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Excel Tips: 38 extremely useful tips + shortcuts

Excel tips - TipsMake will introduce to you 100 extremely useful Excel tips, it isimperative to remember not to
forget

The skill of using Excel skillfully and mastering Excel tricks will be of great help to your advancement or study.
Knowing that problem, TipsMake offers a series of 38 extremely useful Excel tips, helping you become more
and more professional in the eyes of friends and colleagues.

1. Excel trick - Smart search in Excel

Surely you aready know the search function in excel by pressing Ctrl + F or Home - Find, but in case you are
not sure about the search results?

TipsMake for example, if you want to search for the phrase 'Smart Chemical Joint Stock Company' in the
genera diary book on excel, but you can't remember the word 'Minh' but only the Company . Update .
something, and in particular, something you don't remember.

In this case, maybe not, but fortunately, thanks to the intelligence of excel and your cleverness, you can apply
the following excel trick:

- Step 1: Turn on the search function in excel by clicking the Find commands on the Ribbon or using the key
combination Ctrl + F

- Step 2: Enter the phrase: Company * Update *

---> Enjoy the results!
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Smart search in Excel

2. Excel Tricks- Create a quick accesskey in the Quick Access section

In Excel thereis atoolbar called 'Quick access toolbar' - as the name implies, these tools help us access Excel's
functions quickly such as undo, redo, opening new files. , savefile, print fast,.... These tools usually appear on

the top left of the excel interface as shown below:
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Create aquick access key in Quick Access 1

Asyou can see in the image above, you can see that on the excel sheet above, the quick access toolbar only has
shortcut shortcuts, undo and redo, to add other functions, click on the drop-down arrow and tick to select the
functions you want such as' New 'to open anew file,” Open 'to open an existing file,' Quick Print 'for quick
printing,’ Print Preview 'to display before printing, or' more commands' to create any additional functions you

want in excel.
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Create aquick access key in Quick Access 2

Asyou can see in the image above, you can see al the commands in Excel and we can add or remove any
commands by selecting that command and clicking add or remove and then OK.

3. Excel trick - Add adiagonal linein a cell (cell)

There are many cases that may need to use this excel trick, usually you use it to create adiagonal line that aims
to divide different attributes for any cell or arow or column. TipsMake, for example, you want to create a
diagonal line separating two parts of the debit account and have it in the general diary in excel for it to look as
beautiful as the image below:
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Create adiagonal in an excel cell 1

Y ou do the following: In the box you want to diagonal, as shown in the pictureis cell E4 -> you right-click on
cell E4 then select Format Cell> click the Border tab, then click the button with the diagonal shape as shown
below.



E)\H2- @0 )
=/
— Home | Insert Page Layout Formulas Data Review  View @ - 7 x
Tk e General ~ R =
BE K B o ox) JTrd
Paste B 7 $ - % o |[%2 || Conditional Format Cell || Insert Delete Format Sort& Find &
- ¥ Formatting ~ as Table - Styles~ || ~ - - 27 Filter~ Select~
Clipboard = Number fa Styles Cells Editing
| E4 =
A E E G H x N
=
A % ™
NHAT KY CHUNG
q 5
5 Nam 2015 Don vi tinh: VND
I8! Format Cells @3] T® K 6 phat sinh
Naay
thing gh Number | Alignment Forl: Border Fill Prokection No
s6 | S6 higy | e Preses a6i iing Ng Cé
Style: Co
: ey EE
E A B — E ¥ 1 2
- Wene  Quine
P " sorder
s |o1022015] GBC 112 1311 243,049,340 1
o [o1020015] GBC 1311 112 243,049,340 131
10
11 |01/03°2015/0005224 | i,y seictoc border styls can bs applsd by clcking the presets, previsw diagram orthe 1521 314 511,800,000 131
bkt bove.
12 [01/03/2015]000s22d | PN 133 3314 51,180,000 T
13 [01/032015[000522 314 | 1521133 562,980,000
14
5 [01/032015) GBN 3311 112 45,100,000
13 |
16 [ovo3no1s| caN L — . I 112 3311 45,100,000 1
L] M| danh muc hang danh muc tai khoan | nhat ky chung .~ Phieu nhap kho 152 i) [ I 0
Reacy | seroll Lock B0 Dot @)

71 start @ o | o Plagisrism Checker-... | T 100 this thudt Excel ... i Bookt [ & untitled - Paint [ @ 1y Pictures R D 1w

Create adiagonal in an excel cell 2
4. Excel trick - Select and add column rows entirely using the keyboard

The use of akeyboard, not a mouse, will help speed up your work in Excel quite alot. Therefore, instead of
using excel as both input and drag and drop to add and remove columns, you can use the following extremely
useful keyboard shortcuts:

Step 1: To add or remove any row or column, you must select that row or column first.

- Select the line: when your cursor is at any position on that line, press Shift and spacebar
- Select column: when your cursor is at any position on that line, press Ctrl and spacebar
Step 2: To add or remove lines:

- Add lines/ columns: press Ctrl + Shift + +

- Decrease lines/ columns: press Ctrl + -

Although you know how to use this shortcut combination, but if you just select aline and then press ctrl shift +
repeatedly, it isreally very tired. It is best to add a number of x rows or x columns, select exactly the same x
number then add. Y ou can select the x lines you want by pressing the arrow keys to move them up and down,
left and right, noting how many columns you have selected. For example, if you select 10 rows, then press ctrl
shift + will insert 10 more rows, select 100 columns will be added 100 columns, just duplicate so .
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5. Excdl trick - Copy or move data regions extremely fast

To move or copy data from a column in an excel spreadsheet, the fastest way is.

Step 1: First, select that data column. Then move the mouse to the edge until the mouse icon turnsinto 4 arrows
pointing in 4 directions.

Step 2:
- To move the data area you just need to hold the mouse and drag.

- To copy data area, press Ctrl key before dragging
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6. Excel trick - Delete blank cellsin a datarange

When entering datain excel there will be many cases where there are gaps in a data area. For example, the image
below:
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Asyou can seethere are 2 lines E11 and E14 empty inventory list, in case you want to delete those 2 lines, you
can select those 2 lines and click delete. But in case there are alot of blank lines or blank cells, you cannot do
that very time consuming. Y ou can apply the following excel trick:

Step 1: First scan all the data area containing the spaces you want to delete, then you turn on the Filter filter
function in excel, click the drop-down arrow in any column. Once there, a menu will appear, you uncheck Select
All and select the Blank at the bottom. Then all blank cells/ blank lines will be immediately displayed.
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Step 2: Highlight all the blank lines that appear, then right-click and select Delete Rows - Then filter is complete.
And thisisthe result:
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7. Excel trick - Application to filter Excel into an accounting book

The filter function in excel is afunction that accountants or anyone who uses excel cannot not know. The longer
you work with Excel, the more you will see the value of filtering by Filter to manage.

TipsMake for example at the end of the month, you need to filter 112 account in the General Journal to track or
edit something for example. Y ou scan all datain the account column area. Then press Ctrl + Shift + L, then just
click the drop down arrow and select the account you need to filter is done.
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8. Excd trick - Limiting input values ??using Data Validation in Excel

In order for you to understand this part of TipsMake, for example in an excel sheet, you have a commaodity list
column with a price column on the side for example. Y ou want to limit this price range to less than 20,000, for
example, becauseit islikely that you enter data while you are drunk, for example, you can mistype from 20,000
to 200,000 or 2,000,000 VERY RISK. So now it is best to use the trick to limit the input value using the Data
Validation function in excel. Follow these steps:

- Step 1. Highlight the data area to be limited, click on the tab 'Data’ on the menu bar - then go to Data
Validation.



