	EXCEL 2000/XP  Tips, Tricks and Shortcuts


Everyday Functions:

The DATEDIF function
The DATEDIF function, undocumented in most Excel versions, returns the time between two dates, measured in your choice of completed years, completed months, or days. This function is handy for calculating a person's age. Put the person's birth date in cell A1 and write this formula in cell B1 to calculate the age in years: =DATEDIF(A1,NOW(),"y")

The CHOOSE Function
The CHOOSE function takes a number from 1 to 29 and a list of items (up to 29) and returns the item that corresponds to the number. One use for this function is to return the day of the week for a given date. To do this, couple it with the WEEKDAY function, which gives a day number (1 to 7) for a date, then use CHOOSE to turn the number into a day name. Assuming your date is in cell B2, use this function to get the day of the week it falls on:

=CHOOSE(WEEKDAY(B2), "Sun", "Mon", "Tue", "Wed", "Thu", "Fri", "Sat")

The COUNTIF

The COUNTIF function counts the number of times a condition is met. For example, if you have a list of days in a month in column A (cells A1:A31) and your sales receipts for those days in column B, you can count the number of days that your sales exceeded $5,000 with this function: =COUNTIF(B1:B31,">5000"). A similar function, SUMIF, totals values instead of counting them.

The NETWORKDAYS

The NETWORKDAYS function calculates the number of workdays (excluding weekends) between two dates. You can specify holidays that should be excluded from the count. Place your holiday dates in column A, then select them and click on Insert | Name | Define and name the range holidays. Place the start and end dates in cells B1 and C1 and use this function to calculate the number of workdays between the two: =NETWORKDAYS(B1,C1,holidays)

Keyboard Shortcut:
Skip through your worksheets with a shortcut

To move one worksheet to the right

· Press CTRL+PAGE DOWN. 

To move one worksheet to the left

· Press CTRL+PAGE UP. 

Stretch out: Insert a line break in a cell

To insert a line break in a cell

· Press ALT+ENTER to start a new line while you're typing or editing data. 

To rename a worksheet

· Right-click a tab, and then click Rename on the shortcut menu. 

Move or copy a worksheet

To move or copy a worksheet

1. Right-click a tab, and then click Move or Copy on the shortcut menu. 

2. In the Move or Copy dialog box, you have options: 

· To move the worksheet to a spot within its own workbook, select a sheet in the Before sheet box. 

· To move the worksheet to another open workbook, select the workbook in the To book list and then click OK. 

· To keep a copy of the worksheet you're moving in this workbook (rather than just moving it), select the Create a copy box. 

To paste text from another program and keep your cell's formatting

1. Select the text you want to pop into your Excel worksheet. 

2. Press CTRL+C. 

3. Switch back to Excel.

4.  Double-click in the cell, and press CTRL+V. 

Don't just AutoSum—AutoAverage, AutoCount, and more!

Previous versions of Excel included the AutoSum button, which allowed you to calculate the sum of a range of cells with the click of a button. Now, clicking the same button also gives you the opportunity to automatically average, count, or get the maximum or minimum value in a range. Just select a range of values, then click the arrow on the AutoSum button, and click the operation you want—Sum, Average, Count, Max or Min.
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When data is in two separate cells and you want it in a single cell, you can use a formula with the "&" operator. For example, if you have a list of first names in column A and last names are in column B, enter the following formula in cell C1:

=A1 & B1 
If A1 contains "Nancy" and B1 contains "Davolio", C1 would then display "NancyDavolio". To add a space between the first and last name, use this formula, typing a space between the quote marks:

=A1 & " " & B1 
If you want cell C1 to read "Davolio, Nancy", so that you can sort the combined data by the last names, use this formula, with a comma and a space between the quote marks:

=B1 & ", " & A1 
To combine all of the names in your list, copy the formula to the rest of the cells in column C. Then, to store the combined names as text instead of formulas:

1. Click column C. 

2. Click Copy on the Edit menu. 

3. Click Paste Special on the Edit menu. 

4. Click Values. 

For more information about using the "&" operator in formulas, type operators in the Office Assistant or on the Answer Wizard tab in the Excel Help window, and then click Search

To display the formulas in cells instead of the values they calculate:

1. Click Options on the Tools menu. 

2. Click the View tab. 

3. Select the Formulas check box under Window options. 

This option temporarily increases the width of all columns that you haven't previously adjusted, so you can see the entire formula. You can turn view formulas on and off separately for each worksheet.

To print the formulas, turn on view formulas. If any columns are too narrow to show the entire formula, increase the widths of those columns, and then print the worksheet. 

Maybe you have a column of text:

	Dairy

	Meat

	Beverages

	Produce


That you want to move into a row, so that you can use the text as column labels in a table: 

	

	

	Dairy
	Meat
	Beverages
	Produce


Or maybe you have a row of data that you want to move into a table in which the data is organized in columns. 

You know it would be tedious to move the data manually, one item at a time. But you may not know that you can use the Paste Special button to quickly transpose a column of data to a row of data, or vice versa.

To switch a row of data to a column, or vice versa

1. Copy the data in one or more columns. 

2. Right-click your first destination cell (the first cell of the first row into which you want to paste your data), and then click Paste Special. 

3. In the Paste Special dialog box, select Transpose, and then click OK. 

Starting with your first cell, Excel pastes the data into a row.

If you copy and paste data from more than one column, Excel places the data from the leftmost column on top. For example, say you copy data from columns A and B of a worksheet, and you paste the data into another worksheet starting at row 1. Excel places the data from column A in row 1, column B in row 2, and so on.

To insert the current date and time, type =NOW() into a cell. The cell is updated every time the worksheet is recalculated, such as when you open the workbook. The date and time used are taken from your computer's system clock.

To freeze the date

1. Select the date cell. 

2. On the Edit menu, click Copy. 

3. On the Edit menu, click Paste Special, click Values, and then click OK. 

Make a List
Ironically, you can't use an Outlook distribution list as your data list for a mail merge. If you have any contacts listed only within a distribution list, your first step for merging those entries is to create individual contact records for each one.

Outlook gives you many other choices for selecting the contacts to merge with the document. Which one you find easiest depends on both your personal taste and how you use Outlook. Here are some strategies you can try.

If you don't have many entries in your Outlook contacts list, you can browse through the list and select the ones you want. Simply hold down the Ctrl key as you click on each desired contact.

You can also create a new contacts folder by choosing File | Folder | New Folder and specifying that the new folder contains Contact Items. Then copy or move the contacts you want to that folder. You'll be able to choose the entire folder as your merge source data.

For larger contact lists, you may want to divide the entries into categories, with each category defining a separate merge list. The Categories button and text field are in the lower right-hand corner of the Contact form. To use existing categories, you can type them in the text box or click on the Categories button and check the appropriate boxes. To create new categories, choose the Categories button, then click on Master Category List. When you start a merge, you can group the entries by category by choosing View | Current View | By Category. Then simply select all the contacts in a given category.

You can also take advantage of filters to select contacts. Go to the contacts folder you want to use and choose View | Current View | Customize Current View. Click on the Filter button and then define the criteria. Choose OK and then OK again. The contacts list—and any merge you start with the filtered list showing—will show only those contacts allowed by the filter.

	Once you've selected the contacts to use, doing a mail merge in Outlook is surprisingly simple. First, go to the desired contacts folder and choose Tools | Mail Merge to open the Mail Merge Contacts dialog box and work your way down the options. Depending on how you've selected the contacts, specify whether to use All contacts in current view or Only selected contacts. The Fields to merge choice designates which fields to make available for merging when you create the merge document. Your choices are All contact fields or Contact fields in current view, which is useful if you've defined the view to include only the fields you plan to use.

Since we're assuming that you haven't created the merge document yet, choose New Document as the document file. If you want to save the selected data for future use, enter a filename. (As one of the Mail Merge options, Outlook lets you save the data as a CSV data file for reuse.) You can also specify the document type (Form Letters, Mailing Labels, Envelopes, or Catalog) and choose whether to merge to a new document, your printer, or e-mail. If you choose e-mail, you can enter a subject line for the messages.

When you finish entering the options, choose OK, and Outlook will launch Word. You can then use the Mail Merge toolbar in Word or choose Tools | Letters and Mailings | Mail Merge Wizard to create the merge document as usual. Note that if you use the Mail Merge Wizard feature, it will skip over the first two screens, as you've already specified the document type and merge destination.

On one of our test machines, Outlook didn't successfully pass the information to Word, so you may want to back up and check the settings on the prior screens to confirm that they're correct. In any case, once you're in Word, create the merge document file and run the actual merge just as you would if you had started defining the merge from Word. Your documents will now be populated with the records selected in Outlook.


The Edit, Replace Command
This command is used to find a text string and replace it with another.  From the menu bar select Edit and then the Replace command.  You will get this dialogue box:




In this dialogue box you will have several search options to help you find more specific text strings.  Listed below are the search options available to you:

· Match Case.  Finds text strings that match the exact upper and lower case combinations typed in the Find What box.

· Find Whole Words Only.  Finds only the text with whole words.  Doesn't find it if it is a portion of a word.  For example if you were looking for the word "go" in the Find What box with this feature turned on, it would not find goes, gone, gopher, going.


· Use Pattern Matching.  Allows you to use wildcards such as the asterisk(*).  For example if you were looking for "ch*" in the Find What box, it would find change, church, choice.

· Sound Like.  Finds any words that sound like what was typed in the Find What text box.  For example if "Kaitlin" were typed in it would also find "Caitlin".
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