Microsoft Excel 2010 - Level 3

currere OUMMARISING AND SUBTOTALLING

( : INFOcus

Spreadsheets are often used to store data in a list — in rows and
columns. Often there is a need to provide grand totals at the
bottom and subtotals throughout the data — as a summary.

Summarising in a structured worksheet has traditionally been done
by: typing the data in a logical sequence; creating a formula for the
subtotal of each subsection and; creating a grand total at the bottom
of the list.

Since many of the operations are routine, special features have
been added to Excel to perform these steps for you.

In this session you will:

AN

learn how to create subtotals

learn how to use a subtotalled worksheet

learn how to create nested subtotals

learn how to copy subtotals using Go To

learn how to use subtotals with autofilter

learn how to create relative names to use with subtotals
learn how to use relative hames to create subtotals.

AN NN N NN
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CREATING SUBTOTALS

Subtotalling in Excel automatically outlines and SUBTOTAL function to perform the calculations.
totals data that is presented in a list. This is done For this to work, the column headings must be
by applying outlining to the list, adding a new row unique, there should be no blank cells and the data
at each change in the data and applying the must be sorted by the column to be grouped.
_ e ("Subtotal B
Try This Yourself: —
c Before starting this exercise | : -]
T o . Use function:
o7 You MUST open the file E836 sum ]
©7 s ising_1.xIsx
ummarising_1.xIsx... T
1 Click on the Banking Details
worksheet tab
|
We want to create Subtotals -
for the banrlis, solflrst we need e
to sort on that column... IF] Page break between groups
2 Click on any cell in the Bank e
column ’ Remave Al ] [ oK I ’ Cancel
3 On the Home tab of the
Ribbon, click on Sort & Filter
#7-|in the Editing group and LR A | 8 c | > | c T ¢ |
Se|eCt Sort A tO Z | 1 Cheque Date Drawer Bank Branch Amount
= [ [ - |2 o321 9/1/08 BJ Bloggs IANZ !SydneySouth $1,234.50
- | 3 025879 4/1/08 Belina Secondary Col  ANZ Mt Waverley $130.00
NOW that the da'ta IS Sorted by | 4 100419 4/1/08 Spindles Co-operativ. ANZ Thornbury $70.00
the Bank column, let’s add |5 361970 5/1/08 DrSmile Medical Ser | ANZ Cairns $50.00
| 6 091747 9/1/08 Crime Fighters ANZ Monbulk $948.00
subtotals for each bank... | 7 065879 10/1/08 Belina Secondary Col ~ ANZ Mt Waverley $190.00
. 8 187419 4/1/08 Spindles Co-operativ. ANZ Thornbury $170.00
4 Click on the Data tab, then 9 378970 5/1/08 Kendall Holdings ANZ cairns $650.00
. . - | 10 009747 9/1/08 Crime Fighters ANZ Monbulk $94.00
CI|Ck.0n SUthtal @ in the - | 11 087679 10/1/08 Belina Secondary Col  ANZ Mt Waverley $34.50
Outline group, to dlsplay the - |12 149819 9/1/08 Spindles Co-operativ | ANZ Thornbury $334.00
Su thta| dla|Og bOX - | 13 374360 9/1/08 Kendall Holdings ANZ Cairns $544.00
- | 14 065447 10/1/08 Crime Fighters ANZ Monbulk $97.00
. ] 15 ANZ Total $4,546.00
5 CIICk on the drop arrow E for [- EOSSTJ’? 5/1/08 Luddite Innovations Bank of Melbourne Hobart $455.50
At each Change in and CliCk - | 17 099205 9/1/08 Geraldine Hogan Bank of Melbourne Melbourne $160.00
- | 18 290848 9/1/08 Reginald George Bank of Melbourne Melbourne $192.00
on Bank! then ensure the - | 19 011205 1/1/08 Betty Bloggs Bank of Melbourne Melbourne $210.00
other Settings are as shown - | 20 299848 9/1/08 Crime Fighters Bank of Melbourne Melbourne $18.00
- |21 045205 6/1/08 Betty Bloggs Bank of Melbourne Melbourne $75.00
Click on [OK] o] |22 Bank of Melbourne Total $1,110.50
6 - | 23 002888 10/1/08 Lintel Holdings Bendigo Bendigo $468.00
- | 24 043388 10/1/08 West Australian Govt  Bendigo Bendigo $368.00
X i i |25 | Bendigo Total $836.00
An Outllne WI” appear N the [- | 26 006997 3/1/08 Bennick Thomas & Co  Commonwealth Warrandyte $100.50
Worksheet and the Amount W|” - | 27 005433 3/1/08 HG Smith Commonwealth Boolaroo $55.50
be subtotalled at each change < ] g petatsitaments 785 -
in Bank 6
For Your Reference... Handy to Know...
To create subtotals: o If you realise that you don’t want subtotalling,
1. Click in the column to be grouped by or have forgotten to sort the list first, you can
2. On the Home tab, click on Sort & Filter 27~ click on Undo Subtotals B in the Quick
and click on Sort Ato Z Access Toolbar. Alternatively, you can click
3. On the Data tab, click on Subtotal @ on [Remove All] in the Subtotal dialog box.
4. Select the At each change in column and
click on [OK]
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USING A SUBTOTALLED WORKSHEET

When a worksheet is subtotalled, outlining is hiding detail if necessary to display only subtotals.
applied to help group data and subtotals are Outlining provides expand and collapse buttons
created as well. You can therefore use all of the as well as level buttons that can be used to quickly
features of outlining to work with the worksheet — display data at a specific level.
[11z1=] A B c D E [ F ]
H . 1 Cheque Date Drawer Bank Branch Amount
Try This Yourself: o N R et 7050
94
Continue using the previous £
£ o file with this exercise, or =
&I open the file E836 0
Summarising_2.xIsx...
1 Click on the level 1 outline — - _ i = ) ——
1123
bUtton to see the grand | 1 Cheque Date Drawer Bank Branch Amount
total only 15 ] ANZ Total $4,546.00
|22 Bank of Melbourne Total $1,110.50
2 Click on the level 2 outline 25 PendigoTutal __L e
42 Commonwealth Tota ,272.20
button [2] to see the grand 3 — oot 00
total and subtotals for each 67 National Total $5,376.00
bank |71 St George Total $3,869.00
| 92| Westpac Total $20,793.10
3 Click on the level 3 outline = Srand Total 87050
button [2] to see all of the o5,
data e
You can use the expand
and collapse buttons to
control a single group... haa x| 8 < | 5 ‘ = T F
q . | 1 |Cheque Date Drawer Bank Branch Amount
4 Click on the level 2 outline [T - [ 2oszen1 9/1/08 B Bloggs [anz lsydney south $1,234.50
button to see bank totals | 3 |025879 4/1/08 Belina Secondary Col | ANZ Mt Waverley $120.00
| 4 |100419 4/1/08 Spindles Co-operativ. | ANZ Thornbury $70.00
CI|Ck on expand to the | 5 (361970 5/1/08 Dr Smile Medical Ser ANZ Cairns $50.00
5 | 6 |091747 9/1/08 Crime Fighters ANZ Monbulk $948.00
Ieft Of ANZ TOtaI to reveal | 7 |065879 10/1/08 Belina Secondary Col ~ ANZ Mt Waverley $190.00
the ANZ transactions | 8 187419 4/1/08 Spindles Co-operativ. ANZ Thombury $170.00
| 9 (378970 5/1/08 Kendall Holdings ANZ Cairns $650.00
Click on CO“&pSG IE' to the - | 10 009747 9/1/08 Crime Fighters ANZ Monbulk $94.00
6 . - | 11087679 10/1/08 Belina Secondary Col ~ ANZ Mt Waverley $34.50
left of ANZ Total to display - | 12149819 9/1/08 Spindles Co-operativ | ANZ Tharnbury $234.00
on|y the total again - | 13 |374360 9/1/08 Kendall Holdings ANZ Caimns $544.00
- | 14|065447 10/1/08 Crime Fighters ANZ Monbulk $97.00
7 Click on the level 3 outline = il | fassnt
+ nK 0 e urne Tof , ..
button [2] to see all of the B Bendizo Total 335,00
data again 42 Commonwealth Total $9,272.20
| 46 | Hong Kong Total $988.00
|67 | National Total 45,376.00
|71 St George Total $3,869.00
|92 | Westpac Total $20,793.10
=] |93 Grand Total $46,790.80
94
For Your Reference... Handy to Know...
To work with a subtotalled worksheet: e The subtotal figures are created using the
e Click on a level button to show that SQBTOTAL functlon. The first parameter in

figures. The alternatives include calculating
the average, maximum, minimum and
product.

e Click on expand [+] or collapse [=] to work
with individual subgroups of the list
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CREATING NESTED SUBTOTALS

You can create quite complex subtotalling with then on the secondary grouping. In this example,
more than one subtotal on a group. This involves the data is sorted first by Bank and then by Date.
nesting the subtotals that you create. The first Within each bank grouping, the date subgroups will
step is to sort the data on the main grouping and display a separate subtotal.
Sort [ER
Try This Yourself: (Paaddceve ) [ X peletetevel | (Eacopyteve [« ]~ | [ptons.. | My data has headers
. . . . Column Sort On Order
v Cpntlnye using the previous fllg Sortby [gank ] [vaes ] [awz =
£ with this exercise, or open the file Thenby ] [vales =] [awz =]
& E836 Summarising_3.xIsx...
1 Click on any data cell then, on the
Home tab, click on Sort & Filter
A7 .
\z and select Custom Sort o .:
2 Click on [Add Level] ) ]
3 Click on the drop arrow [=] for ‘ ‘ ‘ ‘
i [11eTs]4] A B c D E F
Then by and CIICk on Date’ then | 1 |Cheque Date Drawer Bank Branch Amount
click on [OK] [T 2|o2sem 4/1/08 Belina Secondary Col | ANZ Mt Waverley $130.00
- | 3 |100419 4/1/08 Spindles Co-operativ.  ANZ Thornbury $70.00
AS SUthta|S already eXISt |n the o %187419 AIngfft:rindIESCo»operativ ANZ Thornbury :;;g$
WOI’kSheet, the Sort Operation will lL | 6 |361970 5/1/08 Dr Smile Medical Ser | ANZ Cairns $50.00
o - | 7 378970 5/1/08 Kendall Holdi ANZ Cai $650.00
have to remove them first... 5] sasTom 20000
. © | 9 |032211 9/1/08 BI Bloggs ANZ Sydney South $1,234.50
4 Click on [OK] - | 10091747 9/1/08 Crime Fighters ANZ Monbulk $948.00
- | 11 (009747 9/1/08 Crime Fighters ANZ Monbulk $94.00
. 2149819 9/1/08 SpindlesgCo»operativ ANZ Thornbury $334.00
CI k h D b h I k - | 13 374360 9/1/08 Kendall Holdings ANZ Cairns 5544.00
ick on the Data tab, then clic [14| 9/1/08 Total $3,154.50
5 . - | 15065879 10/1/08 Belina Secondary Col | ANZ Mt Waverley $190.00
on Subtotal @ to dISplay the - | 16|087679 10/1/08 Belina Secondary Col | ANZ Mt Waverley $34.50
Subtotal dialog box e e —
) [=] |19 ANZ Total $4,546.00
6 CI'Ck on the dl’Op arrow El fOI’ At -ljé‘- | 20 |011205 1/1/08 Betty Bloggs Bank of Melbourne Melbourne $210.00
A A 21 1/1/08 Total $210.00
ea‘Ch Change Inl CIICk on Bank |J;| Zoasm 5,’11’0?3 Luddite Innovations Bank of Melbourne Hobart $455.50
and click on [OK] |23 5/1/08 Total 4455.50
IJ;—|. | 24 |045205 6/1/08 Betty Bloggs Bank of Melbourne Melbourne $75.00
3 25 6/1/08 Total $75.00
Let S add a Second SUthtaI [ . EO‘EZQS 9,’1_1’0:. Geraldine Hogan Bank of Melbourne Melbourne $160.00
+ | 27 [290848 9/1/08 Reginald George Bank of Melbourne Melbourne $192.00
7 Click on Subtotal & and select e
Date in At each change in
8 Click on Replace current
subtotals, until it appears without
a tick, and click on [OK]
Now both Bank and Date
subgroups are subtotalled
For Your Reference... Handy to Know...
To create nested subtotals: ¢ If you select the option Page breaks
1. Sort the data according to the primary and between groups in the Subtotal dialog box,
secondary groupings Excel will insert a page break at the start of

2. Create the subtotal for the primary grou SR QU S it 7910 20 [Af¢ R O 8
’ P y group separate page. It will also include vertical

3. Create the subtotal for the secondary group, page breaks indicating how much of the data
without replacing the current subtotals will fit across a portrait page.
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COPYING SUBTOTALS

Once you have created subtotals, there are a

number of things that they can be used for. For
instance, you may want to chart the subtotals or
perform additional analyses on them. To protect

Microsoft Excel 2010 - Level 3

the original data, it is wise to copy the subtotals to
another location first. The trick is to use a special
Go To feature to select only the subtotal cells,
otherwise you’ll end up copying the detail as well.

Try This Yourself:

Same
File

(U

~ O Ln B

Continue using the previous file
with this exercise, or open the
file E836 Summarising_4.xlIsx...

Click on the level 2 outline
button [2] to display subtotals
for each bank, then select
D1:F126

On the Home tab, click on Find
& Select |~ |in the Editing
group and select Go To
Special, to display the Go To
Special dialog box

Click on Visible cells only until
it appears selected, then click
on [OK]

While the highlighting does not
appear to change, it now
includes only the selected
cells...

On the Home tab, click on

Copy in the Clipboard
group
Click on the Insert Worksheet

worksheet tab to insert a new
sheet

Press Enter| to paste the
subtotals into the new
worksheet

Double-click on the column
borders between each of the
columns A, B and C to adjust
the column widths

Go To Special &u

Select

(0 Row differences
(™) Column differences

) (©) Precedents
[7] Numbers () Dependents

[¥] Text (@) Direct only
[¥] Logicals All levels
[¥] Errors () Last cell

Blanks () Visible cells only ]

I"_\I
() Current region () Conditional formats
() Current array (©) Data validation
(©) Objects @ Al
Same

[1]z]3]4] A B c
1 (Cheque Date Drawer

k5]

(30

(34

El

3

=]

Ed

126]
|127 Grand Total
128

A B | < D E
| 1 |Bank Branch Amount
| 2 |ANZ Total $4,546.00|

3 |Bank of Melbourne Total $1,110.50|
| 4 |Bendigo Total $836.00
| 5 |commonwealth Total $9,272.20|
| 6 |Hong Kong Total $988.00

7 |National Total $5,376.00|
E|St George Total 53,869.00|

9 |WestPac Total 520,793.10)

10

11

For Your Reference...
To select and copy the subtotals:
1. Select the range to copy
2. On the Home tab, click on Find & Select
8~ then select Go To Special
3. Click on Visible cells only and click on [OK] subtotals in the copied version will not
4. Copy and paste the cells as usual

Handy to Know...

e You could copy the grand total when copying
subtotals by including it in the selection.
However, remember that only the values are
pasted into the new worksheet not the
formulas, so any changes you make to the

update the grand total.

© Watsonia Publishing

Page 67 Summarising And Subtotalling



Microsoft Excel 2010 - Level 3

USING SUBTOTALS WITH AUTOFILTER

You may find a situation where you are working range, you can create a custom autofilter first to list
with a filtered list and want to create subtotals the required records and then apply subtotals to
for a particular subset of the data. For example, if create the summary.

you want to group records within a particular date

A [ B | c \ D | E [ F |
a . e i(ﬁheq\la DE Drawer iIBank :!Bram:h Iz‘AmnunB
Try Th IS YOU rself | 2 025879 4/1/08 Belina Secondary Col ANZ Mt Waverley $130.00
| 3 |100219 4/1/08 Spindles Co-operativ. ANZ Thornbury $70.00
. . . . | 4 |187419 4/1/08 Spindles Co-operativ. ANZ Thornbury $170.00
o  Continue using the previous file 5 (36197 | 5/1/08 Drsmile Medical ser  ANZ Catrns §50.00
IS o Wlth thiS exercise or Open the | 6 |378970 5/1/08 Kendall Holdings ANZ Cairns $650.00'
8 L . g | 7 032211 9/1/08 BJ Bloggs ANZ Sydney South $1,234.50
file E836 SummaflSlng_5-X|SX--- | 8 |os17a7 9/1/08 Crime Fighters aNZ Monbulk $948.00
| & |009747 9/1/08 Crime Fighters ANZ Monbulk $94.00
A A A 10 (149819 9/1/08 Spindles Co-operativ. ~ ANZ Thornbury $334.00
1 CIICIl: c;]n trt]? %a?hklng IDEtaIISDl | 11 374360 9/1/08 Kendall Holdings ANZ Cairns $544.00
worksneet tap, then ClICK on
to deselect the cells
. . i =
2 Click on the Data tab, then click 6 S
A h here:
on Subtotal & and click on Shoty tows where
[Remove All] to remove all [ afteror cqual 0[] [671008
subtotals o G
is befo |
3 Click on Filter "= in the Sort & |I5 b el |Z| [1orsme
Filter group to d|sp|ay the Use ? to represent any single character
autofilter drop arrows Use * to represent any series of characters
(o [ cad ]

4 Click on the drop arrow [=] for
Date, select Date Filters then
select Custom FEilter to display

: : A | B | c D E [ F ]
the Custom AutoFilter dialog 1 Chequés|  Dal¥| Drawer = s —Branch ] Amoun(=]
box | 7 o321 9/1/08 BJ Bloggs ANZ Sydney South $1,234.50

i | 8 091747 9/1/08 Crime Fighters ANZ Monbulk $948.00
5 Click on the drop arrow El for | 9 009747 9/1/08 Crime Fighters ANZ Monbulk $94.00
Date and CIiCk on is after or | 10 149819 9/1/08 Spindles Co-operativn. =~ ANZ Thornbury $334.00
| 11 374360 9/1/08 Kendall Holdings ANZ Cairns $544.00
equal tO, then preSS @ and | 12 065879 10/1/08 Belina Secondary Col ~ ANZ Mt Waverley $190.00
type 8/1/08 13 087679 10/1/08 Belina Secondary Col ~ ANZ Mt Waverley $34.50
| 14 065447 10/1/08 Crime Fighters ANZ Monbulk $97.00
Repeat step 5 to add the 15 ANZ Total $3,476.00
6 SeCpOI"Id Conpdition_ iS before or | 19 099205 9/1/08 Geraldine Hogan Bank of Melbourne Melbourne $160.00
: | 20 290848 9/1/08 Reginald George Bank of Melbourne Melbourne $192.00
eq ual to 10/1/08 | 21 299848 9/1/08 Crime Fighters Bank of Melbourne Melbourne $18.00
i |22 | Bank of Melbourne Total $370.00
7 Click on [OK] to apply the date | 23 002888 10/1/08 Lintel Holdings Bendigo Bendigo $468.00
range filter | 24 043888 10/1/08 West Australian Govt  Bendigo Bendigo $368.00
125 | Bendigo Total $836.00
. . | 34 287980 8/1/08 Dept of Housing Commonwealth Qld Govt Bkg Centre $675.00
8 CIICk on SU thtal % ’ CIICk on | 35 097416 9/1/08 Canberra Resources Commonwealth Melbourne $70.00
the drop arrow E’ for At each | 36 230880 9/1/08 Dept of Housing Commonwealth  Qld GovtBkg Centre  $220.00
g g | 37 043416 9/1/08 Canberra Resources Commonwealth Melbourne $170.00
Chang_e In and CIICk on Bank’ | 38 043564 9/1/08 Brentwood Mines Commonwealth Ballarat $45.00
then C“Ck on [OK] | 39 012964 10/1/08 Brentwood Mines Commonwealth Ballarat $900.00
40 044707 10/1/08 Angelhome SecColleg Commonwealth Glenroy §586.00
For Your Reference... Handy to Know...
To use subtotals with a filtered list: e Itis important to remember to sort the data in
1. Sort the data as required the required order prior to applying a filter
, i = and subtotals.
2. On the Data tab, click on Filter M and apply

a filter
3. Create subtotals as required
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CREATING RELATIVE NAMES

An absolute range name is the most common
type of range name. It refers to a specific cell or
range as an absolute address (e.g. $A%$4 or
$A$2:$D$6). You can also create relative range

Microsoft Excel 2010 - Level 3

FOR SUBTOTALS

names, where names move from one part of the
worksheet to another with the formulas that refer to
them. The position of the cell pointer when you
create a relative reference is very important.

i e New Mame @u
Try This Yourself:
Mame: |
o , Continue using the previous file Scope: [ yorkbook [~]
= T v_vith this exercise,_o_r open the e —— n
% file E836 Summarising_6.xIsx...
1 Click on the Statements
worksheet tab, then click on F4 —
We want to create relative range | Refersto: | _gtatements! §Fs4
names so that we can create a [ ok || cancal |
running balance using formulas A
for each change in customer...
2 Click on the Formulas tab of the | _
Ribbon, then click on Name Name Manager L9 |
Manager @to display the Mew.. | [ Edt. |[ Deete Filter -
Name Manager dlalog bOX Mame Value Refers To Scope Comment
q q =l Balance ™™ Balance™;™;"... =Statements!&F:$F Workbook:
3 CIICk on [NeW] to dlsplay the = Credit L7 Credit™;™; ™., =Statements! $E:$E Workbook:
New Name dlalog box =l Customer ™™ "Customer™;"]... =Statements!$B:¢B Workbook
=l Debit {7 Debit™;"$456...  =Statements!$D:4D Workbook:
4 Type Customer in Name' press L= et {™,"1 Smith & Co","... =Statements!5:5 Waorkbook
q =l Previous {7, "Customer®, Dat... =Statements!3:3 Workbook:
@ three times and type =l This {71 5mith &Co","... =Statements!4:4 Workbook

=$B:$B in Refers to, then click
on [OK]

Repeat steps 3 and 4 for the
column range names:

Debit =$D:$D

Credit :$E$E Refers to: )
Balance  =$F:$F | =Statementsis:s
Repeat steps 3 and 4 for the row

range names:

This =4:4
Previous =3:3
Next =55

Click on [Close]

For Your Reference...
To create names:
1. Position the cell pointer (for relative names)
2. Click on the Formulas tab, click on Name
Manager 5 and click on [New]
Type a Name
Type a cell Reference and click on [OK]

Handy to Know...

To create just one range name, click on
Define Name @ in the Defined Names
group on the Formulas tab of the Ribbon.
This will display the New Name dialog box
enabling you to create a single name.
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USING RELATIVE NAMES FOR SUBTOTALS

While range names are usually created to refer to This makes them ideal for special types of formulas
a specific part of the worksheet, relative range where you want the name to move with the

names refer to a range relative to the position of formula. This example demonstrates how to use
the cell pointer at the time they were created. formulas and relative names to create subtotals.

3 ‘ =Debit-Credit+IF{Customer=Previous Customer,Previous Balance)

Try This Yourself: c D E F 5 T T K

© Continue using the previous file Date|  Debit| Credit| Balance

% E with this exerCise, or open the 21/2/00|  $456.00 =Debit-Credit+IF(Customer=Previous Customer,Previous Ba\ance)|

? ™ file E836 Summarising_7.xIsx... 233$ $567.00 s2000

1 Click on F4 and type =Debit- 0
Credit+IF(Customer=Previous
Customer, Previous Balance)

A B [s D E F
2 Press Enter| to see the result e 1
2
3 Customer Date Debit Credit Balance
It should read $456.00. Now to n JSmith&Co  21/2/00  $456.00 $456.00
copy it down the column... 5 | JSmith&Co  22/2/00  $567.00 |
. . | 6 | JSmith & Co 22/2/00 $120.00

3 CI|Ck on F4, then dl’ag the f|” 7 1Smith & Co 25{'3{'00 5432.00
handle (bottom right corner of
the cell) to F20 to copy the
form u Ia | 3 | Customer Date Debit Credit Balance

: | 4 |JSmith & Co J Smith & Co 21/2/00  $456.00 $456.00)

4 SIICk on A4 ang type_ E J smith & Co 22/2/00  $567.00 $1,023.00
=IF(Customer=Previous 6 | Jsmithg&Co  22/2/00 $120.00  $903.00
Customer,””,Customer) 7] Jsmith&Co | 25/3/00  $432.00 $1,335.00

) 8 | JSmith & Co 25/2/00 $233.00  $1,102.00|$1,102.00

5 Press E"tefl then drag the fill | 9 |BBloggs Inc B Bloggs Inc 20/2/00 $67.00  -$67.00
handle to copy the formula from | 10| B Bloggs Inc 21/2/00  $345.00 $278.00

|11 B Bloggs Inc 22/2/00  $431.00 $709.00)
A4 10 A20 |12 | B Bloggs Inc 22{2{00 $125.00 $584.00

6 Cllck on G4 and type |13 | B Bloggs Inc 25/3/00 $564.00 $1,148.00|
_ _ 14| B Bloggs Inc 26/3/00 $34.00  $1,114.00{$1,114.00
_IF(CUStOTfr_NeXt |15 |BSmartLtd B Smart Ltd 23/3/00  $453.00 $453.00|
Customer,””,Balance) 16 B Smart Ltd 23/3/00  $655.00 $1,108.00

7 Press =) (nohing il T
appear), then click on F4 119 B Smart Ltd 25/3/00  $566.00 $785.00

. . | 20| B Smart Ltd 25/3/00 $250.00  $535.00| _$535.00

8 Click on the Home tab, click on (21 =
Format Painter | # then click -
on G4 (still nothing will appear) e

9 Drag the fill handle to copy the
formula from G4 to G20

For Your Reference... Handy to Know...
To use relative names in formulas: e The range names that you create will appear
1. Rep|ace cell references with range names listed in the Name Box located to the left of

the Formula Bar. By selecting the name
from the list, Excel will highlight the related
cells.

2. Fill-in other cells as required
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