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[ ]
IT Cha m plon A fresh approach to IT support and expertise.

Your IT experts Supporting all our users
Our support technicians, service delivery Under your organisation’s support plan users
team and technology leads all hold have access to lots of resources so you can get
certifications in IT Support, cyber security and the most out of us.
network infrastructure. With decades of « Support from Monday to Friday from
experience in the real world that enables us 7.30 am - 6.30pm

to fix an IT query quickly.
cley el Yy * Front line support within an average of 35

seconds
2 * FREE monthly Cyber Awareness trainin
HE Microsoft el 7
Solutions Partner * FREE monthly tips and tricks
Modern Work * Client area - handy guides and links to

\_ resources

it-champion.co.uk/client-area

@ iTChampion
*e



Excel run through - without the slides
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Link to full run through in Excel
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https://youtu.be/-c4mKdr1CsU?si=fOZWfmeYgwXtUs45

Edit/Customise toolbar

& 9~

File Home

B =

Insert

- ‘5 Format Painter

Draw Page Layout Formulas
Calibri M AN ==
I U~ v o A - | ==

EllRHoA Add to Quick Access Toolbar
K30 v Customize Quick Access Toolbar...
4l A | B Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

‘ @

Collapse the Ribbon

Go to File > Options > Customize Ribbon.
Right-click on the ribbon and select Customize
the Ribbon... from the context menu:

@E Customize the Ribbon.

Choose commands from:®

{ Popular Commands

Add or Remove Filters
All Chart Types...

i Borders

Calculate Now
Center

Conditional Formatting
Copy

Custom Sort...

Cut

Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delete Sheet Rows

7 Email

Fill Color

Font

Font Color

Font Size

<< Remove Ideas

Customize the Ribbon:
[ Main Tabs v}

[]

B [“]Home

Clipboard
Font
Alignment
Number
Styles
Cells
Formats

M Insert
[JDraw
M Page Layout v

—)’ New Tab ‘ ’ New Group ‘ ’ Rename... ‘

Customizations: i
Import/Export v |(©

| L]
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Download the files used in the session

Link to the RAW data file
https://bit.ly/ExcelExcellenceFile

Link to the Final formatted file
https://bit.ly/ExcelExcellenceFinal

AutoSave Excel Excellence session. Search (Cmd + Ctrl +
Home Insert Draw Page Layout Formulas Data Review  View Automate Acrobat (J Comments & Share v
X o/ . [EE conditional Formatting v E . /O . @ @
v 0 [iZZ Format as Table v &
Paste Font Alignment  Number Cells Editing Sensitivity ~ Add-ins  Analyse Copilot Create PDF
4 [Z cell styles v Data and share link
Clipboard Styles Sensitivity  Add-ins Assistance Adobe Acrobat
K54 = fx v
A B ( D E F G H J L M

1 |Numbering First Name Last Name Street Towm Postcode  Contact number  Donation  Date Donations =SEQUENCE(4
2 Ethan Stein 123 Apple St Newtonville N1V 2B3 5170747662 1842 27/12/1903 Total =SUM(H3:H43
3 Liam Cook 456 Pear Ave Devonshire D3V 4N5 2303386303 776 30/01/1900 Highest =MAX(H3:H43
4 Noah Hayden 789 Cherry Blvd Abbotstown | A6T 7W9 5318528560 1302 06/04/1900 Lowest =MIN(H3:H43]
5 Oliver Le 321 Peach Dr Newville N4E 3W2 4090671788 3970 02/03/1900

6 William  Petty 654 Plum Way Devonia D6A 5P4 8336803630 3028 14/02/1900 dd mmmm yyyy hh:mm

7 James Morales 987 Apricot Ln Abbotsville A8S 9V7 2405839580 890 22/02/1900 (10") it ittt it

8 Benjamin  Haney 135 Grape Rd Newbury N3W 185 1892672470 3937 31/03/1900

9 Alexander  Rasmussen 246 Melon Ct Devonton D2T 406 4458514211 4871 21/02/1900
10 Henry Gonzalez 369 Berry Pkwy Abbotson A6S 9R3 1497905995 4938 19/01/1900
1 Daniel Hensley 159 Orange Pl Newfield NSE 109 4678514427 3777 15/01/1900
12 Michael Arroyo 753 Lemon Sq Devonport D7P 503 2225202283 4662 08/01/1900
13 Matthew  Vance 951 Lime Ter Abbottsford  ASF 9T1 6884464977 2388 14/01/1900
14 David Stein 357 Mango Cir Newbridge  N3W 5A7 3538394021 4918 16/01/1900
15 Joseph Cook 864 StrawberryLn  Devonside DSE 6R4 2993275690 263 21/02/1900
16 Samuel Hayden 951 Pineapple Way  Abbotstown  AST W1 1271161456 4921 08/03/1900
17 Andrew Le 357 Kiwi Dr Newbury N3W 5A7 2601354268 1126 15/03/1900
18 Christopher Petty 864 Raspberry Rd Devonville D8V 6R4. 1501068669 1246 24/03/1900
19 Nicholas  Morales 159 Blueberry Ct Abbottsville A5V 119 5079699881 3171 07/03/1900
20 Anthony  Haney 753 Blackberry Blvd  Newington  N5G 5T3 1071688384 1741 23/03/1900
2 Thomas 951 Ln D DOW 1T9 3571461571 4158 05/02/1900
22 Jacob Gonzalez 357 Cantaloupe Pkwy Abbotson A3S 5A7 4090758968 1195 05/03/1900
23 Logan Hensley 864 Honeydew Dr  Newville NSE 6W4 3539239350 14 08/04/1900
2 Caleb Arroyo 159 Dragonfruit Rd  Devonshire  D9F 1R9 4039132336 693 16/01/1900
25 Ryan Vance 753 Starfruit Blvd  Abbottsford  ASF 3T3 1937826678 1366 24/01/1900
26 Nathan Stein 951 Passionfruit Ln  Newbridge  N9P 1T9 1032661526 3951 07/02/1900
27 Elijah Cook 357 Guava Way Devonia D3A 5Vv7 3421633009 622 14/03/1900
28 Owen Hayden 864 Lychee Dr Abbotsville | AS8S 6E4 5568272079 4615 08/04/1900
29 Connor Le 159 Durian Rd Newbury N9D 1R9 6884464977 436 04/02/1900
30 Isaac Petty 753 Rambutan Blvd  Devonport D7P 373 3538394021 305 28/02/1900
31 Jackson Morales 951 Mangosteen Ln  Abbotstown  AST 9N1 2993275690 3748 29/02/1900
32 Hunter Haney 357 Jackfruit Way  Newfield N3F 5A7 1271161456 1844 10/01/1900
33 Gavin Rasmussen 864 Coconut Dr Devonton DST 604 2601354268 2584 08/03/1900
34 Dylan Gonzalez 159 Avocado Rd Abbottsford  ASF 109 1501068669 2768 08/04/1900
35 Luke Hensley 753 Papaya Blvd Newbridge  N7P 3A3 5079699881 3408 08/04/1900
36 Adam Arroyo 951 Kiwano Ln Devonia D9K IN9 1071688384 2461 30/01/1900
37 lan Vance 357 Banana Way Abbotsville | A3 5A7 3571461571 2129 21/01/1900
38 Evan Stein 864 Pineapple Dr Newbury N8P 6E4 4090758968 4676 22/03/1900
- Blake Cook 159 Grapefruit Rd Devonport D9G 1R9 3539239350 4427 08/01/1900
40 Cole Hayden 753 Lime Blvd Abbotstown  A7L 383 4039132336 4591 26/03/1900
a1 Maxwell  Le 951 Lemon Ln Newfield NOL IN9 1937826678 4051 12/01/1900
42 Jane Tribble 357 Orange Way Devonton D30 5A7 1032661526 477 08/01/1900
43
an

Sheet2 Sheet3 Sheet1 Sheet4 Channel Marketing Budget +

@ iT Champion
*e
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https://bit.ly/ExcelExcellenceFinal




How to get a professional look and feel

Foundations

o Properties
o Page settings
°*  Setting the right view

Snazzy looks

* Tabbing great style
. Header and footer
o Optimal placement
o Colour therapy

CHANNEL MARKETING BUDGET

| Rate Moreh 1 Moeth 2 Nonth 3 Moreh 4 Morth 5 Nonth & Mo 7 Morth 8 Nonth 9 Moeth 10 Month 11 Moreh 12 Yotal

ANTICIPATED SALES TOTAL $(000) | 750 200 500 1,500 1,200 1,500 1,500 14800 2,000 2,000 2,000 2,000 71.,'!\9
PERSONNEL (% OF TOTAL SALES) | 110% 110% 110% 110% 110% 110% 110% 110% a5% 85% 85% a85%

Human Resources - Headcount | 5 5 5 5 S 5 5 S 5 5 - 5 5

Human Resources - Cost A0 2500 2500 200 2500 2500 200 200 2500 200 A0 2500 30000
Commuamon 0.10% 075 020 050 150 120 150 150 180 200 200 200 200 1695
3e9s
DIRECT MARKETING (% OF TOTAL SALES) 100% 100% 5% 40% 33% 25% 20% 10% 5% 5% 5% 5%

Telermarketng (N of Drect Sales) | 100% SO 0% SO% SO 0% SON S SO% 0N s SO%

Human Resources - Headcourt | 3 3 15 15 15 15 15 15 15 15 15 15 15 1950

Infrastructure Support 23 10 25 10 =] 10 25 10 P 10 2 10 21000

Commission 010% 0rs 10 o 030 020 o 015 0m s 005 005 a5 216

Trareeg 2 10 25 10 =] 10 25 10 5 10 r=3 10 21000
Telomarketing Total ${(000) 53.75 21860 5169 2180 s1.70 2169 51868 2159 5158 2158 5155 2158 44166 WA
Intomet Marketing (% of Direct Salew) 5% 2% 5% 5% 5% 5% 58 2% 5% 5% 5% 5%

Human Rescurces © Headcourt | 1 02 s 025 025 s 025 025 s 05 025 s s 300

Webste Development (onetime cost) | 00 50000

Mosting | 10 10 0 10 10 10 10 10 10 10 10 10 12000

Support & Martenance 3 5 5000

Intemet Marketing Total $(000) 53825 1025 10.28 1028 1028 10.2% 102s 1028 10.25% 1028 3sas 10.25 67300 ..
Dwect emad (3% of direct sales)

Human Rescurces « Comt | 000

Material | 1000 1000 1000 1000 1000 1000 1000 1000 1000 1000 1000 1000 1200000

Postage 20 250 2% 0 250 2% 0 2% 2% 0 2% 250 300000

Direct email total § (000) 1,250.00

125000 1,250.00 125000 1,250.00 125000 1,250.00 125000 1,250.00 1,250.00 1,25000 1,250.00 15,000.00

@ iTChampion
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Print headings or titles on every page

5 Width: Automatic ~ Gridiines | Headings
v View v View
1| Heignt: Automatic ~ o =
Page Layout Formulas Data Review VY Developer
Vﬁv i_‘v I'_.v -H"v‘:lv " l
- Iy D [a = = La
Margins Orientation Size Print Breaks Background Print
Area Titles

Under Print Titles, click in Rows to repeat at top or Columns to repeat at left and
select the column or row that contains the titles you want to repeat.
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Properties of a file

Enables the file to be located quickly when searching in OneDrive, SharePoint or Teams.

Excel Excellence - Excel ? - X l General | Summary | Statistics [ Contents [ Custom \
I nfo Title: \
Subject: [
Team Building Retreat
My Documents Auﬂ'lof: ’
Protect Workbook Properties © Manager: \
} F The structure of the workbook has been locked to prevent unwanted changes, Size Not saved yet
w:,r::::kv such as moving, deleting, or adding sheets. Title Add a title Company: [
Tags Add atag
Categories Add a category r
@ Inspect Workbook Category: \
N Before publishing this file, be aware that it contains: Related Dates
C:;::t!?’ Author's name and absolute path Last Modified I KEYWOFdS: ‘ I Se pa rate keyWO rd S
Created Today, 8:51 AM H
Comments: using a comma.
Last Printed
*ﬁ Manage Workbook
Account O\ Check out document or recover unsaved changes. Related People
. w“::(’:::kv ™ There are no unsaved changes. Author JD Jane Doe HYDerllnk \
s base:
Add an author
- Template:
. . Last Modified By Not saved yet
& Browser View Options . .
A A Show All Properties Saving a thumbnail for
- Q Pick what users can see when this workbook is viewed on the Web. D Save Thumbnails for All Excel Documents I
Browser View an image preview
Options :
OK | Cancel

@ iT Champion
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? X Page Setup ? X
Page Margins  Header/Footer  Sheet Page [ Margms‘ Header/Footer  Sheet
Orientation Top: Header:
@ O Portrait ® Landscape 0.25 Fo4 03 -
Scaling
O Adjustto: 40 3 % normal size Left: Right:
@ Fit to: 1 3+ pagels) wide by = tall 0.25 o~ 0.25 o~
Papersize:  Letter E
Print quality: 600 dpi 7] Bottom: Footer:
0.25 % 0.3 -
Fi T A
igst page number: uto Center on page
[] Horizontally
[ yertically
Print... Print Preview Qptions... Print... Print Previewy Qptions...
o e
Page Setup ? X Page Setup ? X
Page Margins Header/Footer Sheet Page Margins  Header/Footer Sheet
8/4/2017 Trazing Print area: (2]
Print titles
Header: Eows to repeat at top: km
8/4/2017Tracking Z] Columns to repeat at left: B
Prnt
Custom Header... Custom Footer...
[ Gridiines Comments and notes:  (None) q
Footer: [ glack and white = —
Cell grrors as: displayed V|
1of? E [ oratt guality :
[[] row and column headings
| | Page order
1of1 (® Down, then over
[C] pitterent odd and even pages O Over, then down
[[] oifterent tirst page
[ scale with document
4 atign with page margins
Print... Print Preview QOptions... Print... Print Preview Options...

Cancel

coc

Page setup

Can be used with more than one
Tab/Sheet selected.

Change the page orientation, paper
size, Margins select Horizontally and
Vertically to have the data fix in the
middle.

Add common elements to the
Header/footer areas.

In Sheet tab select which rows to
repeat at the top of each page.
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Page set up can also be found in ‘View' toolbar

Home Insert Draw Page Layout Formulas Data Review View  Automate Acrobat (J Comments (& Share v
N | L B
: H BE|%s -~ B OB8&88E 83 8 B
- O\ ] Hide (9 E0
Keep Exit <> New Options Normal Page Break Page Custom Show Zoom to 100% Zoom to New Arrange Freeze Freeze Freeze First . Switch Macros
+ Preview Layout Views Selection Window  All  Panes Top Row Column Unhide  windows
Sheet View Workbook Views Zoom Window

Workbook Views: to check on page layout and adjust page breaks

@ E I — c— 4= 100%
Home Insert Draw Page Layout Formulas Data Review View  Automate Acrobat (J Comments & Share v
N — — ) - .
Default v 1 [F] M~ zoom 100% © Bq +| 5 ] spiit (;|="f| =
/] Hide =07
Keep Exit < New Options Normal Page Break Page Custom Show Zoom to 100% Zoom to New Arrange Freeze Freeze Freeze First ) Switch Macros
+ Preview Layout Views Selection Window  All Panes Top Row Column Unhide  windows
Sheet View Workbook Vi v Ruler v FormulaBar = Zoom Window
K16 - e o v
b £ Navigation '/ Gridlines v/ Headings
‘ h 1 2 3 4 5 6
Show
A B C D E F G H | J K
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Page Break view

Adjust using by selecting and dragging the blue lines.

Before After

B c > £ E G H | ) K L M N B A 8 c ) 3 F [ H 1 ) K L M N
1 (FirstName LastName Street Towm Postcode IContact number  Donation  Date Donations | =SEQUENCE(41) Sequencialnumbering
2 |Ethan Stein 123 Apple St Newtonville  N1v283 | 5170747662 1842 27/12/1903 Total | =SUM(H3:H43)
3 Liam Cook 456 Pear Ave Devonshire D3V 4NS | 2303386303 776 30/01/1900 Highest | =MAX(H3:H43) 5 berf 4 hd = v Ad TowmR 4 PostcoR 4 Co berRd Donatiof d D v M=SEQ‘ENCE(41)
4 Noah Hayden 789 Chenry Blvd Abbotstown  A6T 7W9 1 5318528560 1302 06/04/1900 Lowest 1 =MIN(H3:H43) 3 Ethan Stein 123 AppleSt Newtonville N1V283 (0)5170747662 £ 1,842.00 27 December190307:45 Total £ 108,286.00 =SUM(H3:H43)
5 Oliver Le 321 Peach Dr Newville N4E 3W2 4090671788 3970 02/03/1900 4 2 Liam Cook 456 PearAve Devonshire D3V4NS. (0)2303386303 £  776.00 30 January1900 22:56| Highest £ 4,938.00 =MAX(H3:H43)
6 William Petty 654 Plum Way Devonia D6A 5P4 I 8336803630 3028 14/02/1900 dd mmmm hh:mm G 3 Noah Hayden 789 Chery Blvd Abbotstown ABT7W9 (0)5318528560 £ 1,302.00 06 April 1900 10:42 Lowest £ 14.00 =MIN(H3:H43)
7 James Morales 987 Apricot Ln Abbotsville A8S 9V7 I 2405839580 890 22/02/1900 ("0") #it Hith 6 4 Oliver Le 321 Peach Dr Newville  N4E3W2 (0)4090671788 £ 3,970.00 02 March 1900 08:21
8 Benjamin  Haney 135 Grape Rd Newbury N3W 1B5 I 1892672470 3937 31/03/1900 I 7 5 William Petty 654 PlumWay DevoniaguumPeASP 0 £ 3,028.00 dd mmmmyyyy hh:mm
9 Alexander Rasmussen 246 Melon Ct Devonton D2T 406 I 4458514211 4871 21/02/1900 I 8 6 James Morales 987 ApricotLn Abbots £ gm8d (0") i i
10 |Henry Gonzalez 369 Berry Pkwy Abbotson A6S 9R3 1 1497905995 4938 19/01/1900 | 9 : :‘-*"i*':" Haney ;32:“;“': ::"b"
11 | Daniel Hensley 159 Orange Pl Newfield NSE 109 4678514427 3777 15/01/1900 10 eander  Rasmussen 246 Melon onto
12 |Michael Arroyo 753 Lemon Sq Devonport D7P 503 I 2225202283 4662 08/01/1900 | 1 9 Henry Gonzalez 369 Berry Phwy Abbotsdil] AGS9R3 :
13 Matthew  Vance 951 Lime Ter Abbottsford | AsEoTt | 6884464977 2388 14/01/1900 | 12 10 Daniel Hensley 159 OrangePL Newfield  NSE109 £ 3777.00  15Januay190015:09
14 | David Stein 357 Mango Cir Newbndge N3W 5A7 I 3538394021 4918 16/01/1900 I 13 11 Mf(h:d Amoyo 753 t‘lmo: Sq I:::HDDR :7:5:3 (0)2225202283 £ 4,662.00 08 January 1900 23347
i5 flossh__|Cook _s64 Swmubeny n__| Deonside _|oscGma | 20502760 263 21/02/1500 I - s o semee e wawesr lssesssion + setses tsmompisosiaas
16 Samuel Hayden 951 Pineapple Way  Abbotstown = AST 9W1 | 1271161456 4921 08/03/1900 | B £ & Ll i 2 :
e 16 14 Joseph Cook 864 Strawberry Ln Devonside DBEG6R4 (0)2993275690 £ 263.00 21 February190020:36
17 A"dm [E3 357 Kiwi Dr NMbUfy LEL ALY I 2601354268 1126 15/03/1900 I 17 15 Samuel Hayden 951 PineappleWay Abbotstown ASTOW1 (0)1271161456 £ 4,921.00 08 March 1900 17:26 |
18 |Chiistopher |Petly 864 Raspbeny Rd Devonville D8V 6R4 1501068669 1246 24/03/1500 18 16 Andrew Le 357 Kiwi Dr Newbury  N3WS5A7 (002601354268 £ 1,126.00 15 March 190004:03
19 |Nicholas | Morales 159 Bluebeny Ct nvbotsvile asvuts | so79699881 3171 07/03/1900 I 1 17 Christopher _ Petty 864RaspberyRd  Devonville DBV 6R4 (01501068669 £ 1,246.00 24 March 190015:53
20 |Anthony  Haneyem. 753 Blackbery Blvds | Newington  NSG5T3 | 1071688384 174, 23/0344900 | - 18 Nicholas Morales 159 BlueberyCt____ Abbotisville ASV1L9 (05079699881 £ 3,171.00 07 March 190009:26
21 |Thomas | Rashusfed” 35 Watdiibion (nl Devontown | DOW 1T | 3571461571 4158.J) # £ £705/02/1800 1 Paac 2 o [ D e e 7S Btbeybe Newngen NS0ST: Crioioeat  Teim  saMmmisvoiont
22 |Jacob Gorlzalez .45 hodhiotipe Py Abbotson A3S 5A7 I 4090758968 ud  CA A Ces/oafasoo | b Bt ™ R 22 20 Thomas Rasmussen 951 WatermelonLn  Devontown DOW 1T9 (0)3571461571 £ 4,158.00 05 February190022:16
23 |Logan Hensley 864 Honeydew Dr Newville N8E 6W4 | 3539239350 14 ~ 08/04/1900 | 23 21 Jacob Gonzalez 357 CantaloupePkwy Abbotson  A3S 5A7 (0)4090758968 £ 1,195.00  05March 190023:41
24 Caleb Armoyo 159 Dragonfruit Rd Devonshire D9F 1R9 4039132336 693 16/01/1900 24 22 Logan Hensley 864 Honeydew Dr Newville  NBE6W4 (0)3539239350 £ 14.00 08 April 1900 05:59
25 Ryan Vance 753 Starfruit Blvd Abbottsford ASF 3T3 I 1937826678 1366 24/01/1900 I 25 23 Caleb Amoyo 159 DragonfruitRd  Devonshire D9F1R9 (0)4039132336 £  693.00 16 January1900 00:00
26 Nathan Stein 951 PassionfruitLn  Newbridge N9P 1T9 I 1032661526 3951 07/02/1900 I 2 24 Ryan Vance 753 StarfruitBlvd Abbottsford ASF3T3 (0)1937826678 £ 1,366.00 24 January1900 08:40|
27 Elijah Cook 357 Guava Way Devonia D3A5V7 I 3421633009 622 14/03/1900 I 27 25 Nathan Stein 951 Passionfruitln ~ Newbridge N9P1T9 (0)1032661526 £ 3,951.00 07 February190001:06
28 |owen Hayden 864 Lychee Dr Abbotsville | A8S 6E4 | 5568272079 4615 08/04/1900 | 28 26 EHijah Cook 357 GuavaWay Devonia  D3A5V7 (0)3421633009 £  622.00 14 March 190001:45
29 Connor  Le 159 Durian Rd Newbury N9D 1R9 6884464977 436 04/02/1900 29 27 Owen Hayden 864LycheeDr Abbotsyille_ABS 6E4 (0)5568272079 & 4,615.00
30 |Isaac Petty 753 Rambutan Blvd | Devonport  D7P 3T3 I 3538300021 305 28/02/1900 | 30 28 Connor Le 159 Durian Rd Newb; (016882464977 & _436.00
31 |Jackson Morales 951 Mangosteen Ln  Abbotstown  AST9N1 I 2993275690 3748 29/02/1900 | 31 29 Isaac petty 753 Rambutan Blvd _ Devon)
32 Hunter Haney 357 Jackfruit Way Newfield N3FsA7 | 1271161456 1844 10/01/1900 1 32 30 Jackson Morales 951 Mangosteen Ln :‘“‘j —
33 Gavin Rasmussen 864 Coconut Dr Devonton D8T 604 2601354268 2584 08/03/1900 33 31 Hunter Haney 367 Jacktui ewfi 3FSA7
34 |Dylan Gonzalez 159 Avocado Rd Abbottsford | ASF 109 ! 1501068669 2768 08/04/1900 ! 3 32 Gavin Rasmussen 864 CoconutDr __ Devonlon _DBT604 £ 08 March 1900 01:16
- I I 35 33 Dylan Gonzalez 159 Avocado Rd Abbottsford ASF109 (0)150 £ 2,768.00 08 April 1900 16:02
35 |Luke Hensley 753 Papaya Blvd Newbridge N7P 3A3 5079699881 3408 08/04/1900
36 |Adam e 951 Kiwano Ln Dévonia DIK 1N9 I 1071688384 2461 30/01/1900 I 36 34 Luke Hensley 753 PapayaBlvd Newbridge N7P3A3 (0)5079699881 £ 3,408.00 08 April 1900 10:34 |
= I I 37 35 Adam Amoyo 951 Kiwano Ln Devonia DIK 1INS (0)1071688384 £ 2,461.00 30 January 1900 22:55
37 lan Vance 357 Banana Way Abbotsville A3S SAT 3571461571 2129 21/01/1900 38 36 lan Vance 357 BananaWay Abbotsville A3S5A7 (0)3571461571 £ 2,129.00 21 January 1900 05:50
38 |Evan Stein 864 Pineapple Dr Newbury nspoes | 4090758968 4676 22/03/1900 | s 37 Bvan Stein 864PineappleDr  Newbury  N8PGE4 (0)4090758968 £ 4,676.00 22 March 1900 07:48]
39 Blake Cook 159 Grapefruit Rd Devonport D9GIR9 | 3539239350 4427 08/01/1900 ] 40 38 Blake Cook 159 GrapefruitRd  Devonport DG 1R9 (0)3539239350 £ 4,427.00 08 January1900 16:42
40 Cole Hayden 753 Lime Blvd Abbotstown | A7L 383 1 4039132336 4591 26/03/1900 | a1 39 Cole Hayden 753 LimeBlvd Abbotstown A7L3B3 (014039132336 £ 4,5591.00 26 March 190002:57
41 Maxwell Le 951 Lemon Ln Newfield N9LIN9 1 1937826678 4051 12/01/1900 1 42 40 Maxwell Le 951 Lemon Ln Newfield  N9LIN9 (0)1937826678 £ 4,051.00 12 January190022:18]
42 il 43 41 Jane Tribble 357 OrangeWay. Devonton D30 5A7 (0)1032661526 £  477.00 08 January 1900 08:34,
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Adding an image to the header

AutoSave

Home Insert Draw Page Layout Formulas Data Review View Automate Acrobat

D12 71 O = & Efad

QB &

.3 Excel Excellence session.xlsx -

Header & Footer

Different First Page

v/ Scale with Document

(J Comments (& Share v

Header Footer Page Number Current Current File File Sheet @Picture Format Goto Goto n N - n
Number of Pages Date Time Path Name Name Picture Header Footer DifterentOdd & Evenipages v AllgnwithibageMargin
Header & Footer Header & Footer Elements Navigation Options
A3 = fx
T T e— 1[ T T T z| T 3‘ T al T T T 5‘ s‘ T T 7| T a‘ T sl T T
A B C D E E G H |
- Header
Use the ruler area i &
todrag the header | @ iTChampion
margin to your [ “
desired height.
A B C D E F G H |
- T Sequential numbering
[ 2 P Numbering  First Name Last Name Street Towm Postcode  Contact number Donation Date
P 3 3 Ethan Stein 123 Apple St Newtonville ~ N1V 2B3 5170747662 1842 HitiitiHitH
L 4 4 Liam Cook 456 Pear Ave Devonshire D3V 4N5 2303386303 776 HHHtHHHHHHH
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Formulas mostly start with a built-in Function

Formula Function

Starts with = Starts with =

Includes: + -/ * Includes a predefined
action, a range, value,
true/false outcome

Home Insert Draw Page Layout Formulas Data Review View  Automate Acrobat

fo Z-B-E-R-A-G-Q 0] GG

Insert Auto-sum Recently Financial Logical Text Date & Lookup & Maths &  More Name )
Function Used Time Reference Trig  Functions Manager ETO Create from Selection

Function Library Defined Names
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Top functions

Sum
Average
Count
CountTA
Min

Max
AveragelkF

Segquence

add individual values, cell references or ranges or a mix of all three

Calculates the average (arithmetic mean)

get the number of entries in a number field that is in a range or array of numbers

counts cells containing any type of information, including error values and
empty text

finds the lowest number in a range

finds the highest number in a range

calculates the average of the numbers in a range that meet supplied criteria.

allows you to generate a list of sequential numbers in an array
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Sequential numbers

Table Name: Summarise with Pivot Table :||:|
=S
E Remove Duplicates —? — S Q U C ( )
X
2 o EQUENCE(#
Gz Convert to Range Slicer
Properties To{l s + +n Dannma

Spilled array formulas aren't supported in Excel tables.

Try moving your formula out of the table or converting the table
to a range (select Table Design > Tools > Convert to range).

To use as a table, Copy range > Cut > Paste Special > Values>
Select data > Convert to table.
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When you name tables and cells

Home Insert Draw Page Layout Formulas Data Review View  Automate Acrobat

ﬁ ZV v v v v v v v @v <7 &) Define Name v You can check on the

Insert Auto-sum Recently Financial Logical  Text Date & Lookup & Maths &  More Name . arrays using these tools
Function Used Time Reference Trig Functions Manager E:HO Create from Selection

Function Library efined Names

Example Type Example, using ranges instead of names Example, using names

Reference =SUM(A16:A20) =SUM(Sales)

Constant =PRODUCT(A12,9.5%) =PRODUCT(Price,KCTaxRate)

Formula =TEXT(VLOOKUP(MAX(A16,A20),A16:B20,2,F =TEXT(VLOOKUP(MAX(Sales),SalesInfo,2,FALSE),"
ALSE),"m/dd/yyyy") m/dd/yyyy")

Table A22:B25 =PRODUCT(Price, Table1[@Tax Rate])
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Relative, absolute and mixed references

F4 Adds$

Al

$AST

A$T

$AT

A B
1 —
2| =m =A
3 =A2
A B
1 | o
2 =$451
3 =5451
A B &
1 | oom | ==m
2 =£%1
3 =B%1

Relative Always refer to relative cell

Absolute Always refer to this cell

Mixed Absolute row reference

Mixed Absolute column reference
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Two ways to create lists

Handy for commmon group of results

A File Home Insert Draw Page Layout Formulas ‘ Data ‘ Review View Automate Developer
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A small chart you never knew you needed

Home Draw Page Layout Formulas Data Review  View Automate Acrobat
E[=] =1 — - v Qv D:l?v dii v [H~ Q{VD v
1 0o H ! = o me @ - iy

Pivot Recommended Table From

— Recommended 4 v Maps Pivot Sparklines
Table Pivot Tables Picture tr;a) @ v Charts é |— v Dl' Chart

Tables Data from Picture Illustrations Charts Sparklines

27 Line
Sparklines comes with
jﬂ Column lots of options, styles

. and levels of detail
% Win/Loss

Home Insert Draw  Page Layout Formulas Data Review View  Automate Acrobat Sparkline (J comments (@ Share v

: t ¢ v High Point First Point Group
E/: k!: alln |"n' [:/ v v £§
v Low Point Last Point > - 557 Ungroup
Edit Line Column Win/Loss Sparkline Marker Axis

Data Negative Points Markers Colour Colour 0 Clear v

<

Sparkline Type Show Style Group
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Getting started

support.microsoft.com/en-us/excel exceljet.net/shortcuts

Training Videos Functions

Excel help & learning

& o7 y: 222 Excel shortcuts for

5 [ ]
R Windows and Mac

Learn from live instructors
= 4 Microsoft offers live coaching to help your learn excel formulas, tip and r Windows shortcuts on the |eft, Mac shortcuts on the rlght

you time and to take your skills to the next level.

_ See also: 30 Excel Shortcuts in 12 minutes and Excel shortcuts on the Mac.
GET STARTED NOW >

Purchase Laminated Card Download PDF

Explore Excel
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Deeper learning

miss-excel.com ablebits.com

ISS M %
(C For Organizations Contact Me .
Excel Ablebits.com Products v  Downloads v  Documentation Support v Blog Aboutus  Purchase v

LET'S MAKE

Solve 300+ daily tasks in Excel

EXCEL Ablebits Ultimate Suite
|
A comprehensive set of 70+ time-saving tools that cover over 300 use cases: merge
tables and combine worksheets, find and remove duplicates, concatenate and split

trings, trim spaces and clean data, compare two sheets for matches and T =] B = (== <]
NOT THE PROBLEM s 2 g - 5 0 >K
ey r— differences, built custom-tailored formulas, and a lot more! ﬂ =] D = ===} ST (’7 ,]
Merge Combine Merge Consolidate Copy Merge = Compare C
Tables v Sheets Duplicates ~ Sheets ~ Sheetsv Cellsv 2 Sheets Mult
Merge
Free download Read more
| make learning software like Microsoft Excel "
fun and easy to empower you at work and f T m E‘} E > a
save tons of time! Formula Date &  Date Textto = Sumby  Count L
Editor  Time Wizard Picker Date  Colorv Characters v
T Formulas Date & Time Calculate
Explore tadents Learning vitn
Courses atl
< > 1/4
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Premade templates

Annuity investment

MORTGAGE LOAN CALCULATOR
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Express Shippers Ltd. R

e - $1,271,000 [
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CONSTRUCTION PROPORAL -

Months to Payoff
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Recap

Speed up formatting by selecting all the tabs.

Use Page Setup to arrange layout, positioning
and repeating rows

The power behind using the right function and
formula - find the resources right for your area of
business

Naming tables, and cells and using tables can
speed up functions, formulas and finding answers

Sparklines are miniature charts

Take a look at existing templates for inspiration
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Hope you enjoyed the session

Why not join us for our next tips and tricks session?

www.it-champion.co.uk/it-training/monthly-tips-tricks/



