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Introduction

Ever since the computerized worksheets hatched as a concept in the late seventies, and the first
worksheet application became commercially available in 1979 (VisiCalc), it has become the
foundation for all financial calculation for companies, publitiisons and private citizens all over
the world. It is indeed hard to fathom calculations without the use of an electronic worksheet. And,
with an estimated worldwide market share of around 90%, a worksheeti®st casean Excel
worksheet.

This compndium has been developed as a reference tool for the colrsel for accountants he
content of the compendium mostly follovtke progress of the course in its description of the cases
This is no complete textbook for learnikgcelrather, it is a cection of cases for thosevho are
already literate in the basic use of Excel.

For those of you who want to immerse yourselves in Excel, there are several excellent books
I @ AflFofSd hyS 2F Yeé The@zelBileSa Aa W2Ky 21 f1Syol C

The various ersions of Excel that are in use do not differ too much form each other, that is except
for the 200%version. If you are running Excel 2000, 2002, or 2003, there are only marginal
differences. But, if you are running 2008uknow that there are serioudifferences. Thevorking of

the worksheet itself imot very different, but the interface is totally changed. Gone are the menu and
toolbars. In their place we have gott@ilme RibbonThe result is that the first few days (or weeks)
running 2007 will const of a lot of searching for the various functions. Bisaving conquered the
principles of the placement of functiomsone feels things are starting to work very smoothly. And
after still more time, one tends to find those earlier versions very adtitaned.

Norwegianvs. American/Englishversions

These two language versions have few problems communication with one another. A model built in a
Norwegian version can be opened in an American/English version without any problems, and vice
versa. Therare twothings we should be aware wfhen typing a formula manually, anbdat is the

use of symbols in the formula, and the names of the functions. The American/ English version uses
comma (,) to separate parts of the formula, while a Norwegian versios sesicolon (;). Soa

formula that looks like thiSUM(A1:A10,B1:B10) in an American/English version would look like this
SUMMER(A1:A10;B1:B10) in a Norwegian version. Also, the function names are different, and this
has to be considered when creatingrulas in the respective versions.

This compendium is updated with some of the new functions in Excel 2007.

You can downloadrpactice files for this compendiufiom my website www.excelkurs.com

Asker,September2007

Tore Sgfting
tsofting@c2i.net
tore.softing@excelkurs.com
www.excelkurs.com
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The Basics

It is very important to use thbasic functionality of Excel correctly in order to work rationally. The
typical participant on this course is an experienced Excel user who may use the application to quite
complicated calculatiost However, my experience tells me that the same user dag¢shvays use

the most rational methods on thieasic furctionality of ExcelThe following describes a collection of
basic techniques that should rationalize your use of Excel, even if you are an experienced user.

Navigation

Everybody kaws we can click the cursor into any jims in theworksheet. Instead of clicking, we
may use the keyboard for much quicker navigation.

E3 Microsoft Excel - Book2 [B=1ET]
@] Fle Edi Vew Inset Fomst Took Data Window Help -.8 % Jump tOAl
DFFEAE SRY s 2R ¢ o &4 3 @ -3 ; ;
roion T = L P ol Wherever the cursor might be located in
Ml x B oot s - - = —— the worksheetg jump to Al by pressing
1 J Feb I April vl Si "
5 e anuar e FUEFlO ars " pri 0 Al 0 L - Ctrl Home
3 1. avdeling 20 20 20 20 100
4 1. avdeling 30 150
2 1. avdaling 40 20 If we use only th&Homecommand, the
. avdeling 60 300
7 1. avdeli i
e g - cursor moved horizontally to column A
9 Sum 350 350 350 350 \35@\_ 1750
10
11 ] [zontrol HDmE!
12 < Home
1 < Wl Sheetl / Sheetz £ Sheets / |« | 'H_v_
Draw~ 3 | mutoshapes~ . w O [E 4l &2 [T . S-A-S=EEBF.
Rﬂad' UM r

Similarly you can navigate within your tables like this:

£ Microsoft Excel - Book2

©l okttt Dwer Famet Dok Da Wodew o --=x| From B2 to B9 (next break in the series)
DFSHEE GRY |4 B2@ o 8l 3} - ) .

e e I [ Eoel using Ctris(arrow down) and from A6

CR T T - | 10 G6 (next break in the serie€)rl

Ll‘ avde\indifﬂ:anr__l’:emuarlo vere 10 Fert 10 v 10 s 40 g (nght arrow)

3 1. avdeling 20 20 20 20 20 100

4 1 avde\}ng 30 30 30 30 30 150 L. .

5 1. avdeling | 40 2 20 2 o =0 This is particularly useful when you have
T L B B I L1 I o I o R S -] to move greater distances.

9 [Sum Y340 350 350 350 350 1740

10

11

12

W < v Wi Sheet1 { Sheets £ Sheets / |«]
Draw~ I3 |dutoshapes~ S, W OB 4 2R E d-Z-A-=E=E8 @ .
oot b

E3 Microsoft Excel - Book2

Fle Edit View Insert  Format  Tools  Data  Window  Help -8 X

DESHAR/SRAY I BLa - v-c- @5 -4 BB -0, .

Verdana -0 - B I U E== Box, W iEE o-dA- Selectlon

G - A =SUM(BY:FI)

1 . JanuBar Febrﬁar MarSD ApriIE Mal : % o SeIeCtlon and na‘\”gatlcm.e Closely

2 1. deli 10 10 10 10 10 50 1 1 i

e I linked. Selection is donerdm the

4 3. deli 30 30 30 30 30 150 i I i

L 1 R T | keyboardby pressing theshiftkey while

6 5. deli 60 60 60 60 60 300

S e g % % %0 %0 5ol =0 moving the cursor by means of the

8 7 avdelng 110 110l 110 110 110 5% navigation commands. All navigation

g \Sum 350 350 350 350 350] 1750] . - .

10 - commands can be combined wighift,

14 4 ¥ W\ Sheetl Shestz {Sheeta / |4 | vl H i .
R N P =y T Tail 7 thereby enabling selection, for example:
= 4

www.excelkurs.com Pageb
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If you want to selecthe whole table, the area A1:G9 when the cursor is located in G9 can be
accomplished by pressingtrl Shift Homgandprestothe table is selected:

B3 Microsoft Excel - Book2

File Edit Wew Insert Format  Tools Data  Window  Help X Alternatlvely we may
DEsmaR|aay]s=ut &= -2 BBl -0, use the commandtrl
Yerdana 10 -~ B F U= B o, WY *;E *;E [ & - & ¥ o
a0 . £ —SUM(BO:FO) Athe select the whole
A | B | ¢ [ b | E | F | G H =] table (when the cursor
1 Januar Februar Mars April Mai Sum . ..
2 |1. avdeling 10 10 10 10 10 50 is located inside the
3 |2. avdeling 20 20 20 20 20 100 tab|e)_ The first use of
4 13, avdeling 30 30 30 30 30 150 | ill | h
S 4. avdeling 40 40 40 40 40 200 | Ctrl Awill select the
& |5 avdeling 60 60 60 60 60 300 tab|e;the seconduse of
7 |6, avdeling 80 30 30 30 30 400 | il | h
& |7. avdeling 110 110 110 110 110 550 Ctrl Awill select the
9 |sum 350 350 350 350 350 1750 whole sheet.
10
1 4 v Wl Sheetl / Shest f Sheets / | v
Draw = k Autoshapes ~ . Ca [ O 4[ 2: == E ] - o J
Ready Sum=7000 UM A

You may practice this by using other keyboard commands for selecting parts of a table!

Smart sumning

We all know Excel is a racer when it comes to summing up numbers, but do you know thatBxce
sum up this way:

In this case we want thiable summed both horizontally and vertically, in other words we are going
to make 13 formulasiVe can make a formula in B9 and adilbit horizontally, and we can make a
formula in G2 and autill it vertically. But, we can do it even quicker:

'“0 w sarl Format  Tools Data  Window Help v >< SeIeCt thgange(or table) to be summed up’
DFSEEE SRy & &L &;7 o-c- @ =4 IBZ@A'?”% . including the blank column to the right of
verdana -0 - B JIUS=E=E89 %, W98 EE ~A -
e | | ‘ ‘ ‘ the table¢ G2:G8 and the blank row below
i) B C D E F G H =
1 Januar _ Februar  Mars April Mai Sum b the table— BZGQ
2 |1, avdeling 10 10 10 10 10
3 |2, avdeling 20 20 20 20 20
4 |3 avdeling 30 30 30 30 30
5 |4. avdeling 40 40 40 40 40 _
6 |5 avdeling 60 60 60 60 60
7 |6, avdeling 80 80 80 80 80
& |7. avdeling 110 110 110 110 110
9 |Sum
10 3
W4y v Sheetl { shestz / Shestd / <] | I
Draw - [y Aueshepes= o (1 O E 4l 7 [H h.d-A-SEEBRE.
= =P T i

Elle Edit W¥iew Insert Format Tools Data  Window Help -8 X

DFSHRR SRY |2 2@&-< o- o @z -4 1| 0S[@e -6, ] .
T el e One click on theAuto Sum Buttomill create
R S - - F e A I 3 the 13 formulas instantly. You tell Excel

Snuar Februar  Mars April [UET Sum

= 5 & on whether you want to sum up the table

a2 | horizontally, vertically or both ways by

el . e e e selecting the empty column to the right or
Pl—Me i3 1 de. 11D =3 the empty row below the table.

10

14 » )\ Sheet1 { Sheet2 / Sheeta / [4] [+ ’_'_

Draw~ Iy agtoshapes= . w O E 4l £ [ d-Z-A-==p 0w, |

=5 LS00 s
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Copying formulas

A popular Excel function is possibility of copyingAoto-filling) a formula horizontally or vertically.
The vertical copying (dkuto fill) is normally accomplished

B2 Microsoft Excel - Book2

File Edt Wiew Insert Format  Tools Data  Window even QUICker bijUb|e C||Ck|nghe AUtO Fl" handle |nStead Of
ée"’ﬁ TS S #*| grabbing a hold of it and dragging This is particlarly useful
0. B =T, B »| when you want to auto fill a formula vertically over a large
cz - £ _=h2tE2 number of rows. If you have tried this you will know that you
A B C D = .

1 |Enh. pris Antal  Total =1 will end up several hundred rows down on the sheet, and then
R nm you have to reverse your motion, andsodhK A & 62y Qi
. L T happen if you double click as Excel will only auto fill as far

2 = e down as there are corresponding cebisthe left of the

a8 55 159

2 £8 159 formula.

10 a0 124

11 57 138 ) ) ) 3 ) )

2 7 17 Notice that the autdfill stops if there is a bradnin the serieg;
= n i that is an empty cell in the closest column on the left.

18 K= 119

17 T 103

18 71 103

19 =15} 144

20 58 127

21 59 139

22 63 112

23 a2 131

24 53 166 —

25

26 =
M 4 M} Sheetl b Sheet2 ¢ She |4 | | e

atosrepes- N W OE @ &-£-=@
Ready RUM

Adjusting the column width(and row heigh) for multiple columns

By selecting all columns (or only the columns that are to be adjusted) yogiveathemthe same
width by dragging on one column, or you can automatically adjust them according to the size of the
content by double clicking\ito Fitfunction).

Ed Microsoft Excel - Book2 {version 1).xls [Recovered] |z||§|r2|

Eile Edit Wiew Insert Format Tools Data  Window  Help -8 X

DFEEdE® && B L > - 4] 2] il Stz - P

Werdana ~-10 - B I O o5y el M o I é - 7
Bl - & Jlanuar

1 [Januar Februar m Mars [

2 10 10 10 S0

3 20 20 20 100

S 20 30 20 150

5 40 ; 40 40 200

6 60 E)‘:ﬂfocl':'ﬁk here | &g 60 300

7 g0 : S0 g0 400

=] 110 1 110 110 550 .

=] 350 350 350 350 350 1750

10

11

12 -
4 ¥ v w] Sheetl f Sheet2 f Sheet3 / | Il
Draw = [z  Autoshapes~ . w [ O 4l ==58E@.

Ready Sum=7000 UM
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Automatic cell formatting

Initially acell in Excehas no particular formatting. When we type something into a cell, Excel will
interpret this and apply the formatting it deems correct. This works like a charm 99% of the time, but
there are occasions it does thintigat do not correspond with what we want.

e 9 (=] [4]  Example: We have a reference number like this83@ we

R T e = — enter this into a cell, it will be transformed into 30. August.
Tools  Data  Window  Help -3 X
e [ <f = - we - 2| Aswe mderstand, the entry is interpreted as a date, amet
o , e cell is formatted accordgly. That gives us two challenges:

AE - &

A B C

Wi skriver 30-8

How do we prevent this from happening, and
How do we get rid of the date formatting of this cell?

|

Prevention
We can either:
|ﬂ Preformat the cell agext or
b 3 Type ampostrophebefore we enter whatever needs entering.

-| The apostrophewill format the content toText
MUE ]

Det blir til

1
2
3
4 30.aug
5 L ]

[&]

M4 v vy Sheetl J5]q] |
AutoShapes~ ™. w [ ] - =

Removal:
We can apply another format, or remove both content and format (Editearg All)

The right mouse button

Experienced user@re well familarized with the right mousbutton. In any case, | take this

opportunity to remind you of it. Instead of searching for solutions on a number of possible menus,

S Oly aAYLXe& LRAyOG (G2 GiKS LINROf Schckinglyw R 3Sa |
example: Excel has a numbmrtoolbars.We can go t&showg Toolbargo show new toolbars, but it

is much easier to place your pointer anywhere on the toolbars and right click to show the Arehu.

¢ this principle works well in any Windows program.

4 Microsoft Excel - Book?2 (version 1).xls [Recovered]

@ File Edit Wiew Insert Format Tools Data  wWindow Help -3
DFEEde®n &B % %8 2 @E-< xStandard I il 120% -3,
Forrnatting k B A
AutoShape 2 - E) Borders
B C D | E chart E H I

1 Januar Februar mMars < ﬁﬂboril Control Toolbax [

2 10 10 10 1 Drawing a0

2 %8 gg gg E External Data 1 gg

5 40 40 40 4 Pom 200

= &0 &0 &0 f Formula Auditing 300

7 g0 g0 80 g pictte 400

3 110 110 110 11 PivotTable 530

9 330 330 320 37 Protection 1750

10 Reviewing
I 4 » n]\Sheetl { Sheet2 / Sheeta / Text To Speech | |+
Draw . [ | Autoshapes n L 1LO E st 0Ll o E o

www.excelkurs.com Paged
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List functions

A listin Excelis a collection of data organized in such a way that various tools and functions in Excel
can be applied to it.

Characteristics of a list:
e Each column has a heading
e The heading is formatted ddfentfrom the contentfor. examplebold types)
o Preferably nothing above the list itself
e No blank rows or columns

Practice file : Ordrer.xls

Freeze column headings

What happenedo the column heading® you war to freeze row 1, yoylace the cursor in cell A2

and point to Windowg Freeze¢ KI & a LI N] a¢ (GKS KSIRAy3 ¢gKSy @&2dz a
need to see column A when you scroll to the right, you can place the cursor in cell B2 before you hit
Window- Freeze

Repeat heathgs on print

Here we have the same problem, bi t an entirely different 8olu Since this is related to the print
format, you point toFile¢ Page Setug Sheetplace your cursor in the fieldowsto repeat at top

.and click onow 1 in the worksheet. If your table is too wide for the sheet you are printing on, you
can also repeat the kegolumn on the left by placing your cursor in the fi€@dlumns to repeat at

left and clicking on the colum#¥) you want to have repeated.

Ed Microsoft Excel - Book1

H @ Eile Edit W¥iew Insert  Format  Tools Data  Window Help - -8 X
¥ § B2 - [#] ks
H-2-A-.
Al = 3
- D E F G H I
M1 TJanuar Februar  Mars April Mai Juni Juli August T
2 Mandag -
s :T\rsdag ! Page Setup |7”'X‘
4 ionsdag 1 —
5 iTorsdag | Page 1 Margins I HeaderfFooter  Sheet 1
6 Fredag |
7 :Lwrdag : Prink area: | E Print...
5 !Spndag | Print titles e
| ' rinkt Preview.
e :Mandag - Rows ko repeat at kop: $1:41 B3
i Lo :T\rsdag ! Optinis...
11 |Onsdag Columns to repeat at left: $8:40 5
d 12 :Tursdag | Print.
4l 18 \Fredag | I~ aridines I Row and column headings
3| 14 ilgrdag |
4 15 isandag | I~ Blackand whits  Comments: [{jone) =
W 16 Mandag |} I Draft gualicy Cell errars as; EE——
17 Tirsdag | Page order
18 jonsdag |
19 :Tursdag H ' Down, then over
M 20 lFredag | " Qyer, then down
| B 3
A4 21 erdag )
n| 22 ‘Spndag |}
4l 23 EMandag | Cancel
24 'Tirsdag |
Al 25 jonsdag
A 26 iTorsdag E
N 27 IFredag !
28 lLgrdag | -
W < v W Sheetl {Sheet2 ] Sheeta / [« | gl
Draw = AutoShapes * &-iv&.EﬁE.ev
Fairt: HUM 4

www.excelkurs.com Page9
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Sorting

We select theSorting Keyy placing the cursor in the column we wish to sort by, and then clicking
the sorting buttons to sort the list iascendingpr descendingprder.

Note! Do not select the whole column we want to sort tidve do, we rislsortingonlythe selected
column, thereby messing up our list totally.

Excelup to version 2003 can sort by up to three simultaneous keys, \EkibeP007has an
unlimited number of keys available.

Notice that the buttonOptions(Datac sort ¢ options) gives access to other types of sorting keys, like
months , days and other.

Subtotals

Practice file :Pivot og delsummer

Wehave a very qick and easy way of extracting information frortagge list byusing the tool

Subtotals Point your pointer tdData ¢ Subtotalgo use this tool. In this case, we have asked for a

ddzy 2F GKS O2fdzvya a!yidlffésr a. NHAGRSLMENEDI YR &

123 A B C D | E F G HJ

1 |Selger Produkt Arstall Pris Antall Brutto pris Rabatt % Netto pris

[ [ 2 |Johansen Undertsy 19598 1200 133 15 960 B0 % B 354
3 |Johansen Undertsy 19598 130) 126 16 330 60 % B 552

4 |Johansen Undertsy 1988 1500 150 22 500 40 % 13500

5 |Johansen Bukser 1958 8000 100 50 000 50 % 25000

B |Johansen Gensere 1993 4500 123 55 350 a0 % B

7 |Johansen Gensere 1999 400 200 a0 0on B0 % 32000

+ | 8 |Johansen Undertey 1999 150 400 60 000 45 % 33000

- | B |Johansen Dresser 1933120001008 120000 55 % 54000

- |10 [Johansen Bukser 1958 BOO| 257 154 200 55 %  BS 350
11 |Johansen Dresser 1998 1300, 1000 130000 40 % 78000

12 |Johansen Bukser 1999 5000 300 150000 40 % 50000

* | 13 |Johansen Dresser 1958 12000 180 192000 45 % 105 600

= | 14 |Johansen Total 2148 1045 350 541 101

14 |Milsen Undertsy 1999 150 200 30000 55 % 13400
16 [Milsen Undertsy 1998 1000 300 30000 50 % 15000
= |17 [Nilsen Gensere 1993 500 100 50 000 40 % 30000
B Milsen. Gensers 1995, 400, 170, 63000 0%, 3400

By clicking the numbers (1, 2, 3) in the top left corner we can change the detailing of the nulihbers.
we want to remove the subtotals we point imolsg Subtotalsand selecRemove all

Note! Before applying subtotals @ list, we have to sort it by the key we want to subtotal by, in this
OFas &{ St ISNE

Auto filter

The Auto filter makes it very easy for us to filter out records weeh#o interest in seeingin order
to see those that are of interesd us.

The procedure is
Place your cursor inside the list, pointData Filterg Auto filter, and filtering buttons will be placed
at the top of each column.

www.excelkurs.com PagelO
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|
B | ¢ JD[E] F G H ] K :‘ Using the Auto filter is simple and

-- I R S T IR T
Al - = Selger
1 Produf v|Arstall v|Pri v |Ant: »| Brutto p~|Rabatt v| Netto p v|

Johansen Undertay 1985 1200 133 15 960 B0 % b 304

intuitive. If you want to set up

Johansen Underte 1995 130 126 16 360 B0 % 5 552

1=
3 .
| MRS Custom AutoFiler BPE somewhat more complicated
ohanse P P . . oy
5 iohansaf s ovs e { St SOt filtering conditions, you select
ohanser| 3510er .
8 Johansed] e <] [ - Custom filteron the dropdown
9 |Johanser . .
10 Johanser Cand  F —+ menu. The illustration shows that
11 |Jah equals ilsen .
5 operee] b N we want to see records with the
13 thamser 56 7 bo represent any single cha.*ar 1 i
b 1; m::::: Ese*tmreiresenian\;segesnfcm\ — namesJOhansem)r Nllsenln the
J15 Hilsen o record.
R i
A8 N:Ii:: Undertsy 1999 200 420 LOg|CaI 37800
19 |Nilsen | Bukser 1995 3500 200 Statement | 3@smo

The dropdown list for logical stteement containsa number of different statements. Take a look at
these to get to know them, one day they may come in useful.

Advanced filter

What then if youg wantto shovii KNS al f SALISNE2y A dzAAy3d GKS | dzi 2

a look at the figures afohansen, NilseandOlsenTKS ' YA 6 SNJ A a4 aAAYLIX ST AdG OF
Y2NB LINBOAA&SET Al OF y Qi weth&edqiirgmntsdike thgeawe hd¢Sto | dzii 2 F A
proceed to theAdvanced filterAs the name implies, this filter can handle more complex filtering

conditions

Using and setting up th&dvanced filteris very similar to using some of the more advanced functions
in ExcelThe setup is deaedly less intuitive than it is for the Auto filter, so it takes a bit more
practice to get it to work properly. The main difference is that we type in the filtering conditions
somewhere in a worksheet before we activate the filter.

Here are a couple @fxamples:

What are the sales of Johansen, Nilsen and/or Olsen?

2 KIFG artsSa R2 (KS&aS (KNBS 3ISyitSYSy KI@S 2F (KS
[ SGQa Y20S 2@0SN) (12 aKSSGwX IyR &S0 dzJ GKS FAf GSN
H

1 -

]
1

= B |8 Y g 0| e
&2 - f= Johansen

A E C —

1 |Selger
2 IJuhansen _| Criteria range

d Milsen ———

4 |Dlzen ' ; —
]

3]

i

g

9 -
M4 v ol Akl Ak arke 4] | W[

Thenwe goback to the listn Sheetl, place the cursor inside the l&td pointto Data¢ Filterg
Advanced filterThe list is automatically selected at the same time as the dialog for the Advanced
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filter appears. Hit th&abkey to move the cursor into
the Criteria rangefield, and while the cursor is sitting

Ed Microsoft Excel - Pivo... |Z||E|[E|

@ File Edit Wew Insert  Format there, browse over to Sheet2, and select A1:A4. The
Tools  Data  Window  Help - & x| headingneedsto be part of the selection, as it is used
DEHE 2 < w-|=-87 for identification of the columns.

B =B % , % _~&-2  §F¥2NB Y20Ay3a 2y G2 AyOf dRAyT

B2 - A Und the criteria, we have to remove the existing filter by
A E ert pointing toDatac Filter¢ Show all

1 Selger Produkt @y
2 |Johansen |Undemai _| _ I The procedure is the same, the only difference is that
3 Milsen Undertesy we include column B in theelection othe criteria
4 |Olsen Undertey range; A1:B4
2
=

number of different wayslt understands symbols like >,
<, *, etc. So, just go ahead and try this out!

.|l Advancedilter is a powerful tool, and can hesed in a
M4 v ol arkl hark | <] | rH_‘

Autoshapes = ™. w [ ] s =
f
|

Identifying and removing duplicategrom a list

Practice file : Liste med dubletter  .xls

Many Excel users are familiar witke situation where we have a customer list that may have been

exported fromthe CRM @ A G SY F2NJ a6l aKAy3Ié Ay 9EOStd 126 OFYy
removing duplicates from such a list? If we have a hundred dscae may just handle this

YIydz- ffes odzi AT 6S KI @S || FS¢ (K2dzal yR NBO2NRAZ

If we start with the practice file, we first need to sort the records base@uostomer IDThis will

place possible duplicates adjacent to each othee. ienuse the IFunction to compare each and
everyCustomer Ivith the nextone¢ KS F2NXdz | f221a fA1S GKAAY T LC
Auto fill to extend this formula tall cells in column AAs we have asked the-fnction to type the

G2NR a5dz2L) AOF(0Saé¢ ySEG (G2 | NBO2NR (GKFG Aa Sljda ¢
duplicates are locateddowever, if we have a large listith thousands of records, we would

probably want to locate all duplicates tite top of the list.This entails a little more than just sorting

GKS tAaldd® CANRG 2F Ittt ¢S ySSR (2 Sy¢dnantolS RSLISYR
the adjacent column. This we do by converting the formula Wfloie or put in another way, into the

result of the formula

1. Select the are that is to be converted
2. Copythe selection (leave the selection)
3. Point toEdit¢ Special Paste
4. SelectValuesand clickok.
Thecopied area is now pasted on top of the originally sield@rea, and the formulas are converted
into whatever they were showing atthetime.2 ¢ ¢S KI @S 2yteé GKS GSEG &5 d:
duplicates, and now we can sort the list (descending) without any problems. This will place all
duplicateson the top d the list, where they can be easily removed or edited.
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We can also envisagbat the requirement for a duplicatés thatboth the Customer Iandthe
name-columns have equal contents. The procedure is in principle the same, but the formula is a bit
more complicated:

=IRB2&C2=B3&CDuplicate;™).

Byusing this system we can ask Excel to check any columns for duplicates, either individually or in
any combination.

The practice file shows this case in detalil.
Note!

This procedure has been vastly simplified in Excel 20(Reamval of duplicatds included as a
separate tool:

(O d9- ¢ ER& - Bookl - Mic
)
~ Home Insert Page Layout Formulas Drata Review View Developer
g5 From Access - Iy oy I@ @Connections Al ~ ? "% Clear
E} From Web I—U M 7' Properties \“;a Reapply
: From Cther Existing Refresh - Z) sort Filter .,
,_;j From Text Sources* | Connections All= == Edit Links L7 Advanced
Get External Data Connedtions Sort & Filter
| A2 ~( fe | John
1
2 [John ) . x
] h To delete duplicate values, select one or more columns that contain duplicates.
3 [John
4 |iohn [Esclectall | [EEunsclectal My data has headers
5 |[lohn
6 [John Columns
7 |ack Mame:
8 |Albert
9 |Peter
10 |Peter
11 [Jack
12
13 oK ] [ Cancel
14
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Some simpe functions

MIN ¢ finds the lowestvaluein a selection

MAXc finds the highesvaluein a selection

AVERAGECcalculates the average for a selection

SUMIK; Sums up numbers from a column based amiteriain another column.

F @ Eile Edit Wiew Insert Format Tools Data  Window  Help -8
¥ 4 L
ST . H- -4 So, what is theotal value for the field
4 SUMIF - =SUMIF BQ:BSB;" ";HQ:HSB .
A T B | c D PEASImeserMINIB_ 2 nettoprisfor the productdresse? We
Il Pris A bhatt % N i

can easily answer that question using

Function Arguments

it] 25 Nilsen this function.
26 |Milsen SUMIF
27 |Olsen Range |EZ:E!38 E = {"Undertay";"Undert
gg 8:sen Criteria |"dresser" E = "dresser"
Sen
130 [ Olzen Sum_range [Hz:H35 ] = {6384;6552;13500;
3 31 [Clsen
2 | Olsen = 1413700
Adds the cells specified by a given condition or criteria.
33 |Olzen
I 34 |Olsen
35 |Olsen Sum_range are the ackual cells ko sum. IF omitted, the cells in range are used.
36 | Olsen
37 | Olsen
358 | Olsen Formula result = 1413 700
g; Help on this Function ﬂ

54 Tatalsum far nettopris far dresser:l;HQ:HSEi ‘|

W4 onf Akl aka [ arks f Bl o
4 Lo it il s e it e A I

COUNTIE counts the number of occurrences of a text or value, for example how many occurrences
are there of the productiresselin column B.

Useful functionalityin Excel

Validationand protection

Practice file  Validering og beskyttelse 2.xls

In any (real) database much effort is put into reducing the possibility of incorrect entry in the various
fields.If a year is to be entered int@ filed, there are always limitations as to which years can be
entered, and you will also not be able to register something entirely different in the filed, like a name
or similar. This is a common practice for entering any kind of information into basea

As long as we are working on our own stuff in
Excel, we usually do not put much
consideration tahis. But,when we create
models others are to enter data into, we
should start taking this into consideratiowe
have two tools in Excel that help imsreducing
the chances of messing up thingsd those

are Validationand Protection TheValidation
tool limits what can be entered intoeell, and
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