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1 Copy Here as Values Only

If you do not want to use: Copy and Paste special as values to get rid of formulas:
1. Select the range with formulas D4:E6
2. Right- click. Drag it a notch and drop it back to its original location.

A context menu will pop up:

Select Copy Here as Values Only
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2 Fixing Gaps on Date X-Axis of Charts

When the data has a big gap on the X-Axis, the data may not look good for presentation purposes. See
this example.
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To solve the problem:
Right click on the X-Axis
Chose Format Axis

Dr. Isaac Gottlieb

On the Format Axis Options, select Text.

This will be the result:

Format Axis v

Axis Options ¥ Text Options
SH O il

4 Axis Options
Axis Type

() Autornatically select based on data

() Date axis
Vertical axis crosses
(® Autgmatic
() At category number 1
() At maximurm category
Axis position
() On tick marks
(®) Between tick marks

[ | Categories in reverse order
I Tick Marks

I Labels
' Number
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3 Delete all Errors Simultaneously

If you have a number of errors in a range, you can delete them all at the same time.

Select range (CTRL+A or CMD+A with a MAC)
Use CTRL+G or [F5] (go to)
Click Special

Select Formals and Errors
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Click on OK and hit the Delete key (Clear contents).

Go To Special

Select

O Comments

(O Canstants

® Formulas
LINumbers
D Text
[ 1Logicals
Errors

O Blanks

O Current region

O Current array

O objects

O Row differences

QO Column differences
O Precedents

O Dependents

Direct only

All levels
O Last cell
O visible cells only
O Conditional formats
O Data yalidation

All

Same

OK Cancel

A B (o] D E
0 2 -1 3 2
3 1 1 2 3 0
0 1 1 3 0 1
-1 0 1 0 2 3
-1 1 3 -1 0 -1
1 -1 0 -1 3 -1
1 2 1 -1 1 0
D -1 0.5 5 -1 5
I 2 3 -1 3 3 2
p 2 3 2 0 3 3
B 1 3 2 -1 -1 -1
i 3 2 0 2 3 -1
B 3 -1 -1 2 0 1
b 0 3 1 2 3 3
4 0 -1 2 1 2 0
B -0.5 25 -1 25
b
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4 Text Function Chart

To create a text-based chart, use the REPT function. REPT repeats the selected character a specified

number of times. =REPT(“X”,4) will result in XXXX.

As an example, | used the list of the 10 world longest bridges. | used the function

=REPT("n",ROUND(C10,0))

The round function will use the number rounded to the closest integer. [ppw2jFor the format, | used

Wingdings and green for the font color.

9 The Worlds Longest Bridges
1) Qingdao Haiwan Bridge

10
11 2) Lake Pontchartrain
12 3) Manchac Bridge

13
14
15
16
17
18
19

5) Runyang Bridge
6) Donghai Bridge

9) Jintang Bridge
10) Vasco de Gama

4) Hanghzou Bay Bridge

7) Atchafalaya Swamp Expressway
8) Chesapeake Bay Bridge-Tunnel

Location

Shandong Province, China
Louisiana, United States
Louisiana, United States
Zhejiang Province, China
Jiangsu Province, China
Shanghai, China
Louisiana, United States
Virginia, United States
Zhejiang Province, China
Sacavém, Portugal

Length, Miles ‘

Chart

26.4
23.9
22.8
224
221
20.2
18.2
17.6
11.4
10.7

5 Display Positive (+) and Negative (-) Signs in Cells

If you want to display the plus or minus +/- signs in the cell use the following format:

+0.00;-0.00 or +0.0%;-0.0% for percentage.

| |
0,
+3.00 +2.0%
[0)
-3.00 -2.0%
I 1
! Format Cells AN ? X
T \
?
Format Cells 1 Z X Number | Algnment  Font § Border il Protection
Number | Algnment | Font | (er Fil Protection Category: \
o I General sample &
Ategory: Number
General Sample 1 Currency 120%
Number +3.00 Accounting Type:
Currency Date 0.0%:-0.0%
Accounting TIype: Time o e
Date = Percentage [hlmm:ss \ 5
Time +0.00:000 Fraction (S* #,#40.), (5" (#,#40),_(5" " ). (@)
Percentage (hl:mmss - Scientific L #HHO) ( (RAHOL (") (@)
Fraction (8° #,440 ), (8" (#.440),_($* *-")(@) Text (8" #,##40.00.);_($* (###0.00),_($" *-"77.); (@)
Scientific L #AHO,_( (##40).(* " )(@) Special _(* #,#40.00);_(* (###0.00)_(* *-"72.); (@)
Text _($* ###0.00.);_($" (###0.00 - ﬁ_ _t##H0.00_;_* -###0.00_;_* "-"27_;_ @_
Special _(* #,##0.00_);_(* (#,##0.00);_( +0.00;-0.00
m _* #4000 ;" ##4000_; "2 @ [$-en-USJmmm, yyyy;@
+0.00;-0.00 [$-en-USjmmm-yy;@
_tHAHO_;_C-#AH0_; "7 @
+0.0%:-00% v
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6 Helpful Formatting ideas: Display Units and Hide Contents

To show units in a cell like “1,245km.” or “22 Ton”:

Use Format Cells > Number > Custom:

Format Cells ? X Format Cells ? X
Number Alignment Font Border Fill Protection Number Alignment Font Border Fill Protection
Category: Category
General Sample General Sample
Number 1,245 km. Number 22Ton
Currency Currency
o oS s e
xte #9488 "km." Date #o,088 “Ton"

Time Time

Percentage e - Percentage )

Fraction (hEmm:ss Fraction [h):mmess

Scientific ($* 0.480.); ($* (4,000 ($* "-* % (@) Scientific ($* #,##0 ), ($* (#.820)_($* " ) (@)

Text A* 400 ) (" (9.#00). (""" Text Yo ) 0)._(* *-" X (@)

Special ($* 2.##0.00_); (S (#,#20.00) nx(0) Special (#,#90.00),_($* “-*??2 % (@)

CETEMMNN 64000, (44000, (- -7 (6 — OO 70 (8)
{$-en-USjmmm-yy. @
" 948000 (" (0,##00). (" "2 % (@) {* 09900 (* ( " "1(@)
fepes

To hide cell contents, use the Format cells>Number>Custom and type “;;;”

|

Format Cells ? X
Number | Alignment Font Barder Fill Protection
Category:
General Sample
MNumber
Currency
Accounting Type:
Date §
Time
Percentage @ o
Fraction [hEmm:ss
Scientific (T #FH0)_(S* (7 40);_(3° " (@)
Text [ ##H0)_(* (FRF0)_(* " (@)

2 (@)
20 4@)

Special _($" #.8#0.00 ) ($* (#.##0,

| O oo oo,
[§-en-US]mmm-yy:@

| (* ###0.0 ) (* (###0.0);_(* "-"72 ) (@)

#8484 km."
#iAaH "Ton" -

7 To Hide/Show all Objects in a Workbook Use CTRL+6

Using the CTRL+6 shortcut will hide or show object like charts, text boxes, pictures or anything on the
sheet that is not the cells.

" ' 3 x L M N A 5 c o £ F a " ' 3 3 L u
1 Sales
2 aun 13,000
3 ™ 18252
‘ Aoy 17882
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x l 20|
x 21
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23
Back to Main Menu 20

The CTRL+6 is a toggle — on/off hide/show objects

Note: CTRL+6 will hide or display objects within the entire workbook.
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