2011 North Dakota Management Conference

Advanced Excel

Push Your Knowledge to the Next Level

2011 North Dakota Management Conference
May 23, 2011 (1:00pm to 2:45pm)

NORT

NBET R

RS AR ES

-EEH-4-Y% 2

BHERA0E)"

Home

Paste

Clipboard

Insert
Calibri

7 P

Font

Page Layout

Formulas Data

1~ |[AA

BB ~|[ O ]|

Alignment

[ Conditional Formatting - | 5= Insert -

{35 Format as Table ~

Acrobat

3% Delete - || (3]~

=2 ~_ Sort& Find&

[E1Format - || 2~ Filter~ Select~
Editing

1

15 | Local Marketing
1[N %

17| Local Telesision
18| Newspaper Ads

19| Newspapei Ads.
20 | BilBoards

21 | None

22 | Local Television
23 | Newspaper Ads

24 | Direot Mai Coupans
25 BilBoards

26 | None

27 | Looal Television
2

23 N
<> ¥ Sheeti

o
3. Carton Cotins 1

Forthe Year Erded 2005

—MarktngEffort

Marketing
Budget
400,00000
226,000.00
400.000.00
30000000
20000000
400,000.00
228,000.00
400,000.00
162,00000
200,000.00
400000.00
226,000.00

Sheet2

21268383
8674183
166,885, 67
175,758.32
5820200
165.28283
12661950
8467232
188,0158
93667.08
83616.92

Sheet3

11323258
11433517
16817358
14769267
15125750
22003358
7818850
6237108
12188133
14198342
8570192
107.248.17

A

192.263.83
20119125
9326242
8.04592
113342
13475133
6273400
9187883
162.995.08
15113150
105,037.58

mtene
mocsiTeievision
BNeuspaper Ads
o WNeuspaperads
5 Boars
mrone
el Television

mNewspaper ds
1 Direct Mz Caupans
msuBeas

Ready | 7

H DAKOTA

J. Carlton Collins, CPA

ASA Research

Atlanta, Georgia
770.842.5902
Carlton@ASAResearch.com



mailto:Carlton@ASAResearch.com

Order Form
Product Code Description [Quantity Prica

Billing Address Shipping Address
(Please include a telaphona numbar.) (include 4 not same as biling address.)

Telephone # Telephane #

Payment Method Notice
If using a Credit Card, the Biling Address above must  |All prices are in US Dallars. Shipping charges will be
match the Credit Card Biling Address added to yourarder. Orders are shipped the most cost
(Purchase Orders accapted on approved accounts only) [effective way unless specified balow®
Credil Card (CC) Type: Tha CCV Code is the last 3 digits on back of MC &
Visa, and the last 4 digits on front of AMEX

PO Number or
r

*Special Shipping Instructions:

[Approved Signature:

Copy Shop Sales Order
Case Study

As an accounting software installer, I've learned from experience that most businesses can pick
blindly from among the top accounting systems in the world and pretty much get the job done.
From one business to the next, accounts payable needs, payroll needs, trial balance needs,
reporting needs, and even inventory needs are similar and well covered by today’s top
accounting systems. However, there is one area which differs dramatically - and that areais in
the sales order. It turns out that each company sells differing kinds of products and services
with options so varied, that few accounting systems are prepared to handle those needs. In this
situation, | make a bold claim that an Excel template can be easily used to fill in the missing
gaps and supplement any accounting software system to provide excellent order taking
capabilities.
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In this case study, let us assume that we are working with a small copy shop — a small family
owned company with about $300,000 in revenue. In this case they have determined that
QuickBooks meets all of there needs, except for order taking. Therefore our goal will be to build
a Sales Order system using Excel in only a few minutes. Listed below are the key elements that
you will learn in this case study:

Neat and Organized Worksheet Design
=NOW()

Data Validation Lists

=VLOOKUP

Creating Macro Buttons

Creating Macros

Relative versus Absolute Macros
Worksheet Protection

PNV A WN PR

Think about a copy shop for a minute, what is so difficult about taking an order in a copy shop?
It is the options. How many copies would you like? Do you want that printed on front and back?
Stapled or Bound? What kind of binding? What size paper? What color paper? What pound
paper? Do you want regular or fast delivery? These are all standard questions asked by a copy
shop, yet QuickBooks, nor any high end accounting system is able to take such an order. Even
the million dollar solutions aren’t equipped to take such an order. These companies must
instead resort to purchasing a software application called a “product configurator”, solutions
which can costs $75,000 to $750,000 or more. To make matters more difficult, there are often
rules associated with various options — for example, when ordering a car, if you order the sun
roof option, you can not also order the T-Top option. Product configurators must account for
and accommoate these types of situations.

1. Let us begin by simply labeling our sales A B c
order form. As you can see in the screen Molly's Copy Shop
to the right, we’'ve added some labels and Date Time
highlighted some data input fields with
yellow background and gridline borders.

MName
Address

Number of Pages
Number of Copies

(For purposes of this case study, we will
only build in options for color and size,
but once you get the hang of it, adding in
additional options for paper weight,
binding, duplex printing, etc is a rather
simple matter.)

W00 (=l | |0 B w | p | e

=
=

Standard Copy Rate 5 0.03 PerPage
Standard Base Rate

=
[y

iy
M2

iy
L

Which Color Paper? | |
Sur-Charge for Color

==
o =

What Size Paper? | |
Sur-Charge for Size

=
(=1}

==
=N

=
Lo

Total Sur-Charges

[
=]

[
=

Total Invoice Price

w
wa
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2. =NOW() — Next we type in the Excel Function =NOW(). This will cause Excel to display
the computer’s date and time each time an order is produced. You can see the =NOW()
function in the formula bar and the results displayed in cell B2 below.

B2 - £ [ =now()
A B C
1 Molly's Copy Shop
2 |Date Time 7/27/2010 17:55
3
4 |Name |

3. Calculations for Base Rate — Next we add simple calculations to multiply the total
number of pages to be copied by the total number of copies and the base rate per copy.
To make it easier to visualize, | have added some customer data. (The formula contained
in cell B11 is displayed in the formula bar.)

B11 - ( fe| =B7*B8*B10
A B C

1 Molly's Copy Shop
2 Date Time 7/27/2010 17:59
3
4 MName Carlton Collins
5 Address 100 Peachtree Street
6
7 |Number of Pages 75
8 |Number of Copies 125
9
10 Standard Copy Rate S 0.03 Per Page
11 Standard Base Rate S 281.25

4. Color Options — Next | created a table of the color options along with a sur-charge rate per page
for each color. Notice that there is a “zero” sur-charge when selecting white paper. Make sure
to sort your table in descending order because we plan to refer to that table via a Lookup
function — and as we all know, lookup functions do not work properly unless the table array is
sorted in descending order. To make the table of options more readable, | applied gridlines and
a greenish background.
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E9 - fe | 'Blue
A B C D E F

1 Molly's Copy Shop
2 Date Time 7/27/2010 18:02
3
4 Name Carlton Collins
5 Address 100 Peachtree Street
6
7 |Mumber of Pages 75
8 |Number of Copies 125
9 Blue $ 0.002
10 Standard Copy Rate S 0.03 PerPage Green S 0.002
11 Standard Base Rate ] 281.25 Red $ 0.002
12 Silver $ 0.005
13 \Which Color Paper? White S -
14 Sur-Charge for Color

5. Data List Validation — Now this is where the excitement begins. Next | create a data validation
list in cell B13 using column one of my options table. To do this, select B13, and choose Data
validation from the Data Ribbon. Next select List and use the Cell Chooser to highlight the
options in column one of your color options table.

Data Validation (o |
Settings | Input Message I Error Alert |
Validation criteria
Allow:
Any value Ignore blank
[ L
| 125|
Blue $ 0.002
5 0.03 Per Page Green S 0.002
S 281.25 Red S 0.002
Silver S 0.005
Green I+ White s -
Blue
Green
Red
White
6. =VLOOKUP — Next | inserted a =VLOOKUP function in cell B14 to

based on the Color Selected.

return the Sur-Charge rate
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B14 v £ | =VLOOKUP(B13,E9:F13,2)

A B C D E F
& Number of Copies | 125|
g Blue 5 0.002
10 Standard Copy Rate 5 0.03 Per Page Green 5 0.002
11 Standard Base Rate 5 281.25 Red S 0.002
12 Silver 5 0.005
13 Which Color Paper? |Green White 5 -
14 Sur-Charge for Color 5 0.002
15

Notice that when you select different colors in cell B13, the rate in Cell B14 changes according to

the Color Option table.

7. Size Options - Repeat steps 4,5 & 6 above to also create Size Options.

[ [ TNOIOer O COpTes
9

10 Standard Copy Rate
11 Standard Base Rate
12

13 'Which Color Paper?
14 Sur-Charge for Color
15

16 What Size Paper?
17 Sur-Charge for Size
12

19 Total Sur-Charges
20

J.LD'
Blue S 0.002
5 0.03 PerPage Green S 0.002
5 281.25 Red S 0.002
Silver S 0.005
[silver | White s -
g 0.005
11by14inch | $ 0.002
|4 by 6 inch | 11By17inch | $ 0.008
g (0.002) 4 by 6 inch $ (0.002)
5 by 7 Inch $ (0.001)
8.5 by 11 Inch 0

8. Invoice Total — From here it is an easy step to add calculations to total the invoice. Of course
your complete invoice would also include sales tax calculations as well. Our example is kept as
simple as possible to make sure that the key points come across as easy as possible. Here’s what

we have so far:
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B19 - | =(B14+B17)*B8*B7
A B C D E F

1 Molly's Copy Shop
2 Date Time 7/27/2010 18:30
3
4 |Name Carlton Collins
5 |Address 100 Peachtree Street
6
7 'Number of Pages 75
8 MNumber of Copies 125
9 Blue S 0.002
10 |5tandard Copy Rate 5 0.03 Per Page Green 5 0.002
11 Standard Base Rate 5 281.25 Red 5 0.002
12 Silver S 0.005
13 |Which Color Paper? |Silver | White 5 -
14 Sur-Charge for Color 5 0.005
15 11 by 14Inch | $ 0.002
16 |What Size Paper? [8.5 by 11 Inch | 11By17inch | $ 0.008
17 Sur-Charge for Size 5 - 4 by 6 inch 5 (0.002)
18 5 by 7 Inch 5 (0.001)
19 Total Sur-Charges 5 46.875 8.5 by 11 Inch 0
20
21 Total Invoice Price 5 328.13
22

9. Macro Buttons — To make the Sales Order form easier to use, next we will add three macro
buttons. We start this process by creating a single text box, and using the Drawing Tools to make
it look fancy. Here are steps:

Page Layout Formulas Data Review Vie

ﬂﬂng il % e

Clip |Shapes|Smartart  Column Pie Bar
Art - - - -

llustl  Recently U apes
om DoDALLD UG : o F
Ty AN

Text Box
7/27/2010 18:30 printsales Otder /

Sh 1L Lawno s
Y e R r—

10. Create the Print Macro — Next create a print macro by selecting “Macro, Record Macro” from
the “View Ribbon” (make sure that no spaces are used in your macro name and save the macro
to “This Workbook). Set the “Print Area” appropriately to display your Sales Order Form. Next
simply highlight your Sales Order Form and print three copies, then stop recording your macro
by selecting “Macro, Stop Recording” from the “View Ribbon”. Once completed assign the
Macro to the Print Sales Order Button by right mouse clicking and selecting “Assign Macro”.
The right click menu as well as the Assign macro Dialog box are shown in the two screens below.
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E F G H
CalibrifE- 11 - A" o" A~ - F Assign Macro |2 oo
' B IE=EE=EA-EEz- Macro name:
c print_sales_order -m
& | Cut -
=2 | Copy
[ Paste
Exit Edit Text
A | Font..
Blue =7 Paragraph...
Green & Hyperlink... I =
Red -
Silver gssionhlacies || Macrosin: | All Open Workbooks |E|
White ﬂ Format Text Effects... || Description
{?j Farmat Shape...
11byl4inch | $ 0.002 I
11By17inch | § 0.008 k [ ok || canca |
4 by 6 inch % (0.002) ! ==

You want to print three copies of the Sales Order as follows: One for your customer’s
records; One for your product people to follow when making the copies, and one for

bookkeeper to use when entering the invoice amount into QuickBooks.

11. Additional Macro Buttons — Next right click on the edge of the existing macro button
twice, and choose “Copy”; then click away from the button and Paste twice. This will
create two exact copies of your macro button. (You must right click twice on the edge of

the button to display the second menu of options.)

Next select the “Select Objects” menu option from the “Home” Ribbon’s “Find and
Select” menu in the “Edit” Group. Then lasso the three buttons and from the “Drawing
Tools”, use the Alignment tools to left justify and Distribute Vertically the three buttons.

PrintSales Order

Neint Caloc Medar

Print Sales Order

Selnset- || E
g Sort & |Find &
<2 Filter - |Select -

b = ete
Table - Styles - || FE] Format -
Cells

i

ac
= GoTo.
Go Ta Special..
Formulas
Comments
Conditional Formatting
Canstants
Data Validation
L select Objedts

View
line ~

cts ~
[F]

Developer

A A -

Acobat

WordArt Styles

Format

- &2 - | Sy seffito Back -

A - | £ Bring

- || By sele

[F]

= Align = |y
Align Left
& Align Center

EE awﬁvm

Align Top

E
Q

F

PrintSales Order
=]

Align Middle
il Align Bottom

Distribute Horizon
Distribute Vertically

Snap to Grid

[ Snapto Shape
Selection Pane...
[Blue $ 0.002 i@ View Gridlines
|Gresn S 0.002 —]V
| [Red $ 0.002 L
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The results will appear as follows:

B C D G
op

7/27/2010 18:41 Print Sales Order
zarlton Collins Print Sales Order

00 Peachtree Street

PrintSales Order

75
125

[T [¢ nono

Press escape to deselect the “Object Pointer” tool, and return your cursor to normal.

12. Post Sales Order Macro Button — Next | created a macro to post the sales order information to a
database. This is complicated and | will demonstrate several teaching points in class to help you
fully understand the process of writing a combination relative and absolute Here are the steps:

a. Relabel the second Macro Button to Read “Post Sales Order”. This will require you to
first right mouse click on the button and select the text, or if you prefer, remove the
macro before continuing.

Highlight cells B2 thru B21 and label that range “salesorderdata” using the Name Box.
Go to Cell H1 and enter the phrase “Database” in cell H1.

Label cell H1 “database” using the Name Box.

Copy the labels in cells A2 thru A21 and Paste Transpose them to cell H2.

Start recording a macro named “postsalesorder”.

Click the “Use Relative References” option from the Macros Group on the View Ribbon.
Press the F5 key to launch the GoTo Dialog Box.

Select the range “salesorderdata” by double clicking on the word “salesorderdata”.

With your cursor hovering above the selected range, right mouse click and choose
“Copy”.

Press the F5 key to launch the GoTo Dialog Box.

Select the range “database” by double clicking on the word “database”.

Press the End key, followed by the Down Arrow. (You will now be on the last row.)

Press the Down Arrow. (You will now be on a blank row underneath the last row.)

With your cursor hovering above the selected range, right mouse click and choose
“Paste Special”.

In the paste Special Dialog Box, check Values and Check Transpose, and click OK.

Place your cursor on cell Al.

Stop recording the macro by selecting “Macro, Stop Recording” from the “View Ribbon.
Assign the newly recorded macro to the Post Sales order macro Button.

Select Column H and format it to display Time and Date.

Adjust the width of your database columns to your preference.

T T S@m o a0 o

°©=3 -7~

c+tv» - 00T

13. New Sales Order Macro Button — Finally, edit the Third macro Button to Read “New sales
Order” and create a macro that selects the yellow background data cells and deletes the
contents. (Make sure to toggle the “Use Relative References” option off because this macro
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needs to be an absolute macro.) (Also make sure to select Cell B4, then hold the CTRL key down
while you also select the other yellow back ground cells). Before you Stop Recording this macro,
click on cell B4 so your cursor will be in the correct place to start recording a new sales order.

A B C D E F G H I J K
1 Molly's Copy Shop Database
2 Date Time 7/27/2010 19:25 Date Time MName Address
3 7/27/10 7:16 PM Carlton Collins 100 Peachtree Street
4 |Name sandra Williams
5 |Address 65 Nestle Way
s
7 |Number of Pages 45|
8 |Number of Copies 100
9 Blue $ 0.002
10 Standard Copy Rate 5 0.03 PerPage Green S 0.002
11 Standard Base Rate S 135.00 Red $ 0.002
12 Silver $ 0.005
13 |Which Color Paper? |Green | White S
14 |Sur-Charge for Color S 0.002
15 11by14iInch | § 0.002
16 |What Size Paper? [11By 17inch | 11By17inch | $ 0.008
17 |Sur-Charge for Size S 0.008 4 by6inch $ (0.002)
18 5 by 7 Inch $ (0.001)
19 Total Sur-Charges S 45.000 8.5 by 11 Inch 1]
20
21 |Total Invoice Price s 180.00
22

14. Testing — Test your three macros by filling in new sales order information, then click the three
macro buttons in sequence to print, post and delete your data.

15. Unlock Data Input Cells — Next, select the cells containing the yellow background and also select
the database columns (Hold the CTRL key down to make multiple selections. Then format the
those cells to unlock them by right mouse clicking atop your selection and selecting “Format
Cells, and unchecking the Locked Box on the protection tab — as shown below:

Format Cells | D[]

|Number | Alignment | Font I Border I Fill | Protection

[ Hi_ddenm

Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab, Changes
group, Protect Sheet button).

16. Protect Your Worksheet - Finally turn on worksheet protection by selecting “Protect Sheet”
from the Review ribbon. Enter a password and repeat the password. This will prevent you or
others from making accidental changes to the formulas and data contained in your template.

17. Keep in Mind — This case study covered the basics, but you could enhance this template a
number of ways. Here are a few example hints:

a. Combine the three macro buttons into one button that performs all tasks — printing,
posting, and deleting.
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b. You might add an invoice number to the top of the page. Each time you post, your
macro might also create a temporary formula in an empty cell that refers to the invoice
number and adds one, then copies pastes that result atop the invoice number cell using
the paste value command. Make sure the macro then deletes the formula in the
temporary cell.

c. You could easily add more options to your order form.

d. Notice that we also included an option to decrease our price if a smaller paper size is
selected.

e. The sales order form could be dressed up to look far more professional. Colors, grids,
logos, etc. could all be added to make the sales order form match the accounting
system, for example.

f.  You could copy the worksheet and edit a second order for to be used in different
situations. For example, Worksheet A might contain an order form that charges regular
rates when a regular customer enters the store, and Worksheet B could charge higher
rates when a lawyer enters the store —and so on.

g. The resulting database will continue to compile each sales order as posted, adding new
orders to the bottom of the database area each time you post.

h. The bookkeeper need only record the date, customer name, address, and total amount
due in QuickBooks. The printed Sales Order copies on file will serve as supporting
documentation.

i. You can download a copy of this example template from www.CarltonCollins.com — click
the Excel Link.
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MACROS

Automating Your Key Strokes
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Macros

Macros offer a powerful and flexible way to extend the features of Excel. They allow the
automation of repetitive tasks such as printing, formatting, configuring, or otherwise
manipulating data in Excel. In its’ simplest form, a macro is a recording of your keystrokes.
While macros represent one of the stronger features found in Excel, they are rather easy to
create and use. There are six major points that | like to make about macros as follows.

1.

Six Major Points for Creating Macros

Record, Use Excel, Stop Recording — To create a macro, simply turn on the macro
recorder, use Excel as you normally do, then turn off the recorder. Presto — you have
created a macro. While the process is simple from the user’s point of view, underneath
the covers Excel creates a Visual Basic subroutine using sophisticated Visual Basic
programming commands.

Macro Location — Macros can be stored in either of two locations, as follows:

a. The workbook you are using, or
b. Your Personal Macro Workbook (which by default is hidden from view)

If your macro applies to all workbooks, then store it in the Personal Macro Workbook so
it will always be available in all of your Excel workbooks; otherwise store it in your
current workbook. A macro stored in your current workbook will be embedded and
included in the workbook, even if you e-mail the workbook to another user.

Assign your Macro to an lcon, Text or a Button — To make it easy to run your macro,
you should assign it to a toolbar icon so it will always be available no matter which
workbooks you have open. If the macro applies only to your current workbook, then
assign it to Text or a macro Button so it will be quickly available in your current
workbook.

Absolute versus Relative Macros — An “Absolute” macro will always affect the same
cells each time whereas a “Relative” macro will affect those cells relative to where your
cursor is positioned when you invoke the macro. It is crucial that you understand the
difference.

Editing Macros — Once created, you can view and/or edit your macro using the View
Macros option. This will open the macro subroutine in a Visual basic programming
window and provide you with a plethora of VB tools.

Advanced Visual Basic Programming — For the truly ambitious CPA, in the Visual Basic
Programming window, you have the necessary tools you need to build very
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sophisticated macros with dialog boxes, drop down menu options, check boxes, radio
buttons — the whole works. | invite you to knock yourself out. To see all of this power,
turn on the “Developer Tab” in “Excel Options” (see below).

Presented below are more detailed comments and step-by-step instructions for creating and
invoking macros, followed by some example macros.

Steps for Creating A Macro

1. Launch Macro Recorder - Select Record Macros on the View tab, or in the Code Group on
the Developer Tab.

2. Macro Name - Enter a name for the macro In the Macro Name box.

a. The first character of the macro name must be a letter.
Subsequent characters can be letters, numbers, or underscore characters.

c. Spaces cannot be used in a macro name (an underscore character is often used as a
word separator.

d. If you use a macro name that is also a cell reference, you may get an error message
that the macro name is not valid.

3. Shortcut — (This is optional) Assign a CTRL key combination (such as CTRL+A to run the
macro by typing any lowercase letter or uppercase letter that you want to use in the
Shortcut key box.

a. The shortcut key will override any equivalent default Excel shortcut key while the
workbook that contains the macro is open.

4. Macro Location - In the Store Macro In dropdown box, select the workbook where you
want to store the macro.

a. If you want a macro to be available in all Excel workbooks, select Personal Macro
Workbook. When you select Personal Macro Workbook, Excel creates a hidden
personal macro workbook (Personal.xlsb) if it does not already exist, and saves the
macro in this workbook.

i. In Windows Vista, this workbook is saved in the
C:\Users\username\AppData\Local\Microsoft\Excel\XLStart folder.
ii. In Microsoft Windows XP, this workbook is saved in the C:\Documents andSettings\user
name\Application Data\Microsoft\Excel\XLStart folder.
iii. Workbooks in the XLStart folder are opened automatically whenever Excel starts.
b. Note - If you want the macro in the personal macro workbook to be run
automatically in another workbook, you must also save that workbook in the XLStart

folder so that both workbooks are opened when Excel starts.
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5. Macro Description - In the Description box, type a description of the macro.
6. Start Recording - Click OK to start recording.

7. Start Typing - Perform the actions that you want to record. New in Excel 2010, macros can
now record the manipulation of objects, such as inserting or moving a text box.

8. Stop Recording — When you are done click “Stop Recording” in the “Code Group” On the
“Developer Tab”. You can also click Stop Recording on the left side of the status bar.

9. Assign the Macro to an Object, Graphic in the Worksheet — Insert an object (like a Star
shape or text box) or graphic image (like a picture) in your worksheet, then right-click on
that object or graphic image and select Assign Macro from the popup menu. In the Macro
Name box, select the macro that you want to assign to that object or graphic image and
click OK.

10. Menu Navigation Not Recorded — Keep in mind that when you record a macro, the macro
recorder records all the steps required to complete the actions that you want your macro to
perform. Navigation on the Ribbon is not included in the recorded steps, only the
commands that are executed are recorded in the macro.

11. Turn On The Developer Tab — By default, the Developer tab is turned off, but you can turn
it on in Excel 2010 by clicking the File tab select Options, Customize the Ribbon, and check
the checkbox next to Developer Tab. In Excel 2007, click the Microsoft Office Start Button
in Excel 2007, select Excel Options, and under the Popular category, Top options for
working with Excel, select the Show Developer tab in the Ribbon check box, and then click
OK.

12. Enable Macros - If the macro functions are disabled, you can enable them by selecting
Macro Security in the Code group on the Developer tab as shown below.

,Lj = ®=3 Record Macro

== E Use Relative References
Visual Macros
Banic (I Macro Security

Code

Under Macro Settings, click Enable All Macros (this is not recommended by Microsoft
because potentially dangerous code can then run without your approval), and then click
OK.

13. Example Macros You Might Find Useful
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A. Insert Headers and Footers Macro - Start recording a new macro called
Insert_Headers. Select all of the worksheets, then from the Page Layout tab, double
click the Page Setup dialog box button to display the Page Setup dialog box. Continue to
customize the header and footers to include page numbers, date and time stamps, file
locations, tab names, etc. Assign the macro to an Icon on your toolbar or Quick Access
Bar for quick and easy access. Thereafter, inserting headers and footers in your
worksheets will be a breeze.

B. Print Macros — Do you have a workbook containing multiple reports that you frequently
print? If so, insert macro buttons to print each individual report, a group of reports, and
even multiple reports, and in the future reporting will be a snap.

C. Delete Data Macro — Do you have a frequently used template that contains a lot of
variables? If so, create a macro that visits each cell and erases that data, resetting the
worksheet for use in a new set of criteria. Assign the macro to a macro button and you
will never again have old assumptions mixed in with your newer template.

D. Macro Case Study — Carlton’s Copy Shop — See the following chapter for a detailed case
study for using macros.
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Miscellaneous Tips
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Excel’s Solver

Solver is one of the more powerful features in Excel because it can solve for optimum results in
complex worksheets while obeying stated constraints. With Solver, you can find an optimal
value for a formula by manipulating a group of cells that are related, either directly or
indirectly, to the formula in the target cell. Solver adjusts the values in the adjustable cells to
produce the result you specify from the target cell formula. You can apply constraints to restrict
the values Solver can use in the model, and the constraints can refer to other cells that affect
the target cell formula.

In the portfolio example shown below, the user wishes to determine how much money to
invest in various investments in order to maximize the return on those investments. Of course
the maximum results can be achieved by simply place in all monies in the investment that yields
the highest results, however this approach violates the “don’t put all of your eggs in one basket
rule”. In this case the user wants to diversify their funds across many types of investments.
Therefore constraints are established such as no more than 35% of funds can be invested in
blue chip stocks and the checking accounting must contain at least $100,000.

A portfolio is shown below and some constraints have been included in lust form. These
constraints will need to be stated in terms of formulas in the solver manager dialog box.

=)

@J File Edit Yiew Insert Format Took Data  Window Help Type aquestion forhelp » - & X

DEHRS GRLITH LB 2 = -4l &l @B - @

i -z -[B]lz g S==EH8 % WHEE B A

H17 - I3
Al B [ ¢ | © ] E [ F [ G [ H [ J K =

| 1 |Solver Example - Portofolio I
|2 |

EN

Annual  Annual
Earnings Growth Amountof Percentage Annual Annual Projected

|4 Rate Rate Investment  Investment Earnings Rate Growth Rate Total

| 5 | Blue Chip Stocks 6.00% 1.00% 630,000 35.0% 37,800 6,300 674,100

|6 | Growth Stocks 0.00% 5.00% 260,000 14.4% - 13,000 273,000

| 7 | Speculation Stocks 0.00% 12.00% 180,000 10.0% - 21,600 201,600

| 8 | Checking Account 2.20% 0.00% 100,000 5.6% 2,200 - 102,200

| 9| RealEstate 8.00% 12.00% 450,000 25.0% (36,000) 54,000 468,000

10|  Mutual Fund 5.00% 2.00% 180,000 10.0% 9,000 3,600 192,600
|11 | 1,800,000 100.0% 13,000 98,500 1,911,500
112 |
113
| 14|  Objective is to Diversify Investments

15
|16| Checking Account must have at least $100,000
17| Checking Account shoul be no more than $150,000 | _|
| 16| Speculaton stoicks must be no more than 10% of portfolio
119|  Blue chips must be at least 25% of portfolio
120  Mutual funds must be no more than 10% of portfoio
| 21| Real Estate mustbe at least 25% Ll
122|  Blue chips can be no more than 35%
|23 |

24 -
M4 DI|\ Scenario PivatTable £ Scenario PivotTable 2 £ Sheetl 5 Sheet2 / Sheet3 £ Shest4 £ Sheets £ she | 4 | | Ll_r

Draw= g | dueshapes= ™ w O O 8 & | - Z-A-==2=Z 4 JB

Ready
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The key to making solver work is the solver Parameters dialog box shown below.

Solver Parameters il
Set Target Cell: Ifﬂn- ’s] Solve I
Equal Ta: @ Max  Mn  Valueaf: IU

Close

By Changing Cells:

[§Hg5: 50510 B3| Guess |

—Subject ta the Constraints:

Reset all

$H$E <= 0,35
$HES == 0,75 x| —IQB'Bte

Oplions |
$G$6 <= 150000 = Add
$G$5 == 100000
fHfI0 ==10.1
ik _ Change_| |

Help

The target cell is set to refer to the total portfolio value at the end of the year because this is
the value that we want to maximize. The changing cells are set to reference the percentages of
each investment. Finally the various constraints are expressed as formulas as shown in the
lower left hand corner of the dialog box. Once solver has been run once, the solver formulas
stick to the worksheet and the results are changed and updated as the various assumptions in
the worksheet are changed and updated. For example, you may later determine that the
growth rate for real estate is a different amount. Inputting that new amount in the worksheet
will cause Excel to automatically adjust all variables to produce the optimum investment mix
that maximizes earnings without violating any stated constraints.

Creating a New Worksheet can be a Drag

Q. How can | insert new worksheets in my Excel workbook without having to constantly setup
new headers and footers in those new worksheets?

A. Excel 2003, 2007 and 2010 allow you to duplicate a worksheet by holding the Ctrl key down
and dragging the worksheet’s tab to the left or right. This action will insert a new worksheet,
complete with the same headers, footers, margins, column widths, and cell contents, as the
original worksheet. (In many situations, this method is quicker and easier than inserting a new
worksheet and then adding headers, footers, margin settings and content.)

26 Sales Discounts Total

27 |DDD-4183-01 Lsrounts Trade Discount - West
a2 nnn.A1e3_n 1'4'; M LRt Trada Nicecnunt - Cantral
M 4 + M| Sheetl Sheetl(2) . Sheet? . Sheet3 . ¥J

Ready | F |

25 |000-4180-04 Sales Discounts Sales Discount - Canada )
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Alternative Approach: You can achieve the same results using the menus by selecting a
worksheet tab (or group of tabs), right-mouse clicking on that worksheet tab (or group of tabs),
selecting Move or Copy, checking the Create a copy checkbox, and clicking OK.

Hint: You can also use this procedure to duplicate multiple worksheets at the same time. To do
this, select the first worksheet to be duplicated by clicking on the worksheet tab. Next, while
holding down the Shift key, select the last worksheet to be duplicated by clicking on its’ tab.
(This action will select those two tabs, and all worksheet tabs in between.) Complete the copy
by holding the Ctrl key down and dragging the group of worksheet tabs to the left or right.

A Refreshing Change in Your Portfolio

Q. I've heard that you can create a stock portfolio in Excel that is updated automatically via the
Internet. Can you please tell me if this true, and if so how this is accomplished?

A. You've heard correctly. Excel provides a built-in query tool that can link your worksheet to
20-minute delayed stock quote information. This query tool uses Open Database Connectivity
(ODBC) to establish a permanent connection between the source data and your Excel
workbook. Once the link has been created, your Excel workbook can be updated with current
stock price information simply by clicking the Refresh button. To build an ODBC-based stock
portfolio, make sure that your computer is connected to the internet, and create a basic
portfolio as suggested in the screen image below:

E3 - fe | =C3*D3 {
A B C D E F

1

2 Mame of Stock Ticker Symbol Mumber of Shares Price Per Share Total Value

3 MSET 5000 | ol

4 KO 5000 1]

5 HD 5000 ]

] 1BM 5000 ]

7 WMT 5000 ]

8 GLD 5000 0

9 1]

(=)
=]

Be sure to include valid ticker symbols for each of the stocks, mutual funds, ETFs and other
investments you own. Next, create the query as follows:

1. Launch the Import Data dialog box as follows:
a. In Excel 2007 and 2010, from the Data Ribbon, select Existing Connections from the Get

External Data Group. This action will launch the Existing Connections dialog box. In the
Existing Connections dialog box, select MSN MoneyCentral Investor Stock Quotes.
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b. In Excel 2003, from the Data Menu select Import External Data, Import Data. This
action will launch the Select Data Source dialog box. In the Select Data Source dialog
box, select MSN MoneyCentral Investor Stock Quotes.

2. In the Import Data dialog box, select the option for New worksheet as shown below, and click
OK to display the Enter Parameter Value dialog box.

[ Import Data @'ﬂ_hJ ?

Where do you want to put the data?
(71 Existing worksheet:

In the Enter Parameter Value dialog box, click the Cell Chooser icon and highlight the cells in
your portfolio containing the stock ticker symbols as shown below. Check the box labeled Use
this value/reference for future refreshes and click OK.

A B i D E

1
2 Name of Stock __Ticker Symbol ~ Number of Shares Price Per Share Total Value
3 : MSFT 3 5000 0
4 E KO ! 5000 0
5 ' HD : 5000 0
& E 1BM ' 5000 Cell Chooser 0
7 ! WMT E 5000 Icon 0
] < - N ! 5000 0 l
9 0
10

EI [ Enter Parameter Value \@ér
2 Enter stock, fund or ather M3N MoneyCentral Investor symbols se
13 commas.
14 | =Sheet4! $853:5853|
15 Use this value/reference for future refreshes
16 [ Refresh automatically when cell value changes
s
19

This action will retrieve and display an array of stock quote information from the MSN
MoneyCentral Investor database in a new Excel worksheet. This information includes the name
of each investment and 20 minute delayed price per share data, among other information. An
example of the resulting stock quote query is shown below.
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2 Click here to visit MSN Money

Previous 4 j&
3 Last Close High Low Yolume Change | Change |52 Wk
4 |Microsoft Corp Chart News 27.02 26.89 27.06 26.78 52,621,910 0.13] 0.48%
5 The Coca Cola Co Chart News 64.5 64.9 64.94 64.48 10,342,821 -0.4 -0.62% g
6 Home Depot Inc Chart News 33.48 33.36 33.56 33 16,353,806 0.12] 0.36% §
7 International Business Machines Corp  Chart Mews 14538 14518 145.68 14425 3,710,884 02| 0.14% 1
2 Wal Mart Stores Inc Chart News 54.62 5475 5476 54.31 10,099,205 -0.13] -0.24% '
g SPDR Gold Shares Chart News 138.07 1352 13811 136.48 16,520,222 287 212% 1&

Return to your portfolio worksheet and fill in the missing name and stock price information
using simple reference formulas to refer to the investment names and stock price information
on the query worksheet. For example, select cell D3 in your portfolio worksheet, and enter the
formula =QueryWorksheet!D4 (assuming the worksheet containing your query is named
QueryWorksheet). Thereafter, each time you click the Refresh All button, Excel will update the
query results, which in turn will update your portfolio.

E Home Insert Page Layout Formulas Data Review View Developer eBay P,

({4] From Access L & ﬂ _J.,j Connections ‘El’ ‘E ( { %
=g From Web S1 S = r% T £ld EEE]
B From Text From Othfr Existin_g Refrevs g} il sort Filter Y}Ad\ranced Text to
EE| Sources Connections All Columns
Get External Data Connections Sort & Filter
D14 - % | Refresh All (Ctrl+ Alt+F5)
A Update all the information that is E
1 coming from a data source.
Ticker Number Price Per
2 Name of Stock Symbol  of Shares Share Total Value
3 |Microsoft Corp MSFT 5,000 5 27.02 135,100
4 The Coca Cola Co KO 5,000 5 64.50 322,500
5 |Home Depot Inc HD 5,000 § 33.48 167,400
6 |International Business Machines Corp 1B\ 5,000 § 145.38 726,900
7 \'Wal Mart Stores Inc WMT 5000 S 54.62 273,100
8 |SPDR Gold Shares GLD 5,000 5 138.07 690,350
9 2,315,350

=
(=]

Tip 1: If you plan to print your portfolio report, insert the formula =NOW() in cell A1 (or any
blank cell) to ensure that the date and time your portfolio was printed appears on the report.

Tip 2: If you prefer to use the Refresh button (ie: instead of the Refresh All button), you must
first select a cell (or cells) within the query.

Tip 3: If you later add more line items to your portfolio, you can change the query parameters
by right mouse clicking on the query and selecting Parameters from the drop down menu.

XPS versus PDF
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Q. | see that Microsoft Office 2007 and 2010 offer a new format called XPS. | have read that
this new format supports the paperless environment and | wonder if our firm should be using
this format as we go paperless. Can you tell me what this is?

A. XPS (XML Paper Specification) is a new format developed by Microsoft that offers an
alternative to Adobe System’s PDF (Personal Document Format) format. A key advantage of
both XPS and PDF formats is that the fonts used in the document are embedded in the file so
that the document will display and print properly on other computers and printers. For Word
2007 and 2010 users, an advantage of the XPS format is that no additional software is required
to view the XPS based documents because Microsoft Word automatically views documents
with the XPS format. However, PDF documents require the user to download a PDF reader,
such as the Acrobat Reader in order to view the document. To create an XPS document in
Word 2007 or 2010, from the Office Start button or File tab, select Save As, and select the XPS
Document option form the Save as type: drop down box shown below, provide a file name in
the File name: box, and click OK.

- | +y | | Search

@Ov| . » Computer » HP(C:) » Data »

‘ Organize ~ om Views = ‘ MNew Folder

Name Date taken Tags Size »

Favorite Links |i
| i i
, Templates | | S 1 r | L
More » ]! B !. |
before
. Data

Folders « | 2006 and 2007 2008 2009 2010

| 2006 and before ||
| 2007 |

-

File name: 2009 1040 Tax Return for DR Thomas -

Save as type: [XPS Document VJ

. ‘Word Document

Crlier Word Macro-Enabled Document
T295 Word 97-2003 Document
Title: Word Template

Subject: Word Macro-Enabled Template

Word 97-2003 Template

PDF

Optimize for: PS5 Document
Single File Web Page L3

Web Page

Nt el Al ety i attane

Be aware that once you have saved a Word document as a PDF or XPS file, it cannot be easily
edited or converted back to a Microsoft Office file format without specialized software or a
third-party add-in. Both PDF and XPS file formats are frequently used to produce finalized
documents to be shared. For example, financial reports, tax returns, legal documents,
contracts, newsletters, and resumes are examples of documents that are commonly converted
to PDF or XPS formats prior to sharing.

Excel’s New Slicer - It Slices, it Dices...
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Q. We maintain a large amount of data for more than 100 restaurants and we analyze sales and
expenses daily, weekly and monthly by location, city, state and territory, and even by type of
restaurant. Overnight, the results of operations for the previous day feed into a database and
we analyze the data in Excel using pivot tables. Despite preparing dozens of reports, my
superiors desire more detailed reports and analysis. Can you offer a good solution?

A. Excel 2010’s new Slicer may be the answer you are looking for. Slicer is an enhancement to
Excel 2010’s PivotTables that inserts filter boxes that your superiors can click to display
precisely the reports they desire. To use Slicer, position your cursor anywhere in a PivotTable
report and from the Insert ribbon, select Slicer from the Filter group. This action will open the
Insert Slicers dialog box shown below.

7
Home Insert Page Layout Formulas Data Review View Developer PowerPivot
] 2E 5 _
4 +
- T2 Smartart ! =
Picture Clip ... 3
At =
Tables Illustrations Charts Links
N
B6 - £ | 675000.82 [
A B 4 D E F ]
2
4
3 Restaurant Name, Location and Number |~ Sum of Revenue Insert Slicers |_ 7| = _|
4 |Albany, New York , Store 2 5 671,176.79
5 |Albany, New York, Store 1 S 656,206.93 [V]state -
& Auburn, New York , Store 2 $  §75,000.83 DC‘“‘_ E
7 | Auburn, New York, Store 1 S 669,392.24 Eremitory
. [V]5ales Rep
8 |Augusta, Maine, Store 2 5 636,398.80 [@]Type
9 Augusta, Maine, Store 1 5 686,955.12 [FRevenue
10 Beacon, New York , Store 2 S 657,454.03 [Clo1/o1/10
11 Binghamton, Mew York , Store 2 s 631,679.73 Qmmz,rm )
- "

Place a checkmark in the checkbox for each slicer you want to display and click OK. Excel will
insert slicer dialog boxes containing filter buttons in the worksheet for each field name you
select, as shown below.
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A B C D = F G H 1 J K
2
M Restaurant Name, Location and Number - Sum of Revenue
State (4 Type (9 Sales Rep )
4 Albany, New York , Store 2 S 671,176.79
5 Albany, New York, Store 1 s 6856,206.93 Connecticut DineIn Caroline
6 Auburn, New York , Store 2 S 675,000.83 - Drive Thru —
7 Auburn, New York, Store 1 S 669,392.24
8 Augusta, Maine , Store 2 $  636,398.80 Massachusetts Hotel Madison
9 Augusta, Maine, Store 1 5 686,955.12 New Hampshire Mall Marilyn é
10 Beacon, New York , Store 2 S 657,454.03
11 Binghamton, New York , Store 2 $  63L679.73 DB IHEE iy
12 Binghamton, New York, Store 1 5 616,188.18 New York Territory
13 Boston, Massachusetts , Store 2 S 652,022.36 N 5 5
Pennsylvania Atlantic Region

14 Boston, Massachusetts, Store 1 S 659,790.45
15 Buffalo, New York , Store 2 $  1,343,425.22 Rhode Island Great Lakes Region
16 Buffalo, New York, Store 1 S 1,308,908.93 e Quaker Region
17 Canandaigua, New York , Store 2 S 666,251.94
18 Canandaigua, New York, Store 1 $  666,132.31 Upper Side
19 Cohoes, New York , Store 2 5 669,151.54
20 Concord, New Hampshire , Store 2 ] 653,508.48
21 Concord, New Hampshire, Store 1 5 650,527.58

Corning, New York , Store 2 ] 690,905.30

Cortland, New York , Store 2 5 664,434.0;

Simply click the various filter buttons to display different views of your data. For example, the
report below summarizes revenue for those “Dine-In” and “Drive-Thru” restaurants managed
by “Caroline” and “Madison” in the “Atlantic” and “Great Lakes” regions. (Holding down the
Ctrl key allows you to make multiple selections within a Slicer dialog box.) The selected filter
buttons are highlighted and the non-selected filter buttons are greyed out, allowing you to see
which filters have been applied to the report.

A B C D E F G H I ] K (
2
B e
£l Restaurant Name, Location and Number - Sum of Revenue =
= State [ Type ® Sales Rep f
4 Niagara Falls, New York, Store 1 $  678,142.21

5 MNiagara Falls, New York, Store 2
6 Miagara Falls, Mew York, Store 3

646,990.71 New York Dine In Caroline
622,726.89

- Rhode Island Drive Thru Conner
7 Niagara Falls, New York, Store 4 695,861.53
8 Niagara Falls, New York, Store 5 661,976.53 Connecticut Hote Madison
Maine Mal Marilyn
10 Providence, Rhode Island , Store 2 658,714.96
11 Providence, Rhode Island, Store 1 630,612.47 e sandy

12 Providence, Rhode Island, Store 2 644,951.77 New Hampshire Territory ®

$
$
$
$
5 Norwich, New York, Store 1 $  660,072.77
3
$
$
$
$

13 Providence, Rhode Island, Store 3 668,598.84 - 7 7
New Jersey Atlantic Region
hEY Grand Total 6,568,648.68

15 Pennsylvania Great Lakes Region
16 Vermont Quaker Region

17

18 Upper Side

19

In the example shown above, the reader could produce up to 720 different views of this one
report (9 States times 4 Types times 4 Territories times 5 Sales Reps). In your situation, you
could add three similar PivotTable reports summarizing your data by week, month, and quarter,
and e-mail the entire workbook to your superiors. This would limit the total number of reports
you would need to prepare to just four, yet provide your superiors with the ability to view the
data thousands of different ways, according to their preference.
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Advanced Tip: A Slicer can be shared with multiple PivotTable reports so that when filters are
applied in one Slicer, multiple PivotTable reports are filtered. To share a Slicer, click on the
Slicer to be shared to display the Slicer Tools, Options tab. In the Slicer group, select PivotTable
Connections and place a checkmark next to the PivotTables you want to share the Slicer as
shown below.

Slicer Caption: 1l — | _—=—a = === === ===
Type Sl | (e e | = | =
—— X FivotTable ——E= EES == EEE ===
(3 Slicer Settings ' Connections

Slicer licar Stule

Niagara Falls, New York, Sta|/| [
Niagara Falls, Mew York, Sta| |
Monwich ork, Store 1

Type - q PivotTable Connections (Type) |@—§:§|
A Select PivotTables to connect to this slicer
) Name Sheet
3 N FivotTable5 Revenue by Month
4 Niagara Falls, New York, Sta PivotTable4 Revenue Report
3 +
5 Niagara Falls, New York, Std PivotTables Sales Rep Report
6 Niagara Falls, New York, 5to
7
8

Hint: You can resize and re-position your slicers on the worksheet, and apply matching styles to
both the PivotTables and Slicers to produce professional looking results.

E-Mail a Single Worksheet

Q. What is the easiest way to send a single Excel worksheet to a staff member without sending
them the entire workbook?

A. You can send a single worksheet (ie: not the entire workbook) from within Excel using the
integrated Outlook Send this Sheet applet, as follows:

1. Launch the E-Mail dialog box tool as follows:

In Excel 2003 - Select File, Send to Mail Recipient.

In Excel 2007 and 2010 — Right mouse click on the Quick Access Toolbar and select Customize Quick
Access Toolbar. In the Choose commands from: drop down box, select Commands Not in the
Ribbon. Scroll down and select Send to Mail Recipient, and click the Add>> button to include this
command on your Quick Access Toolbar. Click OK. Click the Send to Mail Recipient icon on the
Quick Access Toolbar.

2. In the E-Mail dialog box, select the radio button labeled Send the current sheet as the message
body, and click OK.
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|z — D

Y¥ou can send the entire workbook as an attachment to an e-mail message or
send the current sheet as the body of an e-mail message.

() Send the entire workbook as an attachment

(@ Send the current sheet as the message body!

3. This action will create an e-mail message using the worksheet contents as the e-mail message with
limited Outlook tools and functionality as shown below. Indicate the e-mail recipients and subject as
you would normally when preparing an E-mail message and click Send the Sheet.

E Home Insert Page Layout Formulas Data Review View Developer eBay PowerPivot

= X i | = (] = 1 —1  S=Insert -
Arial 14 - A B = General - =1 EF' &
Ba- A . = E > 5 Delete ~
Paste 7 B 7 U-| i~ Sy~ A~ 5=

$ v % s %3 Conditional Format Cell | .,
> | Formatting - as Table = Styles - | L2 Format =

Clipboard Font Alignment Humber Styles Cells

EJgendthiSSheet Accounts ] - B, -7 3 ¥ ﬁ} .’JOgtions‘.. -

[ To... Luca.Pacioli @Tuscany.gov
i ce...
[l Bec...

Subject: Real Estate 2010 Analysis

Introduction: | As you requested, attached is an analysis of the rental properties for the year ended December 31, 2010

A NG AN WA

B3 - fe | Texas
A B C D E F G H
Vacancy

1 Manager State City Type Revenue Expenses Profit Rate
2 |Billy Texas Dallas Apartment 47,520 45619 1,901 24.7%
3 |Billy Texas Dallas Triplex 91,463 72,256 19,207 35.6%
4 |Billy Texas Dallas Apartment 356,040 259,909 96,131 25.5%
5 Billy Texas Dallas Triplex 154,276 143,477 10,799 65.0%
6 |Billy Texas Dallas Apartment 113,924 93,417 20,506 25.5%

7 |Billy Texas Fort Worth  Triplex 94,936 77,848 17,089 31.5%
8 Bi Te ent 9

C
=
=
o0
]

The Send This Sheet menu is integrated with Outlook so that the To..., Cc..., and Bcc... drop
down fields will display your contacts and contact groups you maintain in Outlook. Once the e-
mail is sent, a copy of the e-mail appears in your Outlook Sent Items box, similar to that of a
regular e-mail.

Cautionary Note 1: When using this Send the current sheet as the message body option, the
Excel data is converted from an Excel format into a table format containing only values. To send
a single worksheet with the Excel formulas intact, make a copy of the workbook, delete all of
the worksheets except for the one you intend to send, and repeat the steps above using the
Send the entire workbook as an attachment option.

Cautionary Note 2: When sending e-mails from within Excel, your default signature block is not
inserted into the e-mail.
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Cautionary Note 3: This functionality works well with Outlook, but does not necessarily work

with other e-mail client applications.

Displaying a Two Digit Year

Q. How can | force Excel to display a two-digit year (instead of a four-digit year) by default?

A. Many of Excel’s default settings are determined by the setting in the Windows Regional and
Language Options. To adjust these settings, launch the Regional and Language Options dialog

box as follows:

1. In Windows XP, launch Control Panel from the Start Menu, and double click the Regional and

Language Options icon.

2. In Windows Vista and Windows 7, launch Control Panel from the Start Menu. Select System and
Maintenance, then in the left hand menu select Clock, Language, and Region, Regional and

Language Options.

In the Regional and Language Options dialog box, click the Customize this format...to open the
Customize Regional Options dialog box. On the Date Tab, click the Short date: drop down
arrow in the Date formats group and select a date format that includes a two-digit date as

shown below.

& Customize Regional Options &
| Numbers I Currency I Time | Date |
Exarmple
Short date: 12/5/2010
Long date: Sunday, December 05, 2010
Date formats
Short date: m l:]

M/ dfyyyy

Long date: M/ dy

mi- _
What the notations i MM/ dd/yyyy
d, dd = day; ddd, ddiyy/MM/dd

yyyy-MM-dd
Calendar dd-MMM-yy

When a two-digit year is entered, interpret it as a year between:

1930 and 2029 =

W

You must close and restart Excel for this change to take effect. Thereafter, Excel will display the
two-digit date format you specified as the default.
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Cautionary Point: It is important to understand that even when you are displaying 2-digit years,
you should still make it a habit to enter 4-digit years, otherwise Excel may assume the wrong
century. This is because Excel interprets two-digit years ending in 00 through 29 as years 2000
through 2029. (For example, if you type the date 6/2/20, Excel assumes the date is June 2,
2020.) However, Excel interprets two-digit years ending in 30 through 99 as years 1930 through
1999. (For example, if you type the date 6/2/60, Excel assumes the date is June 2, 1960.) You
can change the way Excel interprets two-digit years by adjusting the Calendar setting located at
the bottom of the Customize Regional Options dialog box (shown above).

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
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.

l} c2 - | 61010 ! j
-E_-

A C D h
1  Invoice # Customer Date Amount
2 4480  Champ's Feilizer Co. 06/10/10] $456.18

3 4431 Molly's Cleaning Services 06.-"14.-"10. $182.55

Once created, Excel remembers the custom format so you won’t have to create it again in the
future.
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-
Format Cells |

Mumber Alignmentl Fant IE!nrder I Fill IPrutectinn

Category:

General " Sample
Mumber

Currency

Accounting Type:

Date

Time aoyjool/oo

Percentage (F & #EE0 ) (F (& #ER)_(F" ) _(@)

Fraction (8= # #20.00_); _(s* (#,#£0.00); _(s= "2 ); (@)
Scientific (=&, #20.00 (= (#,#20.00); _(*="-"7 (@)
Text (FEE0 ) _(Flx ekl (@)

Spedal “fes™ "Yes"; Mo"

TN | |“Truck T False”

"On";"0n"; "Off"

[5E-2] #,#=0.00_); [Red]([5E-2] #,#£0.00)
[5-409]dddd, mmmm dd, yyyy

e

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

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.

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.
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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.

12| = ||

Custom Views

Views:

= ~ Ehﬂw
Full Report without Dollar and Percent Differen
Maonth to Date Report
Report Summary
Report with Budaet Comparisons
View of Repart for the Bard of Directors
fear to Date Report

Close

Animate Excel Charts in PowerPoint by Data Series
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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.

3

Sales b s Rep

M Doug
mTina
M Scott

1 g - i M Krista
1 ~ - - -

January T
February

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.

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.
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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.

|ZI_] Data Bar Formatting Examplel o B Data Bar Formatting Example:2
A B C = D E F

4 |Expense: Budget Actual 3

5 Automobile Expense 50,000 38,765 — 4 Difference ‘ % Difference ‘

6 Bank Senvice Charges 700 940 5 H 11,235 i 22% q %
7 Conference Registration Fees 3,600 4,000 6 (240) -34% (C
8 Contract Labor 234,600 266,548 7 (400) i 11% (@
9 Contributions 16,200 s | ||| e [ (31049 B 4% (G
10 Dues and Subscriptions 72,600 60511 | ||| 9 EEYS PIT
11 Equipment Purchase 3,700 3,710 10 I 1208 B e o«
12 Equipment Rental 500 654 11 (10) E 0% (d
13 Hardware Purchase 31,600 39,501 12 usey [ 31% (0
14 |Insurance 97,100 116,970 || 13 I (7901 [ 25% (O
15 Marketing Giveaways 11,100 11,849 14 (B (19870 [ 20% (0
16 |Memberships 1,100 900 15 (749) [' -7% (d
17 Miscellansous 222,700 210,103 16 200 B =«
18 Office Supplies 83,000 68,618 17 I 12508 Ol 6% q
19 |Online Computer Senices 49,800 57,897 18 [| 14,382 7% a
20 |Outside Services 3,000 3,015 19 I (g007) | 16% (O
21 Partner Salary Draw 1,857,600 1,720,000 20 (15) ‘ 0% (d
|¢22¢ f'ub?taue And Deliverv 1?.1110 12,612 1 21 d 7% 0

Sheetl | Income Statement . Shed)] 4 1l b [ M 4 » ¥ Sheetl | Income Statement . Sheet? ~Sheet3 - Sheetd %1

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.

F |'1

Arrange Windows |@|—EE

Arrange
(@) Tiled
1 Horizontal
| Vertical

| Cascade

Windows of active warkboak

|

O ] ’ 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.

A18 v (* X ¥ /| '000-4140-02 £
A C
16 Caior - 11 - 3 Total
17 000-4140- B 7 A - A A Repair

FR000-410 g T E——

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.
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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.

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

# (=

=0 E =

Home Insert Page Layout

References Mailings Review View

Bl MENMEWSE AR : A AaBchD AaBbCeD 3
Paste V; B 7 U ~ahe x, X° - A~ T Normal | T No Spaci...
Clipboard & Font ) Paragraph ) r
A B D
34 Equipment Payable ,275, 621,870
35 Vehicles Payable , 347,978
36 Bank Loans payable 2,066,690 2,345,346
37 Less Current Portion LTD (1,391,842) 754, 568)
38 Total Long Term Lizbilities $ 4422799 5 4\1 814
39
10 - EQUITY -
41 Paid in Capital S 2,299,445 5 2,65321
42 Beginning Equity 1,985,670 455,665
43 Partners Contribution 423,567 423,568
44 Partners Draw 324,543 453,223
45 Total Equity $ 5033225 § 3985670
465
47 Total Liabilities and Equity $ 12551936 5 11151071
- still in Excel, but Word menu
= , —— appears at top of screen when
51 ' embedded Word document is
52 active.
53
54 .\
55
56

57
58

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.

a8
a9
50
51
52
53
54
55
56
57
58
59
60

ATt ol Drertome e e EQIEPcea e S ™ 6 bl e S T

two

1. Disclosure Of Accounting Policies - The Company calculates the cost of its inventories usir 3| Lopy
the average costing method, and reduces the cost of inventory under the lower of cost ( 0y Paste
market rule on a regular basis. Al fixed assets are depreciated using the sum-of the-year Document Object *
digits method of calculation. Since many of the company's office building contracts ar Grouping X

multi-year in nature and only involve occasional contractually mandated payments frol
customers, it consistently uses the percentage of completion method to recognize revenug Order 4
for these contractual arrangements.

2. Disclosure Of Customers - The Company does a significant amount of its total busmess wit Y
Clst IS, stomef, comprising 17% of toggl revenues for the enjirg compa ,|_

-FOOTNOTES - b cut

Assign Macro..,

Format Object...

To finalize your footnotes, consider adding the following finishing touches:

1.

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.

\é; Etank Loans payable A 2 0EE B30 2,595,346 s,
7 Less Current Fortion LTD [1.391.842) [F54.568]
s Tatal Lang Term Liabilities F o440 % 4831514
a4
40 - EQUITY -

4 Faidin Capital * 2299445 # 2653214
42 Eeginning Equity 1986670 465 BEG
43 Fartners Contribution 423067 423563
44 Fartners Draw 324543 463223
15 Toatal Equity # B033,226 § 3,985,670
45

47 Total Liabilities and Equity F 12651836 § 1151071
48

44

B0 - FOOTMNOTES -

51

B2 1. Disclosure Of Accounting Policies - The Company calculstes the cost of its inventories usingthe
B2 average costing method, and reduces the cost of inventory under the lower of cost or market

E rule on a regular basis. All fixed 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 occasional contractuslly mandsted psyments from customers, it
57 consistently uses the percentage of completion method to recognize revenues for these
Eg contractual arrangemeants.
ik ) N . ’ .
P 2. Disclosure Of Customers - The Company does a significant amount of its total business with
- twao 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 total revenues for the entire company, also comprises 57% of the revenues of the
£S5 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'] statements, 2nd had not significantly changed as of the statement issuance date.

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?
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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
Name Documents Status Comments L

W/PE P
-y Wy

EPSON Stylus HP Designlet HP Laserlet 4300
Photo RX680 Series 4520HD

Open
¥ Run as administrator 3

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 laptop computer. To add a color printer:

1. Launch Control Panel and:

a. InWindows 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,

In the Add Printer dialog box, select Add a local printer,

Choose any port from the Use an existing port drop down menu and click Next,
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.

NoukwnN
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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.

Page Setup

Page |Margins I Header [Footer I Sheet |

Orientation
@ Portrait b () Landscape
Leave This
caling Box Blank

) Adjust to: |85 | % normal size

@ Fit to: 1 = page(s) wide by = tall

Paper size: Letter

Note: Excel 2007 and 2010 both provide the menu option Fit All Columns on One Page that
accomplishes the same result.

jj Mo Scaling
; Print sheets at their actual size

100

&+ Fit Sheet on One Page
‘ir‘_{g"ﬁ" shrink the printout so that it
fits on one page
¢j¢ Fit All Columns on One Page
a Shrink the printout so that it is
one page wide
&+ Fit All Rows on One Page
_{g_ Shrink the printout so that it is
one page high

Custom Scaling Options..,

¢j¢ Fit All Columns on One Page .
1 Shrink the printout so that it i:l}.
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| Hope to See You Zoom

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

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?

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

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.

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.

It’s Time to Split

Q. | 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?

A. 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.

Styles = S A ARRChE L Fllter ™ select T * T T T

Cells T 636.19 392.50 510.25 637.

= 279,500.00 172,001.00 215001.25 279,501. %

- (34.68) (20.3¢ (26.42) (33.

J K L M 2,049.48  1,262.22 ™N\1,577.78 2,051
70,809.57 4357612  56M48.96

22,506.25 13,851.00 17,313

Jul Aug p Oct
214085 267569 3,478.39 214055 966.88 596.00 774.80
38.34 49,84 6230 383 2147484 13214 28

c-
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In the example below the Vertical Split Screen tool has been used to display data for the 1%
quarters 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 .I 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| Equipment 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  19,007.63 12,866.70  18,247.32 13,305.34  11,697.00
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

| Command You

Q. 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?

A. 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.

- — - — W

Bemove from Quick Access Toolbar

Customize Quick Access Toolbar...

"_"J .*l Calib Show Quick Access Toolbar Below the Ribbon

fat 52 Minimize the Ribbon

EEE f IB — T TT T — —_—T = =
Clipboard ™ Font [= Alignment [=

f | =012/0.8

L

Next, in the Choose commands from drop down box, select the option to view Commands Not
in the Ribbon.
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@ Customize the Quick Access Toolbar,

Choose commands from: G

Popular Commands

Popular Commands

All Commands
Ma

Commands Mot in the Ribbon

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.

Popular
Formulas
Proofing
Save

Advanced

Add-Ins
Trust Center

Resources

- Customize d

@ Customize the Quick Access Toolbar.

T} SEIEU MILILpIE UDJECs
g.! Select Names

=8 Select Visible Cells

v Semitransparent Shadow
ﬁ Send for Review...

(=1 Ssend Now

[ 0 Exchange Folder

< & sendto Mail Recipient

&% Shadow Color 3
() shadow Effects » (
Shadow Effects -

2 shadow On/Off

E Show Outline Symbals

4] sort.

%l Sort Ascending

il Sort Descending

H;p Speak Cells

‘9@ Speak Cells - Stop Speaking Cells
4= Speak Cells by Columns

%= Speak Cells by Rows | &
Speak Cells on Enter
Spelling...

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

>

D

CF e <3O

Show Quick Access Toolbar below the Ribbon

Customize Quick Access Toolbar: (i

For all documents [default) |z|
=

¥} Undo »
™ Redo »
3 New

| &, Print Preview

= Form..

,]_3] PivotTable and PivotChart Wizard

E@ Publish as Web Page...

& Quick Print

D Rounded Rectangular Callout

|y Save as Web Page...

% Scibble

select Visible Cells

Send to Mail Recipient

Speak Cells

Carlton's "Paste As Text” Macro
Strikethrough

| EET N

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
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.
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M
[

Form...
PivatTable and PivotChart Wizard
Publish as Web Page...
Save as Web Page...
Select Visible Cells
Send to Mail Recipient
Speak Cells

i

i e

“S:_'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

L
&
=

Encrypt Document
Print Preview

Cuick Print

Create PDF

View Side by Side
Datasheet Formatting
Scribble

Sort Ascending

Sort Descending

Calculator
Clipboard
Increase Font Size

to your Quick Access Toolbar, as well as the following
twenty additional commands (shown to the right) which |
personally find more useful, to make them easily

Decrease Font Size
Select Current Region

assessable.

Strikethrough
Camera

Rounded Rectangular Callout
Close All

CORFX > eer e RE T BhEL

—

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).

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.
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XML Data
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Overview of XML in Excel

Microsoft Office Excel makes it easy to import Extensible Markup Language (XML) (Extensible Markup
Language (XML): A condensed form of Standard Generalized Markup Language (SGML) that enables
developers to create customized tags that offer flexibility in organizing and presenting information.)
data that is created from other databases and applications, to map XML elements from an XML
schema (XML Schema: A formal specification, written in XML, that defines the structure of an XML
document, including element names and rich data types, which elements can appear in combination,
and which attributes are available for each element.) to worksheet cells, and to export revised XML data
for interaction with other databases and applications. Think of these XML features as turning Office
Excel into an XML data file generator with a familiar user interface.

1. Why use XML in Excel?
a. XML data and schema files
b. Key XML and Excel scenarios
2. The basic process of using XML data in Excel

a. Working with XML maps

b. Using the XML Source task pane

c. Element types and their icons

d. Working with single-mapped cells

e. Working with repeating cells in XML tables
f. XML map security considerations

g. Importing XML data

h. Working with an inferred schema

i

. Exporting XML data
3. Using the Excel macro-enabled Office XML Format file

Why use XML in Excel?

XML is a technology that is designed for managing and sharing structured data in a human-readable text
file. XML follows industry-standard guidelines and can be processed by a variety of databases and
applications. Using XML, application designers can create their own customized tags, data structures,
and schemas. In short, XML greatly eases the definition, transmission, validation, and interpretation of
data between databases, applications, and organizations.

XML data and schema files

Excel works primarily with two types of XML files: XML data files (.xml), which contain the custom tags
and structured data. Schema files (.xsd), which contain schema tags that enforce rules, such as data type
and validation. Note The XML standard also defines Extensible Stylesheet Language Transformation
(XSLT) (XSL Transformation (XSLT): A file that is used to transform XML documents into other types of
documents, such as HTML or XML. It is designed for use as part of XSL.) (.xslt) files, which are used to
apply styles and transform XML data into different presentation formats. You can apply these
transforms before you import XML files into Excel and after you export XML files from Excel. If XSLT files
are linked to XML data files that you import into Excel, you do have the option to apply or not apply the
formatting before the data is added to the worksheet, but only when you open an XML file by using the
Open command on the Microsoft Office Button .
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Key XML and Excel scenarios

By using XML and Excel, you can manage workbooks and data in ways that were previously impossible
or very difficult. By using XML maps, you can easily add, identify, and extract specific pieces of business
data from Excel documents. For example, an invoice that contains the name and address of a customer
or a report that contains last quarter's financial results are no longer just static reports. You can easily
import this information from databases and applications, revise it, and export it to the same or other
databases and applications. The following are key scenarios that the XML features are designed to
address:

1. Extend the functionality of existing Excel templates by mapping XML elements onto existing
cells. This makes it easier to get XML data into and out of your templates without having to
redesign them.

2. Use XML data as input to your existing calculation models by mapping XML elements onto
existing worksheets.

3. Import XML data files into a new workbook.
4. Import XML data from a Web service into your Excel worksheet.
5. Export data in mapped cells to XML data files independent from other data in the workbook.

The basic process of using XML data in Excel
The following diagram shows how the different files and operations work together when you use XML
with Excel. Essentially, there are five phases to the process:
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Adding an XML schema file (.xsd) to a workbook

Mapping XML schema elements to individual cells or XML tables

Importing an XML data file (.xml) and binding the XML elements to mapped cells

Entering data, moving mapped cells, and leveraging Excel functionality, while preserving XML
structure and definitions

Exporting revised data from mapped cells to an XML data file
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Working with XML maps

You can create or open a workbook in Excel, attach an XML schema file (.xsd) to the workbook, and then
use the XML Source task pane to map XML elements of the schema to individual cells or tables. After
you map the XML elements to your worksheet, you can import and export XML data into and out of the
mapped cells. When you add an XML schema file (.xsd) to your workbook, you create an XML map. In
general, XML maps are used to create mapped cells and to manage the relationship between mapped
cells and individual elements in the XML schema. In addition, these XML maps are used to bind the
contents of mapped cells to elements in the schema when you import or export XML data files (.xml).

There are two kinds of mapped cells that you can create: single-mapped cells and repeating cells (which
appear as XML tables). To make designing your worksheet more flexible, you can drag the mapped cells
anywhere on a worksheet and into any order — even one different from the XML schema. You can also
choose which elements to map and not map.

The following rules about using XML maps are important to know:
1. A workbook can contain one or more XML maps.
2. You can only map one element to one location in a workbook at a time.
3. Each XML map is an independent entity, even if multiple XML maps in the same workbook refer
to the same schema.

4. An XML map can only contain one root element. If you add a schema that defines more than
one root element, you are prompted to choose the root element to use for the new XML map.

Using the XML Source task pane

You use the XML Source task pane to manage XML maps. To open it, on the Developer tab, in the XML
group, click Source. The following diagram shows the main features of this task pane.
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2. Displays a hierarchical list of XML elements in the currently listed XML map

3. Sets options when working with the XML Source task pane and the XML data, such as how to
preview the data and control headings

4. Opens the XML Maps dialog box, which you can use to add, delete, or rename XML maps

5. Verifies whether you can export XML data through the current XML map

Element types and their icons

The following table summarizes each type of XML element that Excel can work with and the icon that is
used to represent each type of element.

Element type Icon

Parent element

Required parent element

Repeating parent element

Required repeating parent element

Child element

Required child element

Repeating child element

Required repeating child element

Attribute

Required attribute

Simple content in a complex structure

Required simple content in a complex structure

N D EEEEE

Working with single-mapped cells
A single-mapped cell is a cell that has been mapped to a nonrepeating XML element. You create a single-
mapped cell by dragging a nonrepeating XML element from the XML Source task pane onto a single cell
in your worksheet. When you drag a nonrepeating XML element onto the worksheet, you can use a
smart tag to choose to include the XML element name as a heading above or just to the left of the
single-mapped cell, or you can use an existing cell value as a heading. You can also use a formula in a
single-mapped cell, if the cell is mapped to an XML element with an XML Schema Definition (XSD) data
type that Excel interprets as a number, date, or time.
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Working with repeating cells in XML tables

XML tables are similar in appearance and functionality to Excel tables. An XML table is an Excel table
that has been mapped to one or more XML repeating elements. Each column in the XML table
represents an XML element. An XML table is created when you:

1. Use the Import command (in the XML group on the Developer tab) to import an XML data file.

2. Use the Open command (on the Microsoft Office Button ) to open an XML data file — and then
select As an XML table in the Open XML dialog box.

3. Use the From XML Data Import command (from the From Other Sources command button, in
the Get External Data group, on the Data tab) to import an XML data file — and then select XML
table in existing worksheet or New worksheet in the Import Data dialog box.

4. Dragone or more repeating elements from the XML Source task pane to a worksheet.

5. When you create an XML table, the XML element names are automatically used as column
headings. You can change these to any column headings that you want. However, the original
XML element names are always used when you export data from the mapped cells.

Two options under the Options button in the XML Source task pane are useful when you work with XML
tables:

1. Automatically Merge Elements When Mapping When selected, Excel creates one XML table
from multiple fields as they are dropped onto the worksheet. This option works as long as the
multiple fields are dropped on the same row, one adjacent to the other. When this option is
cleared, each element appears as its own XML table.

2. My Data Has Headings When selected, existing heading data is used as column headings for
repeating elements that you map to your worksheet. When this option is cleared, the XML
element names are used as column headings.

Using XML tables, you can easily import, export, sort, filter, and print data based on an XML data source.
However, XML tables do have some limitations regarding how they can be arranged on the worksheet.
XML tables are row-based, meaning that they grow from the header row down. You cannot add new
entries above existing rows. You cannot transpose an XML table so that new entries will be added to the
right. You can use formulas in columns that are mapped to XML elements with an XML Schema
Definition (XSD) data type that Excel interprets as a number, date, or time. Just as in an Excel table,
formulas in an XML table are filled down the column when new rows are added to the table.

XML map security considerations

An XML map and its data source information are saved with the Excel workbook, not a specific
worksheet. A malicious user can view this map information by using a Microsoft Visual Basic for
Applications (VBA) macro. Furthermore, if you save your workbook as a macro-enabled Excel Open XML
Format File, this map information can be viewed through Microsoft Notepad or through another text-
editing program.

If you want to keep using the map information but remove the potentially sensitive data source
information, you can delete the data source definition of the XML schema from the workbook, but still
export the XML data, by clearing the Save data source definition in workbook check box in the XML
Map Properties dialog box, which is available from the Map Properties command in the XML group on
the Developer tab.
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If you delete a worksheet before you delete a map, the map information about the data sources, and
possibly other sensitive information, is still saved in the workbook. If you are updating the workbook to
remove sensitive information, make sure that you delete the XML map before you delete the worksheet,
so that the map information is permanently removed from the workbook.

Importing XML data

You can import XML data into an existing XML map in your workbook. When you import data, you bind
the data from the file to an XML map that is stored in your workbook. This means that each data
element in the XML data file has a corresponding element, in the XML schema, that you mapped from
an XML Schema file or inferred schema. Each XML map can only have one XML data binding, and an XML
data binding is bound to all of the mappings that were created from a single XML map. You can display
the XML Map Properties dialog box (Click Map Properties in the XML group on the Developer tab.),
which has three options, all selected by default, that you can set or clear to control the behavior of an
XML data binding:

1. Validate data against schema for import and export Specifies whether Excel validates data
against the XML map when importing data. Click this option when you want to ensure that the
XML data that you import conforms to the XML schema.

2. Overwrite existing data with new data Specifies whether data is overwritten when you import
data. Click this option when you want to replace the current data with new data, for example,
when up-to-date data is contained in the new XML data file.

3. Append new data to existing XML tables Specifies whether the contents of the data source are
appended to the existing data on the worksheet. Click this option, for example, when you are
consolidating data from several similar XML data files into an XML table, or you do not want to
overwrite the contents of a cell that contains a function.

When you import XML data, you may want to overwrite some mapped cells but not others. For
example, some mapped cells may contain formulas and you don't want to overwrite the formula when
you import an XML file. There are two approaches that you can take:

1. Unmap the elements that you don't want overwritten, before you import the XML data. After
you import the XML data, you can remap the XML element to the cells containing the formulas,
so that you can export the results of the formulas to the XML data file.

2. Create two XML maps from the same XML schema. Use one XML map for importing the XML
data. In this "Import" XML map, don't map elements to the cells that contain formulas or other
data that you don't want overwritten. Use another XML map for exporting the data. In this
"Export" XML map, map the elements that you want to export to an XML file.

The ability to import XML data from a Web service by using a Data Retrieval Service Connection (.uxdc)
file to connect to a data source is no longer supported in Microsoft Office Excel 2007 through the user
interface. If you open a workbook that was created in Office Excel 2003, you can still view the data, but
you cannot edit or refresh the source data.
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Working with an inferred schema

If you import XML data without first adding a corresponding XML schema to create an XML map, Excel
tries to infer a schema for you based on the tags that are defined in the XML data file. The inferred
schema is stored with the workbook, and the inferred schema allows you to work with XML data if an
XML schema file isn't associated with the workbook. When you work with imported XML data that has
an inferred schema, you can also customize the XML Source task pane. Select the Preview Data in Task
Pane option from the Options button to display the first row of data as sample data in the element list,
if you imported XML data associated with the XML map in the current session of Excel.

You cannot export the Excel inferred schema as a separate XML schema data file (.xsd). Although there
are XML schema editors and other methods for creating an XML schema file, you may not have
convenient access to them or know how to use them. As an alternative, you can use the Excel 2003 XML
Tools Add-in Version 1.1, which can create a schema file from an XML map. For more information, see
Using the Excel 2003 XML Tools Add-in Version 1.1.

Exporting XML data
You export XML data by exporting the contents of mapped cells on the worksheet. When you export
data, Excel applies the following rules to determine what data to save and how to save it:

1. Empty items are not created when blank cells exist for an optional element, but empty items are
created when blank cells exist for a required element.

2. Unicode Transformation Format-8 (UTF-8) encoding is used to write the data.

All namespaces are defined in the Root XML element.

4. Excel overwrites existing namespace prefixes. The default namespace is assigned a prefix of ns0.

Successive namespaces are designated ns1, ns2 to ns<count> where <count> is the number of

namespaces written to the XML file.

Comment nodes are not preserved.

6. You can display the XML Map Properties dialog box (Click Map Properties in the XML group on
the Developer tab.) and then use the Validate data against schema for import and export
option (active by default) to specify whether Excel validates data against the XML map when
exporting data. Click this option when you want to ensure that the XML data you export
conforms to the XML schema.

w

v

Using the Excel Macro-enabled Office XML Format File

You can save an Excel workbook in a variety of file formats, including the Excel macro-enabled Office
XML Format File (.xIsm). Excel has a defined XML schema that defines the contents of an Excel
workbook, including XML tags that store all workbook information, such as data and properties, and
define the overall structure of the workbook. Custom applications can use this Excel macro-enabled
Office XML Format File. For example, developers may want to create a custom application to search for
data in multiple workbooks that are saved in the this format and create a reporting system based on the
data found.
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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,
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Because | had an extra page left in this book, I'll throw in a few jokes and quotes to brighten
your day. Enjoy!

e I'mso poor | can’t even pay attention

e | have enough money to last me the rest of my life...unless | buy something.

e It's so simple to be wise. Just think of something stupid to say and then don't say it!

e |'m searching for fun and happiness that does not involve food or money...

e We make a living by what we get, we make a life by what we give.

e Count your age with friends but not with years.

o Never play leapfrog with a unicorn.

Friction can be a drag.

When | want your opinion, I'll remove the duct tape.

e Light travels faster than sound. That's why some people appear bright until you hear them speak.

e Football is a combination of two of America’s worst elements: Violence and committee meetings.

e | haven't spoken to my wife in years; | don't like to interrupt her.

e My fake plants died because | did not pretend to water them

e Never let a computer know you're in a hurry.

o | totally take back all those times | didn't want to nap when | was younger.

| planned to surprise my wife with a new centerpiece for the table...but the taxidermist was closed.

| have kleptomania, but when it gets bad, | take something for it.

For every action, there is an equal and opposite government program.

Even free advice costs more than it used to.

Love is holding hands in the street. Marriage is holding arguments in the street.

| always try to hold hands with my wife...because if | let go she'll start shopping!

My back goes out more than | do.

An Adult is a person who has stopped growing at both ends and is now growing in the middle.

The journey of a thousand miles ... begins with a broken fan belt.

e |I'm getting serious about exercising - I've moved my TV set much farther away from my refrigerator.

e A Freudian slip is when you say one thing but mean your mother.

e  While in the army, Will never liked the phrase "Fire at will".

e Studies have shown that you can live longer by having more birthdays.

e My wife keeps saying that | don’t listen to her...or something like that.

e My life goal is to be filthy stinking rich...well, 2 out of 3 ain't bad.

e Achild of five would understand this. Send someone to fetch a child of five.

e Warning: Dates in Calendar are closer than they appear.

e Because of these hard economic times, | have started selling furniture on the side. The trouble is, it
is my own.

Carlton’s CPE Prayer
Now | lay me back to sleep.
The speaker's dull; the subject's deep.
If he should stop before | wake,
Give me a nudge for goodness' sake.
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