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Introduction

Welcome to the ASAP Utilities User Guide.

This User Guide will show you what you can do with ASAP Utilities. It will tell you how to
install the add-in and it gives a description of all the utilities available.

ASAP Utilities is a powerful Excel add-in that fills the gaps in Excel, and automates
frequently used tasks. Since 1999 it has grown to become probably one of the world'’s
most popular add-ins for MS Excel.

In my opinion a good program should be easy to use without the need of any
documentation. However during the last years the need for documentation has increased.
ASAP Utilities has more tools then ever and this user guide will help you to get the best
out of it.

Besides documenting the utilities in ASAP Utilities | have also included a “How to” chapter.
In that chapter (chapter 7, “"How t0?” on page 135) | have listed common Excel questions
and how to use ASAP Utilities to answer them.

The most recent version of this User Guide is available on our website:

http://www.asap-utilities.com

This document currently covers everything available in version 4.5.2 which is at this
moment officially the new version. Some utilities might not be available in version 3.10N
which is available for people that have either Excel 97 or are not able to install version 4.

Intended audience

The principal audience for this user guide is people that use Excel on a regular basis. The
focus is on introducing you to the tools available in ASAP Utilities.

We assume that you are already familiar with Excel and its structure (workbooks,
worksheets, ranges etc.). If you do not use the international version of Excel, | recommend
you to read paragraph 2.2, “The Excel screen in English” on page 10.
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The Excel screen in English

This documentation is in English since most people that use Excel speak this language.
Despite the fact that most people speak English, translating certain things in Excel might
become difficult or look odd. That is why we show you the layout of Excel and how certain

things are called in English.
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Getting started

How to get a copy of ASAP Utilities

You can download a copy of ASAP Utilities from our website:

http://www.asap-utilities.com

If you don’t have access to the internet but you do have email, you can send an email to
the following address and you will get a reply email with ASAP Utilities attached:

download @asap-utilities.com

If you have neither an internet connection nor an email address you have to ask a
colleague or friend. We only provide support through the Internet.
Alternatively, you can also order ASAP Utilities on a cd-rom.

System requirements

ASAP Utilities will run on all computers that meet the requirements of Excel 2000, 2002/XP
2003, 2007 or Excel 2010(32 bit) and have MS Windows as operating system (for example
Windows 2000, XP, Vista, Windows 7, 64 bit systems, Terminal Server etc.). For people
that still use Excel 97 there is a separate version available (at this moment version 3.10N).

ASAP Utilities needs approximately 15 MB of disk space. This is for the program files and
the documentation together.

The recommended minimum screen resolution is 1024 x 768 pixels although ASAP Utilities
will also work on smaller screens.

“If you can run MS Windows Excel version 2000 or newer, you can use ASAP Utilities.”

When the installation is finished every user on the computer is able to use ASAP Utilities
but during the installation you must run the setup as administrator or must be logged in
as an administrator or as a member of the Power Users group'. More information running
the setup if you are not a member of the administrator- or power users group is on our
website:

http://www.asap-utilities.com/fag-questions-answers-
detail.php?m=109

International versions of Excel

ASAP Utilities will run in all versions of Excel that meet the system requirements. Whether
it is the international (English) version of you have local Dutch, French, Swedish or other
language version. | have even seen screenshots of Arabic Excel versions with ASAP Utilities.

' As an alternative there is a version of ASAP Utilities (version 3.10N) that can be installed
without administrator or power user rights. However this version does not contain some
new features that were introduced or improved the last years in version 4.

Getting started 11
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At our company we use ASAP Utilities in both the international and the Dutch version of
Excel.

From the start, ASAP Utilities was written in English. We chose this because most people
can read the English language and | believe this is the most used Excel language.
Starting from version 4.5.0 you can also choose the Dutch language in ASAP Utilities. In
2009 the German, Spanish and French languages were added too. On popular demand
more languages might be added later.

322 Office Update

We recommend you to always install the latest updates and service packs from MS Office
to improve Office's stability and security. Although it is not necessary to run ASAP Utilities
it is a good practice to keep your system up-to-date.

http://www.officeupdate.com

323  Windows update

Although it is not necessary to run ASAP Utilities, it is recommended that you install the
latest service packs and updates to obtain the best out of your computer and keeping it
more secure. Run Windows update on your system.

3.3 Installation

ASAP Utilities is easy to install.

You must be logged in as an administrator or as a member of the Power Users group
when installing ASAP Utilities or you can choose to run the setup as administrator. When
the installation is finished every user on the computer is able to use ASAP Utilities.

http://www.asap-utilities.com/fag-questions-answers-
detail.php?m=109

ASAP Utilities is automatically added to the Excel menu for the user that performs the
installation. If other users of the same computer also want to use ASAP Utilities in Excel
you can specify this during the setup otherwise they need to perform steps 3 to 6 of the
paragraph “Manual installation” on page 18.

331 Automatic installation

Automatic installation is as easy as to follow the steps presented to you when you run the
ASAPUtilities_setup.exe file. During the setup you can specify the location where you want
to install the files. ASAP Utilities does not require your computer to restart at the end of
the installation.

= Before you start the installation it is a good practice to close all other applications.
Especially Excel needs to be closed.

= ASAP Utilities is digitally signed. This gives several benefits. For one example, it assures
you that the files come from us and have not been tampered with. The company name
you will see on the certificate is "A Must in Every Office BV". Windows might display this
before the setup starts.

Start the ASAP Utilities setup.exe file.
The following screen will appear, click the "next >" button to continue.

12 Chapter 3
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15 setup - ASAP Utilities

Joks

Welcome to the ASAP Utilities setup
wizard

Thig will install ASAP Utiities 4.2.2 [January 21, 2008) for Excel
2000, 2002/%P, 2003 and 2007 together with the A5AF Utilities
User Guide on your computer.

It iz recommended that you cloge all ather applications before
cantinuing.

Itiz not necessary to uninstall a previous version of
ASAP Utilities, if you do so you lase your persanal settings.

Click Mest ta cortinue, or Cancel to exit Setup.

= Please take time to read the licence agreement. If you agree choose this option and then
choose “Next >"

15 Setup - ASAP Utilities =]

License Agreement
Please read the following important information before continuing.

Pleasze read the fallowing License Agreement. “You must accept the terms of this
agreement before continuing with the inzstallation.

ASAP Utilities End User License Agreement @

Copgright & A Must in Every Office BV,
Last Modified: March 2007,
ersion: 1.00

COMNDITIONS OF USE
'Y'ou agree and continue to agree to use our saftware in a manner cansistent with all
applicable laws and regulations and in accordance with the terms and conditions

set out in the policies and guidelines below. M

()1 accept the agreement

(%) | do not accept the agreement

= Make sure Excel is closed before you continue.

15/ Setup - ASAP Utilities |[=

Information

Pleaze read the fallowing important information before continuing.

“w'hen you are ready to continue with Setup, click Mext.

ASAP Utilities iz a powerful Excel add-in that fill: the gaps in Excel and automates
frequently used tasks. |t contains over 300 functions to make your work. easier and
faster done.

Since 1939 it has grown ta become prabably one of the world's most popular add-ins for
1S Excel In my hurnble opinion | beliewve this iz a must in every office. | use it myself
on a daily basiz, and it saves me an incredible amount of time,

Have funl

Bastien Menzink

4 Must in Every Office BY

The Metherlands

hittp A v, asap-utiliies. com

bastientzazap-utilities. com <maibo:bastienizazap-utiities. com:

[ < Back ” et > ][ Cancel ]

= Select a folder to install ASAP Utilities. We recommend you use the default folder,
“C:\Program Files\ASAP Utilities\" but any other location can be used too.
ASAP Utilities requires approximately 12 MB of disk space.

Getting started 13
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If you have a previous version of ASAP Utilities installed, select that folder (the setup-
program should detect it though), usually this is “C:\Program Files\ASAP Utilities\". If
you are not sure about that location you can see it in ASAP Utilities. Start Excel and

then:

ASAP Utilities » ASAP Utilities options » Error! Reference source not found.

15/ Setup - ASAP Utilities (-]

—=
Select Destination Location
where should ASAP Utilties be installed?

,J Setup will install A5AP Ltilities into the following folder.

To continue, click Nest If you would like ta select a differert falder, click Brawse

C:\Program Files\ASAP Utiities

At least 86 ME of free disk space is required.

[ < Back ” Hest > ][ Cancel ]

If you want to ASAP Utilities will create an entry in your start menu:
15 Setup - ASAP Utilities (=]

==
Select Start Menu Folder
‘Where should Setup place the program's shortcuts?

Setup will create the program's shortcuts in the following Start Menu folder.

Ta continue, click Mext. If pou would like to select a different folder, click Browse.

ASAP Utiiies

[ Don't create a Start Menu folder

[ < Back || Mext > |[ Cancel ]

= If you want everyone on the computer to be able to use ASAP Utilities choose "Yes".

Click the Next-button to continue.
This will automatically add ASAP Utilities to the Excel menu for each user that logs in on

the computer. This is also handy when you log in with normal user-rights and run the

14 Chapter 3
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setup as an administrator.

15/ Setup - ASAP Utilities (=]

(]

Select Additional Tasks
“which additional tasks should be performed?

Select the additional tasks vou would like Setup to perform while installing 454 Utilities,
then olick Mest.

Add ASAP Utilties ta the Excel menu for anyone who uses this computer?

[ ¢ Back ” Mewt > ][ Cancel ]

= Click "install" to copy the files to the selected folder.
15/ Setup - ASAP Utilities (=]

Ready to Install
Setup iz now ready to begin instaling ASAP Utilities on wour computer.

Click Install to continue with the installation, or click Back if you want to review or
change any settings.

Drestination location:
C:\Program Files'ASAP Utilies

Start Menu folder:
ASAP Ulilities

Additional tasks

Add ASAP Utlities ta the Excel menu for anyone whao uses this computer?
‘res [recommended)

¢Back i Inatal |[ Cancel ]

15/ Setup - ASAP Utilities (=

(]

Installing
Please wait while Setup install: ASAP Utilities an pour computer,

Estracting filez...
C:\Program FileshAaSAP UtilitieshASAP tilities. dil

Getting started 15
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= The setup will now show you what is new in this version:

= All files are now copied to your hard disk. Click the finish button.
LJokd

15/ Setup - ASAP Utilities (=]

Information
Fleaze read the following important information before continuing.

‘when you are ready to continue with Setup, click Next,

+ General
If you install A5AP Utilities you can choose to have it automatically added to
the Excel menu for each uzer that logs in on the computer. This is alsa handy
when pou log in with normal uzer-ights and wn the setup as an administrator.

+  ASAP Utilities Options » ASAP Utilities options and settings...
T'ou can now specify to have the menu-items [Categories] numbered too.
By default this is turned on,

+  Export > Export selected chart or range as image (file)...
The dialog will naw automatically be closed after the expart iz completed.

Mew and improved in this version @

+  Export > Export worksheets as separate files... M

15 setup - ASAP Utilities

Completing the ASAP Utilities Setup
Wizard

*when pou now start Excel you will see a new item, called
A54P Utilities in the men

Click Finizh ta exit Setup.

Etan Micosoft Encel

[ Wiew readme.tet

Setup has finished instaling ASAP Utilties on your computer.

16
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= In the Excel menu you will find a new item called "ASAP Utilities":

Microsoft Excel - Book2 g@
Eile Edit Yiew Insert Format Tools Data  wWindow Help | ASAP Utilities -8 X
0= a8 an s ®’ - %D yision Cantral... . .
Arial = = % Eavorites & Shortcuts Yho A .
Al - Select 3
A =} c D E F Shests v L J K L il N 0] =
] o =
Tl Range ,
3 Columns & Rows [3
4 Mumbers »
&5
B Text »
T Eotrnula 3
8 Fill 3
9
10 Eormat »
1" Objects & Comments 3
12
web 4
13 =
14 Swstem »
15 Information »
18
17 Import 13
18 Export. 3
;g Launch 3
21 ASAP Utilities Options 3
22
User Guide (pdf)...
= € u {pe)
24 e ..
25 Q Unregistered version. ..
26
27
28
29
30
31
32
EEl =2
4 4+ niySheetl / Sheetz / sheet3 / [« | ol
Ready
In Excel 2007 it looks like this:
- \ H r = Bookl - Microsoft Excel - = X
a =
Home Insert Page Layout Formulas Data Review View ASAP Utilities @ - 7 Xx
q .;{ L__J Sheets - ﬂ] Columns & Rows ~ fjﬁ Mumbers ~ 35 Web ~ D_"}Import B "_S?ASAP Utilities Options i_l User Guide (pdf}
.ﬂ_'| Range * || Objects & Comments + QText - félnformation - H_] Export = g Unregisterad version £ Online FAQ
My favorite | Vision Select —
tools+ | Control = = Fill® (33 Format~ S Formula - [B) system - b Launch ~ || [E] Re-run last utility @ Info
Favarites Time saving tools Options and settings Info and help
[ AL - &
A B c D E F G H I J K L M N o]
L]
2
3
4

If you don’t see ASAP Utilities in the menu, run through steps 3 to 6 of the paragraph

“Manual installation” on page 18.

= The installation is finished, and you are ready to use ASAP Utilities.

After the installation is finished a new program folder is created in your start menu (if

you choose to create it in step 4):

» P asap Utiities
@_] install ASAF Likilitizs as a default add-in in Excel
ﬁ remave ASAP Ltiities from your camputer
& uninstall A5AP Utilities a5 add-in in Excel
[Z] Readme.bxt
ﬁ Uninstall ASAP Litilities
I

[ ASAP Utiities

Getting started
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Manual installation Excel 2000, 2002/XP, 2003

Although we recommend the automatic installation, the manual installation is easy to do.
You must be logged in as an administrator or as a member of the Power Users group
when installing ASAP Utilities or you can choose to run the setup as administrator. When
the installation is finished every user on the computer is able to use ASAP Utilities.

http://www.asap-utilities.com/fag-questions-answers-

detail.php?m=109

Starting from version 4.1.1, ASAP Utilities is no longer available as a zipped-package; in
stead it can only be downloaded as an executable setup file. This paragraph about the
manual installation is for your background information.

Walk through the following steps.

1. Place all the ASAP Utilities files on you hard drive. It doesn’t matter what the location
is, as long as all the files in the package are together.
The recommended location is: C:\Program Files\ASAP Utilities\

Start Microsoft Excel

In the tools menu, choose Add-Ins.

| Microsoft Excel - Book1

File Edt Yiew Insert Farmat

DeEdady SRV &

Arial -0 - B I
Al e f

A B c

Taols | Data ‘Window Help

% gpelling... F7
\@ Errar Checking. ..

Speech

Share Workbook. ..

Track Changes

Protection
Online Collabor ation
Goal Seek...
SCenarios. ..
Formula Auditing
Taols on the Web...
Macro
Add-Ins...

ZE  AutoCorrect Options...
Customize...

Options.. .

19

4. Use the “Browse..."” button to locate the ASAP Utilities.xla file
(default is C:\Program Files\ASAP Utilities\)

If Excel asks you to copy the file to the library folder, answer “no”. (this is important)

18
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Add-Ins
Add-Ins available:

I analysis ToolPak J o

I analysis ToolPak - YBA

I"" Conditional Sum Wizard Pem—

I Eura Currency Toals

I Internet Assistank YBA

™ Lookup Wizard
I Solver Add-in

&

Autoration, ..

J |

Provides functions and interfaces for financial and
scientific data analysis

Analysis ToolPak

Browse

2Jes

Lookin: [ ) ASAP Ltiities x| & - & W O ER - Toos -
5 a5 4P Utilties xla

History

LB

My Docurnents

&)

Dieskkap

&

Favarites

File: name: | | oK

=
Files of bype: |ndd-1ns (* xda; *.xlly ﬂ Cancel

5. Check the “ASAP Utilities” check box.
Add-Ins

Add-Ins available:

I Analysis ToolPak J o

I Analysis ToolPak I_ |
[ Eura Cutrency Tools Q
I Internet Assistant YBA Browss. ..
I Lookup Wizard

™ Salver Add-in Automation. ..

I Conditional Sum Wizar

J -

Collection of great easy-ta-use time saving tools
19953-2006 Bastien Mensink. |
Rkt f v, asap-utilities. com

ASAP Litilities

6. Next to “Help” in the menu, there is an option called “ASAP Utilities”.
If ASAP Utilities is not there, you have to close and restart Excel.
7. Installation is now finished. Have fun!
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333 Manual installation Excel 2007

Although we recommend the automatic installation, the manual installation is easy to do.
You must be logged in as an administrator or as a member of the Power Users group
when installing ASAP Utilities or you can choose to run the setup as administrator. When
the installation is finished every user on the computer is able to use ASAP Utilities.

http://www.asap-utilities.com/fag-questions-answers-
detail.php?m=109

Starting from version 4.1.1, ASAP Utilities is no longer available as a zipped-package; in
stead it can only be downloaded as an executable setup file. This paragraph about the
manual installation is for your background information.

Walk through the following steps.

1. Place all the ASAP Utilities files on you hard drive. It doesn’t matter what the location
is, as long as all the files in the package are together.
The recommended location is: C:\Program Files\ASAP Utilities\

2. Start Microsoft Excel

3. Click on the upper-left icon.
Then click on the "Excel Options" button:
Home Insert Paoe Lavout Formulas Data Review

Recent Documents

Hew...

et

Open...

i

L QO

Save

&1

,l Save As.. F

Print... 4
9| Finish v

send 13

o [ qn

Publish 13

L.t
_ | Close

] Excel Options | | X Exit Excel
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4. Choose Add-Ins:

(92 v -
= |

Home | Excel Options

&

- Personalize

Pafte 7 Farmulas

Clipboard ™= Proofing

A Advanced
[ 1
2 Customization
3  Add-Ins |
a
5 Trust Center
6 Resources
7
8
9
10
11
19

5. Press the "Go..." button to manage the Excel add-ins:

Description:

Manage: | Excel Add-ins

l&? View and manage Office add-

Add-ins

Name

Analysis ToolPak

Analysis ToolPak - VBA
Conditional Sum Wizard
Custom XML Data

Euro Currency Tools
Financial Symbol (Smart tag lists)
Headers and Footers
Hidden Rows and Columns
Hidden Waorksheets
Internet Assistant VBA
Invisible Content

Lookup Wizard

6. Click on the browse-button in the Add-Ins dialog to locate the ASAP Utilities.xla file

(by default in the folder C:\Program Files\ASAP Utilities\)

If Excel asks you to copy the file to the library folder, always answer "no". (this is

important)

Getting started
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\ i 9 L= cel
Home Insert Page Layout Formulas Data Review Wiew
= - ==
= Calibri -l - A || | = General - i
Paste ¥ ‘B Ir u- H&v évl |§ ‘ E‘:‘E' |§v %Y # ||‘_'ﬁg _;".E| Condition:
- - - Formatting
Clipboard ™= Font (F] Alignment M Number (F]
| Al ~ (2 i |
. A B £ D E Add-Ins B=|
2 Add-Ins available:
3 oK
Analysis ToolPak - VBA
4 [ Conditional Sum Wizard
5 Eura Currency Toals
:l Inkernet Assistant YBA -
6 [ Lookup Wizard Bowss. k
7 [ 50lver add-in Aukomation..,
8
9
10
11
12
13
14 Analysis ToolPak
15 Provides data analysis tools for statistical and
16 engineering analysis
17
18
\H9- -0 - el
Home Insert Page Layout Formulas Data Review View
=, # | Giin -l -la [ = |EF | Generl - ijﬁ‘
-[& - A= s= || 5~ (@3- 5% s [[%8 28| Conditional
AL | Look in: |@ ASAP Utilties
A g @ Onlangs [ i
1 geopend
2 @Eureauhlad
: Mifn
4 dacumenten
5 ~y Deze
s computer %
- Mijn
7 ‘dnetwerklo...
8
9
10
11
12
13
14
15
16
17 File name: |
18 Files of Lype: |Add-1ns (*. xlam; *.xla; * )
19
2
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7. Check the "ASAP Utilities" check box and press the OK-button. When you do that
ASAP Utilities will be started.

-
g \H92 0O - E
— Home Insert Page Layout Formulas Data Review View
& Calibri -l AN = —||@ v| = General -
. A = =||w = <
Paste (B 2 U || -||% - A-|E = E||EE|E-||®-% o+ |56 %8| Conditior
- j Formatting
Clipboard = Font ) Alignment ) Mumber [
| AL e £ |
A B C D E
Add-Ins
o
3 N Add-Ins available:
3 [ ] analysis ToolPak
Analysis TaalPak - YBA
4 [¥] &S8P Likilties
5 [ conditional Sum ‘Wizard : -
[]Euro Currency Taals
6 [ Internet Assistant YEA =
’ eoerasc?
3 [ salver Add-in Automation...
9
10
11
12
13
14 ASAP Utilities
15 Collection of great easy-to-use time saving tools
1998-2006 Bastien Mensink. |
16 i
btk v, asap-utilities, cam
17
18

a
H

8. In the add-ins tab there is the menu of "ASAP Utilities".
If you do not see ASAP Utilities in the menu you have to close and restart Excel.
Installation is now finished. Have fun!

@gq.f\. Bookl - M
Home  Ivet  Pagelayout  Formutas  Data  Review  View

" (9 . jSneets - ] Columns & Rows = Yk Numbers - 3% web - (% Import - || ASAP Utilities Options - || [, User Guide ipdt) |
W *]Range = ] Objects & Comments - |AlText ~ € Information - &) Export - || ' Unregistered version & Oniine FAQ |

e e =[5 Format~ S fomuta~ @System= b Launch || ) Rerun tast utity Qo

! I Time 1™ | .

A1 - 5| 1¥)

4__a ) G D E F G H | ) [3 L M N o h

) —

2

3

4

5

6

7

8

3

10

1n

12

13

14

15

16

17

18
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334 Upgrade to a new version

If you install the new version in the same location as the previous version, it is not
necessary to uninstall the previous version before installing the new one. The settings of
your previous version (including the favorites menu) will then be kept.

Important

Do not uninstall ASAP Utilities before installing the new version; otherwise you will lose
your settings.

If you want to install ASAP Utilities in another location we recommend you to backup the
favorite’s menu file if you have made changes to the favorites menu
(asap_custom_menu.ini) and uninstall the old version first.

Make sure Excel is closed and then run the setup or overwrite the old files. During the
setup you have to install the files into the same location as the old version. Usually this is
“C:\Program Files\ASAP Utilities\". If you are not sure about that location you can see it in
ASAP Utilities. Start Excel and then:

ASAP Utilities » ASAP Utilities Options » ASAP Utilities options & settings...

ASAP Utilities - Options

General | Save & backup } Filesize Toalbar ] Contack information ] Debug }

v Use "Do you want to..." question before starting some utilities
I Enable undo where available
v Use F11 key ko switch bebween fullscreen and normal view,

v Use numbered submenu-items

default path to store the "Favarite Taals Menu" file
Shartcuts are available through yaur favorites menu.

C\Program Files\ASAP Utliies @

ASAP Ltilities is inskalled in:

C:\Program Files\ASAP Utilities)

of Close
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1 Upgrade twice a year (free)

It is our policy to force an upgrade twice a year to make sure you are always using the
latest stable and most complete version. This is a pre-built in date. No connection to the
internet is made when determining if there is a new version available.

When you start a utility in ASAP Utilities and this new-version-date has come, you will get
a notice:

ASAP Utilities - A new version is available

Home Download Order form @ Search  About ContactUs Weblog &
l the essential add-in for excel users )
B L iR
What is it? News Testimonials Download Purchase User Guide Listoftools Videos Support Excel tips

A new version of ASAP Utilities is available!
We're proud to announce that a new and improved version of ASAP Ltilities is available.

©n maandag 20 juli 2009 this unregistered/trial version {4.3.0 RC16) will expire and no longer work.
ou have 45 days left to upgrade if vou are allowed ta use the free version or to consider a license.

‘ou should purchase a license and register ASAP Utilities either:

- if you use it in a commercial organization (after a free trail period of 90 days),
- ot if you don't want to be forced to update ta the new version twice a year,
- or if you like this program and think it is worth the money,

- or because you know the money will be invested in further development,

- ar if you wank ko get priority suppart,

‘ou can download the new version Fram our website: http: ffwwe, asap-utilities . corm,

IF wou can't download from our website, we can send you the new version by email, IF vou send an email to
downloadi@asap-utilities, com you will get an aukomated reply with the new version added as attachment {approx, 2-3
ME),

‘ou have to close Excel before you install the new version,

Please install the new version in the same folder as the current version:
L:\Projects\asapP Utilties\Sourcelpackage),

Kind regards,
Eastien Mensink.
bkt vy asap-utilities . canm

Registration information ‘

Close I Hide this reminder For the next 10 days | Dowrload |

When you click on the “Download from www.asap-utilities.com” button, Excel will try to
open <www.asap-utilities.com> in your default browser. It will not automatically
download the new version, you have to download the new version yourself and perform
the installation.

This message will be shown only once a day when you start one of the ASAP Utilities
tools.?. You have the option to turn off the message for the next ten days. This way you
can continue to work without being bothered too much. Make sure you do the upgrade
before the end date is reached. After the end date the current (old) version will no longer
work. I'm sorry, but this is the only way to make sure people are using the most recent
version. In the past we were receiving too many emails from people with feature requests
and bug reports that had already been implemented or solved in the new version.

If you can't download from our website (www.asap-utilities.com), we can send you the
new version by email. Please send your request to newversion@asap-utilities.com and you
will get a reply with the new version attached approximately 2-3 MB). You have a period
of approximately 3 months to upgrade (free).

2 Starting in version 4.0 the update notice will not anymore be shown on Excel's start-up
but only when you start one of the ASAP Utilities tools. In version 3.10 the update notice
will be shown during the upgrade period when you start Excel.
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Be informed by email when a new version is released

Subscribe to our Newsletter and you will receive free e-mail updates when a new version
or an important update of ASAP Utilities is released.

http://www.asap-utilities.com/asap-utilities-newsletter.php

Registered users / commercial organizations

If you have a purchased a license key and registered ASAP Utilities you can choose your
own time to upgrade to the new version. This is a major benefit for large organizations
and you can also choose to keep using an old version. Buying a license for ASAP Utilities is
possible since March 2007.

http://www.asap-utilities.com/registration.php

http://www.asap-utilities.com/download-old-versions.php

335 DLL registration, administrative privileges

You must be logged in as an administrator or as a member of the Power Users group
when installing ASAP Utilities or you can choose to run the setup as administrator. When
the installation is finished every user on the computer is able to use ASAP Utilities.

http://www.asap-utilities.com/fag-questions-answers-
detail.php?m=109

Some systems do not allow certain sections of the registry to be written to by users
without administrative privileges. It is recommended that only those with administrator
privileges and those that are logged on as administrator install ASAP Utilities on such a
computer.

The file “ASAP Utilities.dll"” is registered as ActiveX (COM) component on the machine,
using the HKEY_LOCAL _MACHINE registry entry. That means that to register the add-in you
need to be a member of the "Administrators" or "Advanced Users" groups.

ASAP Utilities creates the following key. This way all users on the computer can work with
ASAP Utilities. If you choose the manual installation the DLL is registered the first time you
start Excel with ASAP Utilities.

HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Office\ExceNAddins\ASAP_Utilities.adConnect

33.6 INetwork installation

There are several options for a network installation. | am no network administrator but in
this section | give you some tips about the way Excel works with add-ins. Please test them
before you deploy them.

You can install ASAP Utilities (or place all files) on a central location on your network and
have ASAP Utilities listed in the add-ins dialog in Excel or have it automatically loaded. If
you manually place the files on a central location, make sure all files are in the same folder.
The benefit of having ASAP Utilities on a central location on the network is that upgrading
to a new version is as simple as installing it once into that folder.

After placing the files on a network drive there a few things you might have to do:
= Users have to be able to load ASAP Utilities (read access to the files).

= |f you don't use the ASAP Utilities setup you have to register the DLL yourself. See
paragraph 3.3.5, DLL registration, administrative privileges on page 26 and paragraph
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3.8.4, Registering the DLL on page 41.
More information:
http://www.asap-utilities.com/installation-manual-steps.php#step?2

= You can have ASAP Utilities loaded for every user each time Excel starts.
Changing the registry settings to have ASAP Utilities available is only possible on a per-
user basis. Excel does not have a setting to have your add-in loaded for every user on a
computer. However, if you want ASAP Utilities automatically added to the Excel menu
for all users, you can specify this during the setup or in the registry (3.8.3, “Add ASAP
Utilities to the Excel menu for all users”on page 41)

= You have to specify a location to store the favorite menu settings (ini-file).
Starting from ASAP Utilities 4.2.2 (January 2008) this file is by default stored in the
user’s application data folder. Previous versions stored the file in the program files
folder. Starting from version 4.2.5 the file will be automatically created there the first
time whether the option is paragraph 3.8.3 on page 41 is on or off. In previous versions
you have to put the file in the location specified.
Users can always change the location themselves but it is more user-friendly to point it
to a location where they can read/write the file.
The registry settings for the location of the favorites menu is explained in_paragraph 3.8,
“User data and reqistry settings” on page 40.

= Besides the installation you should also add the license information in the registry of
every user (HKEY_CURRENT_USER) to make sure they get the registered version that
does not expire. This is described in paragraph 3.8.5, “Registration/license settings” on
page 41.

1 Display ASAP Utilities in Excel’s Add-in list

To have ASAP Utilities available in the add-in list you have to add it to the registry for each
user. This will only show ASAP Utilities in the add-in list. It will now automatically load
ASAP Utilities.

Create a new string value in the registry key:

HKEY_CURRENT_USER\Software\Microsoft\Office\ <version> \Excel\Add-in Manager\

For example for Office XP/2002 this is:

HKEY CURRENT_USER\Software\Microsoft\Office\10.0\Excel\Add-in Manager\

Excel 2000 9.0
Excel XP/2002 10.0
Excel 2003 11.0
Excel 2007 12.0

Create a new string value where the name is the full path and filename of ASAP Utilities.
For example: O:\Apps\Office\Add-ins\ASAP Utilities\ASAP Utilities.xla.
The value data is empty:
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Edit String B=|

Walue name:
0:appstOfficehadd-inshASAP UtiitieshaSaP Ulilies.<la

Walue data

When the user now starts Excel ASAP Utilities is available in the Tools » Add-ins list:
Add-Ins

Add-Ins available:

| Analysis ToolPak J o |
I Euro Currency Tools Q
I Internet Assistart YBA Browse. ..

I Lookup Wizard P

I Solver Add-in m
ASAP Ltilikies

Collection of great easy-ta-use time saving tools
19953-2006 Bastien Mensink. |
Rkt | v, asap-utilities. cam

Load ASAP Utilities on Excel startup

To have ASAP Utilities automatically loaded every time Excel starts you have to follow the
steps in this paragraph. If you want this for all users on the computer, please have a look
at paragraph 3.8.3 Add ASAP Utilities to the Excel menu for all users on page 41.

To have ASAP Utilities automatically installed you have to write an entry to the registry key:

HKEY_CURRENT_USER\Software\Microsoft\Office\<version>\Excel\Options\
Excel 2000 9.0

Excel XP/2002 10.0
Excel 2003 11.0
Excel 2007 12.0

In Excel XP/2002 this is for example:

HKEY_CURRENT_USER\Software\Microsoft\Office\10.0\Excel\Options\

In this key there are a set of ascending entries numbered OPEN, OPEN1, OPEN2, etc. The
value of each of these entries is the full path to and the filename of the add-in.

To add ASAP Utilities you have to find the highest numbered OPEN<n> value and create a
new value one higher. They must be continuous and in the following order:

OPEN
OPEN1
OPEN2
OPEN3
etc.
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In a clean Excel installation without any add-ins installed there are no OPEN values. In that
case you can add ASAP Utilities by creating a new value of the string type with the name
OPEN and as value the full path and filename of ASAP Utilities, surrounded by quotation
marks. For example:

“0O:\Apps\Office\Add-ins\ASAP Utilities\ASAP Utilities.xla”. You have to write the quotes (“)
around it because the path/filename contains spaces.

Marne Type Data
OPEN REG_SZ TR "0\ AppsiOfficeladd-instasar Utilities,ASAP Ltilities,xla"

Edit String
Walue hame:
OFEN

Walue data;
AR "0 MNAppshOfficelAdd-ins\ASAP Utlities\ASAP Utilties. xla"

If you precede the add-in name with a /R switch the add-in will be opened as read-only.

Example of the registry key with no other add-ins loaded:

g Registry Editor E]@ﬂ

File Edt ‘iew Favorites Help
L] Multimedia | Mame Type Data
@ (Z1 MetDDE REG_5Z (walue nak seb)
- (3 Metshow REG_DWORD 000000000 (1)
] Ntf‘:_aCk”D REG_SZ [R "c:\program files\ASAP Litilkies\ASAP Ltilities. «la"
= [:_l &'5152.0 REG_BIMARY 00 00 00 00 00 00 00 00 00 00 00 00 00 00 00 00 00 0...
RE_SZ 44,58,765,530
+-(Z Common
=0 Excel TipShown REG_BIMARY 0000 000000000000 0000000000000000000..,
(22 File MRU
5 Options
+-(1 Security
-1 mont
+ D Registration
+ D User Settings
w77 W .
< >
My ComputeriHKEY CURREMT _USERYSoftwareiMicrosoftOfficel 12, 0\ExcellOptions

Example of the registry key when the analysis toolpack was already active as add-in,
ASAP Utilities now uses the OPEN1 key:

-
g Registry Editor [;]@
File Edit Yew Favarites Help
1 Mtbackup || Name Type Data ad
1 Office (Default) REG_SZ ({walue not set)
7 D 120 CmdBarData REG_BIMARY &% 1f 000001 D1 00 000000 00 00 7b 00 03 00 00 00 02 01 ff FF 09 01 00 00 051
%3 Commen DecwmalSep... REG_SZ .
=@ Eci b Manad DeFauItShe... REG_DWORD  0x00000000 (0}
O Fletry FirstRun REG_DWORD  0x00000000 (0}
=5 Options OPEN ) REG_SZ IR "CH\Program Files\Microsoft Office)\Office12\Libraryl Analysis\ANALYS32, XLL"
+- (] Security [ab] REG_SZ IR "e\program Filesh ASAP Utilities\ASAP Utiities. xla"
+-(27 MoDI Opt\onFormat REG_BIMARY 000000 00 00 00 00 00 000000 00 00 00 00 00 00 00 00 00 00 00 00 00
+-(2] Registration [@¥]optionsDig... REG_BIMARY 48 03 00 00 ad 02 00 00 5c 00 00 00 th 00 00 00 00 00 00 00
+ D User Settings P Pos REG_SZ 45,59,766,528 |
< | > < #|
Iy Computer\HKEY _CURRENT _USERYSoftwarelMicrosaft\OFfice) 1 2.0\Excell Options

3.4 Macro security

ASAP Utilities is digitally signed. This gives several benefits. For one example, it assures
you that the files come from us and have not been tampered with. The company name
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you will see on the certificate is "A Must in Every Office BV"

Security Warning
L:\ProjectsiaSar Liiities\Sourcel\package\asap Utilties. xla
cunta\n.s MAacros by. Dekails. .
A Must in Every Office BY

Macros may contain viruses, It is usually safe to disable macros, but if the
macros are legitimate, you might lose some functionality.

[ Always trust macros From this source,

Disable Macros | " Enable Macros Mare Infa |

During the installation ASAP Utilities will be installed as default add-in. This means that
every time you start Excel, ASAP Utilities will be loaded and is ready to use.

In order to use ASAP Utilities your security need to be set at a certain level. This level can
be high, since ASAP Utilities contains a digital signature, and you can choose to always
trust us. In Excel 2003 and 2007 you also have the option to set the security lever to “Very
High”, however when you do that you won't be able to use ASAP Utilities unless you set
the level back to high, or choose to “Trust all installed add-ins and templates” (see the
next chapter).

You only need to change these values if you encounter problems:

In Excel’s menu choose:

Tools » Macro » Security » High

Or in Excel 2007 choose:

Office button » Excel options » Trust Center » Trust Center Settings

Then choose “Disable all macros except digitally signed macros” or “Disable all macros
with notification”

Macro Settings

For macros in documents not in a trusted location:
O Disable all macros without notification
O Disable all macros with notification
@ Disable all macros except digitally signed macros

O Enable all macros [not recommended; potentially dangerous code can runj

Despite what is written in some reviews, ASAP Utilities never requires to lower your
security settings to low.

341 Message: Macros are disabled

Microsoft Excel

Macros are disabled because the security level is set to High and a digitally signed Trusted Certificate is nok attached ko the macros. To run the macras, change the security level ta a lower
- setting (not recommended), of request the macros be signed by the author using a certificate issued by a Certificate Authority,
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From the Microsoft help:

You may encounter this error for the following reasons:
1. Macro security is set to:

e Very High and the application encounters a signed macro, but the macro was automatically
disabled. Use the following procedure to enable the macro:

1. Select the Tools menu option and then select Macro and Security. In the resulting
Security dialog, set the security level to High by clicking the High radio button.

2. Close the file and any other instances of the application currently running on the
computer (close all applications that also use the application you are currently running).

3. Open the file again and examine the certificate of trust details and set the Always trust
macros from this publisher box if you trust the certificate issued by the publisher.

4. Click the Enable button to allow the macro to run.

e High and the application encounters a signed macro, but you selected Disable when
prompted by the macro warning dialog when opening the file. Use the following procedure to
enable the macro:

e Close the file and any other instances of the application currently running on the
computer (close all applications that also use the application you are currently running).

e Open the file again and examine the certificate of trust details and set the Always trust
macros from this publisher box if you trust the certificate issued by the publisher.

e Click the Enable button to allow the macro to run.

e High or Very High and the macro was not signed and was automatically disabled by the
application. Use the following procedure to enable the macro, if you have verified you can
trust the source of the unsigned macro:

e Select the Tools menu option and then select Macro and Security. In the resulting
Security dialog, set the security level to Medium by clicking the Medium radio button.

e Close the file and any other instances of the application currently running on the
computer.

e Open the file again and click the Enable button when prompted to allow for the unsigned
macro to run.

¢ When you have accepted the macro, return the macro security level to its
previous setting.

2. Another instance of your application has a lock on the security settings and is disallowing any
changes to security settings.

e It is recommended to close all Office related applications or other instances of the same
application when you attempt to make changes to your security settings.

3. Visual Basic for Applications (VBA) is not installed on your computer.

e« If VBAis not installed, it is not possible to accept certificates of trust attached to VBA macros.
Therefore, any VBA macro attempting to run, even with an attached certificate of trust, cannot
be run because the necessary macro interpreter is not installed on the system. Two scenarios
can cause this error:

e Your administrator chose not to install VBA
e The version of Office you are running does not install VBA by default

e If you are running an instance of Office that does not provide VBA as an installable feature,
you will need to upgrade your version of Office to run VBA macros.

4. The certificate of trust is invalid - (when this occurs, you cannot select the Enable button).

e The certificate is no longer trusted, was revoked by the issuing authority, or is damaged.
There are several other possibilities which you may need to explore as to why the certificate is
no longer recognized as valid by your system. It is recommended that you not trust or run a
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macro that has an invalid certificate.

Trusted sources

If you want to run ASAP Utilities in Excel 2003/2007 with the security settings to “Very
High": you have to have the “Trust all installed add-ins and templates” check box checked.
This is the default setting of Excel.

In Excel’s menu choose:

Tools » Macro » Security

| Microsoft Excel - Book1

Eile Edit Wiew Insert Format | Tools | Daka  wWindow

Help  ASAP Utilties

arial .10 - B r|% Speling..

O = 5] é E‘ nvs}, cXJ \(‘é Errar Checking...

BS - ]
A B c

—1

00| 4 [0 07 = | 0 b=

Speech
Share workbook, ..
Track Changes

Prokection

Cnline Collaboration
Goal Seek...
Scenarios. ..
Formula Auditing
Tools on the Web...
Macro

Add-Ins...

F7

AutoCorrect Cptions, .

Custornize...

Cptions, ..

oA

b e - [2) 3,

H | J

sy

p Macros... Alt+F3

Recard New Macro...

SECUrty...

Visual Basic Editor Al+F11
Microsoft Script Editor — Alk+3hift+F11

Then go to the “Trusted Sourced” tab and make sure the check box in front of “Trust all
installed add-ins and templates” is checked.

Security

Security Level  Trusted Sources

Microsaft Corparation J
Iv fTrost all instalied add-ing and templates! <@
I¥ Trust access to Yisual Basic Project

Virus scanner(s) installed.

Or in Excel 2007 choose:

Office button » Excel options » Trust Center » Trust Center Settings
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Trust Center

Trusted Publish
rusted Publishers Macro Settings

Trusted Locations
For macros in documents not in a trusted location:
Add-ins O Disable all macros without notification

) Disable all macros with notification
ActiveX Settings -

Macro Settings J

Message Bar

@ Disable all macros except digitally signed macros
O Enable all macros [not recommended; potentially dangerous code can run)

Developer Macro Settings
External Content

iTrust access to the VBA project object model

Privacy Options

How to operate ASAP Utilities

Once you have installed ASAP Utilities it adds an extra button in Excel’s main menu. All
tools can be accessed from there.

Excel 2000, 2002/XP or 2003 with ASAP Utilities in its menu

Microsoft Excel - Book2 g@
Eile Edit Yiew Insert Format Tools Data  Window Help | ASAP Utiities -8 X
D D'* u E‘ﬂ !j. é E 39 % @ - G %,O wision Conkral...
arial T = % Eavorites & Shortouts Ph-A -

Al - I3 Select 3
AIB\C\D\ElFS,JeetS Lo Tk LT m [ [ o [T
1 L
(8 — ,
3 Columns & Rows »
% Mumbers »
T Text »
T Eorrnula 3

% Fil ,

10 Eormat »

1" Objects B Comments 3

% ‘web »

14 Jyskem 3

% Information »

7 Import 3
18 Export. »

% Launch »

21 ASAP Utiities Options 3

% @ User Guide {pdfy...

24 e rfo..

% O Unregistered version...

27
28
29
30

3 —
32

W 4 v w\Sheetl {Sheetz 7 Sheeta / |« | _>|JJ

Ready A

Excel 2007 with ASAP Utilities in its menu

. -

Home Insert Page Layout

', L_{ I,\S Jsneets - J] Columns & Rows -

= Range = ] Objects & Comments - | A| Text -
My Tavarite Vision Select
fools ~ Contro

Fanmukas Data Resiew

I‘_’jlmpm =

A Numbers - 5 web -

% ASAP Utilities Options - || [}, User Guide jpf) |
8 Online FAQ |
b launch = || [ Re-run last utility @ into

| Options andsettings | Info snd help_|

ﬁlnrumullan* ] Export + || __{ Unregistered version
J& Formula = [ System -

= Al - -\')F:—ﬂ'ﬂl"
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351  How to use ASAP Utilities in your own macros

Excel doesn't record the actions you do with add-ins, such as ASAP Utilities when you use
the macro recorder. However you can start the tools in ASAP Utilities from within your
own macro.

You do have to know the basic understandings of macros/vba to use the macro displayed
in the example below. We do not officially support running ASAP Utilities macros from
within your own macros and offer help on this.

http://www.asap-utilities.com/run-as-part-of-a-macro-vba.php

3.6 Undo
361 INot all tools in ASAP Utilities have an undo

Not all tools in ASAP Utilities have an undo. Therefore it is a good practice to thoroughly
test ASAP Utilities with non-critical data before relying on it or save your work before you
try something new with ASAP Utilities.

We didn't just turn-off the undo or something like that; Excel has no built in automatic
undo for macros. We are aware of the importance of global undo capabilities and
continue working on it.

362 No undo in macros by design of Excel

By design Excel nearly always clears the undo when you run a macro. ASAP Utilities is a
bundle of many macros. If you run a macro you will see that the undo-history is reset and
the undo-button is disabled.

To enable undo for macros we have to write our own undo routine. Usually this is a
routine that stores the settings before running the macro and sets the undo to run another
routine that restores the original settings. Excel doesn’t allow multi-step undo for
programmers so only the last action in ASAP Utilities can be undone (if available).

If you need to undo changes that were made prior to running an ASAP Utilities tool the
only option is to close the workbook without saving. This will revert back to the original
version, but all changes made during the session will be lost.

Depending on the tools in ASAP Utilities some of the custom undo-routines are relatively
simple and have been implemented. However some of the operations require complex
undo-procedures that have not yet been implemented because they are simply to difficult
or complex to create in the amount of time we have available.

Since ASAP Utilities is under constant development perhaps the undo you are missing
right now is implemented in the next version.

3.7 Uninstall

371  Automatic

The easiest and recommended way to uninstall ASAP Utilities is to do this via the Windows
Control Panel.
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Windows 2000/XP

Start > Settings > Control Panel > Add or Remove Programs
or
Start > Control Panel > Add or Remove Programs

Then select ASAP Utilities in the list of programs and click on the "Remove" button:

 Add or Remove Programs

- I

. Currertly installed programs: 7] Show updates Sork by
Change or o ___..
Remove =B Shes
Programs

i ?
3
Add New
Programs

Windows Vista
Start > Control Panel > Programs: Uninstall a Program

Then select ASAP Utilities in the list of programs and click on the "Uninstall" button:

=5 o8 "X |
- £ d » Control Panel » Programs » Programs and Features v | & Seorch
&)=l » ControlPanel » Prog Prog dF T4 | )
Eile Edt View Tools Help
Fasks Uninstall or change a program
View installed updates
o R To uninstall 8 program, select it from the list and then click “Uninstall®, “Change”, or “Repair”.
new programs online
Windows Marketplace s
View purchased software Orgmiczesa ™ i Vv | it 4
(digital locker) Name - Publisher Installed On ~ Size
9 Tum Windows features on or i EOTIVI O S __ Bastien Mensink - A Must in Eve... 9/24/2008 140M8 |

Note

If other users on the same computer used ASAP Utilities too, you will have to manually
remove ASAP Utilities from their list of Excel add-ins. This is something that can only be
automated for the user that runs the uninstall due to the design/restrictions of

MS Windows. In such a case the user has to follow step 4 till 7 of the manual uninstall.

Automatic uninstall #2

As an alternative you can also use the following method to uninstall ASAP Utilities.

You can also run “unins000.exe” from the ASAP Utilities installation folder. The uninstaller
removes all ASAP Utilities installation files and removes all ASAP Utilities entries from the
registry.

If you have specified an alternative location to store your favorites menu settings you have
to manually remove the file asap_custom_menu.ini from that location.
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J C:\Program Files\ASAP Utilities

Fil=  Edit Yiew

G Back ~ >

© Address |3 C:\Program Filesiasar Utilties

Favarites  Tools  Help

ir /.- ) Search

Iame Size
ﬁ'nsnp Ltilities. xla 124 kB
:}asap_custom_menu.ini 1 KB
lﬂ ASAP_Uklities, dil 2.772KB
@install as addin, xls 163 KB
@ readme, bxt Z0KE
[ Register DLL ZKB
B i 3KB

! 659 KB
i ¢ls 118 KE
@ UrRegister DLL ZKE
E] wversion_history bxt I3KE

Falders

Type

Microsoft Excel Add-In
Corfiguration Settings
Application Extension
Microsoft Excel Wor.,,
Text Document
shartcut

D&T File

Application

Microsoft Excel War ..,
Sharkcuk

Text Document:

> ¥ X 9 m@E-

BETx

] a G0
Drate Modified
3-3-2006 11:20
23-1-2006 16:36
3-3-2006 11:17
2E-11-2005 15:16
3-3-2006 11:21
12-1-2006 15:21
3-3-2006 14:10
3-3-2006 14:10
22-11-2005 15:17
12-1-2006 15:21
3-3-2006 11:21

Description: Setup/Uninstall File Yersion: 51.42.0.0 Date

Created: 3- 655 KB

J My Computer

ASAP Utilities Uninstall

Continue?

tes

Are you sure you want to completely remove ASAP Utiities and all of its components?
\,_\/ It is recommended that you close all other applications before continuing, especially Excel,

Manual

Another way is to manually remove ASAP Utilities but we recommend the automatic

uninstall.

1. Close Excel, if it is opened.

2. Unregister the ASAP_Utilities.dll. To unregister the DLL use the command:
RegSvr32.exe "<Drive + Folder>\ASAP_Utilities.dll" /u
e.g. RegSvr32.exe "C:\ASAP Utilities\ASAP_Utilities.dll" /u
You can also use the shortcut “UnRegister DLL” we made for this:

) C:\Program Files\ASAP Utilities

File Edit Wiew

O Back -

: address |3 CriProgram Filest ASAP Lilries

Mame
T8 asap Utiliies, <la
" asap_custom_menu.ini
| %] asap_Ltiities, i z
@install as addin. xls
[Z] readme. bt
[} Register DLL
@ unins000, dat
ﬁ!uninsDDD.exa
@uninsta\l a5 addin,xls

E] wersion_history bxt

ir /.- ) Search

Favorites  Tools  Help

Falders

Size | Type

BETX

¥ X 9 G

aPE

Date Modified

124 KB Microsoft Excel Add-In - 3-3-2006 11:20
1 KB Corfiguration Settings  23-1-2006 16:36

772 KB Application Extension
163 KB Microsoft Excel War...
20 KB Text Document

ZKE Shorkcut
3KE DAT File
659 KB  Application

118 KE  Microsoft Excel War.,,

2KB shortcut
33KE  Text Document

3-3-2006 11:17
22-11-2005 15:16
3-3-2006 11:21
12-1-2006 15:21
3-3-2006 14:10
3-3-2006 14:10
22-11-2005 15:17
12-1-2006 15:21
3-3-2006 11:21

Location: C:iMWINDOWS) syskem3z2

1,37 KB

_J My Computer

3. Delete the folder where the ASAP Utilities program was installed.
Usually this is [C:\Program Files\ASAP Utilities].
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4. Start Excel, you will now receive an error, indicating that ASAP Utilities could not be
found.

Microsoft Excel

'C:\Pragram Files\ASAP Utilities\aSaP Utilities, »xla' could not be Found. Check the spelling of the File name, and verify that the File location is carrect,
L 1

I you are krying ko open the file Fram your list of mast recently used files on the File menu, make sure that the file has not been renamed, maved, or deleted.

5. Click OK. Then choose in the menu “Tools”, “Add-ins".

Microsoft Excel - Book1

@ File Edit Wew Insert Format | Todls ‘ Data ‘Window Help
Arial <10 - B 7|V apeling... FFoplas
T . iy Error Checking...
DE@a(GR Y|y P motes V@
A1 - & Speech »
A E C Share Workhook. .. L
; :! Track Changes 3
3
4 Protection ’
g Cnline Collaboration 3
7 Goal Seek...
B SCenarios. ..
d e
10 Fotrnula Auditing 3
11 Tools on the Web..,
12
Macro 3
13 =
14 Add-Ins. ..
15 2% AutoCorrect Options...
j‘? Customize. ..
18 options. ..
19
20

6. Then uncheck the check box next to Asap Utilities.
Add-Ins

Add-Ins available:
I Analysis ToolPak J o |
I analysis ToolPak - YBA

V. Asap Utiities

I Conditional Sum Wiz

I Euro Currency Tools
Ei
I Internet Assistant YBA e
I Lookup Wizard e
I Solver Add-in romatian. .

Cancel

Asap Utilities

7. Excel will now ask you if you want to remove Asap Utilities from the list. Answer with
yes.

Microsoft Excel

\lj) annot find add-in 'C:\Program Filesiasap Utlitiesiasap Utilities, x1a'. Delete From list?

Mo
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8. Now close the form, and ASAP Utilities is successfully uninstalled.
ASAP Utilities is removed from your computer and Excel.

Add-Ins

Add-Ins available:

I Analysis ToolPak J oK |
Il Analysic ToolPak - YEA
T Cancel
I Internet Assistark YBA
Ei
™ Lookup Wizard it
I Solver add-in ’
Automation, .
Asap Ltilities

374 Temporarily uninstalling ASAP Utilities

If you want to temporarily uninstall ASAP Utilities, for example if you want to make
screenshots and want the default Excel menu bar shown without ASAP Utilities, or if you
think Excel starts to slow or if you think you have problems related to ASAP Utilities, you
can do the following:

1 Excel 2000, 2002/XP and 2003

In the Excel menu go to “Tools”, “Add-ins” and then uncheck the check box next to
ASAP Utilities. This will remove ASAP Utilities from the menu.

| Microsoft Excel - Book1 Add-Ins E]
File Edt ‘iew Insert Format | Tools | Data window Help  ASAP Utiities add-Ins available:
0= s =1 Ib. f i 4 ¥ gpeling... F7 l ql_r') 100 | Analysis ToolPak J ok |
& hecki — [ Analysis ToolPak - YBA
aral -0 .| B p|¥ ErrorCheckng... i | = 5= v B Cancel
speech 3 [
K4 A i I Euro Currency Tools —
A B [ Share Workbook, L H [~ Internet Assistant YE& =
| Lookup Wizard )
; Track Changes 3 - Smlverpndd-in Aukamation. ..
3
4 Protection 3
: Online Collaboration 3
7 Goal Seek...
g Scenarios. .. J
9 -
10 Formula Auditing 3 ASAP Utlities
e Collection of great easy-to-use time saving tools
Tools on the Wep... 19952006 Bastien Mensink |
12 Macro n http: | fineiv, asap-utilties, corn
13
14 Add-Ins. ..
15 = fAutoCorrect Options. ..
16
Customize..,
17 =
18 Options. ..
19
e

If you want to enable ASAP Utilities again, check the checkbox next to ASAP Utilities again.

2 Excel 2007

In the Excel menu click on the upper-left “Office” button and go to “Excel options”.

38 Chapter 3



FREQUENTLY UPDATED

ASAP Utilities User Guide

r, "
(= R C ==
O e
=
e Open...
bl =
E Save As.. F
@ Print... 4
@ FEinish »
% Send b
% Publish 3
L.f
Close

Recent Documents

23 Excel Options | [ X Exit Excel |-

s

g

Then choose “Add-ins” and choose Manage “Excel add-ins”. And then uncheck the check
box next to ASAP Utilities. This will remove ASAP Utilities from the menu.

|-:E'§"gm =

Home Insert

Page Layout

Formulas Data

Review View

- Microsoft Excel

ASAP Utilities

Excel Options 2 &gk
My fay Popular . - 0 o - ‘ ‘
tool . B View and manage Microsoft Office add-ins.
Favo Formulas
Praafing Add-ins
Save Mame Location Type

1 Advanced Active Application Add-ins

2 ASAP Utilities S AP Utilities\ASAP Utilities.xla  Excel Add-in

3 Customize ASAP Utilities library component ChLAP Utilities\ASAP_Utilities. dll  COM Add-in

4 - Inactive Application Add-ins

5 Analysis ToolPak ChabranfAnalysis\ANALYS32. XLL  Excel Add-in

6 Trust Center Analysis ToolPak - VBA yAnalysis'\ATPVBAEN XLAM  Excel Add-in
Conditional Sum Wizard fficel 2\Libran/\SUMIF. XLAM Excel Add-in

7 Resources Custom XML Data . fice'\Officel 2WOFFRHD.DLL Document Inspectar

B8 Date (Smart tag lists) Ch.Shared\smart Tag\MOFLDLL  Smart Tag

9 Euro Currency Toaols L23Libran EUROTOOLXLAM  Excel Add-in
Financial Symbol (Smart tag lists) Shared\Smart Tag\MOFLDLL  Smart Tag

10 Headers and Footers flee\Officel 2ZOFFRHD.DLL Document Inspector

11 Hidden Rows and Columns flice\Officel Z\OFFRHD.DLL ~ Document Inspector

12 Hidden Waorksheets L flice\Officel 2\OFFRHD.DLL Document Inspectcr[ I
Tmbarmat Areicknnt VEA FA__AEirat Tl iheand HTRAL VI AR Eveal Add in i

13 Add-in: ASAP Utilities

14 Publisher:

15 Location: Ch\Program Files\ASAP Utilities\ASAP Utilities.xla

16 Description:  Collection of great easy-to-use time saving tools

i1 5 1999-2008 Bastien Mensink | http://www.asap-utilities.com

13

19 Manage: | Excel Add-ins t] Gow

20

2

22

23

24 ] — .
W 4 » ¥ | Sheetl  Sheet2 . Sheetd %2

© - = x

ﬁ User Guide [p¢
@ Online FAQ

o Info

Info and help
_—

M I

]

 Ready |
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Time saving tools (

i

Add-Ins B
D J

Add-Ins available:

LI Analysis ToolPak

Analysis ToolPak - VBA

| ASAP Lititiss Cancel

[ ] Conditional Sum ‘Wizard

|| Euro Currency Tools

[internet Assistant YE& Browse...

| |Loakup Wizard N

[ Sokver Add-in

ASAP Utilities

Collection of great easy-to-use time saving tools
1999-2008 Bastien Mensink |
http: jjvaww. asap-utiities.com

If you want to enable ASAP Utilities again, check the checkbox next to ASAP Utilities again.

User data and registry settings

This chapter will tell you where ASAP Utilities saves its settings.

Registry
The settings of ASAP Utilities are stored in the registry in the following section:

HKEY_CURRENT_USER\Software\VB and VBA Program Settings\ASAP Utilities\

Favorites menu

The favorites menu, asap custom menu.ini, is by default stored in your application data
folder, for example:

C:\Documents and Settings\<UserName>\Application Data\ASAP Utilities\

However this can be changed via:

ASAP Utilities » ASAP Utilities options » ASAP Utilities options and settings...
The folder where the favorites menu is located is stored in the value CustomMenuPath in
the key:

HKEY_CURRENT_USER\Software\VB and VBA Program Settings\ASAP Utilities\Setup

The location of the favorites menu file should preferably be writeable and editable, if not
users can use the favorites menu but they cannot change it and will get a warning
message when trying to.

NOTE: In versions before 4.2.2 the file was by default placed in the same location where
ASAP Utilities installed, usually the program files folder.
NOTE2: If you change the folder directly in the registry, make sure the .ini file exists in that
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location, otherwise the user will be prompted that the file wasn't found there and asked
to choose a new location.

Add ASAP Utilities to the Excel menu for all users

This will automatically add ASAP Utilities to the Excel menu for each user that logs in on
the computer. This is also handy when you log in with normal user-rights and run the
setup as an administrator. You can specify this during the setup.

The setting is stored in the following key:

HKEY_LOCAL_MACHINE\SOFTWARE\ASAP Utilities\|AutoSetupAllUsers

This value can be 0 (off) or 1 (on).

Registering the DLL

When the file ASAP Utilities.dll is registered it creates the following key. By creating this
key in the HKEY_LOCAL_MACHINE ASAP Utilities can be used by all users on the particular

computer.

HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Office\ExceNAddins\ASAP_Utilities.adConnect

#¥ Registry Editor E]@
File Edit Yiew Favorites Help
=21 Office '\ Mame Type Data
(0 10.0 (DeFauIt) REG_SZ {walue not set)
* g 8.0 Descript\on REG_SZ ASAP Utilities contains over 300 useful and powerful utilities ko fill the gaps
+ = E)‘DI [aB]Friendlybame REG_SZ A58 Utilities
e )
= E:c‘;r” [#8]LoadBehavior REG_DWORD (00000003 (3)
S Oaddns
{_ASAP_Uiilities adConnect
+- [ Outlook
+ I:l PowerPoint B |
=7 Wword e £ fm E3
My Computer\HKEY _LOCAL_MACHINE\SOFTWARE MicrosoftiOffice) ExcellAddins\ ASAP _Utilities, adConnect

Registration/license settings

The registration information is written in the following location:

HKEY_CURRENT_USER\Software\VB and VBA Program Settings\ASAP Utilities\setup\
The following string-values are used to store the registration information:

= npame
= key

= order

= orderamount
= organization

Some of these values are stored encoded. You will see this if you register ASAP Utilities
manually.
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4 Purchase ASAP Utilities

This version of ASAP Utilities exists in two types, unregistered (free/trial) and a registered
version.

ASAP Utilities is available since 1999. By offering a registered (paid) version we can spend
more time in the development and support of ASAP Utilities (we've got many ideas and
requests on the wish list).

Registration is mainly aimed on commercial organizations. We ask a relatively small fee
compared to the time ASAP Utilities can save you in your work in Excel.

4.1 When to buy a license

You should purchase a license and register ASAP Utilities either:

= if you use it in a commercial organization (Feel free to try it for 90 days. If you like it,
simply purchase a registration key.)

= or if you don't want to be forced to update to the new version twice a year

= or if you like this program and think it is worth the money

4.2 Key benefits of registration

= use it in a commercial organization
= no forced updates twice a year
= priority support via email

= free upgrade to all 4.x versions

4.3 How to order

The registration process is quick and easy. Online ordering is the fastest and most secure
way you can get a license for ASAP Utilities:

http://www.asap-utilities.com/registration.php

We have also made a walkthrough of the purchase process that shows all the options and
steps:

http://www.asap-utilities.com/registration-help.php

431 Instant delivery

Your registration code is sent to you by email immediately after the order is completed and
the payment is received.

This is usually within a few minutes when you pay with a credit card. With other payment
methods such as a bank/wire transfer, invoice or check/money order it might take a little
longer. As soon as the money is received by RegNow you will get your license key.
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Secure ordering

Orders are processed by our e-commerce partner, RegNow (Digital River), through a secure
SSL connection. Your personal information is kept secure and will not be transferred by
RegNow to other parties. RegNow provides a highly secure online payment process for
most credit cards and they also support payments by check, money order, fax and wire
transfer.

How to turn ASAP Utilities into a registered
version

To turn your copy of ASAP Utilities into a registered version do the following:

In the Excel menu choose:

ASAP Utilities » Unregistered version
Then click on the “Enter registration information” button.

Fill in the fields exactly as uses when you placed your order. The email that you received
from 'ASAP Utilities (A Must in Every Office BV)' that starts with the subject 'ASAP Utilities
license' or 'ASAP Utilities order' contains the full license information.

= Name

= QOrganization

= Order number

= Number of licenses
= License key

After you have entered the information, click on the "Register" button. We recommend you
to use "copy and paste" to avoid typing errors.

ASAP Utilities 4.1.0 (March 19, 2007) - Unregistered version ASAP Utilities 4.1.0 (March 19, 2007) - Registered version

Home Download About  Search  ContactUs  Weblog & Home Download About Search ContactUs Weblog
", asap utilities ", asap utilities
" B o B | Fia

What is #?  Mews Testimonials Download User Guide List of tooks  Questions and Answers  Excel tips What is #t?  Mews Testimonials Download User Guide List of tools  Questions and

swers  Excel tips

Registration Registered version

Thank you Far registering yaur copy of ASAP Ltilities.
Please enter the registration information exactly as sent ta you, This copy of ASAP Utilities is licensed to:

Narme: Bastien Mensink
A Must in Every Office BY
" Number of licenses: 1
Organization:

Order number: 1174379771-15246-339723

Number of licenses:

|
|
Order number: [
|
|

License key:

Close Redqister
Warning: this software is protected by copyright law and international treaties. Modifying or reverse ‘Warning: this software is protected by copyriaht law and international treaties. Modifying or reverse
engineering this saftware may result in severe civil and criminal penalties, and wil be prosecuted to the engineering this software may result in severe civil and criminal penalties, and will be prosecuted to the
maximum exkent possible under the law. maximum extent possible under the law,

After you have entered your information you will get a thank-you notice and see that
ASAP Utilities is now a registered version.
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List of tools

In this chapter a short description is given of each tool (utility) as presented in the
ASAP Utilities menu .

Most tools provide extra functionality to Excel. Some tools just make Excel’s built-in tools

easier to access, either because they are hard to find or because now you can add your

own shortcut to it.

The menu bar

ASAP Utilities can be accessed by its own menu button in Excel’s main menu bar:

EI Microsoft Excel - Book2 g@
IE_] File Edit Wiew Insert Format Tools Data ‘Window Help | ASAP Utiities Type & question farhelp = - & X
N EHS S E S R0 8 = o sl ) QY 1 s Contral . v B ZU|S=EE=E|S %|ElE- 5 A 0
Al - &~ 2. Favorites & Shortcuts 3
1AIECDEF—ME'Ect b|J|L<|L|M|N|o|_7
2 4, Sheets 3
I S. Range 3
% &, Columns & Rows »
E 7. Humbers 3
L 8. Text 13
B
T 9, Formulas »
10| 10, Eil s
L 11, Formak 3
12
F 12, Objects & Comments 3
14 13, web ,
}—g 14, System 3
I 18, Information 3
18] 16, Impart »
19
Z_D 17. Export 13
21| 18, Start ,
% 19, ASAP Utilities Cptions 3
E ¥ 20, Find and run a utility...
25
SR @ 21 Info..
Z # | Registered version...
|28 |
129
E
Ei
132
133
34 -
4 4 » n]\Sheetl /Sheet2 / Sheetd / < Al
Ready
By default this is the letter A (so you can access the ASAP Utilities menu with Alt+A.),
however in some countries this conflicts with other menu items (such as Ansicht as
German for Menu, Data in Dutch for Data and Archivo for File in Portugal and Brazil).
Therefore, in the following countries the hotkey is the letter S:
= Germany = Spain
= The Netherlands = Brazil
= Sweden = Portugal
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ASAP Utilities in Excel 2007 with the blue Excel color scheme:

.'/l;{n [= I ] = Bookl - Microsoft Excel - = x
o =
~ Home Insert Page Layout Formulas Data Review Wiew ASAP Utilities @ - = x
", (g % [dsheets - 4 Columns=Rows - %} Numbers ~ &5 Web ~ [Zitmport | & ASAP Utilities Options = b Find and run a utility
[#] Range = |~ Objects=Comments = | A Text - |83 Information - &) Export - || @ Registered version & Online FAQ
My favorite | Vision Select . _—
taals = Contral - = Fill » Format =~ J= Formulas - (B8] System ~ b Start~ a Re-run last utility 0 Info
Favorites Time saving tools Options and settings Info and help
| Al - £|
A B G D E F G H I J K L M N o
[ 1
2
3

- YAl Bookl -
Home Insert Page Layout Formulas Data Review View ASAP Utilities
" C% [Isheets ~ [[[] Columns+Rows > %} Numbers ~ 35 web ~ [ Impart - || %7 ASAP Utilities Optians = || b Find and run a utility
] Range - |x] Objects+Comments - | A Text ~ % Information ~ Ig] Export - || Registered version & Online FAQ
My favorite || Vision Select . — -
tools = Control ~ =i Fill~ L{éﬁ- Format S Formulas - B8 System ~ b Start - Re-run last utility OIHT’U

=] = Bookl - Microsoft Excel - = x
Home Insert Page Layout Formulas Data Review View ASAP Utilities @ - = x
" C{ [% [ sheets ~ [} Columns+Rows > [B} Numbers ~ 25 web ~ [ mpart ~ || B ASAP Utilities Optians = || b Find and run a utility
] Range ~ | Objects+Comments ~ [ A Text ~ €% Information ~ ] Export - || § Registered version @ Online FAQ
My favorite || Vision Select : p— -
tools Control ~ =i Fill~ Format = Ji Formulas ~ System ~ b Start = Re-run last utility @Im‘o
Favorites Time saving tools Options and settings Info and help
a1 - A ¥
EB...p e e P s e bl L s e slc L bbbl o =
1 | =]
] "
2|
2

Short descriptions

Vision control...

Quickly navigate through your worksheets and change the way they are displayed.

This tool shows the immediate result or your changes, for example if you uncheck the grid,
you will see the effect immediately.

= Worksheet settings:
- Gridlines
- Page breaks
- Row column headers
- Zero values
- Formulas
- Outline symbols
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- Zoom, you can use a slider to set the zoom percentage. As you slide you will
immediately see the result.

= You can quickly apply the settings of the selected worksheets to all worksheets in your
workbook.

= Workbook settings:
- Sheet tabs
- Horizontal scroll bar
- Vertical scroll bar
- Reference style: A1 or R1C1
- Show objects: show all, show placeholders or hide all

= Display settings for Excel on the application level:
- Formula bar
- Status bar
- Toolbars
- Full screen
- Comments: none, comment indicator only or comment indicator

With this tool you can also:
- Browse through all open workbooks.

- Browse through the worksheets in your workbook and quickly see the settings
per worksheet.

- Quickly change the way your worksheet, workbook or Excel is displayed.
- Remove the selection restrictions in all worksheets.

- Set the default folder to the path of the selected workbook. This causes the
dialogs for opening and saving files to start in this folder the next time you use
them.

- Reset the statusbar. Useful when the status bar is locked, for example with a
certain message due to a macro that was not properly finished.

- Reset everything to default application settings. This will reset the statusbar, set
the calculation to automatic, enable the display of alerts
(Application.DisplayAlerts = True), set the cursor to default and enable all
toolbars.

By default this utility can be started with the shortcut Control+Alt+V.
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ASAP Utilities - Vision Control

Open filesfworkbooks Settings for current workbook | application settings ]
0001 Example, xls
| P Sheet settings wworkbook settings
Cush i 2
LSO views Iv Gridlines Iv Sheet tabs
| j [ Page breaks IV Horizonkal scroll bar
Worksheets in this file: v Row & column headers IV Wertical scroll bar
week 01 - v Zero walues Reference style;
week 02 r Enrn.ﬁulas a1 CRICE
week 03 ¥ Cutline symhiols
week 04 Show objects
Zoom
A J ﬂ * Show all
i " Show placeholders
week 07
wresk 08 100% £ Hide &l
week 09
Weell: 12 Zoom in on selection Current file's path:
Week 12 L:\Projects\ASaP Ltiities
e {ScreencastiExcel
wweek 13 Apply current settings to all
week 14 worksheets
week 15
week 16 Remove selection
wegk 17 restrictions in all worksheets ] tShEt thethdefault il i
week 18 B
week 19
week 20
wweek 21 ~|

Close

Most common settings

ASAP Utilities - Vision Control

Open files/workbaoks Settings For current workbook  APplication settings
| Bookl
Application settings

Customn views: W B
| j W Status bar
‘Worksheets in this file: Iv Toolbars

Shest! [ Full screen

Sheet2 Show comments

Sheetd

" Mone
& Comment indicator only
" Comment & indicator

Reset statushar

Reset everything ta default
application settings

Most common settings

Close

52.2 Favorites & Shortcuts

In this submenu you can create a selection of your own personal favorite tools.

1 Organize your favorite tools...
ASAP Utilities contains a lot of different utilities.

With the "Favorite tools" you can add the tools from ASAP Utilities that you use most
frequently and assign your own shortcuts to them.

By default the list is filled with the following tools:
Shortcut Utility

= Ctrl+Alt+A Select adjacent cells in column with the same value
= Ctrl+Alt+B Reload all installed add-ins (rebuilds the menu)
= Ctrl+Alt+C Color each n'th row or column in selection...

List of tools
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Shortcut

Ctrl+Alt+D
Ctrl+Alt+E
Ctrl+AIt+F
Ctrl+Alt+G
Ctrl+Alt+H
Ctrl+Alt+1
Ctrl+Alt+)
Ctrl+Alt+K
Ctrl+Alt+L
Ctrl+Alt+M
Ctrl+Alt+N
Ctrl+Alt+0
Ctrl+Alt+P
Ctrl+Alt+Q
Ctrl+Alt+R
Ctrl+Alt+S
Ctrl+Alt+V
Ctrl+Alt+X
Ctrl+Alt+Y
Ctrl+Shift+D
Ctrl+Shift+T

Utility
Deselect cells...
Set default path to current file

Create a list of filenames and properties in a folder...

Export selection or active sheet as new file...
Find and/or replace in all sheets...

Apply formula/calculation to selected cells...
Start the last used utility again...

Expand selection to last used column
Expand selection to last used row

Move or resize selected range...

Add new worksheet (fill in a name)...

Select cells based on content, formatting and more...

Convert formulas to their values

Quick numbering of selected cells...

Reset Excel's last cell

Save file and create backup

Vision Control...

Move selected range (only values)...

Paste special (with combinations)...

Insert current date and time with seconds
Insert current time with seconds

= Ctrl+Alt+2Z Find a utility (search help)...
{elp | ASAP Uilities
¥ D 1. ¥Wision Contral,., @ % .
1 o 2, Favorites & Shortcuts L 1. Qrganize your Favorite tools. ..
3. Select 3 DEB 1. Select adjacent cells in colurmn with the same value Chrl+alt+a
F 4. Sheets b |H 2. Reload allinstalled add-ins (rebuilds the menu) Chrl+alt+B [_
5. Range v | ¥ 3, Calor each nth row or columin in selection. ., Chrl+alk+C
&, Columns & Rows b | 2 4, Deselect cells,. Chrl+-Al+D
7. Murnbers 3 @ 5. Set default path ta currert: file Chrl+Al+E
8. Text } '/21 6. Create a list of filenames and properties in a Folder...  Crel+alk+F
9. Farmulas 4 % 7. Export selection or active sheet as new file... Chrl+alk+G
1a. il v |@h & Find andfor replace in all sheets. .. Chrl+alt+H
11, Eormat } % 9, apply Formulajcalculation to selected cells. . Chrl4+alt+1
12, Objects & Comments P | B 10, Start the last used utility again. .. Chrl+alt+]
13. Wieb b= 11, Extend selection ko the last used column Chrl+alk+k
14, System b | ¥ 12, Extend selection to the last used row Chri+alt+L
15, Information b |E81 13, Move or resize selected range... ChrlHAlE+M
16, Import b | #7714, Add new worksheet (fil in a name). .. Chrl+Alk+H
17, Export 3 ? 15, Select cells based on content, formatting and more...  CtrH-al+0
18, Start b .}zﬂ? 16, Change Formulas to their calculated values Chrl+alt+P
19, ASAP Ukilities Options 3 %E 17. Quick numbering of selected cells... Chrl+Alk+0)
b 20, Find and run a utilicy, .. 18, Reset Excel's last cel Chrl+alk+R
0 21, Info... lﬁ 19, Save file and create backup CerlH-al+5
¥ Regstered version,.. ,O 20, Vision Corkral.... Chrl+-Alk+y
in,—.u 21. Mowve selected data (only values)... Chrl+alk+x
FR 22, Paste special (with combinations)... Chrl+alk+y
$E 23, Insert current dake and time with seconds Ckrl+5Shift+0
@ 24, Insertt current time with seconds Chrl+Shife+T
b 25, Find and run a utility. .. Chrl+alt+2
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The shortcuts are also visible throughout the rest of the menu:

=lp | ASAP Liilities
F SO 1 wision Contral. .. ) &
=) 2, Favarites & Shortcuts 3 é 5

1 3. Select b |[F81 1. Move or resize selected range... ChrH-Alk+M

F 4. Sheets v | 7 2 Deseleckcells.. Chrl+alk+D [_
5. Range LY 3. Inverse selection, ..
6. Columns & Rows 3 E E 4. Merge selection of selected areas
7. Mumbers v |SE 5. Select cells based on content, Formatting and mare..,  CtrH-A+O
8. Text » |5F 6. Conditional row and columin select, hide or delste. .,
9. Enrmulas 4 uzn 7. Select adjacent cells below ackive cell with the same value
10, Eil L4 uzn 8. Select adjacent cels in column with the same value Chrl+alk+a
11, Format P |4 a9 Extend selection to the last used row Chrl+al+L
12, Chjects & Camments ¥ | = 10, Extend selection ko the last used calumn Chrl+AlE+HK
13, Web Fla .o

You can customize you favorite tools and assign your own shortcuts:

ASAP Utilities - Organize your favorite tools

Available tools: ‘our Favorite tools:
j Select adjacent cells in column with the same value

Reload allinstalled add-ins (rebuilds the menu)

Color each n'th rowe or column in selection,

Deselect cells. ..

Set defaulk path to current file

Create a list of flenames and properties in a folder. ..

Export selection or active sheet as new file. ..

Find and/or replace in all sheets...

Apply formulafcaloulation ko selected cells...

Start the last used utility again. ..

Extend selection ko the last used column

Extend selection ko the last used row

Remove Move or resize selected range...

— Add new warksheet (fill in a name). ..

Select cells based on content, formatting and more. ..

Change Formulas to their calculated values

Cuick nurmbering of selected cells. ..

Reset Excels last cell

Save file and create backup

Wision Contral,.

Move selected data {only values)...

Paste special {with combinations). ..

Resel bo default Insert current date and time with seconds
values Insetk current time with seconds

Find and run a utiliey. ..

LA

E
I¥ Display submenu name in list shortcut: Chl+Al+D - assign

Deselect cells. .

Close Save ‘

You can also double-click on the list to add or remove a tool.

Save and
close

52.3 Select

A collection of utilities that makes it easier to select what you want.

1 Move or resize selected range...
With this utility you can easily move or resize your selected range of cells.
This utility will only change you selected range of cells only, not the data underneath it.

This is very powerful tool in combination with for example the "Conditional row and
column select, hide or delete..." utility. For example if you have to make the cells in column
B bold where the value in column A is "The Netherlands". You can then use the conditional
select on column A and then use this "move" utility to move your selected range one
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column to the right. You then have selected all cells in column B that have in the same row
the value "The Netherlands" in column A.

By default you can start this utility with the shortcut Control+Alt+M.

Move and resize I Change selection |

| | Reset |
Use the large buttons to move - shorkcuks:
and the small ones to resize
wour selection Alt+U = up
- AlE+D = down
Al = left
Alb+R = right
L L] 1L » 1
ill last row till last column
Close:

Deselect cells...

With this utility you can deselect cells, something that is normally not possible in Excel.

In most MS Windows programs you can deselect by holding the Control-key. That does not
work in Excel, which is why this utility is very useful.

By default you can start this utility with the shortcut Control+Alt+D.

A

ASAP Utilities - Deseleck x|

Select the cells to deselect

[$c412:40521
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3 Inverse selection...
This utility will invert your selection.

It will ask you to select a range, and extract your current selection from it. What remains is
a selection which consists of the new cells, but without your initial selection.

This can be useful for example when you want to select a lot of cells, except for a few
ones. This is a bit of the opposite of the "Deselect cells..." utility.

4 Merge selection of selected areas
This utility merges multiple contiguous selections (areas) of cells into a new selection.

Sometimes Excel needs one selected range to perform certain actions and gives you the
error "The command you chose cannot be performed with multiple selections. Select a
single range and click the command again.".

If the resulting selection is a solid square range you can use this utility to combine the
multiple selections into a new single selection.

If the individual selections together make a contiguous rectangle, you can use this tool to
create a new single selection.

For example when your select the range [A10:A50] and [B10:B50], this tool will make it
one selection: [A10:B50].

Microsoft Excel

' The command vou chose cannat be perfarmed with multiple selections.
L)

Select a single range and click the cormmand again.

5 Select cells based on content, formatting and more...

With this tool you can select cells based on their value, formatting style and other
properties.

You can for example select all cells between 50 and 250 or all bold cells or all red cells.
= You can use the following criteria to select cells based on their contents:

- between

- not between

- equal to

- not equal to

- greater than

- less than

- greater than or equal to

- less than or equal to

- begins with

- does not begin with

- ends with

- does not end with

- contains
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does not contain

like (text, with use of wildcards)
not like (text, with use of wildcards)
duplicate values

unique values

empty cells

not empty cells

FALSE

TRUE

text length

odd numbers

even numbers

number (constant)

number (formula)

number (link to sheet)

number (link to file)

formula with reference to file
formula with reference to sheet

= You can use the following criteria to select cells based on formatting and more:

52

cell color

font color

font name

font size

font = bold

font <> bold
font = underline
font <> underline
font = italic

font <> italic
strikethrough
has hyperlink
has comment
protected cells
unprotected cells
odd rows

even rows

odd columns
even columns
visible cells
hidden value/formula
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Some people use this utility as an alternative for or addition to Excel's AutoFilter.

By default this utility can be used with the shortcut Control+Alt+0.

ASAP Utilities - Advanced cell selecting

Based on content  Based on formatting and more ]

Select all cells based on its Format:

" Worksheet I~

$ ¥ fwkn close after selecking

" Entire column

cell color j of cell: | B3 J
Select in 270 cells:
o el
* Range: A1:130
- D " Entire row

Example select by color; select all blue cells within the selected range:

A B © D E F G H J
1 |Select all blue cells
2
3 co1 C02 c03 Co4 C05 C06 co7 C08
4 A 923 330 475 133 373 288 192 774
5 B 979 714 495 839 142 178 272 162
B C 109 349 302 3% 572 392 164 276
7 1] 396 455 242 962 584 300 380 642
g E 211 ] 862 425 871 92 436 304
g F 869 788 595 124 523 100 768 720
10 G 302 429 744 19 &4 794 755 416
) H 4 558 ASAP Utilities - Advanced cell selecting
12 1 573 952
13 J 299 952 Based on content  Based on formatting and more }
14 K 593 145
15 L 166 2 Select all cells based on its format:
16 M 64 458 - | of cell
= N = i cell color J | 4 E‘
13 0 136 454
19 P 718 679 Select in 200 cells:
a0 | I Cramge  Jemm s o9&
21 R 734 719 - £ Entire row
22 S 295 138 (" workshest r " Entire calumn
23 T 436 795
24 u 366 459
25 \ 456 268
2B W 13 991 ¥ ko close after selecting @
27 X 172 895
28 Y 3 403 51 905 918 303 264 247]
2
30

All blue cells are selected:

A B C b} E F G H
1 |Select all blue cells
2
3 o1 €02 €03 Co4 €05 €06 co7 Cog
4 A 923 475 133 373 283 192 774
5 B 979 714 435 39 142 178 272 162
B C 109 349 302 396 572 392 164 276
7 1] 396 455 242 962 584 300 380 642
g E 21 54 862 425 871 a2 436 304
3 F 863 788 295 124 523 100 768 720
10 G 802 429 744 19 a4 794 755 416
1 H 41 bl 93 79 897 228 564 933
12 | o973 952 22 243 41 28 373 A7
13 J 299 952 913 74 78 833 256 946
14 K 593 145 174 842 o977 987 245 471
15 L 166 2 441 868 598 899 313 BE7
16 M 64 458 470 834 785 822 579 799
17 N 277 911 251 718 642 a7 b43 425
18 0] 136 494 496 500 71 503 963 411
19 P 718 679 797 N 275 M 366 216
20 Q 30 324 343 B36 169 803 910 a7
21 R 734 719 285 933 455 27 1584 64
22 S 295 138 407 322 863 55 264 27
23 T 436 796 305 798 487 729 936 954
24 u 366 459 422 96 GO7 52 470 24
25 v 456 268 926 791 457 BO7 807 174
26 w 413 2991 768 93 769 364 an 21
27 X 172 895 36 1493 480 240 o47 834
28 Y 3 403 a1 906 916 303 284 247
29
an

List of tools
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Remark:

The speed of the utility decreases if the matching cells are in many non-contiguous blocks
of cells. The speed can be increased by first sorting your data.

You cannot use this utility to select cells on a condition that is set via conditional
formatting.

Due to a limit in Excel, this utility can select a maximum of 8192 non-contiguous blocks of
cells. More information about this is on the Microsoft website:

http://support.microsoft.com/default.aspx?scid=kb;en-us;832293

When you use the utility to select like (text) or not like (text), you can use Excel’s
advanced features (from the Help file of Excel 2002):

Built-in pattern matching praovides a wersatile toal for string comparisans, The pattern-rmatching features allow you to use wildcard
characters, character lists, or character ranges, in any combination, to match strings. The following table shows the characters
allowed in pa#ern and what they match:

Characters in

patiern Matches in string

? Any single character.

* Zero or more characters,

# Any single digit {0-2),

[chariist] Any single character in chariist,
[Vchariist] Any single character not in chariist,

A group of one or more characters {chawist) enclosed in brackets ([ 1) can be used to match any single character in s#ving and can
include almost any character code, including digits,

Mote To match the special characters left bracket ([, question mark {?), number sign {#), and asterisk (*), enclose them in
braclkets. The right bracket (1) can't be used within a group to match itself, but it can be used outside a group as an individual
character,

By using a hyphen {-) to separate the upper and lower bounds of the range, chariist can specify a range of characters, For
example, [A-2] results in a match if the corresponding character position in s#ing contains any uppercase letters in the range A-
Z. Multiple ranges are included within the brackets without delimiters.

The meaning of a specified range depends on the character ordering valid at run time {as determined by Option Compare and the
locale setting of the system the code is running on). Using the Option Compare Binary example, the range [A-E] matches A, B

and E. With Option Compare Text, [A-E] matches 4, a, &, 4, B, b, E, &, The range does not match E or & because accented
characters fall after unaccented characters in the sort order.

Cther important rules for pattern matching include the following:

® An exclamation point (1) at the beginning of charfist means that a match is made if any character except the characters in
charlist is found in s&¥ng. When used outside brackets, the exclamation point matches itself,

e A hyphen (=) can appear either at the beginning (after an exclamation point if one is used) or at the end of chariist to match
itself. In any other lacation, the hyphen is used to identify a range of characters.

# When a range of characters is specified, they must appear in ascending sort arder (from lowest to highest), [A-Z] is a walid
pattern, but [Z2-4] is not.
e The character sequence [] is considered a zero-length string {"").

In some languages, there are special characters in the alphabet that represent two separate characters. For example, several

languages use the character "&" to represent the characters "a" and "e" when they appear together. The Like operator recognizes

that the single special character and the two individual characters are equivalent.

when a language that uses a special character is specified in the systerm locale settings, an ocourrence of the single special
character in either pattern or s#ing matches the equivalent z-character sequence in the other string. Similarly, a single special
character in pa¥ern enclosed in brackets (by itself, in a list, or in a range) matches the equivalent 2-character sequence in sting.

Conditional row and column select, hide or delete...

Conditionally select, hide or delete entire rows or columns with a specified value, duplicate
rows or columns, or empty rows or columns.

Criteria to select, hide or delete:

between
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= not between

= equal to

= not equal to

= greater than

= less than

= greater than or equal to
= less than or equal to

= like (text)

= not like (text)

= duplicate values
(if you choose to delete, the row/column with first value will be kept).

= unique values
(performs action on all values that only appear once).

= empty cells

= completely empty rows
= odd rows/columns

= even rows/columns)

Remark:
This utility will not (yet) select cells that are formatted using conditional formatting
For more flexibility and options, use the utility:

Select » Select cells based on content, formatting and more... on page 51.

7 Select adjacent cells below active cell with the same value

Select all adjacent cells below your selected cells that have the same value as your selected
cell. This utility used to be called "Select cells in column with same value (below active cell)"

8 Select adjacent cells in column with the same value

Select all adjacent cells above and below your selected cell, that have the same value as
your selected cell (group).

By default this utility can be used with the shortcut Control+Alt+A.

Example:

| Microsoft Excel - Book1
File Edit Yiew Insert Format Tools Data  ‘window Help  ASAP Utilities

DS E® SRV & B < % = -2 El
Ad - A group C
A B © D E F G H
1 |group january february  march april may
2 |group & 703 637 682 279 239
3 |group B 276 [2=la] 952 1 318
4 |group C 47 273 437 5598 581
g |group C B&2 &00 BES 783 99
B |group C 403 [=inic] 342 a3 345
7 |group C 300 EE4 442 934 7E8
8 |group C a7 B17 =E] 102 703
9 |group C 851 284 =] 340 779
10 |group | 1000 131 154 277 71
11 |group | E7E 507 12 277 114
12 |group K 248 384 a74 77 333
13 |group L 603 199 343 629 551
A e \ 434 - ~me aaa 70

This utility used to be called "Select cells in column with same value (below active cell)"
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Extend selection to the last used row

Expand your selected range to the last row used on your sheet.
Very useful when you want to copy a formula down to the last row.

By default this utility can be used with the shortcut Control+Alt+L.

Extend selection to the last used column

Expand your selected range to the last column used in your sheet.
Very useful when you want to copy a formula down to the last column.

By default this utility can be used with the shortcut Control+Alt+K.

Select cell in selection where value changes
Select the cell in a selected range, where the value changes.

This is helpful when dealing with a huge amount of same values and you want to “jump”
down to the cell where the value changes.

Select cells with the smallest number

Select the cell with the smallest number in your selected range. It uses the =MIN() function
to determine the smallest value and then selects that particular cell. If there are more cells
that have the same minimum value, only the first cell is selected.

Select cells with the largest number

Select the cell with the largest number in your selected range. It uses the max function to
determine the largest value and then selects that particular cell. If there are more cells that
have the same maximum value, only the first cell is selected.

(This utility use to be called 'Select cell with maximum value')

Select all cells with an error
Select all cells that produce an error in the formula, like #N/A, #VALUE! etc.

If you want to hide these errors, read the information about our “Custom formula error
message” utility on page 67.

Select all sheets in your workbook
Quickly select all sheets.

Print preview selection
Print preview, showing only your selection.

Print selection
Print your selection immediately to the default printer.
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Set current selection to all worksheets
Set your currently selected range, as default selected range to all worksheets.

Sheets

A selection of sheet utilities

Add new worksheet (fill in a name)...
Add a worksheet. You'll be prompted to type a name for the sheet.

This way a sheet is added with the name you provide. Can be easier than inserting a sheet;
double-click it and then typing the name.

By default this utility can be started with the shortcut combination Ctrl+Alt+N.

If you just want to insert a sheet remember that Excel has the shortcut Shift+F11 to
quickly insert a worksheet.

Insert multiple sheets (uses the cell values as sheet names)...

Add worksheets with the names defined in the selected cells. You can use a template
worksheet in your document to control the way the new sheets are formatted.

To use this:

1. Type the names of the new sheet names in a range of cells. (You can use our Quick
numbering of selected cells... utility on page 88 to speed this up).

2. Then start this utility and a sheet will be created for each cell in your selection with the
name of that cell.
You can choose a certain worksheet from your workbook to use as a template and you
can choose to color the new sheet-tabs based on the cell’s color.

A B c D E F G H
1 |TEAM A Q01
2 [TEAM A QO2
3 [TEAM A - q .

I -

4 [TEAM A ASAP Utilities - Quickly add multiple worksheets
9 [TEAM B 1| workshests to be created: 40
? ¥Eim g Do you wank ko add 40 worksheets with the names defined in selecked cells For
o TEAMB example like 'TEAM & Q01" as in the first cell in vour selection?

9 |TEAM C Optians
10 [TEAM Iv Color sheet-tabs based on cell colars

11 [TEAM C
12 [TEAM © Template for the new sheets:

13 [TEAM D ‘ {none, create blank sheet) j Cancel
14 [TEAM D

15 [TEAM D Q15
16 [TEAM D Q16
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5 Microsadt Excel - 10T Copy valies to compty cetb bebaw filled cells n selection 2 v =]
Dtk oo ton fowt fmat [oe G Hrden tok GeArLbkies e
FHaH & H

P BT o- Q-0 e - -« B 3 &5 B e b senp
£ TEAM A CO1
& C o € ¥ & W i T 3 L W W El =

W et L TEAM & (1 £ TESM 8 Q02 / TEAM & 00 { TEaM & G0+ SRR SR SR MR v ¢ <00 [ e € 310 £ 18|11

NOTE: Colored tabs are available since Excel version 2002/XP.

Rename current sheet...
Rename the active sheet. It gives the same result as double-clicking on the sheet-tab.
The benefit of having this as a utility is that you can now assign a short cut to renaming

the active sheet by adding it to your ASAP Utilities favorites menu. See Error! Reference
source not found. on page Error! Bookmark not defined..

Change name of selected sheets to selected cell's value
Change the name of each selected worksheet to the value in your selected cell.

You can for example rename all selected worksheets and give them the name of cell A1 of
every worksheet.

Insert sheet(s) name in selected cell(s)
Insert the sheet name of each selected sheet into the cell selected on each sheet.

You can for example have the sheet name put in cell A1 of every selected worksheet.

Create an index page with links to all sheets (clickable)...

Create a clickable index sheet. This will work kind of like a menu. Very handy when your
dealing with large files with a lot of charts and sheets.

ASAP Utilities - Sheet indexer

Sheets ta index: Example

v Worksheets | Charts (as sheet) A | E
1 |Sheet Index:

Ovenarite existing index sheet ? 2 |_well nr. 001

- " 3 | well or. 002
4 | well nr. 003

Pasition of the inde:x sheet: 5 |_well nr. 004

(%" First: " Last " Before current sheet B | el or. 005
7 |well or. 008

Index order: 8 |_well nr. 007
9 | well or. 008

' alphabetically (Ascending) Wﬁ

" Alphabetically (Descending) Tﬂz

(" Original workback order N _Well nr.

" worksheets first, then charts 13 _ell ar. 011

il o ;A
" Charts first, then worksheets
Close
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Mic rosoft Excel - Book2 E]@
@ Fil=  Edit VYiew Insert Format Tools Data ‘Window Help  ASAP Utilities - -8 X
Dy LY & B2R- < @ = -8 % @l 00 - [3) 7 Al .

C36 - f
A B (& D E F G H | J K=
1 |Sheet Index: =
2 SERYERDT
3 SERWEROZ b
4 SERYEROS
5 SERWEROA
6 |_SERVEROA
7 |_SERVEROE
8 SERVEROY
g SERYEROE

10 |__SERWEROS
11 |_SERYERIO
12 | SERYERN
13 |_SERYER1Z
14 |_SERVER13
15 |_SERVER14 =
4 4 » ]\ Sheet Index { SERVERDL / SERWERD2 { SERVEROZ { SERVERO4 / SERVEROS / SERVERDS f SERL |4 | I
Ready

To quickly return to the index sheet ASAP Utilities as added a new name to your workbook
that refers to cell A1 on the index sheet (___INDEX_SHEET___ASAP_Utilities). To quickly
return to the index sheet select the name from the dropdown:

Mic rosoft Excel - Book2 E]@
@ Fil=  Edit VYiew Insert Format Tools Data ‘Window Help  ASAP Utilities - -8 X
DEEYE SRY & BRI o~ @ = -8 % @l 00 - [3) 7 Al .
B27 . A
INDEx_SHEE L[SB C D E F G H | J K =l
7 =l
2
3
4
5
B
7
8
9
10
11 —
12
13
14
15 =
4« v ¥ SERVEROS / SERVERDG [ SERVEROY / SERVEROS % SERVEROO / SERVERID / SERVER1L / SERVEI| 4| | ol
Ready
NOTE:

In Excel you cannot create a hyperlink to a chart-sheet. ASAP Utilities has made a
workaround for this by creating a macro for this, however as a side effect this means that
if your workbook contains chart-sheets and you give it to somebody that doesn't have
ASAP Utilities, they will get an error-message stating that the macro cannot be found
when selecting the link to the chart on the index-sheet.

7 Print multiple sheets at once...

Display a dialog box to select the sheets and charts to print and so print multiple at once.

If you have used page numbering, the page number will start with 1 on every new sheet.
In a future version we will build in an option for continuous page numbering.
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ASAP Utilities - Print Sheets

Open files: | Bookl j

‘whorksheets ] Charts ] ]

Worksheets in selected file:

week 01 -

week 02 printer
week 03
week 04 AT

week 05
wesk 06 Caleulate

wyeek 07 pages to prink
sweek 08 e

‘Worksheets: &
Charts:

wreek 09
week 10
week 11
week 12
week 13
week 14

week 15 j

O00000EREEOOOOO

Exit

Mone Inverse | Al | ‘

Remove all empty worksheets
All sheets without any data or formatting will be removed.

This, for example, can be used to clean up your workbook before a colleague has to work
with it and set the focus only on sheets that are in use.

Unhide all sheets
Make all hidden and xIVeryhidden sheets visible at once.

Hide selected sheets
Hide all selected sheets at once.

Hide selected sheets extra (xIVeryHidden)
Make selected sheets xlIVeryhidden.

This way the sheet cannot be made visible the normal way (Format » Sheets » Unhide).
They can only be made visible using a macro (or using ASAP Utilities).

Sort all sheets...

Sort all sheets in your workbook.
You can specify to sort the sheets alphanumeric (text), numerically (numbers) or by their
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tab-color. You can also specify to sort the sheets ascending (A-Z) or descending (Z-A).

ASAP Utilities - Sort sheets

Options

(% Sort alphanumeric (Fext)

" Sort numeric (numbers)

" Sort by tab colar Cancel

Sorking order
% ascending (A-2)
" Descending (2-)

Example:

Before:
1| auy zour 1y ) ™ cou e 1w o v
22| sep 2007 181 49 38 74 29 80 197 203
=] alet IOOT 100 110 1000 1000 a7 i =4 140 17 r
M 4 v M Vienna  Dublin £ Mew vork  London £ Amsterdam / Copenhagen f Minsk / |<1 ? W[
Ready

After:
1| auyzour 1o " oo ez P Voo o -
22| sep 2007 181 49 38 74 29 =] 197 203
a3 alet 00T b [wl=} 11E 1E0 130 22 e 140 17 il
M 4 v M} tmsterdam [ Copenhagen f Dublin f London £ Mingk 4 Mew vork b Vienna / |<1 r v
Ready

NOTE: This utility use to be called “12 Sort all sheets in alphabetical order”.
To be able to sort by the tab-colors you need at leest Excel 2002/XP.

Set print area on selected worksheets
Set your currently selected range of cells as print area on all selected sheets.

Clear the print area on selected sheets
Remove the manually set print area from all selected sheets

Remove all page breaks on the selected worksheets
Remove all pagebreaks in your active sheet.

Put together rows or columns from several sheets...

This utility will put together (join, consolidate) the selected columns or rows of each sheet
into a new sheet (summary-worksheet).

Usage:

1. Select the desired sheets.

2. Start this utility, then select the column(s) or row(s) you wish to put together

This utility will copy the selected columns or rows from each selected sheet, and combines
them into a new sheet.
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ASAP Utilities - Put together rows or columns

Consolidate { merge into a new worksheet:

This utility will copy the specified columns or rows from each
selected sheet, and combines them inta a new sheet,

40 ko 50 From every selected workshest, Close

& columns: | IT J
" rows: J

Walues or references:

(* Copy values " Create dynamic links (references)

“ou can for example collect the data in columns F or rows

If you use the option “Create dynamic links” the new sheet will contain formulas with a
cell reference to the original data. If you choose to create dynamic links, the display of zero

values will be turned off. (Tools » Options » View » Zero Values)

This utility used to be called “Summarize rows or columns from several sheets” but has
been renamed because some people associated it with the use of the SUM() formula in

stead of creating a summary.

Protect multiple sheets at once...

Protect all sheets in your workbook with the same password at once.

Normally if you want to protect multiple sheets in Excel you have to protect them one by

one.

Depending on the Excel version you have, you can use additional settings.

Excel XP/2002/2003/2007:

ASAP Utilities - Protect multiple sheets

Type a password to prevent unauthorized users

is case sensitive, can be up to 255 characters long, ¥ select locked cells
and can contain any combination of letters,

I Format cells

I Format columns
I Format rows

I Insert columns
I Insert rows

[ Insett hyperlinks
I Delete columns
I Delete rows

Enter passward {optional)

|mmw*

Re-enter passwaord

|»<»<a<>m<»<*|

v Mask password ™ Sort
I Use autofilter
Protect ™ Use pivok tables
[ Edit object:
% selected (3) sheets " &l sheets - hjects

I Edit scenarios

Close oK

From removing the sheet protection, The password Allows all users of this warkshest to

¥ Select unlocked cells
rumbers and sympals
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Excel 2000 has limited protection options:

ASAP Utilities - Protect multiple sheets

Type a password ko prevent unauthorized users

From remaving the sheet protection. The password Protect warkshest for
is case sensitive, can be up to 255 characters lang,
and can contain any combination of letters, [¥ Contents

rumbers and sympols
L v Objects

Enter password {optional) ¥ Scenarios

|*M**M

Re-enter password
|*******|

W Mask password

Protect

(+ selected (8) sheets " all sheets

Close oK

This utility use to be called “Protect all sheets...”

18 Unprotect multiple sheets at once...

Unprotect all sheets in your workbook with the same password at one time. Normally if
you want to unprotect multiple sheets in Excel you have to unprotect them one by one.

ASAP Utilities - Unprotect multiple sheets

If the sheets are proteced by a password, enter it below,
Leave the field blank if no password is required.

Password

W Mask password

Unpriokeck

* selected (7)sheets  { all sheets

Cancel

Just leave the password field blank if your sheets are not protected with a password.

This utility use to be called “Unprotect all sheets...”

19 Remove all unused styles on every sheet

Remove all unused styles from every sheet in your workbook which in most times fixes the
problems when you get the message “Too Many Different Cell Formats” in Excel.

What this message means is explained by Microsoft:
You receive a “Too many different cell formats” error message in Excel?

This problem occurs when the workbook contains more than approximately 4,000
different combinations of cell formats. A combination is defined as a unique set of
formatting elements that are applied to a cell. A combination includes all font formatting
(for example: typeface, font size, italic, bold, and underline), borders (for example:

location, weight, and color), cell patterns, number formatting, alignment, and cell
protection.

http://support.microsoft.com/kb/g213904/
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Freeze panes on multiple sheets at once
Freeze panes on all or all selected sheets at once, based on your current selection.

Normally in Excel you can only do this one sheet at a time. With this utility you can now
for example freeze the first row on all sheets at once.

Freeze panes on multiple sheets at once
Unfreeze panes on all or all selected sheets at once.

Remove unused empty ending rows/columns
All empty rows and columns at the right and bottom of your data will be deleted.

Useful when the “reset Excel’s last cell” utility doesn’t work.

You can see if you need this function when the end of your worksheet (Control+End
command) is much further than your actual data.

This utility might also reduce the size of your file.

Reset Excel's last cell

Sometimes the last cell isnt the actual last cell of you data. The actual last cell might be
completely different from what Excel thinks the last cell should be.

Indications of this are:

1. the end of your worksheet (Control+End command) is beyond your actual data.
2. the scrollbars are very small but you don’t have that much data.

This utility resets the last cell immediately.

By default this utility can be used with the shortcut Control+Alt+R.

From the Microsoft Knowledge base:

Microsoft Excel keeps track of all the cells that you use in a worksheet by using an “activecell” table
(also called a “dependency” table). In some cases, the last cell in this table may refer to a cell that is
outside of the worksheet area that you are using. When this occurs, random access memory (RAM)
or printing problems may result. This tool corrects these problems by resetting the last cell in the
table so that it falls within the area of the sheet that you are actually using.

When you save the workbook, the last cell pointer is automatically updated to reflect the last cell
that contains data.

I have experienced that the last cell is not always properly set by Excel. In that case you can
use this utility to correct that.

Range

A collection of “Range” utilities
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1 Find and/or replace in all sheets...

Search/find and/or replace in all sheets at once. This utility displays all matches in a box
which allows you to walk through the results easily.

With this utility it is easy to find text across all sheets. Also has the power to deal with
special characters such as line feeds (Alt+Enter), carriage returns and tabs.

Besides searching within all worksheets (default) you can also choose to only find/replace
on the active worksheet or within the selected ranges.

ASAP Utilities - Find | Replace in entire workbook

Find what:
|’: Precede wildcard characters like 7, or *, ar ~
by & ~ {tilde), e.g. use ~* to find an asterisk
Replace with:
| Close
ki

Search By Rows | I Match case {If:  =line feed {alt+enter)

{crk = carriage return

Loak in: Formulas +| I Find entire cells only ~ {tab} = tab character

Find/replace in:

{* Al worksheets " Current worksheet o

Expand ==

i

Select a row to jump ko the Found cell: Items Found:
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Advanced sorting...

Extend the sorting capabilities of Excel. You can now sort on 5 columns and we have

extended the characteristics to sort on.
You can sort on:

= Value

= Number Format

= Cell Color

= Cell Color Indexnr.

= Font Color

= Font Color Indexnr.

= Font Size

= Font Name

= Bold

= [talic

= Underline

= Strikethrough

= Text length

= Shuffle (randomize order)
= Formula

= Email address host (@...)
= Year-Month-Day

= Year-Day-Month

= Month-Day-Year

= Month-Year-Day

= Day-Year-Month

= Day-Month-Year

= Day of the week (start on Sunday)
= Day of the week (start on Monday)

Sort the data in random order
Sort your selected range random.

ASAP Utilities - Advanced sorting

Sart: ] Options ]

My datarange has: & Header row " Mo header row
sork by

| Suggested Cl'j | Cell Calar

j (¥ Ascending
" Descending

then by .
+ Ascend)
[ adGoup () v | Fonbedr  ~| - OO

nding

I Case sensitive

I” Case sensitive

Value
[y Mumber Format
Sl Cell Color

kKeyword (I} ¥ | | el Color Indexnr,

Fonk Color

Fonk Calor Indexnr,

then by Font Size
(none) - Fonk Mame
Bald
Ttalic
then by Underline

m Strikethrough
Text Length
Shuffle
Farmula
Email address host (@...)
Cancel Alphanumeric strings based on their numeric partions
- ‘ear-Month-Day
‘Year-Day-Month

Month-Day-Year
Month-Year-Day
Day-Y¥ear-Month
Day-Month-Year

Instead of a range sorted by certain columns this will produce a random sorted range of

cells.

Examples:

Before:

After:

66

Chapter 5



FREQUENTLY UPDATED

ASAP Utilities User Guide

fx 0

A13 - A18 1 A5 - b Ala £
A A

1 [Adan Roper 1 1 1 [Eneas Seaman 1 1
2 [Alino Orr 2 2 2 [Cassandra Pike 2 =
3 |Ann Hyman 3 3 3 |Katy Wvhitten 3 5
4 |Aguila Malone 4 4 4 |Faron Covington 4 16
5 |Cassandra FPike 5 5 5 |Aquila Malone 5 18
6 |Elisabeth Bohannon 6 B 6 |Adan Roper & 13
7 |Eneas Searnan 7 7 7 |Elisabeth Bohannon 7 17
& |Esteban Gentile B 8 8 |Esteban Gentile B 2
9 [Faron Covington 9 3 9 [Zuzanny Dietz El 12
10 [Katy Whitten 10 10 10 [Nevin Conway 10 14
11 |Mada Weathers 11 1 11 [Moises Mckenzie 11 15
12 |Maises Mckenzie 12 12 12 |Aking Orr 12 g
13 |Mevin Cormay 13 13 13 |Wictario Maring 13 4
14 |Nicole Conrad 14 14 14 |Raleigh Pace 14 10
15 |Mikolai Fugate 15 15 15 |Mikolai Fugate 15 7
16 |Raleigh Pace 16 16 16 |[Ann Hyman 18 11
17 |Victotio Maring 17 17 17 |Nicole Conrad 17 E|
18 |Zuzanny Dietz 18 13 18 [Mada Weathers 13 3
19 19 19 19

4 Flip selected cells
This will flip the selected cells.

For example if you have selected three cells in one row, containing the number 15, 16 and
17, this utility will reverse the order to 17, 16, 15.

before:
1

flipped:

L = o m
L AL AT e SR

This utility works for selections in one row or one column.

5 Move screen (place selection in top-left of screen)
Move the screen. This will place your selection in the left-top of the screen)

6 Show selection in center of screen

Place your selection in the center of your screen. Easy because you don’t have to use the
scrollbars.

7 Custom formula error message...

The custom formula error message makes it easy to display a custom message for formula
errors. This means that instead of e.g. #VALUE! You can have your own (more logical)
error message displayed.

What it actually does is it builds an =IF(ISERROR()) around it.
Say your formula is =VLOOKUP(B3,F1:G11,2,FALSE), but a corresponding value was not

found

A | B | ¢ | o |
1 januari march june
Z 1 44 53 106
3 2 1 SI FNA .I #NAA
4 3 32| FN/A #FNA
o 4 = a1 122
] 5 a1 i3 146
7 [ 35 42 #
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Let's say we want in this case the formulas with an error produce the result zero (0)
instead of the error.

What you can do is build an =IF(ISERROR(old_formula),[value in case of
error],old_formula) around it, either manually or with the help of ASAP Utilities.

ASAP Utilities - Hide all error messages

Errors to replace in selected cells

#yALLE!

#DIv/00
imfgﬁ? Cancel
#REF!

#MUML
FMULL!

Instead of the error display:
Tip: make the errar field empty ko
hide all errars

v skip existing error() Formula's

This will replace the original formula with the new error-catching version:
=IF(ISERROR((VLOOKUP(B3,F1:G11,2,FALSE))),0,(VLOOKUP(B3,F1:G11,2,FALSE)))

The main advantage of ASAP Utilities in this case is it is easier and quicker to use because
you don’t have to type the formula. Plus it can be used in a range of cells with different

formulas.

8 Paste special (with combinations)...
Paste Special, with multiple options combined, e.g. paste both values AND formatting at
the same time.

You have to copy your range of cells first (for example with Control+C)

By default this utility can be used with the shortcut Control+Alt+Y.

ASAP Utilities - Paste Special
Paste
v Formulas Iv validation
[~ Values IV &l except borders
VW Formats I™ Column Width
¥ Comments
Cperation
+ hone " Multiply
" add (" Divide
" Subtract
Extra
[ Skip blarks ™ Transpose
| Paste Link
Cancel

9 Paste values and formatting
Paste your selection with both values and formatting at the same time.

You have to copy your range of cells first (for example with Control+C)

10 Fill cells with their formatted value
Convert the value or formula in selected cells to the way they are formatted.
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For example cell A1 with the value [=12*2] formatted as [EUR 24,-]
This function will put ['EUR 24,-] in cell A1.

Copy formulas without changing their cell references...
Copy all formulas exactly without changing any references.

Normally you have to lock all references with $ if you want to achieve this. Not with this
function.

Move selected data (only values)...
Move the data in your cells, without the formatting.

Just like the copy and paste as values, but now moving.

Copy multiple selected ranges...
Copy multiple selected ranges at once. Something that is normally not possible in Excel.

If you make multiple selections (using ctrl + selection) and then go to copy, you get the
error message “That command cannot be used on multiple selections”. With this utility
you will be able to copy.

Transpose data with formulas...

Transpose data with formula. This will transpose your data and keep the correct formulas
(it will not change/update the cell references in the formulas).

This utility will also copy the cell’s formatting, comments and validation.

Clear duplicated values in selection (leave one original)

Removes duplicate values in selected cells. This will empty all duplicate values that are
found. The first cell containing the duplicated value will keep its value.

This utility compares the (calculated) values of the cells in your selection. For example a
cells with the value 12 is considered the same as a cells with the formula =3*4.

Cells with (formula) errors will be skipped.

Exampe:

Before: After:
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(=R B e y s RSV RN S R

A B

Australia
South America
Aftica

Asia

Australia
Antarctica
Europe
Europe

Marth Ametica
Aftica

Asia

Morth America
Australia
Australia
Africa
Australia
Aftica

Marth America
Morth America

A B

Australia
South America
Africa

Asia

Antarctica
Europe

[= B N SRS SR R

9 [Morth America

Count and/or color duplicates in selection...

This utility will tell you how many duplicate values there are in your selected range. It also
has the option to paint all duplicate cells with a certain color.

This utility compares the (calculated) values of the cells in your selection. For example a
cells with the value 12 is considered the same as a cells with the formula =3*4.

Delete all range names in selection

Remove all range names (defined names) in your selected cells.

Example:
Before: After:

Microsoft Excel - Book? Mic rosoft Excel - Book®%

File Edit ‘iew Insert Format Toc File Edit ‘“iew Insert Format Toc
wat - A 19% B2 - A 19%
subtotal B [ subtotal B c |
wat 1

2 VAT | 19%! 2 VAT I 19%!

3 total: 3 |total:

4 4

5 5

5} 5

Delete all range names in the entire workbook
Remove all range names (defined names) in the entire workbook.

Remark:

Be carefull to use this if you have used defined names in your formulas, because then your
formula will result in an error. For example if you have a formula such as =subtotal*2 and
then you delete name defined name “subtotal” the formula will result in a #NAME? error.

Columns & Rows

A collection of “Columns and Rows" utilities
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Conditional row and column select, hide or delete...
See Select » Conditional row and column select, hide or delete... on page 54.

Color each n'th row or column in selection...

Give each second (or thirds, you can specify this) row or column in your selected range a
color. Also know as color-banding.

This enhances the readability of complex large tables. There are two options: you can
either color the cells, or use a conditional formatting formula. With the second option
(Conditional formatting) the colors will be automatically updated when you insert or

remove rows or columns.

Choose your options:

ASAP Utilities - Color Rows and Columns

Color rows or columns

% Rows " Columns

Close

Options

Calor. ’? %H
Steps: ’T il

¥ Remove existing colors

-

v Conditional Farmatting

Select a color (based on the color palette in the current workbook):

ASAP Utilities - Select a color
HENENNNEBNN Gampk:
NN NN NN
[ | [ | |
[ | [ |
Clase

[ | | | |
H = HE NN
RGE walue: 234 234 234
HEX walue: HEAEAER y

X Edit colors
Colar index: 15
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Example of the result:

Microsoft Excel - Book3

File Edit Yiew [Insert Format Tools Data  Window  Help  ASAP Utilities

DEEHR SRY P RA-< v-o- &= 43 @d 0 -Di%, A -0 - B 7 U E=
GO - f HEALTH SERVICES
A B c D E F G

1_|Company ~v|[Symbol _ «|EPS ~|Time ~v|[Date  ~|Days Ieft +|HFDGRP ~|SUBGRP

2 |Accenture ACM 046  Time Mot Supplied  259-5-2006 0 DWERSIFIED SERVICES Business/M:
3 |Advanced Phaotonix AR T4, Tirme Mot Supplied  29-5-2008 0 ELECTROMICS Serniconduc
4 | American Greetings Corp. A 026  Before Market Open 29-6-2006 0 DWERSIFIED SERWICES Busginess/Md:
5 |ARKONA INC ARKMN.OB M Tirme Mot Supplied | 29-5-2008 0

6 |ATl Technologies ATYT 015 Tirme Mot Supplied  29-6-2006 0 ELECTRONICS Semiconduc
7 |CA CA 020 | After Market Close  29-6-2006 0 COMPUTER SOFTWARE & SERVICES  Application £
8 Chad Therapeutics CcTu A Tirne Mot Supplied  29-6-2006 DIHEALTH SERYICES IMedical App
9 |Constellation Brands, Inc. STZ 032 | After Market Close  29-6-2006 0/FOOD & BEVERAGE Beverages -
10 | Exide ¥IDE MA - Time Mot Supplied  29-6-2006 0 MANUFACTURING Industrial Ele
11 |FARQ Technologies FARD 003  Time Mot Supplied  259-5-2006 0 ELECTROMICS Scientific &
12 |GenCorp Inc. GY -0.21  Before Market Open  259-5-2006 0 COMGLOMERATES Conglomerat
13 |General Mills, Inc. GIs 081 Befare Market Open  29-6-2006 0 FOOD & BEWERAGE Food - Wajor
14 |GeoPharma, Inc. GORX [FA, Time Mot Supplied  29-5-2006 0 DRUGS Drug Relatec
15 |Hooper Holmes HH -0.01 [ Time Mot Supplied  25-5-2006 0 HEALTH SERYICES Horme Healtk
16 |IKB Deutsche Industriebank AG IKB.F A4, Befare Market Open  29-6-2006 u]

17 |Innovo Group IMNO T4, Tirme Mot Supplied  29-5-2008 0 MANUFACTURING Textile Man.
18 |Monsanto Company MO 1.20  Before Market Open 29-6-2006 0 CHEMICALS Specialty CF
19 |MEC Industrial Direct M 053  [Tirme Mot Supplied  29-6-2006 0WHOLESALE Industrial Eg
20 |Palm, Inc. PALM 023 After Market Close  29-6-2006 0 WHOLESALE Computers %

Merge column data (join cells)...
Merges (concatenate) the data in selected columns, and asks you for a delimiter.

— Insett between columns

value! I \ i o
JF = line feed (alt-renter) Gz |

{crk = carriage return
{tab} = tab character

This utility will
combine the data in
selected cells
tagether in the first
cell of each row.

[ Setkings

v Tanore all empry cells

™ Ianore empty cells at the end

treat cells as: I values (default) ,l

example:

cadmiurn, mgfkg d.s., 0,8, 12, 0,8, 2, 4, 7,5, 12, 3
anorg. Kwik, ma/kad.s., 0,3, 10, 0,3, 0,5, 1,2, 1,6, 10, 15
methyl-kwik, mafka d.s., 0,3, 1,4, 0,3

koper, ma/ka d.s., 36, 73, 36, 36, 60, 90, 190, 400

nikkel, mafkg d.s., 35, 44, 35, 35, 45, 45, 210, 200

lood, mofkg d.s., 85, 530, &5, 530, 110, 530, 530, 1000

=}

Merge row data (selected cells)...
Merges (concatenate) the data in selected rows, and asks you for a delimiter.

For example, when you have the following range, and use the merge rows utility with a
comma(,) the result will be that all the cell value will be merge into cell [A2]
(AAPL,AMAT,AMGN,ATML,BCRX, etc.) and cells [A3:A26] will become empty)
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Before: After
a ] B A B

1 | Symbol Mame 1 symbaol Mame
| 2 [aarL APPLE COMPUTI 2 [AAPLAMATAPFLE COMPUTER
| 3 |amar APFLIED MATER ER APPLIED MATERIAL
| 4 |aman AMGEN S AMGEN
| 5 |aTML ATMEL CORP B ATMEL CORP
| 6 |Bcrx BIOCRYST PHARM | 6 BIOCRYST PHARM |
| 7 |emcsa |comcasTcp a 3 COMCAST CP A
| & |csco CISCO SYS INC B CISCO 5YS INC
| o |pEWL DELL INC | 9 | DELL INC
| 10 [EBAY EBAY INC | 10| EBAY INC
| 11 |eooG GOOGLE 11 GOOGLE
|12 |InTE INTEL CP 112 INTEL CP
|12 |Lrox LAM RESEARCH 113 LAM RESEARCH CP
|14 |map M INC |14 | W INC
| 15 [mSFT MICROSOFT P | 15 | MICROSOFT CF
| 16 |oRCL ORACLE CORP | 16 | ORACLE CORP
| 17 [ocom QUALCOMM IN¢ 117 | QUALCOMM INC
[ 18 [0Q00 NASDAC 100 TR 18| MASDAQ 100 TR S
| 19 [revD FF WICRO DEVIC | 19 | RF MICRD DEVICES
| 20 [sEBL SIEBEL SYSTEMS | 20 | SIEBEL SYSTEMS
ER SIRILS SATELLITE | 21 | SIRIUS SATELLITE R
| 22 |sNDK SANDISK CP | 22 | SANDISK CP
| 23 |sunwy SUN MICROSYS | 23 SUN MICROSYS IN¢
| 24 |symc SYMANTEC CP | 24 | SYMANTEC CP
| 25 [xLmx MILINX INC 25 HILINX INC

26 [yHOO YAHOO INC | 26 | YAHOO INC

5 Merge row data, separated cells by a line break
Merges (concatenate) the data in selected rows, separated by a return:

Before: After:
A B [ C A B [ [4 [ i
1_|Symbol Name Last Trad _ 1 |Symbol Name LastTrade  Chang
| 2 |AAPL  APPLE COMPUTER 53.74 Od AAFL  APPLE COMPUTER
| 3 |AMAT APPLIED MATERIALS |17 36 Od AMAT  APPLIED MATERIALS
| 4 |AMGN  AMGEN 75.82 Od AMGH  AMGEN
| o |ATML  ATMEL CORP 2.250ct ATML  ATWEL CORP
| & |BCRX  BIOCRYST PHARM INC |14.37 O BCRX  BIOCRYST PHARM INC
| T |CMCSA COMCAST CF A 27.20 04 CMCSA COMCAST CP A
| 8 |CSCO  SCO 5YS INC 17.30 0d CSCO dSCO 5YS INC
| & |DELL DELL INC 3311 0d DELL DELL INC
| 10 |EBAY  EBAY INC 3864 Od EBAY  EBAY INC
11 |G00G  GOOGLE 29744 O _ 2 |G00G  |GOOGLE 53740013 0.00(0
o 3| 17.360ct13 000(0
4 | _l 7582 0ct13 000(0
_5 | 2250ct13  000(0
_6 | 1437 0ct13 000(0
7| 27200013 000(0
8 | 17.300ct13 000(0
9 | 3311 0ct13 0000
o 398400013 00000
11 29744 Oct13 000 (0

6 Insert between empty rows or columns...
Insert one empty row or column between every row or column in your selection.

ASAP Utilities - Insert rows or columns

gzt C1:C41 J

Skart
I Standard width |
Close
Width: 0

This utility will add one row or column between every
row or column in wour seleckion.

This utility used to be called “Insert empty rows or columns...”

List of tools 73



ASAP Utilities User Guide FREQUENTLY UPDATED

7 Insert multiple empty rows at once...
Allows you to easily insert multiple rows at once. This is normally not easily possible in
Excel itself.
Inserting multiple rows "the Excel way".

If you want to insert multiple rows at once the standard procedure is to first select
multiple rows and then use the "Insert" command. For example if you want to insert 10
rows between A1 and A2, you first have to select rows 2:11 and then insert the rows.

Cuk

Y Copy

Paste

Paste Special...
Insert

Delete

Clear Contents
=7 Format Cells...
Rowe Height. ..
Hide

Urhide

Inserting multiple rows "the ASAP Utilities way"

The above solution works for small amount of rows. However if you need to insert for
example 800 rows this is not a workable solution. Therefore | have written the utility which
lets you choose the amount of rows to insert below the selected cell/row.

ASAP Utilities - Insert multiple emp... E]

Mumber of rows ko insert after row 4

[0l

8 View and manage hidden rows and columns...
Displays an overview of all hidden rows and columns.

You can then easily select the rows and/or columns to unhide.
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ASAP Utilities - View hidden rows and columns

T

idden columns Hidden rows

m

0o«

Oooooooooaq
M ZZCEZ - T IO

r

Il | Inverse| None | Al | Inverse| Nong |

Unhide
selected

L5
ol

Delete all hidden rows and columns

Remove all hidden rows and columns from the active sheet. Useful when you want to pass
to clean up the file before distributing and delete all unnecessary information.

Be careful when you have formulas with references to data in the hidden cells.

Remove all empty rows

Removes all completely empty rows from your active worksheet

Remove all empty columns

Removes all completely empty columns from your active worksheet

Remove unused empty ending rows/columns

See: Sheets » Remove unused empty ending rows/columns on page 64.

Transpose column in multiple steps...

Transpose data in one column to several columns. This is especially useful when you have

to deal with a large amount of data in one column.

ASAP Utilities - Advanced transposer

Descripkion
Transposes data From one column

Example, convert From 1 to 3 columns:

to several columns in steps,
Usefull when you have ta deal
with a large amount of data in one
calurmn and have o transpose
Eevery X pows,

Selected range: §HEL :$HE22

Convert from 1 ko 3 columns

Close |

n
[201]
02
203
204

B

AlB|[C
A0 .ADZ A03
A4 TADS ADS
AD7 A0S AO09
A0 ATT A12

Formulas and formatting will be preserved.
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14 Put together rows or columns from several sheets...
See: Sheets » Put together rows or columns from several sheets... on page 61.

52.7 Numbers

This submenu holds a collection of “Numbers” utilities, for faster and easier calculations
and alterations.

1 Apply formula/calculation to selected cells...
See Formula » Apply formula/calculation to selected cells... on page 84.

2 Change formulas to their calculated values
See Formula » Change formulas to their calculated values on page 83.

3 Change not recognized numbers (text?) to numbers

You might experience that sometimes Excel recognizes numbers as text; they are left
aligned and they don’t work in your formulas. This utility will convert them to numbers in
a way that Excel recognizes.

This utility will also help you if Excel gives you errors on your vlookup() formulas because it
treats the numbers as text and therefore can’t find a matching value.

Note: This utility doesn’t convert numbers with decimal separators to your local settings.
For example a lot of Dutch people have problems with imported text files, because the
numbers are shown as e.g. 120.00. If you experience this, replace (Control+H) the point
(or whatever) to your decimal separator (in The Netherlands a comma).

Example:

Before: After:

01 Ao 9423 o B0 20 101 10148428 70 B0/ 20
01 Ao 9430 T0 a0 0 101 10149430 700 30 0
01 Ao o435 o 31 a0 101 10148435 700 31 30
01 Ao 9446 70 K] 0 101 101] 49446 700 38 0
01 Ao Tao4s0 &7 24 4 101 101] 49480 67 24 4
01 Ao o497 7o 24 0 101 101] 49497 700 24 0
01 Ao g4 7o 23 0 101 10149498 700 29 0
01 Ao Taosr2 o 240 101 10149572 700 24 10
01 Ao Taos77 o 5 0 101 10149577 700 25 0
01 Ao G2080 Mo 78 &3 101 101] 52060 1o 78 &3
01 Ao B4s0 o 21 2 101 101] 54150 m 2 2
01 fim Ba176E Mo 1 -8 101 1M s47E 100 11 -8
01 fim B4321 Mo 2 = 101 101 54321 10 42 2
01 fim Base Mo 43 47 101 101 54581 10 43 47
o1 Ao Bar21 Mo B -8 101 101 54721 10 3B 18

4 Change values to text values (adding ' in front)

Convert numbers to text.

This will add an apostrophe (') in front of the value in each selected cell. Formulas will be
converted to their values.

If you are interested in spelling out numbers you can use the utility “Spell/write out
numbers or amounts (EN, DE, NL)...” on page 77.
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5 Change negative numbers to positive and vice versa...

Convert all numbers to positive, all numbers to negative or all negative to positive and all
positive numbers to negative.

ASAP Utilities - Convert numbers

Convert numbers in selected cells:

& all to positive numbers
" all to negative numbers
" Reverse positive and negative:

AN —_ 91

-105 105
-8 g
g0 g0

30 30
-46 48 Close
4z 42

This utility anly handles canstants, Formulas will
not be changed,

6 Move minus sign from back to front (e.g. "65-" to "-65")
Moves the minus sign (’-) from back to front

For example 65- becomes -65

This utility is especially useful when you have to deal with certain imported text files.

7 Use a significant number of decimals...

See Format » Use a significant number of decimals... on page 94.

8 Convert percentages to numbers (e.g. 5% to 5)
Convert percentages to general numbers.

Instead of converting 5% to 0.05, this utility will convert percentages to their real number,
in this case 5.

9 Spell/write out numbers or amounts (EN, DE, NL)...
Convert numbers to words (spell numbers).

For example 12.75 becomes Twelve Dollars and Seventy Five Cents
At this moment is has the languages English, German and Dutch built in.

Default currencies are none, dollars or euro, but you can also type in your own currency.
The spelling will spell up to two decimals.

ASAP Utilities - Spell numbers
Language
* English (" Dukch " German = :
Cancel
Currency
" none " Dollars f* Euro
The amounts in the
" custom: cells you've selected
will be spelled.
Currency: Cent: The existing numbers
singular |euro |cent will be replaced.
plural |euro |cent
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Your last used settings will be remembered.

Round numbers (not formatting, but changing)...

Rounds the numbers in selected cells. Instead of using cell formatting to round the
numbers, the numbers in your cells will actually be replaced by its rounded value.

This tool will not just change the format, but actually changes the number. Therefore some
information might be lost.

Example: convert 5.32 to 5.3 or convert 1026.89 to 1030.

324 45
324 45

274 4,

ASAP Utilities - Round numbers (no...

Round numbers {not formatting, but changing)
Type the number of decimals ta be left.

(Type 2 For bwo decimals, 1 For one, O for nane,

or -2 far

hundreds, -3 for thousands, etc.)

[o

Text

Collection of “Text” edition and formatting utilities

Insert before current value...

Insert data in front of each cell in your selection.

For example add “B-" in front of each cell in your selection.

324
324
324
324

You can specify whether to handle cells as values, formula or text. You can also specify to
have hidden cells affected or not.

ASAP Utilities - Insert before and/or after

insert before: |W |0K |

insert after: | ;
Clase

treat cells as: walues (deFalt) = 4

I Include hidden cells
¥ Skip empty cells Reset

Example:
Wi
W2
W3

Wi
L
WS

Your last used settings will be remembered.
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2 Insert after current value...

Insert data at the end of each cell in your selection. For example add “-12F" at the end of
each cell.

See also “insert before current value” displayed on page 78.

3 Change to UPPERcase
Convert the text in your selected cells to uppercase (all capitals).

A quick alternative of Excel’s =UPPER() function.

4 Change to lowercase
Convert the text in your selected cells to lowercase.

A quick alternative of Excel’s =LOWER() function.

5 Start first word with Uppercase
Start the first word in your selected cells with uppercase.

6 Make first character Uppercase, the rest lowercase
Start first word with uppercase. The rest of the text will be converted to lowercase.

Example: "THIS IS A TEST" or "this is a test" will become "This is a test"

7 Start Each Word With Uppercase
Start each word in your selected cells with a capital (uppercase).

A quick alternative of Excels =PROPER () function. Also know as Title Case.

8 Convert/recognize dates...
Convert date-formats

When you have date-values imported and Excel doesn’t recognize then as actual dates, for
example due to different country settings, you can now easily convert them.

Your last used settings will be remembered.

ASAP Utilities - Convert text-dates

original date: example {koday):

m =l =lla =l =l =] siz=ioe oK

conyert it Eo: Cancel

[dd =f- =fmm =l- =l[vwyy =] 25-06-2006

(¥ Creats formatted dates  © Create text dates

Example in your selection, the date '1/23/06' becomes '23-01-2006'

How Excel interprets two-digit years
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To ensure that year values are interpreted as you intended, type year values as four digits
(2001, rather than 01). By entering four digits for the years, Excel won't interpret the
century for you.

For Microsoft Windows 98 or Microsoft Windows 2000

If you are using Microsoft Windows 98 or Microsoft Windows 2000, the Regional Options
in Windows Control Panel controls how Excel interprets two-digit years.

For Windows NT Workstation 4.0 or dates entered as text values

When you enter a two-digit year value in Windows NT Workstation 4.0 or you enter a date
as a text value, Excel interprets the year as follows:

00 through 29 Excel interprets the two-digit year values 00 through 29 as the years 2000
through 2029. For example, if you type the date 5/28/19, Excel assumes the date is May
28, 2019.

30 through 99 Excel interprets the two-digit year values 30 through 99 as the years 1930
through 1999. For example, if you type the date 5/28/98, Excel assumes the date is May
28, 1998.

From the Microsoft help:

How Excel interprets two-digit years:

To ensure that year values are interpreted as you intended, type year values as four digits (2001, rather
than 01). By entering four digits for the years, Excel won't interpret the century for you.

For Microsoft Windows 2000 or later

If you are using Microsoft Windows 2000 or later, the Regional Options in Windows Control Panel
controls how Excel interprets two-digit years.

For dates entered as text values
When you enter a date as a text value, Excel interprets the year as follows:

00 through 29 Excel interprets the two-digit year values 00 through 29 as the years 2000 through
2029. For example, if you type the date 5/28/19, Excel assumes the date is May 28, 2019.

30 through 99  Excel interprets the two-digit year values 30 through 99 as the years 1930 through
1999. For example, if you type the date 5/28/98, Excel assumes the date is May 28, 1998.

How Excel works with two-digit year numbers

http://support.microsoft.com/kb/214391

Delete leading and trailing spaces

Delete leading and trailing spaces. Remove all the spaces at the beginning and end of each
cell value in your selection. (trim)

Cells with (array)formulas and errors will be skipped.
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Delete leading, trailing and excessive spaces

Delete leading, trailing and excessive spaces. Remove all the spaces at the beginning and
end of each cell value in your selection and replace repetitive spaces with one.

Excessive means more than one space, for example ‘sample 01’ becomes ‘sample 01’
A quick alternative of Excels =TRIM () worksheet function.

Cells with (array)formulas and errors will be skipped.

Advanced character remove or replace...
Remove or replace the characters you want in a selected range.

Has the option to choose any or all characters including numbers, letters, special
characters, tabs, new lines (enters) and invisible spaces.

You can use this utility in many ways like for example remove everything except the
numbers.

ASAP Utilities - Advanced character removal
I F1 #* W= 'R I'F [Tz I':i W¢g Mg TTE e &
Fo T WM+ W s g Wi 0 We W TE B [4
Fn Ty W, W 't I'h W] T W= W_ 1 [Ta [&
Fo o M- TTa T i Wy T Wy Wt 1 [Ta '8
o "o M., T'e 'y T WMo I Wi e I'T & I'a
I M1 My T Fw Nk Mo T Wsg M= [T Tada W+
[~ - o ' e ' e ' M- WMuw e [Ta [ g
I r Ft Te 'y I'm I'o e Wae v TR & Mo
I r Fz I'e 'z I'nm ', T- W2 Mxu T ol &[0
I r s e W[ TTe s =Wz WMe o I'c @
I~ r T4 ITH Py T'p T, ' W~ TA& IF'd Te Mo
I M1 s 1 W1 g o TT™ W- [TA & T8 I %
[0 M" Te T3 W~ v [Tt I's Me A& "6 e I'b
[0 M 7 Tk W_ I's [T "' WM™ A& WMx [Te Iy
o Mg s Tt WM Tt I [Te W [Ta Ma [T
Fo Mew Fa I'm Ta T M o M T& To i
[0 Meae M: I'n I'b Tw T3 g W2 T& [0 i
0 W' W, TTo e Tw '« % W= ["¢ "0 i
Fn M{ M= ' I'd Tx TE I W TE I'0 T a
o My M= T g I'e 'y Tt Wi Mwpw TE 'Y A
1,2,3.. | abc.. | 8,8,0.. ‘ symbols invisible| spaces| Iinebreaks|
Perform action in:
all ‘ none ‘ inverse V¥ constants rR:nE\Da\;::deach
v formulas character with:
Clase [s]4

If you have selected only one cell, the removal will take place in the entire worksheet.

Your last used settings will be remembered.

Replace accented characters (3, &, i etc.)...

Replace the accented characters, both vowels and consonants, in your selected cells with
the non-accented character. It will automatically detect lower- and uppercase characters.
You can customize the settings.
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For example é becomes e.

ASAP Utilities - Replace accented characters

replace with

dd * ’d_ Close
ﬁ ® range:

) * "_ Eoth lower and upper
j * [0 Getorswilbe
[« Tk v
lmi » ’|_ walue,

i =

fwe > [

(o > w

7 [y

v 5 ,Z—

Default

Your last used settings will be remembered.

This utility used to be called “Replace accented vowels (3, &, etc.)...”

Delete all text characters (a-z) in selected cells
Delete all text characters in your selected cells.

The letters from the alphabet (abcefghijkimnopgrstuvwxyz), both uppercase and lowercase
will be removed from every cell in your selection. Only cells with constants will be affected.
All cells with a formula will be skipped.

For example ‘8011LB’ becomes ‘8011’

If you have selected only one cell, the utility will run on your entire sheet.

Delete all numbers in selection
Delete all numbers in your selected cells.

All numbers (1, 2, 3, 4, 5, 6, 7, 8, 9 and 0) will be removed from every cell in your
selection. Only cells with constants will be affected. All cells with a formula will be skipped.

For example ‘8011LB’ becomes ‘LB’

If you have selected only one cell, the utility will run on your entire sheet.

Remove ending carriage return (alt+enter character)

Removes the last ending carriage returns (Alt+Enter character) in each cell in your
selection.
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Delete number of leading characters...

Delete the first number of characters in the selected cells. A dialog box will ask you to
enter the number of characters. You can for example strip the first four characters in every
cell in your selection.

This utility will work on both numeric and text-cells. Cells with (array)formulas in your
selection will be replaced with their calculated values.

Delete number of ending characters...

Delete a specified number of ending characters in the selected cells. A dialog box will ask
you to enter the number of characters. You can for example strip the last four characters in
every cell in your selection.

This utility will work on both numeric and text-cells. Cells with (array)formulas in your
selection will be replaced with their calculated values.

Delete all after a given amount of characters...

Delete all after a specified number of characters in the selected cells. A dialogbox will ask
you to enter the number of characters. You can for example delete all text after the fifth
character in every cell, leaving only the first five characters.

This utility will work on both numeric and text-cells. Cells with (array)formulas in your
selection will be replaced with their calculated values.

Make last character superscript
Make the last character in your selected cells superscript.

A handy tool, for example when you have to deal with certain units like cubic meters (m3).

Make last character subscript
Make the last character in your selected cells subscript. (O,)

Reverse text in selected cells
Reverse text in selected cells.

e.g. [Excel] becomes [lecxE] or [123456] becomes [654321]

Formula

Collection of “Formula” edition utilities

Change formulas to their calculated values

Convert formulas to their values.

For example [=A2*(C19/12)] becomes the calculated value. It does the same as copy »
paste special » paste values but in one step.

By default this can be started with the shortcut Ctrl+Alt+P in ASAP Utilities.
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ASAP Utilities - Convert formula to value

Do you want ko convert all formulas in selected
cells to their values?

Cancel

I disable undo {for performance reasons)

You have the option to disable the undo. Especially on large amount of data with a los of
formulas disabling the undo will significantly speed up the process.

Normally the utility changes the formulas to their calculated values in all selected cells
(hidden or not). If you have selected cells in a filtered list only the visible cells are affected.

Apply formula/calculation to selected cells...
Apply a formula to the selected range.

For example multiply all cells in selection with 10, without having to add an extra column
and enter a formula to do this.

A formula will be built around the original formula or value in your cell. For example if you
have a formula =(12*2) in a cell and you use ASAP Utilities to apply the formula /24 the
result will be: =(12*%2)/24.

By default this can be started with the shortcut Ctrl+Alt+i in ASAP Utilities.
The last 100 used formulas are remembered so you can easily re-use them.

Users of the non-English Excel versions can now type in the formula in their local
language. For example in the Dutch version you used to have to use a point as decimal
separator. You can now use the comma. You can also use the local version of worksheet
formulas, for example if you have the Dutch version of Excel you can now enter
'+SOM(G20:G40)" instead of the English version: +SUM(G20:G40).

We have improved the error handling. You get a warning if an applied formula produces
an error.

In the range of cells you select the formula will only be applied to cells that have no errors,
are not empty and have a value of formula with a numeric or logical result (text cells will
be skipped). Array formulas will also be skipped.

You can use the option “Skip hidden rows and columns” if you want for example to only
apply the formula to the visible cells in a filtered list.
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= f 713
A B c D E F G H

1 |site amount

2 A 713

3 B 480

4 C 953

g E B ASAP Utitities - Apply formula

7 F Apply a formula ta the selected range. & formula will be builk around
g G q the original formula or value in Yo cell. »

If you have a Farmula =(12*2) in a cell and you use ASAP Utiities ko

9 H g apply the Formula 24 the result will be: =(12%2)/24.

1? L E ‘ou can for example bype [ ,I’I_DDD LI+4].[*255]
K g The last 100 used Formulas will be remembered For re-use,
13 L 1

4] M g | 1000

15 M 4

16| O { Close [ Skip hiddens rows and columns

17 P ki

18 Q 258

19 R 295
200 S 193
21 T 146
2 U 504
23
24

B2 - A =(713*1000
A B C D E F G H

1 |site amount

2| A 713000

3 B 480000

4 C 953000

8 D BE7000

B E 254000

7 F 40000

&} G §20000

9 H 845000

1o 1 825000

1 J 650000

12 K 970000

13 L 157000

14 M g76000

15| N 484000

16| O 510000

17 P 702000

18 Q 258000

19 R 925000

200 S 193000

21 T 146000

2 U 504000

23

4

3 Custom formula error message...
See: Range » Custom formula error message... on page 67.

4 Transpose data with formulas...

See: Range » Transpose data with formulas... on page 69.

5 Copy formulas without changing their cell references...
See: Range » Copy formulas without changing their cell references... on page 69.

6 Change formula reference style (e.g. A1 to $A1 etc.)...
Change the notation of references to cells in the formulas in your selected range.

You can:
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= Convert formulas to relative referencing (A1)

= Convert formulas to relative rows and absolute columns ($A1)
= Convert formulas to absolute rows and relative columns (A$1)
= Convert formulas to absolute referencing ($A%1)

For example:

[=A1*(B12/100)] becomes [=$A1*($B12/100)]

ASAP Utilities - Change reference style
Range: | D9:Hza =]

Example: Al -> $A$1

" Convert to relative referencing

" Convert ko relative rows and absaolute calumns
" Conwverk ko absolute rows and relative calumns
% Canvert ko full absaluke referencing

Clase

Insert "international" formula...

Insert an 'international-style' formula in all cells in your selection.

The utility uses English worksheet formulas and a comma as list separator and a point as
decimal separator. Useful since most examples on the internet or in Excel books are in
international' English format with the English names for the worksheet functions and the
comma as list separator and the point as decimal separator.

Now you can copy that formula and have ASAP Utilities translate it automatically to your
Excel version. For example the formula =SUMIF(A2:A13,">50")*1.19 will be translated to

=SOM.ALS(A2:A13;">50"*1,19 in the Dutch version of Excel with the Dutch language
settings in Windows.

ASAP Utilities - Insert “international” formula

Insert "Inkernational” Formula in &l cells in wour selection.

Using English worksheet formulas and a comma as list separator, Handy since
mast examples on the internet or in Excel baoks are in "international” english
Format.

Formula ta insert in range: $C48

=SUMIF(A2:A13," 50" %119

[ insert as array Formula

Cancel

Insert Function from the ASAP Utilities library...
Insert a function from the ASAP Utilities library.

See also chapter 6 Extra worksheet functions on page 124.

Rebuild array formulas

This will build your selected cells as array formulas, it puts {} brackets around all formulas
in your selection. This tool does the same as closing your cell with [Control+Shift+Enter].
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Collection of “Fill” utilities for filling cells and adding data

1 Fill empty cells in selection...
Fill all empty cells in your selection with a specified value.

If only one cell is selected all empty cells on the sheet’s used range will be filled.

2 Overwrite filled cells in selection...
Fill all non-empty cells in your selection with a specified value.

3 Copy values to empty cells below filled cells in selection
Looks for empty cells and fills these with the values of the first filled cell above.

Example:

[test]
[]

[ ]
(1]
[]
becomes:
[test]
[test]
[test]
(1]
(1]

4 Fill up with leading zeros...

Fill the current value with leading zeros up to the total length you specify. For example if
you enter 3, 1 becomes 001 and 11 becomes 011. If you enter 6, 1 becomes 000001.

This utility will actually add the zeros. If you only need the formatting to be like that it is
better to use cell formatting with a number format like "000000".

Formula’s in your selection will be converted to their values.

Example, cells filled up with leading zeros to a total length of 6:

A B & D E F G A B B D E F B

1 &7 75 211 7 188 172 1 [ 000057 OooO7s  OO0211  OOOOO7  OOO156 000177
2 73 3 201 193 104 20 2 | 000073 OODO3E 000201 OODM93  OOOM04  OOO0Z0
3 7 45 26 195 206 194 3| 000037 OOD045 OOO226  OOD195 OOO206 000194
4 153 34 143 224 91 218 4 | 000153 000034 0OO143 000224 000091 OOO215
5 11 151 47 186 23 33 5 | 000011 000151 OOOD47 OODME6 000029 000033
5] 72 Bj ASAP Utilities - Fill up with leading. .. B 000072 0000SY OO00Z2 000031 000086 000021
7 40 17 7 | 000040 OODI7Y  OOODBS  OODM98  OOO203  OOO113
g 185 183 Wihat is the botal lenahi you would ke the numbers to 8 ooo18s  OO01RSs OO0183 0QO00ORD OOOORD  QOO129)
9 116 g pecoms, filed up with loading zeras? For example type 2 9 | ooD116 OOODDS  OOD221 OOOI0S  DOD115  ODOO1S
10 223 B4 (nmbers with decimals wil be roundsd o round 10| 000223 OODDB4  OOO163  ODD210  DOO0S3  ODOZZZ
11 7 204 numbers. Formulas wil be converted b values.) 11| 00002F OO0204 OOOO96  OOO202  OOOO36 000219
12 44 8 [ 12| 000044 OOODS1 000103 0OD189  OOO0BS 000121
13 13

. _ea |

16
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Note: This utility used to be called: Add leading zeros...

Insert before current value...
See Text » Insert before current value on page 78.

Insert after current value...
See Text » Insert after current value on page 79.

Fill 'between values' linear in selection (vertical)
Fill ‘lbetween values’ linear in selection (vertical).

Fill 'between values' linear in selection (horizontal)
Fill ‘between values’ linear in selection (horizontal)

For example:

1 20
Becomes:

1 48 85 124 16,2 20

Quick numbering of selected cells...

This is a flexible way of quickly creating a numbered list. You have several options to
customize the list. You can also choose to restart the numbering if the value of a certain
column changes.

By default this can be started with the shortcut Ctrl+Alt+Q in ASAP Utilities.

ASAP Utilities - Quick numbering of cells
Mumbering
{+ MNumbers (1,2,3 ete.}), start with: 1
Increment with: 1 Close

Fill with leading zeros; 7 -
" nlphabet lowercase (a,b,c eke.) Example:
" Alphabet uppercase (4,B,C ..} week 0L
week 02
week 03
Opti week 04
B — ek 05
estart numbering if the value in week 06
the Fallowing column changes: bl week 07
week 08
[ #dd value of changing column befare prefix week 09
[ add value of changing column after suffix week 10
week 11
Prefix: |week week 12
. week 13
Suffix: | week 14
week 15
Cell alignment: i week 16
? Right z week 17

Your last used settings will be remembered.

Random numbering of cells (without duplicates)
Place unique random (whole) numbers in selected cells.

Easy for making random lists without duplicates very fast.
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File Edit Wiew Insert Format  Tools Data  Window  Help  ASAP Utilities
DeEdaSE SRV bR - - e = -2l 3
- e &
A B © D E F G H
1 35 =5 70 35 37 93 2 92
2 93 85 5} 50 104 95 45 116
3 105 7 114 44 B3 72 57 36
‘11 ?E To 27 24 400 a0 71 1 1
5 11q'ASAP Utilities - Random numbering of cells (without duplicates) 2
5} 9 g
7 1 b d Do you wank ko place a unique random number in gach cell in your selection? (011
5] ‘-‘,j (Existing walues will be overwritten. ) g
9 4 5}
10 Cancel 1
11 Gl g
12 41 ttd 14 42 27 102 a7 22
13 a1 107 106 83 a0 74 a4 97
14 115 15 48 g9 53 17 17 67
15 108 33 B3 38 80 73 103 <}
16

11 Insert current date and time with seconds

Insert the current date and time into the active cell. Unlike Excel's built in shortcut
"Control+:" this utility also inserts the seconds. (timestamp)
By default this utility can be started with the shortcut Control+Shift+D

Example:

A B c
1 |Excel: 10-8-2007 10-8-2007
2 |ASAP Utilities: | 10-03-2007 15:24:20  10-03-2007 15:24:22
3

12 Insert current time with seconds

Insert the current time into the active cell. Unlike Excel's built in shortcut "Control+;" this
utility also inserts the seconds. (timestamp)

By default this utility can be started with the shortcut Control+Shift+T

Example:

A =] © C
1 |Excel 15:17 15:17
2 |ASAP Utilities: | 15:17:29 151754
B

13 Insert workbook's path and name in header, footer or cell...

This utility allows you to put the full path, filename or filename and path of the active
workbook in:

= the sheet's header and/or footer (Excel has this option built in in Excel 2002/XP and
later)

= the selected cell(s) on your worksheet.
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ASAP Utilities - Insert Filename

Header & Footer | Selected cell ]

Insett Full path and Filename of current: file in:

Header right ‘

Headerlaft Header center

Faoter left Footer center Footer right |

The path and Alename are not a dynaric link.
IF you change the path or nare of your document, you

have to update your cellheader/footer,
Pt Close

This utility used to be called "Insert filename in header or footer..."

14 Create a list of filenames and properties in a folder...

Create a list of all filenames in a specific folder. This way you can for example create a list
of all files on a cd-rom.

You can choose to have hyperlinks created to the files so you can click on a filename to
open the file. Furthermore you can choose to also search subdirectories and show only
files that are a certain days of age. This way you can for example show all files that we
created or modified within the last 30 days.

By default this can be started with the shortcut Ctrl+Alt+F in ASAP Utilities.

ASAP Utilities - List filenames in folders

Insert full path and filenames of files in selected Folder:

Folder:

| C:\Documents and Settings|BastieniMy Docurents), |
Clase

I¥ Include subfolders I¥ Create hyperlinks ko the Files
Filetypes: Sort by:
| *E | 1. folder, filename ASC j

IV Show only files modified or created the past

30 days

‘where should the list be created?

{+ In a new workbook " In a new worksheet

Your last used settings and chosen folder will be remembered.

15 Insert sheet(s) name in selected cell(s)
Insert the sheet name of each selected sheet into the cell selected on each sheet. For

example list the sheet name in cell A1 of every selected worksheet.

52.11 Format

Collection of “Formatting” utilities

1 Copy a sheet's page and print settings...

Copy a sheet’s page and print settings. Copy the settings from one sheet to any other
worksheet. You can copy the following settings:

= title rows (rows to repeat at top) = |left margin
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= title columns (columns to repeat at left) = right margin

= print area = top margin

= left header = bottom margin
= center header = header margin
= right header = footer margin

= |eft footer = orientation

= center footer = draft

= right footer = paper size

= print headings = first page number
= print gridlines = order

= print comments = black and white
= print quality

= zoom

= center horizontally
= center vertically

= fit pages
ASAP Utilities - Copy worksheet page setup
Source worksheet to copy from: % TieRons [ —
| MEFT j I¥ TitleColumns I¥ Right margin
Worksheets to copy layout to: IV Printarea ¥ Tap margin
¥ Left header Iv Bottom margin
[ M=FT Iv Center header Iv Header margin
elelele] I¥ Right header Iv Footermargin
INTC IV Left faater ¥ orientation
ORCL I¥ Center Footer |¥ Draft
GRET Iv Right Focter ¥ Papersize
0 ey IV Print headings v Firstpagenumber
0w Iv Print gridines Iv Order i
Oor I¥ Print comments Iv Black and white
O e IV Print quality
O s I¥ Zoom &l
¥ Center harizonkally
I¥ Center vertically Hane
All Inverse | hone I¥ Fit to pages

Note, The speed of changing the page-setup in Excel might depend on the printer you
currently have active. This is by design of Excel.

Starting from Excel 2002 you can also insert a picture in the header or footer.
Unfortunately this is something that cannot be copied to other worksheets
programmatically. So if you have a picture in the header or footer it will not be copied
with this tool in ASAP Utilities. From Microsoft: “The only way to work with pictures in
headers or footers for multiple worksheets is to select all the worksheets, and then insert a
graphic by using the Insert Picture dialog box (click the Insert Picture button), or format
the graphic by using the Format Picture dialog box (click the Format Picture button). The
original graphic file is needed for this procedure.”

2 Insert workbook's path and name in header, footer or cell...
See Fill » Insert workbook's path and name in header, footer or cell... on page 89.

3 Empty all headers and footers
Remove all headers and footers in each selected sheet.
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Detect and visualize adjacent data/group changes...

Based on the information of data in a column you can do the following when the value in

a column/cell changes

= underline the row

= insert a page break

= insert an empty row

alternately color groups of data

You can use this for example to identify different groups in your worksheet.

ASAP Utilities - Visualize differences

ASAP Utilities - Visualize differences

Specifyrange: | ay:a1575 | [ boeni o6z

™ Thick

This utilily inserts lines, pagebreaks or
empty rows when the value of & cell in
yaur selected range changes. This way

you can easily make differences visible in
groups, Close

bottle 01 0,953

Line IEagabreak } Empty row } bottle 02 0,737
bottle 02 0,408

Style: Thickness: bottle 02 0,458
— " Haitline bottle 03 0,255
 Thin Bottle 04 0,369

 Medium bottle 05 0,456

Specify range: GEiGE16 J

Line ] Pagebreak ] Empty row  Color ]

Calor: ’6_ %H

¥ Remove existing colors

Color:

&+ current region
" entire row

This utilily inserts lines, pagebreaks or
empty rows when the value of a cell in
yaur selected range changes. This way
you can easily make differences wisible in
groups,

bottle 01 0,562
bottle 01 0,983
bottle 02 0,737
bottle 02 0,408
bottle 02 0,458
bottle 03 0,285
bottle 04 0,369
bottle 05 0,486

Close

This utility use to be called "The smart difference..."

Transpose column in multiple steps...

See Columns & Rows Transpose column in multiple steps...on page 75.

The paper saver (split columns)...

Split large columns in several smaller to save paper when you print the data.

ASAP Utilities - Paper saver

Range to split: | 41440 J
Nurmber of rows in each column: 15 Split column(s)
Murmber of calumn-sets on each page: 20

Inserk pagebreaks between sets: r Close

Copy cell-Formatting: r

Mote

Tons of paper is wasted by printing long small columns on marny
pages. This utility divides columns into multiple sets on several pages,
sparing your environment and saving y¥ou some money.

Example: From 1 long column with values to 50 values per column:

1. Select the column: 2. Use the utility:

92

3. Result:

Chapter 5



FREQUENTLY UPDATED ASAP Utilities User Guide

q - 3 3 [ B G [ H
1 [ exozrs ASAP Utilities - Paper saver 1 [ BSi27a| BSHS1 ESiME | BS0ME BSI3TH ESie BSNZE BSIEST
z | psoznt @ | BSicil| BSetts BS0zs BSONIT BSI34S BI415z B0 BIN0SE
| Esozzs | BSzzs BS03T5 BS036 BSIENT | BSIIST BIW0TH BS0f BINETH
4 | BSotts Rangs to split: | iy 4 | B=015 | ES0159 | BS0329| BSUIE1 BSOTIZ BSN0N1 ESVIZS | BSE4Y
5 ES0Z0 N = 5 | ES0iz0 BS010 | ES0003 ES0335 ES00SS BS00TI BS0302 ES03I
13 ES030T & | ES0X0T BS008d ES003d ES0ZEE ESNZIS BS0I4z BSOS ESIZ4T
7 ES0006 . i T ES000E EBS00ES ES0030 ES0Z3E ESNIZ BS01ET BS0R0E ESezd]
: | Bsozn hurnber of roves in each column: 50 Split column(s) # | ES0301| ES016Z | ES004z| ES0384| ESNZZ1| ESNONE ESN0ZE BSNZTE
s | psozee 4 | BS03e: ESizse BSOf3 S04 BSMYS BSA3S3 BS13d BIa0i:
10 | BSozsr Number of column-sets on each paget [ 1o 10 | BZizH | BS01z | BE0ME1 BS00TI| BENZT4 BSINIE ESU36 BSWME
1| Bsoos 1| EZint: | BS0ZE1| EZ0nid | BS01e | BSeaze BSWTH SNz BSINE
12 | Bsotea d 12 | BS016d | BSO0SE| BSORT3 | BSOZM | BSNZTT BSMME ESHZz BSiztt
13 | BES0E . 0se 13 | BS03d1 | BES00Td ES0260 ES0169  BS013T ES0Esd ES0Zid BIeId
14 | BS033 Insert pagebreaks between sets: ¥ = 14 | BS1313 | S0 | BS0327| ES0202 BSUST BSN053 BS005E ES001
15 | ES0143 15 | ES014%  ES003Z ES0033 ES0351 ESN34E BSMT9 BS0219 BS000
1 | Bsozen Copy cell-farmatting: v 16| EZ0330 ESN131| BSO0T6 ESOMT | BS03TT BItzzo BIWSE BSH01S
17 | ES0345 17 | 50345 ES035E ES0269 BE01E ESNEE BS0ZIE BS2Sd BSOZIS
1% | BS00E: 1% | BS002% ES0I0d  ES01E0 ES0039 BSNZTE BS0ZIT BS0192 BSORYE
19 | BES03TE 19 | ES03TE ES03H ES01dz | ES03dT ES00LT BS0M3E BS004T BS03EY
z0 | BS0t44 Mote 20 | BS014d | BSO150 | ESOnE0 | BS01s | ESNZSS BSizNa ESNIIY BSie
21 | Eszos ) . 1 | BZizo | BS0pd| BEO3T BS0ZTI| BENIN BSIFH | ESM BSNZT
22 | BS0304 Tons of paper is wasted by printing long small colurmns on mary 22 | BS0204) BS0ZE50| EZ02M0 | BS0286 BSM0TE BS0Its BI005A ESH0TT
23 | Bz00iz pages. This Uity divides calumns into multiple sets on several pages, 23 | BS0022 | ESt24 | BS0036| BS0243| BSY355 BS332 BSK30 | BSK280
2d | BS0RI5 . . . 2d | BS0z35| BS01T0 | BES0300 | BES0309 | BS03e5 BSe31d | BS303 ES0153
25 | ES0iEE sparing your environment. and saving you some money . 25 | ES0136 | ES0039 | BS0195 | BS0320| BSN177 BS0391 BSI2TZ BIN1Z
26 | Esoz 26 | Bsin | BSizz| Bs0nsz BS001| BSN094 BSIMI| BSUZIE BSMST
27 | ES0zde 27 | BS0zde ES03E1 B3 ES03TE BS0Z4E ES00dd BS0zzd BE1T
28 | BES0ZEE 23 | BS0Z5E ES0330 ES003% ES002T BS54 BSMZE BS0139 BSOSO
29 | ES0105 29 | BS0105  ES0009 ES006F ES03d ESHZ40 BS049 BS03id BSETO
30 ES0111 30 | BS0 ES0z1S ES01TE | ES013d ESNZIZ BS0Z4T BS00T9 BS00LE
| BS0EEE 3 | BS0323 BS036Z BS010: | BSO00dE ES03i: BSezéd BSizdd BS0EZS
x| BS0EE 32 | BS032E BS0199  ES0247 ESO0064 ESHI4d BSezed ESMET ES0IIE
33 | BS0RIE 33 | BS023F BE020F ES02E7 ES0020 BSM0F BSezid ESMIE BSORER
34 | BES03A0 34 | BS0390 BS0153  BS0013 | BS0243 BSeZdd BS035Z BS0045 BSMTE
35 | ES36n 35 | BS0360| BS0M0 | BS01Zs | BS008| BSN3IE BS0ME BIN3R0 BSHE
26 | BSt0an 36 | BS0nsn| BS0160 | BS0083 BS0135 | BSUCTE BSIZA0 ESNZN2 BSIINE
37 | Bsers 57 | BSizis| BSOW07 | ES019 | BS085 BSNGH BSU06 BSN3Z ES001
3% | BES03EF 33 | BS033% BS03ST BSM01 ES015% ES1T3 BSezel BS004d ES0X1
39 | ES009T 39 | BSO09T ES0025 BS0135 ESOXET ESN1ER ES03I9 BS0ZiE BI04
40 | ES00dE 40 | ES004E: ES0155  BS091 ES0035 ESe12d ES003T BS0046 BI0i0
a1 | BS0395 41 | BS0395 ES0145  ES03dz BE0T1 ESH3TE BS0029 ES011d BS00TZ
42 | BS0EEE 42 | BES0ZE: ES019d  ES0299 BSO0104 BS034 BS019: BS033 BS003d
43 | ES0007 43 | BS0007 ES008z ES004¢ | BS0XE EBS02XT BS0zid ES000 ESOEEE
4d | Esnzzs 44| BSizes | BS0tet | BS0365 BS016S | BSWITA| BSM6 BINIP

45 | ES00dn 45| BS0nan| BS00Z | BSi245 | BS0291 BSH0be BSWIT esozzsﬁ'
46 | Bsooat 46 | BS0ndt | BS0zds| BS01 | ESH41| BSNEH BShid BIess

a1 | Bsoste 47| BSU316 | BS0371| BS0059 BSOTTC | BSNGR4 BSIZI8 EBSNEIT

a3 ES0113 43 | BS011E  ES0zEY BS0037 ES03Td ES004E EBS0Z40 BI03IE

49 | ES0019 49 | BES0019 | ES0z00 ES0393 ES0049 ES0ZEE BS001d BEe0z1

50 ES0T 50 | BS117  ES030 BS0052 ES0031 ESN3EE BS0ZIE BSOIEE

51 ES0151 51

52 ES011% -

53 | BSinrs

54 | BSotse

55 | esen

56 | ES00ed

57 | ES00es

53 | Bsnz

59 | BS0RER

&0 | ES0ZY

&1 | BES0E51

iz | EStosz

&2 | BSt0ra

&4 | BSozm

&5 | Bswsz

e | Esotst

&7 | Bs35E

&3 | ES010d

(2] ES0E

70 | ES050

7 | ESized

72 | Esesn

7 | Bsizas

4 | Bsotrn

75 | ES00ze

76 | Eszzz

71| ES0EA

T8 | BES0EI0

T4 | ES000Y

#0 | BES0ZIS

# | ESizez

2 | BSote

| Bszoz

4 | BS0tez

Your last used settings will be remembered.

7 Wrap text
Wrap text in selected cells. Large text will break into the next line.

a [ s [ ¢ | o | & [ F [ & [ H |

Wrapped: Mot wrapped:

this text is wrapped

which means it

breaks into multiple

lines this text is not wrapped. If it is long is covers other empty cells
this text is wrapped

which means it

breaks into multiple

lines this text is 12

-

w

8 Unwrap text
Unwrap text in selected cells.

9 Place a border around each page
Place a border around each page.
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Use a significant number of decimals...

Significant decimals, e.g. when you enter 3, formatting will be:
12.0123123 becomes 12.0123 and

12.00002134 becomes 12.0000213 instead of 12.000

This means that you will always see significant numbers, not only zeros.

Unmerge cells in selection

Unmerge all cells in your selection. The opposite of “merge and center”:
Arial 0 - B I U EEE & o2, W%

4 T F_example Merge and Canterl_
A B [ D E G

crample

0000~ 00O |0 RO

Hi==

In Excel XP and above you can also click again on the merge-button to unmerge. However
in Excel 2000 this is not possible so you can use the utility in ASAP Utilities to quickly
unmerge all cells in your selection.

Center across selection (without merging)
This will center the data over the selected cells.

It looks the same as merging, but doesn’t combine the cells.

Delete all borders inside selection
Delete all inner-borders in your selection.

before after

Remove all unused styles on every sheet
See Sheet » Remove all unused styles on every sheet on page 63.

Remove all conditional formatting in selection
Remove all conditional formatting in selected cells.
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16 Remove all validations in selected cells

Remove all validations in your selected range.

17 Copy and apply cell's formatting settings...

Copy a cells format attributes to other cells. Advance format copier. For example only copy

the font color and style to other cells.

ASAP Utilities - Copy formatting options

Copy Formatting From Settings to copy:

I¥ Number Format: G |
" standard Formatting profile UrMDSr Tarmats Genersl

IV Font bype: Arial
o cell -
cell Al J I¥ Font size: 10pt
IV Font style: Regular
Target cells: IV Bold{TtalicUnderline: False/Falsef-4142

J Iv Font calor: 0 I
= IV Horizontal aligment: 1

ALHIS

IV wvertical aligment: -4107
Iv Orientation
IV ‘Wrap bext: False

-
r —

I¥ Interior color: 16777215
¥ Interior pattern: -4142
¥ Interior pattern colar: O [

Start

I¥ Locked: True
‘ I¥ Hidden: False

18 Apply standard format to selected cells

Apply the standard formatting settings to your selected cells.

5212 Objects & Comments
Collection of “Object” utilities
1 Comment tools...

Collection of comment tools, search and replace, report, change font/size, resize etc.

= Content

- Place comment in next right column (in selection/current sheet)

- Create report in new file (sheetname - cell address - name - value - author -

comment)
= Position/size on this worksheet or all worksheets

- Reset comments to original position

- Autofit/resize all comments
= Set font/ size on this worksheet or all worksheets

- Apply a new fontname or font size to all comments.

= Search and replace on this worksheet or all worksheets

- Find and replace in comments.

List of tools
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ASAP Lhtilities - Comment tools

Content

% Place comment in nesct right colurn in selectionfcurrent sheet)

" Create report in new file

(sheetname - cell address - name - value - author - comment) Ok
Position/size
where: {+ this worksheet " all worksheets
[ Reset comments to original position

[0 4

[ Autofitfresize all comments 4
Set fant [ size
where: {* this worksheet " all worksheets
‘ don't change j | don't change j oK
Search and replace
where: (+ this workshest " all workshests
old walue: |
niew walle:! | oK

Additionally you might be interested in the ASAP Utilities worksheet formula
=ASAPGetComment(range) which is described on page 126.

Select all objects on current worksheet
Select all objects on current worksheet.

Delete all objects in selected worksheets
Remove all objects from the selected worksheets.

Delete all buttons on selected worksheets
Delete all buttons from selected worksheets

Resize selected images or OLE objects (%)...
Resizes the selected images or OLE objects in a percentage relatively to their original size.

Remove the border line from selected objects/images

Removes the borders from all selected objects, shapes or images. By default, when you
insert an object, Excel will place a border around it. Now you can easily remove the border
from multiple shapes at once and assign your own shortcut to it for quick access (favorites
menu).

Show flowchart toolbars

Display both the flowchart and connector toolbar as separate toolbars. This gives you
easier access as via the drawing toolbar.

By default you can access these toolbars from the “Drawing” toolbar:
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|43 |

A1 (e

43 ;\""' Lines »
46 | 2o Comnectors 3
47 | B

a8 @ Basic Shapes y

48 B Block Arrows YOO =
S0
= | |5",c. Flowchart 3 | 18 1S
52 % Stars and Banners y =2 oayd
| 33 | %} Callouts y o DX
) i ———

H o4 N\ ﬁ More AutoShapes... ® ea z e
PDraw < i ||AutoShapes * | \DO&vGD£|&v4vévEE§ﬂji
Ready Qoo

When you are drawing a flowchart it is easier if you can use the controls with one click
instead of every time clicking “AutoShapes” » “Flowchart”...

This utility will show both the Flowchart- and Connector buttons as individual toolbars
which you can access with one button-click. Creating flowcharts will become easier.

Conneckors

Note: This utility will not work in Excel 2007 since Excel 2007 doesn’t support
commandbars anymore.

Web

Collection of “Web" or internet or HTML utilities

Clean information that is copied from websites...
Several utilities to optimize/clean a table copied from your internet browser into Excel.

You can choose which actions you want to perform:

. ASAP Utilities - Clean webimported data
= remove all hyperlinks
. . In selected range: $a41:4K$39

" remove a” ObJeCts (Images’ bUttonS etc) v Remove all hyperlinks v Apply standard Fank
= trim spaces (removes leading and trailing spaces) ¥ Trim spaces ¥ Apply standard Fontsizs
= remove a” Ce” CO|0I’S Iv Remove all cell colors [v Autafit columns

¥ Remave all Fonk colors v Autafit rows
= remove all font colors

¥ Remove all borders ¥ Mo wrap-text
" remove a” bord ers ¥ Unmerge cells v Fix (textinumbers
= unmerge cells In this worksheet: Sheetl
= 3 p ply Sta nda rd font ¥ Remove all ohjecksfimages
= apply standard font size e

Cancel

= auto fit columns

= auto fit rows
®= no wrap-text
= fix (text)numbers

Your last used settings will be remembered.
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Extract hyperlinks...
Extract hyperlinks from selected cells and/or all shapes/images on the active worksheet.

You can choose to have the hyperlink displayed in the cell itself or in the column right next
to the cell or shape.

ASAP Utilities - Extract hyperlinks

Extract hyperlinks on current worksheet From:

v selected cels [ all shapesfimages

Flace the hyperlink-text in:

" the cel itself

% the calumn right next to the cellishape

This ukility will extract the address stared in the hyperlink.

Your last used settings will be remembered.

Additionally you might be interested in the ASAP Utilities worksheet formula
=ASAPGetHyperlink(range, optional sNA) which is described on page 127.

Activate hyperlinks (create from cell values)...
Create a hyperlink from the values in selected cells.

A quick alternative of Excel’s = HYPERLINK () function.

ASAP Utilities - Activate hyperlinks

Creates a hyperlink based on the values in selected cells, The cell wil then
contain clickable hypetlinks ko For example websites or documents,

Font |ayout
" Keep original

{+ Excel's default For hyperlinks (blue underlined)

Hyperlink byvpe

~ Lse =HYPERLIMK) Farmula
recommended For large datasets and shared workbooks

{+ Reqgular hyperlink {cell-option)
Zancel of;

Change all hyperlinks to =HYPERLINK() formulas
Convert all hyperlinks in cells to =HYPERLINK() formulas in the selected worksheets.

The current hyperlink will be used for the hyperlink part. Hyperlink screentips will be lost
because they are not supported by the =HYPERLINK() formula.

Remove all hyperlinks in selected cells
Remove all hyperlinks in selected cells

98 Chapter 5



5.2.14

2

FREQUENTLY UPDATED ASAP Utilities User Guide

Decode all URL and HTML encoded text
Decode all URL-encoded data in your cells.

This will replace the '+' with a space and decode any %## encoding in the cells, which can
be handy when you use Excel to analyze website statistics and keyword performance.

For example this utility will decode data like:
%22Keyword%2Binfo%2C.%2F~%260k%3F
to:

'Keyword +info,./~&ok?

URL Encoding is used when placing text in a query string to avoid it being confused with
the URL itself. It is normally used when the browser sends form data to a web server. URL
Encoding replaces spaces with '+' signs, and unsafe ASCII characters with '%' followed by
their hex equivalent.

Export selection as HTML table to clipboard...
See: Error! Reference source not found. on page Error! Bookmark not defined..

Visit our website for more Excel tips and tricks

Visit the internet for more Excel tips and tricks. Connects to www.asap-utilities.com

(works only if you are connected to the internet)

System

Collection of “System” utilities

Save file and create backup
Save you current file and automatically create a backup in your temp path. For example:

c:\temp\exceldoc.bak\filename (yyyy-mm-dd hh-mm-ss).

The path where the backup is saved can be changed in:

ASAP Utilities » ASAP Utilities options » ASAP Utilities options and settings...

ASAP Utilities - Options

General Save & backup ]leesize Toolbar ] Contact information ]

default path to save a backup

CADOCUME~1\BastieniLOCALS~1Temp,

Rename current file...
Rename current file without having to close it first.
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Reopen current file without saving changes

Closes the current workbook without saving changes and then opens the last saved copy
of the file.

Find and remove external links...

Finds and allows you to remove the links to external files. The ‘static’ value will remain in
the cells.

Search is performed in all worksheets and all range names.

If you delete a range name with an external reference and have used it on you sheet, the
error value ‘#NAME’ is displayed in the cell or cells that use the defined name.

Change Excel's default file location (browse)...
Change Excel’s default folder.

You can do this manually in Tools > Options > General, but then you have to type in the
full path manually.

This tool lets you browse to select the folder.

Set default path to current file

Change the default path to the path of the active workbook. This way Excel’s file open will
automatically point to the folder your active workbook is in.

Display the full path and file name in the titlebar
Displays the full path and filename of the active workbook in the titlebar.

If you rename your file or save it with a different name you have to run this utility again.

Display file name in titlebar
Displays the filename in the titlebar.

Close and delete current file

Closes the active workbook and delete it from your (hard)drive. If possible the file will be
send to your Recycle Bin otherwise you will be asked if you want to permanently delete the
file from your (hard)drive.

Close all saved files
Close all saved files.

Handy when you have opened a lot of files, looked at them, changed nothing and want to
close them fast.

100 Chapter 5



1

12

13

14

15

16

17

FREQUENTLY UPDATED ASAP Utilities User Guide

Close multiple files at once...

Close multiple files at once. Handy when you work with a lot of files. Shows all files in a list
before closing them. Has an option to ask to save non-saved files before closing them.

ASAP Utilities - Close Workbooks

‘Warkbooks bo close:

Bookl
Eook4

BookS

Booke Cancel
Book?

Bookd

Booka [ Show paths

“Warn befare
¥ clasing non-
saved files

Close all open files without saving changes

Close all open files without saving them and a warning to save. Be careful. This will also
close files that have not been saved yet.

Add current file to recent files list
Add current file to recent files list.

This is handy when your start Excel, by double-clicking on a file in explorer, because Excel
only adds a file to the recent files list, if it is opened directly from within Excel.

Clear recently used files list in the Excel menu
Clear all files in the Recent Files menu.

Handy when you don’t want other people on your computer to see what you have been
working on.

Remove all macros (VBA code) from current file
Delete all macro’s/VBA code from current file.

Macro/VBA information (beta, English)...
Preview and remove macro’s/VBA code from current file.

Resize the Excel window to standard screen resolutions...

Resize the Excel application to fixed screen resolutions. This way you can easily test and see
how your document or application will look on computers with different screen
resolutions.
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ASAP Utilities - Resize the Excel application

Resize the Excel window to:
| 1024 x 760 pixels -

v Extract 30 pixels (Windows taskbar)

W Center the application window Close:

{our screen resolution: 1400 x 1050 px)

Depending on your current screen-resolution you can resize the application to the
following pre-defined sizes:

= 640 x 480 pixels

= 800 x 600 pixels

= 1024 x 768 pixels
= 1152 x 864 pixels
= 1280 x 768 pixels
= 1280 x 800 pixels
= 1280 x 960 pixels
= 1280 x 1024 pixels
= 1400 x 900 pixels
= 1400 x 1050 pixels
= 1600 x 1200 pixels
= 1680 x 1050 pixels
= 2048 x 768 pixels
= 2560 x 1024 pixels
The maximum size is limited (by Windows/Excel) to your current screen-resolution.

To give you an idea of what screen-resolution people use most; in 2007 the people that
visited the ASAP Utilities website used the following screen-resolutions:

= 1024 x 768 pixels 58%
= 1280 x 1024 pixels 19%
= 800 x 600 pixels 8%
= 1152 x 864 pixels 4%
= 1280 x 800 pixel 4%

Save current file (developers)
Developer’s save.

This utility enables saving of a file, if saving is protected by VBA. (the worbooks’
beforesave events is set to false).

Create a list of all add-ins

Create a list of all installed add-ins, their names, description, location and whether they are
installed or not.
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A | B [ C [ o ]
1 |[Name IFull name Title Installed
| 2 |ANALYSIZ XL CAPROGRA~TWMICROS~MAOFFICETLIBRARYVAMNALYSISVANALYSI2ZXLL  Analysis ToolPak FALSE
| 3 |ATPYBAEM.XLA  CAPROGRA~TMICROS~2WFFICET TLIBRARYVWANALY SISVATPYEBAEN.XLA  Analysis ToolPak - VBA | FALSE
| 4 |ASAP Ltilities. xla C:\Program Files\ASAP UtilitieshASAP Ltilities. xla ASAP Ltilities TRUE
| & |SUMIF =LA CAPROGRA~1WICROS~AOFFICET LIBRARYWSUMIF XLA Conditional Surn Wizard = FALSE
| B |[EURODTOOLXLA  CAPROGRA~NMICROS~AOFFICE1TWLIBRARYEUROTOOL. XLA Eura Currency Toals FALSE
| 7 [HTMLRLA CAPROGRA~TWICROS~20FFICET LIBRARYWHTML XLA Internet Assistant WBA | FALSE
| B |LOOKUP. LA CAPROGRA~TWICROS~A0OFFICET LIBRARYWLOOKLUP XLA, Lookup ¥Wizard FALSE
| 9 |SOLVER.XLA CAPROGRA~1WICROS~A0OFFICET 'LIBRAR VS OLYERVSOLVER. LA Solver Add-in FALSE
mn

Reload all installed add-ins (rebuilds the menu)

Rebuild Excel’s menu. Resets the worksheet menu bar and chart menu bar (the main menu
bars) and reloads all installed add-ins.

Easily create a lot of folders based on the values in selected cells...

Easily create a lot of folders in a certain specified folder, based on the values in selected
cells.

Information

Collection of “Information” utilities

Fast calculation on selected cells...
Fast calculation, gives you the sum, average, min, max and more information about your
selected range.

The information you will see:

= number of numeric cells

= number of text cells

= number of blanks (empty cells)

= number of selected cells

= sum

= average

= minimum value

= maximum value

= number of duplicate values

= number of unique values

ASAP Utilities - Fast Calculation

Range: $A$1:$N$40 sum: 149334
Average: ’m

Humeric cells: S3g  Minimum value: |—1
Text cells: ’—D Maximurn value: 560
Blanks: ’—22 Duplicates: I—U

Selected cells: ceg  Unique values: Sag

Copy ko new workboaok
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File and selection info...

Shows statistics of the current file and your selection.
= filename

= file size

= file date

= number of sheets

= active sheet name

- address Of the used range ASAP Utilities - File and selection information
0 il 8 d
= last row number of the used range L) =™ e
Date: nok saved vet
= last column number of the used range Sheets: !
= total cells in the used range L T e
. Last 8 40
= formulas in the used range Lot colmn: 14
. Total cells: 560
= blanks in the used range Farmulas: N
. Zonstants: 538
= constants in the used range rrors: i
. Logical: 1}
Text: o
= errors in the used range L2 O
= logical values in the used range (true/false) Active cell; $adt
. Columnnurnbes: 1
= text cells in the used range Rownumber: 1
= numeric cells in the used range P
Rows: 40
Cells: S60
= address of active cell
= column number of active cell

= row number of active cell

= address of selected range

= amount of columns in selected range
= amount of rows in selected range

= amount of cells in selected range

Get the page number of the active cell
Get the page number of the page where the active cell is on.

This can be handy if you only want to print a certain page.

it eolumns inta rows

% ASAP Utilities - Get active cell's page number
ili
ilit .
it \1{) The page number of cell 42314 is 42.
ilit
ilit
ilit 1
ilit t

A bt bl mmnn e

Count and/or color duplicates in selection...
See Range » Count and/or color duplicates in selection... on page 70.

Count the different unique values in selection
Count the number unique values in your selection.
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This utility compares the (calculated) values of the cells in your selection. For example a
cells with the value 12 is considered the same as a cells with the formula =3*4.

6 Count number of characters in selected cell
Count the number of characters in selected cell.

Example:
[Fuse number 17] contains 14 characters.

In your worksheet you can also use Excel’'s worksheet function =LEN(range)

7 Create a list of all built in workbook properties (title, author etc.)
Create a list of all document properties of the current file.

Example:

A | B
Built in properties for: BookS
Title:
Subject:
Author: Bastien Mensink
Keyweords:
Comrments:
Template:
Last author:
Revision nurnber:
| 10 |Application name: Microsoft Excel
| 11 |Last print date:
12 |Creation date: 25-10-200510:08:12
| 13 |Last save time:
14 |Total editing time:
15 |Mumber of pages:
16 |Number of words:
Number of characters:
| 18 |Security:
19 |Categaory:
20 |Format:
| 21 |Manager:
| 22 |Company: eGate Internet Solutions
| 23 |Number of bytes:
| 24 |Number of lines:
25 |Mumber of paragraphs
26 |Number of slides:
| 27 |Number of notes;
| 28 |Number of hidden Slides:
| 29 |Number of multimedia dlips:
20
3

Hyperlink base:
Murnber of characters fwith spaces):

8 Create a list all names in the workbook
List all range names in the active workbook.

This will create a new workbook that lists all the named ranges used within your workbook
along with their respective references.

9 Create a list of all sheet names

Creates a list of all sheet names in your workbook. The names will be listed in a new
workbook.
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Create a list of filenames and properties in a folder...
See Fill » Create a list of filenames and properties in a folder... on page 90.

Create a list of all type of cell values

Creates a new workbook that displays the data types (formulas, numbers, and text) from
your worksheet. This can for example be useful to see where formulas are used.

Example of the newly created workbook:

A B [ D E F €] H
Text Text Text Text Text Text Text
Munber  Mumber  Mumber  Mumber NMumber  Rumber [Formuls
Mumber  Mumber  Mumber MNumber RNumber Mumber [Formuls
Mumber  Mumber  Mumber MNumber RNumber Mumber [Formuls
Mumber  Mumber  Mumber Mumber Mumber  Mumber Formulz
Mumber  Mumber  Mumber Mumber Mumber  Mumber Formulz
Mumber  Mumber  Mumber MNumber MNumber Rumber [Formuls
Mumber  Mumber  Mumber MNumber MNumber Rumber [Formuls
Mumber  Mumber  Mumber  MNumber Mumber  Rumber [Formuls
Mumber  Mumber  Mumber Mumber Mumber Rumber [Formuls
Munber  Mumber  Mumber  Mumber NMumber  Rumber [Formuls
Mumber  Mumber  Mumber MNumber RNumber Mumber [Formuls
Mumber  Mumber  Mumber MNumber RNumber Mumber [Formuls
Mumber  Mumber  Mumber Mumber Mumber  Mumber Formulz
Mumber  Mumber  Mumber Mumber Mumber  Mumber Formulz
Mumber  Mumber  Mumber MNumber MNumber Rumber [Formuls
Mumber  Mumber  Mumber  MNumber Mumber Rumber [Formuls
Mumber  Mumber  Mumber  MNumber Mumber  Rumber [Formuls
19 | Mumber  Mumber Mumber BMumber Mumber Mumber | Formula
20| mumber  Mumber  Mumber Mumkber Number  Mumber |Farmols
21 | humber MNumber Mumber Mumber Number  Mumber |Formuls
22 | humber Number Mumber Mumber Number  Mumber |Formuls
23 | humber humber Mumber Number bumber  Mumber |Farmols
24 | Text Farmula

JENEY RN RN U Y Y Y Y .
|~ | tnl| =] G| po| 2| ) S0 €0~ OO ) ) LB

Display selection type
Display selection type (range, chart etc.)

Count number of sheets
Count the number of sheets in your workbook.

Find bad cell references (#REF!)
Find bad cell references (#REF). Good for checking sheets for errors.

Find too narrow columns (####)
Find too narrow columns (## ##). This option only works for numeric values.

When the column is too small to display the number, Excel displays the value with cross
hatches (number values), “#".

Example:
C3 hi A =C2™0
A B c D E
1 100 100
2 1000 1000
3 10000 ####.
4 100000 | ##
5
R
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Display your screen resolution
Displays windows video resolution, e.g. 800 x 600, 1024 x 768 etc.

Display the country settings of your computer
Displays a few of your country settings:

= decimal separator

= thousands separator

= date separator

= date order

ASAP Uhilities

i ‘four decimalseparator is ;
\) ‘Your thousand seperator is:
The seperator For the date is @

The order for your date is: 'day month vear'

List all fonts in new workbook
List all fonts in new workbook displayed in their own font.
Easy to create a reference or see how text will look in a specific font.

Remark:

Excel allows only a limited amount of formatting in a workbook. If you have a large
amount of fonts installed you might run into Excels limit. | have experienced this when |
had more than 500 different fonts installed.

Import

Collection of “Import” utilities

Insert Excel file...
Import an Excel file into the current workbook.

The sheets of the imported file will be placed at the end of your workbook. Macros will not
be imported

Insert (delimited) text file...

Insert a (delimited) text file at the position of the selected cells. This new import utility has
several options you can set. Its main purpose is that the dates can be imported using your
windows regional settings.

You can also have leading and trailing spaces removed immediately after the import and
have the columns width auto fit to the cell contents.
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ASAP Utilities - Import text file

Hows are the fields in the text file separated?

" space " pipe (]}

" tab ™ exclamation mark (1)

o sl Insett imporked
e () oLner data starting from

" semicolon () " not separated cell 41

Date options
% se my Regional settings For the date Format: D-M-Y
-

Options

[¥ Columns, AutoFit selection Close

[¥ Remove leading and trailing spaces

[ Treat allFiglds as text (Skip Excel's auto-detect)

Insert dBase file...
Insert a dBase file at the position of the active cell.

Insert text file separated by space...
Insert a space-separated text file at the position of the active cell.

Insert text file separated by tab...
Insert a tab-separated text file at the position of the active cell.

Insert text file separated by comma (csv file)...
Insert a comma separated text file (CSV file) at the position of the active cell.

Insert text file separated by "|" (pipe/bar)...

Insert a pipe (“|") separated text file at the position of the active cell.

Insert text file separated by "!" (exclamation mark)...
Insert an exclamation mark (!) separated text file at the position of the active cell.

Insert text file (with options)...

Insert a text file at the position of the active cell. Excels default dialogbox will ask you for
any separation characteristics.

Merge and/or import multiple files...

Merge multiple files together to one new file. Easy for example if you have to import 200
dbf or CSV files. You can specify if the files have to be combined in you current workbook
or a new one, and your can choose whether you want the files to be merged into one
sheet, or if you want to create a separate sheet for each imported file.
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The file formats you can choose from are:
= Excel

= dBase

= Lotus 123

= Quattro Pro

= CSV (comma separated value)

= Text file, space separated

= Text file, tab separated

= Text file, pipe (|) separated

ASAP Utilities - Merge files

Extracts the data from the active sheet in every selected file
and combines them inko a new workshest or workbook.,

File bypes:
% Excel " Text file, space separated @
" dBase " Text file, kab separated Pick f“‘;.s

¢ and
" Lokus 123 " Text file, pipe (|} separated eI
" Quattra Pro " Text file, semicolon (}) separated

™ C5Y, comma separated " Text file, separated by: Close

[¥ Treat consecutive delimiters as one

Import in:

" this workbook {+ anew workbook
[ Start import on row; r

(+ Create a new worksheet for each file: ¥ remove file extension

" Merge into 1 new shest:

Your last used settings and chosen folder will be remembered.

11 Create a list of filenames and properties in a folder...
See Fill » Create a list of filenames and properties in a folder... on page 90.

5.2.17 Export

Collection of “Export” utilities

1 Export selection or active sheet as new file...
Export your selected range or the entire sheet as a new file.
You have several options to choose from:
= Export source
- Entire sheet

- Selected range
= How to export

- Values (for example 12)
- Formulas (for example =3*E6)
- As formatted (for example EUR 12,00)
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= QOptions

- Include hidden cells in you export or not.

- Add the new created file to your recent files list
= Format to export

- dBase IV

- Excel workbook

- Space delimited test file
- Tab delimited text file

- Tab delimited unicode text file

- Copy to clipboard (tab delimited)

- Copy to clipboard (space delimited)

- CSV file (comma separated value).

= In the CSV file export you can set the:

- Fields terminated by

- Fields enclosed by

- Decimal separator
You can use the custom CSV settings also to create for example pipe delimited text files.

Your last used settings will be remembered.

ASAP Utitities - Export selection or active sheet

Export cell data ]Expnrt chart or range as image ]

Export source

" Entire sheet: Sheetl

* Range: | H1L:M25 J

How ko expork:

* VYalues (12)
" Formulas (=3*E&)
" As Formatted (EUR 12,00}

Hidden cells
I¥ Do not export hidden cells

Add to files list :
v add fils to recent files list

Fotrnat bo export:
" dBase I

" Excel workbook.

" space delimited text filz

(* tab delimited text file

" tab defimited unicode text file

™ T3 file {comma separated value)

RER

" copy to clipboard {tab delimited)

" copy to clipboard {space delimited)

ﬁ Export

Close

Save in:

(& current file's
Folder

¢~ Excel's default file
location
Current default
~
Folder

Don't save, just
" open the export
with Motepad

[v Close after expart

By default this utility can be started with the shortcut combination Ctrl+Alt+G.
REMARK:

Exporting/saving in dBase IV (dbf) format is no longer is supported by Excel 2007.
Therefore if you use this utility in Excel 2007 the option to export in dBase IV format is
disabled. A workaround for some programs is to use the CSV format.

www.asap-utilities.com/fag-questions-answers-detail.php?m=135
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Export selection as HTML table to clipboard...
Export your selected range as a clean HTML table to the clipboard. This utility has

advanced options and is recommended to all web developers! Your last used settings will

be remembered.

ASAP Utilities - Export table as HTML

Options ] Example HTML code ]

Table

‘width: Cell padding: >
Border: 1 el spacing: 0

Align: ’—L|
Frame: ’—L|
Rules: ’—L|
<table class= ’7
<td class= ’7
<tr class= ’7 ™ aven

I"" Detect calumn width

[ Detect row height

Table comment <1-- -

Cell

¥ Use cell colors v Use Font colors
I¥ Use cel's alignment W <nobr=

I Use First row as table head {<th=)

I¥ Detect and use bold, undelined and italic
[ place &nbsp; in empty cells

I Detect hyperlinks

Generate HTML code ‘

Clase

¥ write each <td> on a new line

Range ko export:

D7:N33 = |
I¥ Font settings (if yvou don't use stylsshests)
Fant to use: Size
This utility produces a clean and
| Tahama j | 2 j easy to use HTML code of your
kable. It is copied ko your
align rows:  Horizonkal: ’—L| clipboard, sa you can easily paste
it inta your document,
- If vou have defined your Fonk in
Vertical:

skylesheets, wou don't have to

s as: specify the used font and Fontsize
Export cels as: in every cell. However if you don't

* Formatted value © Walue ¢ Formula use stylesheets, you do.

3 Export selected chart or range as image (file)...
Save your selected range or chart as bitmap image in GIF-, PNG-, JPG-, TIFF or EMF-format.

= GIF

= JPG

= PNG

- TIF

= EMF

Use this when your selection or chart has only a few different colors.
Perfect for publication on the internet. Recommended option.

Use this when your selection of chart has a lot of different colors (photo-like).
Perfect for publication on the internet.

Better quality then JPG, but not yet supported by all software (email). Works in
all recent internet browsers.

Best quality for photo quality color images. Usually also the largest file size.
Not available in Excel 2003 and 2007. Please use the PNG format instead or the
MS Office document imaging printer.

Vector graphics in EMF (enhanced version of WMF) format can be scaled and
fully edited in MS Office and other Windows applications.

Your last used settings will be remembered.
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ASAP Utilities - Export selection or active sheet

Export cell data  Export chart or range as image

Export: selected range as image in the format: ﬁ Expork:
" GIF G (* PG T ™ EMF .

Close
Information about the different image types:

Save in:

GIF:  Use this when vour selection or chart has only a few different
colors. Perfect far publication on the internet. ¢~ current file's

Falder
JpGy Use this when vour selection of chart has a lot of different colors

{phaota-like}. Perfect For publication on the internet, & Excel's defaul file

location

PMG: Better quality then JPG, but not vet supported by all software ¢~ Current default
{email). Warks in all recent internet browsers, Falder

TIF  Best guality For photo guality color images. Usually also the
largest file size. Mot available in Excel 2003 and 2007, Please
use PMG instead or the MS Office document imaging printer.

EMF Wector graphics in EMF {enhanced version of WMF) Farmat can
be scaled and Fully edited in M5 Office and other Windows Open exported image
applications., with default viewer

v Close after expork

Remark:

When you export a large range or a large chart a part of the resulting image might be
truncated or colors might be lost. This is not an ASAP Utilities bug, Excel has a limit on the
size of the exported images depending on your Windows and Excel version (Microsoft
KB185001: http://support.microsoft.com/kb/185001/en-us). Starting from
Excel XP/2002 in combination with Windows XP much larger images can be produced.

In some cases when your image gets truncated exporting your image as EMF file might be
a solution. Another solution might be to copy the chart or image and paste the result in
your favorite image-editor or Office application. You can do this by using Excel’s built in
function; hold down the shift-key and then go to the edit menu and choose “copy
picture...”. Another option is to use ASAP Utilities (Export submenu) to copy the range or
chart to your clipboard.

Remark in Excel 2007:

The image quality however in Excel 2007, especially in combination with Windows Vista
still needs some improvement compared to previous Excel version. We're working on a
solution for this. The advice now it to use EMF format to export as an image if you use the
combination of Excel 2007 and Windows Vista.

Export worksheets as separate files...
Save worksheets as separate files in a folder you select.

If you have Excel 2000, 2002/XP or 2003 you can export the sheets in these formats:

= Excel 97-2003 Workbook (*.xls)

= CSV (Comma delimited) (*.csv)

= Text (Tab delimited) (*.txt)

= Text (Tab delimited unicode) (*.txt)
= Text (Space delimited) (*.prn)

= Text (Pipe delimited) (*.txt)

= Text (Delimited by #) (*.txt)

= DBF 4 (dBASE IV) (*.dbf)

= DBF 3 (dBASE IV) (*.dbf)
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In Excel 2007 you can save the worksheets in the following file formats:

= Excel 2007 Workbook (*.xIsx)

= Excel 97-2003 Workbook (*.xls)

= CSV (Comma delimited) (*.csv)

= Text (Tab delimited) (*.txt)

= Text (Tab delimited unicode) (*.txt)
= Text (Space delimited) (*.prn)

= Text (Pipe delimited) (*.txt)

= Text (Delimited by #) (*.txt)

ASAP Utilities - Export worksheets as individual files

Export location:

‘ C\Documents and Settings\Bastien|Desktoplexport!, Browse

‘worksheets ko export: File format:
Sheet1
Sheet2
Sheet3

‘ Text (Tab delimited) (*.tsw) j

Howe ko expork:

% Yalues (12)

" Formulas (=3*E&)

" ps formatted (EUR. 12,00)

Custom settings:

[ Fields enclosed by:
[ Decimal separataor

[ File extension: bt

If the filz already exists:

Ione Invetse all | ‘ Overwrite j

The selected warksheets will be saved in ] .
the export location with the sheetname as W apen windaws explarer after expart
filename.

Cancel [o]4 :

You can also choose a custom file extension and with some text files you can choose your
own field-enclosers and decimal separator.

Your last used settings will be remembered.

5 Copy selection as values to clipboard

Copy selection to clipboard. Excel often resets the range you have copied.

This will put the values of the selected range in your clipboard and makes is easier to copy
your selection.

6 Copy sum of selection to clipboard

Copy the calculated sum of selected cells to your clipboard. This is the same value you can
see in the status bar of Excel, but are unable to copy.
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File Edit “iew Insert Format Tools Data  Window Help  ASAP Utilities -8 X
DEedem &Ry tBR-F - =g Ry e 717
- A g4

A B © D E F G =

1 g5 [55 70 B5 37 93 2 a2 I
2 93 g6 5} 50 104 95 45 116
3 105 7 114 44 B3 72 a7 36
; 1;1"3 ASAP Utilities - Copy sum of selection to clipboard 1é3
5} 96 . 23
7 10 \]:) The sum of your selection (7260} has been copied o the dipboard. 101
8 3 g
9 47 26
10 &l 11

11 B0 T 5 il T =S = a8 1
12 4 i 14 42 27 102 a7 22
13 a1 107 106 83 90 74 94 97
14 115 15 48 g9 53} 17 17 67
18 103 33 ] g3 g0 73 103 f5)

15 =

M 4 » #]\Sheetl Sheetz { Sheets / [« | Bim

Sum=7260

Copy average of selection to clipboard

Copy the calculated average of selected cells to your clipboard. This is the same value you
can see in the status bar of Excel, but are unable to copy.

@ File Edit ‘Wiew Insert Format Tools Data  Window  Help  ASAP Utilites -8 X
DeEdesm &y bR o Z gl Rl woe 2272
= f 85

A B [ D E F G =

1 g4 65 70 ES 37 5 2 92 ml
2 95 g6 B a0 104 5 45 116
3 105 7 114 44 B3 72 a7 36
4 7 78 32 34 100 99 71 118
5 T g2
B gy ASAP Utilities - Copy average of selection to clipboard 23
7 1 - 101
8 \]:) The average of your selection {60,5) has been copied to the clipboard, 8
gl 4 26
10 11

11 Gl 58 | |
12 4 22
13 a1 107 106 g3 a0 74 94 a7
14 114 15 48 g4 &3 17 17 B7
14 105 38 B3 i g0 73 103 )

1R hd

4 4 » i\ Sheetl Shest?  Shest3 / <] | oIl

Average=00,5

Put selected range as bitmap-image on the clipboard (as on screen)

Save selected range as a bitmap- image on the clipboard, just as you see it on the screen.
You can then past it in any program as an image.

Put selected range as image on the clipboard (as on screen)

Save selected range as an image on the clipboard, just as you see it on the screen.
You can then past it in any program as an image.
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Put selected range as image on the clipboard (as on printer)

Save selected range as an image on the clipboard, just as it would look printed.
You can then past it in any program as an image.

Start

Collection of “Start” utilities, for fast access to the most used standard applications in
MS Windows.

Special Characters

Launch the windows-special character program. We have ve built it in ASAP Utilities to
easily select special characters from Excel.

Remember that if you use special characters from another font, you have to change you
cells font to that specific font.

2 Character Map E]

Fort: |0 &iial w
PLUI# Sl &) {3 5+ -] (A0 1]2(3]4 |~
516|789 |, |=[=|=|? @A B|CIDIE|F|G|H
I EIL{MIN[O{P|QIR[S| T UV WX Y2 ]|
A | falblc|dle| flalbli]j|{k{IIm|n|o|p
glr|s|tiu|v|w|x{v|z| ]}~ AR
:§"a«_|_®_ni23 Hﬂ',1
o n|valwalza] o | A A A AL A AlE CIEIE|E[E]T|T
IREINEEE R R E NN NEERBEE

Alald|elc|e|é|&leli|T|T]T|d|A|d]a|a|d

ol=le|ufalalowlp|v]|Ala|Ala]|a]a|Ce|C]e)L

Characters to copy : | Select

Advanced view

Character set Unicode * | Goto Unicode :

Group by Al v

Search far :

U+0021: Exclamation Mark

Calculator

Perhaps not that necessary, but this tool launches the windows calculator. Sometimes it is
easy to make quick calculations, or to check your formula results.

Windows Explorer

Quickly launches the windows explorer. Easy on computers in several businesses where the
“Start explorer” is removed from the start menu.

Windows Explorer (start in current file’s folder)
Start windows explorer and jump immediately to current file's folder.

You'll be surprised how handy this is!
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5 Clipboard Viewer
Launches the clipboard viewer. Here you can see what you've copied.

6 NotePad

Start notepad. Easy for quickly making some text comments, and saving them as a text
file.

7 Funny (error) messages (English)
Displays some funny messages to make you smile! (At least some should...)

5219 ASAP Utilities Options

Collection of utilities specific to ASAP Utilities.

1 Options and settings for ASAP Utilities...
Here you can configure some of the settings in ASAP Utilities.

= General tab

ASAP Utilities - ASAP Utilities options and settings...

General Wﬁolder setkings I File size Toolbar } Conkact information ] Debug ]

General

Iv sk For confirmation before starting certain utilities (recommended)
I¥ Enable undo where available (recommended)

IV Use the F11 key to switch between Full screen and normal view

ASAP Utilities Menu:

IV Use numbered menu (recommended)

IV Use numbered submenu-iterns (recommended)

-

Language used in menus and dialogs:

| English j

Close

- Use "Do you want to...” question before starting some utilities.
You can switch on/off the question that sometimes is asked before running the
utility, e.g. questions like "Do you want to convert all text characters in selected
cells to UPPERCASE?"
By default this option is checked.

- Enable undo where available
Turn the undo on or off. Sometimes for speed reasons you might want to turn
off the undo.

- Use F11 key to switch between fullscreen and normal view.
You can choose to use the F11 key to switch between fullscreen mode. By default
the F11 key inserts a chart sheet in Excel and so will Alt+F1

- Use numbered menu-items.
You can switch to have the menu items in the submenus numbered or not.
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- In Excel 2007 you can choose to have ASAP Utilities also displayed in the add-ins
tab.

Example:
{elp ml—
i D 1. ¥ision Cantral. .. m
12y 2, Favorites & Shortcuts » By
3, Select 3
F 4, Sheets [
5. Range 3
6. Columns & Rows 3
7. Murbers 3
8. Text »
9. Formula 3
10, Fill 4
11, Format 3
12, Objects & Comments  »
13. Web s
14, Syskem 3
15, Information 3
16, Import 3
17. Export »
18. Launch 3
19, ASAP Utilities Optians  »
@ 20, User Guide {pdf)...
e z2t.Info.
?  Registered version. ..

- Use numbered submenu-items.
You can switch to have the menu items in the submenus numbered or not.

Example:

Numbered menu-items turned on: Numbered menu-items turned off:

FEY 1L Move or resize selection. ., Crbraler | Eé‘} Move of resize selection, ., Chrbralee
&2 2. Deselect cells.. Chrl+al+D | <7 Deselect cells, ., Chrl+al+D |
LN 3. Inverse selection. .. @, Inverse selection. ..

E E 4, Merge selected areas E § Merge selected areas

ST, 5. Conditional select cels. ., Chrl+al+0 ST, Conditional select cells. .. Chrl+al+0

S 6. Conditional row and column select, hids or delste. .. SY. Conditional row and column select, hide or delete, ..

DZB 7. Select adjacent cells below active cell with the same value DZE Select adjacent cells below active cell with the same value

DZB . Select adjacent cells in column with the same value  Chrl+al+a DZB Select adjacent cells in column with the same value  Ceri+-alt+a

4+ 9. Expand selection to last used row Chrl+Al+L 4 Expand selection to last used row Chri+al+L

=%  10. Expand selection to last used column Chrl+alk+k = Expand selection ko last used column Chrl+alk+k

[EL, 1. Select cell in selection where value changes @ Seleck cellin selection where value changes

(&), 12, Seleck call with smallest number @ Seleck cell with smallest number

@L 13. Select cell with |largest number @ Select cell with largest number

O 14, select all cells with an error <> select all cells with an ervor

=Y 15, Select all sheets =Y Select all sheets

@_ 16, Print preview selection @. Print preview selection

&h 17, Frint selection &) Print selection

18, Set current selection to all worksheets Set current selection ko all worksheets

- Language used in menus and dialogs
Here you can change the language of ASAP Utilities into one of the available
languages.
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= File locations tab

ASAP Utilities - Options

General  File lacations WEiIesiza Toolbar ] Contact information & System info ] Debug I

ASAP Utilities is inskalled in:

C:\Program Files\aSaP Ukiities!

default path to store the "Favarite Taals Menu" file
Shartcuts are available thraough your Favorites menu.

C:\Documents and Settings|Bastien\application DatalasAP Utiities|

default path to save a backup

CADOCUME~1\Bastien\LOCALS~ 1 Templ [

- Displays the path where ASAP Utilities is installed.

- Specify the path where the favorite’s menu file is stored. If you work on multiple
computers it can become handy to store the favorites menu file on a network
drive so that it is accessible from both computers.

- Where to save backup files (see Save file and create backup on page 99)

= File size Toolbar

ASAP Utilities - Options

General ] File locations ~ Filesize Toolbar | Cantact inFormation B System info ] Debug I

Refresh time ko update the filesize toolbar:

A J ﬂ 30 seconds

[ Turn the Filesize toolbar anjaff

” {2 Filesize: 7,15 ME ¥ OM |

Moke:

The Filesize can only be displayed for saved files. The File size is the size of
the saved file, Changes before saving the file will not be calculated in the
filesize,

- Specify the refresh time to update the file size toolbar

- Turn the file size toolbar on or off

= Contact information

- If you encounter problems and need to contact us, please provide the
information displayed here. It will give us information about your Excel version,
ASAP Utilities version and your regional settings. You can paste it into an email
describing the problems. For more information about contacting us, please read
Chapter 7, Troubleshooting FAQ on page 165.

118 Chapter 5



FREQUENTLY UPDATED ASAP Utilities User Guide

List of tools

ASAP Utilities - Options

General ] File locations ] Filesize Toolbar  Contact information & System info WE_Jebug ]

IF you encounter problems and need to contact us, please provide the Fallowing
information {copy and past in your email ko supporti@asap-utilities. com):

ASAP Utilities -
installation path : C:\Program FileshaSAP Trilities),
wersion : 4.2.2 {January 21, 2008}
favrorites menu path : C:\Documents and SettingsiBastientl)
Application : Microsoft Excel
Version D ZO0Z/MD (10.0.6834)
Country code S 1
Country I Anguilla, Antigua, Bahawas, Barbado:
Country settings 1
Memory reserved total : 1.9 ME
Memory reserved used : 0.9 ME
Memory reserwved free 1

-

.0 ME -
Tihrars marh - P ADDARDAA1VMTABASA?Y Nf fimal 1Y TLTRD
4 L3

If contact us, please include the information above in your
copy to clipboard email to: support@asap-utilities, com

oK ‘ Close ‘
ASAP Utilities
installation path : C:\Program Files\ASAP Utilities\
version : 4.2.2 (January 21, 2008
favorites menu path : C:\Documents and Settings\Bastien\Application Data\ASAP
Utilities\
Application : Microsoft Excel
Version : 2002/XP (10.0.6834)
Country code : 1
Country Anguilla, Antigua, Bahamas, Barbados, Barbuda, Bermuda, British

Virgin Islands, Canada, Cayman Islands, Dominica, Dominican Republic, Grenada, Guam,
Jamaica, Montserrat, Nevis, Puerto Rico, Saint Lucia, St. Kitts, St. Vincent and the
Grenadines, Trinidad and Tobago, Turks and Caicos Islands, United States of America,
United States Virgin Islands

Country settings g 1

Memory reserved total 1.9 MB

Memory reserved used 0.9 MB

Memory reserved free : 1.0 MB

Library path C: \PROGRA~1\MICROS~2\Officel0\LIBRARY

Startup path : C:\Documents and Settings\Bastien\Application

Data\Microsoft\Excel\XLSTART

Operating system : Windows XP (Windows (32-bit) NT 5.01)
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= Debug

ASAP Utilities - Options

General ] File locations ] Filesize Toalbar ] Contact infarmation & System info Debug

In some cases you will be adviced by the ASAP Ukilities support team ta turn on this debug
setting ta help solve specific prablems. This logfile recards certain steps in ASAP Ukilities and
can help detect at which point a problem might exist.

| Create debugger log File in Windows Temp Folder
CDOCIUME-1\Bastien\LOCALS~ 1) Templasap-utilities-debug.bxt

©Open debugger log file

of Close

- In some cases you might be asked by the ASAP Utilities support team to turn on
the debug log here. This will log several steps ASAP Utilities performs when
running its utilities. In case of problems this might help us to track down and
solve the problem.

Organize your favorite tools...

See Favorites & Shortcuts » Error! Reference source not found. on page Error!
Bookmark not defined..

Start the last used utility again...
Start the last used utility from ASAP Utilities.

By default this utility can be started with the shortcut combination Ctrl+Alt+).

Find and run a utility...

Search through the entire menu and descriptions of all ASAP Utilities. If you don‘t enter a
search phrase it will list all tools.

Open the ASAP Utilities User Guide (English, PDF)...
Launches the ASAP Utilities User Guide (pdf).

This User Guide will show you what you can do with ASAP Utilities. It will tell you how to
install the add-in and it gives a description of all the utilities available.

In my opinion a good program should be easy to use without the need of any
documentation. However during the last years the need for documentation has increased.
ASAP Utilities has more tools then ever and this user guide will help you to get the best
out of it.

Read the latest news on ASAP Utilities
Visit the news-section of the ASAP Utilities website.
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7 Visit the online FAQ: Frequently Asked Questions about ASAP Utilities

Do you have a question about ASAP Utilities? Read through our list of frequently asked
questions (faq) on our website to find the answer you're looking for.

8 Check for new version on the ASAP Utilities website

Visit the ASAP Utilities website and see if there is a newer version of ASAP Utilities
available.

Home » Download = Wersion check

New version check

Y our current version is 4.1.0
Latest available version is: 4.1.1

Your version of ASAP kilities is outdated. We recommend you to install the
new version.

Upgrade to the new version

9 (Re) build the ASAP Utilities toolbar

(Re) build the ASAP Utilities toolbar will create a toolbar with some of the most used
utilities:

ASAP Utilities -
P oW TLEAOH RS0S4 ET
A B AEY dE G E ol B oE e s T
HEEFADOFFEZEHE 09 6 @ik
mEREGEHSEEY Ay e L6

IIl

Gl

-4

You can adjust the size of the toolbar by dragging its border.

If you wish to remove toolbar buttons you never use, select in the menu:

View » Toolbars » Customize.

You can also right-click on the toolbar and choose “Customize...”, the last item in the
popup.

Then drag the unwanted buttons away from the toolbar. When you're finished, click Close
to close the Customize dialog box.

Note: This utility will not work in Excel 2007 since Excel 2007 doesn’t support
commandbars anymore.

10 (Re) build the ASAP Utilities Favorites menu toolbar

Create or update a toolbar with the buttons/tools from your favorites menu. The toolbar is
automatically updated when you change your favorites menu or your shortcuts to the
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tools from ASAP Utilities.

Microsoft Excel - Book1

File Edt ‘Wiew Insert Format Tools Data  Window Help  Adobe PDF  ASAP Ltiities
DRay &RV ¥E @ = -2l El il e -0
Arial -0 - B I U B o%, WMEE S-S A

LEad ol AMEn B FPIEOL WELNRL LBEC

Conditional select cells (Chrl+alt+0)
(from ASAP Utilities)

11 Close ASAP Utilities
Close ASAP Utilities. ASAP Utilities will be closed and disappears from the menu bar.

5220 Find and run a utility...

ASAP Utilities - Find a utility (search help)

Search far: select italic cells

Close |

a
Select » Select cells based on content, formatting and more... Aun 5 | =
‘with this advanced tool you can select cells based on their value, Formatting style and —

other properties,

‘¥ou can Far example select all cells between 50 and 250 or all bold cells or all red cells,

‘ou can use the Following criteria to select cells based on their contents:
- between

- not bebween

- equal ko

- not equal ko

- greater than

- less than —
- greater than or equal to

- less than or equal ta

- begins with

- does not begin with

- ends with

- does nok end with

- conkains

- does nok contain

- like {text, with use of wildcards)

- nat like (text, with use of wildcards)

- duplicate walues

- unique values

- empty cels

- not empty cells

- FALSE

- TRUE

- text length

- odd numbers

- even numbers -

ASAP Ltilities 4,3.0 RCLE (April 5, 2009 @ 1999-2009 Bastien Mensink - & Must in Every Office BY
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52.21 Info

Display information about the tools available in ASAP Utilities, the version number etc..

ASAP Utilities 4.3.0 RC16 {April 5, 2009) - Registered version

Home Download Order form#

"’ asap utilities

the essential add-in for excel users

Search  About ContactUs Weblog®@

 _———,

What is it? News Testimenials Download Purchase User Guide Listof took Videos Support Excel tips

Reviews {English} List of all tools
PC Magazine: Abaut ASAP Utilities |
This is the one
! ti II ; II in f n A54F Utilities makes working in Excel faster and easier with over 300 —I
ésse'; talad ! Ainora uzeful and powerful tools. Since 1933 it has grown to become probably one
Xcel users.

of the world's mast popular add-ins for MS Excel.
Our goal is to make work easier for Excel users, both beginner and expert.

“w'e are open to new ideas and suggestions. If you contact us, please uze
Englizh or Dutch.

Have funl

’ '] 352D wtijpjeq

Bastien Mensink [bastien@asap-utilities. com)

Hl = A Must in Every Office BY, The Netherlands

‘E 540 s _I

g

H o

i 4 Yersion info e I 7
“'"m ASAP Utiities 4.3.0 RCLE (April 5, 2009)

o 1999-2009 Bastien Mensink - & Must in Every Office BY
bastien@asap-utilities.com - http: j e, asap-utilities. com

List of tools 123



6.1

6.1.1

6.1.2

6.1.3

6.14

6.1.5

6.1.6

ASAP Utilities User Guide FREQUENTLY UPDATED

Extra worksheet functions

This chapter will show and explain to you the extra worksheet functions you get in Excel
when you have ASAP Utilities installed. These are so called user defined functions (or UDF).

An example workbook with all the functions will be soon available on our website:

www.asap-utilities.com

Worksheet functions
=ASAPFullFileName()

Returns the full filename of your workbook. This is the name of the workbook including its
path.

Example: D:\projects\active\balance.xls

=ASAPFileName()

Returns the name of your workbook.

Example: balance.xls

=ASAPFilePath()

Returns the path where your workbook is saved/located

Example: D:\projects\active\

=ASAPSheetName()

Returns the name of the sheet the formula is placed on.

=ASAPCountShades(range)

Returns the amount of colored cells in your range.

If you afterwards change the color in a cell, you have to press Control+Alt+F9 to have the
formulas recalculated.

parameter optional description

range no The range of cells in which you would like to count the amount
of colored cells.

= ASAPCellColorIndex(range)

Returns the cell color index number of the first cell in your range.

If you afterwards change the color in a cell, you have to press Control+Alt+F9 to have the
formulas updated.
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The color index number is the number that correspondences with a certain color in Excel.
The color index is one of the 56 colors in Excel. The default color palette is:

parameter optional description

range The cell of which you want to get the cell color index number

=ASAPFontColorIndex(range)

Returns the font color index number of the first cell in your range.

If you afterwards change the fontcolor in a cell, you have to press Control+Alt+F9 to have
the formulas updated.

parameter optional description

range no The cell of which you want to get the font color index number

=ASAPSumByFontColor(range, color number)

Returns the sum of all cells in your range that have the given font color index number.

If you afterwards change the color in a cell, you have to press Control+Alt+F9 to have the
formulas recalculated.

parameter optional description

range no The range of cells in which you want to count the sum of
cells with the specified color

color number no Either the index number of the color or the cell-address of
the cell that contains the color.

=ASAPSumByCellColot(range, color number)

Returns the sum of all cells in your range that have the given cell color index number. In
this case the cell color index is one of the 56 colors in Excel.

Useful combination with the function = ASAPCellColorindex(range)

If you afterwards change the color in a cell, you have to press Control+Alt+F9 to have the
formulas recalculated.
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parameter optional description

range no The range of cells in which you want to count the sum of no
cells with the specified color

color number no Either the index number of the color or the cell-address of
the cell that contains the color.

=ASAPCountByCellColor(Lookin_Range,
Color_Index_Nr)

Counts the amount of cells in the selected range that have a certain cell color.

You can use this function in combination with the = ASAPCellColorindex() function.

parameter optional description

range no The range of cells in which you want to count the amount of
cells with the specified color

color number no Either the index number of the color or the cell-address of
the cell that contains the color.

Example
e WO S
31,806 92127 99 331 40,724 75054

1
2|  303% 41,212 B5,788 24,299 57 031
[3 ] 18,116 40058 24 355 21,909 92 020
4 | 45,501 7538 89,346 [NEE 562 72,081
5
B
7
]

28720 80,620 75 964
46,413 41972 29982
20,771 14 4358 14932

72805
47 B36 52,375 94 562
65,202 35,853

37,334 72227
28418 34,223 28,387 6204
sum of all green cells: 601,286

=ASAPSurmByCellColor(A1:E12,D4)

how many green cells? 10
=ASAPcountByCellColor(A1:E12,D4)

=ASAPCountByFontColor(Lookin_Range,
Color_Index_Nr)

Counts the amount of cells in the selected range that have a certain font color. You can
use this function in combination with the = ASAPFontColorindex() function.

parameter optional description

Lookin_Range  no The range of cells in which you want to count the amount of
cells with the font in a specified color

Color_Index_Nr no Either the index number of the color or the cell-address of
the cell with the font that contains the color.
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=ASAPGetComment(range)

Returns the content of the cell-comment of a given cell.

If you afterwards change the comment in a cell, you have to press Control+Alt+F9 to have
the formulas updated.

parameter optional description

range no The cell from which you want to get the comment-text

=ASAPGetHyperlink(range, optional sNA)

This function returns the hyperlink from a cell. The hyperlink can be one of the following:
= existing file or web page

= place in your document

= e-mail address

You can optionally specify a string value for the sNA, this text will be displayed for cells
without hyperlinks. If omitted cells the formula will give an empty result for cells without
hyperlinks.

Example, =ASAPGETHYPERLINK (A2, "-"):

il v X o/ K& =asapgethyperlink{A2,"-")
| A | g |
hitp:ffweane. asap-utilities. comdblogd
I=asapgethyperink(A2,"") ]

mailto:bastien@egate. nl?subject=Hallo
bas.xls

If you afterwards change the hyperlink in a cell, you have to press Control+Alt+F9 to have
the formulas updated.

parameter optional description

range no The cell from which you want to get the hyperlink address

sNA yes The message you want displaced if there is no hyperlink

=ASAPSpellNumber()

This function spells out numbers.
The function has the following parameters:

=ASAPSpellINumber(Number, language (EN/NL/DE), currency, optional strSingular,
optional strPlural, optional strComma, optional strCentSingular, Optional strCentPlural)

parameter optional description

Number or cell reference
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parameter optional description
language Yes EN = english
NL = dutch

DE = german

If omitted EN will be used

currency yes TRUE of FALSE
whether or not to spell the numbers as currency.

For example spell the number 2 as “two dollars and no
cents” or just “two”

If omitted FALSE will be used

strSingular yes Currency spelled singular. For example dollar
strPlural yes Currency spelled plural. For example dollars
strComma yes The comma sign used. For example the comma sign or

point or the word comma.

If omitted the word comma will be used in English, or the
word komma in Dutch or German

strCentSingular Yes The word used for the amount behind the comma,
singular. For example “cent”.

strCentPlural yes The word used for the amount behind the comma, plural.
For example “cents”.

Example:
Ba - # =ASAPSPELLNUMBER(ET;"EN";FALSE)
A | B C D

1 number/amount: 12,48
2
| 3 |
| 4 |formula: =ASAPSPELLNUMEBER(B1T,"EN" FALSE)

5 result: [Twelve Cormma Farty Eight |

5
Iformula: =ASAPSPELLMNUMEBER(ET "EM" TRUE "eura”,"eurn”, "cent","cents")
| 8 [result: Twelve euro and Forty Eight cents

9

6115 =ASAPExtractNumbers(ref)

This function extracts the numbers from a given range or value.
For example:

B1 - # =asapextractnumbersil)
LA B ¢c | o | E [ F ]
1 8011LE | 8011!

%{
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parameter optional description

ref no The cell from which you want to extract the numbers

6116 =ASAPStripNumbers(ref)

This function strips the numbers from a given range or value.

For example:
B1 - fe =asapstripnumbers(Al)
A B c | b [ E [ F ]
1 5011 LB LB
| 2 |
| 3

parameter optional description

ref no The cell from which you want to strip the numbers

6117 =ASAPGetFontName(range)

This function returns the font name of a cell.

For example:
B1 i & =asapgetfontname(A1)
A B c | D | E [ F ]
1 hello Arial
| 2|
| 3

parameter optional description

range no The cell from which you want get the font name

6118 =ASAPGetFontSize(range)

This function returns the font size of a cell.

For example:
B1 - & =asapgetfontsize(Al)
A B c | o | E | F |
1 hello 10
2
3

parameter optional description

range no The cell from which you want get the font size
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6119 =ASAPGetNumberformat(range)

This function returns the number format of a cell.

For example:
B1 - & =asapgetnumberformat(a1)
A B c [ o [ € T F ]
' 1 hello General
2 € 1200 (5 ##0.00 (8 FA.00), o5 R @)
| 3| 10-10-06 | diramdyy &

parameter optional description

range no The cell from which you want get the cells number format

6120 =ASAPIsFormula(range)

This function returns true if the cell contains a formula or an array formula. Otherwise it
returns false

parameter optional description

range no The cell from which you'd like to know if it is a formula or not

6121 =ASAPCountChar(SearchText, SearchValue)

This function returns the number of times the “SearchValue” occurs in the “SearchText".
This way you can for example count the number of commas in a cell. This function is case

sensitive.
For example:
B1 - e =ASAPCountChar(Al;" "
A B [
1 |Peter, Bastien, Monigque, Rogier, 4

parameter optional description

SearchText no A value or cell address in which you want to look for the
“SearchValue”

SearchValue no The character to count

6122 =ASAPExtractFilename(FullFilename, optional
separator)

This function extracts the file name from a full path and filename. By default the formula
uses a backslash (\) as separator, but optionally you can specify another separator.

For example

Cell B23 contains: D:\User Guide\screenshots\Sort random (shuffle).xls
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=ASAPExtractFilename (B23) will return "Sort random(shuffle).xls"

parameter optional description

FullFilename no A value or cell address from which you want to extract only the
file name
separator yes Optional, if omitted, the backslash \ is used.

=ASAPExtractFolderName(FullFilename, optional
separator)

This function extracts the folder name from a full path and filename. By default the
formula uses a backslash (\) as separator, but optionally you can specify another separator.

Example
Cell B23 contains: D:\User Guide\screenshots\Sort random (shuffle).xls

=ASAPExtractFolderName (B23) will return "D:\User Guide\screenshots"

parameter optional description

FullFilename no A value or cell address from which you want to extract only the
folder name
separator yes Optional, if omitted, the backslash \ is used.

=ASAPGetFormula(FormulaCell)

This function returns the formula in a cell in local Excel language.
For example: =GEMIDDELDE("A1:B12"), which is the Dutch “average” formula.

Returns empty if the cell does not contain a formula

parameter optional description

FormulaCell no The cell from which you want to get the formula in the
language of your Excel version.

=ASAPGetFormulalnt(FormulaCell)

This function returns the formula in a cell in international notation.
For example: =AVERAGE("A1:B12")

Returns empty if the cell does not contain a formula

parameter optional description

FormulaCell no The cell from which you want to get the formula in
international (English) style
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6126 =ASAPMergeCells(inputrange, delimiter,
skipemptycells)
An easy alterative for the Excel =CONCATENATE() fuction. However the benefit of this
ASAP Utilities function:
= you can specify a range, for example A1:G1
= you only have to specify a delimiter once, by default no delimiter is used

= by default empty cells will be ignored

parameter optional description

Inputrange no The cell from which you want to get the formula in
international (English) style

Delimiter yes The separater between each value, if omitted no delimiter is
used

skipemptycells yes Whether to skip empty cells or not, by default this value is
TRUE

6127 =ASAPRandomPassword(length, use_symbols)

This function will return a strong password which contains of
= both uppercase and lowercase letters

= numbers

= symbols, suchas~!'@ # %% ~ &*()[I1\/<>:-=+ _

lenght: The length of the password. If omitted the length will be 8 characters. If
the length given is less then 8, still a password of 8 characters will be
returned.

use_symbols: Use symbols in the password. Recommended for strong passwords. If
omitted the password will contain symbols (special characters)

Examples of created passwords:

=asaprandompassword() 4j:4)s29
=asaprandompassword(8,FALSE) dvU57E6u
=asaprandompassword(8, TRUE) -\D5t0:3

=asaprandompassword(14,FALSE) 55GHo01sM85j9Le
=asaprandompassword(14,TRUE) 89eTglLq\ 46woE
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This function can be easy if you need a random password, or for example of you are a
system administrator and need to create 50 random passwords for new email addresses.

A B
1 |example of ZASAPRANDOMPASSWORD()
2
3 |email address password
4 |student001l@university.edu fEvB2C27
5 student002@university.edu koSxES:d
6 |student003@university.edu dn77~9gC
7 |student004@university.edu (}y_65rE
8 |student005@university.edu 10+y53GT
9 |student006@university.edu H\*%6t40

L PRI VS S P e THE el

If you want to recalculate the generated passwords you have to press Control+Alt+F9 to
have the formulas updated.

When you’re done creating the passwords, you might want to convert the formula-results
to their values (Copy » Paste Special » Values) or in ASAP Utilities:

ASAP Utilities » Formulas » Convert formulas to their values

=ASAPIsBold(range)

Returns true if the cell is bold, false if it isn’t

Examples
aAlp|lc|ol|lE|F]| & | H
1 | 26 27 23 29 30
2 | 18 17 18 19 20
2| s 7 8 9 10
4| 1 2z 3 4 5
5 | 11 1z 13 14 15
B | 21 2z 23 24 25
7 | 31 32 33 34 35
a
Isum af red cells: 56 +— =asapsumbyfontcolor{Al:D7;3)
10 jnumber of shaded cells: ? +— =asapcountshades({Al1:D7)
W projectshd 002 example . xls =asapfullfilename()
example.xls +— =asapfilename()
Wt projectsh4 002 - =asapfilepath()

Remarks on distributing

If you use these worksheet functions in your worksheet there a few considerations to make
if other people are going to work on the same workbook:

1. Everybody that works with the file using the ASAP Utilities worksheet functions should
have ASAP Utilities installed as default add-in.

2. If somebody is going to work with you file but he/she doesn’t have ASAP Utilities, you
should convert the formula-results to their values (Copy » Paste Special » Values) or in
ASAP Utilities:
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ASAP Utilities » Formulas » Convert formulas to their values

If you see the result of a function displayed as “#NAME?" this means that ASAP Utilities is
not available. (In case you do have ASAP Utilities installed it can also mean there is a
spelling-error in the formula name).

Remarks on calculation

Since Excel only recalculates a workbook if the value in a cell changes (most of the times),
some of the new ASAP Utilities worksheet formulas don't get triggered to update. In that
case you have to press Control+Alt+F9 to have the formulas updated.
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How to?

Introduction

In this chapter we show you some of the most asked question we got either by email or
found in the newsgroups or online forums that can be (or have been) answered by
ASAP Utilities.

Several questions will be double here and have the same answer. We still list them here
because the in those cases the question was asked in a different way with other words.

I would like to use this opportunity to say a big THANK YOU to everybody who is active on
the Excel newsgroups and forums answering questions; especially those writing how to
handle problems with the use of ASAP Utilities.

We think reading this chapter might give you an idea how to solve certain issues with the
use of ASAP Utilities.

How to... examples

Delete only the even rows in your spreadsheet
Is there a way | can delete only the even rows in my spreadsheet?

I have over 6000 rows and | only need the odd ones

ASAP Utilities » Select » Conditional Select

In the form choose “even rows” then “select”. When selected right-click on a cell in your
selection and choose “Delete...” and select “Entire row”

Automatically alternate row colors

How can | set up alternating row colors in Excel? | don't want to have to change the row
colors every time | insert, delete, or move a row

ASAP Utilities » Columns / Rows » Color each n'th row or column

Create a hyperlink to each sheet

ASAP Utilities » Sheets » Create an index sheet

Copy a long list of file names

I have a long list of file names (240 from a search) that | need to put into Excel. Copy won't
do it. How now?

ASAP Utilities » Fill » Insert filename
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Extract value
How can | get the numeric value from the cell: "$4.57 dividend"?

ASAP Utilities » Text » Advanced character removal.

Then select all except the numbers and the point.

Remove text. numbers, special characters, symbols etc.

MV V1 ¥* V> WR WP Wz Wi Wi g FE Fr Mo
W1 W1 W+ W s g W{ W1 Wi W WE Wi o
Vi M1 vV, M@ MT WMh M| M1 Wx ¥, Wi Wi Wa
Vi M1 V- Ma MU Vi M} M My W: Wi Wi Wa
Vi M1 v, VB My Vi M~ W' W] e Wi Wi Vs

v Vi1 Wi Mo Mw Mk M1 M* Ws M2 Wi Wi W+
I I o Mo WMz WI We WM* M- Vu Ve VWa Vs
v v M1 We My ¥Wm M1 M. Mo Fu Wi Vi Fa
v v 2 MF Wz Wn W, W- W3 Wxn Vo Wa Vu
v v s Ma W[ Wo Wi W— s Wi WO W Vi
v v 4 MH Wi Wp W, M* WMo Wi Wd e v
v Vi I's W1 W] Wg W. W™ VM- VWi VW& Ve Wy
Wi W s W1 W~ Wr Wt Wi We Vi Wo Ve Wb
Wi w# 7 Wk W_ s Wt Wy W Wi W= e Wy
VMo Mg TTae ML W° Wt W Me WMo Wi Wa Wi
W1 e [T MM Wa Mu WMea M1 Mz Wi WO Wi
V1 va ¥ MH Mb Me WE Wi M: V& WO Vi
Vi V' ¥; WMo Wc WMw W< Wi WM: V¢ WO Wi
Vi1 { W= Mp WMd Wx ME W V' VE WO Wa
Vi V) = Wg We WMy W1 Wi My VE Wi Wi
ab., | &80, | symbaols invisible| sDaces| line breaks
4l ‘ nong ‘ inverse

Cancel }( Remove selected characters from your selection

Removing spaces in cells with data in it

We have a personnel roster that is kept in a database. Occasionally, this roster is exported
into Excel and sent out to members of the department. In one column are dates that each
person was employed. When | try to sort the entire roster, it doesn't come up right
because most of the cells that contain the date have spaces in front of it.

Sometimes it is 1 or 2, sometime more, other times there are no spaces.

In order for me to sort the entire roster correctly, I'm having to manually remove the
spaces in front of the date, then sort the roster according to date.

There are over 500 entries in this roster, is there a better way to remove the spaces other
than manually?

ASAP Utilities » Text » Delete leading, trailing and excessive spaces

Extracting Text only

I'm trying to extract text only from a column of cells with varying text and number strings.
Sometimes the cell starts with numbers, other times text. There is no constant for the
number at the beginning of the cells.

ASAP Utilities » Text » Delete all numbers in selection

or
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ASAP Utilities » Text » Advanced character removal. Then select all except the letters

8 Strip leading spaces from cell

I need a formula to remove/delete leading spaces from a cell. Column b contains data
imported from another application. Unfortunately some of these cells have padded leading
blanks added. | need to remove these, but 3000+ cells individually will take hours.

ASAP Utilities » Text » Delete leading and trailing spaces.

(note: this will also delete trailing spaces in each cell).

9 How to make duplicate entries blank

| want to make a column that lists "city name" to only show each name once, and then
leave each repeat of the name blank. Is there a formula for this?

ASAP Utilities » Range » Empty duplicates in selection

10 Printing a Column in Multiple Segments on One Page

I have a list of names in a spreadsheet column. The data takes up, say, 2 of the page
horizontally. Let's say | have 200 names, and want to print them in columns of 50. In other
words, they should all be able to fit on one page - 1-50 in column 1, etc. | can cut and
paste, but that's rather labor intensive. | can print 4-up, but that reduces the font size so
that it's practically invisible.

Is there anything else | can do?

ASAP Utilities » Format » The paper saver (split columns)

11 Trailing negatives imported from ASCII file
How do | change a column of trailing negatives for example 123- to -123?

ASAP Utilities » Numbers » Move “-” from back to front (e.g. “65-" to “-65")

12 Deleting empty rows
Is there an easy (quick) way of deleting empty rows in a large spreadsheet?

ASAP Utilities » Columns / Rows » Remove all empty rows
13 Delete rows if Col C has a 0 value in it

What formula please will delete rows if Col C has a 0 value in the cell?

ASAP Utilities » Select » Conditional row and column select, hide or delete
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Inserting rows

| have a spreadsheet that is approx. 200 rows long and | need to insert a new row after
each existing row.

ASAP Utilities » Columns / Rows » Insert Empty rows or columns

White Space in a Cell

I 'm collating a lot of spreadsheets that many other people have filled in onto one big
spreadsheet template.

My problem is that there is a free text cell and, because people don’t know about the ‘alt &
enter' option, they've hit the space bar many many times make it look like a new point
starts on a new line.

In Word, you have the option of showing all the keyboard strokes so you can tell what
people have done - but I'm finding | have to go into each free text cell and hit delete, then
the cell magically shifts up so that there is no white space.

Any ideas? My document is currently 200 pages long and I'm nowhere near done!

ASAP Utilities » Text » Delete leading, trailing and excessive spaces

How do I conditionally delete rows based on cell contents?

ASAP Utilities » Select » Conditional row and column select, hide or delete

Coloring every other row in a range

ASAP Utilities » Columns / Rows » Color each n'th row or column

Removing Carriage Returns in Excel
To remove only trailing carriage returns:

ASAP Utilities » Text » Remove ending carriage return (alt+enter character).

To remove all carriage returns, chr(10) and chr(13):

ASAP Utilities » Text » Advanced character removal.

Then select “line breaks”.
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1 Z08ho | abc. | a.8.0., | symbals irrvisible spaces

all | nane inverse

Cancel | )( Remove selected characters From your selection
|

19 How to shade every third row?

ASAP Utilities » Columns / Rows » Color each n'th row or column.

Choose a color and set the steps to 3.

ASAP Utilities - Color Rows and Col:

— Colar rows or columns

& Rows " Columns

Cloze

— Cptions

Colar: l? %H
Steps: |3— ::I

[V Remave existing colors

¥ | suppress hidden raws/colums

™ conditional Formatting

20 How can | translate a comment to text in a cell?

You can use our User Defined Function (UDF) =ASAPGetComment() to get the comment
out of a cell. (see also Chapter 5)

21  How to convert Excel imported numbers from text to numbers?

We have a software package from which we can export data to MS Excel. However, when
exported it arrives in Excel as text. Even though they are numbers, they act like text. The
only way to convert them text to numbers is to edit the cell (press F2) and hit enter. I've
tried every other method of copying and pasting (even pasting special), but nothing seems
to work.

ASAP Utilities » Numbers » Convert “textnumbers” to numbers
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Sorting Excel worksheets by worksheet title

ASAP Utilities » Sheets » Sort all sheets in alphabetical order

Beginning zeros won't hold in field when saving as .CSV

When saving an Excel spreadsheet as a .CSV (comma delimited) file, beginning zeros
disappear. The only way | know to keep the zeros is to format the field as 'text.' However,
.CSV files wipe out all formatting. Is there a way to KEEP the zero in the number '08'
instead of '8' when saving as .CSV?

ASAP Utilities » Export » Export selection or active sheet as new file

In the “"How to export” select “As formatted”, and in the “Format to export” select CSV:

ASAP Utilities - Export selection or active sheet

Export cell data IEprrt chart or range as image I

— Export source

1~ Entire sheet: Sheetl

— Format to expork:
" dBase Iv

ﬁ Export

Close |

&+ Range: $B425:4K45 o I " Excel workbook
" space delimited text file
— How ko export:
" tab delimited text File .
" Walues (12) [ Save in:

" Formula's (=12%E6)
i+ As Formatted (fl 12,000

— Hidden cells
¥ Do not export hidden cells

 copy to clipboard (tab delimited)
" topy to dipboard {space delimited)
% C5Y file {comma seperated value)

ZSY options

Fields terminated by | s
Fields enclosed by I "

current file's
o folder

¢~ Excels default file
location

¢~ Current default
falder

Don't save, just
" open the export

— Add ta files list :
IV add file to recent files list

with Nakepad

Decimal seperatar I .

Print multiple sheets in one print job

I want to print several worksheets (e.g. sheet1, sheet 4, and sheet5) in one print job. This
is a frequent task for users of one spreadsheet and would be much more convenient for
them. | could probably write a macro to print each sheet individually, but it would be nice
to print all at one time and have the printer staple them together.

ASAP Utilities » Sheets » Print multiple sheets (batch)

Reverse the sign in a range of cells?

| have a spreadsheet that is generated from an accounting program. It generates the
debits as positive numbers and the credits as negative numbers. Is there a way to highlight
a group of cells and reverse the sign on that group or range?

There a few ways to do this. You can either multiply all values with -1:

ASAP Utilities » Formula » Apply formula to selected cells

or

ASAP Utilities » Numbers » Convert negative numbers to positive and vice versa
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ASAP Utilities - Converkt nun

£~ Reverse positive and negative

91 ——w 91
-105 105
-8 [

30 30
-46 a6 |
4z 42 Cancel
This utility only handles constants, formula's will
not be changed.

26 Ending spaces need to be removed

I have exported an SQL database table to a text file and need to do some work on it in
Excel. Each field is comma-delimited. However, the table must have used fixed field
lengths because the data now has blank spaces at the end of every field. | want to remove
the extra spaces.

ASAP Utilities » Text » Delete leading and trailing spaces.

(note: this will also delete leading spaces each cell).

27  Auto-naming of Sheets?

| have a list of numbers all 8 digits in length (roughly 200 numbers). | need a separate
worksheet for each number. Is there a way of taking each number, inserting a worksheet
and naming it according to the number?

Select the cells with the numbers and then:

ASAP Utilities » Sheets » Add sheets (with the names defined in selected cells)

28 Printing question on a long list

I have a fairly long excel sheet, it's about 800-something rows but there aren't too many
columns. How can | make it wrap up and print what would normally be 2 pages on to one
page? The printer settings aren't working right and I'm getting it to be terribly small when
| try and change those to fit. Do any of you know how i could do this? I'm pretty sure this
is a really simple task and I just have never had to use excel for anything this long before or
cared about manipulating it so that it could be done again.

ASAP Utilities » Format » The paper saver (split columns)

29 Mass Remove Hyperlinks
I want to remove 1200 Hyperlinks, is it possible to do it mass?

ASAP Utilities » Web » Remove all hyperlinks in selected cells

30 Automate naming of tabs

In Excel 2002 XP | have a workbook with 13 spreadsheets. | need to automate the naming
of the tabs on each spreadsheet so that each spreadsheet assumes the name of the
contents of cell P1 for that respective spreadsheet. For instance, if the contents of cell P1
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are 1999, the tab needs to be 1999. If the contents of cell P1 are changed to 2000, | need
the tab to be 2000.

ASAP Utilities » Sheets » Change name of selected sheets to selected cell’s value

Leading zero conversion problem

I have exported data from Outlook 2002 Contacts into an Excel 97 file. In the export
process, all the leading zeros in the zip codes have become "". For example, a Contacts zip
code of 01075 has become 1075 in Excel. | tried using Excel "Find and Replace" to replace
" with "0", but Excel can't find the "" in the spreadsheet, although it shows in the cells.

You can either use the number format “00000” to have the values displayed with leading
zeros, or use ASAP Utilities to add the zeros:

ASAP Utilities » Fill » Add leading zeros

Protecting multiple worksheets easily
Is there a way to protect worksheets without having to do each one individually?

ASAP Utilities » Sheets » Protect all sheets

Sorting Worksheet Tabs

| really need to sort multiple worksheet tabs within a workbook. | would like to sort them
numerically.

ASAP Utilities » Sheets » Sort all sheets in alphabetical order

Newspaper Columns

I have a long list of data consisting of three narrow columns. When | print the sheet, I'd
like to repeat the set of three columns a few times per page (exactly like a telephone book)
to prevent wasting paper.

ASAP Utilities » Format » The paper saver (split columns)

Changing range of cells to absolute references?

I am trying to figure out a way to change a table of formulas with multiple cell references
to absolute cell references. Does anyone know how to do this without going into each cell
and editing each one manually?

ASAP Utilities » Formulas » Change reference style

Mainframe download to Excel has minus sign at the end of the number

The report has positive and negative numbers in columns. The positive amounts do not
have a sign and are recognized in Excel as number format. The negative amounts have a "-
" sign at the end of the number. Excel recognizes these as text format. Is there an easy
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way to reformat all the amounts with a negative sign to be recognized as number format
in Excel?

ASAP Utilities » Numbers » Convert negative numbers to positive and vice versa

37 Unhide hidden Sheets
Is there a way to unhide multiple sheets at one time without code?

ASAP Utilities » Sheets » Show all sheets

38 Making Cells Absolute

I have a spreadsheet that has 75 columns with data that is from two other sheets. Stupid
me when | did the formula | did not make it absolute, so now when | sort it the formulas
change. Is there anyway | can make the formulas absolute without going into every cell
and changing?

ASAP Utilities » Formulas » Change reference style

39 Save selection as jpeg

| have just bought a mobile phone which allows me to view jpeg images. | would like to
carry around some information that | have on Excel sheets. Can | convert a sheet or a
selection on a sheet into a jpeg image?

ASAP Utilities » Export » Export selected range or chart as image

Usually when you don’t have too many colors GIF gives a much better quality.

40 Password protecting multiple sheets

Is there a way to set a password for multiple sheets without having to set each one
separately? | have over 60 sheets in one of my workbooks. | don't want to protect the
whole workbook with a password because the file is used by other users but rather lock
cells in each of the sheets with a password thereby allowing users to only edit certain cells.
Because | have many packages to do, | don't want to be setting these passwords for over
600 sheets.

ASAP Utilities » Sheets » Protect all sheets

41 Reversing a cell

I need a function that will reverse the data in a cell. For example if the value in a cell A1 is
"xyzzy", then REV(A1) would be yzzyx. If the value in cell Z19 is "32767" then REV(Z19)
would be 76723.

ASAP Utilities » Text » Reverse text in selected cells
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Edit Data - add *1000 to multiple cells, possible?

| have a set of data and | want to multiply each cell by 1000 so want to add *1000 in
about 30-40 cells together. Is there any way to do it quickly rather than going into each
cell manually and entering *1000?

ASAP Utilities » Formula » Apply formula to selected cells

Printing a Price Guide

I have a price guide of 4 columns with about 6000 rows. In Word, you can specify the file
to print multiple columns on a page before creating the next page. | have scaled the
output to 65% and would like the 4 column worksheet to print at the top of the next print
column instead of creating the next page. How would | do this?

ASAP Utilities » Format » The paper saver (split columns)

Is there a quick way to merge workbooks?

Is there a quick way to merge workbooks, either by merging open workbooks or by
merging them before they are opened?

ASAP Utilities » Import » Merge files together in a new file

Printing Long Columns

I have a simple worksheet with order numbers in column A and corresponding completion
dates in column B. Since there are over 1,000 orders, it takes many pages to print the
sheet, with a great deal of paper wasted on the blank area to the right of the two
columns. Other than the tedious process of cutting and pasting, is there a way to arrange
the information into multiple columns across the page?

ASAP Utilities » Format » The paper saver (split columns)

Converting numbers into text

I am trying to convert numbers into text. | have tried formatting but it does not work. | am
importing these excel data into SAS and SAS does not recognize the formatting. | think |
need a quick way to add an apostrophe in front of all my numbers, how?

ASAP Utilities » Numbers » Convert numbers to text (addin ‘ in front)

or

ASAP Utilities » Fill » Insert before

Unhiding work sheets

Is there any way to unhide multiple worksheets at one time? Currently, | can unhide a
worksheet by clicking on Format, Sheet and Unhide and then double clicking on the
specific worksheet.

ASAP Utilities » Sheets » Show all sheets
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Is there a function to covert numbers into text?

Is there a function to convert a number, for example 23, into text, for example twenty-
three?

ASAP Utilities » Numbers » Spell numbers or amounts

How to remove a macro
How do you find a macro in a worksheet and then remove it?

If you want to remove all macros from your workbook:

ASAP Utilities » System » Remove all macros/VBA code from current file

Printing a list of all named ranges

Is there a way to print a list of all the named ranges used within a worksheet/workbook
along with their respective references?

ASAP Utilities » Information » List all range names

Adding 1 before phone number

I am looking to add a 1 before all of my long distance phone numbers...but | don't want to
go through every cell and add 1...is there an easier way??

ASAP Utilities » Fill » Insert before

Remove alphabet from a string

May | know is there any function or any method that | can remove ALPHABET characters
leaving only NUMERIC value? What | currently doing is that | been using formulas such

as MID, LEFT & RIGHT to remove the ALPHABET and special characters. This method is
indeed tedious. | am very curious to know if you have any better method to recommend.

Example:

Invoice Number Result
IV3F02/49271 30249271
IES-30600001 30600001
C31946 31946

ASAP Utilities » Text » Delete all text characters in selection

Negative sign at right of number acting as text field

I am importing some numbers into a spreadsheet that have the negative on the right side
of the number. Any idea on how to get that to be a number instead of a text? The normal
just clicking format and changing to currency doesn’t work, because it expects the
negative sign in front.

ASAP Utilities » Numbers » Move “-” from back to front (e.g. “65-" to “-65")
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Printing wrapped columns

I'm trying to print 2 columns of data over several columns on one page. I've seen a few
similar posts on other newsgroups but have not seen a solution. Any help would be
appreciated.

ASAP Utilities » Format » The paper saver (split columns)

Convert ALL CAPS to lowercase

Is there a way that | can take an Excel sheet that is entirely in all caps, and with a few steps
convert all text to lower case with first letter capitalized?

ASAP Utilities » Text » Convert to lowercase

Save a sheet or range als XLS file
How can | save only the active sheet or my selected range as Excel file?

ASAP Utilities » Export » Export selection or active sheet a new file

ASAP Utilities - Export selection or active sheekt

Export cell data I Export chart or range as image I

— Export source
" Entire sheet: Sheetl

Jsepasisg7 - |

— Format to export:
" dBase IV

ﬁ Export

& Rangs: el workhook: Close

" space delimited test file
— How to export:

& Yalues (12
© Formula's (=12*E6)
£ s Farmatted (fl 12,000

" tab delimited text file
" copy to clipboard (tab delimited)

— Save in:

current file's
@ Folder

" copy ko clipboard {space delimited)

¢~ Excel's default fil=

" €5 file (comma seperated value) location
- Hidden cels 5V options ———————— ¢ Current default
[¥ Do not export hidden cells Fields terminated by I_ Folder
. Don't save, just
Fields enclased by [ ) e
— Add to files lisk :
o files lis T T I_ with Matepad
[V add file ta recent files list

Show locked cells

I have an excel sheet with certain values to may not be changed and certain cells that users
have to fill. However it now appears some of the input cell are also locked. How can |
quickly see which cells are locked?

ASAP Utilities » Select » Conditional select cells
Now in the values tab you can choose to select all protected cells or all unprotected cells.

ASAP Utilities - Conditional cell seleck
Based on values I Based on formatting |

Select all cells with a value:

protected cells j

[ se414 =

% Selected range:
" Entire shest
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58 Find Duplicates

I want to check for duplicate values in an array. If a duplicate is found | would like to font
color changed to red.

There are two options:

ASAP Utilities » Information » Count duplicates in selection
This utility has the option to color all duplicates found.

or

ASAP Utilities » Select » Conditional select cells

Now in the values tab you can choose to select all duplicate values. When selected you can
color them any color you want.

59 Is There a Way to Print List of Worksheets

| have a workbook set up with over 100 worksheets, each of which is labeled. Is there a
way to print only a list of all the worksheets in the workbook?

ASAP Utilities » Information » List all sheet names
You can also create an index sheet that contains a list of all sheet names with a hyperlink
to the sheet:

ASAP Utilities » Sheets » Create an index page with all sheets (clickable)

60 Saved HTML more efficient

| need to make several Excel tables available as html. When | save them as .html in Excel
the files get way to big and they contain a lot of inefficient html code. Is there a way or a
program to create a more efficient (smaller) html output of Excel tables?

ASAP Utilities » Export » Export selection as HTML table to the clipboard
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ASAP Utilities - Export table as HTML

Options IExampIe HTML code |

— Table — ell Generate HTML code |
Width: l_ Cell padding: l_z ¥ Usz cell colars ¥ Use fant colors
Edlers l_l Cell spacing: I_U ¥ Usz cell's slignment I <nobr = Close |

I Use first row as kable head { <th=)

Align: I vl ¥ Detect and use bald, underlined and italic

F : I l I place 2nbsp; in empty cells
reme &2 ' [V wirite each <td: on a new line
I~ Detect hyperlinks
Rules: I l .
- Target: I “hlark ﬂ Range to expork:
l— | sEf11:50952 =1
<table class= ¥ Font settings (if vou don't use stylesheets)
<td class= I Font to use: Size:
This utility produces a clean and
r . I Tahoma j I 2 j easy to use HTML code of your
Detert column width table. It is copied to your
. Alemans: (el lﬁ clipboard, sa you can easily paste
I Detect row height Y hd it into your document.
I 'l If you have defined yaur font in
Table comment <!-- --= Verkical: styleshests, you don't have ta
Expork: specify the used font and fontsize
’76 Formatted value € Walue € Formula in every cel. However if you don't
use stylesheets, you do,

Naming Sheet Tabs

Is there a way to put a formula (or something)in a sheet tab that will enable me to name
the tabs based on list in one of my worksheets? Example: In a worksheet, A1=Mary,
A2=Brett, A3=James. The sheet tab 1 will be named Mary, sheet tab 2 will be named
Brett, and sheet tab 3 will be named James? Also, if | change the names on my list, then
the sheet tab will auto update with the new entry.

ASAP Utilities » Sheets » Add sheets (with the names defined in selected cells)

Erase al links in spreadsheet
I'm looking for a solution to remove all the internal hyperlinks | have in one spreadsheet.

ASAP Utilities » Web » Remove all hyperlinks in selected cells

Is there an easy way to make cells absolute?

The only way | currently know how to make a cell absolute is to physically type in the "$" in
front of the row and column references for the cell. Is there a formatting tool that will
allow me to highlight a section of cells that all need to be absolute so | won't have to type
in "$" for the next 3 hours.

ASAP Utilities » Formulas » Change reference style
Right side negative

In Excel, how can | convert right side negatives to left side easily?

ASAP Utilities » Numbers » Move “-” from back to front (e.g. “65-" to “-65")
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65 Function to write amounts.

Is there a function for excel that writes amounts expressed in letters? | mean, if | have a
column with $ 22, I'd like to have another column that says Twenty two dollars.

ASAP Utilities » Numbers » Spell numbers or amounts

66 Adding a character to every cell in a column

I have a column of numbers, and | want to add a numeric code to the beginning of each
of these number strings. How do | add the same thing to multiple cells at once?

ASAP Utilities » Fill » Insert before

67 Invert a selection

I have certain cells which have a red background. | can easily find them with the find and
then format commands. This will highlight only those cells which fit the find criteria, or
red. Then, | want to invert the selection to find all cells which are not red.

ASAP Utilities » Select » Conditional select

Select the based on formatting tab and change the listbox to cell color. Then select one of
the red cells as source.

ASAP Utilities - Conditional cell seleck
Based on walues  Based on farmatting I

Select all cells based on it's Format:

Wikh I cell color 'l of cel: $0$17 - l

% Selected range: I $OE RS J

" Entire shest Close |

After you have selected all the red cells this way, you can use the following to inverse your
selection:

ASAP Utilities » Select » Inverse selection

68 Deleting rows with bolded text and numbers

| have a large worksheet and | want to delete all rows with bolded text and numbers. Is
there a quick way to do this?

ASAP Utilities » Select » Conditional select

Select the based on formatting tab and change the listbox to “font=bold". After all cells
are selected in Excels menu go to Edit » Delete » Entire Row....
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Deleting a Macro from a worksheet

Somehow | created a macro in a worksheet that I'm working on. It is setup on a control
box. | deleted the unwanted macro from the sheet, however I'm still prompted to enable
macros when opening the work sheet. | can't have this. | entered the VB editor and it's still
listed on the worksheet.

ASAP Utilities » System » Remove all macros/VBA code from current file

Deselecting a cell or column once selected via Ctrl Key

This happens on a regular basis, as | am Ctrl or Shift selecting a multiple range of cells via
the Ctrl or Shift click method, | will hit a wrong cell or column or row. | want to deselect
this selection, but have not found a way to do so. If | attempt to click on the area | just
incorrectly selected, it highlights it but does not deselect it.

How do | perform this task of deselecting without starting all over?

ASAP Utilities » Select » Deselect cells

Unhighlighting a single cell?

In excel when you hit the ctrl button to highlight various cells you may highlight cells a1,
a5 a9 a13 but then decide you don't want a5 highlighted. How do you unhighlight cell a5
without having to unhighlight all the others. This is very frustrating especially when you've
highlighted many cells and then the very last one you don't want highlighted.

ASAP Utilities » Select » Deselect cells

| need to add the same data to all values in column

| have a column of data for example the first couple of values in the column are: 3125019
and 3125021, now this is a long list and | need to add the letters RT to the beginning of
each value without doing so manually, any ideas?

ASAP Utilities » Fill » Insert before current value

Apostrophe’s gone mad

I'm exporting a bunch of account numbers (all numeric) to Excel. The problem is that all
the numbers are exported with an apostrophe. | do not need them. Is there anyway | can
remove all apostrophe’s?

ASAP Utilities » Numbers » Convert “textnumbers” to numbers

Converting 65- to -65

Can someone help with a code or formula to convert 65- to -65? For example tailing
negative sign to be made preceding the number

ASAP Utilities » Numbers » Move “-" from back to front (e.g. “65-" to “-65")

150 Chapter 7



FREQUENTLY UPDATED ASAP Utilities User Guide

75 Formatting PROPER to entire column?

Is it possible to use the PROPER function to do an entire column instead of taking each cell
separately?

ASAP Utilities » Text » Convert to UPPERCASE

76 Getting to underlying url in a cell

I have pulled in info from a web table, in column A about 250 records is a named
hyperlink (i.e. says Google) but the hyperlink is http://www.google.com. | would like to
strip away the name and leave the hyperlink as the value of the cell.

ASAP Utilities » Web » Extract hyperlinks

77 Hyperlink Removal

I have created a spreadsheet by copying and pasting information (all numerical) from the
internet. With this copy and paste, hyperlinks also carried over with each of the cells (over
10,000 cells). My question is this... Is there any way to remove hyperlinks from an entire
spreadsheet w/o having to right click and remove in each individual cell? Also, is there way
that | can copy and paste this information w/o also pasting hyperlinks.

ASAP Utilities » Web » Remove all hyperlinks in selected cells

78 Activate multiple URL's

I have a list of many URL's and need to activate them all so that if they are clicked on this
will link to the web page of interest. If | activate each link one at a time this would take
forever. Is there a module | could use to activate all the URL's in a list (e.g. using fill down)?

For example:

URL 1
URL 2
URL 3
URL 4

These cannot be accessed as they are not active hyperlinks. | need a way to convert them
all into clickable links.

ASAP Utilities » Web » Hyperlink in cell to hyperlink 2 click

79 Absolute Copy/Paste

If | cut and then paste a block of cells, formulas in the cells retain their reference to specific
cells. If | Copy and then Paste a block of cells, formulas in the cells change to reference
relative to the pasted cells.

For example, if | have in cell B2 a formula "=A1"
If | Cut B2 and Paste it in B3, | have in B3 "=A1"

If | Copy B2 and Paste it in B3, | hae in B3 "=A2"

How to? 151



80

81

82

ASAP Utilities User Guide FREQUENTLY UPDATED

Is there any way | can copy and then paste and retain the references to the original cells? |
know | can change just the formulas, i.e. make the formula "=$A$1" and then copy/paste
at will, but there are lots of times where this would be problematic.

Is there a simple way to do this Copy/Absolute Paste?

ASAP Utilities » Range » Copy formulas without changing their references

Replacing blanks at end of text for =vlookup()

I have a =vlookup() that is failing to find matches. | have two lists with names that appear
to be matches; for example, "ALL CITY LOCK AND KEY" appears on both lists. The
=vlookup() does not recognize the cells as the same. Using "if" function to test to see if the
values in both is equivalent produces a not equivalent result. It appears that the actual
values stored in the cell in the first list is "ALL CITY LOCK AND KEY", and in the second list
"ALL CITY LOCK AND KEY ". I'm not sure why the spaces are being stored in this fashion.
The data has come from a download from a site | do not usually use, and | have not run
into this before.

Is there any way | can loop through both lists and get rid of these recorded blanks after
the last alpha-numeric value, or in some other way alter the lists to get the =vlookup() to
function?

ASAP Utilities » Text » Delete leading and trailing spaces.

(note: this will also delete trailing spaces in each cell).

Removing Blank Lines

| was sent a workbook with a sheet that has about several lines, all numbered 1, 2, 3 .....
However there is a blank line between each line. Is there an easy way of DELETING all the
blank lines rather than highlight each one and delete them?

ASAP Utilities » Columns / Rows » Remove all empty rows

Add changes to entire column in excel

I have over 1000 items, all unique with letters / numbers / symbols. What | need to do is
down one entire column add something as simple as 01- to the front of each one.

For example, say the column is IDs
The first cell is h321dsa

the second is wr2dafw

etc..

Is there a script or some sort of query | can have it go through and modify straight down
the column placing a 01- in the same cell so when it's done it looks like this:

The first cell is 01-h321dsa
the second is 01-wr2dafw

etc...

ASAP Utilities » Fill » Insert before current value
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83 Index of worksheet names?

I have a workbook with 259 + worksheets. Is there some way that | can consolidate a list
of the worksheet names in a new worksheet without doing it one-by-one?

ASAP Utilities » Sheets » Create an index page with all sheets (clickable)

84 How do | column wrap an Excel printout
I have 10 pages of 2 skinny columns to print out.

In MSWord | would just CTRL-A, select the column button, select 2 columns and Wala -
now | have a 5 page printout. The column on the left of a page continues on the top right
of the same page - goes to the bottom and THEN starts a new page.

| want:

Page 1: Col A&B rows 1 -50 on the left of the page

Col A&B rows 51 -100 on the right of the page

Page 2: Col A&B rows 101 -150 on the left of the page

Col A&B rows 151 -200 on the right of the page

etc., etc.

I'm sorry for the "Column" definition problem between MSWord and Excel - | hope | have

been able to explain this problem accurately

ASAP Utilities » Format » The paper saver (split columns)

85 Fill down

Column A contains a date every 24 rows and i want it to automatically fill down all the
dates until it gets to the next date (without overwriting any dates).

This is what | want to do:

On column B row 7 | have a date. Further down on column B in row 31 there is another
date, as there is on B55, B79 etc.... all the way down (about 500). | want to insert the first
date (the one in B7) into B8. B9. B10...B30.

I want the date in B31 to automatically fill down to the next date...B54 etc etc

ASAP Utilities » Fill » Copy values to empty cells below filled cells in selection

86 Merging Multiple Spreadsheet

I have 50 spreadsheets from various branches to merge every month. All spreadsheet
contains the same header fields & number of columns. Instead of cut & paste, is there a
better way to merge all the spreadsheets into one under one spreadsheet?

ASAP Utilities » Import » Merge files together in a new file
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ASAP Utilities - Merge files

Extracts the data from the active sheet in every selected file
and combines them inta a new workbook,

— File types:

¥ Excel sy
" dease " Text file, space seperated

€ Lotus 123 ~ Text file, tab seperated Close |
€ Cuattra Pra " Text file, pipe {|) seperated

[¥ Start import on rov: |2 ¥ Except the first file

Merge files

[” Create a new sheet for each file

I Merge into 1 new sheet: Isummary

Will Excel tell me the number of sheets in a workbook?

I've got a big workbook, it contains many many sheets and | have no idea how to get Excel
to tell me how many sheets there are. It must know. While this seams rather simple the
only way | can think of working it out is to use the Create index sheet function in ASAP
Utilities and then count the rows, but there must be an easier way.

ASAP Utilities » Information » Counter number of sheets

Pasting formulas without transposing

I would like to know how to copy and paste formulae without changing the formulas (as if
you were moving cells) and without using $ in every cell.

ASAP Utilities » Range » Copy formulas without changing their references

Merging multiple Excel files into one

I have hundreds of separate Excel files, each with information in only 'Sheet1'. Each
file/sheet has the same information in the header (row1) and just one row of information
below it in row 2. The information that | want to combine in one Excel file stretches from
column A to column S inclusive.

I need to create a completely new Excel file that contains one header row and combines
the hundreds of rows of information below it.

Is there a quick and easy way of doing this rather than having to open each one and cut
and paste into the new file?

ASAP Utilities » Import » Merge files together in a new file

Adding occasions of Red and Green text

Can | total a column in which there are two basic colors of text used? For example | want
to total the number of times a planned date in RED text occurs and then the number of
times a completed date occurs in GREEN text.

You can use the following function to return the color of a cell:

=ASAPFontColorindex(range).

Then you can use the following function to get the sum of all cells with a specific color:
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=ASAPSumByFontColor(Range,Btcolorindex)

You can also combine these two functions:

=ASAPSumByFontColor(Range, ASAPFontColorindex(range))

91 Find duplicates in a column

How do you select an entire column and find and delete all of the duplicate information
from all cells?

To clear all duplicate values (make the cells empty), leaving only one original

ASAP Utilities » Range » Empty duplicates in selection

To select all duplicate values:

ASAP Utilities » Select » Conditional select cells.

Then in the tab “based on values” select duplicate values

To remove all rows containing duplicate values:

ASAP Utilities » Select » Conditional row and column select, hide or delete

Then choose delete and duplicate values:

ASAP Utitlies - Conditional row and column seleck, hid

This utility searches for a specified walue, and then selects, hides or deletes the entire
colurnn of raw where Ehis value is found,

‘when looking For duplicates the pragram also searches in hidden columnsfrows in your
selection,

— Petfom actioning —————————————————— Search options:

I Sheet 11§04 J I duplicate values j

Handle rows or columns ? (% Keep first valus
’76 Rows " Colurns " Delete all duplicate values

— what to do with found rows/columns: ——

" Select  Hide {* Delete T .
Close | i O Start I

92 Color every other line
How can | change the color of a row for 2000 rows?

For example, row1 white, row2 grey, row3 white, row4 grey, row5 white, etc.

ASAP Utilities » Columns / Rows » Color each n’th column or row

93 Simple macro to import ALL xIs files in dir into 1 workbook?

I need a simple macro that will take ALL files in any directory that | point to and import
them all into one workbook.
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ASAP Utilities » Import » Merge files together in a new file

Remove non value

| need to remove these squares from numbers. The squares are in column D and E before
and after some numbers and some times between the numbers where ever there is space
between the numbers as in D6, 7, 9 and 11

ASAP Utilities » Text » Advanced character removal

Dropping Text

Is there anyway that | can drop text within cells. For example column D has 120 cells all
with different amount a characters but | want the column to show only the first 6 and
drop the rest.

ASAP Utilities » Text » Delete all after n'th character

How to identify repeated values and delete them?

| have a sheet containing a lot of names. There are some names that are repeated. My
question is simple: how can | delete repeated values automatically?

To clear all duplicate values (make the cells empty), leaving only one original

ASAP Utilities » Range » Empty duplicates in selection

To remove all rows containing duplicate values:

ASAP Utilities » Select » Conditional row and column select, hide or delete

Then choose delete and duplicate values.

Excel will not recognize imported numeric data

The data was imported from an Access db (I believe), and put in columns at the end of the
spread sheet. Excel doesn't seem to recognize the imported data, e.g. formulas won't
recognize the data, and nothing happens when | change the format for the imported
columns. It's only when | retype the data in an imported cell that Excel recognizes it.

ASAP Utilities » Numbers » Convert “textnumbers” to numbers

Inserting an empty row after each row

| have a table with several rows. How would | insert an empty row after each one row?

Soif i have:

w >
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QT mg N

| want to have:

A

B

F
G

ASAP Utilities » Columns / Rows » Insert empty rows or columns

99 How can | mass-insert $ signs into a series of formulas?

I have a spreadsheet with a several thousand cells with formulas I'd like to convert to
absolute cell references. Some of the formulas already have $ signs in them, but what |
have in mind is the same as when you're creating a formula one-by-one - when effectively
by using F4 you can toggle the $ on, partially on or off.

Rather than go through each formula separately, is there a simple way of 'mass' converting
them?

ASAP Utilities » Formula » Change reference style

100 Protecting and unprotecting each worksheet separately= PAIN!

My workbook has 7 different sheets in it. Basically | have password protection to even
opening the file, plus | protected each sheet individually with a password. But the problem
I'm having is that each of the 7 sheets needs to be updated in some way periodically, and |
don’t want to have to go to each sheet individually, unprotect it, type in the password,
update the info, re-protect it, go to the next sheet, unprotect it, type in the password,
update info, re-protect it, etc. | basically want someone to have either full access to the
whole workbook and all the sheets by using one password, or else have no access at all
(read only).

I've put a password in so that it's required in order to modify anything in the workbook,
but this only works if each sheet is protected. Is there any way to unprotect ALL sheets at
the same time, and then re-protect them all at once? It's a pain to unprotect and protect
each sheet over and over again.

ASAP Utilities » Sheets » Protect all sheets

ASAP Utilities » Sheets » Unprotect all sheets
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Huge Problem with blank spaces

| have a workbook that | use for employee names and other data. All names are in the
same column on every sheet and the last name is on the same row for every sheet. The
problem is that | have 2 spaces between first and last name and need only one space.
Would someone please tell me how to remove that one space? It is causing a lot of grief.

An example would be:

John Doe (2 spaces between John and Doe)
| need it to look like:

John Doe (1 space between John and Doe)

If it is always two spaces you can perform a simple search & replace in Excel. Search for for
two spaces and replace them with one. Another approach which will also works if there
are three or more spaces is:

ASAP Utilities » Text » Delete leading, trailing and excessive spaces

This will replace repetitive spaces to one and also removes all spaces at the beginning and
the end of your values.

Deleting hyperlinks and removing spaces
I have 2 questions.

Question 1: Is there a way to delete all hyperlinks on a worksheet without having to
manually remove each one individually?

Question 2: | have a column (A) that has names in it. However before the first name there
are two blank spaces in front of each name. | would like to remove those two blank spaces
so the name aligns to the left. | tried the align function but that doesn't work. How can |
remove these blank spaces before the name?

This can be often the result when you copy information from your internet-browser into
Excel.

ASAP Utilities » Web » Clean web imported data

Copy-paste multiple formulae without changing cell references

I have multiple cells with formulas in them, which | want to copy to elsewhere in the same
spreadsheet (about 20 rows below their current position). | would like to do this without
changing any of the cell references; however none of the cell references are currently
absolute.

Is there any way of having excel automatically change all cell references from relative to
absolute? (i would use find-replace, but all of the cell references are different, so it
wouldn't work).

ASAP Utilities » Formula » Change reference style

If not, is there any other way of moving the formulas without changing the cell
references?

ASAP Utilities » Range » Copy formulas without changing their references
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104 Moving the "end" cell - Ctrl+End

This has me stumped. How does one "move" a current end cell in Excel?

Meaning if | have a something in G22 and D13, and then delete G22, whenever you go
Ctrl+End it always ends up at G22 not D13 or if | have the "last" closest thing on say G10
or B22, etc.

| tried deleting the whole row or column, but always end up at the "new" G22.

Saving the workbook in most cases resets the last cell. Otherwise:

ASAP Utilities » Sheet » Reset Excel’s last cell
By default this can be started with the shortcut Ctrl+Alt+R in ASAP Utilities.

105 Putting Sheet Name in a cell

I am creating multiple new sheets from names in a selected range of cells using
ASAP Utilities. | then want to go into each sheet and use the sheet name and place it in
the sheet itself. Is there a way to do this?

ASAP Utilities » Sheets » Insert sheet(s) name in selected cell(s)

ASAP Utilities - Insert sheet nam x|
L, Do you wish ko add the sheet name on range $A$1
\-—‘/ of each selected sheet?

i Annuleren

106 Funny squares!

Has anyone ever noticed that when you export data from databases (e.g. Lotus Approach),
and open them using Excel, you get lots of little annoying squares in some of the cells.

I was wondering if anyone had any top tips or tricks for getting rid of them?

ASAP Utilities » Text » Advanced character removal

107 De-selecting cells
Can you please tell me how to DE-select a cell when | have already selected several cells
and then selected a cell on accident? | would like to de-select that cell without de-selecting
all of the selected cells.
ASAP Utilities » Select » Deselect cells

By default this can be started with the shortcut Ctrl+Alt+D in ASAP Utilities.

108 Link to charts within spreadsheet

| have a spreadsheet with a data worksheet and 30 charts | have built from the data, all on
separate tabs. How do | hyperlink from some text in my data worksheet to the associated
chart? Confused | don't know how to reference these charts.
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ASAP Utilities » Sheets » Create an index page with all sheets (clickable)

109 Hiding error messages

I need to work on a large spreadsheet that someone else put together of sales figures for
the coming year. As the spreadsheet doesn't yet have many values, there are a lot of error
messages where there are formulas, such as #DIV/0!, as a result the spreadsheet looks very
messy.

When | do a spreadsheet like this | generally use the following:
=|F(ISERROR(formula), " ", (formula))

This works great, however, | need to clean up this spreadsheet that | received, and | am
not relishing the idea of going into every single formula in it and inserting this wording. Is
there any way of doing this sort of thing for the whole spreadsheet, instead of one cell at
a time? Unfortunately, the formulas are all different (=sum, =vlookup =if =count).

ASAP Utilities » Range » Custom formula error message

110 Converting email address text to HTML Links

I need to know how to take a column of email addresses and make them clickable.
Currently, the addresses are static and | have to go through one by one and make them a
live link.

ASAP Utilities » Web » Hyperlink in cell to hyperlink 2 click

111 Fill blank cells with previous cell data

| have a spreadsheet that was populated with exported data. | have some cells with the
correct data in them that needs to be filled with the previous cells data unless the cell is
already filled. For example | have a cell populated with "a", | want that data copied to all
cells below it, until the cell it encounters a cell that is already filled.

ASAP Utilities » Fill » Copy values to empty cells below filled cells in selection

A B | c |
1 |was becomes
‘2 a E
5 5
L4 5
[5] 5
5 5
b b
i b
G c
10 d d
5 d
2] d
3] d
1a d
I e
16 e
7] e
e e
o] e
20 f
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112 Remove Drawing Objects

Can anyone tell me how to remove ALL drawing object & pictures in a spreadsheet,
without having to click each one & hit "delete".

ASAP Utilities » Objects/fComments » Delete all objects on current sheet

113 Multiple range copy

Is there a way in Excel to copy multiple ranges? In other words, can you select non
adjacent cells or ranges and then copy & paste them?

ASAP Utilities » Range » Copy multiple selections

114 Removing leading Zero
How do | remove the leading zero from lots of rows of numbers:

For example:
046534765
046573737
046533333
065438373

ASAP Utilities » Numbers » Convert “textnumbers” to numbers

115 Page borders in Excel

I'm trying to make page borders print for a multiple page Excel sheet with changing
information. Actually, the left-right borders don't change, and | can make a top border
using the Repeat Rows at Top in Page Setup. So | just need the bottom border.

A search turned up the idea of using the underline key in the footer. This looks like a
horrible way to do it. For one thing, it doesn't create a continuous page border around the
lower corners. Is there a way to do this using conditional formatting? Or is a macro
necessary?

ASAP Utilities » Format » Border each page

If your data or your page layout changes you have to re-run it.

116 Converting numbers (such as $100) into words

| often use excel to print invoices and would like to put a formula that converts numbers
to words, such as: "100" converted into "one hundred".

Example: Invoice Value $100, Value in words One hundred only.

ASAP Utilities » Numbers » Spell numbers or amounts
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Copy Print Settings?
Is there a way to copy print settings over from one worksheet to another?

ASAP Utilities » Format » Copy a sheets page and print settings

Randomize columns
I have many columns of data. The records are sorted on the basis of column U.

| want to randomize them on the basis of column U. | don't want ascending records.

ASAP Utilities » Range » Randomize list

Excel: How to merge info from column A & B into column C
How do I, for example, take the info in cell A1 & B1 and merge it together in C1?

There are manual steps with formulas to accomplish this. Another approach is:

ASAP Utilities » Columns / Rows » Merge column data

ASAFP Utilities - Merge columns

— Insert between columns

walue! I ,
{IFf} = line feed (alt+enter) e |

{crt = carriage return
{kab} = tab character

This utiliy will
combing the data in
selected cells
together in the First
cell of each row,

— Settings
™ 1gnore all empty cells
[™ Ignore empty cells at the end

treat cells as:

walues {defaul) -

example:

Anna, 111766973
allison, 144429577
Alexander, 145647464
fbigail, 111766973
kewin, 101722183
Drylan, 101722153

Identical cells

Could someone tell me the easiest way to find identical numbers or text in a column? |
have 3000 cells in a column, the majority of which contain different numbers, but | want
to find if there are any that contain the same number. | can't just use a custom filter
because I'm never looking for one number in particular, just any identical.

There are two options:

ASAP Utilities » Information » Count duplicates in selection

This utility will tell you how many duplicate values there are and has the option to color all
duplicates.

or

ASAP Utilities » Select » Conditional select cells
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Now in the values tab you can choose to select all duplicate values. When selected you can
color them any color you want.

121 Converting DD/MM/YYYY to MM/DD/YYYY
| have a column of dates:

01/02/2003
01/03/2003
01/04/2003
01/05/2003 etc

Which should be :

02/01/2003
03/01/2003
04/01/2003
05/01/2003 etc

ASAP Utilities » Text » Convert dates

ASAP Utilities - Converk tert-dates

original date: example (today):

[ =l =l =l =l =] triozses

convert it ko Cancel |
o =ffr =llad =l =l =] 10MEIZ00S

' Create formatted dates ¢ Create text dates

Example in your selection, the date '01/02/2003' becomes '02/01/2003"

122 Unwanted Macros

A file | copy annually to update for the current year has various macros. When | start the
new year | delete the macros to avoid confusion but each time | open the new file | am still
asked if | want to enable macros. How can this be when there are no macros listed and
how can | get rid of the message?

ASAP Utilities » System » Remove all macros/VBA code from current file

123 Deleting hidden Columns

| have a file that generates 80+ report pages which are carved out & a ranged value copy
is sent out for reporting.

There are several different views | have to use - so there are lots of columns hidden &
unhidden - The columns are not adjacent. To make the report small enough to email - got
to delete the hidden cols.

ASAP Utilities » Columns / Rows » Delete all hidden rows and columns

To see which columns and rows are hidden:

ASAP Utilities » Columns / Rows » View and manage hidden rows and columns
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124 120 CSV files need to be pulled to 1 sheet

| receive e-mails from a customer that each have 1 CSV file attached. To date | have 120
received. | am looking for an easy way to save all the attachments and then open them all
and copy them to a single sheet. The columns are always the same and there will never be
any blank lines until the last row but the number of lines varies with each one.

ASAP Utilities

ASAP Utilities » Import » Merge files together in a new file

125 Parsing multiple sheets into one

Hello, | was curious if there is a way, | can take a workbook containing multiple sheets,
and parse them into one single file. Really doesn’t matter the format of the file, | can do
another conversion on that. The reason | ask is | have a workbook, with like 600 separate
pages in it. And it needs to be reduced to one output file, for importing into a DB.

ASAP Utilities » Sheets » Put together rows or columns from several sheets...

For the export:

ASAP Utilities » Export » Export selection or active sheet as new file
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Troubleshooting FAQ

The most recent and complete information is available on our website:

http://www.asap-utilities.com

For questions regarding ASAP Utilities of feedback send email to:
support@asap-utilities.com

We do not answer general Excel questions. On our website we have several links to other
resources where you most likely will find the answer or can ask the question.

Search the Excel newsgroups:

http://groups.google.com/advanced group search?group:*excel*

Hints and tips for new posters to the Excel newsgroups (by Chip Pearson):

http://www.cpearson.com/excel/newposte.htm

Bug report guidelines

The basics: what you did, what you wanted, and what
happened.

Those are the three basic elements of a bug report. You need to tell us exactly what you
did (for example, "ASAP Utilities » Range » Empty duplicates in selection"), what you
expected to have happen (to continue the example, "l expected to have all duplicates
removed"), and what actually happened ("it selected the duplicate cells but didn’t remove
them.").

Yes, the example is silly. But if your bug report simply said "the duplicates function doesn't
work," we wouldn't be able to know whether you used this function or the select »
conditional select cells function, or the information » count duplicates function.

By telling us what you asked for, what you expected to get, and what you actually got, we
don't have to guess.

Excel and windows version

When you report a bug please include information about the Excel and windows version
you are using. To make this easier for you can go to:

ASAP Utilities » ASAP Utilities Options » ASAP Utilities options and settings...

Then go to the tab “Contact information” and copy the information there in your email:
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ASAP Utilities - Options
General ] Save B backup } Filesize Toolbar  Contact information ]erug }
If wou encounter problems and need to contact us, please provide the Following
information {copy and past in your email ko bastien@asap-utilities com:
= |
Application : Microsoft Excel
Version : Z00Z/MDP (l0.0.6823)
Coumtry code s 1
Country 1 bhrngmilla, Anticgua, Bahawas, Barbado:
Country settings : o3l
Memory reserved total : 2,1 MB
Memory reserved used : 1.1 MB
Memory reserwved free - 1,0 MBE
Library path : CoAPROGRA~1WMICROZ~330£fficel0 \LIEBRA:
Startup path : C:\Documents and SettingsiBastien i
Operating system 1 Windows XP (Windows (3Z-bit) NT 5.0
-
JET— f
X If you copy the information above you can
ropy bo diphoard paste it into an email to us,
of ‘ Close ‘

813 Always search our website and documentation first

Advice so good, we'll repeat it twice. Always search our website and documentation first.
ASAP Utilities is used by a lot of users. The odds are good that if you've found a problem,
someone else has found it, too. If you spend a few minutes of your time making sure that
you're not filing a duplicate bug, that's a few more minutes someone can spend helping to
fix that bug rather than sorting out duplicate bug reports.

814 Be brief, but don't leave any important details out

This is a fine line to walk. But there are some general guidelines:

Remember the three basics: what you did, what you expected to happen, and what
happened.

When you provide a workbook that demonstrates the problem, make sure it is small and
remove information that is not subject to the problem. Otherwise it just contains a lot of
information that has nothing to do with the problem, which just makes it take longer to
figure out the real problem. (But don't forget to make sure that your workbook still
demonstrates the bug you're reporting and doesn't have some other problem because
you've accidentally removed something you thought wasn't important but was!)

815 Use meaningful, specific subject headers

A good convention for subject headers, used by many tech support organizations, is
“object - deviation”. The “object” part specifies what thing or group of things is having a
problem, and the “deviation” part describes the deviation from expected behavior.

Bad: Little problem w/ ASAP 3.10
Good: ASAP Utilities Index sheet - Error sheet.asap not found
Bad: compile error

Good: ASAP Utilities Startup - Compile Error in hidden module: mod_menu
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816 Use English or Dutch

Yes, the ASAP Utilities users are global and include a great many people who can speak a

great many languages. But if you were to report a bug in a language other than English or
Dutch we would probably not be able to help you.

If you're worried about your English skills making it difficult to describe the bug, you might

try asking the help a colleague or friend or provide a good example with some
screenshots.

817 Don't report bugs about old versions.

Every time a new version of ASAP Utilities is released bugs are fixed. If you're not using the
most recent version ASAP Utilities you should upgrade to the latest version to make sure
the bug you are experiencing still exists.

You can see which version you have in the info screen. In the Excel menu go to:

ASAP Utilities » Info

Info ASAP Utilities 4.1.2 RC2 (July 4, 2007} - Unregistered version
Home Deownload About  Search ContactUs Waeblog®
What is 17 Mews Testimonials Download User Guide List of tools  Questions and Answers  Excel tips
Reviews List of all tools
PC Mquzi"e: | A Few wards From the author j
This is the one .
! . II ‘l II. f I A54F Ulilties is probably one of the world's most popular d
essential add-n for a adding for M5 Excel 97/2000/2002/P/2002,/2007.
Excel users. A54P Utilities containg over 300 uzeful and powerful utilities to fill the
gaps in Excel, and automate frequently used tasks. Find out yourself
and sawve many hours of quality time az welll
Please mail me new ideas, suggestions, o just let me know if you like
g the program.
'!as‘)ulll'htp . . .
. Bastien Mengink (bastien@asap-utilties. com)
RSP e 4 A Must in Every Office BY, The Netherlands
. =
1 -
£
i ¥ersion info E
m = ';;# ASAP Litilities 4.1.2 RC2 (uly 4, 2007)
= - . 1999-2007 Bastien Mensink - & Must in Every Office BY
- bastien@asap-utilities.com - http: | fvww, asap-utilities. com
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History of ASAP Utilities

ASAP Utilities is the product of many time-saving features and additions for Excel.

The extensive features are the result of years of experience and development, combined
with the feedback from many respected users at different levels of experience. Particularly
the feedback from users has been very important, and will continue to be important in
further development.

ASAP Utilities is called this way because it significantly reduces time-consuming work.
ASAP is an acronym stat stands for “As Soon As Possible”. Some choose to spell it out;
others tend to pronounce it “aysap”. Most people struggle with managers, bosses or
clients that tend to ask for you to get the job done yesterday, which of course is often
difficult to pull off. ASAP Utilities doesn’t allow you to travel back in time but it can
certainly help you to speed up your work in Excel.

“the feedback from users is very important”

In 1998 | combined most of the tools/macros | produced and frequently used into one
add-in and named it “ASAP Utilities”. In spring 1999 | made the program available on the
internet, convinced it could help other people as well. The program was almost an
immediate success. Within a year there were thousands of enthusiastic users. | am glad
these utilities have been able to help so many people. This stimulated me to put a lot of
effort and time in the development of ASAP Utilities.

“starting eGate meant a huge step forward”

| started my own company in 2000: eGate Internet Solutions. This meant a huge step
forward for the development of ASAP Utilities. We worked many many hours developing
websites and Excel-based solutions. | was able to spend more time on ASAP Utilities, which
we use for our business as a marketing tool and reference to show what we are capable
of. It also meant that | had more time analyzing and implementing the email-requests we
get for modifications and new ASAP tools.

eGate has evolved to become a professional and reliable company where quality in
products and marketing combined with good communication with our clients has led to
many successful projects and satisfied customers. With most of our clients we have build a
stable relationship that exists for several years.

“constant development”

Since its first release in 1999, ASAP Utilities has been improved and extended with many
new features and a friendly interface. It is under constant development, so new features
and improvements are being added all the time. The first year | put the program on the
internet, nearly every month a new version was released. Nowadays a new version is
released twice a year. The input we get from users all over the world is a great stimulation
for us to make it a better product every time.

I am proud to mention that ASAP Utilities is currently used by approximately 100.000 users
in about 100 different countries.

“professionalism, a must in every office”

In my humble opinion | believe ASAP Utilities is a must in every office. | use it myself on a
daily basis, and it saves me an incredible amount of time. On our website we have listed
some reviews from independent magazines and websites about ASAP Utilities.

In 2007 the company A Must in Every Office BV was started, with the main purpose to
further develop, professionalize and promote ASAP Utilities.
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9.1 The primary goals of ASAP Utilities

These are the main goals we try to accomplish:

= Automate your work in Excel.

= Perform tasks that otherwise would not be possible in Excel.
= Merge several steps into one.

= Reduce manual input of data.

= Easy to operate with an intuitive and user friendly interface

The bottom line:

= Make life easier for Excel users, both novice and expert
= Save time

We make you the company's Excel guru!

" asap utilities

the essential add-in for excel users
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10 Contact & Support

10.1 Get the latest information on ASAP Utilities

Our website contains the latest information on ASAP Utilities, background articles, update
information, links to relevant sites and more.

http://www.asap-utilities.com

10.2 Contact us

We love to hear your opinion and comments or suggestions to make ASAP Utilities a
better product every time.

A Must in Every Office BV
Punterweg 20

8042 PB Zwolle

The Netherlands
www.amustineveryoffice.com

Due to the international nature of ASAP Utilities with different languages and time zones
we prefer contact by email.

For questions regarding ASAP Utilities or feedback send email to:

support@asap-utilities.com

To comment or ask technical questions about this users guide, send email to:

guidequestions@asap-utilities.com

For more information about ASAP Utilities, see our website at:

http://www.asap-utilities.com

10.3 About the author

My name is Bastien Mensink. | live in the Netherlands,
together with the love of my life, my wife Monique and
our son Melle. Mountain biking is a great passion of mine
(and a good way to hide my nerd-image) furthermore |
also like geocaching, photography, hiking and listening
to good music.

The first time | started using spreadsheets was in 1994
during my education (environmental engineering).
Almost immediately | was addicted. They made my
calculations so much easier and visually attractive.

After a few years of Lotus 123 and Quattro Pro | started working with MS Excel in 1997
because the company | worked for switched from Lotus to Excel.
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Most of the times | use Excel it is for modeling, enhancing and automating reports or
converting data. Many of my former colleagues in 1997 created their reports manually and
performed several manual comparisons. | showed them how to use Excel to perform
comparisons and create reports and models much faster and reduce the chance of
typographical errors.

“the helpdesk called me when they had Excel questions”

My background/education is environmental engineering. | worked in this area for about
five years. Half the time of my job | was investigating sludge/dredged material, the other
time | was responsible for developing and maintaining software applications that were
used in my department. In this function | soon became the departments “excel-expert”. All
sorts of questions came to me. Some were easy to answer; other questions required the
use of macros. | soon found out there were many questions that were repeated over and
over again. When | talked to friends of mine | found out that most of these questions
weren't exclusive to my company but more general.

“it started with helping my friends”

It was in 1998 when | started to write my own add-in for Excel; ASAP Utilities was born
and many evenings and weekend were filled writing macros. It felt good to see how many
of my colleagues and friends were helped with my little Excel add-in.

“everybody can benefit from ASAP Utilities”

In 1998 | started building websites as a hobby. In 1999 the first ASAP Utilities website was
launched and everybody was able to benefit from the tools in ASAP Utilities.

In 2000 | started my own company, eGate Internet Solutions. We mostly perform online
marketing for websites (e.g. optimizing performance in search engines like Google, MSN)
and create custom Excel tools and automate reporting.

“ideas, enthusiasm and expertise”

We started our company with a lot of ideas, enthusiasm and our expertise, with just our
own savings. Initially our office was at home. We steadily grew and build a network of
clients. In February 2005 we moved to a beautiful building in the city-center of Zwolle. It's
an inspiring and stimulation office!

eGate has evolved to become a professional and reliable company where quality in
products and marketing combined with good communication with our clients has led to
many successful projects and satisfied customers. With most of our clients we have build a
stable relationship that exists for several years.

“professionalism”

In 2007 | started the company A Must in Every Office BV, with the main purpose to further
develop, professionalize and promote ASAP Utilities and make Excel easier to use.

In 2008 we have also spent a lot of time and effort to make ASAP Utilities ready for other
languages. Starting from 2009 ASAP Utilities is also available in Dutch and in September
2009 the German language was added. In November Spanish was added and in December
the French language. By adding more languages we believe that much more people can
benefit from ASAP Utilities and make their life in Excel easier.

My motto:

Enjoy every moment of your life, respect your environment and make yourself useful.

Contact & Support 171



ASAP Utilities User Guide

FREQUENTLY UPDATED

11 Appendix Screenshots

11.1

11.1.1

Screenshots from the ASAP Utilities submenus

Excel 2000, 2002/XP and 2003

@ Microsoft Excel - Book1

i) Fle Edt Vew Insert Format  Took  Data  Window  Help | ASAP Utiities

P S S (A B B | @ 3 A () Y] sion Control... -1 - B 7 UE H| S %
- 123 ‘ Favorites & Shortcuts v || %8 1, Organize your Favorite todls...
7 A l B | ¢ | D | E | F Select 4 nzu 1. Select adjacent cells in column with the same value  Ctrl+alk+A 4L
2 Sheets 3 )Efj 2. Reload all installed add-ins (rebuilds the menu) Cri+alt+B
E Range v | &1 3 Colr each r'th row or column in selection. .. Crl+alk+C
% Columns & Rows b |4 4 Deselectcels.. CtrH-Al+D
B Numbers » [ﬂ 5. Set default path to current file Chrl+alt+E
% Text v || . List flenames in folder. .. Chri+alt+F
El Eormula 3 ':‘h 7. Export selection or active sheet as new file.., ChrHAl+G
10 Eil » |34 8 Findf Replace in all sheets... Crhalt+H
% Eormat P8 9, Apply Formula to selected cells. . Chrl+Al+1
Lbjects omments 10, Start the last used utility again... Chrl+alk+1
3 Objects & C le r S he | d kil 1+al
14 deb ¥ | & 11, Expand selection to last used column il
15
g | System ¥ | % 12, Expand selection tolast used row Chrl-+alk+L
17 Information b | EB 13, Move or resize selection. .. Chrl+Alk+M
|18 Impart » 14. Add sheet (inputbox will appear For the name). .. Chrl+-alk+1
19
E Export: 3 15, Conditional select cells... Chrl+Al+0
21 Launch L3 16, Convert Formulas to their values Chrl+Al+P
% ASAP Utilities Options — » 17. Quick numbering of cells. .. Chrl+Al+
24 &3 User Guide ipdf)... 18, Reset Excel's last cell ChrH-Al+R
gg 0 Info... 19, Save file and create backup Cri+alt+S
7 9 Registered version... 20, Yision Contral, ., Chri+al+y
28 21. Move selected range {only values)... ChrlHale+x
% 22, Paste special (with combinations). . Chri+al+y
? HE| 23, Insert current date and kime with seconds Crrhe-Shift+D
32 & | 24, Insert current time with seconds Chrl+Shife+T
33
| 34|
W 4 » wlSheetl {Sheet2 / Sheetd / [<] i [
Ready CAPS

172

Chapter 11



FREQUENTLY UPDATED

ASAP Utilities User Guide

@ Microsoft Excel - Book1 E]@
i) Fle Edt Wew Inset Format Tools Data  indow  Help | ASAP Utilties Type aguestionForhelp - @ X
LG SR B B 8 F - AL (] (] sion Contral. . -0 -|B 7 U H| 8 % S oAk
- 13 Eavatites & Shortcuts
3 2 l B | L | 0 | E | 3 Select ‘ B3| 1. Move or resize selection... Chrl+ Al i ‘ 1
2 Sheets j 2. Deselect cells... ChrH-alt+D
3 Range Se 3 Inverse selection...
% Columns & Rows E E 4. Merge selected areas
5] hlumbiers ST, 5. Conditional select cells. .. Chrl+Ak+0
% Text . 6. Conditional row and column select, hide or delete. ..
9 Eormula DEQ 7. Select adjacent cells below active cell with the same value
10 il DZG &, Select adjacent cells in column with the same value  Ctri+alt+A
% Earmat % 9. Expand selection to last used row Chrl+alk+L
13 Objects & Comments % 10, Expand selection to last used column Chrl+alk+K
% weh | 11. Select cell in selection where value changes
1B Sustem @] 12. Select cell with smallest number L
17 Iormation (E| 13. Select cell with largest number
% Import B 14, Select all cells with an error
20 Exnait 4 15, Select all sheets
Launch
% saund _~l 16, Print preview selection
—23 ASAP Utilities Options 4| 17. print selection
|24 | &g User Guide (paf)... 18, Set current selection to all worksheets
25
= | Inf
= 9 r
27 # | Registered version...
|26 |
28
30
3
32
ES
34 v
4 < » wh\Sheetl (Sheet2 / Sheet3 / [<] m B
Ready CAPS
|@ Microsoft Excel - Book1 u[ﬂ]ﬁ
iE] Fle Edt Yew Inset Fomat Tools Data  Window  Help | ASAP Uilkies Type aguestion forhelp ~ _ @ X

L bl O 3 B o 8 o b QY L sion Conal.. 0 - B IU|SESE=E]S %] z
Al - 3 2. Favorites & Sharkcuts
1AAB\C\D|E|F 3, Selest Py I T S S O T I
2 4, Shesets M|y 1. Add sheet {inputbox will appear for the name)...  Crr+Alk+H
| 3 | 5. Range b |48 2, Add sheets (with the names defined in selected cells)..,
1
5| 6, Columns & Rows b |abl 3. Rename current shest
B 7. Numbers b |l 4. Change name of selected sheets to selected cells value
g 8, Text F | 5. Insert sheet(s) name in selected cell(s)
g 9. Formula b |55 6. Create anindex page with all sheets {clickable). .,
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