O

REXcel 20165 Begint

and Intermediatesiyaining

. |
/‘ ’ I|"
g t "'I"
/ : X
. 8| (G |
(i ,—.-
' ! g
] ‘ 4 ‘. '.
ol :

| T
! j.:‘ :?‘

3 1
365 |I| Careers k

1

ol «

LN |

\mﬁ "L!: I:-tv-;"




365 ull Careers

Introduction to Excel’s Basic Features
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Name box
Formula bar

Working with spreadsheets

Operations with rows and columns
The Ribbon

Explore the Ribbon

Right-click on a cell

Format cells

Repeat the last action

Editing a cell’s content

Creating an Excel formula

Copying of cells
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Paste 34
Paste Special 35
Cut 36
Undo & Redo 37

Select an area of cells 38



| Column and Row references 365 ull Careers

Bookl - Bxcel
Insert Page Layout Formulas Data Review View Developer Power Pivot g
ﬁ e - —
B Jb Cut Calibsi 1 AN =2 & EwapTe General

. E|’E“| Copy ~

aste - | e = == = €= a= - B2, £

- ¥ Format Painter B 1 0 - O A === === Merge & Center % °? .

Clipboard s Font P Alignment s Mumber
Al = Je
A B i O E F G H I ] k.

1
2 | Columns
3 | Columns are referred to with
4 | letters
3 | Rows
2 Rows are referred to with
7 numbers
8 4
g 4
10
11
12




| Column and Row references 365 ull Careers

Bookl - Excel
Insert Page Layout Formulas Data Review View Developer Power Pivot g

ﬁ Y - —

B Jb Cut Calibsi 1 AN =2 & EwapTe General
. E|’E“| Copy ~

aste S g - r == = €= 3= - | 52 - €

- ¥ Format Painter B 1 0 - O A === === MEFE]EB-'.Center % °? .

Clipboard s Font P Alignment s Mumber
Al - S
A B C D E F G H J K

1
2 4
3

. For example A1 refers to the cell at the
4 | intersection of column A and row 1
5
E —3
? 4
8 4
g 4
10
11 |
12 |
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| Name box

DCF Valuation - Excel

Page Layout Formulas Data Review View Developer Power Pivot & Tell me what
“ - i
b Cut Arial 9 ~|A A [T =H ¥ %Wrame{t Custom - |:
; ER Copy ~ :
aste = v bl == e el b v || B €0 oo Com
> * Format Painter A& b & A === 3= Merge & Lenter % ? il 0 Form
Clipboard T Forit (P Alignment e Mumber [P
3 - Jx =B5!IC9
A
A Name box G H | J K L
1 |[ Working capislEJEVERGERVENEEChETa R
2 | active cell (the one we have
| FYi4 FY15 FY16 FY17 FYi8
3 | $%inthousands : I i Forecast Forecast Forecast Forecast Forecast
4| Inventory 31167 36,387 46 212 51,457 55533 58,932 64,679 69,803
5 ' Trade receivables | 32,834 | 38 556 43 582 47,034 59120 63,804
| |
6 | Trade payable 15,891 26,352 36,190 40,297
I i i / . .
; i W k100 et =004 R We will see how to assign names
9 | D=0 57 74 25 75 I to cell ranges using the name box
10| DIO 79 87 106 108
11_! CPG 40 63 83 83
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| Formula bar

DCF Valuation - Excel

Page Layout Formulas Data Review View Developer Power Pivot & Tell me what
“ - i
o Cut Arial 9 ~|A A [T =H ¥ %Wrame{t Custom - |:
; ER Copy ~ :
aste . | B TRERE Ty | =l || R rese | ey 2 €0 .00 o
- * Format Painter A& A & A T || SR Merge & Center e e Form
Clipboard T Forit (P Alignment e Mumber [P
C3 - Jx =BS!C9 ,
Formula bar
A B C D E |F |
1| Working capital We use the formula bar in order to type or edit
2 | formulas in the cells of our spreadsheet
| Fy11 Fy12 FY13 : :
2 | $%inthousands Actual Actual Actual Forecast Forecast Forecast Forecast  Forecast
4 | Inventory 31,167 36,397 46,212 51,457 55533 59932 54,579 59,803
5 ' Trade receivables | 32,884 _| 38,556 43 582 A7 034 50,760 B4 781 58120 £3,804
6 | Trade payable 15,891 26,352 36,180 40,297 43 489 46,934 50,652 54,664
7 | Working capital 48,160 48,601 53,604 58,194 62,804 67,779 73,148 78,943
8 |
9 | DsO 67 74 75 5 Th 75 Th 5
1{}| oo 74 87 106 106 106 106 106 106
11_! CPC 40 63 83 g3 83 83 83 g3
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DCF Valuation - Excel

Page Layout Farmulas Data View Developer Power Pivot Q' Tell me what you want to do

ditronal Formatas Ce wsertt Delete F

Font Alignment Mumber Styles Cells

K || =sumi Formula bar
= [‘_%_ el R EELEUEE B Once you start typing, the formula bar would N 0 B
) SUMIFS provide suggestions for the formula that you might
be looking for. It will also display the necessary

Y11 FY12 FY13 FY14 arguments of the formula once you select it
>tual Actual Actual Forecast Fore . R
167 36,397 46,212 51,457 55,53 59,932 54,679 59,803
884 38,556 43 582 47,034 50,760 54781 59,120 53,804
891 26,352 36,190 40,297 43 489 46,934 50,652 54,664
160 48,601 53,604 58,194 62,804 67,779 |=SUMI I 78943

67 74 75 75 75 75 75 75

79 a7 106 106 106 106 106 106

40 63 83 83 a3 83 83 83



Expanding the formula bar
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o

v

= =

Sign in (Q,_.Share
= ':':'x = EAutDSum - A
=== m Y
B B ] Fill - = p

|nsert Delete Farmat Sort & Find &
= = o & Clear~

Filter = Select =
Cells Editing

Formula bar

If it occurs to you, that a formula you are typing becomes
too large, you may consider clicking on this button in order
to expand the formula bar

3 —

Sign in

EE)( = Zﬁkutuﬂum - A
e ] zy
] Fill - _
Delete Format Sort & Find &
- - = Clear~ Filter = Select =

Cells Editing

(Q,_ Share

After clicking the button, the
Formula Bar enlarged twice

10



| Working with spreadsheets

3 % in thousands Actual Actual Actual Forecast Forecast Forecast Forecast  Forecast
4 | Inventary 31,167 36,397 46 212 51,457 55533 58832 B4 679 69 803
5 Trade receivables 32,884 1 38,556 43 582 47 034 50,760 54 781 58120 63,804
6 | Trade payable 15,891 26,352 36,190 40 297 43 489 465,934 50,652 54 664
7 | Working capital 43 160 43,601 53,604 58,194 62,804 67,779 73,148 78,943
B

9 DS 67 74 75 75 5 75 75 5
10| DIO 74 a7 106 106 106 106 106 106
11| DPO 40 B3 a3 a3 B3 a3 a3 83
12

ii FY11-FY18: Working capital development

15 | 150 4 Historical figures Forecast period | 90,000
. i

ig | @0, 000
120 4 |

18 |
19 |
20 | 1 Spreadsheets

21
97 | | An Excel file can have many spreadsheets. We

can find them here

11



| Working with spreadsheets

|
FY11 FY12 FY13 Fy14 FY15 FY16 FY17 FY18

3 | $ in thousands Actual Actual Actual Forecast Forecast Forecast Forecast Forecast
4 | Inventory 31,167 36,397 46,212 51,457 55,533 59,832 64,679 69,803
5 ' Trade receivables | 32,884 _| 38,556 43582 47,034 50,760 54,781 59120 63804
6 | Trade payable 15,891 26,352 36,190 40,297 43,489 46,934 50,652 54 664
7 | Working capital 48,160 48,601 53,604 58,194 62,804 67,779 73,148 78,943
8 |
9 | DsO 67 74 75 75 75 75 75 75
10| Do 9 87 106 106 106 106 106 106
11| DFO 40 63 83 83 83 83 83 83
12 |
ii' FY11-FY18: Working capital development

|
15 | 150 - Historical figures Forecast period | 90,000
ig_! =2 {80,000

| 170 | [

— {70,000
Spreadsheets . S -
! However, a better alternative is to use the Ctrl +
PgUp/ PgDn combination in order to navigate
through the various worksheets with ease

. |f there are too many sheets, and you are not able
to see the one that you need, you can use these
arrows in order to find it

s : } = & ____ I

) ardd | s ] | e o8, ln masd A K L TR L T B ] Lt A

Revenues&Ebitda Cash flows Ebitda bridge | Working capital DCF results |I

12




| Working with spreadsheets
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| = r L | mn 1 A P L Il [k} Lo o LW
Fy12 FY13 Fy14 FY15 FY16 FY17 FY18
ctual Actual Forecast Forecast Forecast Forecast Forecast
287 46212 51,457 55,533 59,932 64,679 69,803
,5b6 43,582 47,034 50,760 54,781 59,120 632,804
352 36,190 40,297 43 488 46 934 50,652 54 664
/601 53,604 58,194 62,804 67,779 73,148 78,043
T4 75 75 75 75 75 75
87 106 106 106 106 106 :
63 83 83 83 83 kfl Spreadsheets
ient By right clicking on a worksheet, several formatting
Insert... options become available:
- Delete the worksheet Delete '
Change the name of the worksheet Rename 1 @
-
Move or Copy the worksheet Move or Copy... Theme Colors
Yiew Code [ EEE EE

T

Change its color

Fv 14 F¥15 Fyie FY

Protect Sheet.

Tab Color

>| I
- 11T

:| Forecast Forecast Forecast Fore Standard Colors
Select All Sheets | I EEEEE
&Ebitda Cash flows Ebitda bridge Working capital | DCF results No Color _
wy More Colors.. M

13



| Adjusting the size of a column/row manually 365 il Careers

File Home Insert Page Layout Formulas Data File Home Insert Page Layout Formulas Data Review [t = Lione P Mezalaym (e it Lz
o Y ocut e — = i Calibri _
B X cut o o o= Calibri BTV ARy (g =
Calibri -1 - A - = Em Copy = — aste B Copy ~ e ==

D B2 Copy ~ ’ . Paste E%:o::atpaintey B I U- - H-pA- === &3 p't *FormatPainter © L Y 72T Q-A- | === |EEE

pavste * Format Painter I u- = = N — - Font - - Clipboard [ Font [ Alignmer
Clipboard I Font I o1 . F D7 - I
o - fx . . c D "\.".'ic:h: 16.86 (12: pixels : A B C D E
A B z E F ; Drag ;

1 3 &
2 4 5
3 5 6
4 (] 7 \
5 ; 2
6 . 10
7 . n
. Size of a Column/Row
9
- In order to adjust the size of a column (or a row) manually, click with the left button
4 of the mouse at the beginning of the column (row) as shown above (below). You can
5 adjust its size by dragging the it
E _
7
8

A\ g

Height: 30.75 (41 pixels) Dra
11 ‘“%L ] g 10 R |
12 L 11
13 12 12
13 an

14

14



| Adjusting the size of a column automatically
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Insert

Page Layout Formulas Data

Calibri == ¥ B
- = = = | &= 3=
ainter U - - = - E
] Font P Alignment
I
B e D E F G H
Country A Country B Country C Country D
Gold Med 8 2 1 2
Silver Me: 2 4 6 3
Bronze Mt 1 4 2 4
Total 11 10 9 14

1

If the content of some of the
cells within a column does not fit
its size (as shown above), you
can do the following:

Page Layout Formulas
Calibri SRR A — S
S = 3=
Fl Font P Aligni
£
Width: 8.3L083 pixels)
c o( W F G
p
Country A Country B Country C Country D
Gold Med a8 2 1 2
Silver Met 2 4 G 8
Bronze M 1 4 2 4
Total 11 10 9 14

[

Double-click with the left mouse
button and adjust the column’s
size

Page Layout Formulas Data
Calibri - - A == - EfWe
= = = &= a=
ter B I I N
r Font r Alignment
5
C D E F G b
Country A Country B Country C Country D
Gold Medals 8 2 1 2
Silver Medals 2 4 6 8
Bronze Medals 1 4 2 4
Total 11 10 3 14

1]

The column would automatically
fit the cells’ size

15



| Selecting a row/column with the keyboard

Insert Page Layout Farmulas Data

Insert Page Layout Farmulas Data

Cut Calibri -1 A = - Se Wrap Text Calibri ~11 < A A == &&- Erwra
- === e=3=
'Format Painter b Q- =EEE EE MEI’QE&C inter - === 3= B Me
Alignment IE] P} Alignment
Select a column
The shortcut for selecting a column is Ctrl + Space E F G *

Country A Country B|Country C Country D

Country A Country B Country C Country D Gold Medals E] 2 1 2
Gold Medals 8 2 1 2 Silver Medals 2 4 6 )
Silver Medals 2 4 & 8 Bronze Medals 1 4 2 4
Bronze Medals 1 4 2 4 Total 11 10 9 14
Total lllj! E 14

e

Select a row

A B E F G I

1 . 0 0

5 The shortcut for selecting a row is Shift + Space

3 3 |

4 4

5 Country A Country B Country C Country D 3 Country A Country B Country C Country D

6 Gold Medals 8 2 1 2 6 Gold Medals 4 2 1 2

7 Silver Medals 2 4 6 8 7 Silver Medals 2 4 6 8

8 Bronze Medals 1 a 2 a 8 Bronze Medals 1 4 2 4

9 |Tota| _| 11 10 9 14 9 Total 11 10 9 14
10

—
=]



| Inserting a row/column
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Y s
) Inset  Pagelayout  Formulas  Data  Review  View  Develoy
File Home Insert Page Layout Farmulas Data
Calibri -1 - A A T == ®- EWepTe
-y . | = =
% Cut Calibri R W e 10 lmlo Sy P
. E@Cnpy - ter u - e ~A- = = e=3= Merge & Ci
aste B I U~ |iti~|Mwe A~ =
el u i = & Font L ieneen
- Format Painter Calbri <11 - A A0 0 S
Clipboard o Font [ d B I =&OA-H-008
C D E F G H
D1 Fe % cu
A c D E BB Copy
1 ‘L, Paste Options:
2 Countn O Country D
3 Gold Medals Paste Special... 2
4 Silver Medals Insert 8
Bronze Medals 4
5 Country AlCountry B Cr Total Delete 14
6 Gold Medals 8 2 Clear Contents
7 Silver Medals 2 4 Format Cells...
g Bronze Medals 1 4 Column Width..
e Total 11 10 Hide
10 Unhide
" Insert a column

If you want to insert an empty column in a sheet, select the column before
which you would like to insert a new column, right-click with the mouse and

choose “Insert”, or just use “Ctrl ,Shift and +”.

(=T =R I R T SR T I )

—
=]

5 | Countr
Calibri =[11 « A A 07~ 05 » E
B I = O- A~ i
al Total
- Cut
1By Copy
Gold Medals 1 [y Paste Options:
Silver Medals | AD
L Bronze Medals Paste Spec
Total
Inset Insert a row
Delete

nsert Page Layout Formulas Data Review View Developer Pg
Calibri S - A N == #- EWapTet
. B I U- - DA === =32 B Merge & Center -
[ Font ] Alignment [F]
Fe
is D E F G H
|
Country A Country B Country C Country D
Gold Medals 8 2 1 2
Silver Medals 2 4 6 8
Bronze Medals 1 4 2 4
Total 11 10 9 14

Gold Medals
Silver Medals
Bronze Medals

Total

If you want to insert an empty row in a sheet, select the row before which
you would like to insert a new row, right-click with the mouse and choose

“Insert”, or just use “Ctrl ,Shift and +”.

17



| Deleting a row/column 365 all Careers

Delete a column ,
If you want to delete a column in a sheet, select the column, right-click with the

= = Insert Page Layout Formulas Data Review View Developer

Insert Page Layout Farmulas Data Review View

Calibri -l oA E=a #- BEn
113 ” H
mouse and choose “Delete”, or just use Ctrl and - B ru. I m.oA === ==
[F} Font [F} Alignment ] i BI=0O-AT % ~ = Font 7} Alignment
J 8 C D = - G H fr
X cut S E—— ’
C D E F & H B3y Copy ! C D £ F G
‘ Paste Options:
| 0 B Country C Country D
Gold Medals Paste pecial.. |, 1 2
Silver Medals Insert a 3 8
Country A Country B Country C Country D Bronze Medals |G a 2 4 Country A|Country B Country C Country D
Gold Medals 8 2 1 2 Clear Contents Gold Medals 8 2 1 2
Silver Medals 2 4 6 3 Total | e s 14 Silver Medals 2 4 6 g
Format Cells...
Bronze Medals 1 4 2 4 Bronze Medals 1 4 2 4
Column Width...
Hide
Total 11 10 9 14 Total 11 10 9 14
Unhide
Delete a row - . . . .
If you want to delete a row in a sheet, select the row, right-click with the :
113 ” H |
mouse and choose “Delete”, or just use Ctrl and - 5
z “ 8 2 1 B
1 | Catibr ;1;/) MY A' E‘(_‘D 9:; ’\.E B s 5 Country A Country B
48 I =2 A28 4 2 5 Gold Medals 8 2
2 91& - i Silver Medals 2 4
u
3 L L u 10 ? 3 Bronze Medals 1 4
1B Copy
4 1 &, Paste Options: 3 Total 1 10
1 o 0
5 Country A Count v b =
1 PasteSpecial..
6 Gold Medals g8 . 2
Insert
7 Silver Medals 2 :{ Delete 3
4
Clear C s
ES Bronze Medals 1 a Crtemet :
2([E] Format Cells..
9 2] Row Height... 6
10 Total 11 7

18



| The Ribbon

DCF Valuation - Excel

Haorme Insert Page Layout Formulas Data Review View Developer Q@ Tell me what you want to do

ollta -E. Cut

- Arial g ? . General

Ul Ribbon
Paste | B I U-~ | &

> * Format Painter = . . . .

The Ribbon in Excel has 8 main tabs: File, Home,
Clipboard ] Font . .
P Insert, Page Layout, Formulas, Data, Review, View

M10 - f

A__ B ____C (4]
1 Revenues and EBITDA development
2 |

' FY11 FY12 FY13 Y14 FY15 FY16 Y17 FY18
3 | %inthousands Actual Actual Actual Forecast Forecast Forecast Forecast Forecast
4 | Revenues 177,202 188,618 208,366 224 872 242 636 261,810 282,653 305,040
5 | EBITDA 20317 21,214 29,561 28,445 30,494 32705 35,091 37,666
6 | EBITDA% 11.5% 11.2% 14.2% 12 6% 12 6% 12 5% 12 4% 12 3%
7|
8|
9| 500,000 20.0%
10 Historical figures Forecast period
TR 400,000
12|
13 ' + 15.0%

=1 & 300,000
14 | 2
15| &
15_! 8 200,000 R P R
17| a L 10.0%
18|
19 | 100,000
20 |

g
=L 5 e . . ; - 5.0%
12 F11 FY12 FY13 FY14 FY15
23 | Actual Actual Actual Forecast Forecast Forecast Forecasi

|
24 | — Revenues  —— EBITOA%



| Explore the Ribbon Tabs: Home

DCF Valuation - Excel

Insert Page Layout Formulas Data View Developer @ Tell me what you want to do
N e -
|__L| % Cut Arial -0 <A AT =2 - %Wrame{t General v --| £ L
By Copy ~ — = Ey| g
Paste | | e » - ol e | ey | [ | y &0 .0 Conditional Formatas |
- P B I U B S A = = = £=3= Merge & Center % G 30 Pttty e Faike; St
Clipboard ] Faont I Alignment I Mumber P Styles
M10 M I

Home Tab

The Home tab contains some of the most frequently used properties. It includes buttons such
c8ll os Cut, Copy and Paste which can transfer text, data or objects within your files. Most of the
“ . - - I 0 305,049
Bl formatting options are included here as well. You will find features such as Font, Font Size, 37,666
Ml Borders of cells, Text color, Alignment etc. Within the Home tab, we can find also the “Find & 12.3%
7
8
9

Select” tool, which is very useful in certain situations
20.0%

Forecast period

10 | Historical figures
EE 400,000

7
13" ' = 15.0%
14 % 300,000

15| £ / T

16 | g 200000 e e

17| =

2

19 100,000 :

20

21 -y + — T T ¥ v — + = RS L =

22_. FY11 FY12 F¥13 Fy14 FY15 FY16 FY17 F¥18

23 Actual Actual Actual Forecast Forecast Forecast Forecast Forecast

24 | T — Ty



| Explore the Ribbon Tabs: Insert

DCF Valuation - Excel

Home @ Page Layout Formulas Data Review View Develaper Q Tell me what you want to do
- [mem] — - | = I B R = |l T 1 N |
| I_'? ==5 O & = & Store | trp e |II-- = | i |f@;,. ]I ||| [P T =y
PwotTable Recommended Table | Pictures Online ﬂMyAdd—ins P E Recommended jh |_I ’-‘C_ PivotChart 3D Line Column Win/ Slicer Timelir
PivotTables Pictures @+ 7 Charts T \ Map = Loss
Tables Ilustrations Add-ins Charts o Tours Sparklines Filters
MI1D = 5
L M
Insert Tab
The Insert Tab in Microsoft Excel will let you add external objects to your workbook. You can
3 insert things such as pictures and clip art images by using this Tab. It would also allow you to
; create charts, Pivot tables, hyperlinks, headers and footers etc.
b
7
8
s |
w0 I
11 400,000
12 |
-13'| E = 15.0%
14 | § 300,000 | 14.2%
15| £
16 | g 200,000 e
17| 2
18]
19| 100,000 177,203
20 |
21 s : : : . ;
22| Fr11 Fy12 Fr13 Fr14 Fy15
23 | Actual Actual Actual Forecast Forecast Forecast
24 | m— HevEnUes = EBITOA%
75 |

21



| Explore the Ribbon Tabs: Page Layout

DCF Valuation - Bucel

Hame Insert Page Layout Formulas Data Review View Developer Q Tell me what you want to do

B colors - @ [_L;:V [E \EE' e ﬂ\| E'_‘_Ej To3 Width: | Automatic - || Gridlines  Headings 1
Fonts = ; ; D ] E‘ [ T E’! El] Height: Automatic = || [V View [+ View =
Themes Margins Orientation Size  Print  Breaks Background Print i = : Bring
. [O]Effects~ - . . Areav = Titles | ] Scale: 00% * Print PHAE | Fommards
Themes Page Setup M Scale ta Fit 1 Sheet Options I
M0 - Jx

In the Page Layout tab, you can organize how the content of your sheet appears. You can also

3 ! select the printable area of your sheet with “Set Print Area”

4 — _ S
5 | EBITDA 20,317 21214 29 561 28,445 30,494 32705 35,091
6 | EBITDA% 11.5% 11.2% 14.2% 12.6% 12.6% 12.5% 12.4%
7 |

g |

5 500,000

10 Historical figures Forecast period
11 400,000

300,000 / [ 142%

200,000 B et 2%

USD in thousand

19| 100,000 77203

22_' B F¥12 F¥13 F14 F¥13 Fy16 F7 FY13
23 | Actual Actual Actual Forecast Forecast Forecast Forecast Foreca:

g
24- m— REVENUES == EBITDA Y



| Explore the Ribbon Tabs: Formulas
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DCF Valuation - Excel

Home Insert Page Layout View Develaper Q Tell me what you want to do

-+ =1 | = =l Define Name ~
| X = B R - ="l
- A # It Usein Formula
Insert  AutoSum Recently Financial Logical Text Datef Lookup & Math8&  More Name )
Function i Used = - b *  Time~ Reference~ Trig~ Functions+ Manager [ Create from Selection
Function Library Crefined Mames

W10 - Jx

i
[
. |
4|
5|
6 |
] |
|
g | 500,000
10 Historical figures
TE 400,000
17|
13 § 300,000
= 3 } | I8
14 E /
15 | £
= el £ T
— st it ol
i

16| 200,000 L :

17|

13

o 100000 [
20 |

21 . . ;

22| F¥11 Fy12 Fy13 Fy14 FY15 FY¥16 FY17

E:ﬂ Trace Precedents @ Show Formulas
“:E Trace Dependents YL Errar Checking ~
1:;\ Remove Arrows - II:.:JE'.' Evaluate Formula

Formula Auditing

E=

=)o
Watc
Windc

r15.0%

5 Fy¥13
23 | Lctual Actual Actual Forecast Forecast Forecast Forecast Forecast
|
;g-l — REVENUES = EBITDA %
g |

23



| Explore the Ribbon Tabs: Data

DCF Valuation - Excel

Haome Insert Page Layout Formula leview View Develaper Q@ Tell me what you want to do

[EFrnmAcce_ss D¢ [L r"""lil & Show Queries r’D} @??nn.ect.h—:lns :l @ Y ", lé’% [E" Flash Fill

[& Fram Web From Table =1, BB Remove Duplici

N Fram Other Existing Mew E Refresh Zl Sort Filter Textto | i

I:E From Text Sources~  Connections Query~ D‘:‘“ Recent Sources All = , Edit Links 2 T,:-' Advanced | columns =& Data Validation
iGet External Data Get & Transform Connections Sort & Filter

M10 = Jx

Data Tab

This is where we can find the commands for working with lists and groups of data. Here we

3 have a number of useful applications such as “Remove Duplicates”, “Text to Columns”, “Data
; Validation”, “What-if analysis” — all of which we will see in detail later in this course. This is also
Bl \here we find some of the common data management tools such as cell grouping and data
7

8

9

sorting

500,000 20.0%

Forecast period

10] Historical figures
11 400,000

7
13| Z r 15.0%
14 | g 300,000 14.2%
= | g / vy -
= = By s | )
16| g 200,000 1% R 11 7%
17| =
18
19 100000 I 45720z |
20
21 - - — T T ¥ . —
22 | Fy11 Fyiz2 Fyi3 Fy14 Fyi5
23 Actual Actual Actual Forecast Forecast Forecast Forecast
i‘;.. m— Revenues =——EBITOA%

24



| Explore the Ribbon Tabs: Review

DCF Valuation - Excel

Hame Insert Page Layout Formulas Data View Developer Q Tell me what you want to do

ABC =1 = ’i@_| ? i~ Show/Hide Comment | B T H | ‘& Protect and Share Workbook
v E R BRI is R

[ Show All Comments E7 Allow Users to Edit Ranges

Spelling Thesaurus = Smart | Translate MNew  Delete Previous Next g Protect Protect Share :
Lookup Comment -5 Show Ink Sheet Workbook Workbook [3# Track Changes -
Proofing Insights ' Language Comments Changes
M10 - I

Review Tab

This tab furnishes the instruments which allow you to proofread your Excel files. In addition to
that, it enables some protection options as well

|
;|
4' SV UG . T ] oo, s e T 3 qummcmyy e
5 | EBMDA 20317 21,214 29561 28445 30,494 32,705 A5.097 37 666
6 : EBITDA%Y 11.5% 11.2% 14.2% 12.6% 12.6% 12.5% 12.4% 12.3%
=
3 | 500,000 20.0%

10 Historical figures
1E 400,000

17|
13-| 2 + 15.0%
= & 300,000 | 14 2%
14_' 2 /
15 S
— 41
3

16 | 200,000 Riht :

17|

13 |

19 10000 [oEone
20 |

21| ; :

= =

22| F¥11 Fy12 F¥13 Fy14 FY15 FY16 FY17 F¥18

23-| Actual Actual Actual Forecast Forecast Forecast Farecast Forecast
24 |

m REVENUes —=—EBITDAN%



| Explore the Ribbon Tabs: View

DCF Valuation - Excel

Hame Insert Page Layout Farmulas Data Revie ¢ View ! ‘eveloper 2 Tell me what you want to do

YT ; i _‘ = - Split
= ]DJ Ruler | Formula Bar q L'.)- . s E I__ P
£ Q5 = ™ Hide
Mormal Page Ereak Page Culstom v/ Gridlines [+ Headings Zoom 100% Zoom.to New Arrange Freeze pm
Preview Layout Views Selection Window All  Panes~ Aktizas
Workbook Views Show Zoom Window

MI10 - I

View Tab

The View Tab allows you to customize the way you see your spreadsheet: you can select
3 . c . .
|§ among different Workbook View options, Zoom options etc.
5 A 0, ; i 9,50 A 4 ; I
5] : EBITDA 11.5% 11.2% 14.2% 12.6% 12.6% 12.5% 12.4% 12.3%
7
3 |
9 | 500,000 20.0%
10
11 400,000
12|
13 | E r 15.0%
14”| § 300,000 / | 14.2%:
15| £
15_' UDE, 200,000 g 11:5% S 11 7%
1:-'_.: 2 Loo%
18 242,686
13| 100,000 . =
20/
21.| - ! ) ; ; _ S Ve A e L 50%
22_' F¥11 Fy12 F¥13 Fy14 F¥15 FY16 FY17 F18
2?,_ _| Actual Actual Actual Forecast Forecast Forecast Forecast Forecast
24._: m— Hevenues =——EBITDA%
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| Explore the Ribbon Tabs: Developer

365 ull Careers

on

Visual Macros
Basic

M10

DCF Valuation - Excel

Hame Insert Page Layout Formulas Data Review View Developer Q@ Tell me what you want to do

.lj Record Macro

@ EF Map Properties @'_?‘,Import

=

= * [iZ] Properties
=

3 &

o UseF‘.eIativeReferences | mt I g {'ﬂ‘u’iew[ode Ej Expansion Packs [} Export
) Add- Excel COM Insert Design _ ) Source
! Macro Security T e e o - Mode Run Dialeg Refresh Data
Code Add-ins Controls XML

UsD in thousand

Revenues 177,203 188,618 208,366 224872 242 686 261,910 282,658 305,049

EBITDA 20,317 21,214 29,561 28,445 30,494 32,705 35,091 37 666

EBITDA% 11.5% 11.2% 14.2% 12.6% 12.6% 12.5% 12.4% 12.3%
500,000 20.0%

Forecast period

Historical figures
400,000

= - 15.0%
300,000 / | 14.2%:
200,000 = T
= 10.0%
100,000
- — . . . " _ B R o s L 5.0%
F¥11 Fy12 F¥13 F14 F¥15 Fy¥16 FY¥17 Fy¥18
Actual Actual Actual Forecast Forecast Forecast Forecast Forecast

m FEvEnUes =—FRITDAYN
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| Right-click

on a cell

Hame Inse

d E ﬂ Record

Visual Macros

Jata Review

Right-click on a cell

DCF Valuation - Excel

View Q Tell me what you want to do

ISEEREERE A number of options are available when you right-click on a cell. You can copy its content,

Basic VR  paste the content of a previously copied cell, shift its position (insert or delete), format the cell
Code
D5 - § ='PE&L'ID11
AL B 1€ b E_[F] G H ! 1 K
1 | Revenues and EBITDA developmn-—* . —
2 | Anal - |9 A A &
‘ FY11 B ¥ FY15 FY16 Y17 FY18
3 % in thousands Actual i ‘orecast Forecast Forecast Forecast
a4 | Revenues 177,203 188 R18 N8 3RA P4 RTZ 242 686 261,810 282 658 305,049
5 ' EBITDA 20,317 [ 29 X Cut 5 30,494 32705 35,001 37 666
(7] EBITDA%Y 11.5% 15 - % 12 6% 12 5% 12.4% 12.3%
7 ER Copy
| - e
a8 I 500,000 y Paste Options: i
9 r-Y
ol
10___| Historical fig D Forecast period
1 400,000 Paste Special...
12|
13 = Smart Looku +15.0%
14 & 300,000 L 2
= E Insert... -
2 E
15_' H 200,000 Delete...
17| 9 I L0.0%
18 Clear Contents
872
19',' 100,000 /2] Quick Analysis
ZCE..: Filt
IEer
21_| 5 = y - = B EEE
22 FyY11 Fy12 Sort 14 FYi5 FY16 FY17 Fy18
23 | Actual Actual zast Forecast Forecast Forecast Forecast
24 | £ Insert Comment
= = ERITOA %
;—;.l Format Cells...
G a| Pick Fram Drop-down List..,
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| Format Cells

Haome Insert Page Layout

Formulas

Data Review View Developer

DCF Valuation - Ex

Q Tell me what you want to do

1 h ﬂRecurd Macra ’ =3 b/ . Properties @ Map Properties @?|mpgrt
o I % mny BL : <
.Use Relative References 1V|Ew Code ,a,j Expansion Packs [}, Export
Visual Macros Add-  Excel COM Insert Design Source
Basic ! Macro Security ins  Add-ins Add-ins + Mode |2]Run Dislog efresh Da
Code Add-ins Controls
D5 - A | =p&UIDIL Format Cells
A B N o = o Within the Format Cells menu, we can select
1 Revenuesandf from a variety of formatting options. In the first
2 | — ; : — _ tab “Number”, we can change the appearance of
i Alignment Font Barder Fill Protection . . .
. | —— : a number without changing the number itself.
4 | Revenues ey S We can select whether to represent a certain
5| EBmDA Mumber number as a number, currency, text, date,
6  EBITDA% Currency i : tom f tting etc. In the other tab
7] pin i i assign a custom formatting etc. In the other tabs
8 | p— RO AR T (@) we can find options regardlng the alignment,
19.0. | | | Percentage (S E AR ) (6 (B EE0)_ (5 - (@) font, borders and the fill of the selected cell/cells.
il Fraction _(* & #2000 F_(* #500.005_ (-7 ) (@) R A
1 w0000 1| |scentiic e E00 ) T (5 E00 (7 1G] We will see many practlcal examples of how the
12 Text [ E#R00 ) [ [, 220.00 [ "7 )@ Format Cells menu is used, throughout the
13 = Spedial IRt e s R el
e T 300000 | ﬁm_ course
14| g ' r——— —
15 | = 0 (%450, [ 7 1@
16 . = u: ££0,00 "€ £ #2000 g___r__ PTE @
17 g 200000 = T EEED00 € 4t £ EE0,00_€ o 7T € 5 @ - L 0.0%
= ] = #,##D_D_M_.;.*hx#e D M_ DM~ -®- i '
19- 100,000 Delete
21__ = Type the number farmat code, using one of the existing codes as a starting point.
22 | Fy17 Fy1a
23 | | Forecast Forecast
4
25
gg QK Cancel
_"‘ﬂl = =
4 v ... | DCFvaluation ERG I TRl | Revenues&Ebitda | Cash flows | Ebitda bridge | Working capital & [l 29




| Repeat the last action (F4)

365 ull Careers

Page Layout Formulas Data

DCF Waluation - Excel

View Developer Q Tell me what you want to do

D J Cut Arial =0~ A AT =R B¢ Wrap Text Custom i 5 L_W.
Past KB Copy = A = = Conditional F ‘t c‘u
EEE s : B I U~ i~ dye il == e iaes Merge & Center =~ 2~ 95 » | 50 0 st el il S s e
- ¥ Format Painter - 2 e Formatting~ Table~ Styles-
Clipboard P Font Ma Alignment ru MNumber P Styles
G4 - A || ZPaRL'IGA
- S L= D | E F G H | | ] K L
1 | Revenues and EBITDA development
7 |
| FY11 Fr12 FY13 FY14 FY15 FY16 FY17 FY18
3 | %inthousands Actual Actual Actual Forecast Forecast Forecast Forecast Forecast
4 ' Revenues 177,203 188,618 208,366 | 224,872 242586 | 261,910 282 658 205,049
5 | EBITDA 20,317 21214 29,561 28,445 30,494 32,705 35,001 37 666
6 | EBITDA% 11.5% 11.2% 14.2% 12 6% 12.6% 12 5% 12.4% 12 3%
7 |
|
g | 500,000 ]
5 Using F4
oo
= ' If you would like to repeat the last action that
13| z was performed you can do that by using the F4
1 & 300,000 )
1] H / button. In the example on this page, J11 was
15 = . . . .
= E o | it colored in yellow, by assigning a color with the
1| [ 200,000 e 112 e ,,y > DY .g 9 .
17| 7 Fill Color” button. Next, in K11, the same action
18 Y. was performed by pressing only F4.
CL o LY
20
21| i o : ; -
22_' Fy11 Fy12 F¥13 Fy14 Fy15 FY16 FY17 F¥18
22 [ Actual Actual Actual Forecast Forecast Forecast Forecast Forecast
1
24_.' — REVENUES e EBITDA %N
25
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| Editing a cell’s content

365 ull Careers

A

Pd |

HEEwx o un e w

13
14

16
17
18
19
20
21
22
23
24

26

a7

B C D E F G H | ] K
Working capital
FY11 FY12 FY13 FY14 FY15 FY16 FY17 FY18
% in thousands Actual Actual Actual Forecast Forecast Forecast Forecast  Forecast
| | | |
Inventory 31,167 35,39?1 46 2121 51,457 55,533 59,932 64,679 69,803
Trade receivables 32,884 38,556 L 43582 l 47 034 50,760 54,781 59,120 63,804
Trade payable 15,891 26,352 L 36,190 l 40,297 43,489 46,934 50,652 54 664
Working capital 48,160 48,601 |=E4+E 5-E6 l 58,194 62,804 67,779 731438 78,943
DSO Editing with F2 =
Do 106
DPO You can edit the content of a cell by selecting it and then 83
clicking F2. Performing such an action would allow you to
FY11-FY18: Working capital develo@S el otk I VAR AR Y=L
150 - Historical figures Forecast period 90,000
0,000
120 -
L 70,000
L B0,000
106 106 106 - 50000
75 d B i R | 40,000
. : . . _——l 30,000
Fy11 Fy12 Fv13 Fy14 Fyv15 Fy16 Fy17 Fy13
Actual Actual Actual Forecast Forecast Forecast Forecast Forecast

USD in thousands
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| Creating an Excel formula

365 ull Careers

Pd |

Q=] @ Ln s W

example “+”)

13
14
15
16
17
18
19
20
21
22
23
24
25
26

a7

A B C D E F G H | ] K L
Working capital
FY11 FY12 FY13 FY14 FY15 FY16 FY17 FY18
% in thousands Actual Actual. Actual. Forecast Forecast Forecast Forecast  Forecast
Inventory 31,167 35,39?1 46 2121 51,457 55,533 59,932 64,679 69,803
Trade receivables 32,884 38,556 | 43582 1 47 034 50,760 54,781 59,120 63,804
Trade payable 15,891 43 489 46,934 50,652 54 664
Working capital 48,160 Create an Excel formula 731438 78,943
Type equal (“="), select the cells for which you Type _= or_ +” at the beginning of your formula. = =r
would like to carry out the operations, and By doing this, Excel understands that you would 106 106
introduce the necessary operators (in this like to create a formula and not just type text 83 83
_ Main formula operators 90,000
o Addition o Elevation 80.000
=
. . { =
@ subtraction © Higher 70,000 :
_@‘ 90 | . I, . - 60000 =
© WMuiltiplication © Lower E
106 - 50,000 3
E‘{I ) . . :
0 Division e Equal 75 8075 83N

Fv11
Actual

Fyi2
Actual

F13
Actual

1 17— 1 5 | 30,000

Fy14 Fy15 Fyi6 Y17 F¥1a
Forecast Forecast Forecast Forecast Forecast
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| Copying of cells

365 ull Careers

¥ Format Painter LM T T T T g T = = = D= I= pE Mg e L 7o SE Ty S 00 =0
Clipboard T Font T Alignment T Mumber Ta
ES - S =BS!E9
A B C D E F G H | 1 K L
1 | Working capital
5 Aral  ~19 < A A0 0 B
Fy11 FY12 Fe 1 = M-~ A - L . 60 00 ap FY17 Fy1g
3 % in thousands Actual Actual Ac Forecast Forecast
4 Inventory IAE7 36,397 46212 B4 ART RS R 59,932 64,679 69,803
3 Trade receivables 32,884 38,556 43E ¥ Cut 34,781 598,120 63,804
5] Trade payable 15,891 26,352 36,1 B2 Co 16,934 50,652 54 664
7 Working capital 438,160 48,601 53,6 & Lopy i IT9 73,148 78,943
3 T-_n‘ Paste Options:
9 Ds0 67 74 =Ry, ™ Fis] i 75
10| DIO 79 ar 1 =3, 12 Ll 106 106 106
E DPO 40 g3 Paste Special... g3 83 83
ii FY11-FY18: Working capital developmen Copying of cells
15 150 - Historical figures In order to copy a cell or a range of cells, you 90.000
16 have two options:
17 120 - 1) Right-click on the cell and select “Copy” 80,000 "
18 2) Select the cell and use the “Ctrl + C” | 70,000 E
19 o shortcut (preferred) S
0| B 90 - LogDD0D £
21| - =
- 50,000 B
22 &0 - Sort o
23 b 40,000

24 [

[

Insert Comment
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| Paste 365 il Careers
| | J K L 0 P Q R 5
Aral -8 | A A B2 g s
FY16 FY17d FY18 B IEQ"'.&":'*T:E a0 e
Forecast Forecast Forecast
50,932 fi4,679 fi9,803
54,781 59,120 fi3,804 % Cut
46,934 50,652 54 664 B
67,779 73,148 78,043
‘s Paste Options:
Fili i) T5H S O o B ;n-‘
106 106 106 [ Loy LA 128 3¢
83 a3 83 ste Special..
O Smart Lookup
CTTTR— Paste
{ 80,000 :
' ! 2 Once you have copied the content of a cell, you
F 70000 can paste it in another cell. You can either do it
| &0.000 E with a right-click and then selecting paste as
T shown here, or use the Ctrl + V shortcut, which
50,000 2 is much faster.
=
40,000 .
1 Insert Comment
I — T— 30,000
Y16 FY17 FY1s Format Cells...
recast Forecast Forecast

Pick From Drop-down List...

Werking capital | DCF results il

Define Mame...

&2 Hunerink s
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Paste Special

365 ull Careers

s E G H | 1 J K
FY12 FY13 FY14 FY15 FY16 FY17 FY1s
ctual Actual Forecast Forecast Forecast Forecast Forecast
397 46,212 51,457 55,633 50,832 64,679 £9,803
556 [ 435821 47034 50,760 54781 59120 63,804
352 36,190 40,297 43,489 45,934 50,652 54 664
601 53,604 58194 62,804 67,779 73,148 78,943
74 75 TH 75 75 75h 75
ar 1086 106 106 1086 106 106
63 83 83 83 83 23 83

| Paste Special (Alt + E +S) ™

The Paste Special dialog box (which you can
open by using the “Alt + E + S” shortcut)
provides many pasting options. For example,
you can choose to paste only the formulas of the
copied cells, paste the values of the copied
cells, or paste only the format of the copied cells
etc.

USD in thousands

W N p Q R

Paste
() All using Source theme

! Eormulas () All except borders

) Values ) Column widths

() Formats () Formulas and number formats

() Comments () ¥alues and number formats

) validation All merging conditional formats
Cperation

(@) Naone () Multiply

_ Add ") Divide

() Subtract

[ skip blanks [] Transpose

OK Cancel

Paste Link
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| Cut 365 ull Careers

==
—
-~
—
=
=

P R g < B I = &~ A~ -5 5%
FY15 FY16 FY17 F g I =&~ A~ s
Forecast Forecast Forecast Forec I: ¥ Cut
55533 59,932 64,679 59 803 - =
50,760 54,781 59,120 63,8 % Cut By Copy
43439 45,934 50,652 54 6 Ba Coov = .
52'804 'E‘T,?Tg ?3'143 Talg FEhI Lopy ) Paste Gptlons:
T-_n, Paste Options: sl
5 75 5 i, el e, e -u@‘ - D
106 106 106 1 O Lz LA LER 12 L b
33 0 0 ]
Cut (Ctrl + X)
Cut allows you to move a cell’'s content from one location to another. You need to
Forecast| select the Cut command as shown here, or use the “Ctrl + X” shortcut (preferred).
Once you do that, you can paste the cell’s content in another cell (C10 in the
example to the right). As you can see, the content of the cell which was in C7
transferred to C10
Filter Filter 2
Sort Sort 3
¥ Insert Comment t:| Insert Comment
715 FY16 EY1T FY18 Format Cells... Eormat Cells...
Mlale FMam e Mam e d i 1

36



| Undo & Redo

365 ull Careers

DCF Valuation - Excel

Page Layout Formulas Data Review View Developer @ Tell me what you want to do

i)

Conditional Format as

P 0% 9 bt o ;

¥ Formatting ~ Table~

Clighoaid the other hand, the Redo button lets you Redo what has been Niaies = Styles
previously Undone. It is worth memorizing the shortcuts for the two

M5 = commands: Undo (“Ctrl + Z”) and Redo (“Ctrl + Y”)

_}-".______ B C D E _F G H I J | K L M M
1 | Working capital
7 |

| Fy11 Fy12 FY13 FY14 FY15 FY16 FY17 FY18
3 % in thousands Actual Actual Actual Forecast Forecast Forecast Forecast Forecast
4 | Inventory 31,167 36397 46212 51457 55533 59,932 64679 69,803
5 ' Trade receivables 32,884 38556 43582 47034 50,760 54781 581201 63804 [ See BS Askumptio
5] Trade payable 15,891 26,352 26,1490 40,297 43,489 46,934 50,6562 54 664
) : Working capital 48,160 43,601 53,604 58,194 62,804 67,779 73,148 78,943
8
9 | DsO 67 74 75 Th ] Th Th Th
1(]{_' DIo 79 87 106 106 106 106 106 106
11| DPO 40 63 83 23 g3 23 a3 23
12|

5| ; i
}i | FY11-FY18: Working capital development
15| 150 - Historical figures Forecast period [ 90,000

4 |
15-| {80,000
17 120 - _ ] | o
13..| - - 70000 §
18] g .. ] [ H BN 1l .
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| Select an area of cells

365 ull Careers

-

Insert Page Layout

Farmulas

DCF Valuation - Excel

Data Review View Developer

@ Tell me what you want to d

sl ,3‘—_. Cut

ER Copy -
Paste B I U -~

5 ¥ Farmat Painter

Calibn

Clipboard M

%‘ Wrap Text General

4
=
B
I
[

Merge 8 Center ~

i Alignment fa

E“-%.

Mumber

W (00~ @ N & Wk
(1= R = M=
o m

=
[N e

i

&S |&]%]

=
(V=]

20|
21 |
22|

Select cells (Shift + Arrow key)

You can easily select cells by pressing shift and navigating with the
arrow keys through the cells of the spreadsheet
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