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Free Preview — Week #43
Learn Excel from Mr Excel
Copyright 2005 Bill Jelen
All Rights Reserved

Encourage your friends to sign up at
http://www.mrexcel .com/learn-excel .html

This week - 7 topics about cell comments. Originally
introduced as Cell Notes, these aren't just for notes anymore!
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LEAVE HELPFUL NOTES
WITH CELL COMMENTS

Problem: You have figured out a particularly confusing formula in Ex-
cel, as shown in Fig. 1146. You want to add a note to the worksheet to
remind yourself how the formula works.

A B C D E F G F
1 |Region _Product Quantity Unit Price_
44 |East DEF 300 22.38
45 |East ABC 800 19.55
46 [West ABC 1000 19.25
47
48 |Revenue B
43 I ABC DEF RVL
50 [East J=SUM((5A2: $ASAE=FA50"$CH2: CHAE*FDF2: §DF46™( =B549))|
51 |Central 80003 2257 73814
52 'West B2711 15809 22950
53

Fig. 1146

Strategy: Use a cell comment. In addition to 16.7 million cells on a
worksheet, you can also store a comment for every cell. Typically, cell
comments show up as a red triangle in the corner of the cell. Hover the
mouse over the cell and the comment will appear.

1) Select the cell where you want to add the comment. From the menu,
select Insert — Comment. A comment box appears with your name
in bold on line 1, as shown in Fig. 1147.

V
Bill Jelen:

ABC
. 120012
50003

62711

LN B A

Fig. 1147
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2) Type a comment, as shown in Fig. 1148.

»
Bill Jelen:

This Formula is an array
formula. If vou edit it,
wou must hold down
Ctrl+Shift+Enter|

ABC
12001 2“’
80003

62711

RO D)

Fig. 1148

3) Click the mouse outside the comment box to complete the entry of
the comment. Only a red triangle remains in the cell to indicate the
presence of a comment there, as shown in Fig. 1149.

ABC
120012°
800031

£A711
Fig. 1149

When you hover your mousepointer over the cell with the red triangle, Part
your comment box will pop up like a tooltip, as shown in Fig. 1150.

ABC o TBill Jelen: BE

4 1{-;01 2 |This Formula is an array 3
| 800031 |Formula. TF you edit it, 4
-
52711 |vou must hold down 0
Ctrl+Shift+Enter

Fig. 1150

Additional Details: To delete a comment, right-click the cell and choose

Delete Comment. To edit a comment, right-click the cell and choose Edit
Comment.

The above information is based on the assumption that you are using
the default settings for comments. There are additional settings avail-
able on the View tab of the Tools — Options dialog. On this tab, you can



LEARN EXCEL FROM MR EXCEL

suppress the appearance of the red comment indicator or force all com-
ments to be shown at all times, as shown in Fig. 1151.

“““ Wiew ICaIcuIation l F.ldit I Gennleral l Transition l Custom Listsl l Chart ‘
Shiow
Iv Startup TaskPane v Formula bar v Status bar Iv Windows in Taskbar
Comments
" None {* Comment indicator only ¢ Comment & indicatar
Fig. 1151

Gotcha: If you have a comment in a row above the freeze panes line, you
will notice a bug. The comment will appear normally if you have scrolled
the worksheet to the top, as shown in Fig. 1152.

A o C
1 Regpn PiBill Jelen: Ity
2 East PES Valid values are East, [
3 Central Df<entral, or West I
4 East LA LN
5 Central XV =}
Fig. 1152

However, if you have scrolled down to other pages in the worksheet, the
comment is truncated, as shown in Fig. 1153.

A B C ]
1 Reggon  PiBill Jelen: Ity L
30 VWest DEF 300
21 WAt NMEFE 20N
Fig. 1153

Summary: Adding comments to a cell is a great way to leave notes for
yourself to help you remember something about a formula later.

Commands Discussed: Insert — Comment
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CHANGE APPEARANCE OF CELL COMMENTS

Problem: You type a very long com-

: > N 7| S
ment into a cell. The comment is lon- - &/Bill Jelen: /.
i1 di 76843 Arhi 4
ger than the comment box will dis- 1/,i|'|'lIS formula compares
play, as shown in Fig. 1154. 73814 deachregion foundin - |5
22950 g column & with the region 2
Strategy: You actually have com- gname found in column &
plete control over the size and ap- O O o

pearance of the comment box. Right- .
click the border of the comment and Fig. 1154
choose Format Comment.

Caution: Watch for a strange behavior when formatting comments.
If you notice the image in Fig. 1154, the border around the
comment is comprised of diagonal lines. If you right-click
and choose Format Comment when the diagonal lines

appear, you will get this truncated version of the Format
Comment dialog, as shown in Fig. 1155. The only options
available are on the Font tab.

Format Comment IV
" Font |
Font: Font style: Size:
|Tahoma |Regular |3
T SymbolPs ﬂ =
Syskem Q
Taff e 10
* 11 L‘
Undetline: Color: _
INone ﬂ | Automatic ﬂ | Mormal font
Effects - Preview
I Strikethrough
I Superscript _ AaBbCcyZz |
I Subscript

This is a TrueType font, The same font will be used on both wour printer
and your screen.

Fig. 1155
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To get the complete set of formatting options, you must first left-click on
the diagonal lines border. This will change the diagonal lines to dots as
shown in Fig. 1156. You can now right-click the dots and choose Format
Comment.

Set AutoShape Defaults
Q};’ Format Comment. ..

|column A with the region |
iname Found in column A E:
BERERRL R R AR R R

Fig. 1156

This will display the complete Format Comment dialog, as shown in
Fig. 1157.

Format Comment

Protection ] Properties I Margins I Web
Font | aignment | Colors and Lines | Size

Fill

Color: II | _11
Transparency: < | 1l ]U Yo —

Fig. 1157

To adjust the size of the comment with precision, use the Size tab, as
shown in Fig. 1158.
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Format Comment g @
Pratection ] Properties l Margins ] Web |
Fonkt | Alignrment ] Colors and Lines Slze
Sieeand rotabe —
Height: 1,33" = Widkh: 1,99" =
Rotation: m

Fig. 1158

Enter a new size so that the entire comment will appear, as shown in
Fig. 1159.

his Formula compares each region found in |

olurnn & of this row, It compares the
yproduct name in each cell in column B with
Ithe product name in this column of row 49,
both of those match, then it includes
uantity in C times unit price in D to the Part

IV

Fig. 1159

Additional Details: It is also possible to change the boring yellow com-
ment as shown above to a nicely formatted comment. The following com-
ment has a green-to-white gradient and is semi-transparent so that you
can see the underlying cells below the comment, as shown in Fig. 1160.

{=RUM($APZ S ATE=FASM*FCI2ICTIE*SDI2SDI46*(FBF2: I BF46=DF4)}

C b | E | F | 6 | H [ 1
Quantity Unit Price
Bill Jelen:
This formula compares each region Found in
DEF XYZ column & with the region name Found in

5 column A of this row, It compares the
7B347 7b043 product name in each cell in column B with

2257 73814 the product name in this column of row 49,
15809 225950 If both of those match, then it includes
quantity in C times unit price in D ko the
surm,

Fig. 1160
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1) On the Format Comment dialog, go to the Colors and Lines tab, as
shown in Fig. 1161.
Format Comment E
Protection I Properties I Margins ] Web
Font | Alignment Colors and Lines ¢ Size
Fill
Color: || | _:l
Transparency: LI _I L[ ]44 %a E‘
Fig. 1161
2) In the Fill section, Color dropdown, select Fill Effects, as shown in
Fig. 1162.
Fill
Transparency: Mo Fill
Line L] Automatic —
Color: B ESEEEEEE |
EENEEEREEEREN
Dashed:  [——mEEmEmnm|
Connector: ! BOO0ONNE
BECOCOCNNC
Arrows —
ERCCNENO
Begin style: 0 BEEEE B B B | [
Begin size: More Colors. .. ]'

1"

Fig. 1162
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3)  On the Fill Effects dialog, choose the Gradient tab. Choose Two
Colors, green for Color 1 and white for Color 2. You can adjust the
transparency for each color independently, as shown in Fig. 1163.

Fill Effects

| Gradient I Texture | Pattern | Picture |

To: 4| l

~Colors
Color 1;
" One color !’ -
- =
Two colors Colorz:
" Preset i =
~Transparency

From: _‘_| _I ﬂ |44 %o E‘

o o £

-Shading styles

{* Horizontal

" Vertical

" Diagonal up
" Diagonal down
" From corner
" From center

~Mariants

IV Rotate Fill effect with shape

?x

oK

Cancel

Sample:

Fig. 1163

Summary: You can replace the default yellow comments with a variety
of sizes and formats to increase interest in the workbook.

Commands Discussed: Format Comments

655 of 853
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FORCE CERTAIN COMMENTS TO BE
ALWAYS VISIBLE TO PROVIDE A HELP SYSTEM
TO USERS OF YOUR SPREADSHEET

Problem: You are sending out a work-
sheet to managers and division vice
presidents in order to get their budget
for next year. You need to include spe-
cific instructions for many of the cells
in the worksheet.

Strategy:

1)

2)

Additional Information: By default, comments will not be printed.
There are two alternative settings to control the printing of comments.
From the File — Page Setup dialog, go to the fourth tab, Sheet, as shown

Use cell comments.

For each comment that you want
to display 100 percent of the time,
right-click the cell and choose
Show Comment, as shown in Fig.
1164. This will force those com-
ments to be always visible.

Use color coding.

Make all comments meant for
managers green and the vice pres-
1dents’ instructions blue. When a
manager or vice president opens

the file, they will have an easy-to-follow visual roadmap through

their budget worksheet.

in Fig. 1165.

#
&

2 B

Cut

Copy

Paste

Paste Special. ..
Insert...
Delete.,.

Clear Contents
Edit Comment

Delete Comment

Show Commerﬁ

Frrmat Cells. . L@

Fig. 1164
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Page Setup @@

Page ] Margins I Header/Footer Sheet ]
Print area: | l-l Print. ..
Print titles . .
Print Preview
Rows to repeat at top: | l[
Options...
Colurmns ko repeat at left: I l-l
Print
I Gridlines I” Row and column headings
I Black and white  Comments: [as displayed on sheet | x|
I Draft gualty Cell errors as:{(None) A
Page order At end of sheet e
9 s displayed on sheet il |
* Down, then over EE ElE E8
" Over, then down EE SlIE S8
OK Cancel
Part
IV

Fig. 1165

Use the comments dropdown to control the printing of comments. If you
select As Displayed on Sheet, then the comment boxes will print in the
size and format that you have set up for all of the displayed comments,
as shown in Fig. 1166. This setting will not print comments that are hid-
den with only the red triangle visible.

XYZ COMPANY
BEUDGET PLANNING PROCESS

Depariment: \
Completed hy:

Date Submitied: Enter vour department name
Approved by: here. Please do mot

Date Approved: zbbrevigte,

Fig. 1166
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If you select At End of Sheet, the comments will print in a separate sec-
tion at the end of the printout, as shown in Fig. 1167. The only drawback
with this method is that the comment printout indicates that a certain
comment is attached to cell A50. Unless you print row and column head-
ings, there is no way for the reader of the printed document to know
which value on the sheet is located in cell A50.

Cell: &1
Comment: Bill Jelen:
Valid walues are East, Central, or West

Cell: B50
Comment: Bill Jelen:
This is an array formuda. To edit it, youmust use Ctl+Shift+Enter

Cell: D50
Comment: Bill Jelen
This formula compares each region found in Column A with the reglon name found in column A of this row. It
compares the product name in each cell in column B withthe product name of this column of row 49, If both of
those mathe, then it includes quantity in C timesthe pricein D,

Fig. 1167

Summary: Use the Show Comments feature to keep comments visible
in order to provide an on-screen guide for someone who has to use your
spreadsheet.

Commands Discussed: Show Comment; File — Page Setup — Sheet

CONTROL NAME
THAT APPEARS IN COMMENTS

Problem: When you insert a comment, the name displayed in bold is
something like “XYZ Company”, as shown in Fig. 1168.

:9/ XYZ Company:

Sy

[ERRRRN N

Fig. 1168
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Strategy: You can change the name that is displayed in the comment.

From the menu, go to Tools — Options — General. At the bottom of the
General tab is a field called User Name, as shown in Fig. 1169. Change
this field to the name you would like displayed in the comment.

At startup, open all files in: |

User name:

Fig. 1169

Additional Information: It is impossible to suppress the name ap-
pearing in the comment. Even if you change the above field to a blank,
Excel will pick up the computer user name.

If you want to have a comment without the name, select the name and
press Delete or simply backspace through the name. Typically, the name
will appear in bold and the comment that you type will appear in normal
font, as shown in Fig. 1170.

7
Bill Jelen:
This is a comment]

O\\\\\\\\‘QO&\\\\{Q‘:O

Fig. 1170

When you backspace through the name and then begin to type, Excel
will be in bold mode and any comment that you type will appear in bold,
as shown in Fig. 1171.

O A AN I )
This is a comment

st i

O

A W 2

Fig. 1171

Part
1V
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To turn off the bold mode, hit Ctrl+B before you begin to type the
comment.

Summary: You can change the name that appears in the comment by
using the General tab of the options dialog.

Commands Discussed: Tools — Options — General

CHANGE SHAPE OF COMMENT TO A STAR

Problem: As shown in Fig. 1172, you have a comment in a cell. Jazz up
your spreadsheet by changing the shape of the comment into a starburst
or any other AutoShape.

¥

20037 2004 Growth

Congratulations on
1297091 2108490  1190% 4

11.1% Growth!

Fig. 1172

Strategy: You can change the shape of a comment. Follow these in-
structions.

1) From the cell, right-click and select Edit Comment. Diagonal lines
appear, as shown in Fig. 1173.

D A A A o

Growth lc |ati A
17 ongratulations on ?
L 311.1% Growth!| g

9

é z

7 7

7 7

7 4
e e e e

Fig. 1173

2)  Click on the diagonal lines to change the comment from edit text
mode to edit mode, as shown in Fig. 1174.
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Q ..... SHE
&% |Congratulations on

#11.1% Growth!

Fig. 1174

3) If you do not have the Drawing toolbar displayed, choose View —
Toolbars — Drawing from the menu.

4)  On the left side of the Drawing toolbar is a dropdown called Draw.
Choose this dropdown. From the menu, select Change AutoShape.

5) From the flyout menu, choose Stars and Banners. From the next
flyout choose Explosion 2, as shown in Fig. 1175.

Basic Shapes [

Block Arrows (ke <+ ﬁ
A iy My
h

s T
Clanclart b ange Shape to Explosion 2|
Stars and Banners b|1ﬂ§ IE 4 O = : Part
]

| Change AutoShape 3 |

I Set AutoShape Defaults

Draw v [} | AutoShapes > . ¥

Cell E29 commented by Eill Jelen

Callouts > E ﬁj Ay m 1\

B[ g0 o =3

Fig. 1175

The comment will change from a rectangle to a starburst, as shown in

Fig. 1176.

Congrat
ulations

Fig. 1176



LEARN EXCEL FROM MR EXCEL

6) Grab a corner white Fill handle and drag to make the shape large
enough for the text, as shown in Fig. 1177.

' Congratulations on
11.1% Growth!

Fig. 1177

7)  Right-click the dots border and select Format Comment. On the
Alignment tab choose to center horizontally and vertically, as
shown in Fig. 1178.

Format Comment

Protection ] Properties ]
Font i Alignment G| Color

~Text alignment

Horizontal: |Center :J
Yertical: |Center LI
Fig. 1178

Result: The comment will appear as a starburst, as shown in
Fig. 1179.
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Growth
p11.1%

Congratulations on
11.1% Growth!

Fig. 1179

Additional Information: Grab the green rotate handle and rotate un-
til you have the shape that best fits the text, as shown in Fig. 1180.

Part
1V

Congratulations on

11.1% Growth!

Fig. 1180

Summary: Using the Draw button on the Drawing toolbar, you can con-
trol the shape of a comment.

Commands Discussed: View — Toolbars; Draw — Change AutoShape
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ADD A POP-UP PICTURE
OF AN ITEM IN A CELL

Problem: As shown in Fig. 1181, you have a product catalog in Excel.
Your sales reps will show the list of items to the buyer in a retail store.
It is a pain to go back and forth between Excel and the product catalog.
Can you have pictures appear on demand in Excel?

A B C
1 HNew Sunglasses for Summer
2
3 Item# Order
4 |5G073 !
5 |3G197
6 |3G207
7 |5GET8

Fig. 1181

Strategy: Add a pop-up picture to the cell. By hovering the mouse over
an item #, the picture will appear. Follow these steps.

1) Select cell A4. From the menu, select Insert — Comment.

The default comment will have your name as the default text, as
shown in Fig. 1182.

A B C D

1 HNew Sunglasses for Summer

2

3 It 4 9’//..47/[////////0’///////////////9
EME  &Bill Jelen: 2
4 36073 7| /.
586197 | 4 5
6 8G207 7 /
7 7
7 30878 | % ;
= e

Fig. 1182
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2) Backspace to clear out the text in the comment.

3) Using the mouse, click on the diagonal-lines border in order to
change the border to a series of dots, as shown in Fig. 1183.

A B C D
New Sunglasses for Summer

Item #
SG073
56197
SG207
SGETE

&35353335353535353533353335:53‘ EnRRRRERENEREE 5

CO =] | Ch (A o WD B

Fig. 1183

4)  Right-click the dotted border and select Format Comment, as shown
in Fig. 1184.

Part
1V

Edit Text

Grouping |
Order >
Set AutoShape Defaults

I% Furmatthmment. 66

Fig. 1184
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5) There are eight tabs in the Format Comment dialog. Go to the Col-
ors and Lines tab. In the Fill Color dropdown, choose Fill Effects...,
as shown in Fig. 1185.

Format Comment

Protection I Properties I Margins
Font ] Alignment Colors and Lines
Fill
Transparency: Mo Fill l-l
Line ] Automatic —
Calor: -.---..--l:
EEEEEEENR
Deshed: [ mEEENENNMN P’
[ |
Connector: o :! OE ] E | ! O
_ JNEiEIEY § W
Arrows . —
L} JEEEE & B B
Begin style: I |} EEENE B B B I_
Begin size: I More Colors... I_
Fill Effects... M —
“y
Fig 1185

6) There are four tabs in the Fill Effects dialog. Choose the Picture
tab and then choose the Select Picture... button, as shown in
Fig. 1186.
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Fill Effects

Picture:

Select Picl;yre. it I

W

Fig. 1186 Part
IV

7) Browse to the location where you have product pictures stored.
Select a digital image of the item. Choose Insert, as shown in

Fig. 1187.

Select Picture 2
Lookin: | Qlmage 7 - - & K 5 E - Tools -

History %M

-

My Documents QISGO73.IPG

(]

Desktop

3

Favorites

File pame: |QISGIJ73.jpg ;I nsert
My Metwork )
Places Files of type: I e R T Cancel |

Fig. 1187
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8)  On the Fill Effects tab, select OK, as shown in Fig. 1188.

Fill Effects ? [

Gradient I Texture ] Pattern  Picture I

Pickure:

Cancel

QISGO73
Fig. 1188

As you return to the Format Comment dialog, a squished version of the
image will appear in the Color dropdown. Don’t worry — the actual com-
ment will look better.

9) Choose OK to close the Format Comment tab.

10) Use the lower right handle to resize the comment, as shown in
Fig. 1189.

A& | B | ¢ | D |
New Sunglasses for Summer

[tem #
SG073
SG197
SG207
SGETE

Fig. 1189
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A red triangle appears in cell A4, as shown in Fig. 1190.

| A | B | ¢

1 New Sunglasses for Summer

2
-3 |Ttem# Order

4 130073

5 |BG197

6 3G207
- T |BG8T8
K3

Fig. 1190

As promised, a picture of the product appears when you hover the mouse
icon over the cell, as shown in Fig. 1191.

A | B | ¢ | D [ E F | G
New Sunglasses for Summer

|
Item # - Part
|3G073¢ 1\

BG197
B3G207
SG8TE

. : . . — T
::Exoooq:mu.uw|m‘-—-

[ —
b

[—y
(N

Fig. 1191



LEARN EXCEL FROM MR EXCEL

11) Repeat these steps for each item in the catalog.

Summary: Everyone thinks of Excel as being strictly for numbers. Add-
Ing pop-up pictures is a great trick to make your spreadsheets more of
a sales tool.

Commands Discussed: Insert Comment; Format Comment

ADD A POP-UP PICTURE TO MULTIPLE CELLS

Problem: You gave this book to your manager for Boss’ Day. He saw the
previous trick, about adding a pop-up picture to a cell, and wants you to
add pictures to dozens of cells, as shown in Fig. 1192. Adding pictures is
one of the most tedious tasks in Excel.

A B C D E F G H

1 Mew Sunglasses for Summer
2

3 |Item# Order

4 BGO73
5 |BG197
6 3G
7 |sce7e A
8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

b |

b"’ \s-p.ﬁuib“.—ix_ -

e h“""

Fig. 1192



PART 4: MAKING THINGS LOOK GOOD 671 of 853

Strategy: A VBA macro can be used to speed up a lot of jobs. I would
never attempt this particular task without it, especially because the
macro 1s so simple.

Enter these few lines of code in the VBA Editor. Select the dozens of
cells. Run the macro. Pictures are added to every cell in the selection.

Sub AddABunch()
For Each cell In Selection
MyPic = “C:\Qimage\QI” & cell.Value & “.jpg”
With cell. AddComment
.Shape.Fill.UserPicture MyPic
.Shape.Height = 300
.Shape.Width = 300
End With
Next cell
End Sub

Additional Details: For the complete guide to learning VBA, check out Part
VBA & Macros for Microsoft Excel from QUE. v

The above macro works because all of our company pictures are in the
same folder with a common naming scheme.

Summary: A few lines of VBA code can turn a horribly monotonous job
into a few seconds of work.

Commands Discussed: VBA





