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Great news!

We’ve picked up the newsletter again! Did you know that most newsletters are dropped and never continued? We don’t feel bad. It’s very difficult to continue creating newsletters no matter where you work. Don’t ever take on the commitment lightly unless you think the recipients won’t mind. We figure you’d rather have the information whenever we can provide it, than not to have it at all.
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Killer Coder Live Chat! July 11th!

Join the coders and other members of the VBAExpress.com forum while we chat it up
with the Killer Coders:
Microsoft Excel MVPs, MrExcel, and more! Click here for more info.

Automate THIS!

Duplicates in Excel

No matter how you slice it, everyone seems to need to do something with duplicates in Excel. Whether you want to see them highlighted or simply delete them, we all have to deal with duplicates at some point, so we’ve decided to provide you with these skills.

Highlighting Duplicates

This conditional formatting will highlight duplicate rows in your worksheet.

Select the cells in the column in which you want to find/highlight duplicates. From the menu, hit Insert(Name( Define, and call it “MyRange”. Then, select Format(Conditional Formatting. Change "Cell Value Is" to "Formula Is" and enter the following formula:

=IF(COUNTIF(MyRange, A2)>1,TRUE,FALSE)

(Where A2 is the first cell in MyRange.)

Then, click the Format button and select the font or color with which you want your cell formatted. Click OK. Duplicate entries in MyRange will be formatted as you chose. For example, if "Acme Explosives" occurs twice in MyRange, both occurrences are highlighted as you have designated.

Deleting Duplicates

This task is a bit more difficult, but still VERY easy to perform when you know how. We have a macro that performs it for you. Add the macro to your personal.xls file to use it on any workbook; however, our instructions tell you how to store it in an individual workbook. Try it, even if you have never used VBA code before. It’s so easy!

First, copy this code:

Option Explicit   

Sub RemoveDups()

    Dim rowStart As Integer, rowEnd As Integer, row As Integer

    Dim colStart As Integer, colend As Integer

    Dim colDup As Integer

    colDup = Asc(UCase(InputBox("Enter column letter that contains the duplicates"))) - Asc("A") + 1

    rowStart = Selection.row

    rowEnd = rowStart + Selection.Rows.Count - 1

    colStart = Selection.Column   

    colend = colStart + Selection.Columns.Count - 1

    row = rowStart

    While row < rowEnd

        If (Cells(row, colDup).Value = Cells(row + 1, colDup).Value) Then

            Range(Cells(row, colStart), Cells(row, colend)).Delete Shift:=xlUp

            rowEnd = rowEnd - 1

        Else

           row = row + 1

        End If

    Wend

End Sub

Open the workbook in which you want to delete duplicates. Hit Alt+F11 to open the Visual Basic Editor (VBE) window. From the menu, choose Insert-Module. Paste the code into the code window at right. Hit the Save diskette button, and close the VBE.

You can assign a toolbar button by following Step 4 here, or just hit Tools(Macro(Macros and double-click RemoveDups. You’ll be asked which column contains duplicate values.

Doomed from the Start?

Not at all! While cats are very difficult to train, we don’t expect them to do everything right. So we shouldn’t expect the same from ourselves when we can’t always get it right. But there are things we can do to make ourselves better at our Office tasks.
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Cartoon courtesy of Bill Browning:  bmb@pro-ns.net
Organize Yourself

With Microsoft Office, we will NEVER stop learning. But we can stop forgetting!

Go ahead…create yourself a folder on your hard drive called MyOfficeTraining. Under it create a folder for each Office application that you use.
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Create an Excel workbook with a sample of the Delete Duplicates formula one one worksheet, and the macro on another. Make sure they work for you by testing them, and then save the file. You may even want to make a “dashboard” page as the first worksheet in the file. Just create hyperlinks to each sheet. This workbook will likely build up quickly if you do a lot of work in Excel. You could keep your formulas in a separate workbook, with one sheet for numeric formulas and one for text formulas. We just don’t use formulas enough to remember all of them, so why not make yourself samples you can quickly refer to when the time comes?

Do the same with each of the applications. Create sample files for yourself, or just keep notes about them.

Get training!

I have just finished reading VBA and Macros for Microsoft Excel. What a terrific book! It took the fear out of learning VBA away! It is so simply written. The authors, Bill Jelen and Tracy Syrstad, have provided scenarios so that I could understand exactly what they were talking about. None of that high-tech jargon that I can’t understand!

~Anne Troy

Did You Know?

Just some stuff you should know or will find out soon . . .

Call these tips and tricks if you like. They’re just some things that we take for granted, and find people asking questions about. We do a double-take because the answers seem so obvious to some, but even more obvious—they’re just not that obvious to others. Obviously.

1. You may be able to fix a Word document that keeps crashing on you by saving it as an RTF format, close it, and then reopen and save as a Word document again.

2. To unprotect a Word document that has been protected for forms or for track changes, simply open a blank document, and choose Insert(File and choose your protected document. This doesn’t work when passwords are required to OPEN the file, though…

3. The F4 key repeats the last command in many applications. Learning to use F4 with your left hand, and the mouse with your right hand can help you whip through repetitive tasks.

4. Where in the registry is Office? Hkey_current_user\software\microsoft\office\X.0

5. What version of Office am I running? Open any of the applications, and hit Help(About to find out.

6. How do I know if my Outlook (2000 or less) is corporate workgroup or internet mail only? Hit Help(About to find out.

7. Create your signature with a graphic quickly by selecting one you’ve already inserted, and hit Insert(Autotext(New and type inssig and hit Enter. Now, whenever you want to insert your signature, you should be able to type inssig, followed by a space or Enter, and your signature will appear. It’s now faster than typing your name!

8. If you aren’t familiar with Data(Subtotals in Microsoft Excel yet, you could be wasting extreme amounts of time!

9. Place your totals in the TOP row and your headings in row 2 if you constantly refer to totals in a workbook with many rows.

10. Placing extra rows in an Excel worksheet might look nice, but makes creating your formulas a nightmare! Use Row height instead and make every other row a taller row.

11. Need to rotate a graphic and can’t? Copy it into Paint or some other free graphics program like Irfanview, and rotate it there. Bring it back into your application after you’ve rotated it.

12. You can find many, many Excel solutions from MrExcel right here?

13. You can’t use the Out of Office Assistant unless you’re on an Exchange Server because it is designed to run when your PC is OFF.

14. A very cool Spam catcher that’s free is available here. And it works in Outlook 2003. Train it to trash your spam.

15. Many common issues and problems are discussed in our forum’s Frequently Answered Questions (FAQ).

The answers to these questions, and any questions received at Newsletter@TheOfficeExperts.com will be answered in future issues of our newsletter. All you have to do is ask.

Thanks for joining us.
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