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Shortcuts, Tips & Tricks

What it does

How to do it

Navigate to a worksheet

Right click on worksheet tab arrows.

Move the QAT

Right click on the QAT and select SHOW THE
QAT BELOW THE RIBBON

Add Ribbon Commands to the QAT

Right click on the COMMAND BUTTON and
select ADD TO THE QAT

Add Non Ribbon Commands to the QAT

Right click on the QAT and select
CUSTOMIZE the QAT. Select Command
Category, Find Command and select ADD.

Delete Commands from the QAT

Right click on the QAT button and select
DELTE FROM THE QAT

Make a chart

Click in the database and press F11.

Zoom

CTRL + Mouse Roller

Forced Wrap (New line in cell) ALT + Enter
Select Visible Cells ALT +;
Show Formulas CTRL+~
Select all cells in an array CTRL+ A
AUTOSUM ALT +=

Absolute Reference

Click next to the cell reference and press F4

Office Button or FILE Ribbon Tab --> Options -
-> Advanced --> After Pressing Enter Move

Change the cursor direction after ENTER Selection ....

Copy CTRL+C

Paste Enter (Once) or CTRL + V (Multiple)
Paste Special CTRL+ALT +V

Cut (Move) CTRL+V

Undo (Freak Out) CTRL+Z

Resize row to specific size

Click on bottom boundary of row in header,
click and drag down or up to size

Resize row to wide enough for widest entry

Double click on bottom boundary of row in
header

Resize column to specific size

Click on right boundary of column in header,
click and drag down or up to size

Resize Row to wide enough for widest entry

Double click on right boundary of row in
header

Resize multiple rows or columns

Click and drag or hold CTRL while clicking on
rows or columns in header, then resize by
dragging or double clicking on boundary on
one select row or column in header.




33 Essential Keyboard Shortcuts

Keyboard Shortcut What it does
CTRL + Scroll Zoom
CTRL + Enter Keep cursor in current cell
CTRL + X Cut
CTRL+C Copy
CTRL +V Paste
CTRL+7Z Undo
CTRL+Y Redo
CTRL+ALT +V Paste Special
CTRL+ N Open New File
CTRL+S Save & Replace
F12 Save As
ALT + = Autosum
CTRL+B Bold
CTRL+ U Underline
ALT + Enter Forced Wrap
F11 Quick Chart
CTRL +; Current Date
CTRL + SHFT +; Current Time
CTRL+1 Format Cells
CTRL + A Select All Data
CTRL+ "~ Show Formulas
ALT +; Select Visible Cells
CTRL + i ltalicize
CTRL + SHFT + L Autofilter
CTRL +R Copy contents RIGHT
CTRL+D Copy contents DOWN
CTRL+F Find
CTRL+H Find & Replace
F7 Spell Check
F4 Insert Absolute Reference ($)
CTRL+P Print
CTRL + K Insert Hyperlink

F5

Goto




Autofill Handle

Input into Excel can be time consuming, but you have a friend in the

Autofill ]-%dl{e.
o I ER=IRLE) <] :f'

C

Octoher
ovember
December
November December Januar?\!February March  April
February
March
April
May
June
July

Remember The Power of:
AUTOFILL HANDLE!




Autofill Handle - Custom Lists

Do you have lists that you have to re-create often? You either have to
remember them or find something to copy and paste them from?

You need Custom Autofill Lists:

First, highlight the list you want to turn into a Custom List:

G H I

Wesley
Matthew
Lucas
Jonathan
Wolf

lan

Karl

Next, go to File > Options - Advanced - Edit Custom Lists

Excel Options

General

Formulas

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

When calculating this workbook: Excel for Business 2... El

Update links to other documents
[7] Set precision as displayed

[7] Use1904 date system

Save external link values

General

7] Provide feedback with sound

[7] Ignore other applications that use Dynamic Data Exchange (DDE)
Ask to update automatic links

[] Show add-in user interface errors

Scale content for A4 or 8.5 x 11" paper sizes

At startup, open all files in:

Web Options...

Enable multi-threaded processing

Create lists for use in sorts and fill sequences: | Edit Custom Lists...



Autofill Handle - Custom Lists

Next, select Import and the list will be added. Had the list not been
highlighted before you went to Excel Options, you could click into the
Import box, return to the worksheet and highlight the list.

Custom Lists “ L ?
Custom Lists

I Ip i
(=1
(=1

Custom lists: List entries:

MEW LIST - Wesley -

sun, Man, Tue, Wed, Thu, Fri, ! Matthew

sunday, Monday, Tuesday, We Lucas Delata
Jan, Feb, Mar, &pr, May, Jun, I Jonathan =
January, February, March, Apri Walf

Salaries, Benefits, Supplies, In: Ian

Amber, Bill, Charlie, Dan, Felitz Karl

Marth, East, West, Northwes
Wesley, Matthew, Lucas, Jonaf]

- -

Press Enter to separate list entries,
Impaort list from cells: 51535159 s

[ aK ][ Cancel ]

To modify an existing list, return to Custom Lists, select the list and
modify the entries in the List Entries box.



Paste Special

Have you ever been building a spreadsheet, then realized the rows
should be the columns and the columns should be the rows?

First Quarter Sales
January February March REEUSEUES

California $1,345 $2,345 $100,000 $103,690
Florida $4,000 $3,456 $6,443 $13,899
Georgia $2,356 $7,665 $9,999 $20,020
Indiana $4,000 $4,444 $5,555 $13,999

California Florida Georgia Indiana
January $1,345 $4,000 $2,356 $4,000

February $2,345 $3,456 $7,665 $4,444

March $100,000 $6,443 $9,999 $5,555

Total Sales $103,690 $13,899 $20,020 $13,999

] [ ] = ] E
Paste Special |i|—i_hj
Paste
rrrrrrrrrr @ all Al using Source theme
Formulas Al except borders
Jﬂn Yalues Colurmn widths
i $1 Farmats Farmulas and number Formats
$ Comments Yalues and number Formats
Walidation
$ Operation
$ @ Mone Multiply |
add Diwide:
Subtrack
Calif PEEEEEEEODDDDDDDDDDDDDY
%1 i s e
r $ [ (84 ] | Cancel |
$10

$103.690  $13.899 $20,020 $13,999



Basic Formulas -- Review

Order of Operations for Excel Formulas:

Parentheses Please

EXxponents EXxcuse

Multiplication & Division |[My Dear

Addition & Subtraction |Aunt Sally

“_n

Every Formula or Function starts with an “=" sign:

-

Clipboared ™ Fant Alignment Mumber Style

I UM _ (> x o k| =A55-38 - .
> Amount 1 | Amount 2 \ Total
o 12 6/=A3+B3
4 8 14
5 15 2

A

Relative referencing - Excel will automatically shift the column letter
and/or the row number to as the formula is copied.



Absolute Referencing -- Review

Sometimes relative referencing will shift the cells that you don’t want

shifted.
Tax Multiplier 8.25%
Shipping &
Price Handling Total
$12.00 $2.00
$15.00 $3.00
$18.00 $4.00
$25.00 $5.00

Absolute Referencing - Override relative referencing and “lock” the
column and or row by putting the “$” in front of each part of the
reference you would like to lock:

$E$4 - locks both ; E$4 locks the row; $E4 locks the column

F4 will toggle you through the 4 options (None, Column, Row,

Column+Row)




Range Names

Use Range Names to simplify formulas.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW [
sy ¥ Cut

. Arial -6 A N |F == |EWapTet

Pavste _% :::‘:atvpainter I Uu-|#. b A =E==|& = | B Merge&iCen
Tax | fe | 8.25%

E4 has been named D E

“Tax” by selecting the 4 | Tax Mu ip 8 259,

cell, then clicking in

the Name Box, typing ~ °

“Tax” and pressing Shipping &

enter. . -
6 Price Handling
7 $12.00 $2.00
o C15 NN <2 NN

Also - range names come in handy for navigation.

Paste. - B I U-|Z-|&-a-|=B=|¢

S ¥ Format Painter = e A =Bl =|
Clipboard Ia Faont I

Tax| v fe | B.25%

Annual_Inter..

Loan_Amount

D |
Monthly_Pay.. | Tax MUItipIier 8

ouT

raise
Rate

r— Shij

Term in maon.

To go to a cell that has a range name, click on the Name Box drop down
arrow, select the range name and Excel will take you there.
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Formula Auditing

Formula Auditing makes analyzing and correcting formulas
visual and much easier.

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER

e o e v
D E F G
Tax Multiplier ~<’/o
Shipp

Price Handli N. Total

$12.00 $2.00 $14.99

$15.00 $3.00 $19.24

$18.00 $4.00 $23.49

$25.00 $5.00 $32.06

Trace Precedents - Draws lines back from the cell to all of the
cells that are involved in the calculation of that cell amount.

Trace Dependents - Draws lines from the cell to the cells that
include the highlighted cell in their respective formulas.

Remove Arrows - Erases any Precedent or Dependent arrows

11



Functions - Insert Function

Functions are special forms of formulas - shortcuts - for
performing certain mathematical operations.

Excel’s “Doorway” to all of the 350 functions is the Fx button
next to the Formula Bar.

F-:mt\ F Alignme

bl
—~
==

Insert Function lil&] I
Search For a function: J

Or select a category: |Most Recently Used E|

Select a function;

HYPERLIME ‘
COUNT

Max

SIN s

SuUM({number1,numberz,...)
adds all the numbers in a range of cells,

Help on this function Ok ] ’ Caniel l
a =
B I U b R Y = = =||:E i=|| = $ %4 ||%8 8)|| Conditional Format  Cel
¥ ‘ U e ”a‘ = I I I _1 ‘ = [ >) Farmatting = as Table ~ Style
[ Font Alignment Humber Styles
M (o L —epman
Function Arguments ME
| i
SUM
Numberl || = number
MumberZ B%| = number

Adds all the numbers in 2 range of cells,

MNumber1: numberl,number2,... are 1 to 255 numbers ko sum, Logical values and text
are ignored in cells, included i byped as arguments,

Formuls result =

Help on this function




Functions - Text

Finding, using and manipulating chunks of text is a powerful feature of

Excel. :
A3 - £
A B & ]
Last
First Name Name
tyrone anderson
james bruce
stuart klgin
brad turner
cathering forest
rmechell clese
=proper elizabeth ridenhauer
=upper william rnarin
=lower kate Jones
ellen spinnaker
will mullen
jim kirey
ty simmons
michelle campbell
HI al

Sometimes you need to break data up into separate columns:

FORMULAS DATA REVIEW VIEW DEVELOPER
T (2] Connections ,c.,l Y £’ — E_}g V4
s v [A]Z E== S
fresh Zl Sort Filter Y. Textto Flash Remove Data Co
Lal > - - - .
ks '# Advanced | Columns  Fill  Duplicates Validation -
Connections Sort & Filter Data Tools
C D E F G H
marcia/smith
mark/macdowell
george/fernandez
> . s - = 1
- i i - l et e
Convert Text to Columns Wizard - Step 1 of 3 B | S A e S e - Sy AR
The Text Wizard has determined that your data is Delimited. 'i[:itshsec:)eree:‘::sg;z;atthe delimiters your data contains. You can see how your text is affected
If this is correct, choose Next, or choose the data type that best describes your data, T
Criginal data type DT i
Ia
Cho(_) ESHEEREEaUEouraata Dsgmicmgn I:‘T[eat consecutive delimiters as one
@ - Characters such as commas or tabs separate each field, Blc -
(7} Fixed width - Fields are aligned in columns with spaces between each field. D;omma Text gualifier: |~ |z|
Space
[¥7] other: |4
Data preview
Preview of selected data:
Inarcia/smich - r;ia "‘i;h i 1
mark/macdowell = macdowe
lpeorge/fernandez eorge Fernandez
4 } 4 3
et ) (s ) [tz ] [
" 4
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Data - Subtotals

Excel will automatically subtotal areas you specif;\

Data Feview View Acrobat

inections "’*J, . Clear = +E p_élDataValiclaticun*
PRI Z

perties r Reapply [E‘:u Consolidate
Z‘L Sort Filter Textto  Remove 2 ;
B o Advanced || Columns Duplicates EP What-If Analysis =

& -

BIE|  @rEh r©
a i
= =

Group Ungroup Subtotal

t Links
ons Sort & Filter Data Tools Outline
_[j \ﬁl [E3] Cannections | A | ﬁ 5 ? iz Clear |i$| §+E
Subtotal M —
isting Fefrash Textto  Eemove
12ctions All~ At each change in: Columns Duplicates
g Departrment IEI .
z hean disabled. Use Function:
Sum IEI
Je | FirstN #dd subtotal bo:
c | [Oss# | | BF [
|:| Departrent Ani
' _ [ | Position — |
= Hire Date |E| sition Sal
| Perf Rating B
12721995 | | = o 1o - || fanager 5 42
5/29/2000 Hipping a5
5/28/1959 | Feplace current subkokals g Staff Po&5
SA7A397 || Page break between groups @ Staft P bBS
6/14/2000 | | (@] summary below data FAdvertising  § 45
5/A/1995 r P a8
o 4291997 ||| gemovesdl | | ok || Cancel ent 5 B5
FH952 P a5
7262000 P45
A Hqgs EAN7ERRAA Marnnrate Staff Circnlatinn kdananar L S hn
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Conditional Formatting

Formatting certain cells based on conditions is a great way to have Excel
automatically highlight areas of the Worksheet that need attention.

Select the cells to format. From the HOME Ribbon Tab, select
Conditional Formatting.

CLWIFCM
|
- - Vi & [ .'K
Currency I': I;‘J & e I;
- % -0 0 | oM Conditional Formatas Cell Inzert Delete Faorm
Formatting= Table~ Styles~ = M -
L Mumber L —|
—| Highlight Cells Rules » | Greater Th:
SEEN L>)
G Tep,.l’BDttem Rules ¥ | Less Than...
4 Ll | =<
e Total Fare
7| $569.36 |ATLPHXAT [E7] pata Bars » | B=H Between..
0 $10.00 |ARC =
7 5569 36 |ATLPHXAT
0 $10.00 |ARC "= Color Scales » IT‘qu-JE'TD---

Conditional Formatting has many features, including Data Bars and Icon
Sets to help you call attention to key information that needs action.

H - -2 QR E - Excel for Business 2007 Class File UPDATED 4 2010 - Excel 2 =3 - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER Sign in
“D ?;E ;y ) Al o A E=2 % EwepTe General - E’Igl D E“ = ;X @ E:ﬁ‘fs“” “Ay
e e | B T U |E DA | === || ElMegence - | § - % 2 | @ o‘;damw;mmt & || 0T mnmh
Clipboard & Font [ Alignment m Number B L_‘ Highight Cells Rules » Cells Editing »~
H7 e i3 D v
Top/Bottom Rules  +
B C D EN | G H -
1 Data Bars »
2 E] Color Scales y
3 First Quarter Sales [ =~
4 January February March E e
5 California @  $1,345 @ $2,345 @  $1, Gou t"‘ 9,290
6 Florida Q $3,333 $3,456 O $1,800 $8,589
7 Georgia Q $2,356 @ $7,665 O $2,500 I $12,521
s Indiana Q $4,000 $4,444 O $2,345 $10,789
a

.. | FirstQuarter | IntroFormulas | Abselute | PasteSpecial | DataForms | Managerlist | Sortn .. @ : [«

H g M -——— 2%

2]
el IIEAM
\4 m F 2 - D - aOF s |

15



Charts

Charts can be a great way to communicate key information - the RIGHT

PICTURE is worth a thousand words!

To create a chart, highlight the information you want to chart, then
select INSERT, pick a chart type, then a chart subtype and your chart

will appear!

B H S 3-8 @@ HE-
HOME | INSERT | PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  DEVELOPER

Excel for Business 2007 Class File UPDATED 4_20_10 - Excel

T @ - x
Signin

B = B@,M S bp WEE by B \F |G [l

PivotTable Recommended Table | Pictures
PivotTables Pictures -

umn Wi/ | Slicer Timeline | Hyperlink | Text Header
L

s for nded lower | Line Col
T ictures enshot = | Office~ Charts View 055
Tables Tustrations Apps eports Sparklines

Box & Footer 1
Fitters Links Test Symbals ~

B4 F 3-D Column
A B c D F G H J k=

4 o 8 08

- i1

3 7F"St Quarter lid More Column Charts.

4

5 California $1,345 $2,345 $1,600 $5,200

6 Florida $3,333 $3,456 $1,800 $8,589

7 Georgia $2,356 $7,665 $2,500 $12,521

8 Indiana $4,000 $4,444 $2,345 $10,789

9 -

10

11

12

13

0o First Quarter | Intro Formulas | Absolute | Paste Special | DataForms | Managerlist | Sortin .. @ i [«

AVERAGE 4648625 COUNT:24 MIN:1345 MAX 12521 SUM:74378 [ M -———+ 160%

RN 1oL -0 NN -LK

' O 2 P9 -saee

10/28/2013

uszam [

Reposition the chart by grabbing the edge and moving it to your desired

location.

Chart Title

$14,000
$12,000
$10,000
58,000
$6,000

54,000

|| I|| |
. i

January February March

M California
M Florida
Georgia

M Indiana

Total Sales

16



Charts

Once you have your chart, you can quickly make it presentation worthy
by selecting a chart style:

CHART TOOLS Excel for Busin

QA Q :

RT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER DESIGN FORMAT

- e e S

iill : _ = -LL-LL-ulll_ = ___ _un.nﬂ....F”” l-'i“-_-llll e BT ||

= ! 1
:-lllllnl‘l TERIY e
5 T il

L

Chart Styles

Next, give the chart a title:
Chart Styles

§

_________________________________________________________________________________

Quarterly Sales Performance

.

L=

Finally, click on the title, vertical axis, horizontal axis and legend and
increase/decrease the font size of each of these components.

Home Insert Page Layout References Mailings
Cambria (Headil - 14~ A" A" | Aa~ &)
- a abh? . A .

e RE TR = =9
Font i

oard ¥
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Printing

Are you tired of struggling with getting something to print just right?
Have you ever been personally responsible for slaughtering a forest -
just by hitting print?

Start by selecting the Print Area. Use click and drag or CTRL + A to
select the area that you'd like to print, then choose Set Print Area from
the Page Layout Tab:

- T ek e L A+ T CHLED U DS

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW C

rﬁ IE [% '% 530 :EI! ooy Width: |Autor

o El] Height: |Autorr

Aargins Orientation Size  Print  Breaks Background Print

- - - Area * * T|tIE5- E SCE|E: 125(
Pag E.E, Set Print Area F" Scale to Fit

fe 5/13 Clear Print Area

B C D E F

B Type Vendor Depart : Return Daily |
Dom. Air Delta Air Lines 5/15/2000, 5/20/2000 $11
TRANS FEE ARC 5/15/2000 51
Mnm Air MNalta Air | ines RME0NN! E200P000 11

Next, select the Print Preview Icon from your QAT &

Excel for Business. 2007 Class File UPDATED 4_20_10 - Excel ? - X
®
New ¢ 1 -
O opies <
Ope =
Print
Save As Printer
Fii 7 Phaser 6360DN PS .
& D Reaqy

Share Printer Properties
- Settings

D Print Active Sheets
Close Only print the active sheets

Pag: <l te H

E Print One Sided
Gecunt Only print on ane side of th..

= Collated

Options -

FD’D 123 123 123

D Portrait Orientation -
Al Excel Pivot Tables.

Letter

& FA Examples D 85 %11° T
B Summary Workshest [+ custom Margins -
% 7 OFFICIAL Custom Scaling -
B XTY7 Sales Tally Sh... Page Setup
AR X7Y7 Speaker Pack...

1 Jofle ¥ BE <
7 6« B EBMESED BD T ® 5 Cwane gl




Printing - Page Setup

Once you have set the Print Area and have a look at what you are
dealing with you can work through the steps of Page Setup. You have
many options for doing this, but I like to use the Page Setup Dialogue
Box.

Control Page Orientation and Scaling from the Page tab:

nter Properties N
P Page Setup D |

|Margins HeaderfFooterl Sheet |

- Orientation
e sheets ™
. @ Portrait _ Landscape
-
-
- Sealing
ide of th...
@ Adjustto: |125 |5 % normal size
M ") Fitto: 1 = page(s) wide by |1 = tall

Paper size: Letter (8.5 117

]

Print guality: 800 dpi

First page number: | Auto

Page Setup

You have the options of working with Margins on the Margins

Tab, but [ prefer to “Show Margins”, then drag them where I

want them. Find the Show Margins button in the lower right

corner of the Print Preview Screen.

L) T T T T T T T
= =
- Passenger Name Type Vendor Depart Retum Daily Rate -

Adams/Donna Dom. Air Delta AirLines 5/15/2000 5i20i2000 $113.87

Adams/Donna TRANS FEE ARC 5/15/2000 §10.00

AdamsiJim Dom. Air Delta AirLines 5M15/2000 5i20/2000 $113.87

Adamsllim TRANS FEE ARC 12712000 $10.00

Adamsllim TRANS FEE ARC 5/15/2000 §10.00

Atkins/Ron Dom. Air MNorthwest Airines 2/23/2000 2i24i2000 $622.00

Atkins/Ron Car Hertz 212312000 2i24/2000 $82.00

Atkins/Ron TRANS FEE ARC 2/23/2000 $10.00

Carrey/Barry Dom. Air Delta AirLines 5M12/2000 5i19/2000 $78.85

Carrey/Barry TRANS FEE ARC 5/12/2000 $10.00

Carrey/Pam Daom. Air Delta AirLines 5/12/2000 5i19/2000 $78.85

Carrey/Pam TRANS FEE ARC 5/12/2000 $10.00

Chile/Juan Dom. Air America W est Airlines 5/11/2000 5i18/2000 $53.21

ChileiJuan TRANS FEE ARC 5111/2000 $10.00

Conelly/Doug Hotel Raintree Plaza Hotel 4/17/2000 4/20/2000 $152.00

Conelly/Doug Dom. Air Delta AirLines 36/2000  3/6/2000 $253.00

Conelly/Doug Dom. Air Continental Airines 3/8/2000  3/8/2000 $166.50

Conelly/Doug Dom. Air USAIr 372000 3772000 $148.50

Conelly/Doug Car Alamo 4/17/2000 4/20/2000 $48.39

Conelly/Doug Car Alamo 72000 3/8/2000 $88.00

Conelly/Doug Hotel RADISSON 372000 37872000 $79.00

Conelly/Doug Hotel COURTYARD BY MARRIOTT  2/8/2000  3/7/2000 $75.00

Conelly/Doug Car Alamo 362000 3772000 $51.00

Conelly/Doug TRANS FEE ARC 3/8/2000 §10.00

Conelly/Doug TRANS FEE ARC 4117/2000 $10.00

CoutoiTerry Hotel Holiday Inn Express 131/2000 2/14/2000 $109.00

CoutofTerry Dom. Air Delta Air Lines 4/30/2000  5/2/2000 $282.00

CoutoiTerry Dom. Air Southwest Airlines 312312000 $194.00

CoutoiTerry Car Hertz 2i412000  2/7/2000 $38.39

CoutoiTerry TRANS FEE ARC 3/23/2000 $10.00

CoutoiTerry TRANS FEE ARC 4/30/2000 $10.00

Cox/Becky Dom. Air Delta Air Lines 5/15/2000 5/19/2000 $105.92

Cox/Becky TRANS FEE ARC 5/15/2000 $10.00
- =
= =

| | | |
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Printing - Page Setup

Put a title on each page and key information on the bottom of each page

with the Header/Footer Page Setup Tab:

-

Page Setup

'
r
]
'

Header:

[none)

Custom Header... l [ Custom Footer...

Footer:

[none)

|:| Different odd and even pages
[] Different first page

Stale with document

|:| Align with page margins

l

QK

| [ cancer |

The Sheet Tab will help you with Grid Lines and other options to make

your printout more readable:

|
Page Setup ? P i
| Page | Margins | Header/Footer | Sheet |
Print area: Rz
Print titles
Bows to repeat at top: Fr
Columns to repeat at left: Rz
Print
[¥] Gridlines Comments: (Moneg) |z|
[7] Black and white -
. Cell grrors as: | displayed |E|
[7] Draft guality
|:| Row and column headings
Page order
@ Down, then over  |==g= Ea3==
. EENE [AEE
() Oyer, then down | ==l ﬂl ==
ZERE| [SPEE
OK l ’ Cancel ]

20



Printing -

Page Setup

To repeat a header row at the top of every page, you must select “Rows
to Repeat at the Top from PAGE LAYOUT - PRINT TITLES:

EREEREY S 5

PAGE LAYOUT FORMULAS DATA REVI

ientation  Size  Print  Breaks Background Print

- - Area~ - Titles

Page Setup P

Click in the Rows to repeat at top box, then select rows in the header
area of the main worksheet to repeat at the top of each page. Columns
to repeat at left can also be selected.

' l
Page Setup M
| Fage | Margins | Header/Footer | 5
Print area:
Print titles
Rows to repeat at top:
Columns to repeat at left: e
l Print
[¥] Gridiines Comments: (Mone) IEI
I [7] Black and white :
Cell grrors as: | displayed |Z|
[ Draft quality
|:| Row and column headings
| Page order
@ Down, then aver |E=f= =a=5
~ EE [EJF. EE
I () Ouer, then down | ==l=ji==
E.ElE 3B
I
| Print... ] [ PrintPrevieg] [ Options... ]
I
[ OK ] [ Cancel ]
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Notes

22



Your Action Plan

If you are going to retain any of these new sKkills you've learned here
today, you need to do it in a SMART way:

Specific
Measureable
Achievable
Realistic

Time bound

Write down 2 or 3 things you’ve learned today that you would like to
practice and apply:

1.
2.

3.

Write down a time during the day when you can take 5 or 10 minutes to
practice these skills:

Finally, write down the date that is 30 days from today
Put this date in your calendar as a reminder.

Word it: Reflect on my Excel Workshop Goals.

When that reminder pops up, write down ONLY THE THINGS THAT
ACTUALLY STUCK AND THAT YOU ARE USING from the workshop. Pat
yourself on the back. Set another 30 day goal.

Congratulations! This is how learning really happens.
23



Soul Canyon Training & Development Programs

Located in beautiful Grants Pass, Oregon but serving clients
throughout North America, Soul Canyon offers over 50
program titles that can be customized to fit any group or
budget.

Our most popular programs:.

Adapting & Connecting For Greater Success
Colorful Stress Management

Colorful Communications

Colorful Conflict Resolution

Dealing with Difficult People

Creative Problem Solving Skills

What'’s Your Mission? - What’s Your Vision?
Setting and Achieving Meaningful Goals
Leadership Essentials

Using The Law of Attraction

Manifest Your Dreams

Competency Based Interviewing

Microsoft Excel - Basic to Advanced
Microsoft PowerPoint - Basic to Advanced
Financially Speaking - Keys to Unlocking the Language of Business
Custom Workshops

Train/hg & e vc/opmcnt

We can also help you put together proactive Personal, Team and
Organizational Development Plans so you can make the most of your
training investment.

Please give us a call and we’ll get together and explore how we can help
yOu.

Rob & Mary Hambleton

Soul Canyon Training & Development
168 Oakmont Drive

Grants Pass, Oregon 97526

(541) 218-7601

24



Meet Rob Hambleton

Rob Hambleton graduated from the University of Utah with his MBA in
1984. From 1984 to 2001 Rob worked for Ford Motor, Eastman Kodak
and Dell Computer in the areas of manufacturing, product design,
logistics and sales & marketing primarily in the capacity of Finance
Director and later in the role of Project Manager.

In 2001, Rob left Dell to start his own training, coaching and consulting
business - Soul Canyon Training & Development, LLC -- in Austin,
Texas. In 2002, Rob moved his business to Oregon to be closer to family
and work on a project to start an organic farmers’ cooperative in the
Applegate Valley - a project that became Siskiyou Sustainable
Cooperative, which is still in operation today.

In 2003, Rob took on the role of Project Manager for the Williams
Education Coalition - a rural community development project as well as
functioning as the KAIROS Business Manager from 2004 to 2006.

In addition to Soul Canyon Training Programs, Rob currently teaches
over 50 Fred Pryor/Career Track seminar titles including Excel,
PowerPoint, Finance, Communication, Leadership and Personal
Development topics.

Rob is the author of “Financially Speaking - Keys to Unlocking the
Language of Business” available on Amazon or as a DVD Training
Program. Rob and Mary Hambleton are co-creators of “Colorful
Connections - Adaptive Skills for Interpersonal Synergy” and
“Managing Stress and Mastering Change” which are also available as
DVD Training Programs.

Ask Rob or visit www.soulcanyon.com for more information.

Financially Colorful Connections Managing Stress and
Adaptive Skills for Mastering Change
Interpersonal Synergy
I ‘ | t
& $
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Rob & Mary Hambleton Rob & Mary Hambleton

Soul Canyon Training & Development Soul Canyon Training and Development
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