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Freeze Panes

Overview

This function is useful for providing visibility when working with large spreadsheets. This means that
you can freeze the panes at a selected point within the spreadsheet, so that no matter how far you
travel around the spreadsheet, selected rows and columns will always be visible.

This is really useful if you always need to see the ‘Title’ Row etc.

You can either freeze both Rows & Columns together or individually.

Freeze Panes

e Position the cursor in the adjoining cell to where you want the panes to be frozen.
®  From the menu, select: ‘View’, ‘Freeze Panes’, then ‘Freeze Pa@s’:

File Home Insert Page Layout Formulas Datw Automate eloper Help Power Pivot J Comments ‘ 4
Default . @ @ Page Layout il Formula Bar B:é:l\ T New ing = % E‘T
g . @ New = Normal Page Break — Navigation . i Zoom 100% Zoom Barangeal ~fyide [ Switch Macros

@ D New i= Preview 12 Custom Views Gridlines [¥] Headings Culucion "— i | windows ~ .
Sheet View Workbook Views Show Zoom - Ereeze Panes
. B Keep rows and columns visible while the rest 9)
c3 - o6 the worksheet scrolls (based on current sekefion).
Freeze Top Row
A B € D E ﬂé@ Keep the top row visible while scrolling through
1 the rest of the worksheet
4 Freeze First Column
. - . Keep the first column visible while scrolling
2 Date Supplier Gross Value VAT Net through the rest of the worksheet
ot - - S S

3 | 02 Apr 2022 National Rail £6.00 £20.00 £100.00

4 | 07 Apr 2022 Euro Car Parks £67.20 £11.20 £56.00

5 07 Apr 2022 Crackers £3.12 £0.52 £2.60

6 09 Apr 2022 NCP Car Park £10.11 £1.69 £8.43

A 18 Anr 2029 NCD Car Darle £10 11 £1 £Q £ N2

® This option will freeze:
ALL Rows above the selected cell
ALL Columns to the left of the selected cell
® |n this example, the columns will be frozen at Colum C, and the Rows will be frozen at Row
3 (as that was the selected cell).
e To Remove the ‘Freeze Panes’ function, select ‘Freeze Panes’ again, and select ‘Unfreeze
Panes’.

Freeze Rows or Columns Only

e |f you only need to freeze ROWS, select a cell in column A.
As there are no columns to the left of Column A, only ROWS will be frozen.

e |f you only need to freeze COLUMNS, select a cell in ROW 1.
As there are no rows above row 1, only COLUMNS will be frozen.
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Find & Replace

Overview

The ‘Find’ function allows you to quickly go to cells that contain your search criteria.

The ‘Replace’ function allows you to quickly amend part or all of text within cells.

How to use

Either use the keyboard shortcut (Ctrl + Find) or, from the Home Ribbon, select ‘Find & Select’,
then ‘Find’:

File' (Home ) Insert  Pagelayout  Formulas  Data View  Automate  Developer  Help  PowerPivot  xlwings / | B comments | | & share ~
ﬁj[é 5 Elephant Pro vo A A General g::::inanmjmngv g‘;i: VV V Z /O
paste B IU-|H-|a-A- @-% 9 B9 | Bicaisyes - Bitemty | O~ therYgaeyl Dol pdd-ns
Clipboard & Font [ Number [ Styles Cells 3 @ Addins A
D2 o fe | vAT & Replace... b
A B C D E F - GoTo.. E
| Go To Special...
1
Formulas
2 Date Supplier Gross Value VAT Net Notes .
-1 - v - -
Conditional Formatting
3 02 Apr 2022 National Rail £6.00  £20.00 £100.00 5
4 | 07 Apr 2022 Euro Car Parks £67.20 £11.20 £56.00 Data Valdation
5 07 Apr 2022 Crackers £3.12 £0.52 £2.60 B Select Objects
6 09 Apr 2022 NCP Car Park £10.11 £1.69 £8.43 G Selection P
e The following screen will appear:
Find and Replace O X
Find Replace
Find what: >
Options > >
Find All ‘mb Close
e Type into this box, partef all of the ‘value’ that you are trying to find. This can be text, date or
numbers.
e (Click ‘Find Next’ and the cursor will move to the first cell that it finds that contains that search
criteria.
e This search box will remain on the screen, and you can click ‘Find Next’ again to find the next cell

that also contains this criteria.
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e (Clicking ‘Find All" will return a Summary underneath the box, of every occurrence that has been

found and you can select from this list to navigate to the required cell:

Find and Replace m] X
Find Replace
Find what: car v
Options >>
Find Al Close

Book Sheet Name Cell Value Formula

Basic - Practice Dataxisx Data $B$4  Euro Car Parks

Basic - Practice Dataxisx Data $B$6  NCP Car Park

Basic - Practice Dataxisx Data $B$7  NCP Car Park

Basic - Practice Dataxlsx Data $B$20  NCP Car Park

Basic - Practice Dataxisx Data $B$21  NCP Car Park

Basic - Practice Dataxlsx Data $B$23  StJohns Car Park

Basic - Practice Dataxlsx Data $B$S24  NCP Car Park

Basic - Practice Dataxisx Data $B$27  NCP Car Park

Basic - Practice Dataxlsx Data $B$28  NCP Car Park

Basic - Practice Dataxisx Data $B$30  Euro Car Parks

Basic - Practice Dataxlsx Data $B$32  NCP Car Park

Basic - Practice Dataxisx Data $B$33  NCP Car Park

Basic - Practice Dataxisx Data $B$46  NCP Car Park

Basic - Practice Dataxisx Data $B$47  NCP Car Park

Basic - Practice Dataxlsx Data $B$49 St Johns Car Park

Basic - Practice Dataxlsx Data $B$50  NCP Car Park

Basic - Practice Dataxisx Data $B$53  NCP Car Park

Basic - Practice Dataxisx Data $B$54  NCP Car Park
18 cell(s) found

e The search will begin from the cell that you are positioned within, and search the entire sheet.

e |f you know which column, row or range of cells you expect to find the item within, highlighting

that row / column will restrict the search to only that row / column / range. This not only makes

the search quicker, but will also return fewer and more relevant results.

Replace

From the ‘Find’ screen, you will notice an extra Tab, called ‘Replace’:

Find and Replace O X
Find what: B
Replace with: | v

Options > >

Replace All Replace Find All

This can be used to replace text with something else, i.e. ‘cra’, can be amended to ‘car’.

Copyright of Excel Ace Limited, not to be re-sold or re-distributed
07813 347 139
www.excelace.co.uk

info@excelace.co.uk

excelace



Simply enter the current text into this box, and the text to replace it with, into this box:

Find and Replace O

Find Replace

Options > >

Replace All Find All Close

Click 'Rgplace All" and the entire sheet will be scanned and all cells matching the criteria will be

amended, or click ‘Replace’ to amend individual cells.

Note: In the ‘Find What’ box, capitalisation is irrelevant, as only the characters are matched,
regardless of the case sensitivity.
In the ‘Replace with’ box, the specified case sensitivity will be replaced.

Once the ‘Replace’ is complete, you will see this screen to advise you how many cells have been
amended:

Microsoft Excel X

0 All done. We made 4 replacements.

You will see this screen, if the operation is unable to find any matches for your search criteria:

Microsoft Excel X

We couldn’t find anything to replace. Click Options for mare ways to search.

FYI: It's possible the data you're trying to replace is in a protected sheet. Excel can't replace data in protected sheets.
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Conditional Formatting

Overview
This function allows you to format cells, dependant on the data that is input into them (or others).

This could be used within an expenditure analysis, to highlight any expenditure that exceeds a
specified value by changing the cell colour to (say) ‘Red’.

This function does not only apply to numbers and can also be applied to text or dates.

The Format applied can be text colour, cell colour, borders and can even display ‘Data Bars’, ‘Colour
Scales’ or ‘Icons’ such as ticks or crosses.

Apply Conditional Formatting
Select the range of data to which the ‘Conditional Formatting should be applied.

From the ‘Home’ ribbon, select ‘Conditional Formatting’:

File Home Insert Page Layout Formulas Data Review ViEW\RD% Developer Help Power Pivot xl
X _ == . Eb — . Conditional Formatting ¥ &H Insert ~
PETEEEV __%__ _ k oo F L >§Delele~
S = == = & By % 9 %98 Highlight Cells Rules |Format ¥
Clipboard IS Font K] Alignment [ Number [ Tt e N Cells
- k|| e
A B C @ Data Bars >
1 @ Color Scales >
) Date : Supplier Gross Value 1 — >
3 | 02 Apr 2022 National Rail £6.00 ] New Rule- 0
ear Rules >
4 | 07 Apr 2022 Euro Car Parks £67.20 g eert | D
Manage Rules...
5 | 07 Apr 2022 Crackers 50 tU.DZ £z.00
6 | 09 Apr 2022 NCP Car Park £16.11 £1.69 £8.43

The list that appears contains shortcuts for conditional formats that can be applied, and by scrolling
over these options (you don’t need to select them!) you will be able to see the format’s that will be
applied to your data. Beware of these, as the criteria that is used, may not be in line with your
expectations, so always ensure you know how to check and edit the criteria.

Copyright of Excel Ace Limited, not to be re-sold or re-distributed e Ce I a Ce
info@excelace.co.uk 07813 347 139
www.excelace.co.uk



Specify Conditional Formatting Rules

In order to set specific criteria by which to apply the formatting, you will need to select ‘New Rule’
from the above list and the following screen will appear:

New Formatting Rule ? X

Select a Rule Type:

= Format all =!5 pased on their values

= pefmat only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
~qrmat only unigue or duplicate values
= Use a fol fo determine which cells to format

Edit the Rule Description: »

Format all cells their values:

€ 2-Color Scale 4

Minimum Maximum

Lowest Value Highest Value 0
alue: | (Lowest value) (Highest value) +
<
-
\ VT\
\

Preview:

Here you can choose the ‘Type’ of rule that you want to apply, and the rule description will update
at the bottom.

In this instance, the criteria is:
When the ‘cell value’ is ‘greater than or equal to’ ‘100’, the cell fill will turn RED.

or entered:

New Formatting Rule X
Select a Rule Type!

= Format only cells that co

The rule type shouyéas follows, with the following sele¢tions made from the picklists in each box,

= Format only top or botfom ranked values
= Format only values tifat are above or below average,
= Format only unique/or duplicate values

= Use a formula to Adetermine which cells to form

Edit the Rule Dess/ption: / /
Format only P&lls with: ‘
ke

|
Frevien l:| H
———

oK Cancel

If this is correct, click ‘OK’ to apply the Conditional Formatting to the selected cells.

You will return to the original sheet, and see the ‘Conditional Formats’ applied to the selected cells:
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A B C D E

1 |

2 Date : Supplier : Gross Valllev VAT : Net :
3 02 Apr 2022 National Rail BESE 2000 £100.00
4 07 Apr 2022 Euro Car Parks £67.20 £11.20  £56.00

5 07 Apr 2022 Crackers £3.12  £052  £2.60

6 | 09 Apr 2022 NCP Car Park £10.11  £1.69  £8.43] |
7 16 Apr 2022 NCP Car Park £10.11  £1.69  £8.43

8 21 Apr 2022 Staples £8.15  £136  £6.79

In future as the values change in column C, the red colour will be applied automatically, as the

criteria is met (or not).

It is also possible to apply multiple criteria to the same range such as:

Cell value less than 50 = Green fill
Cell value between 50 and 100 = Yellow fill
Cell value greater than 100 = Red fill
This would appear as follows:
Conditional Formatting Rules Manager ? X
Show formatting rules for: | cyrrent Selection ~
@NEW Rule... E/Edit Rule... X Delete Rule l@ Duplicate Rule < v )
Rule (applied in order shown) Format “Applies to Stop If True
Cell Value between 50 and 100 =$C$3:5C$54 + []
Cell Value <= 50 =$C$3:5C$54 s L]
OK Cancel Apply

To access Rule Managér: Home ribbon >> Conditional Formatting >> Manage Rules

The rules would apply in the order shown above. This can be amended by selecting a rule, then using

the arrows to change the order.

Within the Rule Manager, the Ranges to apply the Conditional Formatting to can be amended too.
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Icon Sets

To apply an Icon Set, select the range to apply it to first, then select ‘Conditional Formatting’ from
the ‘Home’ ribbon, choose ‘Icon Sets’ and select the preferred set:

File m Insert Page Layout Formulas Data Review View Automate Developer Help Power Pivot xlwings
ﬁj tl); _ | Galr w11 v A A ) Custom N ﬁ‘[:;e:e vv : é? /C
Paste B I v By % 9 BB Highlight Cells Rules > 0,00 | . =& Find]
Clipboard 5] Font N 5] Number 5] Cells Editin.
o ° = ' Top/Bottom Rules > o
A B C ﬁ Data Bars > F
1 @ Color Scales >
o Directional
2 Date : Supplier : Gross Valllev 3 [ > :2: :;: .
3 02 Apr 2022 National Rail M = PR
4 07 Apr 2022 Euro Car Parks ) £67.20 g " R”";SI T e
=i anage Rules...
5 07 Apr 2022 Crackers £U.5Z O et e ouae
6 | 09 Apr 2022 NCP Car Park £1.69 £8.4 0°ce
7 | 16 Apr 2022 NCP Car Park £1.69 £8.4 o"gi‘gm F R
8 21 Apr 2022 Staples £1.36  £6.77FF
9 21 Apr 2022 Print and Design Ltd (£39.10) (£195.5C ;:":s Chsssmsdigfionr
10 22 Apr 2022 Crackers £1.69 £8.4:=g%§ .
| Sheet1 | Data | (&) [« |

The selected Icon Set will immediately applied to the data, as can be seen in the above example.

However, the yellow exclamation mark is being applied to cells that are red, green AND yellow, so
this indicates that the criteria used for the Icons differs to what we have created manually for the fill
colours and we may need to amend the criteria.

From the ‘Conditional Formatting’ menu, select ‘Manage Rules’ to see ALL of the rules:

Conditional Formatting Rules Manager ? X

Show formatting rules for: | cyrrent Selection ~

ﬁ New Rule... @Edit Rule... X Delete Rule l@ Duplicate Rule v
Rule (applied in order shown) Format Applies to Stop If True
=$C$3:5C$54 + “
Cell Value >= 100 _ =5C$3:5C$54 1 L
Cell Value between 50 and 100 AaBbCcYyZz =$C$3:3C$54 + O
Cell Value <= 50 _ =5C$3:5C$54 1 L
\ Close Apply

Select the Icon Set rule and ‘Edit Rule’.
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The rule has been created as follows:

Edit Formatting Rule ? X

Select a Rule Type:

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

Format Style:  jcon Sets = Reverse lcon Order

Icon Style: e ‘D o ‘v [ show Icon Cnly

Display each icon according to these rules:

Icon Value Type

o " when value is >- B |57

)

Percent b

)

>= [~ 133 Percent R

(1] ‘v when < 67 and

@ ‘V when < 33

In this instance, the ‘Green Tick will appear when the cell value is greater than or equal to 67% of the
column total.

This is NOT the rule we need, so we can amend the rule accordingly.

We want the rule to apply the ‘Green Tick’ when the cell value is less than 50 (as a number).
Unfortunately the drop down on this criteria does not include ‘less than’, so we will need to click the
‘Reverse Icon Order’:

Edit Formatting Rule ? X

Select a Rule Type:

= Format all cells based on their values
= Format only cells that contain
= Format only top or bottom ranked\values

= Format only values that are above oNbelow average
= Format only unique or duplicate values

= Use a formula to determine which cells toormat

Edit the Rule Description: \

Format all cells based on their values:

Format Style: | |con Sets M

Icon Style: ° t:) o ‘v

Display each icon according to these rules:

Reverse lcon Order

[] showTcon Only

lcon Type
+
0 |v when value is | |Percent v
() 5 hen < 67 and + | | percent ~
. when an

o IV when < 33

Gzl
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This will move the ‘Green Tick’ to the bottom of the list, where the rule can be ‘less than’. Now the
red rule is at the top, and we can amend this to apply when the cell value is greater than or equal to
100 (as a number):

Edit Formatting Rule ? X

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

Format Style:  jcon Sets M Reverse lcon Order
Icon Style: —~ | D Show lcon Only
) Q00 - )

Display each icon according to these rules:

Icon Value Type

@ ‘V when value is >= |F] (ie8

when < 100 and

1' when < 33

¥

Number | v

k3

33 Percent ™

A
-
4

Q|

Sz

Notice that the Yellow rule has also partially updated (automatically) based on the red rule above.

We can now update the rest of the yellow rule and then the green rule also automatically updates,
based on the yellow rule:

Edit Formatting Rule ? x

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

Format Style:  icon Sets e Reverse Icon Order
Icon Style: - |
icon Sty 6 t\:) o ‘v ] show Icon Only
Display each icon according to these rules:
lcon Value Type
= +
8 " when value is = i [0 ® | |Number |+
- 7 _ -
(,) " when < 100 and >= & [0 * | |Number |v
o ]' when < 50
OK Cancel
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When we click OK and return to the spreadsheet, the icons are now in line with the fill colours, and

therefore we know the criteria is the same for both sets of rules:

A B C

Date Supplier Gross Value A

U

02 Apr 2022 National Rail . £111.00

2

3

4J 07 Apr 2022 Euro Car Parks ) £67.20
5 07 Apr 2022 Crackers
6
7
b2

09 Apr 2022 NCP Car Park

16 Apr 2022 NCP Car Park
21 Anr 2022 Stanlac

At this point we may want to remove the rules for the fill colours and just leave the icons:

From the ‘Conditional Formatting’ menu, select ‘Manage Rules’:

Conditional Formatting Rules Manager ? X
Show formatting rules for: | cyrrent Selection ~
ﬁ New Rule... F/ Edit Rule... QQelete @ l@ Duplicate Rule v
Rule (applied in order shown) Applies to Stop If True
=$C$3:5C$54 + “
Cell value >= 100 =$C$3:$C$54 * [
Cell Value between 50 and 100 =$C$3:3C854 1 L
Cell Value <= 50 =$C$3:$C$54 * O

\

Select the relevant rule to delete, then press ‘Delete Rule’.

Beware that there is no way to retrieve these again.
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Print Range & Page Set Up

Overview

This function is used to set a range of data to be printed, and to define the settings for printing.

Print Selection
If the print area changes on a regular basis, then this option is really useful.

e Highlight the range of data to be printed (just the first 5 rows in this instance)

e  From the ribbon, select File
File g Insert Page Layout Formulas Data Review View Automate Developer Help Power Pivot I

e Z @ &) Define Name B, Trace Precedents 1]

— — — o — G qﬂ Trace Dependents A

Insert  AutoSum Recently Financial Logical Text Date& Lookup & Math&  More Name
Function v Used v 7 7 v Time> Reference~ Trig v Functionsv | Manager E&Create from Selection F; Remove Arrows v (/
Function Library Defined Names Formi
A2 - S Date
Date Supplier Gross ValueB VAT & Net [
1 <

£20.00 £100.00
£11.20 £56.00
£0.52 £2.60
£1.69 £8.43
£1.69 £8.43
£1.36 £6.79

02 Apr 2022 National Rail

2

3

4 | 07 Apr 2022 Euro Car Parks £67.20
5

6

7

07 Apr 2022 Crackers

09 Apr 2022 NCP Car Park
16 Apr 2022 NCP Car Park
8 | 21 Apr 2022 Staples

e Select: Print to see the Print Preview page:

Print
? copies [+ 3]

Print

< Brother MFCJG930DWP...
== Ready: 1 document waiting

Printer Properties

[<]

Save Settings

Print Active Sheets

Save As Only print the active sheets

Print Pages: i

Print One Sided
Only print on one side §f...

Collated
123 123 123

Share

Export

Publish Portrait Orientation -

Close. A4

21cmx29.7 cm

Last Custom Margins Se}.
Top: 1.9 cm Bottom: 19 F...

C—
oy
Ty

= o @ H|m

Account -

More... No Scaling
Print sheets at their actus

e = [ or2>

This obviously includes a ot more than the first 5 rows that | selected. This is because the Print
Preview is set to ‘Print Active Sheet’, and therefore it will include all cells that have been used.
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If this is amended to ‘Print Selection’, the Print Preview will include just the 5 rows | selected:
i

Export

Publish

Close

Account

More...

%] Copies:

Print

DN

Pages:

ﬁ PantSelecton
rint the\qurrent sel...
2l to

Print One Sided

Only print on one side of)

Collated
123 123 123

Portrait Orientation

A4
21cm x29.7 cm

i
O
U

Last Custom Margins Set...

H  Top: 1.9 cm Bottom: 1.9 c...

No Scaling

=
al

Print sheets at their actual...

Return to the spreadsheet by clicking the arrow at the top left of the screen

Set Pri

nt Area

If the print area is fixed and rarely changes, then this is the best option to use.

Highlight the range of data to be printed

® From the Page Layout ribbon, select ?t Area, then selecy Print Area

File Home Insert (Page Layout) Formulas Data Review View Automate Developer

A] nColors @ @ [I‘\E IE IE%] L @ H:Zlil ' Width: Automatic v|  Gridlines
[ 1 - 7] ;
v Height: Automatic ~ i
Themes et Margins Orientation Size \| Print |PBreaks Background APrint t_"l] = utomatie Vit
v Effects v v v v Qea) v Titles | &|Scale:  100% [ Print
Themes Pac Set Print Area [ Scale to Fit 5] Sheet
- F Clear Print Area

Now the Print Area for the sheet has been defined, and every time you go to the Print Preview (and
it is set to ‘Print Active Sheet’ (default setting)), this is the range that will be used.
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Print Preview options

Here you can choose the relevant ‘layout’ options, and see the impact on ‘Print Preview’ as you
make the selections.

© Print
L Copies: |1 N
B New Ig]
Print
= Open

< Brother MFCJG930DWP.. | [<]
== Ready: 1 document waiting

Info

Printer Properties

Save Settings
@ Print Active Sheets
Save A A
avens Only print the active sheets
Print Pages: lto c
Print One Sided
Share Only print on one side of...
Collated
Export
= D] 123 123 123
Publish Portrait Orientation >
Close :| AL
21cm x29.7 cm 7

Last Custom Margins Set...

Account

Top: 1.9 cm Bottom: 1.

More... o Scaling

Prin*ee{s at their actu;

Page Setup

AR ay

e There are marny options on each of these Tabs including:
— Orientation

— Margins

— Scaling
e Forall other Options, select ‘Page Setup’, where you will find the options for:
Headers & Footers

Printing Gridlines
— Pfinting in/Colouror Black & White
- rinting/Ro Columns on every page

Page Setup ? X

Orientsion
@® Portrait O Landscape

Scaling

® adjosttor 100 3 % normal size

Ot 1 < page(s) wide by |1 S

papersize; |84 <

print quality: -

First page number: | Auto

Options...

When you have selected all of the required options, click ‘OK’ and you will return to the previous
Print Preview Page.

From here you can either choose to ‘Print’, or return to the spreadsheet by clicking the arrow at
the top left of the screen.
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