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Chart by Using the key F11

Sorting Does Not Work When Cells are Merged

Microsoft excel is having so many implausible capabilities 
that are not instantly perceived. Excel is a tool which is most 
used on a regular basis on every project. We can improve us 
on daily basis just to find one trick save our time every day.

In this article we are going to provide you few Excel tricks, 
which you can use in your daily Excel work and save your 
time.

10 Most Popular Excel Tricks

w w w . e x c e l t i p . c o m  l  w w w . e x c e l f o r u m . c o m  

Copyright © 2003 ExcelTip.com, Excelforum.com. registered trademark of Microsoft Corporation. 

Trick 1

Trick 2

Trick 3

Trick 4

Trick 5

Trick 6

Trick 7

Trick 8

Trick 9

Trick 10



Sometimes we need to send an Excel report to someone using email and the report size is more 
than 25 MB (This is the standard attachment size that can be sent using email).This trick will help 
you to reduce the file size without making changes in data. You can use this trick by following 
below mentioned steps:-

Find the last cell that contains data in the sheet.

Delete all rows and columns after this cell.

To delete the row press the key Shift+Space then press Ctrl+Shift+Down on your     
keyboard.

Rows will get selected till the last row. Press Ctrl+- on the keyboard to delete the 
blank rows.

To delete the column Press the key Ctrl+Space then press Ctrl+Shift+Right Arrow  
key on your keyboard.

Columns will get selected till the last row. 

Press Ctrl+- on the keyboard to delete the blank columns .

Excel Trick No.1- Reduce the File size
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If we need only the first part with Text, we can use the Array Formula or any other long formula to 
track 1st Numeric and 1st Text entries. In previous versions we used formulas to get the desired 
result, but now in Excel, there is a new feature which is known as Flash Fill. By using flash fill 
feature in excel 2013 we can get the desired result within seconds and that too without the use of 

      Select cell B2.

      Write the text formatting to cell B2 in such a way in which you require the formatting. 

      To add the space between alpha and numeric.

      Write the alpha and give space then write numeric.

For example we have alphanumeric characters without any space in column A. We want the data in 
such a way that we have space in between alphabet and numeric value. This is very simple by 
using flash fill feature:-
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      Drag the cell with the mouse from the right corner of the cell till the last active cell.When  
      you will release the mouse, a blue icon will appear.

      Click on the blue icon.

      Select the Flash Fill option.
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Select the range of mobile numbers.

 And press the key “CTRL+1” on the keyboard.

 The “Format Cells” dialog box will appear.

 In the “Number” tab select “Custom” from the list.

 We have 10 numbers in a cell and we want to add number 0 in front

 So we need to type 0 eleven times in type box.

 Click on ok.

       Column B contains Mobile numbers, we want to add the number 0 in front of number.
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To add zero (0) in front of every number using the “Format Cells” option follow the below 
mentioned steps:



You can see that the cell has been formatted directly with a 0 in front of every number.  These 
changes were done in column A itself.  In the prior method where we added the 0 through formula, 
the changes were done in column B.

Excel Trick No.3- Add Zero in Front of Number
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 Excel Trick No.4- Shortcut to see the Formula Syntax

Sometimes when we write formulas and get an error or incorrect result. Here’s a shortcut to display 
all the formulas in a sheet at once.
To display the formulae press Ctrl+~ key on your keyboard.

Or you can press F2, if you want to see the formula only for single cell.
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Why is it important to remove personal information from a workbook?
When you upload a workbook online, you probably do not want anyone to know the author of the 
workbook or leave personal details in it as the workbook is easily downloadable.
Excel provides an accessible tool that allows you to remove the personal information which you don’t 
want others to see.

Follow below given steps:-

     In Excel worksheet click on the File tab of the ribbon.

      Click on Info.

      Click on Check for issues.

      Select Inspect Document from the drop down list of check for issues.
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A message pop up will appear that will ask you if you want to save the changes because 
the document inspector might remove data that can’t be restored later.

       After clicking on yes, you will get the document inspector dialog box.

      When presented with the Document Inspector's findings, you can choose which items you 
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       Uncheck to Document properties and personal information.

       Click on Inspect.
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Excel Trick No.6- Shortcut To Define the Name

You can define the name for a range very quickly by following very simple steps as mentioned below.
Let’s assume we have alist of months in column A.

     Select the range where list of months is written.

     Click in the Name Box.

     Write the name which you want to define.

     Press Enter.
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We have similar data in multiple sheets and we want to do same formatting and calculation in all the 
sheets. We have a trick to make the changes simultaneously in multiple sheets.

By following very simple steps you can format and calculate at one time:-

st     Click on the 1  Sheet (Jan) then press Shift key then with the mouse click on last sheet    
     (Mar).

st     Do the formatting and Calculation in 1  sheet, the same formatting and calculation will 
     update in all the sheets.
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To change the display direction of text follow below given steps:-

     Click on File tab.

       Click on Options.
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     Click on Options.

      Excel Options dialog box will appear.
      Click on the advanced option.
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     Under the display option, click on Right to Left.
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     Click on ok.

     Whenever you will write any text in Excel that will be start from right to left.
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We have data in range A1:B13. Column A contains Month, Column B contains Achievement.

To create a chart by using the F11 key, follow the below given steps:-

      Select the cell A1 and press the key F11 on your keyboard.
      By default column chart will get created in the new worksheet.
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Under theexcel ribbon, 2 contextual tab “Design and Format” will appear.

By using these tabs we can add the chart element, change the chart design, change 
the colors, switch Row/Column change the data range as well, and we can also 
move chart location as per our requirement.



Obviously, how is it possible if Excel wasn’t made that way? But it is possible.We can sort 

the data when cells are merged. Let’s see how

    · Select the Merge cell and Press the key Ctrl+1 on your keyboard.

You will get the “Format Cells” dialog box.

Go to Alignment tab.

In the Horizontal drop down select Center across Selection.
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In Excel we have a substitute for Merge and Center and it is called Center across Selection. Follow 
the below given steps:-



· Click on ok.

· Now you can sort the data as per the requirement.
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These tricks will help you save your time in your daily life while

working in Microsoft Excel 2010 and 2013.
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