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Speed Momentum is a powerful Excel add-in designed to
supercharge your productivity. With Speed Momentum,
you can perform complex data tasks faster, more
accurately, and with greater ease than ever before.

Our toolset is built for speed, precision, and automation,
making your data management seamless and error-
free. Whether you are cleaning data, automating
repetitive tasks, or managing large datasets, Speed
Momentum offers a suite of features that saves you time
and reduces manual work.

Discover the next level of Excel efficiency with
Speed Momentum, and experience data handling
like never before!
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Speed: Experience lightning-fast data processing that
significantly reduces wait times. Speed Momentum’s
optimized tools perform actions in seconds, giving you
results instantly, no matter the size of your dataset.

Precision: Our advanced

algorithms minimize errors and
ensure consistent outcomes,
allowing you to maintain high-quality
data with every operation.

Kev Feat f Automation: Automate
Oy L oaggres o repetitive tasks, from data

Speed Momentum cleaning to complex operations,
saving you time and effort.

Customization: Adjust settings to
suit your workflow and create
personalized tools that adapt to your
specific needs.

Efficiency: Boost your productivity with streamlined
workflows and intuitive tools that simplify complex tasks,
helping you achieve more with less effort.
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Installation

After downloading the Speed Momentum Tools installation package, run Install Speed
Momentum Tools.exe to start the installation wizard. Follow the wizard’s steps to
complete the installation.

Once installed, open Microsoft Excel, and you should see the Speed Momentum tab
added to the existing tabs. The Speed Momentum Tools add-in is now ready for use!

Activation

Q

License
Info

Activation

License Info

To start using Speed Momentum Tools, you’ll need to activate a valid license. Begin by
navigating to the Speed Momentum tab in Excel and clicking the License Info button. This
will open the license activation prompt.

License Activation X

License Activation

-
License Key:

SPEED MOMENTUM

To activate a valid license, first purchase on our website: www.speed-momentum.com.
Once your purchase is complete, you'll receive a license key.

Enter this key in the input field within the license activation panel (see above) accessed
via the License Info button in the Speed Momentum tab.
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Once you enter your license key, click the Activate License button to activate it, and Speed
Momentum Tools will be ready to use.

If you'd like to try the product for free, simply press Activate Free Trial for 14 days of free
access. Note that the free trial can only be activated once.

You can check your license status at any time by pressing the License Info button.

License Information *

License Information

(‘-\ License Key: 2e33137c-004e-41f9-8cce-bb943f230e93

SPEED MOMENTUM

License Expiry: LIFETIVE
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Speed Momentum Tools
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Copy and Delete and Duplicates Fill Format Insert Range Select Filter Formulas Pivot View and

Paste~v Remove v v v v v v v v v v Reviewv ~

Speed Momentum Tools

Speed Momentum Tools is a comprehensive suite designed to elevate
your Excel experience. Offering a wide array of features, these tools
simplify data manipulation, formatting, and automation. From quickly
removing duplicates and cleaning data to advanced functions like
pivoting and filtering, Speed Momentum Tools ensures that every task,
no matter how complex, can be completed with ease and precision.

This toolset is crafted to save you time, reduce manual effort, and
enhance the accuracy of your data work, allowing you to focus on
insights rather than tedious tasks.

=)

Delete and
Remove ~

[ Add Gridiines to all Sheets in the Active Workbook i 3 Delete All Objects in Active Sheet

ﬁ Remove Gridlines from all Sheets in the Active Workbook LW Remove Leading Zeros from Selected Range
LJ Highlight Comments * Remove Trailing Zeros from Selected Range
,;j Freeze Panes in Active Workbook "% Remove Leading Spaces from Selected Range

Remove Trailing Spaces from Selected Range

1 3= Remove Duplicate Spaces from Selected Range

Formulas P Remove Blank Columns from Active Sheet

v

D Remove Blank Rows from Active Sheet

Y Make Numbers Positive
om Selected Cells

Make Numbers Negative m Selected Cells

Calculate Running Total
Round Numbers to 0.5
Round Numbers Up Optimized

’rl Pivot (only the first row for the unique value)
’ Round Numbers Down Optimiz¢

[1__‘:‘ Pivot (only the last row for the unique value)

! Append Fields

oo
-  Col
®  Eizzv Matich o Count by Color

{ Remove All Whitespaces

31 Delete All Comments
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Copy and Paste

fi] -
Copy and
Paste v

1 Copy and Paste as Values
@ Copy and Paste with Formatting
@ Copy Formulas Without Changing Their Cell References |

ﬁ% Copy Values from Range Multiple Times Below

Copy and Paste as Values

1 Copy and Paste as Values

This tool allows you to copy a range of cells and paste only the values (without formulas
or formatting) to another location. Steps to use:

1. Select the range to copy: start by choosing the range of cells you want to copy.
This is where you will select all the cells that contain the data you want to

transfer.

D2 v i fx~ =C2/8B2

A B C D E F G

Number of | Total Salary forall| Average Monthl
Department : : A e Y Input ? *
1 ploy ploy Sala r employee
2 Legal q 38,700 Select the range to copy:
3 |Tax 15 61,500 4,100 1| | 5D52:5D39|
4 |Accounting 25 100,000 4,000
OK Cancel

5 aud 100200 (RURURDOIIRN: Lo

2. Next, choose the single cell where you want to paste the values from the range
you selected. Make sure only one cell is selected for the paste operation.

———————— Input ? X

Select the cell where you want to paste values:
SFs2
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3. Once you complete these steps, the tool will paste only the values (not the
formulas, styles, conditional formatting, etc.) from the selected range into and
starting from the chosen cell. This ensures that you transfer just the data you
need without any underlying formulas or formatting.

F2 v i Jr~ | 4300
A B C D E F
Number of | Total Salary forall| Awverage Monthly
Department
1 employees employees Salary per employee
2 |Legal 9 38,700 4300.
3 |Tax 15 61,500 4,100 4100

4 |Accounting 25 100,000 4,000 4000
5 |Audit 28 109,200 3900

Copy and Paste with Formatting

@ Copy and Paste with Formatting

This tool allows you to copy a range of cells and paste only the values (without formulas)
including the formatting to another location. Steps to use:

1. Select the range to copy: start by choosing the range of cells you want to copy.
This is where you will select all the cells that contain the data you want to

transfer.

D2 v i fx~ =C2/8B2

A B C D E F G

Number of | Total Salary forall| Average Monthl
Department : : A e Y Input ? *
1 ploy ploy Salary per employee
2 |Legal 9 38,700 Select the range to copy:
3 |Tax 15 61,500 4,100 | | $D52:5D55|
4 |Accounting 25 100,000 4,000
OK Cancel

5 aud 2] 105200 (RURURIOIIRN: Lo

2. Next, choose the single cell where you want to paste the values from the range
you selected. Make sure only one cell is selected for the paste operation.

F G H J K

H 1| Input ? X

Select the cell where you want to paste values and formatting:
sFs2
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3. Once you complete these steps, the tool will paste only the values (not the
formulas) from the selected range into and starting from the chosen cell. This
ensures that you transfer just the data you need, including the formatting and
without any underlying formulas.

F2 v i S~ 4300
A B C D E F
Number of | Total Salary forall| Average Monthly
Department
1 employees employees Salary per employee
2 |Legal 9 38,700
3 Tax 15 61,500
4 |Accounting 25 100,000
5 |Audit 28 109,200

Copy Formulas Without Changing Their Cell References

@ Copy Formulas Without Changing Their Cell References

This tool allows you to copy formulas from one range of cells and paste them into another
range without altering the cell references within the formulas.

1. Select the range to copy: start by choosing the range of cells you want to copy.
This is where you will select all the cells that contain the data you want to

transfer.

D2 v i fi~ =C2/8B2

A B C D E F G

Number of | Total Salary forall| Average Monthl
Department : : A e Y Input ? *
1 ploy ploy Sala r employee
2 Legal q 38,700 Select the range to copy:
3 |Tax 15 61,500 4,100 | | | $D52:5D55|
4 |Accounting 25 100,000 4,000
oK Cancel

2| 100,00 (RURUORONIRT: Lo

2. Next, choose the single cell where you want to paste the values, including the
formulas and references from the range you selected. Make sure only one cell
is selected for the paste operation.

F G H | J

r ________ -= Input ? X

Select the cell where you want to paste the value:
SF52
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3. Once you complete these steps, the tool will paste the values, including the
formulas and references from the selected range into and starting from the

chosen cell.
F2 ~ Ji =C2/B2
A B C D E F
Mumber of | Total Salary forall | Average Monthly
Department
1 employees employees Salary per employee
2 |Legal 9 38,700 430'0.
3 |Tax 15 61,500 4,100 4100
4 |Accounting 25 100,000 4,000 4000
5 |Audit 28 109,200 3500

Copy Values from Range Multiple Times Below

5 Copy Values from Range Multiple Times Below

This tool allows you to copy a selected range of cells multiple times below in the
worksheet.

1. Select the Range to Copy: start by choosing the range of cells you want to copy

A B & D E

Monday |

Input ? X

1
ITuesday [
'Wednesday |
IThursday

ISaturday

Select a range
SAS5ASE

Cancel

1
|Friday I
1
1
1

00~ & 0 oW

iSunday I

2. Enter the number of times you want to copy the selected range below in the
worksheet. The tool will inform you regarding the maximum multiplication of data
considering the Excel rows limit.

A B C D E F €}
1 bays |
2 Monday Microsoft Excel X
E % How many times would you like to copy the
4 |Wednesday selected range in addition to the original? Max:
5 [Thursday | [ 149795 Cancel
6 |Friday
7 |Saturday
8 |Sunday 2
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3. Once you complete these steps, the tool will copy the selected range and paste it
multiple times down the worksheet, based on the number you entered.

A B B D E
Days
Monday Microsoft Excel =

Tuesday
‘Wednesday

Thursday o Operation completed successfully!
Friday
Saturday . .
Sunday
Monday ]
10 |Tuesday

11 |Wednesday
12 | Thursday — 1
13 |Friday

14 |Saturday
15 |Sunday

16 |Monday

17 |Tuesday

18 |Wednesday
19 Thursday — D
20 |Friday
21 |Saturday
22 |Sunday

[T . T, SRR
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Delete and Remove

Delete and
Remove v

C7 Delete All Objects in Active Sheet 9
Remove Leading Zeros from Selected Range

% Remove Trailing Zeros from Selected Range
Remove Leading Spaces from Selected Range
X Remove Trailing Spaces from Selected Range
Z_ Remove Duplicate Spaces from Selected Range
E‘Z‘( Remove Blank Columns from Active Sheet

E} Remove Blank Rows from Active Sheet

a6 Remove Letters from Selected Cells

X Remove Numbers from Selected Cells

%" Delete Hidden Rows

Delete Hidden Columns

&% Trim Whitespaces

2% Remove Leading Characters

5 Remove Trailing Characters

5\_/. Remove Middle Characters

X Remove All Whitespaces

w Delete All Comments

Delete All Objects in Active Sheet

C! Delete All Objects in Active Sheet

This tool allows you to automatically delete all shapes, charts, text boxes, and other objects
from the active worksheet. The undo function is not available for this tool. Steps to Use:

1. Select “Delete All Objects in Active Sheet”

2. A confirmation dialog will appear asking if you are sure you want to delete all
objects. Click "OK" to proceed or "Cancel" to abort. Once you click OK, the tool will
automatically delete all shapes, charts, text boxes, and other objects from the active
worksheet.

Cenfirm Deletion *

Are you sure that you want to delete all objects? The undo
| function is not available for this tool

Cancel
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Remove Leading Zeros from Selected Range

L Remove Leading Zeros from Selected Range

This tool removes any leading zeros (0) from the numeric or alphanumeric values within
your selected range. The tools checks if the selected range contains any formulas. If
formulas are found, it displays an error message and exits. Steps to use:

1. Select the range of cells from which you want to remove leading zeros and click

uOKu .
A B C D E I~ | G | H | | | J
1 GL Account Number | Amount |Invoice Number | Invoice Date Input ? %
2 00630154 4.572 [INV2841 29-10-2023
3 000194284 5.870 [INV2873 28-05-2024 Select the range from which you want to remove leading zeros:
4 0000589764 9.520 [INV1679 04-10-2023 $B32:5B521
5 000223493 5.869 [INV2579 17-08-2023
6 | 1000961447 3.701 |INV5116 20-08-2023 Cancel
7 00860138 2.420 [INV6165 08-04-2024
8 00227950 7.047 [INV3406 01-04-2024
9 00427553 6.638 [INV5506 19-07-2023
10 000797941 5.446 [INV1985 28-12-2023

2. The tool processes each cell in the selected range, removing leading zeros from

each value.
A B C D E F | G | H

1 GL Account Number | Amount | Invoice Number|Invoice Date )

2 6530154 4.572 |INV2841 20-10-2023 | Microsoft Bxcel X
3 194284 5.870 |INV2873 28-05-2024

4 589764 9.520 |INV1679 04-10-2023 o

Leading zeros removed successfully!

5 223493 5.869 |INV2579 17-08-2023

6 961447 3.701 |INV5116 20-08-2023

7 860138 2.420 |INV6165 08-04-2024

8 227950 7.047 |INV3406 01-04-2024
9 427553 6.638 |INV5506 19-07-2023

10 797941 5.446 |INV1985 28-12-2023

Remove Trailing Zeros from Selected Range

=% Remove Trailing Zeros from Selected Range

This tool removes any trailing zeros (0) from the numeric or alphanumeric values within
your selected range. The tools checks if the selected range contains any formulas. If
formulas are found, it displays an error message and exits. Steps to use:
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1. Select the range of cells from which you want to remove trailing zeros and click

“OKH.

A B C D E F | 6 | H | I J
1 GL Account Number | Amount | Invoice Number|Invoice Date Input ? X
2 65301540000 4.572 |INV2841 29-10-2023
3 1942840000 5.870 |INV2873 28-05-2024 Select the range from which you want to remove trailing zeros:
4 5897640000 9.520 |INV1679 04-10-2023 ses2:sesz|
5 2234930000 5.869 |[INV2579 17-08-2023
6 9614470000 3.701 |INV5116 20-08-2023 Cance)
7 8601380000 2.420 |INV6165 08-04-2024 —
8 2279500000 7.047 |INV3406 01-04-2024
9 4275530000 6.638 |INV5506 19-07-2023
10 7979410000 5.446 |INV1985 28-12-2023

2. The tool processes each cell in the selected range, removing trailing zeros from

each value.
A B C D E F G H J [
1 GL Account Number | Amount | Invoice Number |Invoice Date
2 630154 2,572 [INv2841 29102023 | | Microsoft bxcel x
3 194284 5.870 |INV2873 28-05-2024
4 589764 9.520 |[INV1679 04-10-2023 .
5 273403 S 860 |INV2570 17-08-2023 o Trailing zeros removed successfully!
6 961447 3.701 |INV5116 20-08-2023
7 860138 2.420 |INVeE165 08-04-2024
8 22795 7.047 [INV3406 01-04-2024
9 427553 6.638 |INV5506 19-07-2023
10 797941 5.446 |[INV1985 28-12-2023

Remove Leading Spaces from Selected Range

|§ Rermove Leading Spaces from Selected Range

This tool removes any leading spaces from the numeric or alphanumeric values within
your selected range. The tools checks if the selected range contains any formulas. If
formulas are found, it displays an error message and exits. Steps to use:

1. Select the range of cells from which you want to remove leading spaces and click

OK.
A B C D E F G H 1 J
1 |GL Account Number| Amount Invoice Number Invoice Date
2 6301540000 4,572 INV2841 29-10-2023 || Pt ? x
3 1942840000 5,870 H INV2873 28-05-2024 Select the range from which you want to remove leading spaces:
4 5897640000 9,520 | INV1679 04-10-2023 || [scszmscsin
5 2234930000 5,869 i INV2579 17-08-2023
& 9614470000] 3,701 ! INV5116 20-08-2023 Cancel
7 8601380000 2,420 : INV6165 08-04-2024
8 2279500000 7,047 : INV3406 01-04-2024
9 4275530000 6,638 : INV5506 19-07-2023
10 7979410000 5,446 : _Il:l!lﬁ_ﬂ;‘i ______________ 28-12-2023
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2. The tool processes each cell in the selected range, removing leading spaces from
each selected cell.

A B C D H F G H I
1 |GLAccount Number| Amount Invoice Number Invoice Date
2 6301540000 4,572 [INV2841 29-10-2023 Microsoft Excel %
3 1942840000 5,870 |INV2873 28-05-2024
4 5897640000 9,520 |INV1679 04-10-2023
5 2234330000 5,869 |INV2579 17-08-2023 o Leading spaces removed successfully!
6 9614470000 3,701 |INV5116 20-08-2023
7 8601380000 2,420 |INV6165 08-04-2024
g 2275500000 7,047 |INV3406 01-04-2024

S oK

9 4275530000 6,638 |INV3506 15-07-2023 _
10 7975410000 5,446 |INVI1985 28-12-2023

Remove Trailing Spaces from Selected Range

> Remove Trailing Spaces from Selected Range

This tool removes any trailing spaces from the numeric or alphanumeric values within your
selected range. The tools checks if the selected range contains any formulas. If formulas
are found, it displays an error message and exits. Steps to use:

1. Select the range of cells from which you want to remove trailing spaces and click
OK.

A B c D E F G _ H | 1 | J
1 GL Account Number Amount | Invoice Number|Invoice Date Input ? X
2 6301540000 4.572 |INV2841 29-10-2023

3 1942840000 5.870 |INV2873 28-05-2024 Select the range from which you want to remove trailing spaces:
4 5897640000 9.520 |INV1679 04-10-2023 $852:58521

5 2234930000 5.869 |INV2579 17-08-2023

6 9614470000 3.701 |INV5116 20-08-2023 Cancel
7 8601380000 2.420 |INV6165 08-04-2024 R —

8 2279500000 7.047 |INV3406 01-04-2024

9 4275530000 6.638 |INV5506 19-07-2023

10 7979410000 5.446 |INV1985 28-12-2023

2. The tool processes each cell in the selected range, removing trailing spaces from
each selected cell.

A B C D E F ] G [ H ] ! [ 7
1 GL Account Number Amount | Invoice Number | Invoice Date| i o e byeal %
2 6301540000 4.572 |INV2841 29-10-2023
3 1942840000 5.870 |INV2873 28-05-2024
4 5897640000 9.520 |INV1679 04102008 o Trailing spaces removed successfullyl
5 2234930000 5.869 |INV2579 17-08-2023
6 9614470000 3.701 |INV5116 20-08-2023
7 8601380000 2.420 |INVB165 08-04-2024
8 2279500000 7.047 |INV3406 01-04-2024
9 14275530000 6.638 |INV5506 19-07-2023 e —
10 7979410000 5.446 |INV1985 28-12-2023
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Remove Duplicate Spaces from Selected Range

*

Rermnowve Duplicate Spaces from Selected Range

This tool removes any duplicate spaces from the numeric or alphanumeric values within
your selected range and leaves one space. The tools checks if the selected range contains
any formulas. If formulas are found, it displays an error message and exits. Steps to use:

1. Select the range of cells from which you want to remove duplicate spaces and click
OK.

A B C | D | E | F | G
Name
John  Smith

Input ? X

Jane Doe Select the range from which you want to remove duplicate spaces:
Michael Johnson $B$2:58521] [
Emily Davis |
Chris  Brown | Cancel
Sarah Miller T T —— T
David Wilson
Laura Moore
James Taylor

W oo~ WM

—
l=]

2. Thetool processes each cell in the selected range, removing duplicate spaces from
each selected cell and leaves one space.

A B C | D | E | F | G|
Name

John Smith

Jane Doe

Michael Johnson | o Duplicate spaces removed successfully!
Emily Davis

Microsoft Excel X

Chris Brown
Sarah Miller

David Wilson

Laura Moore

W00 = g L s o =

S —

=
o

James Taylor

Remove Blank Columns from Active Sheet

|f'§'< Remowve Blank Columns from Active Sheet

This tool removes all columns in the active worksheet that contain no data in the used
range. Once the tool is selected all blank columns in the active worksheet will be deleted.

Page 21 of 148




Speed up, excel more. Speed Momentum — User Guide Table of Contents

Example — before running the tool:

A B C D E F G H |
1 GL Account Number Amount Invoice Number| Invoice Date
2 00630154 4,572 INV2841 29-10-2023
3 0001942584 5,870 INV2873 28-05-2024
4 0000589764 9,520 INV1679 04-10-2023
5 000223493 5,869 INV2579 17-08-2023
6 000961447 3,701 INV5116 20-08-2023
7 00860138 2,420 INVE165 08-04-2024
B 00227950 7,047 INV3406 01-04-2024
9 00427553 6,638 INV5506 19-07-2023
10 000797341 5,446 INV1985 28-12-2023

After running the tool. Columns A, C, D, F and H have been removed.

A B C D E F G H
1 |GL Account Number| Amount |Invoice Number|lnvoice Date
2 |00630154 4,572 |INV2841 29-10-2023 Operation Complete b
3 |000154284 5,870 |INV2873 28-05-2024
4 0000589764 9,520 [INV1679 04-10-2023
5 000223493 5,869 |INV2579 17-08-2023 o 5 blank column(s) removed.
6 |000961447 3,701 [INV5116 20-08-2023
7 |00860138 2,420 [INVB165 08-04-2024
8 00227950 7,047 |INV3406 01-04-2024
9 |00427553 6,638 [INV5506 19-07-2023
10 000797941 5,446 |INV1985 28-12-2023

Remove Blank Rows from Active Sheet

|E'_|§1< Remove Blank Rows from Active Sheet

This tool removes all rows in the active worksheet that contain no data in the used range.
Once the tool is selected all blank rows in the active worksheet will be deleted.

Example — before running the tool:

A B C D

1 | GL Account Number | Amount | Invoice Number | Invoice Date
2 00630154 4,572 |INV2841 29-10-2023
3

4

5 000154284 5,870 |INV2ET3 28-05-2024
6 0000589764 9,520 |INV1679 04-10-2023
7

8 000223493 5,869 |INV2579 17-08-2023
9

10 |000961447 3,701 |INV5116 20-08-2023
11 00860138 2,420 |INV6165 08-04-2024
12

13 |00227950 7,047 |INV3406 01-04-2024
14 00427553 6,638 |INV3306 15-07-2023
15 000797941 5,446 |INV19E5 28-12-2023
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After running the tool and selecting “OK”.

A B C D
1 | GL Account Number | Amount | Invoice Number |Invoice Date
2 |00630154 4,572 |INV2841 29-10-2023
Task Complete x 3 |000154284 5,870 |INV2873 28-05-2024
4 |0000589764 9,520 (INV1679 04-10-2023
5 |000223493 5,869 |INV2579 17-08-2023
o All entirely blank rows have been removed, 6 000361447 3,701 |INV5116 20-08-2023
7 (00860138 2,420 (INVGE165 08-04-2024
8 00227950 7,047 |INV3406 01-04-2024
9 00427553 6,638 [INV5306 19-07-2023
10 000737941 5,446 [INV1985 28-12-2023

Remove Letters from Selected Cells

& Remove Letters from Selected Cells

This tool removes all alphabetic characters from the selected range of cells. This is
particularly useful when you have a mixture of numbers and letters in cells and wish to
perform numerical operations. Just select the range you'd like to clean, and this tool will
leave behind only the non-letter characters. Please note that merged cells are not
supported; unmerge any cells in the range before proceeding. Steps to use:

1. Select the range of cells from which you want to remove the letters and click “OK”.

A B c D E F G H
1 | GLAccount Number| Amount | Invoice Number |Invoice Date
2 6301540000 4,572 1INV2841 25-10-2023 Input ? X
3 1942840000 5,870 1INV2873 28-05-2024 || 5eject a range
4 5897640000 9,520 JINV1679 04-10-2023 scsz:scsig
5 2234930000 5,869 |INV2579 17-08-2023
6 9614470000 3,701 |INV5116 20-08-2023 eance!
7 |8601380000 2,420 ilNVGl&S 08-04-2024
8 |2273500000 7,047 iINV3406 01-04-2024
9 4275530000 6,638 :INVSSDG 15-07-2023
10 7973410000 5,446 :INVIBSS 28-12-2023
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2. The tool processes each cell in the selected range, removing all letters from each
selected cell. In the range selected the prefix “INV” has been deleted, leaving just
the invoice number in column C.

A B cC D
1 |GLAccount Number| Amount | Invoice Number |Invoice Date
2 |6301540000 4,572 2841|29-10-2023
3 1942840000 5,870 2873|28-05-2024
4 | 5897640000 9,520 1679|04-10-2023
5 | 2234930000 5,869 2579|17-08-2023
6 9614470000 3,701 5116|20-08-2023
7 | 3601380000 2,420 6165|08-04-2024
8 2279500000 7047 3406|01-04-2024
9 4275530000 6,638 5506|19-07-2023
10 | 7979410000 5,446 1985|28-12-2023

Remove Numbers from Selected Cells

E Rermowve Mumbers from Selected Cells

This tool removes all numeric characters from the selected range of cells.

This is particularly useful when you have a mixture of numbers and letters in cells and
wish to perform only alphabetical operations. Just select the range you'd like to clean, and
this tool will leave behind only the non-numeric characters.

Please note that merged cells are not supported; unmerge any cells in the range before
proceeding. Steps to use:

1. Select the range of cells from which you want to remove the numbers and click
“OK”-

[1John Smith
iz.lane Doe
13Michael Johnson
l4Emily Davis Select a range
5Chris Brown SAS2:5AS1|

I
165arah Miller Cancel

Input ? X

I7David Wilson

[ RO T I S T R

8Laura Moore !
10 |9James Taylor 1
11 :10Emma Anderson I

o e o
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2. The tool processes each cell in the selected range, removing all humbers from
each selected cell.

A
Name

John Smith

lane Doe

Michael Johnson
Emily Davis
Chris Brown
Sarah Miller
David Wilson
Laura Moore

W o o~ @ U B W ) e

10 James Taylor

11 |Emma Anderson

Delete Hidden Rows

%X Delete Hidden Rows

This tool deletes all hidden rows in the active worksheet. Steps to use:
1. Select the tool and all hidden rows in the active worksheet will be deleted.

2. Confirmation message will appear. Click OK if you want to delete all hidden rows.
Please note that the undo function is not available for this tool. Please save your
workbook before running the tool.

Example — before running the tool:

A B C D H [F G H I J
1 |GL Account Number| Amount |Invoice Number|invoice Datel
2 00630154 4,572 |INV2841 29-10-2023
3 000194284 5,870 [INV2873 28-05-2024
4 0000589764 9,520 [INV1679 04-10-2023
10 |00227950 7,047 [INV3406 01-04-2024 Confirm Deletion b
12 |000797941 5,446 |INV1985 28-12-2023
13 |0000437685 7,829 [INV6O13 07-05-2024
13 002791 oo [invozsa loopaoms || ] el nstyes anste et s cen ot s
16 |000935660 1,655 [INV2624 30-05-2024
17 |00998166 9,570 [INV1758 18-11-2023
18 | 0000432500 9,686 |INV7355 25-09-2023 Cancel
21 |000750720 5,377 |INVE549 14-12-2023
22 0000645889 4,066 |INVI256 01-05-2024
24 0000326877 3,140 [INV4359 23-02-2024
25 0000127492 6,015 [INV9625 06-06-2024
27 00240610 7,748 [INV3818 05-04-2024
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After running the tool.
A B C D

1 |GL Account Number| Amount |Invoice Number|invoice Date|
2 00630154 4,572 |INV2341 29-10-2023
3 000194234 5,870 |INV2873 28-05-2024
4 0000589764 9,520 [INV1679 04-10-2023
5 00227950 7,047 [INv3406 01-04-2024
6 000797941 5,446 |INV1985 28-12-2023
7 0000437685 7,829 [INV6013 07-05-2024
8 000902791 8,968 [INV5254 09-12-2023
9 000935660 1,655 [INV2624 30-05-2024
10 |00998166 9,570 [INv1758 18-11-2023
11 | 0000432500 9,686 [INV7355 25-09-2023
12 |000750720 5,377 |INV8549 14-12-2023
12 | 0000645889 4,066 |INV9256 01-05-2024
14 | 0000326877 3,140 [INV4358 23-02-2024
15 |0000127492 6,015 [INV9625 06-06-2024
16 | 00240610 7,748 [INvse18 05-04-2024

Delete Hidden Columns

LL!J Delete Hidden Columns

This tool deletes all hidden columns in the active worksheet. Steps to use:

1. Select the tool and all hidden columns in the active worksheet will be deleted.

2. Confirmation message will appear. Click OK if you want to delete all hidden
columns. Please note that the undo function is not available for this tool. Please
save your workbook before running the tool.

Example — before running the tool:

A E G L
1 |GL Account Number| Amount |Invoice Number{invoice Date|
2 00630154 4,572 |INV2841 29-10-2023
3 000194284 5,870 |INV2873 28-05-2024
4 | 0000589764 9,520 |INV1679 04-10-2023
5 |00227950 7,047 |INV3406 01-04-2024
6 000797941 5,446 |INV1985 28-12-2023
7 0000437685 7,829 |INV6013 07-05-2024
8 000902791 8,968 |INV5254 09-12-2023
9 000935660 1,655 |INV2624 30-05-2024
10 00998166 9,570 |INV1758 18-11-2023
11 |0000432500 9,686 |INV7355 25-09-2023
12 000750720 5,377 |INVE549 14-12-2023
13 |0000645889 4,066 |INVI256 01-05-2024
14 |0000326877 3,140 |INV4359 23-02-2024
15 0000127492 6,015 |INV9625 06-06-2024
16 |00240610 7,748 |INV5818 05-04-2024

| Are you sure that you want to delete all hidden columns? The
undo fundtion is not available for this tool

oK Cancel
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After running the tool.

A B C D
1 GL Account Number| Amount |Invoice Number(lnvoice Date
2 00630154 4,572 |INV2841 29-10-2023
3 000194284 5,870 |INV2873 28-05-2024
4 0000589764 9,520 |INV1679 04-10-2023
5 00227950 7,047 |INV3406 01-04-2024
6 (000797941 5,446 |INV1985 28-12-2023
7 0000437685 7.829 |INVE013 07-05-2024
& 000902791 8,968 |INV3234 09-12-2023
9 000935660 1,655 |INV2624 30-05-2024
10 00998166 9,570 |INV1738 18-11-2023
11 | 0000432500 9,680 |INV73535 25-09-2023
12 (000750720 5,377 |INV3545 14-12-2023
13 0000645889 4,066 |INVI256 01-05-2024
14 (0000326877 3,140 |INV4359 23-02-2024
15 0000127492 6,015 |INV9625 06-06-2024
16 | 00240610 7,748 |INV5818 05-04-2024

Trim Whitespaces

¢ Trim Whitespaces

This tool removes leading and trailing spaces from the numeric or alphanumeric values
within your selected range. The tools checks if the selected range contains any formulas.
If formulas are found, it displays an error message and exits.

1. Select the range of cells from which you want to remove leading and trailing spaces

and click OK.

A B G D E F | G | H | | | J
1 GL Account Number | Amount Invoice Number Invoice Date Input 2 X
2 6301540000 4.572 INV2841 29-10-2023
3 1942840000 5.870 INV2873 28-05-2024 Select the range to trim:
4 5897640000 9.520 INV1679 04-10-2023 $D$2:505214
5 2234930000 5.869 INV2579 17-08-2023
6 9614470000 3.701 INV5116 20-08-2023 Ok Gancel
7 8601380000 2.420 INV6165 08-04-2024
8 2279500000 7.047 INV3406 01-04-2024
9 4275530000 6.638 INV5506 19-07-2023
10 7979410000 5.446 INV1985 28-12-2023
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2. The tool processes each cell in the selected range, removing leading and trailing
spaces from each selected cell.

A B C D E F G H
1 GLAccount Number| Amount Invoice Number Invoice Date
2 6301540000 4,572 |INV2841 29-10-2023
3 1942840000 5,870 [INV2873 28-05-2024 Microsoft Excel X
4 5897640000 9,520 |INV1679 04-10-2023
3 2234530000 5,863 [INV3573 17-08-2033 Trim operation completed successfully.
6 9614470000 3,701 |INV5116 20-08-2023
7 8601380000 2,420 |INV6165 08-04-2024
2 2279500000 7,047 |INV3406 01-04-2024
9 4275530000 6,638 |INV5506 15-07-2023
10 7979410000 5,446 [INV1985 28-12-2023

Remove Leading Characters

f_‘g Remowve Leading Characters

This tool removes a specified number of leading characters from the values in a selected
range of cells. The tools checks if the selected range contains any formulas. If formulas
are found, it displays an error message and exits. Steps to use:

1. Select the range of cells from which you want to remove a specified number of
leading characters from the values and click OK.

A B C D E F G H 1
1 Name | Country Age
2 [101Alice  |USA 25
3 |102B0b ICanada 30| | Input roX
4 }IDBCharIie iUK 35| | select the range from which you want to remove leading characters:
5 |104David | australia 40| | [spsz:sas1d]
il IlDSEva :German\-r 45
7 1106Frank iFrance 50 GhEE
8 1107Grace iltaly 55
9 '108Hannah  ISpain 60
10 |109Ivy IPortugal 65
11 [110Jack INetherlands 70
12 |111Katie iBelgium 2
13 112Liam isweden 28
14 |113Mia | Norway 33
15 |114Noah IDenmark 38
16 11150livia____iFinland 43
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A B C D G
1 Name Country Age
2 |101Alice USA 25
3 |102Bob Canada 30
4 |103Charlie UK 35 Input ? %
5 |104David Australia 40
6 |105Eva Germany 45| | Enter the number of leading characters to remove:
7 |106Frank France 50| |3
8 |107Grace Italy 55 —
9 |108Hannah Spain 60
10 | 1091wy Portugal 65
11 110Jack MNetherlands 70
12 [111Katie Belgium 22
13 [112Liam Sweden 28
14 |113Mia Norway 33
15 |114Noah Denmark 38
16 |1150livia Finland 43

3. The tool processes each cell in the selected range, removing a specified number

of leading characters from the values in each selected cell.

A B C D E G H

1 Name Country Age

2 |Alice USA 25

3 Bob Canada 30

4 |Charlie UK 35| | Microsoft Excel b4
5 |David Australia 40

6 |Eva Germany 45

7 |Frank Erance 50 o Leading characters removed successfully!
8 Grace Italy 55

9 |Hannah Spain 80

10 |lvy Portugal 65
11 Jack Metherlands 70

12 |Katie Belgium 22

13 |Liam Sweden 28

14 |Mia Norway 33

15 |Noah Denmark 38

16 |Olivia Finland LE

Remove Trailing Characters

Table of Contents

[E! Remove Trailing Characters

This tool removes a specified number of trailing characters from the values in a selected
range of cells. The tools checks if the selected range contains any formulas. If formulas
are found, it displays an error message and exits. Steps to use
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1. Select the range of cells from which you want to remove a specified number of
trailing characters from the values and click OK.

A B C D E | F G | H |
1 Name Country Age Input 2 %
2 Alice101 USA 25
3 Bob102 Canada 30 Select the range from which you want to remove trailing characters:
4 Charlie103 UK 35| | |$B$2:5B316
5 David104 1Australia 40
6 Eval05 Germany 45 el
7 Frank106 !France 50
8 Gracel07 iltaly 55
9 Hannah108 ;Spain 60
10 lvy109 Portugal 65

2. Enter the number of trailing characters to remove.

A B C D E | F | G H | |
1 Name Country Age Input ? %
2 Alice101 USA 25
3 Bob102 Canada 30 Enter the number of trailing characters to remaove:
4 Charlie103 |UK 35 3
5 David104 |Australia 40
6 Eval05 Germany 45 Cancel
7 Frank106 |France 50
8 Gracel07 |ltaly 55
9 Hannah108 |Spain 60
10 Ivy109 Portugal 65

3. The tool processes each cell in the selected range, removing a specified number
of trailing characters from the values in each selected cell.

A B C D E [ I5 [ G | H | I |
1 Name Country Age Microsoft Excel X
2 Alice USA 25
3 Bob Canada 30
4 Charlie UK 35 o Trailing characters removed successfully!
5 David Australia 40
6 Eva Germany 45
7 Frank France 50
8 Grace Italy 55
9 Hannah Spain 60
10 Iy Portugal 65

Remove Middle Characters

f_‘E Remove Middle Characters

This tool removes a specified number of middle characters from the values in a selected
range of cells.

The tools checks if the selected range contains any formulas. If formulas are found, it
displays an error message and exits. Steps to use:
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1. Select the range of cells from which you want to remove a specified number of
middle characters from the values and click OK.

A B C D E F G H J
1 GL Account Number | Amount | Invoice Number | Invoice Date
2 6301540000 4.572 1INVNo.2841 29-10-2023 et ¢ >
3 1942840000 5.870 {INVNo.2873 28-05-2024 Select the range from which you want to remove middle characters:
4 5897640000 9.520 {INVNo.1679 04-10-2023 spsz:sps2|
5 2234930000 5.869 ![INVNo0.2579 17-08-2023
6 (9614470000 3.701 {INVNo.5116 | 20-08-2023 cancel
7 8601380000 2.420 [INVNo.6165 08-04-2024 R —
8 2279500000 7.047 1INVNo.3406 01-04-2024
9 4275530000 6.638 1INVNo.5506 19-07-2023
10 7979410000 5.446 [INVNo.1985 28-12-2023

2. Enter the starting character position for removal:

A B C D E F G H J
1 GL Account Number | Amount | Invoice Number | Invoice Date nput 5 %
2 6301540000 4.572 |INVNo.2841 29-10-2023
3 1942840000 5.870 |INVNo.2873 28-05-2024 Enter the starting character position for remaoval:
4 5897640000 9.520 |INVNe.1679 04-10-2023 4
5 2234930000 5.869 |[INVNo0.2579 17-08-2023
6 9614470000 3.701 |INVNo.5116 20-08-2023 Cancel
7 8601380000 2.420 |INVNo.6165 08-04-2024
8 2279500000 7.047 |INVNo.3406 01-04-2024
9 4275530000 6.638 |INVNo0.5506 19-07-2023
10 7979410000 5.446 |INVNo0.1985 28-12-2023

3. Enter the number of characters to remove:

A B C D E F G H | | | J |
1 GL Account Number| Amount | Invoice Number | Invoice Date Input ? X
2 6301540000 4.572 [INVN0.2841 29-10-2023
3 1942840000 5.870 |INVNoO.2873 28-05-2024 Enter the number of characters to remove:
4 5897640000 9.520 |INVNo.1679 04-10-2023 El
5 2234930000 5.869 |INVNo.2579 17-08-2023
6 9614470000 3.701 |INVN0.5116 20-08-2023 Cancel
7 8601380000 2.420 |INVNo.6165 08-04-2024 S —
8 2279500000 7.047 |INVNo.3406 01-04-2024
9 4275530000 6.638 |INVNo.5506 19-07-2023
10 7979410000 5.446 |INVNo.1985 28-12-2023

4. The tool processes each cell in the selected range, removing a specified number
of middle characters from the values in each selected cell.

A B C D E F G H J
1 GL Account Number | Amount |Invoice Number |Invoice Date Microsoft Excel %
2 6301540000 4.572 |INV2841 29-10-2023
3 1942840000 5.870 |INV2873 28-05-2024
4 5897640000 9.520 |INV1679 04-10-2023 o Middle characters removed successfully!
5 2234930000 5.869 |INV2579 17-08-2023
6 9614470000 3.701 |INV5116 20-08-2023
i 8601380000 2.420 |INV6165 08-04-2024
8 2279500000 7.047 |INV3406 01-04-2024
9 4275530000 6.638 |INV5506 19-07-2023
10 7979410000 5.446 |INV1985 28-12-2023
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Remove All Whitespaces

> Remove All Whitespaces

This tool removes all spaces from the values in a selected range of cells. Steps to use:

1. Select the range of cells from which you want to remove all spaces and click OK.

A B C D E [ F [ G [ H_ [ 1
1 Name Country Age i - %
2 Alice USA 25
3 Bob Canada 30| Select the range from which you want to remove all spaces:
4 Charlie IUK 35| | $B$2:5E514
5 David 1Australia 40
6 Eva Germany 45 Cancel
7 Frank France 50
3 Grace |ltaly 55
9 Hannah ;Spain 60
10 lvy Portugal 65

2. The tool processes each cell in the selected range, removing all spaces from each

selected cell.
A B C D E [ F [ G . H
! - Name Country Age Microsoft Excel X
2 Alice USA 25
3 Bob Canada 30
4 Cha.rlle Uk N 33 o All spaces removed successfully!
5 David Australia 40
6 Eva Germany 45
7 Frank France 50
8 Grace Italy 55
9 Hannah Spain 60
10 Iy Portugal 65

Delete All Comments

::5:' Delete All Comments

This tool allows you to automatically delete all comments in the active excel file. Once you
select the tool, all comments will be deleted.
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Example - before running the tool

A B C D E F
1 GL Account Number| Amount |Imroice Number|invoice Date|
2 6301540000 ll;e’r I =-41129-10-2023
3 1942840000 Verify this account. B|28-05-2024
4 5837640000 B|04-10-2023
5 2234930000 B|17-08-2023
] 9614470000 3, 70L TIT6|20-08-2023
7 8601330000 2,420 6165(08-04-2024
8 2279500000 7,047 3406)|01-04-2024
9 4275530000 6,638 53506 U;‘é’r:""""
10 7979410000 5,446 1985|2{please check this
11 4376850000 7,829 6013|0|Inveice.
12 9027310000 8,968 5254|0
13 3268770000 3,140 4359|2 .
14 1274920000 6,015 9625 'U;‘er:""’”' l
15 8961410000 9,937 4645| 1 Also this one.
16 2406100000 7,748 S818[0
17
18

After running the tool.

A B i D E
1 GL Account Number| Amount |Invoice Number|Invoice Date
2 6301540000 4,572 2841|29-10-2023
3 1342840000 2,870 2873|28-05-2024
4 2837640000 9,520 1679|04-10-2023
5 2234930000 3,869 2579|17-08-2023
6 9614470000 3,701 5116|20-08-2023
7 8601380000 2,420 6165|08-04-2024
8 2279500000 7,047 3406|01-04-2024
g 4275530000 6,638 5506/19-07-2023
10 7973410000 2,446 1985|28-12-2023
11 4376850000 7,829 6013|07-05-2024
12 9027910000 8,968 5254|09-12-2023
13 3268770000 3,140 4359|23-02-2024
14 1274920000 6,015 9625|06-06-2024
15 5361410000 9,937 4645|18-07-2023
16 2406100000 7,748 2818|05-04-2024
o ]
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Duplicates

T |
Duplicates

v

rl"(‘:] Remove Duplicates
(B Highlight Duplicate Values

Highlight Duplicate Sets in Unique Colors

Remove Duplicates

rﬁj Remove Duplicates

This tool allows you to remove duplicate values from a selected range and retain only the
unique values. Steps to use:

1. Select the range of cells from which you want to remove the duplicates and leave
only the one unique value from each duplicate and click OK.

Al A B C | D E F |6 |
1 | Invoice Number e ? %
2 i 2841

3 2873 Select the range where you want to remove duplicates:

4 | 2579 $B$2:58513|

5 5116

6 2841 Cance

7 | 2873

8 i 2579

9 i 5116

10_ 2841

11_ 2873

127 2579

13_ 5116

Page 34 of 148 ‘




Speed up, excel more.

Speed Momentum — User Guide Table of Contents

2. The tool processes each cell in the selected range, leaving only the one unique
value from each duplicate or non-duplicate identified.

A

B

= D E F

G H

[=-RIE R RO R SRR SR SR

Py
vl ey ey =g

Invoice Number

2841

2873

2579

5116

Microsoft Excel

Operation completed. Duplicates removed, and unique values set.

Highlight Duplicate Values

B Highlight Duplicate Values

This tool allows you to identify and colorize duplicate values in a selected range of cells in
your preferred colour. Steps to use:

1. Select the range of cells from which you want to identify and colorize duplicate
values and click OK.

A B

C D E F

O~ s W N =

= [ [ [ [ h [ [ [
[=x RS R - VTR SR ]

Invoice Number

2841

2873

2579

3582

5116

2841

2873

2579

6981

5116

2841

2873

4176

2579

5116

Input

Select a range
$B$2:5B516

Cancel
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2. Choose your preferred colour and click OK:

A B c | D E F_EBS6 H
Invoice Number
2841
2873 Standard Custom
2579
3582
5116
2841
2873
2579
5116
6981
2841
2873
4176
2579
5116

Colors ? X

Colors: Cancel

@~ U W N o

©

FEEEIEREIEE

3. The tool processes each cell in the selected range and colorizes duplicate values
in your selected colour.

Highlight Duplicate Sets in Unique Colours

Highlight Duplicate Sets in Unique Celors

This tool allows you to identify and colorize each duplicate value in a selected range of
cells in unique colour. Steps to use:
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1. Select the range of cells from which you want to identify and colour each duplicate
value in unique colour and click OK.

A A B C . D . E . F | G
[ | Invoice Number|

2 | 2841 Input ? X
3 2873|

4 | 25}'9: Select a range

c —13582' $B$2:585 16|

6 5116

7 — 2841 Cancel
8 | 2873

9 | 2579

10 5116

11 | 6981

12 2841

13 2873

14 | 4176

15 | 2579

16| | ________ 5118

2. The tool processes each cell in the selected range and colorizes duplicate values,
each in unique colour.

Al B C D E | F G| H

Invoice Number

Result X

o 4 sets of duplicates were identified and colored.
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D Fill Empty Cells in Selected Range
Overwrite Selected Cells
Fill Blanks from Below

ETE]F Fill Blanks from Above

Fill Empty Cells in Selected Range

D Fill Empty Cells in Selected Range

Table of Contents

This tool allows you to fill empty cells in a selected range with a specified value. Steps to

use:

1. Select the range of cells to fill and click OK.

A B C D E | F | G H | | J
1 | |Office Room Date Availability Input 2 x
2 | Room 1 2024-10-15 00:00:00
3 | |Room2 2024-10-15 00:00:001Not Available Please select a range:
4 | Room 3 2024-10-15 00:00:00 $D$2:5D521
5 | |Room4 2024-10-15 00:00:00!Not Available
6 | |Room1 2024-10-16 00:00:00 Cancel
7 | [Room 2 2024-10-16 00:00:00;Not Available
8 | Room 3 2024-10-16 00:00:00
9 | |Room4 2024-10-16 00:00:001Not Available
10_ Room 1 2024-10-17 00:00:00
11| |Room 2 2024-10-17 00:00:00!Not Available
127 Room 3 2024-10-17 00:00:00

2. Specify the value for filling the empty cells in the selected range:

A B C D E | F | G | H | | J
1 | Office Room Date Availability - . x
2 Room 1 2024-10-15 00:00:00 =t
3 : Room 2 2024-10-15 00:00:00| Not Available What value do you want te fill the blank cells with?
4 | |Room3 2024-10-15 00:00:00 Awvailable
5| |Room4 2024-10-15 00:00:00| Not Available
6 | |Room 1 2024-10-16 00:00:00 Cancel
7 | |Room 2 2024-10-16 00:00:00| Not Available
8 | |Room 3 2024-10-16 00:00:00
9 | |Room4 2024-10-16 00:00:00| Not Available
10| |Room1 2024-10-17 00:00:00
11| |Room2 2024-10-17 00:00:00| Not Available
12| |Room3 2024-10-17 00:00:00
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3. The tool processes each cell in the selected range, filling each empty cell with the
specified value.

A B C D
1 Office Room Date Availability
2 Room 1 2024-10-15 00:00:00 | Available
3 Room 2 2024-10-15 00:00:00 | Not Available
4 Room 3 2024-10-15 00:00:00 | Available
5 Room 4 2024-10-15 00:00:00 | Not Available
6 Room 1 2024-10-16 00:00:00| Available
7 Room 2 2024-10-16 00:00:00| Not Available
8 Room 3 2024-10-16 00:00:00 | Available
9 Room 4 2024-10-16 00:00:00 | Not Available
10 Room 1 2024-10-17 00:00:00 | Available
11 Room 2 2024-10-17 00:00:00 | Not Available
12 Room 3 2024-10-17 00:00:00| Available

Overwrite Selected Cells

Overwrite Selected Cells

This tool allows you to overwrite selected cells in a range with a specified value. Steps to
use:

1. Select the range of cells to fill and click OK.

A B C D E F | G | H | |

1 Office Room Date Availability
Input ? X

2 Room 1 2024-10-15 00:00:00
3 Room 2 2024-10-15 00:00:00|Not Available Select a range of cells to be overwritten:
4 Room 3 2024-10-15 00:00:00 5:$D%$8;3D$10;3D512;$D514;3D316;50$18,5D$20
5 Room 4 2024-10-15 00:00:00|Not Available
6 | |Room1 2024-10-16 00:00:00 Cancel
7 Room 2 2024-10-16 00:00:00|Not Available
8 Rocm 3 2024-10-16 00:00:00
9 Room 4 2024-10-16 00:00:00| Not Available
10 Room 1 2024-10-17 00:00:00
11 Room 2 2024-10-17 00:00:00|Not Available
12 Room 3 2024-10-17 00:00:00

2. Specify the value for overwriting the cells in the selected range:

A B C D E F | G | H | |
1 Office Room Date Availability
2 [Room1 2024-10-15 00:00:00 Input ! x
3 Room 2 2024-10-15 00:00:00| Not Available Enter the value to fill in the selected cells:
4 Room 3 2024-10-15 00:00:00 Available
5 Room 4 2024-10-15 00:00:00|Not Available
6 |Room1 2024-10-16 00:00:00 Cancel
7 Room 2 2024-10-16 00:00:00| Not Available
8 Room 3 2024-10-16 00:00:00
9 Room 4 2024-10-16 00:00:00| Not Available
10 Room 1 2024-10-17 00:00:00
11 Room 2 2024-10-17 00:00:00|Not Available
12 Room 3 2024-10-17 00:00:00
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3. The tool processes each cell in the selected range, overwriting each cell with the
specified value.

A B C D E F G H |
1 Office Room Date Availability
2 Room 1 2024-10-15 00:00:00| Available
3| [Room2 2024-10-15 00:00:00| Available Microsaft Excel x
4 Room 3 2024-10-15 00:00:00|Available
5 Room 4 2024-10-15 00:00:00|Available o ,

Operation completed successfully!

53 Room 1 2024-10-16 00:00:00| Available
7 Room 2 2024-10-16 00:00:00| Available
8 Room 3 2024-10-16 00:00:00 Avaflable
9 Room 4 2024-10-16 00:00:00|Available
10 Room 1 2024-10-17 00:00:00| Available
11 Room 2 2024-10-17 00:00:00| Available
12 Room 3 2024-10-17 00:00:00|Available

Fill Blanks from Below

Fill Blanks from Below

This tool allows you to fill blank cells in a selected range with the value from the cell directly
below it. Steps to use:

1. Select the range of cells where you want to fill the blanks from below.

A B « D E F G H J K L
1 GL Account| GL Account Name | Amount | Document Date | Posting Date | Invoice Number
2 - 8543 2024-02-06| 2024-02-06 168521| Pt ! x
3 - 3743 2024-02-28| 2024-02-28 591668|  Pplease select the range:
4 6000|Sales Revenue -  9.046 2024-04-09| 2024-04-09 917315 $E$2;$c$25|
5 1000|Cash - 31 2024-02-19| 2024-02-19 584252
6 3.226 2024-01-15| 2024-01-15 144727 Cancel
7 5000 |Accounts Payable 6.466 2024-01-02| 2024-01-02 373243 ——
8 9000| Utilities Expense - 2.660 2024-01-07| 2024-01-07 905795
9 270 2024-02-15| 2024-02-15 833659
10 8000|Salaries Expense - 4.165 2024-01-22| 2024-01-22 411435
11 3.906 2024-01-14| 2024-01-14 302009
12 9.881 2024-02-24| 2024-02-24 248822
13 2000|Accounts Receivable 9.693 2024-04-14| 2024-04-14 656691
14 5.805 2024-03-25| 2024-03-25 850959
15 - 1.502 2024-03-29| 2024-03-29 729576
16 7000|Cost of Goods Sold |- 9.038 2024-04-24| 2024-04-24 699314
17 - 2.855 2024-02-13| 2024-02-13 566769
18 4000 | Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
19 689 2024-04-27| 2024-04-27 128488
20 8.628 2024-01-31| 2024-01-31 217349
21 9000 | Utilities Expense 873 2024-02-02| 2024-02-02 415449
22 4.432 2024-01-12| 2024-01-12 422166
23 8.186 2024-05-11| 2024-05-11 353415
24 2000 |Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621
25 1000| Cash 7.554 2024-01-13| 2024-01-13 455474
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2. The tool processes each cell in the selected range, filling any blank cells with the
value from the cell directly below it.

A B C D E F G H

1 GL Account| GL Account Name | Amount | Document Date|Posting Date | Invoice Number
2 6000|Sales Revenue - 8543 2024-02-06| 2024-02-06 168521
3 6000|5ales Revenue - 3.743 2024-02-28| 2024-02-28 501668
4 6000|Sales Revenue - 9.046 2024-04-09| 2024-04-09 917315
5 1000 | Cash - 31 2024-02-19| 2024-02-19 584252
6 5000| Accounts Payable 3.226 2024-01-15| 2024-01-15 144727
7 5000|Accounts Payable 6.466 2024-01-02| 2024-01-02 373243
8 9000| Utilities Expense - 2.660 2024-01-07| 2024-01-07 905795
9 8000|Salaries Expense 270 2024-02-15| 2024-02-15 833659
10 8000|Salaries Expense - 4165 2024-01-22| 2024-01-22 411435
11 2000|Accounts Receivable 3.906 2024-01-14| 2024-01-14 302009
12 2000| Accounts Receivable 9.881 2024-02-24| 2024-02-24 248822
13 2000|Accounts Receivable 9.693 2024-04-14| 2024-04-14 656691
14 7000|Cost of Goods Sold 5.905 2024-03-25| 2024-03-25 850959
15 7000|Cost of Goods Sold |- 1.502 2024-03-29| 2024-03-29 729576
16 7000|Cost of Goods Sold |- 9.038 2024-04-24| 2024-04-24 699314
17 4000 |Fixed Assets - 2.855 2024-02-13| 2024-02-13 566769
18 4000|Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
19 9000| Utilities Expense 689 2024-04-27| 2024-04-27 128488
20 9000| Utilities Expense 8.628 2024-01-31| 2024-01-31 217349
21 9000| Utilities Expense 873 2024-02-02| 2024-02-02 415449
22 2000|Accounts Receivable 4.432 2024-01-12| 2024-01-12 422166
23 2000|Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415
24 2000| Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621
25 1000 | Cash 7.554 2024-01-13| 2024-01-13 455474
26

27

Fill Blanks from Above

& Fill Blanks from Above

This tool allows you to fill blank cells in a selected range with the value from the cell directly
above it. Steps to use:
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1. Select the range of cells where you want to fill the blanks from above.

A B C D E F G H J K L M
1 GL Account| GL Account Name | Amount | Document Date | Posting Date | Invoice Number
2 11000 Cash 7.554 2024-01-13] 2024-01-13 55474 P b &
3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621| Please select the range:
4 8.186 2024-05-11| 2024-05-11 353415 $B$2:5C525]
5 4.432 2024-01-12| 2024-01-12 422166
6 19000 Utilities Expense 873 2024-02-02| 2024-02-02 415449 Cancel
7 8.628 2024-01-31| 2024-01-31 217349
8 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
10 - 2.855 2024-02-13| 2024-02-13 566769
11 7000 Cost of Goods Sold 1- 9.038 2024-04-24| 2024-04-24 699314
12 - 1.502 2024-03-29| 2024-03-29 729576
13 5.905 2024-03-25| 2024-03-25 850959
14 2000 Accounts Receivable 9.693 2024-04-14| 2024-04-14 656691
15 9.881 2024-02-24| 2024-02-24 248822
16 3.906 2024-01-14| 2024-01-14 302009
17 8000 Salaries Expense - 4.165 2024-01-22| 2024-01-22 411435
18 270 2024-02-15| 2024-02-15 833659
19 9000 Utilities Expense - 2.660 2024-01-07| 2024-01-07 905795
20 5000 Accounts Payable 6.466 2024-01-02| 2024-01-02 373243

2. The tool processes each cell in the selected range, filling any blank cells with the
value from the cell directly above it.

A B C D E F G H
1 GL Account| GL Account Name | Amount | Document Date | Posting Date | Invoice Number
2 1000|Cash 7.554 2024-01-13| 2024-01-13 455474
3 2000|Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621
4 2000|Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415
5 2000|Accounts Receivable 4.432 2024-01-12| 2024-01-12 422166
6 9000 | Utilities Expense 873 2024-02-02| 2024-02-02 415449
7 9000 | Utilities Expense 8.628 2024-01-31| 2024-01-31 217349
8 9000 | Utilities Expense 689 2024-04-27| 2024-04-27 128488
9 4000 |Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
10 4000 |Fixed Assets - 2.855 2024-02-13| 2024-02-13 566769
11 7000|Cost of Goods Sold |- 9.038 2024-04-24| 2024-04-24 699314
12 7000|Cost of Goods Sold |- 1.502 2024-03-29| 2024-03-29 729576
13 7000|Cost of Goods Sold 5.905 2024-03-25| 2024-03-25 850959
14 2000|Accounts Receivable 9.693 2024-04-14| 2024-04-14 656691
15 2000|Accounts Receivable 9.881 2024-02-24| 2024-02-24 248822
16 2000|Accounts Receivable 3.906 2024-01-14| 2024-01-14 302009
17 8000|Salaries Expense - 4165 2024-01-22| 2024-01-22 411435
18 8000|Salaries Expense 270 2024-02-15| 2024-02-15 833659
19 9000 | Utilities Expense - 2.660 2024-01-07| 2024-01-07 905795
20 5000|Accounts Payable 6.466 2024-01-02| 2024-01-02 373243
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Format

¥

Format

v

!5 Adjust Selected Columns to a Column Template Width

I[] Adjust Selected Rows to a Row Template Height

Adjust Selected Columns to a Column Template Width

E Adjust Selected Columns to a Column Template Width

This tool allows you to apply only the width of a selected template column to other columns
in a worksheet. Steps to use:

1. Select the template column whose width you want to use. You need to select entire

column.
A A B C DIE|F |G| H | J | K L | M
1 5L Accd GL Account Name mounenjing e Numby
| Input ? X
2 | 10GCash H | ## (HE | #H
3 | [20GAccounts Receivable | #|## | ## | ## Select the template column whose width you want to use.
4 | [20CAccounts Receivable 1 # | ## | ##f | ## SCiSC
5 | |40GFixed Assets # | &4 | #i | ##
6 | [90qUtilities Expense | # | HH | HH Cancel
7 | [80CSalaries Expense # |84 | #i | 44
8 | [40GFixed Assets # |44 | Hi |44
9 | |A0GFixed Assets HHE | Hi | |
10| [90d Utilities Expense | #4844 | 84
11| [70GCost of Goods Sold | ## | ## | ## | ##
12 | [70GCost of Goods Sold | ## | ## | ## | ##
13| [70QCost of Goods Sold i | | | it
14| [20GAccounts Receivable | # | ## | ## | ##
15| [40CFixed Assets # | #4 | #e | 44
16 | [700QCost of Goods Sold # |84 | #Hi | 44
17 | [80GSalaries Expense i | # | ## | #E
18 | [30GInventory i | #Hit | Hi | HE
19| [900 Utilities Expense # |84 |84 | 84
20 | [50CAccounts Payable | #e | #e | HE
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2. Select the columns you want to adjust to the template width. Select entire columns.

A B C D|E|F|G H J K L M
1 ELJI._c_c_c GL Account Name houmenjing e Numbr
2 | T10dcash A Input ! X
3 200 Accounts Receivable | # | ## | ## | ## Select the columns you want to adjust to the template width.
4 200 Accounts Receivable | # | ## | ## | ## $B:5B:5D:5G
5 40G Fixed Assets | # | # | 88
6 900 Utilities Expense | #4 | #F | HE Cancel
7 800 Salaries Expense # | #i | #i | #H
8 A0G Fixed Assets # |4 | g | 4
9 A00Fixed Assets | | HE | HH
10 900 Utilities Expense i | #H ) HE | HH

11 700 Cost of Goods Sold 1 ## | ## | ## | ##
12 700Cost of Goods Sold | ## | ## | ## | ##
13 700 Cost of Goods Sold | # g | #8
14 200G Accounts Receivable 1 # | ##f | #if | ##

15 400 Fixed Assets | #H | | HE
16 700 Cost of Goods Sold | # | HE | HE
17 80( Salaries Expense | | | HH
18 300 Inventory # | #4| H | 4
19 900 Utilities Expense Hit | # | HE | #H

20 500G Accounts Payable # | #4 | ## | ##

3. The tool will apply the width of the template column to the selected target columns.

A B C D E F G

1 GL Account GL Account Name Amount Document Date Posting Date Invoice Number

2 1000 Cash 7.554 2024-01-13 2024-01-13 455474
3 2000 Accounts Receivable 3.750 2024-01-05 2024-01-05 101621
4 2000 Accounts Receivable 8.186 2024-05-11 2024-05-11 353415
5 4000 Fixed Assets 4.432 2024-01-12 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02 2024-02-02 415449
7 8000 Salaries Expense 8.628 2024-01-31 2024-01-31 217349
8 4000 Fixed Assets 689 2024-04-27 2024-04-27 128488
9 4000 Fixed Assets - 3.746 2024-05-14 2024-05-14 921998
10 9000 Utilities Expense - 2.855 2024-02-13 2024-02-13 566769
11 7000 Cost of Goods Sold |- 9.038 2024-04-24 2024-04-24 699314
12 7000 Cost of Goods Sold |- 1.502 2024-03-29 2024-03-29 729576
13 7000 Cost of Goods Sold 5.905 2024-03-25 2024-03-25 850959
14 2000 Accounts Receivable 9.693 2024-04-14 2024-04-14 656691
15 4000 Fixed Assets 9.881 2024-02-24 2024-02-24 248822
16 7000 Cost of Goods Sold 3.906 2024-01-14 2024-01-14 302009
17 8000 Salaries Expense - 4.165 2024-01-22 2024-01-22 411435
18 3000 Inventory 270 2024-02-15 2024-02-15 833659
19 9000 Utilities Expense - 2.660 2024-01-07 2024-01-07 905795
20 5000 Accounts Payable 6.466 2024-01-02 2024-01-02 373243

Adjust Selected Rows to a Row Template Height

I:D Adjust Selected Rows to a Row Template Height

This tool allows you to apply only the height of a selected template row to other rows in a
worksheet. Steps to use:
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1. Select the template row whose height you want to use. You need to select entire

A B C D E F G H{I|J K LMNOPQRSTUVWXY
1 GL Account| GL Account Name | Amount | Document Date | Posting Date | Invoice Number
Input ? X
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474
Select the template row whose height you want to use.
3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621 5737
4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets - 3746 2024-05-14| 2024-05-14 921998
10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769
11 7000 Cost of Goods Sold |- 9.038 2024-04-24| 2024-04-24 699314
12 7000 Cost of Goods Sold |- 1.502 2024-03-29| 2024-03-29 729576
13 7000 Cost of Goods Sold 5.905 2024-03-25| 2024-03-25 850959
14 2000 Accounts Receivable 9.693 2024-04-14| 2024-04-14 656691

2. Select the rows you want to adjust to the template height. Select entire rows.

A B C D E F G H|I[J|K/LIMNO|P QRS TUVWXYZ

1 GL Account| GL Account Name | Amount | Document Date | Posting Date | Invoice Number -
Input ? X

Z 1000 Cash 7.554 2024-01-13| 2024-01-13 455474
Select the rows you want to adjust to the template height.

31 [2000 Accounts Receivable | 3.750 2024-01-05| 2024-01-05 101621| | |$sEsEs2l

4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415

5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166

6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449

7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349

8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488

3 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998

10 9000 Utilities Expense - 2855 2024-02-13| 2024-02-13 566769

11 7000 Cost of Goods Sold |- 9.038 2024-04-24| 2024-04-24 699314

12 7000 Cost of Goods Sold |- 1.502 2024-03-29| 2024-03-29 729576

13 7000 Cost of Goods Sold 5.905 2024-03-25| 2024-03-25 850959

14 2000 Accounts Receivable 9.693 2024-04-14| 2024-04-14 656691
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3. The tool will apply the height of the template row to the selected target rows.

A B C D E F G HT|J|K|ILIM|N|O/PIQ R|S
1 | |GLAccount| GLAccount Name | Amount | Document Date | Posting Date | Invoice Number
2 | |1000 Cash 7.554 2024-01-13| 2024-01-13 455474 Microsoft Excel X
3 | (2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621
4 | [2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415
5 | |4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166 o Row heights adjusted!
6 | |9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
7 | |8o00 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349
8 4000 Fixed Assets 639 2024-04-27| 2024-04-27 128438
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
10| [9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769
11 [7000 Cost of Goods Sold |- 9.038 2024-04-24| 2024-04-24 699314
12| [7000 Cost of Goods Sold 1.502 2024-03-29| 2024-03-29 729576
13 [7000 Cost of Goods Sold 5.905 2024-03-25| 2024-03-25 850959
14| [2000 Accounts Receivable 9.693 2024-04-14| 2024-04-14 656691

Insert

i

Insert

Insert current date and time with seconds
Insert Current Time With Seconds

Insert Current Time (No Seconds)

Insert Workbook Path

Insert Multiple Rows Above

Insert Multiple Rows Below

Insert Multiple Columns To Left

Insert Multiple Columns To Right

mE B dl -l @ e 6l

Insert Number Sequence

[-_[}. Insert Multiple Objects from Folder

i; Quick Numbering

Insert all Sheets from Selected Workbook
Add Check Boxes

Add Option Buttons

é_'] ®© r{y | ITI

Add Whitespaces Before all Capital Letters

Insert current date and time with seconds

@ Insert current date and time with seconds

This tool allows you to insert the current date and time, including seconds, into a
preselected cell. Step to use:
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1. Select the tool and ensure that you select only one cell where you want to insert
the date and time.

2. The tool will insert the current date and time, formatted as [dd-mm-yyyy hh:mm:ss],
into the preselected cell.

A B C D

| 9.8.2024 15:[]9_'

T U W —

Insert Current Time With Seconds

(’[':‘. Insert Current Time With Seconds

This tool allows you to insert the current time, including seconds, into a preselected cell.
Steps to use:

1. Select the tool and ensure that you select only one cell where you want to insert
the current time, including seconds.

2. The tool will insert the current time, formatted as [hh:mm:ss], into the preselected
cell.

A B C D

| 15:21:53_'

N TVRN

Insert Current Time (No Seconds)

@ Insert Current Time (No Seconds)

This tool allows you to insert the current time, seconds excluded, into a preselected cell.
Steps to use:

1. Select the tool and ensure that you select only one cell where you want to insert
the current time, without seconds.
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2. The tool will insert the current time, formatted as [hh:mm], into the preselected cell.

A | B _C D
1
2 | 15:24_'
3

Insert Workbook Path

@ Insert Workbook Path

This tool allows you to insert the full path of the active workbook into a preselected cell.
Steps to use:

1. Select the tool and ensure that you select only one cell where you want to insert

the workbook path.

The tool will insert the full path of the active workbook, including the file name, into
the preselected cell.

Insert Workbook Pathxlsx - Excel

File Home Developer Insert Page Layout Formulas Data Review View Help SMSa

DR DHIASEBEEY G E &

License | Copy and Delete and Duplicates Fill Format Insert Range Select Filter Formulas Pivot Viewand Text
Info Paste ¥ Remove ¥ < @ o < @ @ @ ¥  Review>¥ v
Activation Speed Momentum Tools

123 - e

C:\Users\SpeedMomentum\Desktop\Insert Workbaok Path.xlsx

vE W

Insert Multiple Rows Above

? Insert Multiple Rows Above

This tool allows you to insert a specified number of rows above a selected row in your
worksheet. Steps to use:
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1. Select the row where you want to insert rows above and click OK.

A A B C D E | F | G | H | J
1| Name Country Age

2 | Alice UsA 25 Input 7 ¥
3 Bob Canada 30

4 ) Charlie UK 35 Select a row where you want to insert rows above

5 David Australia 40 s10519

6 Eva Germany 45

7 Frank France 50 Cancel

8 | Grace Italy 55

9 Hannah |Spain 60

10 vy Portugal 65

11 Jack Netherlands 70

12| Katie Belgium 22

2. Enter the number of rows to insert above the selected row and click OK.

A B C D E | F G H | J
1 !\Iame Country Age Number of Rows X
2 | Alice USA 25
3 Bob Canada 30 How many rows do you want to insert above the
4 | Charlie UK 35 selected r)c’;w? g
5 David Australia 40 Cancal
6 | Eva Germany 45
7 | Frank France 50 5
8 | Grace Italy 55
9| Hannah |Spain 60
10 | vy Portugal 65
11 Jack Netherlands 70
12| Katie Belgium 22

3. The tool will insert the specified number of rows above the selected row.

A B C D E | F | G | H |
1] !\Iame Country Age Microsoft Excel X
2 | Alice USA 25
3 | Bob Canada 30
= — Charlie UK 3 o 5 rows inserted successfully!
5 David Australia 40
6 | Eva Germany 45
7 | Frank France 50
8 | Grace Italy 55
9 | Hannah [Spain 60
10 |
11
12|
13 |
14 |
15| Ivy Portugal 65
16 | Jack Netherlands 70
17 | Katie Belgium 22
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Insert Multiple Rows Below

% Insert Multiple Rows Below

This tool allows you to insert a specified number of rows below a selected row in your
worksheet. Steps to use:

1. Select the row where you want to insert rows below and click OK.

A B C D E F G H J
1 Name Country Age
2 Alice USA 25
3 Bob Canada 30
4 Charlie |UK 35 Input ? S
5 David Australia 40 Select a row where you want to insert rows below
6 Eva Germany 45 52152
7 Frank France 50
8 Grace Italy 55 Cancel
9 Hannah |Spain 60
10 Ivy Portugal 65

2. Enter the number of rows to insert below the selected row and click OK.

A B C D E | F | G | H J
L !\Iame Country Age Number of Rows X
2 Alice USA 25
3 Bob Canada 30 How many rows do you want to insert below the
4 Charlie UK 35 selected row?
5 David Australia 40 Cancel
6 Eva Germany 45
7 Frank France 50 g
8 Grace Italy 55
9 Hannah |Spain 60
10 vy Portugal 65

3. The tool will insert the specified number of rows below the selected row.

A B C D

1 Name Country Age

2 Alice USA 25
3

4

5

6

7

8 Bob Canada 30
9 Charlie UK 35
10 David Australia 40
11 Eva Germany 45
12 Frank France 50
13 Grace Italy 55
14 Hannah |Spain 60
15 Ivy Portugal 65
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Insert Multiple Columns To Left

&l Insert Multiple Colurnns To Left

This tool allows you to insert a specified number of columns to left at a selected position
in your worksheet. Steps to use:

1. Select a single column where you want to insert the new columns.

A B C D E F G H J
1 Name Country Age
2 Alice USA 25
3 Bob Canada 30
4 Charlie  {UK 35| | Input ? x
5 David Australia 40 Select a single column
6 Eva Germany 45 5815
7 Frank France 50
8 Grace Italy 55 Cancel
9 Hannah !Spain 60
10 Iy Portugal 65

2. Enter the number of columns to insert to the left and click OK.

A B C D E | F | G | H | | |
1 Name Country Age
2 Alice  |[USA 25| | neut rX
3 | Bob Canada 30 How many columns do you want to insert?
4 | Charlie UK 35 3
5 David Australia 40
6 Eva Germany 45 Cancel
7] Frank France 50
8 Grace Italy 55
9 | Hannah |Spain 60
10 vy Portugal 65

3. The tool will insert the specified number of columns to the left of the selected

column.
A B C D E F G H | | J | K L

1 Name Country Age
2 Alice USA 25
3 Bob Canada 30 Microsoft Excel X
4 Charlie UK 35
5 David Australia 40
6 Eva Germany a5 o 3 columns inserted successfully!
7 Frank France 50
8 Grace Italy 55
9 Hannah |Spain 60
10 Ivy Portugal 65
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Insert Multiple Columns To Right

HZ Insert Multiple Columns To Right

This tool allows you to insert a specified number of columns to right at a selected position
in your worksheet. Steps to use:

1. Select a single column where you want to insert the new columns.

A B C D E | F | G | H | I |
1 Name | Country Age
2 | iAlice  1USA 25| | Pt rx
3 | iBDb Canada 30 Select a single column
4 iCharIie UK 35 $B:3B
5 | !David Australia 40
6 | iEva iGermanwr 45 Cancel
7| iFrank !France 50
8 !Grace 1italy 55
9 | 'Hannah iSpain 60
10 | Iy !Portugal 65

2. Enter the number of columns to insert to the right and click OK.

A B C D E F G H |
1 Name Country Age N
2 Alice USA 25| [P -
3 Bob Canada 30 How many columns do you want to insert?
4 Charlie UK 35 3
5 David Australia 40
6 Eva Germany 45 Cancel
7 Frank France 50
8 Grace Italy 55
9 Hannah |Spain 60
10 Iy Portugal 65

The tool will insert the specified number of columns to the right of the selected column.

A B C D E F G H J K L
1 Name Country Age
2 Alice USA 25 Microsoft Excel X
3 Bob Canada 30
4 Charlie UK 35
5 David Australia L o 3 columns inserted successfully!
6 Eva Germany 45
7 Frank France 50
8 Grace Italy 55
9 Hannah Spain 60
10 Ivy Portugal 65
11 Jack Netherlands 70
12 Katie Belgium 22
13 Liam Sweden 28
14 Mia Norway 33
15 Noah Denmark 38
16 Olivia Finland 43
17
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Insert Number Sequence

i= Insert Number Sequence

This tool allows you to insert a sequence of numbers into a column, starting from a
specified cell. Steps to use:

1. Select the cell where you want the numbering to start and click “OK”.

A | B | C D | E F G H | |
= bomom——— = | Input ? X
2| | ™
3 | Select the cell where you want the numbering to start
4| [ ses1
5 — 4
7 | | | |

2. Enter the first number of the sequence and click OK.

A | B | C D | E | F G | H | | J

1 1 1 1 1 1
2 n Microsoft Excel X
3 | i

| Enter the first number for the sequence: -OK
4 -
5 Cancel
6 — 4
7
8 | q
9 [ \ [

3. Enter the last number of the sequence and click OK.

A | B | C D | E | F | G | H | J
1] | | | | |
2 | | Microsoft Excel X
3
4 | | Enter the last number for the sequence: |
5 | Cancel
6 -
? -
8 | 25|
9 | T T T T T
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4. The tool will insert the sequence of numbers into the cells below the selected
starting cell.

=
(==}
™
o

w0 o0~ U

11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

b N = a3 a0 o | a | g —a
L= (S |@ | |(N|o o |R (@M= S| S| 9| & i =y

Insert Multiple Objects from Folder

D_ Insert Multiple Objects from Folder

This tool allows you to insert multiple objects (such as files) from a selected folder into
your worksheet, with each object displayed as an icon.

1. Select the folder containing the objects you want to insert and click OK.

MName

Invoices (pdf) ...
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2. The tool will insert each file from the selected folder into the active worksheet,
starting from the currently selected cell. Each file is inserted as an icon with its
filename displayed.

b
w
]
]
m

LSS

Invoice_9.pdf

pary pary pury pary parg pary
byt il o e e P L A R e S S A LS

Quick Numbering

iE Cuick Mumbering

This tool allows you to quickly add a new column to the left of a selected range and
populate it with sequential numbering, starting from 1. Steps to use:

3. Select a rectangular range where you want to insert the numbering and click OK.

A B C D [ E | F | G , H | | | . N
1 Name Country Age ! Input ? %
2 Alice USA 25
3 Bob Canada 30 Select a range for quick numbering (The top Cell will be named as Number:
4 | ICharlie [UK 35i | SES1:D814
5 David Australia 40
6 Eva Germany 45 cancel
7 Frank France 50
8 Grace Italy 55
9 Hannah |Spain 60
10 vy Portugal 65
11 iJack Netherlands 70
12 iKatie Belgium 22
13 Liam Sweden 281
14 Mia Norway 33!
15 Noah Denmark 3SE
16| 1Olivia___ |Finland 43
17
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4. The tool will insert a new column to the left of the selected range. The top cell of
this new column will be labelled "Number," and the cells below it will be populated
with sequential numbers starting from 1.

A B C D E
1 Number| Name Country Age
2 1|Alice USA 25
3 2|Bob Canada 30
4 3|Charlie UK 35
5 4| David Australia 40
6 5|Eva Germany 45
7 6|Frank France 50
8 7|Grace Italy 55
9 8|Hannah |Spain 60
10 9|y Portugal 65
11 10|Jack Netherlands 70
12 11|Katie Belgium 22
13 12|Liam Sweden 28
14 13| Mia Norway 33
15 14|Noah Denmark 38
16 15| Olivia Finland 43

Insert all Sheets from Selected Workbook

+=  |nsert all Sheets from Selected Workbook

This tool allows you copy all sheets from a selected workbook into the active workbook,
with options to handle duplicate sheet names. Steps to use:

1. Select the tool and then select the Excel file from which you want to copy the
sheets. Navigate to the desired file, select it, and click OK.

« [nsert » Excel File

older
Name [
Speed Momentum.xlsx (
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2. The tool will open the selected workbook and copy each sheet into the active
workbook. If a sheet with the same name already exists in the active workbook, the
tool will automatically rename the copied sheet by appending a number to its name
(e.g., "Sheet1_1").

IM ]
» Sheet1 | Company 1 | Company?2 | Company3 | Company4 | Company5 | Companyé | Company7 | Company 8 | Company9 | Company 10 | Company 11 .

Add Check Boxes

[ Add Check Boxes

This tool allows you to insert checkboxes into selected cells, using the existing text in each
cell as the caption for the checkbox. Steps to use:

1. Select the range of cells where you want to add checkboxes and click OK.

A B C D E F G . H . . J . K . L
1 Name Country Age Applied
2 | |alice USA 251 Yes No Input E 2
3 Bob Canada 30 Yes No Select cells to add checkboxes
4 Charlie UK 35 Yes No SES2:5F514]
5 David Australia 40 Yes No
6 Eva Germany 45 Yes No Cancel
7 Frank France 50 Yes No
8 Grace Italy 55 Yes No
9 Hannah |Spain 60 Yes No
10 vy Portugal 65 Yes No
11 Jack Netherlands 70 Yes No
12 Katie Belgium 22 Yes No
13 Liam Sweden 28 Yes No
14 Mia Norway 33 Yes No
15 Noah Denmark 38 Yes No
16 Olivia Finland 43 Yes No

Page 57 of 148 ‘




Speed up, excel more. Speed Momentum — User Guide Table of Contents

2. The tool will insert a checkbox in each cell of the selected range, using the cell's
content as the checkbox caption.

A B C D E F G | H | I
1 Name Country Age Applied
2 | |alice USA 25| Jves  |[Ine Microsoft Excel X
3 Bob Canada 30| [] ves [Jno
4 Charlie UK 35|[] ves [Ino Checkboxes added.
5 David Australia A40|[] ves [InNo
6 Eva Germany A5|[] ves [[INe
7 Frank France 50|[] ves [[INe
8 Grace Italy 55|[] ves [[INe
9 Hannah |Spain 60|[ ] ves [Ine —
10 vy Portugal 65|[] ves [JnNeo
11 Jack Netherlands 70|[] ves [Ineo
12 Katie Belgium 22|[] ves [Ine
13 Liam Sweden 28|[] ves [Jno
14 Mia Norway 33| [ ves [Ino
15 Noah Denmark 38|[]ves [INe
16 Olivia Finland A3|[]ves [[INe
17

Add Option Buttons

® Add Option Buttons

This tool allows you to insert option buttons into selected cells, using the existing text in
each cell as the caption for the option button. Steps to use:

1. Select the range of cells where you want to add option buttons and click OK.

A B C D E F G I H I [ I J I K L
1 !\Iame Country Age Applied Input 7 %
2 Alice LSA 25 Yes No
3 Bob Canada 30 Yes No Select cells to add option buttons
4 Charlie  |UK 35!  Yes No $SES2:5F516]
5 David Australia 40 Yes No
6 Eva Germany 451  Yes No Cancel
7 Frank France 50 Yes No T —
8 Grace Italy 55 Yes No
9 Hannah |[Spain 60 Yes No
10 Ivy Portugal 65 Yes No
11 Jack Netherlands 70 Yes No
12 Katie Belgium 22 Yes No
13 Liam Sweden 28 Yes No
14 Mia Norway 33 Yes No
15 Noah Denmark 38 Yes No
16 Olivia Finland 43 Yes No
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2. The tool will insert an option button in each cell of the selected range, using the
cell's content as the button caption.

A B C D E F G H I
1 Name Country Age Applied
2 Alice USA 25|Oves | (ONo Microsoft Excel X
3 Bob Canada 30| Yes (¥ Mo
4 Charlie UK 35 (0 Yes O No Option buttons added.
5 David Australia A0| {73 Yes (¥ Mo
6 Eva Germany 45| (73 Yes (3 No
7 Frank France 50| ves (¥ No
8 Grace Italy 55| {3 ves ("3 No
9 Hannah |Spain 60| Yes (¥ No
10 Iy Portugal 65| {3 Yes ("3 No
11 Jack Netherlands 70| Yes () No
12 Katie Belgium 22| Yes (3 No
13 Liam Sweden 28|y Yes () No
14 Mia Norway 33| ves (3 No
15 Noah Denmark 38|y ves () No
16 Olivia Finland A3 (73 Yes ("3 No

Add Whitespaces Before all Capital Letters

|__|j Add Whitespaces Before all Capital Letters

This tool allows you to automatically insert a space before each capital letter in the
selected cells, ensuring that words are properly separated. Steps to use:

1. Select the range of cells where you want to add whitespace before capital letters
and click OK. The tool will check the selected range for any cells containing
formulas. If any formulas are detected, the tool will display a message and exit
without making changes, as this operation is intended for cells with text only.

A E C [ D [ E [ F [ G W
Full Name i . %
EmmaRoberts
LiamAnderson Select a range
OliviaMartinez $B$2:58516|
NoahJohnson
AvaBrown Cancel
SophiaDavis

MasonWilson

IsabellaTaylor

JamesMoore

CharlotteThompson
LucasWhite
AmeliaHarris

BenjaminClark

MialLewis
ElijahWalker

A e e = R A N = NS R N SR SR
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2. The tool will insert a space before each capital letter in the selected cells.

A B c |

1| Full Name

2 | Emma Roberts

3 | Liam Anderson

4 | Olivia Martinez

5| Noah Johnson

6 | Ava Brown

7| Sophia Davis

8 | Mason Wilson

9 | Isabella Taylor

10 | James Moore

11| Charlotte Thompson

12 | Lucas White

13 | Amelia Harris

14 | Benjamin Clark

15| Mia Lewis

16 | Elijah Walker

17|

18

'J% -
Range
i Randomly Sort Selected Range

£3 Flip Cell Order
Transpose Data Range
D, Reset All Column Widths to Default
I___I Reset All Row Heights to Default
e AutoFit All Columns
%* AutoFit All Rows
] Unhide All Rows in Active Sheet
[Z] Unhide All Columns in Active Sheet
T'[] A -
Ui utoFit Selected Rows
!,_:_; AutoFit Selected Columns

Page 60 of 148 ‘




Speed up, excel more. Speed Momentum — User Guide Table of Contents

Randomly Sort Selected Range

Randomly Sort Selected Range

This tool allows you to shuffle the order of values within a selected range randomly. Steps
to use:

1. Select the range of cells you want to randomly sort and click OK.

A A B C , D , E F G , H
1 Number
2| 7T 1 Select Range ? X
3 il 2 Please select a range:
4| 3 $B52:58516
5 | 4
6 | 5 Cancel
7| 6
8 | 7
9 | 8
10 | 9
11| 10
12 114
| !
13 | 1
14 131
15 | 14
16 I 15
17

2. The tool will shuffle the values within the selected range randomly.

A B C | D [ E F G
1 Number
3 | 4 Microsoft Excel X
3 | 7
4 13
5 ] 5 o Range has been randomly sorted.
6 6
7 | 11
9 9
10 2
1
12|
13 | 14
14 15
15 12
16 1
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Flip Cell Order

23 Flip Cell Order

This tool allows you to reverse the order of values within a selected range, either vertically
or horizontally, depending on the range selected. Steps to use:

1. Select the range of cells you want to flip and click OK.

h

A | B | € | D [ E [ F [ G [ H

Number

Select Range ? X

Please select a range:
$B$2:5B%16

(o= TR i = R Wy R N N R LS )

9_
10
1|
12|
13|
14|
15 |
16 |
17

W~ |w|r =

=
Q

[y
[

=
[

[y
W

[y
i

o
i

2. The tool will reverse the order of the values within the selected range.

A B c D | E | F |
1 Number
2 | 15 Microsoft Excel X
3 14
4 | 13
5 | 12 o Range has been flipped.
6 11
7 10
8 | 9
3 :
10 | 7
11 | 6
12 | 5
13 | 4
14 | 3
15 | 2
16 | 1
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Transpose Data Range

Transpose Data Range

This tool allows you to transpose a selected range of cells, swapping the rows and

Table of Contents

columns, and placing the transposed data in a specified location. Steps to use:

1. Select the range of cells you want to transpose and click OK.

A

A

B | C | D | E | F | G

LS == = ===
LizlE R R 2]a e o~ |w & |w |

Number

Select the range you want to transpose:

$B$1:5B516

Cancel

Input ? X

W (o |~ (WA W [M

[y
o

[y
[y

[ury
[

[y
w

=
S

[y
(%))

2. Select the cell where you want the transposed data to start and click OK.

A B c | b | E | °F G | H
1 Number
2 | 1 Input ? X
3 i 2 Select the cell where you want the transposed data to start:
4 3 $Ds10
5 | 4
7 | 6
8 7
g 8
10 0 [ —
11 10
12 11
13 12
14 13
15 | 14
16 | 15
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3. The tool will transpose the selected range and place the transposed data starting
from the target cell.

A B © D E F G H J K L M N o B4 Q R S
Number

@~ R W N
w|No v s |w(n e

10 9 Number 1 2 3 4 5 6 7 8 9 10 1 12 13 14 15

Reset All Column Widths to Default

s Reset All Column Widths to Default

This tool allows you to reset the column widths of all columns in the active worksheet to
their default value. Steps to use:

1. Select the tool:

A B C D E F G H

1] Name ountr Age

2 | |Alice USA 25
3 | Bob Cana 30
4 | Charlie UK 35
5 | David Austr| 40
6 | Eva Germ 45
7] Frank Frand 50
8 | Grace Italy 55
9 | Hannah Spain| 60
10 | vy Porty 65
11 Jack Neth 70
12 | Katie Belgi 22
13 | Liam Swed 28
14 Mia Norw| 33
15 | Noah Denn| 38
16 | Olivia Finlaf 43
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2. The tool will reset the column widths of all columns in the active worksheet to the

default value of 8.43.
A B C D E F G

1 Name Country Age

2 Alice USA 25
3 Bob Canada 30
4 Charlie UK 35
5 David Australia 40
6 Eva Germany 45
7 Frank France 50
8 Grace Italy 55
9 Hannah |Spain 60
10 vy Portugal 65
11 Jack Netherlang 70
12 Katie Belgium 22
13 Liam Sweden 28
14 Mia Norway 33
15 Noah Denmark 38
16 Olivia Finland 43

Reset All Row Heights to Default

1] Reset All Row Heights to Default

This tool allows you to reset the row heights of all rows in the active worksheet to their
default value. Steps to use:

1. Select the tool.

2. The tool will reset the row heights of all rows in the active worksheet to the default

value of 15.
A B C D E F G
1 Name | Country |Age
2 Alice USA 25
5 BOD Canana 30
4 Charlie |UK 35
A B C D|IE|F |G
1 Name Country |Age
5 David |Australia 40 2 Alice USA 25
5 Eva Germany a5 3 Bob Canada 20
7 Frank |France 50 -
4 Charlie |UK 35
5 David |Australia 40
6 Eva Germany 45
8 Grace |ltaly 55
- 7 Frank |France 50
9 Hannah |Spain 60
10 vy Portugal 65 8 Grace |ltaly 55
11 Jack  |Netherlands| 70 9 Hannah | Spain 60
12 Katie |Belgium 22 10 Iy Portugal 65
11 Jack Netherlands| 70
12 Katie |Belgium 22
13 Liam Sweden 28 13 Liam Sweden 28
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Autofit All Columns

S AutoFit All Columns

This tool allows you to automatically adjust the width of all columns that contain data in
the active worksheet to fit their content. Steps to use:

1. Select the tool.

The tool will find all columns in the active worksheet that contain data and
automatically adjust their widths to fit the content.

Before running the tool:

A B C D E F G H
1 GL AccolL Account Nammouument ling [e Number
2 100( Cash o | HHHEE | # |##
3 200(Accounts Recei| # | i | ## | ##
4 200(Accounts Recei| # | i | ## | ##
5 400( Fixed Assets o | HHHEE | # |##
6 900Q Utilities Expens| # | ####H#H | ## | ##
7 800(Salaries Expens| # | ####H# | ## | ##
8 400( Fixed Assets o | HHHEE | # |##

9 400( Fixed Assets Hi | HEHEE | #8 | 8
10 900Q Utilities Expens| ## | ##### | ## | ##
11 7000 Cost of Goods { ## | ###iH#H | ## | ##
12 7000 Cost of Goods { ## | ###iH#H | ## | ##
13 7000 Cost of Goods | # | ####H#H | ## | ##
14 2000 Accounts Receil # | ###iH#H | ## | ##
15 400( Fixed Assets o | HHHEE | # |##

After running the tool:

A B C D E F G H

1 GL Account | GL Account Name| Amount | Document Date | Posting Date | Invoice Number
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474
3 2000 Accounts Receivabl 3.750 2024-01-05| 2024-01-05 101621
4 2000 Accounts Receivabl 8.186 2024-05-11| 2024-05-11 353415
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
10 9000 Utilities Expense |-  2.855 2024-02-13| 2024-02-13 566769
11 7000 Cost of Goods Sold|-  9.038 2024-04-24| 2024-04-24 699314
12 7000 Cost of Goods Sold|-  1.502 2024-03-29| 2024-03-29 729576
13 7000 Cost of Goods Sold 5.905 2024-03-25| 2024-03-25 850859
14 2000 Accounts Receivabl 9.693 2024-04-14| 2024-04-14 656691
15 4000 Fixed Assets 9.881 2024-02-24| 2024-02-24 248822
16 7000 Cost of Goods Sold 3.906 2024-01-14| 2024-01-14 302009
17 8000 Salaries Expense |- 4.165 2024-01-22| 2024-01-22 411435
18 3000 Inventory 270 2024-02-15| 2024-02-15 833659
19 9000 Utilities Expense |-  2.660 2024-01-07| 2024-01-07 905795
20 5000 Accounts Payable 6.466 2024-01-02| 2024-01-02 373243
21 4000 Fixed Assets 3.226 2024-01-15| 2024-01-15 144727
22
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AutoFit All Rows

&% AutoFit All Rows

This tool allows you to automatically adjust the height of all rows that contain data in the
active worksheet to fit their content. Steps to use:

1. Select the tool:

2. Thetool will find all rows in the active worksheet that contain data and automatically
adjust their heights to fit the content.

Before running the tool:

A B C D E F
1 GL Account | GL Account Name| Amount | Document Date | Posting Date
2 1000 Cash 7.554 2024-01-13| 2024-01-13
3 Z00U Accounts Recevan] 3.750 Z0Z4-UI-Us| ZUZ4-UI-U5
4 2000 Accounts Receivabl 8.186 2024-05-11| 2024-05-11
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31
5 U0U FIXed AsSels 589 Z0Z4-UF-27| 202540427
0 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14
10 9000 Utilities Expense |- 2.855 2024-02-13| 2024-02-13
11 7000 Cost of Goods Sold|-  9.038 2024-04-24| 2024-04-24
12 7000 Cost of Goods Sold|-  1.502 2024-03-29| 2024-03-29
13 7000 Cost of Goods Sold 5.905 2024-03-25| 2024-03-25
14 2000 Accounts Kecewvabl g.6u3 J028-U8-187 023-U8-18
15 4000 Fixed Assets 9.881 2024-02-24| 2024-02-24

After running the tool:

A B C D E F
1 GL Account| GL Account Name | Amount | Document Date | Posting Date
2 1000 Cash 7.554 2024-01-13| 2024-01-13
3 2000 Accounts Receivabl 3.750 2024-01-05| 2024-01-05
4 2000 Accounts Receivabl| 8.186 2024-05-11| 2024-05-11
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14
10 9000 Utilities Expense |-  2.855 2024-02-13| 2024-02-13
11 7000 Cost of Goods Sold|-  9.038 2024-04-24| 2024-04-24
12 7000 Cost of Goods Sold|-  1.502 2024-03-29| 2024-03-29
13 7000 Cost of Goods Sold 5.905 2024-03-25| 2024-03-25
14 2000 Accounts Receivabl 9.693 2024-04-14| 2024-04-14
15 4000 Fixed Assets 9.881 2024-02-24| 2024-02-24
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Unhide All Rows in Active Sheets

|:| Unhide All Rows in Active Sheet

This tool allows you to unhide all hidden rows in the active worksheet. Steps to use:
1. Select the tool.
2. The tool will find and unhide all hidden rows in the active worksheet.

Before running the tool:

A B C D E F G
1 GL Account| GL Account Name | Amount | Document Date | Posting Date | Invoice Number
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
11 7000 Cost of Goods Sold |- 9.038 2024-04-24| 2024-04-24 699314
13 7000 Cost of Goods Sold 5.905 2024-03-25| 2024-03-25 850959
15 4000 Fixed Assets 9.881 2024-02-24| 2024-02-24 248822

After running the tool:

A B C D E F G
1 GL Account| GL Account Name | Amount | Document Date | Posting Date | Invoice Number
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474
3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621
4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769

Unhide All Columns in Active Sheets

E Unhide All Columns in Active Sheet

This tool allows you to unhide all hidden columns in the active worksheet. Steps to use:
1. Select the tool.

2. The tool will find and unhide all hidden columns in the active worksheet.
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Before running the tool:

A B D G H

1 GL Account| Amount | Invoice Number

2 1000 7.554 455474

3 2000 3.750 101621

4 2000 8.186 353415

5 4000 4.432 422166

6 9000 873 415449

7 8000 8.628 217349

8 4000 689 128488

9 4000 - 3.746 921998

10 9000 - 2.855 566769

After running the tool:
A B C D E F G H

1 GL Account| GL Account Name | Amount | Document Date | Posting Date | Invoice Number
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474
3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621
4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769

Autofit Selected Rows

ID AutoFit Selected Rows

This tool allows you to automatically adjust the height of the selected rows to fit their
content. Steps to use:

1. Select the rows you want to auto fit and click OK.

A B C D E F G H J K L
1 GL Account | GL Account Name | Amount | Document Date | Posting Date | Invoice Number
2 1000 Cash 7.554 2024-01-13( 2024-01-13 455474 Select Rows - % L
5 000 HCTHUHTS Ketevan ENEY 0ZF-U-US|~ ZUZA01-05 1UIHZT ]
4 2000 Accounts Receivabl 8.186 2024-05-11( 2024-05-11 353415 Please select the rows you want to autofit L]
$3:$3:$5:955:88:885 1 151151451451 7:517:520:520
5 4000 Fixed Assets 4.432 2024-01-12( 2024-01-12 422166 1
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449 Cancel
7 8000 Salaries Expense 8.628 2024-01-31( 2024-01-31 217349
<] 000 FIREd ASSETE TEY 02F7 27 ULFDA=Z7 pva
9 4000 Fixed Assets - 374 2024-05-14( 2024-05-14 921998
10 9000 Utilities Expense |- 2.855 2024-02-13( 2024-02-13 566769
11 7000 Cost of Goods Sold[-  9.038 2024-04-24( 2024-04-24 699314
12 7000 Cost of Goods Sold[-  1.502 2024-03-29( 2024-03-29 729576
13 7000 Cost of Goods Sold 5.905 2024-03-25( 2024-03-25 850959
14 (v/vv) HCCOUHTS RECTEV AW ITY 0Z8 -1 Us4-03-14 UOU0YL
15 4000 Fixed Assets 9.881 2024-02-24( 2024-02-24 248822
16 7000 Cost of Goods Sold 3.906 2024-01-14( 2024-01-14 302009
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2. The tool will automatically adjust the height of the selected rows to fit the content.

A B C D E F G H
1 GL Account| GL Account Name | Amount | Document Date | Posting Date | Invoice Number
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474
3 2000 Accounts Receivabl 3.750 2024-01-05| 2024-01-05 101621
4 2000 Accounts Receivabl 8.186 2024-05-11| 2024-05-11 353415
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769
11 7000 Cost of Goods Sold|-  9.038 2024-04-24| 2024-04-24 699314
12 7000 Cost of Goods Sold|-  1.502 2024-03-29| 2024-03-29 729576
13 7000 Cost of Goeds Seld 5.905 2024-03-25| 2024-03-25 850959
14 2000 Accounts Receivabl 9.693 2024-04-14| 2024-04-14 656691
15 4000 Fixed Assets 9.881 2024-02-24| 2024-02-24 248822
16 7000 Cost of Goods Sold 3.806 2024-01-14| 2024-01-14 302009

Autofit Selected Columns

E AutoFit Selected Columns

This tool allows you to automatically adjust width of the selected columns to fit their
content. Steps to use:

1. Select the columns you want to auto fit and click OK.

A B C D E F G H J K L M
GL Bccoll Account Nanmmouument ling e Number

100( Cash HHEHE | g | HE
2000 Accounts Recei| # | ###it |t | 4 Select Columns ? x
2000 Accounts Recei R | g #E
400( Fixed Assets HHHEH | HE | #8
9000 Utilities Expens| HittH | Hif | #
800( Salaries Expens| # | ##u# | 4 | #4 Cancel
A00(Fixed Assets HittH | Hif | #
400( Fixed Assets Hi | HHHHE | o | #H
900( Utilities Expens| ## | ####H | ## | ##

Please select the columns you want to autofit
$B:5G

N

W00~ o u s

—
=]

2. The tool will automatically adjust width of the selected columns to fit the content.

A B C D E F G H
1 GL Account| GL Account Name | Amount | Document Date | Posting Date | Invoice Number
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474
3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621
4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769
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Select

Select

-

D Select All Blank Cells in Used Range
Select Blank Cells in the Selected Range
Select All Error Cells

Select All Sheets

Select All Objects in Active Sheet

| & & B

o
=]
=1

Select Cell with Largest Number

=]
=]
=

Select Cell with Smallest Number

Select All Cells in Used Range

a7

E‘E‘g Select Connected Data

[EWl Highlight all Merged Cells in the Active Worksheet
Go to Last Used Cell

B Go to Last Used Row

EH Goto Last Used Column

Select All Blank Cells in Used Range

D Select All Blank Cells in Used Range

This tool allows you to automatically find and select all blank cells within the used range
of the active worksheet. Steps to use:

1. Select the tool.

2. The tool will search for all blank cells within the used range of the active worksheet.
If any blank cells are found, they will be automatically selected.

Before running the tool:

A A B C D

1 |Office Room Date Availability
2 | Room 1 2024-10-15 00:00:00

3 | |Room2 2024-10-15 00:00:00| Not Available
4 | Room 3 2024-10-15 00:00:00

5| |Room4 2024-10-15 00:00:00| Not Available
6 | Room 1 2024-10-16 00:00:00

7 | |Room2 2024-10-16 00:00:00| Not Available
8 | Room 3 2024-10-16 00:00:00

9  |Room4 2024-10-16 00:00:00| Not Available
'IO_ Room 1 2024-10-17 00:00:00

11 |Room2 2024-10-17 00:00:00|Not Available
'|2_ Room 3 2024-10-17 00:00:00

13 |Room4 2024-10-17 00:00:00|Not Available
147 Room 1 2024-10-18 00:00:00

15 Room 2 2024-10-18 00:00:00| Mot Available
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A B C D

1 Office Room Date Availability

2 Room 1 2024-10-15 00:00:00| |
3 Room 2 2024-10-15 00:00:00|Not Available
4 Room 3 2024-10-15 00:00:00

5 Room 4 2024-10-15 00:00:00|Not Available
6 Room 1 2024-10-16 00:00:00

7 Room 2 2024-10-16 00:00:00|Not Available
8 Room 3 2024-10-16 00:00:00

9 Room 4 2024-10-16 00:00:00|Not Available
10 Room 1 2024-10-17 00:00:00

11 Room 2 2024-10-17 00:00:00|Not Available
12 Room 3 2024-10-17 00:00:00

13 Room 4 2024-10-17 00:00:00|Not Available
14 Room 1 2024-10-18 00:00:00

15 Room 2 2024-10-18 00:00:00|Not Available

Select Blank Cells in the Selected Range

|:|] Select Blank Cells in the Selected Range

This tool allows you to select all blank cells within a user-defined range in the active

worksheet. Steps to use:

Table of Contents

1. Select the range in which you want to find blank cells and click OK.

A B C E . F . G . H . | . J
1 Office Room Date Availability i
2| iRoom1 2024-10-15 00:00:00 Select Range : X
3 Room 2 2024-10-15 00:00:00|Not Available Please select a range:
4 Room 3 2024-10-15 00:00:00 $B51:5D521
5 Room 4 2024-10-15 00:00:00 | Not Available
6  !Room1 2024-10-16 00:00:00 Cancel
7 Room 2 2024-10-16 00:00:00|Not Available
8 Room 3 2024-10-16 00:00:00
9 Room 4 2024-10-16 00:00:00 | Not Available
10 Room 1 2024-10-17 00:00:00
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2. The tool will search for all blank cells within the selected range. If any blank cells
are found, they will be automatically selected.

A B C D

1 Office Room Date Availability
2 | Room 1 2024-10-15 00:00:00| |
3 Room 2 2024-10-15 00:00:00|Not Available
4 | Room 3 2024-10-15 00:00:00

5 Room 4 2024-10-15 00:00:00Not Available
6 | Room 1 2024-10-16 00:00:00

7 Room 2 2024-10-16 00:00:00|Not Available
8 | Room 3 2024-10-16 00:00:00

9 Room 4 2024-10-16 00:00:00|Not Available
10 | Room 1 2024-10-17 00:00:00

Select All Error Cells

A\ Select All Error Cells

This tool allows you to automatically find and select all cells containing errors within the
used range of the active worksheet. If no error cells are found, the tool provides feedback
to the user. Steps to use:

1. Select the tool.

A B C D E F G H

1 GL Account| GL AccountName | Amount | Document Date|Posting Date | Invoice Number| Matched with the external data [
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474 #N/A

3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621 101621
4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415 #N/A

5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449 #N/A

7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349 #N/A

8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488 128488
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998 #N/A

10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769 #N/A
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2. The tool will search for all cells containing errors (e.g., #DIV/0!, #N/A, #VALUE!,
etc.) within the used range of the active worksheet. If any error cells are found, they
will be automatically selected.

A B C D E F G H
1 GL Account| GL Account Name Amount | Document Date | Posting Date | Invoice Number| Matched with the external data
z 1000 Cash 7.554 2024-01-13| 2024-01-13 455474 #N/A |
3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621 101621
4 2000 Accounts Receijvable 8.186 2024-05-11| 2024-05-11 353415 #N/A
5 4000 Fixed Assets 4,432 2024-01-12| 2024-01-12 422166 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449 I’ #N/A
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349| #N/A
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488 128488
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998 #N/A
10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769 : #N/A
Select All Sheets

Ef Select All Sheets

This tool allows you to automatically select all visible sheets in the active workbook. Steps
to use:

1. Select the tool.

2. The tool will automatically select all visible sheets in the active workbook. Hidden
sheets will be ignored and not included in the selection.

40
41
42
43

AA

| Company-1 | Company-2 Company-3 | Company-4 | Company-5 | Company-6 | Company-7 | (%)

Select All Objects in Active Sheet

[+ Select All Objects in Active Sheet

This tool allows you to automatically select all objects (such as shapes, charts, pictures,
etc.) in the active worksheet. Steps to use:
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1. Select the tool.

A B C
1 |Invoice Number |Invoice PDF
Trncicm_ 1 per
2 |Invoice 1
Invebe a2 . peif
3 |Invoice 2
L
rocshc 1. pett
4 |Invoice 3
=iy
5 |Invoice 4

2. The tool will automatically attempt to select all objects on the active worksheet. This
includes shapes, charts, pictures, and any other drawable objects.

A B C
1 |Invoice Number |Invoice PDF

2 |Invoice 1

3 |Invoice 2

4 |Invoice 3

53 |Invoice 4

Select Cell with the Largest Number

W Select Cell with Largest Mumber

This tool allows you to automatically identify and select the cell containing the largest
numeric value within the used range of the active worksheet. Steps to use:
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1. Select the tool.

A B C D E F
1 GL Account| GL Account Name Amount | Document Date | Posting Date
2 1000 Cash 7.554 2024-01-13| 2024-01-13
3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05
4 2000 Accounts Receivable B8.186 2024-05-11| 2024-05-11
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14
10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13
11 7000 Cost of Goods Sold - 9.038 2024-04-24| 2024-04-24
12 7000 Cost of Goods Sold - 1.502 2024-03-29( 2024-03-29
13 7000 Cost of Goods Sold 5.905 2024-03-25| 2024-03-25
14 2000 Accounts Receivable 0.693 2024-04-14| 2024-04-14
15 4000 Fixed Assets 9.881 2024-02-24| 2024-02-24
16 7000 Cost of Goods Sold 3.906 2024-01-14| 2024-01-14
17 8000 Salaries Expense - 4165 2024-01-22| 2024-01-22
18 3000 Inventory 270 2024-02-15| 2024-02-15
19 9000 Utilities Expense - 2.660 2024-01-07| 2024-01-07
20 5000 Accounts Payable 6.466 2024-01-02| 2024-01-02
21 4000 Fixed Assets 3.226 2024-01-15| 2024-01-15

2. The tool will search through the entire used range of the active worksheet to find
the cell containing the largest numeric value. If a numeric cell with the largest value
is found, the tool will automatically select that cell.

A B C D E F
1 GL Account| GL Account Name Amount | Document Date | Posting Date
2 1000 Cash 7.554 2024-01-13| 2024-01-13
3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05
4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11
5 4000 Fixed Assets 4,432 2024-01-12| 2024-01-12
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14
10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13
11 7000 Cost of Goods Sold - 9.038 2024-04-24| 2024-04-24
12 7000 Cost of Goods Sold - 1.502 2024-03-29| 2024-03-29
13 7000 Cost of Goods Sold 5.905 2024-03-25| 2024-03-25
14 2000 Accounts Receivable 9.693 2024-04-14| 2024-04-14
15 4000 Fixed Assets 9.881 2024-02-24| 2024-02-24
16 7000 Cost of Goods Sold 3.906 2024-01-14| 2024-01-14
17 2000 Salaries Expense - 4.165 2024-01-22| 2024-01-22
18 3000 Inventory 270 2024-02-15| 2024-02-15
19 9000 Utilities Expense - 2,660 2024-01-07| 2024-01-07
20 5000 Accounts Payable 6.466 2024-01-02| 2024-01-02
21 4000 Fixed Assets 3.226 2024-01-15| 2024-01-15
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Select Cells with the Smallest Number

@ Select Cell with Smallest Mumber

This tool allows you to automatically identify and select the cell containing the smallest
numeric value within the used range of the active worksheet. Steps to use:

1. Select the tool.

A B z D B
1 GLAccount| GLAccount Mame | Amount |Document Date|Posting Date
2 1000 Cash 7,554 2024-01-13| 2024-01-13
3 (2000 Accounts Receivable 3,750 2024-01-05 2024-01-05
4 12000 Accounts Receivable 8,186 2024-05-11| 2024-05-11
5 4000 Fixed Assets 4,432 2024-01-12| 2024-01-12
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02
7 8000 Salaries Expense 8,628 2024-01-31| 2024-01-31
g 4000 Fixed Assets 639 2024-04-27| 2024-04-27
3 4000 Fixed Assets - 3,746 2024-05-14| 2024-05-14
10 |EIDDD Utilities Expense - 2,855 2024-02-13| 2024-02-13

2. The tool will search through the entire used range of the active worksheet to find
the cell containing the smallest numeric value. If a numeric cell with the smallest
value is found, the tool will automatically select that cell.

A B C D E
1 |GLAccount| GLAccountName | Amount |Document Date|Posting Date
2 1000 Cash 7,554 2024-01-13| 2024-01-13
3 2000 Accounts Receivable 3,750 2024-01-05| 2024-01-05
4 |2000 Accounts Receivable 8,186 2024-05-11| 2024-05-11
5 (4000 Fixed Assets 4,432 2024-01-12| 2024-01-12
o (3000 Utilities Expense 873 2024-02-02| 2024-02-02
7 |B0O0OD Salaries Expense 8,628 2024-01-31| 2024-01-31
g (4000 Fixed Assets 689 2024-04-27| 2024-04-27
9 |4000 Fixed Assets - 3,746 2024-05-14| 2024-05-14
10 (3000 Utilities Expense - 2,855 2024-02-13| 2024-02-13

Select All Cells in Used Range

lﬁ__T,'}| Select All Cells in Used Range

This tool allows you to automatically select all cells within the used range of the active
worksheet. Steps to use:
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1. Select the tool.

A B C D E F
1 GLAccount| GLAccount Name | Amount |[Document Date|Posting Date|lnvoice Number|
2 1000 Cash 7,554 2024-01-13| 2024-01-13 455474
3 2000 Accounts Receivable 3,750 2024-01-05| 2024-01-05 101621
4 |2000 Accounts Receivable 8,186 2024-05-11| 2024-05-11 353415
5 4000 Fixed Assets 4,432 2024-01-12| 2024-01-12 422166
& 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
7 | 8000 Salaries Expense 8,028 2024-01-31| 2024-01-31 217349
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets - 3,748 2024-05-14| 2024-05-14 921998
10 9000 Utilities Expense - 2,855 2024-02-13| 2024-02-13 566769

2. The tool will automatically identify and select the used range of the active

worksheet.
A B C D E F
1 |GL Account| GLAccount Name | Amount [Document Date|Posting Date{lnvoice Number
2 11000 Cash 7,554 2024-01-13| 2024-01-13 455474
3 |2000 Accounts Receivable 3,750 2024-01-05| 2024-01-05 101621
4 |2000 Accounts Receivable 8,186 2024-05-11( 2024-05-11 353415
5 14000 Fixed Assets 4,432 2024-01-12| 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
7 18000 Salaries Expense 8,028 2024-01-31| 2024-01-31 217349
2 |4000 Fixed Assets 689 2024-04-27( 2024-04-27 128488
5 14000 Fixed Assets - 3,746 2024-05-14| 2024-05-14 921998
10 |9000 Utilities Expense - 2,855 2024-02-13| 2024-02-13 566769

=
-

Select Connected Data

g‘h Select Connected Data

This tool allows you to automatically select a contiguous range of data starting from the
currently selected (top left cell of your table) cell and extending to the last non-empty cell
in the connected data block (downwards and to the right). Steps to use:
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1. Select the tool. Please ensure that you have selected the most top left cell of the
data (table).

A B C D E F G

1

2 GL Account| GLAccount Name | Amount |Document Date|Posting Date|lnvoice Number|
3 1000 Cash 7,554 2024-01-13| 2024-01-13 455474
4 2000 Accounts Receivable 3,730 2024-01-05| 2024-01-05 101621
5 2000 Accounts Receivable 8,186 2024-05-11| 2024-05-11 353415
& 4000 Fixed Assets 4,432 2024-01-12| 2024-01-12 422166
7 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
8 8000 Salaries Expense 8,628 2024-01-31| 2024-01-31 217349
9 4000 Fixed Assets 683 2024-04-27| 2024-04-27 123488
10 4000 Fixed Assets - 3,746 2024-05-14| 2024-05-14 921998

2. The tool will automatically identify and select a block of connected data in the active
worksheet, starting from the currently selected cell and ending to last cell of the
connected data (downwards and to the right).

A B C D E F G

1

2 GL Account| GL Account Name | Amount |Document Date|Posting Date|lnvoice Number
3 1000 Cash 7,554 2024-01-13| 2024-01-13 455474
4 2000 Accounts Receivable 3,750 2024-01-05| 2024-01-052 101621
5 2000 Accounts Receivable 8,186 2024-05-11| 2024-05-11 353415
6 4000 Fixed Assets 4,432 2024-01-12| 2024-01-12 422166
7 9000 Utilities Expense 873 2024-02-02| 2024-02-02 413449
3 8000 Salaries Expense 8,628 2024-01-31| 2024-01-31 217349
9 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
10 4000 Fixed Assets - 3,746 2024-05-14| 2024-05-14 921998
11

Highlight All Merged Cells in the Active Worksheet

|_3_| Highlight all Merged Cells in the Active Worksheet
b gnhg g

This tool allows you to automatically highlight all merged cells in the active worksheet with
a yellow color. Steps to use:
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1. Select the tool.

A B C D E
1 _
2 | Monday
3 | [w] Yes ||:| No
4 | Tuesday
5 | [w] ves ||j No
6 | Wednesday
7| e}_%b [w] Yes ||:| No
8 ('J{\?' Thursday
9 {\.;}“’ Fves  |[no
10 | R Friday
1 [Jves |[ne
12 Saturday
13| Jves  |[#no
14 | Sunday
15 | [Jves |[ne

2. The tool will loop through all cells in the used range of the active worksheet and
identify any merged cells. Each identified merged cell range will be highlighted with
a yellow colour.

A B C D E
1 J
2 | Monday
3 | Yes | [Ine
4 | Tuesday
5 | Yes ||:| No
6 | Wednesday
7 | 6"2}} Yes ||:| Mo
8 cc‘e' Thursday
9 @“’ ves  |[INo
10 ° Friday
11 [Jves  |[Fno
12 ] Saturday
13| [Jves  |[#Fno
14 | Sunday
15 | [Jves |[#]No
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Go to Last Used Cell

Go to Last Used Cell

This tool allows you to automatically navigate to the last used cell in the active worksheet
and center it on the screen, making it easier to focus on the most relevant data. Steps to
use:

1. Select the tool.

A B C D E F G

1

2 GL Account| GL Account Name | Amount |Document Date|Posting Date|lnvoice Number
3 1000 Cash 7,554 2024-01-13| 2024-01-13 455474
a 2000 Accounts Receivable 3,750 2024-01-05| 2024-01-05 101621
5 2000 Accounts Receivable 8,186 2024-05-11| 2024-05-11 353415
s} 4000 Fixed Assets 4,432 2024-01-12| 2024-01-12 422166
7 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
8 2000 Salaries Expense 8,628 2024-01-31| 2024-01-31 217349
9 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
10 4000 Fixed Assets - 3,746 2024-05-14| 2024-05-14 921998

2. The tool will automatically find the last used cell in the active worksheet by
searching for the last non-empty row and column. Once identified, the tool will
navigate to this cell.

A B C D E F 5

1

2 GL Account| GLAccount Name | Amount |Document Date|Posting Date|lnvoice Number
3 1000 Cash 7,554 2024-01-13| 2024-01-13 455474
4 2000 Accounts Receivable 3,750 2024-01-05| 2024-01-05 101621
5 2000 Accounts Receivable 8,186 2024-05-11| 2024-05-11 353415
5] 4000 Fixed Assets 4,432 2024-01-12| 2024-01-12 422166
7 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
a8 8000 Salaries Expense 8,628 2024-01-31| 2024-01-31 217349
9 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
10 4000 Fixed Assets - 3,746 2024-05-14| 2024-05-14 921998
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Go to Last Used Row

ﬂ Go to Last Used Row

This tool allows you to automatically navigate to the last used row in the active worksheet
and center it on the screen, making it easier to focus on the most relevant data. Steps to
use:

1. Select the tool.

A B C D E F G

1

2 GL Account| GL Account Name | Amount |Document Date|Posting Date|lnvoice Number
3 1000 Cash 7,554 2024-01-13( 2024-01-13 455474
4 2000 Accounts Receivable 3,750 2024-01-05( 2024-01-05 101621
5 2000 Accounts Receivable 8,186 2024-05-11 2024-05-11 353415
6 4000 Fixed Assets 4,432 2024-01-12 2024-01-12 422166
7 9000 Utilities Expense 873 2024-02-02 2024-02-02 415449
8 8000 Salaries Expense 8,628 2024-01-31 2024-01-31 217349
9 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
10 4000 Fixed Assets - 3,746 2024-05-14 2024-05-14 921998

2. The tool will automatically find the last used row in the active. Once identified, the
tool will navigate to this row.

A B C D E F G

1

2 GL Account| GLAccountMame | Amount |Document Date|Posting Date|lnvoice Number
3 1000 Cash 7,554 2024-01-13| 2024-01-13 455474
4 2000 Accounts Receivable 3,750 2024-01-05| 2024-01-05 101621
5 2000 Accounts Receivable 8,186 2024-05-11| 2024-05-11 353415
6 4000 Fixed Assets 4,432 2024-01-12| 2024-01-12 422166
7 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
8 8000 Salaries Expense 8,628 2024-01-31| 2024-01-31 217349
9 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
10 |_ 4000 Fixed Assets - 3,746 2024-05-14| 2024-05-14 921998
11
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Go to Last Used Column

@ Go to Last Used Column

This tool allows you to automatically navigate to the last used column in the active
worksheet and center it on the screen, making it easier to focus on the most relevant data.
Steps to use:

1. Select the tool.

A B C D E F G

1

2 GL Account] GL Account Name | Amount |Document Date|Posting Date|lnvoice Number
3 1000 Cash 7,554 2024-01-13| 2024-01-13 455474
4 2000 Accounts Receivable 3,750 2024-01-05| 2024-01-05 101621
5 2000 Accounts Receivable 8,186 2024-05-11| 2024-05-11 353415
i} A000 Fixed Assets 4,432 2024-01-12| 2024-01-12 422166
7 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
8 2000 Salaries Expense 8,628 2024-01-31| 2024-01-31 217349
9 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
10 A000 Fixed Assets - 3,746 2024-05-14| 2024-05-14 921998

2. The tool will automatically find the last used column in the active. Once identified,
the tool will navigate to this column.

A B 5 D E F G

1

2 GL Account| GLAccount Name | Amount |Document Date|Posting Date|lnvoice Number
3 1000 Cash 7,554 2024-01-13| 2024-01-13 455474
4 2000 Accounts Receivable 3,750 2024-01-05( 2024-01-05 101621
5 2000 Accounts Receivable 8,186 2024-05-11| 2024-05-11] 353415
6 4000 Fixed Assets 4,432 2024-01-12| 2024-01-12 422166
7 9000 Utilities Expense 873 2024-02-02 2024-02-02 415449
8 2000 Salaries Expense 8,628 2024-01-31| 2024-01-31 217349
9 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
10 4000 Fixed Assets - 3,746 2024-05-14( 2024-05-14 921998
11
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Filter

N/

Filter

v

E&. Apply Filter Based on Selection
[1\/, Apply IfError Optimization

B Filter Bold Cells

Filter Colored Cells

G Filter Formula Cells

Apply filter Based on Selection

(Al Apply Filter Based on Selection

This tool allows you to filter data in a specified range based on criteria selected from
another range. This tool is particularly useful for quickly filtering data based on multiple
criteria. Steps to use:

1. Select the range of cells that contain the filtering criteria. This range can include
multiple cells, and each cell's value will be used as a filter criterion.

A B c D E F G H I ) K
1 [ |GLAccount| GLAccount Name | Amount |Document Date Posting Date|lnvoice Number| Ll_nvoice Number|
2 | [1000 Cash 7,554 2024-01-13| 2024-01-13 455474 T 101621
3 2000 Accounts Receivable 3,750 2024-01-05| 2024-01-05 101621 1 4221661
4 2000 Accounts Receivable 8,186 2024-05-11| 2024-05-11 353415 II 2488221
5 | |4000 Fixed Assets 4,432 2024-01-12| 2024-01-12 422166 L 833659!
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449
7 8000 Salaries Expense 8,628 2024-01-31| 2024-01-31 217349 Select First Range ? *
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488 o L
Select the range of cells for filtering criteria:
9 4000 Fixed Assets - 3,746 2024-05-14| 2024-05-14 921998 5152:5155]
10 9000 Utilities Expense - 2,855 2024-02-13| 2024-02-13 566769
11| |7000 Costof GoodsSold |- 9,038 2024-04-24| 2024-04-24 699314 cancel
12 7000 Cost of Goods Sold |- 1,502 2024-03-29| 2024-03-29 729576
13 7000 Cost of Goods Sold 5,905 2024-03-25| 2024-03-25 850959
14 2000 Accounts Receivable 9,693 2024-04-14| 2024-04-14 656691
15 4000 Fixed Assets 9,881 2024-02-24| 2024-02-24 248822
16 7000 Cost of Goods Sold 3,906 2024-01-14| 2024-01-14 302009
17 2000 Salaries Expense - 4,163 2024-01-22| 2024-01-22 411435
13 3000 Inventory 270 2024-02-15| 2024-02-15 833659
19 9000 Utilities Expense - 2,660 2024-01-07| 2024-01-07 905795
20 3000 Accounts Payable 6,466 2024-01-02| 2024-01-02 373243
21 4000 Fixed Assets 3,226 2024-01-15| 2024-01-15 144727
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2. Select the range of data where the filter should be applied. Make sure this range
includes the header row.

A B C D E F G H |
1 IGLAccount| GLAccountName | Amount [Document Date|Posting Date[invoice Number| Invoice Number]
2 ilDDD Cash 7,554 2024-01-13| 2024-01-13 4554?4: 101621
3 IZDDD Accounts Receivable 3,750 2024-01-05| 2024-01-05 101621i 422166
4 :2000 Accounts Receivable 8,186 2024-05-11| 2024-05-11 353415: 248822
5 =4DDD Fixed Assets 4,432 2024-01-12| 2024-01-12 422166: 833659
6 iBDDD Utilities Expense 873 2024-02-02| 2024-02-02 415449:
7 's000 Salaries Expense 8,628 Select Second Range 2 %
8 | laooo Fixed Assets 689
9 :4000 Fixed Assets - 3,746 Select the entire range where the filter should be applied,including the
10| (9000 Utilities Expense |- 2,855 header cells

I 5B51:5G521

11| 17000 Cost of Goods Sold |- 9,038
12| [7000 Cost of Goods Sold |- 1,502 Terad
13| |7000 Cost of Goods Sold 5,905 I
14 :2000 Accounts Receivable 9,693 2024-04-14| 2024-04-14 &55591:
15 i4DDD Fixed Assets 9,881 2024-02-24| 2024-02-24 248822:
16 i?DDD Cost of Goods Sold 3,906 2024-01-14| 2024-01-14 302009i
17 :EDDD Salaries Expense - 4,185 2024-01-22| 2024-01-22 411435i
18 IBDDD Inventory 270 2024-02-15| 2024-02-15 833659=
15 :9000 Utilities Expense - 2,600 2024-01-07| 2024-01-07 BDE?BS:
20 ESDDD Accounts Payable 6,466 2024-01-02| 2024-01-02 3?3243:
21 jaooo __ rixedassets [ 3226 _ 20040115] 2020115 144727

3. Select the header cell of the column where you want the filter to be applied. This
should be one of the cells in the header row of your selected data range.

A B c D E G G H I
1 GL Accou ~ | GL Account Nam¢ ~ | Amoul ~ [Document Dz ~ |Posting De ~ 'I_nv_oi@_hitlrﬂt_:_' Invoice Number
2 1000 Cash 7,554 2024-01-13| 2024-01-13 455474 101621
3 2000 Accounts Receivable 3,750 i B 429166

i - B

4| |[2000 Accounts Receivable | 8,186 7{ Select Filter Column ! X 822
3 4000 Fixed Assets 4,432 2| Select the header cell of the column where the filter should be applied. 1639
5 9000 Utilities Expense 873 7 It must be one of the header cells where the filter options are added:
7 8000 salaries Expense 8,628 2( 5681
8 4000 Fixed Assets 689 2 p—
= | 4000 Fixed Assets - 3,746 2
10 000 Utilities Fxnense - 2855 707d-ﬂ7-1'4| 707d-ﬂ7-1'4| 'iﬁﬁ?ﬁ‘:”

4. The tool will collect unique values from the criteria range (ignoring blanks) and
apply a filter to the selected column in the data range based on these values.

A B C D E F G
1 GLAccou | GL Account Nam¢ ~ | Amoul ~ [Document Dz ~ |Posting Dz ~ |Invoice Numb-T
3 2000 Accounts Receivable 3,750 2024-01-05| 2024-01-05 101621
3 4000 Fixed Assets 4,432 2024-01-12| 2024-01-12 422166
15 4000 Fixed Assets 9,881 2024-02-24| 2024-02-24 248822
18 3000 Inventory 270 2024-02-15| 2024-02-15 833659
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Apply IfError optimization

Apply IfErrer Optimization

This tool allows you to wrap existing formulas in a selected range with the IFERROR
function. Steps to use:

1. Select the range of cells where you want to apply the IFERROR function. This range
can include multiple cells with formulas.

A B C D E F G H | J K L M N
1 GL Account| GLAccount Name | Amount |Document Date |Posting Date | Invoice Number | Matched with the external data
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474 #N/A Input ? X
3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621 101621

- Select a range to apply IFERROR:

4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415 #N/A $HS2HHE2T
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449 #N/A Cancal
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349 #N/A
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488 128488
92 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998 #N/A
10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769 #N/A

2. Enter the text or message that should appear if an error is encountered in any
formula within the selected range.

A B C D E F G H | J K L ™M N
1 GL Account| GL Account Name Amount | Document Date | Posting Date | Invoice Number | Matched with the external data
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474 HENJA Error Text 7 <
3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621 101621 Enter text to display in case of error:
4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415 #N/A Not Matched
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166 422166
6 | [9000 utilities Expense 873 2024-02-02| 2024-02-02 415449 #N/A Cancel
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349 #N/A
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488 128488
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998 #N/A
10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769 #N/A

3. The tool wraps each formula in the selected range with the IFERROR function,
using the custom error message you provided.

For example, a formula like =A1/B1 would be transformed into =IFERROR(A1/B1, "Your
Error Message").

H2 - Je =IFERROR(VLOOKUP(G2;Sheet1!$A51:5A57;1;); "Not Matched")
A B C D E F G H J

1 GL Account| GL Account Name | Amount |Document Date|Posting Date | Invoice Number| Matched with the external data
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474|Not Matched

3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621 101621
4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415|Not Matched

5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449|Not Matched

7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349|Not Matched

8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488 128488
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998 |Not Matched

10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769 |Not Matched
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Filter Bold Cells

B Filter Bold Cells

This tool allows you to quickly filter and display only the cells with bold text in a specified
range. Steps to use:

1. Select the range of cells where you want to apply the filter options. This range
should include the header row.

A B C D E F G H I I ] I K ] L M
1 GL Account| GL Account Name Amount | Document Date | Posting Date | Invoice Number RemE SelEETaT 2 %
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474
3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621 Select a range for filter options:
4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415 $B$1:5G$21
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449 Cancel
5 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349 T —
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
0 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769

2. Select the header cell from the first row of your selected range. The filter will be
applied to this column.

A B < D E F G H | | J | K | L | M
1 GL Accou * | GL Account Name ~ | Amour ~ | Document Da - | Posting Da ~ | Invoice Numhb ~ Header Cell Selaction ? 1%
Z 1000 Cash 7.554 2024-01-13| 2024-01-13 455474
3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621 Select the header cell from the first row of your selected range:
4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415 $G§1
5 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449 Cancel
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349 T ———
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets - 3746 2024-05-14| 2024-05-14 921998
10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769

3. The tool will filter out all fully bold cells from the selected column.

A B C D E F G H
1 GL Accou | GL Account Name - | Amour ~ | Document Da - | Posting Da - | Invoice Numb ~ IsBold T
4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415|Yes
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449 |Yes

Filter Colored Cells

Filter Colored Cells

This tool allows you to filter and display only the cells with background colors in a specified
range. Steps to use:
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1. Select the range of cells where you want to apply the filter options. This range
should include the header row.

A B C D E F G H | | | J | K L | M
1 GL Account| GL Account Name Amount |Document Date | Posting Date | Invoice Number -
- Range Selection ? X
2 | 11000 Cash 7.554 2024-01-13| 2024-01-13 455474
3 | {2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621 Select a range for filter options:
4 12000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415 $B51:5G521]
5 14000 Fixed Assets 4.432 2024-01-12| 2024-01-12
6 {9000 Utilities Expense 873 2024-02-02| 2024-02-02 Cancel
7 18000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349
8 | 14000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
10 19000 Utilities Expense - 2.855 2024-02-13| 2024-02-13
2. Select the header cell from the first row of your selected range. The filter will be
applied to this column.
A A B C D E F G H | | | J | K L | M
1 | |GLAccou v| GL AccountName ~ | Amour - | Document Da - | Posting Da ~ | Invoice Numb ~ Header Cell Selection ? %
2 | 1000 Cash 7.554 2024-01-13| 2024-01-13 455474
3 | 2000 Accounts Receivable 3.750 2024-01-05( 2024-01-05 101621 Select the header cell from the first row of your selected range:
4 | 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415 sG5|
5 | 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12
6 | 9000 Utilities Expense 873 2024-02-02| 2024-02-02 Cancel
7 | 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349
8 | 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 | 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
10| (3000 Utilities Expense -~ 2855 2024-02-13 2024—02-13;
3. The tool will filter out all colorized cells from the selected column.
A B C D E F G H |
1 | |GLAccou ~| GL Account Name ~ | Amour ~ | Document Da - | Posting Da ~ | Invoice Numk ~ Has Color -7
3 | [2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621 |Yes
5 | 4000 Fixed Assets 4.432 2024-01-12| 2024-01-12
6 | 9000 Utilities Expense 873 2024-02-02( 2024-02-02
8 | [4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488 |Yes
10 9000 Utilities Expense - 2.855 2024-02-13( 2024-02-13
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This tool allows you to filter and display only the cells containing formulas within a specified
range. Steps to use:

1.

Select the range of cells (with formulas) where you want to apply the filter options.
This range should include the header row.

© @ N oy AW N

S

B C D E F G H I J K L M
GL Account| GL Account Name Amount | Document Date | Posting Date | Invoice Number | Matched with the external data

1000 Cash 7.554 2024-01-13| 2024-01-13 455474 Rt s E &
2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621 1016211 | select a range for fiter options:

2000 Accounts Receivable 8.186 2024-05-11] 2024-05-11 353415 sostsHs21]

2000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166 422166

9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449 Cancel
3000 Salaries Expense 8.628 2024-01-31] 2024-01-31 217349 ——

2000 Fixed Assets 689 2024-04-27| 2024-04-27 128488 128488

2000 Fixed Assets 3.746 2024-05-14| 2024-05-14 921998

5000 Utilities Expense 2.855 2024-02-13]_2024-02-13 566769

2.

Select the header cell from the first row of your selected range. The filter will be
applied to this column.

W N AW N

=)

B c D E F G H I ) K L M
GLAccod | GL Account Name | Amour - | Document Da - | Posting Da ~ | Invoice Numb ~ | Matched with the external da -

1000 Cash 7.554 2024-01-13]_2024-01-13 455474 (iemstay @l Selzeion g 2
2000 Accounts Receivable 3.750 2024-01-05_2024-01-05 101621 101621] | salect the header cell from the first row of your selected range:
2000 Accounts Receivable 5.186 2024-05-11]_2024-05-11 353415 shst

2000 Fixed Assets 2432 2024-01-12| 2024-01-12 122166 122166

9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449 Cancel
3000 Salaries Expense 8.628 2024-01-31]_2024-01-31 217349 e

2000 Fixed Assets 6589 2024-04-27|_2024-04-27 128488 128488

1000 Fixed Assets 3.746 2024-05-14]_2024-05-14 921093

9000 Utilities Expense 2.855 2024-02-13| 2024-02-13 566769

3.

The tool will filter out all cells which contain formulas from the selected column.

@ | w

B € D E F G H |
GL Accou * | GL Account Name v | Amour ~ [ Document Da ~ | Posting Da ~ | Invoice Numh ~ | Matched with the external da ~ Contains Formula d
2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621 101621 |Yes
4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166 422166|Yes
4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488 128488 |Yes
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Formulas

Formulas

v

"+ Make Numbers Positive

" Make Numbers Negative

2. Calculate Running Total

5 Round Numbersto 0.5

~  Round Numbers Up Optimized

v Round Numbers Down Optimized

|=+‘ Append Fields

‘% Fuzzy Match

Make Numbers Positive

-|-“ Make Mumbers Positive

This allows you to convert all numbers in a selected range to their absolute values,
effectively making all numbers positive. Follow the below steps to use it:

1. Select the range of cells where you want to make all numbers positive. You can
select a single cell, a range of cells, or an entire column.

A B C D E F G H J K L M
1 GL Account| GL Account Name Amount | Document Date | Posting Date | Invoice Number
Z 1000 Cash 7.554 2024-01-13 2024-01-13 455474 Input ? X
3 2000 Accounts Receivable 3.750 2024-01-05 2024-01-05 101621 Select a range
4 2000 Accounts Receivable 8.186 2024-05-11 2024-05-11 353415 $D$2:50821
5 4000 Fixed Assets 4.432 2024-01-12 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449 Cancel
7 8000 Salaries Expense 8.628 2024-01-31 2024-01-31 217349
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets - 3746 2024-05-14| 2024-05-14 921998
10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769

2. The tool will convert all numeric values in the range to their absolute values. Non-
numeric or empty cells will remain unchanged.

A B € D E F G H
1 GL Account| GL Account Name Amount | Document Date | Posting Date | Invoice Number
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474
3 2000 Accounts Receivable 3.750 2024-01-05 2024-01-05 101621
4 2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415
5 4000 Fixed Assets 4.432 2024-01-12 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02 2024-02-02 415449
7 8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349
8 4000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets 3.746 2024-05-14| 2024-05-14 921998
10 9000 Utilities Expense 2.855 2024-02-13| 2024-02-13 566769
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Make Numbers Negative

=" Make Numbers Negative

This allows you to convert all positive numbers in a selected range to their negative
equivalents. Steps to use:

1. Select the range of cells where you want to make all positive numbers negative.

A B C D E F G H J K L M
1 GL Account| GL Account Name Amount | Document Date | Posting Date | Invoice Number
2 1000 Cash 7.554 2024-01-13| 2024-01-13 455474 Input ? X
3 2000 Accounts Receivable 3.750 2024-01-05| 2024-01-05 101621 S p—
4 | [2000 Accounts Receivable 8.186 2024-05-11| 2024-05-11 353415 sDs23DS2 1
5 | [4000 Fixed Assets 4.432 2024-01-12| 2024-01-12 422166
6 9000 Utilities Expense 873 2024-02-02| 2024-02-02 415449 Cancel
7 | [8000 Salaries Expense 8.628 2024-01-31| 2024-01-31 217349
8 | [a000 Fixed Assets 689 2024-04-27| 2024-04-27 128488
9 | fao00 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
10| [9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769
2. The tool will convert all positive numeric values in the range to their negative

equivalents. Non-numeric, empty, or already negative cells will remain unchanged.

A B C D E F G H
1 GL Account| GL Account Name Amount | Document Date | Posting Date | Invoice Number
2 1000 Cash - 7.554 2024-01-13| 2024-01-13 455474
3 2000 Accounts Receivable |- 3.750 2024-01-05| 2024-01-05 101621
4 2000 Accounts Receivable |- 8.186 2024-05-11| 2024-05-11 353415
5 4000 Fixed Assets - 4.432 2024-01-12| 2024-01-12 422166
6 9000 Utilities Expense - 873 2024-02-02| 2024-02-02 415449
7 8000 Salaries Expense - 8.628 2024-01-31| 2024-01-31 217349
8 4000 Fixed Assets - 689 2024-04-27| 2024-04-27 128488
9 4000 Fixed Assets - 3.746 2024-05-14| 2024-05-14 921998
10 9000 Utilities Expense - 2.855 2024-02-13| 2024-02-13 566769

Calculate Running Total

2. Calculate Running Total

This allows you to easily compute a running total for a selected column of numeric values.
Follow the below steps to use it:
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1. Select the range of cells for which you want to calculate the running total. You must
select a single column of cells for the operation to work correctly.

A B C

D

E | F

Sales

Day

14.181

1 September 2024

Input

15.419

2 September 2024

19.641

3 September 2024 $C52:5C516]

16.533

4 September 2024

13.608

5 September 2024

13.993

6 September 2024

16.332

7 September 2024

[F=RE--RE RN R, RN S IVR S

16.079

8 September 2024

=
(=]

16.022

9 September 2024

Select a range for running total:

Cancel

2. The tool will check the selected range to ensure all values are numeric. If any non-
numeric values are found, the tool will display an error message and terminate
without making any changes. The tool will insert a new column to the right of your
selected range to store the running total.

A B C D E F

1 Sales Running Total |Day

2 14.181 14.181 |1 September 2024
3 15.418 29.600 |2 September 2024
4 19.641 49,241 |3 September 2024
5 16.533 65.774 |4 September 2024
b 13.608 79.382 |5 September 2024
7 13.993 93.375 |6 September 2024
3 16.332 109.707 |7 September 2024
9 16.079 125.786 |8 September 2024
0 16.022 141.808 |9 September 2024

Round Numbers to 0.5

9 Round Mumbersto 0.5

This allows you to round numbers in a selected range to the nearest whole number (0,5

rule). Steps to use:
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1. Select the range of cells you want to round. This range can include one or multiple

cells.
A B C D E | F | G H | | J
1 Name |Years in the company Iz ? 5
2 | Alice 1,4
B Bob 4,6 Select the range to round numbers:
4 | |Charlie 3,7 $C52:5C516]
5 David 2,2
7 Frank 5,5
8 | Grace 9,3
9 | Hannah 41
10 | Iy H 7,9

2. The tool will round the numbers in the selected range to the nearest whole number
using Excel's built-in ROUND function.

A B C D E F G H
Name | Years in the company
Alice
Bob
Charlie
David
Eva
Frank
Grace

Microsoft Excel X

Rounding operation completed successfully.

(G- R o -RIE N RV, RN VTR S e

Hannah
lvy

o s o lo|o|Nn|s v

=}

Round Numbers Up

#  Round Mumbers Up Optimized

This allows you to round up numbers in a selected range to the nearest whole number.
Steps to use:

1. Select the range of cells you want to round up. This range can include one or
multiple cells.

A B C D E | F | G H | | . ]

1 Name |Years in the company I 7 %
2 | Alice 1,4
3 Bob 4.6 Select the range to round numbers up:
4 |Charlie 3,7 $C52:5C516]
5 David 2,2
6 [va 85 concel

_ )
7| Frank 5,5
8 Grace 9,3
9 | Hannah 4,1
10 vy 79
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2. The tool will round up any numeric values to the nearest whole number.
A B C D | E | F | G | H
1 Name |Years in the company
2 Alice 2 Microsoft Excel X
3 Bob 5
él Charlie 4 Round up operation completed successfully.
5 David 3
6 Eva 9
7 Frank 6
8 Grace 10
9 Hannah 5
10 Ivy 8

Round Numbers Down

“  Round Mumbers Down Optimized

This allows you to round down numbers in a selected range to the nearest whole number.

Steps to use:

1. Select the range of cells you want to round down. This range can include one or
multiple cells.

A B C D E | F G | H | | | J
1 Name |Years in the company Input ? x
2 Alice 14
3 Bob 4,6 Select the range to round numbers down:
4 Charlie 3,7 $C52:5C516
5 David 2,2
6 |ba 85 Cancel

)

7 Frank 5,5
8 Grace 9,3
9 Hannah 4,1
10 Ivy 7,9

2. The tool will round down any numeric values to the nearest whole number.

A

B

C

D | E | F | G | H

W00~ oW

—
=}

Name

Years in the company

Alice

Bob

Charlie

David

Eva

Frank

Grace

Hannah

Ivy

~ |k |jo|ju|ce (e |wls e

Microsoft Excel X

Round down operation completed successfully.
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Append Fields

|j| Append Fields

This allows you to combine every possible pairing of rows from two selected ranges. This
operation is useful when you need to create all possible combinations of two data sets,
such as combining product options with customer lists. Steps to use:

1. Select the source range (specific cells) that you want to combine with the target
range. This range can be a single cell or multiple cells.

A B C D E F G | H | J K | L
! —N—a—TE———-l Months Select Source ? X
2 Johan ! January
3 Mark i February Select the source range (specific cells):
4 _P'_h_iEE____E March $B52:5854
5 April
6 May concl
7 June S ——
8 July
9 August
10 September
11 October
12 November
13 December
14

2. Select the target range (specific cells) that will be combined with the source range.
This range can also be a single cell or multiple cells.

Al B | ¢ | b | E | F | &6 | H | bl |«

N Month
ame onths . Select Target Y X
Johan January

Mark February Select the target range (specific cells):
Philip March SES2:3E513
April

June

QO ~ U R W=

July

o

August

=y
(=]

Septembe
October
Novembe

JEry
N =

-
w

December

=
=

3. The tool automatically creates a new worksheet named "Result" (or "Result1",
"Result2", etc., if "Result" already exists) in the active workbook. The resulting
combinations of the source and target ranges are output to the new worksheet.
The data from the source range will appear first, followed by the data from the
target range for each combination.
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A | B | C | [
1 |lohan January
2 |Johan February
3 |Johan March
4 |lohan April
5 |lohan May
6 |lohan June
7 |lohan July
8

_|Johan August
9 |lohan September
10 [Johan October
11 |Johan November
12 |lohan December
13 [Mark January
14 |Mark February
15 [Mark March

16 |Mark April

17 |Mark May

18 \Mark June

19 |Mark July

20 |Mark August

21 |Mark September
22 |Mark October
23 |Mark November
24 |Mark December
25 |Philip January
26 | Philip February
27 |Philip March
28 | Philip April

29 |Philip May

30 |Philip June

31 |Philip July

32 |Philip August

33 |Philip September
34 | Philip October
35 |Philip November

36 | Philip December

| Sheet1l | Result @
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Fuzzy Match

%%  Fuzzy Match

This allows you to compare two sets of data and identify matches based on a specified
similarity percentage. This feature is particularly useful when you need to match records
that may have slight variations, such as names, addresses, or product descriptions. Steps

to use:

1. Select the range that contains the left data set. This is the first set of data that will

be compared.

A A B D E F G H J K
1 Employees Old System January 2022 Employees New System January 2023

2 Emma Roberts Emma Robberts felibatallbput E >
3 Liam Anderson Olivia Martinez Select Left Data Input Range:

4 Noah Johnson Noah Johhnson $B52:56511]

5 Ava Brown Eva Brown

6 Sophia Davis Mason Wilson Cancel

7 Isabella Taylor Isabel Taylor

8 James Moore Charlotte Thompson

9 Lucas White Amelia Harris

10 Benjamin Clark Elijah Walker

11 Mia Lewis Mia Levis

2. Select the range for the right data set. This is the second set of data that will be

compared.
A A B D E F G H I J L
1 Employees Old System January 2022 Employees New System January 2023
2 Emma Roberts Emma Robberts Right Data Input g B
3 Liam Anderson Qlivia Martinez Select Right Data Input Range:
4 Noah Johnson Noah Johhnson SES2:SEST|
5 Ava Brown Eva Brown
6 Sophia Davis Mason Wilson Cancel
7 Isabella Taylor Isabel Taylor
8 James Moore Charlotte Thompson
9 Lucas White Amelia Harris
10 Benjamin Clark Elijah Walker
1 Mia Lewis Mia Levis

3. Enter the matching percentage, which determines how closely the records need to
match. The value should be between 1 and 100.

A B € E F G H | | | J K L M N
1 Employees Old System January 2022 Employees New System January 2023
2 Emma Roberts Emma Robberts MR (R ¢ 23
3 Liam Anderson Olivia Martinez Enter the matching percentage (1-100):
4 Noah Johnson Noah Johhnsen 70
5 Ava Brown Eva Brown
6| Sophia Davis Mason Wilson cancel
7 Isabella Taylor Isabel Taylor
8 James Moore Charlotte Thompson
9 Lucas White Amelia Harris
10 Benjamin Clark Elijah Walker
11 Mia Lewis Mia Levis
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4. The tool automatically creates a new worksheet named "Fuzzy Match" (or "Fuzzy
Match 1", "Fuzzy Match 2", etc., if the name already exists) in the active workbook.
This worksheet will store the results of the fuzzy match. The tool compares each
entry from the left data range to each entry in the right data range using a fuzzy
matching algorithm. If the similarity score meets or exceeds the specified matching
percentage, the pair is recorded in the result sheet.

A B C D E F G H

1 |Left Data Input [Right Data Input | Matching Percentage
2 Emma Roberts |Emma Robberts 92,31%
3 |Noah Johnson |Moah lohhnson 92,31%
4 | Ava Brown Eva Brown 88,89%
5 |Isabella Taylor |lsabel Taylor 86,67%
6 Mia Lewis Mia Levis 88,89%
7

8

Pivot

==
o
E
Pivot

v

"[:]E Pivot (only the first row for the unique value)

[f)] Pivot (only the last row for the unique value)

BS Count by Color

Pivot (only the first row for the unique value)

"ﬁ Pivot (only the first row for the unique value)

This tool allows you to group data based on a selected column and extract the first
occurrence of each unique value into a new worksheet. It's particularly useful for
summarizing datasets where you want to highlight the first entry for each unique group.
Steps to use:
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1. Select a range that includes the headers and the data you want to group.

A B C D E F

1 rCustomer Amount Date

2 Icustomer1| 15,488 |18/09/20241
3 ICustomer2| 17,152 11)'0‘3,*’2024!
4 ICustomerB 16,028 | 04/09/2024!
5 |Customer1 15,449 |12/09/2024)
6 iCustomerZ 14,237 083'0'3,"202-4:
7 Icustomer3| 16,459 |gp=taninna:
8 lcustomer1| 14,376 [1 InPut ? x

9 |customer2| 18,918
10 iCustomer 3| 19,637
11 ICustomer1| 13,834
12 |customer 2| 17,917 Cancel
13 ICustomerB 15,289 | 13/09/2024]
14 =Cu5tomer1 15,680 01/09[2024:
15 iCustomerz 19,256 02}09,’2024:
16 ICustomer 3| 10,710 | 03/09/20241
17 |customer 1| 10,871 | 09/09/2024
18 |customer 2| 10,202 | 05/09/2024!
19 |Customer 3| 18,326 | 14/09/2024}

20

Select a range including headers
5A51:5C519]

e L L |

2. Select a single column from the "CustomPivotSM" sheet to group by.

A A B C D E ] F G H |
1 |Customeri Amount | Date Input ? X
2 jCustomer; 15.488 |18.9.2024
3 |Customer 17.152 (11.9.2024 Select a whole column to group by from the CustomPivotSM sheet
4 iCustomeri 16.028 | 4.9.2024 sasa|
5 |Customer; 15.449 |12.9.2024
6 |Customer! 14.237 | 8.9.2024 e
7 |Customeri 16.459 | 6.9.2024 T T T
8 |Customer; 14.376 [16.9.2024
9 |Customer! 18.918 |10.9.2024
10 JCustomeri 19.637 |15.9.2024
11 jCustomer; 13.834 (17.9.2024
12 |Customer! 17.917 | 7.9.2024
13 ICustomeri 15.289 |13.9.2024
14 )Customer; 15.680 | 1.9.2024

15 |Customer! 19.256 | 2.9.2024
16 |Customeri 10.710 | 3.9.2024
17 jCustomer; 10.871 | 9.9.2024
18 |Customer! 10.202 | 5.9.2024
19 |Customeri 18.326 |14.9.2024
20
21
22

CustomPivotSM | Sales [©)
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3. The tool automatically sets the grouping option to "First," meaning it will extract the
first occurrence of each unique value in the selected column.

A B C D
1 | Customer | Amount Date
2 |Customerl 15,488 | 18/09/2024
3 |Customer 2 17,152 | 11/09/2024
4 |Customer 3 16,028 | 04/09/2024
5
&

< » Grouped Data First Sales

Pivot (only the last row for the unique value)

@ Pivot (only the last row for the unique value)

This tool allows you to group data based on a selected column and extract the last
occurrence of each unique value into a new worksheet. It's particularly useful for
summarizing datasets where you want to highlight the last entry for each unique group.
Follow the below steps to use it:

1. Select a range that includes the headers and the data you want to group.

A B C D E F
1 | customer [Amount| Date |
iCustomer 1| 15,488 | 18/03/2024]
ICustomer 2| 17,152 11,*’03}'20-24!
ICustomer 3| 16,028 | 04/09/2024!
ICustomer 1| 15,449 12/09/2024}
iCustomer?_ 14,237 08;’09,*’20-24:
ICustomer 3| 16,459 | p=taninaas:
Icustomer 1| 14,376 |1 Input ? X
9 |customer2| 18,918
10 |customer 3| 19,637
11 Jcustomer1| 13,834
12 |customer 2| 17,917 EnEd
13 |Customer 3| 15,289 | 13/09/2024]
14 [Customer 1| 15,680 | 01/09/2024}
15 iCustomer?_ 19,256 02;"09}'?_0-?_4:
16 Icustomer 3| 10,710 | 03/09/20241
17 |customer 1| 10,871 | 03/09/2024!
18 |Customer 2| 10,202 | 05/09/2024!
13 |Customer 3] 18,326 | 14/09/2024;
20

~ W E W M

5]

Select a range including headers
5A51:5C519

1
1
1
1
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2. Select a single column from the "CustomPivotSM" sheet to group by.

A A B C D E F G | H |
1 |Customeri Amount | Date Input ? X

2 jCustomer; 15.488 |18.9.2024

3 |Customer 17.152 (11.9.2024 Select a whole column to group by from the CustomPivotSM sheet

4 iCustomeri 16.028 | 4.9.2024 sasi|

5 |Customer; 15.449 |12.9.2024

6 |Customer! 14.237 | 8.9.2024 OK Cancel

7 |Customeri 16.459 | 6.9.2024 T T T T

8 |Customer; 14.376 [16.9.2024

w

Customer! 18.918 [10.9.2024
Customeri 19.637 [15.9.2024
Customer; 13.834 [17.9.2024

—
o

=
e

12 |Customer! 17.917 | 7.9.2024
13 ICustomeri 15.289 |13.9.2024
14 )Customer; 15.680 | 1.9.2024
15 |Customer! 19.256 | 2.9.2024
16 JCustomeri 10.710 | 3.9.2024
17 jCustomer; 10.871 | 9.9.2024
18 |Customer! 10.202 | 5.9.2024
19 |Customeri 18.326 |14.9.2024
20

21

22

CustomPivotSM | Sales @

3. The tool automatically sets the grouping option to "Last," meaning it will extract the
last occurrence of each unique value in the selected column.

| A B C D
Customer | Amount Date
Customer 1| 10.871 | 9.9.2024
Customer 2| 10.202 | 5.9.2024
Customer 3| 18.326 |14.9.2024

L6, B S U T N Y

Grouped Data Last | Sales |

Pivot (Count by Color)

EE Count by Color

This tool allows you to group data by cell color in a selected column and count the
occurrences of each unique color, generating a summary in a new worksheet. Follow the
below steps to use it:
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1. Select a range that includes the headers and the data you want to analyse.

A B c D E F G H
1 | IGLAccount| GLAccountName | Amount |Document Date|Posting Date|invoice Numbe
2 11000 Cash 7,554 2024-01-13| 2024-01-13
3 Dooo Accounts Receivable | 3,750 2024.01-05| 20240105 1016211
4| hooo Accounts Receivable | 8,186 2024-05-11] 2024-05-11 353415!
5 | 13000 Fixed Assets 4432 | 2024-01-12 202:»01—12_
6 19000 Utilities Expense 873 2024.02-02| 20240202 415449
7 13000 Salaries Expense 8,628 2024-01-21| 2024-01-31 2173491
s | faooo Fixed Assets 689 2024-04-27| 2024-04-27 128488
g | 1000 Fixed Ar~—= ~ anasacaal 9024 05 14
10 19000 Utilitieg InPut ! X hoaa0213
11 i'?ﬂﬂﬂ Cost of { select a range including headers
12| 17000 Cost of { | ses1:56521|
13 000 Cost of 850959
14| 12000 Account I &55591!
15 12000 Fixed ASSEts 5,881 J024-02-74] 2024-02-24
16| 17000 Cost of Goods Sold 3,906 2024-01-14| 2024-01-14
17 rSﬂ-D-D Salaries Expense - 4,165 2024-01-22| 2024-01-22
18| 1000 Inventory 270 2024-02-15| 2024-02-15
19 13000 Utilities Expense |- 2,660 2024-01-07| 2024-01-07
20| 15000 Accounts Payable 6,466 2024-01-02| 2024-01-02
21 f000____|FixedAssets | _3,206] 2040115 2004001
22

< > Example +
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2. Select a single column from the "CustomPivotColor" sheet to group by. This column
should span the entire range, including all rows.

A B C D E F

1 |3L ﬁccﬂun'_Lcmunt N{ Amount f[cument D.!‘usting [}ah'EE:_E_N_l_l_m_ber
2 |1000 Cash 7,054 | S |
3 |2000 Accounts 3,750 | HitsHHHH | fHEEER) 1016210
4 (2000 Accounts CREGEEs 353415i
5 (4000 Fixed Asss 4,437 | HHHHHTHHTH | ST
& |2000 Utilities E BY3 | T | tHHHHE 415449:
7 8000  |salariesE| 8,628 |wumummss| susmml 217349
8 4000  |Fixed Ass{ 689 || swmmsng| 1284881
9 |4000 Fixed Assq- 3,740 | SHEEiE | S
10 9000 Utilities E]- 2,855 | i | SHE
117 Input ?
12 |7}
13 _? Select a whole column to group by from the CustomPivotColor sheet
ME SF:SH
15 E Cancel
16 | A .
17 | 8000 Salaries Ey- 4,165 | S | ST
18 (3000 Inventory 270 | s ########I 2336591
19 9000 Utilities E]- 2,000 | &b | SHEE
20 | 5000 Accounts 0,400 |HHHHEHER | HERERREEL 373243
21 4000 Fixed Asss 3,220 | HHHTHHHE | S
22 ! I

< 3 CustomPivotColor  Example +

3. The resulting worksheet (Count by Color) contains a summary of the colors in the
selected column, with the number of occurrences of each color clearly displayed.

A B C D E
1 Color Count

2 a

3 7

a4 3

5 3

6 3

7

B

9

< 3 Count by Color  Example
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View and Review

N

View and
Review ¥

IZ Add Gridlines to all Sheets in the Active Workbook
ﬁ Remove Gridlines from all Sheets in the Active Workbook
LY Highlight all Comments (
ﬁ Freeze Panes in all Sheets in the Active Workbook
P_ Unfreeze Panes in All Sheets
Gz Remove all Hyperlinks from the Active Sheet

f‘ﬂ Create Comments Summary

Add Gridlines to all Sheets in the Active Workbook

E Add Gridhnes to all Sheets in the Active Workbook

This tool allows you to quickly turn on gridlines for all worksheets within the active
workbook, ensuring that all sheets display gridlines for better visual organization. Steps to
use:

1. Select the tool.

2. The tool turns on gridlines for all worksheets within the active workbook.

Microsoft Excel *
o Gridlines have been added to all sheets.
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Remove Gridlines from all Sheets in the Active Workbook

57 Remove Gridlines from all Sheets in the Active Workbook

This allows you to quickly turn off gridlines for all worksheets within the active workbook,
providing a cleaner and more professional look to your workbook. Follow the below steps
to use it:

1. Select the tool.

2. The tool turns off gridlines for all worksheets within the active workbook.

Gridlines have been removed from all sheets in the active
warkbaook,

QK

Highlight Comments

Le! Highlight Comments

This tool highlights all cells containing comments in the active worksheet, making them
easily identifiable, and then selects all these cells for your convenience. Steps to use:

1. Select the tool.

2. If a cell contains a comment, the tool highlights it with a yellow background.

A B C D E F G H J K L M N
1 GL Account Number | Amount | Invoice Number | Invoice Date
2 6301540000 4.572 2841(29-10-2023
3 1942840000 5.870 2873(28-05-2024
4 5897640000 9.520 1679)|04-10-2023
5 2234930000 5.869 2579(17-08-2023
6 f3614470000 3.701 5116(20-08-2023
7 8601380000 2.420 ©165(08-04-2024
8 2279500000 7.047 3406(01-04-2024
9 4275530000 6.638 5506 User: Microsoft Excel X
0| [7979410000 5.446 | 1985| 2{please check this
1 4376850000 7.829 6013 (0|Invoice
2 9027910000 8.968 5254/0f 0 All cells with comments have been highlighted in yellow and selected.
3 9356600000 1.655 2624(3
4 9981660000 9.570 1758)|18-11-2023
5 4325000000 9.686 7355(25-09-2023
6 7507200000 5.377 8549(14-12-2023
7 6458890000 4.066 9256(01-05-2024
8 3268770000 3.140 4359|23-02-2024
9 1274920000 6.015 9625 'IJ;'E‘["‘”""
0| [8961410000 9.937 4645 1 71c this one.
1 2406100000 7.748 5818/0]
2
5
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Freeze Panes in all Sheets in the Active Workbook

ﬁﬂ Freeze Panes in all Sheets in the Active Workbook

This allows you to freeze panes across all sheets in the active workbook based on a
selected single cell. Follow the below steps to use it:

1. Select a single cell. This cell will determine where the panes will be frozen in each
sheet. Only a single cell should be selected. If multiple cells are selected, the tool
will abort the operation and prompt you to select a single cell.

A B C D E F G H
1
2
3
4 Input ? d
5 Please select a cell for freezing panes.
6 E i SDsH|
¥
5 Cancel
9

2. The tool will freeze the panes across all sheets in the active workbook based on
the selected cell.

feoLd P —

W 00 =] ho|Lh
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Unfreeze panes in All Sheets

,Q Unfreeze Panes in All Sheets

This allows you to quickly unfreeze any frozen panes across all sheets in the active
workbook, ensuring that each sheet returns to its default scrollable state. Steps to use:

1. Select the tool.

2. The tool will unfreeze any frozen panes across all sheets in the active workbook.

A B e D E F G H
1
2 .
5 Microsoft Excel x
4
5 o Panes have been unfrozen in all sheets.
5 ]
i
:
S
10

Remove All Hyperlinks from the Active Sheet

C¢&z Remove all Hyperlinks from the Active Sheet

This allows you to efficiently remove all hyperlinks from the active sheet. Steps to use:

1. Select the tool.

A B C D E
Sheet List:
Customer 1
Customer 2
Customer 3

1
2
3
4
5 |Customer 4
6 |Customers
7 |Customer 6
8 |Customer 7
9 |Customer 8
10 (Customer 3

11 |Customer 10
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2. The tool will remove all hyperlinks from the active sheet.

A B C D E F G H
Sheet List:

of use the Undo button to restare.

1

2

3

4 {

5 | o All hyperlinks and their texts have been removed, Press Ctrl=2Z
6

7

& oK
9

10

Create Comments Summary

47 Create Comments Summary

This tool allows you to generate a formatted summary of all comments in the active
workbook (all sheets), including details such as the sheet name, cell address, comment
text, and author. Steps to use:

1. Select the tool

A B c D E F
1 GL Account Number| Amount |Invoice Number|Invoice Date
2 6301540000 4,572 2841|29-10-2023
3 1942840000 5,870 2873|28-05-2024
4 5897640000 9,520 1679|04-10-2023
5 2234930000 5,269 Finance: S — ""7'_3_
6 9614470000 3,701 | |Invaoice in Dollars 3 |
7 8001380000 2420 P4 |
2 2279500000 7,047 &
9 42735530000 6,038 SO0 H e lae:
10 7975410000 2,440 1985|2{Please check this
11 4376850000 7,829 6013|0]Invoice.
12 9027910000 8,968 5254|0
13 9356600000 1,655 2624\3
14 9981660000 I-_IHE'I-I'-I'CE: =21 18-11-2023
15 4325000000 Account to be close b|25-09-2023
16 7507200000 next month B|14-12-2023
17 6458890000 b|01-05-2024
18 3268770000 3, IZ0 F359 Sgles: e
19 8961410000 9,937 4645| 1 Also this one.
20 2406100000 7,748 5818|0:
21
22
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2. The tool generates a formatted summary of all comments in the active workbook,
including details such as the sheet name, cell address, comment text, and author.

A B C D E
1 |Sheet |Cell |Comment [Author

Finance:
Invoice in
2 |Sheetl |3CS6 |Dollars Finance

Sales:
Please
check this
3 Sheetl [$DS10|Invoice. |Sales

Finance:
Account to
be close
next

4 |Sheetl [5B515 |month Finance
Sales:
Also this
Sheetl [$DS19|one. Sales

(%3]

< > All Comments  Sheetl
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Text

()bc Add Prefix to Selected Cells

ﬂ’? Add Suffix to Selected Cells

A" Convert to Uppercase

ber Convert to Lowercase

**A Capitalize First Word

"2 Capitalize Each Word

Aa Capitalize First letter, all other letters Lowercase
€5 Reverse Text in Selected Cells

%% Merge Cells without Losing Data

Ab Add Infix to Cells

[Z Concatenate Cells from Left to Right

18 Concatenate Cells Vertically

Add Prefix to Selected Cells

5 Add Prefix to Selected Cells

This tool allows you to add a specified prefix to the content of selected cells. You also have
the option to include a separator between the prefix and the existing cell content. Steps
to use:

1. Select the cells where you would like to add a prefix and click OK. If any cell in the
selected range contains a formula, the tool will alert you and exit to prevent
unintended changes.

A A B C | D E F G | |
1] Full Name Input ? "

2 Emma Roberts

3 | Liam Anderson Please select the cells in which you would like to add a prefix:

4: Olivia Martinez $B52:585 16|

5 | Noah Johnson

6 | Ava Brown Cancel

7| Sophia Davis

8 Mason Wilson
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2. Enter the prefix that you want to add to the selected cells.

Table of Contents

Mason Wilson

Employee|

A B C D | E | F | G H | |
1 Full N
ur *ame Enter Prefix X
2 Emma Roberts
3 Liam Anderson Write the Prefix which you want to add to the -OK
4 Olivia Martinez selected cells:
5 Noah Johnson Cancel
6 Ava Brown
7 Sophia Davis
8

3. The tool will ask if you want to add a separator between the prefix and the cell
content. If you choose "Yes," you will be prompted to enter the separator. If the
separator is left blank, the tool will continue without a separator. If you choose "No",
no separator will be added.

A B

Full Name

Emma Roberts

Liam Anderson

Olivia Martinez

Noah Johnson

Ava Brown

Sophia Davis

Maseon Wilson

W~ oW N

Isabella Taylor

(=}

James Moore

Separator

o Do you want a separator between the prefix and the text in the cells?

No

4. Enter the separator.

A B

Full Name

Emma Roberts

Liam Anderson

Olivia Martinez

Noah Johnson

Ava Brown

Sophia Davis

Mason Wilson

W o~ oUW =

Isabella Taylor

[=)

James Moore

Separator

Please enter the separator:

X

Cancel

5. The tool will add the specified prefix and separator (if any) to the selected cells.

A

A

(Yo Ris-TCN = TR O I S VE R W

=
(=]

Full Name

Employee-Emma Roberts

Employee-Liam Anderson

Employee-Olivia Martinez

Employee-Noah Johnson

Employee-Ava Brown

Employee-Sophia Davis

Employee-Mason Wilson

Employee-Isabella Taylor

Employee-James Moore
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Add Suffix to Selected Sells

% Add Suffix to Selected Cells

This tool allows you to add a specified suffix to the content of selected cells. You also have

the option to include a separator between the existing cell content and the suffix. Steps to
use:

1. Select the cells where you would like to add a suffix and click OK. If any cell in the

selected range contains a formula, the tool will alert you and exit to prevent
unintended changes.

A B C | D | E | F | G |
1 Full Name Input ’ ><
2 Emma Roberts
3 Liam Anderson Please select the cells in which you would like to add a suffix:
4 Olivia Martinez $B52:58516
5 Noah Johnson
6 Ava Brown Cancel
T Sophia Davis

2. Enter the suffix that you want to add to the selected cells.

Employee|

A B C D E F G H
1 Full Name
2 Emma Roberts Enter Suffix X
: Liam Anderson Write the Suffix which you want to add to the
4 Olivia Martinez selected cells:
5 Noah Johnson Cancel
6 Ava Brown
7 Sophia Davis
8

Mason Wilson

3. The tool will ask if you want to add a separator between the existing cell content
and the suffix. If you choose "Yes," you will be prompted to enter the separator. If
the separator is left blank, the tool will continue without a separator. If you choose
"No," no separator will be added.

A B C D E F G H
Full Name

Emma Roberts Separator

Liam Anderson
Olivia Martinez

Noah lohnson o Do you want a separator between the text in the cells and the suffix?
Ava Brown

Sophia Davis
Mason Wilson

Isabella Taylor
1 AA

W~ T s W N =

L
=
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4. Enter the separator.

A B C | D | = | F | G | H |
Full Name

Emma Roberts Separator x

Liam Anderson
Olivia Martinez Please enter the separator:
Noah Johnson

Ava Brown

Sophia Davis

Mason Wilson

DO~ O B W=
| IS S IS [N I B |

5. The tool will add the specified suffix and separator (if any) to the selected cells.

A B C
Full Name

Emma Roberts-Employee

Liam Anderson-Employee

Olivia Martinez-Employee

Noah Johnson-Employee

Ava Brown-Employee

Sophia Davis-Employee

o~ W

Mason Wilson-Employee

Convert to Uppercase

Y Convert to Uppercase

This tool allows you to convert the text in selected cells to uppercase. Steps to use:

1. Select the cells you want to convert to uppercase and click OK. If any cell in the
selected range contains a formula, the tool will alert you and exit to prevent
unintended changes.

A B C . D | E | F | G | H
FullName
'_Emma Roberts Input ? x

Liam Andersen Select the cells you want to change to uppercase:

1Olivia Martinez $B52:36516

iNoahJohnson

!A\ra Brown Cancel

iSophia Davis

=~ AW =
| I I R N S|
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2. The tool will convert the text in the selected cells to uppercase.

A B C
Full Name

EMMA ROBERTS
LIAM ANDERSON
OLIVIA MARTINEZ
NOAH JOHNSON
AVA BROWN
SOPHIA DAVIS

~ & W=

Convert to Lowercase

er Convert to Lowercase

This tool allows you to convert the text in selected cells to lowercase. Steps to use:

1. Select the cells you want to convert to lowercase and click OK. If any cell in the
selected range contains a formula, the tool will alert you and exit to prevent
unintended changes.

A B c | b | E | FE | 6 |
1 Full Name

2 | IEMMAROBERTS Lo roX
3 | LIAM ANDERSON ! Select the cells you want to change to lowercase:

4 | OLIVIA MARTINEZ $B52:58516]

5 | INOAH JOHNSON

6 | IAVABROWN Cancel

7| SOPHIA DAVIS

2. The tool will convert the text in the selected cells to lowercase.

A B C
Full Name

emma roberts

liam anderson

olivia martinez

noah johnson

ava brown

i I =a I Oy N - WS R WP

sophia davis
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Capitalize First Word

"1 Capitalize First Word

This tool allows you to capitalize the first word in each cell of the selected range. Steps to
use:

1. Select the cells where you want to capitalize the first word and click OK. If any cell
in the selected range contains a formula, the tool will alert you and exit to prevent
unintended changes.

A B . C D E . F | G .
T S — ?
Ithe cat is on the roof. 1 gt : X
1 . .
=5he drinks coffee every morning. Please select the cells you want to change:
the reads a book every night. $B$2:5B59

ithe dog barks at strangers.
ii enjoy watching movies. Cancel
Ithe children are playing outside.
ibirds fly in the sky.

ishe writes in her journal daily.

W 0o =~ Lo

2. The tool will capitalize the first word in each cell of the selected range.

A B C

The cat is on the roof.

She drinks coffee every morning.
He reads a book every night.
The dog barks at strangers.

| enjoy watching movies.

The children are playing outside.
Birds fly in the sky.

She writes in her journal daily.

W o~ o W=

4
o

Capitalize Each Word

" Capitalize Each Word

This tool allows you to capitalize the first letter of each word in the selected range of cells.
Steps to use:
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1. Select the cells where you want to capitalize each word and click OK. If any cell in
the selected range contains a formula, the tool will alert you and exit to prevent
unintended changes.

A B C D . E . F . G . H
FullName
Temma roberts Lrps ? X

liam anderson Please select the cells you want to change:

olivia martinez $B$2:3B516

noah johnson

fava brown cance

isophia davis

e = I Oy R S U N

2. The tool will capitalize the first letter of each word in each cell of the selected range.

A B C

Full Name

Emma Roberts

Liam Anderson

Olivia Martinez

Noah Johnson

Ava Brown

et e TR0 o R SR N I R

Sophia Davis

Capitalize First letter, all other letters Lowercase

Aa Capitalize First letter, all other letters Lowercase

This tool allows you to change the text in selected cells to a proper case format (first letter
uppercase, the rest lowercase). Steps to use:

1. Select the cells where you want to capitalize the first letter (the rest letters
lowercase) and click OK. If any cell in the selected range contains a formula, the
tool will alert you and exit to prevent unintended changes.

A B c | b | E | F | @

i ?
ithe cat is on the roof. H Input ? *

ishe drinks coffee every morning. Please select the cells you want to change:
he reads a book every night. $B52:5B59

the dog barks at strangers.
i enjoy watching movies. Cancel
the children are playing outside.
birds fly in the sky.

she writes in her journal daily. \

W 0 =~ O o=
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2. The tool will change the text in selected cells to a proper case format (first letter
uppercase, the rest lowercase).

A B ©

The cat is on the roof.

She drinks coffee every morning.
He reads a book every night.
The dog barks at strangers.

| enjoy watching movies.

The children are playing outside.
Birds fly in the sky.

She writes in her journal daily.

W e~ oW =

Reverse Text in Selected Cells

f.__; Reverse Text in Selected Cells

This tool allows you to reverse the text within the selected cells. Steps to use:

1. Select the cells in which you want to reverse the text and click OK. If any cell in the
selected range contains a formula, the tool will alert you and exit to prevent
unintended changes.

A B C | D E F G H
Full Name

2
Emma Roberts lput : X

Liam Anderson Select cells to reverse text

Olivia Martinez $B$2:5B516

Noah Johnson

Ava Brown Cancel

Sophia Davis

~N U AW N2

2. The tool will reverse the text in each cell of the selected range.

A B C

Full Name

streboR ammE

nosrednA mail

zenitraM aivilO

nosnhol haoN

nworB avA

sivaD aihpoS

‘-JO"'lU‘I_Ib-WI'\J—IL
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Merge Cells without Losing Data

g
"t:k

g Merge Cells without Losing Data

This tool allows you to merge selected cells into one cell, with an option to specify a
delimiter to separate the contents and without losing the data from the selected cells.

Steps to use:

1. Select the range of cells you want to merge and click OK.

A B C D E | F | G | H | | J
1 Full Information (T 5 %
2 Full Name Country |Age
3 Emma Roberts USA 28 Select the range to merge:
4 $853:3D33]
5
6 Cancel

2. You will be prompted to enter a character to use as a delimiter between the
contents of the cells being merged. If you leave this blank, no delimiter will be used.

A B

C

E | F | G | H

Full Information

Full Name

Country |Age

Microsoft Excel

Emma Roberts

USA

28

Enter a character to concatenate the text with (leave

(o= RIS = R R S PV Sy

blank for none):

X

Cancel

3. The tool will concatenate the contents of the selected cells into the top-left cell of
the selected range, separated by the delimiter (if specified), and then merge the

selected cells.

A B C D
1 Full Information
2 Full Name Country |Age
3 Emma Roberts-USA-28

Page 118 of 148




Speed up, excel more. Speed Momentum — User Guide Table of Contents

Add Infix to Cells

Ab Add Infix to Cells

This tool allows you to insert a specified infix (text) at a specific position within the contents
of selected cells. Steps to use:

1. Select the range of cells where you want to add the infix. If any cell in the selected
range contains a formula, the tool will alert you and exit to prevent unintended

changes.
A B C D E [ G | H | | J
1 GL Account Number| Amount | Invoice Number | Invoice Date Input ? %
2 6301540000 4.572 1INV2841 29-10-2023
3 1942840000 5.870 1INV2873 28-05-2024 Please select the cells in which you would like to add an infix:
4 5897640000 9.520 |INV1679 04-10-2023 $D$2:5D521|
5 2234930000 5.869 !INV2579 17-08-2023
6 9614470000 3.701 1INV5116 20-08-2023 Cancel
7 8601380000 2.420 |INV6165 08-04-2024
8 2279500000 7.047 1INV3406 01-04-2024
9 4275530000 6.638 1INV5506 19-07-2023
10 7979410000 5.446 ;INV1985 28-12-2023

2. Enter the infix (text) that you want to insert into each selected cell.

A B C D E F G H J K L
1 GL Account Number | Amount |Invoice Number |Invoice Date
2 6301540000 4.572 |INV2841 29-10-2023 Enter Infix X
i ;:;ii:gggg :i;g :::i:;s Eigzigig \:\;;EE the Infix which you want to add to the selected
5 2234930000 5.869 |INV2579 17-08-2023 Cancel
6 9614470000 3.701 [INV5116 20-08-2023
7 8601380000 2.420 |INV6165 08-04-2024
8 2279500000 7.047 |INV3406 01-04-2024 Number
9 4275530000 6.638 |INV5506 19-07-2023
10 7979410000 5.446 |INV1985 28-12-2023

3. Enter the character position where the infix should be inserted within each cell’s
content. This should be a numeric value. If the position is outside the bounds of the
text, the infix will be added at the beginning or end of the text.

A B C D E F G H J K L
1 GL Account Number| Amount | Invoice Number|Invoice Date
2 6301540000 4,572 |INV2841 29-10-2023 lidiosion x
g 1942840000 5.870 |INV2873 Lo el Enter the character number where the infix should
4 [5897640000 9.520 |INV1679 04-10-2023 ctart
5 2234930000 5.869 |INV2579 17-08-2023 Cancel
6 9614470000 3.701 |INV5116 20-08-2023
7 8601380000 2.420 |INV6165 08-04-2024
8 2279500000 7.047 |INV3406 01-04-2024 4
9 4275530000 6.638 |INV5506 19-07-2023
0 7979410000 5.446 |INV1985 28-12-2023
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4. The tool will ask if you want to use a separator between the existing text and the
infix. If you choose "Yes," you can specify the separator. If you choose "No," no
separator will be used.

A B C D E F G H J K L
1 GL Account Number | Amount | Invoice Number|Invoice Date
2 6301540000 4.572 [INV2841 29-10-2023 SEaTiE
3 1942840000 5.870 |INV2873 28-05-2024
4 5897640000 9.520 |INV1679 04-10-2023
5 5234930000 5.869 |INV2579 17-08-2023 o Do you want a separator between the infix and the text in the cells?
6 9614470000 3.701 |INV5116 20-08-2023
[é 8601380000 2.420 |INVE165 08-04-2024
8 2279500000 7.047 |INV3406 01-04-2024 Ves No
9 4275530000 6.638 |INV5506 19-07-2023
0 7979410000 5.446 |INV1985 28-12-2023
5. Enter the separator (in this example we added one space):
A B C D E F G H J K
GL Account Number| Amount |Invoice Number|Invoice Date
6301540000 4.572 |INV2841 29-10-2023 E=atatey x
1942840000 5.870 |INV2873 28-05-2024
1 5897640000 9.520 |INV1679 04-10-2023 R G e
b 2234930000 5.869 |INV2579 17-08-2023 Cancel
b 9614470000 3.701 |INV5116 20-08-2023
7 8601380000 2.420 |INV6165 08-04-2024
2279500000 7.047 |INV3406 01-04-2024
4275530000 6.638 |INV5506 15-07-2023
0 7979410000 5.446 |INV1985 28-12-2023

6. The tool will add the specified infix and separator (if any) to the selected cells and

character position.

A B C D E
1 GL Account Number | Amount | Invoice Number | Invoice Date
2 6301540000 4,572 |INV Number 2841 (29-10-2023
3 1942840000 5.870 |INV Number 2873 |28-05-2024
4 5897640000 9.520 [INV Number 1679 |04-10-2023
5 2234930000 5.869 [INV Number 2579 |17-08-2023
6 9614470000 3.701 [INV Number 5116 |20-08-2023
7 8601380000 2.420 [INV Number 6165 |08-04-2024
8 2279500000 7.047 [INV Number 3406 |01-04-2024
9 4275530000 6.638 [INV Number 5506 |19-07-2023
10 7979410000 5.446 |INV Number 1985 |28-12-2023
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Concatenate Cells from Left to Right

[2# Concatenate Cells from Left to Right

This tool allows you to merge the contents of multiple cells in a selected range from left
to right into a single output cell or multiple output cells, with an option to include a
delimiter. Steps to use:

1. Select the range of cells you want to concatenate and click OK. If any cell in the
selected range contains a formula, the tool will alert you and exit to prevent
unintended results.

A B C D E F G | H | | J K

1 Name Country Age Full Info
- Input ? K

2 Alice USA 25
3 Bob Canada 30 Select a range to concatenate;
4 Charlie UK 35 $8$2:$D$16
5 David Australia 40
6 Eva Germany 45 Cancel
7 Frank France 50 —
8 Grace Italy 55
9 Hannah [Spain 60
10 Ivy Portugal 65

2. You will be asked whether you want to use a delimiter (such as a comma, space,
etc.) between the concatenated cell values.

a. If you choose "Yes", you will be prompted to enter the delimiter. If you leave
the delimiter blank, the operation will be canceled.

b. If you choose "No", the cells will be concatenated without any delimiter.

A B C D E F G H J
1 Name Country Age Full Info
2 Alice USA 25 Use Delimiter
3 Bob Canada 30
4 Charlie UK 35
5 David Australia 40 o Do you want to use a delimiter?
6 Eva Germany 45
7 Frank France 50
8 Grace Italy 55
9 Hannah |Spain 60 es No
10 Iy Portugal 65 ——

3. Enter the delimiter.

A B © D E F G H J K L
1 Name Country Age Full Info
2 Alice USA 25 Delimiter X
!31 E::rlie ST(nada :g Enter the character with which you want to
concatenate the cells:
5 David Australia 40 Cancel
6 Eva Germany 45
7 Frank France 50
8 Grace Italy 55
9 Hannah |Spain 60
10 vy Portugal 65
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4. You will be prompted to select the cell where you want the concatenated result to
start. Please ensure that only 1 cell is selected.

A B C D E F | G | H | | J | K
1 !\Iame Country Age Full Info - ? %
2 Alice USA 25
3 Bob Canada 30 Select the cell where you want the concatenated result to start:
4 Charlie  |UK 35 $E82]
5 David Australia 40
6 Eva Germany 45 Cancel
7 Frank France 50 T —
8 Grace Italy 55
9 Hannah |Spain 60
10 Ivy Portugal 65

5. The tool will concatenate the values in the selected range row by row, using the
specified delimiter if chosen. The results will be output starting from the selected
cell and continue downwards for each row of the selected range.

A B C D E F
1 Name Country Age Full Info
2 Alice USA 25|Alice-USA-25
3 Bob Canada 30|Bob-Canada-30
4 Charlie UK 35| Charlie-UK-35
5 David Australia 40| David-Australia-40
6 Eva Germany 45|Eva-Germany-45
7 Frank France 50|Frank-France-50
8 Grace Italy 55|Grace-ltaly-55
9 Hannah |Spain 60|Hannah-Spain-60
10 Ivy Portugal 65|Ivy-Portugal-65

Concatenate Cells Vertically

lﬁ Concatenate Cells Vertically

This tool allows you to merge the contents of multiple cells in a selected range from top
to bottom into a single output cell or multiple output cells, with an option to include a
delimiter. Steps to use:

1. Select the range of cells you want to concatenate and click OK. If any cell in the
selected range contains a formula, the tool will alert you and exit to prevent
unintended results.

i ?
5 npat x

12 Full Info
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2. You will be asked whether you want to use a delimiter (such as a comma, space,
etc.) between the concatenated cell values.

a. If you choose "Yes," you will be prompted to enter the delimiter. If you leave
the delimiter blank, the operation will be canceled.

b. If you choose "No," the cells will be concatenated without any delimiter.

A | ¢ o e G i . )
1 [ mams [aio [8on chare [pavia Je " T iy
3 [ coumy Jus Canad 3 sl [Germany Thaty Tsoar Tror
3 [ am | E = ol ) w0| = al
.

5

s

7

8

2 use Do

10

"

" . Q- acie

13

I

15 Yes

16

7

18

1

3. Enter the delimiter.

A 8 < ) £ G G H | J
1 ‘ Name. Im }mu |Ewmhe David g Frank Grace Hannah
2 Country |Usa o U [ustral lGe France naly Spsin
3 [ g | 25 30| 35 o 45, 50 55

4

5

- Defmiter *

7

5 Enter the cha pich you want to o]

£l SEEEE

10

11

i2 Full nfo 1

13

14

15

16

h7

18

9

0

4. You will be prompted to select the cell where you want the concatenated result to
start. Please ensure that only 1 cell is selected.

A B c D E F G H 1

1 | Mame |mice [Bob | charie | Dovia |eva |Fran: Grace Hannah
2 Country _|Usi Canada UK ustralia Germany France italy Spain
A i = ) = o - 4 -

]

5

&

7

8

5 Input x

10 et th cell where you antthe coneatenated resut o star

" scs

2 Full Info

1 N I [ R -

14 —

15

%

17

1

19
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5. The tool will concatenate the values in the selected range column by column, using
the specified delimiter if chosen. The results will be output starting from the
selected cell and continuing for each column of the selected range.

Sheet

Sheet Tools

B

Sheet
Tools v

{8 Add New Sheet

Add Multiple Sheets

Insert Sheets from Selected Cells
Hide or Unhide Multiple Sheets
Sheet Order Manager

Split Into Separate Sheets

Sheet List ( Hyperlinks)

Export Selected Sheets in Multiple Excel Files

6 @ 88 & @ M w

Delete Empty Worksheets
3 Unhide All Sheets
2.], Sort Sheets Ascending

,Z\l Sort Sheets Descending

Add New Sheet

IH Add New Sheet

This tool allows you to add a new worksheet to your workbook with a user-specified name.
The tool includes checks to ensure that the new sheet name is valid and does not already
exist in the workbook. Steps to use:
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1. Select the tool, enter the name for the new sheet and click OK.

Mew Sheet Name X
Enter the name for the new sheet:
Cancel
|Speed Momentum
Sheet1 +

2. A new worksheet will be added with the user specified name.

Microsoft Excel ™
o Sheet added successfully!
Sheeti Speed Momentum ue

Add Multiple Sheets

+=  Add Multiple Sheets

This tool allows you to add several worksheets to your workbook either with automatic
naming or with custom names provided by the user. The tool includes validation to ensure
that the new sheet names are valid and do not already exist in the workbook. Steps to use:

1. Enter the number of sheets you want to add and click OK.

Number of Sheets X
Enter the number of sheets you want to add:
Cancel
3
Sheetl +
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2. You will be asked if you want to use automatic naming (e.g., NewSheet1,
NewSheet?2).

Click "Yes" for automatic naming or "No" if you want to manually name each sheet.

e If you choose automatic naming, the tool will add the specified number of sheets
with names like NewSheet1, NewSheet2, and so on.

e If you choose manual naming, the tool will prompt you to enter a name for each
new sheet.

Sheet Mame *

Enter the name for sheet 1:

In our example we will use automatic naming.

Microsoft Excel

o Do you want automatic naming (NewSheet1, NewSheet2,
ete)?

3. The tool will add the new sheets:

Sheetl = MNewSheet1 = MewSheet2 = NewSheet3 +

Insert Sheets from Selected Cells

E Insert Sheets from Selected Cells

This tool allows you to create new worksheets based on the values in selected cells. The
tool ensures that the new sheet names are unique and valid within Excel’s naming
constraints. Steps to use:

Page 126 of 148 ‘




Speed up, excel more. Speed Momentum — User Guide Table of Contents

1. Select the cells that contain the names for the new sheets and click OK.

3T
32 |Company 1
33 |Company 2
34 |Company 3
35 |Company 4 Select cells for sheet names:
36 |Company 5 $A$32:5A541

37 |Company 6

38 |Company 7 Cancel

39 Company 8 : g T

Input ? X

40 |Company 9

41 JCompany 10
42
43

Ad

| sheet1 | @

2. If all selected names are valid and unique, the tool will proceed to create a new
sheet for each unique name.

32 |Company 1
33 Company 2
34 Company 3
35 Company 4
36 Company 5
37 Company 6
38 |Company 7
39 Company 8
40 |Company 9
41 |Company 10
42

‘ Sheet1 | Company 1 | Company 2 | Company 3 | Company4 | Company5 | Company 6 | Company7 | Company8 | Company9 | Company 10 | ()

Hide or Unhide Multiple Sheets

Hide or Unhide Multiple Sheets

This tool allows you to manage the visibility of worksheets within an active workbook using
a user-friendly interface. This feature is designed to help users quickly hide or unhide
multiple sheets directly from a user form. Steps to use:

1. Select the tool, and a user-friendly window displaying all sheets in the active
workbook will appear.

2. Select the sheets you want to hide or unhide, then click either "Hide Selected
Sheets" or "Unhide Selected Sheets," depending on your needs. The action will
take effect immediately. Once you're finished, close the window by clicking the "X"
button.
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In our example we have hidden the first 5 sheets.

18 | Company 1 4000 Fixed Assets 1993,61 17.2.2024  17.2.2024 573055
19 | Company 1 7000 Cost of Goods Sold ~ -1280,25 18.1.2024  18.1.2024 677959 | corect Sheets to Hide or Unhide 2
20 | Company 1 7000 Cost of Goods Sold  -4779,48 27.1.2024  27.1.2024 362659
21 Company 1 9000 Utilities Expense -1647,39 1252024 12.5.2024 215038 el
22 |Company 1 7000 Cost of Goods Sold  6030,55 8.4.2024  8.4.2024 PITTEE Company
23 Company 1 1000 Cash 803,6 14.1.2024  14.1.2024 802253 (Al
24| Company 1 3000 Inventory -8474,9 12.3.2024  12.3.2024 233894 [ Company ¢ (Visble)
25 Company 1 2000 Accounts Receivable  -348,05 18.2.2024  18.2.2024 so1o18 | combel? glimz;
26 | Company 1 1000 Cash 9354,58 18.1.2024  18.1.2024 904122 | Company 9 (Visible)
o ; Company 10 (Visible)
27 |Company 1 4000 Fixed Assets 628,83 6.3.2024 6.3.2024 482647 | company 11 (Visible)
28 Company 1 5000 Accounts Payable -1056,73 3.4.2024 3.4.2024 329281 | Company 12 (Visible)
29 Company 1 7000 Cost of Goods Sold  8953,09 5.4.2024  5.4.2024 930765 | comeert 13 (o)
30 | Company 1 7000 Cost of Goods Sold  -5383,56 7.4.2024  7.4.2024 894161 | Company 15 (Visible)
31 Company 1 9000 Utilities Expense -5752,96 19.3.2024  19.3.2024 210512
32 |Company 1 9000 Utilities Expense -3187,33 13.4.2024  13.4.2024 302278
33 Company 1 7000 Cost of Goods Sold  -3422,74 17.4.2024  17.4.2024 742003
34 |Company 1 5000 Accounts Payable 1876,24 16.2.2024  16.2.2024 371920
35 |Company 1 8000 Salaries Expense -2348,72 11.4.2024  11.4.2024 732286
36 | company 1 3000 Inventory 5256,54 20.1.2024  20.1.2024 712380
37 | Company 1 3000 Inventory 9429,95 22.2.2024  22.2.2024 526233
38 Company 1 8000 Salaries Expense 9992,93 3.4.2024 3.4.2024 467912
39 |Company 1 7000 Cost of Goods Sold  -3614,65 222024 2.2.2024 794236
40 | Company 1 1000 Cash 3426,13 8.4.2024  8.4.2024 131278 e Unhide Selected Sheets
41 | Company 1 7000 Cost of Goods Sold ~ -2151,94 242024 2.4.2024 699147
42 | Company 1 3000 Inventory 6794,28 21.2.2024  21.2.2024 807271 | [ I [ [
FERPS

1 &n0n cal an 6o 261904 9819074 110065
| Company 1 \ Company 2 | Company 3 | Company4 | Company5 | Company6 | Company7 | Company8 | Company$ | Company 10 | Company 11 | Col

= 7T e L e T e e A
19 |Company ¢ 7000 Costof Ge -3353,3 29.3.2024 29.3.2024 527690 Select Sheets to Hide or Unhide X
20 |Company ¢ 8000 Salaries Ex 3548,77 21.1.2024 21.1.2024 400324

— Company 1 (Hidden)
21 |Company( 7000 Costof Ge 3976,25 17.3.2024 17.3.2024 775481 Company 2 (Hidden)
22 |Company t 5000 Accounts F 7160,66 17.4.2024 17.4.2024 703149 Company 3 (Hidden)

| Company 4 (Hidden)
23 |Company ( 6000 Sales Reve -8437,71 22.1.2024 22.1.2024 814720 Company 5 (Hidden)
24 |Company { 3000 Inventory  2050,17 5.2.2024 5.2.2024 556333 Company 6 (Visible)

| Company 7 (Visible)
25 |Company( 6000 SalesReve 9453,43 27.2.2024 27.2.2024 510183 Company 8 (Visible)
26 |Company ( 7000 Costof Ge 5198,07 21.3.2024 21.3.2024 997449 Company 8 (Visible)

= Company 10 (Visible)
27 |Company( 5000 AccountsF 2433,12 17.3.2024 17.3.2024 614803 Company 11 (Visible)
28 |Company ¢ 1000 Cash -9104,62 24.3.2024 24.3.2024 632692 Company 12 (Visible)

| Company 13 (Visible)
29_ Company ( 2000 Accounts F 7540,9 6.1.2024 6.1.2024 401377 Company 14 (Visible)
30 |Company 3000 Inventory  6939,18 11.4.2024 11.4.2024 457925 Company 15 (Visible)
31 |Company ( 7000 Costof Ge -8003,21 8.5.2024 8.5.2024 972400
327 Company ( 8000 Salaries Ex 9118,2 11.5.2024 11.5.2024 776510
33 |Company 8000 Salaries Ex -2722,29 29.1.2024 29.1.2024 204026
347 Company ¢ 5000 Accounts F 1286,4 7.2.2024 7.2.2024 645431
357 Company ( 1000 Cash 8495,6 15.2.2024 15.2.2024 733436
36_ Company { 5000 Accounts F  6288,63 23.1.2024 23.1.2024 613520
37 |Company ( 2000 Accounts F -502,24 17.2.2024 17.2.2024 403927
38 |Company ( 4000 Fixed Asse -8561,22 14.2.2024 14.2.2024 879830
39_ Company { 8000 Salaries Ex -657,08 15.2.2024 15.2.2024 384810
40 |Company ( 9000 Utilities Ex 949,7 4.2.2024 4.2.2024 743954 i G e e | e e
41 |Company ¢ 5000 Accounts F -6692,68 14.3.2024 14.3.2024 183860 H
42 |Company( 2000 AccountsF  9727,8 21.2.2024 21.2.2024 855689 | | [ | |
22 e . £nAN Calae D 916872 19 49094 13 49094 214197

Company 6 | Company 7 | Company 8 | Company 9 | Company 10 ‘ Company 11 ‘ Company 12 | Company 13 ‘ Company 14 | Company 15
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Sheet Order Manager

E:% Sheet Order Manager

This allows you to view, reorder, and activate sheets in your workbook using a user-friendly
interface. This feature simplifies managing the order of sheets, ensuring you can quickly
organize your workbook as needed. Steps to use:

1. Select the tool, and a user-friendly window displaying all sheets in the active
workbook will appear.

: A B 3 ) 3 ¥ G H I ) (3 L M N o P Q
1 Company Name GL Accownt GL Account Name Amount  Document Date Posting Date Invoice Number

2 Compamy 1 1000 Cash 7553,63 1332024 13.1.2004 455474 Sheet Order Manager X
3 Compary1 8000 Salaries Exponse 4165,31 2212024 22.1.202¢ 411435

4 Company 1 9000 Unilities Expense 820,66 412026 412024 642807 —_ S D ag i Bk !
5 Company1 1000 Cash 3578,67 2102024 2212024 487862 em—

6 Compary 1 7000 Cost of Goods Sold -1553.89 25.2.2024 25.2.2024 207897 Company 2

7 Company1 2000 Accounts Receivable  -7582,03 412024 412024 727558 Meceon b

8 | company 1 3000 Inventory 836847 2222024 2222026 124850 Company 5

21 Compacy 1 2000 Mwentory S0, 1033024] 1052009 216 T
10 | Company 1 8000 Salaries Expense 660,14 213.202¢  21.3.202¢ 828794 Company §
11 Company 1 8000 Salsries Expense 23179 952024 952024 456702 m‘,’o
12 Company 1 5000 Accounts Poysble  8221,19 2842024 28.4.2024 916843 Company 11
13 Company 1 3000 Imventory 207646 2332024 23.1.2024 248228 oy
14 Company 1 7000 Cost of Goods Soid  6382,06 13.22024  13.2.2024 828643 Company 14
15 Company 1 2000 Cost of Goods Sold  -9795,98 2042024 20.4.2024 024829 Coopeay 13
16 Comparny 1 1000 Cash 1988,33 832024  8.1.2024 999404
17 Company 1 1000 Cash 574419 2422024 24.1.2024 867340
18 | Company 1 4000 Fixed Assets 199361 17.2.202¢  17.2.202¢ 573055
19 | Company 1 7000 Cost of Goods Sold 128025 1812024  18.1.2024 677959
20 Comparny 1 7000 Cost of Goods Sold 477948 27.0.2024 2712024 362659
21 Company 1 9000 Utilities Expense 1647,39 1252024 12.5.2024 215938
22 Company 1 7000 Costof Goods Sold 030,58 842024 842024 206739
23 Comparny 1 1000 Cash 8036 1412024 14.1.2024 802253
24 Comparny 1 3000 levventory 84749 12.3.2024 12.3.2024 233894
25 Company 1 2000 Accounts Receivable  -348,0% 18.2.202¢ 1822024 501918
26 Company 1 1000 Cash 9354,58 1812024 18.1.2024 904122
27 Comparny 1 4000 Fixnd Assets 628,83 632024 632024 482647
28 Company 1 5000 Accounts Payabie 1056,73 3.4.2024 3.4.2024 329281 o Concel
29 Company 1 7000 Cost of Goods Sold  8953,09 542024 5.4.2024 930765 e . = -
30 Company 1 7000 Cost of Goods Sold  -5383,56 742024 742024 #94161
31 Company 1 9000 Utilities Expense 5752,96 1932024 19.3.2024 210512
32 Company 1 9000 Utifities Expense 318733 1342024 13.4.2024 302278
33 Company 1 7000 Cost of Goods Sold  -3422,74 1742024 17,4204 742003
34 Company 1 5000 Accounts Paysble 1876,24 1622024 16.2.2024 371920
35 Compaey 1 8000 Salaries Expense 234872 11.4.2024 11.4.202¢ 732286
36 Company 1 3000 Irwentory 5256,54 201202 20.1.2024 712380
37 Company 1 3000 Ieventory 942095 2222024 2222024 526233
38 Company 1 8000 Salaies Expense 999293 3.42024  3.4.202¢ 467912
39 Company 1 7000 Cost of Goods Sold  ~3614,65 222004 222028 794236
40 Compary 1 1000 Cash 3426,13 842024 B.4202¢ 131278
41 Compary 1 7000 Cost of Goods Sold 215194 242024 2.4.2024 699147
42 Company 1 3000 Iwentory 6794,28 2122024 21.2.2028 807271
43 Company 1 6000 Sales Reverve 992,68 2612024 26.1.202¢ 110065
e PR T TP 1223004 __47.2 304 £a0a20

Company 1 Company 2 | Company 3 | Companyd  Company 5 | Company 6 | Company 7 | Company 8 | Company 9 | Company 10 | Company 11 Company 12 | Company 13

A

Select the sheets you want to reorder one by one, then choose one of the four
available options. The action will take effect after you click "OK."
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For example, if you select the sheet “Company 7” and click “Bring to Front,” the sheets
will be reordered, placing “Company 7” as the first sheet in the active workbook.
Additionally, this tool is very useful for navigating to a specific sheet. After pressing
"OK," the selected sheet will become the active and visible sheet in the workbook.

— —

" Sheet Order Manager *

Mowve Up Bring to Front Bring to End

Company 7
Company 1
Company 2
Company 3
Company 4
Company 5
Company &
Company &
Company 3
Company 10
Company 11
Company 12
Company 13
Company 14
Company 15

oK Cancel

ToooeT OO T EOE T OO O T e we T T TOT

L0 U ATy OO0 CasiT OS T J.J Tttt T it

21 |Company 7000 Costof Goc  2399.74 HHEHHHH HEHHHEY

22 [Companv 9000 Utilities B -6790.18 #&H&HHEE SHEHHEHE
< > Company 7 Company 1 Company 2

Ready @ rf\f‘/Accessibilit}r:Goodtogo

Split Into Separate Sheets

EE Split Into Separate Sheets

This tool allows you to split data from a selected range into multiple sheets based on the
unique values from the selected column. In our example we have transactional data for 15
companies. We will split the data for each company in a separate sheet. This tool is very
useful when you need to split the data per GL Accounts, Products and a lot of different
categories. Steps to use:
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1. Select a range of data (including headers) that you want to split into multiple sheets.

A B T D E F G H J K L M
7 ICompany Name |GL Account| GL Account Name | Amount |Document Date | Posting Date | Invoice Number
2 |Company 1 '1[100 Cash 7.554 2024-01-13  2024-01-13 455474
3 |Company 2 "2000 Accounts Receivable 3.750 2024-01-05 2024-01-05 101621
4 ICompany 3 :ZGDD Accounts Receivable 8.186 2024-05-11 2024-05-11 353415 Range Selection ? %
5 iCompany 4 4000 Fixed Assets 4.432 2024-01-12  2024-01-12 422166
6 !Company 5 "a000 Utilities Expense 873 2024-02-02  2024-02-02 415449 Select a range for Data Split (headers included):
7 iCompany 6 "8000 Salaries Expense 8.628 2024-01-31  2024-01-31 217349 | $AS1:5G815001]
8 iCompany 7 "1000 Fixed Assets 689 2024-04-27 2024-04-27 128488
9 |Company 8 "2000 Fixed Assets - 3.746 2024-05-14 2024-05-14 921998 Cances
10 ICompany 9 '9000 Utilities Expense - 2.855 2024-02-13  2024-02-13 566769 T
11 iCompany 10 '7[100 Cost of Goods Seld - 9.038 2024-04-24 2024-04-24 699314
12 Company 11 "7000 Cost of Goods Sold - 1.502 2024-03-29 2024-03-29 729576
13 ICompany 12 "7000 Cost of Goods Sold 5.905 2024-03-25 2024-03-25 850959
14 jCompany 13 "2000 Accounts Receivable 9.693 2024-04-14 2024-04-14 656691
15 jCompany 14 "a000 Fixed Assets 9.881 2024-02-24 2024-02-24 248822
16 !Company 15 "7000 Cost of Goods Sold 3.906 2024-01-14 2024-01-14 302009
17 iCompany 1 "8000 Salaries Expense - 4.165 2024-01-22 2024-01-22 411435
18 Company 2 "3000 Inventory 270 2024-02-15  2024-02-15 833659
19 ICompany 3 '9000 Utilities Expense - 2.660 2024-01-07 2024-01-07 905795
20 jCompany 4 "s000 Accounts Payable 6.466 2024-01-02  2024-01-02 373243
21 Company 5 "a000 Fixed Assets 3.226 2024-01-15 2024-01-15 144727
22 ICompany 6 "1000 Cash - 31 2024-02-19 2024-02-19 584252
23 iCompany 7 "3000 Inventory 9.046 2024-04-09 2024-04-09 917315
24 |Company 8 "6000 Sales Revenue 3.743 2024-02-28 2024-02-28 591668
25 ICompany 9 "s000 Sales Revenue - 8.543 2024-02-06  2024-02-06 168521
26 iCompany 10 "8000 Salaries Expense 1.984 2024-04-07 2024-04-07 336567
27 |Company 11 '3000 Inventory 6.172 2024-05-14 2024-05-14 987812
28 ICompany 12 "a000 Fixed Assets 3.860 2024-05-11 2024-05-11 639112
29 jCompany 13 "a000 Utilities Expense - 3.291 2024-01-14 2024-01-14 399559
30 {Company 14 "s000 Sales Revenue 5.850 2024-04-08 2024-04-08 277614,
31 ICompany 15 "s000 Accounts Payable - 2.912 2024-04-15 2024-04-15 152037
32 jCompany 1 "s000 Utilities Expense - 821 2024-01-04 2024-01-04 642407
33 jCompany 1 "1000 Cash 3.579 2024-01-23  2024-01-23 487862
34 ICompany 1 "7000 Cost of Goods Sold - 1.554 2024-02-25 2024-02-25 907897
35 jCompany 1 "2000 Accounts Receivable -  7.582 2024-01-04 2024-01-04 727558
36 |Company 1 '3000 Inventory 8.368 2024-02-22 2024-02-22 124850
37 ICompany 1 "3000 Inventory 6.027 2024-03-10 2024-03-10 213461
38 jCompany 1 "s000 Salaries Expense 6.609 2024-03-21 2024-03-21 828794,
39 |Company 1 "8000 Salaries Expense - 2.318 2024-05-09 2024-05-09 456702
40 ICompany 1 "s000 Accounts Payable 8.221 2024-04-28 2024-04-28 916843
41 iCompany 1 "3000 Inventory 2.976 2024-01-23 2024-01-23 248228
42 |Company 1 "7000 Cost of Goods Sold 6.982 2024-02-13  2024-02-13 828643
43 ICompany 1 "7000 Cost of Goods Sold - 9.796 2024-04-20 2024-04-20 624829
a4 1 "innn Cach 1 nee 2014 01 ne 9014 01 ne annana

| splitbata [ @

2. After selecting the range, a user form will appear allowing you to choose the
column based on which the data will be split into different sheets. Select the column
and proceed.

The tool will automatically check for any issues with the new sheet names:
a. Existing Names: Checks if any sheet with the same name already exists.

b. Invalid Characters: Ensures that the sheet name does not contain any invalid
characters (,/,?, %, [, 1, 2)-

c. Name Length: Verifies that the sheet name does not exceed Excel's 31-
character limit.
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If any issues are found, you will be notified, and the operation will be cancelled.

] 1 C. 1 1 PR ¥ al Tomask L oo Y ¥ e

ped

Select the Column for Data Split

GL Account

GL Account Name
Amount
Document Date
Posting Date
Inwoice Numbser

=] e

3. If all selected names are valid and unique, the tool will proceed to create a new
sheet for each unique value in the selected column.

The tool will also copy the data corresponding to each unique value into the newly created
sheets.

A B C D E F G H I J K L
1 Company Name GLAccount GLAccount Name Amount Document Date Posting Date Invoice Number
2 |Company 15 7000 Cost of Goods Sold 3906.32 14/01/2024 14/01/2024 302009
3 |Company 15 5000 Accounts Payable -2911.69 15/04/2024 15/04/2024 152037
4 |Company 15 9000 Utilities Expense 3839.25 25/03/2024 25/03/2024 808822
5 |Company 15 9000 Utilities Expense 5325.68 14/03/2024 14/03/2024 549742
6 |Company 15 9000 Utilities Expense 7510.94 18/02/2024 18/02/2024 238346
7 |Company 15 5000 Accounts Payable 4748.62 28/01/2024 28/01/2024 832454
& |Company 15 7000 Cost of Goods Sold 4528.11 07/03/2024  07/03/2024 157946
9 |Company 15 1000 Cash 5368.67 01/05/2024  01/05/2024 742283
10 |Company 15 5000 Accounts Payable -667.09 05/03/2024 05/03/2024 769159
11 |Company 15 6000 Sales Revenue 5916.47 26/02/2024 26/02/2024 595260
12 |Company 15 3000 Inventory 5815.71 05/02/2024  05/02/2024 738143
13| company 15 6000 Sales Revenue 137.29 18/02/2024 18/02/2024 226906
< » == Company7 Company 8 Company 9 Company 10 Company 11 Company 12 Company 13~ Company 14 =~ Company 15
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Sheet List ( Hyperlinks)

2y Sheet List ( Hyperlinks)

This tool automatically generates a list of all worksheet names in the active workbook and
creates hyperlinks to each sheet. Steps to use:

1. Select the tool:

2. The tool will create a new sheet (Sheet List) and will add a hyperlink of every sheet
in the active workbook.

A B 5 D E F G

1 |SheetLi5t: .l

(-~ RN ST R TR
[
o
3
w
El
w

16 |Company 14

17 |Company 15
18

#

> = Company 13 Company 14 Company 15  Sheet List

Export Selected Sheets in Multiple Excel Files

@ Export Selected Sheets in Multiple Excel Files

This tool allows you to extract multiple sheets from the active workbook as a separate
excel files. Steps to use:
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1. After running the tool, a user-friendly form window will appear. Select the sheets
you wish to extract as separate Excel files, then click Export.

C 3 E F G H ] 3 L M 5] 3 Q R s T u v

1 |company Name GLAccount GLAccount Name  Amount Document Date Posting Date Invoice Number
2 company1 1000 Cash 755363 1312024 13.1.2024 455474
3 |Company1 8000 Salaries Expense 2212026 2212024 11435
4 Company 1 9000 Utilities Expense 412024 4.1.2024 642407
5 Company 1 1000 Cash ! 2312024 2312024 487862
6 Company1 7000 Cost of Goods Sold 153,89 2522026 2522028 907897
7 |company 1 2000 Accounts Recsivable  -7582,03 412024 4.1.2024 727558
8 Company 1 3000 Inventory 8368,47 2222028 222202 124850
9 Company 1 3000 Inventory 6027,23 103.2024  10.3.2024 213461
10 Company 1 3000 Salaries Expense 660,14 2132024 213.202 28794
11 | Company 1 8000 Salaries Expense 23179 952024  9.5.2024 456702 Select Sheets to Export in a Muttiple Excel Files x
12 Company 1 5000 Accounts Payable  8221,19 28.4.2024  28.4.2024 916843
13 Company 1 3000 Inventory 297646 2312024 2312024 248228
14 | Company 1 7000 Cost of Goods Sold  6982,06 1322024 13.2.2024 828643
15 | Company 1 7000 Cost of Goods Sald  -9795,98 204.2024  20.4.2024 624829
16 Company 1 1000 Cash 1988,33 812024 812024 999404
17 Company 1 1000 Cash -5744,19 2412024 2412024 867340
18 | Company 1 4000 Fixed Assets 199351 17.2.2024  17.2.2024 573055
19 | Company 1 7000 Cost of Goods Sold  -1280,25 1812024 18.1.2024 677950 B
20 company 1 7000 Cost of Goods Sold  -4779,48 2712026 2712024 362658 Company 13
21 company 1 9000 Utilities Expense -1647,39 1252024 12.5.2024 215938 ==
22 Company 1 7000 Cost of Goods Sold 630,55 842024 842024 206730
23 Company 1 1000 Cash 8036 1412024 14.1.2024 802253
24 company 1 3000 Inventory 84749 123.2028  12.3.2024 233894
25 Company 1 2000 Accounts Receivable  -348,05 1822024 18.2.2024 so1918
26 Company 1 1000 Cash 935458 1812024 18.1.2024 504122
27 Company 1 4000 Fixed Assets 628,83 632024 63.2024 482647
28 Company 1 5000 Accounts Payable  -1056,73 342024 3.4.2024 329281
29 Company 1 7000 Cost of Goods Sold ~ 8953,09 542026 5.4.2024 930765
30 Company 1 7000 Cost of Goods Sold  -5383,56 742028 7.4.2024 894161
31 Company 1 9000 Utilities Expense  -5752,96 19.3.2024  19.3.2024 210512
32 company 1 9000 Utilities Expense  -3187,33 13.2200¢  13.2.202¢ 302278 Eport Cancel I
33 Company 1 7000 Cost of Goods Sold  -3422,74 17.42024  17.4.2024 742003 —
34 Company 1 S000 Accounts Payable  1876,24 1622024 16.2.2024 371920
35 Company 1 000 Salaries Expense  -2348,72 1142024 11.4.2024 732286
36 Company 1 3000 Inventory 5256,54 2012024 201.2024 712380
37 Company 1 3000 Inventory 942995 2222028 222202 526233
38 Company 1 2000 Salaries Expense 990293 342024 3.4.2024 67912
39 Company 1 7000 Cost of Goods Sald  -3614,65 222024 2.2.2024 784236
40 Company 1 1000 Cash 342613 8.4.2028  8.4.2024 131278
41 Company 1 7000 Cost of Goods Sold  -2151,94 242024 2.4.2024 699147
42 Company 1 3000 Inventory 6704,28 2122024 212202 807271
43 Company 1 6000 Sales Revenue 992,68 2612024 26.1.2024 110065
12 Camnan ¢ 5000 Ansniinss Dasiahla—_£174 &a 4729094173 w004 cavam0

Company 1 | Company 2 | Company 3 | Company4 | Company 5 | Company6 | Company7 | Company8 | Companyd | Company 10 | Company 11 | Company 12 | Company 13 | Company 14 | Company 15 | (&

2. A new window will appear. Choose the folder where you want to save the selected
sheets as separate Excel files, then click OK.

P Pictures » Name Type Size
o Music * | ~ Customers File folder
3 videos »

_ Screenshots

~ View and Review

~ Text

_ Sheet Tools
I This PC

= Local Disk (C)
'ﬁ MNetwork
Fll Mirrnenft Fural

Folder name: Customers
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3. The selected sheets will be exported as separate Excel files in the chosen folder.

Customers * +
< ™ @] <@ Startbackup > Desktop > Customers
& New ~ T Sort = View ~ cee
™ Home MName Type Size
'ﬂ Gallery Company 1.xlsx Microsoft Excel W... 53 KB
@ OneDrive Company 2.xlsx Microsoft Excel W... 54 KB
Company 3.xlsx Microsoft Excel W... 54 KB
@ Desktop Company 4.xlsx Microsoft Excel W... 54 KB
i Downloads Company 7.xlsx Microsoft Excel W... 54 KB
B C 8l M ftE W... 54 KB
= Documents ompany 8.xlsx Vicrosoft Excel V
Company 9.xlsx Microsoft Excel W... 54 KB
PN Pictures N
Company 10.xlsx Microsoft Excel W... 54 KB
&) Music

Delete Empty Worksheets

[E5 Delete Empty Worksheets

This tool automatically deletes any empty worksheets from the active workbook. This
feature is useful for cleaning up workbooks by removing unnecessary or unused sheets,
streamlining the document for easier management. Steps to use:

1. Select the tool and all empty worksheets in the active workbook will be deleted.

Unhide All Sheets

] Unhide All Sheets

This tool automatically unhides all hidden worksheets in the active workbook. This feature
is particularly useful for users who need to quickly access all sheets that have been hidden
for various reasons, such as data protection, simplifying the workbook view, or separating
content by user access levels. Steps to use:

1. Select the tool and all hidden worksheets in the active workbook will be visible.
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Sort Sheets Ascending

El Sort Sheets Ascending

This tool allows you to automatically sort all the sheets in the active workbook in
alphabetical order (ascending). Steps to use:

1. Select the tool and the sheets in the active workbook will be sorted in ascending

order.
Before:
| | Company 8 | Company6 | Company3 | Company9 | Company 1 | Company4 | Company2 | Company5 | Company 7 ‘ @ I
After:
| | Company 1 | Company 2 | Company 3 | Company 4 | Company 5 | Company 6 | Company 7 | Company 8 | Company 9 ® I
Sort Sheets Descending

il Sort Sheets Descending

This tool allows you to automatically sort all the sheets in the active workbook in reverse
alphabetical order (descending). Steps to use:

1. Select the tool and the sheets in the active workbook will be sorted in descending
order.

Before:

| | Company 6 | Company4 | Company2 | Company5  Company9 | Company7 | Company 8 | Company3 | Companyl1 | () |

After:

| | Company 9 | Company 8 ‘ Company 7 | Company 6 | Company 5 | Company 4 ‘ Company 3 | Company 2 | Company 1 @ |
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Move Columns

N O

Maowe Column Maowe Mave Maowve Column Maove Column to
to Front Column Left Column Right to End Specific Location

Move Columns

The Move Columns tool simplifies the process of rearranging columns in your Excel
worksheet. Designed to save you time and effort, this tool allows you to easily shift entire
columns to new positions within your data without cutting and pasting. Unlike the
conventional method, which can be slow and cumbersome, this tool lets you move
columns to the front, end, left, or right with a single click, making column management
faster and more efficient.

Move Columns: Front, Left, Right and End.

1. Select the Entire Column: Click on the column header of the column you wish to
move. Ensure the entire column is selected rather than a specific range.

2. Choose the Desired Action: Use the available buttons to move the column left, right,
to the front (first data position), or to the end (last data position).

3. See the Change Instantly: Your selected column will move to the new position,
making column management smooth and effortless.

Move Column to Specific Location

This tool allows you to move a selected column to any desired position in your worksheet
by specifying the target column letter. Steps to use:

1. Select the entire column you wish to move (e.g., click the column header) rather
than just a range within the column and click the tool “Move Column to Specific
Location”.

2. Enter the letter of the column where you would like to move the selected column.

3. The tool will move the selected column in the specified location.

Try it out, move your columns, and discover how easy it is to simplify your Excel work
with this powerful tool!
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File and System Tools

File and System
Tools v~

Export Data to Multiple Excel Files
Save File and Create Backup

Rename the Current Excel File

X &1 & P

Close All Saved Excel Workbooks

EII List File Names and Prepare for Rename

5] Rename Files as per Column B

["} Get Details for all Folder Files

Export Data to Multiple Excel Files

F‘m Export Data to Multiple Excel Files

This tool allows you to split data from a selected range into multiple excel files based on
the unique values from the selected column in the user specified folder.

In our example we have transactional data for 15 companies. We will split the data for
each company in a separate excel file. This tool is very useful when you need to split the
data per GL Accounts, Products and a lot of different categories. Steps to use:
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1. Select a range of data (including headers) that you want to split into multiple excel

A B C D E F G H J K L M
1 | Company Name | GL Account| GL Account Name | Amount | Document Date | Posting Date | Invoice Number
2 jCompany 1 '1000 Cash 7.554 2024-01-13 2024-01-13 455474
3 |Company 2 "2000 Accounts Receivable 3.750 2024-01-05 2024-01-05 101621
4 1Company 3 :2000 Accounts Receivable 8.186 2024-05-11 2024-05-11 353415 Range Selection ? %
5 jCompany 4 4000 Fixed Assets 4.432 2024-01-12  2024-01-12 422166
6 !Company 5 "3000 Utilities Expense 873 2024-02-02  2024-02-02 415449 Szl & ey (e (i Syl (Eaes NETIE;
7 iCompany 6 "3000 Salaries Expense 8.628 2024-01-31  2024-01-31 217349 $AS1:5GS15001]
8 |Company 7 "a000 Fixed Assets 689 2024-04-27 2024-04-27 128488 _
9 ICompany 8 "3000 Fixed Assets - 2746 2024-05-14 2024-05-14 921998 oK Cancel
10 |Company 9 "3000 Utilities Expense - 2.855 2024-02-13  2024-02-13 566769 T |
11 iCompany 10 "7000 Cost of Goods Sold - 9.038 2024-04-24 2024-04-24 699314
12 |Company 11 '7000 Cost of Goods Seld - 1.502 2024-03-29 2024-03-29 729576
13 ICompany 12 VTUUU Cost of Goods Sold 5.905 2024-03-25 2024-03-25 850959
14 jCompany 13 7000 Accounts Receivable 9.693 2024-04-14 2024-04-14 656691
15 {Company 14 '4000 Fixed Assets 9.881 2024-02-24 2024-02-24 248822

000 Cost of Goods Sold 3.90e 2024-01-14 2024-01-14 302009
000 Salaries Expense - 4165 2024-01-22  2024-01-22 411435
000 Inventory 270 2024-02-15 2024-02-15 833659

16 ICompany 15
17 yCompany 1
18 |Company 2

19 ICompany 3 000 Utilities Expense - 2.660 2024-01-07 2024-01-07 905795
20 iCompany 4 000 Accounts Payable 6.466 2024-01-02 2024-01-02 373243
21 |Company 5 000 Fixed Assets 3.226 2024-01-15 2024-01-15 144727
22 ICompany 6 000 Cash - 31 2024-02-19 2024-02-19 584252
23 (Company 7 000 Inventory 9.046 2024-04-09 2024-04-09 917315
24 |Company 8 000 Sales Revenue 3.743 2024-02-28 2024-02-28 591668
25 ICompany 9 000 Sales Revenue - 8543 2024-02-06  2024-02-06 168521

26 jCompany 10 000 Salaries Expense 1.984 2024-04-07 2024-04-07 336567

7
8
"3
"
5
"a
"
"3
s
G
8
3
"
Company 13 '9[]0
s
5
"
"1
7
"
£
3
8
8
5
"3
7
"7

27 JCompany 11 000 Inventory 6.172 2024-05-14 2024-05-14 987812
28 |Company 12 000 Fixed Assets 3.860 2024-05-11 2024-05-11 639112
29 0 Utilities Expense - 3201 2024-01-14 2024-01-14 399559
30 |Company 14 000 Sales Revenue 5.850 2024-04-08 2024-04-08 277614
31 ICompany 15 000 Accounts Payable - 2912 2024-04-15 2024-04-15 152037
32 |Company 1 000 Utilities Expense - 821 2024-01-04 2024-01-04 642407
33 |Company 1 000 Cash 3.579 2024-01-23 2024-01-23 487862
34 ICompany 1 000 Costof Goods Sold - 1.554 2024-02-25 2024-02-25 907897
35 jCompany 1 000 Accounts Receivable -  7.582 2024-01-04 2024-01-04 727558
36 jCompany 1 000 Inventory 8.368 2024-02-22 2024-02-22 124850
37 |Company 1 000 Inventory 6.027 2024-03-10 2024-03-10 213461
38 iCompany 1 000 Salaries Expense 6.609 2024-03-21 2024-03-21 828794
39 |Company 1 000 Salaries Expense - 2.318 2024-05-09 2024-05-09 456702
40 ICompany 1 000 Accounts Payable 8.221 2024-04-28 2024-04-28 916843
41 jCompany 1 000 Inventory 2.976 2024-01-23  2024-01-23 248228
42 Company 1 000 Cost of Goods Seld 6.982 2024-02-13 2024-02-13 828643
43 ICompany 1 000 Cost of Goods Sold - 9.796 2024-04-20 2024-04-20 624829
FVRrS Coach 1 000 2024 01 00 904 n1ne aonana

' "innn
| Split Data |

2. After selecting the range, a user form will appear allowing you to choose the
column based on which the data will be split into different sheets. Select the column
and proceed.

The tool will automatically check for any issues with the new file names:

e Invalid Characters: Ensures that the file name does not contain any invalid
characters (\,/, ?,*, [, ], <, >, |).

« Name Length: Verifies that the file name does not exceed the Windows file name
length limit.
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« Existing Files: Checks if a file with the same name already exists in the selected
folder. If any issues are found, you will be notified, and the operation will be
cancelled.

Select the Column for Data Split

e
GL Account
GL Account Name
Amount
Document Date
Posting Date
Invoice Number

oK Cancel

3. A new window will appear. Choose the folder where you want to create the new
Excel files, then click OK.

ﬂ Select a Folder for Qutput Files X
&« ~ @l > Desktop » v @) Search Desktop R

Organize ~ New folder

Il
‘

 Home Name Type Size

@ OneDrive Customers. File folder

@l Deskiop
i Downloads
= Documents
E Pictures
o Music

i3 Videos

R T T N R )

Folder name: Customers

Tools » Cancel

4. If all selected names are valid and unique, the tool will proceed to create a new
excel (in the chosen folder) file for each unique value in the selected column.

The tool will also copy the data corresponding to each unique value into the newly created
files. The Excel files will be names as per the unique value in the selected column.
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From our example, the file Company 1.xIsx will have the data only where Company 1 has
been identified in the selected column (in our example “Company Name”.

(&) Desktop > Customers
T sort - = View ~ e

Name - Type Size

Company 1.xlsx Microsoft Excel W... 53 KB
Company 2.xlsx Microsoft Excel W... 54 KB
Company 3.xlsx Microsoft Excel W... 54 KB
Company 4.xlsx Microsoft Excel W... 54 KB
Company 5.xlsx Microsoft Excel W... 54 KB
Company 6.xlsx Microsoft Excel W... 54 KB
Company 7.xlsx Microsoft Excel W... 54 KB
Company 8.xlsx Microsoft Excel W... 54 KB
Company 9.xlsx Microsoft Excel W... 54 KB
Company 10.xlsx Microsoft Excel W... 54 KB
Company 11.xlsx Microsoft Excel W... 54 KB
Company 12.xlsx Microsoft Excel W... 54 KB
Company 13.xlsx Microsoft Excel W... 54 KB
Company 14.xlsx Microsoft Excel W... 54 KB
Company 15.xlsx Microsoft Excel W... 54 KB

Save File and Create Backup

@ Save File and Create Backup

This tool allows you to save the current workbook and create a timestamped backup in
the same folder as the original file. Steps to use:

1. Select the tool and the tool will save your current file and generate a backup file
named by appending the current date and time (in the format yyyy-mm-dd hhmm)
to the original file name.

For example, if your file is named Report.xIsx, the backup will be named Report Back-up
2024-08-12 0930.xIsx. The backup file is saved in the same folder as the original

2. Before running the tool, ensure that your workbook has been saved at least once.
If the workbook has never been saved, the tool will prompt you to save it first.
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Rename the Current Excel File

Eﬁ Rename the Current Excel File

This tool allows you to rename the currently active Excel workbook file without closing the
file first. Steps to use:

1. Select the tool and enter the new name for the active Excel file and click OK.

Rename File *

Enter new name for the file (without extension):

Cancel

|Speed momentum copy

2. Your Excel file will be renamed.

Microsoft Excel X
o File has been renamed successfully!

Close All Saved Excel Workbooks

Close All Saved Excel Workbooks

This tool allows you to automatically close all currently open workbooks that have been
saved. This feature ensures that no unsaved workbooks are closed, preventing data loss.
Steps to use:

1. Select the tool and all currently open workbooks that have been saved will be
closed.
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List File Names and Prepare for Rename &

Rename Files as per Column B

EE List File Mames and Prepare for Rename

m Rename Files as per Column B

This tool allows you to list all files within a selected folder and then rename them based
on user-defined names. These features are particularly useful when managing large sets

of files that need to be renamed systematically. Steps to use:

1. Select the tool “List File Names and Prepare for Rename” and select the folder

containing the files you want to rename.

£l Browse
« v N @ > Desktop >

Organize > New folder

£ Home Name

v G | SearchDesktop »

[
©

Type Size

@ OneDrive Customers

File folder

@l Desktop
' Downloads
=/ Documents
P Pictures
© Music

& videos

L I B A 0

Folder name: Customers

T - Cance

(Note: The screenshot from the selected folder is for user guidance only.)

C

Name

Company 1.xlsx
Company 2.x1sx
Company 3.xlsx
Company 4.xlsx
Company 5.xlsx
Company 6.xlsx
Company 7.xlsx
Company 8xlsx
Company 9.xlsx
Company 10xlsx
Company 11.xlsx
Company 12.xlsx
Company 13.xlsx
Company T4.xlsx
Company 15.xlsx

Desktop > Customers
T Sort v = View ~ e

Type Size

Microsoft Excel W... 53 KB
Microsoft Excel W... 54 KB
Microsoft Excel W... 54 KB
Microsoft Excel W... 54 KB
Microsoft Excel W... 54 KB
Microsoft Excel W... 54 KB
Microsoft Excel W... 54 KB
Microsoft Excel W... 54 KB
Microsoft Excel W... 54 KB
Microsoft Excel W... 54 KB
Microsoft Excel W... 54 KB
Microsoft Excel W... 54 KB
Microsoft Excel W... 54 KB
Microsoft Excel W... 54 KB
Microsoft Excel W... 54 KB
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2. A new sheet named "File Names" will be created in the active workbook where you
ran the tool. Column A will display the current file names, and Column C will show
the file extensions. Column B will be empty—this is where you should enter the
new file names for each corresponding row. Do not make any changes to Columns
A or C in the "File Names" sheet.

A B € D
1 |File Names |New File Name |Extension
2 |Company 1 xlsx
3 |Company 10 xlsx
4 |Company 11 xlsx y A 5 c 3]
5 |Company 12 xlsx 1 |File Names |New File Name Extension
6 |Company 13 xlsx 2 Company 1 |Speed Momentum - Company 1 |xlsx
7 Company 14 xlsx 3 |Company 10 |Speed Momentum - Company 10 |xlsx
| 4 | Company 11 |Speed Momentum - Company 11 |xIsx
8 Company 15 Xisx 5 |Company 12 |Speed Momentum - Company 12 |xlsx
9 |Company 2 xlsx 6 | Company 13 |Speed Momentum - Company 13 |xlsx
10 |Company 3 xlsx 7 |Company 14 |Speed Momentum - Company 14 [xlsx
11 |Company 4 sk 8 Company 15 |Speed Momentum - Company 15 |xlsx
9 |Company 2 |Speed Momentum - Company 2 |xlsx
12 Company 5 xlsx 10 |Company 3 |Speed Momentum - Company 3 |xIsx
13 |Company 6 xlsx 11 Company 4 |Speed Momentum - Company 4 _|xIsx
14 Company 7 xlsx 12 |Company 5 |Speed Momentum - Company 5  |xlsx
15 [c s | 13 |Company 6 |Speed Momentum - Company 6  |xlsx
ompany XX 14 |Company 7 |Speed Momentum - Company 7 |xlsx
16 Company 9 xlsx 15 |Company 8 |Speed Momentum - Company 8 |xlsx
17 16 Company 9 |Speed Momentum - Company 9 | xlsx
18 o
18
19 19
Sheetl | File Names [ (@) : | Sheetl | File Names [ G

3. After you have filled in Column B in the "File Names" sheet, click and run the tool
“Rename Files as per Column B.”

L] Rename Files as per Column B

4. The folder selection window will appear again. Please reselect the same folder and
click "OK."

13 Browse X

& ~ 4 @l > Deskiop > ~ C Search Desktop »r

IlT
‘

Organize New folder

> Home Name Type Size

& OneDrive Customers File folder

@l Desktop
i Downloads
= Documents
B Pictures
o Music

i3 videos

% % % BB

Folder name: Customers

Tools = Cancel
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5. The files will be renamed according to the entries in Column B on the "File Names"

sheet.
@] Desktop > Customers
T Sort ~ = View ~ ves
~

Name Type Size

Speed Momentum - Company 1.xlsx Microsoft Excel W... 53 KB
Speed Momentum - Company 2.xlsx Microsoft Excel W... 54 KB
Speed Momentum - Company 3.xsx Microsoft Excel W... 54 KB
Speed Momentum - Company 4.xIsx Microsoft Excel W... 54 KB
Speed Momentum - Company 5xlsx Microsoft Excel W... 54 KB
Speed Momentum - Company 6.xsx Microsoft Excel W... 54 KB
Speed Momentum - Company 7.xlsx Microsoft Excel W... 54 KB
Speed Momentum - Company 8.xlsx Microsoft Excel W... 54 KB
Speed Momentum - Company 9.xlsx Microsoft Excel W... 54 KB
Speed Momentum - Company 10.xIsx Microsoft Excel W... 54 KB
Speed Momentum - Company 11.xsx Microsoft Excel W... 54 KB
Speed Momentum - Company 12.xlsx Microsoft Excel W... 54 KB
Speed Momentum - Company 13.xlsx Microsoft Excel W... 54 KB
Speed Momentum - Company 14.xlsx Microsoft Excel W... 54 KB
Speed Momentum - Company 15.xlsx Microsoft Excel W... 54 KB

Get Details for all Folder Files

[_;p Get Details for all Folder Files

This tool allows you to generate a detailed report of all files within a selected folder. The
report includes information such as file name, size, creation date, and last modified date,
and is displayed in a newly created Excel worksheet (Folder Info). Steps to use:

1. Select the folder containing the files you want to analyse.

£l Browse X

<« ~ @l > Desktop » v C | Ssearch Deskiop »

I}
«

Organize » New folder

A Home Name Type Size

@ OneDrive Customers File folder

{2l Desktop

- Downloads
= Documents
P9 pictures
© Music

B videos

LR I B B A

Folder name: Customers

Tools + Cancel
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2. The tool retrieves details about each file in the selected folder, including:

e File Name

e File Size (in bytes)

e Creation Date

e Last Modified Date

o These details are listed in the newly created worksheet (Folder Info).

y A

B

(&

D

1

|F|le Name

ISize (bytes) lCmtion Date II.ast Modified Date |

3

X N O A

9

10
11
12

14
15

13 |Company 6.xlsx

2 |Company 1.xlsx

|Company 10.xlsx
|Company 11.xlsx
|Company 12.xlsx
|Company 13.xlsx
|Company 14.xIsx
|Company 15.xlsx
|Company 2.xlsx
|Company 3.xlsx
|Company 4.xlsx
| Company 5.xlsx

| Company 7.xlsx
;Company 8.xlsx

16 |Company 9.xlsx
17 |
18
' | Sheet1 | Folder Info |

53358
54636
54647
54689
54635
54639
54700
54617
54615
54643
54648
54627
54613
54671
54660

15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46

®

15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
15.8.2024 23:46
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Language

@

Language
English) ~

- German

mm Polish

To change the language and use your preferred option, click the “Language” button and
select your desired language. Please note that to display all characters correctly in
Speed Momentum, you may also need to change your system locale to match your
selected language.

You can do that using the following steps:

1. Open Control Panel

[&F] » Control Panel

2. Select “Change date, time, or number formats.

Clock and Region

Change date, time, or number formats

3. Select “Change system locale...”

2] Region X

Formats Administrative

Welcome screen and new user accounts

View and copy your international settings to the welcome screen,
system accounts and new user accounts.

‘yCopy settings...

Language for non-Unicode programs
This setting (system locale) controls the language used when
displaying text in programs that do not support Unicode.
Current language for non-Unicode programs:

Polish (Poland)

‘yChange system locale...
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4. Choose the same language as the one selected in the tool (ex. Polish) and click
OK.

¥ Region Settings X

Select which language (system locale) to use when displaying text in
programs that do not support Unicode. This setting affects all user
accounts on the computer.

Current system locale:

Polish (Poland) v

] Beta: Use Unicode UTF-8 for worldwide language support

5. Restart your computer

= Change System Locale X

System locale change will not take full effect
until Windows is restarted.

Make sure you save your work and close all open programs
befare restarting.
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