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“Excel Versions

I'll be teaching from the Microsoft 365 version of Excel, and noting any

differences or limitations in the legacy versions of Excel.
Page Layout

The Future of Excel | Legacy Versions

Calibri

Microsoft 365 | Perpetual Licenses .. | BT U=
(Formerly Office 365) | Payonce for the software to | demonstrate each technique at
g Subscription-based version of Microsoft || use on a single computer. No least twice, first by way of
g Office, which includes Excel. Use the || new features added until you numbered steps in PowerPoint,
software on multiple devices, new || buy a new license. Includes and then in Excel.
calculation engine, services and more | Excel 2019
features are rolling out that will “ Excel 2016 Handouts include PDF of today's
dramatically set this version apart from “ Excel 2013 presentation along with an example
past Excel versions. 1| Excel 2010 workbook that contains most
www.microsoft365.com y| Excel 2007 and earlier examples I'll teach from as well as
! related articles.

T . E el 2013% Exol 2036 and : — |l Email ask@davidringstrom.com if
19 || Re ereflces t? xce +, Exce : ,.an s? on nTean a feature is lyou haven't received the handouts.
20 | available in all subsequent versions, including Microsoft 365.

21 |
22 You can play back a recording of this presentation for | - T T ————
il free by way of your Professionals Excel account. ' | Related Articles \ Car Paym
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mcover Spreadsheets

: ’ £ Search
Home Insert Draw 4\

URecover Unsaved Workbooks appears at the
o2 Shared with Me bottom of the Recent menu in Excel 2010+. A
o) copy of many, but not all, workbooks that you

close without saving are reserved here for 3 or
4 days before being automatically deleted.

5Home Insert Draw  Page Layout Formulas Data Review View Help

|

>, Spebiive o ‘6 ! Automatic back-up copies appear here in Excel 2010+.
These can be opened along side the live document, but
are deleted when you close the live document.

Manage Workbook

Other locations
Account {Eﬁ @ Today, 9:56 AM (autorecovery)

E[—_—L—] This PC Manage @ Today, 9:51 AM (autorecovery)
Feedback Workbook ~

_LTXN
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“Maximize Recent ltems Menu

Excel Opticns

Draw  Page Layo REare) E Customize how workbooks are saved.
Data Save workbooks “hange this setting to 2 minutes
instead of the default of 10.

Formulas

Good eveni

iv| AutoSave files st
New blank worl S -

Excel Wor (Sxlsx)

Language |v! Save AutoRecover information every | 2 - | minutes)

/O Search - [v| Keep the last AutoRecovered version if | close without saving
Accessibility

AutoRecover file location (C:\Users' \AppData\Local\Microsof
Al

Eﬂ'ﬂ Pinne Excel Options

Data Display

IS Functid Procfing ( Show this number of Recent Workbooks: | 5

] QH&&I;,' access this number of Recent '\"y/ '

hange this setting to 50 to
maximize the Recent menu.

[v Show function ScreenTips
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mnes Feature (Excel 2010+)

A BN ¢ | B | S S
a Jan Feb Mar | Jan Feb Data  Jan

“Dat

.

A 1 )Select the cell(s) where you \Apples
o want to put the Sparklines. ; \Oranges

Line Sparkline

Line Sparkline
\Apples
|Oranges

| Column sparklines.

Choose where you want the sparklines to be placed

Column Sparkline
Location Range: | SBS6:5BS7 (2 ‘

A . _ [ P
Data Jan  Feb o i Data Jan Feb Mar
;mes — - 3 2 |Apples 271 264 -154
\Oranges 253 3 "Oranges 253 -203

PivotTable Recommended I Column
¥ PivotTables 15 Win/Loss

Tables Sparklines
A B (@)
.m _Ja_n 5 !
‘Apples
:Oranges

Line Sparkline 13 EWin-Loss Sparkline

\Apples 14 |Apples - -
\Oranges \_“~_~ 15 |Oranges \& wm ™

~Y
6 4 H " "
&{Line sBaTkines. | Winl/Loss sparklines. "Up

W 00~ O U b WD e

bars represent positive
numbers, "down" negative.

ey
(=

—
—b
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mal Feature

A D z ;
Product Cases Sold Total Sales
‘Oranges 7,818 93,816
, __ |/Apples 1,565 21,910
Sort your data so you don't end ) ] ikiwi 9,967 99,670
up with meaningless subtotals. ‘Bananas 9,842 98,420

Then, click anywhere in the list. ‘Mixed Berries 8,993 89,930
. ' ramge oo Add subtotal to: ‘Oranges 686 9,604
|Fruit Direct Apples |E ’éietslon Apples 8,203 82,030
Fruit Direct Kiwi N@ [T vendor 7 3,920 58,800
L lProduct 8,262 107,406

Fruit Sales ) Cases Soid 7 -l ' © B i 4,251 51,012

Re g biotal

E F
ERegNion .City Vendor Product Cases Sold Total Sales
[North GA Atlanta Bob's Fruit Oranges 7,818 93,316
|North GA Atlanta Bob's Fruit Apples 1,565 21,910
North GA Atlanta Bob's Fruit Kiwi 9,967 99,670
|North GA Atlanta Bob's Fruit Bananas 9,842 98,420
[North GA Atlanta Bob's Fruit Mixed Berriss 8,993 89,930

‘ ob's Fruit Total 38,185
'North GA Clarkesyille Fruit Dire [' Oranges 686

\North GA Clarked, 7 = 3,203
‘ The list is subtotaled

SN INIAR A Placliacaid 2 nan

Fruit Sales and outlined.

Wit N oy B WwN
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mtting Subtotals

, D E 1234 D _E | F
|Vendor Product Cases Sold Total Sales Cases Total
Bob's Fruit Total @ 38,185 | 403,746 'Product Sold
Fruit Direct Total 25,322 308,852 |Oranges 7,818
Fruit R Us Total 2 348,912 |Apples 1,565

iti |Kiwi 9,967
'Bananas 9,842
\Mixed Berries 8,993

38,185

Keyboard Shortcut Use Alt-; > 321,368 |
in lieu of steps 3,4, 5and 6 to : 214,041 Oranges 686

select visible cells. : 495,770 \Apples 8,203
Grand Total . ; 3,279,638/ Kiwi 3,920
'Bananas 8,262

W 0o~ oy bW N

Go To Special f _ |Mixed Berries 4,251
Select |

() Notes 6\ () Row differences

() Constants X 2 = roranges
—~ D -
Okras ouble-click to skip Apples

}D Find... { 3 the OK button. .Ki\Ni 6,850
|t \Bananas 7,994
e Bevcs:. Errors O 1 'Mixed Berries 7,404

3 Gotin S\ Blanks icible = | 40,550
7\’ — o : | 267,587 3,279,638

Apply formatting in usual fashion. | Fruit Sales 2

Go To Special..,

Excel
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“Filtering Keyboard Shortcut

B AutoSave &q; ’: FruitSale E‘% Customize the Quick Access Toolbar,

Customize Quick Access Toolba Choose commands from; () { 4 Customize Quick Access Toolbar: &)
Page Layo ) o mmands Not in the Ribbon o | For all documents (default)

Automatically Save

If you don't see the Quick [ = AutoCorrect Options... 7 AutoFitter
Access Toolbarright-click on R 700 )|

File and choose Show Quick (§ |
Access Toolbar. | e Bk < Remoie

Border Line Color =
( 7\

i_ Cancel ’

e & | 5 2

1 TCity v | Vendor v | Product J"
[N ome Insert Draw Page Layout Formufl 3 |Atlanta Fruit RUs Apples
: 8 EAtIanta Boh's Fruit Apples
LD ) 13 |Atlanta  Fruitju

The Quick Access Toolbar S
section of the Excel Options Select a cell that
dialog box appears. Paste contains the value you

f & want to filter for.
Clipbeard \__________ The data is filtered by

Center 8 | \ selected cell's value by
Conditional Forn City Vendor jUSt one click

Copy A Atlanta FruitRUs
CustomSort.. BGA Atlanta  FruitRUs

=4

18 \Atlanta Orange ual

Fruit Sales

Excel
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Flle H@m Insert

Eg BB P ‘ \ / ﬁ Tap Alt to view the

B & o keyboard shortcuts.
& [E ( E s

Get e Lo Refresh | Gt —-—— 3 Add to QunckAccess T@ P

Data v Allv  [H&
) Hide Quick Access Toolbar ) )
Get & Transfarm D... Queries & Co.,, Data Types Get & Transform Data Queries & Connection

Da'(av Al

A ‘ B , C D Customize the Ribbon... A B C

1 iRegion: v | City ~¥ Vendor *  Product Collapse the Ribbon IReglon ~ | City T |Vendor

2 iNorth GA Atlania FruitRUs Oranges ey oo 2 |North GA Atlanta Fruit R Us
3 (NorthGA Atlanta  FruitRUs Apples 6,079

4 iNorth GA Atlania FruitR Us Kiwi 6,058
5
6

INorth GA Atlanta Fruit R Us Bananas 5,868
iNorth GA Atlania FruitR Us Mixed Berries 1,996
7 INorth GA Atlanta Bob's Fruit Oranges 7,818

8 |North GA ; )
3 |North GA The Clear command displays all rows again but

10 |North GA keeps the filtering arrows in place.The keyboard
1 North GA|shortcut helps you quickly reset a list that you now

127: North GA wish to filter in a different fashion. 2 Show Quick Access Toolbar Below the Ril
|
13iNorth GA - R . . =t 107.856 | Hide Quick Access Toolbar
Fruit Sales

Customize Quick Access Toolbar...
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" Table Feature

|

wisx - Excel Table Tools

File Home Insert Page Layot b a Review View Help Q@

Table Name: Summarize with PivotTab‘f: ] Header Row [ First

Tablel l Total Row) [ Last

‘B Resize Tab "] Banded Rows [ ] Band

Vendor
FruitR Us

Select any cell within the list
and then press Ctrl-T and press
Enter, otherwise do steps 2
through 4

Keyboard shortcut: Press Ctri-Shift-T

anywhere within the table to display the
total row in lieu of steps 5 and 6.

Properties Table Si

jNorth GA Atlanta Bob's Fruit
10 |North GA Atlanta  Bob's Fruit

Fruit Sales | )
*

6168
6079

: |~{Product |~ |CasesSold |

: |~ | vendor - | Total Sales |
- 50 gSouth GA _Valdosta ‘Oranges 'n Onions Bananas
File Home &m Page Layout

51 |South GA Valdosta  Oranges 'n Onions Mixed Berries

e~ 52 |Total
i L? B gl Keyboard shortcut: Press Alt-
N : ‘ Down in the total row to display Average
PivotTable Recommended \Jable/ lllustrations (')j 54 : the function list in lieu of step 7 Count
Create Table ? X 55| E;;:x(nt AR
Mi
Where is the data for your table? C
1 |Re | SAST:SFSST bt sg Var
2 |Ng 4 e has headers S 7 More Fundtions..,
3 NG Py :
{ Cancel i
4 |Nc A 2 Fruit Sales |
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able Feature Total Row

|~ | City '~ | Vendor '~ |Product 4 |~ Cases Sol

d |~ |Total Sales | ~|

46 |South GA Brupswick  Navel Oranges & Mo Mixe}/ ies 5,668 68,016 |

47 |South GA

48 South GA Vva
49 |South GA Va
50 South GA Va

olummn headings and filter arrows move
up to worksheet frame when the first row of
a table is no longer visible.

52,400 |
61,463 |
11,682 |
80,145

51 |South GA _Valdoéta Oranges 'n Onions Mixed Berries _
52
33 |

Fruit Sales

File Home Insert  Draw Review  View

Table Name: Summarize 3
Tablel

‘B Resize Table ® The last column of atable is either
Properties summed or counted when you enable
A Regi 9[1__1;}_3!?1* the Total Row feature.

50 South GA Valdosta
51 South GA Valdosta
52 | Total

PROFESSIONALS
Excel

8,350 |

He 2 YTable Design

\v| Header Row

' 3 | Total Row

[v| Banded Rows

4 Casessold - | Total Sales|~| G

51
52
53
54
55

835 8,350

3,279,638,

None

Average ) =
Count Click the arrow in any

cell within the total row
to add more formulas.

6,079 85,106

1,565 21,910 |

7,704 107,856
31,260

17,953 | ~| 246,132

The total row values
include visible cells only.



file:///X:/Examples/FruitSales.xlsx
file:///c:/users/david/dropbox/images/2529.snag
file:///X:/Examples/FruitSales.xlsx

—

Slide ID: 2945

eatures that Table Disables

H - Uavid Kingstro L] L]
File Home  Insert Page Layout Formulas Data Review  View  Help Design £ Tell me & =2 | )
ir;\h Asial vl10: ~ — g{b) General - @Conditiond Formatting * '1 L > Z - Q? o &
_ . i =

Click any cell in the
first row of a table.

4110
o (L

= $ - % 9 [ Format as Table ~ - O~
= ) Ideas
o «0 .00 Zcellf o ¥ bt Canemt

00 =0
NUANCE: The Delete command is disabled.

5l 1]

Alignment [ Number s

— : D You can delete any other row of a table.
1 ‘L g 7-'. " ﬂ\‘ / C 'L v pauct fas
2 |North GA Atlanta Fruit R Us Oranges 61680
3 |North GA Atlanta Frut R Us Apples 35106
3 R ] > : v
NUANCE: Custom Views is :
Fild disabled whenever a File Home Insert Page Layout Formul @ eview  View Help 4 Design
workbook contains a table. Table Name: Summarize with PivetTabl > N
: Tablel E3 Remove Duplicates Convert tables back to normal
Normal Page Br = - 7] Gridli : .
=g ol | rdinesl & oo Ta ranges to enable disabled features.
Workbook Views Properties Te 51 > xiftion
1 A B C A B | : 3
1 ‘m > .._I?B- M Vendor 1 |m v _l_g_u'- - [ ':0) Da you want to convert the table to a normal range?
2 |North GA Atlanta Fruit R Us 2 riNor’(h' GA Atlanta = 6 ki
3 |Noth GA  Atlanta Fruit R Us 3 |Noth GA  Atlanta f A __|°
4 |North GA Atlanta Fruit R Us 4 North GA Atlanta Fruit R Us Kiw 6058 66638

;i‘/l PROFESSIONALS
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atch Window

A K | M N o

1@onth Income Statement - Excel

_2_”Revenq_¢_a - Pctober November December Entire !ga_r_ |

Data Review View Help =
; 14 | Depreciation 300

2)

@ | BaTaceprecedents 7 Select cell{s) you wish to monitor.

15 | Total Expenses

QB Trace Dependents /A, ~

- S::::sd' P, Remove Arrows ~ @ 16 | N€g S ; i /7,436 Q35:5,4}}
‘ Formula Auditing 17 . Select-the cells that you would like to watch the value of_:
D E E 18 | _=Spmmvary!$NS1.6] _ ol
18 | ( 5 Add : Cancel
20

sy vy | v | vare [N it

3 tch Window . v X
- Watch Window
Add Watch...)
: 12 Add Watch,,, (7% Deles

Book Sheet Name Cell Value
Book I Sheet | Name | Cell l Value ] Formula
12 Month Income Statement.xisb Summary Ni6 535,549 =SUM(B16:M16)
12 Month Income Statement.xisb January BEl6 50,490 =B3-B15
12 Month Income Statement.xisb February Bl6 120,257 =B38-B15

3 =B3-B15

The Watch Window enables you to monitor changes in
cells across various worksheets in real-time. Double-
click any value to jump to agiven worksheet cell.

50 34,750 34.750 34,750

v [ Aort | My | in

PROFESSIONALS
Excel



file:///X:/Examples/12 Month Income Statement.xlsb
file:///c:/users/david/dropbox/images/1219.snag
file:///X:/Examples/12 Month Income Statement.xlsb

Slide ID: 5156

Account

Feedback
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Excel

P,

Draw  Page Layo

Good eveni

New blank wor

Recent

O

Excel Qpticons

General
Formulas
Data
Proofing
Language elver Add-in
Accessibility K L .
ive Application Add-ins
vsiz ToolPak - VBA
ate (XML)
o Currency

Advancet

Tools
ire
crosoft Actions Pane 3
W crosoft Data Streamer for Excel

osoft Power Man for Excel

Triict C e -

Irust Center Md-in
Publisher Microsoft Office

Compatibility;

ccation:

gscription:

Analysis ToolPak

Jo compatibility inf]

Inquire typically requires an
enterprise or business license for
Office (as opposed to a Home &
Office or personal license).

Home Insert

If available in your version
of Excel, Inquire reveals a
suite of auditing tools.
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AutoSave 12 Montt

File Home Insert Page Layout Formulas Data Review View Help Inquire

1 H o .= EER ? ] EB Warkbook Passwords
lj:‘[:] @ E E % L Ay 0 =]
& |ll|3_?1 Help
Waorkbook Workbook Workshest Cell Compare Clean Excess

Analysis Relationship Relationship Relationship Files Cell Formatting

Report Diagram Compare Miscellaneous
A B C E

Summary

* Workbook Analysis: Creates an exhaustive report with just about every detail possible about a workbook
| » Workbook Relationship: Flowchart showing how workbook is linked to other workbooks (if any).

» Worksheet Relationship: Flowchart showing how worksheets within workbook relate to each other.

» Cell Relationship: Flow chart showing how cells are linked to other cells in the workbook.

» Compare Flles: Enables you to compare two differences between two Excel workbooks.

» Clean Excess Formatting: Removes extraneous formatting that reduce risk of data corruption.

» Workbook Passwords: A password manager for storing spreasdsheet passwords.

Gross Profit 89,058 158,925 40,711 60,801 12,575 100,260 55,300

Operating Expenses
Wages 34,750 34 750 34 750 34,750 34,750 34,750 34,750
Rent 2,500 2,500 2,500 2,500 2,500 2,500

PROFESSIONALS
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He-o-s

Insert  Page Layou n@
2. AutoSum ~ Logical ~ @ x

Recently Used ~ Text ~ |g >
Insert

urction IE Financial -

File Home

-~

@ Date & Time ~ l_! bt

Function Library
A B
100
‘ 200
30000]

C D

=SUM(A1:A3)

Sign in

E

Calculation E

Options ~
Calculation

"‘Iatch
ndow

Excel tells you where
the circular references
are within a workbook.

PROFESSIONALS
Excel

ocating Circular References

2ix]

’ General
Formulas
Proofing
Save
Language

Eaze of Access

Advenced

Customizdg
Quick Access ch!bar‘
Add-ins

Trust Center

L

Change options related to formula calculation, performance, and
error handling,

|| Calculation options

Workbook Calculation(!

o Automatic

| | Enable iterative calculation

Maximum Iterations: 100

10 001

| Automatic except for data/llf

tahies Maximum Change:

|| Working with formulas

[] R1C1 reference style
Formula AutoComplete
Use table names in formulas

[[] Use GetPivotData functions for PivotTable references

Error Checking
Enable background error checking

Cancel
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mtion

| A | D E F
1 Interest 5.25% Previous: $1,932.71 \

2 Term 360 |=-PMT(B1/12,B2,B3) |

3 Principal 350,000

4 ‘Payment $1,932.71 ‘ 

> =-PMT(Interest/12,Term,Principal)+N("-PMT(B1/12,B82,B3)")

~ {

=-PMT(Interest/12,Term,Principal)+N("-PMT(B1/12,82,B3)")

'| The N function allows you to store notes in the formula bar. | value

Any text contained within the N function evaluates to zero, L "
' | so one use is to preserve the previous version of a formula. PMT( B 1/ 12' BZ’ B3)
the value you want to convert to a note

‘ N function :

i’i’. PROFESSIONALS
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mmting Directly in Cells

Excel Opticns
AutoSave Comments.xisx b

Language

Editing options

Home Insert Draw  Page Layo v After pressing Enter, move selection

4 ‘4\ B X

Good eveni - By default this checkbox is
Customize Ribbon turned on. Clear the checkbox to
- enable hidden functionality.

essibility

New blank wor| JEEeTE STt R o]

Add-ins

/C,:' Search Tourt Cantar

Recent Pinne A

D N ‘|nterest 5.25%
ame

Term 48

Principal 20,000.00

‘Payment 5 i$462.85>

ouble-click a cell that contains a
formula to display the precedent
cells on the current worksheet.

ouble-click on a cell to edit
notes (flk/a comments).

|[a negative value, which you can
Hovercome by adding 2 minus sign befare
|[the formula.|

Account

Feedback

(o> IS N I o TR &, R S VE R LS R

Options Comments + Comments

i’i’l PROFESSIONALS
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B C D
"ianuaw Afei)mary ‘March |2
327 192 397 , Enter modes) if you want to use your arrow keys when editing
' | cell references in a field like this. In Point or Enter modes, using
the arrow keys adds additional cell references into the field.
January February March

Select Data Source

Chart data range: 1 f'Apples vs, Oranges'!SAS1:SFS3.

C
W Apples B Oranges L
O &8 switch Row/Column

C‘.
Legend Entnes Lenes} Horizontal (Category) Axis Labels
Hﬁ Add ?‘ Edy * Remove 7 Edit

Apples
Oranges

January
February
March
April
May

K & K K&

| ﬂidd%d Empty Cells

Apples vs. Oranges
@ B8 % Accessibility: Investigate

PROFESSIONALS
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A

Months ‘Years ' ‘Unit Ogtions
| 1/1/2024 1/1/2024 1/1/2024 "Y" - number of complete years
2/28/2024 12/31/2024 12/31/2029 "M" - number of complete months
59 12 6 "D" - number of days
"MD" - number of days ignoring months/years*
I=DATEDIF(A2,A3,"D")+1 "YM" - number of months ignoring days/years

=DATEDIF(C2,C3,"M")+1 "YD" - number of years ignoring months/days
=DATEDIF(E2,E3,"Y")+1

* See help documentation for potential miscalculation
results when using "MD",

=DATEDIF(A2,A3,"D")+1

start_date end_date unt DATEDIF does not
A2 A3 D include the first unit, so
: Endingdate Y - Years add 1 to include the first

Starting date B M - Months day, month, or year.

D- Days

DATEDIF .

ii] PROFESSIONALS
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“Creating a Lock Cell Shortcut

@Insert v
EDeIeﬁte >

Undo Clipk

| A
' Interest
Term
Loan

e ———
: '3\QI Interes s

Right-click on Lock Cell.

I_—_| Row Height...

AutoFit Row Height

Hide Quick Access Toolbar

Customize the Ribbon..,

PROFESSIONALS
Excel

1 |Interest

File Hom ' 5

A shaded background indicates a cell is locked.
Click the icon to toggle the locked status on or
off. Press Alt to reveal a keyboard shortcut.

Undo Clipboard S
A B

F

1 |Interest 5.25%

Amortization Table

An unshaded background
indicates unlocked cells.

Undo Clipboard (]
A B

5.25% T
1 Inter
Amortization Table 2 Term

Customize Quick Access Toolbar...
Show Quick Access Toclbar Below thi

Hide Quick Access Toolbar

Customize the Ribhon...
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ull Screen View

~Auto-hide Ribbon

Hide the Ribbon, Click at the top

.of the application tgsshow it,

Lt — - -

ffice 365 and earlier: Choose
Auto-hide Ribbon. This hides the
ribbon, and the worksheet

enlarges to take up your entire
computer screen.

: 4\__ I[F==| Auto-hide Ribbon

Office 365 and earlier: Choose
Show Tabs and Commands to
undo Full Screen mode.

Show Ribbon tabs and
_commands all the time.

oo

9,579

24,764

9,046

Excel

dh)-
N
Analyze
Data

4

Analysis Sensitivity

Show Ribbon

6 Full-screen mode )
N

Show tabs only

v Always show Ribbon

Excel hides the ribbon, and the
worksheet enlarges to take up
your entire computer screen.

Income Statement

&

Income St

B AutoSave ‘ =
Ei
8)

Home Insert

Click on the title bar to
temporarily display the menu.
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Type the word Shortcuts in the Double-click to open the template.
search field and then press Enter.
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Thank you for attending! "=

Exploring
Microsoft Excel’s
Hidden Treasures

I'm happy to hear from you. In particular let me know if you did not
receive the handouts for this presentation.

David Ringstrom, CPA

ask@davidringstrom.com
] www.twitter.com/excelwriter
] www.linkedin.com/in/davidringstrom

Is there something you were hoping to learn today but didn't?
Please let me know. You can ask me anything about Excel.
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