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Show blank workbook when opening Excel 2013

Whenever you launch Excel 2013, it will display the Start screen. This screen contains different Excel
workbook templates and you can choose one depending upon your requirement.
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Most of the time if you are planning to use only blank workbook then you can turn of the above start
screen using the Excel Options.

Step 1: Click File menu and select Options from the list.
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Step 2: In the Excel options window, click the General tab and navigate to Start up options

Start up options

Choose the extensions you want Excel to open by default: | Default Programs...
(¥ Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets.

(] Show the Start screen when this application starts

Step 3: Now unmark the checkbox with caption as “Show the Start screen when this application starts”.
Then click OK button to confirm and save the changes.
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In future if you want to go for a different template, then click File => New menu. This should display all
the Excel templates that were shown on the Start screen.

How to convert worksheet in to PDF using Excel 2013

If you want to distribute your excel worksheets as read-only document then one of the option is to
convert it to PDF. Listed below are the different ways to save or export excel worksheet to PDF. For this
demo, let us take the below example data.
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Using Save As
The first option that we are going to see is File —> Save As.

Step 1: Click the File menu, select Save As from the menu list.
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Step 2: In the Save As screen, double click on computer to save the PDF to local folder.
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Save As

& Reavi Shanikars SkyDrive

Step 3: In the Save As dialog box, choose PDF for save as type. After entering suitable name for your file,
click the Save button.
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Using Export

Another option to convert an excel worksheet to PDF is by using Export feature.
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Step 1: Click the File menu and select Export from the menu list.
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Step 2: In the Export screen, click the Create PDF/XPS button under Create a PDF/XPS Document. This
should display the Publish as PDF or XPS dialog box with Save as type to .PDF
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Step 3: After entering name for your PDF file, click the Publish button.

You can also try the Change File Type option under Export section to change the File type to using Save
as Another File Type.
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Save file to computer in Excel 2013

Excel 2013 will show the default save location as SkyDrive but you can change this default behavior
using the option provided as part of Save settings.

Save As
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Step 2: Click the Save tab in the Excel Options window.
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Step 3: Navigate to Save workbooks section under Save option and mark the check box with label as Save
to Computer by default.

Step 4: Then click Ok button to confirm and save the changes.

Now whenever you try to save a file in Excel 2013, it will default to Computer.
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Change the default local folder location

Excel 2013 users can also specify the default local folder location for the file to be saved. The default
local folder location is by default set to C:\Users<username>\Documents.

Save workbooks

Save files in this format: Excel Workbook (*xdsx) ]
[ Save AutoRecover information every 10 5 minutes
[V] Keep the last autosaved version if | close without saving
AutoRecover file location: C:\Users\RShankar\AppData\Rosming\Microsoft\ Excel\
[} Don't ghow the Backstage when opening or saving files
[V Show additional places for saving, even if sign-in may be required,
[¥] Save to Computer by default
Default local file location: C:\Users\RShankar\Documents

Default personal templates location:
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You can specify a new folder location by entering the location in Default local file location under Save
Workbooks section. Let us say you want to save all your files under C:\Projects then create Projects folder
and under C drive and enter this value for default location. Click Ok button to confirm and save the
changes.

+ L » Computer » Local Disk (C:) » Prejects v & Search Progects

Organise - Mew falder

J5 Whusic - Date modified Type
= Pictures
2D Projects Ho items match your search,

- Videos

4 Homegroup

1% Computer
iy Local Disk [C:)

@ New Volume (E)
LA

File pame: | EERISETS
Sarve as type | Excel Workbook (*xdsx)

Authors:  Ravi Tags Addatag

] Save Thurmbnail

Tooks = Save Cancel

Now on selecting File —> Save —> Computer, Excel 2013 will automatically open the Save As dialog box
with your preferred folder location.

Automatically insert decimal points in Excel 2013

Though we had covered how to automatically insert decimal points in Excel 2010, it was not explained
in detail. This feature is available in Excel 2013 as well, let us see this with an example.

If you have a requirement where you will be entering only decimal values in a column. And using Excel’s
automatically insert decimal points feature, you can specify the number of places after which you want
excel to automatically add the decimal points.

Step 1: Click the File menu and select Options from the list.

10
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Step 2: In the Excel Options window, click the Advanced tab.

| ) s
e ﬁ Advanced options for working with Excel.
Formulas
Proofing Editing options
Save [¥] After pressing Enter, move selection
Language Direction: Down| v |

[¥] Automatically insert a decimal point

Places: 2 =
¥ Enable fill handle and cell drag-and-drop
[¥] Alert before overwriting cells
Add-Ins [¥] Allow editing directly in cells
[V Extend data range formats and formulas

Customize Ribbon

Quick Access Toolbar

Trust Center
[¥] Enable automatic percent entry

Step 3: Navigate to Editing Options in Excel Options screen then mark the checkbox with caption as
Automatically insert a decimal point. Using the Places option, you can specify the number of places for
inserting the decimal point.

Step 4: Click Ok button to confirm and save the changes.

Now all you need to do is to enter the numbers in the column and the decimal point will get added
automatically.

11
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Different ways to protect workbook using Excel 2013

Excel 2013 provides users with different option to protect worksheet and workbook like Mark as Final,
Encrypt with Password, Protect Current Worksheet, and Protect Workbook Structure. Protect
Workbook can be accessed using the File —> Info option.

Protect Workbook
Control what types of changes peo

[T Mark as final

Let readess know the workbook is final and
make it read-only,

Encrypt with Password

) Require a password to open this workbook

[F77] Protect Current Sheet

b Control what types of changes people can
make to the current sheet

| Protect Workbook Structure

=c Prevent unwanted changes to the structure
of the workbook, such as adding sheets,

Mark as Final

Mark as Final will let the readers know that the workbook is final and it has been made read-only. On
selecting the Mark as Final option from the Protect Workbook, the following confirmation message will
be displayed.

And on further saving the Workbook, the following info window will be shown.

This document has Been marked as final to indicate that editng is compiete and that this is the final versson of the document.

o When a document is marked as final, the status property is set to “Final” and typing, edtting commands, and proofing marks are turned off,
You can recog thata d L is ked a3 final when the Mark As Final icon diiplays in the status Bar,

[ Ron't show this message again

o |

12
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The status bar will display the Marked as Final flag as shown below.

READY = &F = FIXED DECIMAL

-
g Marked as Final xy)

In the document properties the status will be set to Final.

Properties -
Size £.08KE
Title Mone
Tags Mone
Comments Mone
Temnplate

I Status Finall
Categories Mone
Subject Mone
Hyperlink Base Mone
Company MNone

Related Dates

Last Modified  Today, 06:38
Created Today, 06:27
Last Printed

You can still edit a Marked as Final workbook by clicking the Edit Anyway button available at the top.

BE S & s
“ HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

0 MARKED AS FINAL An author has marked this workbook as final to descourage editing. Edit Armyway

Al i x v &
Password Protection

Encrypt with Password allows users to set password for protecting workbook. One you select Protect
Workbook from File —> Info, click the Encrypt with Password option.

13
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Encrypt the contents of this file
Password:

Caution: if you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of
passwords and their corresponding document names
in a safe place.

(Remember that passwords are case-sensitive.)

[ AO( : Cancel

Now enter a password to protect the workbook then click the Ok button. After re-entering the password
you would notice that “A password is required to open this workbook” under Protect Workbook section.

Protect Workbook

& A password is required to open this workboolk.

Warkbook -

Whenever anyone tries open the protected workbook the following Password Prompt will be displayed.
And only after entering the correct password, the workbook will opened for editing.

‘Booklxisx is protedted.

Password: ||

[ o ]I

Removing Password Protection

If you want to remove the password set for opening the Workbook then use the option available as part
of the Save As dialog.

) |
Save a5 typer | Encel Workbook (*afsa) W
Authors  Ravi Tag= Add atag
[ Save Thumbnail
& Hide Folders Toals = _. Save Cancel

Map Nietwaork Deve...
Web Optians...
Genveral Optiones...
Compress Pictures...

Click File —> Save As and in the Save As dialog box, navigate to Tools drop down menu and select General
Options. Now to remove the password set for opening workbook, clear the entries in Password to open
field. Then click Ok button to confirm and save the changes.

14
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[] ahways create backup
File sharing

Pasrword to open: :-u-

Password to modify:
[_] Read-only recommended

e

Protect Current Sheet

The Protect Current Sheet option provides users with option to control the list operations that can
allowed for other users. For example, you can prevent other users from Format Cells, Format Columns,
Insert Rows, Insert Columns and many more...

[+f] Protect worksheet and gontents of locked cells

Password to unproted sheet:
|

Allgwr all users of thiz workiheet to:
| Select locked cells
| Select undocked cells
Farmat e2lls
a Format columns
Format rows
Ingert columng
a Insert rows
Insert hyperlinks

Delete columng
Delete rows

You can also specify Password to unprotect sheet so that no restrictions are applied for the users who
know the password.

Protect Workbook Structure

The Protect Workbook Structure provides option to prevent other users from making changes to
structure of the workbook such as adding new worksheet, hiding or un-hiding worksheet and even
changing position of the worksheet window.

Protect workbook for
[+] Structure

Windows

Password (optional):

oK | Caneel

15
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Change the number of recent workbooks shown in Excel 2013

Excel 2013 has a feature that allows users to change the number of recent workbooks shown in the
Open screen. The default value for number of recent workbooks is set to 25 and maximum allowed limit
is 50

Open

B3 compe

If you feel that 25 is too many and do not want to clutter with lot of recent workbooks then you can

(L) Recest Workbooks

i R Shankas SkyDiive

Bock! - Escel

Recent Warkbooks

iy Bkl e

a: £ o Brogst

@i} Budget for fundeaiser eventdsx
g Propeets

E“- Book xlse
5 My Docementi

reduce this number using the option provided as part of Excel Settings.

Step 1: Click the File and select Options from the menu list.

Step 2: In the Options screen, click the Advanced Tab.

General

Formulas

Proofing

Save

Language

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

p—

ﬁ Advanced options for working with Excel.

Editing options

[V After pressing Enter, move selection
Direction: Down]

Automatically insert a decimal point
Places: 2 K

(¥ Enable fill handle and cell drag-and-drop
[¥] Alert before overwriting cells

[V Allow gditing directly in cells

[¥] Extend data range formats and formulas

[V Enable automatic percent entry

Step 3: Scroll down the Advanced options and navigate to Display section.

Step 4: Now use the option with caption as “Show this number of Recent Workbooks”. Then click the OK

button to confirm and save the changes.

16



http://blogmines.com/blog/2013/06/21/change-the-number-of-recent-workbooks-shown-in-excel-2013/
http://blogmines.com/blog/wp-content/uploads/2013/06/image82.png
http://blogmines.com/blog/wp-content/uploads/2013/06/image83.png

Excel 2013

Display

-

Show this number of Recent Workbooks: 25 I’ G

T] Quickly access this number of Recent Workbooks:

n
w
‘.

‘!l

Show this number of unpinned Recent Folders: |5

Ruler units Default UnitsZ]
¥| Show formula bar
Show function ScreenTips

Excel 2013: Find out age from birthdate

Let us say you want to determine the age from the entered birthdate then you can use the below formula
to find out the age

=ROUND(DAYS360(C5,NOW())/365,0)

* « fo  =ROUND(DAYS360(C5,NOW}}/365,0)
c | D E  F 6

Birthdate Age

123/12/2007] [y/zes.0) |

Functions Used:-

e DAYS360 — Returns number of days between two dates based on a 360-day year.

e NOW — Returns Current date and time

e ROUND - Rounds a number to specified number of digits.
Step 1: Use DAYS360 function to determine the difference between the birthdate (C5) and Current date
(NOW)

E.g. For birth day entered as “23/12/2007” (C5), the result for =(DAYS360(C5,NOW())) is 1978
Step 2: Divide the result from step 1 by 365.
Step 3: Round of the result of step 2 by number of digits set to 0.

You can avoid step 3, if you set cell formatting to Number with 0 decimal places. The Shortened formula
would be without ROUND i.e.. DAYS360(C5,NOW())/365

17
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Humber | | Alipnment | Font | Border | Fill | Protection |

Gstegor |
General . Sample

Currency H
Agcounting . -
Date Decimal places: |0 s

Time [] wse 1000 Separator L)

Percentage

Fraction Megative miamber:

scentiti
Text 1234

Ipecial 234

Custom RELT)

Humber is used for general display of numbers. Curréncy and Accounting offer specialized
formatting for monetary value.

Disable automatic conversion of hyperlink in Excel 2013

Excel 2013 has a feature that automatically does a conversion of all web address in to hyperlinks. This
conversion takes place as you complete typing the internet address. But if you want to turn off this
feature then you can use the relevant settings available as part of Excel options.

Step 1: Click the File menu and select Options from the menu list.

Step 2: In the Excel Options window, click Proofing section followed by Autocorrect Options button.

| [ABC)
Senws l\}! ¢ Change how Excel corrects and formats your text.
Formulas R
Proofing . AutoCorrect options
Save Change how Excel corrects and formats text as you type: |; AutoCorrect Options... |
Language

Step 3: In the AutoCorrect window, click AutoFormat As You Type tab and un mark the check box with
label as “Internet and network paths with hyperlinks”.

18
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Step 4: Click OK button to confirm and save the changes.

But if you want to turn off for specific web address then you can precede the hyperlink with apostrophe.

‘www.blogmines.com

) | E ek ¢ | H

www.blogmines.com

|wvm,btm!mines,:nm

How to disable updates in Office 2013

This tutorial explains in simple steps about the steps required to disable updates in Office 2013. The
disable updates option is available under the same settings as install updates for Office 2013. It is always
recommended to enable updates but if there are any other scenario where you want to turn of the

automatic update feature then you can follow the below mentioned steps.

Step 1: Launch any one of the Microsoft Office Application such as Excel 2013.

Step 2: Click File menu, select Account from the menu list. In this example, we are using Excel 2013 for
disabling Office updates.
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Excel 2013

Account

User Information

A Ravi Shankar
Change photo

About me

Sagn out

Switch Accoumt

Office Background:

Stass

Office Theme:

Dark Gray

Connected Services:

Step 3: Navigate to Office Updates under Product Information section.

Product Information

] Office

subscnption Product
Microsoft Office 365 Home Premium

This product containg

oI E

Manage Account

o Office Updates
H Upeates sie sutamatically downlapded and ingtalied,
Upcate Verssan: 15045051510
Opliand =

g About Excel

Leam more abowt Encel, Suppart, Product I, and Copyright infarmatian
Absout
Excel

Step 4: Now click the Office Updates option and select Disable Updates from drop down list.

El.-] Cffice Updates

Updeter sre sufomabaslly dowebosded snd isialled
“' Versorn: 15045051510
ﬂ+] [rabier IRpedlates.
) Dent update for wecurity,
parfermance and miuabdity o, Suppea, Praduct 1B, and Copyrghl infesmalion
Wiew Updates
O} e the update bistory e
this product
0 Absut Updates
3 Lewrn emcee
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The following confirmation message will be displayed that this product will not be updated.

Office Updates
|-_|§—-I This product will nat be updated.

Update Version: 15.0.4505.1510
Options =

Later if you want to enable the Office Updates feature, then click the Office Updates drop down list and
select Enable updates from the drop down list.

Office Updates
This product will not be updated.
Versian: 15.04505.1510

_Muﬂ D, sivd Copyrght infoirmation.

Wiew Updates
Sew the update history for this product

El Abcut Updates

Learn more

What is Quick Analysis in Excel 2013

Excel 2013 has a feature that provides users with popular tools for doing quick analysis of the selected
data. The tools that are available as part of Quick Analysis are Formatting, Charts, Totals, Tables and
Sparklines.

Let us take the following sample data and have a quick look at the charts that can be for this data.

Select the data and click the Quick Analysis icon available at the bottom right hand side of the selection.
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Use the Quick Analysis tool to

quickly and eassly analyze your data

with some of Excel's most useful {
tools, such a3 charts, color-coding, |
and formulas. I '

This should provide you with the option to use different tools as shown below.

FORMATTING | CHARTS | TOTALS | TABLES | SPARKLINES

E B E B 8

Dats Bars  Color  lcon Set  Greater Text
Scale Than  Contains Furmd

Conditional Formatting uses rules to highlight interesting data.

Now let us say you want to pick the better looking charts for the sample data. Navigate to Charts tab in
Quick Analysis tool and check the preview for different chart types. And on selecting your preferred chart
type, will add the chart to your worksheet.
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Turn off Quick Analysis tool

For some reason if you do not want to have the Quick Analysis tool on selecting the data then you can
turn off this feature using the General Options.

Click the File menu —> Options from the menu list.
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EI-. General options for working with Excel.

User Interface options

Show Mini Toclbar on selection
I_|:| Shew Quick Analysis options on selection
- Enable Live Preview

ScreenTip style: |Show feature descriptions in ScreenTips E

In the General Options window, navigate to User Interface options and unmark the check box with
caption as “Show Quick Analysis options on selection”. Click OK button to confirm and save the changes.

Automatically open files under folder in Excel 2013

This tutorial is about the steps required to automatically open excel files under specified folder during
the startup of Excel 2013.

Step 1: Launch Excel 2013, click the File menu then Options.

Step 2: In the Options window, click the Advanced tab and scroll down to General section.

Step 3: In the General section, specify the folder for “At startup, open all files in”

Save
General
Language .
v | Provide feedback with sound
Advanced —
: ] Ignore gther applications that use Dynamic Data Exchange (DDE)
Customize Ribbon V] Askto update automatic links
Quick Access Toolbar [ Show add-in yser interface errors
hda [V Scale content for Ad or 8.5 x 117 paper sizes
AOg-int
At startup, open all files in: ers)| 2t
Trust Centes
Web Ogtions....

For this demo, we are going with the folder “excel_projects” under C:\Users\RShankar\Documents.
Step 4: Click OK button to confirm and save the changes.

Now when you launch excel, all excel files under excel_project folder will be opened. Please make sure to
save only excel files under the folder otherwise you might notice errors when excel tries open other file

types.

How to customize decimal separators in Excel 2013
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Excel 2013 users can customize the separator used for Decimals and Thousands using Excel Options. This
is similar to changing decimal separator option available as part of Excel 2010.

Step 1: Click File menu and select Options from the menu list.

Step 2: In the Options screen, click the Advanced tab and navigate to Editing section.

When this number of cells (in thousands) is affected: [335334 5

Use system separators

[Decimal separaton:

Thousands separator

Cursor moverment:
(@ Logical
() Misusal
[] Do net automatically hyperlink screenshot

Step 3: Under Editing section, unmark the check box with caption as “User system separators”.

Step 4: Now enter your new decimal separator under Decimal separator field. For this demo we are colon
(:) as the decimal separator.

Step 5: Click OK to confirm and save the changes.

[] Use system separators

Decirnal separator: :

Thousands separator:

Changing Decimal Separator on Windows 8

If you want to change the Decimal separators and do not want to use the Decimal Separator under Excel
option then you can follow the below mentioned steps.

Step 1: Right click on the bottom end corner of Window 8 system and select Control Panel from the menu
list.

Task Manager
File Explorer
Search

Run

Desktop
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Step 2: In Adjust your computer’s settings screen, click Clock, Language and Region option.

Change the theme
Change desktop background
Adudlosesnrcolien

Clock, Language and Region
(15 Add 3 language

Change input methods
Change date, time or number formats

\ Ease of Access
L, Let Windows suggest settings
: Optimise visual display

! . Appearance and Personalisation

Step 3: In Clock, Language and Region screen, click Change date, time or number formats under Region
section.

Date and Time

fa)
i '3 Setthe time and date | Change thetime zone = Add docks for different time zones

Region

Change location || Change date, time or nurmber formats I

% Language
Add a language | Change input methods
g ]

Step 4: Click the Additional settings button in the Region window.

Exampiles

Shon date: T3
Leng date: 02 huby 2013
Shan time 1230

Leng time: 12305

Step 5: In Customise Format window, enter the new separator for Decimal Symbol. Then click Apply and
Ok button to save the changes.
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Mumbers | Cusrency | Tme | Date
Example
Positive: | 123,456, 789,00 Megative: | -123,456, T85.00

Decimal symbok
Ho. of digits after decsmak

Digit grouping symbol:

Digit grauping:

Hegative sign syrmbok

Hegatrve number format:

Displey leading zerox

List separaton:

Measurement systerm:

Standard digits: 0123456780

Use natree digits: Fever

Click Reset to restore the system default settings for

nurnbers, currency, time and date.

Lo || conce

How to display blank for zero value in Excel 2013

Excel 2013 allows user to display blank value instead of zero value for any expression. This is useful when
you want the result value for any formula to be left blank instead of displaying zero.

Step 1: Click File menu, select Options from the menu list.
Step 2: In the Options window, click the Advanced tab.

Step 3: Scroll down the Advanced tab until you see the Display options for this worksheet.

Display options for this worksheet: [T Sheetl 3

[+] Shew row and column headers
[[] Show formulas in cells instead of their calculated results
[] Shey sheet right-to-left
[ Show page breaks
|| ] Show a gera in cells that have zero value I
[#] Show gutline symbols if an outline is applied
[+ Show griglines

Gridline color _& ™|

Step 4: Un mark the check box with caption as “Show a zero in cell that have zero value”.

Step 5; Click OK button in the Options screen to confirm and save the changes.
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Fill rows and columns with Time values in Excel

This tutorial is about the different steps required automatically generate time based data as shown
below in Excel.

07:00 07:15 07:30 0745
07:10 0725 0740 0755
Q717 0732 0747 08:02
o719 07:34 or49 0804
0725 07:40 07:55 08:10

[F R T ST

-0

The difference between the rows and columns are 10, 17, 19, 25 and 15 respectively. Instead of manually
entering these values, we can automatically generate using the TIME function and excel auto fill feature.

Step 1: Make sure to set format for the cells to hh:mm. This would ensure that leading zero is added for
minutes. Select Cells > Right Click > Format Cells > Custom Format > Choose hh:mm

Step 2: Now navigate to the D6 and enter the value as =D5+TIME(0,10,0). This is to add to 10 minutes to
value specified in D5. Repeat the same for D7, D8 and D9 with =D5+TIME(0,17,0), =D5+TIME(0,19,0),
=D5+TIME(0,25,0).

Font F
W' Je =D5+TIME(0,25,0)

< I = | ¢

07:00
07:10
0717
07:19
07:25

Step 3: Select Values entered in the column D and use the Auto fill feature to copy the values to column
E. Then change E5 to 07:15 and this automatically generate values for E6 to E9.
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R TT1Y

* W =E5+TIME(0,25,0)
C | D E F
07:00 07:15
0710 07:25
0717 07:32
0719 07:34
07:25 D?:-lﬂ_

Step 4: Now select both D and E and use the auto fill feature to copy the values for F and G.

0700
07:10

0725

o713

077

o732

07:19

07:34

0745

07:00|

0715

o710

[P S]

0717

07:32

07:19

07:34

pEiid

£g8Ed

—

Protect workbook for modification in Excel 2013

We have already seen in detail about the various password protection techniques available in Excel 2013.
Now let us see how to protect your workbook for modification using the option available as part of Save
As window.

Step 1: Open workbook that needs to protected for modification, then click File menu > Save As.
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Save As

£ Ravi Shankar's SkyDrive

T v Compiner v Lol Duk [Ch v Propects ¥ o £4ch Prostlls B
Organde » Hetve Tokier = o w
-J: Whni e Hama ° Dates modified Type Sion
Pactores
-:l Q" Booklatm [ ekl ] Mol 1l Bl WY
é 0" Budieidos Panidanras eventl BR300 3 [ Rcrosel Excel W
B Tenedss 05072013 DE:dB Aol rergsf Enc el W/
o) Homegitag
8 Computar
s Local Disk i)
i M Vodume ()
w ¥

Fide rame:  [E0ET -
Seve i type  Enodl Werkibeaok |l L
Buahars Bay Tegs Badatag

[] Sarvr Thusmnisnad

[Tesh =] | s | | Coa
Wiap eberoek Drive...
‘il Oiplasny
General Dptiens_
Comgrens Fictures...

Step 3: Click Tools menu and select General Options from the drop down list.

[] ahways create backup
File sharing

Password to ppen:

Fassword to modify:  ssesssss|

[_] Read-only recommended

oK Cancel
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Reenter password to modify.

........I

Caution: Password to modidy is not 3 security feature.
This document is protected from unintentional editing.
However, the document is not encrypted. Malicious
users can edit the file and remove the password.

| oK ; Cancel

Step 4: Now enter a password in Password to modify option then click OK button to confirm the
password.

Step 5: Click the save button to in the Save As window to save the password protected workbook.

If you open the saved workbook, the following password protection dialog will be displayed. You can
enter the correct password to have write access or you can open file in read-only mode.

Tiee.xls’ |5 reserved by
Ravi

Enter password for write access, or open read only.
Password:

Read Only

How to copy only values in Excel 2013

This tutorial explains the method to copy only values from a cell with formula to another cell.

Step 1: Copy the source cell containing the formula and values. You can either use the keyboard shortcut
Ctrl + C or Copy menu option under Home > Clipboard

BEHS <

HOME

sy X Cut

D ER Copy ~
Paste &
- % Format Painte

Clipboard

Step 2: Now navigate to the destination cell, click the Paste option under Home > Clipboard
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‘-D X, Cut
e ¢ .
o e

. ¥ Format Paint

. Paste

23] 123 423
Other Paste Options

e - - -
¥ o LW
Paste Special...

Step 3: From the Paste drop down, select Values under Paste Values section. This should copy only the
values to the destination cell.

L X Cut
r—tﬁ Copy

[y Paste Options:

- - e

- o

-D Alg? ¥l
L]

Paste Special.., Paste
tnsert a < ‘- -
: 0D LA % 24
PRelete... -
4 (g
Clear Coptents —
Paste Values
B Quick Analysis E >~
Fings 5 123
Other Paste Options
Sgrt ¢ o
(D (B Oy
™ .y
(7 Insent Comment ¥ e )

. ste Special
m Format Cells. Paste Specid
Pick From Drop-down List.
Define Name

Hypernk

hE

Another alternate method to access the Paste Value option is to right click on the destination cell and cell
required option from Paste Options or Paste Special menus.

How to quickly find average, count and sum in Excel 2013

Excel 2013 users can quickly find out average, count and sum of cells either horizontally or vertically using
the display options available as part of excel status bar. Let us say you want to find out the average of the
following series.
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All you need to do is select those values and status bar will be display the Average, Count and Sum of
those selection.

AVERAGE: 80671.85714 COUNT:7 MNUMERICAL COUNT:7 SUM: 564703

Missing Average or Count or Sum on Status bar.

If the functions Average, Count or Sum are displayed on the status bar then you can select them by right
clicking on the status bar.

v ¥age wumper
v Average 80671.85714
v Count 7
v Numerical Count 7
Minimum
Maomum
v Sum 564703
v Upload u
v Yiew Shortcuts
v Zoom Shder

v Zoom ”“"\I

Print selected rows and columns in Excel 2013

If you have a requirement where you want to print only certain rows and columns in a spread sheet then
you can use print selection or set print area features in Excel 2013.

Print Selection:-

Step 1: Select the Rows or Columns that have to be printed.
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Step 2: Click the File menu and select Print from the menu list.

Info

Budget for i

C: = Pugjesty

Step 3: In the Print screen, navigate to Settings section.

Print

Copies 1 -
=
Open =
Print
Seve
Printer

HP Desiget 3050 )50 senes.
WD Oftline
Printer Properties
Settings
Print Actrve Sheets

Only prirt the active theets

Step 4: Now select Print selection for the first drop down and Settings section.
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Save As Printer
P ;  HP Deskjet 3050 J610 series...
i s
Share Printer Properties
Bport Settings i
o ) Only print the current selecti. _

Print Active Sheets
Only print the active sheets

Account

[TT7] Print Entire Workbook
x>~ Print the entire workbook

Options

[t==1| PrintSelection
} i| Only print the current selection

The Print Preview screen on the right hand side should immediately reflect the selected rows and
columns.

[a ]

Now use the Print button to take print out of the selected rows and columns.

Print Area :-

The second method that we are going to see is by using the Print Area option available as part of Page
Layout.

Step 1: Select the rows and columns and navigate to Print Layout menu.
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INSERT | PAGE LAYOUT FORMULAS DATA

¥ |
0 3 D|lasp= &
Margins Orientation Size | Print |Breaks Background

w w w Area - w
Page Setup

Step 2: Navigate to Page Setup section then click Print Area option and select Set Print Area.

PAGE LAYOUT FORMULAS DATA

= DiE=s &

Orientation Size  Prnt Breaks Background
y > AN -
s

Pag 5, Set Print Area

fe Clear Print Area

Step 3: Click File menu then Print menu to open the Print Screen.

Pt selociod sOws and ol in Excel 2013 « Windows Live Wiiter -0

The Print Preview screen should automatically display only the selected rows and columns without
making any changes to Print Settings. Now use the Print button to print the selection in Excel 2013.

Set Print Area can be used when you are frequently printing only those selected rows and columns. But
make sure to clear the Print Area once you are done with your Printing.
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PAGELAYOUT | FORMULAS  DATA

B D= & |

Jrientation  Size Breaks Background |

- -

Pag [, Set Print Area i

v & | | ClearPintaves

Group people based on the month in Excel 2013

This tutorial explains the procedure for grouping people based on month from the given date field in
Excel 2013. Let us take the following sample data with students name and their date of birth.

Now to find out the list of students celebrating the birthdate grouped by months you can do the
following

Step 1: Add another column next to the date column.

Step 2: For the first student, enter the formula for the new column as =MONTH(B4), where B4 is the date
birth for the first student.
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4

1~—<

2_4

3

4 |Ravi  |31/05/1979|=MONTH(84)
5_ John 14/06/1979

6 Peter  24/08/1979
7|
8—4
9 |

>

Ganesh  18/01/1980
Rakesh  25/01/1980
Amit 01/02/1980
10_* Akhil 12/02/1980
11 |Praveen 21/02/1980
12 Shreya  04/03/1980
13 Dinesh 16/03/1980

-y

14 Raghavi  23/03/1980

15 |Jaya 05/04/1980
16 |Deepti  01/01/1981
17

Step 3: Now use the Excel auto fill feature to copy the formulas for the other students to find out month
from their date of birth.

4 & | 8 E o | E |
1 —

2_
3 .
_4_ Ravi 31/05/1979 5
I8 [iohn  14/06/1979) 6
|6 |Peter 24/08/1979 8
| T |Ganesh  18/01/1980 1
|8 |Rakesh  25/01/1980 1
{9 |amit 01/02/1980 2
[Aojaknil  12/02/1980 2
{11 |Praveen  21/02/1980 2
[12|shreya  0a/03/1980 3
{13 |Dinesh  16/03/1980 3

{14 |Raghavi  23/03/1980 3

{15 |1aya 05/04/1980 4

{16|Deepti  01/01/1981] 1l

17 .

:i Aute Fill Options

Step 4: Select all the three columns, navigate to Editing section on Home menu and click Sort & Filter
option and select Custom Sort from the menu list.
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3 Autosum - Ay # F
[ Fa- Z Find &
Sort & Find &
& Clear  Fijter~ Select - Sefect~
Editing i 8l SetAteZ
S sonaFilter FlEL setZton

. Organize your data so it's easier to ] [ Custom Sort...
Q | | e Ly e

| Youcan sort the selected data from | 'ﬂ Clear
smallest to largest, largest to | )
| smallest, or filter out specific values. | Yo Reapply

Step 5: In the Sort window, choose Column C for Sort by drop down, Values for Sort On drop down and
Smallest to Largest for the Order. Now click Ok button to group the students based on the month of their
birthdate.

| *tLasatevet || X peteteevel || B gopyever | 4 ] My dsta has heacers
Order

Column Sort On

Sortby | Cotumn ¢ v WSS v Smallest to Largest ]
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Excel 2013

You can further simplify this by using excel filters to pick only specified month using the filter criteria on
the month column.
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