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Excel Time Savers

UG 17 VR

In this document we have summarised a few useful tasks and actions that can be real time
savers when doing a lot of work in Excel.

PTR™

The first section introduces a few keyboard shortcuts and some links to full keyboard
shortcut references.

The second section covers a couple of time saving features using Excel shortcut features.

x Generating number and date sequences

X Copying a formula down a column

x De-Duplicate Data (strip out duplicate rows)

X Transpose Columns & Rows (make rows columns and columns rows)
x Table Formatting

x Create a Pivot Table

Copyright @2015 PTR associates Limited www.ptr.co.uk



Excel Time Savers Page 2

Excel Keyboard Shortcuts

X Is there a quick way of switching between worksheets in an Excel spreadsheet?
<CTRL><PageUp> (Hold the Ctrl key and the Page Up key down at the

same time) and <CTL><PageDown> enable you to cycle through the
worksheets in your Excel workbook.

X How can | add the current date and time to a cell in Excel?

<CTRL>; (Hold the control key and the semicolon down at the same time) to
insert into the current cell the current date in dd/mm/yyyy format.

X Is there a quick way of apply bold and underline formats to cell contents in Excel?
<CTRL>B can be used to toggle bold on and off for a selected range of cells.

<CTRL>U can be used to toggle underline on and off
<CTRL>I can be used to toggle italic on and off

| often have to use the paste special feature. | know | can use <CTRL>V as a
shortcut for a default paste, but is there a shortcut for Paste Special?

<CTRL><ALT>V can be used to invoke a Paste Special. It will open the

Paste Special dialog:

Paste Special ? *

@Al () All using Source theme

() Formulas () All except borders

() values (O) Column widths

() Formats (O) Formulas and number formats

(O) Comments (O) values and number formats

O Validation All merging conditional formats
Operation

@ Mone OMuItipIy

(O add () Divide

() Subtract

[ skip blanks [ Transpose

Paste Link Cancel

There are many shortcuts for Excel and you can find a complete list here:

Excel Keyboard Shortcut Article

Alternatively Microsoft provide a PDF for all Excel shortcuts here:

Excel Keyboard Shortcut PDF Reference
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https://support.office.com/en-us/article/keyboard-shortcuts-in-excel-2010-20603861-42b6-4c93-82ec-66924ea9b323
http://download.microsoft.com/download/8/a/f/8afa341a-a79c-41c4-9539-16957e9a8363/AF102692107_en-us_excel%202010%20kb%20shorts_ctrl.pdf
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Excel Shortcut Features

Generating sequences

When entering a sequence of numbers into an excel column or row instead of having to
manually create the sequence you can quickly generate them by entering the first two or
three numbers, selecting the filled cells (cells B1 and B2 in the following example) and then
dragging the bottom right hand corner of the end cell as far down or as far right as required
(right in this example).

Bl - Jr | 202

1] 2014 @
2

2z

v

Now we have a completed sequence:

Bl - J || 202

A B c D E F G H | J K L
1 2014 2015 2016 2017 2018 2019 2020 2021 2022 2023|
2 =

The same method can be used to generate a sequence of dates and months, but with dates
and months we only need to enter the first value in the sequence.

A2 v < A2 -
A B A B

1 201 1 2014
2 = 2 |Jan

3 1 3 |Feb

4 4 |Mar

5 5 |Apr

6 6 |May

7 7 [Jun

8 8 [Jul

= 9 |Aug

10 10 |Sep

11 11 | Oct

12 12 |Nov

13 13 |Dec
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You can generate any uniform sequence using this bottom corner drag method. Simply fill in
enough cells for the sequence to be recognised and then drag to the end of the range of
cells you wish to populate.

For example:
1,3,5,7,9,.... (odd numbers)
Jan, Mar, May, Jul, Sep,..... (alternate months)

Copying a Formula down a column

In the following example we have a Total column containing a SUM that needs to be copied
down for all the month rows.

L2 - fr | =sumezkz)
A B c D E F G H [ ) K L
2014 2015 2016 2017 2018 2019 2020 2021 2022 2023 Total
2 |1an £ 2,000.00 £ 220000 £ 242000 £ 2,662.00 £ 292820 £ 3,221.02 £ 3,543.12 £ 3,897.43 £ 4,287.18 £ 4,715.90 [ £31,87465 ]
3 [Feb £ 2,000.00 £ 2,200.00 £ 2420.00 £ 2,662.00 £ 2,928.20 £ 3,221.02 £ 3,543.12 £ 3,897.43 £ 4,287.18 £ 4,715.30 %
4 Mar £ 300000 £ 3,300.00 £ 3,630.00 £ 3,993.00 £ 4,392.30 £ 4,83153 £ 5314.68 £ 5846.15 £ 6430.77 £ 7,073.84
5 Apr £ 4,000.00 £ 440000 £ 4,840.00 £ 5324.00 £ 585640 £ 6442.04 £ 7,086.24 £ 7,794.87 £ 8574.36 £ 943179
5 May £ 4,500.00 £ 4,950.00 £ 544500 £ 5989.50 £ 658845 £ 7,247.30 £ 7,972.02 £ 8,769.23 £ 9,646.15 £10,610.76
7 Jun £ 500000 £ 550000 £ 6050.00 £ 6655.00 £ 7,320.50 £ 8,052.55 £ 8,857.81 £ 9,743.59 £10,717.94 £11,789.74
8 ul £ 600000 £ 6600.00 £ 7,260.00 £ 7,985.00 £ 8,784.50 £ 9,663.06 £10,629.37 £11,692.30 £12,851.53 £14,147.69
o Aug £ 600000 £ 6600.00 £ 7,260.00 £ 7,985.00 £ 8,78450 £ 9,663.06 £10,629.37 £11,692.30 £12,851.53 £14,147.69
10 |sep £ 750000 £ 8250.00 £ 9,075.00 £ 9,982.50 £10,980.75 £12,078.82 £13,286.71 £14,615.38 £16076.92 £17,684.61
oct £ 8,000.00 £ BB00.00 £ 9,680.00 £10,648.00 £11,712.80 £12,884.08 £14,172.49 £15589.74 £17,148.71 £18,863.58
2 Nov £ 9,000.00 £ 9,900.00 £10,890.00 £11,979.00 £13,17690 £14,49459 £15944.05 £17,538.45 £19,292.30 £21,221.53
Dec £10,000.00 £11,000.00 £12,100.00 £13,310.00 £14,641.00 £16,105.10 £17,715.61 £19,487.17 £21435.89 £23579.48

Using the bottom left corner of the selected cell again we can do this very quickly. This time
instead of dragging the bottom right corner simply double click on it.

2 - fr =sum(eaka)
A B c D E F G H | ) K L
2014 2015 2016 2017 2018 2019 2020 2021 2022 2023 Total
2 [san £ 2,000.00 £ 2,200.00 £ 2,420.00 £ 2,662.00 £ 2,928.20 £ 3,221.02 £ 3,543.12 £ 3,897.43 £ 4,287.18 £ 4,715.90 | £ 31,874.85
3 |Feb £ 2,000.00 £ 2,200.00 £ 2,420.00 £ 2,662.00 £ 2,928.20 £ 3,221.02 £ 3,543.12 £ 3,897.43 £ 4,287.18 £ 4,715.90 | £ 31,874.85
4 |mar £ 3,000.00 £ 3,300.00 £ 3,630.00 £ 3,993.00 £ 4,392.30 £ 4,831.53 £ 5314.68 £ 588615 £ 6,430.77 £ 7,073.84 | £ 47,812.27
15 [apr £ 4,000.00 £ 4,400.00 £ 4,840.00 £ 5324.00 £ 585640 £ 6,442.04 £ 708624 £ 7,794.87 £ 8,574.36 £ 9,43L79 | £ 63,749.70
1 6 [may £ 4,500.00 £ 4,950.00 £ 544500 £ 5989.50 £ 6,588.45 £ 7,247.30 £ 7,972.02 £ 5,769.23 £ 9,646.15 £10,610.76 | £ 71,718.41
7 |sun £ 5000.00 £ 550000 £ 6,050.00 £ 6655.00 £ 7,320.50 £ 8,052.55 £ §857.81 £ 9,743.59 £10,717.94 £11,789.74 | £ 79,687.12
8 |1ul £ 6,000.00 £ 6600.00 £ 7,260.00 £ 7,986.00 £ §784.60 £ 9,663.06 £10,629.37 £11,692.30 £12,86153 £14,147.69 | £ 95,624.55
9 |Aug £ 6,000.00 £ 660000 £ 7,260.00 £ 7,986.00 £ 78460 £ 9,663.06 £10,629.37 £11,692.30 £12,861.53 £14,147.59 | £ 95,624.55
10 [sep £ 7,500.00 £ §250.00 £ 9,075.00 £ 9,982.50 £10,980.75 £12,078.83 £13,286.71 £14,615.38 £16,076.92 £17,684.61 | £119,530.68
11|oct £ 8,000.00 £ 5800.00 £ 9,680.00 F£10,648.00 £11,712.80 £12,884.08 £14,172.49 £15589.74 £17,148.71 £18,863.58 | £127,499.40
12 [nov £ 9,000.00 £ 9,900.00 £10,890.00 £11,979.00 £13,176.50 £14,494.55 £15944.05 £17,538.45 £19,292.30 £21,221.53 | £143,436.82
13| pec £10,000.00 £11,000.00 £12,100.00 £13,310.00 £14,641.00 £16,105.10 £17,715.61 £13,487.17 £21,435.89 £23,579.4% | £159,374.25
14
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Strip out duplicate rows

Excel offers a quick and easy way to strip out duplicate rows. On the data ribbon is a
Remove Duplicates option.

Highlight your data range and then click on this button to strip duplicate rows. In the following
example we start with 831 rows of data.

HS o -
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW INQUIRE POWERPIVOT TEAM

: Clear = - " 3rm  €rg o
[ From Access D D |—rs [=] Connections 8] Y Clear |£’|E [= Flash Fill H+= Consolidate E IIZE EE
[& From Web &~ Properties Reapply B[ Remove Duplicates E‘J What-If Analysis - L= L= ==
& f PPy P ¥
From Other Existing Refresh Zl Sort Filter Text to Group Ungroup Subtotal
[ & From Text Sources*  Connections  All = Edit Links A Vo Advanced Columns =& Data Validation ~ Relationships - -

Get BExternal Data Connections Sort & Filter Data Tools Outline
A2 A f_r Alfreds Futterkiste

A B C D E F G H J K L M N
Ship Name |

Alfreds Futterkiste
Alfreds Futterkiste
Alfreds Futterkiste To delete duplicate values, select one or more columns that contain duplicates.
Alfreds Futterkiste |
Alfreds Futterkiste
Alfreds Futterkiste

Ana Trujillo Emparedados v
helados Ship Mame

Ana Trujillo Emparedados y
helados
Ana Trujillo Emparedados v
10 helados

Ana Trujillo Emparedados y
11 helados
12 |Antonio Mareno Taqueria
13 Antonio Moreno Taqueria
14 Antonio Moreno Taqueria
15 |Antonio Moreno Taqueria
16 Antonio Moreno Taqueria
17 |Antonio Moreno Taqueria
18 Antonio Moreno Taqueria
16 \Around the Hom
20 |Around the Horn
21 |Around the Horn
22 |Around the Horn
23 |Around the Horm

? X

4= Select All | | 5= Unselect All My data has headers

ENRN- TRV

| | Columns

@

w

oK Cancel

o

)

Sheet3 | Orders | Sheetd | Table ()] 1

COUNT: 831

The following dialog is displayed:

Microsoft Excel hod

o 741 duplicate values found and removed; 82 unique values remain.

Was this information helpful?

Clicking on OK will remove the duplicates leaving just 89 rows.
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In the next example we have a whole worksheet of data that we wish to de-duplicate based
on the shipper name and the order date being the same.

A B C D 3 F G H |
7 Order ID Customer | Employee ‘ Order Date | Required Date | Shipped Date ‘ Ship Via Freight Ship Name Ship
2 10243 | Vins et alcools Chevalier = = T T T T T sl Shipping 532.38|Vins et alcools Chevalier 59 rue de Ak
3 10249 Toms Spezialitaten Remove Duplicates ! " peedy Express §11.61/Toms Spezialitaten Luisenstr. 48
4 10250 Hanari Cames Ta delete duplicate values, select one or more calumns that contain duplicates,  Nited Package $65.83 Hanari Cames Rua do Pago.
5 10251 Victuailles en stock peedy Express $41.34 Victuailles en stock 2, rue du Con
6 10252 Suprémes délices 4= select Al My data has headers  pjtaq Package: $51.30 | Suprémes délices Boulevard Tirc
7 10253 Hanari Cames nited Package $58.17 Hanari Carnes Rua do Paco,
8 10254 Chop-suey Chinese Columns ~ | nited Package 522 98 Chop-suey Chinese Hauptstr. 31
9 10255 Richter Supermarkt — T aderal Shipping $148.33 Richter Supermarkt Starenweg 5
10 10256 Wellington Importadora O] customer nited Package $13.97 Wellington Importadora Rua do Merc:
1 10257 HILARION-Abastos [ Employee 2deral Shipping $81.91/HILARION-Abastos Soublette #3-
12 102568 Emnst Handel Order Date peedy Express | §140.51 Emst Handel Kirchgasse &
13 10259 Centro comercial Moctezuma O Required Date 2deral Shipping $3.25 Centro comercial Moctezuma  Sierras de Gr
14 10260 Ottiliss Kaselad [ shipped Date peedy Express $55.09 Ottilies Kaseladen Mshrheimersi
15 10261 Que Delicia [ ship via nited Package $3.05 Que Delicia Rua da Panif
16 10262 Rattlesnake Canyon Grocery [ Freight ral Shippin $48.29 Rattlesnake Canyon Grocery | 2817 Milton C
17 10263 Ernst Handel Shpitiam e Eral Shipping $146.06 Erst Handel Kirchgasse 6
18| 10264 Folk och fa HB L] Ship Address aderal Shipping $3.67 Folk och fa HB Akergatan 24
19| 10265 Blondel pére et fils ] ship City peedy Express 555 28| Blondel pére et fils 24, place K&
20| 10266 Wartian Herkku [J ship Region 2deral Shipping 5$25.73 Wartian Herkku Torikatu 38
21 10267 Frankenversand [ ship Postal Code peedy Express $208.58 | Frankenversand Berliner Platz
22 10268 GROSELLA-Restaurante [ ship Country | ederal Shipping $66.29 GROSELLA-Restaurante 5 Ave. Los P
23 10269 White Clover Markets peedy Express 54 56| White Clover Markets 1029 - 12th A
24| 10270 Wartian Herldu Cancel | peedy Express | $136.54 Wartian Herkhu Torikatu 38
25 10271 Split Rail Beer & Ale |Suyama, Michasl | 01-Aug-1996]  29-Aug-1996/  30-Aug-1996 United Package $4.54 | Split Rail Beer & Ale P.0. Box 558
26 10272 Rattlesnake Canyon Grocery Suyama, Michael 02-Aug-1996 30-Aug-1996)  06-Aug-1996 United Package 596.03 Rattlesnake Canyon Grocery 2817 Milton C
27 10273 QUICK-Stop Leverling, Janet 05-Aug-1996 02-Sep-1996 12-Aug-1996 Federal Shipping $76.07 QUICK-Stop Taucherstral®
28 10274 Vins et alcools Chevalier Suyama, Michael 06-Aug-1996 03-Sep-1996|  16-Aug-1996 Speedy Express $6.01|Vins et alcools Chevalier 59 rue de Ak
29 10275 Magazzini Alimentari Riuniti Davolio, Nancy 07-Aug-1996 04-Sep-1996)  09-Aug-1996 Speedy Express $526.93 Magazzini Alimentari Riuniti Via Ludovico
Sheet3 | Orders | De-duped Data De-duped Shippers Table (O] 1 ¥

Only 7 duplicate are found with this criteria:

3
|

Microsoft Excel o

7 duplicate values found and removed: 223 unigue values remain.

Was this information helpful?
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Transpose rows and columns

Page 7

How often do you get data with the columns and rows round the wrong way for what you

want to do?

In the following we can see two tables. The first has years on the columns and months on
the rows. The second has years on the rows and months on the columns.

A B

1 _|2014
2 [lan £ 2,000.00
3 |Feb £ 2,000.00
4 |Mar £ 3,000.00
5 |Apr £ 4,000.00
5 |May £ 4,500.00
7 |lun £ 5,000.00
2 ul £ £,000.00
9 |Aug £ £,000.00
10 |sep £ 7,500.00

oct £ 8,000.00
12 |Nov £ 9,000.00
12 |Dec £10,000.00
14
15
16
17 Jan
18 2014 £ 2,000.00
19 2015 £ 2,200.00
20 2016 £ 2,420.00
21 2017 £ 2,662.00
22 2018 £ 2,928.20
23 [2019 £ 3,221.02
24 (2020 £ 3,543.12
25 2021 £ 3,897.43
26 (2022 £ 4,287.18
27 2023 £ 4,715.90
22 |Total £31,874.85
29

Excel provides a very simple way to transpose the columns and rows:

¥
2015

£ 2,200.00
£ 2,200.00
£ 3,300.00
£ 4,400.00
£ 4,950.00
£ 5,500.00
£ 6,600.00
£ 6,600.00
£ 8,250.00
£ 8,800.00
£ 9,900.00
£11,000.00

Feb
2,000.00
2,200.00
2,420.00
2,662.00
2,928.20
3,221.02
3,543.12
3,897.43
4,287.18
4,715.90

31,874.85

m M mm M mmmmmm

D

¥
2016

2,420.00
2,420.00
3,630.00
4,840.00
5,445.00
6,050.00
7,260.00
7,260.00
9,075.00
9,680.00
£10,890.00
£12,100.00

m M M mmmmhmm

m

Mar

3,000.00
3,300.00
3,630.00
3,993.00
4,392.30
4,831.53
5,314.68
5,846.15
6,430.77
7,073.34
£47,812.27

m M mm M mmmmm

¥
2017

2,662.00
2,662.00
3,993.00
5,324.00
5,989.50
6,655.00
7,986.00
7,986.00
9,982.50
£10,648.00
£11,979.00
£13,310.00

m oM mmmmmm

.

Apr
4,000.00
4,400.00
4,840.00
5,324.00
5,856.40
6,442.04
7,086.24
7,794.87
8,574.36
9,431.79

63,749.70

m M mm M mmmmmm

¥
2018

2,928.20
2,928.20
4,392.30
5,856.40
6,588.45
7,320.50
8,784.60
8,784.60
£10,980.75
£11,712.80
£13,176.90
£14,641.00

mmmmmmm

.

May

4,500.00
4,950.00
5,445.00
5,989.50
6,588.45
7,247.30
7,972.02
8,769.23
£ 9,646.15
£10,610.76
£71,718.41

m oM mmmmmm

G

¥
2019

3,221.02
3,221.02
4,831.53
5,442.04
7,247.30
8,052.55
9,663.06
9,663.06
£12,078.83
£12,884.08
£14,494.59
£16,105.10

th M thomh b omh

[

5,000.00
5,500.00
6,050.00
6,655.00
7,320.50
8,052.55
8,857.81
9,743.59
£10,717.94
£11,789.74
£79,687.12

th M thomh b omh

[

X Select the data region to be transposed.
X Copy the data to the clipboard (<CTRL>C)
X Select the cell location you wish to paste the transposed data to
 Paste Special (<CTRL><ALT>V)
X Select Transpose

H

¥
2020

3,543.12
3,543.12
5,314.68
7,086.24
7,972.02
8,857.81
£10,629.37
£10,629.37
£13,286.71
£14,172.49
£15,944.05
£17,715.61

m o om o

m

6,000.00
6,600.00
7,260.00
7,986.00
8,784.60
9,663.06
£10,629.37
£11,692.30
£12,861.53
£14,147.69
£95,624.55

m o om o

m

m o om o

m

¥
2021

3,897.43
3,897.43
2,846.15
7,794.87
8,769.23
9,743.59

£11,692.30
£11,692.30
£14,615.38
£15,589.74
£17,538.45
£19,487.17

Aug

£
£
£
£
£

m

6,000.00
6,600.00
7,260.00
7,986.00
8,784.60
9,663.06

£10,629.37
£11,692.30
£12,861.53
£14,147.69
£95,624.55

¥
2022

£ 4,287.18
£ 4,287.18
£ 643077
£ 8,574.36
£ 9,646.15
£ 10,717.94
£ 12,861.53
£ 12,861.53
£ 16,076.92
£ 17,148.71
£ 19,292.30
£ 21,435.89

w
o
=

7,500.00
8,250.00
9,075.00
9,982.50
10,980.75
12,078.83
13,286.71
14,615.38
16,076.92
17,684.61
119,530.68

M M Mo o

¥
2023

£ 4,715.50
£ 4,715.90
£ 7.073.84
£ 943179
£ 10,610.76
£ 11,789.74
£ 14,147.69
£ 14,147.69
£ 17,684.61
£ 18,863.58
£ 21,221.53
£ 23,579.48

o
=

8,000.00
8,800.00
9,680.00
10,648.00
11,712.80
12,884.08
14,172.49
15,589.74
17,148.71
18,863.58
127,499.40

o Mo o

Total

th

31,874.85
31,874.85
47,812.27
63,743.70
71,718.41
79,687.12
95,624.55
95,624.55
£119,530.68
£127,499.40
£143,436.82
£159,374.25

th M o

)

Nov

£ 9,000.00
£ 9,900.00
10,890.00
11,979.00
13,176.50
14,494.59
15,944.05
17,538.45
19,292.30
21,221.53

143,436.82

[}

£
£
£
£
£
£
£
£

Dec

10,000.00
11,000.00
12,100.00
13,310.00
14,641.00
16,105.10
17,715.61
19,487.17
21,435.89
23,579.48
£159,374.25

th ot Hh e

And that is it! You will now have a transposed set of data, rows on the columns, columns on

the rows.
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Table formatting

Excel provides a Format as Table utility on the Home ribbon which enables you to turn a
table of numbers into a beautifully formatted table very quickly.

H - - - Book] - Bxcel T E - X

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW INQUIRE POWERPIVOT Mandy Doward -

= gﬂ,cm Calibri A s == ®- B WepTe General Eﬂﬂ ;éx E EA”“’S”"‘ - ‘%Y H
B2 Copy ~ 2] Fill~

" Sramriy BT U T DL TS e S - % s ot e Sl
Clipboard & Font & Alignment o Number oS

c1 - fi | 2015
c D E F G H I J K L

1 2015, 2016 2017 2018 2019 2020 2021 2022 2023 Total

2| £ 220000 £ 242000 £ 2662.00! £ 2,928.20 £ 3,221.02 £ 3,503.12 £ 3,897.43 £ 4,287.18 £ 4,715.50 £ 31,874.85

3| £ 220000 £ 2,420.00 £ 2,662.00} £ 2,928.20 £ 3,221.02 £ 3,53.12 £ 3,897.43 £ 4,287.18 £ 4,715.50 £ 31,874.85

4| £ 330000 £ 3,630.00 £ 3,993.00 | £ 4,392.30 £ 4,83153 £ 5314.68 £ 584615 £ 6430.77 £ 7.073.84 £ 4781227

5| £ 420000 £ 4,810.00 £ 5324001 £ 585640 £ 6,442.08 £ 7,086.24 £ 7,790.87 £ 8574.36 £ 9,43L.79 £ 63,749.70

6| £ 4950.00 £ 5445.00 £ 5989.50! £ 6,588.45 £ 7,247.30 £ 7,972.02 £ 8,769.23 £ 9,646.15 £10,610.76 £ 71,718.41

7| £ 5500.00 £ 6,050.00 £ 6,655.00! £ 7,320.50 £ 8,052.55 £ 8,857.81 £ 9,74359 £10,717.94 £11,739.74 £ 79,687.12

8| £ 6,600.00 £ 7,260.00 £ 7,986.00 | £ 5784.60 £ 9,663.06 £10,629.37 £11,692.30 £12,86L53 £14,147.69 £ 95,624.55

9 | £ 6,600.00 £ 7,260.00 £ 7,986.00 | £ 8,784.60 £ 9,663.06 £10,629.37 £11,692.30 £12,861.53 £14,147.69 £ 95,624.55

10| £ 8,250.00 £ 9,075.00 £ 9,982.50 ! £10,980.75 £12,078.83 £13,286.71 £14,61538 £16,076.92 £17,684.61 £119,530.68

11| £ 8,800.00 | £ 9,680.00 £10,645.00 ! £11,712.80 £12,834.08 £14,172.49 £15589.74 £17,148.71 £18,863.58 £127,499.40

12| £ 9,900.00 | £10,890.00 £11,979.00 } £13,176.90 £14,494.59 £15944.05 £17,538.45 £19,202.30 £21,221.53 £143,436.82

13| £11,000.00 | £12,100.00 £13,310.00 | £14,61.00 £16,105.10 £17,715.61 £19,487.17 £21,435.89 £23,579.48 £159,374.25

12

15

16

17

13

19

20

21

2 @ NewTable Style..

23 i3] New PivotTable Style...

24

25

Sheetl ® 14 v
AVERAGE: 16176.6: COUNT: 130 SUM: B m -——+ 100%

El6 v Jx

0.00

0. 31,874.85
2,200.00

£ !

£ 3,543.12 £ 3,897.43 £ 4,287.18 =, 31,874.85
3,300.00 £ o : 5,314.68 £ 584615 £ 6430.77 £ 3.84 £ 47,812.27
4,400.00 £ 4,840.00 £ 5,324. 5,856. 6,442, 7,086.24 87 £ 8574.36 . 63,749.70
© 4,950.00 £ 5,445.00 £ 5,989.! " 6,588.45 £ 7,247.30 £ 7,972.02 £ 8,76 - 9,646.15 £10,610.76 £ 71,718.41
5,500.00 £
" 6,600.00 £

6,600.00 £
° 8,250.00 £

8,800.00 £

7,260.00 6. € 9,¢ 629.: 692.: : £14,147.69
5.00 £ 2.! £12,078.83 £ 6. 38 £16,076.92 £17,684.61
£12,884.08 £14,172.49 £15,589.74 £17,148.71 £18,863.58
£ 9,900.00 £10,890.00 £11,979.00 6. £14,494.59 £15,944.05 £17,538.45 £19,292, £21,221. - 14 .8
£11,000.00 £12,100.00 £13,310.00 641. £16,105.10 £17,715.61 £19,487.17 £21435.89 £23,579.48 £159,374.25

Not only is the table now colourful, there are filters on the table column headings as well to
make it easier to locate and analyse data in the table.
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Creating a Pivot Table

A Pivot Table provides a great way to summarise rows of data in a more useful way. For
example being able to view shipping data with freight costs totalled by country shipped to.

Excel provides a Recommended PivotTables button on the Home ribbon which can
suggest ways of summarising your raw data.

Edo o -

HOM IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW INQUIRE POWERPIVOT TEA

M

NE Ay am i 2

PivotTablg Recommended| Table  Pictures Online .‘ My Apps ~ Re-:cl_ﬂm&\ ded PivotChart Fc er Line Column Win/ Slicer Timelir
PivotTables Pictures Charts - View Loss
Tables INustrations Apps Charts Reports Sparklines Filters
Al - Jx || orderio
A B C D E F €] H
1| Order D | Customer | Employee | Order Date | Required Date | Shipped Date | Ship Via | Freight |
2 10248 Vins et alcools Chevalier Buchanan, Steven 04-Jul-1996 01-Aug-1996 16-Jul-1996 Federal Shipping $32.38 Vins et alc
3 10249 Toms Spezialitaten Suyama, Mich: oo e mmmeme T T T ms Spe:
4 10250 Hanari Cames Peacock, Marg hecommended PivotTables ? x inari Car
5 10251 Victuailles en stock Leverling, Jane - . ctuailles
6 10252 Suprémes délices Peacock, Marg Sum of Freight by Em{aloyee B sightbylEmploves iprémes
7 10253 Hanari Cames Leverling, Janel e Row Labels ~ | 5um of Freight inari Car
8 10254 Chop-suey Chinese Buchanan, Ste: ot s Buchanan, Steven 3918.71 10p-suey
g 10255 Richter Supermarkt Dodswaorth, Ani et i Callahan, Laura 7487.88 chter Su
10 10256 Welling‘!un Importadora Leverling, Jane oo Davalio, Nancy 8836.64 _elling!on
1 10257 HILARION-Abastos Peacock, Marg s Dodsworth, Anne 3376.26 _ARION:
12 10258 Ernst Handel Davolio, Manc - nst Hani
13 10259 Centro comercial Moctezuma Peacock, Mar!; sum of Freight by Ship Via :L_J"eréA;d:W i::::i Entro cor
141 10260 Otlilies Kaseladen Peacock. Marg  pow abels || Sum of Freight 1ng, hobe - tilies Ka
15 102671 Que Delicia Peacock, Marg  rederal shipping 20512.51 Leverling, Janet 10884.74 1e Delici
16 10262 Rattlesnake Canyon Grocery Callahan, Laurz  Speedy Express 16185.33 Peacock, Margaret 11346.14 ittlesnak
17 10263 Emst Handel Dodsworth, Anj  United Package 28244.85 Suyama, Michael 3780.47 nst Hani
18| 10264 Folk och fa HB Suyama, Mich: S To! $499269  Grand Total 64942.69 Ik och
19 10265 Blondel pére et fils Fuller, Andrew . ondel pé
20 10266 Wartian Herkku Leverling, Janet Sum of Freight by %h‘p ;'mian Hi
21 10267 Frankenversand Peacock, Marg '-n:;::.' e ankenve
22 10268 GROSELLA-Restaurante Callahan, Laurz et e ROSELL
23 10269 White Clover Markets Buchanan, Ste: S o hite Clov
24 10270 Wartian Herkku Davolio, Nancy Eanma ey artian Hr
25 10271 Split Rail Beer & Ale Suyama, Mich: Srrance S it Rail E
26 10272 Rattlesnake Canyon Groce Suyama, Mich: . ittlesnak
271 10273 QUICK-Stop ’ v Le:arling‘ Janey o of Freight by Ship .. JICK-Stc
an ABATA e~ ot N o e el PSS Y T RoviLabats '“”“m: v | ——
_Orders bk Blank PivotTable Change Source Data... QK Cancel =

You can scroll down the offered list of potential pivot tables until you find the grouping of
interest.
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In this example we select the following offering:

Recommended PivotTables T >

Sum of Freight by Employee ~  Sum of Freight by Ship Country (+)

i Row Labels ~|Sum of Freight
oot * Argentina 598.58
Sttt # Austria 73915
e fpovsn = Belgium 1280.14
ot # Brazil 4880.19
Sum of Freight by Ship Via *Canada 2198.09
. * Denmark 1396.19
:::e:rse:pnm; " 0‘;;';'5'; “Finland 910.89
Speady Express 16185.33 * France 4237.84
United Package 28244.85 # Germany 11283.28
el ot #lreland 2755.24
Sum of Freight by Ship ... ﬂltaly'. 864.44
e * Mexico 1122.78
:m?“ :::: + Norway 275.5
ecum e #Poland 175.74
. ¥ Portugal 643.53
i #spain 86189
= S + Sweden 3237.6
Sum of Freight by Ship ... “Switzerland 1368.53
R v EHUK 2054.27
Blank PivotTable Change Source Data... oK Cancel
Here is the result:
H ©- = Book] - Excel PVOTRELE. 7 BH - O %
HOM INSER PAGE FOR  DATA REVIE VIEW INQUI POW TEA  AMALYZE DESIGN MandyD. ~
E.! r‘o > InsertSIicer [i D i r‘fx |_}r‘|x B
PivotTable Active Group B Insert Timeline Rgfr::h Change Data Actions Calculations  Tools  Show
- Field = - Filter Connections - Source - - - - -
Filter Data ~
A3 A fl Row Labels L¥]
A B C D -~
1 PivotTable Fields v
2 .
; Choose fields to add to report: &4 -
3 |Row Labels - Jsum of Freight
4 #Argentina 598.58 Order ID -
5  #Austria 7391.5 /| Customer
& #Belgium 1280.14 Employee
7 #Brazil 4880.19 Order Date
8 ¥ Canada 2198.09 Required Date
9 | ® Denmark 1396.19 Shipped Date
10 #Finland 010.89 Ship Via
11 #France 4237.84 /| Freight
12 #Germany 11283.28 Ship Name
12 #lreland 2755.24 Ship Address -
14 taly 864.44
15 = Mexico 1122.78 Drag fields between areas below:
16 * Norway 275.5
17  ®Poland 175.74 T FILTERS lll COLUMNS
18 # Portugal 643.53
19 #Spain 861.89
20 ®sweden 3237.6
21 #Switzerland 1368.53 = rows = VALUES
22 |HUK 2954.27
23 HUSA 13771.29 Ship Country v Sum of Freight -
24 #Venezuela 2735.18 Cislomer d
25 Grand Total 64942.69
26 -
N F v Defer Layout Update
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Excel Time Savers Page 11

You can learn more about basic and advanced Excel techniques from the following PTR
training courses:

http://www.ptr.co.uk/microsoft-excel-courses.htm

You can also follow us on m for more useful tips and info.

If you would like to be included on our Top Tip Tuesday mailing list you can subscribe
here.

We also have a monthly newsletter offering useful information, such as technical tips,

curriculum guides course updates, and more. If you would like to receive the newsletter you can
subscribe here.

Check here for Late Availability savings: http://www.ptr.co.uk/lateavailability.htm
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