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Tips for Excel Users
By Jodie Cadile, Budget Office

Did you know Excel can do amazing things? Here are some |
Switching Between ExXcletl iSscrseoemest i mes quicker to use the C
function if you have multiple versions of Excel open i nsi
Create a New Shordtilcfutt iMemar i s a com
yourself wusing often, make it intio |
Optie@eaick Access Tool bar, add New |
right, save it The new file shortec
Excel
Upper, |l owerpThespefunctions can be ut ‘ =
downl oaded from a diatgarbaamsnea tbiucdalilsyn correct. For
example, in the Position Budget Management system (PBM),
I was going to use a PBM download for a report, I woul d
functi -
B3 7 £ | =PROPER(A1)
| A B C D
1 |JODIE CADILE
2 Formula Result
3 |Jodie Cadile .l e
4
Current Date ®SRhorgoutkly insert the current date into a
keyboard and the current date will appear
For mat Pad fbecopy identical formatting from one cel/l (or
highlight the cell(s) containing the formatting you wish
t hen highlight the cells you wish to apply the formatti ni
H - x B 0O = B <- x BB 0O -
File E™M nset  Pagelayout  Formulas  Data  Review File el |nsert  Pagelayout  Farmulas Review  View
X Cut b T e o == - & Cut AdobeFanHeitiS |11 - A & = == &- &
ER) Copy - =L i h _ ? Paste B Copy - B I u-H- H-A- == 5
Fa,stE ¥ Foimatpanter | © T U - H- &2-A-|=== =3  Format Painter - -
Clipboard e Font & Al Clipboard Fl Font 1F) Alignment
B9 - = D3 3 5 Budget Office
A 8 c b A B C D E
1
2
B ‘ | e it e e Budget Office 3 [Administration and Finance| | Budget Office |
4
The fill, border, font color, column widt
Concatemafae combine the contents of m t
fu n Ct | on. |n or d er tO cCo mbl ne C OI umns File Home Insert Page Layout Formulas Data Review  View C |
first name foll owed by | ast name, us e E‘EE:;W Calibri v qla s ==ge B j
I't i s important to note that USing qU Smommpme 578 20 DA === 5=En g
them will place a space between the f oo = e Aunment @
not necessary |l eave this step out. 2 I- £ [ RSCoNGHENAIG D)
A B = D E F
Budget Office staff Formula Result
Bob Deemer Bob Deemer )
Barb Ritts
Mistie Blazavich

Jodie Cadile




Making Changes to MaMWhiepl eoT&beg with multiple tabs, if
change to each Gt atbav e otuo dsoocnr ol | t hrough each tab and make
can make it one time using this tip. Hold CTRL and sel ec:
becomes white instead of gray when selected), make the ¢l
been applied to each tab.
H® x B [ < Bookl [Group] - Excel Book! - Excel
PR inset | Page L| Form | Data | Reviev | view | Ade-i| acH
X A = 9% Conditional Formatting '“'D £ A = % 4] Conditional Formatting ‘['@ * A = g, | FE Conditional Formatting =
Fa o | = PR i - | — = —— Em |- 5 [IZ7 Format as Table
Paste e | ot e e e L Paste B | o Alignment Number FomEes Paste Font  Alignment Mumber ' o o o o0
~ - - - [P cellstyles- .o - - - EFceistyles~ - M M - Ecelistyies-
Clipboard 1 Styles Clipboard & Styles Clipboard Styles
85 & fe | arigas BS - £ || cadile 85 <~ Fe || cadile
A B 4 D E F s B c D E F A 8 © D E F
1 |Budget Office Staff 1 |Budget Office Staff 1_|Budget Office Staff
2 |Bob Deemer 2 |Bob Deemer 2 |Bab Deemer
3 |Barb Ritts 3 |Barb Ritts 3 Barb Ritts
4 |Mistie Blazavich 4 |Mistie Blazavich 4 Mistie Blazavich
5 |lodie Grigas | s |iodie Cadile 5 |Jodie Cadile 1
6 & » 6
7 7 7
8 8 8
g a 9
2015 | 2016 | 2017 ® “ 2015 | 2016 | 2017 ® - | 2015 | 2016 | 2017 ® ]
Ready #H [ - i moEm o Ready = W =
Remove Dupl BDcTaot eesnsure there is no duplicate data, use th
Hi ghlight the entir e fiDbdaatddaa ts,etCl iBRedmedottee tDhuedbiuctatoens, sel ect
columns (when prompted) you want Excel to fikmd t he dupl i
H S Book? - Excel H 5- x B O =
File Home  Inset  Pagelayout  Formulas Review  View  Add-ins  ACROB/ File Home  Inset  Pagelayout  Formulas Add-ins  ACROBAT
B = [T show Queries [2] Connections Clear ~y Flash Fill 2 Consolidate B = [ show Queries [2] Connections s I3 ~ Flash Fil
lEl [ From Table F’E’} Properties Reapply B-ARemoveuplicates =7 Relationships '-D [F] From Table Fg Properties : Y Reapph Be BB Remove
Get External  New Refrest z| Sort  Fiter GetExternal  New Refresh Z| Sort Fifter Text to
Data~ ngryv[\c_‘kecentSauvces Al b Edit Links A Vo Advanced ", = Data Validation - [ Manage Data M Dsta~  Query~ (o RecentSources | g~ Edit Links A Vo Advanced | ¢ojymns S5 Data Val
Get & Transform Connedtions Sort & Filter Data Tools Get & Transform Connections Sort & Filter
AL M % | Budget Office Staff Remove Duplicates - F | Bob
Delete duplicate rows from a sheet.
A B C D E F G H 1 K
2 - £ < B £ ! J You can pick which columns should — 1 [Budget Office Staff
1 [Budget Office Staff be checked for duplicate
2 [Bob Deemer information. 2 |Bob Ly
Ry Rt i :}[stt,ie s:gzzvich o [
1 duplicate values found and removed:; 4 unique values remain.
3|
6 |Jodie Cadile j *
7 8
8 )
9 10
10 1
Paste Special dMaonspasnge data from rows to columns, or v
Special Transpose funcfiiCopiyP8et ecBpEbEdatimams poose.
H S- * BB 0 s pos-e. B - O A F G i Bookd -Ec. @
Calbri =11 - A A" § -9 »
[P inser | Page | Forrr | Data | Revie| View | Add: | AcRi| @ Tellme. ; ;;:; = pme Inser | Page | Forr | Data | Revie| View | Ada- | acri| @
i A =] g5 | EE Conditional Formatting ~ = 3 20]_5: i = A = % FZ Conditional Formatting ~
Clipboard  Font | Alignment Number B Format as Table~ Cells E 44 2016 % Cit Lo = |aC T (17 Format as Table -
= > > o [Z9 Cell Styles - . 5§ 2017 By Copy ipboar ont  Alignment MNumber
7 AL - - o - [Eicenstyles~
Styles [y Paste Options:
7 B - Styles
I Calibi <11 - A A -9 s B D Lo LA 128 % e
I=O- A~ > 9 Paste Special.. 3 o5 - 1
Al T ——— [y k 10 D Smart Lookup
1 Year ¥ cm 11 eert € el A B g D E F
2| 2014 - 12 reen bopled b Year 2014 2015 2016 2017
3| 205 EB EW& 13 Delete... Paste Valias
4 2016 Paste Options: 14 Clear Contents - Transpose (T}
| 15 - P 123 123 i3
5| 2017 b =l Quick Anslysis Other Paste Options .
& Filter [ P | —
7 17 ot B e & Sheetl (O] 1
8 'o Smart Lookup :‘: 3 Incert Comment Paste Specl.. G ﬁ E = L
Excel can do amazing things. Chances are, if you are man:
probably a formula that canvdofoundorhgoeltipésopel poul .
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