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1 INTRODUCTION

Bizwiz Tools is a powerful Excel add-in that fills the gaps in Excel. Functions from Bizwiz Tools adds
new functionality to Excel and are guaranteed to save your time and speed up your work. Here you
can discover how Bizwiz Tools makes you rock in Excel.

This User Guide will show you what you can do with Bizwiz Tools. It will tell you how to install this
Excel add-in and it gives a description of all the utilities available in it.

If you want any function to be added in it, you can send your suggestion on amit.jain@bizwiz.co.in.
We will definitely try to incorporate the same.

2 IMPORTANT NOTE

Be careful while using these functions as any command given using these functions can’t be undo.
Therefore, it is a good practice to thoroughly test Bizwiz Tools with non-critical test data before relying
on it or save your work before you try something new with Bizwiz Tools.

We have not turned-off the undo functions in our tools. Actually, all the functions in it use macro to
complete the required task and Excel have no built-in automatic undo for macros. We are aware of
the importance of undo capabilities but due to constraint in Excel it will not be possible.

3 WHO CAN USE THIS TOOL:

The principal user for this tool and instruction manual are those who use Excel on a regular basis. Here,
we assume that you are already familiar with Excel and its structure (workbooks, worksheets, ranges,
cells, rows, columns etc.). This document and all the tools’ instructions has been created in English
language only.

Bizwizard Info Solutions Private Limited


mailto:amit.jain@bizwiz.co.in

Bizwiz Tools User Manual

4 HOW TO INSTALL & ACTIVATE TOOL

It can be done in two parts. First need to install Add-in in Excel then it needs to be activated. Below
process needs to be followed to install and activate Bizwiz Tools Add-in in in your excel.

4.1 PROCESS TO INSTALL ADD-IN IN YOUR EXCEL

4.1.1 Unzipp the downloaded file. It will be extracted in xlam format. Save this file somewhere in
your system. Please don’t change the location of Add-in once it is installed else Add-in will not
work in your system. It is suggested to save this file in “C” drive.

+ 4 ia > ThuPC 5 Local Disk () || &

022180ce3c8bc317c3543
Ddl

emSigner

G5T Offline Tool
Perflags

Program Fites

Program Files (xB6]

Users

Windows

62 Birwiz Toolstlsm T7-03-201 0751 P Micrmoft Ercel 4. JE0 KB

4.1.2 Open the excel and go to “File” and select “Options”
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4.1.6 Now Bizwiz Tools Add-in will be available in Add-in list. Please make sure that “Bizwiz Tools”
Add-in check box is ticked (v'). Now click Ok.

A B [ D E F G H I 1 K L M N Q P aQ R =
: I == Bdd-ins f P
; | 1 Add-ins available:
; | Carncel
7|
= ] sohver sdn Erowse..
i | Automation. .
0|
11
12|
13
14
15
19 Elzwiz Taols
17|
18

| shest1 &

4.1.7 Bizwiz Tools will be available in your Excel. Now you can close this file. No need to save it.
Whenever you will open any excel file, it will be available in Ribbon or Menu on the top with
the name “Bizwiz Tools”.

Fle  Home Inset  Pagelayout  Formulas  Data  Review  View  Developer ( Help  Bizwiz Took

B 5 h2F BRE Ak H B2 B

Calculator | Formulaand | Highlight Sheet Cells Working  Rowsand Workingwith | Convert Convert Change Text | Saveinfxcel | PivotTable | GetFX | Send Mail Using
Calculations ~ @ Pratection v Protection~ | With Cells Columns~  Sheetsv Datesv Textv  Case~ andPDF~ | Options~ | Rates~ Outlook *

Data Protection Waorking with Cells, Row, Columns and Shegts Convert Data
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4.2 PROCESS TO ACTIVATE ADD-IN IN YOUR EXCEL
Once tool is installed, below process needs to be followed to activate it in your excel. You can
click on “Know How to Activate Tool”, under Activate Tool section in Bizwiz Tools to know same
process which has been explained below:

If you are Trial version user, no need to follow process from 4.2.1 to 4.2.7 i.e., no need to
update computer name as mentioned from point number 4.2.1 to 4.2.7.

4.2.1 Go towww.bizwiz.co.in and Click on Login on the Top

4.2.2 Select login for tools

Online Courses Utilities and Softwares Business Associates

aint, Thot ady loud bosod B 2 unting GST bill 1 ascoun
Tt nartediat

4.2.3 Login using your registered email ID and password.

Sign In

Billing & Accounting R

@0 to Downioad Tools
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4.2.4 Click on top "Account"

5 - A N = i —
; -’!llléf_‘:_’? Homa About Sarvices Partfolio Coursas « Contact Us Uulme Logout =

4.2.5 Click on "Download Invoice" written below the Account Section. It will show you details of all
your purchased tools.

Account Section 1 Account Section

Account Section

Edil Profile / Wallet Transactions / Ralse Raquest

4.2.6 Inthis list Transaction ID is your invoice number. Click on “Update” written in Computer Name
column against your Transaction ID and Update Computer Name. To know about your
computer name, please see below after these screen shots.

Account Section

Edit Profile / Wallet Transactions ¢ Raiss Request

<tlon Download

Transaction 10 Time Utitity Mame Amount  SIstus rvoice

Enter Computer name and submit to update

Submit

Process to Get Computer Name

Once you have installed the tool, but activation is pending, you need open excel and click on
“Know How to Activate Tool”, under Activate Tool section in Bizwiz Tools.

Page Layout Formulas Data Review View Developer Fuzzy Lookup Power Preot Bizwiz Tools % Share I Comments
fotickiledidetonicl
3 = ' =0 F B

= = B @ [[ddl Aa H B @ B A

5 et Colls Working  Rows and Working with |~ Convert Convert Change Text | Savein Excel | Prvot Table  GetFX  Swnd Mail Using | Get User | iRctivals
rotection = Protection = With Cells ~ Columm = Shests = Dates = Tewt=  Case~ and PDF~ | Optioms~  Rates = Cutlook = Marval | el =

Data Protection ‘Working with Cells, Row, Columns and Sheets Comert Data A Click Here to Activate Tool
Know How to Activate Tool @ Ko How 1o Activate Teol

b E E G H | 1 K L M This functicn will bl you how 1 E Check Expiry of Tool

wite Tool an your system

B Buy Full Version of Tool Now
K about your product

E Check updates online
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Once you will click on “Know how to Activate Tool” it will give you details as per below screen
shot in your excel file. Details available in Dark Blue colour cell is your computer name.

Process to Activate Tool - For Trial Version

Click on Click here to Activate Tool under Activate Tool option
It will ask for Activation code and password
For activation code of Trial version, please contact service provider.

Password is same which you use to login on www.bizwiz.co.in
This sheet can be deleted if you are done with tool activation

O ~ W N

Process to Activate Tool - For Paid Version

11 | Go to www.bizwiz.co.in

12 |Select login - click on Login for tools

13 |Login using your registered email ID and password

14 |Select Go to download tools

15 | Click on top "Account”

16 |Click on "Download Invoice" written below Account Section

17 |Meritions below ceda in Computer name box against your purchase transaction and update. It is your computer Name.
8

19 |Onee-Lomputernairie is updated successfully Click on Click here to Activate Tool under Activate Tool option
20 |1t will ask for Activation code and password

21 |Invoice number of your tool purchase is activation code.

22 |Password is same which you use to login on www.bizwiz.co.in

23 |This sheet can be deleted if you are done with tool activation

4.2.7 Once Computer name is updated successfully Click on “Click here to Activate Tool” under
Activate Tool option in Excel.

d B ddE AAa H B m = B A

and Working with |~ Convert Convert Change Text | Savein Excel | Pivot Table = Get FX Send Mail Using | Get User | Activate
ns ¥ Shests ¥ Dates ~  Text ~ Case ~ and PDF ~ Options Rates ~ Outlook ~ Manual Tool »

¥, Columns and Sheets Convert Data

Click Here to Activate Tool A Click Here to Activate Tool

This optior ctivate licence to . -
WS- QENan R b |—=‘E Know How to Activate Tool

@ Check Expiry of Tool
@ Buy Full Version ot Tool Now
B Know about your product

ia_j Check updates online

4.2.8 It will ask for Activation code and password. Invoice number of your tool purchase is activation
code. Password is same which you use to login on www.bizwiz.co.in. After this process, tool will
get activated.

Bizwizard Info Solutions Private Limited
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5 HOW TO UNINSTALL

5.1 PROCESS TO UNINSTALL TOOL FROM SYSTEM
Below process needs to be followed to uninstall Bizwiz Tools Add-in from excel.

5.1.1 Go to “File” and select “Options”

Fublish

5.1.2 Now select Add-ins. In Add-ins, select Excel Add-ins under Manage and click on “Go” button

Y Excol Opricns 7 3 =
Heme  insert  Page Layout < share 07 comments

5. Gl R Mecrss Cocklich [EEL, wiew ol manage Micrasalt Office acd-ns

Formulaz

A

[Fame- o= Tiocetion T
Actie Application Add-ins
NoAstive Anpication &b

%
20 Adid-ins 7 x

2t
23| Ading aailabla:

[ Janalysis Taaifak E
23 Anatysis ToolFak - VEA
24 Cancel
25 [ClEuro Currzncy Tacls
o Broject Addin 7
6 [Tl zatver sdictin

Srowi ..

27 sutomation
29

31
EE
a3 |
34 Bizweiz Tools
35
=
3
3
53
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5.1.3 Untick “Bizwiz Tools” and Click Ok.

G &=
Sheet Cells
Fratection = Pratection =

=
Calculatoe | Fonmulaand | Highlight
Caleulstions = -

== [mm) mary

= oE
Working  Rowsand Warking with

With Cells = Colurmns »  Sheets =

Dites = Text =

[ata Pretectian Watking with Calls, Rew, Columns and Sheets Carmert Dita

& B 5 o E F ]

s
Eud

Add-ins T x

Add-ins available:
:_a&nnlisn ToolPak
[ dnaksts TolRak - YA

Currency Took
oject Addin_ V7
sawer sat-n

Bizvnz Tools

Canvert Convest Change Test
Coie -

Save in Exced
and FOF -

Get FX | Send Mail Lsing
Fates = Outinak =

Fivoe Taale
Options =

5.1.4 Now “Bizwiz Tools” will not be available in Ribbon or Menu on the top.

Data

File Home  Insert Page Layout Farmulas Review  View  Developer Help

A =
Do B

Font i

Calibri =11 2 Wiap Tt Gereral |

s
e
r-‘.a:zt g B U ifi E Merge B Conter ~ | BR~ % 9 G

Clipboerd 13 Mumber (!

83 - fe

1% I
20
21
22
=
4

5.15
been saved. Select the Add-in file and delete it.

&3 £
a B < D B F Es;
: —_— B Brovess
2 | ks . -
“ 4 S ¢ THEPC + Local Disk[C) »
| ==l
& Organize ¥ Hew folder
5 - A i
2 = Late
= a
e 2
3
10
1 6
12 [ 1Y
3 "
14 L
15 ar
15 v
= @ B’ Bizaiz Tools.xlam
18 =N
19 ¥ %
0
= Rl name: | Bizwiz Toalsaxlam
2
EeS

| sheatt | &

Bizwizard Info Solutions Private Limited

= 5h
i O

Sort & Find &
" Filter = Sefect=

& = [E
Insert Dedfete Format

G HM

el Editing

If you want to delete it permanently, just go to location where downloaded XLAM file has

| lAdding ralameslaal)

T -

Cancel
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6 HOW TO INSTALL AND ACTIVATE UPDATES

If you want to download the updated tool, you need to follow below process.

6.1.1 Login to your account on www.bizwiz.co.in and Download the file from my purchased utility
section. Here you will always get updated file. Unzip the foler. Now you will have excel file with
the name “Bizwiz Tools”

6.1.2 Openthe excel and go to “File” and select “Options”

Export
Publish

6.1.3 Now select Add-ins. In Add-ins, select Excel Add-ins under Manage and click on “Go” button

Excu Dptions T =
insert  Page Loyout| = share O Comments
3 Rz Macra 2
= B ive Referance

[EE view end manage Misrasatt Gfice add-re
Akt

Fleene Tiocation. e
) = F: Active Application Add-ins
= Vo tirive Anpiic

. ; artive AppBcmion Add-ins

1%
0 Adil-irs ? s
2t -
2 #dd«ﬂi available:

= [analysis Tocimak [ o |
23 I

| araiysis ToslPak - vEL

Cancel
25 lEurn Currency Tacls

Broject addin 7
26 [l zabver add-n
27

St
automation

29
30
31
a2
13 |
34 Bzwiz Tools
35
3%
£ F)
3
£

Bizwizard Info Solutions Private Limited


http://www.bizwiz.co.in/

Bizwiz Tools User Manual

6.1.4 Untick “Bizwiz Tools” and Click Ok and close all the excel files.

BB

Highiight Shert !
Fratection = Pratection -

Iy
Send Mail Using
Fates = Outinak =

Convert Convert
Dates = Text =

[ata Pretectian Carmert Dita

Cancel

. [ satver adt-in Erowse..,

Automation...

34 Bizvnz Tool:

6.1.5 Now replace the downloaded new file with old one at the location where you have saved
your earlier Add-in File. Don’t change the name of File.

6.1.6  Now follow same process shared above in section “How to Install & Activate tool”
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7 CALCULATOR

It will open a calculator for your calculations. It can be used where you don’t need to use any big
formula and a simple calculation is required. It will open a calculator as per below screen shot.

File Hom| [Bizwiz Tools L
= Standard = History  Memory = =
LE =
Caleulator  Fa 2 Takle Send Mad Using
cal 0 There's no histary yet biore = Outiaak
|
A2 |
A | M o P a
1 Ms M- MS
e
2 (] CE C &
4
3 4
B
7 T ¥ VT
8
g9
1 7 8 9 X
m
12
13
14 4 5 1) ==
15
15
LI 1 2 3 +
18
19
20 , =
21 ~ 0 . =
22

Shestl | Sheet2 | Sheet3 | (3]
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8 FORMULA AND CALCULATIONS

8.1 SELECTED NUMBERS MULTIPLY BY
It will multiply provided number with all the numbers in the selected range. Please select range and
then run this option.

Steps to be followed:
8.1.1 First select the range which needs to be multiplied
8.1.2 Click on the option “Selected numbers Multiply by”

8.1.3 Provide the number to be multiplied with all selected numbers and click OK

on Working with Cells, Row, Columns and Sheets Convert Data
Input Required X
F ( . N 0
' -+ Enter number to multiply P )

8.2 SELECTED NUMBERS DIVIDED BY
It will divide all the numbers in the selected range with provided number. Please select range and then
run this option.

Steps to be followed:
8.2.1 First select the range which needs to be divided.
8.2.2 Click on the option “Selected numbers divided by”

8.2.3  Provide the number to be divided with all selected numbers and click OK

 Protection ¥ With Cels© Columns ©  Shests *  Datesv Tetv Case¥  and PDFv | Optionsv | Rates
rotection Working with Cells, Row, Columns and Sheets Convert Data
Input Required *
£ T E T -| Enter number here E L 9
Cancel

Bizwizard Info Solutions Private Limited



Bizwiz Tools User Manual

8.3  SELECTED NUMBERS ADDITION BY
It will add provided number to all the numbers in the selected range. Please select range and then run
this option.

Steps to be followed:
8.3.1 First select the range where number needs to be added.
8.3.2 Click on the option “Selected numbers addition by”

8.3.3 Provide the number to be added with all selected numbers and click OK

Shest Cells Working Rows and Working with Convert Convert Change Text Save in Excel Pivot Table Get FX Send Mail Using
otection © Protection * | With Cells ¥ Calumns v Sheets ~ Dates ¥ Text ~ Case > and PDF ~ Options » | Rates ~ Outlook ~
Data Protection Working with Cells, Row, Columns and Sheets Comvert Data
Input Required X I
E F | N o P
T 1 1 Enter number to be added oK | T Z T ' &
Cancel

8.4 SELECTED NUMBERS SUBSTRACT BY
It will subtract provided number from all the numbers in the selected range. Please select range and
then run this option.

Steps to be followed:
8.4.1 First select the range which needs to be subtracted.
8.4.2 Click on the option “Selected numbers substract by”

8.4.3 Provide the number to be subtracted from all selected numbers and click OK

' Protection ¥ | With Cells ¥ Columns v Sheetsv | Datesv Toxtv  Casev | andPDF¥ | Options™ | Rates | ¢
rotection Working with Cells, Row, Columns and Sheets Convert Data
Input Required =
E E Enter number here b 5 =
Cancel
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8.5 CALCULATE SQUARE ROOT OF NUMBERS IN SELECTED RANGE
It will calculate square root of all the numbers in the selected range. Please select range and then run
this option.

Steps to be followed:
8.5.1 First select the numbers range for which square root needs to be calculated.

8.5.2 Click on the option “ Calculate square root of numbers in selected range”

8.6 MANUAL CALCULATIONS

When you change a value in any cell of a worksheet, Excel automatically recalculates all the other
formulas within the worksheet. This means that Excel is always up to date, based on any changes you
may have performed.

If you have a huge worksheet or a slow computer system (or both), then doing a calculation after every
change can get very tedious. In these situations, you can actually spend more time waiting on Excel to
finish calculations.

The answer to this problem is to configure Excel so that all calculations are done manually. Once this
option is selected, excel will not do calculations automatically after every change. It needs to be done
manually.

8.7 AuUTO CALCULATIONS
Generally, excel is set default as “Auto Calculations” but if due to any reason manual calculations is
selected, same can be switched to Auto Calculations using this option.

8.8 CaLcuLATE Now
This option will calculate the entire workbook . You only need to use this option if Manual Calculations
has been selected.
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9 HIGHLIGHT

9.1 HIGHLIGHT ALTERNATE ROWS IN SELECTED RANGE
It will highlight alternate row in the selected range. Please select range and then run this option.

Steps to be followed:

9.1.1

9.1.2

9.1.3

First select the range where alternate row needs to be highlighted.

!E@.E-Eaﬁﬁl@c‘:ﬁ,&aaﬁa

Caleulatnr | Fomuls and | Highlght Wesrkitg  Rows and Working with | Conwent Comvert Change Teet | Save in Freel | Pivor Tatde | Ger Fx
Caloudmticons — = P!mﬂ:rlun kmacblun = With Cefs = Columns = Sheen — Dlates —  Terst = Cane = wnd POF = Cotions = Ratey ~
i v i vy it Caii, Mo, Coilainiin o ko oyt | Data
res - Il > —~ J#+ 0losz010

B | 2018-20
T oo SRS

G =
] & EE] B & 3 sH Aa b=l i <
Coaleubatoe Fotmuole and Vrking  Rows and Working with | Convert Convert Change Text | Suve in Escol | Pheot Talsle | Gwt #X e
g oos = ’mhuhn huux«nn - With Cefty = Calumm ~ Showts ~ Dates = Tawt = Cane ~ vl POF - Options ~ Nates ~
Mighlight alternate rows in selected range I
1w Laahiliaht alteo e A0 M e Hhown
e Ahin baatson

Fghlight duplictes in slested range - H

FHQIIGIT st b st Lange

HIGIIA Yom vakaes i sebectid range
IHGHIGHE Greatin tian walous it soloctod tangs
Tuaghliaht kawer than vebses m selected range

HIGTIGNT pegative vahies (0 selected (nge

HIGhlaht nilesgpolled colls in curmnt shoet

T T

It will highlight alternate rows.

4] [ By | [ =D = B B | s As =l [ <

Ealeubatus Festrrile arsl Highsligghn Sheet Ewlls Wiorking  Meen anel Wasrking with | Cormesd Canvet cr-nu- Gave in Escel | Pluot Takle Chrt PR %]
Calculation = - Pratection v Piatedtion = | With Cells + Calurnne = Shests o Dt = Tomt = - el PF ~ = | Maiws =
hata Protectian. | Wancbing with Cabls; Mow, Calimine an Shats Es—n.-#ﬂ-u

11z e
el L3 L] | e | o | ¥ ! ¥ | & | "
LA
g'.'. Location Bitc 1o Froduac Code HGale Giroan Marg o)
a4 EODZAM 244,00 213 00
&
i
& . zoiw2c [ Jdapur | BwC | Eoozem | 3oeool ____151.00]

L #o1m20 [ Deh | BB | Eoozam | 3ameool ___________8o00]

2018-20 | Jeipur | ______BtoC | ___Eooaam | 444000 21500 |
= e et et P L il E00Z28M 117.00

23 2018-20 .
L2z’ - I 2e1e20 |  sumt | Biod | E0n3am | ~2ai.00]
i | Sheetz | Sheetd B 3 = =R ; —&
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9.2 HIGHLIGHT ALTERNATE COLUMNS IN SELECTED RANGE

It will highlight alternate column in the selected range. Please select range and then run this option.

Steps to be followed:

9.2.1 First select the range where alternate column needs to be highlighted.

i =] B (b B B OB B | 38 Ae = i
Caboulutar Formula and | Highlght Sheet Calls Working  Rews and Weorling with | Convert Conuert Changs Teet | Swve in Bxcal | Pivet Table
Calcutatkans « - Pratectinn ~ Protection » W Cells « Columm = Sheets ~ Dates = Tont = Lave = i POF = Cptians =
Clata Frodsctien Wwkireg) wAti Colls, My, Cosiaie seicd § ety Canwert Cure
Ad S

| 01-pa-2010

Gt FX
Hatwy =

Sand 1)
B

9.2.2

[y B4 E ﬁ 551
Shet Com Working  Mows and. Witking weih
Protection = Protection = | With Cells = Cokimm = 5hewts

L oer. CoMimim ared Shiests

¥R ORI

& &8 Aa
WCW.«(hmq-hﬂ
Dates = Towt ~

vomml- aned
Calaumtions ~

(.d:nl-lnv

Camven Sat

o ct Highlight alternste columns in selacted range
ﬂ Highlight dugslicates in selected tange

1wl gl wiermate co "
"
L PGB Uk e selectind Tange
5 rughhioht top vakies in selectod runga
Bl Highlight grester than vakirs in sebected rmnge
T rughhoht lower than vakies in ealected rangn
T Highhioht negative vehues i selected ange
T Highlioht milespetio colls in curnen sheet
el e o
9.2.3 It will highlight alternate column.
=~ T E] B B B 3 SH A b= =
Caloulatas Ferrmle and Highiight Shewt Working  Rows snd Woiking with | Convelt Co mn cb-nnw Text | Save i lscel | Pvot Teble  Ge FX Serul Mail
Calculatons = L - - = Columne *  Shests « Dates = Tt and POF - Optiomn ~ Raton = Cutloal
Dvwta B it Whorking with Eetle, Wisw. Cohusiira s Shwats Eatiuinnt Dl
A S|
JESS— —

==

2018-20

201820
01820

2018-20

Shest) (&8 AR |

Apr-19 g
7“,,,'...:
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9.3 HIGHLIGHT DUPLICATES IN SELECTED RANGE

It will highlight duplicate values in selected range. Please select range and then run this option.

Steps to be followed:

9.3.1 First select the range where duplicate values need to be highlighted.

B B B B = e B |3 ah

— g = — ———p

A

Calculator Formula and Higlhlight Shesat Colls Warking Rows and Working with Convert Convert Change Text
Calculations = - Protection ~ Protection = With Calls = Calumms = Shewts = Dates ~  Text = Case ~
Pata Protection Wiorking with Cells Row, Colwmns and Sheets Corwert Data
E3 S E28M
‘ A B © (5] E F G
7
2
3
4
5 2019-20
5 2019-20 Mumbat
7 2019-20 Delhi
B 2019-20 Jaipur
2 2018-20 Jalpur
10 2019-20 Celhi
11 2019-20 Mumbai
12 2019-20 Surat
13 2018-20 Dethi
14
15

9.3.2 Click on the option “Highlight duplicates in selected range”.

Caleulator Formiula aned

Aa

| Highlight Sheet Cells Working  Rows and  Warking with Convert Convert Change Text
Calculations ~ . | Protection = Protection ¥ | With Cells ~ Columns = Shests = Dates > Text > Case =
B Highlight alt=inate rows in selected rangs I Row, Columing and Sheew Convert Dats
E3 = [ Highlight altemate columns in selectad range
g A Highlight duplicates I selected 1ange Highlight dupli in selected raisge
1
P raluies in
2 5 Highlight unique in selected range : |I. angpe mocl m
3 Apr-18 2 o i X
4 A‘EF—‘I_Q ‘Z‘I [} Highlight top values in selected range I "_‘“m. =
8 21 @ Highlight greater than values In selected range E35M
6 A E23M
7 Apr-19 21 B Highlight tower than values in selected range EBTM
= Apr-10 2 %" ighlight negative values in selected range L —
9 Apr-19 21 ET8M
S e ) Ry |
10 Apr-19 21 %X Highlight misspslled calls in cumant sheat ﬂ
&5 Apr-19 2019-20 Mumital Hiod ES9M
12 Apr-18 2018-20 Surat BteC E28M
13 Apr-18 2018-20 Dethi BtoC E45M
14

9.3.3 It will highlight duplicate values in selected range.

B = L =B | & &

Caleulator Formula and Highlaght Shept Colls Waorking  Rows and  Warking with Convert Convert Change Text
Calculations ~ - Protection ¥ Protection * With Cellz « Columns »  Sheats « Drates ~ Tt ~ Case ~
Dt Protection | rking with Cells, Row, Calurmns and Sheess Coryert Diata
M3 - 1
r A B g 5] E F |
1
2 BtoB/BtoC Produc Ci
=
% | = 4
5 2018-20
B 2018-20
7 : [ ___EaiM
8 Jaipur BtoC E8SM
9 Jaipur BtoB E78M 40.00
10 Delhi BEtoB E23M
" Mumbai _BtoB ESeM _322.00
12 Sural Btol E28M 106.00
13 Deihi BtaC E45M 37.00 22.00
14
15
16
17
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9.4 HIGHLIGHT UNIQUE IN SELECTED RANGE
It will highlight unique values in selected range. Please select range and then run this option.

Steps to be followed:

9.4.1 First select the range where unique values need to be highlighted.

S E— S —— S - S — — - S
B [ = | =B (3 58 B I
Ell =) = a & A iy
Calculatar | Formulaand | Highlight Sheat Cells Working  Rows and Working with | Convert Converl Changs Test | Sawein Exced | Pivat Tabls
Caleulaticns = - Protection = Protection = | With Calls = Columms > Shewts = Ontes ~ Text~  Case~ and POF ~ Optians =
Pata Protection Warking with Cells Row, Columns and Sheets | Corwert Data
E3 S E28M
e A B © (5] E F G 1
7
2
3
4
5 2019-20 Surat BtaB
8 2018:20 Mumbai BioG
it 2018-20 Delhi BtoC
B 2019-20 Jaipur BtoC
5 2018-20 Jaipur BtoB
10 2019-20 Celhi BtoB
1 201320 Mumbal BloB
12 2019-20 Surat BtaC
13 2019-20 Dethi BtaC E45M
14
15
. . uy gt . . . ”
9.4.2 Click on the option “Highlight unique in selected range”.
File Home Insart Braw Page Layout Formulas Data Review Wiew Developer Fuzzy Lockup Power Pivot Bizwiz Td
B s =[] - =]
! (& ST S 3 GH Aa =l i
Calculator Formula and Highlight Sheot Cells Working  Rows and Working with | Convert Convert Change Toxt | Savein Ewcel | Pivot Table
Cakeulatlons ~ - Protection » Protection = | With Cells = Cokimns Sheels ~ Dates~ Text>  Case~ and POF ~ Optlons *
B Highlight aitermate rows in sakectod range Y Rema, Cfurni arid Shee s CiveriDate
Ed B Highlight alternate columns in selected range
fE Highlight duplicates in sakectod range E £ G ] |
[ Month GRS S o W selasted nas
T ghlight uni : 78.00
] hligh 5 in Sedoct anga
2 [ifd Highlight top valuas in selocted ranae el tanas 513.00
2 @ Highlight greater than values in selected range and then run this but
24 i
2 [E Highlight lower than values in selected range EB7M
20 wm . . E8OM
= " Highlight negetive vahies in solected rango A
20 E78M
21 Highlight misspelled cells in current sheet E23M
2018-20 iumb. Blod E58M
2018-20 Sural BtoC M
2019-20 Delhi BtoC E45M
9.4.3 It will highlight unique values in selected range.
File Home Insert Coranw Page Layout Formulas Data Raview WView Develaper Fuzzy Lookup Power Pivat Bizwiz Td
. B = =
l B | [ B4 B B 3 GH Aa H :
Caleulator | Formulsand | Highlight Sheat Calls Working  Rows and Working with | Convert Convert Change Toxt | Save in Excol | Pivot Table
Calculations ~ - Brotection * Protection = | With Cells » Colimns ~  Sheets ~ Dates ¥ Text>  Case~ and POF ~ Options *
Data Protection Wirking with Cells, Row, Columng and Sheets Convert Gata
Ko I
J !

201920

2018-20

2019-20

2
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o

2018-20
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2019-20
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9.5 HIGHLIGHT TOP VALUES IN SELECTED RANGE
It will highlight top defined numbers by user in selected range. Please select range and then run this
option. It will ask for input. Please provide required number and click ok.

Steps to be followed:

9.5.1 First select the range where desired top values need to be highlighted.
om 1oL T[] &= T it Lt e I S L= L' EE

Caloulstor Formuls and Highlight Sheet Celks Working  Rows and Working with | Comwvert Corwert Change Text Save in Excel PFivot Table [

Caleulations + - Pratection ¥ Protection » | With Cells ¥ Columns »  Sheets © Dates v Tawt v Case v and PDF + Options ~ R
Data Protection Woarking with Cdls, Row, Columns and Sheets Convert Data
F3 s
d A B C b E F G

1

2 Manth s Location BtoB/BtoC Produc Code Sale

3 Apr-18 2019-20 Delhi BtoB E00ZEM 468.00

4 Apr-18 2019-20 i BtoB E0028M 344.00

5 Apr-19 2019-20 Surat BtoB E0028M 468,00

& Apr-19 2019-20 fumbal BtaC E0028M 13.00

¥ Apr-19 2019-20 Dalhi BtoC E0028M 250,00

& Apr-18 2019-20 Jaipur BtaC EQ0028M 308.00

g Apr-18 2019-20 Jaipur BtoB E002E8M 412.00

10 Apr-18 2019-20 Deihi BtoB E00ZEM 309.00

g} Apr-19 2019-20 i BtoB E0028M 322.00

12 Apr-19 2019-20 Surat BtaC E0028M 106.00

13 Apr-19 2019-20 Dalhi BloC E002E8M 37.00

14 Apr-18 2019-20 Jaipur BtoC E002EM 414.00

15 Apr-18 2019-20 Surat BtoB E0028M | 58.00

16 Apr-18 2019-20 Deihi BtoB E0028M I 117.00

17 Apr-19 2019-20 fumbai BtoB E0032m | 116:00

18 Apr-18 2019-20 Japur BtoC E0Q32m | 70.00

19 Apr-18 2019-20 Jaipur BloC EQ032m I 650,00

20 Apr-19 2019-20 Delhi BloC EQ032m | 325.00

2

9.5.2 Click on the option “Highlight top values in selected range”.
= i = = B 358 A i

Caloulator Farmula and Higfﬁghl Cells Rows and Working with | Cornvert Convert Change Text | Save in Excel | Pivot Table G

Calculations = Protection ¥ Protection v | With Cells ¥ Columns ¥ Sheets Dates » Text ¥ Case and PDF ¥ Optians Rz
B Highlight altemate rows in selacted range R bl wad Sacte Lot Cate

Ed 58] Highlight alternate columns in selected range

3 i A i=i] Highlight duplicates in selected range D E F G

2 53l Highiight unique in sfected range B/BtoC Produc Code Sale

: :E::z EE Highlight top values in selected iange Highlight top values in selected range mi

3 Apr-19 Highlight greater than values in selected range

6 Apr-19

7 Apr-19 E& Highliaht lawer than values in selected range pU Plescs oGOz Aty

8 Apr-18 “n Wit nec valiee T 5ok 3 mber and click ok,

3 APET9 Highhight negative values in selected range s e

10 Apr-19 = Highlight misspelled cells in current sheet BtcB ED0Z2BM

ik Apr-19 2071820 Mumbal BitcB END28M

12 Apr-19 2019-20 Surat BteC EOO28M

13 Apr-18 2018-20 Delhi BroC E0028M

14 Apr-19 2018-20 SJaipur BtoC E00ZEM

15 Apr-19 201820 Surat BtcB E0028M

16 Apr-18 2018-20 Delhi BicB E0O2EM

17 Apr-18 2018-20 Mumbai BtoB E0032M

18 Apr-19 2018-20 Jaipur BtoC ED032M

19 Apr-18 2018-20 Jaipur BioC E0032M

20 Apr-13 2018-20 Delhi BioC E0032M

Bizwizard Info Solutions Private Limited
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9.53

954

9.5.5

It will ask for how many top values do you want to highlight in selected area?.

v Protection > Protection ¥ | With Cells™ Columns ¥ Sheets ~ Dates ¥ Text>  Case™ and POF ¥ Opticns » | Rates Out
Data Pratection Working with Cells, Row, Columns and Sheets Convert Data
fe | 468 Top Values bl
& % | How many top values do you want to highlight in E ; & H
- selected area? L
Ceneel
2019-20 Delhi ] ]
2019-20 Mumbai
2018-20 Surat ner your number Hers
2019-20 Mumbai |
2019-20 Delhi BtoC E0028M 550.00
2019-20 Jaipur BtoC ED028M 309.00
20198-20 Jaipur BtoB ED028M 412.00
Please provide required number here and click ok.
rotection v | With Cells v Columns ¥ Sheests v Dates v Textv  Case v and PDF Options ¥
ction Working with Cells, Row, Columns and Sheets Convert Data
Top Values X
c 1 S G
— How many top values do you want to highlight in
" selected area?
Cancel
Delhi | |
Mumbai |
Surat | |1g
Mumbai |
: —
Dehi BtoC E0028M 250,00
Jaiour BtoC E0028M 309.00
It will highlight required top values in selected range.
| A B c D £
1
2 Manth FY Location BioB/BioC Produc Code Sale
3 Apr-19 2018-20 Delhi BtoB EQOZEM 458.00
4 Apr-19 2018-20 Mumbai BtoB EQ0ZEM 34400
5 Apr-19 2018-20 Surat BteB EQD28M 488.00
6 Apr-19 2018-20 Mumbai BteC EQ02EM 13.00
7 Apr-19 2018-20 Delhi BteC ECO28M 250.00
8 Apr-19 2018-20 Jaipur BteC EQD28M 308.00
9 Apr-189 2018-20 Jaipur BtoB EQO2EM 412.00
10 Apr-19 2018-20 Delhi BteB EQG2E8M 300.00
1 | Apr-19 201820 Mumbai BteB EQ0D28M 322.00
12 Apr-19 2018-20 Surat BteC EQO2EM 106.00
13 Apr-19 2018-20 Delhi BtoC EQ0ZEM 37.00
14 Apr-19 2018-20 Jaipur BteC EDQ28M 414.00
15 Apr-18 201820 Surat BtoB EQO28M 58.00
16 Apr-19 2018-20 Delhi BtoB EOD2EM 117.00
17 Apr-19 201820 Mumbai BteB E0D32M 116.00
18 Apr-18 2018-20 Jaipur BteC E0032ZM 70.00
19 Apr-19 2019-20 Jaipur BtoC EO032M 650.00
20 Apr-19 2018-20 Delhi BteC EDD32M 325.00
21
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9.6 HIGHLIGHT GREATER THAN VALUES IN SELECTED RANGE
It will highlight values greater than your specified number. Please select range and then run this
option. It will ask for input. Please provide required number and click ok.

Steps to be followed:

9.6.1

9.6.2

First select the range where desired greater than values need to be highlighted.

= " B = k [ ] = =]
E R B B = =8 A i
Caleulator | Formulaand | Highlight Sheat Calls Warking  Rows and Werking with | Convert Convent Change Text Plvet Tak
Calzulations * v Protection « Protection~ | With Cells * Columns ¥ Shests ~ Dates > Text > Case ™~ Options
Data Protection Waorking with Cells; Row, Columns and Sheets Canvert Data
fi 468
| A B (3 D E E G ]
1
2 EY,
d Apr-18 2018-20 Delhi EtoB E0C2EM 468.00 78.00
4| Apr-19 2019-20 Mumbai BtoB E0028M 344.00 213.00
5 Apr-19 2019-20 Surat BtoB ED028M 468.00 137.00
6| Apr19 2018-20 Murmbai BtaC ED028M 13.00 6.00
7| Apr1 2019-20 Delhi BteC E0028M 250.00 32.00
8 | Apr1 2019-20 Jaipur BteC E0028M 308,00 161.00
2| Apr- 201¢-20 Jaipur BtoB E0030M 412.00 40.00
10( Apr-19 2018-20 Delhi BtoB ED030M 309.00 8.00
11| Apr19 2018-20 Murmbai BtoB ENG30M 322.00 167.00
12| Apr1 2018-20 Surat BteC E0030M 108.00 66.00
13| Apr-1 2019-20 Delhi BtoC E0C30M 37.00 22.00
) Apr-1 2018-20 Jaipur BtoC E0030M 414.00 215.00
15|  Apr-19 2018-20 Surat BtoB E0Q32M 58.00 24.00
16| Apr-19 2018-20 Delhi BtoB ED032M 117.00 55.00
17| Apr-19 2018-20 Mumbai BtoB ED032M 116.00 44.00
18| Apr-19 2018-20 Jaipur BteC E0032M 70.00 6.00
19| Apr-19 2018-20 Jaipur BteC EQ032M 650.00 =
20| Apr-19 2018-20 Delhi BteC ED032M 325.00 -
21| Apr-19 2018-20 Murmbai BtoB E0034M 320.00 58.00
22| Apr19 2018-20 Surat EtoB EN034M 251.00 130.00
23| Apr-19 2018-20 Jaipur BtoB E0028M 2,263.00 1,397.00
24| Apr-19 2018-20 Mumbai BtoB E0028M 579.00 135.00
25| Apr-19 2018-20 Delhi EtoB EDQ28M 1.770.00 575.00

ISHESHN Sheet2 | Sheet3 | &)

Click on the option “Highlight greater than values in selected range”.

A LR B E E

Caleulator | Formulaand | Highlight Sheet Cells Working  Rows and Working with | Convert Convert Change Text
Caleulations + & Protection ¥ Protection ¥ | With Cells ¥ Columns ¥ Sheets v Dates ¥ Test ¥
FH Highlight alternate rows in selected range pebtanE A Shiesss St Dete
HH Highlight alterate columns in selected range
3 A 8 B Highlight duplicates in selected range i G
2 Month FY I3 Highlight unigue in selected range Sale Gross Margin
3| Apr19 2019-20 468.00 78.00
4 [ Apr-18 2018-20 EE Highlight top values in selected range 344.00 23.00
5| Apr-19 2019-20 ST : s e T
6| Apr19 2019-20 fiZ} Highlight greater than valizes in celected range
P | Apr-19 2018-20 = R )
g | Apr19 2019-20 fi@ Highlight lower than values in selected range
8| Apr-19 2019-20  ww L S
- light negative values | It
] Apr-19 | ooigop | Hlandghtnegative values in selected fange anid cick ok,
111 Apr-19 2016-20 5 Highlight misspelled cells in current cheet —m e
12| Apr-19 2019-20 105.00 66.00
13| Apr-19 2018-20 T Clear all conditional formatting from selected range 37.00 22.00
14| Apr-19 2019-20 e i i 414.00 215.00
15| Apr-18 2018-20 Surat BtoB E0032M 58.00 24.00
16| Apr-19 2018-20 Delhi BtoB E0C32M 117.00 55.00
17| Anr4a n16.90 W irvehni BtaR ENN2In 148 AN A4 0N

[d Gd Aa

Case *

Pivol Tak
Options
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9.6.3 It will ask for greater than values do you want to highlight in selected area?.
Calculations ~ v Protection » Protection ~ | With Cells v Columns v Sheets ~ Dates~ Taut ~ Case and PDF ~
Dt Protection warking with Cells, Row, Columns snd Sheets Canvert Data
] fr 408 Enter value x
1' & = = 1 =z E'Y Enter Greater Than Valus
2 Y Location BtoB/BtoC Produc C4 Gancal
3 Apr-18 2019-20 Delhi BtoB EDO28M
4 Apr-19 2019-20 Mumbai BioB E0028M
5 Apr-18 2019-20 Surat BioB EDO28M
L] Apr-18 2019-20 Mumbai BtoC EQ028M
T Apr-18 2019-20 Delhi BtoC EDO28M
8 Apr-1 2018-20 Jaipur BtoC EDO28M 308,00 161.00
5| Apri 2019-20 Jaipur Btal E0030M 412.0 40.00
10| Apr-1 2019-20 Delhi Bto EO030M 308.0¢ 0
11 Apr-1 2019-20 Mumbai Btol E0030M 3220 167.00
12| Apr-1 2018-20 Surat BtoC E0030M 106.00 66.00
13| Apr-1 2019-20 Delhi BteC E0030M 37.00 22.00

9.6.4 Please provide required number here and click ok.

(&

Sheet

=

B & [d GH Aa

Calculator | Formulaand | Highlight Cells Working  Rows and Warking with | Convert Convert Change Text | Save in Excel
Calculations ~ ¥ Protection ~ Protection » | With Cells « Columns ~  Sheets Dates ~ Text~  Case™ and POF ~
Data Protechon Warking with Cells, Row, Columns and Shects Convert Data
fr | 468 Enter Value ®
4 A B c D el
3 | Enter Greater Than Value
Fl  Month N Location BtoB/BtoC Produc C Cancal
3| Apr19 2019-20 Dethi BtoB EBDZ%
4 | Apr-18 2019-20 Mumbai BtoB ED028!
5 Apr-1 2018-20 Surat EtoB EOD28M .
6 | Apr-i8 | 201920 | Wumbai BtoC E0028M (109 |
7 Apr-1 2019-20 Delhi FitoC E0028M. S—
8 | Apr-18 2019-20 Jaipur BtaC E00Z8M | 308.00 161.00
& | Apr-18 2018-20 Jaipur BtoB EDO30OM I 412.00 40.00
10|  Apr-19 2018-20 Delhi BtoB E0030M | 308.00 8.00
11|  Apr-19 2019-20 M i BtoB E0030M | 322.00 167.00
12| Apr18 2019-20 Surat BtoC E0030M ! 106.00 65.00
9.6.5 It will highlight required greater than values in selected range.
Tl Ik I =
El (& = & & [3GH A | H
Calculator Formula and Highlight Sheet Cells Working  Rows and Warking with | Convert Convirt Change Text | Save in Excel
Calculations ~ % Protection > Protection~ | With Cells » Columns ¥ Sheets ~ Dates ¥ Text ™ Case ~ and PDF »
Cata Protection ‘Wirking with Celle Row, Calumns and Shesis Ceavart Data
K12 4 N
| A B C (B} | E |2 G H 1
1
2 FY Location BtoB/BtoC Produc Code
3 Apri 2018-20 Delhi BitoB ED 78.0
4 Apr- 2019-20 Mumbai BtoB ED 213.0
5 Apr- 2018-20 Surat BtoB ED 137.0
6 | Apr- 018-20 Mumbai BtaC 6.0
i Apr-1 2018-20 Celhi EtoC ED 32.0
8 | Apri 2019-20 Jaipur BtoC =] 181.0
9 | Apr- 2018-20 Jaipur BtoB E0030M 40.0
10| Apr-1€ 2018-20 Delhi BtoB E0030M 309,00 8.0
11 Apr- 2018-20 Mumbai BtoB EDO30M 322,00 167.0
12 Apr-18 | 2019-20 Surat BtoC
13 Apr-1 019-20 Celhi BtoC
14 Apr-1 2018-20 Jaipur BtoC
15| Apr- 2019-20 Surat BtoB
16 Apr- 2018-20 Dethi BtoB
17 | Apr- 018-20 Mumbai BtoB
18 Apr-189 2018-20 Jaipur EtoC
19 Apr-1 2019-20 Jaipur BtoC
20 Apr- 2018-20 Dethi BtoC
21| Apr-1€ 2018-20 1 BtoB
22 Apr- 2018-20 Surat BloB
23 Apr-19 2018-20 Jaipur BtoB ED02EM
24 Apr-18 2018-20 Mumbai BtoB E0028M
25, Apr-18 2018-20 Celhi BtoB E0028M

[ESREEERN cheetz | Sheet3 &
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9.7 HIGHLIGHT LOWER THAN VALUES IN SELECTED RANGE

It will highlight values lower than your specified number. Please select range and then run this option.

It will ask for input. Please provide required number and click ok.

Steps to be followed:

9.7.1 First select the range where desired lower than values need to be highlighted.

B (3 =  #&# E BE | [Ee] A

Calculator Formula and Highlight Sheet Cells Warking Rowsand Working with | Convert Conwvert Change Text

Caleulations « 2 Protection ~ Protection ~ | With Colls ~ Columps~  Shests » Dates ~  Text > Case ~
Diata Protection Working with Cells, Rew, Colurmes and Shests Cowner! Data
= S 468
. A& | B [ D E £ G H
1
2 Location BtoB/BtoC Produc Code Sale Gross Margin
3 (] Dedhi EtoB EQO28M 468.00
4 0 | Wumbal
5 0 Surat
6 (']
T (1]
8 4]
o 0
10 0
19 ]
13 0. _EQO30M 1 A1
14 ] EQO30M 414.00
15 ] E0032M 59.00
16 20 E0032M —M17.00
17 0 E0032M 116.00
8 ) E0032M 70.00 ;
18 0 EQ032M %ﬁ -
20 (1] E0032M .00 =
2 o E0034M 320.00 58.0
22 0 E0034M 251.00 130.0
23 ('] E002EM 2,263.00 1,367.00 |
24 0 EQO2BM 579.00 135,00
25 -20 EQ028M 1.770.00 §75.00

[SHEEE sheetz | Sheet3

9.7.2 Click on the option “Highlight lower than values in selected range”.

5 B D = = B B 36 Al

Calculator Formula and Highlight Shewt Cull Working  Rows and Working with | Comwvart Comvert Change Text
Caloulations « bt Protection = Pmlm:lr;-n * | With Cells » Columns *  Sheats « Dates »  Text ~ Caga ¥
BH Highlight alternate rows in selacted range SORImhe ¥ By SRt OV
i3] Highlight alternate colurmns bn selected range
1‘ n A | B R Highlight duplicates in selected range F G H
2 Highlight unique in selected range
3 2018-20 i 78.0
4 2018-20 QD Highlight top values in selected range 344 .00 213.0
5 2019-20 ! 137.0
8 - 01820 B3 Highlight greater than values in selected range 468.00 8.0
7 019-20
— [ Highlight lower than values in selected range Highlight lower than values in selected range
8 019-20
9 _2018-20 | ww 3 il It will highlight values lower than your specified
10 201520 Highlight negative values in selected range walite. Plagas salct range and then run this
1 2018-20 | e = buttors, It will ask for input, Please provide
L Highlight misspelled calis in hes
12 2019-20 3 g e A e require number and click ol
13 2019-20  [B Clear all conditional farmatting from slected range s e
14 2018-20 p— B —————— 4 215.0
15 2018-20 Surat BtoB E0032M 59.00 24.0
16 2018-20 Delhi BtoB E0032M 117.00 55.0
17 2019-20 Murnbai BloB EC032M 1 44.0
18 01920 | Jaipur | BtoG_ | Eo032M 70.00 6.0
19 019-20 Jaipur BloC EQD32M 650,00 -
20 018-20 Delhi BtoC %&9_
21 2018-20 Mumbai BtoB oo
22 2019-20 Surat BtoB 51,00
23 2019-20 Jaipur BtoB EQD28M 2,263.00
24 2019-20 Mumbai BtoB E0028M —%.Oﬂ
25 2018-20 Delhi BtoB EQ028M 1.,770.00

—l Sheet2  Sheet3 &
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9.73

It will ask for lower than values do you want to highlight in selected area?.

LRIcUaTor FormuE ang Hignignt 1 CHE VWorKng HOWE anag WorKing wen LORVErT LORVEIT LNaRge Taxt SEVE TR ENCET PIVOT 1A
Caleulations = - Pratection = Protection » With Cells ~ Columns »  Sheets » Dates ~  Text ~ Case ~ and PDF ~ Cpaticn
Data Pratection Working with Cells, Row, Calumns and Sheets Convert Data
I
F 468 Enter Value b4
Enter Lower Than Value :
Cancal
018-20
019-20
018-20 EQ028M |
01530 Ecoss
2019-20 E0D28M
019-20 EQ0ZEM -
019-20 E0030M
_ ] _2019-20 _ E0030M
2019-20 EQO30M
2018-20 _EC030M
2019-20 E
Anin an EAnanLL
9.7.4 Please provide required number here and click ok.
T — - S R e e
Caleulations - - Protection = Protectionn = | With Cells = Colurmns = Sheets = Dates = Text > Cose ~ and PDF = Options =
Dt Promection ‘warking with Celly, Row, Colurmne and Shsely Convert Cats
- |
F3 S 468 Enter Value x|
d 5 8 & D J
1 Enter Lower Than Value
2 o Bto 0 od P
3 Apr-19 | 2019-20 BtoB EOD28r
4 Apr-18 2018-20 BioB ED028
- Apr-18 2019-20 | BtoB EO028M
6 | Apr19 | 2016-20 | | BloC Eoo2en (300 |
7 | Apre BtoC }
8 Apr- 2018-20 BtoC .
a [ Apr- 2018-20 BtoB
10| Apr 2018-20 BtoB ,
11 Apr-1 201820 [ M BtoB i
121 Apra BtoC
13| Apr-18 BtoC i
14 Apr-18 BtoC _414.00
15| Apr-1 Btal 58,00
A6l Anra AtaR 117.00

9.7.5 It will highlight required lower than values in selected range.

B B b = == R

ﬁj} (;—:E Aa

H E

Caleulator Formula and Highlight Sheet Coll Warling  Rows and  Working with Convert Convert Change Text | Save in Excel Pivot Table
Caleulations « > Pratection * Protection « With Cells » Colutmmns «  Sheets ~ Dates ~  Tewt ~ Case » and POF = Optlons
Data Protection Waorking with Celix, Raw, Columes and Sheets Convert Data
M1l J
B = o E Ly G H | Jd

o EDD030M
01 E0030M
20 £0030M
20 030N
a E0D30N
1] pur EDO030M
2018-20 Surat_
2018-20 Diethi
2018-20 Murmbai
2018-20 Jaipur
2018-20 | Jalpur
2018-20 Deihi
2018-20 Mumbai
2018-20 Surat
2019-20 Jaipur.
2018-20 | Mumbal
25 Aprei 2018-20 Dethi
ﬁce& | Sheet3 *
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9.8 HIGHLIGHT NEGATIVE VALUES IN SELECTED RANGE

It will highlight negative numeric values in selected range. Please select range and then run this option.

Steps to be followed:

9.8.1

First select the range where negative values need to be highlighted.

d A a c [&] E F <] H I ]

1

2 Location BtoB/BtaC Produc G

3 EQ028M 78.00

4 EQ028M 21

5 E0Q28M -137.

] EQQ28M 5.00

7 EQQ28M 32.00

a8 EQ028M -161.00

9 40.00

10 8.00

5 167.00

12 B6.00

13 -22.00

14 215.00

15 24.00

16 -55.00

17 Murnbe E0032M 44.00

18 Jalpur 3 E0032M 6.00

19 Jaipur BtoC E0032M =
20 Dedhi BioC E0Q032M -
21 Mumbal EtoB EOQ34M -58.
22 Surat_ BtoB E0034M 130.00
23 Jaipur EtoB E0G28M 1,307
a4 Mumbai EtoB EQC28M 135,
25  Apr- Dehi EtoB EQ028M £75.00 || i)

Sheet3 i+ [4]

9.8.2

Click on the option “Highlight negative values in selected range”.

= Ty = - - = = HE
HH : [ ) o =] B &85 e LS Aa H |
Caleulator Farmula and Highlight Sheet Colly Working  Rows and Working with Comvert Convert Change Text Savi in Excal Pivet 1
Calevlations « ] Protection ~ Protection ~ With Colls ~ Columns >  Sheets ~ Dates v Tewt Cane > and POF = Optia
BBE Highlight alternate rows in seluctec) range peelanne snd sheets Camert Dty
G3 BB Highlight altermate colurnns in selected range
| A B B Highlight duplicates in selacted range E <] H ! 2
1
2 Month FY 15 Highlight unique In selected mnge
3 Apr-19 2018-20 - 468.00
4 Apr-19 2019-20 lfﬁ-_-] Highlight top values in selected range 344.00
5 Apr-18 2018-20 468,00
@ Apr-19 2018-20 Highlight greater than values in selected range 1300 600
7 Apr-19 2018-20 BB Hightight fos ' o A 250.00 R
8 | Apr 1920 | [l Highilght lower than values in salected ranga EREXT —
190 :E::: g ::gg i Highlight negative values In selected rangs Highlight negative values in selected range
1 Apr-1f 018-20 _ WBE Lighlight misspelled colls in current shoat 16wl highlight rQalyy nurTAnclues 0
12 Apr-1 2018-20 = nge. Ple st ramge anc thisn
}: :F‘f-‘ g ‘-g_g BB Chear all conditional farmatting from selected range run this buttor
pr-1 - R 4 4
15 Apr-18 | 2018-20 Surat_ | |
16 Apr-1 019-20 Delhl
S e o3ry-ar e v v t
9.8.3 It will highlight all negative values in selected range.
A B = D E F G H | I 1

3

2 Location BitoB/BioC Froduc Code

3 2018-20 Delhi BloB EQ02BM

4 2019-20 BtoB EDCZBM

5

- 0

7 BitoC 002! 0

8 BtoC E002BM 0 ]

9 BioB E0030M 412.00 40.0
10 0 BioB ECD30M 308.00 8.0
11 0 BloB ECQ30M 322.00 167.0
12 0 BioC E0030M 106.00 86.00
13 0 BtoC EOQ30M 37.00 -22.00
14 0 BloC E0030M 414.00 215.00
15 0 BloB E0032M 59.00 24.00
16 0 BloB EQ032M 117.00 -55.00
17 0 BloB E0032M 116.00 44.00 |
18 0 BloC EQ032M 70.00 6.00
19 0 BloC E0032M 650.00 =
20 Apr- a BtoC EC032M 325.00 -
21 Apr- 2019-20 BtaB E0034M 320.00 -58.00 |
22 Apr- 2018-20 BioB EQ03aM 251.00 130.0
23 Apr 2018-20 BioB EC0ZEM 2,263.00 1.397.00 |
24 Apr- 2018-20 BtoB EC02BM 578.00 135.00 |
25 Apr-1¢ 2018-20 BtoB E0028M 1.770.00 575.0

IS Sheet2 | Sheet3 (3}
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9.9 HIGHLIGHT MISSPELLED CELLS IN CURRENT SHEET
It will highlight all the cells that have misspelled words in current sheet.

Steps to be followed:
9.9.1

9.9.2

Caleulator

First select the sheet where misspelled cells need to be highlighted.

Click on the option “Highlight misspelled cells in current sheet”.

= &= & gl Aa H

Formulnand  Highlight Sheet Colls Working  Rows and Working with | Convert Canvert Change Text ~ Save in Excel
Caloulations ~ L Protection ¥ Protection ¥ With Colls ¥ Columns »  Shewts ~ Datos ¥ Toxt v Case ¥ and PDF v
B Highlight alternate rows in selected range Cekumners srid Shests Corvert Oata
Al ' B8 Highlight atternate columns in selected range
) A B3 vighlight duplicates in selected range c D E F G
1 |optician - speech synthe
2 optician 5 Highlight unique in selected range
3 magician - speech synthi
~ - 0 Highli s in selected 12
4/ [magician I8 Highlight top values in selected range
5 3 peech syntht {8 Highlight grester than values In selected range
6 '
7 Highlight fower than values in selected range
g Highlight negative values (n selected range
10 mission = Highlight misspelied cells kn current shoot Highlight misspelled cells in current sheet
11 different - speach syntht ” 1t will b 1l thes Ve
P ot ———— Cl [ itional fo i C ange
12 different ] Clear all conditional formatting from selected range bt ’
13 accident - speech synthesis
14 accident | was glven counselling after the accident,

15 occupant - speech synthesis

16 occupant

17 infant - speech 1yr|_lh(;l;

The next daor house has a new occupant,

18 infant The Infant cried for his milk. *
19 their - speech synthesis
20 their The girls went to see their favourite pop group.
21 [they're - speech synthesis
22 they're | wonder why they're so late,
(ISBEERM Sheot2 | Sheetd | Sheetd (1) ‘

9.9.3

It will highlight all the cells having misspelled words in selected range.

o [A

Caleulatsr | Formulaend | Highlight Sheat calls Working  Powe and Working with | Comvert Corwert Change Teet | Sava in Extal
Calculations = ¥, Protection = Protection ¥ | With Cells » Columns »  Sheets = Dates > Tout ~ Case~ and POF =
Diata Protection Workig with Cells, Kow, Columng and Sheets Convart Data
Al I optician - speech synthesis
4 & 8 € | B E F | &
) |ophcl.an - speech synthesis N — i .
2 |optician Get an opticlan 1o test your eyes.
3 Imagiclan - speech synthesls
4 magiclan They had a magiclan at the children's party.
5 musician - speech synthesis ) ” ) ~
§ | musicon i i i i a1
7 Itiplication - speech synth
g% muitiplicaticn Jhainyarse i inis multpseatian; *
9 misslon - speech synthesis
10 mission He was an a mission to Africa, *
11

12 different

In Britain, some spellings are different from the USA,

13 accident - speech synthesis

| was given lling after the ol

15 occupant - speech synthesis

16 |accupant
17 infant - speech synthesis

18 infant . The infant cried for his milk. *
19 | their - speech synthesis
20 their The girls wenl to see their favourite pop group.
21 they're - speech synthesis
22 [they're _ | wander why they're so late.
|ESHESREY cheetz | Sheets | Sheeta %) 1
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9.10 HIGHLIGHT WEEKEND IN SELECTED DATE RANGE
It will highlight all the dates when it is Saturday and Sunday.

Steps to be followed:

9.10.1 First select the date range where weekend (Saturday and Sunday) needs to be highlighted.

Sl. No.  Month ) BioB i Gross M

(R BT T SR T

9.10.2 Click on the option “Highlight weekend in selected date range”.

B HE [ = = B B [ e H B @ B

Coloslator  Formuland | Highlight Shest Cols Working  Rows and Working with ~ Convert Convert Change Text | Save n Excsl | PivotTable | Get FX  Send Mail Using
Calculations - Protection ¥ Protection = With Celis ¥ Columns ~  Shewts = Dates « Text~  Case~ wnd POF» | Options~ | Rates v Outhook

o) Highight altemate rows i selected range Row, Cohumims and Sheets Conveet Data

a ) Highlight altemate coksmns In selected range

“. AL B U B Highlight dupicates in selected range E F S | H B O (B K

kS Sl No Month i Highlight unique in selected range BloC Produc Code Sale Gross Mar

3 1 oB E0028M

a 2 19 ; 8 Highlight top values In selectod range oB EO028M | 34400

5 | oB E0028M

& y 1 & Highlight areater than values In selected range o E0028M

; I‘ B Highlight kowet than values in selected range g :gg:z

9 9 | wr 0B [E0030M
- I 1 5

10 g 3 Highlight negative values in selected range B E0030M

n S B ighiight mss i In curront shee oB E0030M

1 10 1 9 ighlight nvsspelod colls In currant shaet oC E

13 1 4 Highlight weekend in selected date tange Highlight weekend in selected date range

18 13 Apr-19 Y 1 will hichfight all the detes when it s

15 1 Apr-19 11 ER Highlight a particutar day in selacted dote range ; A

16|16 | Apr1o || Saturday of Sunday

1 15 Apr-19 || BE Clear all formatting from selected range o8 | E0032M [

18] 16 | Apr19 [amwapmeuws  vepw 1 owC | Eoosam |

9.10.3 It will highlight all the dates when it is Saturday or Sunday.

B A H B g B

Caleulator Formubaand | Highlight Shisat Coll Working  Rews and Working with | Convert Convert Change Tt Save bo Excel | Pot Table  SecFX | Send Mall Using
Calcudntions = C Protection = Protection = | With Calla = Columm = Sheats = Dates > last=  Cosw > and POF » | Options ~ | Rates = Cutlook
Duta Pronecsion | Wonking with Caulls Row. Cobumis und Shisemn Coiwet Datd
L7 f

Location BioB/BioC FProduc Code
Deihi

7-Apr-20
B-Apr-20
8-Apr-20
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9.11 HIGHLIGHT A PARTICULAR DAY IN SELECTED DATE RANGE
It will highlight a particular day as per user requirement. This function will ask for a number for
required Day to be Highlighted. Provide 1 for Monday, 2 for Tuesday, 3 for Wednesday, 4 for
Thursday, 5 for Friday, 6 for Saturday & 7 for Sunday.

Steps to be followed:

9.11.1 First select the date range where required day needs to be highlighted.

v
N Si. No. Month ob Produc Code Sale Gross Margin
B
B
5
& 4
¥ 5
a 6 Jaipur
9 i d __ daipur
w0 8 Dielhi
" 9 Mumbai_
12|10 | Surat
L R Delhi
14 ] Jaipur
Surat

N T e L =8 =F B =l - =
3 = &= & ¥ [BGE Aa | H B @ [
Sheet Cells Working  Rowsand Working with | Convert Convert Change Text | Saveinkxcel  PivotTable  Get¥X | Send Mail Using

Protection ¥ Protection ~ With Cells > Columns «  Sheets ~ Dates « Text~ Case v and POF ~ Options fates = Outlook ~

=

Calasator Formula and
Caloulations ¥

HH Highlight altemate cows in selected range sk Cokene ahd Seacts SRR

o
w

2 Highlight alternate columns o sebected rangs

Highlght dupficates in selected range E F G | H ! ] K

LN
>
O

Highlight uniqua in selacted range BtoC Produc Code Sale Gross Margin

Highlight top vakes m solected range

Highlight lower than values In selected range

R I T SRR R

BE Highight greater than vaslues in selected range
Fn
=

Highlight negative values in selectod range

¢ Highlight misspelled cells i cutrent shest

M Highight weekend in selected date range

[ Highlioht a particular day In selectad date range

BB Cloar all formatting from solacted rango

Reinshed e
w17 1T-Apr20 |

20| 18 | iBApr20 |

21 19 lw

22| 20 20-Apr-20 |

[ 2 21-Apr-20

24| 22 Apr-19 22 Apr-20

2s| 23 Apr-19 23-Apr-20

9.11.3 It will ask for a number for required day

B @ [ B &8 W W [l H OB @ B

Calodator | Formulaand | Highlight Sheet Calls Wortking  Rews and Working with | Convert Convert Change Test | Save i Bxcel | Pivet Tabla | GetFX | Send Mal Using

Calculoticns » i Protection  Protection ¥ With Cells ~ Columns~  Sheets + Dates » Text > Casa ™ and POF Options » | Hates ~ Dutloak =
Lata Profection. ‘Working with Cells, Row, Columns and Sheety Corvert Dats
3 h 2i-020 Number for Day x
;‘I- i T 5 - ___| L ~—— Please provide a number for required Day to be | £ ; L T K
& _ Highlighted, Frovide 1 for Sunday, 2 for Monday, 3 for

B 5. No. _Month Date Locatian Tuesday, 4 for Wednesday. 5 for Thursday. 6 for Friday Cancel

3 18 . | & ¥ for Saturday . __78.00

5

]

¥

;]

3

10|

1

12

13

14

15
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9.11.4 Please provide a number for required day and press OK. Provide 1 for Monday, 2 for Tuesday,

3 for Wednesday, 4 for Thursday, 5 for Friday, 6 for Saturday & 7 for Sunday. Let’s take a
example for 2 i.e., Monday

E B B L EH =2 &8 @B H e H B B B

Calouator | Formulaand ' | Highlight Shest Cells Working  Rows and Working with | Convart Convert Change Taxt  Savein Bxcel | PivotTable  GetFX | Send Mall Using
Cafculations = = Protection ~ Protection = With Calls ~ Colwnins *  Shaets = Dates = Temt~ Case = and POF ~ Cptions = Rates = Cutlock =
Data Pratection MI\IM\MIH'L!‘G.R_W, Coumn: and Sheets (.:ﬂ\_.!'! Data
€3 - fr | 01042020 Number for Day ¥
4, A 3 —_— B Please provide 8 tumber for requited Day 16 be = ! =k
Highlighted: Provide 1 for Sunday, 2 for Monday, 3 far
Location Tuusday, 4 for Wednesday, 5 for Tharsday, & for Filday
& T for Saturdlay |

Mumbai

1,770.00

9.11.5 It will highlight all the dates when it is required day. In this example it is Monday.
B g [ = =

Caloilator | Foermulaand | Highlight Sheat Colls
Cabcudations »

Working  Fows and Wocking with | Canuert Corvart Change Taxt

Savein Excel | PvotTable  GetFX | Sand Mail Using
Pratecton = Protechon = With Calls ~ Cobenne *  Sheets «

Dhatwn « Twnt~  Cosw~ and POF = Optioes © | Rates Butlock ~

[l Prasteetion Wearking wiih T, Rew, Cohirmi and Sheefs ot Dats

g

Month BtoB/BtoC Produc Code
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9.12 CLEAR ALL FORMATTING FROM SELECTED CELLS

Most of the highlight functions are giving result based on a condition explained above i.e. use
conditional formatting for highlighting any value. This function will clear all conditional

formatting from selected range.
Steps to be followed:

9.12.1 First select the range from where formatting needs to be removed.

5|, Mo, Month i Code - Margin

1,770.00 575.00

9.12.2 Click on the option “Clear all formatting from selected range”.

Bl b B =2 W B Eg Aa H B @

Colculatsr  Formulasnd  Highight Sheet Colls Working  Rows and Working with | Convert Convert Change Tert | Sovein Bxcsl | PwotTable | Get FX
Caloulations v v, Protaction ¥ Protection ¥ With Cells ¥ Columns *  Sheets v Dates * Toxt v Cosev and POF v Options v Rates v
B Highight alternate rows in selected range Row, Columns and Sheets Convert Data
(%] B Highbght alternate colurrms in selected range
1‘", AL B 1 [E vighight duphicates in selected range E L3 G H L1
[
Fll S| No.  Month 1 Highkght unique in selacted range Gross Margin
3 Apr-1 oB 468.00 00
4 2 19 || Highght top values i selected tange oB 344 00 213.00
5 Apr19_| B 488.00 137.00
5 r Apr1 [B] Highbght greater than vatues in selected range. o0 43.00 00
7|5 | Apra oC 250.0 32.00
8 Apr:T — ﬂ Highlight lower than values in selected range oC 359 0 16”‘&'
19(} 2’%«—-‘ 2 Kighbght negativovalues 1 solacted range £ 335‘30 4 g”
W 9 | Apr-18 B & wyoigoht misspelled cells in cutrent sheet oB 322.00 167.0C
oC 108.00 66.00.
Highlight weekend in selected date range oC 37.00 22.00
2 . o 414,00 215.00
3 Il HA Highkoht a particular day in selected dete 1ange 08 58.00 2400 |
4 i = EnnaIM 117.00 55.00
15 [} Clear all formatting from selectad range Clear all formatting from selected range | 116.00 44 00
R I T L L S N—T 1 B} vl clecr ol formattinig from selected 7000 6.00

9.12.3 It will clear all formatting from selected range.

5l No. Month BioB/BloC Produc Code Sale Gross Margin
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10 SHEET PROTECTION

10.1 PROTECT ALL SHEETS WITH PASSWORD

It will protect all the sheets with password at one go. Same password will be used to protect all

the sheets. All sheets should be unprotected before using this function.
Steps to be followed:

10.1.1 Click on the option “Protect all sheets with password”.

H B = 8 R
Shest

Calculator Formula and Highlight Calls Wiorking  Rows and Working with | Convert Convert Change Text
Calculations ~ = Protection * Protection = | With Cells ~ Columns~  Shaets » Dates ~ Text > Case
5 Pratect all sheats with password Protect all sheets with password
A2 - Je [ Protect all sheets withaut password it will protect all the sheets with
: E5 protact sll sheets with password and with formatting rights
el E& Unprotect All Sheets unpre sl before using this
3 r-1 2019-20 Delhi JLneHan,
4 Apr-19 2019-20 Mumbai T8 Unprotect Current Shest 213.0U
5 Apr-18 2019-20 Surat Brak EOUZEM 468,00 137.00
[ Apr-19 2019-20 Mumbai BtoC E0028M 13.00 6.00
T Apr-18 2019-20 Delni EtoC EQ028M 250.00 32.00
8 Apr-19 2019-20 Jaipur BtoC E0028M 308.00 161.00
9 Apr-18 2018-20 Jaipur BloB E0030M 412.00 40.00
10 Apr-18 2019-20 Delhi BtoB E0030M 308.00 8.00
11 Apr-19 2019-20 Mumbai BloB EQ030M 322.0 167.00
12| Apr-19 2018-20 Surat BtoC E0030M 106.0 66.00
13 Apr-19 2019-20 Delhi EtoC E0030M 37.0 22.00
14 Apr-18 2019-20 Jaipur EtoC EQ030M 414.00 215.00
15 Apr-19 2019-20 Surat BtoB E0032M 59.00 24.00

[GGE Aa H

Save in bxcel
and PDF ~

=

I g
Prvot Ta
Option

10.1.2 Provide the password in box and click ok. It will protect all the sheets with password provided.

A B o B = e 3 2B Aa

Save in Excel

Caleulator Formula and Highlight Sheet Cells Working  Rows and Working with | Convert Convert Change Text

Calculations ~ - Protection ¥ Protection » | With Cells ~ Columns v Sheets ~ Dates ~ Text ~ Case « and PDF ~
Data Pratection working with Cells, Rew, Columng and Shests Comwert Data

4 i fe | Month Protection Password >

1 I — B T & B E Plzase provide Password to protect and press ok, _0_'5

2 FY Location BtoB/BtoC Produc Cf pTe

3 2019-20 Deltu BtoB EQO28M

4 2019-20 Mumbai BtoB E0028M

5 2018-20 Surat BtoB E0028M =

6 Apr-18 2018-20 Mumbai BitoC S I =ase provide password hare

£ Apr-18 2019-20 Delhi BtoC EC028M.

8 Apr-18 2018-20 Jajpur BtoC EQ028M 308.00 161.0

2 Apr-18 2018-20 Jaipur BtoB ECD30M 412.00 40.0

10 Apr-19 2019-20 Delhi BtaB ECO30M 309.00 8.0

11 Apr-19 2018-20 Mumbai BtoB EQO30M 322.00 167.0

12 Apr-19 2018-20 Surat BteC ECO30M 106.00 66.0

12 Apr-19 2019-20 Delhi BtoC ECO30M 37.00 22.0

14 Apr-19 2019-20 Jaipur BteC EQ030M 414.00 215.00

Bizwizard Info Solutions Private Limited
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10.2 PROTECT ALL SHEETS WITHOUT PASSWORD

It will protect all the sheets without password at one go. All sheets should be unprotected

before using this function.

Steps to be followed:

10.2.1 Click on the option “Protect all sheets without password”. It will protect all the sheets.

o=t T = =
Caleulator | Formulasnd | Highlight Shast Calle Working  Rows and Warking with
Caloulations ¥ Protectian = Frotection ©  With Cells © Columns =
Ef Protect all sheets with password
el f ['?5 Protect all sheets without password
: A B c 3 Protect all sheets with password snd with formalting rights
Maonth Fr [STeTile] E3 Unprotect All Sheets

Apr-19

Eg Unprotect Cumrent Shest

[F68 Aa | H B

Converl Convert Change Text Save in Excel Pivol Table Gt FX
Dates = Tewt ~ Case ~ and PDF ~ Cptions < Rotes =
Convert Dt

Protect all sheets without password

10 il protect all the shests

password al one o All she

Furcticy

Brarky B9

Bizwizard Info Solutions Private Limited
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10.3 PROTECT ALL SHEETS WITH PASSWORD & WITH FORMATTING RIGHTS
It will protect all the sheets with password only with formatting rights at one go. Same password
will be used to protect all the sheets. All sheets should be unprotected before using this

function.

After using this function, user will be able to do any kind of formatting but editing in data will

not be allowed.

Steps to be followed:

10.3.1 Click on the option “Protect all sheets with password and with formatting rights”.

— = [t — - . - . "
A BlAN B | =B B B [ G As s B
Caleulator Farmula and Hightight Shest Calls Warking  Rows and  Working with Convert Convart Change Text Save in Excel Prot Table Get FX
Celeulations v bl Protectian  Protection v With Cells » Colemns *  Sheats Dates » Test~ Case ~ and POF Dptions ~ Rates +
EF Protect st with s 1 Tdinatinor)
c1a : B | MW protect all sheets without el
il A 8 < EZ Pratact ol sheets with password and with farmatting rights Protect all sheets with password and with formatting rights
- Month FY [RlerMTe] G Unprotect All Shoets
3 Apr- 2019-20 Dethi
4 2019-20 Mumbal Ed Unprotect Current Shest
5 2019-20 Surat EDUZEM
[} 2019-20 Mumbal E0D28M
¥ 2019-20 Deil E0028M
a 2019-20 Jaipur E0028M
9 2019-20 Jaipur EQO30M
10 2019-20 E0030M
Ll 2019-20 E0D30M_
12 2019-20 E0030M
13 2018-20 EDD30M
14 | 2019-20 EQD30M
15 2019-20 EDO32M
16 2019-20
17| 20
18|
19 |
20
21
22 |
23 =
25| Apr-19 | EQ028M
JSEESHN cheer:

10.3.2 Provide the password in box and click ok. It will protect all the sheets with password provided.

BB D

=

2 R e

8 68 Aa i

Caleulator Formula and Highlight Cells Working  Rows and Working with | Convert Convert Change Text | Save in Excel | Pivot Ty
Calculations ~ b Protection ~ Protection ~ | With Cells ~ Columns ~  Sheets ~ Dates ~  Tewt ~ Case « and PDF ~ Option
Cuara Pratectieon Warking with Cells, Rew, Columns and Sheste Comwvert Data
A2 fe | Month Protection Password x
B B 5 > E Plzase provide Password to protect and press ok, oK ]
& ) Cancel

2019-20 Deltu BtoB EQO028M
2018-20 Mumbai BtoB E0028M
2018-20 Surat BtoB E0028M
2018-20 Mumbai BtoC [SpEIY @5 /=ase provide pe
2019-20 Delhi BtoC EC028M.
2018-20 Jaipur BtoC EQ028M 309.00 161.0
2019-20 Jaipur BtoB EC030M 412.00 40.0
2014-20 Delhi BtoB EGO30M 309.00 8.0
2018-20 Mumbai BtoB EQO30M 322.00 167.0
2018-20 Surat BtoC ECO30M 106.00 6.0
2019-20 Delhi BtoC ECO30M 37.00 220
2019-20 Jaipur BteC EQ030M 414.00 215.00

Bizwizard Info Solutions Private Limited
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10.4 UNPROTECT ALL SHEETS
It will Unprotect all the protected sheets at one go. All sheets should be protected with same
password if these have been protected using password. It will ask for password. If sheets are
password protected, please provide password else keep it blank and press ok.

Steps to be followed:

10.4.1 Click on the option “Unprotect all sheets”.

= Aa = g [

| B B NA E | 2R B 3
Caleulator Formuld and | Highlight Shuut Cells Woiking  Rows and Werking with | Convert Convirt Change Text | Save in Excel | Phot Table | Get FX
Calculations L Piotection = Protection ~ | With Calls » Columns Sheats Dates v Text Case « arvd PDF » Options « Rates ~

GE Protoct ol sheets with password Cowmvert Data

e Je | [ Protect all sheets without password
A | B L€ | G5 protectall sheats with password and with farmatting nghts k<] | H | | | i I K
& Unprotect All Sheats Unprotect All Sheets

Dradhi
& Unpiotect Current Sheet

10.4.2 Provide the password to unprotect (keep it blank if sheets are protected without password) in
box and click ok. It will unprotect all the sheets.

Bl B (3 B = B B [358 Al iy @

Convert Corvert Change Text | Savein Bxcel | Pivot Table  Got FX

Caleulator | Eoimulsand | HigHiight Sheet Cells Woiking  Rows and Working with
Calculations v - Protection ~ Protection = | With Cells ~ Columns »  Sheets ~ Dates = Taxt> Case® and PDF = | Options > | Rates
Diata Protection Working with Cells. Row, Cohumns snd Shests Convert Dats
cia = fe | Jaipur Unpratect All Sheets x

L

A | & e i ! E ' Pease provide Password to Unprotect al sheats and

press ok. If no password has been set while protecting
the sheets, keep it blank and press ok or concel. It will Cance!
unprotect all sheets

2018- M
2019-20 EQ028M
2019-20 EQ028M
EO0030M
EQ030M
EQ030M
E0030M

E0032M
E0032M
E0032M
E0034M
E0033M
E0028M

2018-20
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10.5 UNPROTECT CURRENT SHEET

It will Unprotect current protected sheet. It will ask for password. If sheet is password

protected, please provide password else keep it blank and press ok.
Steps to be followed:
10.5.1 Click on the option “Unprotect current sheet”.

“[j.é@ B

i ] Gl Aa  H

Caleulator | Formulaand  Highlight Calls Warking  Rows and Working with | Convert Convart Change Text | Save in Extel
Caleulations * Protection ¥ Protection ¥ | With Cells ¥ Columns ¥ Sheets ¥ Dates ¥ Toxt ~ Caso ¥ and PDF
EF Protect all sheets with password Canbiet Dusa
c14 B | [ Protect oll sheets without password
A A B L€ G0 protect all sheets with password and with formatting rights Lo i i
P rep— Bross Margin |
Sh AR
G Unprotect Current Sheet Unprotect Current Sheet
Stot EVUZEM 488,00 et curnt protectid
BtoC E£0028M 13.00| Kfor passwordh. I
BtoC £0028M 250.00 |
BtoC E0028M 309.00
BtoB E0030M 412.00
BtoB E0030M 308.00
BtoB E0030M 322.00
BtoC E0030M 108.00
BtoC £0030M 37.00
ipur BtoC £0030M 414.00
BtoB £0032M 58.00
BtoB E0032M 117.00
1 fut BloB £0032M 116,00
_Apr19 | 2018-20 [ Japuwr |  BtoC 70.00
19 Apr-1 2019-20 Jaipur BtoC 850.00
20 Apr-i 2018-20 Delhi BtoC 325,00
21 Apr-19 | 2018-20 | Mumbai |  BtoB 320.00
22 Apr-1 2019-20 Surat BtoB 251.00
23 Apr- 2019-20 Jaipur BtoB 2.263.00
24 Apr-1 2019-20 Mumbai BtoB 579.00 135.00
25 Apr-19 2018-20 Dethi BtoB 1,770.00 575.00
[ISHEERI Sheet2  Sheets | (1) :

=

i ex
Prvot Table Got FX
Options ¥ Rates ¥
J K

10.5.2 Provide the password to unprotect (keep it blank if sheet is protected without password) in box

and click ok. It will unprotect current sheet.

AR R

Highlight Sheet Cally Working  fiows and  Working with
s Protection * Protection = With Cally = Columns = Shests ~

& GB Aa (]

Canvert Convert Chenge Test
Tt »

Calculator Farmula and

Calculations = Dates ~ Case »

Duata Protection Working with Cells, Row, Columns mnd Sheeis Convert Data

n
i
=

Ji Jaipur

Unprotect this Sheet x|

Plaase provide Password to Unprotect cells of this sheet
and prass ok, I no password has beon sat while
protacting the sheet, keep it blank and press ok or
cancel

Maonth Location BtoB/BloC Produc Gy

R R SR

] 201

5| 201
|/ shesti |

Apr-1
22 Apr-1

Bizwizard Info Solutions Private Limited
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11 CELLS PROTECTION

11.1 LOCK CELLS WITHOUT PASSWORD HAVING FORMULA IN CURRENT SHEET
It will lock all the cells having formula without password in current sheet. No one will be able to
edit any cell where there is formula in the sheet.

Steps to be followed:

11.1.1 Click on the option “Lock cells without password having formulain current sheet.” It will protect
all the cells where there is formula in current sheet.

8 Aa H B @

B B [bE = B B [

o
Rows and Working with | Convert

Caleulatos Formula and Highlight Shest Cells ert Change Text | Saviein Excel | Prvol Table Get Fx
Cadeitlations ~ - Protection ~ Proteetion = | With Calls ~ Columns = Sheets = Dates~ Text~  Case and PDF ~ | Options~ | Ratss~
Pala P By Lock calls without passward having formuls in curmantsheat Leck cells without password having fermula in currents
s 2 Je || laipur B Lok cells with password having formula in cutantsheet ol el ity passiinre heving farnidan
A B e B D B Lock cells and hide formula with Passcwrd in currentsheet
1
Ell  Month [ I ) Lock Setected Cells With Password bain |
3 Apr-18 2019-20 Dethi Bta '8.00
4 | Apr19 2015-20 Mumbal Bto B Lock Selectud Cells anc Hide Formus With Password 3.00
5| Apr19 | 2019-20 | Surat Bta 7.00 |
& Apr-1 2019.20 Murnbai Blo Bl Unlock Protected Cells 6.00
T Apr-1 2019-20 Ceelhi EtoC ED028M 250.00 32.00
B Apr-1 2019-20 Jaipur EtoC EQD2EM 300.00 161.00
9 Apr18 | 2019-20 _daipur BtaB E0030M 412.00 40.00
10| Apr-189 2019-20 Delhi BtoB EO030M 309.00 8.00
11 Apr-18 2019-20 Mumbai BioB EQ030M 322.00 167.00
T Apr-18 2018-20 Surat BtaC E0030M 106.00 66.00
13 Apr1g BloC E0030M 37.00 ~22.00
14| Apr-1a | 20 BtaC [E0030M 215,00
15 Apr-1 2019-20 BtoB E0O32M 24,00
16 Apri 2019-20 BtoB EQD32M 55.00
17 Apr-19 2019-20 BtoB EDD32M 44.00
18| Apr-19 2019-20 BtaC E0032M 6.00
19| Apr-19 | 2019-20 BtaC EDD3ZM -
2019-20 Bial EQ)3ZM -
- BtoB E0O34M 58.00
BtoB EO0a4M 130.00
BtoB EO028M 1,397,00
BtoB EQ028M 135.00
EtoB | EQD28M 575.00
) .
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11.2 LOCK CELLS WITH PASSWORD HAVING FORMULA IN CURRENT SHEET

It will lock all the cells having formula with password in current sheet. No one will be able to
edit any cell where there is formula in the sheet.

Steps to be followed:

11.2.1 Click on the option “Lock cells with password having formula in current sheet.”

El ['?E] M E B EGE A H  RE @

Caleulator Formula and Highlight Shest | Working  Rows and Working with | Convert Conwert Change Text | Save in Excel Pivet Table Get FX
Caloulations = - Protection ~ Protection® | With Cells « Columns »  Sheets » Cates = Text = Caza and POF = Options * Rates =
OamF O | ek colls without password having formula in conentshess  VeTDa0
F11 = fr 323 ; : . .
ﬂ Lock calis with password having formmila in cumentshest Lock cells with passwaord having formula in currentsheet
. & E £ B B Lack cols and hide formula with Passawrd in cutrentsheet Yol ';"I* all the cells with passward having formula in
trents hesst
2 Month =Y DRETEN O ack Selected Colls With Password
3 Apra19 | 2019-20 _Delhi _ Bto .,
4 Apr-18 2018-20 i Big [ Lock Selected Cells and Hide Formula With Password
5 Apr-18 2018-20 Ble
i} Apr-19 20 i Bto B Unlodk Protected Cells
7
8

24 Apr-19 ;
25 Apri8 i 1.770.00

|_ Sheet2 | Sheetd ] ‘|

11.2.2 Provide the password in box and click ok. It will protect all the sheets with same password
provided.

! ﬂ[—ﬂ DJ Lﬁ] B A @ CEE Aa

Caleulatar Formuls and Highlight Shaest Cally Working  Fows and Working with | Convert Convert Change Tewt | Sawvein Excel | Pivor Table | Get FX
Caloulations » » Protection ¥ Protection ~ With Cells » Columns ~  Sheets » Dates »  Text v Case * and POF « Options + Rates =
Data Protection Woarking with Celis, Row, Colunns and Sheets Canvert Data
Fii fi 81 Protection Password X
B .2 1 E l Please pravide Password to protect and press ok, L K
Cancel
2018-20 toB E0028M
25 Apr-19 2018-20 Delhi EQ02EM 770 X
_ Sheet2 | Sheet3 ) ‘|
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11.3 LOCK CELLS AND HIDE FORMULA WITH PASSWORD IN CURRENT SHEET
It will lock all the cells having formula and hide formula with password in current sheet. No one
will be able to edit any cell or view formula where there is formula in the sheet.

Steps to be followed:

11.3.1 Click on the option “Lock cells and hide formula with password in current sheet.”

b > o =3 B
B 6% [n PEN ## & & (G5 Aa H B @
Caloulator | Formulaand | Highlight Showt Calls Working  Rows and Working with | Cotvert Convert Change Text | Sivein Bxcel | PlvotTabls | Gel FX
Caleulatians = » Protection ~ Protection® | With Cells ~ Columns v Shosts ~ Dates * Taxt~  Caso~ and POF = Options * | Rates ~

OaPrt O |k colls without passwerd having formula In cunentsheer (291 Beta

22

-

& Lock calls with password havirg formla In cumentsheat

b
>
@
2

b B Lack cells anel hide Tormula with Pagaowrd bn cuarentshest Lock cells and hide formula with Passowrd In currantsh

o formuls with passwerd hav
B Lock Selctad Calls With Password TR WIT L PR I T

B Lock Selectac Calls and Hide Formula With Password

-}
Fip Undeck Protacted Calla

WE~NAN bW N =

25| Apri 019-20 | Deinl

[SHEER cheers | Shees | () : ? - T

11.3.2 Provide the password in box and click ok. It will Lock cells and hide formula with password in
current sheet.

H i @

B B [ = = B

Calculator Forrmula and Higghdig bt Sheet Colls WnrhluJ Rows and  Working with Convert Comvert Change Text Save in Excel Pt Table Get FX

Calculations « v Protection ¥ Protection ~ With Cadls = Calirmng Sheets = Dates *  Toxt > Case > and POF = Options = Rates v
Diata Prostectinn Wiorking with Cefls. flow, Cofumng and Sheets Corvert Data

F11 fi 311 | Protection Password b

"’l' A B c o £ Please provide Password to protect and press ok E L K

2 Location BloB/BtoC Produc C c

Ll

4

5

5.

1l

.l

9|

10

1
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11.4 Lock SELECTED CELLS WITH PASSWORD

It will lock selected cells with password in current sheet. No one will be able to edit protected

cell.

Steps to be followed:

11.4.1 First select the cells which needs to be protected and click on the option “Lock selected cells

with password”.

T = (=]

5 El [ B i = A = i (o

Caleubator Farmula and Highlight Shiest  Celis Working  Rows and Warking with | Convert Converl Change Text | Save in Bxcel | Pivol Table | Get FX
Caleulatian ~ - Protection ~ Pratectian = | With Cells = Columns = Shests ~ Dates =~ Tuxt~  Case™> and POF ~ Optiors ¥ | Hales 4
Datd P8 0 Lok colls without passwerd having formula In cuentsheer  Het Bt

F11 fx a2 B Lock calls with password having farmula in currentsheat
1-: A L] c B B Lock celis and hide farmida with Passowrd in currentshest H ! 2 b
Ell Month LTV LIMETETEN: () ok Sebectad Calls With Password Lock Selected Colls With Password
3 Apr-1 Delhi Bl
a —“ﬁ"m Mumbai Blo () Lotk Selected Cells and Hide Farmuln With Password g ':I‘I seltctat oy wlt
5 |_Apr1 Surat Bta .
6 Apr-1 E@ Unlock Protacted Calls
7 Apre ED028M
B8 Apr- EQO28M
9 | Apr- E0Q30M
10 Apr- EQQ30M
11 [ Apr- E0030M
12| Apr- EQO30M
13| Apr
4 Apre
15 Apr-
16 Apr-
17| Apr18 |
18 Apr-18
19 Apr-18
20 Apr-18
21 Apr-18
22 Apr18
23 Apr18 2018-20
24 | Apr-18 2018-20
25 Apr-19 2018-20

11.4.2 Provide the password in box and click ok. It will protect selected cells with password.

B B & [k B | = 6

Calculstor | Formula and | Hightight Shewt Calls Working  Rows and Warking with | Convert Convert Change Text | Save in Excel | Plvot Table | Get F¥)

Calculations « - Protection ¥ Protection = | With Cells = Columns ¥ Sheats = Datws > Taxt>  Cawe v ond POF | Optiors ¥ | Hates
Duts Fretection Wioeklng with Celly, e, Cediming and Sheets Corwert Data

F11 £ || 322 Protection Password x

TX . i € 2 E Please provide Password to protact and prass ok —m . k

2 Location BtoB/BtoC  Produc C Earodl

3 i

4

-5

6 | |

7

8 !

9

10

1l

12 Apr-

13 Apr-1

14| Apr-1

15 | Apr1

16, Apr-19

17 | Apr-1 )| Mumbai

18 Apr-1 Jaipur

19 Apr-1 i -

20 Apr-18 E

21 Apr18 | 0.

22 Apr-19 2018-20 3

23| Apr-19 | 2018-20 |  Jaipur .1,387,00.

24 Apr-18 20 0 Mumbai 8.00 135,00

25 Apr-18 2018-20 Delhi 1,770.00 575,00 |
SNSRI Sheet2 | Sheerd () 1
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11.5 Lock SELECTED CELLS AND HIDE FORMULA WITH PASSWORD

It will lock selected cells and hide formula with password in current sheet. No one will be able
to edit protected cell or view formula in the sheet.

Steps to be followed:

11.5.1 Click on the option “Lock selected cells and hide formula with password.”

L&

=
Cells:

B OEE O

=g -Aa.

g

Save in Excel
and POF =

Phvot Tabla

Options =

Get FX
Rates =

Lock Selected Cells and Hide Formula With Password

ck coloctg

Caleulatar Formula and Highlight Shest Working  Rows and Warking with | Convert Caorvert Change Taxt
Caleulatons = - Protection ¥ Protection = With Cells ~ Columns ~  Sheets ~ Dates ~ Text » Case ~
HAaP O} Lock celis without password having formula in cumentsheet  E11 51

F31 f: gy ) Lock cells with password having formula in currentsheet
1 A B k . & Lock cells and hida formula with Passowrd in cutentshest
El  Month FY [TV O Lock Selected Calls With Password
3 Aprt 2018-20 Deelhi Blo o
4 Aprd 2018-20 Mumbai B Lotk Selected Calls and Hide Farmula With Passward
3 Apr-1 2019-20 Surat . i
5 Apri 2019-20 | Mumbal Ef Unlock Protected Cafls
7 Apr-l 2019-20 Celhi E0028M 250,00
B 2019-20 Jaipur E0028M 306.00

2018-20 Jaipur ED030M _412.00

308.00

E0030M
£0030M

E0030M

“Ap r-1

23 Apr-19 | 2016-20

24 Apr-18 2018-20

25 Apr-i8 2018-20

58,00

103, 251.00 130.00
E£0028M 2,263.00 1,397.00
E£0028M 579.00 135.00
£0028M 1.770.00 575.00

[ S

vt hide |

srrmvula with

11.5.2 Provide the password in box and click ok. It will Lock selected cells and hide formula with

password.

i3]

|_[.
r
iz |
Shest

= | B

o)

Colaulater | Formulaand | Highlight Colls Working  fows and Working with | Convert Canvert Changs Text
Calzulations ~ ~ Pratection ~ Protection ~ | With Cells ~ Columns ~ Sheets Dates ~  Text~
Data Protechon | Warking with Celfs, Row, Columns and Sheets Corwert Data
F11 fi | 322 Protection Password
1: T L 2 & B E Please provide Password to protect and press ok
2 Location BloB/BtoC Produc C
L
4
5 Apr-1
6 Apri rllPicnse provide
7 Apra1
] Apr-
9 | Apr-

Dethl

Tumbal

BtoB

4 0 BleC

2018-20 BtoC
21 Apr-18 2018-20 BioB
22 Apr-18_| 2018-20 BtoB
23 Apr-18 | 2018-20 | BteB
24 Apr |  BteB
25 Apr-19 2018-20 BioB

JEESEE cteet2 | Sheetd |

&
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Save in Excel
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Cancel
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Options ¥
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11.6 UNLOCK PROTECTED CELLS
It will Unlock protected cells in current sheet. It will ask for password. If cells are password
protected, please provide password else keep it blank and press ok.

Steps to be followed:
11.6.1 Click on the option “Unlock Protected Cells”.

B R (b & B B [[d5l Aa | H B @

Calculator | Fomula and | Highlight Shwel | Celly Woiking  Rowsand Warking with | Convert Convert Change Tast | Savein Excal | Plvot Table | Got FX
Calculations - Protection = Pratectian * | With Cells = Columns = Shauts = Dates = Taxt~  Cane~ and PDE > | Options > | Rates -
Data vt O | ek calls without password having Tomuls in currentsheet Vo0 Bata
3 2 :
F11 ! a2 By Lock enlls with passwerd having formuda in carrentshest
B < B B Lock culls anel hide formula with Passowrd in currentsheet H [ S L3

TUTME LA () Lock Selactad Cells With Password

£ Lock Selected Cells and Hide Formuls With Password

| Bl .
Bio Eah Unkock Protected Cells Unlock Protectad Cells

BioC E0028M 250.00 21wl Unleck protected cells It will
BioC E002BM 308.00 B s
BtoB 412.00

306 00

322 00

2018-20
2018-20

2019-20

11.6.2 Provide the password to unprotect (keep it blank if cells are protected without password) in
box and click ok. It will unprotect all the cells in current sheet.

m Rk = - =8 A | H B @

Caleulator Formula and Highlight Shaet Caslls Working Rows and  ‘Working with Cammt Convart Change Text Saum in Excol Pivot Tshie Get FX|
Caloulations = - Protection ~ Protection = With Calls = Columns = Sheets ~ Dates ~  Text = Case * and PDF ~ Options ~ Rates -
Duata Protection ‘Working with Cells, Row, Calumns snd Sheets Conuert Data
cis = B Jaipur Unprotect this Sheet %
| 1 K

Please provide Password to Unprotect cells of this sheet
and prass ok, If no password has been sat whils
protecting the sheet, keep it blank and press ok or
cancel

Location BtoB/BtoC  Produc Gy
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12 WORKING WITH CELLS

12.1 CONVERT FORMULA INTO VALUES IN CURRENT SHEET
It will convert all formulas into values in current sheet.

Steps to be followed:

12.1.1 Click on the option “Convert formula into values in current sheet.” It will convert all the formula
in value in current sheet only.

= S = - |-
= b= = B = et
Caleulston Farmuls and Highligghit Sheat Cells Working | Fows and  Wordking with Save inExcel | PhotTable | GetFx Seri
Ealcubataons ~ L rotection = WWith Calls ¥ Columns ~  Sheets mrvcl PO~ Options ~ | Rates ~ €
v IR Comvert fommida into vakaes in current shiot i
Lt £ | 106 e convert fermula into vatues n all cheots
B I1 Highlight all blank cols in sckctad range H L ) L L
EICISTETTTo g elEets =) Solcct all blask colls in seloctad range I

BioB o
BioB Unrnarge all calls in curent shaet o
BloB o]
Blot ? Remove unwanted spaces from selocted range g |
g%;—cc; Add serial numbers from currant coll g-
BtoB |
&toB

2018-20 | Mumbai | BtoB |

2015-20 BtaC

2018-20 BtoCT

: a |

2018-20 BtoB

2016-20 BioB

2018-20 BioC
BtaC
BtoC
BB

A BtaB

2018-20 BloB

2016-20 Murnbai BioB

Apr1 201920 | Dwhi BicB EDO2EM I
JEBESE| shoct: | sheet3 & ‘|

12.2 CONVERT FORMULA INTO VALUES IN ALL SHEETS
It will convert all formulas into values in all the sheets in current file.

Steps to be followed:

12.2.1 Click on the option “Convert formula into values in all sheets.” It will convert all the formula in
value in all the sheets.

E! Aa IL[ 1
1 Comvart Change Taxt Gt FX
Tewt Cann ~ Rates ~
B Bt Y v Convent farmula inte valuas In current sheet hen
£12 S 108 [ Convert formuln inte values in ol sheets Convert formula into values in all sheets
< B I Highlight all blank celis n selectad range il corme "I" “'r"'l'll' M T e
FY Location BtoB/BtoC  ProdieiE e e e R e [}
BtoB B _ o
BtoB E EH Unmerge all colls in current shont o]
BtoB B (]
“BtoC T E & Remaue unwanted spaces am selected iange
g—lﬁg 1% Add serial nurmbes from curmmat cnll g:
BloB 20030M 412.00 40,00
BtoB A

BioB
BtaC

1,387.00
135,00
575.00
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12.3 HIGHLIGHT ALL BLANK CELLS IN SELECTED RANGE
It will highlight all the blank cells in the selected range. Please select range and then run this

option.

Steps to be followed:

12.3.1 First select the range where blank cells need to be highlighted. Click on the option “Highlight

all blank cells in selected range”.

E B = b &

e B B 3G Aa

H E ©

Caleulator Formula and Highlight Sheat Colly Working  Rows and Working with | Convart Convert Change Text | Save in Excal | Pivot 'a.blu Gt FX

Caleulations = - Pratection = Protection = | With Calls = Colurmns = Sheets ~ Dates = Tast=  Cose ™ and POF > | Options * | Rates ~
RRTL S N P canvert formula into vakues in eurrent sheet o
A2 Jr | Month P Carwert formula into vakaes in all sheets
4 ——A 8 < D T1 Highlight sl larik cells in selectud range Highlight all blank cells in selected range
1 i k
2 = Slect all blank colfs in selocted moge & f ; | ”"“I
L anel thee

3 Unrmarge all cells in current sheat il

g Remave unwanted spaces from selected range ﬁ

; £ add seral numbars from cunent colt b}

9 _Jaipur 412,00

1] [0 Delhi.

1n o .00

12 | 2 ra

13 _2016-20 L 37,

14 : -2 14

15 [ Apr _Surat 59.00

16 20 117.00

v 116.00°

18 i ; r

19 T . -

0 —— i

21 | Mumbai

: - o —

23 3 : 1,397.00

5 T e

25| hprt9 | 201820 [ Dem | 70, 575,
|WSHESE etz | Sheetd | Sheetd & ‘.

12.3.2 It will highlight all blank cells in selected range.
= = — —_—
B B B b B =B W W [[H§E Aa H [y

Caleulator Formulaand | Highlight Shewt Colls Working  Rows and Working with | Convert Convert Change Text | Save in Excel | PuotTable | Gt FX

Calculathons = ” Protection ¥ Protection™ | With Calls » Columns »  Sheats = Datas * Townt * Care * and POF ~ Options * Ratus =
Duts Protection Wiorking with Cells, Row, Columng and Sheets Comuert Dats
M9 5
A A B c o E F. G H | 1 K

BioB/BioC  Pros

> 2018-20 Delhi BloB EQ02EM 468,00 78.00
Apr-1 018-20 | Wumbai BtoB Ed0zEm 344,00 | 213.00
Apr-1 018-20 Surat BioB EQ028M 468.00 137.00

& Apr-1 018-20 Mumbai BtoC EQ028M 13.00 | 6.00

7| Apri 2018-20 Delhi Btol EQ028M 250,00 32.00

B Apr-19 Btol EQ028M 309.00 161.00

8 Apr19 BtoB 412.00

10 Apr-19 BloB_ EQ030M 309.00 8.00

11 Apr-1 BtoB EO0030M 322.00 167.00 |

12 Apr-1 BioC EQ030M .00

13| Apr-1 BtoC EQ030M 3r.00 22.00

14 Apr-1 2018-20 Jaipur BioC 414.00 215.00

15| Apr18 _ | Surat BtoB Ed03zm 58.00 -

16| Apr-19 2018-20 Delhi BtoB EQ032M 117.00 55.00 |

17| Apr-19 | 2018-20 Murmbai BtaB EQ03ZM 116.00 44.00

18 Apr-1 2018-20 | Jai BtoC E0032M 70.00 | 8.00

19| Apr-1 2019-20 Jaipur Biol EQ032M 650.00 | -

20 Apr-1 2018-20 Delhi BtoC E0032M -

21 Apr-1 2016-20 Mumbai BtoB EQ034M 320,00 58.00

22 Aprd 2019-20 | Surat Btof E0034M 251.00 130.00

23| Apr19 | 2019-20 BtoB 2,263.00

24 Aprei 2019-20 | Mumbai BtoB EQ02EM 579,00 5.

25| Apr-18 2018-20 Delhi / BtoB E0028M 1,770.00 575,00

[NSBSRE| sheot2 | Sheatd | Sheetd ) |
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12.4 SELECT ALL BLANK CELLS IN SELECTED RANGE

It will select all the blank cells in the selected range. Please select range and then run this option.

Steps to be followed:

12.4.1 First select the range where blank cells need to be selected. Click on the option “Select all blank

cells in selected range”.

= - e . — =l
| H@ D—J b=t E @ @ |_r3_. 3 ﬁ Aa E Esé_.’ ']

Caleulator | Formulaand | Highlight Shaat Calls Working | Rows and Working with — Convert Convert Changs Text | Save in Excal | Pivot Tsble  Get £X

Calculations = w Protection * Protection = | With Celle™ Columns = Sheels = Dates = Taxt~  Case~ and POF = Dplions = Rates ~

Dutactestn ¥ Pl Convait farmula inta vabues In currant sheet Dt

i = Jv | 01-04-2019 Pl Convert tormula into vikues in all sheets
i - - < 2 E1 Highlight all blank csls in selected range o I ) K |
1
Ell  Month FY e ey ok Select all blank cells in selacted rangs Select all blank cells in selected range
4| Apr-18 018 ;
a ' .'ﬁ: ﬁ m [ unmarge all colis in cusrent shoet
; i T8, '_ Ao o mﬁi- & Remave unwanted spaces from selected range
; | Delhi BlgG. 12 Add setial murnbers Ham eurrent sl %—
5 | daipur Bio8. 200 ]
12 37 = 7
1 | aipur oG- Ty 21500
15 ‘Surat % 59.00
16 20 | Deihi Bt 117.00 85.00.
1z | Mumbal i 116,00 A4,
18 | Jaigur _70.00 8
10 | daipur | BtoC 850,00 -
20 "W ﬁ' - =
21 | Mumeal Biog. gu:i'jo 5800
22 : Surat BteB 251.00 130,00
23 : : ) 2,263 1,387.00
24| Apr-19 Vi sae S0 135,00
25| Apr-19 | 2018- Delhi BloB 1,770.00 575.00 |

Sheet | Sheetd | (1) = 1

[SHERE cheer:
12.4.2 It will select all blank cells in selected range.

Shast

[3 &8 Aa

Calculator | Formulaend | Highlight Calls Warking  Rows and Working with  Convert Convert Changes Taxt | Save in Excal
Caleulations ~ - Protection ~ Proteclion = | With Calls © Columns ~  Sheets « Dates » Taxt+  Case~ and PDF =
Dt Prostection Wesrking with Cells, Reow, Cishimna and Sherts Carvert Dstn
ESQ * fr
H I ']

Location BtoB/BtoC Produc Code

20 J
201 70.00 6.00
20 650.00 5
_| 20
20 320.00
20 251.00
201¢ - _ 226300 1,367.00 |
2019-20 Mumbal BtoB ED028M 578.00 135.00
Apr-19 | 2019-20 |  Delhi BtoB E0DZEM 1,770.00 ST5.00 I
IR reet? | Sheetd | Sheetd ) bl
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12.5 UNMERGE ALL CELLS IN CURRENT SHEET
It will unmerge all the merged cells in current sheet.

Steps to be followed:

12.5.1 Click on the option “Unmerge all cells in current sheet”.

51 Gh

8@ o @

=Tl
= Bl Aa | H B |
Calculstor | Formulasnd | Highlight Sheet Calls Working  Fows and Working with | Convert Convert Change Text Save File PvotTable | GotFX S
Caleulstinns » - Protecion = Pratection ~  WRREslls ™ Columns ~  Shoets ~ Digtes ~ Text Come ™ and Data > Options Rates =
SN veC iy Y F Convert formula inta valhses in current sheet i
bz ’ B BtoC e Convert formula into values in all sheets
4 A A L= 1 Highlight all blank cells In selected range F G
1
Bl Month [ Select all blank cells in selacted range m
3 | Apr18 - ’ e
4 Apr-18 wg!n_llcllk In current sheet Unmerge all cells in current sheet
: T Remove unwanted spaces from selected range Bl urjicaee 3l the ot ool
: - = Add serial nurmbers from current cell
9 g::g EQ0ZEM 181,00
2019-20 BioB ECO30M
2018-20 Btol EQQ3CM 88.00
BroC 22.00
BtoC EQO2CM
215.00
2010-20 E0032M -
2019-20 EQ024M 320.00 58.00
22 Apr1 2019-20 E0024M 25100 130,00 |
23 Apr-1 2019-20 226300 1.397.00
24 | Apr-1 2018-20 Mumbai EQQ28M §79.00 135.00
25 Apr-18 | zoie2n Delhi EOOZEM 1.770.00 575.00
B creet:  Sheetd | Sheetd | (5 .
12.5.2 It will unmerge all the merged cells in current sheets.
= T ; BHinset - Z-A
re - E
Bk B B B 2w
Paste O Conditional Formatas  Cell e Sort & Fin
5 =g B0 30 | pooming e bk Sylkew | EIFormatv | € moeo gol
Chpboad K Fart = o Pu ik =] Style Cully
112 4 Je
4 A B [ o E F G
1
2 Location BtoB/BloC Produc Code
3 Apr-19 2018-20 Delhi E0028M 78.00
4 Apr-1 2018-20 Mumbai E0028M 213.00
B Apr-1 2018-20 Surat E0028M 137.00
& Apr-1 2018-20 Mumbai EQ028M .00
¥ 2018-20 Delhi E0028M 32.00
Al 2018-20 Jaipur E00281 161.00
9 | 2018-20 Jaipur
10] 2019-20 Delhi
11 Apr1 2018-20 Mumbai E0030M
12 _Aprt Surat E0030M 86,00
13 Apr-1 Delhi E0030M 37.00 22.00
14 Apr-i Jaigur 414.00 215.00
15| Apr- Surat 58.00
16 Apr- Delhi 117.00
17 Apr- Mumbai 116.00 il
18 Apr- Jaipur 70.00 6.00
Jaipur B50.00 =
Delhi -
NMumbai 320.00 58.00
Surat BioB 251.00 130.00
BtoB 2,263.00 1,397.00
Mumbai BtoB 579.00 135.00
Delhi BitoB 1.770.00 575.00

Sheet3

[sheed | )
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12.6 REMOVE UNWANTED SPACES FROM SELECTED RANGE
This is data cleaning function. Sometimes we might face issue and see unwanted spaces in data
in prefix and/or suffix. This function can help to remove all these unwanted spaces. It will
remove unwanted spaces from selected range. Please select range and then run this option.

Steps to be followed:

12.6.1 Select the range where you have unwanted spaces and click on the option “Remove unwanted
spaces from selected range” It will remove all unwanted spaces from prefix and suffix from

selected range.

2 b

[E]

e B B 58 A

H [ m@

Caleuldntar Formula pnd Highlight Cells Warking  Fows and Working with | Comvert Convert Change Tewt Save file PvotTable  GetFX

Calculations = - Protectian ~ Protection ~ | Wth Eslle® Columns ©  Sheets ~ Dates ~ Jed = Case~ and Data~ | Opliohs~  Rates ¥
Dacs Pyncenian * B Convert formula into vakaes in current sheet =

A2 R | Month Wi Canvert formuala int vakies in al sheets

1 A 8 c g 1 Highlight all blank calls in selected rangs —_ H L K

2 [MEL .7 Select all blank cells In selected range

3 - 0

2 FH Unmorge a8 colls in cusent sheet 0

; Apr-18 2019-20 Mumbal BtoC & Remove umwarited spaces from selcted 1angs Remove unwanted spaces from selected range

et e o Sl # Add serial numbers from curment cel L derncs Wnistniel apler Mnsceded

8 | _Apr-18 2019-20 Jalpur BtoC = LU ! == taricgs. Pluase sehact tange and then nn this

9 |__Apr-13 2019-20 Jalpur BroB E0030M 412,00 400 button

10|_Apr-18 | 2018-20 Delhl BtoB ED030M 309.00 8.0

11| Apr-18 2019-20 Mumbal B8 E0030M 322.00 167.00

12| Apr18 | 2019-20 Surat BtoC E0030M 106.00 56.00

13 [ Apr-18 2018-20 Delh| BtoC E0030M 37.00 22.00

14| Apr-19 2019-20 Jaipur BtoC E0030M 414.00 215.00

15| Apr-18 | 2018-20 Surat EtoB E0032M 56.00 24.00

16| Apr-18 2019-20 Delh| Bl E0032M 117.00 55.00

17 | Apr-18 2019-20 Mumbai BioB E0032M 116.00 44.00

16| Apr-18 2019-20 Jaipur Btol E00320 T0.00 6.00

19 | Apr-18 2019-20 Jaipur Btol E0032M 650.00 -

20| Apr-18 2019-20 Delhi BtoC. E0032M 325.00 -

21| Apr-18 2019-20 | Mumbal Blog E0034M 320.00 58.00

22 | Apr-18 2019-20 Surat Bto8 E0034M 281.00 130.00

12 A A0 WA 0 [ENE— Deals [=Ln LT A aea nn 4 an7 nn

12.7 ADD SERIAL NUMBERS FROM CURRENT CELL
It will insert serial number from current selected cell. It will ask for how many serial numbers
do you need. You need to provide the value.

Steps to be followed:

se

12.7.1 Select the cell from where serial number needs to be inserted. Click on the option “Add serial

number from current cel

|II

| D:% [__'-, @ l’;ﬂ Q o) ﬁ Aa
Caleulstor | Formulaand | Highlight Shest e nd Warking with | Convert Comverl Change Text
Calculations = - Protection < Protection = mng *  Shests = Dates »  Text Case ©
S Seacon ¥ Fle Comvert formula into values In corent sheet e
A3 f P Comvert formula into aluss in all sheety
: A 8 c o E E1 Highlight all blank cels in selacted range H
2 Maonth (TN ETET o0 soiect ol Blank cells in sefected range
3 Apr-1 201 Delhi BtoB i
4 Apr-1 2018-20 Mumbai BtcB 3 Unmerge all cells in current sheet
5 Apr-1 2018-20 | Sural BtoB = Z 137.00 |
5 Apr-1 201820 | Mumbal | BioC ¢’ Remove unwanted spaces from selected range 6.00 |
i Apr18 | 2018-20 |  Delhi BtoC s .
8 Apr-16 | 201920 | Jaipur BloC it SR R a o0 SATA o8
] - 018-20 Jaipur BtoB | E0030M 412.00
10 018-20 | Dehi Blod EGO30M 308.00
11 018-20 Mumbal BtoB E0030M 32200
12 01920 | Surat HtoC E0030M 108,00
13 2018-20 | Deihi BtaC E00301 37.00
14 018-20 | Jaipur BtoC EQQ30M 414.00
15 Apr-18 2018-20 | Sural BioB E0032M 58.00
16 Apr-18 2018-20 Delhi BtoB EQ03zMm 117.00
17 Apr-18 | 2016-20 | Mumbal | EioB E0032M 11600
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12.7.2 It will ask how many serial numbers you want to insert. Provide the number and click Ok.

B B D= = E R =M dJ R

Coleulator | Formulaond | Highlight Sheot Cells Working  Rows and Working with ~ Conwvert Convert Change Text | SaveFile  FivotTable | GetFX  5¢
Caleulations « - Protection  Protection * | With Cells » Columns ¥ Sheets ~ Rates > Tewt > Case~ and Data~  Optiom = Hates ~
Dats Protection Warking with Cefls. Aow, Columna and Sheets Convert D_n\n
A3 fe Enter Serial Numbers =
“‘f A B £ D E IEnllu Valus, how many serial number do you want to lII 2 K H
nsert? "
2 Cancel
3
4] BloB |
5 8108 ;
6] BloC i
7 BioC I e e
- BioC EQQ2EM 308.00 181.00
2 BicE EQ030M 412,00 40.00
10 BicB ED030M 309.00 B.00
11 BtcB EQ030M 322,00 167.00
12 BloG E0D3OM 106.00 _68.00
13 Btal ED030M 37.00 22.00 |
14 BtaC EDO30M 414,00 215.00
15 BtcB ED032M 58.00 24.00 |
16 BteB ED032M 117.00 55.00
17 BtoB ED032M 116.00 44.00
18 BtoC EDD32M 70.00 8.00
18 BloC EQD32M B50.00 =
20, BitaC EDD32M _325.00 =
21 BteB EDD3aM 320.00
22| he EDO34M 251.00
23 BtoB EDO2BM 2,263.00
24 BicB EDO28M 578.00
25 BteB ED028M 1,770.00
+) “

12.7.3 It will insert desired serial number from selected cell.

B | (b B & W B [GcH Ae H g @

Caleulatar | Farmulaand | Highlight Sheat Calls Working  Rows and Working with ~ Convert Convert Change Text Save File Piwvot Table = GetFX 5
Caloulations « - Protoction * Protection = | With Cells = Columns = Shoets ~ Cates =* Tt Casa ™ and Data = Options = Rates =
Data Protecion Warking with Calh. flow, Columra and Sheen Convart Duta

E0D02EM
EDD2BM
EQO28M
E0026M

i Murmbal
| Jaipur
Jaipur _BloC
Delhi BtaC
Mumbai__ BtoB
Surat BteB
| Jaipur BicB
Mumbai BtoB
- 8 | 2 Celhi BtoB 00;
24 | Apr-19 | 2018-20 | Japur BtoC E0028M D |
IEEEEE) Sheet?  Sheetd | Sheetd | (& ‘
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13 ROWS AND COLUMNS

13.1 UNHIDE ALL HIDDEN ROWS & COLUMNS

It will unhide all the rows and columns in the current sheet.

Steps to be followed:

13.1.1 Click on the option “Unhide all hidden rows and columns.” It will unhide all hidden rows and

columns in the current sheet.

- = — o = [ T = E 7= ) !
B B B = @SB E BHAa HEB &
Calndabse | Formodamnd | Highight Shewt Cals Wiotking R and Working with | C: vert Chanpe Taxt | SmvaFle | PhotTable | GetFX | Send M g

Cakudatiors = - Pritection « Pratection = | With Cels = Gokimpa=  Shests = Dates = Text= and Datn~ | Opbai = | Aates = Outionk~

Darta Prosection Wartmgwith C j Uirhide all hiden rows snd okimns

B3 2 o ams0 U Uhice ol hidden cokimnms b4
il A L] E 0 Urhidks ol hidden raws ! ! K L M N o .
2 Eb et bilank akmmate sows in seeced mape
3
& 201920
5 2018-20
] 2018-20
i 2018-20 EQ0Z0M
12 2019-20 EG030M
13 201820 E0030M
14 [ 2018-20
15
15 _2018:20
17| E 20
18] _2018-20
19 _2018-20
20 2018-20
21 2018-20
2 2018-20
.o} 2019-20
2 2018-20
2 2018-20
2% 201820
27 2018-20
A _2018:20
)| 20 -

=

13.2 UNHIDE ALL HIDDEN COLUMNS
It will unhide all the columns in the current sheet

Steps to be followed:

13.2.1 Click on the option “Unhide all hidden columns.” It will unhide all hidden columns in the current

sheet.

G & &

Calculstor - ta and T Sheet Calls Working  Rowsand | Working with
Calculations = v Protection « Protection ~ | With Cells = Columns = Shests ~
Data Protaction WWiewking with C
B3 > fx 2019-20

UE - Unhiiciie all hedden coburmms

S+ Unhide all hidden rows

B O [EGE Aa H | [ [

Convert Convest Change Ted | SaveFlle | Puot Table | GetFX | S
Dates = Text>  Case = and Date = | Options = | Rates =

[ unhide all hidden rows and caliumens

Unhide all hidden columns

11wl

B¢ Insart blank alternate rows in selected mnge

E0028M
| E00ZaM 1 U jnsert blank abternate colums clected range
| EDDZEM A68.00 | BT
[ 308.00 |

E0030M 32200 |

E0030M 56.00
| EQ030M 37.00 22.00
I 414.00 215.00
! . 5300

E0032M 17.00

E0032M 116.00 o]

_ED03zZM 70.00 6.00

E0032M 650 00 -

E0032M

E0034M 320.00 58.00

E0034M 251.00 130.00

23 | Apr- 2019-20 2.263.00 1.387.00

24 Apr 2018-20 | E0028M 578.00 135.00

25| Apr-19 2018-20 EQ028M 1,770.00 575.00

26| Apr19 201920 ED028M 15.00 9.00

2% 4 ¥ 20 _ED028M 1,819.00 =

28 E 664.00 388.00

29 EDO3ZN 228 00 62.00

Sheetd | SheetS | sl.utg (* 0|
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13.3 UNHIDE ALL HIDDEN ROWS
It will unhide all the rows in the current sheet

Steps to be followed:

13.3.1 Click on the option “Unhide all hidden rows.” It will unhide all hidden rows in the current sheet.

Rows and | Working with =~ Convert Convert Change Text Save Fila Pivot Table Get FX

Calculator Formula and Highlight Shest Cells Working | B X
Calodations » b Protection ~ Protection | ‘With Colls = [Columns ™  Sheets + Dates » Tewt = Case = and Data> = Options = Rates =
Chati Peoiction Working Wth© [ {inhide all hidden rows and calumns
83 £ i Y Unhide all hidden columns
fa A sss—— E ¢ Unhide all hidden rows Unhide all hidden rows
d ¢ Insert blank altemnate rows in selectad range {eadlnhide: af:the sous Tnthe
currant sheat

HE ncart blank altermate columins n selected range

1
2
34 Apr-19
4

Apr-19
5 Apr-19 RETa
10 Apr-19
11 Apr-1
12 Apr-d 66.00 |
13 Apr-1 22.00 |
14 Apr-1 215,00
15 Apr-1
16 Apr-19
17| Apr-
18 Apr- 6.00 |
19 Apr- £
20 Apr- -

29 Apr-19 2018
EREEE heet?  Sheet  Sheets  Sheetd *
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13.4 INSERT BLANK ALTERNATE ROWS IN SELECTED RANGE
It will insert a blank row after every row in the selected range.
run this option.

Steps to be followed:

13.4.1 Select the range vertically in any column where you want to insert blank alternate row.

A 8 c ] E i G H

1

2

3 1 Apr-18 201920 Delni 468 00 T8.00 |
4 2 Apr 18 2018-20 Mumbal ET 213.00 |
3 f Apr1g 2019-2 Surat 468,00 137.00|
3 4 Apr1g 0192 Mumisi 13.00 500 |
T B Aprt 2019-2 Delhi 500 3200 |
] [ Hpr-{ 20192 Jeipue 30404 161.00 |
[] 7 Aprd 201820 JBipir 41200 0.0 |
10 A Apr1 201920 Delhi I 200 |
1 L] Aprd 018-2 hiumbai 7 167.00 |
7] 10 Apr1d 2019-2 Saral 10600 66.00 |
it} 1 Apr12 019-2) Deli .00 2m]
" Aprl 20182 Jzipy 440 21500 |
15 Apr-1 0142 Saret 5a0 2400
16 Apr- 209-2) Delhi 17 0 55.00 |
7 Apr- M2 Wumbal 116 0 ]
i [ Apr 101920 Jaipur 700 500 |
19 1 Apr- 2019-20 Jaipu B51 00 -
m Apr-13 201920 Deni 375.00 -
n Apr13 0191 Wntal 2000 5,00 |
2 2 fipr-18 20192 Surat 25100 13000 |
i3] 2 Ape1 20182 Jeigur 26300 |

: f “ : n”

13.4.2 Click on the option “Insert blank alternate rows in selected range”.
b = ™ =) ﬁ ;E E
B B [ = &5 SH Aa g ~
Calewlator | Formulsend | Highight Shest Calle Working ‘Rowsand Working with | Convert Comvert Change Tet SaveFile | PhotTeble | GetfX | Sand Mai Using
Cakeulations > Protection ¥ Protection> | With Cells » Columng=  Sheats ~ Dates ¥ Tatv  Cae~ ancdData~ | Options~ | Rates~ Duthock
Deta Protectian Weaking with O D Unhide aff hidden rows and columns

F 7 P EQ0Z8M B Linkide a1 fidden columne

f - 5 £ g" Unhide 21 hidden rows. B B

; 20120 3¢ Insert blank altermate raws in sskected Tange Insert blank alternate rows in selected range
: ! l:;:; ig—;; M sert blank alternate columis in selected range Rt ioerts Bank o I‘:J_ ,.,.I- Ih'_“m' e f;:%
& | A1 2830 M HL: 600
T 5 g0 P Dehii BioC 20
(] ki | Apr-18 201950 Jaigur BioG I 161 00
] 7 Apr-18 20370 Jagr [ 21200 W
1 8 e 207550 Dell BtB 30800 800
1 E] I Apr-18 207630 Murbs EiE 30 167.00
2 0 Bpr10 201520 St BlC 106.00 56.00
(] it [ Ape it 201830 Cemi Bte: 00 20

13.4.3 It will insert blank row after every alternate row.

B b E & & &8 3 Aa

B & B

Gt £

Caleulstor | Formula snd - Highlight Shaat Cally Wesking  Rows and Working with | Convert Corwert Changs Teit Fivot Tebie Send Wall Using
Cabeulations « i Prokection * Protection = With Cells © Columns ¥ Sheets « Dales ¥ Test>  Case v Optons ©  Fates Cutaok «
Data Protecson ‘Warkarg with Cella, How, Columes and Sheet

Fas . fr | ECOZEM

4 A ] (= ] E £ [ H

l Localion Produc Code

: 1 ] fpe-14 -2 ) [ QU 000 | |
: [ 2 | Apetd 82 Wl [ EOEN ETTIL] FIE|
; 3 I At 7017 St Boil EOE L0 i &
ITJ_' [ I Apr1l_ 010 Wamal [ EOUZEN 1500 | Eg
: 3 | Ape1d 1 P [ [ EDlzZEN 25000 | 0|
:; | [] Apr-18 i 2019-# dear [ EOT2EN 09.00 | 16100
::' T l Aprld 0199 Jeour | [ EQUION 200 | waua)
:; I ] | Ape-19 201920 Dar [ EODI0h 0000 | [l
;?, | B fpc10 BFTE] Mgl (] [T ] i)
i:: I 0 Ape10 FE Sl [TH EDIN WA | W00
:i | 1 Apetg 20120 [ [TH E00I0N 7| 2200
2 | 2 Ape- g 019-20 S [T EQUON . 21500
:é 13 Apr-1l 0120 Sum_ | ol 2a00]
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13.5 INSERT BLANK ALTERNATE COLUMNS IN SELECTED RANGE

It will insert a blank column after every column in the selected range. Please select range and

then run this option.

Steps to be followed:

13.5.1 Select the range horizontally in any row where you want to insert blank alternate column.

4 A L] | C ) E I [#] H | !
.
2 Localion BloB/BloC
3 | I
4 2
5 3 Bl
6 [iTes
T ]
a ] (R10H]
2 T it
10| L] £
1 o Hlo
12 | 10 BloC
13 1 Hiod
14 12 Btoc
15 13 Hiok
16 | 14 BB
17 15 okl

13.5.2 Click on the option “Insert blank alternate columns in selected range”.

B [& [d B Aa

[ B

Formula and

Caloulator Highlighe Sheet Colls Warking | Rewsand Working with | Convert Convert Change Tast
Caleulations = - Protection = Protection * | With Calls ~ Cokimns*| Showts ~ Dates > Text > Cane ~
LR Wocking with € I_] Unhide all hidden rows and columng
Zt = H 201530 M Uphice all hidden colurmns
1“ A B £ £ L L e Unhida all hidden rows
: 1 TED) 201920 \?_ﬂ_ a' Insart blank alternate rows In selected range
3 10 1192
; 3 :::-:I ;r% »5; M;:::“ HE et Blank altermite columss In selected range
3 4 g - —
7 E Apr- Dt
B - AT alpur
8 A Jaigsiar
19 ) Apr-
74 9 Apr-
12 10, Apr
13 11
14 12 Apt-
15 3 Apr-
16 4 Apr-
17 5 gt
18 ] Ap r
19 ] A5 Jaipur

13.5.3 It will insert blank column after every alternate column.

B B b = B & &

ﬁ? E Aa

&

Save Fila Pivot Tabla
and Data ~ Options ¥
K L M

| Insert blank ahernate colun

It will insert s blank colurmn sl

the
butten,

H [ @

Calculator Formula and Highlight Shest Celfls Working  Rowsand Working with | Convert Convert Change Text Save Fille Prvot Table | GetFX Eend Mail
Caleulations = = Pratectian ~ Protection » | With Cells » Columns ~  Sheets ~ Dates +»  Text v Case = and Data~ | Options ~ | Rates ¥ Qutleq
Darsa Prosaction Warking with Calls, Row, Columns and Snects Convert Cata
Me K le
A LS B c o E F G H I 1 K L M
1
2
3
4
5
&
i
g
L
10
n
2
13
"
15
16
17
1B 2019-20
19 2018-20
o 2010-20
21 201520
» 2019-20
23 21 19
24 22 2019-20
25 23 2019-20
% 24 2018-20
2z 25 201970
] 201850
29 2019-20
n 2019-20 Jaipur [LE ]
[BSHEEE| Sncetz | Shests | sheers | sheetd | (o il
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14 WORKING WITH SHEETS

14.1 UNHIDE ALL SHEETS
It will unhide all sheets in current file in one go.

Steps to be followed:

14.1.1 Select the option “Unhide all sheets”. It will unhide all the sheets in one go available in this file.

HH | ['[,,1 { = e o 53] ;.3&1 [ <ol _|\ Aa Ll. 15 [0 g (o>
alcudator Formuls and Highlight heet Colly Working i and  Working with wert Convent Change Text ave in Excel ot Tabl Get FX
culatior Protecti Protectior With Cells = Colummm Sheats ~ Dat Cave and Pt Rate
" [T unhide all sheets Unhide all sheots
f G Hicke sl shiots sxcapt active sheot " wi

r | 8 C o E f G H M S | opt tive b L N o ¥
1
2 g2l s heet ame Alphe |
3 5
a4 B2 eleto alt o |
5 EP peletean !
6
7 B insert Mutic
8 Sele
A ] select o |
10
"
12
13
14
15
16
17
18
19
20
21
22

ISEER sheer2 | Sheetd | SheetS | Sheetd

14.2 HIDE ALL SHEETS EXCEPT ACTIVE SHEET
It will hide all the sheets except the active sheet in one go.

Steps to be followed:

14.2.1 Select the option “Hide all sheets except active sheet”. It will hide all the sheets except current
active sheet in one go available in this file.

s =@ e 6 Pl 3 GE

et Changs Tewd

it Working with
o~ Sheats

Working with Cells fene €o0 [ | jstyicdes il aherts

=] Hide all sheets escept active shset Hicle all sheets except active sheet

[ RETEr- TS S

10
11
12
13
14

16
17
16
19
20
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14.3 SuPER HIDE CURRENT SHEET

It will hide current sheet in a way, no one will be able to see or unhide it. It can be unhidden
using macro (VBA) or using option “Unhide All Sheets” mentioned above.

Steps to be followed:

14.3.1 Select the option “Superhide current sheet”. It will hide current sheet.

= I N = e E] rag = = A - = [ N

34 3 1| | =y = L):. l;] y 1 Aa f_ ;i) | li € = }

lolastor  Formuland | Highligh Sheet o w fiows and WOMKING W Corwert Corvert Change Text  Save i Excol  Pot Taby etFX | SendMaelUsing = GotUser | Acivab

Calouk " P thon = Proe With Ca Columm Shests « Dt T POF gl R Sl M i
()
i w ac

[ B c ) £ [ G H L Soper ik cummet Sinet Supet hide cusrent sl Q R S
2 @ s 1 sheuts o
3 A
2 \ . i
5 E I t
6
7 g il bls t5in fl
2 B i Mult
a
10 () + fi !
1
12
13
14
15
1
17
18

14.4 SUPER HIDE ALL SHEETS EXCEPT ACTIVE SHEET

It will hide all the sheets in a way, no one will be able to see or unhide it. It can be unhidden
using macro (VBA) or using option “Unhide All Sheets” mentioned above.

Steps to be followed:

14.4.1 Select the option “Superhide all sheets except active sheet”. It will hide all the sheets except
current active sheet in one go available in this file.

[

s e o == T —t
leudat F Highlight Sheet Working  Rows and  Working with. = Corme il <t
Cal a Protectio W = Sheats ~ Dates = Text
s fih Colts, Row, Coll ™ | phicle a8 shests
Ll Hide af sheets sscept active sheet
A - c o E F G H [ supehide all shests excapt actlve shest Superhide all sheets except active &

1 1 |
2 2] Sart shests =
3

4 B2 Delete alf sheets except curre

3 BEF Delete all bl Tile

B

7

: 1 salect first call In all sheats

0

11

12

13

14

5
16

17

18

19
20
21
22

BEEEEE) Shoet2 | Sheet3 | Sheot5 | Sheetd
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14.5 SORT SHEETS WITH SHEET NAME ALPHABETICALLY
It will sort all the sheets alphabetically with its name.

Steps to be followed:

14.5.1 Select the option “Sort sheets with sheet name Alphabetically”. It will sort all the sheets
alphabetically with its name.

21 Sort ahests with sheet name Alphabetizally Sort sheets with sheet name Alphabetically

SRR sheotz | Sheetd | SheetS | Sheetd

14.6 DELETE ALL SHEETS EXCEPT CURRENT SHEET
It will delete all the sheets except current sheet.

Steps to be followed:

14.6.1 Select the option “Delete all sheets except current sheet”. It will delete all the sheets except
current sheet.

(U =

s and Werkingwith v
s = Sheets ¥

j& Text Save in Excal Pl
and PO Optians

9 lale

3t Tahl

Protectian ~ Protection > With Ce

Data Protoétion Working with Col, AU o [ Ui ol sheels

BB sheet2  Sheetd | Sheets | Sheetd
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14.7 DELETE ALL BLANK SHEETS IN FILE
It will delete all the blank sheets i.e. where there is no data in the sheet.

Steps to be followed:

14.7.1 Select the option “Delete all blank sheets in file”. It will delete all blank sheets in current file.

= = m B om g e =h =
|—| _'_. L L——“[ —| Aa - -
Calulatar | For Highlight sk Working with Comvert Char Exc d Mall
Cal Protect Sheets ~ I i PO Jutiook
Wl it i Unhic
Al f e ride
L L] C D E F G H M N o P Q|
: . 1 [ supe
2| 1 21 Sort sheets wi Alph, 1l
3 -
i BE Dalete all shests excapt cument shest
5 [T Deleta all blank sheets in file Delete all blank sheets in file
L] ;
= B insert Multipk Shoets e _.II
L [ Setect hrst cell in all sheets
9
10
1
12
13

14.8 INSERT MULTIPLE SHEETS
It will insert multiple sheets in the file. It will ask how many sheets you want to insert. You need
to provide number of sheets required and click Ok.

Steps to be followed:

14.8.1 Select the option “Insert Multiple Sheets”.

[= = EH ™ s frm: &E e = =T A [ -
I i i I = Bl [ « 1;] Aa = gy O =
aloylator yrmvula ane Shewt el Working  Rows and Working with nvert Convert Change Toxt  Savain Excel  Pivot Table Gt FX end Mall Using
tect) Protection * With Cell Columns Shoets ¥ Jate ot v e and POF Jptions Rates Outlook
S ] Unhide all sheet
A Jr Ll Hide al sheats excopt active shoet
[, A l 8 C o £ F 6 H [l Superhide all shoets except active sheet M N o P Q
1
2 21 Sort sheets with sheet name Alphabotically
3 -
4 G5 Detete all sheets except current sheet
5 @ Dsete all blank sheets in file
6
’ B Insevt Multiple Shaets Insert Multiple Sheets
8 [ Seloct fiest ool in sl sheet . > o
9 il
10
1

14.8.2 It will ask for number of sheets required to insert. Please provide the number and click OK. It
will insert required number of new sheets in current file.

= = [
223} =upry | =
lculats i Highligght Save jn Excel
- [ inc POF

Al L »

1 ;‘ B c o € F e oM e e et o< | B = &

2 Cancal

3

4

5 1

6

i

8

8

10
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14.9 SELECT FIRST CELL IN ALL SHEETS
It will select First Cell (A1) in all Sheets. It might be useful in multiple situations. For example,
you are working on multiple sheets for a project or presentation, and you want that whenever
this file opens next time first cell of every sheet should be activated.

Steps to be followed:

14.9.1 Select the option “Select first cell in all sheets”. It will select cell “A1” in all the sheets.

& [ E=H =2 & =
Cabeulator Shiset Calls Working  Rows and  Wodking with t v g Tin Sav in Exe
tection ot > Shests~ Dats Towt A~ and POF
Dinta M (=] Unhidecalls
fr L Hice ol shoats sxcept active shoot
IR & c D 2 i G I M N ) [
1
2| cally
3
4 b
3 [t file
L]
7 B inser
2 T Select fist cell in all sheets Select first cell in all sheets
10
1
12
13
14
15
16
L
18
19
20
21
2

SRR cheet2 | Sheet3 | SheetS | Sheetd | Sheetf | Sheet?
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14.10 CREATE LINKED LIST OF SHEETS
This option will create list of all available sheets in excel file. Name in the list will be linked with
sheets. Same can be used to move on a particular sheet only by clicking on particular sheet
name in the list.

Steps to be followed:

14.10.1 Select the option “Create linked list of Sheets”.

T E B L= = RN H BEm B B

ulator Formuly and Highlight Working  Hows ond m. with Save n Lacel Pvot Tabsle GaFX Send Mad Using Get User Al
Calculstions = - With Cells » Columns = = Sheets = and POF = Options » | Rates = CQutiook ~ Manual U
Ota Prctextion Wk wit Col Now €08 1] i ol shes
f L Hide all she
L B [ Supertide a sheots except actwe shaat H ! J K L L
21 Sort sheuts with sheat narme Alphabeticaly .
Learn More ‘ Services in Below Area
BE Delete oll sheet tcutrent sheet
Free Live Session BF Dwiete ol blank sheats in e
Jon our Youtube channel Subscribe and Hit Notification bell for free kve excel B tnsert Multiple Steets Excel Excel Training
classes and Question and Answer session on Every Surday 9PM |uce your Excel Is the most powerful tool to
[ Soloct first call in all sheot fficiency.  manage and analyse various type of
- @3 Croate Inkad ¥t of Shets Cronte linked list of Sheets trses from beginner to
Join our Channel Now v ————— Ide in-depth knowledge
that you can FAEUs OAYOl ., ...\ i et rare 18 tablas and macro for
| activity. e scale businesses.
Check out other courses s - AS -—
Hit badow button and checkout other avallabie courses
Online §/W for Billing & Accounting Team/Task Management Tool
Check other Courses GSTls gy based law. Handling Task management, Team
manually will increase timeand cost.  Work Allacation, Status Report,
We pravide cloud based Solution tor Tracking of Billing and Payment for
Check out our Excel Tools/Utilities Biling and Accounting Unlimited cerits and usars at one
’ Know More | Sumils | Sumifs (DateRange) | Countifs | Averageifs | IF | VIOOKUP Function | Master Emp List | HLOOKUP Function | .. [6) | |«

14.10.2 It will create linked list of all available sheets in current excel file.

B B [ = =8 E B | [FsAa H B @ B
Formila and Highlight Shaet Colls Working Rows and Working with | Convert Comvert ChangaText | Saven Excel | PivotTable = Get FX Send Mail Using
Calculations * .| Protaction * Protection * | ‘With Cells » Columns ~  Sheats ¥ Dates * Text~  Case and POF ~ Options *  Rates * Quilook =
Diata Frotection Working with Calle, Row, Cilumne and Shesns Convert Ot
Ald = s Fuzzy lookup
A B c D E E G H I J
1 |Know More
2 Sumifs
3 |Sumifs {Date Range)
4 |Countifs
5 |Averageifs
6 IF
7 |VLOOKUP Function
8 Master Emp List
9 HLOOKUP Function
10 |Master Inventory List
1" =
12 |
13 |
14 VLOOKUP with Match Function
15 |Index Match
16 | Xlookup
17 |Fuzzylockup Addin Undo Sheet
18 !Fuzzv lookup
19
[} Sheet2 | KnowMore | Sumifs: | Sumifs {DateRange) | Countifs | Averageife | IF | VLOOKUP Function | Master EmpList | HLOOKUP Fu ... (3) 1
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15 CONVERT DATES

15.1 CONVERT DATE INTO DAY ONLY IN SELECTED RANGE
It will convert date into day only in selected range. Please select range and then run this option.

Steps to be followed:

15.1.1 Select the range of dates which you want to convert in Day only”.

(358 A | H

D1-12-2020
032-12-2020
03-12-2020
04-12-2020
05-12-2020
08-12-2020
07-12-2020
08-12-2020
08-12-3010
10-12-2020
11-12-2020
12-12-2020
13-12-2020
14-12-2020
15-12-2020

e

15.1.2 Select the option “Convert date into day only in selected range.”

01-12-2020
02-13-2020
03-12-2020
04-12-2020
05-13-2020
06-12-2020
07-12-2020
08-12:2020
08-12-2020
10-12-2020

11 99 aman

15.1.3 It will convert all selected dates into day only.
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15.2 CONVERT DATE INTO MONTH ONLY IN SELECTED RANGE

It will convert date into month only in selected range. Please select range and then run this

option.
Steps to be followed:

15.2.1 Select the range of dates which you want to convert in Month only”.

= s —r - [
i3] =B (360 Aa H [
Col { Highlsglst Working Canvert Convirt Change Text  Sweve in Excel ot Table
- - o With Calls Dates = Tant > e anid BOE - Options
Werking with Cei 4 5 onvert D
cd fx 01-12-2020
A - (= &} E F G H | i K L M N
:
- |
4 01-12-2020
5 02-12-2020
& 03-12-2020
7 04-12-2020
a 05-12-2020
a 06-12-2020
10 07-12-2020
" 08-12-2020
12 09-12-2020
13 10-12-2020
14 11-12-2020
15 12-12-2020
16 13-12-2020
T 14-12-2020
18 15-12-2020
1 @
20
1

e it clabe Into tay only In selectied rangs
(<] f 01122030 A Cormmt date into manth orly in stkected range Conven dite inta month only in salected range
A L E ; G H | Cormart date ko ywar only I salected range Ra g W :
:
;
4 | e1.12.2020
5 | o2a22020
& | e3122020
7 | se122000
8 05:12-2020
a | oe-12-2020
o | G7r-2020
" | 08-12-2020
1 | 0s12:2020
12 | w2200
14 | 1122020
15 | 12423020
1 | o
i | w2200
18 | 15422020
19

15.2.3 It will convert all selected dates into month only.

el i i B 3 = = —s —F ~ —
!!iii |:::! ?J, | fat b=l = bsi M h G t Aa H 5]
Calcutator  Formulaand | Highlight Shect Calls Warking  Rows and Warking with | Convert Convert Change Toxt  Save i Ewcal | Pivot Tabla
Calculatiorm ~ - Piotection = Protection ~ Wvith C g iy =~ Dates = Text = Cane = and PDRF = O taare ~
e T Working with Cells, frow, Columms and Sheets Cornrt Diata
; I
A B < o E B G H 1 il K L M N
¥
)
4 12
- 12
& 12
1 12
g 12
a 12
10 12
1 12
12 12
13 12
14 1z
15 12
16 12
17 12
18 12

19
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15.3 CONVERT DATE INTO YEAR ONLY IN SELECTED RANGE

It will convert date into Year only in selected range. Please select range and then run this option.

Steps to be followed:

15.3.1 Select the range of dates which you want to convert in Year only”.

1 P B - =]
i B (3 Aa H E @
Caleulator el Highlight Shest vart Change Test Save In Excal Pwvot Table Get FX S|
- Pratection = Pre Coe = and PDOF = Optiom = Rates ~
Cimta Pr. LAsTTE
ca f 01-12-2020
A B c (k] E F G H 1] K L M N (=]
1
2
3
a 01-12-2020
5 02-12-2020
5 03-12-2020
7 04-12-2020
u 05-12-2020
9 D6-12-2020
10 07-12-2020
1" 08-12-2020
12 09-12-2020
13 10-12-2020
14 11-12-2020
15 12:12-2020
16 13-12-3030
17 I.gl-li_-!m
18 _15-12-2020
19 =)
20
15.3.2 Select the option “Convert date into year only in selected range.”
—_ = 4N W
(Al Aa H =
Corvmt Convert Change Taxt Save in Excel Send Mal Liing
Catoe ™ Toxt = .~ ard POF = Cutlock *
severt clabe into day oy in selec ng
: A B B E E L H iy In welwected range
2 v .II ;I:
3 .
4| 01-12.2020
5| 03-13-2020
6| 03-12-2020
7| 04-12-2020
8| 05-12-2020
8| 06-12-2020
10| 07-12-2020
1| 08-12:2000
12| 08-13-2020
13 10-12-3020
14| 11-12-2020
15 12-12-2020
{0 LENER-T,: 11
15.3.3 It will convert all selected dates into month only.
= T T = [rems - e
H B (A &= =N B | Aa H B 2
Calculator Formuls and Highlight Showt Colls Working  Rows and Working with | Conwvest it Change Text Save in Excel Pivot Tablke (=S
Caleulaticms = - P i With Cells = Col Sheelts = Dafes = Case = andd PDF - Oiprtions = Flales =~
Whrriing with Cells. fow. Calumens wnd Sheets =21
o7 i
Y a8 L D E F G H J K L ("] N o
3
2
3 | Date |
4 2020
5 2020
L] 2020
[ 2020 I
8 2020
- 2020
10 2020
n 2020
12 2020
13 2020
14 2020
15 2020
16 2020
17 2020
18 2020
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16 CONVERT TEXT

16.1 CONVERT TEXT INTO SPEECH IN SELECTED RANGE

It will dictate the written text in selected range. Please select range and then run this option.
Please make sure that system audio is working properly before using this function else it will
not work properly.

Steps to be followed:

16.1.1 Select the range which you want to convert into speech”.

A B C D E F G H 1 K

2

Ett will dictate the text written in selected range. Please

3 |select range and then run this button,
(It wiill create a image from selected text. Plaase select
4 \range and then run this button,

It will create a linked image from selected text. Please
|select range and then run this button. Any change

5 \done in base data will reflect in image also.
7

]

g 4

10

1

12

1

M a =1 = 1
o 5 e GH Az E7
i s e -
Shest nd Worangwith = Corvert Comvert Change Tet SaveinBacd PvotTable  GetFX Send Mal Lking
atio Protection Shizs Dates ~ o™ Case~ and PDF - Opticns Rates ~ Outloak =
e Lt Convert tect mio spesch in selected range Comvert text into speech in selected range
fr | itwill dictate the text written in selected range. Please selel
B C D E
Headings

it will dictate the text written in selectzd range. Please
select range and then run this button.

Itwill create a image from selected text. Please select
range 2nd then run this button.

it will ereate a linked image from selected text, Please
select range and then run thes buttan, Any change
done in bace data will reflect in image also,
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16.2 CONVERT TEXT INTO IMAGE IN SELECTED RANGE

It will create a image from selected text. Please select range and then run this option.

Steps to be followed:

16.2.1 Select the range which you want to convert into image”.

- El B &

= o

Caleulstor | Formulaand | Highlight Sheet Cells Working  Rows and Working with
Calculations ~ - Protection ~ Protection » | With Cells ¥ Columns v Sheets ~

Data Protection Working with Calls, Row, Columng and Shoets

82 S | FY
4 A 5 c D E F G

1
2 0 P od g
i| Aprig 468 00 7500
4 [ Aot 344.00 21300
S| Apr19 == 458,00 137,00}
& Apr-19 1300 600
7| Aprio 250.00 3200
81 Apr-19 308 00 16100 }
2 Apr19 41200 40 00 |
0| Agr-19 B 309.00 | 800
11| Ape-19 | 201920 322 00 167 .00 |
12| _Apcts 106.00 66,00
B[ Apr19 37.00. _2290 ]
14| Aprt 414.00 215 00
151 Aprt 5900 2400
16 | Aot 117.00 5500
17| Apry 5 11600 0|
1| Aot 201920 | 7000 600
19
20
21

(AGE Aa H B

Canvert Canvert Change Text Save in Excel Pivot Table Get FX

Dates v Text v Case v and PDF ~ Options ¥ Rates ~
Conwert Data
H 1 J x L M N

16.2.2 Select the option “Convert text into image in selected range.”

g B B bE = B &

Caloulstor  Formulaand  Highlight Shest Cels Woarking  Faws and Warking with | Corvent
Calculations ok Protection ¥ Protection * | With Cells » Columns = Sheets « Drates =
s Brenetion Wkl wllh e, Row, Courres anil Sreet
B2 bR
F A B C L] £ F (]

_Apr-13
Apr
Apr
g
T
I fpr-t _Enaoe
18] Apr Enaion
] for EOEOH 2.00 |
Al rer o] 14 2500
B A9 ERANL. 5 2400,
161 fpr-19 EREM 1 )
| apra EDEoN 11600 400
18 Aprty e T0.00 .00
19
20

A

a2 H B @

ChemgeTed  SoveinBicel | PuotTable | GerRX | Send Mal Lsing

Case = and PLF~ | Optors~ | Rates~ Qutiook *
T} Convert tadt nto speech In selected range
B2 Convert e ko s n sebected range Convert text irme [mage in selscted range
@ Convert et mbo bnked image in seleded rnge ok

16.2.3 It will convert selected range into image. You can

requirement.

[ & & B B

Coleulator Farmula and Haghlight Shest Cells Warking  Rows and  Wiorking with
Calculabons « ~ Protection * Protection * With Cafls ~ Columns *  Sheets ~
Dita Promoction Weorking with Cetls, Riow. Columng and Snovts

Pieture 1 . 2

Localion BloB/BloC

fio
it
[T
ik
Bt 0,00 00.00
B 3100 2200
Al 214,00 215,00
] 50.00 2400
[T 1100 5500
[0 116,00 44.00
[T oo 6,00 |
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use this image anywhere as per your

r:f-:l f;:ﬁ Aa E lﬁ‘

Corvert Convert Change Tet | Savein Excel | Fivot Takle
Dates «  Teat ~ Case and PDOF < Options ~

Convert Data

@

57
Htafh
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16.3 CONVERT TEXT INTO LINKED IMAGE IN SELECTED RANGE

It will create a linked image from selected text. Please select range and then run this option.
Any changes done in base data will also reflect in image.

Steps to be followed:

16.3.1 Select the range which you want to convert into linked image”.

B B B [ #H = &E &  [[§d A

Caleulator Sheet Cells

(=) e

Got FX

Formula and

Highlight Working  Rows and Working with | Canvert Conuert Change Ted | Save in Excel  Pivot Table
Calculations ¥ ¥ Protection v Protection » | With Cells ¥ Columns v Sheets ~ Dates v Text v Case v and PDF ~ Options ~ Rates »
Data Protection Working with Calls, Row, Columns and Shoets Convert Data

B2 Jx FY

4 A 8 < D E F G H 1 J 3 L M N
1

2 0 P od g

3 Apr-19 1 BioE J EO028M A68.00 78 €0

41 Apr-19. | BB | iy 213.00

5 | “Apr1g ol e 13700

& | Apeig | BeCc | 600

7| A | BC 32.00 |

8l Ap | BC | 16100 |

2 Apr19 40 00

101 Agr-19 | | Buws | 800

11| Apr-19 201920 Mutnbai Bofl 167 00

12| _Apria B0 6600

B _Apr19 L BC | 22.00 |

14| Apre19 1 21500

15| Apr19 R 2400

16 [ _Apr-19 BioB 55.00]

17| Apr19 {1 Mumbsi Bl 4.00 |

Wl Aor19 201920 | Jewour BinC 600

19
20
21

3]

. u . . . . ”
16.3.2 Select the option “Convert text into linked image in selected range.
e - = i n] = = o P~
E B B E B E B Q8 H G B
Calodlstor | Formulaand  Highlight Sheat Calh Working  Rows and Working with | Conyert Conve Change Tt Smvein Excal | Pivot Tt Get FX | Sond Mail Using
Caleulabons = Protection » Protection - With Cols * Colimne *  Sheets = Dafes = "Met® Cme ard PDF = | Options~ = Rates = Cutlagk =
[nta Protacton Warkirg with Cali Rarw, Colummns and Shests (5 Convert fest into speech in selecled ranoe A

:¥] bR "

EZ Convert tnet Into image in sekected range

@ Convert tast ko beked Image in seected range Corvert text Into linked image in selected range

Sale Gross 1wl ere

16.3.3 It will convert selected range into linked image. Any changes done in base data will also be
updated in image. You can use this image anywhere as per your requirement or in your
different presentations.

H | 1 ] K L M N a
Q o )
FY Location BioB/BioC
Dalha Blod
Mumbai

Mumbal
Sural
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17 CHANGE TEXT CASE

17.1 CHANGE TEXT IN UPPER CASE IN SELECTED RANGE

It will change the text in selected range to Upper Case. i.e., all the letters in selected range will

convert in capital letters. Please select range and then run this option.

Steps to be followed:

17.1.1 Select the range which you want to convert into Capital Letters”.

2 Heading

It will change the text in selected range to Upper Case, i.e, all
the letters in selected range will convert in upper letters

2 Flease select rangeanc tign-nin this tutton. .
It will change the text in selected range to Lower Case. l.e. all
the letters in selected range will convertin small letters.

4 Please select range and then run this button,

It will change the text in selected range to Proper Case. |.e.
First letter of every word in selected range will convert in
capital and rest in small, Please select range and then run this
button.
It will change the text in selected range to Sentence Case. |.e.
First letter of text in every cell in selected range will convert in
capital and rest in small. Please select range and then run this
[button.

b~ >

17.1.2 Select the option “Convert text into upper case in selected range.”

B [y 5B Aa

(Y

Calcutator Formula and Highlight Sheet Cells Warking  Rows and Warking with  Convert Convert Change Test  Save in Exosl
Caleulations ~ v Protection ¥ Protection ¥ | With Cells v Columrs ¥ Sheets ~ Dotes ¥ Text« | Chse~ ond PDF v
Ll Kol i WOina W Change text in upper case in selected range | A8 Change text in Upper case in selected ange
ca = Jr It will change the text in selecte |1 will change the taxt in sob
Upper Case. |a ol ¢
A B C o 1 in upper lett

2 run this button
2

it will change the text in selected range to Upper Case. i.e, all
the letters in selected range will convertin upper letters.

3 Please select range and then run this button,

It will change the text in selected range to Lower Case. L.o. all
the letters in selected range will convertin small letters.

4 Please select range and then run this button,

It will change the text in selected range to Proper Case. i.e,
First letter of every word in selected range will convert in
capital and rest in small. Please select range and then run this
5 buttan.

It will change the text in selected range to Sentence Case. |.e.
First letter of text in every call in selectad range will convert in
capital and rest in small. Please select range and then run this|
button.

5o o~ @

17.1.3 It will convert all selected text in Capital Letters”.

IT WILL CHANGE THE TEXT IN SELECTED RANGE TO UPPER
(CASE. I.E, ALL THE LETTERS IN SELECTED RANGE WILL
CONVERT IN UPPER LETTERS. PLEASE SELECT RANGE AND
3 THEN RUN THIS BUTTON,

IT WILL CHANGE THE TEXT IN SELECTED RANGE TO LOWER
CASE. ILE. ALL THE LETTERS IN SELECTED RANGE WILL
CONVERT IN SMALL LETTERS. PLEASE SELECT RANGE AND
4 THEN RUN THIS BUTTON,

IT WILL CHANGE THE TEXT IN SELECTED RANGE TO PROPER
(CASE, |.E. FIRST LETTER OF EVERY WORD |M SELECTED RANGE
WILL CONVERT IN CAPITAL AND REST IN SMALL PLEASE

5 SELECT RANGE AND THEN RUN THIS BUTTON.

IT WILL CHANGE THE TEXT IN SELECTED RANGE TO SENTENCE
(CASE, |.E. FIRST LETTER OF TEXT IN EVERY CELL IN SELECTED
RANGE WILL CONVERT IN CAPITAL AND REST IN SMALL,

[ L THEN RUN THIS BUTTON.

Bizwizard Info Solutions Private Limited

Aa Change text in lower case in selected range
AB Change text in proper casa in selected range
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17.2 CHANGE TEXT IN LOWER CASE IN SELECTED RANGE
It will change the text in selected range to Lower Case. i.e., all the letters in selected range will
convert in small letters. Please select range and then run this option.

Steps to be followed:

17.2.1 Select the range which you want to convert into Small Letters”.

2 Heading

It will change the text in selected range to Upper Case, i.e, all
the letters in selected range will convert in upper letters,

3 Please select range and then run this button. =
It will change the text in selected range to Lower Case. l.e. all
the letters in selected range will convert in small letters.

4 Please select range and then run this button,

It will change the text in selected range to Proper Case. i.e.
First letter of every word in selected range will convert in
capital and rest in small, Please select range and then run this
5 button.
It will change the text in selected range to Sentence Case. |.e.
First letter of text In every cell in selected range will convert in
capital and rest in small. Please select range and then run this
button.

o~

17.2.2 Select the option “Convert text into lower case in selected range.”

(3 B = 6 & R[@eifjdal B R =

Caleulator formuls and | Mighiight Calls Working  Rows and Working with | Convert Convert ChangeText | Save in Excel  Pivot Table  Get FX Sen|
Caleudatons ~ “ Protection = | With Cells » Columns ~  Shewts ~ Dates ~ Tuxt ~ | Case > and POF ~ Options ¥ | Rates ~ q
Data Protection Working with Cell, Row, Columns and Sheets COVETE  Aa Change text i upper case n selected ange
€3 N fi | willchange the text In selecte Change text in lower case in selected range | AR Change text in lower case in selected range ele
4 will chor dectod range to
- A 8 LS ' . A Change text in proper case n ted range
1 wor Ca ol thw lotre ,
will ¢ wutt b voll lett Moase select 1ange
2 Heading . ¥ Aa Chango text in sentence case in selected range

aned then e this but
It will change the text in selected range to Upper

the letters in selected range will convert in upper letters,

3 Please select range and then run this button,

It will change the text In selected range to Lower Case, |.¢. all
the letters in selected range will convert in small letters.

4 Please select range and then run this button.

It will change the text In selected range to Proper Case. |.e.
First letter of every word In selected range will convert in
capital and rest in small. Please select range and then run this
s button,

1t will change the text In selected range to Sentence Case. |e.
First letter of text in every cell in selected range will convert in
capital and rest in small. Please select range and then run this

6 button,
7
8

17.2.3 It will convert all selected text in Small Letters”.

2 Heading

it will change the text in selected range to upper case. |.e. all
the letters in selected range will convert in upper letters.

3 please select range and then run this button,

it will change the text in solected range to lawer case, i.e. all
the letters in selected range will convert in small letters.

F) please select range and then run this button,

it will change the text in selected range to proper case. i.e.
first letter of every word in selected range will convert in
capital and rest in small. please select range and then run

5 this button,

it will change the text in selected range to sentence case. i.e,
first letter of text in every cell in selected range will convert in
capital and rest in small. please select range and then run
this button,

oL@~
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17.3 CHANGE TEXT IN PROPER CASE IN SELECTED RANGE
It will change the text in selected range to Proper Case. i.e., First letter of every word in selected
range will convert in capital and rest in small. Please select range and then run this option.

Steps to be followed:

17.3.1 Select the range which you want to convert into proper case”

Caleulator

~

Farmula and

B O EH &8 E = 58 A | H

Highbght Sheet Cells Working  Rows and Working with  Convert Corvert Change Text | Save (n Fxcel | Piot Table | GetfX | S

culations ¥ v Protecton ¥ Protection ¥ With Cells ¥ Columns ¥ Sheats ~ Dotes ¥ Towt v Case ¥ and POF ~ Options ¥ Rates v
Data Protection Working with Calls. Row. Cabumns and Sheets Convert Data
fr it will change the text in selected range to upper case, i.e. all the letters in selected range will convert in upper letters. please se
B C D E F G H I J K
Heading

it will change the text in selected range to upper case. L.e. all
the letters in selected range will convert in upper lotters.
please select range and then run this button.

it will change the text in selected range to lower case. Le. all
the letters in selected range will convert in small letters.
please select range and then run this button.

it will change the text in selected range to proper case. Le.
first letter of every word in selected range will convert in
capital and rest in small. please select range and then run
this button,

it will change the text in selected range to sentence case, Le.
first letter of text in every coll in selected range will convert in
capital and rest in small, please select range and then run

this buttan,

17.3.2 Select the option “Convert text into proper case in selected range.”

Caleudator

<

17.3.3 It will convert all selected text in proper case”

Formula end
Caloulations

B  H =2 & W ZFcipae H | R

Highkaht Sheot Cells Working  Rows and Working with ~ Convert Convert Change Text = Save in Exced  Pivot Table Gat FX s
b Protection ¥ Protecton > | With Cells ~ Columns »  Sheets = Dates v Test v Case and POF ~ Options ¥ Rates ~
Dwta Protectior Working with Cells. fiam, Columes and Sheets Commtl Ay Chango tout In upper cate in seloctoed ranga

fr it will change the text in selected range to upper case, i.e. all the letters in s A8 Change text in lownr case in selectad (ange

C Change text In proper case in selected range |~ A3 Change toxt la proper case Io selected nge

t will change the text |
Aa Change text in sentence case i selected range

Praoper
it will change the text in selected range 1o UPPE ujwciad
the letters in selected range will convert in upp  simal Fles
please select range and then run this button, butt

it will change the text in selected range to lower case. 1.e. an
the letters in selected range will convert in small letters.
please select range and then run this button.

it will change the text in selected range to proper case. |.e.
first letter of every word in selected range will convert in

capital and rest in small. please select range and then run
thic huttan

will convert in capital and rest in small.

~

A

c D E F G H I ) K

Heading

It Will Change The Text In Selected Range To Upper Case. |.E.
All The Letters In Selected Range Will Convert In Upper
Letters, Please Select Range And Then Run This Button.

It Will Change The Text In Selected Range To Lower Case. LE.
All The Letters In Selected Range Will Convert In Small
Letters. Please Select Range And Then Run This Button.

It Will chanan The Text In Selected Rangu To Proper Case. L E
First Letter Of Every Word In Selected Range Will Convert In
Capital And Rest In Small. Please Select Range And Then Run
This Button, |
It Will Change The Text In Selected Range To Sentence Case, ‘
I.E. First Letter Of Text In Every Cell In Selected Range Will
Convert In Capital And Rest In Small, Please Select Range And |
Then Run This Button. |

Bizwizard Info Solutions Private Limited
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17.4 CHANGE TEXT IN SENTENCE CASE IN SELECTED RANGE
It will change the text in selected range to Sentence Case. i.e., First letter of text in every cell in
selected range will convert in capital and rest in small. Please select range and then run this
option.

Steps to be followed:

17.4.1 Select the range which you want to convert into sentence case”.

Caledatar

ca

Formula and
Calculations =

Highlight Sheat Calls Wotking  Rows and Working with  Convert Convert Change Text | Save inExcel | PivotTeble | Got Fx
- Protection * Protection = With Cells = Columns *  Sheets ~ Dates = Tt = Case = and PDF = Options = Rates =
Warking with ow, Columm and Sheets Convert Dats
[ It will change the text in selected range to Upper Case. Lo, all the letters in selected range will convert in upper letters. Flease s
< (5] E E L=} H ) 4 K

It will change the text in selected range to Upper Case. j.e, all
the letters in selected range will convert in upper letters.
Please select range and then run this button,

It will change the text in selected range to Lower Case. i.e. all
the letters |n selected range will convert |n small letters.
Please select range and then run this button.

Itwill change the text in selected range to Proper Case. e
First letter of every word in selected range will convert in
capital and rest in small. Please select range and then run this
button.

It will change the text in selected range te Sentence Case. e,
First letter of text in every cell in selected range will convert in
capital and rest in small, Please select range and then run this
button.

17.4.2 Select the option “Convert text into sentence case in selected range.”

Caleulatar

B (b = == B B [ cH A b=l ie @

Change text in sentence case in selected range

It will change the text In selected range to Up 11 will chanoe the toxt in sele
the letters in selected range will convert in ug Seatence Case Lo First
Please select range and then run this button, “wiected fange w
It will change the text in selected range to Loy """

the letters in selected range will convertin sn

Please select range and then run this button.

It will change the text in selected range to Proper Case. Le.
First letter of every word in selected range will convert in
capital and rest in small. Please select range and then run this

FRRPAREE,

on run this

Farmula and Highlight Sheet Colls Working  Rows and Working with Convert Convert Ehange Text Save In Excel Pivat Table Get FX
) Protection = Protection * With Cells ¥ Columns ¥ Sheats ~ Dates = Toxt ~ Cate~ and POF ~ Options ~ Rates ~
Data Protecion Warking with Cetl, Aow, Columms and Sheets Comvertl Ay Change text in upper case In sakected range
fi | Itwill change the text in selacted range to Upper Case. le. all the letters in 1 a5 caiow tmet in lower case (n selected range
(8 b £ F Aa Change text in proper case in selected range

Ad Change text in sentence case in selectad range

17.4.3 It will convert all selected text in sentence case”. i.e., First letter of text in every cell in selected
range will convert in capital and rest in small.

TR

A

Heading

It will change the text in selected range to upper case. Le. all
the letters In selected range will convert in upper letters,
please select range and then run this button,

It will change the text in selected range to lower case. |.e, all
the letters In selected range will convert in small letters.
please select range and then run this button,

It will change the text in sel range to proper case. |.e
first letter of every word in selected range will convert In
capital and rest in small, please select range and then run
this button, - - —
It will change the text in selected range to sentence case. |.e,
first letter of text in every cell in selected range will convert in
capital and rest in small, please select range and then run
this button,
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18 SAVE IN EXCEL AND PDF

18.1 SAVE FILE IN EXCEL WITH TIME STAMP

It will Save the File with a Timestamp in its name. It will ask for “Name of file”. Please provide
name of file which you want to use and click OK. It will save the file at the location where this

current file is available.
Steps to be followed:
18.1.1 Click on option “Save file in Excel with time stamp”.

B & = &0 Aa

Rows and Working with | Coavert Convert Change Tut

=

Calculstor | Formuls and | Highight Sheat Cells Working
Calculations ~ - Protuction = Protecion = | With Cells ~ Columns = Sheets = Datos = Txt=  Cosu=
Darta Prodecion Working wilh Ceth, Rerw, Colurmim ancd 51 Save file I Excel with dime stamp

Location BtoB/Blol Produc Cod

Sheetds | Sheet6 | Sheet? i '

Sheet? | Sheetd | Sheets | Sheetd Sheets

=
- 2 @
SavelnExcel  PhotTable  GetFX A 5
and PDF ~ Options = | Aates Outlook =

[73 Save M= In Excel with time stamp

2 Sve all sheats in curment file separately as POF
I“j Sawe curren sheet as POF

9 Save current fim in one PO

E; Save selected range as POF

18.1.2 Provide name of File and click Ok. It will save the file with time stamp in its name at the location

where this current file is available.

File Home fnser Draw Page Layout Farmulas Data  Review View Devalopar Fuzzy Lookup
Lo N e HLA o =
B [y H & 3 Gl Aa
Caloulator Farmula and Highlight Hhoet Colls Working  Hows and W Comvert Convart Change Tewt
Caleudations ~ ¥ Protection « Prafection > With Celis » Calumns ¥ Sheets v Dotes~ Tet> Cpde™
Uit Pratection Werking with Celle. Fow, Columns and Shoots Canver Dats
Al = i Mame of Filz

Flease provide name of file to be Save As

E0028M
EO02BM

17| Apr-19 | 2018

18 Apr-18 | 2018-2

19 Apr18 | 201

20 Apri 201

21 Apri9 | 201

22 Aprid | 2019-20 |

23 -18 | 2018-20 Jaipur 1.387.00
74 Apri8 | 201920 | Mumbai 135.00 |
25 Apri3 | 2019-20 Dei 575.00

Sheetd | Sheetd | Shesté

Sheetz | Sheet3 | Shests | Sheetd
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Power Plval Biawiz Toaks [lig-
G
B [
Saven Prvot Table Got FX Send Mai Using
DOptiona | Rates > Cutlaok »
X
) K L M
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18.2 SAVE ALL SHEETS IN CURRENT FILE SEPARATELY AS PDF
It will save each sheet in this file as a separate PDF with its sheet name at the location of current
file. You can set the margin, print area and other setting as per your requirement in each sheet

before clicking on this option.

Steps to be followed:

18.2.1 Click on option “Save all sheets in current file separately as PDF”. It will save each sheet in this
file as a separate PDF with its sheet name at the location of current file.

£ems ; 5 B = =B 5.
| i = E . & 58 Aa
Calculator Formula and Highlight Warking Rows and Wark ing with vert Comwert Change Tewt
Calculatinns - With Calls = Coluim 5 ity = Daliey = Tost = -
kb i ol Rowe i i haein vort Gt
63 I H

1

2

3 .

4| Apes

5. Apr1@ |

6| = | 2018-20

7| Ap18 | 2018.20

B Apr

9 M

0 A ;

11 [ Apr-1g | 2018-20 un

12| Apr-19 | 2016-20 Surat

1| Apeid | 201820 | Delhl _EDO30M

14| Apr-19 | 2018-20 | Jaipur _EDC30M

15 Apr-18 | 2016-20 Surat E003ZM

16| - Delhi E0032M

7] Mumoal | BtoB | E0CA2N

18| Jaipur =y

19| Jaipur '

20| = 0320

21 Mumisal 0 3

22| Burat E0034M 251.00

23 daipur | EDG28M 2,283.00

4| Mumoa Blog E0G28M 579.00

23 | 2078-: Dalti Bio8 E0028M 1.770.00
BN | Sheet: | Sheetd | Shems | Sheetd | Shestd  SheetB | Sheets | Shest?

18.3 SAVE CURRENT SHEET AS PDF

=

Save all sheets in current fils separately as POF

B Save Il

=) @)
Sava i Encol Table | GetFX
and POF = Rates =

ol weith time taemp

=
Sanid Mal | :t_-nu

155 Savir all sheets In curmnt flle woparotely as POF

It will save current sheet in this file as a PDF with its sheet name at the location of current file.
You can set the margin, print area and other setting as per your requirement in current sheet

before clicking on this option.

Steps to be followed:

18.3.1 Click on option “Save current sheet as PDF”. It will save current sheet in this file as a PDF with

its sheet name at the location of current file.

Haghligtt

Culls W

Protection ~ Protection ¥ With

Dt Prosection warking with Cefia

11wl a

Save current shest as PDF

wrrant shoet in o

L parite POF 1
BB 324 ahiiduaeski
BtaB 458 00
Mumbai BioC 1300
Deli BloC 250.00
| Jaipur BtoC. 300 00
[ Jaipur BioB 41200
Dehi BloB 308.00
Mumbal BloB 322.00
Surat BioC 108.00
Dethi BlaC 37.00
aip BtoC 414.00 ¢
Btod 58.00 |
BtoB 117.00
BtoB 116.00
Jaipur BoC 70.00
Jalpur Bict 830.00
Dl BtoC 325.00
Mumkai BtoB 320.00
Surat Blog_ 251
Jalpur BtaB 2,283.00 |
Murmbal _BtoB 578.00
- Dehi BioB 1.770.00
ESHEBRNN cheet? | Sheetd  SheetS | Sheetd | Sheetd | Sheetd | Sheet6 | Sheet? i+
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Sove in Excel | Piuot Table | Get X Sent { Mall Lisir
and POF > utiook =

[ Save fils in Excol with time stamg
21 Sove ol sheets in current file separatoly as POF

29 Sawm currmnt sheet a POE
B S current file in one PDF

€ Save selected range as POF
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18.4 SAVE CURRENT FILE IN ONE PDF

It will save entire file in one PDF with the current file name at the location of current file. You

can set the margin, print area and other setting as per your requirement in each sheet before
clicking on this option.

Steps to be followed:

18.4.1 Click on option “Save current file in one PDF”. It will save entire file in one PDF with the current
file name at the location of current file.

= = = - : =
(a B B B [[ddH A | @B 5
Sheet Calls Working  Rows and Working with | Convert Convert Change Text | SeveinExosl | PivotTable | Get FX | Send Mail Using
Protaction * Protecton ¥ | With Cels » Cokimns »  Sheets » Oates v Tewt>  Case~ #nd POFEY | | Cptions >~ | Rates ~ Outlook ¥
Dt Prometion \working ‘with Cells, Row, Column and & heets Corwert Data B8 Sove fil i B with tine stomp
e - E 78 ) Save @il shoots in current fle separately as POF
A B c o E £ G H

1 Save ument sheet s POF

£33 Savw cutrgnt flo ) one POF

li] Saue selerted ange as POF

[ BB [ .
Sheets | Sheetd | Sheetd | SheetB

Sheeth
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18.5 SAVE SELECTED RANGE AS PDF

It will save selected range in PDF with the current file name at the location of current file. Please

select range and then run this option.

Steps to be followed:

18.5.1 First select the range of cells which you want to save as PDF.

B B Rk H = B E [Fd A H B R B

Caloulator | Formulaand | Highlight Shest Calls Working  Rows and Working with | Convert Comvert Change Text | SwveinExcel | PivolTable  GetFX | Send Mail Using
Caleulations = - Fretection « Piotection = | With Cells = Columne = Sheets ~ Dates = Tt = Cane = i POF = Optiom = Rales = Dutlook «
Cata Protection Working with Cells, Row, Columns snd Sheets Canyert Data
a2 ; fi | Month
A A ] I £ 8] E F G H 1 K L M
1
a2
3 1 1l
i = - - :
5| Apr-19 20 BB
5 is ol E
8 = - -
: b
10 _BtoB.
1
i S
13 ]
14 1
15 19 8-20 %
16 18 BioB
1" it
18
F e _ - -
22| Apr - Surat _BreB
23 =
“ o
25 BioB. 1.770.

[ESERRER] heetz  Sheet3  Sheets  Sheetd | Sheetd | Sheetd | Sheatd | Sheet? ®

18.5.2 Click on option “Save selected range as PDF. It will save selected range in PDF with the current

file name at the location of current file.

B | B 8| [

=H  Aa

| =B E OB B E g B

Calevlsioe Formila and Highlight Ghnt Col Working  Rews and Working with | Convert Corvert Change Text  SauminBxesl | Pivot Table  Get FX Serwd Mail Luing
Caleulnticins = ¥ Protection = Protectior * | With Calls « Columma Sheets > Dotes * Tawt = Case = APOF="| | Options ¥ Rates ~ Outlonk *
Dita Profotion Waeking wih Calls, Riow, Cokumrs snd Sheets Camvert Cata [ Save filwin Excal with time stamp
A2 Jr | Month % Save all sheets in current file separately as POF
13 F G H B save cunent shet as POF
Sale Gross Margin ) Save current file in one POF
4@8.0" TR

& Save sebected range m POF

=
5

Sheot? | Shest3 | Sheets | Sheetd | Sheetd

Sheet8 | Sheetd | Shewt? * ‘|
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19 PIvOoT TABLE OPTIONS

19.1 REFRESH ALL PIVOT TABLES AVAILABLE IN CURRENT SHEET
It will refresh all the Pivot Tables in current Sheet in one go.

Steps to be followed:

19.1.1 Gotosheet where you want to refresh all the available pivot tables and click on option “Refresh
all pivot tables available in current sheet”. It will refresh all the pivot tables in current sheet in

one go.
— ; TR —h =0 B -
5 B b = =W @ [ Aa H @ B
Caloator — Fomdaand | Highlight Shat Cls Wodking  Rows and Working with | Corvert Comvert Change Tt | Save n Excel | PROUTRDS  Got | Send Ml Using
Cakculations . Protection  Piotéction | With Cells » Columms > Shests v | Datae> Test=  Case™ wdPOF> | (Oplions™  Rates~ | Cutlook v
Dol reiion Weeking wih i, Sow, Colimna 08B g g cay all pivot tables available in cunent sheat | (3 Aafmeh all pivot tatskes munilable i curvant shewt
152 i TR el e Frvot Tobles. I chmont e [™ Radrash all phvot tabkes avallable in file

L]

l—"( [ Activate GetPivetData aption

[ Deactivate GetPivatDaty aption

|
4 Surm of Sile #4014 1231 52010 sa47 319253
§ Surm of Gross Margin 15295 69861 13135 18428 156719
b 201920

7 Surm of Sake 42975 61057 pri 0] 16571
B Sum of Grow Margin 15785 30226 15685 9208 72904
§ Total Sum of Sale 126939 183859 BiTOL 1295 483824

18820 1636 9623

14 Brof 282163 155038
15 Brac A4 58S
16 Grand Tatsl AR3824 119623
17]

18

19 [ !  iros

20 FO02EM 186547 "
21 |E0030M 12209 63069
22 [E003IM 132283 5330
23 | E003M 42901 26158
24 Grand Total 483624 29623

ar

19.2 REFRESH ALL PIVOT TABLES AVAILABLE IN FILE
It will refresh all the Pivot Tables in this File in all the sheets in one go.

Steps to be followed:

19.2.1 Click on option “Refresh all pivot tables available in file”. It will refresh all the pivot tables in

current file in all the sheets in one go.

Catolations = ~ Protection = Profection = Wit Calis = Colums > Sheats = Dates = Texi=  Cass~ adPOF = | Oplips | Rates = Dutlook =
Dt Prriectian ‘Working with Celiz. Roow, Colimns andl Sherts st e [ Rafresh all pivot tabilos avallable i camont choet
e f Refresh afl pivat tables available in file | [ Refiesh all pivat tables available in file
A B £ B E F It will refresh a8 the Mot Tables in thi i e 2 -
2 vy o Bl Acthiate GetPvotdat ogtion
Ll Row Lebels g Db Jalpk by Sarwt onlrddviet [ Deactlvate GetFlvoiData option
3 01819
4 Sum of Sale 84014 122832 52810 50457 319253
5 Sum of Gross Margin 35295 HHE1 33135 16428 156719
B 201920
1 Sum of Sake 43435 a1057 28793 E 164571
B Sum of Gross Margis 15785 30236 15685 G208 72004
& Total Sum of Sals 126858 183889 81701 91295 485824
m hu'li Sum of Gross Margin 51080 102087 43820 27636 229623
1"
12
13
14 Brof 282163 155038
15 Baol 201661 1585
16 |Grand Tatal 463824 229623
b1
18
9
20 [E00ZEM 166547 a1072
21 ED030M 122093 63069
22 ED032M 132783 51324
23 EDO3AM A2007 26158

24 Grand Tots! 483824 229523
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19.3 ACTIVATE GET PIVOT DATA OPTION

Sometimes you might need GETPIVOTDATA while creating any reference in any formula with
any pivot table. If you are not able to see that in your excel, you can activate the same using
“Activate GetPivotData option”.

B b EH =2 B B {E§d A H I o B

Farmule and | Highlight Sheat Cells Wocking  Rows and Working with  Conwert Convert Change Text | Savein Excel | Pt Table | Gee P | Send Mail Using
Calculationm = L Protection ~ Protecton = Wil * Columns »  Shaets ~ Db » Towt = Casn > and POF = Dptiats = | | Hates ~ Cutinolk =
[t Prascticn; W 7 Coll M, Cokimrs and e Corvert Diata [B Futrosh all pivot tables avadsbie in curront shaoet
3 i [® olinah all phoot tatsbes aasdabls ot
2 Actiuate GetPhvatData aption [E1 Actiate Gotwatbata option =
# Ledrciople VG AN Bl Deactivate GotPhotiats aption
3 nction
4
5 Sum of 5ale 45836 85154 45735 BSTS 185290 =GETPIVOTDATA["Sum of Sale” $A$1,"FV","2018-19","BroB/BraC", "Buol”|
& Sum of Gross Margin 18570 50865 30897 3 105255
! Bial
B Sum of bale ELTET S P T B 1] 50922 133963
9 Sum of Gross Margin 15716 18896 234 LG4 51464
10 201819 Sum of Sale Ba0l4 122832 52910 59497 319253
11 2008-19 Sum of Gross Margin 35295 69861 33135 1R42R 156719
12 -2019-20
13 BtoBl
14 Sum of Sake 25664 41302 25055 WS 96873
15 Sum of Gross Margin 9735 23316 14750 1982 LLELE]
16 Bral
17 Sum of Sale 17260 19755 WM 2996 6lE4
18 Sum of Gross Margin 6050 Ba10 935 T2 aun
19 2019-20 Sum of Sale 42025 GIOST  ZE7IL 31798 LGASTI
21 Total Sum of Sale 126939 183889 81701 91295  4H38M4
27 Total Sum of Grows Margin 51080 102087 48820 27636 229623
3

19.4 DEACTIVATE GET PIVOT DATA OPTION

Bizwizard Info Solutions Private Limited

It will Deactivate GETPIVOTDATA function.

Sometimes you might see GETPIVOTDATA while creating any formula with any pivot table. You
might not be requiring that. You can deactivate the same using “Deactivate GetPivotData option”.

B [

Caleulator Formuls and Highlight Sheat [«
= Protaction = Protection = | With Ceil= Colimrm = Shests = Datws = T

EE HdaAa BIIR o B

Working  Mows and Working with  Corwort Convert Change Text | Sava in Bcol | Pt Tsbls  GetFX | Send Mall Using
o

Caleulnticing = Cane and POF = | (Opliooa . Rabes -
Drta Protechon Workinig witts Cellz, Row, Cclumms an Shaets Eties Bk [P Hetresh o pivert tables vailable in current sheet

Al ! [ Refresh al gt tables availabile in il
= & i E E £ f e ] Activate GatvotData optian
1 )
Z Duactivats GetPivotData option | 2 Desckiuate Getfrrstllata i
3 [ - | X AN
PR hiow Labials B Oelli i Mumbal Surat  Geand Tol ftwdl Doscshomia SEIPVOTIATA
5 H2018-19
G BroB
! Sum of Sale ASEAG BSISA 45734 ASTS IBSAH  =GETPIVOTDATA{"Sum of Sake” SAS3,"FY,"2018-19""B1ob/BtoL", "BroB”)
] Surm of Gross Margin 19579 SO9ES  B0EST  3EIR 10885
] BtaC
1 Sum of Sale IB1ER  I767R  TATS 50922 133963
1 Sum of Gross Margin 15716 1RHS6 2338 10614 51464
17 201818 Sam of Sale BAOI4  127EN) 52910  SS4ST 319253
13 201819 Sum of Gross Margin 35295 60mS1 3335 18428 156719
14 ~2019-20
15 BiaB
16 Sum of Sake 5664 41302 Y ARG 46871
17 Sum of Gross Margin 9735 23306 14750 1982 497R3
18 BtoC
19 Surs of Sale 17261 107SS A7AE 26946 676
20 Sum of Gross Margin 650 BUl0 93 Tade 23131
21 2048-20 Sum of Sale 42925 61057 26791 31TER 1B4STI
24 2018-20 bum of Gross Margin ISTES 42226 15686 908 yie04
23 Total Sum of Sale 126839 183889 81701 91295  4B3ER4
24 Total Sum of Gross Margin 51080 102087 48820 17636 219613
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20 SEND MAIL USING OUTLOOK

This function can be used for sending multiple mails using Excel and outlook. Firstly, user needs to
create setup for mail. “Create setup for mail” option will create sheet in the required format for
sending multiple mails. After creating setup for mail, user needs to provide required information in
the required format and then need to click on “Send Mails” option. Now it will start sending mails.
Please don’t make any changes in format or in any name created in first row in mail setup sheet.

Important: Outlook should be open before using this option. It will use primary email ID for sending
mails if multiple E-mail ID’s are configured in outlook.

20.1 CREATE SETUP FOR MAIL
It will create setup for mail. Receiver details needs to be provided and mail needs to be
drafted in this sheet.

Steps to be followed:

20.1.1 Click on option “Create Setup for Mail”.

o =

fows and Working with | Com Change Text | SaveinBecel FPivotTeble  GetfX | Send MailUsing
lumne > Shasts Datesv Texf~  Case~ andPDF> | Optonsv | Ratec~ Outlank

mukand | Highlight Shest Cells

ulationg v Protection ¥ Proftection > | Wit
Dista Protection \Working with Cells, Riow, Cohumes and Sheets Convert Data Create Setup for Mail ) Geae Setup for Med

[E; Send Maile

B = 1] E F G H 1 K L 0 R £
20.1.2 It will create required setup in new sheet for sending multiple mails.
=) M o= -
2 173 La et} @ fl'
Colaulator ~ formuland  Highlight hest Colks Save n Fxce o M Using
Calodations « v Protection ¥ Protection « and POF Qutiook
and §
Al fe | Name
1nllulinmm [ u.m.(r.n.r-ﬂ - Tewt u..u.-m Il-vudlhml.uwm i : *
Seeherohed| Mk Body 1 i elo| il
MGH Body 2 (M kot) 11 oS ta be Srowieo 1 Colemn € fer pacn rall eporatey
Mab Sody 3 [Begartiy) Tharks & mgarés
4 Mk Boty A Semder Name ) Test Narne
[ Mai oy § fpbing) [Masger (Fies & Acoants|
- i e s T
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20.2 SEND MAILS

This function can be used after creating setup for mail and providing necessary information in
required format. It will send mail to all the email IDs provided in current sheet (in sheet created
by “Create setup for mail” option). First create mail setup and provide required details then use
this button. Below is the process to provide necessary information in required format.

Important: Outlook should be open before using this option. It will use primary email ID for

sending mails if multiple E-mail ID’s are configured in outlook.

Steps to be followed:

20.2.1 Provide below information for all the recipients separately.

B OB B b =2 =2 8 B [EdE Aa H B @
sleubst Formuls and Hightight Sheet olls Working Rows and Working with et Convert Change Text Save in Excel | Phvot Tabl it FX
( 3 . Prote Protectic Wi lumns ¥ Shoets ~ Dates ¥ Text and POF ~ dption: Rates
Al / Na
i B C D E F Gl
Name To Email (Mandatory) CC to Email (Optional) Subject Text for Mail Body Remark/Status
1 (System Generated)
2
3
4
S
6
7
Name It is optional. It is mandatory if mail with recipient name needs to
be send.
To Email It is Mandatory.
CC to Email It is optional.
Subject It is Optional. It is suggested to provide subject line for each

recipient else it will send mail with blank subject line. If common
subject line needs to be used for each recipient, please copy same
subject line against each recipient.

Text for Mail

It is main text for mail body. It needs to be provided separately for

Body each recipient. If common mail body needs to be used for each
recipient, please copy same mail body against each recipient.
Remark/Status No need to provide anything here. System will provide status of

each mail in this column.
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20.2.2 Below information is common for all the recipients. Please do not make any change in column
“)”. Information needs to be provided in Column “K”

St fows avd Working with | Comvert Corvwt Change Tt | Sevem Excel  Pvot Table  Get#X Send Mad Usng

IR AEE R

na 5
1 J K L

U iail Body 1 (Hi/Hello) Hi It's sample, same can be changed as per requirement

2 Mail Body 2 (Main text) It needs to be provided in Column E for each mail y it's sample, same can be changed as per requirement

ERIN Mail Body 3 (Regards) Thanks & regards It's sample, same can be changed as per requirement

PRI \iail Body 4 (Sender Name) Ll It's sample, same can be changed as per requirement

5 Mail Body 5 (Anything) {Finance & Accounts) It's sample, same can be changed as per requirement

: Time Gap Botween 2 Mails  [LUJEO] It need to be provided 'HH:MM:SS format with single quotation sign in prefix

:

Mail Body 1 Hi, Hello or any similar word as per your choice can be used here.
If name in column “A” has been provided, then it will send mail
with name of recipient. For example, Hi Ankur or Hello Swati. Else
it will send mail without using name of Recipient.

Mail Body 2 It is main text of mail body. It does not need to be provided here.
It needs to be provided in column “E” separately for each
recipient

Mail Body 3 You can use any word i.e., “Thanks & regards” or “Thanks” or
“Regards” or any similar word as per your choice.

Mail Body 4 You can write your name or your company name here.

Mail Body 5 It is extra field provided. You can write whatever you want to write
here. For example, “Your designation” or “This is system
generated mail”

Time Gap If you want to maintain gap in sending two mails, you can provide

Between 6 Mails | time gap here. It need to be provided 'HH:MM:SS format with
single quotation sign in prefix.

20.2.3 Sample details are as below:

1 e Ta— >
o & | =
B B R =S =} [ = =
alcs)lator J Working  Rows ot Sove i Excel Send Mal Using
Cale With Cells » Columra ¥ Dates ase and PDI Outlook ~
ata Mrotection Working with Celle, Rew, Collrmng and Sheets Convort Data

To Emall (Mandatory)  CC to Emall (Optional) Subject Text for Mall Body Remark/Status (System Generated)

Abhishek Rana Abhishok Ry Information about new development Please find required detalls.
Sudesh Gava
Rohan Singh  Rohan Sing!

Sonia Sharma Sonia Sharma@test

Information about new development Please find required details.
Information about new development Please find required details.
m Information about new product Please find required details.

o B W -

(o I:r;‘-

5 [

Z B B E E (5 A B

Calculato Formulnand | Highlight Shest Convart Convart Change Text | Save in Excel | ProtTable | GetEX | Send Msd

Calciilations v Protectian ¥ P Dotes > T Cade andd POF ~ Dption ~ Rates = Outloo
Dt Protectir Pow, Ce 1 rt D
K19 d f
1 K L

1 Mall Body 1 [Hi/Hello) Hi It's sample, same can be changed as per requirement

2 Mall Body 2 [Maln text) It needs to be provided in Column E for each mail separately it's sample, same can be changed as per requirement

3 Mall Body 3 (Regards) Thanks & regards It's sample, same can be changed as per requirement

4 Mall Body 4 [Sender Name) LCEITILT It's sample, same can be changed as per requirement

5 Mall Body 5 [Anything) Manager (Finance &_an_l,lr_l_u} It's sample, same can be changed as per requirement

[}

7 Time Gap Betwoen 2 Malls  [s[eR1/iEv 3 It need to be provided 'HH:MM:S5 format with single quatation sign in prefic

8
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20.2.4 Once all the above information is ready please click on the option “Send Mails”. Outlook
should be open before using this option. It will use primary email ID for sending mails if
multiple E-mail ID’s are configured in outlook.

B [ =

® ® B A H =

Highlght Shout Celle g Rowe and Werding with | Core virt Change Temt  Sauw in Excel Serd Mad Ueing
- Protw bt s = Dhakes = Cove = wnd PO Dok =
Beraptitn W w i Carwrt 2 Crawte Sotup for Mai

Al9 fi 125 Soncl Mas

T
g
u
.

o

20.2.5 It will start sending mail to all the recipients and will provide status of mail against each
recipient in Remark/Status column.

o ™ ™ - g [t fonal =y =0 - =
i HEn | =) = & O = R G [] Aa lm'
Calculator Formula and Highlgint Sheet Celle Warking  Rows ang Woirking wath Comvert Corwert Change Tee Save in Excel Send Mal Using
Cabeulations ~ . Protaction * Protecton « VAth Cols » Columns = Shests ~ Dates » Tind = Cuse ~ and POF ~ Dutlook *
Do Dok Worbing whh Cale, R, Colurmre s Shocs emvert Oves
A1 i |l Namw

CC to Email (Optional) Subject Text for Mall Body Remark/Status (System Genorated)

1 1

2 Abhishek Rana Information about new development Please find required details Mail Sent
3 Sudesh Gava Information about new development Please find required detalls Mail Sent
4 Rohan Singh Information abaut new developmant Please find required details....... Mall Sent
5 Sonia Sharma TestSharma@testeom  infarmation abaut new product Please find required detais ... Mail Sent
6

7

5
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21 Bizwiz FORMULA

For the help of users, we have created below amazing formula for doing different work. These are
not available in any of the ribbon or menu on the top of excel. You need to use these formula with
“=" sign same as other formula in excel. Below excel formulas are available in it.

Formula Description

BizwizLookupMultipleValues | This formula will give you multiple matching values for a lookup
value in a single cell.

BizwizDay This formula will convert date into Day i.e., Monday, Tuesday etc.

BizwizGetNumeric This formula will give you numeric part only from any cell.

BizwizINR This formula will give you amount in words in INR

BizwizUSD This formula will give you amount in words in USD

BizwizGBP This formula will give you amount in words in GBP

BizwizCAD This formula will give you amount in words in CAD

BizwizYEN This formula will give you amount in words in YEN

BizwizAED This formula will give you amount in words in AED

21.1 BizwizLOOKUPMULTIPLEVALUES
Generally, every lookup function in excel gives you one matching value for a lookup value. This

amazing customized formula will give you multiple matching values for a lookup value in a single
cell.

Let’s understand this with below example.

In below screenshot, there is product list from Column A to Column D. Product SI No. “100” in
column “A” is having two different product code in column “C” and product SI No. “200” in
column “A” is having three different product code in column “C”. Now the requirement is, we
need a lookup function which can provide all three product code for Product SI No 200 and all
two product code for Product SI No 100 in column “G”. Generally, all lookup function in excel
will provide you first value or last value. But this amazing customized function can provide you
all the values.

M1 y fr

A B = [¥] E F G H

Jl Product Si No__ Location Produc Code — Sale | Product 5 No.___Produc Code

2 100 Delhi E0028M 468.00 200 | |
3 200 Mumbai B0029M 344.00 | 100 [ |
4 300 Surat Co017M 468 .00

5 400 Mumbai NOOT7EM 13.00

6 200 Delhi EDO30M 250.00

7 600 Jaipur FOO24M 30500

8 700 Jaipur HOO43M 412 .00

9 100 Delhi Voo2am 309.00

10 200 Mumbai S0021M 322 .00

11 400 Surat MOO54M 106.00

12
13
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Steps to be followed:

21.1.1 Itwill require Lookup Value, Table Array and Column Index Number in order to find out required
values.

Lookup Value is the value to be found in the first column of the table.

Table Array is a table of text or numbers or both, in which data is retrieved. Table array can
be a reference to a range.

Column Index Number is the column number in Table Array from which the matching value
to be returned. The first column of values in the Table Array is column 1.

Formula will be used in below manner.
=BizwizLookupMultipleValues(Lookup Value,Table Array, Column Index Number)

In below example, look into formula in cell G1. Lookup Value is “F2”, Table Array is Range “Al
to D11”, Column Index Number is “3”

=BizwizLookupMultipleValues(F2,5A$1:5DS$11,3)

VLOOKUP = x v f -sz'A-'lzLaDkup?ﬂu!tlpln\n‘slueslI-!.S.—KEJ:'SDSJ].S:{
! A I S L L2 - " <] M
I8 Product Sl No. Location Produc Code Sale Product S| No. Produc Caode
2 | 100 Delki EOD2EM 468 00 200 =BirwizlookupMultipleValues(F2 $A51:50511,3)
3 200 Mumbai BO02EM 344 00 | 100 [
4 300 Surat COC1TM 46800
5 400 Mumbai NOO78M 13.00
& 200 Delhi E0030M 250.00
7 600 Jaipur Foo24m 309.00
8 700 Jaipur HOO043M 412.00
9 100 Delhi Voo2em 309.00
10 200 Mumbai S0021M 322.00
H 400 Surat MOOS4M 106.00

12
13

After putting formula in both cells, it will give result as per below screen shot.

G3 - fi | =BizwizlookupMultipleValues(F3,5A51:50511,3)
A B C 2] E F G |
il Product Sl No. Location Produc Code Sale Product Sl No. Produc Code
2 100 Delhi E0o2aMm 463.00 200 BOO29M, EOD30M, S0021M
3 200 Mumbai B0028M 344.00 100 | EQO28M, VOD2IM
4 300 Surat CO017TM 468.00 g
5 400 Mumbai NOCTaM 13.00
& 200 Dethi E0030M 250.00
7 G500 Jaipur FOO24M 309.00
8 700 Jaipur HOC43M 412.00
] 100 Delni VOe2oM 309.00
10 200 Mumbal S0021M 322.00
3 400 Surat MOD5S4M 106.00
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21.2 BizwizDAY

Using this formula, Day can be found using dates. i.e., Sunday, Monday, Tuesday etc.

Steps to be followed:

21.2.1 It will require date from which days to be identified.

Formula will be used in below manner.

=BizwizDay(Date)
=BizwizDay(C3)

DAY - * « | =BizwizDay(C3)

| A B 17 D E F G H 1 J K

1

2 ! Date ~ Produc Code

3 1 Apr-20 1-Apr-20 E0028M 468.00 |=BirwizDay(C3
4 2 Apr-20 2-Apr-20 E0028M 344.00

5 3 Apr-20 3-Apr-20 | E0028M 468.00

& 4 Apr-20 d-ppral | EDD2EM 13.00

¥ 5 Apr-20 5-Apr-20 E0028M 250.00

8 8 Apr-20 8-Apr20 | E002BM 300.00

[ 7 Apr-20 T-Apr-20 | E0030M 412.00

10 8 Apr-20 | B-Apr-20 E0030M 300.00

n__ 8 Apr-20 | O-Apr-20 | FOD3OM 322,00

12 10 Apr-20 | 10-Apr-20 | E0030M 106.00

13N Apr-20 11-Apr-20 E0030M 37.00

14 12 Apr-20 12-4pr-20 | E0030M 414,00

15 13 Apr-20 13-Apr-20. 0 59.00

16 14 | Apr-20 | 14-Apr-20 117.00

4 A B c D E F G H [ J
1
2 Month Date Produc Code ay
3.1 | Apr20 | 1-Apr20 | ECO28M "48B.00|  Wednasday
4 2 Apr-20 2-Apr-20 E0028M 344,00 Thursday
5 3 | Apr20 | 3ApraD E0028M 468.00 Fiiday
6 4 Apr-20 4-ppr-20 ECO28M 13.00 Saturday
78 | Apra0 | sApra0 250,00 Sunday
8 [: Apr-20 6-Apr-20 308.00 Manday
9 Apr-20 T-tpr-20 412.00 Tuesday
0 8 Apr-20 8-Apr-20 309.00 Wednesday |
" h] Apr-20 -Apr-20 |  E0030K 322 00 Thursday
12 10 Apr-20 10-Apr-20 ECO3CM 108.00 Friday
H.on Apr-20 | 11-Apr-20 E0020M 37.00 Saturday
14 12 Apr-20 12-Apr-20 EC030M 414.00 Sunday
15 13 Apr-20 13-Apr-20 ECO32M 58.00 Monday
16 14 | Apr-20 | 14-Apr-20 Ecoaam 17.00 | Tuesday
17
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21.3 BizwizGETNUMERIC
Using this formula, you can segregate only numeric value from any cell reference.

Steps to be followed:
21.3.1 It will require cell reference from which numeric value needs to be segregated.
Formula will be used in below manner.
=BizwizGetNumeric(cell reference from where numeric value needs to be segregated)

=BizwizGetNumeric(C3)

DAY = b v fi =BizwizGetNumeric{C3)
A B | C D £ F G | H
1 AH
2
3 1 Apr-20 222BME 468.00 |=BizwizGetNumeric(C3)
4 2 Apr-20 ME3328 344.00
5 3 Apr-20 E5528M 468.00
& 4 Apr-20 34E28M 13.00
7 5 Apr-20 4528ME 250.00
g g Apr-20 E87T28M 308.00
9 7 Apr-20 E1230M 412.00
10 8 Apr-20 E4530M 308.00
11 9 Apr-20 E2330M 322.00
12 10 Apr-20 EB930M 108.00
13 11 Apr-20 E9830M 37.00
14 12 Apr-20 E2330M 414.00
15 13 Apr-20 E4532M 59.00
16 14 Apr-20 EB93ZM 117.00

| A B c D E F G H
1
2 Product Code Sale Only Numeric part of Product Code
3 1 Apr-20 2228ME 468.00 2228
4 2 Apr-20 ME3328 344.00 3328
B 3 Apr-20 E5528M 468 00 5528
6 4 Apr-20 34E28M 13.00 3428
2. 5 Apr-20 4528ME 250.00 4528
8 6 Apr-20 EBY28M 308 00 8728
9 T Apr-20 E1230M 412.00 1230
10 8 Apr-20 E4530M 308.00 4530]
1 9 Apr-20 E2330M 322.00 2330
12 10 Apr-20 EB330M 106.00 8930
3 1 Apr-20 EB830M 37.00 9830
14 12 Apr-20 E2330M 414.00 2330
15 13 Apr-20 E4532M 58.00 4532
16 14 Apr-20 E8932M 117.00 8032

-
=

1

Bizwizard Info Solutions Private Limited



Bizwiz Tools User Manual

21.4 CONVERT AMOUNT IN WORDS - INR, USD, GBP CAD, YEN, AED
Using this formula, amount can be converted in words in different currencies. If your currency
is not available in the list, please mail us on amit.jain@bizwiz.co.in. We will definitely try to
include your currency in it.

Steps to be followed:
21.4.1 It will require cell reference from which numeric value needs to converted in words.
Formula for all the currency will be used in below manner.
=BizwizINR(cell reference from where numeric value needs to be segregated)

Start writing =Bizwiz and select required currency formula from the list or you can write
complete formula.

Month 3 2 - 5 Amount in Wards

Apr-20_ | 414.0€
15 13 _Apr-20 | EAB3ZM | 50,00 |
16 14 Apr-20 | E8832M | 117,00 |

Formula will be used in below manner.

1
2 Month  Product Code ET Amocunt in Wards
3 1 23 4“._3? | =BiziWiz MR D)

el 2 | 344 |

5 2 | dea.a8 ]

& A I 13.00 |

7 5 | 25000'

B (] I

L 5| 4 4

T —1 I

18 4

17 10

13 11

14 12

13 33 E4532 N

- ERmIzM

It will give result in below manner. Different currencies have been used in below screen shot
just for example purpose.

1
2 Month  Product Code Sale Amount in Words

3 1 Apr-20 2228ME | 48867 |=BzWzINR(D3 |INR
4 2 Apr-20 ME3328 | 34434 =BaWeUsD(D4) \UsD
5 3 Apr-20 E5528M | 468 45 =Bi2WeGBP(D5) GEP
6 4 Apr-20 S4E28M | 3.00 =BizWeCAD(DE) |CAD
7 5 Apr-20 4528ME | 250.00 =BzWizYEN(D7} |YEN
8 [:] Apr-20 EB72EM 305.00 =BzWEINR[D8] IR

9 T Apr-20 E1230M 412.32 =BrWizAED(DY) |AED
10 8 Apr-20 E4530M 305.00 |=BzWeiNR(D10) |INR
11 9 Apr-20 E2330M | 322.02 =BeWUSD(D11) (=]
12 10 Apr-20 EBS30M 106.00 =B2WzINR(D12) |INR
13 11 Apr-20 EBBI0M 37.00 =BaWeGBP(D13) GEP
14 12 Apr-20 E2330M 414.06 =BzWeINR{D14) |INR
i 13 Apr-20 E4532M | 59.00 =BzWeAED({D15) |AED
16 14 Apr-20 EB932M [ 117.00 =BzWzINR(D16) |INR

2 Month Product Code ] Amount in Words

3 Apr-20 222BME 468.67 [Four Hundred Sixty Eight Rupees and Sixty Seven Paisa |INR
4 Apr-20 ME3328 344.34 |_ ree Hundred Forty Four Dollars and Thirty Four Cents \usD
i3 Apr-20 E5528M 468.45 |Four Hundred Sixty Eight Pounds and Forty Five Pence |GBP
] 4 Apr-20 34E2BM 13.00 |Thirteen Dollars |CAD
7 5 Apr-20 4528ME 250.00 |Two Hundred Fifty Yen |YEN
a B Apr-20 | EBTZBM 309.00 |Three Hundred Nine Rupees |INR
g 7 Apr-20 | E1230M 412.32 |Four Hundred Twelve Dirhams and Thirty Two Fils AED
10] 8 Apr-20 | E4530M 309.00 |Three Hundred Nine Rupees INR
11 9 Apr-20 | E2330M 322.02 |Three Hundred Twenty Two Doflars and Two Cents |UsD
12 10 Apr-20 | E8830M 106.00 |One Hundrad Six Rupees |INR.
13 11 Apr-20 | E9830M 37.00 |Thirty Seven Pounds |GBP
14 1z Apr-20 | E2330M 414.06 |I—=our Hundred Fourteen Rupees and Six Palsa |INR
15 13 Apr-20 | E4532M 58,00 |Fifty Nine Dirhams |AED
16 14 Apr-20 | £8932M 117.00 |One Hundred Sevenieen Rupees |INR
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