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Pro tips to make Excel work for you

Some things we’ll cover

• Toolbar & Quick Access Settings

• Concatenate 

• Contrasting Headers

• Formatting Reports for Printing

• Data Validation

• Paste Special

• Pivot Tables



Update Your Settings

 Display the full toolbar 

 Remove collapse the Ribbon

 Can Customize!

 Quick Access Toolbar

 Make sure it appears above 

Ribbon

 Add useful items

 Print Preview

 Quick Print

 Save



More Settings

 Formula Excel Options

 Workbook Calculation

 Sometimes can get turned off

 Why are my Column headers now numbers? 

 (R1C1 style) 

 make sure it’s unchecked (A1 style)!



Concatenate

Easy way to combine 2 more cells into one

 =concatenate(item1,item2,etc) 

 = item1&" "&item2   (faster way: no 

commas or typing concatenate!)

 Can use text as well

 “ – “ adds some space between joined items

 Can add words as well such as  “Mega –” 



Contrasting Headers

 Adds much better visual impacts to reports



Setting up to print

 Use Footers for Multiple Pages

 Page Setup, Header/Footer

 Use custom!

 “Page “(button)” of “(button2)

 Report name and Date?

Who wants 108 

unmarked pages?



Setting up to print

 Setup Rows to Repeat

 Page Layout Ribbon

 Box on Page Setup

 Sheet Tab

 Click in Icon at end and select 

the row(s) you want and each 

page of the report to repeat

* Can Make total report longer



Printing setup

 Look at Scaling under 

print preview

 Are all your columns 

on one page?

 Landscape or Portrait?



Margins

Adjust Margins!

 Easier to Read

 Looks Better

 Can reduce report 

size

Margin Button



Final Report Look

 Results

 Good Spacing

 Report has Title on each 

page

 Page numbers

 Date of report

 Contrasting Header

Report Title

Column Headers

Page Footer

Data Spacing



Data Validation

 Found under Data Ribbon

 Use when you want a specific value entered

 Versatile Tool

 Can make drop down with values

 Can make error messages

 Can set input ranges

Check “Apply” if you have 

many other cells that need 

this validation



Validation Examples
List

Setup Range



Paste Special

Lots of Options

o Right click/home 

menu

o Paste special

o Can paste with 

changing formats

o Can paste just 

formats

o Can Multiply!

o -1 Trick

o Transpose to switch 

columns and rows

o Values! 



Pivot Tables

 What are they?

 Advanced Analysis tool in MS Excel

 Why use them

 To find meaning in data

 Summarize Vast amounts of data 

fast

 Easily change view of summary

 Relevance to Electric Utilities?

 Accounting\Treasury

 Dispatch\Power Plants

 Member Services\Capital Credits

 Many more



Top level

filter

What Pivot 

Adds\Counts

Can have 

1+ field 

here

Pivot Table Basics

 Data Table Format

 All columns must have headers

 Highlight the Data you want in Pivot Table

 Insert Ribbon, Pivot Table

 Data subtotals - exclude



Example

This data set is over 27k rows and 43 columns wide



Pivot Table Tips

 Watch for Filters, they can help

 Can check/uncheck some values

 Experiment

 Calculated Fields

 Can Turn Totals on\off

 Rows\Columns

 REFRESH!

 Can link to cells in a pivot




