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SUGGESTIONS 

If you have any suggestions on the topic you want to know 

about and/or if you want to share something you know with 

your colleagues, please email Rushain Abbasi at 

rushain.abbasi@utoronto.ca. 

OISE Forecast Submission Deadline 

Completed forecast forms are due and to be submitted to 

Rushain Abbasi (rushain.abbasi@utoronto.ca) by Tuesday,     

February 13, 2018 at 12pm. 

 

Collective Forecasting Sessions 

Use this time to work on your forecast and/or get help from 

the Finance team.  

 #1 Friday, Feb 2, 2018 —10:00AM-12:00PM  

 #2 Friday, Feb 9, 2018 —10:00AM-12:00PM  

Both sessions will be help in Lab 6, Third Floor 

Bringing together the systems, the procedures and the users. 

OISE CONNECT 

mailto:rushain.abbasi@utoronto.ca


 

 

 

 
 

Tips and Tricks 

Increase efficiency with the latest tips, shortcuts, and tools in various programs.  

See these detailed instructions on how to use the SUMIFS function.  

Excel function: SUMIFS 

SUMIFS— If you have ever  used VLOOK UP to find data and add up either  

salaries, number of students, or courses taught by each instructor, it will unfortunately 

only enter the first match it finds. This is where you can use SUMIFS to add up all the 

numbers for your lookup value.  

Formula = SUMIFS(sum_range, criteria_range1, criteria1, [criteria_range2, criteria2], ...)  

1. The range of cells to sum (sum_range) 

2. The range that is tested using (criteria_range1 ) 

3. The criteria that defines which cells in criteria_range1 will be added (criteria1) 

4. Additional ranges and their associated criteria (criteria_range2, criteria2, …, upto 

127 range/criteria pairs). 

Advantages: One of the biggest advantage of the SUMIFS formula is that you can have 

multiple criteria unlike vlookup.  You can also use SUMIF function if you only have one 

criteria. 

https://www.ablebits.com/office-addins-blog/2014/11/12/excel-sumifs-sumif-multiple-criteria/


 

 

 

 
 

Tips and Tricks 

Increase efficiency with the latest tips, shortcuts, and tools in various programs.  

See these detailed instructions on how to use the SUBTOTAL function.  

Excel function: SUBTOTAL 

SUBTOTAL — Feature that allow s you to group and sum m arize your  data 

using SUM, COUNT, AVERAGE, MIN, MAX, and other functions.  

Advantages: SUBTOTAL feature is especially useful when PIVOTTABLES are not an 

efficient way to analyze the data. You can change, view, add, or delete subtotals as you 

please.  

Step 1:  

Organize the source data. The Excel subto-

tal feature requires that the source data be 

arranged in a proper order and should not 

contain any blank rows.  

Step 2:  

Select any cell within your data, go to Data 

tab > Outline group, and click Subtotal.  

Step 3: 

In the Subtotal dialog box, specify the three 

categories, which column to group by, what 

summary function to use and which  

columns to subtotal.  

Step 4: 

Click the OK button. The subtotals will ap-

pear below each data group, and the grand 

total will be added to the end of the table.  

https://www.ablebits.com/office-addins-blog/2016/08/11/subtotal-excel-insert-use-remove/


 

 

 

 

Tips and Tricks 

Increase efficiency with the latest tips, shortcuts, and tools in various programs.  

See these detailed instructions for further instructions.  

Excel function: Create drop-down lists 

In Excel, it is possible to create a drop-down list within a cell. This allows  users to 

choose from a list rather than having to type any information directly into a cell, maybe 

incorrectly.  

Step 1:  

Select a cell or range for your drop-down 

list.  

Step 2:  

Use Excel Data Validation to create a drop down 

list. On the Excel Ribbon, go to Data tab > Data 

Tools group and click Data Validation.  

Step 3: 

Enter the list items and choose the options.  

In the Data Validation window, on the setting 

tab, do the following:  

 In the Allow box, select List.  

 In the Source box, type the items you want 

to appear in your drop-down menu or select 

a range from the Excel workbook.  

 Make sure the In-cell dropdown box is 

checked; otherwise the drop-down arrow 

won’t appear next to the cell.  

 Select or clear the Ignore blank depending 

on how you want to handle empty cells.  

 Click OK and you are done! 

https://www.ablebits.com/office-addins-blog/2014/09/24/excel-drop-down-list/


 

 

 

 
Excel Feature: Conditional Formatting to Find Duplicates  
There are many ways in Excel to find duplicates within a dataset  but conditional for-
matting is known to be the fastest method.  The advantage of using this method is that 
it shows you existing dupes, while detecting and colouring new duplicates as you input 
or edit them.  

 

Tips and Tricks 

Increase efficiency with the latest tips, shortcuts, and tools in various programs.  

See these detailed instructions on creating drop-down lists in Excel.  

Step 1:  

Select the data you want to check for dupli-

cates.  

Step 2:  

On the Home tab, in the Styles group, click 

Conditional Formatting > Highlight Cells 

Rules > Duplicate Values... 

Step 3:  

The Duplicate Values dialog window will open 

with the Light Red Fill and Dark Red Text for-

mat selected by default. Click OK to apply.  

To customize your duplicate selection, click       

Custom Format... 

https://www.ablebits.com/office-addins-blog/2016/03/09/how-to-highlight-duplicates-excel/


 

 

 

 

Excel Feature: Pivot Tables  

When you have a lot of data, PivotTables can help make your worksheets more manage-
able by summarizing your data and allowing you to manipulate it in different ways. 

Tips and Tricks 

Increase efficiency with the latest tips, shortcuts, and tools in various programs.  

Step #1 

Select the table/cells (including column head-

ers) you want included in the PivotTable.  

Step #2 

From the Insert tab, click the PivotTable com-

mand. 

Step #3 

The Create PivotTable dialog box will appear. 

Choose your settings, then click OK.  

See these detailed instructions for further information  

https://www.gcflearnfree.org/excel2016/intro-to-pivottables/1/


 

 

 

 

Excel Feature: Transpose Tables  

This feature allows one to convert a row to a column, without altering or having to re-
enter any information.  

Tips and Tricks 

Increase efficiency with the latest tips, shortcuts, and tools in various programs.  

See these detailed instructions for further information  

Step #1 

Select the table/cells containing the headings 

and data you want to transpose. 

Step #2 

Click the “Copy” button or press Ctrl + C to 

copy the selected cells.  

Step #3 

Click a blank cell where you want to copy the 

transposed data. The cell you select becomes 

the top, left corner of what you’re copying.  

Step #4 

Click the down arrow key under the “Paste” 

button, and then click the “Transpose” button 

on the dropdown menu.  

Step #5 

Your data has now been transposed, where 

your rows become columns and your columns 

https://www.howtogeek.com/howto/12366/convert-a-row-to-a-column-in-excel-the-easy-way/

