Microsoft Excel: Tips, Tricks & Best Practices

Tips:
e Quick Access Toolbar:
0 Select “More Commands”

-

Customize Quick Access Toolbar

MNew

Open

Save

E-mail

Wy .

Cruick Print

Print Preview and Print

Spelling I
Undo

Redo

Sort Ascending

Sort Descending

Open Recent File

More Commands...

Show Below the Ribbon

L

G I ) )
Enera Eﬂﬁ Customize the Quick Access Toolbar,

Formulas
Choose commands from: (i Customize Quick Access Toolbar (i)

Praofing Popular Commands For all documents [default]

Save

Save

Undo

Redo

Print Preview and Print
Quick Print
Advanced...

All Borders

Spelling...

AutaFilter

Format Painter

Language < Separator>
Borders

Advanced Calculate Now

Center

Conditional Formatting
Connedions

Copy

Create Chart

Custom Sort...

Cut

Datasheet Formatting
Decrease Font Size

Delete Cells...
Delete Sheet Columns << Remove Data Tools
Delete Sheet Rows
E-mail

Fill Colar

Filter

Font Font Size

Customize Ribbon

e

Cuick Access Toolbar l

Add-Ins

Trust Center

AutaSum
Eold
Center

= M s <30 Sisk 2 56

Design Mode
Fill Color
Filter

Font Calor

ik e AT ST

=5 ¢K

Increase Indent
Large Operator
Italic

Vimon Moloe

Font Calar

Font Size

Format Painter
E Freeze Panes
A‘ Increase Font Size Maodify...

=1

Customizations: i)
|:| Show Quick Access Toolbar below the —
Ribban Import/Export ¥ |0

SV
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e Personalize:
0 Select “General”

General

LY
__3 General options for working with Excel.

Formulas

Proofing User Interface options

Save [¥] Show Mini Toolbar on selection
[¥] Enable Live Preview

Language
Color scheme:  Black EI

Advanced
s ScreenTip style:  Show feature descriptions in ScreenTips

Customize Ribbon
When creating new workbooks
Quick Access Toolbar

Use this font: Cambria

Add-Ins
Font size: |11 EI

Trust Center Default view for new sheets: | Normal View E’

Include this many sheets: 3 =
Personalize your copy of Microsoft Office

User name: | C, Martin

][ Cancel }

e Insert Comment:
0 Select Cell, Right Click, “Insert Comment”

-1

— %t
=3 Copy
[, Paste Options:
5 & (&

Paste Special...

Insert...

Delete...

Clear Contents

Filter 3

Sort 3

Insert Comment o o o
- C. Martin:

g b

Format Cells...
Pick From Drrop-down List... § ;5

Define Mame...

Hyperlink... & s &

=t
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Tricks:
e Auto-fit Columns & Rows:
Hover over row heading to the right of

column to auto fit (cross-hair pointer)
and double left click:

Example of pointer not in correct place,
this will not work:

Select all rows, columns & cells on a
worksheet (or Ctrl + a):

With the entire worksheet selected, you
can auto-fit all columns at the same time.
(Hover and double left click.)

With the entire worksheet selected, you '
can auto-fit all rows at the same time. ' rweilmn|unaluw\mm‘;H;‘mmﬂ
(Hover and double left click.) ' o

—Forh
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e Screen Shot: select window name, Alt + PrtScn (to copy), Ctrl + v (to paste):
Thzsworks with all Wzndows ap Izcatzons

# of hours per year
40
40
40

[r-R- O T RS e

4 4 » v | Sheetl . Sheet2 . Sheet3 Student 2 . Two Year . Sheet6 . Sheet8 ~ @

Ready [ Emm 100%

Scenario Manager...
Goal Seek...
Data Table..

Set cell:

To value:

By changing cell: |

[
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o Filter

| - -

Home Insert Page Layout

Select entire worksheet to apply filter to all columns

Select a column to apply filter to one column

Then click on “Filter” from the toolbar

To use filter, select arrow down box, then check/uncheck items to filter on (check) or hide
(uncheck), and select “OK”:

1 |Fiscal Year ! | B

O O0OO0Oo

‘%l Sort Smallest to Largest
il 5ort Largest to Smallest
Sort by Color 4
W | Clear Filter From “Fiscal Yea
Filter by Colo F
MNumber Filters L4
|Search P|
(Select all)
2014
2015
| ok || cance |
L4 ZULE
== |

0 To remove filter, Check (Select All), or select worksheet or column and click on “Filter” from
the toolbar to deselect filter option
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o 3 DR B AR : —

Home Insert Page Layout Developer Pow

|? %, Clear

‘E : Ly 5 Ly [l | Connections | l @

_[A _3 =EE B =t £Y LA G Reapply
From From From From Other |  Existing sh {L Sort | Filter

Access  Web 5

Text  Sources | Connections —

0 Select entire worksheet (in most cases), click on one of 3 sort option from toolbar. This option
provides the most flexibility and will open the following where you can sort on multiple
columns:

A7 Advanced

’ “’Elgdd Level ” X Delete Level ” =3 Copy Level ” & || w || Options... My data has headers

Colurmn Sort On

Sort by E Values E

Fiscal Year
Qrganization
Account
Program Level 3
Activity
Calendar Date
Rule Class Code
Document Code
Transaction Description
Amount
(Column K)

e Sumif

Range
Criteria

Sum_range

Adds the cells spedfied by a given condition or criteria.

Range is the range of cells you want evaluated.

Formula result =

Help on this function
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Best Practices:

¢ File Name, footer, and print setup:
O Include the name of dept. or center in the file name and version if the data is going through

many scenarios. (This is extremely important when submitting your data to someone who is
collecting it from many departments or centers.) (i.e. SoS_Biol_StudentFcst_v1.xlsx)
0 Name the worksheet tab (select tab, right click, rename) (i.e. StudentFcst)
0 Insert Footer: include the file path and the current date. (This is an easy reminder of where
the file is stored and what date you printed the paper you are looking at.)
- R ,
- . . SELECT HERE
File Home Insert Page Layout Formulas Data Review v
e FOR MORE

.j"‘ — — |_El _ =|| . Lo
Margins Orientation Size  Print Breaks Background Print OPTIONS
B : o e o eS| BELOW

Orientation

i@ Forirait (0 Landscape

Scaling
@ Adjustto: |100 - % normal size

() Eit to: 1 = | page(s) wide by |1

Paper size: Letter

Print guality: | 600 dpi

First page number: | Auto

Print... ] [PrintPrevieg] [ Qptions... ]

[ oK J[ Cancel ]

Excel Tips, Tricks and Best Practices 2/18/2016 Page 7



0 Select “Header/Footer” tab, then Custom Footer, and OK:

| Page IMargins|

Custom Header... ] [ Custom Footer...

[] Cifferent odd and even pages
[ Different first page

Scale with document

Align with page margins

Print... ] [PrintPrevieg] [ Options... ]

oK J’ Cancel ]

Footer

To format text: select the text, then choose the Format Text button,

Toinsert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button, To format your picture, place the
cursor in the edit box and press the Format Picture button.

Elt

Right section:

Left section:
&[Path]&[File]&[Tak] &[Date] pg &[Page] 011 -*
&[Pages]

Center section:

Page 8
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0 Format the worksheet for the best printing image before completing the file and saving it
or emailing it out to another colleague (Use Print Preview to check: file, print, or shortcut on
quick access toolbar)

O You can also auto-fit before printing

I 1-. 3 I5 b li'-"- ‘/ v - |[_.' i !/_ & v

Home Insert Page Layout Formulas Data Review Viey

o
[l
(=]
8,
m
L4l
[
4

Print
Info Printer
, 7 Kerox Phaser 45100T P5 =
Recent ZD Ready
Erinter Properties
New
Settings
Print . -
Print Active Sheets "
. Only print the active sheets
Save & Send : i
Pages: 2 to .
Help |=‘ Print One Sided N
Only print on one side of the page
E Options LB £
Collated =

B Exit S123- 123 123

_| Portrait Orientation -

Letter &
85" x11"
1 MNormal Margins "

o—i Left 0.7" Right 0.7"

\jij Mo Scaling i

Page Setup
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