
'outer' (an outer being the unit of wholesale purchase). So cell 12 contains the formula
=E2lH2 ie. the wholesale price per outer divided by the number of items in an outer. J2
contains =I2+(12*f2) that is the unit wholesale price + VAT. Column K is the difference
between the selling price and the buying price, and column L is the ratio of profit over
the selling price expressed as a percentage, (This data was produced in 1997!).
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This spreadsheet has more than 800 rows,
so once data is accessed after the first 30
rows, the row headings are lost from view.
This is remedied by using the 'Window',
'Split' feature as shown {left),
This divides the screen into four panes,
each of which can display different parts of
the spreadsheet.
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62 Webster Yorkshire bitter
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The cursor, located
arrow, can be used
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to drag (click and hold LH
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mouse button) the
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headings are held in the top window. The data in the top pane moves {vertically)
independently from the data in the lower pane.
In this case, we do not want
the data in the upper pane to
move so we 'freeze' it using
the'Window','Freeze Pane's
feature. Now the top pane,
containing the headings is
fixed as shown below.
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Excel has a built in search facility, which is very useful if there is a large amount of data.
For example, if we needed to know the selling price of a bottle of Coca Cola, we could
use the search facility to find it. Click on 'Find & Select' on the'Home' ribbon. This brings
up a'Find and Replace'window. Typing'Coca Cola'into the'Find What'box and clicking
on 'Find Next' will locate the first record containing the word Coca Cola.
We can see, in the picture below, that Our Price for this product is f0.43. However, this
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product comes in different size bottles or cans, so we are only seeing one incidence of
the product. Clicking again on 'Find Next' will find the next incidence etc.

It would have been neater to have all the incidences of Coca Cola together. Fxcel
supplies us with the facility to sort the data. In this case, we will sort the data so that it
is in alphabetical order of product. The first step is to SELECT ALL THE DATA, all rows to
be sorted and ALL COLUMNS - this is essential as it is possible to reorder a column whilst
the other columns remain unsorted !

The quickest and easiest way to select all the data, is to go to the most left hand column
heading (A in this case), hold down the LH mouse button and wipe across to the most
right hand column heading (L in this case). This will select ALL the data on the sheet. All
the data becomes highlighted. Then, go up to the'Home' ribbon and click on 'Sort &
Filter'. The top most option * 'Sort A to Z'will suit us in this instance. Upon clicking on
that option all the data is sorted into alphabetical order of the first column.
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