to keep the last autosaved version of a file in case you
accidentally close that file without saving, so that you can restore it the next time that
you open the file. Also, while you are working in your file, you can access a listing of the
autosaved files from the Microsoft Office Backstage view.

Note: You must have the “Save AutoRecover information” and “Keep the last autosaved
version if | close without saving” enabled for these features to work. (The Recover
Unsaved Workbooks option is available from the File tab, under the Recent menu option.
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Save AutoRecover information every |10 | minutes
Keep the last autosaved version if I close without saving

AutoRecover file location: | Chdatah2010

[ Recover Unsaved Workbooks

19. Named Sets - Named Sets have been added to Microsoft Excel 2010, allows you to create your
own named sets. Simply locate the Fields, Items, & Sets button under the Ribbon, and it will allow
you to define your own Named Sets.

20. Excel Mobile 2010 for Windows Phone 7 - If you have Windows Phone 7, you can use
Microsoft Office Mobile 2010 to work with your files from anywhere—whether you're at
work, at home, or on the go. Excel Mobile 2010 is part of Office Mobile and already on
your phone in the Office Hub, so you don't need to download or install anything else to
get started.

You can use Excel Mobile to view and edit workbooks stored on your phone, sent to you
as email attachments, or hosted on a SharePoint 2010 site through SharePoint Workspace
Mobile 2010. When you edit a workbook via SharePoint Workspace Mobile, you can save
your changes back to the SharePoint site when you’re online. You can create, update, and
instantly recalculate your spreadsheets using many of the same tools you already know
and use in the desktop version of Excel:

a) Use the outline view to switch between worksheets or charts in a workbook.

www.CarltonCollins.com Page 93 Copyright August 2013


http://www.carltoncollins.com/

Office 2013 for CPAs

b) Sort, filter, and manage your spreadsheets.
c) Add or edit text and numbers.
d) Add comments.

21. Improved PivotTables

22,

PivotTables are now easier to use and more responsive. Key improvements include:

a)

b)

d)

e)

f)

Performance - In Excel 2010, multi-threading helps speed up data retrieval, sorting,
and filtering in PivotTables.

PivotTable Labels - It's now possible to fill down labels in a PivotTable. You can also
repeat labels in PivotTables to display item captions of nested fields in all rows and
columns. Watch a video about repeating item labels.

Enhanced Filtering - You can use slicers to quickly filter data in a PivotTable with the
click of a button and see which filters are applied without having to open additional
menus. In addition, the filter interface includes a handy search box that can help you
to find what you need among potentially thousands (or even millions) of items in your
PivotTables.

Write-back Support - In Excel 2010, you can change values in the OLAP PivotTable
Values area and have them written back to the Analysis Services cube on the OLAP
server. You can use the write-back feature in what-if mode and then roll back the
changes when you no longer need them, or you can save the changes. You can use
the write-back feature with any OLAP provider that supports the UPDATE CUBE
statement.

Show Values As feature - The Show Values As feature includes a number of new,
automatic calculations, such as % of Parent Row Total, % of Parent Column Total, %
of Parent Total, % Running Total, Rank Smallest to Largest, and Rank Largest to
Smallest. Watch a video about changes to the Show Values As feature. Watch a
video about changes to the Show Values As feature.

PivotChart Improvements - It is now easier to interact with PivotChart reports.
Specifically, it's easier to filter data directly in a PivotChart and to reorganize the
layout of a PivotChart by adding and removing fields. Similarly, with a single click, you
can hide all field buttons on the PivotChart report.

Improved Solver Add-In - Excel 2010 includes a new version of the Solver add-in, which
you can use to find optimal solutions in what-if analysis. Solver has an improved user
interface, a new Evolutionary Solver, based on genetic algorithms, that handles models
with any Excel functions, new global optimization options, better linear programming and
nonlinear optimization methods, and new Linearity and Feasibility reports. In addition,
the Solver add-in is now available in a 64-bit version.
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Use Solver to determine the maximum or minimum value of one cell by changing other
cells. For example, you can change the amount of your projected advertising budget and
see the effect on your projected profit amount.

Example of a Solver problem - In the following example, the level of advertising in each
quarter affects the number of units sold, indirectly determining the amount of sales
revenue, the associated expenses, and the profit. Solver can change the quarterly
budgets for advertising (cells B11:E11), up to a total budget constraint of $40,000 (cell
F11), until the value for the total profit reaches the maximum possible amount. The
values in the decision variable cells are used to calculate the profit for each quarter, so
the values are related to the formula in the target cell F15, =SUM(B15:E15).

10,000 10,000 40,000

Profits IEEI,EEE

¥

1 Decision variable cells
2 Constraint cell

3 Objective cell

After Solver runs, the new values are as follows.

F.273 12,246 40,000

Frofits 71.447

For more solver examples, check out:
http://www.solver.com/excel2010/solverhelp.htm
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23. Improved Function Accuracy - Excel 2010 includes more accurate statistical and other
functions. Certain existing functions have also been renamed to better describe what they
do, as follows:

a) Accuracy Improvements - A number of functions have been optimized to improve
accuracy. For example, Excel 2010 returns more accurate results for the beta and chi-
squared distributions.

b) More Consistent Functions - Certain statistical functions have been renamed so that
they are more consistent with the function definitions of the scientific community and
with other function names in Excel. The new function names also more accurately
describe their functionality. Workbooks created in earlier versions of Excel will
continue to work despite these name changes, because the original functions still exist
in a Compatibility category.

4 | | ) cHISQINY

~ | | %) CHISQ.INV.RT
&) CHISQ.TEST
(£ CHIDIST

| | B3 cHImy

8 | | #JCHITEST

24. Improved Filter Capabilities - In addition to slicers, which are described earlier in this
article, Excel 2010 comes with new features that make it easier to sort and filter data, as
follows.

a. New search filter - When you filter data in Excel tables, PivotTables, and
PivotCharts, you can use a new search box, which helps you to find what you need
in long lists. For example, to find a specific product in a catalog that stocks over
100,000 items, start by typing your search term, and relevant items instantly
appear in the list. You can narrow the results further by deselecting the items you
don't want to see.
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Select field:

ICountry

4l sotatoz

%l sotztoa

Label Filters

Value Filters

More Sort Options...

f ¥ (elect Al
| vl Australia

|¥|Canada
¥ China

b. Filter And Sort Regardless Of Location - In an Excel table, table headers replace
regular worksheet headers at the top of columns when you scroll down in a long
table. AutoFilter buttons now remain visible along with table headers in your table
columns, so you can sort and filter data quickly without having to scroll all the way
back up to the top of the table.

Price-Jan |[v]Price -Feb [v]Price -March [v[Price-April [~ |F
$119.99 A1 Sort Smallest to Largest
$90.99 {\‘ Sort Largest to Smallest
$188.99 Sort by Color
$104.99
$8.99
sa 99 Number Filters
$161.99 %
$23.99 v (Select AT) %
: v|$5.00
$8.99 146,00

25. Performance Enhancements - Performance improvements in Excel 2010 can help you to
interact with your data more efficiently. Specific investments include:

a) General improvements - Excel 2010 is more responsive when you move and resize
charts, work in Page Layout view, and interact with shapes on the worksheet.

b) Support For Large Data Sets - Excel 2010 handles workbooks that contain massive
amounts of data more efficiently. Specifically, it takes less time to perform activities
commonly performed on large data sets, such as filtering and sorting the data, copy
and pasting it from one worksheet to another, and using the Fill feature to copy

formulas.
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26.

27.

c)

d)

Multicore Improvements - Multithreading improvements in Excel 2010 help to speed
up the process of retrieving, sorting, and filtering data in PivotTables and Excel tables.
In addition, opening and saving large files is generally faster than before.

Faster Calculation - To achieve faster calculation performance, Excel 2010 includes
support for asynchronous user-defined functions, which can run simultaneously
without using multiple Excel calculation threads.

Improved Charting - It's now easier to work with charts in Excel 2010. Specific
improvements include:

a)

b)

New Charting Limits - In Excel 2010, the limitation on the number of data points that
can be created on a chart has been removed. The number of data points is now limited
only by available memory.

Quick Access To Formatting Options - In Excel 2010, you can instantly access
formatting options by double-clicking a chart element.

Macro Recording For Chart Elements - In Office Excel 2007, recording a macro while
formatting a chart or other object did not produce any macro code. In Excel 2010,
however, you can use the macro recorder to record formatting changes to charts and
other objects.

Support for Equations - You can use the new equation editing tools in Excel 2010 to insert
common mathematical equations into your worksheets or to build up your own equations
by using a library of math symbols. You can also insert new equations inside of text boxes
and other shapes. To get started, on the Insert tab, in the Symbols group, click the arrow
next to Equation.

Binomial Theorem

i |[Equation|Symbol k=0

"[: Q | n o . |
(x+a)” = ; ('.)X&an—(
bed K7

e mempepppn—
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28. More Themes - In Excel 2010, there are more themes and styles than ever before. These
elements can help you apply professional designs consistently across your workbooks and
other Microsoft Office documents. Once you select a theme, Excel 2010 does the design
work. Text, charts, graphics, tables, and drawing objects all change to reflect the theme
you have selected, so that all elements in your workbook visually complement one

another.
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29. Paste With Live Preview - The paste with live preview feature enables you to save time
when reusing content within Excel 2010 or across other programs. You can use it to
preview various paste options, such as Keep Source Column Widths, No Borders, or Keep
Source Formatting. The live preview enables you to visually determine how your pasted
content will look before you actually paste it in the worksheet. When you move your
pointer over Paste Options to preview results, you'll see a menu containing items that
change contextually to best fit the content you are reusing. ScreenTips provide additional
information to help you make the right decision.

86.00 I§ 4,715.00
40,00 B8 5,014.00

Paste

)] () % 5

|
|
|
i <> 0
=)

|

! Pasty™* i ‘
| | Keep Source Column Widths (W) |
l"“‘ I'I‘.l'l" ’IZ‘J"”"‘ T EERR——
! % 2
|

Other Paste Options
%y =) | e

Paste Spedial... !

30. Improved Picture-Editing Tools - If you use photos, drawings, or SmartArt to
communicate visually, you can take advantage of the following features:

a) Screenshots - Quickly take a screenshot and add it to your workbook, and then use
the tools on the Picture Tools tab to edit and improve the screenshot.

Insert Page Layout Formulas

Elgl )

£ I u ) —d

@ RKE .__| £:=|

Picture Clip Shapes SmartA
Art v

[llustrations

b) New SmartArt Graphic Layouts - With new picture layouts, you can tell your story
with photographs. For example, use the Captioned Picture layout to show pictures
with nice-looking captions underneath.
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c) Picture Corrections - Fine tune the color of a picture, or adjust its brightness, contrast,
or sharpness—all without having to use additional photo-editing software.

d) New and Improved Artistic Effects - Apply different artistic effects to your picture to
make it look more like a sketch, drawing, or painting. New artistic effects include
Pencil Sketch, Line Drawing, Watercolor Sponge, Mosaic Bubbles, Glass, Pastels
Smooth, Plastic Wrap, Photocopy, Paint Strokes, and many more.

e) Better Compression And Cropping - You now have better control of the image quality
and compression tradeoffs, so that you can make the right choice for the medium
(print, screen, e-mail) that your workbook will be used for. Read more about cropping
and picture compression.

31. Accessibility Checker - The new Accessibility Checker tool in Excel 2010 enables you to
find and fix issues that can make it difficult for people with disabilities to read or interact
with your workbook. You can open the Accessibility Checker by clicking the File tab,
clicking Check for Issues, and then clicking Check Accessibility. Errors and warnings will
appear in a task pane. You can then review the issues and see which ones you need to fix.
In addition to the Accessibility Checker, you can add alternative text to more objects in
your worksheet, including Excel tables and PivotTables. This information is useful to
people with visual impairments who may be unable to easily or fully see the object.

32. Improved Language Tools - In the Excel Options dialog box, multilingual users can quickly
set preferences for editing, display, ScreenTip, and Help languages. And, changing your
language settings in Excel automatically changes them across all applicable Microsoft
Office 2010 applications. If you don't have the software or keyboard layout installed that
you need, you are notified, and links are provided to make it easier to quickly resolve such
issues.

33. Improved Programmability Features - Improvements for developers include:

a) Changes to the XLL SDK - The XLL Software Development Kit (SDK) now supports
calling new worksheet functions, developing asynchronous user-defined functions,
developing cluster-safe user-defined functions that can be offloaded to a compute
cluster, and building 64-bit XLL add-ins.

b) VBA Improvements - Excel 2010 has a number of features that will enable you to
migrate any remaining Excel 4.0 macros you may have to VBA. Improvements include
better performance for print-related methods and chart properties not previously
accessible with VBA.

c) Better User-Interface Extensibility - If you develop custom workbook solutions, you
have more options for programmatically customizing both the ribbon and the new
Backstage view. For example, you can programmatically activate tabs on the ribbon,
and make custom tabs behave similarly to built-in contextual tabs, where tabs only
appear when specific events occur. In addition, you can make custom ribbon groups
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grow and shrink as the ribbon is resized and customize context menus with rich
controls. You can also add custom Ul and other elements to the Backstage view.

d) Changes to the Open XML SDK - The Open XML SDK 2.0 now supports schema-level
objects, in addition to the part-level support introduced in the Open XML SDK 1.0. This
makes it easier to programmatically manipulate workbooks and other documents
outside the Office 2010 desktop applications—for example, as part of a server-based
solution.

3. Sixty One New Functions in Excel 2010

In Excel 2010, Microsoft added 61 new functions and improved 19 others. This page contains a
summary of those new functions and improvements. CPAs will notice that many of these
functions are more scientific in nature, or are geared more towards engineers and statisticians.
However, there are a handful of new functions that apply to the CPA function - particularly when
it comes to data analysis. I've place a © next to those new functions which | consider more useful
in standard CPA applications.
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That’s A Shifty Move

Because | live in a rural area, slower access to the internet is my only option, but I still
do a great deal of reading on the web. The slower speed makes it frustrating to click
back and forth between the articles and the main page because | have to wait for the

main page to reload each time. Is there a way to speed up my browser?

Here is an easy solution for you. The next time you click a hyperlink on your main page

to read a news story, hold down the Shift Key. This action will cause the news story to

launch in a new browser window. When you are done reading the news story, simply
close the browser window and the original browser window continuing the main page will
remain intact. In the example below I've clicked the News Release hyperlink on the FASB web
site while holding down the Shift Key. This action caused the linked article to launch in a
separate browser window.

% = (2] bttos/funns fasb.org/home [ 4] % |28 Google Pj
File Edit View Favorites Tools Help [ x Esnegt B =g
* ‘@FASB: Financial Accounting Standards Board Bl - v [ g ov [ B 5 @ ?

OOG £] http://www fasb.org/cs/ContentServer’c=FASBI v | 3

File Edit View Favorites Tools Help | x Esnagit @ &= '
Recent Activity and Ne ¢ | @ FASE Issues Accounting Standards Update No. 20... | ‘ - v O o ov By B Gy @ 7
AICPAFAF/NASBA Private Company "Blue-f N

Constituents [08/05/10] H b p AL A 0 ANDARDS BOARD
» Viritten Submissions B

FAF, FASB, and GASB Join Twitter® to Enhd| |
[08/ms/10]
¥ News Release

m,

FASB Home > Wews Center »» News Releases Archive

FASB Issues Accounting Standards Updatel
[o ity of Financing Receivabies an
1072110

NEWS RELEASE 07/21/10

¥ News Relgase In the News...

FASB Issues Accounting Standards Update No. 2010-20, Disclosure
¥ FASH In Focus News Releases Archive about the Credit Quality of Financing Receivables and the Allowanc
» Webinar (Previously Recorded) Credit Losses

Podcasts .
FASB lssues Proposed Accounting Stand o Nerwalk, CT, .I_uly 21, 2010—The Financial Accounting Stand_ards Board (FAS
Disclosure of Certain Loss Contingencies Facts About FASB \ssue_d Accguntmg_Slan_dards Up_dale (Update) Mo. 2010-20, Dtsclo.?ures about
» Exposure Document Credit Quality of Financing Receivables and the Allowance for Credit Losses. TF
} Listen Now or Downioad the Podcast o]l  Board Bios Update will improve transparency in financial reporting by public and nonpublic
» FASH in Focus companies that hold financing receivables. which include loans, lease receivable
Media Contacts other long-term receivables. The Update requires companies to provide more
information in their disclosures about the credit quality of their financing receivat
4 Staff Bios the credit reserves held against them.
additional jpformation about

“The global financial crisis highlighted the need
i

Another measure you might consider is setting your page refresh setting to Never. This action
will cause web pages that you visit to be cached on your computer hard drive, and the next
time you access that same web page, it will launch immediately from your computer instead of
slowly from the Internet. The downside of this approach is that you must remember to refresh
the web page manually (by pressing the F5 Key) whenever you want to view the current version
of that web page; otherwise, you might be reading an older version of the web page and not
realize it.

www.CarltonCollins.com Page 104 Copyright August 2013


http://www.carltoncollins.com/

Office 2013 for CPAs

To adjust this setting in the Windows Explorer browser, choose Tools, Internet Options, and
click the Settings button in the Browsing History section. Check the radio button labeled Never
under the Check for newer versions of stored pages and click OK.

| Hope to See You Zoom

To make the worksheet more readable, | use the View, Zoom, 200% option, but | find it
tedious to switch back and forth from 100% to 200% view. Is there a better approach
that | am missing?

QI use Excel 2003 and | sometimes find it difficult to read the small font in my worksheet.

down the Ctrl Key while rolling the wheel on your scrolling mouse. This approach is not
only faster, but it also allows you to zoom up to a 400% view, down to a 10% view, and
any option in between. This works in Microsoft Word too.

Q In Microsoft Excel 2003, 2007 and 2010, you can zoom in and out instantly by holding

Microsoft Office 2007 and 2010 now include a new Zoom tool at the bottom right hand corner
of the screen which accomplishes the same result.

Heaven Help Us

operating system. However, | find myself apprehensive about learning to navigate

QI am new to Windows 7 and | really like the look and feel as well as the speed of this new
another computer system. What can | do to learn the ropes as fast as possible?

you are already familiar with these settings and tools. The trick is learning how to

navigate Windows 7’s redesigned menus. Microsoft constantly studies the way users
interact with their computers and strives to improve the system to make it easier to use, and
that is a good thing. Unfortunately, this means we must periodically relearn to navigate the
new system and figure out where all of the Windows settings and controls reside. If you are
willing to take on an advanced step, this tip may help. Microsoft has embedded a shortcut to all
of the features and functions in Windows 7 which they refer to as GodMode. This mode is used
internally by many Microsoft programmers and staff to quickly manage their Windows settings
and controls.

Q The features and functions of Windows 7 are similar to those in Windows XP; therefore,
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To set up GodMode in Windows 7, create a new folder on your desktop by right mouse clicking
on your desktop and selecting New, Folder. Next, change the name of the new folder by right
clicking on the folder, and select Properties from the drop down menu. Under the General Tab
select the Name of the Folder text box and type in the following code to change the name of
the folder:

GodMode.{ED7BA470-8E54-465E-825C-99712043E01C}

The folder will change in appearance from the default blank folder icon to the GodMode icon
shown in the upper left corner of the screen below.

== "~
A — . 4
- Ere [
GodMode QuickBooks
Premier 2010

Microsoft Word
2010

P o~
Microsoft Excel
2010

Thereafter, when you double click on the GodMode icon, a window will open containing a large
collection of the popular controls, tools, features, and functions in Windows 7, including all
Control Panel Tools, Administrative Tools, Gadgets, and much more. Because this window will
allow you to view all the Windows 7 settings and controls in a single location, this might help
you transition to Windows 7 a little easier. An example of the GodMode window is shown
below.

(% GodMode =1
@\-A-)\ |58 + Carlton’s Desktop Windows 7 + GodMode - ‘ﬂ] ,W@
Organize ~ = v ( @
Name « | Application ﬂ
P View solutions to problems Action Center J

¥ View the Microsoft error reporting privacy statement online Action Center

a Administrative Tools (9)

{41 Create and format hard disk partitions Administrative Tools

-] Defragment your hard drive Administrative Tools
1 Diagnose your computer's memory problems Administrative Tools
<1 How to add new hardware Administrative Tools
{41 Schedule tasks

[+ Set up data sources (ODBC)

[+ Set up iSCSI initiator

Administrative Tools
Administrative Tools
Administrative Tools
{41 View event logs Administrative Tools

{21 View local services Administrative Tools
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Would You Like to Share A Date?

| work in a small CPA firm and my partners and | have busy schedules. We seem to waste

a lot of time trying to coordinate our schedules which we all keep in Microsoft Outlook

2007. Our computer consultant has suggested that we set up a Microsoft Exchange
Server so we can share our calendar information, but this measure is expensive and seems
complicated. Is there a different approach that is easier and costs less?

Outlook 2003, 2007, and 2010 provide an easy solution to this problem called Send a

Calendar via E-Mail. To use this feature, open Outlook 2007 and click on Calendars in

the Outlook Navigation Pane. Select the option Send a Calendar via E-Mail as shown in
the screen below.

Q While Exchange Server is a good solution which provides many advantages, Microsoft

(v, Calendar - Microsoft Outlook
 File Edit View Go Tools Actions BusinessCon
- New - @ X B gd Todsy W

. (4} Business Contact Manager Home Display~ Bl |
Calendar «

4 August 2010 >
SuMo TuWe Th Fr Sa

BR G w -
P
2RYSw
AL B
R
wNEE o
~unzl

| 2] All Calendar Items v
| My Calendars
] Calendar

»

How to Share Calendars

Send a Calendar via E-malil..,
Pul e

Add New Group

This action will launch the Send a Calendar via E-Mail dialog box shown below. Select the date
range you would like to send and click OK. (In your situation you will probably want to select
the Whole Calendar option.)
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Spedify the calendar information you want to indude.
Calendar: (Calendar v
Date Range: [Today |
Sat 08/07/10
Detail: Availability only
Time will be shown as "Free,” "Busy,” "Tentative,”
or "Out of Office™
I~ Show time within my working hours only Set working hours
Advanced:

Cancel

Outlook will compile your calendar into a file using the iCalendar format and prepare it for
sending to your recipient. The resulting e-mail will appear as follows.

(o H ) N oa > Hl Carlton Collins Calendar - Message (HTML) - Em X
- Message Insert Options  Format Text Developer (7]
= & x=-=2) 88 & f@f \ SRR~ 4
send || Paste | |[B £ ul[®- A -|[= = =|z= :=|| Address Check || Follow spelling
=A== | e Book MNames 2 Up~ ‘ -
| Send ||Clipboard F} Basic Text Mames Include ™ Options ™ | Proofing
To,.. |]marﬂw@asaresaard1mm
Cc... |]
Subject: [Carltcn Collins Calendar
Attached: @Carl‘ton Collins Calendar.ics [755 B]
-
$al E
* " |+
Carlton Collins Calendar
jim@asaresearch.com Ll
Sunday, January 01, 2006 — Monday, December 31, 2012 1
Time zone: (UTC-05:00) Eastern Time (US & Canada)
(Adjusted for Daylight Saving Time)
January 2006 February 2006
Su Mo TuWeTh Fr Sa SuMo TuwWeTh Fr Sa
12 3 435 6 12 12 3 4
8 9 10 11 12 13 14 5 6 7 8 9 1011
15 16 17 18 19 20 21 12 13 14 15 16 17 18

When the recipient receives and opens the e-mail containing the calendar information, a
button labeled Open this Calendar will be displayed in the menu. Simply click the Open this
Calendar button to display it side-by-side next to your calendar in Outlook or for a different
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view, select the Overlay option from the Arrangement group on the View menu to display both

calendars in Overlay mode as shown below.

File l Home Send / Receive Folder View Developer Add-Ins
[ [ | - 4:?1_ = ﬁI T:%"‘ = B4 Time Scale * ‘
00> TEEE RS
Change View  Reset Day Work Week 'r\ﬂonth'Schedu Color
view = Settings View Week - view o working H -
Current View Arrangement Color

Mavigation Reading To-Do

Pane~ Bar~

People

4 Septemberztlll{
SuMa TuWe Th Fr i
1 2 3

September - October 2010

5 6 7 8 9 10 & Calendar & marylou@asaresearch.com » & marylou@asaresearch.com %
12 13 14 15 16 17 ° Sunday | Monday Tuesday Wednesday Thursday |
sraznn e v : : »
34 56 7 5 | _ ||CredtCadPaym| | | || EXCEL HANDS ON, Excel Data Functions |
- GAC Holiday Dentist Appt - MI
4 [l My Calendars ;-."1 I
Calendar
[C] calendar 12 13 14 15 16 17
4[] Otner Calendars || _ [ Excel for CPA: Mi| || Tech Sawvy CPA?| | Property and Esti
[ cariton 2010 - Tennis Lesson; Pei
4[| shared Calendars g Tennis Lesson - 5t
marylou@asarese
marylou@asarese 19 20 21 22 23 24
Cl'ﬁit(‘.‘ld Paym Tennis Lesson; Pei Advanced Excel; | |m Unger Birtt Champ's Birthda
Tennis Lesson - 5t Technology's Gre ||T|mThumasB‘it

To complete the sharing process, have your partner share their calendar with you using this
same procedure.

Note: The specific steps for using this Send a Calendar via E-mail tool are slightly different in
Outlook 2003 and 2010, but essentially the same concept is employed.

It’s Time to Split

| have a large Excel worksheet and | need to be able to compare data throughout the

worksheet. I've been using the View, Freeze Panes tool to temporarily freeze rows or

columns so that | can view and compare data in different parts of the worksheet, but
this method requires a lot of freezing and unfreezing. Is there a better option?

Excel 2003, 2007 and 2010 contain two Split Screen tools which allow you to quickly split

the Excel worksheet horizontally, vertically, or both. Like the Freeze Pane tool, the split

screen tools also allow you to view and compare different portions of your data. To use
these tools, click and drag the split screen tools to the desired positions. The Split Screen tools
are located in the upper right hand corner and lower right hand corner of the worksheet area,

as shown below.

www.CarltonCollins.com

Page 109

Copyright August 2013


http://www.carltoncollins.com/

Office 2013 for CPAs

Styles = || LEH v wemac - “F 0 FilterT select T 7 7 7 T

Cells T 636.19 392.50 510.25 637.
— 279,500.00 172,001.00 215,001.25 279,501

pa= (34.68) (20. (26.44) (33.

J K L M 2,049.48  1,262.22 2,051.
70,809.57  43,576.12 70,811.

22,506.25  13,851.00

Jul Aug 1] Oct
214055 267569 347839 214055 966.88 >96.00 774.80
33,34 4984 6230 383 2 AZLRA 13214 L8

:.

In the example below the Vertical Split Screen tool has been used to display data for the 1
guarters of 2009 and 2010. (Notice that the columns jump from column E to column O).
Additionally, the Horizontal Split Screen tool has been used to fix the column headings at the
top of the worksheet. (Notice that the row numbers jump from row 3 to row 7.)

A B C D E o} P Q R S

1
2
3 | Expenses: 1/31/2009 2/28/2009 3/31/2009 1/31/2010 2/28/2010 3/31/2010 4/30/2010
7 | Contract Labor 26,654.80  34,651.24  43,314.05 29,320.28  24,255.87  38,982.65  26,654.80
8 | Contributions 1,282.53 1,603.16 2,084.11 1,154.28 1,442.85 2,292.52 1,026.02
9 | Dues And Subscriptions I 6,051.13 ! 7,866.47 9,833.09 7,866.47 8,653.12 8,849.78 5,446.02
10 Equipment Purchase 370.96 463.70 602.81 482.25 370.96 602.81 296.77
11 Eguipment Rental 65.41 85.03 106.29 45.79 110.54 116.92 65.41
12| Hardware Purchase 3,950.05 4,937.56 6,418.83 4,740.06 6,418.83 6,418.83 4,740.06
13 | Insurance 11,697.00  15,206.10  15,007.63 12,866.70  18,247.32  13,305.34  11,6587.00
14 | Marketing Giveaways 1,184.87 1,481.09 1,925.41 947.90 1,332.98 2,503.04 1,540.33

Memberships 90.00 117.00 146.25 99.00 105.30 146.25 90.00

Help, | Can’t Click Back!

Sometimes when | am browsing the internet, | notice that when I click on a hyperlink
and then click the Back Button to return to the previous page, it doesn’t take me back.
Am | doing something wrong?

You are not doing anything wrong. This is a nasty trick some web developers play.

What’s happening is some web pages load and then refresh automatically, so the effect

is that the web page loads twice. Therefore when you press the Back Button, it actually
works correctly, but it only takes you backward one page to the first instance of the same web
page you are already viewing. You can often overcome this problem by double-clicking the
Back Button to travel backward by two web pages quickly.
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(Tip: You must double-click quickly so the first page backward does not have time to refresh
again.)

| Command You

Recently, | upgraded to Excel 2007 and | can’t seem to find all of the same commands |

used in Excel 2003, such as the ability to e-mail a single worksheet or pivot multiple

ranges of data. Why did Microsoft get rid of some of Excel 2003’s commands and are
there any good work-around procedures for these missing capabilities?

The missing functionality you mention is still there in Excel 2007 and 2010, but it is

hidden. When Microsoft redesigned the menus for Excel 2007 and 2010, they excluded

219 commands from the newer menu ribbon. To view a complete list of these hidden
commands follow these steps: Start by right-mouse clicking on the Quick Access Toolbar and
choosing the option to Customize Quick Access Toolbar.

Remove from Quick Access Toolbar
Customize Quick Access Toolbar... Ié
Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon

[ Alignment

f | =012/0.8

Wl

Next, in the Choose commands from drop down box, select the option to view Commands Not
in the Ribbon.
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This action will display the list of 219 commands not included in the ribbon on the left side of
the dialog box, and those commands that are included in your Quick Access Toolbar on the right
side of the dialog box.

@ Customize the Quick Access Toolbar,

Choose commands from: (i

Popular Commands

Popular Commands

All Commands
Ma

Commands Mot in the Ribbon

Shadow Color

Shadow Effects

Shadow Effects

Shadow On/Off

Show Cutline Symbaols
Sort..

Sort Ascending

Sort Descending

Speak Cells

Speak Cells - Stop Speaking Cells
Speak Cells by Columns
Speak Cells by Rows

Speak Cells on Enter
Spelling...

Spin Button [ActiveX Contral)
Spin Button (Form Control)

Popular . .
P ﬂﬁ Customize the Quick Access Toolbar.
Formulas
Proofing
Save
Ad d _13 ITIELL WIUILIPIE ULy L
vance 5@ Select Names
—— . == Select Visible Cells
v Semitransparent Shadow
Add-Ins ﬂ Send for Review...
Trust Center ‘=1 Send Now
- 0 Exchange Folder
Resources < & send to Mail Recipient

m

-

Eemove

O @<l @l I5TTRY Ue

Show Quick Access Toolbar below the Ribbon

Customize Quick Access Toolbar G

Far all documents (default)

Save

Undao

Redo

Mew

Print Preview

Form...

PivotTable and PivotChart Wizard
Publish as Web Page...

Cluick Print

Rounded Rectangular Callout
Save as Web Page...

Scribble

Select Visible Cells

Send to Mail Recipient

=iy O (e B il 2 5@

Speak Cells
Carlton’'s "Paste As Text” Macro
Strikethrough

oSl

To access these hidden commands, you must first add them to your Quick Access Toolbar by
highlighting the desired command in the left column, and clicking the Add>> button to include
it in the right column. Most of the hidden tools are obscure and seldom used, however some of
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them are among my favorites. The seven Excel 2003 commands that are most notably missing
from the Excel 2007 and 2010 menu ribbon are shown below.

E Form...

id PivotTable and PivotChart Wizard
Publish as Web Page...
Save as Web Page...
Select Visible Cells
5end to Mail Recipient
Speak Cells

ey

‘é—'l_:u

While the particular commands you choose to add to your Quick Access Toolbar will depend on
personal preference, | recommend that you add the above mentioned commands to your Quick
Access Toolbar, as well as the following twenty additional commands which | personally find
more useful, to make them easily assessable.

] Mew

Save

Encrypt Document
Print Preview
Quick Print
Create PDF

View Side by Side
Datasheet Formatting
Secribble

Sort Ascending
Sort Descending
Calculataor
Clipboard
Increase Font Size

Decrease Font Size
Select Current Region
Strikethrough
Camera

Founded Rectangular Callout
Close All

TORF X P eEr T R BB

—

Note: There are a few Excel 2003 capabilities that have disappeared from Excel 2007 and 2010.
For example:

1. You can no longer publish web pages in an interactive format (The interactive format

command in Excel 2003 allows you to publish HTML pages in which readers can input data
directly via their browser).
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2. Embedded video clips and sound clips no longer play as embedded objects in Excel 2007 and
2010; instead those clips are played in your computer’s default media player application.

3. Thereis no longer an auto format option which automatically highlights your subtotal rows.

Full Screen Ahead

When browsing the internet | like to hide my browser’s menu and toolbars by right

mouse clicking on the toolbar and unchecking the various menu and toolbar check

boxes. This gives me more room to view the web page. However, it is a hassle to
constantly remove and restore the toolbars like this. Is there a faster way to hide the browser’s
toolbars?

There is a better way. Simply select View, Full Screen from the browser’s menu, or as a

shortcut press the F11 Key. Either way, this action will hide all toolbars and display the

full screen on your monitor. To restore the browser toolbars, simply press the F11 Key
again.

= Yahoo! Finance - Portfolios - Windows Internet Explorer

=" = @' hitp://financeyahoo.com/pivitk=pf_2

-
File  Edit % Favorites Tools Help
oolbars »
S = _
Quick Tabs Ctrl+0QQ
28|~ e Explorer Bars L -
Go To »
Stop Esc
Carltol Refresh F5
Zoom 3
Text Size 3
B Encoding p 1
Style 3
Symbol Caret Browsing F7 C
MSET Source
UPS Security Report
GO0G International Website Address +
AAPL Webpage PevaeysPaliey
- Cf? T
INTC ‘1;:—3-9_F'_I'vEET_ 2050 27613052 #0417 +

Note: There is a catch. Windows Internet Explorer will only allow you to apply the Full Screen
setting to one browser window at a time. In other words, if you choose Full Screen in one
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browser window, you won’t be able to choose Full Screen in another browser window at the
same time.

| Report to Inform You...

Our bookkeeper uses QuickBooks and she does a nice job; however | can’t get her to

produce and distribute the necessary reports each day, week and month for our staff to

use in order to properly manage our business. She says that she has too much work to
constantly print the reports that | would like to see circulated throughout the organization on a
recurring basis. Is this a common problem and how much time should it normally take to
produce the typical reports for the average company?

First of all, congratulations on understanding the importance of the reporting process;

your accounting system should function exactly as you described. However your

bookkeeper is correct too, it does take a great deal of time to produce all of the required
reports, even for a smaller sized business. QuickBooks provides a good solution called Process
Multiple Reports which could solve your problem. Here’s how it works:

1. Start by opening your Memorized Report List in QuickBooks by selecting Reports,
Memorized Reports, Memorized Report List from the QuickBooks Menu. Next click the
Memorized Report button in the bottom left corner of the Memorized Report List (shown
below) and select New Group. Name the new group Month End Reports and then select
OK.

+Profit & Loss - mail to the CPA
Edit Memorized Report  Ctrl+E

Delete Memorized Report Ctrl+D
Customize Columns...

+A/R Aging Detail for the Sales manager L

Print List... Ctrl+P
Re-sort List

Import Template...
Export Template...

[ Memorized Report *

2. Next, open each report that you would like to produce at month end and memorize that
report into the new Month End Reports Group as follows:
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a. Launch a report that you want produced each month;

b. Customize that report to include the desired columns, date ranges, filters, etc.;

c. Click the Memorize button and if asked, then click the New button;

Memorize Report 3

@™\ The report you are memorizing is a memorized report. Would you like to replace the original
{ ! memorized report or create a new one?

d. Edit the Name of the report to also include the name of the intended recipient of
the report as circled in the screen below. Check the check box titled Save in
Memorized Report Group and select Month End Reports from the drop down
box, then select OK.

Rock Castle Construction

Profit & Loss
January 1 through December 15, 2013

¢ Jan1-Dec15,13 @
Ordinany I- ===~ e

Inici b Memorize Report &

Namé: [Profit & Loss for the President P 45,728.25 4
e — 211,193.82
th End

W’ 120,856.67
| Troy porEs |

ST T S e 83,964.35

-/ Month End Reports -48.35

0.00
461,695.84

[V Save in Memorized Repart Group(|

ok | cance |

Banking
Carlton's Month End Re...

Total Construction Income:
Company

40500 - Reimbursement Income Customers
40520 Permit Reimbursement Income  _TPIOYEES 1,223.75
Vendors
& Delivery 846.05

40530 : Reimbursed Frei

e. Repeat the above process until you have memorized each report to be produced
at month end, including duplicates of the same report for distribution to different
personnel. Be sure to include the name of the intended recipient in the report title
name so it will be easier for a staff person to distribute the printed reports.
Ultimately the goal is to build a group of memorized reports similar to the example
shown below:
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4 Sample Rock Castle Construction - QuickBooks: Premig;
n File Edit View Lists Favorites Accountant Cog

@ & @
Home | Company Snapshot Customer Center Vendo
Report Name

+Month End Repo

»Balance Sheet fornthe CFO
+Profit & Loss for the CFO

< A/P Aging Detail for the CFO
+AR Aging Detal for the CFO

»Missing Invoice Report for the CFO

+Profit & Loss for the President

+Balance Sheet for the President

<Profit & Loss for the Owner

+Balance Sheet for the Owner

+Profit & Loss - Send to the CPA

+Balance Sheet - Send to the CPA

+A/R Aging Detai for the Sales Manager

+Sales by Customer Detail - For the Sales Manager
+Sales by Customer Detail for the Sales Rep Tina
+Sales by Customer Detail for the Sales Rep Scott
+Sales by Customer Detail for the Sales Rep Doug
< AP Aging Detail for the A/P Clerk
+Profit & Loss for the File Drawer

< AP Aging Detail for the File Drawer

Tip: You can rearrange the order of the reports by clicking and dragging the small
diamonds to the left of each report name so the reports will print in collated
order for easier distribution.

f. At month end when the time comes to produce the reports, select Reports,
Process Multiple Reports from the QuickBooks Menu to display the Process
Multiple Reports dialog box shown below.
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Process Multiple Reports ll X
Select Memorized Reports From [Tl =r 0oy S
Choose the reports to process, then press Display or Print.
J | Report Date Range
Balance Sheet fornthe C... [Thi Fiscal Year-todate ___|01/01/2013 -
 |Profit & Loss for the CFO  [This Fiscal Year-to-date 01/01/2013 12/15/2013
& |A/P Aging Detail for the ... |Today 12/15/2013 12/15/2013
< |AR Aging Detail for the ... [Today 12/15/2013 12/15/2013
J |Missing Invoice Report f... |All
J |Profit & Loss for the Pre... |This Month-to-date 12/01/2013 12/15/2013
& |Balance Sheet for the Pr... |This Fiscal Year-to-date 01/01/2013 12/15/2013
J |Profit &Loss for the Ow... |This Month-to-date 12/01/2013 12/15/2013
& |Balance Sheet for the O... |This Fiscal Year-to-date 01/01/2013 12/15/2013 J
v
Display | Print | Cancel | Help |

W - e .

Select the desired group to be printed from the Select Memorized Reports From
drop down box at the top of the dialog box, and click the Print button.

Tip: For those that would like to distribute electronic reports rather than paper-
based reports, you can choose to print to Adobe Acrobat PDF or Excel formats, and
then e-mail the reports as attachments.

Say Goodbye to Wimpy Searches

| find myself frequently wasting time by launching and closing data files in an effort to

find the one | am looking for. My friend has suggested that | re-organize my files in

various folders instead of the single data folder | use now, but that is going to take a lot
of work. Is this a good approach or is there a better approach to finding the files | am looking
for?

Organizing your files in various file folders used to be the right approach, but that

measure is now less necessary because Windows Vista and Windows 7 both provide a

tool called Instant Search which can search all of your files in just a few seconds. Instant
Search uses “indexed searching”, which is the same search method used by internet search
engines such as Google and Bing. Specifically, Instant Search scans and indexes all of the
documents and files on your computer and builds a giant index of every word. Thereafter, when
you search your computer, the system searches the index to quickly locate the files you seek
and provides hyperlinks to those files.

Indexed searching is significantly faster than the search tool included in Windows XP. (If you
have ever wondered why it takes only two seconds to search billions of pages on the internet,
but 10 minutes or longer to search the files on your Windows XP computer, indexed searching
is the reason.)
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To use Instant Search open an Explorer Window by right mouse clicking on the Windows Start
Button and choosing Explore in Windows Vista, or Open Windows Explorer in Windows 7.
Browse to the desired drive or folder, and enter your search terms in the Search Box located at
the top right hand of the screen. Within seconds, Instant Search will list every file and folder
that contains your search terms in the file or folder name, file contents, or properties. For
example, in the screen below | have browsed to my data folder and typed in the phrase
“regression” in the search box . In about two seconds Instant Search displays 2,231 data files
that contain the phrase “regression”. (If I don’t find the exact file | want immediately, | can use
additional search tools to narrow my results. Keep reading below to learn about these
additional search capabilities.)

N (=T
LR et Gl cyed ) o

‘ Organize iews ~ B SzyeSearch [§ Search Tools = (§ Bumn 1

Favorita lnks Name Date mod‘\fied Type Folder Authors
F[. Documents )
FE Pict 112010 Tennessee - 50 Excel Tips 7/27/2010 805 PM Microsoft Word D... 2010 Manuals (C:\Data\2010) Carlton
Ictures
FB' Music Earlier this year (12)
Recently Changed 0 Excel Training - Williams Benator & Libby 1/12/2010 5:55 PM Microsoft Word D... 2010 Manuals (C\Data\2010) Carlton
5
é S B g & 2010 Excel Intermediate as of July 2010 7/11/2010 2:39 PM Microsoft Word D... 2010 Manuals {C:\Data\2010) Carlton
e 12010 Excel Advanced Iaa ailarch 2010 77172010 11:48 Al asasoft Word D... 2010 Manuals (C\Daiauibibd Carlton
010 Excel s 6/1028 s 2010 Mag
— wnictions Macros and Data Comin.. Lowwd 753 AM Microsoft Wora . _wenials (ChDatah2009) Catnre.
@2009 Excel Functions 8/10/2009 7:35 AM Microsoft Word D... 2009 (C:\Data) Carlton
(12010 Course Planning Notes 7/31/20097:10 PM  Microsoft Word D... 2009 (C:\Data) Carlton
Folders A~y 1

 Caen D

Note: By default, Windows Vista and Windows 7’s Instant Search tool only indexes and searches
those files in your Documents Folder. If you save data files elsewhere on your computer, you
can direct Instant Search to also index those additional drives or folders by selecting Indexing
Options from the Control Panel and then click Modify, Show All Locations, and place a check
mark next to drives or folders that you want included in your search index.

Ez)

Indexed Locations

Change selected locations

O a &+ a
- . Data
| epson
J hp

MS0Cache
, NVIDIA
, PerfLogs
, Program Files
| Program Files (x86)

m

i e R
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For Windows XP Users - If you are still using the Windows XP operating system, but you would
like to perform the same type of fast indexed searching that Windows Vista and Windows 7
provide, you can download and install the Google Desktop for free at this web address:
http://desktop.google.com/en/?ignua=1. By default, Google Desktop will index all of the files
on your computer.

Note 1: Both Instant Search and Google Desktop can also index and search your e-mails for fast
searching.

Note 2: You can adjust the settings to direct both Instant Search and Google Desktop to include
other computers and files servers in the indexed search.

Note 3: Both Instant Search and Google Desktop will take time to index all of your files, perhaps
overnight. Thereafter, new files that you create are indexed automatically as they are created.

The Search for a Better Search

struggle to locate the right file. For example, recently an audit staff retrieved an Excel

file which contained fixed assets and depreciation calculations and used this in the audit.
Unfortunately the version of the file retrieved was not the most current and as a result,
additional time was wasted updating the older file. We hope to avoid problems like this in the
future. What is the best way to manage such a large volume of files?

QOur CPA firm has more than 400,000 data files on the file server and we constantly

little deeper into this subject. The Explorer Window provides additional searching

capabilities to help you quickly view and narrow your search results. Continuing with the
example from the previous question, | can further refine my search results by clicking on any
column heading to view filter options. As an example, in the screen below | have clicked the
Drop Down arrow next to the Type column heading. This action “stacks” the data files
according to “type of file”. Notice that | have many file types containing the word “regression”
including Excel 2003 and 2007, Word 2003 and 2007, HTML, PowerPoint, XML and others.

Q The previous question above addressed the concept of indexed searches, but let’s dig a
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|I_IIE|\I x

ment  Picture  Music Other Advanced Search

MName Date modified Type ¥ | Size Folder
Last week (1) 2 Sort Eﬁ Group
72010 Tennessee - 50 Excel Tips 7/27/2010 8:05 PM Microsoft Word Document B (J HTML Document
IR [ () Microsoft Bxcel 97-2003 Worksheet
] Excel Training - Williams Benator & Libby 7/12/2010 5:55 PM Microsoft Word Document | [7] ) Microsoft Excel Worksheet
72010 Excel Intermediate as of July 2010 7/11/2010 2:39 PM Microsoft Word Document 1 (] Microsoft PowerPoint Presentation
w2010 Excel Advanced Manual as of Marc... 7/1/2010 11:49 AM Microsoft Word Document ] Microsoft Word 87 - 2003 Docum...
#72010 Excel Hands On as of March 2010 6/10/2010 5:46 PM Microsoft Word Document B -
| icrosoft Word Backup Documen
72010 Excel Functions Macros and Data...  6/8/2010 1:53 PM Microsoft Word Document .
R X | Microsoft Word Document
& plans for Updating Manuals 3/25/2010 5:38 PM Microsoft Word Document E () RichTetF .
L IC orma
72010 Excel Advanced Manual for In Hou...  3/12/2010 3:19 PM Microsoft Word Document B _—
EHands On Excel Data File 1 3/3/2010 3:18 PM Microsoft Excel 97-2003 Wor, B IFISQL ke
72010 Course Descriptions 2/4/2010 7:11 PM Microsoft Word Document | TeEEE
ETGA 2/4/2010 1:58 PM Microsoft Word Document | — ) ¥ML Document
72010 Excel for CPAs - In House Version 1/17/2010 2:26 PM Microsoft Word Document | || Stack by Type
E_‘]A and A Credit for CPE 1/16/2010 10:34 AM Microsoft Word Docurment L15 - L (SEN F )
Along time ago (2,218)
B Microsoft Excel Proficiency Exam notes  12/7/2009 6:00 P Microsoft Word Document 90 KB 2009 (C:\Data)

Selecting specific file types (Word 2003 and 2007 files in the example above) further narrows
my search results. If | still need a more refined search, Windows Vista and Windows 7 offer
Advanced Search. To access the Advanced Search tool click the Search Tools Drop Down Arrow
in the Windows Explorer Title Bar, and select Search Pane as shown below. (Note: This option
will only be visible in the Explorer Title Bar after you have started a search by typing a search
term in the search box).

- ——— = 1 e
‘ Organize = | By ScarchTools ~ | M Slide Show (@ Bun

Favorite Links : Search options...
Last week (1] =4 Modify Index Locations...
|E_|12[]1[] Ten Search Paneh

Earlier this year (11)

FE. Documents
!E Pictures

Next in the Search Pane click the Advanced Search Arrow to display the Advanced Search
Panel containing additional search options as shown below.
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Fﬁmwonl}r: E-mail Document  Picture  Music  Other (Advanced Search-:'_/_\_“_-

Location ’ . Data - Name Specify name

lDate v] [any V] 8/6/2010 Tags Addatag

Size (KB) Authors  Add an author
[MInclude nen-indexed, hidden, and system files (might be slow)

‘ Organize v iz Views ~ B SayeSearch [8f Search Tools + i Shide Show ™ (& "Burn 7
Favorite Links MName Date modified Type J =
!E. Decuments Last week (1)

#2010 Tennessee - 50 Excel Tips 7/27/2010 8:05 PM Micresoft Weord Document

!E Pictures
!I_J' Music

arlier this year (11

These advanced options will enable you to search by specific date ranges, file sizes, file names,
author’s names, and tags.

To fully utilize the advanced searching capability, it is helpful to add document properties to
your data files. You can access the document properties in Microsoft Word as follows:

Word 2010 - Select File, Properties, Show Document Panel;
Word 2007 - Select Office Start Button, Prepare, Properties; and
Word 2003 - Select File, Properties.

The documents properties panel (example shown below) will allow you to insert keywords,
authors, titles, and comments.

Home Insert Page Layout References Mailings Review View

B © calibrijBody) * 11 v A" A" | Aav | #5 iz - iz - iz
B SE]

% 43 Find
AaBbCcD | AaBbCcD AaBbCi AaBbCc _
TNormal | T NoSpaci.. Headingl Heading2 | Change

Paste B 7 U ~ae x, X B.A-=E===
E - Styles ~
Clipboard & Font F} Paragraph F} Styles
o Document Properties ~ Location: C:\Data\2010\Covenants Cover Letter 2.docx * Required field
Author: Title: Subject: Keywords: Category: Status:
Carlton Collins Riverfield Covenants Letter Riverfield Covenants Riverfield Covenants 2010 rene  Riverfield

Comments:

This letter was sent to all home owners advising them that our neighborhood covenants are about
to expire and it is time for us to update and renew our covenants

Please Express Your Opinion —We Want Your Feedback

Before moving any further, we are sharing these proposed changes with you in an effort to obtain your
feedback and blessings. This is an important measure, and we want everybody to be well aware of these
s befo) A . jis)

The Document Properties you add will be used by the Instant Search function to not only
locate files, but also to sort the resulting files in priority order according to those that most
closely match your search criteria. This type of search could have helped your audit staff locate
all of the client’s fixed asset depreciation files on your file server, enabling them to select the
most current one from the list.

Picture This
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| recently spent some time looking through my daughter’s Facebook page with her and |
saw several photographs posted by her friends that | would like to keep, or perhaps
print for my own photo albums. Can this be done, and if so how?

If you see a picture you like (on Facebook, Flickr, MySpace or any web page), you can

save that picture to your computer by right clicking on the picture and selecting Save

Picture As. Then browse to the folder where you want to save the photo and label it
using an appropriate name so it will be easy to find in the future. That way you will always have
those pictures to view, print or share.

facebook

My Photos - 2010 Pics
Photo 2 of 73 Back to Album - My Photos

Open Link
Open Link in New Tab
Open Link in New Window

Save Target As...

how D

-mail PIcture...

Print Picture...

Go to My Pictures

Set as Background

Cut

Copy
Copy Shortcut

Paste

Add to Favorites...

Append Link Target to Existing PD:
Append to Existing PDF

Note: While most social media web site users are probably happy to share their photos with
you, you should avoid making copies of pictures posted by professional photographers. If there
is any doubt, ask permission first.

Dating Tips

Q. When entering dates in Excel, it would be much simpler if | could enter the date as just the
numbers without the forward slash character — 061010 or 06102010 instead of 06/10/10 or
06/10/2010. Entering the slash makes the exercise a two-handed exercise instead of one-
handed exercise via the numeric keyboard. Is there a way to enter data into just one cell so |
can avoid using multiple cells and then concatenating?

A. You can enter dates into Excel 2003, 2007 and 2010 without using slash marks by applying a
custom format. Start by highlighting the range of cells and right-mouse click on that range to
display the pop-up menu. Select Format Cells to display the Format Cells dialog box. On the
Number tab select Custom, and enter the following custom format in the Type box:
00\/00\/0000, then click OK. (Because the forward slash has special meaning in a custom
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format, you must precede it with a backslash for Excel to recognize the slash mark as a literal
character, not its special meaning.) Thereafter, dates entered without slash marks will display
slash marks, and the date will behave like a date instead of text. An example is shown below.

[ c2 - @om ) ?
A B C D

Date Amount
06.-"10.-"10! $456.18
06/14110 $182.55

1 | Invoice # Customer
2 4480  Champ's Ferilizer Co.
3 4431 Molly's Cleaning Services

Once created, Excel remembers the custom format so you won’t have to create it again in the

future.
Format Cells |Q

Mumber | Alignment | Font I Border I Fill I Protection !
Category:
General « | Sample
Mumber
Currency
Accounting Type:
Date
Time aoyfooloo
Percentage G #Fx0;_((##20);_(*""); (@)
Fraction (&= # #20.00_); (8% (#,££0.00); _(s= =" ); (@)
Scientific _[® &, 520,00 ;% (#,#20.00); _(="-"27_); (@)
Text (F #2200 _(F(#F#20); ("7 (@)
Spedal "fes";"es" Mo"
M "True";"True"; False"
on";"0on™; "0 ff"
[£-2] #,%0.00_);[Red]([5€-2] #,£=0.00)
[5-409]dddd, mmmm dd, yyyy
dfyy; @

Hint: To display dates without the preceding zeros, use this custom format. ##\/##\/#i.

Count On It

Q. We import commodities from around the world and frequently need to convert weight and
volume measurements from metric system to United States customary measurements (for
example, liters to gallons and meters to feet). Last year we purchased Windows 7 computers
and developed Excel templates to help meet this need, but we have recently discovered that
some of the Excel templates contain errors and other templates are not being used correctly. |
would like to drop our spreadsheet-based solution and use an easier tool to get the job done.
Can you recommend a decent solution?
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A. The Windows 7 Calculator includes new functionality, including unit conversion capabilities
that could meet your needs. To use this tool, launch the Calculator by clicking the Start button,
Accessories, Calculator. In the Calculator, select Unit Conversion from the View menu as
shown below.

.j Calculator
Edit Help
= Standard Alt+1
Scientific Alt+2 Select the type of unit you want to convert
Programmer Alt+3 0
Statistics Alt+4 [volume

From

Digit grouping |344

"l
Basic Ctrl+F4 ﬂ |Liter
o

History Ctrl+H

® Unit conversion Ctrl+U T
0

Date calculation Ctrl+E
Worksheets ) | 90.87518601120305

Next, select an option from the Select the type of unit you want to convert box which includes
the following option: angle, Area, Energy, Length Power, Pressure, Temperature, Time Velocity,
Volume and Weight/Mass. In the From box, enter an amount and select the appropriate unit of
measure using the drop down arrow. In the To box, use the drop down arrow to select the
target unit of measure and Calculator will display the converted unit of measure.

Hint: The Windows 7 Calculator also has new functionality for calculating mortgages, vehicle
leases, and dates in addition to new programmer and statistic modes.

Hide Me Quick

Q. | am constantly hiding, un-hiding and re-hiding columns to generate reports in a multitude of
report layouts, and | can’t figure out how to display only the hidden column that | need without
having to display all my hidden columns? Can you help?

A. Because hiding and un-hiding columns is a frequent task for many CPAs, | will address your
specific question, and then offer a different solution. To unhide a specific column in Excel 2003,
2007 or 2010, press the F5 key to launch the Go To dialog box and type in any cell address
within that column (such as G1), and click OK. This will place your cursor within column G, even
if hidden. Next, type the keyboard shortcut sequence Alt, O, C, U to unhide the column.

Alternatives — There are many alternatives for un-hiding columns, several of which are
presented below so you can use the approach that work’s best for you.
1. Menu Options - To unhide a column using the menu in Excel 2007 and 2010, from the Home tab,
select Format from the Cells group, Hide & Unhide, Unhide Columns. To unhide a column using
the menu in Excel 2003, select Column, Unhide from the Format menu.
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2. The Traditional Unhide Shortcut - In Excel 2003, 2007 and 2010, Windows XP users can unhide a
column by typing Ctrl + Shift +), but this keystroke combination appears to be inactive in Windows
Vista and Windows 7.

3. Column Width - Instead of un-hiding a column, you could simply increase the column width to
make it visible. Start by pressing the F5 key to open the Go To dialog box and enter a cell address
to go to a hidden column. To resize column widths in Excel 2007 and 2010, from the Home tab,
select Format from the Cells group, Column Width, enter the desired width, and click OK. To
resize a column width in Excel 2003, from the Format menu select Column, Width, enter the
desired width, and click OK.

Advanced Hint: To make your task easier, assign a name to a cell in each column you wish to
hide or unhide using the Name Box (located just above the Column A heading). For example,
you might assign the name YTD to cell G1, and the name Budget to cell H1. This will make it
easier for you to use the Go To command because the name makes it obvious which column is
which, whereas you might have a difficult time remembering which column label is which.
Further, you could also use the Name Box to assign a name to a group of columns, and use the
same procedure described above to hide or unhide that group. For example, you might assign
the name PriorYear to cells J1 thru M1, and use the Go To command to go to those columns
and unhide the entire lot.

A Better Suggestion - Rather than constantly hiding and un-hiding columns, a better approach
would be to use the Custom Views feature in Excel 2003, 2007 and 2010. By creating custom
views, you can easily toggle back and forth between all of your views. To create your first
custom view, unhide all of your columns and from the View tab (or View menu in Excel 2003),
select Custom Views. Click the Add button and enter a description in the Name box, then click
OK. Next, hide various columns in your workbook and repeat these steps to create a second
view of your data that includes selected hidden columns. Continue to create additional custom
views for each of your desired hidden column layouts. Thereafter, you can reduce or eliminate
the need to hide and unhide columns in the future by simply changing the view. To toggle
between custom views, from the View tab by select Custom Views in the Workbook Views
group, and double click the desired custom view as shown below.

F B

Custom Views |@—3@|

Views:

e ——
=00 - §hnw

Full Report without Dollar and Percent Differen

Maonth to Date Report

Report Summary Close

Report with Budaet Comparisons

View of Repart for the Bard of Directors

Year to Date Report
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Caps Off to You

Q. Caps really bug me. It seems that | never know when | have the caps lock turned on. | think it
changes by itself! Is there an app for Windows which easily alerts (by sound would be nice) that
the caps lock is on? Is there an EASY WAY TO CONVERT (whoops, didn’t know it was on) from
caps to lower case in word, and also when | am in “reply” mode to an e mail without HAVING
TO RETYPE?

A. Most keyboards provide a light that lets you know when Caps Lock is turned on; if yours does
not, you might consider upgrading your keyboard. To hear a sound when Caps Lock is turned on
in Windows XP, Windows Vista or Windows 7, launch the Toggle Keys dialog box by holding
down your NUMLOCK button for five seconds, and click Yes. Thereafter, a loud beep will sound
through your computer’s speakers whenever Caps Lock is turned on or off. (To turn Toggle Keys
off, once again hold down your NUMLOCK button for five seconds.)

AN

E@J Toggle Keys | d

Do you want to turn on Toggle Keys?

Teggle Keys causes a tone to sound when you press the CAPS LOCE, NUM LOCE,
or SCROLL LOCK keys, The keyboard shortcut to turn on Teggle Keys is to held
down the NUM LOCK key for 5 seconds,

Go to the Ease of Access Center to disable the kevboard shortout

If you do accidentally use the wrong case when typing, you can change the case by highlighting
the affected words and pressing Shift + F3 to toggle between proper, upper, and lower case
characters. This works on single words, sentences, paragraphs and even across multiple pages.
As for the spooky Caps Lock changing by itself, it is most likely that you are pressing the Caps
Lock key by accident. Using Toggle Keys may help you isolate the cause of this problem.

Powerful Points for PowerPoint

Q. | have an interview scheduled for a new position that will require me to produce numerous
presentations using PowerPoint 2010. | have used PowerPoint 2003 a little, but | need a crash
course on some advanced functionality to help me better understand the product. Can you
direct me towards five or so useful PowerPoint features that | can quickly study that will help
me get up to speed on this product?

A. Presented below are a handful of my favorite PowerPoint features that might help you
elevate your PowerPoint knowledge to the next level.
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Presenter View — The Presenter View allows you to view your slide show along with your speaker’s
notes on your computer, while projecting only the slide show to the screen for the audience. The
result is that you can see your detailed notes that accompany each slide, and the audience cannot.
The Presenter View also displays the time spent on each slide and thumbnails located at the
bottom of the Presenter View screen allow the speaker to see the previous and next slides, at a
glance.

§d PowerPoint Presenter View - [Practical Advice for Companies Outgrowing Quickbooks - ec2]

Advantages of Cloud Computing:

Lower up front cost

Less \mplem:ntaﬁon cost and effort

g a Assessable from anywhere in the world with Internet access
opartrors Automatically backed up daily, mirrored daily

Microsoft Dynamics ERP ionteaty baded g ok

No need to update software annually

The Power of Choice Disadvantages of Cloud Computing:
If the internet goes down...

«/ % |

Slide: 33 of 38 Time: 00:18 2:07PM | Zoom:

To display a slide show using the Presenter View in PowerPoint 2007 and 2010, check the Use
Presenter View checkbox on the Slide Show tab, and begin your slide show. In PowerPoint
2003, select Slide Show, Setup Show, check the Show Presenter View checkbox, and begin your
slide show.

Animate Charts by Data Series — PowerPoint 2010 allows you to animate your charts by data
series as follows. Start by creating a chart in PowerPoint, or if you prefer, copy and paste a chart
from Excel into PowerPoint. Click on the chart to select it, and click Animation Pane from the
Animations tab to display the Animation Pane. Again, with the chart still selected, from the
Animation tab, click Add Animation and select an Entrance animation such as Bounce, for
example.

In the Animation Pane click the drop down arrow next to the animation and click Effect Options
to open the Bounce dialog box. Next, on the Chart Animation tab, click the Group chart drop-
down arrow and select By Series, and click OK. Thereafter, when you display the slide show,
each data bar series will bounce in individually, helping your audience identify the specific data
series you are discussing. The screenshot below depicts the data series for sales representative
Scott as the bars are bouncing into position.
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¥ Doug
mTina
M Scott

| T o M Krista
| e

January Rk e 2
February e =
March B

Hints: The ability to animate charts by data series first appeared in PowerPoint 2007,
and the instructions are similar, but not identical to those described above. This feature
is not available in charts that contain links to other applications, such as Excel.

Fill Charts with Employee Pictures or Customer Logos — PowerPoint 2003, 2007 and 2010 allow
you to fill data bars and pie slices with pictures to produce a chart that is often easier to read. To
fill a data series, right mouse click on a data bar series to select that series, and select Format
Data Series from the popup menu. In the Format Data Series dialog box, select Fill, Picture or
texture fill, and click the File button. Browse to the desired picture or image and click Insert. If

desired, select the Stack radio button to stack multiple copies of the picture within the data bar.
Repeat this process for each data bar.

2011 Sales to Government Customers
(in thousands)

4. Narrate Your Slide Show — PowerPoint 2003, 2007 and 2010 allow you to narrate and record your
slide show presentation. To narrate your slide show in PowerPoint 2010, make sure that you have
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a microphone connected to your computer and from the Slide Show tab select Record Slide Show,
and click the Start Recording button.

" _"1-...
Record Slide Show LD [

Select what you want to record before you begin recording.
Slide and animation mings
Marrations and laser pointer

Start Recording ] I Cancel

To narrate your slide show in PowerPoint 2007, from the Slide Show tab, select Record
Narration and click OK. In PowerPoint 2003, from the Slide Show menu, select Record
Narration and click OK.

Wearing a head set with a boom microphone will help capture your voice more consistently.
Deliver your presentation as you normally would, using the mouse or space bar to advance your
slides. To stop recording, simply close the Recording dialog box displayed in the upper left hand
corner during the recording session, or press the ESC key.

4

% I 0:00:20 9 0:00:20

To stop recording a narration in PowerPoint 2003 and 2007, press the ESC key. If necessary, you
can pause the recording by clicking the pause button in the Recording dialog box. The resulting
file can be e-mailed, or uploaded to the Internet where others can view your complete
presentation, including your voice, animations, and slide timing.

5. Convert Your Slide Show into a Video Clip — A new feature available only in PowerPoint 2010 is
the ability to convert your PowerPoint presentation into a Windows Media Video (WMV). The
WMV file format is more transportable than a PowerPoint format, and can be easily uploaded to
YouTube or streamed to handheld devices. The video will include your animations, narration, and
timings. (If your slide show does not include timings, you can set the number of seconds each slide
is to be displayed in the video in the Create a Video dialog box.) To generate a video file from your
presentation, select Save & Send from the File tab and click Create a Video. From the untitled
drop down option arrow, choose to create either a large, medium, or small video, click the Create
Video button, enter a file name in the File name box, and click Save.

(The large video option (960 X 720) provides the highest quality; the medium video option (640

X 480) is best suited for creating DVDs, uploading to YouTube, or publishing to the Internet; and
the small video option (320 X 240) is best suited for streaming to handheld devices.)
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An Excellent Arrangement

Q. Last year my office upgraded to two monitors at each workspace. Having simultaneous full-
screen views of two different files is a vast improvement over split-screen windows. Is it
possible to display a different tab from the same Excel worksheet on two monitors?

A. Start by displaying Excel across both monitors as follows: Click the Restore Down button in
the upper right corner of the Excel window. Use the mouse to drag the edge of the Excel
window across both monitors.

To display two views of the same workbook in Excel 2007 or 2010, select New Window from
the View menu, then select Arrange All, Tiled, OK also from the View menu. In Excel 2003,
select New Window from the Window menu, then select Arrange, Tiled, OK also from the
Window menu. You can view multiple worksheets from the same workbook side-by-side on a
single monitor. In this situation, each window will scroll independently and best of all, according
to reader Rick McNeil, updates entered into one window will automatically update the other
windows. An example of multiple windows for the same workbook is shown below.

] Data Bar Formatting Exsrnplel o © | DstaBor Formatting Bemple?
A B C A D E F
4 |Expense: Budget Actual 3
5 Automobile Expense 50,000 38,765 — 4 Difference ‘ % Difference |
6 Bank Service Charges 700 40 5 ﬂ 11,235 i 229_6] 0
7 |Conference Registration Fees 3,600 4,000 6 a0 34% (0
8 Contract Labor 234,600 266,548 7 (400) [ 1% (0
9 |Contributions 16,200 12825 | ||| 8 [B (31948 [ 4% (0
10 Dues and Subscriptions 72,600 60511 | ||| 9 3,375 c
11 |Equipment Purchase 3,700 3,710 10 1 12,08 B i~ d
12 Equipment Rental 500 654 11 (10} E 0% (d
13 |Hardware Purchase 31,600 39,501 12 asey [ 31% (0
14 Insurance 97,100 116970 — || 13 I (7901 | 25% (0
15 Marketing Giveaways 11,100 11,849 1[I (19870 R 20% (g
16 Memberships 1,100 900 15 (749) [' -7% (d
17 Miscellaneous 222,700 210,103 16 200 B e
18 Office Supplies 83,000 68,618 17 i 12598 r 6% G
19  Online Computer Senices 49,800 57,897 18 i 1338 B e o«
20 |Outside Senvices 3,900 3,915 19 [ (8097 | 16% (0
21 Partner Salary Draw 1,857,600 1,720,000 20 (15) f 0% (d
22 |Postage And Deliverv 13,100 12.612 1l 21 -37.600 ._‘ 7%
W 4 » M| Sheetl | Income Statement . Shedi|4 [ w | 1. M 4 » v | Sheetl | Income Statement . Sheet2 ~Sheet3 ~Sheetd %7

Hint: To ignore other workbooks you have open, and arrange the windows for your current
workbook only, check the Windows of active workbook checkbox in the Arrange Windows
dialog box in Excel 2010, or the Arrange All dialog box in Excel 2007.
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Arrange Windows |@—EE

¢

Arrange
@ Tiled
() Horizontal
() Vertical

(7} Cascade

Windows of active warkbook

| ok || cancel

"
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Pasting Away Again...

Q. Often in Excel, | need to copy and paste the account number from one cell location to multiple cell
locations. However, as soon as | use the Excel menu, the account number data from the source cell is
deselected, and | must keep going back to recopy the original cell. Is there a trick to pasting contents to
multiple cells without having to copy it repeatedly?

A. This solution should help. Before you copy the contents of the source cell, click the F2 key to enter
edit mode. Use your mouse to select the entire contents of the cell, then Right Mouse Click and select
Copy from the popup menu (or press Ctrl + C). This action will copy the contents of your source cell to
the Windows Clipboard where it will remain until you copy something else to clipboard. This will allow
you to continue to paste the contents of the original cell multiple times without losing the source data,
even if you use the Excel menu.

Al8 - ¥ v | '000-4140-02
A | C
16 cafibr =1L on Total
17 000-4140- B 7 A - A & Repair
19 000-4140-

A Sticky Situation

Q. What's a simple tool for keeping track of short notes and reminders?

A. Windows Vista and Windows 7 offer a tool called Sticky Notes that is quick and easy to use.
To launch Sticky Notes, click the Start button and type StikyNot.exe, and press Enter. This will
display a small note like the one shown below. You can type a short message or if you have a
mouse pen, you could write the message freehand. To create additional Sticky Notes, click the
plus sign in the upper left corner of any existing Sticky Note. Use your mouse to drag and drop
sticky notes to desired position. An example using Sticky Notes is shown below.
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Home Chuck’'s Tools Insert Page Layout Farmulas Data Review View PowerPivot =7 @ (=T
JAag-d i el 4G9 AIALDD
E3 T Jx | -64113.09 . Don't forget to Pick | M
. . < D | up wife at 2:30 AN — -
2 |D00-4100-01 Sales Sales - West 16.83) (=
3 |D00-4100-02 Sales Sales - Central [8.8B)
4 |000-4100-03  Sales Sales- East Run back up this i5.86)
5 |D00-4100-04 Sales Sales - Canada P B 12.54)
. Sales Total D Comrmm—— < €119 before leaving a11)
7 |D00-4120-01 Senvice Service Plans - West (4,643.40) (4 the OFFESE’- 15.02)
2 |D00-4120-02 Senvice Semvice Plans - Central (78,546.43) (78, 15.01)
S | DD0-4120-03 Service Service Plans - East (64,113.09) (65,{ H.31)
10 | 000-4120-04 Senice Service Plans - Canada (22,335.31) + x 18.13)
11 Service Total {169,638.23) | A7)
=17 D00-4130-01 Installation Installation Charges - West (13,541.67) Cﬂ” restaurant ﬂhd (13,785.61)
13 |000-4130-02 Installation Installation Charges - Central (145,905.91) 144 574 56)
14 |000-4130-03 Installation Installation Charges - East (282,619.17) | make diner 284,220.01)
15 |OD0-4130-04 Installation Installation Charges - Canada (87,370.54) R (89,062.34)
= T T {538,63729) ] "eservations for 4| 531,642 52)
17 |000-4140-01 Repair Repair Charges - East (2,624.74) (5,346.21)
18 | O00-4140-02 Repair Repair Charges - Central (26,900.17) (28,192.07)
19 Repair Repair Charges - East (49,601.91) (49,164.78)
20 [ Repair Charges - {305 L2, 6603 AR.18)

A stronger solution would be to use the Tasks feature in Outlook to track your reminders and
to-do notes. Look for more on this topic in next month’s issue.

Foot Your Financials in Excel
Attaching Footnotes to Excel-based Financial Statements

Q. We produce financial statements from Excel, but typing the footnotes at the bottom of the
financial statements is a headache because Excel does not offer word wrap, outlining and other
word processing features. We have tried using different solutions such as Excel’s Justify
command, and pasting from Word, but these solutions fall short, especially when edits are
needed. Is there a better approach?

A. Embedding a Word document in Excel as an object is a solution that provides Word
processing functionality in Excel. To embed a Word document in an Excel 2003, 2007 or 2010
worksheet, select Object from the Insert tab or menu, then select Microsoft Word Document
and click OK. Use the mouse to reposition and resize the resulting embedded Word Document
Object underneath the financial statement (or in the appropriate position) as pictured below.
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File Window

Il | =038 @R =

Home Insert Page Layout References Mailings Review View
= i - - A AT - | [l A
= Calibri 2 AN A AR AaBchD AaBbCcD
==

Paste ¥ B 7 U ~ahe x, X° - A~ T Normal | T No Spaci...

Clipboard Font Paragraph
A B D

34 Equipment Payable 621,870
35 Vehicles Payable 347,978
36 Bank Loans payable 2,066,690 2,345,346
37 Less Current Portion LTD (1,391,8432) 754,568)
38 Total Long Term Liabilities 5 4422799 3 4&1 814
39
40 - EQUITY -
41 Paid in Capital S 2299445 § 2,653,271
42 Beginning Equity 1,985,670 455,665
43 Partners Contribution 423567 423568
a4 Partners Draw 324,543 453,223
45 Total Equity 5 5033225 § 3985670
a5
a7 Total Liabilities and Equity $ 125519836 § 11151071
a8
49‘ Still in Excel, but Word menu
= , T appears at top of screen when
51 ' embedded Word document is
52 active.
53
54
55
56
57 N
58

%
|
|
i

The embedded Word object allows you to type using the same word processing functionality
provided by Word, such as outlining, paragraph justification, indenting, and Word shortcuts
(such as Shift+F3 to change case). When you click away from the Word object, the Word menus
disappear and the Excel menus return to normal. Double clicking on the Word object
reactivates the embedded object allowing you to further edit its’ contents using word

processing functionality.

A tal Drdneresa et EGIE e et TN 87 S B RN A T Skt

48
45 - 1
50 - FOOTNOTES - b ocut
21 . . . I i B3 copy
52 1. Disclosure Of Accounting Policies - The Company calculates the cost of its inventories usir
53 the average costing method, and reduces the cost of inventory under the lower of cost ( 0 Ppaste
54 market rule on a regular basis. Al fixed assets are depreciated using the sum-of the-year Document Object *
55 digits method of calculation. Since many of the company's office building contracts ar _
56 multi-year in nature and only involve occasional contractually mandated payments froi Grouping g
57 customers, it consistently uses the percentage of completion method to recognize revenug Order 4
58 for these contractual arrangements. Assign Macro..
= % Eormat Object...
50 2. Disclosure Of Customers - The Company does a significant amount of its total busmess wit
two cust rs, stomep, comprising 17% of togal revenues for the enfire company,

To finalize your footnotes, consider adding the following finishing touches:

1.

www.CarltonCollins.com

Font - For consistency, change the footnote font to match the font used in the financial
statements.
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2. Border - Click away from the Word box to deactivate the object, and click the Word box once to
select it. Right-mouse click on the edge of the Word object to display the popup menu, and select
Format Object as pictured above. On the Colors and Lines tab, click the Line Color drop down
arrow and select No Line, and click OK.

Once printed, the resulting footnotes will appear seamlessly at the bottom of the financial
reports, as shown below.

l\é; Eank. Loans payable B 2 06E B30 2,595,346 s,
7 Less Current Fortion LTD [1,391,542] [754 568
38 Tatal Lang Term Liabilities F 440273 % 4531514
]

40 - EQUITY -

41 Faid in Capital # 2299445 ¢ 2683,214
42 Eteqginning Equity 1985,670 465 BEG
LX) Fartners Contribution 423567 422568
44 Fartners Oraw 324,543 463223
45 Toatal Equity k] 5.033,228 % 3,985,670
46

47 Total Liabilities and Equity ¥ 1265183 § 1151071
48

44

B0 - FOOTNOTES -

&1

B2 1. Disclosure Of Accounting Policies - The Company calculstes the cost of its inventaries using the
B2 average costing method, and reduces the cost of inventory under the lower of cost or market

E rule on a regular basis. All fivxed assets are deprecisted using the sum-of the-years-digits
£ method of calculation. Since many of the company's office building contracts are multi-year in
5E nature and only involve occasionzl contractuslly mandsted payments from customers, it
57 consistently uses the percentage of completion method to recognize revenues for these
Eg contractual arrangements.

:3 2. Disclosure Of Customers - The Company does 2 significant amount of its total business with
- two customers. One customer, comprising 17% of total revenues for the entire company, also
% comprises 51% of the revenues of the not-for-profit segment. The second customer, comprising
31% of totzl revenues for the entire company, also comprises 57% of the revenues of the
E Government segment.
E4
5 3. Disclosure Of Commitments - The Compsany has entered into = contract to purchase 3
Eo minimum of 75,000 cubic yards of concrete per year for the next 7 years at a fixed price of
i 57500 per cubic yard, with no price escalation allowed for the duration of the contract. The
B8 company's minimum annual payment obligation under this contract is 56,625,000. The price
£3 paid under this contract is $15.00 less than the market rate for concrete as of the date of these
?1'] statemeants, 2nd had not significantly changed as of the statement issuance date.
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An Iconic Solution
Measures for Controlling the Display Order of Desktop Icons

Q. | have about 40 icons on my desktop (five years of tax preparation software, several CPA
productivity tools, the office suite, practice management and just plain computer overhead
tools like the Recycle Bin). | have arranged these icons so | can find them easily, but Windows
sometimes rearranges them in no apparent order, and | have to start over. I'd like to avoid
putting them into folders on the desktop because that just adds another mouse click. Is there a
way to lock my icons in place?

A. Desktop icons may automatically rearrange when the video resolution changes during boot-
up and you have Auto Arrange turned on. To turn off Auto Arrange, right click on the Desktop
and in the popup menu:

Windows XP - Select Arrange Icons By, and if selected, click Auto Arrange to deselect it.
Windows Vista — Select View, and if selected, click Auto Arrange to deselect it.
Windows 7 - Select View, and if selected, click Auto arrange icons to deselect it.

Known Issue - Even with Auto Arrange turned off, this is a known issue with some Windows XP
systems, and reportedly, in some cases, this problem can be corrected as follows:

1. Arrange your desktop icons according to preference.

2. Right click on desktop, select Arrange Icons By, and uncheck Show Desktop Icons.
3. Right click on desktop, select Arrange Icons By, and check Show Desktop Icons.

4. Re-boot your computer.

Numbered Icons — A better solution may be to rename and number each ICON to control the
specific order in which icons are auto arranged. As a practical matter, | always rename my
desktop icons anyway, in order to abbreviate the name and save space. Examples of my
renamed and numbered desktop icons are pictured below.

rEoerLerRARS®

1. Excel 2. Word 3. Outlook 4.PPT 5. Access 6.1E 7. Publisher 8.Reader  9.Photoshop  10. Verizon

AEBEB NS &

12.AMoCAD  13.Omacle 14.Go2Meet 15.GoMyPC  16.Skype  17.Smip  18.Recorder 19.Speech 20, Scanner
e
P v

@ @ g\; @ @L“ e s

21.InfoPath  22.Picture  23.FrontPG 24, Firefox 25. Norton 26, UGA 27.Run 28. My PC 29 Ctrl Panel  30. Backup

- ) L = L™ - P ‘.
N NS AR B ®
L @ @ LI LI L :
31.Network  32.Calc  33.Magnify 34.Recent  35.Quick  36.Recycle  37.Fip  38.5ysInfo  39.Player  40.Sync
o —
Al 4 (=) cand L
LT b :
41. Desktop 42, Mavision 43.GP 43.QBs 44. Pecple 45. SAP 46. Snagit 35

; l@?
]
]
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=
2
m
i
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Using this approach, my frequently used icons remain in position, even with Auto Arrange
enabled. This tip may be particularly beneficial to Windows 7 users when organizing folder
icons because that system no longer allows users to disable Auto Arrange in folders.

A Smart Solution to Formatting Bullet Lists
Using Excel’s SmartArt to Format Bullet Lists

Q. | frequently create multi-level numbered lists in Word, and | want these lists to stand out, so
| spend a lot of time individually formatting the various levels in my lists, but this is a tedious
process. Is there any way to create a list style or easily apply formats to a list?

A. Word 2007 and 2010’s SmartArt Vertical Box List may provide the formatting solution you

are looking for. As an example, SmartArt options were used to transform the boring list below
on the left to the more vibrant list on the right.

1. Evaluating Accounting Software
a. Review Web Site Information
b. Review Feature Lists
c. Attend Live Demonstration
2. Implementing Accounting Software
a. Gather Records
b. Update and Edit Records
c. Enter Data
d. Review and Confirm Data
3. Training Users
a. One Day of Group Training
b. Studying the Tutorials
c. One-on-one Training

s Evaluating Accounting Software

*Review Web Site Information

*Review Feature Lists
*Attend Live Demonstration

Implementing Accounting Software
e

eGather Records
eUpdate and Edit Records
oEnter Data

«Review and Confirm Data

Training Users

«One Day of Group Training
oStudying the Tuto'rials
«One-on-one Training

Specific steps for inserting a Smart List and achieving this transformation are described below.

1. In Word 2007 or 2010, highlight and copy your outline list.
2. Select SmartArt from the Insert tab to open the Choose a SmartArt Graphic dialog box.
3. Onthe left side of the dialog box, select Lists, and then select the Vertical Box List as shown below.

Choose a SmartArt Graphic v n - {

B A 1 (T ]
= w | -=.- ® e
20 Process =

o -]

iy Cyde *

Hierarch

o ! _ |Vertical Box List
Eﬂ Relationship e — —
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4. Click the Vertical Box List to select it, and to display the Type your text here dialog box. (If the
dialog box does not display, right click on the Vertical Box List and select Show Text Pane from
the popup menu.)

5. Click in the Type your text here dialog box and press Ctrl + A to select the default outline shown,
and press Ctrl + V to paste your new outline. Your results should appear as follows:

1

Type your text here 53
N . e Evaluating ACcounting Software
* Evaluating Accounting -
Software * Review Web Site Information
. , N * Review FeaturelLists
* Review "'"_\‘Eb Stte = Attend Live Demonstration 5
Information
* Review Feature Lists r ] '™P2menting Accounting Software
* Attend Live = Gather Records
Demonstration * Update and Edit Records
. . = Enter Data
. Implementlng Accounting * Review and Confirm Data
Software
» Gather Records m TrEiningUsers
- Update and Edit Records * One Day of Group Training
- = Studying the Tutorials
»_EntarNata * One-on-one Training
Vertical Box List...
~

6. Add finishing touches by clicking on the Vertical Box List to select it, and to display the SmartArt
Tools menu at the top of the screen. Under the SmartArt Tools, Design tab, select Change Colors
and select a desirable color scheme, such as Colorful Range — Accent Colors 2 to 3.

7. Again from the SmartArt Tools, Design tab, select the SmartArt Styles dropdown and select
Sunset Scene.

Note: SmartArt graphics are limited to a single page and therefore larger lists that span multiple
pages will need to be broken up into separate SmartArt images, which may make this
formatting approach less desireable.

Internet Explorer 8 Shortcuts

1. CTRL + Enter — When typing a web address into your browser’s address box, pressing Ctrl + Enter
will automatically insert the www. and .com. For example, type “HP” into the address bar and
press Ctrl + Enter to quickly navigate to the www.HP.com web site.

2. Shift + Click on a Hyperlink — This keystroke combination makes the hyperlink launch in a new
window.

3. CTRL + Scroll Wheel - Rolling the wheel forward and backward while holding down the CTRL key
zooms in and out of the web page.

Windows Shortcuts

1. Windows key + M - This keystroke combination will instantly minimize all open windows.
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2. Windows key + L — This keystroke combination will instantly lock your computer. You will need to
log back in using your Windows password to continue. (This works in Windows XP or higher.)

3. ALT + Open Folder - Holding the Alt key when opening a folder will open the folder’s properties
dialog box (This is slightly quicker than Right-clicking on a folder and selecting Properties from
the popup menu).

4. Windows key & Pause/Break - This keystroke combination opens the system properties dialog
box. (This is quicker than navigating through Control Panel).

5. Shift + Delete - Holding the Shift key while pressing Delete on selected files or folders will delete
them permanently without placing a copy in the Recycle Bin.

Add Value, Instantly

Opening two Workbooks in one Instance of Excel across Multiple Monitors

Q. When | open Excel on my two separate monitors, Excel doesn’t allow me to use Paste
Special, Value, Add; it only works when | have the two workbooks opened on the same
monitor. What’s going on and how do | fix this?

A. The issue is not that you are using two computer monitors, the issue is that you have two
instances of Excel open at the same time, and Excel’s paste function behaves differently when
pasting between two instances of Excel compared to pasting between two workbooks opened
in the same instance of Excel.

Last month’s topic titled “An Excellent Arrangement” provided instructions for displaying two
views of a single Excel workbook side-by-side on a single monitor. Building on this foundation,
presented below are similar steps for displaying two different Excel workbooks side-by-side in a
single instance of Excel stretched acorss two monitors. This approach will enable you to both
view and use Paste Special, Value, Add between two different workbooks displayed on
separate monitors.

1. Open only one instance of Excel.

2. Restore down the Excel window by double-clicking the Title Bar located at the top of the
window.

3. Stretch the window across both monitors by hovering your mouse pointer over either the
left or right edge of the window until your pointer becomes a double arrow, then click
and drag the window across both monitors.

4. Open two Excel workbooks.

5. In Excel 2007 and 2010, select Arrange All from the View tab to display the two
workbooks side-by-side, each appearing in a sepeate monitor. In Excel 2003, select
Arrange from the Window menu, select Tiled, and click OK.

You can now use Paste Special, Value, Add between the two Excel workbooks.

www.CarltonCollins.com Page 139 Copyright August 2013


http://www.carltoncollins.com/

Office 2013 for CPAs

A Colorful Preview
Make Print Preview Display Charts and Tables in Color

Q. | developed a presentation consisting of numerous Excel charts and data tables on my
desktop computer, and | plan to use Print Preview to deliver the presentation. In practice, on
my desktop computer this approach works well; but when | transfer the presentation to my
laptop, the presentation previews in black and white, not color. | can’t find a setting anywhere
to make my laptop preview in color. Can you help?

A. | applaud your ingenuity; using Print Preview can sometimes be a quick and easy method for
organizing and displaying selected portions of your Excel worksheet to an audience. Excel’s
Print Preview uses the system’s default printer as a basis for rendering the preview. If you

change your computer’s default printer to a color printer, the previewed print job will display in
color.

To change your default printer setting, launch Control Panel from the Start button, and:

1. In Windows 7, select Hardware and Sound, Devices and Printers,
2. In Windows Vista, select Hardware and Sound, Printers,
3. In Windows XP, select Printers and Faxes,

Right click on a color printer, and select Set as default printer from the popup menu as pictured
below.

7
Mame Documents Status Comments L

WAV W
-y W =

EPSON Stylus HP Designlet HP Laserlet 4300 i
Photo RXG80 Series 4520HD Docu

QOpen
¥ Run as administrator 3

Set as Default Printer I}

You can set up and use a color printer for Print Preview purposes, even if you do not have a
color printer attached to your laptop computer. To add a color printer:

1. Launch Control Panel and:

a. In Windows 7 and Vista, select Hardware and Sound, Add a printer,

b. In Windows XP, select Printers and Faxes, and under the Printer Tasks menu,
select Add a printer,

2. Inthe Add Printer dialog box, select Add a local printer,
3. Choose any port from the Use an existing port drop down menu and click Next,
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Select any manufacturer and color printer model and click Next,
Provide an appropriate name in the Printer Name box, click Next,

If asked to share the printer, select No,
Click Finish.

Nouwv s

One Tall Solution
Leave the Tall Print Setting Blank when Scaling to Width

Q. When printing large worksheets in Excel 2003, is there an easy trick to figuring out how
many pages tall the print job needs to be to ensure that my worksheet prints out as wide as
possible on the page, but no wider? | usually set the page width to 1 page, then use the trial
and error method to figure out how many pages tall the print job needs to be.

A. Yes, there is an easy solution. Simply leave the tall box blank in Page Setup, and Excel will
automatically calculate the number of pages tall the report needs to be to print your worksheet

based on the number of pages wide you specify.

T

Page Setup

[

Page |Margins | Header [Foater I Sheet |

4

Crientation

@ Portrait ) Landscape

() Adjust to: |65 | % normal size
@ Fit to: 1 | page(s) wide by

Paper size: Letter

Leave This
Scaing Box Blank l

2| tal !

Note: Excel 2007 and 2010 both provide the menu option Fit All Columns on One Page that

accomplishes the same result.
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j j Mo Scaling
; Print sheets at their actual size

& Fit Sheet on One Page
= _\}j* shrink the printout so that it
fits on one page
& j¢ Fit All Columns on One Page
o Shrink the printout so that it is
one page wide
& Fit All Rows on One Page

_\}j_ shrink the printout so that it is
one page high

Custom Scaling Options...

[=b j¢ Fit All Colurmnns on One Page
1 Shrink the printout so that it i,
p

A Colorful Preview

Q. | developed a presentation consisting of numerous Excel charts and data tables on my
desktop computer, and | plan to use Print Preview to deliver the presentation. In practice, on
my desktop computer this approach works well; but when | transfer the presentation to my
laptop, the presentation previews in black and white, not color. | can’t find a setting anywhere
to make my laptop preview in color. Can you help?

A. | applaud your ingenuity; using Print Preview can sometimes be a quick and easy method for
organizing and displaying selected portions of your Excel worksheet to an audience. Excel’s
Print Preview uses the system’s default printer as a basis for rendering the preview. If you
change your computer’s default printer to a color printer, the previewed print job will display in
color.

To change your default printer setting, launch Control Panel from the Start button, and:
4. In Windows 7, select Hardware and Sound, Devices and Printers,
5. In Windows Vista, select Hardware and Sound, Printers,

6. In Windows XP, select Printers and Faxes,

Right click on a color printer, and select Set as default printer from the popup menu as pictured
below.
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EPSON Stylus HP Designlet HP Laser)et 4300
Photo RXBE0 Series 4520HD
Open
¥ Run as administrator >

Set as Default Printer %

You can set up and use a color printer for Print Preview purposes, even if you do not have a
color printer attached to your computer. To add a color printer:

8. Launch Control Panel and:
a. In Windows 7 and Vista, select Hardware and Sound, Add a printer,
b. In Windows XP, select Printers and Faxes, and under the Printer Tasks menu,
select Add a printer,
9. Inthe Add Printer dialog box, select Add a local printer,
10. Choose any port from the Use an existing port drop down menu and click Next,
11. Select any manufacturer and color printer model and click Next,
12. Provide an appropriate name in the Printer Name box, click Next,
13. If asked to share the printer, select No,
14. Click Finish.

Mastering Your CDs

Q. My client created a backup of their data files using a CD disc, but when we tested the disc on
another computer, we were unable to read the disc. Is there a secret trick to creating CDs that
can be read by other computers?

A. Burning CDs in Windows can be a confusing proposition. Windows provides the ability to
burn discs using one of two available formats: Live File System and Mastered. Assuming your
computer has a writable CD drive, to burn a disc using either format in Windows 7, Vista or XP,
insert a writeable disc (CD-R, CD-RW, DVD or Blue-ray) into your computer's disc drive, and
close the drive. The AutoPlay dialog box will appear offering several options, depending upon
your computer and the software installed. (If the AutoPlay dialog box does not open
automatically, follow the instructions for launching your disc burning program, these
instructions will vary depending upon the computer and software you have). Select Burn files
to disc using Windows to display the Burn a Disc dialog box. Click the Show formatting options
dropdown arrow and check either the Live File System the Mastered radio buttons as shown.

www.CarltonCollins.com Page 143 Copyright August 2013


http://www.carltoncollins.com/

Office 2013 for CPAs

-Ir
Burn a Disc L
f

Prepare this blank disc

Disc title:  Augl 2011

Live File System - Allows you to add and erase files, like a USE
flash drive, Might not be readable on operating systems before
Windows XP,

LNnange version

@ Mastered - Readable on all computers and some CO/DVD
players. Requires you to write all files at once, and individual
files can't be erased afterwards.

Click Next to display an empty disc folder, then drag the files you want to write to the CD to the
empty disc folder and click the Burn to disc button located at the top of the folder. In the dialog
box that follows, click Burn files to data disc.

Each format has advantages and disadvantages as follows:

Mastered CDs - The Mastered format is the superior format for compatibility with other
computers because it creates discs with special formatting and extra coding that is compatible
with most Windows based computers and many other operating systems. The disadvantage is
that to create a Mastered CD, you must collect the files you want copied and burn them in bulk,
instead of adding files to the CD one (or a few) at a time.

Live File System — The Live File System format allows you to create a reusable CD that behaves
like a USB thumb drive, allowing you to add files from the CD as needed, and without having to
burn the entire CD. The disadvantage of the Live File System format is that it is less compatible
than the Mastered format, and compatibility varies based on the version of Live File System. A
summary of the four versions of Live File System and their compatibility follows:

1. Live File System version 1.02 — Compatible with Windows 98 and many Apple
computers.

2. Live File System version 1.5 — Compatible with Windows 2000, Windows XP, and
Windows Server 2003. (It is usually with Windows 98 and Apple computers depending
upon various factors.)

3. Live File System version 2.01 — Compatible with Windows XP and Windows Server. (It is
usually compatible with Windows 98, Windows 2000, and Apple computers, depending
upon various factors.)

4. Live File System version 2.5 — Compatible with Windows 7 and Vista. (It is usually
compatible with earlier versions of Windows, depending upon various factors.)

www.CarltonCollins.com Page 144 Copyright August 2013


http://www.carltoncollins.com/

Office 2013 for CPAs

Therefore, Mastered CDs offer better compatibility while Live File System CDs offer better file
convenience for adding and deleing files. Using the Mastered format to create backups will
ensure greater compatibility for restoring your backup to another computer.

Your Finest Port

Q. | can receive e-mail through Outlook, but | can no longer send e-mail through Outlook. My e-
mail used to work just fine and | have not changed the password or any mail settings. What's
going on and how do | fix this problem?

A. It sounds like your internet service provider (or a relay service provider) has tagged you as a
spammer and is therefore blocking your outgoing e-mail. This is a common problem,
particularly for those who send messages using e-mail merge (because groups of merged e-mail
messages appear similar to spam activity).You may also have been tagged as a spammer if your
computer is infected with a virus that is secretly sending spam from your computer when idle.
(This may be possible even if you are running anti-virus software.)

Although this problem sounds bad, you can usually solve it by changing your outgoing port from

25 to 587, as follows:
Outlook 2010 — From the File tab, select Info, Account Settings, Account Settings
(again) to open the Account Settings dialog box. Under the E-mail tab, select the E-mail
account that is not sending properly and click Change to open the Internet E-mail
Settings dialog box. Click the More Settings button, and on the Advanced tab change
the value in the Outgoing server (SMTP) box to 587 as shown, and click OK, Next,
Finish. Click the Close button to close the Account Settings dialog box.

| Home Send / Receive Folder View Developer Add-Ins é

Account Settings - " é

Change Account

Inten Internet E-mail Settings
E

| General I Cutgoing Server I Connection | Advanced

Server Port Mumbers

Incoming server (POP3): [110] Use Defaults

pted connection {S5L)

User 1

‘four N3

E-mail

Servel

i gll?

Bypted connection: | Mone

Outlook 2007 — From the File menu, select Data File Management to open the Account
Settings dialog box. Under the E-mail tab, select the E-mail account that is not sending
properly and click Change to open the Internet E-mail Settings dialog box. Click the
More Settings button, and on the Advanced tab change the value in the Outgoing
server (SMTP) box to 587, and click OK, Next, Finish. Click the Close button to close the
Account Settings dialog box.
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Outlook 2003 — From the Tools menu, select E-mail Accounts, and in the resulting
dialog box select View or change existing e-mail accounts and click Next. Click the More
Settings button, and on the Advanced tab change the value in the Outgoing server
(SMTP) box to 587, and click OK.

This issue relates to the Internet Engineering Task Force (IETF) memorandum RFC 4409
Message Submission for Mail, a set of standards formalized in April 2006 to help fight spam.
Among other measures, this memorandum mandates that for all e-mail messages sent via port
587, any alias names must be resolved as e-mail is relayed from one server to the next, making
it easier to trace the true source of e-mail messages. Messages sent via port 25 are not required
to abide by such standards, therefore many internet service providers now block messages sent
via port 25 for any sender suspected of spam. Upon changing your port setting, you should be
able to once again send e-mail.

Outlook 2010 and 2007 Shortcuts

1. Convert an E-Mail to a Task — Selecting an e-mail message and pressing the Insert key converts
the e-mail to a task and copies the task to your Tasks list. In addition, the Outlook message is
flagged in red to let you know that it is linked to a task.

V¢ 1)@ From To Subject
E | marylou@asaresearch.com Carlton@ASAResearch.com Electronics Recycling Day!
di Hotel Indigp- =

Received
Mon 03/14/11 9:10,
1: G

11

Press the Insert Key

& Elecronics Recycling Day! ‘—— to Convert an E-Mail
s ¥ Today to a To-Do Task

2. Convert an E-Mail to an Calendar Appointment — First, make sure that the To-Do Bar is visible
by selecting To-Do Bar, Normal from the View tab. Select an e-mail, then drag and drop it on a
specific date on your calendar (in your To-Do Bar) to create an appointment on your calendar.
Add the location, start time, and end time (if necessary), and click the Save and Close from the
Appointment tab.

2
R 4 March 2011

5uMo TuWe Th Fr

Search Inbox (Ctri+E)

Arrange By: Date

Drag and Drop E-Mail
onto Calendar

Mewest ontop

|

4 Today

- | Senior High Counseling Office
James Collins

- Strollerx2@aol.com
allmembers @fieldsdub.com

.| CPAdirectory

20 21 22 33 24 25
27 28 29 30 31

Meceived: Mon 03 10:36 AM v
Subject: Special Speaker at High School Parent Coffee b
Size: 11 KB

Tomorrow

3. Convert an E-Mail to a Meeting Request — Follow the same procedure described above for
creating a calendar appointment, except before you Save and close, select Invite Attendees
from the Appointment tab to create a meeting request. Select recipients to invite to the
meeting using the To button, then click the Send button.
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il | Qe |-

Special Speaker at High School Pare

Appointment Insert Format Text Review

H x % 5] Calendar ﬁ l:_\_l’-)

iz Forward =

&9

L%; Show As:

Save & Delete Copyto My

Appointment|Schedulag Invite i Reminder:
Close Calendar @ OneNote Attendees
Actions Show Attendees
Subject: Special Speaker at High School Parent Coffee

4. Convert an E-Mail Sender to a Contact — In an open e-mail, right click on the name of the sender
to display the popup menu, and select Add to Outlook Contacts, and click Save and Close from
the Contact tab.

341 To Doug Thomas <doug5SthomasE
en )
ce. & Cut
53 Copy
Bee.
a1
Subject: 2 Clear

Dear Carlton: | eeessseesst—

Thank you very much 85
Contact Card

5. To Search All Mail Folders — In Outlook 2010, from the Search tab select Search Tools, Search
Options, and click the radio button labeled All folders. In Outlook 2007, next to the Search box,
click the down arrow and select Search All Mail Items.

Include results only from: ?
7 Current folder

LI

@ All folders

HIDING BETWEEN THE PAGES

Q. Is it possible to temporarily hide or suppress headers, footers or page borders when reading
a Word document?

A. Double clicking on the separation between pages will suppress headers, footers, borders,
space between the pages, and any extra white space at the bottom of a page, thus allowing you
to view the maximum amount of text on your screen. For example, the two screens below show
the same document, except the view on the right has been collapsed, allowing you to view
three pages of text instead of just one.
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Double-click to hide white space 3
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Understanding Accounting and ERP Systems

Currently, there a2 approx: 500 accounting and ERP system solutions available in the s
maeietpace. Whet eases thers gitferent? S g accounting and ERP systemm solutions svailsbla in the
When developing a new sccounting er ERP solution, developers must make several important
d product Thess critical decisions will ly impact = and
industriss to be targsted. So that you might better appraciate the sxtraordinary £
consider the follo: ues that must be tackled up front befors development of & new
sccounting or ERP system can bagin

today is wi
To batter
i

d varied; simply grasping th enormity
arstand the depth and width of the a

wailable options is 2 tough chore.
£ software market, consider the

To restore the headers, footers and space between the pages, double-click the solid line
separating the pages. Keep reading below for another potential solution.

YOUR TYPE IS NOT ALLOWED

Q. | like to review Word documents in Full Screen Reading view, but when | catch typos or want
to make changes, | must switch back to Print Layout view to make those changes. Is there a
different option that allows me to read more text on the screen, yet edit the text at the same
time?

A. Word’s Full Screen Reading view quickly suppresses the menus and positions two sequential
pages side by side, enabling you to view more text. By default, this view does not allow editing,
but you can enable editing as follows. In Full Screen Reading view, click the View Options
dropdown button in the top right corner, and select Allow Typing.
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dL view Options =| X Close

4 Increase Text Size

A Make the text larger for reading. Temporarily changes
how much text fits on a page.

7 Show One Page
_U Read one page at a time,

[ Show Two Pages
| JJ View two pages at a time.

Show Printed Page
Show pages as they will look if printed,

| Margin Settings »

- | Allow Typing

Allow typing while reading. Set this if you like to edit %
your documents as you read them.

This action will allow you to make changes in Full Screen Reading view. Also shown in the
screen image above, additional options allow you to temporarily increase or decrease the text
size for better readability, without actually changing the text size in the document. Further,
related to the previous question, the Margin Settings option provides the ability to Suppress
Margins, as shown below.

Show Margins
- Margin Setti
Show the page without changes, e —L=

- Allow Typing

Allow typing while reagd
your documents as you

Suppress Margins
J Zoom in, making the text larger, and truncate the
margins to make sure the text remains visible.

Automatical id

(If the Suppress Margins option is greyed out, select the option Show Printed Page to make the
Suppress Margins option available.)

DRIVE-BY VIRUS

Q. While one of my employees was surfing the internet, a browser un-expectantly popped up
warning that his computer was infected with a virus. A few seconds later, the browser started
scanning the computer’s hard drive and downloading files. Each time he closed the browser;
another browser popped open and continued the process. Finally, he pulled the plug, but by
then the damage was done and the computer would not reboot. Ultimately, we hired a
technician to reformat and reload the programs and data from scratch. The employee is certain
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that the computer was running an anti-virus program at the time, but we could not confirm
this, or determine which one. How do | prevent this problem from recurring?

A. Even if you are running virus protection software, it is possible to encounter a virus like the
one you described. The virus can be triggered by visiting an infected web page, clicking an
infected hyperlink, or mousing over an infected web page object. While these viruses often
warn of an infected computer and offer to scan your hard drive to solve the problem, in reality,
the viruses usually use the opportunity to install more malicious code on your computer.

Because new viruses continue to emerge, there is no sure way to absolutely protect your
computer, but you can mitigate the problem. To protect your computer, always run up-to-date
anti-virus software, avoid browsing suspicious or unknown web sites, and make frequent back-
ups of your computer systems. When | search the internet, the virus protection solution | use
inserts an emblem at the end of each search result link verifying that the web site is virus free,
and | often rely on this information before clicking the link. Hovering over the emblem provides
a summary of this verification, and a link to a full report, as shown.

== Cite Safety

Search

1 Site: food.com
P e0E SR P j
Summary
-" food - Google Search 2]
- Computer Threats: None
|dentity Threats: Hone
» -
Food.com - Thousand Norton Annoyance Factors: Hone

Recipe ... "‘mﬁf SECURED Ecommerce Safety Threats: None
Food.com has a mas-e

reviewed by people who g Shopping Information

cuisines fo ...

www food.com/ - Cached \/‘ ‘/‘ ‘/

Verified Transaction Privacy
Busi Protecti Protecti

Food - Wikipedia, the
Food is any substance th
body. possibly to the poin Full Report
en.wikipedia.org/wiki/Foo

Fast Food in Norcross, GA on Yahoo! Local @

Fast Food in Norcross, GA on Yahoo! Local Get Ratings & Reviews on Fast

Food with Photos. Maps. Driving Directions and more. %
local.yahoo.com/GA/Norcross/Food+Dining/.. /Fast+Foed - Cached - Similar

Food on Shine &

In the event that | do click on a dubious web page link, my anti-virus software displays the
following warning page, giving me one more chance to avoid the suspicious web page.

/> Malware Wamning - Windows Internet Explorer

File Edit View Favorites Jools Help
X Norton - | exchange server settings port 25 5¢ | Search () Safe Web ~ O identty Safe ~

/5~ @ ProdTrack £ USPS - The U.S. Postal Ser... *§ Malware Waming X - Q A

Warning - visiting this web site may harm your computer!
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When Viruses Attack - If you do encounter a virus that continues to popup malicious browsers,
you may be able to thwart the problem if you react quickly by pressing ALT + F4 repeatedly to
close the current browser and subsequent browsers before they have a chance to fully popup.
If you encounter a virus that freezes your computer, and the mouse and keyboard stop
responding, holding down the computer’s power button for 10 seconds will clear the
computer’s memory cache and force a reboot.

Warnings — These two actions may cause you to lose unsaved work. However, this may be a
better option than allowing a virus to fully infect your computer. Also, be aware that holding
down the power button down for 10 seconds will reboot your computer and offer you an
option to restore your computer to its original factory condition. If you choose this option, you
will lose your applications and data.

DESPERATELY GEEKING SUSAN

Q. It’s time for me to get a new computer, but | am not sure whether | should purchase a
desktop, laptop, netbook, or perhaps even an tablet. Which solution do you think is best? —
Susan

A. Susan, you have asked a loaded question, which reminds me of the old adage “Ask ten
consultants, get eleven answers.” There is no correct answer because it depends on many
factors such as the type of work you do, the programs you run, the amount of travel, and
personal preference. | think the best | can do is tell you what | use (and recommend) and hope
this information is useful. | use four different types of computers, and each is valuable to me in
its own way, as follows:

1. Desktop Computer — | prefer a high-powered desktop computer with multiple monitors (mine
has four) for getting most of my important work done. My workstation is well designed and
highly functional, with a comfortable chair so | can be highly productive all day.

2. Laptop Computer — | carry a laptop computer with me when | travel to stay connected to the
office, get work done in a pinch, and to deliver technology presentations. Laptop computers are
essential to my work. However, the truth is that | am not a big fan of laptop computers because
they have smaller screens, smaller keyboards and | find them uncomfortable to use for extended
periods. | usually either place the laptop in my lap which forces me to crane my neck down, or |
place the laptop on a desk that is too high, which is uncomfortable for my arms. Neither
alternative is conducive to working 8 hours straight.

3. Tablet — Desktop computers are most useful for crunching data such as heavy duty spreadsheet
preparation, writing lengthy documents, preparing tax returns, managing an accounting system,
etc. However, when it comes to accessing, viewing or reading information, a tablet device such
as an iPad2 is most useful. My iPad2 is lightweight, turns on instantly, stores electronic versions
of the books and magazines | am reading, organizes pictures and video clips, provides access to
my e-mail, delivers the latest news stories, and connects to the internet.

www.CarltonCollins.com Page 151 Copyright August 2013


http://www.carltoncollins.com/

Office 2013 for CPAs

4. Smart Phone — A smart phone is essentially both a cellular phone and a small hand held
computer. In addition to keeping me connected via mobile phone, my smart phone contains
dozens of applications such a turn-by-turn GPS directions, maps, weather updates, and travel
expense management tools. | can also use my smartphone to take pictures, check and respond
to e-mail, and access the internet.

Ignoring software, my cost for these four devices is as follows:

e Desktop (HP Pavilion with four monitors and web cam) - $1,400

e Laptop (HP Pavilion) - $599 (refurbished price)

e Tablet— (Apple iPad2) - $499

e SmartPhone — (HTC Droid Incredible) - Free with $70 per month 2-year contract.

Susan, while the functionality of these four types of devices overlap somewhat, | find that each
device makes me more productive in its own way. If you do not travel or visit client offices,
perhaps you could forgo the laptop computer; however, based on my experience, | would
recommend all four of these devices to any tech-savvy CPA.

THE AFTERMATH OF MANY CONDITIONS

Q. | use COUNTIF and SUMIF to summarize detailed transactions based on criteria for one
column, but | need to count and sum transaction data based on criteria for multiple columns. Is
there an easy way to do this?

A. Beginning with Excel 2007, Microsoft added the new functions SUMIFS and COUNTIFS, which
are the plural equivalents to SUMIF and COUNTIF. These new functions each allow you to Sum
or Count based on up to 127 criteria. The proper syntax for using these functions follows:

SUMIFS(sum_range, criteria_rangel, criterial, criteria_range2, criteria2, ...)
COUNTIFS(count_range, criteria_rangel, criterial, criteria_range2, criteria2, ...)

For example, the worksheet below lists 100 rows of sales transactions, beginning at row 12. The

highlighted formula in cell E6 calculates the total sales for all of Sales Rep Claire’s transactions
that resulted in a profit margin of less than 15%.
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& o E F G H I ]
1
2 Summary of Sales by Sales Rep and Profit Margin
3
4 Profit Margin
5 < 15% < 25% < 35%
E Claire] =SUMIFS(SE$13:5E5112,5D513:3D5112,5D6,$H$13:3H5112,£55)|
7 Phillip 128,156 434,208 173,708
8 Dan 351,968 275,258 58,190
9 Fred 189,158 353,674 436,710
10
11
12 Location Sales Rep  Sales Amt Cost_ Profit Profit %
13 Southwest Claire 45,322 27,344 17,978 397%
14 Mortheast Phillip 50,615 30,732 29,883 49.3%
15 Canada Fred 51,508 45,208 16,300 26.5%
16 Canada Fred 28,022 15,561 11,461 40.9%
17 Southwest Claire 55,449 53,786 1,663 3.0%
18 |Mortheast Phillip 64,078 55,363 8,715 13.6%
19 Sputheast Dan 52,983 50,334 2,649 5.0%
20 Canada Fr 32,195 27,752 4,4 \ﬂ l '

Note: | could have inserted the criteria (“Claire” and “< 15%”) directly into the formula. Instead,
| listed these criteria (along with other criteria) in a table format, and referenced the cells
containing the criteria in the SUMIFS formula. This approach allows me to then copy the
formula in cell E6 to the range E6...H9 (with slight edits to the formulas in columns F and G) to
produce a summary table of values using the SUMIFS function.

Advanced Tip: You can use the question mark (?) and asterisk (*) as wildcard characters in your
criteria, whereas a question mark matches any single character, and an asterisk matches any
sequence of characters. For example, to sum sales for those transactions resulting in less than
15% profit, which also occurred in either the Northeast or Southeast, | used the criteria “*east”,
as shown.

Profit Margin
<15%
*east| SSUMIFS(SES9:SES108,5C59:5C5 108,506 SHSQ:SHS 108,£55 |

A

[ R AT RS
—a

Location Sales Rep  Sales Amt Cost Profit Profit %
9 | Southwest 27,344 17,978
10 |Mortheast 30,732 29 883
11 |Canada 45 208 16,300
anada 16 11,461

Claire
Phillip
Fred
Fred
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INTERNET EXPLORER 8 SHORTCUTS

8.
9.
10.

CTRL + Enter — When typing a web address into your browser’s address box, pressing
Ctrl + Enter will automatically insert the “www.” and “.com”. For example, type “HP”
into the address bar and press Ctrl + Enter to quickly navigate to the www.HP.com
web site.

Ctrl + T - Opens a new (blank) tab in the foreground.

Ctrl + Click on a Hyperlink — This keystroke combination makes the hyperlink launch
in a new tab in the background.

Ctrl + Shift + Click on a Hyperlink — This keystroke combination makes the hyperlink
launch in a new tab in the foreground.

Ctrl+n (where n is a number between 1 and 8) - Switch to a specific tab number.

Ctrl + Q - Toggle Quick Tabs (thumbnail view) on or off.

CTRL + Scroll Wheel - Rolling the wheel forward and backward while holding down
the CTRL key zooms in and out of the web page.

Ctrl + Plus Sign — Increase zoom (+ 10%).

Ctrl + Minus Sign — Decrease zoom (- 10%).

Ctrl + 0 — Zoom to 10%.
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Bio for J. Carlton Collins, CPA

ASA Research Carlton@ASAResearch.com 770.842.5902

J. Carlton Collins, CPA is a Certified Public Accountant with experience in technology,
tax, auditing, accounting systems, financial reporting, and bond financing. He is an
author, lecturer, and technology & accounting systems consultant. He has published
books, articles, and web pages and is the author of the monthly technology Q&A column
for the Journal of Accountancy. As a public speaker, Mr. Collins has delivered more than
2,000 lectures in 44 states and 5 countries addressing more than 500,000 CPAs and
business professionals. As a consultant, Mr. Collins has assisted 275+ large and small
companies with the selection and implementation of accounting systems. Mr. Collins has a Bachelor’s degree in
Accounting from the University of Georgia, is a 25+ year member of the American Institute of CPAs and the Georgia
Society of CPAs.

Summary of Selected Positions, Awards & Accomplishments:

Honored as one of the CPA Industries Top 25 Thought Leaders by CPA Technology Advisor Magazine
Author of the monthly Technology Q&A column for the Journal of Accountancy.
Recipient of the AICPA’s Lifetime Technical Contribution to the CPA Profession Award.
Chairman of the Southeast Accounting Show - the South’s largest CPA event.
Recipient of the Tom Radcliff Outstanding Discussion Leader Award.
Named “Top Ten CPA Technologists” by Accounting Technologies Magazine (multiple years).
Named “Top 100 Most Influential CPAs ” by Accounting Technologies Magazine (multiple years).
Has personally delivered over 2,000 technology lectures around the world.
Recipient of the Outstanding Discussion Leader Award from the Georgia Society of CPAs.
. Lead author for PPC's Guide to Installing Microcomputer Accounting Systems.
. Has installed accounting systems for more than 200 companies.
. Chairperson of the AICPA Technology Conference.
. Recipient of the ACCPAC Partner of the Year Award.
. Determined by SAP to be one of the country's "Top Ten Most Influential ERP Systems Consultants".
. Has delivered keynote and session lectures at dozens of accounting software conferences.
. Sworn in as a Certified Public Accountant on September 18, 1985.
. Member of the American Institute of CPAs since 1985.
. Member of the Georgia Society of CPAs since 1982.
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As an auditor, Mr. Collins has audited businesses in the areas of health care, construction, distribution, automobile
dealerships, insurance, manufacturing, and general business. Mr. Collins' tax experience includes corporate,
individual, partnership, fiduciary, and estate tax planning work. In the area of finance, Mr. Collins has prepared (or
assisted in preparing) feasibility studies and financial forecasts for nearly 300 projects seeking more than $3 billion
in startup capital. Mr. Collins is familiar with bond issues, Medicare and Medicaid reimbursement, and conventional
financing matters. In 1992, Mr. Collins contributed and demonstrated more than 500 pages of suggested design
improvements to the Microsoft Excel development team of programmers - and many of those improvements are
found in Excel today.

At the University of Georgia, Mr. Collins was elected President of the Phi Eta Sigma Honor Society, was initiated into
the BIFTAD Honor Society, served three years in the Judicial Defender/Advocate program, and was a member of
Alpha Tau Omega fraternity. At Glynn Academy High School, Mr. Collins was Senior Class President, Class
Valedictorian (1 of 6), and received a principle nomination to Annapolis Naval Academy. Mr. Collins has been married
for 27 years and has two children. He devotes his leisure time to family, travel, tennis, fishing, snow skiing, and riding
motorcycles (both dirt and street). Mr. Collins is president of his homeowners association, participates in the
Gwinnett Clean and Beautiful program, and volunteers for Cooperative Ministries food drive.
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