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Introduction 
 
Ever since the computerized worksheet was 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, public institutions 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 worksheet is in most cases an Excel 
worksheet. 
 
This compendium has been developed as a reference tool for the course Excel for accountants. The 
content of the compendium mostly follows the progress of the course in its description of the cases. 
This is no complete textbook for learning Excel; rather, it is a collection of cases for those who 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 
ŀǾŀƛƭŀōƭŜΦ hƴŜ ƻŦ Ƴȅ ŦŀǾƻǊƛǘŜǎ ƛǎ WƻƘƴ ²ŀƭƪŜƴōŀŎƘΩǎ The Excel Bible. 
 
The various versions of Excel that are in use do not differ too much form each other, that is except 
for  the 2007-version. If you are running Excel 2000, 2002, or 2003, there are only marginal 
differences. But, if you are running 2007, you know that there are serious differences. The working of 
the worksheet itself is not very different, but the interface is totally changed. Gone are the menu and 
toolbars. In their place we have gotten The Ribbon. The result is that the first few days (or weeks) 
running 2007 will consist of a lot of searching for the various functions. But ς having conquered the 
principles of the placement of functions ς one feels things are starting to work very smoothly. And ς 
after still more time, one tends to find those earlier versions very old fashioned. 
 
Norwegian vs. American/English versions. 
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. There are two things we should be aware of when typing a formula manually, and that 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 version uses semi-colon (;). So, a 
formula that looks like this SUM(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 creating formulas in the respective versions. 
 
This compendium is updated with some of the new functions in Excel 2007. 
 
You can download practice files for this compendium from my website, www.excelkurs.com . 
 
 
Asker, September 2007  
 
Tore Søfting 
tsofting@c2i.net 
tore.softing@excelkurs.com  
www.excelkurs.com  

http://www.excelkurs.com/
mailto:tsofting@c2i.net
mailto:tore.softing@excelkurs.com
http://www.excelkurs.com/
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The Basics 
It is very important to use the basic 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 calculations. However, my experience tells me that the same user does not always use 
the most rational methods on the basic functionality of Excel. The following describes a collection of 
basic techniques that should rationalize your use of Excel, even if you are an experienced user. 

Navigation 

Everybody knows we can click the cursor into any position in the worksheet. Instead of clicking, we 
may use the keyboard for much quicker navigation. 

 
Jump to A1: 
Wherever the cursor might be located in 
the worksheet ς jump to A1 by pressing 
Ctrl Home. 
 
If we use only the Home command, the 
cursor moved horizontally to column A 
 
 
 
 
 

 
 
Similarly you can navigate within your tables like this: 

 
From B2 to B9 (next break in the series) 
using Ctrl $(arrow down), and from A6 
to G6 (next break in the series), Ctrl   
g(right arrow) 
 
This is particularly useful when you have 
to move greater distances. 
 
 
 
 
 
 

Selection 

Selection and navigation are closely 
linked. Selection is done from the 
keyboard by pressing the Shift key while 
moving the cursor by means of the 
navigation commands. All navigation 
commands can be combined with Shift, 
thereby enabling selection, for example: 
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If you want to select the whole table, the area A1:G9 when the cursor is located in G9 can be 
accomplished by pressing Ctrl Shift Home, and presto the table is selected: 

 
Alternatively we may 
use the command Ctrl 
A the select the whole 
table (when the cursor 
is located inside the 
table). The first use of 
Ctrl A will select the 
table; the second use of 
Ctrl A will select the 
whole sheet. 
 
 
 
 

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

Smart summing 

We all know Excel is a racer when it comes to summing up numbers, but do you know that Excel can 
sum up this way: 
 
In this case we want the table summed both horizontally and vertically, in other words we are going 
to make 13 formulas. We can make a formula in B9 and auto-fill it horizontally, and we can make a 
formula in G2 and auto-fill it vertically. But, we can do it even quicker: 

  
Select the range (or table) to be summed up, 
including the blank column to the right of 
the table ς G2:G8, and the blank row below 
the table - B2:G9 
 
 
 
 
 
 
 

 
 
 
One click on the Auto Sum Button will create 
the 13 formulas instantly. You tell Excel 
whether you want to sum up the table 
horizontally, vertically or both ways by 
selecting the empty column to the right or 
the empty row below the table.  
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Copying formulas 

A popular Excel function is possibility of copying (or Auto-filling) a formula horizontally or vertically. 
The vertical copying (or Auto fill) is normally accomplished 
even quicker by double clicking the Auto Fill handle instead of 
grabbing a hold of it and dragging it. This is particularly useful 
when you want to auto fill a formula vertically over a large 
number of rows. If you have tried this you will know that you 
will end up several hundred rows down on the sheet, and then 
you have to reverse your motion, and so on. ¢Ƙƛǎ ǿƻƴΩǘ 
happen if you double click as Excel will only auto fill as far 
down as there are corresponding cells to the left of the 
formula.  
 
Notice that the auto-fill stops if there is a breach in the series ς
that is an empty cell in the closest column on the left.  
 
 
 
 
 
 
 
 
 

 
 

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

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

Double click the 
ƘŀƴŘƭŜΣ ŘƻƴΩǘ 
drag! 

Double click here 
for Auto Fit. 
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Automatic cell formatting 

Initially a cell in Excel has 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 things that do not correspond with what we want. 

 
Example: We have a reference number like this: 30-8. If we 
enter this into a cell, it will be transformed into 30. August. 
 
As we understand, the entry is interpreted as a date, and the 
cell is formatted accordingly. That gives us two challenges: 
 
How do we prevent this from happening, and 
How do we get rid of the date formatting of this cell? 
 
Prevention: 
We can either: 
Pre-format the cell as Text, or 
Type an apostrophe before we enter whatever needs entering. 
The apostrophe will format the content to Text. 
 
 

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

The right mouse button 

Experienced users are well familiarized with the right mouse button. In any case, I take this 
opportunity to remind you of it. Instead of searching for solutions on a number of possible menus, 
ǿŜ Ŏŀƴ ǎƛƳǇƭȅ Ǉƻƛƴǘ ǘƻ άǘƘŜ ǇǊƻōƭŜƳέ ŀƴŘ ƎŜǘ ŀ ƭƛƳƛǘŜŘ ƴǳƳōŜǊ ƻŦ ŎƘƻƛŎŜǎ ōȅ ǊƛƎƘǘ-clicking. An 
example: Excel has a number of toolbars. We can go to Show ς Toolbars to show new toolbars, but it 
is much easier to place your pointer anywhere on the toolbars and right click to show the menu. And 
ς this principle works well in any Windows program. 
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List functions 
A list in Excel-is 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: 

 Each column has a heading 

 The heading is formatted different from the content(for. example bold types) 

 Preferably nothing above the list itself 

 No blank rows or columns 
 

Practice file :  Ordrer.xls  
 

Freeze column headings 

What happened to the column heading? If you want to freeze row 1, you place the cursor in cell A2 
and point to Window ς Freeze. ¢Ƙŀǘ άǇŀǊƪǎέ ǘƘŜ ƘŜŀŘƛƴƎ ǿƘŜƴ ȅƻǳ ǎŎǊƻƭƭ Řƻǿƴ ƛƴ ȅƻǳǊ ƭƛǎǘΦ LŦ ȅƻǳ 
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 headings on print 

Here we have the same problem, bi t an entirely different solution. Since this is related to the print 
format, you point to File ς Page Setup ς Sheet, place your cursor in the field Rows to repeat at top 
.and click on row 1 in the worksheet. If your table is too wide for the sheet you are printing on, you 
can also repeat the key-column on the left by placing your cursor in the field Columns to repeat at 
left and clicking on the column(-s) you want to have repeated. 
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Sorting 

We select the Sorting Key by placing the cursor in the column we wish to sort by, and then clicking 
the sorting buttons to sort the list in ascending or descending order. 
 
Note! Do not select the whole column we want to sort by! If we do, we risk sorting only the selected 
column, thereby messing up our list totally. 
 
Excel up to version 2003 can sort by up to three simultaneous keys, while Excel 2007 has an 
unlimited number of keys available. 
  
Notice that the button Options (Data ς sort ς options) gives access to other types of sorting keys, like 
months , days and other. 

Subtotals 

 

Practice file :  Pivot og delsummer  
We have a very quick and easy way of extracting information from a large list by using the tool 
Subtotals. Point your pointer to Data ς Subtotals to use this tool. In this case, we have asked for a 
ǎǳƳ ƻŦ ǘƘŜ ŎƻƭǳƳƴǎ ά!ƴǘŀƭƭέΣ ά.Ǌǳǘǘƻ ǇǊƛǎέ ŀƴŘ άbŜǘǘƻ ǇǊƛǎέ ŀǘ ŜǾŜǊȅ ŎƘŀƴƎŜ ƻŦ ά{ŜƭƎŜǊέΦ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

By clicking the numbers (1, 2, 3) in the top left corner we can change the detailing of the numbers. If 
we want to remove the subtotals we point to Tools ς Subtotals and select Remove all. 
 
Note! Before applying subtotals to a list, we have to sort it by the key we want to subtotal by, in this 
ŎŀǎŜ έ{ŜƭƎŜǊέ. 
 

Auto filter  

The Auto filter makes it very easy for us to filter out records we have no interest in seeing ς in order 
to see those that are of interest to us. 
 
The procedure is: 
Place your cursor inside the list, point to Data ς Filter ς Auto filter, and filtering buttons will be placed 
at the top of each column. 
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Using the Auto filter is simple and 
intuitive. If you want to set up 
somewhat more complicated 
filtering conditions, you select 
Custom filter on the drop-down 
menu. The illustration shows that 
we want to see records with the 
names Johansen or Nilsen in the 
record. 
 
 
 

 
The drop-down list for logical statement contains a 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 you8 want to show  ǘƘǊŜŜ ǎŀƭŜǎǇŜǊǎƻƴǎ ǳǎƛƴƎ ǘƘŜ !ǳǘƻ ŦƛƭǘŜǊΚ [ŜǘΩǎ ǎŀȅ ǿŜ ǿŀƴǘ ǘƻ ƘŀǾŜ 
a look at the figures of Johansen, Nilsen and Olsen. TƘŜ ŀƴǎǿŜǊ ƛǎ ǎƛƳǇƭŜΤ ƛǘ ŎŀƴΩǘ ōŜ ŘƻƴŜΣ ƻǊ ǘƻ ōŜ 
ƳƻǊŜ ǇǊŜŎƛǎŜΣ ƛǘ ŎŀƴΩǘ ōŜ ŘƻƴŜ ǳǎƛƴƎ ǘƘŜ !ǳǘƻ ŦƛƭǘŜǊΦ If we have requirements like these, we have to 
proceed to the Advanced filter. As the name implies, this filter can handle more complex filtering 
conditions. 
 
Using and setting up the Advanced filter is very similar to using some of the more advanced functions 
in Excel. The set-up is decidedly 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 of examples: 
What are the sales of Johansen, Nilsen and/or Olsen? 
²Ƙŀǘ ǎŀƭŜǎ Řƻ ǘƘŜǎŜ ǘƘǊŜŜ ƎŜƴǘƭŜƳŜƴ ƘŀǾŜ ƻŦ ǘƘŜ ǇǊƻŘǳŎǘ άǳƴŘŜǊǘǄȅέΚ 
 
[ŜǘΩǎ ƳƻǾŜ ƻǾŜǊ ǘƻ ǎƘŜŜǘнΣ ŀƴŘ ǎŜǘ ǳǇ ǘƘŜ ŦƛƭǘŜǊƛƴƎ ŎƻƴŘƛǘƛƻƴǎ ƭƛƪŜ ǘƘƛǎ: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Then we go back to the list in Sheet1, place the cursor inside the list, and point to Data ς Filter ς 
Advanced filter. The list is automatically selected at the same time as the dialog for the Advanced 

Criteria range 

{ŜƭŜŎǘ έƻǊέ 

Logical 
statement 
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filter appears. Hit the Tab key to move the cursor into 
the Criteria range field, and while the cursor is sitting 
there, browse over to Sheet2, and select A1:A4. The 
heading needs to be part of the selection, as it is used 
for identification of the columns. 
 
.ŜŦƻǊŜ ƳƻǾƛƴƎ ƻƴ ǘƻ ƛƴŎƭǳŘƛƴƎ ǘƘŜ έtǊƻŘǳƪǘέ ŀǎ ǇŀǊǘ ƻŦ 
the criteria, we have to remove the existing filter by 
pointing to Data ς Filter ς Show all. 
 
The procedure is the same, the only difference is that 
we include column B in the selection of the criteria 
range; A1:B4 
 
Advanced filter is a powerful tool, and can be used in a 
number of different ways. It understands symbols like >, 
<, *, etc. So, just go ahead and try this out! 
 
 
 

 

Identifying and removing duplicates  from a list 

Practice file : Liste med dubletter .xls  
Many Excel users  are familiar with the situation where we have a customer list that may have been 
exported from the CRM-ǎȅǎǘŜƳ ŦƻǊ άǿŀǎƘƛƴƎέ ƛƴ 9ȄŎŜƭΦ Iƻǿ Ŏŀƴ ǿŜ ŀǳǘƻƳŀǘŜ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦ 
removing duplicates from such a list? If we have a hundred records we may just handle this 
ƳŀƴǳŀƭƭȅΣ ōǳǘ ƛŦ ǿŜ ƘŀǾŜ ŀ ŦŜǿ ǘƘƻǳǎŀƴŘ ǊŜŎƻǊŘǎΣ ǿŜ ŎŀƴΩǘ Řƻ ǘƘŀǘΦ  
 
If we start with the practice file, we first need to sort the records based on Customer ID. This will 
place possible duplicates adjacent to each other. We then use the IF-function to compare each and 
every Customer ID with the next one. ¢ƘŜ ŦƻǊƳǳƭŀ ƭƻƻƪǎ ƭƛƪŜ ǘƘƛǎΥ ҐLCό.нҐ.оΤέέ5ǳǇƭƛŎŀǘŜέΤέέύΦ ¦ǎŜ 
Auto fill to extend this formula to all cells in column A.  As we have asked the IF-function to type the 
ǿƻǊŘ ά5ǳǇƭƛŎŀǘŜǎέ ƴŜȄǘ ǘƻ ŀ ǊŜŎƻǊŘ ǘƘŀǘ ƛǎ Ŝǉǳŀƭ ǘƻ ǘƘŜ ƻƴŜ ŀōƻǾŜΣ ǿŜ Ŏŀƴ ǉǳƛǘŜ Ŝŀǎƛƭȅ ǎŜŜ ǿƘŜǊŜ ǘƘŜ 
duplicates are located. However, if we have a large list  with thousands of records, we would 
probably want to locate all duplicates at the top of the list. This entails a little more than just sorting 
ǘƘŜ ƭƛǎǘΦ CƛǊǎǘ ƻŦ ŀƭƭ ǿŜ ƴŜŜŘ ǘƻ ŜƴŘ ǘƘŜ ŘŜǇŜƴŘŜƴŎȅ ƻŦ ǘƘŜ ŎƻƳƳŜƴǘ ά5ǳǇƭƛŎŀǘŜǎέ ƻƴ ǘƘe content of 
the adjacent column. This we do by converting the formula into value, or put in another way, into the 
result of the formula. 
 

1. Select the are that is to be converted 
2. Copy the selection (leave the selection) 
3. Point to Edit ς Special Paste 
4. Select Values and click ok. 

The copied area is now pasted on top of the originally selected area, and the formulas are converted 
into whatever they were showing at the time. bƻǿ ǿŜ ƘŀǾŜ ƻƴƭȅ ǘƘŜ ǘŜȄǘ ά5ǳǇƭƛŎŀǘŜǎέ ƴŜȄǘ ǘƻ ǘƘŜ 
duplicates, and now we can sort the list (descending) without any problems. This will place all 
duplicates on the top of the list, where they can be easily removed or edited. 
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We can also envisage that the requirement for a duplicate is that both the Customer ID and the 
name-columns have equal contents. The procedure is in principle the same, but the formula is a bit 
more complicated: 
 
=IF(B2&C2=B3&C3;"Duplicate";""). 
 
By using 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 detail. 
 
Note! 
This procedure has been vastly simplified in Excel 2007, as Removal of duplicates is included as a 
separate tool: 
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Some simple functions 
MIN ς finds the lowest value in a selection 
MAX ς finds the highest value in a selection 
AVERAGE ς calculates the average for a selection 
SUMIF ς Sums up numbers from a column based on a criteria in another column. 
 

 
 
 
So, what is the total value for the field 
nettopris for the product dresser? We 
can easily answer that question using 
this function. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
COUNTIF ς counts the number of occurrences of a text or value, for example how many occurrences 
are there of the product dresser in column B. 
 

Useful functionality in Excel 

Validation and 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 into a 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 a database. 
 
As long as we are working on our own stuff in 
Excel, we usually do not put much 
consideration to this. But, when we create 
models others are to enter data into, we 
should start taking this into consideration. We 
have two tools in Excel that help us in reducing 
the chances of messing up things, and those 
are Validation and Protection. The Validation 
tool limits what can be entered into a cell, and 


