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About Me

Hello everyone,

My name is Alan Murray. | live in
Ipswich in the United Kingdom with my
wife and 2 children.

| work as an IT Trainer and have done
for the last 20 years.

Working as an IT Trainer, | visit many
organisations to train their staff in the
use of Excel.

This means | get to meet many
wonderful people and also get a good understanding of what Excel skills
users’ need, and want to know.

| set up Computergaga to help spread these in-demand tips and skills to
others.

I’'m an Excel enthusiast and am always learning myself so encourage
comments and community spirit on my blog. | hope to see you there.
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The Ultimate Excel Course

The Complete Excel Course for just $10 — Check it Out

Learn all the skills you need to know to be an Excel Expert

e IF Functions e Power Query

e PivotTables e Manipulating Text

e VLOOKUP e Macros & VBA

e Charts e And much, much more

Files can be downloaded for practise, and quizzes to test your knowledge.

Your instructor on hand to answer any questions you may have.

Click Here to Enrol for Just S10
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1. Adding Numbers with Leading Zeros

When entering numbers into a cell in Excel, you may wish to keep the leading
zeros. Examples might include when entering phone numbers, or employee
ID’s.

However Excel will not allow this and will remove any leading zeros. For
example, if you typed 002 into Excel, it would display 2. The zeros are deemed
redundant.

There are two methods we can use to make Excel keep the leading zeros. One
way is to enter them as text, and the other is to format them with zeros (this
approach will keep the value numeric).

To enter a number as text (such as a phone number), we can simply precede
the number with a single quotation ‘. This tells Excel that you have typed a
number, but want it stored as text. Excel will react like in the image below.

J || 002
B C D E

t (002 |

Murmber Stored as Text

Convert to Mumber
Help on this error

lgnare Error

Edit in Formula Bar

Error Checking Options...

You can see in the Formula Bar that a single quotation was typed. In the cell a
warning icon is displayed, and when | click on it | am provided with a quick way
to convert it to a number if this was a mistake.

To remove the warning and keep it as text with the leading zero, click Ignore
Error.

Another way to enter a number with leading zeros is to customise the
formatting of the number. Let’s imagine that we are entering employee ID’s
which are exactly 8 characters in length.

1. Select the range of cells you want to apply the formatting to.
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2. Right mouse click on the selected cells and click Format Cells, or press

Ctrl + 1 (neat Excel shortcut there ©).

3. Select the Number tab, Custom from the list on the left and enter

00000000 (eight zeros) into the Type box.

Format Cells

MNumber  Alignment

LCategory:

General
Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

SEeciaI

Font Border Fill

Sample
01241906

Iype:

Protection

00000000

General

0

0.00

#8820

££20,00

& #20-# #50
###(;[Red]-# ##0

# #£0,00;-#,#£0,00

# #£0,00;[Red]-#,#£0.00
£ 880,18 #50

££ #£0;[Red)-££,££0

L

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

[ ok

| | Cancel |

In the sample area of the image above you can see Excel placing a 0 at the start
of the employee ID, which would otherwise only be 7 numbers in length.

The 0’s enter into the Type box force Excel to display a number. Therefore if
we do not enter one, Excel puts in a 0.
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2. Restrict Values with Data Validation

When manipulating, analysing and reporting on data, these tasks will only be
as successful as the data itself. There is no point being a PivotTable guru if your
colleagues are mistyping names, and not entering dates correctly.

The Data Validation tool in Excel is great for ensuring the data being entered is
clean and correct. You can write all kinds of validation rules to check data,
however the most common use of Data Validation is to create a drop down list
of options.

Let’s look at how to do this;
1. Select the range of cells you want to apply the Data Validation rules to.
2. Click the Data tab and then Data Validation.
3. On the Settings tab, select List from the Allow options.
4. You can now enter the list entries into the Source box separating each

one with a comma (shown in image below).

Data Validation ? >

Settings  Input Message  Error Alert

Yalidation criteria
Allow:
List o Ignore blank
Data: ln-cell dropdown
between

Source:

|.I‘|

Red Yellow, Blus [

Apply these changes to all other cells with the same settings

Clear All ] 4 Cancel

Or

Select a range of cells that contains the entries for the list.
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And we now have a list in each of the cells that you selected (Check out how to
create multiple dependent drop down lists).

Red
Yellow
Blue

You can type in the cells, but if you try and enter anything that is not in the list,
Excel will refuse it.

Purple -

Microzoft Excel 4
e The value you entered is not valid.
A user has restricted values that can be entered into this cell.

Cancel Help

3. Navigate Large Lists Using the Keyboard

When working with large lists even the simple art of navigation can be
awkward and cumbersome, unless you know some trusty shortcuts.

e Pressing Ctrl + Arrow key will jump you to the end of that row or column
(it stops at the first empty cell, so depends how your list is structured).

e Ctrl + Home or End will jump you to the first cell of the table (Home), or
the last cell of the table (End).

e By also pressing the Shift key during these shortcuts, it will select the
cells.

e Pressing Ctrl + Shift + 8 selects the current region. This means it selects

all the cells from the current range you are in.
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4. Quickly Enter Todays Date

Do you have to enter todays date often?

Then you will love this keyboard shortcut that enters it for you.
It is Ctrl +;

Enjoy!

That will save time and also ensure there are no mistakes entering it.

5. Insert Multiple Rows or Columns at Once

Excel will insert the same number of rows and columns that you have selected.
So if you want to insert four new rows after row 8;

Select rows 9 to 12.

Right mouse click on the selected rows and click Insert.

The same technique works for columns.
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6. Select All the Formulas on a Sheet

Excel has a wonderful feature called Go To Special which enables you to select
cells on a spreadsheet that meet certain conditions.

Possibly it’'s most common use is to select ALL the formulas on the sheet.

You may be doing this so that you can protect the cells with formulas, or
change the background colour of them.

Click the Home tab, then Find & Select and then Formulas.

> AutoSum - %‘Y H

Fill -
o Sort & |Find &
& Clear~ Filter -~ Select >

Edit @ Find...
3. Replace..
= GoTo..
_k | b Go To Special..
Formulas
Comments
Conditional Formatting
Constants
Data Validation
[} Select Objects

E[} Selection Pane...

Click the Go To Special option from Find & Select to see all of the options that
this amazing tool has. Other GREAT options include selecting all the blank cells
in a range, those with Data Validation rules or those containing formula error.

Go To Special ? *

Select

O}«

O co

(:) Eormulas
MNumbers
Text

Logicals

£

Errors
(:) Elanks
O Current region
o Current array
() Objects

O Row differences
O Column differences
O Precedents
O Dependents

Direct only

All levels
O Last cell
O Visible cells only
O Conditional formats
O Data validation

All

Same
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/. Copy Formulas to the Bottom of a List WITHOUT
Dragging

When working with large lists, dragging the Fill handle to copy formulas can be
awkward and frustrating.
Great News.

Double click the Fill handle and Excel will copy it to the bottom of the list for
you. AMAZING!

£174.00

Excel will use the column to the left as a guide. When that column ends (at a
blank cell), your copying will stop.
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8. Switch a List from Rows to Columns

In an ideal world for Excel, your data should be in a classic table format. By this
| mean that your headers will be in the top row and each row will be a record,
with the columns as type of information about that record.

However especially when importing data from databases and online services it
does not always appear that way.

Fortunately Excel provides a simple way to switch your data from rows to
columns and it’s called Transpose.

1. Select the range of cells you want to rotate.

2. Click Home and then Copy or press Ctrl + C.

3. Click in a destination cell (you can always move it afterwards).
4

. Click the Home tab, the list arrow of the Paste button and select the

Transpose option.

¥ Cut

ER® Copy ~
Paste w
- ¥ Format Painter
Paste P
o, s .:l‘:z. e"
O LA %% (2%
¥

£
ST e ——_ Transpose button
Paste Values

el il il
123 123 123
Other Paste Options

[ = TRENT = TR =]

“d
% Lo Ll IS

Paste Special...
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9. The AMAZING Button to Copy Formatting
Between Cells Quickly

One of my favourite buttons in Excel is the Format Painter. This button can be
used to copy formatting from one cell to another quickly.

It can save tons of time and also ensure consistent formatting across a
spreadsheet.

Simply select the cell that contains the formatting you want to copy.

Click the Format Painter button on the Home tab.

Clipboard ]

Select the cell or range of cells that you want to apply the formatting to.

It is simple, but very, very awesome.
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10. Removing the Formula from a Cell by Pasting
Values Only

When copying and pasting cells, Excel pastes everything about the cell

including its formula, formatting and validation rules.

Fortunately there is a feature called Paste Special which enables us to choose
which elements of the copied data that we want to paste.

Two of the most common Paste Special options are paste Values and paste
Values and Number Formatting.

o
q
5]
wl

4 LE LG Values and

Paste Values -_'_,..--"‘ Values & Number
= Formatting
123 123 123

Other Paste Options

.ﬂ.‘ il L e
¥ o &
Paste Special...

These options are great when you do not want a formula to calculate anymore.

You can copy and paste Values to effectively keep the result, but remove the
underlying formula.

These pasting options also come in handy when sending spreadsheets to

clients and other external recipients for whom you do not wish to view your
formulas.
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11. Instant Formulas on the Status Bar

Using tools such as formulas and PivotTables (Learn how to use PivotTables in
Excel) are great. They are powerful analytical tools that Excel users are very
passionate about.

However sometimes you don’t need that stuff. Whenever you select a range of
numbers, Excel automatically calculates the sum, count and average down on
the Status Bar.

Although they cannot compete with complex formulas or PivotTables, these
quick formulas will solve most basic needs. And when combined with filtering
can become a very powerful analytical tool themselves.

The image below shows a list that has been filtered, and then column J is
selected to produce the calculations down on the Status Bar.

F G H | J
| Product catege ~ |unit Pri ~ | Units Sc ~ | Discou ~ | Total Sales vali ~
Beverages £15.00 5 0.00%| £ 75.00 |An
Confections £14.00 5 0.00%| £ 70.00 |An
Seafood £6.00 7 0.00%| £ 42.00 |An
Beverages £13.00 60 25.00%| £ 810.00 |lan
Dairy Products £34.00 23 25.00%| £ 837.50 |lan
Grains/Cereals £33.00 18 0.00%| £ 684.00 |Mi
Condiments £15.45 18 25.00%| £ 262.58 |Mi
Dairy Products £21.00 5 25.00%| £ 78.75 |Mi
Confections £49.30 60 0.00%| £ 2,958.00 |An
Seafood £31.00 30 0.00%| £ 930.00 |An
Condiments £25.00 12, 0.00%| £ 300.00 [An
Meat/Poultry £35.00 6 0.00%| £ 234.00 [An
Condiments £40.00 16 0.00%| £ 640,00 |MNa
Beverages £7.75 100  0.00%| £ 77.50 |Na
Produce £30.00 20 0.00%| £ B600.00 |An
Beverages £46.00 9 0.00%| £ 414.00 |An
Confections £49.30 21 25.00%| £ 776.48 |MNa
Beverages £4.50 30| 25.00%| £ 101.25 |Na
Produce £53.00 24 0.00%| £ 1,272.00 M
Dairy Products £2.50 15 0.00%| £ 37.50 |Mi
Confections £12.50 a2 0.00%| £ 525.00 |Rol Formulas on
’___...--"" Status Bar

< —

AVERAGE: 548.8361905 COUNT: 22 SUM: 11525.56 H
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12. Define Names for Easier Referencing

You can define names to cell ranges in Excel for easier referencing. So instead
of writing a formula as =SUM(D2:D20), it could say =SUM(Expenses).

It is a similar concept to the way in which we name buildings. What we call The
White House is 1600 Pennsylvania Avenue NW, but we simply know it as The
White House.

These names are more meaningful than cell addresses, and they are also
unique for the entire workbook. This makes them especially useful when
writing formulas referencing cells on different worksheets.

To define a name;

Select the range of cells you want to name. Click in the Name Box and type the
name you want to use, then press Enter.

Expenses| f],

A E C D

2

When naming cells you cannot use spaces, start the name with a number or
use special characters such as % or/.

This name can then be used when referencing those cells.

|:5um[Ex .
SUM(number1, [number2], ...
®
) Exp
=l Expenses
() EXPON.DIST
(%), EXPOMDIST
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13. Split Text across Columns

If you have data such as people’s names, addresses and URL’s in one column,
you may want to split the data across multiple columns. For example, to
separate people’s first name and last name.

To do this;
1. Insert additional columns next to the column you are going to split. So
for splitting first name and last name you will need one extra column for

the last name.

A B C
1 First Name Last Name Gender
2 Jason Bourne Male
3 Elle Driver Female
4 |James Howlett Male
5 Qroro Munroe Female

2. Select the range of cells in the column that you want to split. Click the
Data tab on the Ribbon and then Text to Columns.

3. A wizard appears with step 1 asking how to split the columns. In this
example we select Delimited. Click Next.

4. In step 2 you need to select how the columns data is delimited. In this

example, it is a space. Click Next.
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Convert Text to Columns Wizard - Step 2 of 3 ? >
This screen lets you set the delimiters your data contains, You can see how your text is affected
in the preview below.
Delimiters
[ Tab
|:| Semicolon Treat consecutive delimiters as one
Text gualifier: |~
Drata preview
ason Ourrne
1lle river
ames Howlett
hagnhagal unroe
| Cancel | | < Back | [ mewt> | | Finish |

5. In the 3™ and final step you can change the format of the columns. In

this example it is not necessary as each column is a General format. Click

Finish.

The Text to Columns feature is useful for the most common situations at
splitting data from a column. Check out this tutorial for 3 more advanced
techniques at separating text in a column.
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14. The AWESOME Flash Fill for Data Manipulation

Flash Fill is an AMAZING tool that was released with Excel 2013. It can be used
to perform typical data manipulation tasks such as extracting text,
concatenating, reversing text and formatting numbers and dates.

It does this by recognising a pattern when you are filling cells. It is a huge time-
saving tool.

Let’s look at two examples of its use.

In this example, | want to reverse the names in the first column. | can do this
by typing an example of what | want (shown in the image below), selecting the
cell and clicking the Data tab and Flash Fill (or press Ctrl + E).

Name Reversed Name
lan Turner Turner, lan
Sarah Carragher
Karen Smith
Jeff Button
Madison Donald

And Flash Fill will repeat the pattern.

Name Reversed Name
lan Turner Turner, lan
Sarah Carragher Carragher, Sarah
Karen Smith Smith, Karen
Jeff Button Button, Jeff
Madison Donald Donald, Madison

In this example, | want to extract the names from the email addresses in the
first column.

Another way of using Flash Fill is to type the first example of what you want it
to do, then copy that down to the other cells in the list in the usual way with
the AutoFill handle.
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After copying down, AutoFill will do its thing as shown below. Click the AutofFill
Options tag and select Flash Fill.

Email Address

Name

jiohn.thompson@outlook.com

John Thompson

sarah.carragher@outlook.com

John Thompson

karen.smith@outlook.com

John Thompson

madison.donald@outlook.com

John Thompson

=
n Copy Cells

O
o
O

Fill Formatting Only

Fill Withgut Formatting
Elash Fill
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15. Format Dates to Show the Day of the Week

Excel provides multiple date formats but not one that shows the day of week.
The day of the week can be a useful thing to display. By creating a custom
format we can display this however we wish.

1. Highlight the range of cells you want to format, and then right mouse
click and select Format Cells.

2. Select the Number tab and then Custom from the list.

3. Inthe Type field, enter dddd before the date followed by a space. In the

sample above you can see the day displayed along with the date.

Format Cells 7 x
Mumber  Alignment Font Border Fill Protection
LCategory:
General sample
Number Monday 12/09/2016
Currency
Accounting Type:
Date
Time dddd dd/mm,/yyyy
Percentage 0% rs
Fraction 0.00%
Scientific 0.00E+00
Text £#£0.0E+0
Special #7177
cusion —— JIMES
dd/mmyyyy
dd-mmm-yy
dd-mmm
mmm-yy
hmm AM/PM v
Delete
Type the number format code, using one of the existing codes as a starting point.

You can play around with the number of d’s, m’s and y’s to change how the
date is formatted.
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16. Use Comments for Descriptive Text

Excel is not very good at handling large amounts of text in its cells. It is not its
primary purpose. Don’t misunderstand me, Excel can certainly handle large
amounts of text and we can manipulate and analyse it in many ways.

However it can look unwieldy and make your spreadsheets cumbersome.

So, unless you need that text in a cell for analytical purposes, Comments offer
a great alternative (You can even insert pictures into your comments).

To insert a comment;

Right mouse click on the cell you want to insert the comment to and click
Insert Comment.

Type the text in and click on the worksheet outside the comment.

. O
Mileage Traineel:
640 |2 x journeys to Bristal

O

Excel displays a red triangle in the top right corner of the cell so that people
know there is a comment there.

The comment will appear when you position your mouse pointer over the cell,
and then disappear again when you move your mouse pointer away.
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17. Quickly Remove the Duplicates from a List
Duplicate values is a very common problem in Excel that needs dealing with.
Very helpful then that in Excel 2007 a Remove Duplicates feature was born.

Simply select the range of cells that you want to remove the duplicates from.
Click the Data tab and then the Remove Duplicates button.

Remove Duplicates ? x

To delete duplicate values, select one or more columns that contain duplicates.

4= select All | | B Unselect Al My data has headers

Columns
First Mame
Last Mame
D.0.B
Type

0] 4 Cancel

Excel displays the headers from the range of cells selected. By default, all
headers are checked. This means Excel will only recognise a record as a
duplicate if every column is the same.

This is your opportunity to remove any check boxes that are not required, and
click Ok.

Job done. Excel removes all duplicates and tells you the result.

Microsoft Excel ot

o 5 duplicate values found and removed; 2 unigque values remain.
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18. Enter a Schedule of Dates in Seconds

A common use of Excel will be to monitor some kind of schedule such as a
series of payments, project tasks, maintenance schedule or shift rota.

Very useful then that you can create such as schedule quicker than it took me
to type this quick tip.

Enter the first two dates of the schedule. This is done to indicate to Excel the
pattern to follow.

In the image below | am using a schedule of every 4 days. So | start by entering
the first two dates of the 06/09/2016 and 10/09/2016.

You can then click and drag the Fill handle down and Excel picks up every 4"
date for you automatically.

06/09/2016
10/09/2016

4] 2

Check out the different options and what this Fill handle can do with dates. As
long as the schedule follows a recurring pattern, Excel could save you a lot of
time.
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19. Hide and Unhide Columns

Hiding columns is very useful to temporarily remove data from sight, so that
you can focus on just what you need to see right now. This is really useful
when printing as hidden columns are not printed.

To hide a column, right mouse click on the column header and click Hide.

The column is hidden. It is easy to know when a column is hidden as you notice
the letter is missing from the column headers (like in the image below).

H ] K

|Units Sold | Total Sales value|  SalesRep |
5 £ 174.00 Steven Buchanan
10 £ 140.00 Steven Buchanan
12| £ 252.00 Steven Buchanan
a0 £ 2,120.00 Michael Suyama
9 £ 209.25 Michael Suyama
35 fF 1,576.75 Margaret Peacock
10 £ 96.50 Margaret Peacock
15 £ 268.39 Margaret Peacock

To unhide a column, select the range of columns either side of the missing
one(s). So in the example above you would select H to J. Then right mouse click
and select Unhide.
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20. Clears Cells of Everything

When you select a range of cells in Excel and press the Delete key on the
keyboard, it only removes the cells content.

This can surprise a lot of people and cause problems with their resulting
formulas or charts.

Pressing the Delete key does not remove formatting, validation rules,
hyperlinks or comments.

Now this is a good thing that Excel does this, but it can cause confusion.

To effectively clear everything from a cell, click the Home tab, the Clear button
and select Clear All.

Z'AY [H]

¥ -

. Sort & Find &
T Filter = Select ~
& Clear all

E;, Clear Formats

=i

Clear Contents
Clear Comments

Clear Hyperlinks

Note that there are also useful options to clear only the cells formatting, or
only the hyperlinks.
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21.Join Text from Multiple Cells into One

You may have data such as a name or some kind of code split over multiple
columns, and you would like to join them together in a single column.

You can do this using a formula and the ampersand (&) character.

For example, in the image below the formula in cell C2 has created a full name
from the first name in A2, a space, and then the last name in B2.

A B C
1 First Name |Last Name Full Name
2 |Jason |Bourne =A2&" "&B2
3 Elle Driver Elle Driver
4 James Howlett James Howlett
5 Ororo Munroe Ororo Munroe
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22. Filter by Date

You don’t always need complicated formulas and PivotTables to get the
answers you need from your data, especially when getting results from a
specific date range.

Make the most of the brilliant date filter options in Excel.

There are all kinds of real-time date options such as This Month, Last Week or
Yesterday.

You also have the ability to specify the year, month or days that you want to
filter by. The + signs next to the years in the image below will expand the year
so that you can specify months.

1 oOrderiD ~| OrderDate | Eefore..
%l Sort Oldest to Newest After...
%l Sort Mewest to Oldest Between...
Sort by Color 4 Tomorrow
Today
Yesterday
Diate Filters 4 Mext Week
Search (All) ;:; This Week
-] (Select All Last Week
2012 Next Month
£- 2011
- 2010 This Month
Last Manth
Mext Quarter
This Quarter
Last Quarter
Mext Year

oK | | Cancel This Year

Last Year
Year to Date
All Dates in the Period »

Custom Filter...
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23. Print the Headers on Every Page

When printing on more than one page, you will want your table headers
repeated on every page. Otherwise it will be confusing and difficult for people
to read from pages 2 onwards.

To do this we can use the Print Titles feature of Excel.
Click the Page Layout tab and then Print Titles.

Click in the Rows to repeat at top box and select the row(s) on the worksheet
you want repeated on every printed page.

The Columns to repeat at left box can be used if your table columns don’t fit
on one page.

Page Setup ? >

Page Margins  Header/Footer Sheet

Print area: Rz
Print titles

i

i

Bows to repeat at top: 51 :51|

il

i

Columns to repeat at left:

Print
] Gridlines Comments: {Mone) e
[] Black and white

|:| Draft guality
|:| Row and column headings

Cell grrors as: | displayed w

Page order
@ Down, then over
D Ower, then down

it iy
;" mn
PTIONTI]

it it

FPrint... Print Preview Options...
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24. Print the Selected Range ONLY

By default, Excel prints the entire worksheet. However sometimes you only
want a specific chart or range of cells on that worksheet to print.

To do this, begin by selecting the chart or range of cells. Then click File > Print.

If you have selected a chart, then Excel will automatically print only the chart.
It will also be neatly centred on the page.

However if you have selected a range of cells, you will need to select Print
Selection from the list under Settings (as shown in the image below).

Profit & Loss.xlsx - Excel ? - x

4 Alan Murray -

Copies: |1 =

Printer

Epsan Stylus SX430(Network)
= T |

Printer Properties

Settings

El Print Selection v|
Only print the current selecti...

Pages: [ ]t | 7]
Print One Sided

E Only print on one side of th..
Collated

EE 123 123 123 M

D Portrait Orientation ~

D A4210% 297 mm
21 cmx287ecm

T custom Margins -

(0 NoScaling

Dlia  print sheets at their actual size
Page Setup
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25. Save Time on Regular Queries by Saving Custom

Views

Custom Views are a tool in Excel that many people are not familiar with. They
can be very useful though if you perform regular filtering and/or printing tasks.

This is because a Custom View saves your filter settings, any hidden columns
and also your printing settings. So if you perform a mixture of regular filtering
or printing tasks then this tool is a diamond.

To add a Custom View;
1. Apply any filters, hide any columns and setup your printing settings how
you want.
2. Then click the View tab, and Custom Views.
3. Click the Add button.
4. Enter a name for the Custom View and select whether you want to save

both the Print settings and/or Hidden rows, columns and filter settings.

Add View ? x

Mame: | Last Weeks Sales

Include in view
[+] Frint settings
Hidden rows, columns and filter settings

5. Click Ok.

To show a Custom View;

1. Click View and then the Custom Views button.

2. Select the view you want to apply and click Show.



http://www.computergaga.com/

Custom Views

Views:

Last Weeks 5ales
This Months Sales
UK Sales

Close

Delete

=
it
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26. Display Negative Values in Red

To distinguish negative values easier on a worksheet you can display them in
red. To do this we will apply a custom format.

1. Select the range of cells to format.

2. Right mouse click the selected range and click Format Cells.

3. Select the Number tab and then Custom from the list on the left.

4. Scroll down through the custom format options to find the one you
want. There are few different number formats that will apply red to

negative values.

In the image below | have selected one that displays the value as
currency also. To the left of the semi colon is the format of the positive
number, and to the right the format of the negative value.

Format Cells 7 x
Mumber  Alignment Font Border Fill Protection
Category:
General Sample
Mumber £174.00
Currency
Accounting Type:
Date
Time £# #2000 [Red]-£# ##0.00
Percentage # #40:[Red]-# #40 -
Fraction £ £#20,00:-# ££0.00
Scientific # #4#0,00;[Red]-# ##0.00
Text L8 #80,-L# #80
Special £# ##0;[Red]-£#,##0
ﬁ:l _ £# ##0,00; -£# ##0,00
0.00%
0.00E+00
#£0.0E-0 R
[VEletE

Type the number format code, using one of the existing codes as a starting point,
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21.Freeze Parts of a Spreadsheet to Stay Visible on

Screen

Spreadsheets are normally quite large right? So being able to freeze parts of
the sheet so that they stay visible when you scroll is an important Excel hack to
know.

In a typical table example, you will want to freeze your headers so they remain
on screen.

These headers are probably in the first row, so to freeze them you can click the
View tab, Freeze Panes and then Freeze Top Row.

However, maybe your headers are in the top 3 rows of the sheet. What now?

Well, we need to tell Excel where they are. We do this by clicking in the cell
directly after the parts of the sheet we want to freeze.

So for the top 3 rows, that would be cell A4.

We then click the View tab, Freeze Panes and then Freeze Panes.

| | [ Split 1ew side ide
=1 Spli LT View Side by Sid e
o =
i iHide Synchronous Scrolling )
Freeze Switch
Panes = ] Unhide Reset Window Position | window

Freeze Panes

- Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).
Freeze Top Row
| Keep the top row visible while scrolling through
the rest of the worksheet.
Freeze First Column

: Keep the first column visible while scrolling
] through the rest of the worksheet.

And if | wanted to freeze the top 3 rows AND column A?

Yes, you would click in cell B4.

Now the top 3 rows are frozen for vertical scrolling, and the first column frozen
for horizontal scrolling.
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The Ultimate Excel Course

The Complete Excel Course for just $10 — Check it Out

Learn all the skills you need to know to be an Excel Expert

e IF Functions e Power Query

e PivotTables e Manipulating Text

e VLOOKUP e Macros & VBA

e Charts e And much, much more

Files can be downloaded for practise, and quizzes to test your knowledge.

Your instructor on hand to answer any questions you may have.

Click Here to Enrol for Just S10
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