Copyright © 2011 Presentation Solutions Ltd. All rights reserved

\"/" Presentation
Solutions .
Create 8.0 for Excel

Instruction Manual
July 2011

G
W
Microsoft Partner

S /lver Independent Software Vendor (ISV)






CREATE™ 8.0 FOR EXCEL Table of Contents

Table of Contents

14.

Welcome to Create™ 8.0 fOr EXCEI ......uuuiiiiiiiiiiiee et e e 1
V42T 67T T T VU] o1 PP 1
NaVIgatiNg Create™ 8.0 ....coii ittt e e e e e ettt e e e e e e s e et ettt et e e e e e s e ntebeeeeeaeee e e ntebeeeeeeeeeaanreeeees 2
THE Create™ 8.0 TaD ...iiiiiiiiii ettt e e s e bt n e e e n et e s e e snr e e e nnn e e areeennne s 2
The FOrmat WOrKSNEET GIOUP .......eeiiiiiiiieiiiiee ettt ettt e e e s nanneee s 2

The Send Table TO GIrOUP .....coiiiiiiieiiiiiei ettt e et e e s bbb e e s bt e e e snb e e e s anbr e e e s nanneeeas 2

The FOrMat Chart GrOUP .....uueeeeeeeie ittt et e e e s s sttt e et e e e s e st ee e e aeeeseaanteaeeeaeeesassntasaeeeeeesasssstanneeeeeesannnnns 3

THe SN CRAI TO GIOUP.....eiiiiitiiieeitiie ettt ettt e st et e e s bbbt e e s bbbt e e s bt e e e e s nbe e e e s annreeesaanneeens 3

The Charting TOOIS GIOUP......cciiituteeeiiiiee ettt e ettt e e bbbt e et e e atb et e e s bbbt e e s bbbt e e sbbe e e e snbe e e e s anbreeesnnnneeens 3

I AL O (=TT LT €1 o T U o SR PEUPN 4

S T0] (o U1 )V SRR 5
Creating @ StaNAard CRAI ...........oiiii e e e e e e e e s e st e e e e e e e st st eeeeeeeeeaannssraeaeeaeeeas 6
(O (= 1T o = T O U ] (o I 4 = U PSPPIt 7
(2101 o] o] L= @ = Ut £ OPPPPRR 7
[T A @] 1] o IO 4 = g £ PPPRR 8
TIMEINE CRAITS ...t h ettt s b et e s a bt e e b e e e sa b et ek e e e eh bt e e ke e e sn b e e anbe e e anneesnbeeennneas 9
12T T CT- T |1 O o = g SO PEEP 10
RVAY = (T =1 O 4 - g £ PSPPSR 11
D S Tox: L1 (=] O 1 - U £ OO PP PP P UP PO PRP PP 13
L IO Y Lo 113 =T @ = U £SO 14
(O70] (014 o] @ F= g (S0 o N2 - PR 15
STACKEA / CIUSTEN CRAITS ...ttt ettt s ket e s bt e e e s st e s s e e e s e e e s annneee s 16
Formatting Charts fOr EXCEI ... ...oooiiiiiiiiii ettt e 18
Formatting Charts fOr POWEIPOINT .......coiuiiiiiiiiie ettt e e 19
o g =] o T F= T S {0 A4 o o 20
CopYiNg Charts 10 POWEIPOINT........iiiiiiiiie ittt ettt e et e et e e anbeeee s 21
Making Changes to Charts in POWEIPOINT ...........oiiiiiiiiiiie e 22
(0700} Y/TaTo IO g =T £=30 (o IAAV Ao (o [P PP PPPPPPPPRS 23
Making Changes t0 ChartS i WOI ...........oiiiiiiiie ittt e e 24
CRAIING TOOIS ...ttt ettt oo oottt e e o4 e ekttt e e e e e e e et e e e e e s r e e e e 25
AddING Pie Chart LADEIS ...ttt e e e e e e s et b et e e e e e e e e aanbeeeeaaeeesaannne 25
Yo [0 [T aTo B VI AN VLT = o = ] o = OO 25
F N [o [T g T B VI ANV = o L= A T OO 26
F e [o 1 gTo I LA I N RS o L= PP PP UPTPUPRRPTN 27
Adding Data Labels t0 @ Chart..........cooiiiiiiiiiiic e e e e s s e e e e e e s e st aaeeeaeessssnsnnaneneeeeeseannnes 27
REMOVING DAtA LADEIS......ciiii ittt e e e e e e e et e et e e e e s s st e e e e eeeseannnsrneneeeeesannnne 28
SWILCNING TNE AXES .ttt oottt et e e oo oot bttt e e e e e s o e e bbb e et e e e e e e s aanbbeeeaeaeeeaannnbaneeaaaeeas 28
Setting the AXIS LabelS 0N @ CaAIT .......coiiiii i s e e e e e e e s en e e e e e s nnnnnaaneeeeeees 29
FOrmatting EXCEI TABIES ...ttt e e ettt e e e e et e e e e e e e 30
FOrmMatting TaBIES ...ttt ettt e e e e e e e bbbt et e e e e e s annbbseeeeaeeeaannes 30
UiSdilC

Presentation “clutons



15.

16.

17.

18.

19.
20.

21.

22.

LR I=T o o)V TaTo I =T o] TN ol ¢ =] o S UEEPR 31

Copying EXcel Tables t0 POWEIPOINT.........oi e e et e e e e e e e snbaneeeeaeeaaas 32
Copying Excel Tables to PowerPoint Fully FOrmMatted .............coouiiiiiiiiiiiiiiiie e 32
Copying Excel Tables to PowerPoint Unformatted..............eeveeiiiiiiiiiiiiie e re e e e e ee e e e 32
Copying Excel Tables to POWEIPOINT 8S PICIUMNES .........uuiiiiiiiiieiiiiie ettt 32

HIidiNG EXCEl ErrOr INQICALOIS......ciutiiieiiiiie ettt ettt e et e e e b e e e 33
Copying Table Data from the Clipboard t0 POWEIPOINT .........cccoiiiiiiiiiiiie e re e e e 33
Copying EXCel TaBIES 10 WOIT. .......ceiiiiiiieeie ittt e e ettt e e e e e e et e e e e e e e e e ennbeneeeeaeeaans 35
Copying Excel Tables to Word Fully FOrMAEd ............oviiiiiiiiiiiiiie et 35
Copying Excel Tables to Word UnfOrmatted.............cooiiuiiiiiiie i seee e s ae e e e e s sannnn e e e e e 35
Copying Table Data from the Cliphoard t0 WOrd............cooiiiiiiiiii e 35
LT 0T €] TS A 10T PSR S 37
L0701 o)V Lo Tr= NS U] 01T =Y A0 I - | - P PPPPPPNS 37
IVIUIEIDIY DY ettt ettt e e e st e e e st bt e e e sabb e e e e aabb e e e e abbeeeeabbeeeeanes 37
(DAY To L= o) PO PP PP TOPPPPPPPPRPN 38
TRE COlOUI PAIETEE ...t e s e e s et e e et e e e e e e e nre e e e nnns 38
INSEITING 8 FOOINOTE ...ttt e st e s a bt e e e e it et e e e e s bb e e e e anbb e e e e anbe e e e s anbeeeeennns 39
FOMALIING TADIES ...ttt e ettt e e e s bt e e e st et e e e st be e e e abbe e e e abbeeeesbbeeeeanes 39
L0 oL To 1Y (=1 ] o SRS 40
YY1 o] T oo T =] =g o <SPS TPSTPPRSRR 41
Navigating Create™ 8.0 Net Help fOr EXCEI ...ccooiiiiiiiiii ettt e 42

THE CONENES PANE ...ttt s et e s et e e et e e e e e e e nnnes 42

THE INAEX PANE ...ttt e e e e ettt e e e e e s ettt e e e e eeaeannteaaeeeaeeseeannseeeneeaeeenannnes 43

QI LIRS TS T ol I == = PSP 43
Create™ 8.0 DOCUMENTALION ...t eee ettt ettt e e ettt e e e e e e bbbt e e e e e e e s anbb b e e e e e e e e e e annbbnneeeeeeaans 45
Instruction Manuals, QRGS ANd FAQS .. ..uuuiiiiieeiieiiiiiie et e e ee e e e e s e st e e ee e e e s asentaeeeeaeeessaasnseeeeeeaeesaannnes 45
Sample EXCEl DAta fOr CRAS. ... ....oiiiiiieieiiiiie ettt b bt e ettt e e s bbb e e e s saba e e e s aaneeee s 45
ADOUL PreSentation SOIULIONS. .......oi ittt ettt e e e e e et e e e e e e e e e ettt e e e e e e e e e e nnnbbeeeeas 46

LICdlC

Presentation Soluto



1. Welcome to Create™ 8.0 for Excel

Our easy-to-use customised software simplifies the document creation process for all users by automating
tasks that would normally require higher levels of skill, while ensuring consistency in all presentations and
printed matter.

The Excel software assists with creating, formatting and sizing Excel charts, transferring Excel table data and
charts to your Word or PowerPoint presentation and formatting Excel worksheets. By using the software, charts
and tables can be linked back to source data worksheets in Excel, and you will be able to view, update and
refresh linked tables and charts from your Word or PowerPoint presentation.

Version Number

On the Create™ 8.0 tab there is an About option which tells you which version of the software you have
installed on your PC. The software in Excel, PowerPoint and Word (if your version includes Word) will be
running the same version number.

Create
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CREATE™ 8.0 FOR EXCEL Navigating Create™ 8.0

2. Navigating Create™ 8.0

The Create™ 8.0 tab provides access to all available functions in Create™ 8.0 and should be visible in Excel,
alongside the standard Excel tabs.

In the Office 2010 or 2007 version, ribbons replace menus and toolbars, and our Create™ 8.0 tab is even
easier to use because all the features are in one place and grouped by common tasks.

The Create™ 8.0 Tab

The Create™ 8.0 tab is divided into six logical groups. Brief descriptions of the groups are given below.

2 % A.Bl ot B~ - =] - (IR M- M ~ @B P Chart Ladels  Gim]  k Remove Data Labels || @ B Helo —
) P e ¢ st ol ok | gub g [ il o » : \g*
-— »l xis Unregister
A Colour Insert  Format || PowerPoint Word For Fe Fo Pawer Word § Custom dd Da Abowt Presentation
7/ Dwide by ~ Palette Footnote = Tadle - - Excel = PowerPoirt = Word ~ hart / P A Labels Creste Solutions

orksheet

The Format Worksheet Group

The Format Worksheet group contains options to format data in your worksheet

I co 1

py Subset of Data P,

T H- W- = " =] " ] - (=l " W I. % Remove Data Labels (@ & Heip ‘ :
W Mrdtiol by © h S AB 4 t t i 5 b b o e . Unregister r
Y Colour Inset  Format | PowerPoint Word Fou Fe Fe PowerPoint Word | Custom About Presentation
/ Dwide by - Palette Footnote - Tadle . - Excel = PowerPoint - Word ~ - Creste Solutions
format Worksheet Formet Chart send Chart To

Copy Subset of Data

Copies a selection of data from Excel that can be pasted into a table in Word or PowerPoint

Multiply By
Multiplies values in the selected cells by 10, 100 or 1,000

Divide By
Divides values in the selected cells by 10, 100 or 1,000

Colour Palette

Displays the colour palette which can be used for recolouring worksheets or charts

Insert Footnote

Adds a superscript number (1, 2 or 3) to text in a cell (footnotes) and also to the corresponding chart if there is
one

Format Table

Formats whole tables, rows and columns or cells within tables in your worksheet

The Send Table To Group

The Send Table To group enables you to export data from Excel to Word or PowerPoint, chose the output
format (e.qg. fully formatted or unformatted) and have the table data linking back to the Excel source data

oy Average

1", CopySubset of Data 2%, T =] - W~ | B - =] - W] - = 1IN I l B Pie Chart Ladels ] ok Remove Data Labels (@ & Heip — N
e v AB P e N ot I h L,_J-- \g*
W Mustiply by * D | em Qum|geh gk gk gk gk I W 0 ot

Al Colour Inseit  Format | PowerPoint Word For Fe Fo PowerP Vord D tad
/ Duwide by ~ Palette Footnote = Tadle . - Excel = PowerPoint ~ Word ~

_ =
About Prese
Creste Solutions

+] Custom
Chart § #ois Splitter

Foemst Chart $end Chart
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PowerPoint

Exports a range of Excel data as a table into a placeholder in PowerPoint, formatting and linking the table back
to the Excel source

Word

Exports a range of Excel data as a table into an exhibit in Word, formatting and linking the table back to the
Excel source

The Format Chart Group

The Format Chart group enables you to format charts in your company’s style for Word, Excel or PowerPoint

For Excel

Formats a selected chart on your worksheet to your company’s house style for Excel

For PowerPoint

Formats a selected chart on your worksheet to your company’s house style for a PowerPoint presentation

For Word

Formats a selected chart on your worksheet to your company’s house style for a Word document

The Send Chart To Group

The Send Chart To group enables you to export a chart from Excel into Word or PowerPoint, with different
formatting options (e.g. fully formatted or resized only) and linking back to the Excel data source.

I~ CopySubset of Data 3P, 1 - =) ] - ;111

Viayry- ¥ AR S| em ¢m | g
o Colour Insent Format PowerPg wWor ¢

/ Duwide by ~ Palette Footnote = Table . - Excel = Pov

B e Chart Ladels = oKk Remove Data Labels (R & neio
h Axi » « Unregister
About Pre

ul
v

o Average

s | Custom Add Do
Chart ¥ Hois Splittes Label

PowerPoint

Exports a selected Excel chart into a placeholder in PowerPoint, formatting, resizing and linking the chart back
to the Excel data source

Word

Exports a selected Excel chart into an exhibit in Word, formatting, resizing and linking the chart back to the
Excel data source

The Charting Tools Group

The Charting Tools group gives the user various tools to assist with chart creation and formatting, including a
selection of custom chart types

™ Copy Subset of Data  S%, I - ) e Chart 3§, Help =
Lomwemume fs a2 B Tn Ta| T  z W T
i Colour Inset  Format  PowerPoint Word For Custon About P
/ Dwide by ~ Palette Footnote - Tadle . - Excel = Pov hart s Splitter Creste
Custom Chart
Assists the user in quickly creating complex, non-standard charts in their company’s style
LICdlC
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Pie Chart Labels

Adds labels to a pie chart as unattached text boxes that can be fully edited

Average

Calculates and inserts an average line or area onto a chart

Axis Splitter

Inserts a graphic to display a broken axis on a chart

Add Data Labels

Adds Excel data labels to a selected series on a chart

Remove Data Labels

Removes Excel data labels from a selected chart

Switch Axis

Swaps the primary and secondary axes of a chart that has two Y-axes

Set Axis Labels

Allows the user to change the number of categories on the X-axis

The Create™ Group

The Create™ group gives access to the built-in help menu, the software version number and the user’s global
settings.

About Create™

Lists the version of the software you have installed on your PC. The software in Excel, PowerPoint and Word (if
your version includes Word) will be running the same version number

Help

A built in help menu with information and guidance on how to use Create™ 8.0

Unregister

Allows the user to unregister Create™ 8.0

Switch Brand

Allows the user to switch brands (available only for clients with multiple brand version of the Create™ 8.0
software)

CICdlc
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3. Shortcut Keys

In all versions of Create™ 8.0 , we employ native menu keyboard shortcuts. When you select ALT on your
keyboard, letters in the tab names indicate the keyboard access to that tab’s functions.

For example, ALT+C opens the Create™ 8.0 tab. Letters in command names then show the keyboard access
to that command. To access a feature in the Create™ 8.0 tab, you would select Alt+C and the indicated letter.
For example, to insert a Custom Chart you would select ALT+CC. See below for a full list of shortcut keys.

*/" Divide by + > ’ 1 v.:" 5 ' Povieadpint ittt Rty % ‘~ isariord
ALTC+ Y2 Copy Subset of Data
Multiply by
\% Divide by
FP  Colour Palette
Insert Footnote
M Format Table
TP  Send Table to PowerPoint
TW  Send Table to Word
B Format Chart for Excel
S Format Chart for PowerPoint
D Format Chart for Word
P Send Chart to PowerPoint
w Send Chart to Word
Y3  Custom Chart
Pie Chart Labels
G Average
I Axis Splitter
A Add Data Labels
R Remove Data Labels
X Switch Axis
L Set Axis Labels
) About Create™
Help
60  Unregister
Y4  Presentation Solutions
7 \GICalC
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CREATE™ 8.0 FOR EXCEL Creating a Standard Chart

4. Creating a Standard Chart

To create standard charts, use the Excel Chart wizard.
1. On the worksheet select the data to be plotted

2. Click on the native Excel Insert tab

12 j el B8 @ 2 & il e = &y ‘J W2 e = gﬂ Ad| & :q::mne T Q

PivotTable Table Pcture Clp  Shapes Smartist Screenshot] Column  Line Pie Sar Area Scatter Other Une Column Winloss Sheer Myperink Tent Header A ELquation Symbol
. At v . . . . . . *  Chas~ Bor & Footer "8l Object .

Table Miustration Charts P Sparkiine Filter Links Text

3. From the Charts selection, select the required chart type and then the sub-type. A chart will be inserted on
the worksheet — this is a standard Excel chart and can now be formatted to the correct corporate style

4. To format your chart, go to the Format Chart group on the Create™ 8.0 tab and select For Excel, For
Word or For PowerPoint

I", CopySubset of Data  Ps, - 1= B [j}i - ;;l - E - = - . - @l Pie Chart Ladels 5] ok Remove Data Labels @ I Helo --

e ! AB ¢ t h ik ok | b gk ik x3) » g

¥ Muttiply by * - ' . . v e Avernge A2 Sweiteh Axis « Uniregister

Py Colour Inset Format  PowerPoint Word For For Fere PowerPoint Word Custom Add Data About Presentation

/" Dwide by ~ Palette Footnote = Table - * Excel = PowerPoint = Word ~ - - Chart § Aoss Splitter Labels W Set Az Labelz Creste Solutions
form X Send Table To Format Chart Send Chart To Charting Tool Create

¥ Create
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CREATE™ 8.0 FOR EXCEL Creating a Custom Chart

5. Creating a Custom Chart

There are some chart types that are not available in the native Excel Chart wizard, or that are very complicated
and time consuming to create natively. To help produce these charts quickly and easily in your company’s
style, there is a Custom Chart function on the Create™ 8.0 tab.

I", Copy Subset of Data ;’-, ) b] - E - =] - - = - B . - Ml Pie Chart Ladels 7] ok Remove Data Labels (@ & Heio =

"y Iy AB O §m @ sk b gk quh gk | il [ @ % » g~

* Multiply by * -— . . . . e Average A2 Switch Axis « Unregister

we Colour Inset  Format  PowerPoint Word For For For PowerPaint Word | Custom Ada Data About Presentation

7" Dwide ty ~ Polette Foctnote = Table - = Exeel~ PowerPoint = Word~ - . Chart | o Splitter Labets M Set Axis Labels Create Solutions
Lreate

format Workiheet Send Table To Format Chart Send Chart To Charting Tools

Bubble Charts
The Custom Chart wizard creates and formats a bubble chart. To add a second series see step 8.

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart — send them Resized Only or As Is

To create a Bubble Chart:

1. Select the bubble data range (Labels, X data, Y data and Z data), including titles
2. Click on the Custom Chart button in Charting Tools on the Create™ 8.0 tab

3. Inthe Chart Type list, select Bubble Chart

Chart Wizard %
Bubble
Line / Column Charl 5.0x
Tmeine
Bar Ganlt = 40 - Deudsche Coutts
Waterfall Chait g 300 Bank _
¥ Seattes = .5 @ Cilibank
P  Widune Chiat = 4
Cobumn Chail On 2 duis E m o JFMargan Bartlays
Sracked / Duster Chant 5 . Dansks
0.0x Carmnepie
Natwast '. Bank
.00
O e e A Afe S0
Chan Theme Favenue
| Partbock ﬂ
# Main Banks @ Cther
@ Create i
4. Click Next
Chart Wizard | 5%
Bubble Chart
Senies 1:
Label Flange Bubble1EAL2 $045 )
* Rarge Bubble5E52 $E45 A
f Rarge Bubbi 1§82 1015 A
Size Frarge Bubhi 1§05 3045 J
Senes Hame D
Aidd Anothes Series
‘@ Greate Comee ] [comn ) oo

¥ Create
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5. A dialogue will appear with all but one range selected. Go to the Series Name field and click on the button
at the end to collapse the dialog

6. Select the cell containing your series name (you can also type this into the field manually if you prefer)

7. Click OK

8. To add a second series of data select Add Another Series

9. Click on the button at the end of the Label Range field. This will collapse the dialog

10. Select the labels from your worksheet. The cell references for this range will appear in the label field

11. Click OK

12. Repeat steps 9 — 11 for the X Range, the Y Range, the Size Range and the Series Name

13. Click Finish - the formatted chart will appear on the worksheet

14. Save the workbook

15. If copying to Word or PowerPoint, ensure you are clicked into a placeholder

16. In Excel from the Send Chart To group, select PowerPoint or Word and choose Resized only from the
submenu. The chart will be inserted into the placeholder in your presentation in Word or PowerPoint

Note:

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart — send them Resized Only or As Is

Line / Column Charts

The Custom Chart wizard creates and formats this chart.

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart.

To create a Line / Column Chart:

1. Click on the Custom Chart button
2. Inthe Chart Type list, select Line / Column
Chart Wizard | 5%
Bubble
Line / Calumn Chan a0 0
Timeine -
Bar Gantt T 5
Wwhaterfall Chait 'g’ B0 .4 )
£y Soather £ &0 il ?'..:"
Pric # Vol Chat c o
Cobsmn Chail Oin 2 Asis % 40 15 ,:%
Slacked ¢ Lluster Lhail =] L=
E 1=
Ll .
P D -
i 0o
Chiarl Theme 2001 2008 2003 2004 2005E
Piribock |
L Mardic Feg on —=— Combined Revenue

——

\§* Create
3. Click Next
Create
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Chart Wizard %]

Stacked Column & Line

Label Flange Line Colmnt$4$1 455 A
Frimaey Flot Tyupe Stacked Cobme W
Primaep Rlarge Line Column 38418046 l=
Primap A Tile st
Sesordaty Fangs Line Colmn'$081-$D4E L]
Seconday Auis Tile Fruk
[+] Cobumra inchade seies names
1 3 =
* Lreate [ cencel | [ <Back Firesh

4. Click on the button next to the Label Range field. This will collapse the dialog and take you to your
worksheet. Select the labels from your worksheet. You can select the empty cell above the labels if you
wish. The cell references for this range will appear in the Label Range field.

5. Click OK

6. From the Primary Plot Type choose a subtype from the drop down list

7. Click on the button next to the Primary Range field. This will collapse the dialog

8. Select the data range that is to go on the primary Y-axis. The cell references for this data series will appear
in the Primary Range field. Click OK.

9. Click into the Primary Axis Title field and type in a title

10. Click on the button next to the Secondary Range field. This will collapse the dialog

11. Select the data range that is to go on the secondary Y-axis. The cell references for this data series will
appear in the Secondary Range field. Click OK.

12. Click into the Secondary Axis Title field and type in a title

13. Check the option Columns include series names, if required

14. Click Finish. The formatted chart will appear on the worksheet

15. Save the workbook

16. If copying to Word or PowerPoint, ensure you are clicked into a placeholder

17. In Excel from the Send Chart To group, select PowerPoint or Word and choose Resized only from the
submenu. The chart will be inserted into the placeholder in your presentation in Word or PowerPoint

Note:

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart.

Timeline Charts

The Custom Chart wizard creates and formats this chart.

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart

To create a Timeline Chart

1.
2.
3.

Select the Timeline chart data
Click on the Custom Chart button

In the Chart Type list, select Timeline

WICdAlLC
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CREATE™ 8.0 FOR EXCEL

| Chart Wizard % |

Bubble
Line / Cabunn Chait Kick-off

Bar Gantt

Waterfall Chant Round table

Spf‘r' Ec.-'a:.-'w st
e iolimg J

Cobamn Chail O 2 s Craf proposal

Saacked / Oluster Chat

|rT||]|E'mEﬂr-atl on

Fresantabons

Cha Theme T * 4 B & 10 12 14 16 18
- v
Wiaaks
P Create =
4, Click Next
 Chart Wizard %
Timetoble / Timefne Chest
Label Range T el 15481 $A87 )
Shartive) Flange Timelne 15851 $547 A
Dhuarshon Fange Timelre 18081 $047 D
[#] Cobanre ireclusde senies names
‘\rLrEC_i"':E- [ Cancel ] | < Back

Check the option Columns include series names
Click Finish. The formatted chart will appear on the worksheet

Save the workbook

© © N o O

If copying to Word or PowerPoint, ensure you are clicked into a placeholder

Creating a Custom Chart

In Excel from the Send Chart To group, select PowerPoint or Word and choose Resized only from the

submenu. The chart will be inserted into the placeholder in your presentation in Word or PowerPoint

Bar Gantt Charts

The Custom Chart wizard creates and formats this chart.

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden

values required to create your chart

To create a Bar Gantt Chart

1. Select the Bar Gantt data range — do NOT include header rows
2. Click on the Custom Chart button

3. Inthe Chart Type list, select Bar Gantt

Llredlc
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CREATE™ 8.0 FOR EXCEL Creating a Custom Chart

| Chart Wizard % |

Bubble
%r:eiﬁumn Cha citi | 2,200 || <500
m.mmu chewews | 2,100 [N 500

ﬁr‘ Ec-"a:-"rgune Chart
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Saacked / Oluster Chat
ARG 3700 N ¢ 500
camegie | 2,000 |G ;.70

Chad Theme 0 2000 4000 6,000 000 10,000
Pertboock. w
- Waluztion Range cEMi)
Lreate

4. Click Next. A dialogue will appear with the fields populated

| Chant Wizard %]
B Gontt Chant
Latows FlLare B Gard) SAS2 SA34 -
Low Rarge ow Gt $052 3834 "
Vakm Rarge B ot 012 401 "
e Rerge B Gt $042 $034 n
L . — | .
\'.n ueqw i | Bach | ¥ ewih l
5. Click Finish. The formatted chart will appear on the worksheet
6. Save the workbook
7. If copying to Word or PowerPoint, ensure that you are clicked into a placeholder
8. In Excel from the Send Chart To group, select PowerPoint or Word and choose Resized only from the

submenu. The chart will be inserted into the placeholder in your presentation in Word or PowerPoint
Note:

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart.

Waterfall Charts

To create your chart, ensure your chart data contains a low range and a value range. The Custom Chart
wizard creates and formats this chart.

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart.

To create a Waterfall Chart
1. Click on the Custom Chart button
2. Inthe Chart Type list, select Waterfall Chart

CrCdlc
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Chart Wizard %]

Bubble
L=  Calumn Chail

Timeine

Bar Gantt m
\waterfall Chat m

' Boates

Praica o Vidume Chiat m

Cobame Chail Oin 2 bz
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3. Click Next

4. Click on the button next to the Label Range field. This will collapse the dialog and take you to the
worksheet. Select the labels from your worksheet. Only include the labels, do not select empty cells above
the labels. The cell references for this range will appear in the Label Range field.

5. Click OK

6. Repeat 4 and 5 for the Low Range and Value Range fields. Do NOT include header rows in the selections

| Chart Wizard B
Waterlall Chart
Label Aange ke sl 442 $ALE D
LowRange Watfal1$542 $B45 L
Value Rangs Waterfal 32 5055 J
@ Greate s ] (B [

7. Click Finish

8. Depending on the text in the labels, you may need to reduce the font size for all of the text to display.
Double-click on the x-axis. From the Format Axis dialog click on the Font tab and change the size until all
your data is displayed.

9. Click OK. The formatted chart will appear on the worksheet

10. You may wish to draw dotted lines for the leader lines manually on the chart

11. Save the workbook

12. If copying to Word or PowerPoint, ensure that you are clicked into a placeholder

13. In Excel from the Send Chart To group, select PowerPoint or Word and choose Resized only from the
submenu. The chart will be inserted into the placeholder in your presentation in Word or PowerPoint

Note:

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart.

CICdlc
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XY Scatter Charts

The Custom Chart wizard creates and formats this chart.

Creating a Custom Chart

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart

To create an XY Scatter Chart

1. Select the first series of chart data — do NOT include header rows OR header columns. A second series
can be added at a later stage

2. Click on the Custom Chart button

3. Inthe Chart Type list, select XY Scatter Chart
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4. Click Next — the data ranges will automatically be completed

| Chart Wizard
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To add another series select Add Another Series

6. Click on the button next to the X Range field. This will collapse the dialog and take you to the worksheet.
Select the labels from your worksheet. The cell references for this range will appear in the X Range field

7. Click OK

8. Repeat the above two steps for the Y Range field

9. Check the option Columns include series names

10. Click Finish. The formatted chart will appear on the worksheet

13
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To add data labels, click on the chart and then

11. Click on the Add Data Labels button

12. Click in the Series field and choose the relevant series

13. Click on the button next to the Label Range field. This will collapse the dialog.

14. Select the labels from your worksheet. The cell references for this range will appear in the Label Range
field.

15. Click OK

16. Repeat steps 9 to 13 if you wish to add data labels for any additional data ranges
17. Click OK. The formatted chart will appear on the worksheet

18. Save the workbook

19. If copying to PowerPoint or Word ensure that you are clicked into a placeholder

20. In Excel from the Send Chart To group, select PowerPoint or Word and choose Resized only from the
submenu. The chart will be inserted into the placeholder in your presentation in Word or PowerPoint

Note:

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart.

Price / Volume Charts
The Custom Chart wizard creates and formats this chart.

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart.

To create a Price / Volume Chart

1. Select the data from the worksheet (do not include header rows)

2. Click on the Custom Chart button
3. Inthe Chart Type list, select Price / Volume Chart
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4. Click Next
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10.

The fields will already be populated in the next dialog

In the Number of labels field type in the number of labels you wish to display
Click Finish. The formatted chart will appear on the worksheet

Save the workbook

If copying to PowerPoint or Word ensure you are in a placeholder

Creating a Custom Chart

In Excel from the Send Chart To group, select PowerPoint or Word and choose Resized only from the
submenu. The chart will be inserted into the placeholder in your presentation in Word or PowerPoint.

Note:
Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden

values required to create your chart.

Column Charts on 2 Axes

The Custom Chart wizard creates and formats this chart.

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden

values required to create your chart.

To create a Column Chart on 2 Axes

1.
2.

Click on the Custom Chart button

In the Chart Type list, select Column Chart on 2 Axis
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3. Click Next

4. Click on the button next to the Label Range field. This will collapse the dialog and take you to your
worksheet. Select the labels from your worksheet. You can select the empty cell above the labels if you
wish. The cell references for this range will appear in the Label Range field. Click OK.

5. Click on the button next to the Primary Axis Range field. This will collapse the dialog.
Select the data from your worksheet. The cell references for this range will appear in the Primary Axis
Range field. Click OK.

6. Click into the Primary Axis Title field and type in a title
7. Repeat steps 5 and 6 for the Secondary Axis range and title

8. Check the option Columns include series names, if required

Chart Wizard EI
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9. Click Finish. The formatted chart will appear on the worksheet
10. Save the workbook
11. If copying to Word or PowerPoint, ensure you are in a placeholder

12. In Excel from the Send Chart To group, select PowerPoint or Word and choose Resized only from the
submenu. The chart will be inserted into the placeholder in your presentation in Word or PowerPoint.

Note:

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart.

Stacked / Cluster Charts

The Custom Chart wizard creates and formats this chart. The function will add data to and manipulate the
original chart data. Therefore, you should copy your chart data to a blank area of the worksheet and use this to
create the chart. This way your original data remains unaffected..

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart.

To create a Stacked Cluster Chart
1. Click on the Custom Chart button
2. Inthe Chart Type list, select Stacked / Cluster Chart

CICdAdlLC
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CREATE™ 8.0 FOR EXCEL Creating a Custom Chart

Chart Wizard %]
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3. Click Next

4. Click on the button next to the Label Range field. This will collapse the dialog and take you to your
worksheet. Select the label range from your worksheet. You must include the empty cell above the labels.
The cell references for this range will appear in the Label Range field. Click OK.

5. Repeat step 4 for the Stacked Range and Clustered Range fields, including header rows in the data
range

6. Check the option Columns include series names, if required
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7. Click Finish. The formatted chart will appear on the worksheet
8. Save the workbook
If copying to PowerPoint or Word, ensure you are clicked into a placeholder

10. In Excel from the Send Chart To group, select PowerPoint or Word and choose Resized only from the
submenu. The chart will be inserted into the placeholder in your presentation.

Note:

When using this function to create Stacked Cluster charts, your data is rearranged on the worksheet. Do not
delete or rearrange the data, as this is necessary to ensure the chart is generated correctly.

The X-axis may require manual labels (text boxes) to display all the relevant information.

Do not run the Send Chart To — Fully Formatted command after creating this chart as this may expose hidden
values required to create your chart.

Create
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CREATE™ 8.0 FOR EXCEL Formatting Charts for Excel

6. Formatting Charts for Excel

This function formats a chart in your spreadsheet, without sending it to, or sizing it for insertion into a
placeholder in PowerPoint or Word. This function might be used when there is no destination presentation /
document or if the chart is to remain in Excel.

1. Create the chart using the native Excel Chart wizard
2. Select the chart

3. Click on For Excel in the Format Chart group

I CopySubset of Dats 320, 1 S ] - e S & : = - @B Pie Chart Labels 9] ik Remave Dats Labels p=

i v AB O @M @ [guh| uh ek quh il L,j s
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/" Divide by * Palette Faotnote * Table v - Excel * | PowerPoint » Word * . Chart & Asis Spiitter Labels T set Awis Labels X Solutions
Format Worksheet Send Table To Printbook Send Chart To Charting Tool

Screenshow

Reverse

The selected chart will be formatted in your corporate style.

Creatle
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7. Formatting Charts for PowerPoint

This function formats a chart in your spreadsheet, without sending it to, or sizing it for insertion into a
placeholder in PowerPoint. This function might be used when there is no destination presentation in
PowerPoint or you wish to view how a chart would look before sending it to your PowerPoint presentation.

1. Create the chart using the native Excel Chart wizard
2. Select the chart
3. Click For PowerPoint in the Format Chart group
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oul 3 1 Fo PowerPoint Word Fo For For e

Palette Footnote * Tabile . . Excel * PowerPoint * Word ~

Printbook

4. From the dropdown menu, select the document type you are using in PowerPoint (Note: Printbooks are for
printing and screenshows are for projection)

The selected chart will be formatted in your corporate style, ready for inserting into a PowerPoint presentation.

Create
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CREATE™ 8.0 FOR EXCEL Formatting Charts for Word

8. Formatting Charts for Word

This function formats a chart in your spreadsheet, without sending it to, or sizing it for insertion into a
placeholder in Word. This function might be used when there is no destination document in Word, or you wish
to view how a chart would look before sending it to your Word document.

1. Create the chart using the native Excel Chart wizard
2. Select the chart
3. Click For Word in the Format Chart group

[Q" - @ Ple Chart Labels Sl
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AR I AB 33 t ah

Colo 3 PowerPo ustom Add Dat
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4. From the dropdown menu, select the document type you are using in Word

The selected chart will be formatted in your corporate style, ready for inserting into a Word document.

Create
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9. Copying Charts to PowerPoint

This function copies a chart to a placeholder in your PowerPoint presentation. There are a number of options
to copy the chart, format it and link it back to the source data in Excel. Remember to save your worksheet in
Excel in order that the chart references link correctly.

1. Place your cursor in a placeholder in PowerPoint
2. Go to your Excel worksheet and select the chart to be copied to PowerPoint

3. Click PowerPoint in the Send Chart To group

4. Select, from the dropdown menu either Fully Formatted (and the document type you are using in
PowerPoint), Unformatted or As Picture

All three Send Chart To PowerPoint options paste the chart into PowerPoint and link it back to the source
data in Excel

Additionally:
Fully Formatted formats and resizes the chart to fit the placeholder in PowerPoint. This applies to all
charts created via the Native Chart Wizard

Unformatted resizes the chart to fit the placeholder only. This applies to all charts created via the Custom
Chart Wizard

As Picture pastes the selected chart as it is in Excel, including the size of the chart
5. Save the workbook

The macro will copy the chart and paste it into your placeholder in PowerPoint, with a link back to your source
data in Excel
Note:

If the chart was created using one of the Custom Chart options, do not run the To PowerPoint Chart — Fully
Formatted command after creating this chart as this may expose hidden values required to create your chart.

7 \ICAlC
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10. Making Changes to Charts in PowerPoint

As long as the chart in PowerPoint has been copied using the Send Chart To, PowerPoint function the chart
is linked to the Excel data. Therefore, if you change the data in Excel and then use the Update function in
PowerPoint the changes will be reflected in your chart in PowerPoint.

1. Make the changes on the Excel worksheet
2. Save the workbook

3. Go to your PowerPoint presentation and select Update, Charts & Tables from the Create™ 8.0 tab. The
macro will update the links from the Excel chart into PowerPoint.

Ribbon in PowerPoint
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11. Copying Charts to Word

This function copies a chart to a placeholder in your Word presentation. There are a number of options to copy
the chart, format it and link it back to the source data in Excel. Remember to save your worksheet in Excel in
order that the chart references link correctly.

1. Place your cursor in a placeholder in Word
2. Go to the Excel worksheet and select the chart to be copied to Word
3. Click Word in the Send Chart To group

B~ W %] ) i il
5 < h : - e

4. Select from the dropdown menu either Fully Formatted (and the document type you are using in Word),
Resized only or As is

All three Send Chart To Word options paste the chart into Word and link it back to the source data in Excel
Additionally:

Fully Formatted formats and resizes the chart to fit the placeholder in Word. This applies to all charts
created via the Native Chart Wizard

Resized Only resizes the chart to fit the placeholder only. This applies to all charts created via the Custom
Chart Wizard

As Is pastes the selected chart as it is in Excel, including the size of the chart
5. Save the workbook

The macro will copy the chart and paste it into your placeholder in Word, with a link back to your source data in
Excel

Note:

If the chart was created using one of the Custom Chart options, do not run the Send Chart To Word - Fully
Formatted command after creating this chart as this may expose hidden values required to create your chart.

7 \ICAlC
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12. Making Changes to Charts in Word

As long as the chart in Word has been copied using the Send Chart To, Word function the chart is linked to
the Excel data. Therefore, if you change the data in Excel and then use the Update function in Word the
changes will be reflected in your chart in Word.

1. Make the changes on the Excel worksheet
2. Save the workbook

3. Go to your Word document and select Update, Charts & Tables from the Create™ 8.0 tab. The macro
will update the links from the Excel chart into Word

Ribbon in Word
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13. Charting Tools

In addition to the Custom Chart function, there are a number of other functions available on the Create™ 2007
Charting Tools tab to customise charts further.

Adding Pie Chart Labels

This function adds pie labels to a pie chart as unattached text boxes. This is useful if you wish to customise the
labels in any way (e.g. add a currency symbol), to fix text wrapping, or if you have long labels that cannot be
resized in native Excel.

1. Create your pie chart using the native Excel Chart wizard. Delete the Excel generated pie labels
2. Click Pie Chart Labels in the Charting Tools group
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3. Click on the Label Range for the First Line field (the dialog will collapse)
4. Select the data for the first line of your data labels
5. Choose a Data Format for the label from the dropdown list (optional).
6. Repeat steps 3, 4 & 5 for the Label Ranges for the Second and Third Lines if required
7. Click OK when the dialog is completed
8. You may need to move and resize the labels if necessary. The labels are unattached text boxes which can

also be formatted e.g. changing text alignment, size and colour

9. To delete these labels, select the labels (individually) and press Delete

Adding an Average Line
This function enables the user to insert an average line on a chart.
1. Select the chart in Excel

2. Click Average in the Charting Tools group

I~ CopySubset of Data 3P, 1 i =) - B =] - [w)
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ok Colour Inseit Format | PowerPoint Word For Fo
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The Chart Average dialog will open

Create

25 Presentation “0luto



CREATE™ 8.0 FOR EXCEL

Chart Average &
Awetage Type Walie Feemal
() Line (%) Actual vake
) Araa () Pescentage af mamum
Sedect Seies
| (4 Series ]
Vaks 348 Range (1]

Charting Tools

Add Data Labal [7] Remove Previous Avesages [

Sefect Chat Theme

| — E|

W Create o | =

In Average Type field select Line

4. In Value Format field check Actual value or Percentage of maximum and the amount will be calculated
for you

5. Alternatively, you can enter an average value manually under Value
6. To display the average value label on the chart, select Add Data Label
7. Click OK

Adding an Average Area
This function enables the user to insert an average area on a chart.
1. Select the chart in Excel

2. Click Average in the Charting Tools group
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The Chart Average dialog will open
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In Average Type field select Area

4. In Value Format check Actual value or Percentage of maximum and the amount will be calculated for
you

5. Alternatively, you can enter the average value manually under Value
6. In Range type in the area range you wish to be displayed above and below the average value
7. Click OK

Adding an Axis Splitter
This function inserts a graphic to display a broken axis on a chart
1. Select the chart in Excel

2. Click Axis Splitter in the Charting Tools group
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3. Move the graphic to the correct location on the axis

Adding Data Labels to a Chart

This function inserts chart labels as standard Excel data labels. They are linked to the chart data but will have
to updated manually if the data changes. They cannot be resized but individually they can be moved. This
function is particularly useful with an XY scatter chart where you would not select the data labels for plotting but
add them after your chart is created.

1. Select the chart in Excel

Create
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2. Click Add Data Labels in the Charting Tools group
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Select the series to which the labels are to be applied from the Series dropdown menu

4. Select the Label Range button

A dialogue will appear. Click into the worksheet and select the cells containing the category labels you wish
to display
6. The selected range will populate the Range dialogue. Click OK

7. The selected series will now display the labels selected. You may need to click on For Printbook or For
Word in the Format Chart group to ensure the labels are in the correct house style.

Note:

The labels are native Excel data labels. You can sub-select one label and move it or edit the text. You cannot

resize the labels.

Removing Data Labels

This function deletes text boxes that have been created via the Add Data Labels function, which are not
normally part of the data used to create a chart. It will also remove all native Excel data labels from a selected

chart.
1. Select the chart in Excel

2. Click on Remove Data Labels in the Charting Tools group
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Switching the Axes
This function enables the user to swap the axes on a chart that has two Y-axes.
1. Select the chart in Excel

2. Click on Switch Axis in the Charting Tools group
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The axes will switch and the data series will follow
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Note:

It may be necessary to check formatting of the X & Y axis and scale settings after running this function. To
reformat the chart, select For Excel, For PowerPoint or For Word in the Format Chart group.

Setting the Axis Labels on a Chart

This function allows the user to include a specific beginning and end date for category X-axis labels. For
example, if your chart data shows a year of daily plot points (e.g. 365 labels) it can be customised to display 12
category X-axis labels including the start and end dates.

1. Select the chart in Excel
2. Click on Set Axis Labels in the Charting Tools group

I", Copy Subset of Data s,
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Sy Colour
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3. Type in the number of X axis labels to display (e.g. to display a label per month over one year, type in 12)

4. Click OK

Create
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14. Formatting Excel Tables

To apply formatting to your Excel table data, such as highlighting a row with fill colours or applying specific
styles to a row or column, use the Format Table option from the Format Worksheet group. This function is
similar to the formatting options in PowerPoint and Word (if your version of Create™ 8.0 includes this
application), but rather than selecting Format “Whole Table” “Selected Cells” or “Selected Rows”, the function
will simply format your selection. There is a selection of formatting options with previews available — extend the
window to improve the preview.

Formatting Tables

1. Select the whole table or the cells you wish to format. From the Create™ 8.0 tab select Format Table
from the Format Worksheet group
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The Select Table Format dialog will appear
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Numesic - aleenating shaded row

Numesic - altesnating shaded row - with totals

Numesic - no borders

Numesic - no borders - wath totals row

Numesic - sokd headng row >

Mosasin anldbasdom smie  seath bod ol

Set Font Size [V] Set Alignment

2. Select the type of formatting required from the tabs — i.e. Whole Table, Cell Formatting, Fill & Font
Colour, Fill Colour Only

3. Make your sub-selection of the style

4. As you click on each option, a preview will be displayed underneath. To improve the size of the preview
click on the right hand bottom corner of the window and pull to expand

5. To apply the default font size, check Set Font Size. If you wish to retain a particular font size that you have
applied previously, leave this unchecked

6. To apply default text alignment, check Set Alignment. If you wish to retain particular text alignment that
you have applied previously, leave this unchecked
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7. Click OK to apply the change and close the dialogue, or Apply to apply the change and leave the dialogue
box open to apply further changes (e.g. highlighting from the Fill and Font Colour tab). If you have
selected the Apply option when you have completed your formatting, click Cancel to close the dialogue

Note:
Bulleted text is not an option, as bullets cannot be formatted in Excel

Removing Table Formatting

Select the row / cells from which you wish to remove shading or other formatting

=

2. From the Create™ 8.0 tab select Format Table from the Format Worksheet group
3. Select the first format from the list (this will be your default table format)
4. Click OK

. W Create



15. Copying Excel Tables to PowerPoint

Copying Excel Tables to PowerPoint Fully Formatted

This function copies a range of data from an Excel worksheet and pastes it into PowerPoint as a formatted
table. Once in PowerPoint, the Excel data source details can be viewed and the data can be updated or the
table style can be changed.

1. In PowerPoint, position your cursor in a placeholder
2. In Excel, select the cells containing the data

3. Select PowerPoint, Fully Formatted from the Send Table To group

Copy Subset of Dats g2Pe,
Pale

" 1 £ | ) iﬂl
Y eI |
Insent Format  PowerPoint W For

tte Footnote = Table . E -

Muttiply by ~

\: * ™=

»
Divide by *

The data will be pasted as a formatted table within the placeholder in PowerPoint with a traceable, updateable
link to the source data in Excel

Note:

If the data changes in Excel, you can update the linked data via the Update, Charts & Table button on the
Create™ 8.0 tab in your PowerPoint presentation

Copying Excel Tables to PowerPoint Unformatted

This function copies a range of data from an Excel worksheet and pastes it into PowerPoint as it is with no new
formatting applied. Once in PowerPoint, the Excel data source details can be viewed and the data can be
updated.

1. In PowerPoint, position your cursor in a placeholder
2. In Excel, select the cells containing the data

3. Select PowerPoint, Unformatted from the Send Table To group

Copy Subset of Dats  g2be,
Sultiply by + -
Pale

\: * ™=

1 : " S ! W @D Ple Chart Labets  GFRR1 2 Remove Data Labels [\ & Heip -

AB I =l £ Switch Ax W 0 Gneegster w

Insert For owerPoint Word | Custom Add D About ertatior
- s . - IO asspitter e I Set Axis Label Fbers 7S

A
Dmde by * tte Footnote = Table

The data will be pasted as an unformatted native PPT table within the placeholder in PowerPoint with a
traceable, updateable link to the source data in Excel (note: the table will apply native settings for borders and
table text)

Note:

If the data changes in Excel, you can update the linked data via the Update, Charts & Table button on the
Create™ 8.0 tab in your PowerPoint presentation

Copying Excel Tables to PowerPoint as Pictures

You can create a table from a selected range in Excel and send to PowerPoint as a linked picture. When the
data is updated, the picture will be replaced and display the updated numbers, automatically. The function will
proportionally size the table to fit the selected placeholder, once the table is in your document, you can click on
the corner handles and resize.

1. Place your cursor in a placeholder in PowerPoint and go to Excel
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PowerPoint tables

In Excel, select the cells containing your data

Copying Excel Tables to PowerPoint

Remember to use the Format Table function to format your Excel table first so that it will match your

Select PowerPoint, As Picture from the Send Table To group

I~ Copy Subset of Dats r‘}'. AR 8 B ™ =] T ;
LI . % t Suh  with  euh
#* Mulbiply by ~ - . . .
~'h Insert  Format  [PowerPoint Word For For For
7/ Dmdeby * Footnote = Table . . Excel = PowerPol Nord ~

pikshast Fulty Formatted

Untormatted (Office style

Your data will be pasted into a formatted table in the placeholder with an updateable

change.

Hiding Excel Error Indicators

B- M ul D Pie Chart Label: ) K Remove Data Labels (@ & tep -
ik 1k 1 " "
¢ " . o Average A2 Switeh Ay u Unteguter
PowerPoint Word  Custom Add Data About Prasentation
- . Chart # Axis Splitter Create 2010 Soiutions

tabels T Set Axis Labels

Charting To Craats 201

link should the data

If your table contains error indicators, you may want to turn these off so they are not visible in your table picture

1. From the Office button, select Excel Options,

Formulas

.t':n:lll]p‘t'bru

=]

Cuitemice Ribbon

Qi Azt Toolie W oiking wilk foimuolas

[ ELC1 rederence siyle

Eormula &utn Complete

[#] use ganbe names in Tormidas

[#] e GeifrectDats fundiand for ProstTabie oo srerices

CL LS g H

Tnmt Cenker

Ermor Chescking

I [T Enakée pattground emes cheding |

Indicabe grrees using this color: |28 =

Ermor chaddng rules

Zefls containing formulas that result imoan ermar

[#] Insempiterd calculated sstamn Termula in tables

[#] ©eils contamng pears represented a3 2 digity

Mumbers formatted a5 test or preceded by am aposbophe
[#] Farmulas ipcordistent waith atner fomulas in the region

General M .
'—fi- Change options related to formula cabculation, performance, and error handling

Foamidas
Proafing Cabeiilalion opboad
Sawe Workbook Celculation ] Erabie iberative caiculstion

Fe
Lamguage ) gyain matic Magmurm Merations: 100 5

e [ Automalic sxoept for data takdes

) Flammure Changs: 2071

Asbvanded b pmnus

Reset Ignoded Emors I

Foemudas which gmit cels in & regiom
[#] unlogied cells containing larmula
[ Formidas referning to empsy cells
Data ertered in a tabide b5 ingalid

Com)

2. Uncheck the Enable background error checking box and click OK

3. The error indicators will now be hidden and you can recapture your picture as per the steps above (if you
have an image you want to replace in PPT, simply click on this and Excel will replace the image and link)

Copying Table Data from the Clipboard to PowerPoint

1. In PowerPoint place your cursor inside a placeholder

2.
3. Press CTRL+C to copy it to your clipboard

In Excel, select your data range
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4. In PowerPoint, select Table from the Insert group on the Create™ 8.0 tab. The dialogue that appears will
highlight From Clipboard and the cell range and worksheet name will appear

5. Click OK and the table data will be inserted, formatted and linked back to Excel source
Note:

If the data changes in Excel, you can update the linked data via the Update button on the Create™ 8.0 tab in
your PowerPoint presentation.
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16. Copying Excel Tables to Word

Copying Excel Tables to Word Fully Formatted

This function copies a range of data from an Excel worksheet and pastes it into Word as a formatted table.
Once in Word, the Excel data source details can be viewed and the data can be updated or the table style can
be changed.

1. InWord, position your cursor in an exhibit placeholder
2. In Excel, select the cells containing the data

3. Select Word, Fully Formatted from the Send Table To group

I CopySubset of Data  JPe, :\B: <7 ]

* Multiply by * -

' slour  Insent mat
7" Dende by * Palette Footnote = Table

The data will be pasted as a formatted table within the placeholder in Word with a traceable, updateable link to
the source data in Excel.

Note:

If the data changes in Excel, you can update the linked data via the Update, Charts & Tables button on the
Create™ 8.0 tab in your Word presentation.

Copying Excel Tables to Word Unformatted

This function copies a range of data from an Excel worksheet and pastes it into Word as it is with no new
formatting applied. Once in Word, the Excel data source details can be viewed and the data can be updated.

1. InWord, position your cursor in an exhibit placeholder
2. In Excel, select the cells containing the data

3. Select Word, Unformatted from the Send Table To group

"?-m -

The data will be pasted as an unformatted native Word table within the placeholder in Word with a traceable,
updateable link to the source data in Excel (note: the table will apply native settings for borders and table text)

Note:

If the data changes in Excel, you can update the linked data via the Update, Charts & Tables button on the
Create™ 8.0 tab in your Word presentation.

Copying Table Data from the Clipboard to Word
1. InWord place your cursor inside an exhibit placeholder

In Excel, select your data range

Press CTRL+C to copy it to your clipboard

In Word, select Table from the Insert group on the Create™ 8.0 tab,

o > W DN

The dialogue that appears will highlight From Clipboard and the cell range and worksheet name will
appear

Create
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6. Click OK and the table data will be inserted, formatted and linked back to Excel source

Note:

If the data changes in Excel, you can update the linked data via the Update button on the Create™ 8.0 tab in
your Word document.
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17. Worksheet Tools

Copying a Subset of Data

This function allows the user to select part of the data in an Excel table and copy and paste it in an existing
table in PowerPoint.

1. In Excel select the cell/s of the table to be copied

2. Select Copy Subset of Data in the Format Worksheet group of the Create™ 8.0 tab

| ] ) B Pie Chart @g B =
t T v = S "' oy Average r « Unregist
Seabite LF \ P 'v‘-‘{ # aons Splitter ,.'r'.;! :

3. Go to PowerPoint and click into the first cell of the range you wish to replace

4. From the Create™ 8.0 tab select Format Table from the Format Worksheet group and choose Paste
Subset from the submenu

The selected cells will replace the cells in the existing table, retaining the formatting of the destination table.

Multiply by

This function multiplies a range of Excel data by 10, 100 or 1,000. There are two options; the first will remove
any formulae and simply gives the result: the second will retain the formulae.

To multiply by 10, 100 or 1,000 and remove the formulae
1. In Excel, select the range of data to be multiplied
2. Click Multiply by

I, Copy Subset of Data 2P, i 1 H- = =] <] 5] = ¥ - Jll &8 Fie Chat Labels -JE & Remove Data Labels ¢ i3 Help \I %
e 3 AB il —l =il il il
#* MuHiphy by = —_— ‘-‘1 t T T L3 L L & Average = Switch A r » Linregister r
“pbowr  insert  Format  PowerPoint Word Far Far For | PowerPoint Werd  Custom . hod Dats oy About Fresentatsan
10 alette Footnote= Table - - Exgel = PowerPoint = Wiord = . - Chat 5 A Splitter Labels St Acis Labek Create Solutions
100 t ; I — - - .
1000

J& 10 ° formulaj
J& 100 ¢ formula)
S 1000 * Hormulal

3. Select 10, 100 or 1,000

The macro will multiply the data values by your chosen number
To multiply by 10, 100 or 1,000 and retain the formulae

1. In Excel, select the range of data to be multiplied

2. Click Multiply by

I, Copy Subset of Data P, i ot =]~ =] -] =5 ] fiw] - al & Fie Chart Labels  anc| &) Remove Data Labels ¢ i Help ||| %
o] . AB il —iil, =il il il I.'_'.I
# Multiply by = - o t b P P [ bd v . bl AWETAQE e A r » Uneegister r
“olour  Inzet Format  PowerPoant Word Far Far For PowerPoind Word  Custom R Add Dats T About Presentatson
10 alette Footnote= Table - - Extel = PowerPoint = Wird - . - chart & s Splitter Labels St s Ll Create Soluficns
- : = = — z ;
1000

& 10 rormulal
5 100 ¢ formuly)
S 1000 * rormuta

3. Select 10%, 100* or 1,000* to retain any formula and multiply by the selected amount

The macro will multiply the data values by your chosen number
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Divide by

This function divides a range of Excel data by 10, 100 or 1,000. There are two options; the first will remove any
formulae and simply gives the result: the second will retain the formulae.

To divide by 10, 100 or 1,000 and remove the formulae
1. In Excel, select the range of data to be divided

2. Click Divide by and select 10, 100 or 1,000

I, CopySubset of Data s i Il = il = ] - & FieChartlabels  SFSE W Remove Data Labels (g [ Help 3
- AB == T L 3 e g -JII o Average IY—_-'J 2 Switen Axis » w Unaegister “r
oy Caolour Imsert Format PowerPoint ord ' PowerPoint  Ward Custom Add Data About Presentation
4 Diide by = Paleite Footnote - Tabie - - rd - - - Chat # Axit Spitter Labeis B Seb s Labels Creste Salutiang
10 J 1
100
L
ke
i
3. Select 10, 100 or 1,000
The macro will divide the data values by your chosen number
To divide by 10, 100 or 1,000 and retain the formulae
1. In Excel, select the range of data to be divided
2. Click Divide by
I, CopySubset of Dats 22 1 I = il =] =l ) = ] ~ e FeCharlabels  GFsEl O Remove Data Labeis (g [ Hep 3
& Muttiply by - - AB t t i gl ik el gk -'JII e IY—_-'J A, switen s L o Unsgistien | 2
oy Caolour Imsert Format PowerPoint Word Fo Fox For PowerPoint  Ward Custom Add Data About Presentation
#" Diide by = Palette Fosirote= Table . - Exeel = PowerPaint = Word = - . Chat # Axis Spites Labeis B Set duit Labels Creste Salutians
10 hst
100
1000
£ pomuls 10
f- .

3. Select 10*, 100* or 1,000* to retain any formula and divide by the selected amount

The macro will divide the data values by your chosen number

The Colour Palette

The corporate colour palette is available on the Create™ 8.0 tab. You can “drag off” a copy of the palette and
this will remain on top of your desktop until closed. You can use these to format your worksheet cells in Excel
and to recolour a selected series fill or line colour of a chart. If you hover your cursor over the colour, the name
of the colour will appear.

1. From the Create™ 8.0 tab, select Colour Palette. This is a pull-off menu i.e. you can click and drag the
palette anywhere on the screen

2. Select Standard to show the standard colour palette

& Fie Chart Labels  SR1 A Remove Data Labels - o Help

I CopySubsetof Data Ps o4 = [ ] "_‘:II = ; E‘ul. ':ll E‘.l il = B | .

"W Mkttt - hl K 5 itk L - LY i N hvesnge A2 Switch Auis  Unregister i

A e Weed Fes Far Far PowerPeant Ward | Custom . Add Data u . Abgut Preseriation

/" Divide by ~ Pl - Excel = PowesPoird = Word = - - Chat # dos Spittes Labets ek dxis Labels Creste 2010 Sodutiang
EERTEN

3. Select the cell(s) of the worksheet or the series or line of the chart that you wish to colour

4. Select the colour you wish to apply (i.e. the next colour in the hierarchy)
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Note:
To close the colour palette, click on the “X” box in the top right hand corner.

We do not recommend using the map palette to colour worksheet cells as most colours contain a border
specifically designed for map fills.

Remember to close the colour palette once you have applied your selection.
You cannot use the Excel colour palette in Word or PowerPoint or vice-versa.

You can recolour a whole series of a chart but not individual data points — these should be recoloured manually
using native Excel

Inserting a Footnote
This function allows the user to add a superscript note number to text or data on a worksheet.

1. In Excel, select the cell to which the footnote is to be added

2. In the Format Worksheet group on the Create™ 8.0 tab click Insert Footnote and the relevant number
(1,2 0r3)

I, CopySubset of Data P, t\Bl ) ] ) | o) : Bl I 153} ‘ il & Pz Chart Labels {3 Sk Remove Data Labet: (g [ Help \ -

g { : el wh . N

W Mustipy by - 3 em _U 3 ; T g AW e ] Lo B o eonii 5
S8 Colour | Inset |Format PowerPoint Word For For or | PowerPoint Word | Custom Add Dat About Fresentation
7/ Dwide by * Palette [Footnote = Table v v Excel * PowetPoint = Word * . . chant  F Auis Splitter fxiis Label Creste Solution

€4 1
2 2
3 3

The note number will be added next to the selected text

Note:

If you require a footnote of 4 and above, create as normal by typing and selecting the number and formatting
the font to superscript.

If the corresponding data appears in a chart, the superscript number will also appear in the chart labels.

Formatting Tables

See Formatting Excel Tables
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18. Unregistering

This option disables the software — it does not remove the software. Use this option if you no longer need the
license for the software (e.g. you are moving departments or leaving the company). Unregistering the software
returns the licence to the server.

1. From the Create™ 8.0 tab select Unregister

Fc Data 1 b = W~ B =~ ™ % Remove Data Labels @ ) Heip =

W Mt 5 AB 5] t t 4 b = = g » M"'
ol Colour Inseit Format = PowerPoint Word  For Fe Fo About Presentation
/ Dwide by ~ Palette Footnote = Tadle - - Excel = PowerPoint ~ Word ~ et Aws Labels Create Solutio

2. Tore-register, click on the Create™ 8.0 tab and select any item
Note:

This option may be deactivated in some builds at the request of your IT department — if this is the case and you
no longer wish to use Create™ 8.0 , please contact your local administrator.
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Switching Brands

19. Switching Brands

This option is only available for clients with a multiple brand version of the Create™ 8.0 software. If you are not
a multiple brand client the function will not show on the Create™ 8.0 ribbon. The function enables you to
switch between brands.

1. From Create™ group on the Create™ 8.0 tab select Switch Brand

L Gy - o
AB 35 t t
oL Colour Insert Format PowerPoint Word
/ Divide by * Palette Footnote » Table =

= ] - - @B Pe Cnart Labels G
e g .lll P l,:_:i,l

PowerPoit Word Custom Add Dat
3 Chart ¥ Auis Splitter Labels

2. Select from the dropdown menu the required brand

All new worksheets created from now on will be based on the selected brand. Existing worksheets will not be
affected.
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CREATE™ 8.0 FOR EXCEL Navigating Create™ 8.0 Net Help for Excel

20. Navigating Create™ 8.0 Net Help for Excel

An online help is available in each programme in Create™ 8.0 (i.e. Word, PowerPoint and Excel).

1. To access the Help menu, from the Create™ group, select Help

I", Copy Subset of Data f\" AB‘ w %: - ": ‘: ‘:
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e ‘i \ "
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(3Formating Charts for Excel Navigating Create™ 2010
[#)Formating Charts for PowerPont
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%sm C"‘"‘:‘;"‘“" » 03516110 US® DaCause all the faatures are in one place and grouped by COMMON tasks
akng Changes % Charts In Word

[AAchartng Toow Related topica

[VIFormating Excel Tobles Ny
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On the contents pane, main topic headings are listed on the left of the window. A tick next to a topic indicates
that further subtopics are available under the selected topic. A plus sign indicates that selecting the topic will
display the topic text and no further subtopics.

Under “related topics”, blue text indicates that the topic has not been accessed previously; purple indicates that
it has been accessed.
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CREATE™ 8.0 FOR EXCEL Navigating Create™ 8.0 Net Help for Excel

The Index Pane
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Create™ 2010 for Excel » Navigating Create ™ 2010

Solutions

Navigating Create™ 2010

The Create™ 2010 tab provides access 1o all available functions in Create™ 2010 and should be
wvisible in Excel, alongside the standard Excel tabs.

in the Office 2010 version, nbbons replace menus and toolbars, and our Create™ 2010 tab is even
Axs Spitter easier fo use because all the features are in one place and grouped by common tasks

Related topics
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Click on the Index pane to display to all the topics in the Help alphabetically or to search for a specific topic.
This will search the Index headings. To perform a specific word search, go to the Search pane.

The Search Pane

>
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Making Changes to Charts in PowerPoing
Copying Table Data from the Cipboard iq
Copying Table Data from the Cipboard 1o
Removing Tadle Formattng

MWaking Changes to Charts in Word
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Click on the Search pane and type in the word for which you wish to search. This function will look through all
the topics and their content for the searched word. All the topics in which the word appears will be listed in the
window on the left. As you select each topic, the content will be displayed on the right window with the

searched word highlighted.
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CREATE™ 8.0 FOR EXCEL Create™ 8.0 Documentation

21. Create™ 8.0 Documentation

Instruction Manuals, QRGs and FAQs

http://www.presentationsolutions.eu/downloads/support/Create_ 2010 Manuals, FAQs, ORGs.zip

Sample Excel Data for Charts

http://www.presentationsolutions.eu/Downloads/Support/Sample Excel Data.zip
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http://www.presentationsolutions.eu/Downloads/Support/Sample_Excel_Data.zip

22. About Presentation Solutions

Presentation Solutions offers a unique combination of skills and resources. Our consulting service combines
leading edge design, business intelligence and creativity delivered through our Microsoft accredited software.

Our creative and software designers are some of the best in the business. Our team provides solutions to your
communication needs that are more than the sum of our collective expertise.

The lessons that we have learned in major global organisations are available now to save you time and allow
you to profit from our know-how. With clients using our software in over 30 countries including the US, UK,
Europe, UAE and Asia, Presentation Solutions have become the customised document design and software
supplier of choice to professional services industries Worldwide. We are one of only a handful of Microsoft Gold
Certified Partners to have worked directly with Microsoft ADC software application development teams to
develop, test and accredit our software to Microsoft global standards.

For the latest product information, visit us at: www.presentationsolutions.eu
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