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IT Champion 

Supporting all our users

Under your organisation’s support plan users 
have access to lots of resources so you can get 
the most out of us.

• Support from Monday to Friday from
7.30 am – 6.30pm

• Front line support within an average of 35 
seconds

• FREE monthly Cyber Awareness training

• FREE monthly tips and tricks

• Client area – handy guides and links to 
resources

it-champion.co.uk/client-area

A fresh approach to IT support and expertise.

Your IT experts

Our support technicians, service delivery 
team and technology leads all hold 
certifications in IT Support, cyber security and 
network infrastructure. With decades of 
experience in the real world that enables us 
to fix an IT query quickly.



Excel run through – without the slides

Link to full run through in Excel

https://youtu.be/-c4mKdr1CsU?si=fOZWfmeYgwXtUs45


Edit/Customise toolbar

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



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

https://bit.ly/ExcelExcellenceFile
https://bit.ly/ExcelExcellenceFinal


Clean clear formatting
How to style like a pro



How to get a professional look and feel

Foundations
• Properties

• Page settings
• Setting the right view

Snazzy looks
• Tabbing great style

• Header and footer
• Optimal placement

• Colour therapy



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.

Print headings or titles on every page



Properties of a file

Excel Excellence - Excel

Jane DoeJD

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

Separate keywords 
using a comma.

Saving a thumbnail for 
an image preview.



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.



Page set up can also be found in ‘View’ toolbar

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



Page Break view
Adjust using by selecting and dragging the blue lines.

Before After



Adding an image to the header

Use the ruler area 
to drag the header 
margin to your 
desired height.



Useful formulas
Best to use day to day



Formulas mostly start with a built-in Function

Formula
Starts with =
Includes: + - / *

Function
Starts with =
Includes a predefined 
action, a range, value, 
true/false outcome



Top functions

Sum

Average

Count 

CountTA

Min

Max

AverageIF

Sequence

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



Sequential numbers

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.

=SEQUENCE(#)



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
ALSE),"m/dd/yyyy")

=TEXT(VLOOKUP(MAX(Sales),SalesInfo,2,FALSE),"
m/dd/yyyy")

Table A22:B25 =PRODUCT(Price,Table1[@Tax Rate])

When you name tables and cells

You can check on the 
names for tables, cells and 
arrays using these tools



$ holds the reference
No roaming formula/function



Relative, absolute and mixed references

F4 Adds $

=A1

=$A$1

=A$1

=$A1

Absolute Always refer to this cell

Mixed Absolute row reference

Mixed Absolute column reference

Relative Always refer to relative cell



Lists are easy
Two to choose from



Two ways to create lists

Handy for common group of results



Sparklines
Quick in cell chart



A small chart you never knew you needed

Sparklines comes with 
lots of options, styles 
and levels of detail



Resources
Become an Excel Master



Getting started

exceljet.net/shortcutssupport.microsoft.com/en-us/excel



Deeper learning

miss-excel.com ablebits.com



Premade templates

create.microsoft.com



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



A fresh approach to IT support and expertise.

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/


