.E ka rU Connecting People With Technology

Technology Workshop:
Microsoft Excel
Tips & Tricks!

July 30, 2015
Lunch & Learn Webinar

flin]&

CERTIFIED
Partner




O

'Eka rU Connecting People With Technology

Welcome!

m Thank you for joining us today.

m In today’s call we’ll talk about Microsoft
Excel Tips and Tricks. The call will last
approximately 20 minutes

m To follow from your office, go to
www.ekaru.com / Go to "What’'s New”
near the bottom of the page. Presentation
will open in a browser, click the down
arrow in nav bar to advance slides.
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Format

m This is a “listen only” voice call.

m (For call clarity, cut down on ambient noise,
avoid “call on hold music” — a bit tough
though, because I can’t hear you!)

m If you have questions, please eMail to
info@ekaru.com and we will try to include
Q&A at the end of the call - we will be
reviewing email live during the call.

m Call 978-692-4200 for help.
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Workshop Mission

m Help you get more from the technology
you already have.

m Introduce you to new technologies you
need to know about.
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Overview

m 17 Excel Tips and Tricks:
s Most examples will be basic.
s We'll show a few favorite tricks
m Try to get one new trick you can use!

Ask Questions: info@ekaru.com
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Topics

m Formatting Cells

m Basic Formulas

m Format as Table

m Insert Spreadsheet into Word
m Graphs

m Export from QuickBooks

m Keyboard Shortcuts
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Excel

m Present Data
m "Crunch” Numbers (Do math)
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Sample Spreadsheet

T - o T —
Home Insert Page Layout Formulas Data Review Wi
g @ ‘T“C”t Calibri 1L A ==
Voltage F-Taste A copyT B 7 U-~| ¥~ M- A~ ==
Encryption - = Format Painter = = -_— = =
Vaoltage Clipboard a Font Ia
Cl6 - 'L'_" 2 | =SUMIF(AZ2:A14, "Monday", C2:C14)
A B | ¢ | b E F
1 Day Sales Person Invoice
2 Monday Sally 195000
3 Monday Sally 8000
4 Monday Hazel 22500
5 Monday Roger 7500
6 Tuesday Tom 14000
7 Tuesday Jerry 13000
8 Wednesday Tom 9500
9 Wednesday lerry 8200
10 Thursday  Hazel 5600
11 |Thursday  Sally 18700
12 Thursday  Sally 5200
13 |Friday Roger 4500
14 Friday Jerry 8600
Microsoft. Micresoft © 2015 Ekaru, LLC E @
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Tip #1: Formatting Cells - Font

Ed9-&-=

. H Ig h I Ig ht ‘ e I I S ome Insert Page Layout Formulas Data Review

A7

le H
gyj B & Cut Calibri -1 v A A

3
4
i

. Select Fonts WVoltage Paste A coprr B 7 U~ - e AL =
Encryption - - Format Painter - = =
Voltage Clipboard Fa Font Fa
Al - [ Bold (Ctrl+B)
A | B Make the selected text bold.

1 |Day Sales Person IMVOICE I

2 Monday Hazel 22500

3 Thursday  Hazel 5600

4 Tuesday Jerry 13000

5 Wednesday lerry 8200

6 Friday Jerry 8600

7 Monday Roger 7500

8 |Friday Roger 4500

9 Monday Sally 13000

10 Monday Sally 8000

11 Thursday  Sally 18700

12 Thursday  Sally 59200

13 |Tuesday Tom 14000

14 Wednesday Tom 9500

15 49400,

} 1A
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Tip #2: Formatting Cells - Options

m Right click to format/ "Format Cells”:

7 Tuesday Tom

9 Wednesday Jerry
10 | Thursday  Hazel
11 Thursday  Sally
12 Thursday  Sally
13 Friday Roger
14 |Friday
15
16
17
18
19
20
21
22
23
24
25
26

lerry
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Copy
Paste QOptions:

Paste Special...

Insert

Delete

Select

Clear Contents
Sort

Filter

Table

Format Cells...

W g

]
]
]
2 ]
b ]
]
2
2
2
4

r
Format Cells

A=)

| J!\lignmentl Font | Border | Fill

I Protection |

Category:
General I
Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Sdentific
Text
Spedial
Custom

Sample

Tom

General format cells have no spedfic number format.

] [ Cancel

© 2015 Ekaru, LLC
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Tip #3: Auto-Size Columns

Fd9- -2 | T—

Home Insert Page Layout Formulas
n
—_ e
m Double-click QOB A e

53 Copy ~
YVoltage Paste . . | o
Encryption - f Format Painter B £ U gaiE

between cells

. Al -
to auto-size —
. |Day Sales
2 Monday Hazel
3 Thursday  Hazel
4 Tuesday Jerry
5 Wednesday Jerry
6 Friday Jerry
7 Monday Roger
& Friday Roger
9 Monday Sally 195000
10 Monday Sally 8000
11 |Thursday  Sally 18700
12 Thursday  Sally 9200
13 |Tuesday Tom 14000
14 Wednesday Tom 9500
15 49400,
16
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Tip #4: Types of Data

|’E“ g ) - |3 m‘rl_iuceljum_m

Home Insert Fage Layout Formulas Data Review View Design

\gl @ % cut Calibri =14 v AN = E%] P~ = Wrap Text Accounting -
B &3 copy - L =
E:E::EEH Pa.fte # Format Painter I U~ - d-A- EE E| EELE | S Merge & Center [?H o 9 | %8 ;08 Eﬂorr:ntilﬂ:n"n“al‘
Voltage Clipboard = Font = Alignment & 3 English [U.5.) i
c1 v (" fe | Invoice £ English (U.K) 1
A B _ D E F G H I € Euro (€123) 5
1 Day Sales Person | Invoice ¥ Chinese (PRC)
2 Monday Hazel 5 22,500.00 fr. French [Gwitzerland]
3 |Thursday  Hazel % 3,800.00 Maore Accounting Formats..,
4 |Tuesday lerry 5 13,000.00
5 |Wednesday Jerry 5 8,200.00
6 |Friday lerry 5 8,600.00
7 |Monday Roger 5 7,500.00
8 |Friday Roger 5 4,500.00
9 |Monday Sally 5 19,000.00
10 |Monday Sally S 8,000.00
11 Thursday  Sally 5 18,700.00
12 [Thursday  Sally S 9,200.00
13 |Tuesday Tom S 14,000.00
14 ‘Wednesday Tom S 9,500.00

Microsoft. Microsoft © 2015 Ekaru, LLC f
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Tip #5: Formula: SUM

=

=SUM(C2:C14) &= ..
n Home Insert Page Layout Formulas Data Review

gﬁj %Cut i eA L ==
Woltage Paste A copy B 7 U oy~ A = =
Encryption # Format Painter = =
= Voltage Clipboard T Font
L PrOVIdeS the SUM +(© X ¥ fe| =sum(ca:C14
A B = D E F
total for a 1 Day Sales Person Invoice

2 Monday Hazel 22500

ra nge Of rOWS 3 |Thursday  Hazel . 5 __5999

4 Tuesday Jerry ! 13000:

5 Wednesday Jerry ] 82001

& Friday Jerry | 8600

7 Monday Roger E ?SODE

8 Friday Roger E 4500;

9 Monday Sally ! 15000

10 Monday  Sally E SDDDE

11 Thursday  Sally ] 18700¢

12 Thursday  Sally E 9200;

13 |Tuesday Tom i 14000

14 Wednesday Tom L__________gggqi

15| |=sum(ca:c1a

16 | SUM(numberl, [number?], ..

17
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Tip #6: SUM (Specific Cells)

Ed9- -8
- Haome Insert Page Layout Formulas Data
m Click on & e ST

u = u Waltage Paste Pk B F U Lty
I n d IV I d u a I Ce I I S Encryption # Format Painter =
mEwu Voltage Clipboard [ Font
SUM » (" X « f| =SUM(C2,C5,C11)|
A B | C D
1 Day Sales Person Invoice
2 Monday Hazel
3 Thursday  Hazel 5600
4 Tuesday Jerry 13000
3 Wednesday lerry 8200
& Friday Jerry 8600
7 Monday Roger 7500
& Friday Roger 4500
9 Monday Sally 19000
10 \Monday Sally 8000
11 Thursday  Sally
12 Thursday  Sally 9200
13 Tuesday Tom 14000
14 Wednesday Tom 9500

15| |:2,C5,C11]| v

Microsoft. Microsoft © 2015 Ekaru, LLC ' ™y
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Tip #7: Formula: AVERAGE

A B L D E

1 Day Sales Person ice
2 Monday Sally 13000
3 Monday Sally 8000
4 Monday Hazel 22500
5 Monday Roger 7500
6 Tuesday Tom 14000
7 Tuesday Jerry 13000
& Wednesday Tom 9500
9 Wednesday Jerry 8200
10 |Thursday  Hazel 5600
11 Thursday  Sally 13700
12 |Thursday  Sally 9200
13 Friday Roger 4500
14 Friday Jerry 8600
15

16| [L1207.69]
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Tip #8: Formulas: SUMIF

m Adds a range of numbers based on a
condition.

m =SUMIF(A2:A14, "Monday", C2:C14)

1 2 3

1. Range to Evaluate - Check these cells to see
if they meet your criteria

2. Criteria - The condition that must be met for
the row to be included in the sum

3. Range to Sum - Add these numbers in this
column where the row meets the criteria

Microsoft. ﬂmm © 2015 Ekaru, LLC m 1.3
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Formula: SUMIF

_lg - o

-
| L

Haome Insert Page Layout Formulas Data Review

E L Cut L -

%‘ % & Cu Calibri 11 v A A
—— 53 Copy -

Voltage Paste
Encryption - j Format Painter B I B

=

Vaoltage Clipboard T

C16 !

A B
1 Day Sales Person Invoice
2 Monday Sally 15000
3 Monday Sally 8000
4 Monday Hazel 22500
5 Monday Roger 7300
6 Tuesday Tom 14000
7 Tuesday lerry 13000
8 Wednesday Tom 9500
9 ‘Wednesday lerry 8200
10 Thursday  Hazel 5600
11 Thursday  Sally 18700
12 Thursday  Sally 9200
13 Friday Roger 4500
14 |Friday Jerry 8600

G

16 @ Sales for Monday
Microsoft. Microsoft © 2015 Ekaru, LLC E [a‘j
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Formula: SumlIf

T o g b ‘-

C16 - (" fe | =SUMIF(B2:B14, "sally", C2:C14)
A B D E//'é

1 Day Sales Person Invoice
2 Monday Sally 195000
3 Monday Sally 8000
4 Monday Hazel 22500
5 Monday Roger 7500
6 Tuesday Tom 14000
7 Tuesday Jerry 13000
8 'Wednesday Tom 9500
9 ‘'Wednesday Jerry 8200
10 |Thursday  Hazel 5600
11 Thursday  Sally 18700
12 |Thursday  Sally 9200
13 Friday Roger 4500
14 |Friday lerry 8600
15

Lo [szeod] Sales for Sally
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Tip#9: More Formulas

m Check out the “Formulas” Tab:

Hd9-e-T=

Mme Insert Page Layout Formulas Data Review View

fFIZ B E0AE 0 @ @
Insert AutoSum | Recently Financial Logical Text Date& Lookup & Math Maore
Fundction = Used = ~ ~ o Time = Reference = & Trig = Functions~ | B
T Sum Function Library
Average -ﬂ'|
4 Count Mumbers l c D E F
1 Day Max Invoice
2 |Mond Min 22500
:|3 Thurs Maore Eunctions... =600 :l
4 |Tuesday Ty 13000
5 Wednesday Jerry 8200
6 Friday Jerry 8600

Microsoft. Microsoft © 2015 Ekaru, LLC f
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Tip #10: “"Format as Table”

- - |
Home Insert Page Layout Faormt
gﬁj _} * ot ) Calibri - E_ ?‘ E fZ
53 copy @
Voltage F'a;ste F Format Painter I Uu- <8 3% CondRional Format CI Insert Delete Format 2
Encryption FormatNpg ~ as Table ~ Stylgh b x x:
Voltage Clipboard I F 5 tyles Cells
Al - ( £« | Day
A | e | c | ¢t | m | N | o | o | a
Day Sales Person Invoice
Monday Sally 19000
Monday Sally 8000
Monday Hazel 22500
Monday Roger 7500
Tuesday Tom 14000
Tuesday lerry 13000
Wednesday Tom 9500
Wednesday lerry 8200
Thursday  Hazel 5600
Thursday  Sally 18700
12 [Thursday  Sally 5200
13 |Friday Roger 4500
Friday Jerry 86001
Microsoft. micreson © 2015 Ekaru, LLC
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“Format as Table”

el T — | | G -]
a@.:.@sa.

| N ﬁ @ E_ g( ij EAutoSumvﬂ Eﬁ

Qr Fill =

LT =0 .00 Conditional Insert Delete Format Sort & Find &
¢ o Formatting - [as Table =|Styles = - - - <2 Clear ~ Filter - Select =
dumber P Light -
_-_ - - - ' “Z“""“""Z’ZZ'Z ' “Z«—=Z—Z=. —Z=Z—=¢ 2|
K L ___ - - - _=““=- - ZZZ=Z. -—Z—= ¢
e e e e e e e

Microsoft. Microsoft

© 2015 Ekaru, LLC
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“Format as Table”

A | B | ¢ | b E F G H I

1 |Day Sales Person Invoice

2 Monday Sally 19000

3 iMonday Sally 8000

4 'Monday Hazel 22500

5 :Monday Roger 7500

6 |Tuesday Tom 14000

7 1Tuesday Jerry 13000

8 Wednesday Tom 9500

9 Wednesday Jerry 8200

10 'Thursday  Hazel 5600

11 Thursday  Sally 18700 gl | | .
12 'Thursday  Sally 9200 Format As Table L2 o)
13 Frid R 4500
== (rneay OBEr Where is the data for your table?

14 Fridar Jerry 8600 =
15 . -
16 My table has headers

17

18 [ Ok ] [ Cancel ]
19
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“Format as Table”

X 92-C-=
Home Insert Page Layout Formulas Data Review View Desi
Table Name: Summarize with PivotTable % @ 5 Properties Header R
Tablel E'! Remove Duplicates U Open in Browser Total Row
Export Refresh .
« Resize Table -..% Convert to Range - - g2 Unlink Banded F
Properties Tools External Table Data Ta

Microsoft. M’cms‘)ﬁ © 2015 Ekaru, LLC
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“Format as Table”

Properties Tools External Table Drata
Al . £ | Day

SortAtoZ
2} sotztoa
Sort by Color

% | Clear Filter From "Sales Person

Filter by Color k
Text Filters 3
Search 0o |

-] (Select All)

o[ Hazel

] Jerry

[ Roger

[ sally
L[] Tam

| ok || cancal

21
Microsoft. Microsoft © 2015 Ekaru, LLC
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“Format as Table”

XH9-¢-|3

Home Insert Page Layout Formulas Data

Table Mame: Summarize with PivotTable % @ f]"‘ P

Tablel EJ’ Remove Duplicates U C
Export Refresh .

+ Resize Table h@ Convert to Range - - g3 U

Properties Tools External Tabl

Sort from Ato Z

SortAtoZ

2} sotztoa
Sort by Color L4

T Claar Filtar Fram “Salac Parcnn

Microsoft. M’cms‘)ﬁ © 2015 Ekaru, LLC n E g
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“Format as Table”

SortAtoZ

2] sotztoa

Sort by Color 4
W | Clear Filter From “Sales Person

Filter by Color I

Text Filters 3

|Search L |
oW (Select All)

----- [1Jerry

Filter for one name

| ok || cancal

Microsoft. Microsoft © 2015 Ekaru, LLC
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Turn off "Format as Table”

m What if you want to revert back to a
regular spreadsheet?

m Consider two factors:

m Format
m Sort

m Turn off Sort
m Turn off formatting

Microsoft © 2015 Ekaru, LLC
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Turn off "Format as Table”

m Turn off Formatting:

m Highlight the area and
select "Clear” / "Clear
Formats” (Home Tab)

m Turn off Filtering:

= Highlight the area, go
to the "Data” Tab and
click “Filter”

Microsoft

CERTIFIED
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|| =D
& @ = B =2
FEER X AutoSum v
L 27 &
- (@] Fill -
* Format 50 rt& Find &
<2 Clea Filter = Select
&2 Clear All i
%5 Clear Formats b
E u |
D . .
Clear Formats
Clear only the formatting that is
applied to the selected cells.
PR
Excel_Sum_l - Mic
Leview
5 A
d Z!
Z Filter xtt R
& @*Ad ced | Columns Dupl
Sort & Filter

Show the Sort dialog box to sort |
data based on several crlterla at
once.

@ Press F1 for more help.

B0 ..
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Tip #12: Excel - Insert Spreadsheet into Word

m Spreadsheet looks like a table

m You can keep doing "math” because its
still a spreadsheet

m In WORD, “Insert” tab, choose “"Object”

- - . Documentl - Microsoft Wor

bme Insert PageQayout References Mailings Review WView

= Lr'_.\_l D m — a \} _JE j j \j - J 4 ; ine * ']'c S'Z

= /- HE ¥ 4= @—H’ =2 = 1, Date & Time .

er' l:ge l:ea able Ficture (i:: Sha'pes SmartArt Chart Screenshot | Hyperlink Bookmark Cro erence | He d Fo t Nquber' ;’O:‘t‘ EL:’ECK WordArt E- Equstmn Syrllbol
es5 INustrations ink Header & Footer Text Object... Symbals

Microsoft. Microsoft © 2015 Ekaru, LLC
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Excel — Insert Spreadsheet into Word

m Create a new file, or select an

existing Excel file.
| object =

Create Mew | Create from File |

File name:

C:\Wsersiann'\Documents\Presentations \Excel _Sum_1.xdsx

[ Link to file
[ pisplay as icon
Result

- Inserts the contents of the file into your
EE document so that you can edit it later using the
application which created the source file.

[ K J[ Cancel ]

b

Microsoft. Microsoft © 2015 Ekaru, LLC
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Documenﬂ - ﬁlcrosoﬁ Wor; W

Excel in Word: =
Plle @B 3 BER E

martArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page Text
= ~ w Mumber~ | Box-
rations Links Header & Footer
oo 2 L O A T e S B B IR
- = ! ! ! ! ! ! !
Fu I Iy fu nCt|0na I Excel Here are the latest sales figures for the week:

spreadsheet embedded in

Microsoft Word
Day  Blsalesperson  Elinvoice

Monday Hazel 22500
Thursday Hazel 5600
Tuesday Jerry 13000
Wednesday lerry 8200
Friday lerry 8600
Monday Roger 7500
Friday Roger A500
Monday Sally 19000
Monday Sally 2000
Thursday Sally 18700
Thursday Sally 9200
Tuesday Tom 14000
Wednesday Tom 9500,
Microsoft. Microsoft © 2015 Ekaru, LLC E —
Small Business CERTIFIED U 31
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Tip #13: Creating Graphs

EH9- &7 [TabieToots |2
EJnme Insert Page Layout Formulas Data Review View Design

r===-1
1
1
1

B EED® L e Dl

PivoiTable Table Picture Clip Shapes Smartart Screenshot | | Column  Line Pie Bar Area Scatter

- Art - - - - - - - -

Tables INustrations Charts
Bl - (" & | sales Person Column
| | A B | C D Insert a column chart. H
i Day Sales Person R Column charts are used to compare
~ 2 |Monday Hazel 22500 values across categories,
3 |Thursday |Hazel 5600
4 |Tuesday lerry 13000
5 |Wednesday |Jerry 8200
6 |Friday lerry 8600
7 |Monday Roger 7500
8 |Friday Roger 4500
9 Monday Sally 19000
10 Monday Sally 8000
11 Thursday  |Sally 18700
12 Thursday  |Sally 5200
13 Tuesday Tom 14000
14 'Wednesday [Tom 9500
15

Microsoft. Microsoft © 2015 Ekaru, LLC
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E“ Hw-®-|= _!=ce|_§mn_MIcmsnﬂ El(cel—

il W, @ E)

Select
Row/Column Data

Ch

Chart Type Template

Insert

Page Layout

Formulas

Data

Review View

ange  Sawve As

Switch

Design

Chart Tools

Layout

Format

‘Il@‘ll‘ll

Type | Data | Chart Layouts Chart Styles
Chart 3 - (- fe |
A B C p | e | fF | e | w | 1 | 1 | x | 1
-1 Day Sales Person Invoice
~ 2 Monday Hazel 22500 .
3 Thursday |Hazel 5600 Invoice
-4 Tuesday lerry 13000 25000
-5 Wednesday |lerry 8200
6 |Friday lerry 8600 20000 -
~ 7 Monday Roger 7500
8 Friday Roger 4500 15000
9 Monday Sally 15000
E Monday Sally 8000 10000 7 ® Invoice
11 Thursday  |Sally 18700 5000 -
12 Thursday  |Sally 9200
13 Tuesday Tom 14000 a-
1—1; Wednesday JTom 0 \E:S"é *S""a \zﬁ \m‘& \é&%@ée&é 4-;}* *:'S’\ﬁ *-:"ﬁ a“}‘"& & o
16
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Tip #14: Zoom In / Zoom Out

Microsoft. Microsoft © 2015 Ekaru, LLC
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Tip #15: Conditional Formatting

m Highlight data that meets criteria

[RETIIES FUEETSS TUYe Ly (R RITETITE] [weren v vinww wnargn

—

i%];] i" Cut 1l AN == = Wrap Text General - jL‘il
Voltage Paste A copy B 7 U by - A = = = | £ s= | B8 Merge & Center $ LT .0 .00 -Z-:-n-:l|t_|-:-|'|:1l F
Encryption # Format Painter = = - = = = | 7= = R Formatting = as
Valtage Clipboard Fl Font Alignment Mumber Sty
| c2 - £ | 22500
' A B c 3] E F G H i [ K L
1 Day Sales Person Invoice
Zr\.ﬂonday Hazel 22500
_ 3 |Thursday  Hazel 5600,
_ 4 |Tuesday Jerry 13000|
5 |Wednesday Jerry 8200,
_ 6 |Friday lerry 8600
_ 7 |Monday Roger 7500
_ 8 |Friday Roger 4500,
9 |Monday Sally 19000|
10 |Monday Sally 8000
(11 Thursday  Sally 18700
12 |Thursday  Sally 9200,
13 | Tuesday Tom T e han M
14 |Wednesday Tom
E Format cells that are GREATER THAN:
16 10000 with | Light Red Fill with Dark Red Text IE‘
17 Light Red Fill with Dark Red Text
18 ellow Fill with Dark Yellow Text
Green Fil with Dark Green Text....2
&) Light Red Fill
= Red o
3 21 Custom Format. ..
Microsoft. e © 2015 Ekaru, LLC -
SPTITEI S CERTIFIED | ] 1T LGS RS
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Conditional Formatting

@93 | T——————

Home Insert Page Layout Formulas Data

@ _ %l & cut Calibri -l -
“— 53 Copy ~

E:f::ﬂzn Pajte yFormat Painter B 7 O~ &

Voltage Clipboard [P Font
115 v (" fe |
A B C D

1 Day Sales Person Invoice

2 Monday Hazel 22500

3 Thursday  Hazel 5600

4 Tuesday Jerry 13000

5 'Wednesday Jerry 8200

6 Friday Jerry 8600

7 Monday Roger 7500

8 |Friday Roger 4500

9 Monday Sally 19000

10 Monday Sally 8000

11 Thursday  Sally 18700

12 |Thursday  Sally 9200

13 Tuesday Tom 14000

14 'Wednesday Tom 9500

Microsoft. Microsoft © 2015 Ekaru, LLC f
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Tip #16: Freeze Panes

E“ H ) - - |? '&ceI_Summ
Mme Insert Page Layout Formulas Data Review Design
| = | Ij Eaﬁ 71 Ruler Formila Bar _ % Jf View Side by Side
Cust - I — : &I synchronous Scre
L:::?St PEP%:v?;f:k kTL:.;tvjln ScFrg!n Gridlines Headings foom 100% E:;Sgi:;i Wriﬂne;:w Arrgnge | Freeze 33 Reset Window Pe
Workbook Views Show Zoom Window
B2 - :' J | Hazel Freeze Panes
A B | c D E F G H Keep a portion of the sheet visible
1 Dﬂ'f Sales Person Invoice while the rest of the sheet scrolls,
ﬂhﬂonday Hazel ! 22500
3 Thursday |Hazel 5600
4 Tuesday Jerry 13000
5 Wednesday |Jerry 8200
& Friday Jerry 8600
7 Monday Roger 7500
8 Friday Roger 4500
9 Monday Sally 19000
10 Monday Sally 8000
11 Thursday |Sally 18700
12 Thursday |Sally 95200
13 |Tuesday Tom 14000
14 Wednesday [Tom 9500

. = . a——
Microsoft. Microsoft © 2015 Ekaru, LLC f
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Tip #17: Excel from Quickbooks

m Any report in Quickbooks can be
exported to Excel

rites  Company Customers Vendors Employees  Banking Reports  Online Services  Window  He

! @ = g @ B =]

napshot Customer CenterVendor Center Employee Center  Online Banking | Doc Center Report Cent

|

¥
.. || Print... | E-n%l * || Export... [Hide Header ][ Collapse ] [Reﬁ'egh ]
= | From |03f0 o | 03/31/2013 [E] Columns | Total only w | Sort By |Default
Ekaru, LLC
,_E_‘:.lnmhu.cug_tn_m_nnﬁ_u_r- = -
Export Report - - ﬂ

ting Excel warkbook
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Next Steps...

m Choose some data that is useful for
running your business.

m Develop a spreadsheet
m Start testing various “tricks”
m Create a "Business Dashboard”
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More Questions?

m We love to hear from you! Send us
questions/topics for future blog
posts or webinars.

m If there are any questions that didn’t
get answered today, email us at
iInfo@ekaru.com or call us at 978-
692-4200.
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