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PART 4: MAKING THINGS LOOK GOOD 689 of 853

TEMPORARILY SEE part
A HIDDEN COLUMN WITHOUT UNHIDING " ¥

Problem: You have data hidden in column E, as shown in Fig. 1231.

You want to quickly view data in the hidden column without actually
unhiding it.

A B I D E
1 Section 1: Histotical Trends (Per Month)
2
3 Store Type Rent Sales
4 Regular 2400 12456
5 BigBox 5200 34500
]

Fig. 1231
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Strategy: Use this trick to temporarily view a hidden column. Note that
this trick only works if you use Transition Navigation Keys. If you regu-
larly work with hidden data, this cool trick might be enough to tip you
over to turning on this setting.

1)

From the menu, select Tools — Options. On the Transition tab,
choose Transition Navigation Keys, as shown in Fig. 1232.

Options @

Yiew I Calculation ] Edit ] General

Save Excel files as: IMicrosoft Excel Workbook
Settings ——— — -
Microsoft Excel menu or Help key: Ij’

IV Transition navigation keys

Sheet Options

I Transition formula evaluation
™ Transition Formula entry

Colar I International | Save ] Error Checking I Spelling ] Security |
‘ | customlists | Chart

{* Microsoft Excel menus
" Lotus 1-2-3 Help

oK Cancel

2)

3)

4)

Fig. 1232

In the image, column C is hidden. Place the cell pointer in column
D, in a blank cell. Type the Equal sign to start entering a formula.

Hit the Left Arrow key as if you were going to enter a formula us-
ing the arrow keys. Excel magically unhides the hidden columns,
as shown in Fig. 1233. You can now arrow through the worksheet
to look at hidden data.

When you are done, hit the Esc key to cancel entering the formula.
The hidden ranges will be hidden again.
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COUMTA v X J & =C4
A B C D E
1 Section 1: Histotical Trends (Per Month)
2
3 Store Type l‘r_r_r_r_Sri_zrn's Rent Sales
4 Regular ;1”1,2991 2400 12456
5 BigBox 2600 5200 34500
] |=C4 .
Fig. 1233

Gotcha: Beware, users could employ this method to see hidden data. To
avoid this behavior, you need to protect the worksheet.

Gotcha: This behavior can be incredibly annoying. If you are in cell D3
and hope to enter a formula of =2*A3, you might think this is only five
keystrokes:

=, 2, *, Left Arrow, Enter (a total of five strokes)

However, when you actually try to do this, after the fourth keystroke the
hidden columns will open. You usually just catch this out of the corner of

your eye, as you incorrectly enter =2*D3 in the formula. L

IV
Summary: To quickly view hidden data in a worksheet, select a cell in

the column to the hidden data’s immediate right, type an Equal sign,

and then hit the Left Arrow key.

Commands Discussed: Tools — Options — Transition

BUILD COMPLEX REPORTS WHERE COLUMNS
IN SECTION 1 DON'T LINE UP WITH SECTION 2

Problem: You need to duplicate a fairly complex form. The form has
several sections. The column widths needed for the first section do not
line up with the column widths needed for the other two sections.

Strategy: This is a wildly amazing and obscure solution. It has been
floating around Excel Web sites for years as a novelty. However, we
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recently used it in a production application to produce great looking cus-
tomer statements.

1) Set up various sections of the form on individual worksheets. Make
the column widths as wide as they need to be for that section of the
form. In my sample, I have four different sections.

The statement header has a logo that stretches across the page, as shown
in Fig. 1234.

MREXCEL COnSULTiNG

13386 Judy Ave NW, Uniontown OH 44685 , USA

ER R N TS R R

Fig. 1234

The next section has five columns, as shown in Fig. 1235.

1 |Section 1: Orders Shipped this Period
2
3 |Date Invoice # Your Reference # Via Total
4 | 11/2/2004 1021 PO AJHOIP FedEx Ground 225
5| 11/4/2004 1027 PO KJKJLK FedEx Ground 499
6 | 11/8/2004 1030 PO YUOIU FedEx Ground 510
7| 11/9/2004 1031 POKJILDADS  FedExGround 461
8 1171372004 1034 Verbal per IMarc  FedExNext Day 410
9 | 11/17/2004 1038 PO SLKJID FedEx Ground 544
10 | Total Shipments 2651
11
Fig. 1235
The next section has just A | B c| D | E
three columns, as shown in 1 Section 2: Payments Received This Period
Fig. 1236. <
3 Date Cki#  Total
4 | 11/2/2004 113783 272
5 | 11/4/2004 113865 161
6 | 11/8/2004 113919 600
7 11/9/2004 113990 244
8 11/13/2004 114070 114
9 |11/17/2004 114168 485
10 Total Payments 1876
11

Fig. 1236
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The final section has six columns, as shown in Fig. 1237.

A | B | ¢ | D | E F
1 Section 3: Quistanding hvoices from Prior Periods
2
Original
3 |Date Invoice #  Amount &AmiPaid Amt Due Your Reference #
4 1/10/2004 601 1029 939 100 PO ATHOIP
5 4/3/2004 635 393 0 393 PO YUOIU
6 4/20/2004 702 203 200 3 Verbal per Marc
T 5/18/2004 730 250 100 750 PO KIL DADS
8 | 9/6/2004 241 251 0 251 PO SLEID
9  10/10/2004 875 944 875 71 PO KIKILK
10 Total Due from Prior Petiods 1568
Fig. 1237

You will build a printable statement on the worksheet that has the com-
pany header. On that page, you will paste three linked pictures that give
a view of the back worksheets.

2) As shown in Fig. 1238, select the cells for Section 1. Use Ctrl+C to

copy. ra
A | B | E | D | E v
1 [Section 1: Orders Shipped this Period :
7 )
3 [Date Invoice # Your Reference # Via Tutali
4 | 11/2/2004 1021 PO ATHOIP FedEx Ground 225)
5 | 11/4/2004 1027 PO KJKILK FedEx Ground 499,
6§ 11/8/2004 1030 PO ¥YUOIO FedEx Ground 510,
7y 11/9/2004 1031 POKILDADS  FedExGround 461
& 11141372004 1034 Vetbal per Marc FedEx Next Day 41I]E
9 111/17/2004 1038 PO 9LKID FedEx Ground 548
10 !Total Shipments 2651
11 :
T T

Fig. 1238
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3) Go tocell A7 on the main worksheet. Hold down the Shift key while
you select the Edit menu. A secret option will appear in the menu

for Paste Picture Link, as shown in Fig. 1239.

Edit | Yiew Insert Format Ti
7 Undo Clear Chrl+2
U
& Cut Chrl+
Copy Picture... r

@ Office Clipboard. ..

Paste Picture

Paste Picture Link .
Wy

Fig. 1239

You will now have a live picture on Sheetl of the cells on Sheet2, as
shown in Fig. 1240.

Fig. 1240

- B C D | E | F G H | 1 I
; s i mn ®
il | | | _ 101
4 1 ‘ ' ‘ ‘ :
3 13386 Judy Ave NVE; Uniontown OH 44685 , USA
6 e — - . — )
7 Section 1: Orders Shipped this Period
3
9 | Date Invoice # Your Refererice # Via Total
10 11/2/2004 1021 PO ATJHOIP FedEx Ground 225
1 11442004 1027 PO KJKJLK FedEx Ground 499
12 O 11/8/2004 1030 PO ¥UOIT FedEx Ground 5100
3 11/9/2004 1031 POKILDADS — FedExGround 441
14 11/13/2004 1034 Vetbal perMarc  FedExNext Day 410
5 117172004 1032 PO SLKJID FedEx Ground 546
16 Total Shipments 2651
17 (s} (s} s}
18




PART 4: MAKING THINGS LOOK GOOD 695 of 853

4)  You can drag this picture so that it is centered on the page.

5) Select A18:H18 and then select Format — Cells — Border. Choose
a thick border and click the bottom Border section to draw a thick
border along the bottom of row 18, as shown in Fig. 1241.

§ mnEchL Foﬁnat Cells @@
4 ! Numnber I Alignment | Font Border I Patterns I Pratection I
L5 13386 Judy Ave NW,U| - =
6
Section 1: Orders Shipped this Pe] R Style:
; ....... | | | Mong ===—--

9 Date Invoice # Vour Referer, None outline  Inside | | me —_—

= 11/2/2004 1021 PO AJHOP | Border ——-
T 11/4/2004 1027 PO KIKJLK e E T i [ [ -
= 11/2/2004 1030 PO YUOIU ———
= 11/9/2004 1031 PO KJL DAL o ot —_
% 11A3/2004 1034 Verbal per] — —

1AT/2004 1038 POSLKID

:2 Total Shipments = ' [% ' IQOIW—‘AI
o | | | | | Automatic ¥
18 : ' -

19 The selected border style can be applied by clicking the presets, preview

20 diagram or the buttons above,

21

" 1 i

Fig. 1241
Part

6) Repeat for Section 2: Go to Sheet3. Select the Cells. Hit Ctrl+C to v
Copy. Return to Sheetl, cell A20. Hold down the Shift key while
you do Edit — Paste Picture Link.

7)  Repeat for Section 3.

The pictures in the new sheet can be resized so that all have the same
width or you can simply center them on the page.
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Result: You can print one unified form that does not look like it came
from Excel. As shown in Fig. 1242, fields in section 2 are not necessarily
lined up with fields in sheet 1.

MREXCEL CONSULTiNG

13386 Judy Ave NW, Uniontown OH 44685, USA

Section 1: Orders Shipped this Period

Date Invoice # ¥V our Reference #  Via Total
11272004 1021 PO ATHOIP FedEx Ground 225
11/4/2004 1027 PO KIKJLKE FedEx Ground 324
11&/2004 1030 PO ¥UOILU FedEx Ground 113

11972004 1031 PO KJL DADS FedEx Ground 498
11/13/2004 1034 Vetbal per Marc  FedEx Next Day 531
1171772004 1038 PO SLKID FedEx Ground 869

Total Shipmerts 2560

Section 2: Paymenis Received This Period

Date Ck#  Total
11272004 113783 272
1142004 113865 161
11242004 113919 600
119/2004 113990 244
11/13/2004 114070 114
11/17/2004 114168 485

Total Paym ents 1376

Section 3: Ouistanding Invoices from Prior Periods

Otiginal
Date Irrvoice # Amourt  AmtPaid  AmtDue ¥V our Reference #
1/10/2004 601 1029 929 100 PO ATHOIP
45/2004 635 393 0 393 PO YUOIU
4/20/2004 702 203 200 3 ¥ erbal per Marc
5182004 730 830 100 750 PO KJL DADS
Fig. 1242

Additional Details: In our real statement application, the process of
putting together the sections is handled by a VBA macro. This macro
can paste a different number of rows each time.

Summary: Using the obscure Paste Picture Link command from the
Shift+Edit menu allows you to paste a live picture of cells in a new sec-
tion of the workbook. In this case, you can use this to avoid trying to
align Section 1 column widths with Section 3 column widths.
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Commands Discussed: Shift+Edit — Insert Picture Link; Format —
Cells — Border

PASTE A LIVE PICTURE OF A CELL

Problem: You have a massively large spreadsheet. You are working on
calculations in the top of the spreadsheet, but need to monitor a result in
W842. It is a pain to travel back and forth to monitor that cell.

Strategy: Take a picture of the cell and paste it where you can keep
and eye on it.

1) As shown in Fig. 1243, select the cell W842. Hit Ctrl+C to copy.

W41 v P
Y W
241 Final Result)
842 | 5,005,926.47 0 305598573 :
843 |
Fig. 1243 Part
v

2) Return to the top of the work-
sheet. Select an area with a | Edit | ¥iew Insert Format |
few blank cells. Hold down |+ |jnda Style Ctrl+7
the Shift key while you ac- -
cess the Edit menu. A Paste
Picture Link choice i1s magi-
cally available, as shown in & Cut Chri+X
Fig. 1244.

Copy Picture...
@ Office Clipboard...

Paske Picture

Paste Picl:urRLigk

Paste as uylb\s.rlink
Fig. 1244
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3) Choose Paste Picture Link. A live picture of the cell will be pasted,
as shown in Fig. 1245.

A E D E F G H
1 Bection 1: Histotical Trends (Per Month)
2
3 Store Type Rent Sales Profit Lahor Net
4 Regular 2400 12456 6228 6480 -2652
3 BigBox 5200 34500 17250 2640 3410
2 O o
7 Bection 2: Number of Stores & Fi.nalResmto
8 ) 5,055,385.73 L
9 Regular
n FlieP e

Fig. 1245

As you make changes and the calculations cause the result to change,
the picture will update, as shown in Fig. 1246.

E5 - f 36300

A B D E _ E G H
1 |Section 1: Historical Trends (Per Month)
2
3 Store Type Rent Sales Profit Labor Net
4 Regular 2400 12456 6228 6480 -2652

il BigBox 5200' 36500! 18250 2640 4410
é
7 |Bection 2: Number of Stores Final Result
8 5,975,966.76
9 Regular
Fig. 1246

Additional Information: The picture can be of multiple cells. Also, it
1s possible to move the picture by dragging it to a new location.

Summary: You can paste a live picture of distant cells. Copy the cells.
Then, while holding down the Shift key, select Edit — Paste Picture Link.
Paste the picture in your spreadsheet where you need to monitor its
results.

Commands Discussed: Shift+Edit — Paste Picture Link
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MONITOR FAR-OFF CELLS
IN EXCEL 2002 AND LATER VERSIONS

Problem: You have a massively large spreadsheet. You are working on
calculations in the top of the spreadsheet, but need to monitor results in
several other worksheets. It is a pain to travel back and forth to monitor
those cells.

Strategy: Microsoft added the Watch Window in Excel 2002. This win-
dow is a favorite tool of VBA programmers and Microsoft added it to the
regular Excel interface.

1) From the menu, select Tools — Formula Auditing — Show Watch
Window, as shown in Fig. 1247.

Formula Auditing » g:ﬁ- Trace Precedents
Tools on the Web. .. 'i:fg Trace Dependents
Macro » | < Trace Error
Add-Ins. .. f Remove All Arrows
Part
Z%  AutoCorrect Options... () Evaluate Formula B \ Y,
Customize. .. ‘ Show ﬂa.lich Window |
Options. .. @1 Formula A@:Iiting Mode  Ctrl+’
Fig. 1247

2) The Watch Window is a floating dialog box that you can move
around your screen. Select Add Watch..., as shown in Fig. 1248.

Watch Window v X
25 add Watch...

Book, | Shadt | Name | Cell | Yalue | Formula

add Watch

Fig. 1248
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3) Using the Add Watch dialog, navigate to and touch the cell that
you want to watch. Alternatively, you can first navigate to the cell,
select Add Watch and choose Add, as shown in Fig. 1249

Add Watch

Select the cells that you would like to watch the value of:
[=Sheet11$wsa42] B

Add Cancel |
by

Fig. 1249

For each cell that you Add to the Add Watch dialog, you can always see
the formula and the result of that formula in the Watch window. You
can add cells from other sheets and even other workbooks, as shown in
Fig. 1250.

25 Add Watch... %53 Delete Watch

Book | Sheet | MName | Cell | Yalue | Formula
LivePict.., Sheetl Wa42 5,975,966.76 =+y842%1.01
LivePict.., Sheet2 F10 473.324 =0.482*F9
F9Test... Sheetl D16 7529280 =({C10*H5)*12

Fig. 1250

Summary: If you have Excel 2002 or a newer version, the Watch Win-
dow is a great tool for keeping an eye on far-off cells in your worksheet.

Commands Discussed: Tools — Formula Auditing — Add Watch
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ADD A PAGE BREAK
AT EACH CHANGE IN CUSTOMER

Problem: Your data is sorted by customer in column A, as shown in Fig.
1251. You want to put each customer on a different page.

A | B | C | b | E | F |
1 Customer Region, Date Quantity Product Revenue
2 Ainswaorth Central | 3-Jan-04 500 XYZ 11240
3 | Ainsworth Central = 4-Jan-04 400 XYZ 9204
4 Ainsworth Central = B-Feb-04 200 DEF 4280
5 Ainsworth East , B-Feb-04 900 DEF 21708
B Ainsworth Central = 20-Feb-04 800 DEF 18504
| 7 |Ainsworth East , 24-Feb-04 1000 XYZ 20940
8 Ainsworth East , 2-Mar-04 400 XYZ 8620
9 Air Canada West | 31-Mar-04 300 ABC 5859
10 Air Canada Central = 18-Apr-04 200 XYZ 4943
11 Air Canada West | 24-Aug-04 800 XYZ 17856
12 |Air Canada East , 7-Oct-04 100 DEF 2358
13 Bell Canada East , 13-Apr-04 600 DEF 14004
14 |Bell Canada Central | 24-Jun-04 200 DEF 4060
15 Bell Canada West | 31-Aug-04 800 X¥YZ 18072
16 Bell Canada West 4-Mow-04 800 ABC 15104 Part
17 | Chevron Central | 26-Feb-04 900 DEF 20610 IV
Fig. 1251
Strategy: The easiest way to do [ElIGEL @
this is to add a subtotal by using R amir i
the Data — Subtotals command. [Customer <]

You can choose to have a page
break between groups, as shown in
Fig. 1252. Jsum =
Add subtotal to:

| Quantity I
™ Product
v o

¥ Replace current subtotals
¥ Page preak between groups!
¥ Summiegy below data

Remaove All l | QK I Cancel

Fig. 1252

Use function:
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However, let’s assume that you cannot use the automatic Subtotals fea-
ture for some reason. It helps to understand page breaks.

Excel page breaks can either be automatic or manual. If you use the
Print Preview icon, as shown in Fig. 1253, and then close the Print Pre-
view window, Excel will draw in the automatic page breaks. The Print
Preview icon is in the Standard toolbar.

B3 Microsoft Excel - PivIop20.xls

@ File Edit View Insert Format Tools

DEEdse 58 S@QV &8

- -

Arial = Rl Prink Preview |—
A2 - e TAINSWO

Fig. 1253

I

In this particular report, it turns out that with the margins and print
size, Excel would normally offer an automatic page break after row 52.
After you do a Print Preview, Excel draws in a dashed line after row 52
to indicate that this is an automatic page break, as shown in Fig. 1254.

A | B | C DEE F
1 |Customer Region, Date Quantity Product Revenue
50 |Exxon West  23-May-04 200 XYZ 4386
51 |Exxon East ,25-May-04 600 DEF 12048
52 |[Exxon West | 28-May-04 900 ABC 17964
53 |Exxon West 12-Jun-04 600 ABC 10404
54 |Exxon West 23-Jun-04 100 ABC 1882
55 |Exxon Central | 25-Jun-04 700 ABC 13734
Fig. 1254

You can add a manual page break to any row. Position the cell pointer
in column A on the first row for a new customer. From the menu, select
Insert — Page Break, as shown in Fig. 1255.
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B3 Microsoft Excel - PivIop20.xls

] File Edt View

Insert I Format  Tools

w H Close ;Ij;g Cells...
Arial - Rows
AD Columns
A Worksheet
1 |Customer il Chart...
2 | Ainsworth -
3 Ainsworth Smbal.y:
4 | Ainsworth Page Break
5 |Ainswarth Foe Fun-:tion..'./'s
B Ainsworth -
7 |Ainsworth Hame
| 8 Ainsworth '3 Comment
9 |Air Canada )
10 |Air Canada Bicture
11 |Air Canada ?:3 Diagram...
12 |Air Canada Object...
13 Rell Canarda Part
Fig. 1255
'8 IV

Excel draws in a dotted line above the cell pointer to indicate that there

is a page break after row 8, as show

n in Fig. 1256.

A | B | & T wm L E F
1 Customer Region, Date Quantity Product Revenue
2 |Ainsworth Central =~ 3-Jan-04 500 XYZ 11240
3 Ainsworth Central = 4-Jan-04 400 XYZ 9204
4 Ainsworth Central  B-Feb-04 200 DEF 4280
5 |Ainsworth East , B-Feb-04 900 DEF 21708
6 |Ainsworth Central = 20-Feb-04 800 DEF 18504
7 |Ainsworth East , 24-Feb-04 1000 XYZ 20940
8 |Ainsworth East [ 2-Mar-04 400 XYZ 8620
9 Air Canada West 31-Mar-04 300 ABC 5859
10 Air Canada Central = 19-Apr-04 200 XYZ 4948
Fig. 1256
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Since you've added a manual page break after row 8, Excel automati-
cally calculates that it can fit rows 9 through 60 on page 2. As shown in
Fig. 1257, the location for the next automatic page break is now shown
at row 60 instead of row 52.

A | 8 | ¢ | b [ E | F |

1 |Customer Region, Date Quantity Product Revenue

| 51 |Exxon East , 25-May-04 600 DEF 12048
52 |Exxon West | 26-May-04 900 ABC 17964
| 53 [Exxon West 12-Jun-04 600 ABC 10404
|54 |Exxon West 23-Jun-04 100 ABC 1882
55 |Exxon Central | 25-Jun-04 700 ABC 13734

56 |Exxon Central | 26-Jun-04 400 XYZ 6604
| 57 |Exxon Central | 29-Jun-04 100 DEF 2231
| 58 |Exxon East , 29-Jun-04 500 XY Z 12425
| 59 |Exxon Central 4-Jul-04 700 DEF 16303
B0 Exxon East ,  7-Jul-04 800 DEF 21168
| 61 |Exxon West 21-Jul-04 200 ABC 3330
|62 |Exxon Central | 27-Jul-04 200 XYZ 4722

Fig. 1257

Automatic Page Breaks will move around. Say that you change the mar-
gins for the page, using File — Page Setup — Margins — Bottom, as shown
in Fig. 1258.

Page Setup

Page  Margins ] Header (Footer l Sheet l

Top: Header:

Il 5‘ IO.S E‘ — ]
Left: Right: N
|0.75 5‘ IO.?S 5:

Bottom: Footer:

EiiiEﬁ§ [os =

Centeronpage —F

I Horizontally [~ vertically

Fig. 1258
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As shown in Fig. 1259, Excel will now calculate that the end of the sec-
ond page is at row 54.

A | B C D E F
1 Customer Region, Date Quantity Product Revenue
51 Exxon East , 25-May-04 600 DEF 12048
52 Exxan West  28-May-04 900 ABC 17964
53 |Exxon West 12-Jun-04 GO0 ABC 10404
54 |Exxon West 23-Jun-04 100 ABC 1882
55 Exxon Central = 25-Jun-04 700 ABC 13734
56 |Exxon Central = 26-Jun-04 400 XY Z 8804
Fig. 1259

Unlike Automatic Page Breaks, the Manual Page Break will never
move.

To add the rest of the page breaks, move the cell pointer to the next
cell in column A that has a new customer. From the menu, select
Insert — Pagebreak. (Since you have 50 of these to insert, you might
want to use the keyboard shortcut: Alt+IB.

Additional Details: Selecting eSS 5) Part
each new customer is tedious. Mi- L. 9.2p2cl2 @ IV

crosoft has given you a shortcut for | Select

finding the next cell in the current | ¢ Comments " Row differences
column that is different from the | { Constants * ‘Column differences:
active cell. However, it is difficult | ¢ Formulas " Precedents

to use this shortcut. You will have ¥ Numbers " Dependents

to decide if it is worth the hassle. 7 Tes & i

Start with the cell pointer on v Logical € allley
Texaco. Hit Ctrl+Shift+Down Ar- IV Errors " Last cell

row to select all of the cells below | ¢ Blanks " Visible cells only

the current cell. Type the F5 key. | ™ currentregion ¢ Conditional farmats
Press the Special button. Select | ¢ rent array (" Data validation
Column Differences, as shown in | ~ Objects & 2

Fig. 1260. o

oK Cancel

Fig. 1260
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As shown in Fig. 1261, the cell pointer will move to the first row with

Verizon.
A | B
1 Customer Regio
419 Verizon Centrs
420 Verizon East
421 |Verizon East
Fig. 1261

You can use the Insert — PageBreak command. This whole series of events
can be repeated by holding down the Alt key while you type EGSM. Re-
lease the Alt key to hit Enter. Hold down the Alt key while you type IB.
If you have hundreds of page breaks to add, mastering this keystroke
might be worth the time.

Additional Details: To remove a manual page break, you should put
the cell pointer in the first cell under the manual page break. When the
cell pointer is in this location, the Insert Menu offers a Remove Page
Break option, as shown in Fig. 1262.

@ File Edit Wiew | Insert | Format Tools Data
0 M gose g Cebe
Arial - Rows 3

Al3 ] Columns

A Worksheet r
1 Customer Bl chart... ']
12 |Air Canada - " |
13 [Bell Canada 2ymbol...
14 |Bell Canada Remave Page Break
15 |Bell Canada = Functinn... &3
Fig. 1262

To remove all page breaks, select all cells using the box to the left of

column A. The Insert menu will now offer an option to Reset All Page
Breaks.
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Gotcha: To insert a row page break, you must either select the entire
row or have the cell pointer in column A. If you select Insert Page Break
from cell C9, Excel will insert a horizontal page break above row 9 and
also a vertical page break to the left of column C, as shown in Fig. 1263.
This 1s rarely what you want.

A B C

1 |Customer Region Date Q
2 Ainsworth Central | 3-Jan-04
3 Ainsworth Central | 4-Jan-04
4 Ainsworth Central | B-Feb-04
5 Ainswarth East B-Feb-04
B |Ainsworth Central | 20-Feb-04
? Ainswarth East 424-Feb-04

Ainsworth East 2-Mar-04
Jur Canada West | 31-Mar-041
10 Air Canada Central | 19-Apr-04

Fig. 1263

Summary: Excel offers two kinds of page breaks. Automatic Page
Breaks are calculated on the fly, based on row height and margins of the | part
current page. Manual Page Breaks that you add are permanent and will | gy
not move.

Commands Discussed: Insert — Page Break; Edit — Go To — Special —
Column Differences; Insert — Remove Page Break; Insert — Reset All
Page Breaks; File — Page Setup — Margins

USE HORIZONTAL PAGE BREAKS
EVEN WHEN YOU USE FIT TO N PAGES WIDE

Problem: In general, if you use the Fit to N pages option, your manual
page breaks are ignored.
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As shown in Fig. 1264, the File — Page Setup dialog offers a scaling
choice, where you can fit the report to be 1 page wide.

Page Setup B

Page I Margins l Header/Footer ] Sheet I

Crientation : Print... l
e i | '

* Portrait | A Landscape e |

scaling ———M8 —WM Options. .. |

" adjustto:  |100 <3 % normal size

" Eit% Il 3: page(s) wide by I 3: tall

Fig. 1264

However, when you use this option, Excel 2000 and earlier versions will
not display your manual page breaks!

Strategy: There is a workaround.
1) Select the Fit to: scaling option.
2) Do a Print Preview. Close the Print Preview.

3) Go back to File — Page Setup. As shown in Fig. 1265, the Adjust
to: option will be filled in with the proper adjustment to force the
report to fit to one page wide.

Scaling

" Adjust to: |35 E‘ % normal size
{* Fit to: Il 5‘ page(s) wide by I 5‘ tall

Fig. 1265

4)  Choose the Adjust to option. Your manual page breaks will display
correctly.

Gotcha: If you adjust column widths, you will need to repeat these
steps.
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Summary: The missing manual page break appears to be a bug in Ex-
cel 2000 and earlier version. Using the techniques described here, you
can overcome the problem.

Commands Discussed: File — Page Setup — Page

HIDE ERROR CELLS WHEN PRINTING

Problem: You have a formula that does division. Occasionally, the divi-
sor cell 1s zero, so you have a couple of Div/0 value errors, as shown in
Fig. 1266. You just need to print this without the errors to get the report
to the staff meeting, without having to rewrite all the formulas to test if
the divisor is zero. What can you do?

D2 v A =B2/C2
A B C D
1 Region 4 Revenue Units Average
| 2 |City of London 265.3 ?DI 3‘?9!
3 Barking and Dagenham  167.9 46 3.65
4 Barnet 179.01 51' 3.51 Part
5 Bexley 0 07 #DnA0! v
6 Brent 31506 89 3.54
7 Bromley 3875 85 3.75
8 Carmnden 24888 68 3.66
9 Croydon 0 0l#DKI
Fig. 1266

Strategy: Go to File — Page Setup. Go to the Sheet tab. There is a
dropdown for (Print) Cell Errors As:. Choose this dropdown and select
<blank>, as shown in Fig. 1267.

Print
I aridlines I Row and column headings
[~ Black and white  Comments: I(None) |
[ Draft guaity Cell errors as: displayed -
Page order displayed
* Down, then over EE B
" Over, then down EE #"‘_'f

Fig. 1267



LEARN EXCEL FROM MR EXCEL

Result: Although the error will still appear in the worksheet, when you
print, the error cells will print as blanks, as shown in Fig. 1268.

Region Revenue Units Average
City of London 2653 70 3.79
Barking and Dagenham 167.9 4B 3.65
Barnet 17901 51 3.51
Bexley 0 0

Brent 31506 89 3.54
Bromley 3875 B85 3.75
Camden 24888 B8 3.66
Croydon 0 0

Ealing 26013 B9 3.77

Fig. 1268

Alternate Strategy: Perhaps the “right” way to solve this problem is
to change the formula to test if the divisor is zero. In this case, a proper
formula would be =IF(C2=0,"",B2/C2).

Summary: To print a worksheet without the error cells, change the set-
ting on the Sheet tab of the Page Setup dialog.

Commands Discussed: File — Page Setup — Sheet





