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I .  PRELIMINARIES 

A. SPLIT TEXT 

File: https://www.alvinang.sg/s/Split-Text.xlsx  

1. SPLIT NAME 

 

 

https://www.alvinang.sg/s/Split-Text.xlsx
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2. SPLIT EMAIL 
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B. PROTECT EXCEL WORKBOOK 

1. PASSWORD PROTECT EXCEL WORKBOOK FROM OPENING 

 

 



11 | P A G E  

COPYRIGHTE D BY DR  ALVI N ANG 

WWW.ALVI NANG.S G 

 
 

 

 

 



12 | P A G E  

COPYRIGHTE D BY DR  ALVI N ANG 

WWW.ALVI NANG.S G 

 
 

2. READ ONLY WORKBOOK 
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3. PASSWORD PROTECT EXCEL WORKBOOK FROM CREATING NEW 

WORKSHEETS 
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4. PASSWORD PROTECT WORKSHEET FROM EDITING 
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II .  SORT 

File: https://www.alvinang.sg/s/data-set.xlsx  

A. SORT SINGLE COLUMN 

 

 

https://www.alvinang.sg/s/data-set.xlsx
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B. SORT MULTIPLE COLUMN 
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C. CUSTOM SORT 

File: https://www.alvinang.sg/s/custom-sort-order.xlsx  

 

 

https://www.alvinang.sg/s/custom-sort-order.xlsx
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D. SORT BY COLOUR 

File: https://www.alvinang.sg/s/sort-by-color.xlsx  

 

 

 

https://www.alvinang.sg/s/sort-by-color.xlsx
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III .  FILTER 

File: https://www.alvinang.sg/s/data-set.xlsx  

A. FILTER BY USA AND QUARTER 

 

https://www.alvinang.sg/s/data-set.xlsx
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B. REMOVE THE FILTER 
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C. FASTER WAY OF FILTERING 
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D. NUMBER FILTER 

File: https://www.alvinang.sg/s/number-text-filters.xlsx  

 

 

 

 

https://www.alvinang.sg/s/number-text-filters.xlsx


28 | P A G E  

COPYRIGHTE D BY DR  ALVI N ANG 

WWW.ALVI NANG.S G 

 
 

E. TEXT FILTER 

 

 

 



29 | P A G E  

COPYRIGHTE D BY DR  ALVI N ANG 

WWW.ALVI NANG.S G 

 
 

F. DATE FILTER 

File: https://www.alvinang.sg/s/date-filters.xlsx  

 

 

https://www.alvinang.sg/s/date-filters.xlsx
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G. ADVANCED FILTER 

File: https://www.alvinang.sg/s/advanced-filter.xlsx  

 

 

https://www.alvinang.sg/s/advanced-filter.xlsx
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1. OR CRITERIA 
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2. FORMULA AS CRITERIA 

 

Note: Always place a formula in a new column! 
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H. DATA FORM 

File:  https://www.alvinang.sg/s/data-form.xlsx  

 

 

https://www.alvinang.sg/s/data-form.xlsx
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I. REMOVING DUPLICATES 

File: https://www.alvinang.sg/s/remove-duplicates.xlsx  

 

 

1. DUPLICATES IN ALL COLUMNS 

 

https://www.alvinang.sg/s/remove-duplicates.xlsx
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2. DUPLICATES IN SELECTED COLUMNS 

Press Ctrl Z to undo previous Filter 

 

Do the above again 
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J. EXTRACTING UNIQUE ROWS 

File: https://www.alvinang.sg/s/remove-duplicates.xlsx  

 

 

https://www.alvinang.sg/s/remove-duplicates.xlsx
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K. OUTLINING DATA 

File: https://www.alvinang.sg/s/outlining-data.xlsx  

1. SUBTOTAL 

 

https://www.alvinang.sg/s/outlining-data.xlsx
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2. GROUP 
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3. REMOVE ALL FILTERS 
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IV.  TABLES 

File: https://www.alvinang.sg/s/tables.xlsx  

 

https://www.alvinang.sg/s/tables.xlsx
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A. SORT TABLE 
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B. FILTER TABLE 
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C. TOTAL ROW 
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D. STRUCTURED REFERENCES 
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=SUM(Table2[Sales]) 
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E. REMOVE ALL FILTERS 
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V.  CONDITIONAL FORMATTING 

File: https://www.alvinang.sg/s/conditional-formatting.xlsx  

A. HIGHLIGHT CELL RULES 

 

 

https://www.alvinang.sg/s/conditional-formatting.xlsx
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B. CLEAR RULES 
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C. TOP / BOTTOM 

File: https://www.alvinang.sg/s/conditional-formatting.xlsx  

 

 

 

https://www.alvinang.sg/s/conditional-formatting.xlsx
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D. WITH FORMULAS 

File: https://www.alvinang.sg/s/conditional-formatting.xlsx  

1. FORMULA 1 

 

 

https://www.alvinang.sg/s/conditional-formatting.xlsx
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2. FORMULA 2 

File: https://www.alvinang.sg/s/conditional-formatting.xlsx  

 

 

https://www.alvinang.sg/s/conditional-formatting.xlsx
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(not sure why its not showing all USA….) 

 

E. CLEAR CONDITIONAL FORMATTING 
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F. MANAGING RULES 

File: https://www.alvinang.sg/s/conditional-formatting.xlsx  

 

 

 

https://www.alvinang.sg/s/conditional-formatting.xlsx
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G. DATA BARS 

File: https://www.alvinang.sg/s/data-bars.xlsx  

 

 

 

https://www.alvinang.sg/s/data-bars.xlsx
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H. COLOR SCALES 

File: https://www.alvinang.sg/s/color-scales.xlsx  

 

 

 

https://www.alvinang.sg/s/color-scales.xlsx
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I. ICON SETS 

File: https://www.alvinang.sg/s/icon-sets.xlsx  

 

https://www.alvinang.sg/s/icon-sets.xlsx
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J. FIND DUPLICATES 

1. DUPLICATE VALUES 

File: https://www.alvinang.sg/s/find-duplicates.xlsx  

 

 

 

https://www.alvinang.sg/s/find-duplicates.xlsx
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2. TRIPLICATES 
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3. DUPLICATE ROWS 

 

 

=COUNTIFS(Animals,$A1,Continents,$B1,Countries,$C1)>1 



79 | P A G E  

COPYRIGHTE D BY DR  ALVI N ANG 

WWW.ALVI NANG.S G 

 
 

 

 



80 | P A G E  

COPYRIGHTE D BY DR  ALVI N ANG 

WWW.ALVI NANG.S G 

 
 

 

 



81 | P A G E  

COPYRIGHTE D BY DR  ALVI N ANG 

WWW.ALVI NANG.S G 

 
 

K. SHADE ALTERNATE ROWS 

File: https://www.alvinang.sg/s/shade-alternate-rows.xlsx  

 

 

=MOD(ROW(),2) 

https://www.alvinang.sg/s/shade-alternate-rows.xlsx
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L. HEAT MAP 

File: https://www.alvinang.sg/s/heat-map.xlsx  

 

 

https://www.alvinang.sg/s/heat-map.xlsx
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VI.   DATA VALIDATION 

Data Validation =  

• Prevent users from entering wrong values 

• Limit the inputs of users 

• Ensure that users ONLY enter certain values into a cell. 

 

A. SETTING A VALIDATION RULE 

https://www.alvinang.sg/s/data-validation.xlsx 

 

https://www.alvinang.sg/s/data-validation.xlsx
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B. HOW TO DELETE AWAY DATA VALIDATION 
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C. REJECTING INVALID DATES 

https://www.alvinang.sg/s/reject-invalid-dates.xlsx 

 

 

https://www.alvinang.sg/s/reject-invalid-dates.xlsx
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D. PREVENT USER FROM ENTERING SATURDAY OR SUNDAY 

 

CODE:  

=AND(WEEKDAY(A2)<>1,WEEKDAY(A2)<>7) 
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E. PREVENT EXCEED BUDGET LIMIT 

https://www.alvinang.sg/s/budget-limit.xlsx 

 

 

 

https://www.alvinang.sg/s/budget-limit.xlsx
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F. PREVENT DUPLICATE ENTRIES IN EXCEL 

https://www.alvinang.sg/s/prevent-duplicate-entries.xlsx 

 

https://www.alvinang.sg/s/prevent-duplicate-entries.xlsx
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G. PREVENT KEYING IN WRONG PRODUCT CODE FORMATS 

https://www.alvinang.sg/s/product-codes.xlsx 

 

CODE:  

=AND(LEFT(A3)="C",LEN(A3)=4,ISNUMBER(VALUE(RIGHT(A3,3)))) 

 

https://www.alvinang.sg/s/product-codes.xlsx
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CODE:  

=AND(LEFT(A3)="C",LEN(A3)=4,ISNUMBER(VALUE(RIGHT(A3,3)))) 

• this AND function has three arguments.  

• LEFT(A2)="C" forces the user to start with the letter C. 

•  LEN(A2)=4 forces the user to enter a string with a length of 4 characters.  

• ISNUMBER(VALUE(RIGHT(A2,3))) forces the user to end with 3 numbers.  

• RIGHT(A2,3) extracts the 3 rightmost characters from the text string.  

• The VALUE function converts this text string to a number.  

• ISNUMBER checks whether this value is a number.  

• The AND Function returns TRUE if all conditions are true.  

• Because we selected the range A2:A7 before we clicked on Data Validation, Excel 
automatically copies the formula to the other cells. 
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VII.  DATA VALIDATION: DROP DOWN LIST 

A. HOW TO CREATE A DROP DOWN LIST 
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B. HIDING THE DROP DOWN LIST 
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C. CREATING IMMEDIATE DROP DOWN LIST 
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D. ALLOWING OTHER ENTRIES 
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E. INSERTING AND DELETING NEW NAMES 
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You may repeat the steps above to Delete any names away from the Drop Down List. 

Just select DELETE and SHIFT CELLS UP. 
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F. DYNAMIC DROP DOWN LIST 
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=OFFSET(Sheet2!$A$1,0,0,COUNTA(Sheet2!$A:$A),1) 
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G. REMOVING DROP DOWN LIST 
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H. DEPENDENT DROP DOWN LIST 

https://www.alvinang.sg/s/dependent-drop-down-lists.xlsx 

 

 

https://www.alvinang.sg/s/dependent-drop-down-lists.xlsx
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VIII.  DATE 

A. KEY IN DATE 

 

 

B. KEY IN TIME 
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C. DISPLAY YEAR 

 

 

D. ADD DAYS TO DATE 
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E. ADD YEARS + MONTHS + DATE 

 

 

F. CURRENT DATE & TIME 
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G. CURRENT DATE 

 

 

H. GET THE HOUR / MINUTE / SECOND 
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I. DATEDIF 
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J. WEEKDAY 
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ABOUT DR ALVIN ANG 

 

Dr. Alvin Ang earned his Ph.D., Masters and Bachelor degrees from NTU, Singapore. He is a 

scientist, entrepreneur, as well as a personal/business advisor. More about him at www.AlvinAng.sg. 

 

 

http://www.alvinang.sg/

