Quick Tip: What you might not know about Excel 2010

By Ankit Srivastava

. . Fall 2011 - Sum Courses - Microsoft Excel'—l-"—-_ | —
F] lter & DeFI lter Page Layout Revi i Design

% ) fonnections A ? < 3 P =] E_‘E
. — (5" Properties . ) b R
Sometimes it’s helpful to see only smaller | ottt e | P o i | Kb SO | RN e e
. . . Data Connedions Sort & Filk
bits of information on your spreadsheet. T
Here’s a quick way to filter and show what c ln c
you Want. - JEL Supervised B Su ewisorﬂDept
Bowers ; SotAtoZ RLE
. Campbell %] sortZtoa Building Services
1. Click on the tab: Data Gentry Sort by Color » | Maintenance
Marris z Admin Svcs
2. Select the Filter button. A set of down ar- Pniliopus ouding services
rows appear in the sheet’s first row. sheffield Tet Hikers " | maintenance
Beebe 7 RIFITS
. . Bowers (Felect All RLE
3. Press one of the down arrow keys in the first camof \ Building Servioes
row and select the criteria to filter the rows Doris o) Acmin Sves
Fraser- RLE
To remove all the filters applied in the Gentry Maintenance
. . Haines FITS
excel sheet, do the following: es— Tl rros
Morris Admin Sves
1. Select any cell in the filtered data. v B ding services
. . Rollins ALE
2. Press ALT and keep it pressed until the end sheffield Ron Zurek no Maintenance
Andrews Ron Ward no FITS

of Step 3.

3. Press the keys D -> F -> S sequentially.

You will notice that all the filters in your Rapid Cell Selection
excel spreadsheet are removed!

1 When you have to select a lot of info, try
; using these shortcuts to do it faster!
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Switch from Cell to Formula View

Sometimes, we want to look at the formulas
embedded in the excel sheet to find out how
a particular sum or field is derived. Excel
2010 provides a way to see those formulas
and switch back to the original view with one
keyboard shortcut.

1. Press CTRL + Tilde (~) to switch to formula
view. Now you can see all of the formulas.

2. To return back to see the actual cell values,
press CTRL + Tilde (~) once again

Going back and forth to see the embedded
formulas in a spreadsheet becomes very
easy with this shortcut.
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=POWER(B13.2)

=SUM(B4:B13)

=SUM(C4:C13)
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