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Database and Excel
2 peas in a pod
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FT Data

e |f this is your first time File Transferring Data —
set up PICK folder on your hard drive C:\PICK

o Start / my computer / C local drive / right click
and select NEW folder PICK



FT Data
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FT Data
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INY PRINTER BY DAVID
JNO PICK PACK PRINTER
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BRAD LASER PRINTER
Brian Office Laser

JBR Invoice Printer
Small Parts Label Print
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Status

NO W1 a ounter
Randy's Office Printe
JNO Label Printer
JNO Laser Printer
BR Lsr Ptr 17CPI
BR Barcode Ptr
JNO PTR 27 17 CPI
JBR REPORT PTR 28
Bill Barber Ptr
Donna Report Ptr
JBR Will Call
Cheryl's Printer
Susan's Printer
Slidell Picl Pack
Slidell Invoice Ptr
Slidel Label #42
Slidel Label #43
Slidel Label #44
Slidel Report #45 17C

Copies Form#

1 @
NTER PRINTER#, HS, AS-lave, FAX, EM-ail, D-isplay or <ENTER; for currenﬂC::;>



FT Data

ROUTINE TO FT ANY SPOOLER HOLD ENTRY ITEM

494] 1 items selected out of 1 items.

\iccuTerm File Transfer Utility

File Transfer Status

Kermit download in progress

Transferred; 9621

Errors: 0

—Tatal (1 file)

Size:

Transterred: 9621




en Up Excel to Import the Data:
DATA/FROM TEXT

- Home Insert Pagelayout Formulas | Data | Review View

i o . ) = -
|.g= From Access 5[ bl o ._El.j_ICOnnectwons Al [Al7Z ? 4. Clear - =
‘_|_l \_|_] {.@ Zl S48 & Reapply .
%l
A

From Web T Properties
'om Other | Existin Refresh i Sort Filter Text t
.g Edit Links ,,f":?Advanced
ources ~ | Connections| All ~ Colum
Get External Data Connections Sort & Filter
Al - [ F
A B C
11
2 The Text Wizard has determined that your data is Fixed Width,
3] If this is correct, choose Next, or choose the dats type that best describes your data,
4 Criginal data type
5 Choose the file type that best describes your data:
6 O - Characters such as commas or tabs separate each field.
7 wi - Fields are aligned in columns with spaces between each field.
8
9 Start import at row: |1 2| Fileorigini | 437 : OEM United States v
7 L .5 I |
11
12
13 Preview of file CWPICKAT tet
14 -~
15 1z:06:20 24 Apr 2009 BELR CODE RECEIPTS FOR COMPANY 01 PALGE 1
16 PO# LN# RCVR# VENDOR.PROD# VEND# A.PROD.NO PO.OQTY RCVD.QTY VARIANCE
Ll 6l134677 001 071994 GMHOSO7O4CK 727 La7-708 1 1 i
18 < | ¥
19
21




FT Wizard — Step 1 : Fixed Width

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Fixed Width.

If this is carrect, choose Next, or choose the data type that best describes your data.

Criginal data type
Choose the file type that best describes your data:
() pelimited - Characters such as commas or tabs separate each field,

- Fields are aligned in calumns with spaces between each field.

Start import at row: |1 > | File origin: 437 OBEM United States v K

Preview of file C\PICKA L

10:19:03 17 Mar 2009 Customer Price Matrix File Listing Page 1

[l o oT SO A.CUSE. 0. CUST.HEME. o o s e v e s s e s e c/c a.prod.no....... WEND
f HC 400
< *




FT Wizard — Step 2: Set your columns
by dragging current or clicking for new

ext Import Wizard - Step 2 of 3

This screen lets you set field widths (column breaks),

Lines with arrows signify a column break,

To CREATE a break line, click at the desired position,
To DELETE a break line, double click on the line,
To MOYE a break line, click and drag it.

i
Data preview i
10 20 20 40 30 a0 70 20
L 1 Il 1 Il 1 1 1 1 1 1 1 1 1 1
A
10:19:03 17 Mar R0OO0S Customer Price Matrix File Listing Page 1
[} v o1 S R.CUST.N0. CUST. IS E . v v e s v v v v nmn s nnnnsss /e B.prod.no. .. ..., wend.
w
HC 400
< >




FT Wizard — Step 3: make any columns
with leading zeros txt

Text Import Wizard - Step 3 of 3

This screen lets you select each colurnn and set the Data Format.

Colurnn data format

(O General . N
'General' converts numeric values to numbers, date values to dates, and all remaining

values to text

() Do nat import calumn skip)

Data preview
eneral General Genericenstal Geners
”~
10:19:03 17 Mar |[HauE] Cusgftower Price Matrix File Listinjg Page 1
CORE .10 v s e e B CUSE. N0, CUSL . HSIE . v v e s s s v nmn s s nnnnsss /e |.prod.no. .. ... wvend.:
w
HC 400
< >
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Refresh data from an imported text
file

Select the worksheet that contains the imported text file.

On the Data tab, in the Connections group, click the
arrow next to Refresh, and then click Refresh ALL.

It will automatically open the Import Text File dialog box,
select your text file FT, and then click Import.

o v Pricing Developm
.I_.J. |
Home Insert Pagelayout Formulas Data @ Review View
f.a From Access 31] ﬁJ ﬂ _BJConnections %l ;;E-
g From Web — LB s : :
'jFrom Text From Other | Existing Refresh ST El Sort
B Sources ~ | Connections | All ~
Get External Data Connections
130 adl £ solit vendor t p orash All (Ctrl+Alt+F5)
D F
19 Ren Bridget¢ Update all the information in the

20 133164 |Soiux Fd workbook that is coming from a
21 133673 |Michael data source.

nnnnnn
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Top 7 Database FT Reports

11.10 List of items sold for a customer
12.3.38 Product pad

12.3.32 Category On hand report
12.2.40 Customer ABC Report
12.2.2.30 List of Customer info

5.35 Matrix Listing

6.32 ABC Product Ranking Report



Sorting

e Sorting puts a list of data in order,
alphabetically or numerically. The list must
not contain any empty rows or columns.
Before you sort, select a single cell in the
column on which to sort. Excel will select the
entire list, stopping when it reaches an empty
row or column. If the list contains a header
row formatted differently than the other rows,
the header row will remain at the top of the
list after the sort occurs.



Sorting by One Column

E@ Bd9-c¢ s Book3 - Mic
Home Insert Pagelayout Formulas | Data | Review View

— . : . ’
- " a4

r 4

d

[ “) Add Level ” # Delete Level ” 53 Copy Level ” it ¥ My data has headers Filter .::

Column Sort On Order
sortby  APRODMNO.. ... v | |values v | Atz v | Jt & Filter
H
. GP%
EQ 63
9 63

oK }[ Cancel I




Sorting in Ascending Order

* |f you sort on text, ascending order is alphabetical,
starting with A and ending with Z. If the data is
numeric, ascending order sorts the lowest numbers at
the top of the list and the highest numbers at the
bottom. If you sort by dates, the oldest dates sort to
the top of the list and most recent dates go to the
bottom. To sort in Ascending order :

* Click on any cell in the column that you want to sort.
* In the Ribbon, select data [sort and filter[ sort A to Z.



Sorting in Descending Order

e |f you sort on text, descending order is alphabetical,
starting with Z and ending with A. If the data is
numeric, ascending order sorts the highest numbers at
the top of the list and the lowest numbers at the
bottom. If you sort by dates, the most recent dates
sort to the top of the list and most oldest dates go to
the bottom. To sort in Descending order :

* Click on any cell in the column that you want to sort.
* In the Ribbon, select data [sort and filter[ sort Z to A.



Sorting on Multiple Columns

* You can sort by one column, sub sort by a second
column and so on. You can specify up to 64 levels of
sorting. When sorting by more than one column, you
do not need to click on the particular column, but you
must click somewhere in the list.

— Click on any cell in the list.

— In the Ribbon, choose data[sort and filter[sort
— Select the first sort by.

— Click Add a level select second sort by.

— Click OK.

You can check the MY data has headers box to exclude the
column headings.



M 12.2.40 Customer ABC Report

My data

5] [ 5] [rioz
Then by |sALES 12M0 v | |values v | |Largest to Smallest
i B C D E F G H
1 |TYP CL CUSTH., CUST.MAME..........eeuen SALES 12MO PCAT.MULT., ABC ABC2
2 AC AC 107039 JERRY KELLY HEATING & A/C 652,090 0.455 A A,
3 AC 15 PREFERRED CASH CUSTOMER 599,375 0.575 A A,
4 |AC AC 24575 DESIGM AIRE 433,764 0.455 A A,
5 AC AC 110674  FRANMNK FISCHER INC 230,402 0.455 A i
B AC AC 111707 ROWDEN'S HTG & COOLING 29,879 0.455 B B
7 AC AC 1113392 BRIAN GRANNEMAMNM SERIVCE 29,633 0.46 B B
8 AC AC 106504  VIVIANO HEATING & A/C 29,144 0.46 B B
o AC AC 59462 MISSOURI FURMNACE COMPANY 28,533 0.455 B B
10 | FM FM 108460 R.F. MEEH COMPAMNY 11,996 0.49 C C
11 |AC AC 109913 COMPLETE MAINTENANCE/RPR 11,967 0.475 C C
12 |AC AC 31075 FREUEH SERVICES 11,892 0.47 C C
13 |AC AC 109326 BROWN HEATING & AIR 11,814 0.455 C C
14 |CR CR 109170 ST LOUIS STAINLESS SWVC 11,777 0.475 C C
15 |AC AC 103211  STEINMAN SERVICE 11,742 0.475 C C
16 |AC AC 102473 MIDWEST PETROLEUM COMPANY 11,671 0.465 C C
17 |AC AC 31840 GATEWAY FINISHING 5,983 0.485 D D
18 |AC AC 12400 LARRY COLEMAN'S HTG & CLG 5,978 0.475 D D
19 [ CR CR 108117 CROMIM REFRIGERATIOM 5,954 0.475 D D
20 |AC AC 109391 FULLERS REFRIGERATION/AC 5,934 0.485 D D
21 [AC AC 850 AAA HEATING AMD COOLING 5,928 0.475 D D




Sorting by Color

e Using Excel 2007 you can sort by color. We will sort a
list of products based on the background color in one
column of cells.

— Click on any cell in the list.

— In the Ribbon, select data/sort. The Sort box opens.
— For Sort BY select Product name.

— For Sort ON, select Cell Color.

— For Order, select Blue click on add a level

— For then by, select Product name, cell color, Orange

— Click add a Level then by, select product name, cell color,
white, on bottom. Click OK.

— The products are sorted by Blue/orange/white.



Color Sort on Product Number
(Product Pad FT 12.3.38)

Orange = No SalesSS$
White = Sales $1-S1000
Blue = Sales $1000 or over

B C F G H | J N R Z AA AB AD AE AF AL AM
BR. COST |dir.cost. ... |last.cost QTyY sOLC

B95-981 |G5H1302418 2T 135 HP____0544__|GOODMAN MFG EQUIPMEN |544 | 315[315:05 |0l 0l 0| 0694.85] ©694.85| 198 714.225IN | 979

14 |B95-988 CAPF3030A6 2.5T CSD COIL A544 GOODMAN MFG EQUIPMEN [544 | 315(315-04 1 1 0| 180.14| 165.398 39| 160.557|N 825
15 |B95-990 CAPF3636A6 3T CASED COIL A544 GOODMAN MFG EQUIPMEN [544 | 315(315-04 0 0 0 200.7| 184.275 46| 176.185|N 230
16 |B96-001 CSCF4860N6 COIL A544 GOODMAN MFG EQUIPMEN [544 | 315(315-04 0 0 740,43 272.16] 249.894 65 272.16|N 348
17 |B96-004 CAUF1824A6 2T UC COIL A544 GOODMAN MFG EQUIPMEN |544 | 315(315-04 0 0 332.92| 122.38| 112.363 20 122.38|N 300
18

21 |B96-012 CAPF1824B6 2T CS COIL GOODMAN MFG EQUIPMEN 315(315-04



Lists in Excel

* Alistis a set of Rows, called records, which contain
similar data such as the product list shown below.

Excel has several features that let you flexibly work
with a list if the list is set up properly.

WD 00 ([~ | | UL D

= | | | | e | e
S0k WM =S

whse
001
001
001
001
001
001
001
001
001
001
001
001
001
nn1

B C
PRODUCTH........ PAONG. e,
011758 04A RETURN GRILLE 24X24
011920 265 20x30GS FLOOR GRILLE
030955 MODULAR DIFFUSER
048702 20-10 ROUND DIFFUSER
050303 441 1-WAY SURFAIRE T-BAR
050304 445 2-CORNER SURFAIRETBAR
050743 AS040B CEIL DIFF 12X12(W)
060818 MODULAR DIFFUSER
066003 RE5-8X8 RETURN GRILLE
066008 RE5-10X10 RETURN GRILLE
10TLC18 10"X18" TLC CHIMMEY PIPE
10TLCCS 10" CEILING SUPPORT
10TLCSC 10" STORM COLLAR
14877 A77 ?8%17W RFT AIR GRII I F

D E F G
MFR.NO..covveveeaens vend.no. pm.vend PM.VEND.NAME..
011758 651 0651 HART & COOLEY,
011920 651 0651 HART & COOLEY,
030955 651 0651 HART & COOLEY,
048702 651 0651 HART & COOLEY,
050303 651 0651 HART & COOLEY,
050304 651 0651 HART & COOLEY,
050743 651 0651 HART & COOLEY,
060818 651 0651 HART & COOLEY,
066003 651 0651 HART & COOLEY,
066008 651 0651 HART & COOLEY,
10TLC18 651 0651 HART & COOLEY,
10TLCCS 651 0651 HART & COOLEY,
10TLCSC 651 0651 HART & COOLEY,
14877 A51 NAS1 HART & CODIFY

H
p/t
999
NS3
NS4
DIS
NS3
NS3
MVM
NS4
DIS
MVM
NS3
NS3
NS3
MS3

PC. CATEG. SEAS.CODE...

999
999
999
999
999
999
999
999
999
999
999
999
999
qaq

J

A

= - - - - - 2P AP -

K

L

5TD ...

5P

10P
10P

S S S N

= e e

M N

avail... ON ..
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List Requirements

* Requirements:

— The top of the list must contain a single row of column
headings.

— The list must not contain completely blank rows or
columns, not even a blank row between the header row
and the data.

— The list must have at least one blank row and one blank
column between it and the other data to help Excel
identify the boundaries of the list.

— Column headings should have a format distinctive from the
rest of the data to help Excel distinguish the header row
from the rest of the data

— Each Column must contain data of a similar type



Moving through Lists

When you have a continuous range of data, you
can quickly move to the top, bottom, left, or
right edges of it. If you start on a non-blank cell,
the following method will move to the last non-
blank cell in the current row or column.

Click on any cell in the list.
Hold CTRL and briefly press the down arrow

Release CTRL. The cursor moves down to the last
cell containing data.



Freezing Panes

 When working with a large List you may want
to “freeze” the headers at the top of the list so
that they don’t scroll out of sight when you
move down the list.

— In the Ribbon, select VIEW [freeze panes]freeze
top row. You can now scroll down the page with
the headers in sight.

— To unfreeze: In the ribbon, select VIEW[freeze
panes]unfreeze panes



Freezing Panes

Book2 - Microsoft Excel

Home Insert Pagelayout Formulas Data Review | View
J o Page Break Preview Ruler ¥ Formula Bar '\_{ I E .‘ %NewWindow """ Split | 11 - % [E==|
0 | = T o [E
Iuj Custom Views | Gridlines | Headings =\ E Arrange Al ___iHide E . =]
BEEE Zoom 100% Zoom to = Save Switch Macro
Layout ] Full Screen Message Bar Selection i;EjFr'eeze Panes-=|__] Unhide | 214 Workspace Windows ~ -
Workbook Views Show/Hide Zoom Pi] Freeze Panes Macro
Al v f,\ whse = Keep rows and columns visible while the rest of
A B c D E F G the worksheet scrolls (based on current selection). Q
1 |yvhse PRODUCTH........ pdlong... coinini MFR.NO......ccceeeernnn. vend.no. pm.vend PM.VEND.NAME.. | === Freeze Top Row in.pick re
2 001 011758 94A RETURN GRILLE 24X24 011758 651 0651  HART & COOLEY, I Keep the top row visible while scrolling through
3 /001 011920 265 20x30GS FLOOR GRILLE 011920 651 0651  HART & COOLEY, s - B
4 001 030955 MODULAR DIFFUSER 030055 651 0651  HART & COOLEY, 2 TEE BUIE LB EEET
5 001 048702 20-10 ROUND DIFFUSER 048702 651 0651  HART & COOLEY, 1[ | Freeze First Column
6 001 050303 441 1-WAY SURFAIRE T-BAR 050303 651 0651  HART & COOLEY, || Keep the first column visible while scrolling
7 001 050304 445 2-CORNER SURFAIRETBAR 050304 651 0651  HART & COOLEY, through the rest of the worksheet.
8 (001 050743 ASO40B CEIL DIFF 12X12(W) 050743 651 0651  HART & COOLEY, Ivrvivrrogsr A e u u u
9 001 060818 MODULAR DIFFUSER 060818 651 0651  HART & COOLEY, NS4 999 A 1 0 0
10 001 066003 RES5-8%8 RETURN GRILLE 066003 651 0651  HART & COOLEY, DIS 999 A 10p 0 0 0



Filters

* Filtering is a quick way to display only certain rows in a list without moving
or sorting the actual data. When you filter a list, Excel displays only those
rows that meet specified search criteria. All other rows hide and can be
redisplayed later.

* Tofilter:

— Click on any cell in the data list

— In the Ribbon, select Data{Sort and Filter{Filter

— Arrows appear to the right of each column heading

— At H1 Click the down arrow

— A List displays, showing sorting and search options

— Uncheck (select ALL)

— Select P/T 999

— NOTE: You can check multiple items to find

— Click OK

— Only rows with 999 PC will display. All other rows are hidden.



Filter on Row H Product Type 999

651 D651 HART & COOLEY, 999 999

Da Book2 - Microsoft Excel
= Home Insert Pagelayout Formulas | Data = Review View
T 7 - g == ] : .
§ o From Access 2] |_z'é]C0nnect|Dns Al lalzZ WY Clear = E =%| Data Validation ~ q’f ar
' i 81 212 = = i %
—g From Web pL Properties i;’r Reapply | ! . iEI:IConsolidate
. . rom Other isting —_— 4 ilter | ! .
*{From Text Fr;,r Other Exi ”.9 Refresh Bt inks Al Sort Filter .,,QAdvanced Text to Remove f_? What-If Analysis ~ Group Ungi
Sources Connections || All ~ Columns Duplicates 5 i
Get External Data Connections Sort & Filter Data Tools Qu
| Al - ( ,ﬁ:‘ whse
| 40 B C D E F G H ] K L M N 0 P
1 |wh| = | PRODUCT#.....| = pddong...ooiii * MFR.NO...ciiiee ~ |vend.n = | pm.vel ~ | PM.VEND.NAME ~ | p/t|s7| Pt = | CATE| = |SEAS.CODE ~ |STD| ~ |avail * ON|~ |voqg ~ |backo -
2 |001 011758 94A RETURN GRILLE 24X24 011758 651 0651  HART & COOLEY, 999 999 A 2 0 0 0
1299 (002 011758 94A RETURN GRILLE 24X24 011758 651 0651  HART & COOLEY, 999 999 A 2 0 0 0
2596|003 011758 94A RETURN GRILLE 24X24 011758 651 0651  HART & COOLEY, 999 999 A 2 5 5 0
3893\004 011758 94A RETURN GRILLE 24X24 011758 A 2 0 0 0



Removing Filtering Criteria

* At P/C (Cell H1) click the drop down arrow
* Choose (select ALL) and click OK.

The list is no longer filtered by Product Class
999. All Rows Display.



Generating Automatic Subtotals

 Automatic subtotals create calculations within a list by
inserting subtotals for specified groups of rows. You must
first sort the list by the column on which to group.
Subtotals automatically recalculate as you edit data.

First sort by the column by which you want to subtotal.

In the Ribbon, select data[sort and filter[sort A to Z on column
Product Number

In the Ribbon, select Data[outline[subtotal. The subtotal box
appears.

For At change in, select QTY and Sales
For Use Function, select SUM
For Add subtotal to, verify Total is selected

This will SUM totals for each QTY and Sales and produce a
grand total for both at the bottom of the list.

Click OK
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Subtotals : Additional Example — QTY Sales

0y @9 C
] 3 -
. Home Insert PageLayout FENF[aide]d:1| @S‘ v -
~ From Access At ezch change In: F L4 Clear == E‘E =%| Data Validation ~ ‘:fé = ';‘1.5 = _g _____
From Web | :‘P?Dfo‘l """ hdl R :l Flconsolidate L B 4
FromT ’Ssjm Ath 3 Filter _;ﬂ""Advanced Textto Remove [Eghy\ypat if Analysis * Group Ungroup Subtotal
= e Columns Duplicates ~ Z 2
(LIS E—— ~ | Jrt & Filter Data Tools Outline
|l aT.
Al Crrice
Ceost..
A B |FsaLest, H [ J K L M N 0
A.PROD.NO....... DESC.oeeecerenens aT| |[Ccosts.. v k. Gr% CUST.PO.NO....... REL.NO..... DATE....  PM VENDOR
021-500 SQRPCH-101-14 5Q.TO e 19 63.8 1168846001 10/29/2008 1789
i |021-500 SQRPCH-101-14 5Q.TO e 19 63.8 5. PRUIR 1169574001 11/3/2008 1789
- |040-20X36X%1 10155.012036 20X36X1 2 54.1 1129787001  4/2/2008 721
i |os0-21x21%1 10055.012121 21X21X1 Pl 3 515 VOA 1174973001 12/8/2008 721
i 11114 A0214 14"ADJUSTABLE [(Removean | [ o | [ || 7 40.1 1168846001 10/29/2008 2477
C 11114 A0214 14"ADJUSTABLE 7 40.1 1169019001 10/30/2008 2477
138-003 HFP SMALL HTR STAND 1 53.31 30.76 53 31 43.2 1160749001 9/15/2008 1789
A B C D E F G H | J K L
A.PROD.NO....... [} S (o — QTy... PRICE.. COSI...... SALESS. COSTS.. GP% CUST.PO.NO....... REL.NO..... DATE.... PM VENDOR
021-500 SQRPCH-101-14 5Q.TO 1 52.62 19.016 53 19 63.8 1168846001 10/29/2008 1789
021-500 SQRPCH-101-14 SQ.TO -1 52.62 19.016 =52 -19 63.8 S. PRUIR 1169574001 11/3/2008 1789
021-500 Total 0 0
040-20X36X1 10155.012036 20X36X1 1 4.08 1.87 4 2 54.1 1129787001  4/2/2008 721
040-20X36X1 Total 1 4
040-21X21X1 10055.012121 21X21X1 2 3.22 1.56 6 3 51.5 VOA 1174973001 12/8/2008 721
040-21X21X1 Total 2 6
111-14 A0214 14"ADJUSTABLE 1 11.51 6.89 12 7 40.1 1168846001 10/29/2008 2477
111-14 A0214 14"ADJUSTABLE 1 11.51 6.89 12 7 40.1 1169019001 10/30/2008 2477
111-14 Total 2 24
138-003 HFP SMALL HTR STAND 1 53.31 30.76 53 31 42.2 1160749001 9/15/2008 1789
138-003 Total 1 53
138-005 HBCP LG. STAND W/ PA 1 103.13 62.196 103 62 39.6 1125236001 3/5/2008 1789
138-005 HBCP LG. STAND W/ PA 1 105.17 67.12 105 67 36.1 1147737001 7/2/2008 1789
138-005 HBCP LG. STAND W/ PA 1 121.85 67.12 122 67 449 1154964001 8/5/2008 1789
138-005 HBCP LG. STAND W/ PA -1 121.85 67.12 -122 -67 449 1155381001 8/7/2008 1789
138-005 Total 2 208
138-006 HBCP1 SML STAND W/ P 1 105.55 55.021 106 55 47.8 1152660001 7/25/2008 1789
138-006 Total 1 106
138-012 HBCP3265 STAND W/PAN 1 149.6 77.907 150 78 47.9 LURLINE 1185431001 2/17/2009 1789
138-012 Total 1 150



Using an Outline

* Subtotals add an outline to the spreadsheet/
Outlines organize large amounts of
information into levels where detailed data is
the lowest level and grand total summary info
is the highest level (1.) When an outline is
applied outline symbols appear at the left
edge and/OR top of the worksheet. They let
you show or hide details.
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Subtotals Summary — Outline 2

A B D E F G H I J K L
A.PROD.NO....... DESC.....oeeiieens Qry... PRICE.. COST...... SALESS. COSTS.. GP% CUST.PO.NO....... REL.NO..... DATE.... PM VENDOR
021-500 Total 0 0
040-20X36X1 Total 1 4
040-21X21X1 Total 2 6
111-14 Total 2 24
138-003 Total 1 53
138-005 Total 2 208
138-006 Total 1 106
138-012 Total 1 150
138-P15X43 Total 3 61
138-P28X28 Total 3 98
138-P32X60 Total 1 60
138-PL1113-3 Total 1 44
138-PL1117-3 Total 3 140
138-PL1120-3 Total 1 54
138-PL1120-4 Total 1 64
138-PL1619-3 Total 1 61
138-PL1619-4 Total 2 152
138-PL1920-4 Total 1 80
138-PL2130-3 Total 1 76
138-PL2130-4 Total 2 195
138-PL2421-4 Total 0 0



Removing Subtotals

Click on any cell in the list.
In the Ribbon, select Data[outline[subtotal

In the subtotals box, click remove ALL

The list will return to its original layout prior to
the subtotals.



Vlookups

You can use this function when you have multiple spreadsheets
of data that you want to combine onto one. To use this specific
Vlookup function you must have one similar column on all sheets
— for example customer number.

Vlookup calculation

=VLOOKUP(lookup_ value,table_array,col_index _num,range look
up)
Look_up value: is the value to find in the first column of the list.

Col_index_num: The Column number in table_array from which
the matching value must be returned. A col _index_num of 1
returns the value in the first column in table_array, a col_index
num of 2 returns the value in the second column in the

table array, and so on.

Range_lookup: FALSE. We are looking for exact matches in this
demonstration.



Vlookup (M5.21 and 12.2.40)

* Incell # E4 enter =Vlookup(match field,second spreadsheet range
to look for match, the cell that you want returned, FALSE)
e Click on Cell A and drag it down. If will apply the Vlookup formula
to the entire column.
E4 v JS':| =VLOOKUP(A4,'12.2.40'1A:H,7 FALSE)
A B C D E F G H | J K L M N (0] P Q
1 |CUST#.. CUST.NAME...... CONTRACT.. PGM.NAME.. ABC RANK Multiplier slsm CDATE... SOLD.. SOLD.. SOLD.. SALESS SALESS SALESS COSTS. COSTS. COSTS.
2 MTD  YTD LY MTD YTD LY MTD YTD LY
‘ LL CLIMATE SER 114-1 Eveready L |A .I 0.455 032 16 31 14
5 64 BARMES JEWISH S 114-1 Eveready L A 0.465 008 288 1048 844 124 563 791 81 320 382
5] '1105?2 BARNES WEST CNT 114-1 Eveready L B 0.485 008 10 140 122
7 HOT-1 HOT-1 TEST ACCO 114-1 Eveready L D 0.455 222
8 '110392 JOHNSON CONTROL  114-1 Eveready L D 0.505 008
9 '54550 MARTINS SERVICE 114-1 Eveready L A 0.46 032
10 '110194 SAUER HEATING & 114-1 Eveready L B 0.455 064
11 '80450 ST JOSEPH HOSP 114-1 Eveready L D 0.485 008
12 '112159 ABSOLUTE COMFOR  114-2 Eveready L N 0.495 064 4/18/2008
13 '1805 ACADEMY AIR HEA 114-2 EvereadyL A 0.455 064 12/23/2008
14 '110596 AIR CLIMATE SER 114-2 Eveready L C 0.47 222
15 '102?22 AUTOMATIC CLIMA 114-2 Eveready L D 0.495 444
16 '112258 AZTEC CLIMATE C 114-2 Eveready L N 0.455 064 11/3/2008
17 '26899 EHRLICH'S INSTA 114-2 Eveready L D 0.485 064
18 '109966 FASZOLD SERVICE 114-2 Eveready L C 0.465 064
19 '31360 GALMICHE & SONS 114-2 Eveready L C 0.485 064
20 '108?29 GRAND QOAKS HEAT 114-2 Eveready L C 0.465 064
21 '108959 HOFF HEATING & 114-2 Eveready L D 0.495 064



Text To Columns

* You can use text to columns when you have data
in one column that you need to separate into 2
different columns.

 Go to the Ribbon[data[text to columns|fixed
width.

 Click next in the wizard.

* Click where you want the current column to
separate.

* Click next. Format your columns. Click Finish.

***Text to Columns works really well on EOD
reports that you want to combine for tracking
and analyzing.



Text to Columns

B -¢ s Bookl - Microsoft Excel

| T
HIUInic 1o

Formulas | Data | Review View

_,_'_FromAccess {ﬁl I__@Connections Al AlZ ? a,'._CIear = E_‘F E.éjDataValidation

5 s : Zv |Z|A 7 :
_g From Web L T Properties % Reapply [EﬂConsolldate

- Ty From Other |  Existing . z ilter 1 .
{From Text From Other | Exis o Refresh g5 £ it Links Al Sort Filter _,{)Advanced Text to RerTTnove :_? What-If Analysi

Sources Connections | All ~ Columns Duplicates
Get External Data Connections Sort & Filter | Data Tools
Al =P 1 d.det
b ‘f'| £55 EEOC£ Text to Columns L
A B C D E F
1 [FPage 1 prod.det Separate the contents of one Excel
2 cell into separate columns.
3 |whse PRODUCTH........ pd.dong..coeeiiii i MFR.NO..oeviiecvaieeaas vend.no. pm.vend PM.VEND  .NAM E........ o
= For example, you can separate a
5 .
column of full names into separate
6 |001021-014 XV24-60 EXP VALVE X\24-60 600 544 GOODMAN MFG EQUIPMEN - o |
7 |001021-208 DPI 18-30/20 DOWNFLOKIT ~ DPI 18-30/20 544 544 GOODMAN MFG EQUIPMEN ¢ 1St and last name columns.
8 |001021-209 DP| 36-42/20 DOWNFLOKIT  DPI 36-42/20 544 544 GOODMAN MFG EQUIPMEN ¢
9 |001021-383 HKR3-15 208/230 3 PHASE ~ HKR3-15 544 544 GOODMAN MFG EQUIPMEN ¢ In Word, use this feature to convert
10 |001 021-404 WAD-2 ACC. DOOR AWB36-10  WAD-2 544 544 GOODMAN MFG EQUIPMEN ¢ the selected text into a table, !
11 (001 021-699 15678-32N PLASTIC PAN RED  15678-32N 600 544 GOODMAN MFG EQUIPMEN splitting the text into columns at
12 (001 021-716 17794-06P TOP PANEL 17794-06P 600 544 GOODMAN MFG EQUIPMEN :
each comma, period, or other
13 (001 200-156 11/2T 13SEER VERT GASHT  200-156 544 544 GOODMAN MFG EQUIPMEN ¢ ,
14 001 200-157 11/2T 13SEERELECA/H  200-157 544 544 GOODMAN MFG EQUIPMEN ¢ Characteryou specify.
— — q —

15 {001 200-158 11/2T 13SEER HORZ/GAS HT ~ 200-158 544 544 GOODMAN MFG EQUIPMEN ¢ @) Press F1 for more help.
16 (001 200-161 1 1/2T 14SEER VERT GAS HT ~ 200-161 544 544 GOODMAN MFG EQUIPMEN ¢




Text to Columns Wizard

Convert Text to Columns Wizard - Step 1 of 3 E‘g\ Convert Text to Columns Wizard - Step 2 of 3 E‘E‘

The Text \Wizard has determined that vour data is Fived \Width, This screen lets you set field widths (colurmn breakes).
If this is correct, choose Mext, or choose the data type that best describes your data. Lifves v Sens sighily @ Gl Ereet
Original data type To CREATE a break line, click at the desired pasitian,
Chaose the file type that best describes your data: To DELETE a break line, double click on the line.
() Delirited - Characters such as commas ar tabs separate each field. @O & el (I, Elsk: &) €' i

(@) Fived width - Fields are aligned in columng with spaces between sach fizid,

Data preview |
Freview of selected data: L ] ) 20 ) 30 ) 40 ) 50 ) &0 ) 7 ) i
OPace 1 prod.det ES Parye 1 prod.det| ~
hse PRODUCTH........ BE: L@@ oo cocononoocooosconooaa BT o ccococonoocnsonaa hse PRODUCTH#........ 1 R T . E
v v
61001 021-014 XVi4-60 EXP VLILVE IVZ4-60 01 OE1-014 #Vz4-60 EEFP VALVE EVzZ4-60
< > < ¥

Cancel

< Back ]

This screen lets you select each column and set the Data Format,

Column data format

() General )
‘General' converts numeric values to numbers, date values o dates, and all
remaining values to text.

() Do nat import column (skip)

Destination: |41

Diata preview

eneral Cepergl
~
........ o e
v
24-60 EXP VALWVE EZ4-60

e ) [




Formulas

 Formulas are equations that perform calculations on
values in your worksheet. A formula starts with an
equal sign (=). For example, the following formula
multiplies 2 by 3 and then adds 5 to the result.

=5+2%*3

Some Frequently used formulas:

— Add(+)/Divide(/)/Subtract(-)/Multiply(*)
— SUM and Auto Sum

— Average

— Count
— =(Sales-Cost)/Sales GP % ** Please update this formula on
your PRINTED slides

— =Sales-Cost S GP



Menu 11.10 List of Items sold for a
customer

/7~ N\
H3 v (- A =r3-c3 )
A B \./ c D E F G H | J K
1 A.PROD.NO....... DESCeeeeeran QTY... PRICE.  COST...... SALESS. COSTS. GPSS GP%  CUST.PO.NO....... PM VENDOR
2
3 G21-892 POCF12.5 CAPACITOR 4 2.57 1.54 10 804258 A477
4 |G21-895 POCF15 CAPACITOR 5 2.67 1.6 13 8 WARRANTY A477
5 G22-819 POCFS CAPACITOR 10 1.42 0.814 14 804214 A477
6 G22-820 POCF7.5 CAPACITOR 12 1.92 1.15 23 13 804258 A477
7 G22-821 POCF10 CAPACITOR 9 2.23 1.34 20 12 804214 A477
8 G22-824 POCFA40 CAPACITOR 1 5.68 3.137 6 3 WARRANTY A4T7
9 |G33-039 POP3 LIL POPPER 3 AM 1 12.36 7.63 12 804103 ABSS
10 | G84-620 DO1 OILER 1 1.46 0.53 1 1 804198 €328
11 H26-705 2823804 FLUKE 116/32 1 216.65 195607 217 196 804456 A306
12 |Hg5-424 1530 LG ELEC/MAINT B 1 31.99 25.701 32 26 804456 €944
13 | KDHA-RENT HOME AIRBOX-DAILY RE 3 30 0.01 90 0 804455 OKDE
14 |137-110 .75X70A NOZZLE 1 3.88 2.34 a4 2 804137 AB66
15 |137-502 36C03-300 24V GAS VL 1 46.99 37.033 47 37 804157 AB26
16 |138-808 $1-43101972100 CNTRL 1 95.96 54.04 96 54 804087 AB15
17 |139-025 RF-4 FILTER CARTRIDG 1 1.96 0.59 2 1 804137 AB65
18 |141-806 21D64-2 NITRIDE UPGR 14 26.14 16.99 366 238 804292 AB26
19 | 143-406 $1-37323884001 CNTRL 1 149.69 85.03 150 85 804059 AB15
20 L80-234 1213 MEDIA UPGRADE-2 1 41.18 35 a1 35 804218 A508

804197 Ag30

21 |L86-468 FC100A1029 16X25 MED 1 18.31 16.922 18 17



Auto Sum — Category On Hand Report

M12.3.32

Home Insert Pagelayout | Formulas | Data Review View

0 1 3 Define Name TE D . 5 ¢
ﬁ ¥ AutoSum ~ L? Logical L(. Lookup & Reference | Define Name Trace Precedents %] Sho
E; Recently Used ~ A Text~ [l-é Math & Trig ~ . _ﬁ;‘:’Use in Formula ~ f race Dependents Erron
Inselrt . . []:i] Date & Time ~ LLEJMor'e Functions ~ il f Create from Selection . >
Function [L‘;'J'J Financial Manager lemove Arrows Evalu
Function Library Defined Names Formula Audi
SUM v (0 % o £ =sum(p3:p21)
A B C D E F G H [ J K L M N 0
1 | 12:03 4308 Apr2009 CATEGEORY ON HAND REPORT FOR WAREH OUSEO 1 PAGE 1
2 |CATEG. PRODUCT#........ PROD.DESC.-vvcveeee. QOH IP. ROP  ABC WLOC. LOC2. LOC3. LOC4. AVG COST BRANCH COST DIR.COST. QTY SOLD.
3 307-01 136-847 FA47TS3-110 CONTROL 2 2 0D POSO1 23.47 30.63 31.58 0
4 307-01 138-274 13709015 LIMIT SWITCH 1 0D P0O602 5.535 5.81 5.303 1
5 307-01 139-167 $LS175 DO1V AUTO RESET 1 1 0D PO601 3.07 3.02 3.018 0
6 (307-01 139-172 SRL220 Manual Reset Limi 1 1¢C  PosO1 3.85 3.85 3.461 9
7 307-01 139-177 SRL300 Manual Reset Limi 1 1¢C  PosO1 3.85 3.85 3.461 15
8 (307-01 139-178 SRL350 Manual Reset Limi 1 0C PO601 3.85 3.85 3.461 5
9 307-01 139-181 SHL503 Plenum Thermostat 1 1¢C  PosO1 6.41 6.41 5.768 8
10 |307-01 L139-184 SHLS06 Plenum Thermostat 1 0D PO601 6.053 6.41 5.768 1
11 |307-01 139-190 SHL512 Plenum Thermostat 2 2C  PO601 6.41 6.41 5.768 11
12 |307-01 139-191 SHL513 Plenum Thermostat 2 1C  POBO1 6.41 6.41 5.768 7
13 |307-01 139-192 SHL514 Plenum Thermostat 2 1C  POBO1 6.41 6.41 5.768 8
14 |307-01 139-194 SHL516 Plenum Thermostat 2 1C  POBO1 6.41 6.41 5.768 6
15 |307-01 139-196 SHL518 Plenum Thermostat 1 0D PO601 6.41 6.41 5.768 2
16 |307-01 L40-254 21058408 3.4K LIMIT SWT 0 2C  po701 8.24 8.24 7.632 10
17 |307-01 L40-286 $1-02538585000 TEMP CNTL 1 0D PO701 5.05 5.73 5.618
18 |307-01 L40-320 $1-02531924000 LIMIT SWT 1 0D po701 3.36 3.98 3.896
19 |307-01 L86-050 L4064B2210 11" FAN/LIMIT 1 1B P1102 P1102 S0900 44.43 44.43 41.14 10
20 (307-01 186-051 L4064B2228 5" FAN/LIMIT 1 1B  P1102 44.43 44.43 41.14 11
21 307-01 186-052 L4064B2236 8" FAN/LIMIT | 2] 1B S0900 p1102 s1700 44.43 44.43 41.14 11




Bar Code Labels for Warehouse

* Create your spreadsheet in Excel

 Make sure that you have the
FREE 3 of 9 EXT font saved in

Locations

c:\windows\fonts\
* Mail Merge in MS Word

*DAA*
*DAB*
*DAC*
*DAD*
“DAE"
“DAF*
*DBA*
*DBB*
*DBC*
*DBD*
“DBE"
*DBF*
*DCA*
*DCB*
*DCC™
*DCD*
*DCE”
*DCF*
*DDA*
*DDB*
*DDC*

DAA
DAB
DAC
DAD
DAE
DAF
DBA
DBB
DBC
DBD
DBE
DBF
DCA
DCB
DCC
DCD
DCE
DCF
DDA
DDB
DDC



Mailing Labels

e 12236 @
prompt 1 R for
Report FT into
Excel

 Mail Merge in
MS Word

"R'eport, 'L'ahels, 'LB'last hatch, 'N'ew cust labels..
Company # (2N) or <Enters for all
Beginning zip code or <Entery, for all
Ending zip code

Types or <Entery for all

Classes or <Enters for all

Salesmen or <Enters for all
Territorys or <Entery for all

Terms codes or <Entery for all

Beg create date or <Entery, for all
End create date

PSS weo -~ oo B

=

1. Activity in last 12 months
2. No sales activity
3. All customers

12. Sales activity option

1. By customer name 2. By customer number
3. By zip code by customer name
4. By zip code hy customer number
5. By salesman by customer name
13. Sort selection option
Enter line §, Backout, or | to accept 0




Questions??



