ghIREM

Global Summit

Excelling with &eel
Tech ques
for Rea o Managers

David H. R ngs“ti*om, CPA

Accounting Advisors, Inc.

=

————

@, A |

Atlanta, Georgia




Excel Versions

A E C D E F G H

/ I'll be teaching from the Office 365 version of Excel, and noting |

any differences or limitations in the legacy versions of Excel.
y ' dh Cut Calibri

Home Insert Page Layout

The Future of Excel . Legacy Versions i _ U e

Office 365 - Perpetual Licenses : at least twice, first by way of
Subscription-based version of [ Pay once for the software to use on [} . [numbered steps in PowerPoint,

{ Microsoft Office, which includes | a single computer. No new features |f - and then in Excel.
1 Excel. Use the software on multiple added until you buy a new license. 3
devices, new calculation engine, | Includes X Handouts include PDF of today's
services and more features are | Excel 2019
rolling out that will dramatically set } Excel 2016

] this version apart from past Excel | Excel 2013

' versions. ' Excel 2010

Excel 2007 and earlier

www.office365.com . {If needed, handouts are available at
www.davidringstrom.com/irem
or email ask@davidringstrom.com

‘Jpresentation along with an example
workbook that contains most
examples I'll teach from as well as
related articles.
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Group Worksheets

A A

Manth Income Statementaisb [Group] - Bxcel

1 I_Ianuarg Quarterd4

Data Review View ' Tell me what 4

Sales

Y The word Group appears at the top
Product Sales 84,354 _ PAHASE of the screen when two or more
Seryvices 15 8596 132,700 sheets are grouped. Do not leave

i ! heets dlo : ded.
“eincudemmegran | Ciccon cell A2 and type |\ S S e
: the word Revenue.

7 |Cost of Goods Sold V. | Cost of Goods Sold 51520

uarterd F Insert...
| Q +)

% Delete

| Rename
1 |Quarter4 . Mave or Copy...

| =] Yo [T o

' : 2 |Revenue To ungroup the worksheets
Hold down the Shift key and 2| Froduct sal | 21313c : : ’
click the last sheet you wish 4 l S " ' first right-click any sheet

i ' 4 L3220 within the group.
to include in the group (or |
hold Ctrl key as you select ell A2 has been changed to

individual worksheets) d,:: g :g}.i?t?: ";f;; r::?
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Operating Expenses
Wages
Rent
Utilities
Interest
Depreciation

Total Expenses

Met Iincome

Hiding Multiple Worksheets

E-:—nam-:—
Mave or Copy..,

a3l View Code

4: Tab Color b

Select All Shests

3)
Right-click.

Ungroup Sheets

ther | December Couarters)

Hold down the Shift key and click
on the last worksheet in the group.

{+)

9 | Operating Expenses
10 | Wages

Rent
Utilities
Interest

S"ﬂ}a:-inn
Only the Summary
worksheet is visible.

9

11

ie

13

14

11 Right-click.

Operating Expens
WWages
Rent
Utilities
Interest
Depreciation

L..‘_.

Delete

Rename

Move or Copy...
View Code

Protect Sheet..,
Tab Color 3

Hide

Select All Sheets

Unless you know
otherwise, you must unhide
one worksheet at a time.

Cancel
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' Unhide All Worksheets in a Workbook

F | A B |
W &5 !SUFHITIH[}{ View Insert Format Debug Run  Tools  AddIns  Window Help
-l - - ' . " ? g ,
r ﬂ“E“E““E January Type this line of code and press Enter.

Capitalization does not matter, you

Press Alt-F11 to display Excel's
can type in all lower-case if you wish.

: Visual Basic Editor.
il - v

Immediate

Total Revenue For each sht in Sheets: =ht.Visible=True:

101,823

Cost of Goods Sold 12,765

_Summary

| l-ii::mg‘u’isual Basic for Applications - Book2 A

1 Summary

2 |Revenue January February March April May
3 | Product5ales 84 354 145,865 32 545 27,562 18,02
4 | Sservices 15,896 25,432 42 555 45,222 27,43
5 | Other a 1,543 2,154 2,165 2,375 2,347
=i & Total Revenug All worksheets are unhidden. ]7,255 75,159 47,799
e |
Locals Window 7 |Cost of Goods Sold 12,# 14,526 36,554 14,358 35,224

Watch Window

F

b e |

A |REM
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All Worksheets Custom Views

A

sSummary

| Revenue January

File Home Insert Page Layout

Product Sales 84 354
Services 15 BS&
Other 1. 573

Total Revenue 101,823

Cost of Goods Sold 12,765

Gross Profit 25 058

Operating Expenses
Wages 34 750
Rent 2,500
Utilities 378
Interest 415
Pagreciation 58

Make sure that all
worksheets are visible.

_|_ Page Layout

Mormal Page

Workbook Wiews
A

12 Manth Income Statemer

Formulas Data

Zoom 1% Foomto
Selection

Zoom

Custom Views

Views:

Cost of Goods Sold

Gross Profit

Operating Expenses
Wages

1 Include in view

Print settings
Hidden rows, columns and filter settings

Summary

Global Summit



Quarters Only Custom View

January February March April May

Services

ide all worksheets except these, and then activate
the Summary worksheet. Custom views store the
cursor location, so be mindful of which worksheet
should be activated when you show the view.

hoose Custom Views
on the View menu.

Warkbook Views
A

sSummary

Custom Views

hoose Custom Views
on the View menu.

Mormal F‘EI‘:IEIE Erea i | Gridiinll Include in view

PR S . [+] Print settings

Wurk;unkvlews B Hidden rows, calumns and filter settings

| r :
1 = o - Ok ) | Cancel
k Add within the Custom|
_I [] (] llle L] J_.df Pl =11

2 Views dialog box. el
5 H s | _Summary _|GUEREE
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Streamlining Custom Views

File Home Cuostomize Quick Access Toolbar

Automatically Save

— ;(‘;
I_| [‘EI - Mew

A Open

C oy

Clipboard FNE
. Email

CQuick Print
Summar
T Frint Preview and Print
Revenue
Product Sz
Services

Other

Spelling

Undo

Redo

Sort Ascending
Folal Rave Sort Descending
Cost of Gao Touch/Mouse Mode

Show Below the Ribbon
Operating Expenses

\Wages 34 750

v | summary | January

[g‘b[é] Customize the Cui

. Choose commands from:

%mand: Mot in the Hihhn:ln__:__}

Iy, Cupee

Cluarters Only
All Warksheets

Quarters Only

File Home
—
N=Any view can be chosen from
this list without having to
activate the View menu.

hoose a workbook that has
custom views within it.

omize Quick Access Toolban

12 Month Income Statement.@

Custam Views

-

Optional: To remove the list
right-click on the arrow.

Show Cuick Access Toolbar Below the Eibbon

Custormize the Ribbon...

Collapse the Ribbon
Z | Revenue Fel
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Toggle Full Screen Shortcut

1 xcel 2010 and earlier:
Right-click Full Screen
on View menu.

E“% Customize the Quick Access Toolbar.
C accmmanclzfrcm: i Customize Quick Access Toolban G
Commands Mot in the Ribh@ - For all documents (default) -

VEH C_Eptrcl_]" - 5 El Save

- Customize Quick Access Toolbar... — @ ) Undo |»
L -l s o L AL LS LSS L Cxerl i “J Q_\J Fedo | K
==

Show Quick Access Toolbar Below th Togg
l{.ﬁ Toggle Read Only

<< Remove Toggle Full 5creen View

Jar Customize the Ribbon...

Minimize the Ribbon
3,000 3, o0 3,300

8 QK ) Cancel

Page Layout

All versions: Tap the Alt
Paste | key reveal the keyboard
shortcut, or click the icon
to use Full Screen View.

Optional: To remove the
icon, right-click on the icon.

< Form
Clipboard

[

Sort Descending

Touch/Mouse Mode

2 |Income {2! More Commands... p

Income Statement

\ o B IREM
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|Incoy Press Escape to exit
Pesit Full Screen Mode.
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R

r SE 2014
il & |Total Income 447,586
4 '+ 13 Total COGS 141,631
Subcontracted Labor Income 600 Labor Income 208,225 4 |Gross Profit 305,955

Materials Income 74,721

Total Income
Cost of Goods Soid _
Job Materials 8,270

tal Expense

Subcontracted Labor Income

Use the buttons to expand or
collapse the spreadsheet.

Total Income

| Group & Ungroup | Group & Ungroup

T frmr e |—| zl
i [E EEE Group rows 2:6,9:12, and e
What-If Forecast Group Ungroup Subtotal 15:26 in the same fashion. What-Ff Forecast

Analysis~ Sheet r v
Outline

Analysis~ Sheet

Forecast Forecast

5

o= iwn = W R

|Total Income 447,586
| 3 —_— AE AF AG AH
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Watch Window

“nth Income Statement - Excel i - |
P-

Z |Revenue ir'i"it:tnher November December Entire Year
14 | Depreciation ! 300

Data Review View Help

- @ E'u_-, Trace Precedents If_ft

Total Expenses

16 | N Add Watch 7 >, 77,436

Al Select the cells that you would like to watch the value of:
13 =Summary!SN31§] 2 |

13 |: 5 I Add _‘\: Cancel

e v March ||‘“‘“"*I |

Defried L_"-'E Trace Dependents 1,

- |Names=| [ Remove Arrows ~ ()

Formula Luditing
E F

D

b | 5un1n1ary.| Jamlaw | Februa

Watch Window

3 tch Window

Add Watch.,. )y :

" 2 Add Watch,., % Detet

Sheet Mame Cell
Book | Sheet | Mame | Cell | Yalue | Farmula
12 Month Income Statement.xlsb Summary M1G 535,549 =5LM[E16:M1B)
12 Month Income Statement.xlsb January Bl 50,4580 =B3-B15
12 Month Income Statement.xlsb February Blo 120,257 =B&-B15
12 'é\lnrnm& Statementaslsh  tdarch FHEATLU.E_ =E3_

The Watch Window enables you to monitor changes in

cells across various worksheets in real-time. Double-
click any value to jump to a given worksheet cell.

=0 34,750 34 750 34,750

| verch [EEEEN el May | Jun
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*  PMT Function

A B
_ Interest 5.25%
Term 360

Principal 350,000
Payment 1,932.7T =-PMT(B1/12,82,B3)
—

Excel assumes an outflow, so add a minus sign]

before PMT to show a positive amount.

g =

1
2
3
4
5
|
-
8
9.

=-PMT(B1/12,B2,83)|

rate nper pu
B1/12 B2 B3

the interest rate for the loan the length of the loan
expressed on same basis as nper, |[|(inthis case in months)
i.e. divide by 12 if term is in months

present value of amount |
being borrowed (or lent)

PMT Function

«REM
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*  CUMIPMT Function

A Excel assumes an outflow, so add a minus sign
before CUMIPMT to show a positive amount.
Interest 5.25% , , , ,

Term 360

| Principal 350,000
PE",!'mEﬂt 1}933‘ =‘PMT(31,12,BZ,BB}

Total Interest 342,746 =-CUMIPMT(B1/12,82,B3,1,B2,1)

rate nper pv | start_period end_period type

B1/12 B2 B3 * 1 B2 0

the interest rate for || the length of present The month The month 0 (zero) for payments
the loan expressed || the loan (in this value of number of number of the made attheend of a
on same basis as || case in months) amount the first last period in period
nper, i.e. divide by being periodin the [|the calculation
12iftermisin | borrowed || calculation 1 for payments made at
months (or lent) 1 the beginning of a period

' =B REM
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~  CUMPRINC Function

A

Interest

Term

Principal

Monthly Payment
Total Interest
Year 2 Principal

350,000
1,932.71
345,776.66
5,200.61

5.25%

360

=-PMT(B1/12,B2,B3)

=-CUMIPMT(B1/12,B2,B3,1,B2,0)

=-CUMPRINC(B1/12,B2,83,13,24,0)

1
2
3
4
5
6
7
8
9

=-CUMPRINC(B1/12,B2,B3,13,24,0) |

L
D

B1/12

CUMPRIMNC Function

rate nper

B2

The interest rate for the The

loan divided by 12 length of
because Excel uses the loan in

monthly interest rates. months

pv
B3

The loan
amount

start_period

13

In this case the
first month of

year 2

end_period

24

In this case the
last month of
year 2

type
0

- 0 (zero) for payments
made at the end of a period
- 1 for payments made at
the beginning of a period
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Data Table — Two Variables

. A B [ . A

Interest 3.25% |Interest(’ 9 }.3.20%

Term 120 Term

\Principal  350.000 | Principal : A E
=-PMT(B1/12,82,B3) B - [ .
$3,420 120 BRI el L Text to EH & , H Forecast Outline
_325%_ _ _ _ Columns =& ~ w5 Sheet

3 ?5%. | Data Tools i

4.25%
5.25%

$3,420

™

Place a formula in the top left-
corner the table. The formula
needs at least two arguments you
want to swap, In this case Interest

(cell B1) and Term (cell B2) | Data Table ®

E;:c:m-qmm.hmlm_—-

A B e ) A B 1SS S HE
Interest 3.25% |Interest B
Term 120 Term 12[} The alternate Term periods are on
Principal 350,000 |Principal 350,000 row 5 so specify B2 from the
original formula as the Row Input.

M =

180 53.420 120 180 240 360

3_25 7 Data Table
3.75% e alternate Interest rates

: . 4 25% : :
osition the alternate are in column .B! SO specify
5.25% | B1 from the original formula

values youwant to
swap into the formula. | — _ @ the Column input. k’ Cancel |
~ _
- |REM
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0 00~ o
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Data Table — Three Variables

i A B - C A 3 G =2l 4 ) Select Whatd{f Analysis
2 1 |Interest Rate 3.25% 1 |Interest R 3.25% b AP rene,
' 2 | 120/375 000 2| 3 Jsannze oo
y 3 | Term 120 3 |Term Select the table area. A B B ;

4 |Principal 375,000 4 IF‘rincipaI Elm (e (s =g
5_i ] | = =, Teut to * i Whatl—'If orecast Outline
. sa,sms =PMT(B1/12,83,84) | | 6 ' $3664 46 [120/375,000 [180/M400,00M coiwrmns =5 ©  Mpalysics Shest -

1 7 3.25% l Data Tools Scenario Manager...

lace a formula in the top left-corner ?'.-ﬁ%g | |
the table. The formula needs to 5‘%? |
reference cells B3 and B4. 5.25% ' —
| Data Table - Three Variables | Data Table - Three Variables
A B G j A 5 ® D E =

1 |Interest Rate 3.25% 1 Interest Rate 3.25% "5

2 120/375,000 2 120/375,000 The alternate Term/Principal are
3 [Term 120 3 |Term 120 on row 5 so specify B2 from the
4 |Principal 375,000 4 |Principal 375,000 original formula as the Row Input.
5 5

6 5366 120/375,000  180/400,0000 | 53,664, 4/ 0 e vy a—— (x|
i ] r A 22 e alternate Interest rates — .

8 375 g 315 A : Row input cell: |sBs2 A
9 4 950 =] 40 arein column B, so specify : T =
10 £ ore °5|'t'°" the “'tETftE £ oz0 B1from the original formula it gt =
e : values you want to - as the Column Input. P o e

: o4 SWap into the formula. i . 8 _ el |

-« REM
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Resizing Data Tables

B &

$3,420.17 120 180 240 350,
3.25%f § 342017 |§ 245034 § 1098519 § 152322
3.75%($ 350214 $ 254528 § 207511 $ 162090

425%0| & 358531 $ 263297 $ 216732 § 172179

475%($ 366967 S 272241 § 226178 § 182577

526%|$ 375521 § 281357 235845 § 193271

1 H2s | Select all formula cells within
235845 | § 1932711 ) the data table and press Delete.

Select one or more cells within
the data table and press Delete.

1]

12 e
13

14 I Can'tchange part of 3 data table,
5 £ $3.420.17 |

16 =or : 3.25%
17. _ 3.75%
18 : 4.25%
19 - 4.75%
20 : .
21 - You can now select a smaller range of

;g cells and create the data table again.

AR

Data Table +) | Data Table |

-« REM
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Protected View Settings

Excel Opbions

re—— T ~ SR

Home Insert Page [ayout

Ease of Access
Microsoft Excel Trust Center
Advanced
The Trust Center contains zecurity and privacy

O e n Customize Ribbon settings. These settings help keep your comput 4 - _ —
secure. We recornmend that you do not chang Jrust Center 55&'”@

Quick &ccezs Toolbar .. theoe cebtinins:

Trust Center
Trusted Add-in Catalogs [ |

Add-ins

Protected View

Protected View opens potentially dangerous files,
ActiveX Settinos . without any security prompts. in a restricted mode to
help minimize harm to your computer. By disabling
Macro Settings Protected View you could be exposing your computer
. e gt to possible security threats.
' [] Enable Protected View for files onginating from the
Internet

Enable Protected View for files located in
potentially unsafe locations

Message Bar

Account External Content

File Block 5ettings X L] Enable Protected View for Qutlook attachments &

Feedback

Adjust Protected View settings here. Most users
Options can safely turn off the first and third checkboxes.

Global Summit



Convert XLS Workbooks

Comrercial Rent Roll_Single Property Bxcelxls - Compatibility Mode - Excel

Home Insert Page Layout Formu

Compatibility Mode puts Excel in a state where any
features not available in Excel 2003 are disabled. This is
designed to ensure that you don't do work you can't save,

Info but can also be frustrating when features are disabled.

i am

C omm I-Iicrﬂsufttcd -

M: = IREM » This action converts the workbook to the current file format, which allows you to use all of the new features of Excel, and it
The original workbook will be deleted and cannot be restored after this conversion.

: o not ask me again about co nverting workbooks,, —

Tell Me Maore...

Compatibility Mode

Some new features are disabled to prevent problems when waorking with previous
I||!'Er'l.-i|l'\|r1|.- Af MHFira T amirartvan Hhic Fila wall snahkla thacas Faatiiras kiid massd racnl-in

EW Microsoft Excel

The workbook conversion to the current file format completed successfully, To use the new and enl
you want to close and reopen the workbook now?

«REM

Global Summit



Streamlining XLS File Conversion

]
2
3
4
h
G
T
g8
9

Home Customize Quick Access Toolbar

Mew

Q
ER Copy - pen

'
~ Format |

Clipboard
A

Save
Ermail

Quick Print

North GA |

|North GA

Reaqion Print Preview and Print
Spelling
Undo

Redo

Marth GA

Morth GA

|North GA

Morth GA Sort Ascending

Marth GA
Marth GA
Marth GA
Marth GA
Marth GA
Marth GA
Maorth GA
Marth GA

Morth GA
Morth (54

Sort Descending

Touch/Mouse Mode

%re Commands... '3

Show Below the Ribbon

Atlanta
Atlanta

Atlanta
Atlanta

Fruitju
Fruitju
Fruitju
Ciranna || (Slad

Pivot Table Fruit

Excel Options

Save

&

Choose commands from: (i)
File Tab

Language

3

=

Ease of Access

Advanced

Discard
Document Management Server
Edit Links to Files

Page Layout
FI

Optional: Tap the Alt key to
reveal the keyboard shortcut.

Customize the Quick Access Toolbar,

Customize Quick Access Toolbar

For all docurnents (default)

H Save

<< Remove ﬁ Convert to Open Office XML

Cancel

Optional: To remove the
icon, right-click on the icon.

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Collapse the Ribbon

Orn \as Arlanta Ut A US

«REM
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Cleaning Property Management Reports

4 5 D | E

F G H

-

Click the corner of the
worksheet to select all cells.

B Tenant Hame

7 Riwenr‘iew Apnrhnents

a8 El:ark Hafc:lﬂ 1
q ' Apeman Charie 2

: G.ragurjr Fred
| Sheetl |

Click Merge & Center on the Home
menu to unmerge the entire report.

P Alignment

K Il M O NOR Q RIS

= =55 Merge & Center >

I
T

Summary Rent Roll

:‘mpe«rtles Riveriew Apaftmam:s Tn—Cnun'qr Ma]l
Current IEnar:ifsm the pennd {JSI.!EHITE ﬂﬁﬁ&*’fﬁ

1 Ll

mary Rent Roll

3¢ Double-click between any two §
4 || columns to widen all columns. Ji
5

h Tenant Name

Unit

7 Hﬂernew Aparhnents
a3 {:lﬂr’q Marcia

q ' Apa-g:an Charrﬂa
10| | Gregory, Fred

11| | K, Gregory

-ClarkW

1

[VACANT

|Stein, Scott

.L&e, eshee

| Sheetl |

Hold down the Ctrl key and select
. blank and/or unwanted columns.
Press Ctrl-Minus to delete.

E :
Ll 0 =
b oo ol

o [ [

i

30

5 'Tatalsfﬂr
5 ot
58 |
58 |
5t |
5 |
56 |

e}

i3: N

Riverview Apariments

Elark, Marcia
pegian, Charre

folcomb, Tammy
VACANT

e next step is to carry
the property names down
onto each row.

| Tri-County Mall

«dh|REM
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Cleaning Property Management Reports
| [coTospeca 7 A . :

Vi Select 1 [Summary Rent Roll J
" Notes " Row differences 2 |Properties: Riverview Apart ments. Tri-County
> " Constants ™ Calumn differences § 3 |C 5 in the period|05/01/15 - D9/30/18
CEor5Y  erredints 4 | y L based on dpte 9/1/2018
Ie i - Co entire column and
.| Double-click Blanks to Py

then paste as Values. One

way is to right-click, choose

Paste Special, and then
double-click Values.

skip the OK button.

ast cell
" Visible cells only
CI.nTtﬁt region L Conditional formats

" Current array " Data yalidation . | Sheetl | (+)

B

|Emm-qr:n

Sign in = — B _ A, B
46 |Riverview Apartments VACANT
15 Share 7 Comments 47 |Riverview Apartments WACANT

48"Riuewiew Apartments

49 |Riverview Apartments
5[} |Tata!s for

5‘_| ITn—Cc—u nty Mall

asum

ype an equal sign, press the Up
arrow, and then press Ctri-Enter

i to fill all blank cells at once. 52 [TrCounty Mal
Editing RN T 53 8 ST .
u Y VACANT 54 | The next step is to rs
¢t Replace.. Lee, Meehes 55 1 delete non-tenant rows. [Eagke
Logan, James 555
GoTa.. ol

57 (Tr-County Mall _ Sbarros Pizza
| Sheetl | @

Randall, Thomas

. | Sheetl | @)
: 0 IREM
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Cleaning Property Management Reports

e 7 -

* |Tenant Name a |

Type a parenthesis here
(or clear Select All and
then choose Blanks).

[ (Select All Search Results)
|:| Add current selection to filter
L.+ (Blanks)

6N o Di cane

L = I == NS B =

Summary Rent Roll_Multiple Properties Excelxls - Cao

View Help 4

l,J‘"'

=F &

Reappl S =

EREEY Text to \

& Advanced Calumns c@
Data Toog

= H ]

A B B

raﬂent Roll_ Multiple Properties Excelxls - Corr
ilas @ Review  View  Help ' e Apﬂments e
= = F Riveriew Apartnmﬂﬁ
A = dj
2l b-_ I k: G = Riverview Apartments
zi_ Sort Iz ot X otals for
A ™
Ehdvanced Calumns =2

Data Too

Sort & Filter

c Select and then delete

blank rows (Ctrl-Minus is
a keyboard shortcut).

G

m',lm

oo

F'rn:uperw Mame

.Te nant Hame

s S nandments

The data can now be analyzed
with a pivot table. Requirements:
» Every column needs a fitle

» No blank rows

*» No blank columns

:
10
1

15 Fiwemew P Itments Lee, Meehee

1E 'Flwerwew Apartments Legan, lames
17 |F1‘.wemew Apartments Randall, Thomas

| O
| Pivandaw Anadmian

“ZRIREM
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E

Property Tenant Name
e
|Tri-Co Mall Gap, Inc.,

Select any cell within the list.

When possible, reports exported to

the comma-separated value (CSV)

format generally are analysis-ready
and won't require clean-up.

Commercial Rent Roll_Single

Page Layout

{e

Recommended Table | IHustrations

PrvotTables ¥

PivotTabl

Tables
. <. B
1 !F'rcrpert',r Tenant Name
2 [Tri-County Mall Gap, Inc.,
3 _lTri—Cnunt',r Mall Game Stop,

PivotTable-based Vacancy Schedule

A _ B
1 .!-F'rcuperw Tenant Mame

2 ITri-Countv Mall Gap. Inc..
Create PivotTable

Choose the data that you want to analyze.
s Select a table ar range

Table/Range: |'Commercial Rent Roll_Single
& Uz=e an external data source

Choose Conirection... |

Connection name:

" 'Use this workbook's Data Model

Choose where you want the PivotTable report to be p

" Existing Worksheet

Location:
Choose whether you want to analyze multiple tables
[ Add this data to the Data Mode

4

i .
20 ITri-Cuunw Mall Eb Games,

21 [Tri-County Mall Sleep Comfort Plus,
22__!Tri-l::0unw Mall |Starbucks,

| Commercial Rent Roll_Single

L

PivatTable Fiel

Choose fields to add to report:

|Search

ds X
&
e

Drag Lease End
into Columns.

Drag fields be

T Filters

= Rows

Tenant Mame ~

Defer Layout Update

dlll  Columns

Lease End

£ Values

Sumiof 5gFt *

-« REM
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PivotTable-based Vacancy Schedule

» 1|
d 2
3 iSum of SqFt Column Labels -

+<12/30/2017

#2017 #2018

In Excel 2019+ the pivot table will
group square footage by year, so
you can skip steps 9 through 12.

Sheet2

|_?, Eefresh

1 | : R
: E Sort
3
; Filter
g n "
Right-click date if needed Lease End
in older versions. allapse
8 |
g =t
10| 28 Ungroup..
Shes -

#2019 #2020
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Automatic Backup of Key Excel Workbooks

—T 2]
3 e { 3 Always create backu
i " )< [P Desktop - - Search Deskto : ; 2ot
/ @I.\_)Jv | a @ I == =skion File sharing
. Organize *  Mew folder CEEE Password to open: II
- . Password to modify: I
Microsoft Excel ERaNetwork 4
‘M Computer oK Cancel |
1T Favorites A David @The backup file has the following characteristics:
B Desktop 3 Homegroup » Automatic "Backup of" prefix.
=] Pictures —JLibraries + Always saved in same folder as original file (there's no way to change this).
32 Dropbox * In Excel for Windows, an .xlk file extension/Microsoft Excel Backup File
5l Recent Places type is assigned. These cannot be opened in Excel for Mac unless you
& Downloads change the file extension back to XLSX.

LH"-_
| Examples

e DESRLO
& Excel Training ‘ "« 'ﬁ'-\—,- B Desktop -
Taw Nenns=ite ll \ G ll\_/J |

S =N ternal Control - Invoice Organize *  Indudeinlibrary +  New folder

Save as type: IE}(EE| Workbook {*,xdsx) 21 Mame = 5
Authors: Lauren Tag— *** -+~
Map Metwork Drive. ..
Web Options... ol
[T Save Thumbnail @
;
< Hide Fuldersl Ca
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AutoRecover Spreadsheets

File Home Insert Page Layout Form

Apples vs, Orangesxlsx - Excel

Recover Unsaved Workbooks appears at the
bottom of the Recent menu in Excel 2010+ A
copy of many, but not all, workbooks that you
close without saving are reserved here for 3 or
4 days before being automatically deleted.

C::_E? Recover Unsaved @

pﬁq Shared wg Automatic back-up copies appear here in Excel 2010+.
———— These can be opened along side the live document, but
@ OneDrivitaiis gl are deleted when you close the live document.

S This PC

) Addari
[~ Browse

Manage Workbook
o

Today, 9:56 AM ([autorecovery)

M 15
il Taday, 2:51 AM (autorecovery)

Warkbook ~
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AutoRecover Settings

Excel Options

General

E Customize how workbooks are saved.

Save Formulas

Save warkbooks
Save As

Save files in this format: Excel Workboolk

Print Language C Save AutoRecover information every 4| 2 :' mirutes __)

B of Acoies Keep the last AutoRecovered n if  close without saving

Share AutoRecover file location: \Users\home\AppData\Roaming\Mid

Export : Change this setting to 2 minutes down from 10 to
increase the frequency with which Excel automatically

Publish creates temporary back-up copies of your workbooks.

Close T — Default personal templates [ocation: ||

[] Show data loss warning when editing cornma delimited files {*.csv)

= 1\ AutoRecover exceptions for: . ¥ Bookl alsx
Account Browser View =k | -

Options [ ] Disable AutoRecover for this workbook only

Feedback
9 Offline editing options for document management server files

Options Saving checked out files to server drafts is no longer supported. Checked out f]

Office Document Cache,
=AM REM
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¢ Thank You

@InstituteofRealEstateManagement
@IREM Info

@IREMInfo

@Institute-of-Real-Estate-Management
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