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Most businesses use Excel in the course of their day-to-day work; many
companies would even say that productivity would drastically decrease if
they were unable to use it. Most people have a good understanding of
how to use Excel, but it is a powerful tool with much more depth than
people know. Here are 5 lesser-known Excel tips and tricks to help

supercharge your business:

ABSOLUTE VS RELATIVE
CELL REFERENCES

One well known feature that Excel has is
the ability to drag formulas and have
them update the cells used within it.
However, this can sometimes cause the
formula toincorrectly change a cell used
in the formula. Absolute cell references
can prevent the formula from changing
certain cells. To make a cell absolute a
dollar sign needs to be typed before the
letter ($A) to prevent the column from
changing and before the number ($1) to
prevent the row from changing. Typing a
dollar signin front of both the letter and
number ($A$1) prevents the row and
column from changing as the formula is
auto filled.

SPARKLINES

Charts are often used to help people
visualise data. When presented with lots
of data having lots of charts can detract
from the visualisation — sparklines can
provide a solution here. Sparklines put
the visualisation in a single cell next to the
data, allowing data to be displayed
alongside its corresponding chart. This is
beneficial for presentations or reports.

NAMED RANGES

Spreadsheets can contain vast amounts
of data and formulae, and it can be quite
the challenge knowing the location of
what you need. Named ranges can help
make detailed spreadsheets much more
readable and maintainable. By dragging
and selecting the range of data it can be
renamed using the textbox.
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Spreadsheet Tricks

This named range can now be referenced within formulae (A demonstration of which can be
seenin theimage below).

Salesdollars ~ J 3306
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1 Naminga Range in Excel Excelbuddy.com

2

3 Sales Reps Sales

4 |Bob $3,306.00

5 |Stan $3,085.00 Average 3,573.60 =AVERAGE(Salesdollars)

6 |Sue $3,885.00 Sum 35,736.00 =SUM(Salesdollars)

7 |Curt $4,230.00 Median 3,683.50 =MEDIAN(Salesdollars)

8 |Steve $1,885.00

9 |Aaron $4,717.00 \

:? J"T e You can use "Salesdollars"

Kyle $3,430.00 within formulas

12 |Willie $3,630.00

13 |Big Joe $3,737.00

14
FREEZING COLUMNS AND manually in code, but macros can also be

created by recording. Recording macros
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When a large dataset is being used, it can
often be tedious having to scroll back to
the top to see what columnis being
looked at. By freezing rows and/or
columns, the headings can travel with you
down the page, saving time and effort.

MACROS

Macros are one of the most powerful and
misunderstood aspects of Excel. They
allow you to automate a series of
repeated actions, binding themto a
single click —reducing time and effort.
Advanced macros can be written

can be done by navigating to the
developer tab of the spreadsheet, press
record and carry out the actions that
should be saved, and the spreadsheet
remembers your steps. Next time this
process needs to be done instead of
manually carrying it out by using the
macro it will carry out all the previously
recorded steps.

Excel has many more tools but mastering
these five skills willimprove efficiency
and increase productivity.
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