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Overview of Microsoft Excel

:Orgonising files and Windows Explorer

'Opening and saving files

‘Layout of a workbook

Format cells

'Keyboard shortcuts

Printing

'Formulas

Filters & sorting

‘Text to columns & convertto numbers

Attaching workbooks to emails
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Microsoft Excel

What is Microsoft Excel?

« A software program created by Microsoft that uses spreadsheets to
organise numbers and data with formulas and function:s.

Different versions of excel

www.excel2050.blogspot.com

Excel basico e intermedio
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Online filing system & Windows Explorer

» Files should be savedin a logical, hierarchical filing
system

> Files should be saved in the same location

» Files should be savedin the documents section of
the PC not on the Desktop (or school preferred
location)

> Use folders to store related files

» Use logical names for your files.
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I I I l fll I I ~ 2023_2024 Accounts X +
Sys-l- e m < ' T C < OneDrive > Lorraine - IMB >I Documents > Accounts > 2023_2024 Accounts I>
©® New - Tl Sort ~ = View ~ aee
) Home Mame Status Date modified Type Size
w Gallery _ Departrent letters @ 17/05/2024 1417 File folder
_ _ (Grants = 20/05/2024 23:30 File folder
» @ Lorraine - JIMB
_ Payments @ 17/05/2024 1417 File folder
_ Payroll b 21/05/2024 00:25 File folder
2 Desktop »
i Downloads »
E Documents »
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Search in Windows Explorer

LIVE DEMO

= O
2023 2024 Accounts s + -
«— ] uk ] & OneDlrive > - Documents > Accounts » 2023 2024 Accounts > Search 2023 _2024 Accounts o
(® New ~ T Sort = View - (B Details
/\? Home Mame Status Date modified Type Size
El Gallery Departrnent letters (&) 17/05/2024 14:17 File folder
i Grants = 20/05/2024 2330 File folder
» @ Lorraine - JIMB
Payrments @ 17/05/2024 147 File folder
Payroll F5r 21/05/2024 00:25 File folder
B Desktop »
i Downloads »
—| Documents »
4 itemns =04
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Open Excel (LIVE DEMO

Al mimrm T

|Q excel

School Apps Documents Web Settings People > IMB L

Best match

| Excel
| | I a App |

E’ foraine Furcell Q) = | Search school and web Excel
App

Q excel - See school and web results >

g "? m w m E..) _.j‘, § < Q, excel spreadsheet > (2 Open

Financlal Support
Services Unit

%9 FSSU
o &



How to open a new file (LIVE DEM

Home

New

Open

Blank workbook

Search for online templates el ‘

Suggested searches:  Business  Personal  Planners and Trackers  Lists  Budgets Charts  Calendars

Create a ) Get started with Get to know
Take a tour Drop-down list Formulas Power Query
Welcome to Excel Drop-down tutorial Formula tutorial Power Query tutorial

YEAR JANUARY

B scoREE
April 200X -

e S —
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How 1o open an existing file (LIVE DEMO

Home

MNew

Open

RQ Shared with Me
JMB

OneDrive - IMB
lorrainefarrell@fssu.ie

Sites - IMB
lorrainefarrell@fssu.ie

Other locations

E@ This PC

s Add a Place

[~ Browse

u Open
“« 4 v < Accounts » 2023 2024 Accounts > Grants
Organise « Mew fol®
Al MName Status
ome
) Gl B3] Grants received 2023_2024 (]
allery

> @ Lorraine - IMB

B Desktop »

J- Downloads »

= Documents » I

IMB »
Lorraine Farrell
Pre Published Guii #

Guidelines »

> @ IMe

> [ This PC

» ﬁ_ Metwork

> u Microsoft Excel

X
- &) Search Grants 2
=E- O e
Date modified Type Size
20/05/2024 23:30 Microsoft Excel W...

Financlal Support

File name: | Grants received 2023_2024
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Workbook Layout (LIVE DEMO

File Home Insert Page Layout Formulas Data  Review  \iew omate  Help

b pprostiaron i1 A A = S [] - (Gencra | B A [Noma
E@Cnp}f * |?| I U~ _ g ﬁ g ﬁ y gg_: RIBB?N Erm’ <._|."|H ;BL:.'H Cu:unditi.cunal Format as W
< Format Painter — Formatting ~  Table ~
Clipboard = Font = Alignment = Mumber = :
E4 w | i ﬁ: Column
A E C D E F G H ] K L M M 0 P 0O
1
2
3
4 - Column
5
6
T
8
S ROW
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Bl Bookl

©

GD Home
D Mew

= Open

Get Add-ins

Info

Saving your file (LIVE DEMO

- Excel

Save As
@ Recent
JMB

OneDlrive - IMB
lorrainefarrell@fssu.ie

Sites - IMB
lorrainefarrell @fssu.ie

Save

Save As

Other locations

E@ This PC

Print

Share

Export

Kl save As s
« v > Lorraine - IMB » Documents » Accounts » 2023_2024 Accounts w C Search 2023_2024 Accounts r
Organise v New fol S = (7]
MName Status Date modified Type Size
% Home ¥P
R Gallery Department letters @ 5/2024 1417 File folder
) Grants e 21/05/2024 0G:24 File folder
5> @ Lorraine - JIMB
Payments @ 17 2024 1417 File folder
Payroll @ 21/05/2024 00:25 File folder
B Desktop »
i Downloads »
= Documents »
IMB »
Larraine Farrell »
Pre Published Guidelines  #
File name: | Bookl w
Save as type:  Excel Workbook ~
Authors:  Lorraine Tags: Add atag Title:  Add a title
Browser View Options... (0 Save Thumbnail ‘.' _ FSSU
© . Financlal Support
. Services Unit
~ Hide Folders Tools = Save Cancel



Saving your file (LIVE DEMO

Ell Bookl - Excel

© Save As a D

{n1 Home File Home Insert  Page Layout Formulas Data  Review View  Automate
@ Recent -
= tos Marrow - ~ = =|=| #. i
[ N A Cut Aptos N 1M~ A A —| ® ;
JMB EEI o 3 . i ) =
Py —_ o | — —
= Open Paste B I U ~ P o i v = = = | &= 3= E
OneDrive - IMB * 5 Farmat Painter
larrainefarrell@fssu.ie Clipboard M= Font M= Alignmen
Get Add-ins
Sites - JMB > Fx
Info larrainefarrell@fssu.ie i A B s D E F G
Other locations 1
-
| Save As E@ This PC
Print @ Add a Place

Share

l— Browse &, FSSU
Export © 01 Fipenclal Supoort




Format cells (LIVE DEMO)

Grant received 2023/2024

Mame of g Date recei amount

Capitatior #&#H88H4
S55F HEARELEE
Basic Sec #H#d##44
S35F Secre #EAEHEES
Basic Can ###t##444
S55F Care ###844484

130000
89600
16000
10600
13600

8200

Grants received 202372024

Mame of grant Date received Amount

Capitation 01/09/2023
S55F 10/08/2023
Basic Secretary 22/10/2023
SSSF Secretary 25/10/2023
Basic Caretaker 01/11/2023
S555F Caretaker 01/11/2023

138,000.00
89,800.00
16,000.00
10,600.00
13,600.00

8,200.00

Total

276,200.00

-

SSU
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Format cells (LIVE DEMO)

Grants received 2023/2024

Name of grant
Capitation

855F

Basic Secretary
555F Secretary
Basic Caretaker
355F Caretaker

Date received
01/09/2023
10/08/2023
25/10/2023
25/10/2023
01/11/2023
01/11/2023

Amount
138,000 |
89,800
16,000 |
10,600 |
13,600 |
8,200 |

Mumber IAIignment

Category: I

Mumber
currency

Accounti ni

Time
Percentage
Fraction
Scientific
Text
Special
Custom

General .l

Font Border Fill Protection

Sample
01,/09/2023

Type:

*14,/03/2012

“Wednesday 14 March 2012
144032012

1440312

14/312

14,312

2012-03-14

Locale (location):
English (Ireland) e

Date formats display date and time serial numbers as date values, Date formats that begin with
an asterisk (*) respond to changes in regional date and time settings that are specified for the
operating system, Formats without an asterisk are not affected by operating system settings.,

=

R
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Format cells (LIVE DEMO)

Bl Autosave @ B 9O9-C- B8~ > N N 2 - Grants received 2023_2024 « Saved 2 Search

File Home Insert  Page Layout Formulas Data  Revie Automate Help

' | N = Headings + L View Side
[eaut 1 || = O o m B 3
= - E New I= Mormal| Page Break Page Custom — Mavigation Gridlines Zoom 100% Zoomto MNew  Arrafhige = Freeze 1
- ) + o Preview Layout Views Formula Bar Selection = Window oo
Sheet View - Workbook Wiews Show Zoom Window
2t ~ ) ﬁ \
A B C D E F G H
1 Formula Bar
2
2
4 Grants received 2023/2024
5
& Name of grant |Date received Amount Clickon acell Click once onthe cell
7 Capitation 01/09/2023 138,000.00 Click into a cell Double click on the cell to open or click on the formula bar
8 SSSF 10/09/2023  89,800.00
g Basic Secretary 25/10/2023  16,000.00 Insert row Place cursor on row and right click mouse and insert row
10 S535F Secretary 25/10/2023  10,600.00 Insert column  Place cursor on column and right click mouse and insert column to the left or right
1 Basic Caretaker 01/11/2023 13,600.00 Insert cell Place cursor on the cell and right click mouse and insert, then choose action needed
12 SSSF Caretaker 01/11/2023  8,200.00
13 Freeze panes View tab - Freeze panes, to unfreeze, view tab - freeze panes, then unfreeze panes o,
2 (* FSSU
15 © o i




File Home Insert  Page Layout  Formulas Data R gess———————m——————

Cut | i T am — _ 3
& |ﬂ-.r.ltl:|5 Marrow v”'I'I V| A A = = |E| "EE-" - EE,: Wrap Text C
[ Copy ~ T R
B I U~ A~x] = = = = = [ElMerge&Center ~ JE
~ < Format Painter
Al I g n m e n'l' Clipboard Y Font F Alignment =
mnia .. = o m1 14 g
| | v | Format Cells [ *
Mumber nt Border Fill Protection
Text alignment COrientation
Horizontal: * .
General ~ | Indent: ‘_
Vertical: 0 = T .
[
Eottom - o || Text ‘
Justify distributed t -
.
Text control .
[ wrap text 0 +| Degrees
[ shrink to fit
[:]Merge cells
Right-to-left
Text direction:
Context w
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Commands and Keyboard shortcufts

(LIVE DEMO)

Copy
Paste

Cut

Undo
Bold
Underline
Italics
Tab

SHIFT Tab
Fada

CTRLand C

CTRLand V

CTRLand X

CTRLand Z

CTRLand B

CTRLand U

CTRLand |

Moves mouse across cells to the right
Moves mouse across cells to the left
ALT GR and letter which contains fada
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File Home Insert  Page Layout  Formulas Data  Review View  Automate  Help

|:| 4 Cut | Aptos Narrow v||1'| V| A = = |E| L 28 Wrap Text C
L3 Copy_~ - e — = — | = .
I U~ e O v A = = = = 3= [E Merge&Center ~ [
<% Format Painter
ipboard al Font M= Alignment I
. -|-

LIVE
DEMO

S
© .(Q FSSU
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Undo/ Redo (LIVE DEMO)

File Home Insert  Page Layout Formulas Data  Review

Ifﬁ & Cut |.Apt.:.5Narr-:-w “.“.11 v.| AN
e (B Copy ~ B I oU-E. 0. A-
- <¥ Format Painter B -
Clipboard & Font i
v | Jx
A B B 0 :

L Ca
|
U n
S Copy *
Poste 12 o0y

o I Fommit Pt

[Ty & Ao

e Home et Orew  Pageloyont  Tormdas | Dsta  Revew  View

Filee Home Insert Draw Pagelayout Formulg

)

/ & Cut Adial v

N Paste (B Copy ~ B I U~
v < Format Painter il Y

Undo Clipboard K] Font

Keyboard shortcut
Undo - Cirland 7
Redo - Cirland Y

Inanclal Support



Printing (LIVE DEMO

Keyboard shortcut
Print - Ctrl and P

ﬂ Grants received 2023_2024 » Saved Lorraine ° }'3? A = (] X u o t

I @ Print @ Print

{ (n) Home
D New

_ () Home Copies: |1 :

e T g | ==t |

DNE‘W

Print
Print Cagition
i = 0 = Open — =
en . asic Secreay
’ (O] Printer 0} ssremen
Grants receied . SE——
[ Bt 5 Get Add a==. HP ENVY 5340 series SEsFom—
Get Add-ins g P ENVY 5540 series . Mameotmam  DsEmcewss  Amomm = "= Ready -
. = bl
b ! =3 WSemmner 2023 € 29,500 Info Printer Properties
Erinter Properties ’-":“":"" i : 100 .
[ ™ , e et e Settings
Settings . SSFCaciier  OlWommberZoz3 £ 8200 Save a Copy ﬁ Print Selection
- 2azcalont ‘ % Print Active Sheets ‘ s e e Only print the current selecti...
h . - v Print — - !
Only print the active sheets - -
1 Print . L = Pages: | - | to | .
Pages: | . | to | . | Share - :
Share Print One Sided E Only print on one side of the... |
| Only print on ane side of the.. | Export ‘ Collated
RiRct Collated ' [1] 123 123 123 |
[l ] N Publish
123 123 123
Publish ¢ 4 D Portrait Orientation -
! ‘ D Portrait Orientation - Close ” !
Close . ! ‘ I:I ~
Ad 21emx 297 em |
‘ |:| 21 cmx 287 cm i E MNormal Margins v.
( N 1M I Top: 191 cm Bottom: 1.91 c...
ormal Margins g
‘_ @ Top: 1.91 cm Bottorm: 1.91 .., ‘ ‘ D Mo Scaling ‘
Mo Scaling

‘ 00 Print sheets at their actual size

- Page Setup
‘ 100 Print sheets at their actual size e

Page Setup Account

o %9 FSSU

e Financlal Support
41 ‘gf‘\ » Services Unit

Options
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Printing (LIVE DEMO

Sheet

© Landscape

Gross to Netreport

RN:12345G
Employee name: Joe Bloggs

Date Week no PRSIEE PRSI Total
07-Jan 1 2.87 34.19
14-lan 2 2.87 34.19
21t = ~ez 34.19

G < | aa.19
34.19
34.19
34.19
34.19
34.19
34.19
34.19
34.19

ptions...

Cancel

EEERREERRERERD
4

{n Heome 1 ~
M Mew
= Open
Printer @
et Add HP ENVY 5540 series
-ins ~
D Ready
Printer Praperties
Info
Settings
Save a Copy ﬁ Print Active Sheets
Only print the active sheets
Print - =
Pages: |1 | to | 2
Share Print One Sided |
Export [ |
| - - =
[ 123 123 123 |
Publish ‘ 1 -
) ) Page Setup.
S Landscape Orientation o
Close Lrgins  Header/Footer
21 emx 29.7 cm '|
Last Custam Margins Setting
Top: 1.9 cm Bottom: 1.9 cm L.
- scaling
No Scaling
Print sheets at flheir actual size © adjustto: 100 |5 % normal size
Page Setu ) Fit to: 1 /| page(s) wide by
Print guality: | 600 dpi
First page number: | Auto
Account
Options

4 |'17'| of2 P

Gross Cumul Cum Tax
Cumul Cut off Cum Tax @ high Cum Cum Tax
Gross Gross point @ Std rate rate GrossTax credit Cum tax
355.86 355.86 770.73 71.17 [+] 7117 42.31 28.86
355.86 711.72 1541.46 142.34 [+] 142.34 54.62 57.72
355.86 1067.58 1769.13 213.51 o 21351 126.93 B86.59
e Sety ? 45
i :
Pag Margins. Header/Footer Shee 17
Top: Header: 03
19 08 p-o
76
—— B2
las
34
Left: Right:
0.6 0.6 ]
Bottom: Footer:
1.9 08 |3
Center on page
[ Horizontally
[ wertically
Options...

£

FSSU
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FiInd

LIVE DEMO

Keyboard shortcut
Find - Cirland F

= |

File Home Insert Page Layout Formulas Data Review View Automate Help

[DE‘FauIt U] ( @ | @ I% El Headings +j % ’5.% = split [ Wiew Side by €

= = <3 New = Mormal | Page E_Ereak Page Cu_stom Mawvigation Gridlines Zoom 100% Zoom.to New Arrange Freeze LA Hide I,
Preview Layout Views Farmula Bar Selection Window All Panes~ [ ]
Sheet View Workbook Wiews Show Zoom Window
18 ~ | i f:\: Cum Tax @ Std rate
B = D E F G H I J K L P ] (] B (=] R s
1
2
3
4 I Gross to Net report I
5 RMN: 12345G
& Employee name: Joe Bloggs
7
Gross Cumul Cum Tax Cum Tax Cum
PRSI Cumul Cut off @ Std @ high Gross Cum Tax Tax Ded

s Date Week no PRSIEE Total Class Gross Gross point rate rate Tax credit Cum tax (Refund) USC LPT MNet pay Basis
=} 07-lan 1 2.87 34.19 AKX 355.86 355.86 FI0F3 F1.17 a J1.17 42.31 28.86 28.86 3.66 a 320.47 Cumul
10 14-Jan 2 2.87 34.19 AKX 355.86 F11.72 1541.46 142.54 a 142.34 54.62 57.72 25.86 3.64 a 320.49 Cumul
11 21-Jan 3 2.87 34.19 AX 355.86 1067.58 1769.13 213.51 [} 213.51 126.93 856.59 26.86 3.66 [} 320.47 Cumul
12 28-lan 4 2.87 34.19 AX 355.86 1423.44 2358.85 284.68 a 284.68 169.24 115.45 28.86 3.66 a 320.47 Cumul
13 04-Feb 5 2.867 34.19 AX 355.86 1779.3 2945.56 355.86 a 355.86 211.55 144.31 25.86 3.66 a 320.47 Cumul
14 11-Feb =] 2.87 34.19 AX 355.86 2135.16 3538.27 427.03 [} 427.03 253.86 173.17 28.86 3.66 [} 320.47 Cumul
15 18-Feb 7 2.87 34.19 AX 355.86 2491.02 4127.98 498.2 a 498.2 296.17 202.03 28.86 3.66 a 320.47 Cumul
16 25-Feb 5 2.867 34.19 AX 355.86 2546.58 4717.69 569.38 a 569.38 338.48 230.9 25.86 3.66 a 320.47 Cumul
17 04-Mar 9 2.87 34.19 AX 355.86 3202.74 5307.4 540.55 [} 540.55 380.79 259.76 28.86 3.66 [} 320.47 Cumul
18 11-Mar 10 2.87 34.19 AX 355.86 3bbh8.6 5897.12 F11.72 a J11.72 423.1 288.62 28.86 3.66 a 320.47 Cumul
19 18-Mar 11 2.87 34.19 AX 355.86 3914, (] o] (Pl =< B6 3.66 4] 320.47 Cumul
20 25-Mar 1z 2.87 34.19 AKX 355.86 4270, BE 3.66 a 320.47 Cumul
21 Find Reg
22
23 Find what: I[tax e I Format... -
24
=2 Within: | Sheet ~ | [ Match case
26 [] match entire cell contents
27 Search: By Rows s
28 Look in: | Formulas ~ Options <<
29

31

Find &0

Financlal Support
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Formula's (LIVE DEMO)

A B - D E F G + « All formulas must start with =

) « Cell referencing - =E9+E10
3
Grants received
4 2023/2024
5
5 Name of grant Date received Amount
F Capitation 01./09/2023 €138,000
3 585F 10/09/2023 £89,800
3 Basic Secretary 25/10/2023 €16,000
O S55F Secretary 25/10/2023 €£10,600
1 Basic Caretaker 01/11/2023 £13,600
2 S35F Caretaker 01/11/2023 €8.,200
3
4 SS5SF Caretaker 01/11/2023 £8,200

%9 FSSU
© Q Jier e
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Formula's (LIVE DEMO

I3 Autosave @ B 9« & B8~ 2 Y 5 5% 5  Grosstonet2023.2024 - Saved v £ search

File Home Insert  Page Layout Formulas Data Review View  Automate  Help

Cut T A~ v | — 1 S T AutaS -
Exo u |Aptos Narrow [11 A A& = | ®~ 25 Wrap Text [General < = % Bad Cood & X [
[ Copy ~ _ _ - =
Paste B I U~ - = £= 2= Merge & Center ~ EE -~ % 9 <§ g5  Conditional Formatas ... [calculation ] | Insert Delete Format
v < Format Painter Formatting > Table ~ > v ¥ & Clear~
Clipboard ] Alignment ] Mumber ] Styles Cells Edi
Tg N
A B F G H J K L M N o] P Q R 5 T u v W X Y
1
|
T
| 1
| 1
i RN: 12345G

i Employee name: Joe Bloggs

Gross Cumul [CumTax CumTax Cum

PRSI Cumul  Cut off E@Std @ high Gross Cum Tax Tax Ded

| Date Weekno PRSIEE Total Class Gross Gross point \rate rate Tax credit Cumtax (Refund) USC LPT asis
} 07-Jan 1 2.87 34.19 AX 355.86  355.86 ??D.?Si 71.17 0 71.17 42.31 28.86 28.86 3.66 0 320.4?iCumu
0 14-Jan 2 2.87 34.19 AX 355.86  711.72 154146, 142.34 0 142.34 84.62 57.72 28.86 3.64 0 320.49,Cumu 1
1 21-Jan 3 2.87 34.19 AX 355.86 1067.58 1?69.13i 213.51 0 21351 126.93 86.59 28.86 3.66 0 320.4?iCumuL 31.32
2 28-Jan 4 2.87 34.19 AX 355.86 1423.44 2358.85, 284.68 0  284.68 169.24 115.45 28.86 3.66 0 320.47,Cumul 31.32
3 04-Feb 5 2.87 34.19 AX 355.86 1779.3 2948.56i 355.86 0  355.86  211.55 144.31 28.86 3.66 0 320.4?iCumuL 31.32
4 11-Feb 6 2.87 34.19 AX 355.86 2135.16 3538.27, 427.03 0  427.03  253.86 173.17 28.86 3.66 0 320.47,Cumul 31.32
5 18-Feb 7 2.87 34.19 AX 355.86 2491.02 412?.98i 498.2 0 498.2  296.17  202.03 28.86 3.66 0 320.4?iCumuL 31.32
6 25-Feb 8 2.87 34.19 AX 355.86 2846.88 4717.69, 569.38 0 569.38  338.48 230.9 28.86 3.66 0 320.47,Cumul 31.32
7 04-Mar 9 2.87 34.19 AX 355.86 370274  5307.41  RAD5S 0 mRANDS5 380,79  259.76 28.86 3.66 0 320.4?iCumuL 31.32
8 11-Mar 10 2.87 34.19 AX 355.86 I 72 423.1  288.62 28.86 3.66 0 320.4?iCumuL 31.32 A.* FSSU
g 18-Mar 11 2.87 34.19 AX 355.86 X = SUMI: Do DEE'} 39 46541  317.48 28.86 3.66 0 320.4?:CumuL 31.32 © .( Financlal Support
0 25-Mar 12.19 AX 355. )6 507.72  346.34 28.86 3.66 0 320.47,Cumul 31.32 Services Unit

: :
1 34.44  418.28 o E F39 :



Formula's (LIVE DEMQO) Quick check

il Customize Status Bar

Readyhments
+/ Flash Fill Blank Cells i - - -
(% il | i3 15 15
~ Elash Fill Changed Cells ]
Cell ins | A 3 15 15
styles Sheet Number Sheet 1of 1
Workbook Statistics = 13 15 15
Sensitivity
~ Signatures Off 13 12 13
Y —LS
~ Information Management Policy Off
13 15 15
~ Permissions Off
13 15 15
Caps Lock Off
Num Lock On 13 15 15
" Scroll Lock Off 13 15 15
' Eixed Decimal Off 13 15 15
Overtype Mode 13 15 15
~* End Mode 13 15 15
| Macro Recording Not Recording 13 15 15
Accessibility Checker Accessibility: Investigate 13 15 15
Selection Mode 13 15 15
[
Page Number g i =
13 15 15
Average 15
13 15 15
Count 13
MNumerical Count 3 15 15
L &
Minimum 13 15 15 &
x«‘- FSSU
= 195 Average: 15 Count: 23 Sum: 345 © - Flnanclal Support
Upload Status =
=15 | v —I




Filters (LIVE DEMO)

Gross Cumul CumTax CumTax Cum

f PRSI Cumul  Cut off i@sw @ high Gross Cum Tax Tax Ded !
3 Date E‘ ekr = PRSIEE~ Total |~ |Class +|Gross v Gross v point ~v|rate | v|rate Tax v |credit |~ |Cumta v (Refun|~ USC |~ |LPT = |Net pay v |Basis |~ PRSIEF~

@ Autosave @ B 9-C¢ BE- > |? SZ 52 T Grosstonet2023_2024 - Saved v 5 search
File Home Insert  Page Layout Fo View  Automate  Help
D From TextyCsv FE From Picture A eries 8 Connections = E ﬁ@ E — EE
EE [B From Web [® Recent 5 ~ @ @ ﬁ:ﬂ 5 X =9
Get 8 From e (5 Recent Sources Refresh Stock ¢ 5 e = Textto Flash  Remove Data Consolidate
Data~ 3 From Table/Range [} Existing Connections Al B ocks unencies  Geography [ Columns  Fill  Duplicates Validation ~
Get & Transform Data Queries & Connections Data Types Data Tools
623 ~ i fe
A B C D E F G H J K L M N (o} P Q R S T u
| '
i 1
T 1
y | I
| L 1
; ! i
3 I | Gross to Net report i
; RN: 123456 3 '
» Employee name: Joe Bloggs | |
| |
i 1
'
'
I
I

2] sqk Oldest to Newest 34.19 AX 38586 35586 77073 7117 0 7117 4231 2886  28.86 3.66 0 320.47 Cumul 31.32

2| Sor Nt 1 Ot 34.19 AX 38586 TILT2 154146 14234 0 14234 8462 5772 2886 3.64 0 32049;Cumul 31.32

ad e 34.19 AX 355.86  1067.56 1769.13  213.51 0 21351 12693 8659  28.86 3.66 0 320.47/Cumul 31.32

Sort by Color > 3419 AX 355.86 142344 2358.85 284.68 0 28468 16924 11545  28.86 3.66 0 320.47/Cumul 31.32

34.19 AX 35586  1779.3 2948.56  355.86 0 355.86 21155 14431  28.86 3.66 0 320.47.Cumul 31.32

Sheet View 7| 3419 AX 355.86 2135.16 353827  427.03 0  427.03 253.86 173.17  28.86 3.66 0 320.47Cumul 31.32

2 34.19 AX 385.86 249102 4127.98 4982 0 4982 296.17 20203  28.86 3.66 0 320.47 Cumul 31.32

34.19 AX 355.86 2846.88 4717.69) 569.38 0 569.38 33848 2309  28.86 3.66 0 320.47/Cumul 31.32

34.19 AX 385.86 320274 53074 640.55 0  640.55 380.79 25976  28.86 3.66 0 320.47/Cumul 31.32

; > | 3419 Ax 355.86 35586 5897.12 71172 0 71172 4231 28862  28.86 3.66 0 320.47!Cumul 31.32

l 34.19 AX 35586 3914.46 6486.83  782.89 0 782.89 46541 31748  28.86 3.66 0 320.47.Cumul 3132

| searcn jain I - 34.19 AX 355.86 427032 7076.54  854.06 0  854.06 50772 34634  28.86 3.66 0 320.47Cumul 31.32
410.28 | 5551.39 1

L1

Financlal Support
Services Unit

%9 FSSU
o &

[ concel |

5T



Sorting (LIVE DEMO)

File  Home |Insert Page layout Form W View Automate  Help [re—
E% (B From Text/CSv E& From Picture ~ r [[H Queries & Connections A
I z
o m @ M
Get Dé From Web [8) Recent Sources Refrech J A Sort
o ) Stocks Currencies  Geography E| A
Data~ [EF Fram Table/Range ['E| Existing Connections D /
Get & Transform Data Queries & Connections Data Types
—
v i Jfe | 09/09/2022
A B 8 D E F

oW

w

14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29

Date ﬂ[ﬁles:criplicun
07/09/2022 Joe Bloggs
08/09/2022 Mary smith
08/09/2022 Mary smith
09/09/2022 Joe Bloggs
12/09/2022 Mary smith
16/09/2022 Mary smith
16/09/2022 Joe Bloggs
12/10/2022 Mary smith
13/10/2022 Joe Bloggs
26/10/2022 Joe Bloggs
07/12/2022 Joe Bloggs
10/01/2023 Joe Bloggs
01/12/2022 Bus income

05/01/2023 Capitation Grant

23/09/2022 COVID cleaning supports grant
21/03/2023 Combined cleaning supports & ppe grant
18/10/2022 Emergency Summer Works

Category

Book Rental Scheme Income
Book Rental Scheme Income
Book Rental Scheme Income
Book Rental Scheme Income
Book Rental Scheme Income
Book Rental Scheme Income
Book Rental Scheme Income
Book Rental Scheme Income

- 75.00
- 7500

D :
Filter | !

ﬁﬁ\dvan(ed
it & Filter

- =
G E = @ = 3 Eg
Text to Remove Data Consolidate
Columns Duplicates Validation ~
Data Tools
J K L M M

Column
Sort by

Category ~

Sort On
Cell Values

\/

COrder
AtoZ

Book Rental Scheme Income

Book Rental Scheme Income

Book Rental Scheme Income

Book Rental S3cheme Income

Bus Income

Capitation/Non Pay Budget |
COVID Capitation for Cleaning and PPE

COVID Capitation for Cleaning and PPE Grant -

DE Capital Building Grant Income

OK I Cancel

4,748.35
- 30,591.24

4,748.35

R

|_|y_—‘ Commel

@ BB B3 B <0 &

Manage
Data Maodel

What-If Forecast

Analysis ~  Sheet

Forecast

Group Ungroup Subtotal

Cutline

30,591 o .
o &
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Sorting (LIVE DEMO)

& Kd o

oW

w

14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29

File Home  Insert  Page Layout Formulas Data Review View  Automate  Help |_|y_—‘ Commel
(B From Text/CSv E& From Picture ~ r [T Queries & Connections ? N2 EE E — E B @ @ '_E '_E E
E% ~ [Eé’ - G 4 = e Bg @? 2}
Get [‘% From Web [8) Recent Sources Refresh Stack c g G b o Filter | ! Text to Remove Data Consolidate Manage What-If Forecast  Group Ungroup Subtotal
Data ~ E From Table/Range [El Existing Connections All ~ [‘* ocks Hrrences cography E' ﬁﬁ\d\ran(ed Columns Duplicates Validation ~ Data Model  Analysis~  Sheet ~ ~
Get & Transform Data Queries & Connections Data Types Sort & Filter Data Tools Forecast Qutline
v i Jfe | 09/09/2022
A B C D E F H J K L M M (0] P Q R 5 T

Date ﬂ[ﬁles:criplicun
07/09/2022 Joe Bloggs
08/09/2022 Mary smith
08/09/2022 Mary smith
09/09/2022 Joe Bloggs
12/09/2022 Mary smith
16/09/2022 Mary smith
16/09/2022 Joe Bloggs
12/10/2022 Mary smith
13/10/2022 Joe Bloggs
26/10/2022 Joe Bloggs
07/12/2022 Joe Bloggs
10/01/2023 Joe Bloggs
01/12/2022 Bus income

05/01/2023 Capitation Grant

23/09/2022 COVID cleaning supports grant
21/03/2023 Combined cleaning supports & ppe grant
18/10/2022 Emergency Summer Works

Category

Book Rental Scheme Income
Book Rental Scheme Income
Book Rental Scheme Income

15 covip B other NE@ DsP scBd Bo

Book Rental Scheme Income
Book Rental Scheme Income
Book Rental Scheme Income
Book Rental Scheme Income
Book Rental Scheme Income

Book Rental Scheme Income

Book Rental Scheme Income

Book Rental Scheme Income

Book Rental S3cheme Income

Bus Income

Capitation/Non Pay Budget |
COVID Capitation for Cleaning and PPE

DE Capital Building Grant Income

COVID Capitation for Cleaning and PPE Grant -

- 75.00 - - 75.00
- 75 00 = = = = T500
Sort 4 X o
—+ Add Level 2 Delete Level E@ Copy Level | Options... @ Wy data has headers
Column Sort On COrder
Sortby ||category i Cell Values ~ AtoZ [
0
0
0
10
I OK I Cancel
4,748.35 - 474835 Come— 4
- 30,591.24 - - - - -

GkRﬂ Bus Inﬂ Schcucuﬂ .":'-chcucuﬂ Sluderﬂ Cllhr_-rﬂ Inccumﬂ t]lherﬂ DE Capiﬂ Trans|

30,591 o .
o &
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Text to columns(LIVE DEMO)

File Home  Insert  Page Layout Fcrmulase\riew View  Automate  Help

Eé [BE From Text/CSV E& From Picture ~ =¥ [ Queries & Connections

5
Get & From Web [(% Recent Sources |:| ’L@
Stocks Currencies
Data~ EJ From Table/Range [& Existing Connections D
Get & Transform Data Queries & Connections Data Types
B4 o b ﬁc Michael jordan
A B C D E F G H J K
1
z of 3 ? X
3
4 Michael jordan The Text Wizard has determined that your data is Delimited.
5 Tony harper If this is correct, choose Mext, or choose the data type that best describes your data,
6 Lorraine farrell Original data type
7 Denis scott Choose the file type that best describes your data:
a RonLongLy o Delimited - Characters such as commas or tabs separate each field,
g O Fixed width - Fields are aligned in columns with spaces between each field.
10
1
12
13
14 Preview of selected data:
15
4 Michael jordan
16 5 Tony harper
17 € Lorraine farrell
7 Penis scott
18 8 RonLongly
19
20 |
21 | Cancel < Back Einish

1

Geography E|

T

Text to

Filter ! Flash
EAdvanced Columns  Fill
Sort & Filter
M oL o P Q R

7 X

This screen lets you set the delimiters your data contains. You can see how your text is affected

Delimiters

[J1ab

[:] Semicolon
[:]gomma

B space

] other: ]

u Treat consecutive delimiters as one

Text gualifier: |~ e

Data preview

ichael jordan
ony arper
orraine arrell
enis cott

onLongly

Cancel < Back Finish

Convert Text to Columns Wizard - Step 3 of 3 ? >

This screen lets you select each column and set the Data Format.

Column data format

ogeneral
‘General’ converts numeric values to numbers, date values
O Tedt to dates, and all remaining values to text.
Ogate: DMy o Advanced...
O Do not import column (skip)
| Destination: | SBS4 ]
Drata preview
Cancel < Back Mext =




ﬂ AutoSave @ [_'['_"g t)“ S [.%. B ¥ ? l]_’ l]_’ ~  Copy of Copy of 2021 W2P online Income 1-31... = Saved

File Home Insert Page Layout Formulas Data Review \View Automate Help

E% |:E| From Text/CSV F& From Picture « [‘; [ Queries & Connections
S 2 (I
Get [é From Web [%) Recent Sources Refr:s; D @ @
. . Stocks Currencies  Geography E|
Data~ EF From Table/Range [a Existing Connections All~ P /
et & Transform Data Queries & Connections Data Types
13 v i fx o4
D E F G H | J K L N

3 20/08/2021 1629462148033-8382  1767259" f
( : 24/08/2021 1629839476754-6624 17672607 26834198 3
O n V e rT T O Mumber Stored as Text
4 Convert to Number
5 27/08/2021 1630055739188-3895 17672617 26854838 3 8
6 |  29/08/201 1630254888789.9004 17672587 268707698 ¢ H H
n m r 7| 2082021 1620460275494-0856 17672677 267050154 (  \gnoreError 8 8
g | 20082021 1620460506725-6830 1767273 26795047 ¢ Editin Formula Bar 3 3
g 20/08/2021 1629460494148.7305 17673127 267950488 ¢ Error Checking Options... 8 8
20/08/2021 1629460737187-1088  1767272) 267950794  Online” ooa" 004" 3 3
LIVE DEMO .
11| 2082021 1629461474362-3807 17673037 267952013
12| 2082011 1629466909540-4657 17673107 267887087 3
20/08/2021 1629470257462-4521 17672957 267967218 H
13
20/08/2021 1628470257462-4521 17673577 267967218 Online” ol ooa] B B
14
20/08/2021 1629480343555.2906 17672947 267984978 Online” ol ooa] B B
15
20/08/2021 1629480343555.2906 17672637 267984978 Online” ol ooa] 5 5
16
21/08/2021 1629558953752.2297 17673437 263080876  Online” onal ooa] B B
17
21/08/2021 1629558953752-2297 1767365 268080876 Online” (1714 ooaf 8 8
18
23/08/2021 1620702447354.7185 17672767 268203796 Online” (1714 ooaf B B
19 -
30| 23/08/2021 1620719182491-8990 17672897 268218737 oOnline” (i1 ooal B B ’ Fs S U
© oo i



Attach file to email (LIVE DEMO

New Message New Message
Recipients
@ open X
Subject Subject

€ > v 1 « Documents > Accounts > 2023 2024 Accounts > Grants v C Search Grants L

Organise v New folder =E- I @
A Home Name Status Date modified Type Size
a Gall @ Grants received 2023_2024 @ 10/06/2024 11:23 Microsoft Excel W... 17KB

allery

> @ Lorraine - JMB
(B Desktop »
- Downloads #
= Documents »
0 ms #
~ Lorraine Farrell #
L MISC

> @ me

v [l ThisPC

> B Local Disk (C)
>l Network
File name: ~
) | Upload from mol Open Cancel
b 2 sansSerdf ~ T~ B

CP:occoasz © Q!.:Slgpun

© & SansSerif ~ T~

[{}]
<]

Services Unit



Thank you ®

Any questions please contact us on ‘ J‘

iInfo@fssu.ie
Tel: 01 269 0677
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