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SET-UP AND INFORMATION

Sample Files

Please copy the sample files into the My Documents folder.

Copyright Notice
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No part of this document may be reproduced, copied, modified or adapted without the prior written consent of the author,
unless otherwise indicated for stand-alone materials.

Disclaimer

All reasonable precautions have been taken in the preparation of this document, including both technical and non-
technical proofing. Tiamari Taljaard assumes no responsibility for any errors or omissions. No warranties are made,
expressed or implied with regard to these notes. Tiamari Taljaard shall not be responsible for any direct, incidental or
consequential damages arising from the use of any material contained in this document. If you find any errors in these
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apologise for any errors you may detect.

Contact Information

Email: email@tiamari.com
Web: www.tiamari.com

TIAMARLCOM
— NS —

FOR USE AT THE AUTHORIZED SITE(S) ONLY

© 2001-2013 Tiamari Taljaard - www.tiamari.com



Excel 2010 Level 2 - Page 3

TEMPLATES ...ttt ettt ettt sttt sttt e e st st et e bt st e st et e s s ese et e ebe st eneebesaeneebe s enesbaneesesseneetesaenentens 5
EXCEL TEMPLATES ....oitiutetisteitstestettsteeetestesteteste st stestesteseesestentetessesestassesesseneesesseseetese sheneesesseneesessesestensesessansasens 5
CUSTOM TEMPLATES. ...c.eetetttrtettatrtetetstetestsestesttstesesbese st besesesbebesessebesesbebeseeebes e st st ebene s st e ebebesesbebeatabebenenseseseneas 6

Creating @ CUSIOM TEMIPIALE............c.ocoueeeeeeeeeceeeeeeeeietete e te et e et e e e te e st e s et et ese s et eseseasen 6
Opening @ CUSIOM TEMPIALE.............ccooereeieieieisieeseeese sttt sttt sttt 7
Editing @ CUSIOM TEMPIALE............ccoceieeeiiieeeeeeeee sttt 7

MANIPULATING DATA oottt ettt ettt et se st b s et e b ese st e s esesbess et e s te st ebe s e s benseseabensesestesensesenens 8

PASTE SPECIAL TECHNIQUES ......euvetiiteitetitetesteseetesteeetesaesestessesseseesesseneesessesessassesessensesessensesessessensesessensesessanens 8
PASEE VAIUES ...ttt ettt ettt ettt ettt ettt te e 8

FE i TaE ook g o I D i - U 9
IMPORTING A TEXT FILE .ntttitiietiiieieiirte ettt st sttt ettt ettt e e e et esestese et e seste e esesbeneesesaenens 11
IMPOrtiNG DENMITEA TEXE ...ttt sttt nas 11
SUB-TOTALLING ....cctttteutetirtettstestetesteeetesteseetessessastesessastesessaseesessesessassesessassesesseseasessessessesesseseetessasessessesessansasens 14
Creating SUDTOLAIS. ..........c..ccooeeeieeeeee ettt ettt sttt 14
REMOVING SUBIOLAIS ..........coocveeeveeieeeeeeeeee ettt et e ettt et et e st e et e et e ets et s etaataessess et essessensen 17
NAMED RANGES ..ottt ettt ettt et e et s b et et et e st eb et es e s s enseseasesheseneesensesessensesessaneesesenesn 18
What @re NameEa RANGES? ........ocveeeeeeieeeeeeeeeeee st ete et et et et e te e st e te s s e tassseteetsest et essesesrsessesssenss 18
Rules for Naming CellS @nd RANGES ...........cceveeeeeiieeieieieiesiesieseessesisssessessseesseasssesssssessssssssesssnses 18
Naming Cell Ranges in @ WOIKSREEL ...ttt 19
Named Ranges Within FOIMUIAS .............cccoooueiireiririeiseetse ettt 20
Navigating wWith Named RANGES...........cceureueireiieseeseetse ettt sttt e eeaen 21
Creating Named Ranges AUtOMALICAlY .............cccououeerinieineieisieeesee ettt 21
Deleting Named CEIIS/RANGES .........ccvcveeeieieieieiieieesiestsseestestesses e ssaetesssetaessassessessssessasssssesssesssasen 22

FORMATTING & DISPLAY TECHNIQUES .........cooioieeiete e sttt 24

STYLES «eetteteiitetettrtst ettt sttt st ettt b et b et b et e b bbb st h bt b bt s bkt e e E bRkt E b bbb bt b ekt e st e b et e bbb 24
COII SEYIES......eoeeeeee ettt ettt ettt ettt ettt 24
TADIE SEYIES. ...ttt 25

SPECIAL FORMATTING ....ueitiutetiiteeietestetestetetesteseetesteseessesessessesesseseesassesessassesessessesessessesesssssensesessessesessessasessasens 27
CONAItiIONA] FOIMATEING.......c.occoiieiriirieisieieeeeeese ettt sttt sttt sttt sttt 27
CUSIOM NUMBEI FOIMIALS ...ttt ettt sttt sttt et st saeste e ste s e e 29

HIDING AND UNHIDING .....utteuietiieitsieietestestetesteststesteaeesestestesesteseesesteneesessesestesaenestensesessestessenessensesesseneesessenens 32
Hiding @and UNRIQING ROWS..........ccuveeeeieeeeeeeeeeeetestte ettt st e sttt et e et e s tassaessassaessaesesnassssenssesenns 32
Hiding and UnRiding COIUMNS............cocveeiieieieieieieesestestetestes e essa s e staetae s et essessesessasssssessesssasen 33
Hiding and Unhiding WOIrKSREELS.........c..ccoveoeeirieieieseeeeetsee sttt s 34

COMPARING SIDE BY SIDE .....oootiteiiiietisteettet sttt sttt s e a s s te s sesbe e sbesastanaesessaneens 36
COMPARING WORKBOOKS .....ccveuietiiieeietisiesestestetestestesessesesssesessassesessessssessessssessesessessesessessssessessessesessassasessesens 36
COMPARING WORKSHEETS .....cutteteutretettrestestesietentsseseststesessesesesseststssesestssssesessssestssssesenessesessestsasesenessesensanes 38

ADVANCED SORTING & FILTERING ......ccoeoiiieiiiieisieieiesietete sttt sttt sae e steeebesaesesteseessenens 39
SORTING DATA <.ttt bbbttt b bbbt b ket et s b bt s bk e st st e b st na et ese e ebenenens 39

Sorting Data by MUIIDIE COIUMINS..........c.ccueeeeeieiiieieieieiestesestees e seseere e e sttt e s et esesssssesssassatesaren 39
CUSTOM SOIT OPHONS ..ottt ettt ettt sttt st s ae sttt te e i ee 40
FILTERING DATA ...ttt ettt ettt et et sttt e e se st e e b e s b e st et e st ese et e e ese st e et e sseseebessesesbeneesesbenentesaesenns 42
USING AULOFIIEEL ...ttt ettt ettt sttt st 42
MUIEIPIE FIEEIING. ...ttt sttt sttt sttt sttt aesaeeas 43
Lz o) o I (=] S 44
o) oI KO 0 (o] 1 (= U 45
Filtering UNIQUE RECOITS..........oceeeeeeeeee ettt tte st e e s ta st e st et et a e st e taesasssassaestaeasasnsasssssnsaesenns 46

FOR USE AT THE AUTHORIZED SITE(S) ONLY
© 2001-2013 Tiamari Taljaard - www.tiamari.com




Excel 2010 Level 2 - Page 4

AQVANCEA FFIlEOF ...ttt ettt ettt et sa et esteeteaaesaea 48
MORE ABOUT FUNCTIONS ...ttt ettt te sttt sttt st se s esessesessessesessensesbaseesensesessensenes 50
DATE AND TIME FUNCTIONS.......ccuetitirieeisteietestetetestesestestessseesessesestessessssessesessessasessesessessesessensessessesessesessensens 50
TRHE NOW FUNCHON ..ottt ettt sttt sttt et e et e st e se e s sestssrsessessessesneesensnensanes 50

THE TODAY FUNCHON ...ttt sttt ettt te et s be e aeste s e se e ssenseaeatensenees 50

TRE DAY FUNCHON ... ettt ettt sttt et ettt et eae et eaes 51

THE MONTH FFUNCHION. ..ottt ettt ettt bttt seste e se e s e te s asensessstenseness 51

TRE YEAR FUNCHON ...t ettt ettt ettt ettt ettt st ettt eaes 52

L DNl =l 7 [ To1 { (o ¢ S 52
ComDbiniNG Date FUNCHONS. ..........ccooueiieieieeeeeet ettt sttt sttt sttt sttt 53
Calculating With Date FUNCHIONS ...........cccueouvirieirieieisetees et ettt sttt 53

THE IF FUNCTION ...ttt sttt ettt et st tes et e steseebe st esessesses e st ens et essanseseneesensesessansesessensesensanesn 55
Understanding the [F FUNCHION .............oocveeieeeeeeeieeeeeetestte sttt s st te e te e e st e taessassaessae e easenaes 55
USING TRE IF FUNCHION........c.ooceeeeeeeeeeeeeeee ettt ettt et e sttt ste et a s ate e st e s sa et e s n e sse e seesasnsasnsennes 55
CUSTOMIZING EXCEL ..ottt et ettt sbe e s se e e ssessesensesesbensesessenessessenenns 59
MOQIfYiNG BaSIC OPLIONS........cc.cevieeeirieieiesietsiesetee ettt ettt sttt ettt ann 59
MiInIMIZING TRE RIDDON ........c.oeeuiieieiiieeees ettt ettt aas 61
ADVANCED PRINTING OPTIONS ...ttt sttt st sae sttt se st sae s st et etesaeseetesaeseesaesessenens 62
SELECTIVE PRINTING....ccutitiietiiteeietistettstetetestestetesteseatetestessesesaeseetasaesessassesesseseesessessetesssssansesessasessessessssensasens 62
TRE Print OPLIONS SCIEEM......ccuecuveeeeeeeveeeteseeeeeee st e et e ettt et et e et e st esse e e e ssetaets e st etsessesatessesserssasenss 62
Printing the ACHIVE WOIKSREET .........ccueeeeeeeeeeeeeeeeeeteee ettt taete st e teete s e e sastasasesnseesenns 62
Selecting the Pages in @ Print RANQE............ccvcecieieieieieieiesesisstiesesssssasiesseissssssssesssssessssssssessens 63
Printing MUIEIDIE WOIKSREELS ...........cooueeeeiieeeeeees ettt 63
Printing @ S@IECHON ........c..covueeeiiieieeseee ettt ettt aas 63
PriNtING @ CREAIT ..ottt sttt sttt st ae sttt st et etenae it saeeas 64
ADDITIONAL PRINTING FEATURES.....c.ccttiteuiitiietiiteeetisteststisesessassastessessssessssassesessassessssassessssessesessessassessssensens 65
GlIANNE DISPIAY .....ccovceveeeeeieeeteeeeeeee et et tete ettt e et et st et a et s et e e te e te et e rt st et et et et et e s et et aatesseesaaseans 65
Printing Row and Column HEAAINGS..............coeueueueeiecreseeesiecieestaeeseste st stesesessessessesssasssseassassanes 66

FOR USE AT THE AUTHORIZED SITE(S) ONLY

© 2001-2013 Tiamari Taljaard - www.tiamari.com



Excel 2010 Level 2 - Page 5

Templates

For this chapter, you need to open the workbook called: Client Invoice

Excel Templates

e Microsoft Excel has a whole range of built in, as well as online templates.

e On the Ribbon, select New on the File tab to find a selection of templates.

n Home Insert Page Layout Formulas Data Review View

H Save
Available Templates
[l save s
£S5 Open it Home
_’_[‘ Close
Info e I
= B _;_J;' = m
Recent Blank Recent Sample My templates  MNew from
workbook templates templates existing
Office.com Templates Search Office
Print < |
& o =
Save & Send == ‘,s o 2 !Hl
Agendas Budgets Calendars Expense Faxes Forr
Help reports

e Under Available Templates, click on the Sample templates icon.

B |
Sample
templates

e We will study the Loan Amortization template. Double-click on the icon to open it.

e Examine the workbook. In terms of loans, amortization is the process of paying down the loan
by making payments which include both principal and interest.

e Enter fictional values into the cells with the light orange background fill to see the results of the
calculations in the worksheet.

1 Loan Amortization Schedule

Enter values

Loan amount

Annual interest rate

Loan period in vears

Number of payments per vear

Start date of loan

Optional extra payments

= .
e =i =R = R

e Saving a template will not override the original template. Excel will treat it as a new workbook
and the Save As dialog box will appear when you click on the Save icon.
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Custom Templates

For this section, use the sheet named 001

Creating a Custom Template
e Custom templates can be created by saving a workbook as an Excel template.
e The workbook Client Invoice contains a blank invoice that we want to save as a template.

e Once the workbook has been opened, select Save As on the File tab. The Save As dialog box will
be displayed. In the Save as type drop down list, select Excel Template.

CI) | « iz » Daaris-teviz - [ || seorn |

—

‘ Organize = oo Views - B New Folder

Name Date modified Type -
| ) Client Invoice

Favorite Links

EI Documents

More »

Folders
. aaa-CURRENT
. aaa-INFO
. aaa-MAYBE
., aaa-PEMDING

| 7 R NCNCAORLAL

File name: Client Invoice

Save as type: ‘Ev.cf_i WOERQ_I(
Excel Workbook
Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

XML Data

Single File Web Page

Web Paie

e The save location will automatically change to a folder called Templates. Click on the Save
button to save the template.

Authors:
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File name: Client Invoice
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Authors: Tiamari Tags: Add a tag
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Opening a Custom Template

e To use a custom template, select New on the File tab. Under Available Templates, click on the
My Templates icon and select the template that was created.

8

My ternplates

Editing a Custom Template

Any changes that you make to the template file will only affect new workbooks that are created by
using the edited template. Any workbooks that were previously created based on the unedited
template will remain unaffected.

Simple Way
e The easy way to edit a custom template is to simply Open it from the My Templates list.

e Then edit it and save it again as a template, either over writing the original template file or
saving it with a new name.

Alternative Method

e Alternatively, use the following method. (This method could be tricky as it involves browsing to
you Microsoft template files and the path may vary from one computer to another)

e Select Open on the File tab.

e On the File Type drop-down list, select Templates, and browse to the templates folder, which is
usually located in

C:\Users\User name\AppData\Roaming\Microsoft\Templates

] Do!

1. Open the Excel Sample Template called Personal Monthly Budget.
2. Make a few adjustments to suit your personal needs.

3. Save the edited file as a Template in My Templates. Use the file name My Edited Budget.
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