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Thank you for using Professor Excel Tools

First of all: Thank you for using Professor Excel Tools!

The design of Professor Excel Tools is based on three main principles.

o Concentrate on what’s important: We believe that you shouldn’t spend time on repetitive tasks or
other tasks besides the core contents of your Excel workbook.

o Extending Excel: Professor Excel doesn't duplicate existing Excel functions. Some features of

Professor Excel Tools might look similar but actually simplifying or extending the existing Excel
functions.

o Lightweight: We all know that Office products can get slow by extensive add-ins. So we decided to
offer a lightweight add-in that doesn’t need much of your computer’s performance. There is no
installation but rather an activation for this add in.
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Installing Professor Excel Tools (1/2)

The installation of Professor Excel Tools is quite simple: Go to http://professor-excel.com/professor-
excel-tools/ and download the add-in.

@ Add-In for Excel: Profess X

C 0 @ professor-excel.com/professor-excel-tools/

: a@ PRODUCTS + SERVICE NEWSLETTER BOOK US ABOUT

EXCEL ADD-IN: PROFESSOR EXCEL TOOLS

Save a lot of time in Excel! :
Add more than 60

'Professor Excel Tools' extend your Excel with great new functions. The goal: 2o

Make you saving time. Help you with your every day work. Try it for free now - et amaZ| ng featu reS

usually it's worth within the first days of use.

. e = 0 Excel
@ Add more than 69 now 90 great functions to Excel Cl ICk On ; :
xcel o oy
1]
| Extremely easy to use, lightweight Download Free

H »
@ No sign-up. Try it for free! Trl al

Download Free Trial

(Download starts immediately)
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Installing Professor Excel Tools (2/2)

This step is important: Close Excel before the installation. Then click on the downloaded file and
follow the instructions on the screen.

89 Thank You for Downloac X il - [u) X

& C O | ® professor-excel.com/download-professor-excel-tools/ W ®

&C@ PRODUCTS SERVICE NEWSLETTER BOOK US ABOUT

THANKYOU

Thank yoy—=sstemseaiueasdamjgaded a high quality
add-in forf Close Excel and

Professor Excel T Open the bconds. Please click here if the download Professor Excel Newsletter

doesn't start auto .
downloaded file.

- The best Excel tips, tricks and tutorials.

- 1x per month.
- No spam. Promised.
Vaniw wialerama mife LR 5 =
0....exe e anzeigen
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General information

Some more words about Professor Excel Tools:
o Please note that there is no ‘Undo’ function.
o All' buttons and tools only work, if a worksheet is opened.

> We recommend saving your workbook often — especially if you are trying functions for the first time.
]IcDIease compare if the desired results have been achieved after using each Professor Excel Tools
unction.

We are striving to provide the perfect Excel add-in. Nevertheless, if you find a bug, please let
us know so that we can fix it. Just contact us via https://professor-excel.com/contact-us-and-
we-get-in-touch/. We’'ll take care of it.

The following pages contain information on each function. Please take a look at them for
getting a overview of Professor Excel Tools.
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Overview: Functions (1/2)

The ‘Professor Excel Tools’ are located on a new ribbon
called ‘Professor Excel’

PROFESSOR EXCEL Q Tell me what you want to do

’~_‘|§| ([’TVZ‘ H::j Paste Link & Transpose E Swap Two Cells 8/ Delete Last Letter if Blank % ZE & Break Links Calculate Selection |:| Headers & Footers E:] % C’f F,H— Font Wmiza l_i_‘ ﬁ ET:] @ @ {:}Settings
= g [ —
=$ Paste Exact Formula A\ IFERROR E Force to Number K @ lé'-j.:. = Table of Contents (é' Refresh Status Bar E—E Merge Files E X . X i Layout @ Eﬁ] @ EE Infa
Copy Copy ormula | , o | = —,  Hidden Rows Unhide Reduce Export
Again i | Paste to Single Column 1JRDUND %Remwe Cond. Formatting [\ 4 3% = Tableof Colors &= Mame Manager %Mergesheeﬁ }f & Columns Sheets dﬂSoﬁSheeﬁ File Manager [E'%_El @ Eﬁ m =% About
Finalize Info

Useful ‘Copy & PaLte’ functions as

‘Paste as Link and|Transpose’, . .
‘Paste Exact Formula’ Formatting made easy with

the ‘Display and Layout Tools’

Powerful ‘Workbook Tools’ as ‘Table of Contents’,
‘Merge Files’, ‘Compare Worksheets’ e.g.

Comfortably finalize the
_ Quickly change cell formatting or insert formulas workbook with the ‘Quick

with the ‘Quick Cell Functions’ Share Buttons’ or reduce the
file size
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Overview: Functions (2/2)

r‘E @F—il H(Ej Paste Link & Transpose E Swap Two Cells &/ Delete Last Letter if Blank 1’% Z} G Break Links Calcu\ateSeIection |:| Headers & Footers E:] % C’f ER— Font @] l_i_l ﬁ @:j @ @ {:}Settings
Red

2 =$ Paste Exact Formula A IFERROR E Force to Number K @‘ '?j:
Copy Copy ormula | _ N
Again i) Paste to Single Column 1,A ROUND % Remove Cond. Formatting |\ « +%

Copy and Paste Quick Cell Functions Waorkbook Tools Display and Layout Tools

= Table of Contents (@Reﬁsh Status Bar E—EMerge Files E X X ﬁ:!;iLayout @ Eﬁ] @ [EE Info

_ —,  Hidden Rows Unhide educe Export

= Table of Colors &=l MName Manager E@Mergesheeﬁ 5_/_( & Columns Sheets ['TTJSortSheek File Manager |§§] @ Pﬁ m 52 About
Finali

inalize Info

o Copy and Paste: Excel has already extended
pasting possibilities. However, those pasting

options (found in Paste Special) have some > Display and Layout Tools: Within the display
shortcoming, even in the most recent versions of option you can define how your workbook should
Excel: look. Comfortably hide or unhide columns, rows,
> Paste as Link and Transpose at the same time sheets (even “very hidden” sheets), gridlines or

- With “Paste Exact Formula”, the ranges within formulas won't format the fonts

adapt when copied and pasted
o ‘Paste Table Into One Column’ offers three options for pasting

a table underneath each other o Finalize: Before sharing a workbook you might
want to compress it or share it with one-click-
> Quick Cell Functions: The quick cell functions solutions such as attaching the selected sheets
support your work with features which can be as PDF- and XLSX files to a new e-mail

applied without skipping through long menus

> Workbook Tools: Workbook Tools solve a > Info: Define the settings or get help here

variety of tasks such as adding a table of
contents or colors or more exotic functionalities
as merging files or listing complete directories
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Copy

TEI G’?’Z‘ H‘Ej Paste Link & Transpose
o= =$ Paste Exact Formula

Copy Copy

gain |+ Paste to Single Colurmn
\ Copy and Paste

A\

Before pasting your data you have to use the
copy function provided by Professor Excel Tools.
Copying with Ctrl + C or the build in copy
function won'’t work.

The copying function doesn’t work across
workbooks (as a security precaution). If you want
to copy and paste to another workbook, please
paste It in the same workbook first and use the
built-in function to cut the pasted cells.

The previously copied range will be stored
permanently — until you copy a new range.

It's possible to paste ranges overlapping their
source ranges. In the worst case, it'll lead to
circular references.

You can activate and deactivate the keyboard
shortcut “Ctrl + Alt + C” within the settings of
Professor Excel Tools to access the copy
function
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Copy Again

i'lﬂ_-l

Copy
Again
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o With the ‘Copy Again’ function, the cell range
you've copied before (using the ‘Copy’
function) is copied again to the clipboard.

> You can access this function with the
keyboard shortcut Ctrl + Shift + C. You can
furthermore disable this keyboard shortcut
within the settings of Professor Excel Tools.




Paste as Link & Transpose

EI H‘JPstL k & Transpose

$Pst t Formula
Copy pr:m

Again ¢Pstt le Colurmn

Copy and Pas

N

Paste Link & Transpose
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o \With ‘Paste as Link and Transpose’ you can
link and transpose your pasted data to the
source data at the same time

o Before pasting your data, you have to use the
copy function (see page 10)




Paste Exact Formula

EI df‘ H‘EjPasteLink&Transpose

o= =$PasteExactFo ula

Copy Copy
Again i | Pasteto Singlel \olumn

o \With ‘Paste Exact Formula’ you can paste a
cell or a cell range without changing any
references.

> For example, your formula in cell A1 links to
A2. If you copy and paste it with the normal
copy and paste function in Excel to B1, the
Paste Exact Formula link will automatically be adapted to B2. Using
Professor Excels ‘Paste Exact Formula’
function prevents this — your cell reference will
still link to cell A1.

o Before pasting your data, you have to use the
copy function (see page 10).
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Paste to Single Column

TEI E H‘Ej Paste Link & Transpose
o= =$ Paste Exact Formula

Copy Copy o
Again i | Pasteto Single Column

Copy and P‘\{

o Especially for creating pivot tables, you need
to have your data in a ‘data base’ format.
Often you need to copy a table into one
column.

HL_

\L Paste to Single Column

o ‘Paste Table Into One Column’ offers three

Professar Excel - Paste Table Inta One Column = OptlonSZ
o Keep original references: If you have formulas within

This Funckion will paste your copied table inko one column and

separate rows below, Please select the reference type: your data, their cell references will perSiSt-
o Paste as values: All formulas will be replaced by their
& Keep ariginal references, e.q. if cell &1 was linked to B1, thls values.
references wil stil persists ; > Link to source: Instead of values or formulas, simple
O Paste as values. &l Farmulas and links will be removed I|nk?etg original cells or links fixed with the ‘$’ sign will be
pas

{0 Link ko source. Al cells will be pasted as links o it's source

L Ficlnks with 4" s > Before pasting your data, you have to use the
copy function (see page 10).

Cancel Skark
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Formula (1/3)

_f‘x E Swap Two Cells &/ Delete Last Letter if Blank % :E
ol A IFERROR 12 Force to Number -
1,4 ROUND % Remove Cond. Formatting |\ & %%

Quick Cell Functions

o Professor Excel Tools provide a lot of useful
formulas which Excel doesn’t have.

o All these formulas start with “=PROFEX".

ﬂ Formula
o |f Professor Excel Tools are not installed on a

computer, these formulas will return error
messages. There are three ways for avoiding or
solve these errors:

Professor Excel - Insert Formula X

— Formula
ackagro | PROFEXBackaroundColar returns the background color of a cell, You
;mgl;ﬁlose, if vou want ko get the RGE or the Excel Color Index o Insta” Professor Excel TOOlS_
FRCrSriodos > Switch Excel to manual calculation, open the file and before
PROFEXMad! - the first calculation copy and replace those formulas with
— values,
el T = tolue Slect 3 single o ey mant o get o Professor Excel offers to remove these formulas and replace
the backgyound clor of. all the cells using PROFEX formulas with values (see page
ReorColer [T B e T o gt the R ok, 36 for instructions)
Formula: =PROFEXBackgroundColor(Sheet 11$C 423, TRUE) o Im ortant: Some formUIaS- WiII b.e converted
to built-in Excel formulas if you insert them

: via the ‘Formula’ function, e.g.
| [ PROFEXColumn.

PROFESSOR EXCEL TOOLS - HANDBOOK




Formula (2/3)

ﬁ E Swap Two Cells &/ Delete Last Letter if Blank % :E
A IFERROR 12 Force to Number -
Formula | P
1J ROUND % Remove Cond. Formatting W &

Quick Cell Functions

> Function PROFEXAuthor(cell_reference): Select a single cell of the workbook you want to get the
name of the person who created the workbook from.

° Function PROFEXBackgroundCoIor%ceII_reference, optional TRUE/FALSE): Returns the RGB values
of the background color from the selected cell. Choose TRUE as the second argument (or leave it blank)
for getting the RGB code and FALSE for the Excel color index.

> Function PROFEXColumn(cell_reference): Returns the column letter (not number) of the selected cell.
> Function PROFEXDateCreated(cell_reference): Returns the date on which the workbook was created.

o tl;]unlctitotn PROFEXDateLastSaved(cell_reference): Returns the date on which the workbook was saved
e last time.

o Function PROFEXFileName(cell_reference): Returns the filename of the selected cell’s workbook.
o Function PROFEXFileSize(cell_reference): Returns the file size of the workbook.

o _Functicén PROFEXFolderName(cell_reference): Returns the name of the folder in which the workbook
is saved in.

> Function PROFEXFontColor(cell_reference, optional TRUE/FALSE): Returns the RGB values of the
font color from the selected cell. Choose TRUE as the second argument (or leave it blank) for getting the
RGB code and FALSE for the Excel color index.
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Formula (2/3)

ﬁ E Swap Two Cells &/ Delete Last Letter if Blank % :E
A IFERROR 12 Force to Number -
Formula | P
1,/5 ROUND % Remove Cond. Formatting W &

Quick Cell Functions

o Fulpction PROFEXHyperlinkAddress(cell_reference): Returns the hyperlink address of the selected
cell.

> Function PROFEXIndentLevel(cell_reference): Returns the indent level of the selected cell

> Function PROFEXLastSavedBy(cell_reference): Returns the name of the person who saved the
workbook the last time.

> Function PROFEXMaxIf(max_range, criteria_range, criteria): Returns the maximum from a cell range
un(rjfer a condition in another range. Please note that this formula can slow down your workbook
performance.

o Function PRQFE.XMinIfLmax_ran e, criteria_range, criteria): Returns the maximum from a cell range
under a condition in another range. Please note that this formula can slow down your workbook
performance.

> Function PROFEXNumberOfHiddenWorksheets(cell_reference): Returns the number of hidden
worksheets.

> Function PROFEXNumberOfWorksheets(cell_reference): Returns the total number of worksheets.
> Function PROFEXSheetName(cell_reference): Returns the sheet name of a selected cell.

> Function PROFEXWeekdayName(cell_reference): Returns the weekday name in English of a date.
> Function PROFEXWorkbookPath(cell_reference): Returns the path of the workbook.
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Swap Two Cells

lf'x T Swap Two Cells 8/ Delete Last Letter if Blank '35 =8 — 5
ERROR ﬁ Force to Number K @ '5'::
Formula .
17 lounp % Remove Cond. Formatting W q’ -4

Quick Cell Functions

> ‘Swap Two Cells’ exchanges two selected
cells.

o Within the settings you can define, if other cell
— references linking to the two cells that you are
™M Swap Two Cells going to swap should be kept:

— o Either cell references will move with the exchange cells,
o or other cell references will stay at the original position.

o All cell properties (including formatting) will
swap as well. In large Excel files, this function
might take some seconds.
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IFERROR

S ™ e K B
14 refunp .%Remweéond. Formatting || & 2%
/ ' Quick Cell Functions
o Easily wrap the IFERROR formula around
your existing formula on all selected cells.
Zﬁ IFERROR o If your formula is already wrapped in an
IFERROR formula, the existing IFERROR
Error Text X formula will be updated.
Withat text do ywou weant to showe in case of an error?
_ Caneel | > If the input field is left blank, your formula will
look like this:
! =IFERROR(old_formula,”)

PROFESSOR EXCEL TOOLS - HANDBOOK




ROUND

_f‘x E Swap Two Cells &/ Delete Last Letter if Blank % EE
ol A IFERROR 12 Force to Number -
1,4 ROUND % Remove Cond. Formatting |\ & %%

/ Quick Cell Functions

r
1,/ ROUND

Professar Excel - Insert ROUMND farmula 4

& ROUND
) ROUNDUP
) ROUNDDOWHN

Murnber of decimals: | i I_I

Cancel |

PROFESSOR EXCEL TOOLS - HANDBOOK

o Easily wrap the ROUND, ROUNDUP or
ROUNDDOWN formula around your existing
formula on all selected cells.

o If your formula is already wrapped in a
ROUND formula, the existing ROUND formula
will be updated.




Delete Last Letter if Blank

Formula |
/4 ROUND B Removel

Quick Cell Func|

f‘x I Swap Two Cells 8 Delete Lgst Letter if Blank '35 B8 0%
b IFERROR ﬁchetJ urmber K fiz €2
M «

o |f the last character of a text cell is a space,
it'll be deleted. Several blank characters will
be removed, too.

aé. Delete Last Letter if Blank

o This function works on all selected cells and is
especially helpful when using lookup- or
SUMIFS/COUNTIFS formulas.
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Force to Number

lf'x T Swap Two Cells 8/ Delete Last Letter if Blank

S
o b IFERROR 1% Force to Number K fiz €2
1AT o

o /4 ROUND B Re

Quick Cell] \nctions

[\

e Cond. Formatting

o Sometimes, Excel won't apply a number
format although a cell value is a number.

123 F Numb > ‘Force to Number* forces a cell format to a
25¢ orce to Number number format. It is especially strong as it

o removes all blank characters,

o tries switching points and commas,
> removes possible thousands separators.
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Remove Conditional Formatting

lf'x T Swap Two Cells 8/ Delete Last Letter if Blank '35 8 -5
o b IFERROR 1 Force to Number K fiz €2
1,2 ROUND % Remove Cond. Formatting W q’

Quick Cell Functions R

[\

> Remove conditional formatting rules but keep
the formats.

o Afterwards you can change the cell contents
without the formatting to adapt.

Remove Cond. Formatting

o Please note that this function doesn’t work on
symbols (traffic lights, harvey balls, e.g.) but
only on formatting like background or text
color.

PROFESSOR EXCEL TOOLS - HANDBOOK




Quick Number Format

]
Lod

lf'x E Swap Two Cells &/ Delete Last Letter if Blank % s :ﬂ

b IFERROR 1 Force to Number
Formula |
1,;5 ROUND % Remove Cond. Formatti
Quick Cell Functions

11234 Quick Number Format
D67

4. E
¥ 1%

=S

T

Professor Excel - Settings *
Status bar info [ Gick FibeF Torfiat | Quick cell formatting | Options | > The ‘Quick Format Number' button applies a
number format to all selected cells

Professor Excel offers a quick number format button. The default format is: Thousands separator, no digits and
zero values hidden.

o Please define your preferred number format

General settings Display in... Add custom text . . .
Add thousands separators = Normal [ add custom text before value Wlth I n the Settl ngs .
L o | | > Do you wish to add thousands separators?
Number of decinals: © tillons ] Add custon text after value - Do you want to hide zero values?

_’A O silions .
= | | > How many decimals do you want to show?

> Do you want to display the number in thousands, millions or
billions?

Do you wish to add some custom text before or after the
value?

Cancel Save and Close
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Thousands

lf'x T Swap Two Cells @/ Delete Last Letter if Blank '35 oE
b IFERROR 1 Force to Number =
Formula | .
1,;5 ROUND % Remove Cond. Formatting q’ -4

Quick Cell Functions

o Display all selected cell values in thousands
with just one click.

K Thousands

o The original value stays the same as only the
appearance will change.
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Millions

_f‘x E Swap Two Cells &/ Delete Last Letter if Blank % :E
ol A IFERROR 12 Force to Number -
1,2 ROUND % Remove Cond. Formatting W q’ -4

Quick Cell Functions A

o Display all selected cell values in millions with
. just one click.
M Millions

o The original value stays the same as only the
appearance will change.
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Heading Format

_f‘x E Swap Two Cells &/ Delete Last Letter if Blank % ZE
ol b IFERROR 1 Force to Number [ /i 52
1,2 ROUND % Remove Cond. Formatting q’ -4

Quick Cell Functions / /

!‘ =!; Heading Format

PROFESSOR EXCEL TOOLS - HANDBOOK

o Apply your favorite cell format for headings to
the selected cells.

o For defining your favorite heading cell format
go to settings on the right hand side.




Body Format

f‘x T Swap Two Cells 8/ Delete Last Letter if Blank '35 8 -5
b IFERROR 1 Force to Number K 5
Formula | .
1,;5 ROUND % Remove Cond. Formatting W -4

Quick Cell Functions

123

Body Format

PROFESSOR EXCEL TOOLS - HANDBOOK

o Apply your favorite cell format for number of
text cells to the selected cells.

o For defining your favorite body cell format go
to settings on the right hand side.




Clean Formulas

4

ﬁ: T Swap Two Cells @/ Delete Last Letter if Blank '35
o b IFERROR 1 Force to Number |

or
g M«

[N

1=}
[5
So
mula .
1,;5 ROUND % Remove Cond. Formattin -
Quick Cell Functions /

/

N

o Clean formulas removes =+ and own sheet
names within formulas.

’/ Clean Formulas

> Please note that using this function on a large
number of cells might take some time.

PROFESSOR EXCEL TOOLS - HANDBOOK




Trace Precedents

lf'x T Swap Two Cells @/ Delete Last Letter if Blank '35 i
b IFERROR 1 Force to Number SEY -
Formula | .
1,;5 ROUND % Remove Cond. Formatting W 4

Quick Cell Functions

> Show arrows that indicate which cells affect
the value of all cells in the currently selected
cell range.

0

Trace Precedents

i
SiG

> Please note: Excel has a similar built-in
function to trace precedents. But instead of
only working on one cell at a time, the
enhanced Professor Excel function works on
all cells of the currently selected cell range.

PROFESSOR EXCEL TOOLS - HANDBOOK




Trace Dependents

Farmul
v

mula
1,;5 ROUND % Remove Cond. Formattin
Quick Cell Functions

_f‘x E Swap Two Cells &/ Delete Last Letter if Blank % :E
A IFERROR 12 Force to Number .
g M

> Show arrows that indicate which cells are
affected by the value of all cells in the
currently selected cell range.

0
SiG

Trace Dependents
> Please note: Excel has a similar built-in

function to trace precedents. But instead of
only working on one cell at a time, the
enhanced Professor Excel function works on
all cells of the currently selected cell range.

0
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Remove Arrows

lf'x T Swap Two Cells 8/ Delete Last Letter if Blank
b IFERROR 1 Force to Number
Formula |

1,;5 ROUND % Remove Cond. Formatting

Quick Cell Functions

> Remove all arrows in the entire workbook
drawn by the Trace Precedents and Trace
Dependents functions.

§,
—/, Remove Arrows - -
o Please note: Excel has a similar built-in

function to hide the arrows. But instead of only
working on one worksheet at a time, the
enhanced Professor Excel function works on
all worksheets of the current Excel workbook.

PROFESSOR EXCEL TOOLS - HANDBOOK




Break Links

Table of Colors =] Mame Manager E”EMergeSheeﬁ %

K Link o LEJX?eltprO\{idlestﬁ'blfjilt-i?'fun%:[tion c(j;alled,t‘Brealb links'.
nfortunately, this function often doesn’t wor
C‘/) Break Links ey

‘Workbook Tools

GO Break Links Calculate Selection |:| Headers & Footers |_—=:j
able of Contents (é' Refresh Status Bar E—E Merge Files E

especiaIII)/ en b.reakin? links from data validation,
orcfessor Excel - Bresk Link ool « pivot tables, conditional formatting or named ranges.
[~ Links to other workbooks > Professor Excel Tools offers a powerful ‘Break Link
] select sl Ho. of accurences Tool’ which removes all those mentioned links.
Break workboak links 1
Remove data validation relating to ather workboolks 1 © AlSO, hyperhnkS can be removed.
Break data base links 1
[ Corvert Pivt Tables with data source in other 1 > Please note that once the links are broken, the%
workbooks into fixed values (formating wil be lost) can’t be restored. It's also possible that your workbook
Break links within cancitional Formatting 2 doesn’t work as before. Therefore it’s strongly
2] Remoe links from named ranges 1 recommended to save a copy of the workbook before
using this tool
— Hyperlinks
2] Remove all hyperlinks o Recommendation: Check with the Break Link function
first, which type of links still persists. In case of links
Please note that once broken links can't be restored, It's also possible that yvour Wlthln named ranges CheCk the bunt'ln name manager
workbook doesn't work as before, We recommend saving a copy First, or Professor Exce name manager for detaI|S.
Cancel Skark
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Table of Contents

GO Break Links Calculate Selection |:| Headers & Footers |_—=:j
= Table of Contents (é' Refresh Status Bar E—E Merge Files E
— Table of Colors <= Name Manager E”EMergeSheeﬁ %

‘Workbook Tools

o Professor Excel offers a feature to insert a new
worksheet called ‘TableOfContents’ which contains a

Table of Contents list of all worksheets.

Brafeceor Excel - Incert Table of Contente % o You can define the headline color, the headline font
color as well as the following specifications for the table
 Format headline of contents:
> Do you wish to add links to each worksheet?
. e o If you got groups of sheets, for example all Inputs and have
Fick New Background Color | |, - Pick New Port Color for | seyparagtor%hee%s g‘lnputs-->’ e.g.), Professor Excel can identify
them and highlight those sheets in the table of contents.
_ Settings > Do you want to get a list entry for the table of contents itself?
Insert links to worksheets . )
5] tdentify worksheet levels > The last settln%s will be saved so that you can reuse
Identifier for high level sheets: them C0mf0rta |y
[
[ Add entry for sheet "TableOfContents” tself o Please note that with each update of the table of
[ kip hidden sheets and dorft add them to table of contents contents, existing sheets named ‘TableOfContents’
. will be deleted. If you changed this sheet manually,
S please make sure that your changes are saved, for
| Conten example by renaming the old table of contents before
updating.
Cancel Create/ Refresh
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Table of Colors

GO Break Links Calculate Selection |:| Headers & Footers |_—=:j
= Table of Contents (é' Refresh Status Bar E—E Merge Files E
= Tableof Colors = Name Manager E”EMergeSheeﬁ %
‘Workbook Tools

- Besides a table of contents, you can add a table

— of color keys

—— Table of Colors
Professor Excel - Table of Colors X > Professor Excel Tools will list all background
Professor Excel can create a table with all colors in your workbook. COlorS Used In the WorkbOOk except the f0”0W|ng
Please note that conditional formatting won't be regarded. Also, .
colors outside your used range on each sheet won't be regarded. Cases .
~ Format headline o Conditional formatting will be omitted

> Formatted cells outside your used range will be omitted

Pick New Font Color for
Headline

Pick Mew Background Caolor
for Headline

> You can define the headline color and the
[ Settings headline font color

Mame of table of contents worksheet:
| Colors]

~ Worksheets o Please note that with each update of the table
O Al workshests of keys, existing sheets named
© Current worksheet only ‘TableOfColors’ will be deleted. If you changed

this sheet manually, please make sure that your

Cance Create/ Refresh changes are saved, for example by renaming the
Plesse ettt pdate it ok 2 e depecig n he old table of contents before updating
er of wanksheets and cels.

PROFESSOR EXCEL TOOLS - HANDBOOK




Calculate Selection

GO Break Links Calculate Selection |:| Headers & Footers |_—=:j

= Table of Contents 23 Refresh Status Bar E—E Merge Files E
= Table of Colo =l Mame Manager E”EMergeSheeﬁ %

‘Workbook Tools

o |f you work with large Excel workbooks and even
the manual calculation takes too much time, you
might want to take a look at the ‘Calculate
Selection’ function.

Calculate Selection

‘Calculate Selection’ only calculates the selected
cell range.

> Works only on manual calculation mode as the
cells are permanently recalculated in the
automatic calculation mode.
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Refresh Status Bar
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Workbook Toels

Refresh Status Bar

Professor Excel - Settings X

Professor Excel can show some spedific information of the active workbook in the status bar. o Professor Excel Can ShOW the most important

—— specification of the current workbook in the status bar.
e e o Every time you click on ‘Refresh Status Bar’ the
N information shown in the status bar at the bottom of the
w| Number of hidden and very hidden worksheets

I Fesize screen are updated.

o Within the settings, you can define what information
you want to display in the status bar:

Clear current status bar © Filename

o Date & time last saved

Cance | Save and close > Last saved by

> Number of hidden and very hidden worksheets
o Filesize
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Name Manager

GO Break Links Calculate Selection |:| Headers & Footers |_—=:j

= Table of Contents (é' Refresh Status Bar E—E Merge Files E

= Tableof Colors = Name Manager E”EMergeSheeﬁ %
‘Workbook Tools

E Name Manager > Manage all the cell names and named ranges -
similar to the built-in name manager in Excel.

Professor Excel - Remove named ranges X
Name Value Refers to Error

[m] z ='mgmt forecast” #N/A FALSE, Mgt Forecast"def No error |«

0 cf No error

y

o The only difference: See and edit all the names.
The built-in Excel name manager doesn’t show
all names.

[m]
D 1 ={#NiA #NiA,FALSE,"Contribution Analysis™} No error
D _Fill =#REF#REF Error -
. . . .
Nome o This function opens In a new window
.
Value
Refers to ={"mgmt forecast”, #N/A,FALSE, Mgmt Forecast™; "dcf table”, #M/a,FALSE, Mgmt Forecast”; "sensitivity”, N/, FALSE, Mgmt Forecast™; “table inputs”,
#N/A.FALSE. Mamt Forecast™ "calculations™. #N/A. FALSE. Mamt Forecast™
Error No errar

Please note that once removed named ranges can't be restored. The cells content will persist, but it's also possible that your workbook doesn't work as before. We recommend
saving a copy first.

Cancel Refresh list Select all Select all errors | Remove 8 of 2395 names, |

PROFESSOR EXCEL TOOLS - HANDBOOK leolExce
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Headers and Footers
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I

Workbog

Printing Excel workbooks can be troublesome as you

need to make sure that the page ranges look good,
Headers and Footers rows and columns to repeat are set correctly as well as
the printing headers and footers are fine.
Professor Excel - Set Headers and Footers x

Set all headers and Footers, Other printing preferences won't be changed. For individual texts, select

s et n e > Usually when you change the headers and footers for
several sheets at the same time, all other printing
Left Header Center Header Right Header H
= 2] [ 2] [Fim 5 preferences will be lost.
| ek individual kext here | | ek individual ket here | | ek individual ket here |
e N I > Professor Excel provides the functionality to only
= = 7| pageNf;b:;N:;b::ofpe <] [ S 5 change the headers and footers. All other printing
preferences will be left untouched.
| Set individual text here | | Set individual text here | | Set individual text here |
““G';’:Thee:jh t > Furthermore, the last settings will be saved, so that you
O Selected worksheets Can reapply them qUICkly
O Current warksheet anly

> You can choose if you want to format the headers and
footers of all worksheets, the selected worksheets or
the current worksheet only.

Cancel | | Start
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Merge Files

6 Break Links

= Table of Contents (é' Refresh Status Bar E—E Merge Files E
= Tableof Colors = Name Manager E”EMergeSheeﬁ %

Calculate Selection |:| Headers & Footers |_—=:j

Workb 0ols

|__'l-|T Merge Files

PROFESSOR EXCEL TOOLS - HANDBOOK

o Clicking on 'Merge Files’ will open a file
browser

o Please select all workbooks you want to
merge into the current workbook

o Professor Excel will copy all worksheets from
all selected workbooks into the active
workbook




Merge Files
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‘Workbook Tcol;/

o R

> Merge Sheets

Professor Excel - Merge Sheets

worksheet.

— Add original sheet name

*

This function copies the content of all selected worksheets into a new

¥ Insert original sheet name in column A

— Copy & paste options
{3 standard copy and paste

(®iLink copied cells to source (Paste as link™) |

(3 Paste values only

e} Move data and delete original sheets (Please consider saving
a backup copy of your warkbook before choosing this option)

Cancel

Start

PROFESSOR EXCEL TOOLS - HANDBOOK

> Merge all selected worksheets in the current
Excel workbook into a new worksheet.

> You can choose the following options:
o Insert the sheet name of the original sheet in column A.
o Define the copy and paste method:

o Standard copy and paste. Copy also formatting and
leave the original sheets untouched.

> Move data and delete original sheets.
o Link copied cells to source.
o Paste values only. Formatting is not regarded.




Compare Worksheets
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‘Workbook Tools

A coIIeaﬁue has modified your worksheet and you want
to see all changes immediately?

‘Compare Worksheets’ compares two worksheets (for
example, original and the updated) and highlights all
differences.

Select the two input worksheets:
o The original file, either from a folder or the current workbook

> The new or changed file, also from a folder or the current
workbook

There are two major options of how to show the
differences:
> Show all values and formatting from the new file and highlight the

changes by the background color or by comments. Comments
would always display the original values

> Only show the changed values. Optionally show both original and
new cell values within each cell

Professor Excel Tools creates a new workbook and
adds copies of the original and new worksheets. A third
worksheet with the actual comparison will be created.

PROFESSOR EXCEL TOOLS - HANDBOOK

—/
L_':—

— | Compare Worksheets

-

Professor Excel - Compare two worksheets

— Files

Original file
File

@ Current workbook

O open from folder:

Select: |

New/ changed file

File
@ cCurrent waorkbook

O Open from folder:

Select: |

Worksheet

Worksheet

[ sheet1 ~|

[ sheet1

E

— Settings

® show all values of new file and highlight changed cells
Highlight: differences

Color: . Pick calar |

Add original values as comments

O show changed values only

O rite old and new values into changed cells

Cancel | ‘

Start




Get Directory

= Tableof Colors = Name Manager E”EMergeSheeﬁ

GO Break Links Calculate Selection |:| Headers & Footers |_—=:j
= Table of Contents (é' Refresh Status Bar E—E Merge Files E

‘Workbook Tools

/
> 'Get Directory’ creates a list of all files within a —=
folder and subfolders. Get Directory
> You can select the information shown in the e e — 8
|ist: — rie informacion
. . . . : e select o
o File name, with an option to link to the file ] Fie Hame
© F|Ie path [¥] Insert Link ko File
o Date and time last saved F“E Path
. Date and Time Last Saved
’ Date and tlme Created Date and Time Created
o File size [¥] File Size
o File type [ File Type
— Location
> Where should the list be placed? Either in a ® Create new sheet
new worksheet or on an existing worksheet. If O Use extsting sheat:
you choose an existing worksheet, please | -]
make sure that data won't be overwritten.
Cancel Select folder and skart
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Remove PROFEX from Workbook
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‘Workbook Tools

o Professor Excel has some unique formulas, all
starting with =PROFEX'. If a computer
doesn’t have Professor Excel Tools installed,
instead of the result of the formula, a #NAME?

error will show up. '~
@ Remove PROFEX
"
o Professor Excel offers the possibility to Remove PROFEX from Workbook X
remove a” PROFEX forml-"as and replace the © Al cells containing PROFEX formulas will be replaced by walues, Do you

cells by their calculated values. A warttopoceear

oK I Abbrechen

o Please note that all cells containing a
PROFEX formula will be replaced by values.
Therefore, it's recommended to save a copy
of the workbook before using this tool.
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Hidden Rows and Columns

% Ve’ ’n?’ Font
= /é
ﬁ:'__. Layout

. | Hidden Rows Unhide 5
| &Columns Sheets LIV Sort Sheets

isplay and Layout Tools

\

\

Hidden Rows

& Columns

> Hide or unhide rows and columns on several Professor Excel - Hidden Rows and Columns X

sheets or the complete workbook at once, no e
matter if rows or columns are hidden or O Expand ta masinum vl
grouped. O Colepse to minimum evel
®Cper i cvel

E =
o Set a grouping level or expand/collapse 2] Fiden rowsor courn

grouping to the minimum or maximum level. ~ Area on worksheets

Rows
Colurnns

— Worksheets
® all worksheets
(0 Selected worksheets

) Current worksheet only

Cancel Skart
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Unhide Sheets

C/fés E§ Font

T

ﬁ:!__- Layout

. | Hidden Rows Unhide o

| &Columns Sheets [1I'Sort Sheets

Disgb/’and Layout Tools

o Unhiding hidden worksheets in Excel is usually
troublesome: You can only unhide one worksheet

at the time by right clicking on the sheet names :
at the bottom of the screen and pressing < Unhide
‘Unhide’. Furthermore, very hidden sheets can't 7> Sheets
be easily unhidden (you can only do it within the
VBA section). Professo el - Unhide Worsests x
[ Clean_Arrows Visible -
o Professor Excel Tools provides an easy and B} Cocian socon Veor
owerful method of unhiding all hidden and very O comareora s
idden sheets. -
B e Vann
o Select all the worksheets you want to unhide, O o Ve
hide or set to very hidden. Then press the O swororsor E
Correspondmg button on the r|g ht_hand S|de There are 2 hidden worksheets in this workbook. Furthermore, there are 1 very hidden worksheets in this workbook.
Selectall | | Unhide 3 of 22 sheets I
> When you open the ‘Unhide Sheets’ function, all | R |
hidden and very hidden worksheets are selected S — | setsecd pectato eyt |
by default. Select all very hidden worksheets | Cancel |
Select all hidden and very hidden worksheets |
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Font Manager

| Hidden Rows Unhide __]
| &Columns Sheets LIS

Display and Layout To!

> ‘Font Manager’ can change the font in your
whole workbook or selected sheets to a single
font type (e.g. ‘Arial’).

o Optionally, the size of the font can also be
changed.

PROFESSOR EXCEL TOOLS - HANDBOOK

.?n.-i- Font

m ES Font
% <% nr
/‘S B Nt

Professor Excel - Font Manager
— Font
Marne | Arial ;I
See | 10 ~|
— Worksheets

&) all warksheets
) Selected worksheets

O Current worksheet only

Cancel

Skart




Layout Manager

% Ve’ ’n?’ Font
= /é
ﬁ:'__. Layout

. | Hidden Rows Unhide
| &Columns Sheets LIS

Display and Layout To

o ‘Layout Manager’ comfortably adapts a layout to
either all worksheets, selected worksheets or the
current worksheet only.

) J
. . J-)  Layout
o The following layout options can be changed: gL Y
o Gridlines: Show, hide gridlines or change the color its color. ProfessorExcel - Loyout Manages x
— Gridlines — Page break preview - ing of rows

° Zoom: SeIeCt azoom faCtor O Hide gridines ) Page break preview O Summary rows below detail
> Page break preview: Switch between page break preview and O o oo

normal view. : — —
o Formulas: Show formulas instead of the resulting values in cells. © Dorcharge OIS ieston g st et

calculated results Summary columns to left of detail
> Zero values: Show or hide all zero values. e — Do cerge -
. . . . r Zerovalues ————————  — Select cell

> Grouping of rows: Either show the grouping sign (+ or -) above or o | [ Gomemnat s | | Qs

belOW the grouped rows. |:| o OS;r:;mnwazEm\ncE\IsﬂwathavezEm |:| (e.a, AL

. . . . @ Dor't change () Don't change @ Don't change

> Grouping of columns: Either show the grouping sign (+ or -) to the R

right or left of the grouped rows. O A wershects

) Selected worksheets
o Select cell: Select a cell. For example, cell A1 on each worksheet. © Curent worksect ony
oce | | sart |

o All options can be left untouched.

PROFESSOR EXCEL TOOLS - HANDBOOK




Sort Sheets

C’é ’n?’ Font
f
ﬁ:!__. Layout
. | Hidden Rows Unhide 5
| &Columns Sheets CIVSort Sheets
Display and Layout Too!

o Sorting sheets is a useful function particularly
in a large workbook with many worksheets.

o ‘Sort Sheets’ can sort the sheets by their
name or group them by their tab color.

> You can choose if you want to sort all
worksheets within the active workbook or just
selected worksheets.

PROFESSOR EXCEL TOOLS - HANDBOOK

I—.l Sort Sheets

Professor Excel - Sort Manager

— Sort options
(Biascending (0-9, A-Z)!

{_} Descending (3-0, Z-4)
i} Sort by Tab Color

— Worksheets
& all worksheets
b selected worksheets

Cancel

Start




Reduce File Size

A g Fol B3R 9
f@f] L gommm
File Ma:ager b G PA 6B
> Sometimes, Excel workbooks can have comparatively large /
file sizes. There are some possible reasons: ¥
> Unused areas (for example complete columns or rows) are formatted. V El Red uce Fi |e
o Pictures increase the file size. N
o Large amounts of data and formulas. —
. . , . . . Professor Excel - Reduce File Size *
© ‘Reduce Flle Slze C.an.help to red.uce the flle Slz_e- It |IStS a” Professor Excel can try to reduce the file size of your Excel workbook. Therefore Pro_fessor Excel goes through all your
workshee.ts W!th their file size. This number prowdes a itires et objec can e compreseet o deitod, - = el 2 ol the colmns gt of yourlast used colunn. Ao,
rough estimation so that you know which worksheet really
increases the f||e Size_ Check size of each sheet (this function might take some time)
> Furthermore, Professor Excel Tools loops through all Bsae e
worksheets (or optionally just the current worksheet or all O e B
selected worksheets) and clears all unused cells by the E] Conpare_updsted 5210
following pattern: = s e L
> Professor Excel Tools walks from the bottom of each worksheet to the B et ramating 2ok
top until it reaches the first row with contents. Then deletes the area O Formuia 25,88
below. 0 e
> Next, Professor Excel Tools walks from the right of each worksheet to _ i areas Pictures _ Worksheet
the left until it reaches the first column with contents. Then it deletes the ] Clear unused cels ] Recuce sie of ictures O Al workshets
area on the right hand side. 0 celete - o O selection from above
> Pictures will be compressed and cropped areas will be O cumentverires
deleted. Alternatively, you can delete all pictures in the Before we start,do you vant o save  This procedure will take a
your workbook (recommended)? while. Please don't interupt it.
current workbook.
Cancel Save Save As Start
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Export Manager

PN
f@f] (O amae
elfill::(E Ma:;)ger (R PR 6|
/\ma\ize
> You want to create exports of your Excel workbook in
large numbers? /[\
> The ‘Export Manager’ changes one variable from a list Export Manager
creates copies.
° \\I(V%L:k%aor; {'(ust create copies of a worksheets within your current Professor Excel - Export Manager %
o Alternatively, you can export all selected worksheets as PDF or — Change values
XLSX fl|eS Change cell: | Export_Manager! 5052 ;I
o Thek‘Ehxpotrt Manager‘ creates copies of all selected By values fromlst: [ Export_Manager| S182:3154 ]
worksheets.
> Only one cell can be changed. If you want to change [~ Bxport settings
more than one variable, you have to set up a common O Create copies in current workbook
variable, which combines all separate variables.
. ) {#) Export sheets to folder
o The exported Excel or PDF files will be named by the ® ror O sk
current item from your list. xport foder Ci\Jsers Defaut
> The last settings will be saved and loaded when you
‘Open the . . Cancel Start
Export Manager‘ next time.
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Share

afy () 2378

i3 i 53 B2

Reduce Export i

File Manager b (E9 PR B |
Finalize

> Comfortably attach the selected Selected Work- Selected Work-
sheets to an E-Mail or save them on sheets book sheets book
your computer. |

—_

> When attaching to a new E-Mail, the 4\
file names are the same as your

E’lj-l
workbook name. PDF PDF
M
XLS
S
PDE

o If you choose to save the workbook
to a folder, you'll be asked to select a

location as well as a file name. - Filetype: XLSX

“F:E)F\ ’» Filetype: PDF
S
WV

t
XLS
o Please note: Within the settings, you
can further decide, if cells having N . _
INDIRECT formulas should be XS | Filetype: PDF
converted to values only. This might PDF and XLSX
take — depending on the number of
cells on your export sheets — some \ )\ J
time, because Professor Excel looks ! !
into each cell separately.

Attach to new E-Mail Save to folder
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Settings

o Within the settings, you can define the information
should be shown in the status bar after pressing
,Refresh Status Bar":

o

o

o

o

o

Filename

Date & time last saved

Last saved by

Number of hidden and very hidden worksheets
Filesize

o Set your favorite number format for using the ‘Quick
Number Format’ button:

o

o

o

Do you wish to add thousands separators?

Do you want to hide zero values?

How many decimals to you want to show?

Do you want to display the number in thousands, millions or billions?
Do you wish to add some custom text before or after the value?

PROFESSOR EXCEL TOOLS - HANDBOOK

Settings

G Settings
Info
8 About

Info

Professor Excel - Settings
Status bar info | Quick number format | Quick cell formatting Options

Sharing
[ Convert all cells with INDIRECT formulas to values

Swap two cells
0O Adapt cell links

(%) Don't adapt: Keeps cell links with the original cells

Keyboard shortcuts
Activate Ctrl + Alt + ¢ for using the copy function

Activate Ctrl + Shift + ¢ for using the copy again function

Please note: Restart Excel in order fo take effect.

Cancel | ‘

Save and Close




Workbook Info

o Besides a summary of the workbook
specifications in the status bar, you can get
more detailed information by clicking on
‘Workbook Info’

o Please note that many fields will be empty if
the workbook hasn't been saved yet

o Error ratio: The ratio of cells containing error
messages as #VALUE! divided by the number
of all cells with formulas
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ié Info

C)Seﬂ:ings

Professor Excel - Workbook Information

— File Information

Filename: Presentation_original, xlsx

Folder saved in: Presentation

Full path: C:\Users\henrik. schiffner. RC\OneDrive \Apps Professor Excel
rofExTools\Presentation

Filesize: 0,1 MB

Date created: 06.12.2017 14:52:56

Date last saved: 08.12.2017 10:48:26

Created by: Henrik Schiffner

Last saved by: Henrik Schiffner

— Content Information

Total number of 2

worksheets:

Number of hidden and 0
v hidden worksheets:

Mumber of errors: ]

Mumber of formulas: 2457

Mumber of links to other
workbooks:

Create/ update summary worksheet | |




About

: ‘ y . e
> Click ‘About’ for the following ~.' | About
Optlons - Professor Excel - Info x
o Get information about your version and
edition | Professor Excel TOOLS
o Unlock full version e L
Edition: Premium,/ Full
o Check for updates
- Read the licence agreement Licence agreement
o Get help Chedk for updates Help
Close
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Thank you for using Professor Excel Tools!

™ MADE IN HAMBURG

Professor Excel Tools is made with love in
Hamburg, Germany.

Visit us online;
o Website: hitp://professor-excel.com

o Support: http://professor-excel.com/tools-
support

If you have any further questions, please
for Microsoft EX contact us at https://professor-
excel.com/contact-us-and-we-get-in-touch/.
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