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‘|deal Data for Pivot Tables

A B C D ul A B C D E -

l@gion City y Vendor Product TR:gion ;City Vendor Product Cases Sold  Total Sales
~~North GA Atlant3 \Eruit R Us Oranges ' GA Atlanta FruitR Us Oranges 6,168 | \ i

at Ll A, |

o blank rows or columns; all cells with 85,306

data must be contiguous. Remove any total | 66
rows from the bottom or within the data. 75,548
_ 29,940
North GA Atlant 's Frui Oranges 93,816
North GA Atlanta Bob™®Wwyi 21,910
North GA Atlan®,“8ob's Frui Kiwi 99,670

ach column must have a unique
title.
» Titles need to be in a single cell.
» Reword titles if necessary so you
can remember what data is in that

Rnh'c Friii Rananac

Fruit Sales | @ lank cel.ls are permissible in colurr_ms that contain text,
| Frult Seles North GAAtlantal byt not in columns that are comprised of numbers. In
North GA Atlanta|  thjs case, Excel will treat the numbers in column F as
|North GA Atlanta words. Blank cells in column F should be filled with
Faanibl Dot Rl - North GA Atlanta| zeros before initiating a pivot table based on this data.
' North GA Atlanta B;

FruitSales - Bxcel

ixed Berries

Viake sure the words "Compatibility Mode" don't appear here.

FruitSales [Compatibility Mode] - Excel Apples

If so, copy the data to a new workbook or use Excel's iW'
Convert command. Compatibility Mode makes pivot tables Bananas
look different cosmetically and can be confusing. Mixed Berries
\'_'UM y

6,079 85,106 Fruit Sales |

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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Initiating a Pivot Table

1({Region ity Vendor 1 jRegion CE_-——_-T/;;JO? ------------- Product  Cases Sold TotaI-S_Je_s-i
2..\No Atlanta Fruit R Us 2 ;North GA Atlanta Fruit R Us Oranges 6168 61680!
1 i BN ccate protrabe 2ixipro  ssioel
Select any cell within your list. 4 ]INorth GA  Choose the data that you want to analyze 58 66638i
- . . 2 ‘lNorth GA & select atable or range 68 75548:
6 [NorthGA Atlanta FruitR Us 6 ;North GA Table/Range: | Fruit Sales 1SASL:SFS51 ] 96 29940:
7 |NorthGA Atlanta Bob's Fruit 7 jNor'th GA &~ AIZeak el esna) Hata SOGIEE 18 93816:
8 NorthGA Atlanta Bob's Fruit 8 }North GA T TR J 65 21910}
9 |NorthGA Atlanta  Bob's Fruit 9 INorth GA B 67  99670!
10/NothGA atlanta  RobsErit  f10 1}North GAll e B R 2 98420}
Fruit Sales @ 11NorthGA 93 899301
- 12 INorth GA Choose where you want the PivotTable report to be placed 33 54263i
D 13‘§North GA :: fx‘:‘s':i:‘sx:'::::‘eet 04  107856!
3 . Insert Pag 0 14 :North GA B Cocation: _ﬂ 19 71747i
¢ = e 15 |North GA = ' — 2 126630)
(_j* 1'? L& i 16 ENorth GA Choose whether you want to analyze multiple tables 39 11557i
wotkabl ecomm.ended Table Illustrations o’ 177iNorth GA [~ Add this data to the Data Model - 51 72061:
PivotTables = 18 jNorth GA A I 5 31260i
Tables 19 {North GA 4AB17 43121:
. A | B | c 20 INorthGA  Atlanta Orange U Glad Bananas 7411 815211
1 |Region City Vendor 217ENorth GA Atlanta Orange U Glad Mixed Berries 6227 93405
2 ]North GA Atlanta FruitR Us 22 1Nor‘th GA »Blue Ridge Mountain Fruit | .Oranges | 6415, 8981q:

Fruit Sales | ) | Fruit Sales | ®

Students . _
b/ www.studentsexcel.com Need help? Email: support@studentsexcel.com
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Pivot Table Interfaces

FruitSales - Excel
The PivotTable Tools menu (as well as

the Field List) appear when you move
your cursor |n5|de ofthe plvot table

PivotT... Signin

Design

PivotTable Active Group
v Field~ -

&3]

| Turn on the PivotTable Field
List to work with the
PivotTable

Use the PivotTable Field list to

1
2
3
4
5
6
7
8
9

Copy If the PivotTable Field listisn't

onscreen, right-click on the pivot
table and choose Show Field
List, or choose Field List from the
Analyze (or Options) menu.

&

Format Cells...

Refresh

(&)

PivotTable Options...
Show Field List

www.studentsexcel.com

add/remove fields from your pivot table.

Need help? Email:

PivotTable Fields

Choose fields to add to report:

{Search

[[] Regicn
O] city

[] Vendor
[] Product
[] Cases Sold
[] Total Sales

Drag fields between areas below:

T Filters Il Columns

Defer Layout Update

support@studentsexcel.com
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/

'Adding Fields to a Pivot Table

(v Product

U Filters

*
o Drag fields B Yveen areas below:

PivotTable Fields ~

Choose fields to add to report:

Search

P Mmoo

| [

Cases sold by product appears.

]

Row mﬁum of Cases Sold

Apples 48236
'Bananas 63093

‘.‘. 1\
Select Product, which Excel

places in the Rows section.
— —

|Kiwi 53671
|Mixed Berries 43733
Oranges 58854
|Grand Total 267587

4 3 Product
LY cases Sold
Q [] Total Sales

W 0~ v B W N

e

2 Values Moaore Tables...

el
N o= O

s\ Drag fields between areas below:
“

One of each product from Filters Columns

the Fruit Sales list appears.

:Row Labels
\Apples

| Bananas
|Kiwi

|Mixed Berries
|Oranges

| Grand Total

1]
2
3
4
5
6
7
8
9

Sheetl Fruit Sales ... (3 Deferlayon Hpdsse | Sheetl | Fruit Sales ...

¥ www.studentsexcel.com Need help? Email: support@studentsexcel.com
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'Adding Another Row Field

L |

PivotTable Fields ~

X

lick Vendor to view cases sold

"by Product and then by Vendor.

4

Cases Sold
[] Total Sales

Drag fields between areas below:

Columns

2 Values

% Product Sum of Cases ...

Vendor

v

éow %abels

W 0 N s N

= Apples

Bob's Fruit

Fruit Direct

FruitRUs

Fruitju

Middle Georgia Fruit
Mountain Fruit

Navel Oranges & More
Orange U Glad

Oranges 'n Onions
Whistlestop Fruit Stand

-/Bananas

Bob's Fruit

Fruit Direct
FruitRUs

Fruitju

Middle Georgia Fruit
Mountain Fruit

. lSum of Cases Som

48236
1565
8203
6079
7704
1126
6426
1481
2605
4728
8319

63093
9842
8262

K Navel Oranges & More

Pivot Table

www.studentsexcel.com

Fruit Sales

Need help? Email:

support@studentsexcel.com
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I\/Ianagmg Subtotal Positions

Optlonal Choose Subtotals

1Row Labels

| =/Apples

Bob's Fruit
Fruit Direct

~  Sum of Cases Sold

14
15 |
16‘
17 |
18.
19 |
20 |
21

Whistlestop Frt

- Bananas

Bob's Fruit
Fruit Direct
Fruit R Us
Fruitju

Middle Georgia
Mountain Fruit
Navel Oranges
Orange U Glad
Oranges 'n Onis
Whistlestop Frt

‘ Pivot Table |

Subtotals generally appear at
the top of each row field
grouping, but appeared below
each Row Field in early builds

Office 365/Excel 2016.

8319

63093

9842
8262
6868
8442
1473
5075
1561
7411
6165
7994

53671

Fruit Sales

- Apples
Bob's Fruit 1565
Fruit Direct 8203
Fruit R Us 6079
Fruitju 7704

Do Not Show Subtotals 3 Middla 0 : 1424
] 10| T~ Subtotals now appear below
Show all Subtotals at gono@ | each Row Field grouping.

=zz| Show all Subtotals at Top of Group

Grand  Report Blank  [] column He
‘Totals~ Layout~ Rows~

\
\
|Row Labels ~ |Sum of Cases Sold
| &
|
|
\

Bobs Fruit

Middle Georgia 1126 ; Fruit Direct 8262
Mountain Fruit 6426 | Fru!t.R Us 6868
Navel Oranges 1481 | FF'UItJU . 8442
Orange U Glad 2605 | Middle Georgia 1473
Oranges 'n Onil 4728 Mountain Fruit 5075
| Whistlestop Frt 8319 4 Navel Oranges ¢ 1561
' = Bananas 63093 | Orange U Glad 7411

Bob's Fruit 9842 | Oranges 'n Onic 6165
Fruit Direct 8262 | Whistlestop Fru 7994

| Pivot Table | Fruit Sales | | Pivot Table \ Fruit Sales

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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‘Number Formatting

FruitSales - Excel

Formulas Data Review

Il

S

Il
X

Alignment

It's best notto use the
Number section of the Home
menu for pivot tables.

—

; 1 Right-click any number
within the pivot table.

3 ‘Row Labels
4 I.-.‘Apples

Bob's Fruit
Fruit Dire B Copy
Fruit R U: Format Cells...

Fruitj mlmber Format... )

MiddleT
r,:; Refresh

Mountail

3 ;Row Labels
4 I =IApples

¥ | Sum of Cases Sold

48236

5 | Bob's Fruit 1565

6 | Fruit Direct

Format Cells

Fraction
Scientific
Text
Special
Custom

www.studentsexcel.com

Pivot Table | Fruit Sales

Row Labels +  Sum of Cases Sold
I = Apples
|
|
\
|
\

Bob's Fruit

Fruit Direct
FruitR Us
Fruitju

Middle Georgia
Mountain Fruit
‘ Navel Oranges ¢
12|  Orange UGlad
13 \ Oranges 'n Onio
14|  Whistlestop Fru
15 \ ='Bananas

16 \ Bob's Fruit

17 Fruit Direct

O 00 N O B W N

[
= O

The entire field is formatted, and
you eliminate the risk of losing
the number formatting should

you move fields around.

Pivot Table | Fruit Sales

Need help? Email: support@studentsexcel.com
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‘Renaming Fields

Sum of Fases Sold

Delete "Sum of " and press Enter. Bratiable Falds

4

5
6
7
8
9

' ='Apples

=
48.236

l.\ PivotTable field name already exists.

x| Choose fields to add to report:

Search

[] Region
[] City
Vendor

15 |
16 |
17 |
18 |

19 |

-

Mountain Fruit
Navel Oranges ¢
Orange U Glad
Oranges 'n Onio
Whistlestop Fru
='Bananas
Bob's Fruit
Fruit Direct
FruitR Us
Fruitju
Middle Georgia
Mountain Fruit
~ Navel Oranges ¢

]

Pivot Table

6,426
1,481
2,605

Product

Cases Sold

[] Total Sales

4,728

8,319
63,093
9,842
8,262
6,868
8,442
1,473
5,075

Field names in the Values section
cannot be the same as in the Field List,
which occurs if we strip out Sum of.

= Rows

Product

Vendor

1,561

‘ Frui ...

@ i Defer Layout Update

www.studentsexcel.com

Cases Sold

48,236

PivotTable

Choose fields to

olution: Leave a single space
before or after the field name.

1,126
6,426
1,481
2,605
4,728
8,319
63,093
9,842
8,262
6,868
8,442
1,473
5,075
1,561

7,411

[] City
Vendor
Product
Cases Sold
[] Total Sales

Drag fields between areas below:

" Filters Il Columns

= Rows
Product asesSold v

Vendor

Defer Layout Update

Need help? Email: support@studentsexcel.com
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' PivotTable Fields

E Choose fields to add to report:

um of Cases Sold lCqumn Lab ~
Search |Row Labels v Apples Bananas Kiwi Mixed Berries Oranges Grand Total
|Bob's Fruit 1,565 9,842 9,967 8,993 7,818
Vb : |Fruit Direct 8,203 8,262 3,920 4,251 636
Product |FruitR Us 6,079 6,868 6,058 1,996 6,168
Cases Sold Fruitju 7,704 8,442 5,519 889 4,933
[] Total Sales |Middle Georgia Fruit 1,126 1,473 3,064 4,406 5,469
Mountain Fruit 6,426 5,075 8,035 3,064 6,415
|Navel Oranges & Mor 1,481 1,561 5,879 5,668 5,591
\Orange U Glad 2,605 7,411 3,317 6,227 6,551
T Filters Il Columns |Oranges 'n Onions 4,728 6,165 1,062 835 5,240
iWhistIestop Fruit Sta 8,319 7,994 6,850 7,404 9,983
15 _Grand Total 48,236 63,093 53,671 43,733 58,854

O W0 N OB W=

[y
= O

Drag fields between areas below:

2. Values

Sum of Cases ...

Drag a field into the Columns section to pivot the data. You can
do so either from one of the quadrants or the field list itself.

www.studentsexcel.com Need help? Email: support@studentsexcel.com


file://CONSULTING-PC/Users/David/Dropbox/Images/3275.snag

Slide ID: 3283

“Filter Columns

w N

3

“Sum of Cases Sold Column Lab&

71 SortAtoZ

-
Z

2l SotZtoA

More Sort Options...

Label Filters

Val 2\‘"

Clear these checkboxes.

e
BB oo v

iy
N

[y
w

.|| Apples

NOR e e
= O W 0 N G

OK Cancel

1T IVWLE M. LERVILS

www.studentsexcel.com

;Sum of Cases Sold
;Row Labels

|Bob's Fruit

|Fruit Direct

|Fruit R Us

|Fruitju

|Middle Georgia F— oy
|Mountain Fruit
|Navel Oranges &
|Orange U Glad
|Oranges 'n Onion
|Whistlestop Fruit Stand
|Grand Total

O 0 ~N O AW -

Column Label

pples es Grand Total

The funnel indicates that the
columns are filtered; in this case
to only show Apples and Oranges.

5,469 5,595

S . 841
A lone triangle on a filter ~'072

button indicates that all
available records are shown. P15
B,963

18,302
107,090

8,319
48,236

9,983
58,854

| Pivot Table Fruit Sales

Need help? Email: support@studentsexcel.com
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Top 10 Filter

A , B (@
3 |Sum of Cases Sold (1 Column Labels -7
4 |Row Labels pples

2] SortAtoZ

Oranges Grand Total

5l SortZto A Equals...

More Sort Options... Does Mot Equal...

Greater Than...

2 Label Filters » Greater Than Or Equal To...
alue Filters ) Less Than...

Less Than Or Equal Toe...

Search

o)
[V (Select Al ;1 Between...
3

--[v] Bob's Fruit

i.[v] Fruit Direct Not Between...

[+ Fruit R Us

5 Top 10...
[ Fruitju &h )

-[v] Middle G¢

Top 10 Filter (Vendor)
[v] Mountain

Sum of Cases Sold\' Column Labels -7
ﬁRow Labels X Apples

|Fruitju 7,704
|Mountain Fruit 6,426
|Whistlestop Fruit Stand 8,319
‘ Grand Total

Pivot Table | Fruit

3 ?Sum of Cases Sold 7 Column Labels |-
' 7 Row Labels

21|

i--[v] Navel Ora Show

--[¥] Orange U
; Top bl R4 E]
-[v/] Oranges " | —] =

ZI by ISum of Cases Sold L'

i Falsam - 4
Changeto 3. l -

]

Pivot Table | Fruit Sales )

www.studentsexcel.com

Need help? Email: support@studentsexcel.com
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Pivot Table Subtotaling Quirks

B 5
P]\/oﬂ'a ble F]@lds Y5 X |Sum of Cases Sold Column Labels ¥ = i Drag fields between areas below:
. i 7 ! v :
Choose fields to add to report: 144 1Row L_abels . fApples ] Filters I Columns
| ='Whistlestop Fruit Stan 8,319 18 | St
4 Mid GA 83198 19
= Fruitju 7,704 § 5,

'egion ‘ North GA 7,704 21? = Rows % Values
9 | LI Ciy, ;'_"Mountam Fruit 6,426 22 | M\Vendor Sum of Cases S... ¥

10 Vendo’l'... 10 | North GA 6,426
11| Product %, 11 Grand Total 22,449

12 Cases Sold .
13| [ Total Sales Amounts appear doubled

14 | . | because of the field hierarchy. B
15 Drag fields between areas.:below: ] ' i E _§Sum 6ftase5 SOld »Cc;lumn Lébe]s |
. 4 Row Labels T Apples

16 |
5 | =Mid GA 9,445

Search

17| Y Filters 8l Columns
| 6 Whistlestop Fruit St 8,319

|

18 |
19 | :
22 i

21 = Rows

.:Prcduct ‘
7 Middle Georgia Frui 1,126

8 | = North GA 20,209

| The report is now grouped by Region, and 7,704
g oumof CasesS. ¥ shows the top 3 vendors in each region. 6,426

L Uy 4
22 Vendor | ’
| 12 | -ISouth GA 6,209

13 | Oranges 'n Onions 4,728

Pivot Table Fruit Sales

Defer Layout Update

¥ www.studentsexcel.com Need help? Email: support@studentsexcel.com
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‘Tabular Form

Drag fields between areas below:

Y Filters Il Columns

Product

2 Values

Sum of Cases S... ¥

Choose Report Layout
on the Design menu.

l Report |Blank
ayout v/Rows ~

Subtotals Grand
v Totals ~

Show in Outline Form

Column Hf\Subtotals/ Grand

- |Show in Tabular E'D

3 www.studentsexcel.com

A
jSum of Cases Sold
;Vendor
I 4\‘histlestop Fruit Sta

IT Region |~
= Mid GA

Region appears as

a separate column. | NorthGA

3
4
5
6 |
71
8
9

| = Mountain Fruit North GA
10 Mountain Fruit Total

11 |Grand Total

= o]

Pivot Table Fruit Sales

Report Blank

Totals~ Layout~ Rows~

Column He

A @
ESum of Cases Sold Product -7
erendor T Region v Apples
='Whistlestop Fruit ¢ Mid GA 8,319
= Fruitju North GA 7,704
| =Mountain Fruit \\North GA 6,426
‘Grand Total 22,449

~

The pivot table shows the
top 3 vendors and their
respective region.

A

Pivot Table Fruit Sales

Need help? Email: support@studentsexcel.com
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Clear Filters

A C A
Sum of Cases Sold l Product -T| Sum of Cases Product ~
'Vendor T Region ~  Apples jVendor ' Region v Apples pananas Kiwi  Mixed Ben Oranges Grand Total
= Whistlestop Fruit ¢ Mid GA 8,319 1 ~'Whistlestop Fruit Mit-GA : 7,994 6,350 7,404 9,983

-'Mountain Fruit  North GA 6,426
GQnd Total 22,449

i [ L )" All data is now shown on the pivot
| ©Mountain Fruit  NorthGA |  taple. You can confirm this by noticing
| = FruitR Us NorthGA | as no filter arrows show funnels now.

3
4
5
‘ = Fruitju North GA 7,704 § 6 J = Fruit Direct North GA -~ 3, 2% 3,262 3,920 4,251 686
7
8
9

1 The pivot table is presently .
filtered to show top 3 sales 10 | =/Oranges 'n Onions South GA _ A
of apples and oranges. 117; -/Orange U Glad  North GA 3,317
12 | ='Bob's Fruit North GA 9,967
Pivot Table | Fruit Sales 13 | = Navel Oranges & | South GA 5,879
14 | ='Middle Georgia Fi Mid GA 3,064
PivotTable Tools 15‘jGrand Total 53,671
| 16 |
17

[‘ﬂ LFicf 18
3 {
o Clear A ‘- 19
Refresh Change Data = 20~
v Source~( 4 Clear Filters .
‘ 21

Data Actions |
22

J K |
1 23 |
24

Design Q Tell me what you want

Pivot Table | Fruit Sales

¥ www.studentsexcel.com Need help? Email: support@studentsexcel.com
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PivotTable Fields | PivotTable Fields [] Region
: L] City Y Move to Report Fif
Choose fields to add to report: 3 * Choose fields to add to report: 1% 4 Vendor
= Move to Row Labd
: X Product
Search Search [Vl Cases Sold
0 v 2 Move to Values
egion Region : d
O city Drag fields betw ’ Remove FIRID)
1‘7] Ve ] 1\ Vendor T Filters E% Field Settings...

Clear the checkbox for the You can also remove Product
field you wish to remove. | fields by dragging the
Drag fields between areas below: field name off of the field

" Filters Il Columns T Filters

Product Filter

Subtotal "Region”

Ex 1 Collanse

2 Values = Rag 2. Values : : i :
S8 Grou nght-cllqk any itemin
Sum of Cases ... Sum of Cases ... ¥ Z the Region column.
@8 Ungr
1 4
s_South GA
E Narth GA.
i@ Field Settings... 2 | Fruit' ... &®

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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‘Report Filter Feature

B

1 [¢ PivotTable Fields 1y 1 city Atlanta | ¥]
v"\v,; 2 [ 2
Choose fields tc add t rt: 1 '
1\ e 3 |Vendor n of Cases Sold] 3 Vendor v  Sum of Cases Sold
4 |82 Yruit 4 Bob's Fruit 38,185
5 |Fr A new field appears 5 |FruitRUs 27,169
6 |Frul  above the pivot table. o= Erutty 37,957,
7 [Fru : 7 |Orange UGlad 26,111
Vendor 8 |Middle Georgia Fruit 8. Grand Total 118,952
[ Product 9 |Mountain Fruit 6

v| C Sold { S
—— 10 [Navel Oranges & More 20.1308 1 Only vendors in Atlanta appear.

[] Total Sales > Pivot Table | Fruit
B
Atlanta

Filters j | Search ‘ | 0

- Atlanta

‘.. BlUe Ridge Blue Ridge

5 = Brunswick = Brunswick

= Rows Z Values 1FFUI i Clarkesville - Clarkesville
Frui .. Macon -~ Macon

Vendor Sum of Cases S... ¥ g
- Valdosta

- Valdosta

Defer Layout Update

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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Generate Multiple Pivot Tables

B
|City Atlanta B

Click this arrow on the first

PivotTable Tools menu. ' Vendor I s

|Bob's Fruit 38,185
|FruitR Us 27,169
|Fruitju 27,487
|Orange U Glad 26,111
'Grand Total 118,952

ity )
L‘i'\H

ro) Field Settings
ve Field

W 0~ O B W

v Generate GetPivotData

3 |Vendor + Sum of Cases Sol

Show Report Filter Pages 2| x| !

Show all report filter pages of:

H

=

A new worksheet appears for every city in the
L | cancel | 1 same workbook as the original pivot table.

T — ~-

Fruit Sales \ nta | Blue Ridge | Brunswick | Clarkesville | Macon

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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Delete Report Filter Worksheets

A B ) | | | | [ G _| Insert...

1 iy atenta [ D '
‘ : Delete

2| ( }ip_ S

3 Row Labels | ¥ Sum of Cases Sold Rename

4 |Bob's Fruit 38,185 Move or Copy...
5 |F "jUs 27,169 oj View Code

1

6 F

2o Click on first worksheet 3

_ ran 2 . . lor »
you wish to delete. Right-click any worksheet tab. r

8 IGran
o] . y T T
10!

Pivot Table Fruit Sales

Clty Microsoft Excel

1 [city Atlanta x

2 {
3 |Row Labels | v Sum of Cases Sold
4 |Bob's Fruit 38,185
2 JitR Us 27,169
Hold down Shift key while

7 | you click on last worksheet
8 | you wish to delete.
|

'Row ! \ Microsoft Excel will permanently delete this sheet. Do you want to continue?

IBob' == 5

1
2 {
3
4
5 |Fruit Delete Cancel |
—

7
8
9

;Fruit RUS - 27,169

|Fruitju 6 Only the original two
'Middle Georgi worksheets remain.
_:Mountain Frui

| N 10 [Navel Orances S Meare— /-
PivotTa ... (¥ . _Pivot Table

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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/
Pivot Table Sorting Nuances

9 Choose Report Layout

PivotTable Fields ¥

Choose fields to add to report: £ 2 4 Right-click any amount
' associated with a product. [
Search yo, - .
Subtotals Grand
Region |~ Y Totals ~
City z=

Format Cells...

O 00 N OB W=

: Number Format...
Drag fields between areas below:

efresh

|

Y Filters Columns

Show Values A

1)
Add the fields in this order.

*= Show Details

{—_‘O Value Field Settings.
E E Row Headd PivotTable Options. i€s 7404

Report Blank Cohirnnk
Layout ~ Rows ~

LRI

2 Values

ist

| Region Sum of CasesS... ¥

City

LV\

Vendor

you're trying to rank sales
highest to lowest.

Product

!:j Show all Subtotals at Bottom of Group
S
ng all Subtotals at Top of Group

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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Pivot Table Sorting Nuances

A B A B A B
3 ERow Labels ++ Sum of Cases Sold 3 Row Labels -+ Sum of Cases Sold Row Labels ;1lSum of Cases Sold
4 | ='Mid GA 56088 | =¥ Mid GA 56088 | =/North GA 173289
| ='Macon 56088 5 | =Macon e | =Atlanta 118952
=/Middle Georgia 15538 §§ 6 | ='Middle Georgia m _ ='Bob's Fruit 38185
Oranges 7( é\ Oranges T 5469 Kiwi 9967
Mixed Berries ' Select any amount 4406 §/ Bananas 9842
Kiwi || associated with a vendor. }3064 The entire pivot table is 8993

CRuAn | 1473 Hl now sorted in descending i
Apples | Apples 1126 order by amount. 1565
='Whistlestop Fru 12| = Whistlestopo Fru s 40550 : 27487
o A003 | Pivot Table | Fruit Sales | Pivot Table | Fruit Sales \
Unlike sorting a worksheet,
pivot tables only sort one FruitSales - Excel
row field at a time, thus < 1 Rule of thumb: one
Regions, Cities, and Vendors Page Layout  Formulas @ Review | sort per row field.

are still in alphabetical order.

Rows 2. Values

= Atlanta 118952
=IBob's Fruit
Kiwi

Region Sum of Cases S... ¥

City

Sort & Filter Vendor
Bananas
Mixed Berries . Product
Oranges Repeat steps 2, 3, and 4 for any

| Pivot Table w' Fruit Sales | city as well as any region. e Defer Layout Update

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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Expanding/Collapsing

A B | A | B | | A )
3 iRow Labels ! Sum of Cases Sold fRow Labels + Sum of Cases Sold
4 | #North GA 173,289 | #North GA 173289
56,088 56088

38,210 | 56088

' 267,587 | (Pwhistlestop Fruit 40550
Bananas 2 - 9983

Mixed Berries 8393 e whole pivot table has been | 8319
Oranges 7818 | collapsed. Click any + sign to A\ 7354

Apples 1565 | drill back into the pivot table. : =T
| SFruitio | 7287 | 12 : Optional: Click the - button

| Pivot Table | Fruit Sales | to collapse a section back.

PivotTable Tools  Sign in PivotTable Tools  Signin
%
5] Insert Slicer ' _ : [5¥] Insert Slicer

7 Insert Timeline " . =7 Insert Timeline

Filter Filter

e

Click on Collapse Field three | lick on Expand Field three

times (in this case because there tin;est:‘o U"ﬁol the C‘i";gfing
are 4 fields in the Rows section). ‘ l or the whole pivo e.

Pivot Table } Fruit Sales \

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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‘Insert Blank Lines

& | B B lick on any cell within | A %
3 _Rowlabels -4 Cases Sold T the pivot table and 1
i | choose Design tab. 2 |
_, : — —— | 3 Rowlabels -+ Sum of Cases Sold
ight-click on worksheet frame.] ===== ====1 4 |ZNorthGA 173,289
: Blank [PivotTableStyle |[====Z= ===-=] 5 | =Atlanta 118,952
) ROwWs Options ~ 6 | ='Bob's Fruit 38,185
14 | B Daleta 6 = ) 7 | Kiwi 9,967
e — | | (S ottt tacten D o g 0,842
1 == Nl Mixed Berries 8,993
1 K We can't.mal.(e this change for the selected.cells =z:=| Remove Blank Line after Each Item 10 Oranges 7,818
~* . because it will affect a PivotTable. Use the field 1 1 | 1,565
! list to change the report. If you are trying to P 1,: Apples '
1 insert or delete cells, move the PivotTable and 7 12 A
5 try again. 3 i
2 ad In this case Excel puts a blank row after each f“tRUs e
4 e product grouping because Product is the last |Bananas 6,808
22 By [es; LONDAELER field in the Rows section.You cannot add | Oranges 6,168
23| A Pick From Drop-down List... blank rows within pivot tables any other way. JApples 6,079
2471 Mlddle Define Name... y y 7 "Kiwi 6,058
25| MaconT ., ; 13 Mixed Berries 1,996
T————1 6o Byperlink... 5|
26 |Mid GATc .- SN 1974‘
27 | =South GA 20|  SFruitju 27,487
28 | =/Brunswick 21 Bananas 8,442
29 | ='Navel Oranges & More 22 Apples 7,704
Sheetl | Pivot Table | Source » | Pivot Table | Fruit ... (&
Students_ . :
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-

Number Fields Treated As Text

A B
1 |Product |Cases Sold Total Sales 1| PivotTable Fields ~ x 1 |
2 |Oranges 2 | 5
g Choose fields to add to report: L * 2 2 1
3 E 3 Row ~ | Sum of Cases Sold
Recall that Total Sales on 4 19 [Search ol |4l 1501’ s Fruit )
Source Data worksheet has a 2 (| | == ot
single blank cell, which means 6 | Vendar ~ jo | 8930 8393
most Excel versions treat the 28| I 1:Product 7 || 93816 7818
entire column as containing 8'-‘2 . Cases Sold 8 || 98420 9842
words instead of numbers. N _ J 9] 9%70 9967
10 _E; 10 |Hob's Fruit Total 38185
R b edierps i s L _: Drag fields between areas below: [ FEREEirer
12 |Oranges 4,933 54,263 124 12 | 9604 686
13 |Apples 7,704 107,856 133 | Y Filters I Columns 13| | 51012 4251
14 |Kiwi 5,519 71,747 14 % 14 | 58800 3920
15 Bananas 8,442 126,630 15 % 15| | 82030 8203
16 Mixed Berries 889 11,557 16 | % 16 107406 8262
17 Oranges 6,551 72,061 17 |F% 17 | Hruit Direct Total 25322
18 |Apples 2,605 31,260 | J18c% = Rows ¥ 18 | § Fruit R Us
19 This behavior no longer 19 |  gVendor v | || Sum of Cases ... ¥ 3 | 29940 1996
20 g occurs in the Office 365 20| | otalSales _~ .
21| version of Excel 2016. 51| xcel displays each sales amount
i . — : as text rather than adding a Sum
22 | 5,415 ; 22
== > = = = Bl et of Total Sales column.
4 ... | Source Data ) Y SEEEREOS

Studenta .. ;
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Correcting Number Fields Treated as Text

'H“

Tl

W 00 N OB W N =

10 E
11

19 |

PivotTable Fields ~

Choose fields to add to report: &

Search
Vendor
[] Preduct
Cases Sold
Total Sales

Drag fields between areas below:

Y Filters Il Columns

‘Drag Total Sales into
the Values section.

2 Values

Vendor ~

7Total Sales o ‘

Defer Layout Update

Sum of Cases ... ¥

. o C A
Excel generally 1l
-counts the recoqu 7 2 ‘
instead of summing. e el
4 |Boblr it 38185 s] 4 [Bob's Fruit
5 |Frui 3)— . 5] 5 |FruitDirect
6 |FruitR Right-click any count. a] 6 |Fruitrus
7 |Fruitju " 5] 7 |Fruitju
8 |Middle Geors 1553 8 Middle Gec
Em Copy 5] 9 MountainF
Format Cells... o |5 ‘ Navel Oran
' 5) 11 Orange UG
Number Format... st 12 _iOranges "
[& Refresh 5] 13 whistlesto
Seet > 49 14 Grand Tota

Show Values As

_ v  Count
*= Show Details

Average
@ Value Field Settings...

Max

PivotTable Options... )

Mm
B Show Field List

Product

www.studentsexcel.com

4.

6

The amounts are now summed. ]

B C

‘ Row Lab ~  Sum of Cases Sum of Total Sales

38185 40374
25322 30885
27169 25723
27487 37205
15538 19601
29015 38350
20180 23537
26111 32136
18030 21404
40550 49577
267587

4 318795
‘]

19|
20 |
21 |

Need help? Email: support@studentsexcel.com
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‘Counting Text Instances in a Pivot Table

C _ B | € D

Region Ci y Vendor 2 | b Ik
2] Atlanta Fruit R Us 3 ISum of Cases Sold ; ; " Drag City to
1 . it R Us 4 | 173,289 = Drag both Rows and
Y Select any cell within 20} Values
2 the source data list. Choose the data that you want to analyze '
- . yo. — (' Select a table or range
7 |NorthGA Atlanta Bob's F s l TR 2
‘ able/Range: |'Frui g 5 b
8 INorthGA Atlanta  Bob'sF % gl e
9 |NorthGA Atlanta  Bob'sF = oo cata SOHKE
10 North GA__Atlanta  Boh'sF Eh0se ConRcEIon: I L.
» Pivot Table Fru Connection name 9 B
€ Use this workbook's Data Model The pivot table counts the
2 = Choose where you want the PivotTable report to be placed —————— |, instances of each city.
3 . nsert /g Row LabelsZ%unt of City
"‘,—1 — 7 Atlanta ' 20
& =2 » : — |/BlueRidge 5
ivotTable/Recommended Table Musi Choose whethe ant to analyze multiple tables Brunswick 5
PivotTables ™ Add this data to the Data Model 7 |Clarkesville s
tanles “' Cancel | |Macon 10
— i . B - = 08 ' : Z ?Valdosta 5
‘ !
1 %Reglon City Vendor 1 : 10 |Grand Total 50
2 |NorthGA Atlanta  FruitRUs 23 5,519 | | KT8
e ! pivot Tab|eii Fruit Sales ii » Pivot Table | Fruit ... ":E" » | Pivot Table | Fruit .. "5_:,"
Students .. ;
www.studentsexcel.com Need help? Email: support@studentsexcel.com
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/DriII Down

A B . D E F
- = les - Excel -
- 8 Product B Cases sold B Total sales i
B IBOb'S Fruit i Data Review View Help u j’Mixed Bern 8993 89930
5 \ Fruit Direct _ _iBananas 9842 98420
6(1 JtRYs Kiwi 9967 99670
[ ] Last Column

72 . \Apples 1565 21910

ouble-click on any number [ | Banded Colutnes ‘
to see the underlying detail. | E— 7(\6%’) 432312
| . v

101‘ Navel Oranges & Mor 20180 | [mone

Average
117; Orange U Glad 26111 Cases So .
71?*10!.9!.1‘!9*(7 '}),Oninnc 7:‘.R0%n,,i - Optlonal. Add a total rOW.
| Pivot Table | Fruit Sales :

F

Productn Cases Soldﬂ Total sales BN B! Product Cases Soldn Total sales AN

North GA Atlanta  Bob's Fruit Mixed Beri| 2 Mixed Bent 8993 89930 'Mixed Beri 8993 89930
North GA Atlanta Bob's FruitBananas Bananas 9842 98420 jBananas 9842 98420
North GA Atlanta Bob's Fruit Kiwi |Kiwi 9967 99670 Kiwi 9967 99670
Nor-‘b\SSA Atlanta Bob's Fruit Apples Apples 1565 21910 }Apples 1565 21910

|N |Oranges 7818 93816 ‘Oranges 7818 93816

403746,

A new worksheet displays
the underlying records from 1 ‘.
the source data.

The last column is either
totaled or counted.

W 0 N O U W

Pivot Table \ Fru

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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‘Convert Pivot Table to Values

A B
‘ ':kases
— | =

S | —
6 | Select any cell within
7 | the pivottable. 1,
8 | "Bananes 1,
9 | Kiwi 3,
10 | Mixed Berries 4,
11 | Oranges 5,
12| Middle Georgia Fruit Total 15,
s PivotTable | Fruit .. (%)
) ctreble To
Analyze Desig ? oy want to
= &

Le [ | lgfRidS

Filtes Refresh Change Data  Clear| Select

| Alternative: Press Ctrl-A
in lieu of steps 2-4.

¥

v

v -

4 Entire PivotTable

www.studentsexcel.com

5 = Calibri 111 ~| A

Paste

~ 2

Home : age Layo

B

v B I U~ -+ O+ A~

Choose the Copy command on

Excel's Home menu or press Ctrl-C.

-

A

B

3 |Row Labels

_f,',]

Right-click a

blank cell.

Paste Special...

¥ Smart Lookup

'~ | Cases So

Excel 2007: Choose Paste
Special and then Values.

|

n'li

A B | ¢ D

1 |Row Label Cases Solfi
2 |Mid GA

3 |Macon

4 |Middle Georgia Fruit
5 |Apples 1126
6 |Bananas =~ 1473
7 |Kiwi 3064
g |Mixed Bet 4406
9 |Oranggg =~ 5469
8 Middie 15538

The pivot table data is now simply
values within worksheet cells.

Kiwi 6850
Mixed Bet 7404
Oranges 3983
Whistlestt 40550

Macon To! 56088

MidGATc 56088

North GA

Atlanta

Bob's Fruit T (Ctrl) + |

« Sheet2 | Fruit Sales ... )

Need help? Email: support@studentsexcel.com
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‘Forcing Pivot Tables to Recalculate

E A B A B
Vendor Cases Sold 3 Row Labels v Sum of Cases Sold [Row Labels '~ Sum of Cases Sold
/FruitR Us 4 JBob‘s Fruit 38185 ;Bob's Fruit 38185
FruitR Us 5 |Fruit Direct 25322 Fruut Direct 25322

3
4
5
|FruitR Us 6 {FruitR Us ’ 2716@ 6 {FruitR Us @
7
8
20

|FruitR Us Fruit] v 27487 | Fruitju © 27487
itR 4 - 4 ia Frui
U8 / : </Unlike worksheet formulas that Ceogia gl e

jecos it 58%3 generally recalculate e pivottable has | 2915
s Fruit 14,963 automatically, pivot tables remain i been updated. A0
ero out the Cases Sold || 3967 frozen in time until you refresh. ~ .

8,993 Pivot Table | Fruit Sales | |Whistlestop Fruit Stai 40550

| Fruitju | 4,933 | Grand Total 240418

) Fruitju 7,704 9 PivotTable Tools

 |Fruitju 5,919 @ NIEEIEEN R eIt OwfReset the Cases Sold column
|Fruitju 8,442 |ffor Middle Georgia Fruit to show
|Fruitju ssa | (4 @ EH [? Clear~ 4 the original data.
|Orange U Glad 6,551 i [T} Select ~

Refresh Change Data
3 |Orange U Glad 2,605 o (= Source~ > Move PivotTable

|Orange U Glad 3,317 Data Actions
) |Orange U Glad 7,411 .

|Orange U Glad 6,227
' |Mountain Fruit 6,415

| Pivot Table | Fruit Sales

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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Source~
Data

FruitSgkas - Excel

Page Layout = Formulas @ Review \

N
=3
Textto

Columns

The first PivotTable Tools menu
Refresh button only refreshes
one pivot table at a time unless
you extend the menu down and
choose Refresh All.

e Data menu has a Refresh All
button that refreshes all pivot

tables at once in a workbook.

www.studentsexcel.com

40550
38185
29015
27487
27169
26111
25322
20180
18030
15538

267587

ou can also right-click any
cell within a pivot table.

ountain Fruit
;Fruitju ER
8 |FruitRUs
9 |Orange/
10 |Fruit D 6 JI Refresh

Copy
Format Cells...

This refresh only refreshes
a single pivot table.

Remove "Vendor"
@ Field Settings...
PivotTable Options...

[E] Hide Field List

‘ Pivot Table ‘-_Fruit Sales \

Need help? Email: support@studentsexcel.com
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‘Auditing Pivot Tables

¥ Sum of Cases Sold
56088

T
31 |North GA
32 iMid GA
33 Mid GA

34 IMid GA

B C

-(:HlafkeS\/-i-il-e Frult b-irecf

Macon
Macon

Middle Georgia Fruit
Middle Georgia Fruit
Macon Middle Genrgia Friit

D

mrv-lixed"éerri-es. .

Oranges
Apples

Kiwi

E — —1
4251
5469

1126
2NAR4

B
510121 |
71097
15764
45960i

[V PTee g Change PivotTable Data Source |

Macor Choose the data that you want to analyze

21

122289 35 |Mid GA

Select any cell within 36 }Mid GA
the pivot table. 37 )Mid GA

38 IMid GA
39 IMid GA
Jengy
) g4t Make sure that range matches

42 the cell coordinates of the list,
or update to include all rows.

14730! |
48466)
49745 |
081475
68500!
87934!
81444
61501

Cancel 17772{
-----Ja 64669!
1561 23415)
5668 630164
5240 52400E
4728 61464!
1062 11682!
6165 80145|

(% Select atable orrange
Table/Range ] Fruit Sales 'SASLISFSS1 D

{ Use an external data sz

Macor

Macor

2

Macor
Macor

Lhogs

Sheetl

Fruit Sales ...

So .
jSouth GA
[# Clear~ } 46 jSouth GA
[} Select - 477iSouth GA
[ Move Pil] 48 [South GA

497580uth GA
50 =South GA Valdosta
SlJSouth GA Valdosta Oranges 'n Onions

e e e e e e s S S e S o

52

Brunswick Navel Oranges & More Bananas
Navel Oranges & More
Oranges 'n Onions
Oranges 'n Onions
Oranges 'n Onions

Oranges 'n Onions

Brunswick Mixed Berries
Valdosta
Valdosta

Valdosta

Oranges
Apples
Kiwi

v Source v
Data Actio
Bananas

Mixed Berries

| Sheetl | Fruit Sales

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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 Vendor
Fruit R Us

Select any cell within the list.

|North GA Atlanta
'North GA Atlanta
|North GA Atlanta
North GA Atlanta Bob's Fruit
10 |North GA Atlanta Bob's Fruit
| FruitSales | @

H 5

FruitRUs
Bob's Fruit
Bob's Fruit

L | L@ Onli

- [ Shaj
able  Pictures

' Vendor
FruitRUs
FruitRUs

1'7‘\Region City
2 |North GA Atlanta
3 |North GA Atlanta

~ Sum of Cases Sold by Re...

Row Labels ~ Sum of Cases Sold
Mid GA 56088
North GA 173289
South GA 38210
Grand Total 267587

Count of Total Sales by...

Row Labels ~ Count of Total Sales
Mid GA 10
North GA 30
South GA 10
Grand Total 50

Count of Total Sales, S...

Row Labels = Count of Total Sales Sum of Cases §
Apples 10 a3
Baranas 10 63
Kiwl 10 23
Mixad Berrles 10 4
Oranpes 10 =
Grand Total S0 07

Sum of Total Sales by R...

Blank PivotTable

Sum of Cases Sold by Region

Row Labels :v Sum of Cases Sold
Mid GA 56088
North GA 173289
South GA 38210
Grand Total 267587

2)

Suggestions for pivot tables
appear in this column. You can use
any of these as a starting point and

add/remove fields as needed.

Change Source Data...

www.studentsexcel.com

Need help? Email: support@studentsexcel.com
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XLS Files
DN E e LI H ©- Pivot Table - Fruit [Compatibility Mode] - Excel  Piv..

File Home Insert Pagelayout Formulas Data Review View

[_‘[%] [__6 > 7| Insert Slice [':a [[_L‘_ﬂ r‘ rfl [_'6,;,
ivot tables based on Excel 97- PivotTable Active Group S inserb Himeine Refr:h Chan U:E)J ta Actions Calculations Tools S
2003 .xIs workbooks work in Ve | g s Wi B YO SIS R e [ ; :

the same fashion as Excel A

2007-2016 .xIsx workbooks,

i Bl = :
1 but have cosmetic differences. | :
I Dron Repert Filter. Flalds: Here PivotTable Fields
Choose fields to add to report:

r

Drop Value Fields Here

Sum of Total Sales l Search
‘,,PLOC,’,U“ b [] Vendor
|Apples 602735 Braitat
|Bananas 686525 [] Cases Sold
|Kiwi 566337 Total Sales
|Mixed Berries 451168
|Oranges | 651078
10 Grand Total 2957843 Y Filters Il Columns
11|
12| hen you create a Pivot Table using an .xls file,
they look out dated, plus certain Excel features

such as Slicers, Timelines, as well as PivotCharts

Pivot Table may be disabled or behave differently.

Drag fields between areas below:

W 00 N0 bW N

| Pivot Table \ Source Data ’

¥ www.studentsexcel.com Need help? Email: support@studentsexcel.com
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‘Convert XLS Workbooks

Transactions.xls - Compatibility Mode - Excel BotTabletools

Insert Page Layout Formulas Data Review View Analyze Design

Info

The Convert command only appears when
Compatibility Mode appears at the top of the screen.

C: » Users » HP yfDropbox » Excel Training » Examples

Compatibility Mode Properties ~

Some new features are disabled to prevent problems Size 41.0KB
when working with previous versions of Office.
Converting this file will enable these features, but may
result in lavout chanaes, Tags Add a tag

This action converts the workbook to the current file format, which allows you to use all of the new features of Excel, and it reduces the file size.
3)

The original workbook will be deleted and cannot be restored after this conversion.
Do not ask me again about converting workbooks. ) ’
Export Tell Me More... 4 m Cancel I
Microsoft Excel I x|

(” \‘) The workbook conversion to the current file format completed successfully, To use the new and enhanced features of the current file
W' format, you must close and reopen the workbook. Do you want to close and reopen the workbook now?

Close 5 Yes No |

Title Add a title

Publish

Studenta .. _
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Thank you for attending!

WAL
nnnnnnn

I'm happy to hear from you (e-mail is best):

David Ringstrom
Accounting Advisors, Inc.
614 Park Avenue SE
Atlanta, Georgia 30312
404-784-0275

david@acctadv.com

Get notifled when | write new articles about Excel and other topics:
2 www.twitter.com/excelwriter
www.facebook.com/accountingadvisors
Y www. linkedin.com/in/davidringstrom
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