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Introduction

Welcome to the ASAP Utilities User Guide.

This User Guide will show you what you can do with ASAP Utilities. It will tell you how to
install the add-in and it gives a description of all the utilities available.

ASAP Utilities is a powerful Excel add-in that fills the gaps in Excel, and automates
frequently used tasks. Since 1999 it has grown to become probably one of the world's
most popular add-ins for MS Excel.

In my opinion a good program should be easy to use without the need of any
documentation. However during the last years the need for documentation has increased.
ASAP Utilities has more tools then ever and this user guide will help you to get the best
out of it.

Besides documenting the utilities in ASAP Utilities | have also included a “How to" chapter.
In that chapter (chapter 7, “How to0?” on page 133) | have listed common Excel questions
and how to use ASAP Utilities to answer them.

The most recent version of this User Guide is available on our website:

http://www.asap-utilities.com

This document currently covers everything available in version 4.2.5 which is at this
moment officially the new version. Some utilities might not be available in version 3.10L
which is available for people that have either Excel 97 or are not able to install version 4.

Intended audience

The principal audience for this user guide is people that use Excel on a regular basis. The
focus is on introducing you to the tools available in ASAP Utilities.

We assume that you are already familiar with Excel and its structure (workbooks,
worksheets, ranges etc.). If you do not use the international version of Excel, | recommend
you to read paragraph 2.2, “The Excel screen in English” on page 10.
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The Excel screen in English

This documentation is in English since most people that use Excel speak this language.
Despite the fact that most people speak English, translating certain things in Excel might
become difficult or look odd. That is why we show you the layout of Excel and how certain

things are called in English.

E Microsoft Excel - Book1

@I_] File Edit ¥iew Insert Format Tools Data  ‘Window Help  ASAP Utiities Type a question for help
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| title bar |
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M3 Excel 4.0
Macro
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| (work)sheet tabs |
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Getting started

How to get a copy of ASAP Ultilities

You can download a copy of ASAP Utilities from our website:

http://www.asap-utilities.com

If you don’t have access to the internet but you do have email, you can send an email to
the following address and you will get a reply email with ASAP Utilities attached:

download@asap-utilities.com

If you have neither an internet connection nor an email address you have to ask a
colleague or friend. We only provide support through the Internet.
Alternatively, you can also order ASAP Utilities on a cd-rom.

System requirements

ASAP Utilities will run on all computers that meet the requirements of Excel 2000, 2002/XP
2003 or 2007 and have MS Windows as operating system (for example Windows 2000, XP,
Vista, 64 bit systems, Terminal Server etc.). For people that still use Excel 97 there is a
separate version available (at this moment version 3.10L).

ASAP Utilities needs approximately 15 MB of disk space. This is for the program files and
the documentation together.

The recommended minimum screen resolution is 1024 x 768 pixels although ASAP Utilities
will also work on smaller screens.

“If you can run MS Windows Excel version 2000 or newer, you can use ASAP Utilities.”

When the installation is finished every user on the computer is able to use ASAP Utilities
but during the installation you must run the setup as administrator or must be logged in
as an administrator or as a member of the Power Users group'. More information running
the setup if you are not a member of the administrator- or power users group is on our
website:

http://www.asap-utilities.com/fag-questions-answers-
detail.php?m=109

International versions of Excel

ASAP Utilities will run in all versions of Excel that meet the system requirements. Whether
it is the international (English) version of you have local Dutch, French, Swedish or other
language version. | have even seen screenshots of Arabic Excel versions with ASAP Utilities.

' As an alternative there is a version of ASAP Utilities (version 3.10L) that can be installed
without administrator or power user rights. However this version does not contain some
new features that were introduced or improved the last years in version 4.

Getting started 11
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At our company we use ASAP Utilities in both the international and the Dutch version of
Excel.

At this moment ASAP Utilities is written in English. We chose this because most people can
read the English language and | believe this is the most used Excel language. There are
plans for more languages, but it might take a while for that to be completed.

Starting from version 4.3.0 you can also choose the Dutch language in ASAP Utilities. More
languages will be added later.

322 Office Update

We recommend you to always install the latest updates and service packs from MS Office
to improve Office’s stability and security. Although it is not necessary to run ASAP Utilities
it is a good practice to keep your system up-to-date.

http://www.officeupdate.com

323  Windows update

Although it is not necessary to run ASAP Utilities, it is recommended that you install the
latest service packs and updates to obtain the best out of your computer and keeping it
more secure. Run Windows update on your system.

3.3 Installation

ASAP Utilities is easy to install.

You must be logged in as an administrator or as a member of the Power Users group
when installing ASAP Utilities or you can choose to run the setup as administrator. When
the installation is finished every user on the computer is able to use ASAP Utilities.

http://www.asap-utilities.com/fag-questions-answers-
detail.php?m=109

ASAP Utilities is automatically added to the Excel menu for the user that performs the
installation. If other users of the same computer also want to use ASAP Utilities in Excel
you can specify this during the setup otherwise they need to perform steps 3 to 6 of the
paragraph “Manual installation” on page 18.

331 Automatic installation

Automatic installation is as easy as to follow the steps presented to you when you run the
ASAPUtilities_setup.exe file. During the setup you can specify the location where you want
to install the files. ASAP Utilities does not require your computer to restart at the end of
the installation.

= Before you start the installation it is a good practice to close all other applications.
Especially Excel needs to be closed.

= ASAP Utilities is digitally signed. This gives several benefits. For one example, it assures
you that the files come from us and have not been tampered with. The company name
you will see on the certificate is "A Must in Every Office BV". Windows might display this
before the setup starts.

Start the ASAP Utilities setup.exe file.
The following screen will appear, click the "next >" button to continue.

12 Chapter 3


http://www.officeupdate.com/

FREQUENTLY UPDATED ASAP Utilities User Guide

15/ Setup - ASAP Utilities

Jo

Welcome to the ASAP Utilities setup
wizard

Thiz will install A5AP Uliliies 4.2.2 [January 21, 2008] for Excel
2000, 20027<F, 2003 and 2007 together with the ASAF Utilities
Uszer Guide on your comprter.

It iz recommended that vou cloze all other applications before
continuing.

It iz not necesszamy to uninztall 3 previous version of
ASAP Utilities, if you do so you lose your personal settings.

Click Mext to continue, or Cancel to exit Setup.

Cancel

= Please take time to read the licence agreement. If you agree choose this option and then
choose “Next >"

15/ Setup - ASAP Utilities =]

License Agreement

Flease read the following important infarmation before cantinuing.

Flease read the fallowing License Agreement. *Yaou must accept the terms of this
agreement before continuing with the installation.

ASAP Utilities End User License Agreement @

Copyright = & Must in Every Office BY.
Last Modified: March 2007
Wersion: 1.00

CONDITIONS OF USE
"I'ou agree and continue to agree to use ouwr software in a manner consistent with all
applicable laws and regulations and in accardance with the terms and conditions

zet out in the policies and guidelines below. M

()| accept the agreement

(31 do not accept the agreement

= Make sure Excel is closed before you continue.

15 Setup - ASAP Utilities =

Information

Fleaze read the follawing impartant infarmation befare cantinuing.

“When you are ready to continue with Setup, click Mest

ASAP Utlities is a powerful Excel add-in that fills the gaps in Excel and autamates
frequently used tasks. It containg over 300 funchions to make pour work, easier and
faster done.

Since 1999 it haz grown to become probably one of the world's most popular add-ins for
M5 Excel. Inmy humble opinion | believe this iz a must in every office. | use it myself
on a daily basis, and it saves me an incredible amount of time.

Have funl

Bastien Menzink

4 Must in Every Office BY

The Metherlands

hittpe A, s ap-utilities. com

bastientzazap-utilties. com <mailto:bastienisasap-ulilities coms

[ < Back ” Mext > ][ Cancel ]

= Select a folder to install ASAP Utilities. We recommend you use the default folder,
“C:\Program Files\ASAP Utilities\" but any other location can be used too.
ASAP Utilities requires approximately 12 MB of disk space.

Getting started 13
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If you have a previous version of ASAP Utilities installed, select that folder (the setup-
program should detect it though), usually this is “C:\Program Files\ASAP Utilities\". If
you are not sure about that location you can see it in ASAP Utilities. Start Excel and

then:

ASAP Utilities » ASAP Utilities options » Error! Reference source not found.

15/ Setup - ASAP Utilities (=)

=~
Select Destination Location
wihere should ASAP Utilties be installed?

’J Setup will install ASAP Utilities inta the following falder.

To continue, click Mext. If pou would like to select a different folder, click Browse

C:\Program Files\ASAP Utiities

At least 86 MB of free disk space iz required.

[ < Back H Mest > ][ Cancel ]

If you want to ASAP Utilities will create an entry in your start menu:
15/ Setup - ASAP Utilities (=)

=]
Select Start Menu Folder
“Where should Setup place the program's shortcuts? 9

Setup will create the program's shortouts in the following Start Menu folder.

To continue, click Mexst. If you would like to select a different folder, click Browse.

ASAP Utities

[] Don't create a Start Meru folder

[ <Back |} Nent> |[ Cancel I

= |f you want everyone on the computer to be able to use ASAP Utilities choose "Yes".

Click the Next-button to continue.
This will automatically add ASAP Utilities to the Excel menu for each user that logs in on

the computer. This is also handy when you log in with normal user-rights and run the

14 Chapter 3
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setup as an administrator.

15/ Setup - ASAP Utilities (=]
—=
Select Additional Tasks
“Which additional tasks should be performed?

Select the additional tasks you would like Setup to perform while installing ASAP Ultilities,
then click Mexst.

Add ASAP Utilties ta the Excel menu for anyone whao uses this computer?

[ < Back H Mest > ][ Cancel ]

Click "install" to copy the files to the selected folder.
15/ Setup - ASAP Utilities (=]

Ready to Install

Setup iz now ready to begin instaling ASAP Utilties on your computer.

Click Install to continue with the installation, or click Back if you want to review or
change any settings.

Destination location:
C:A\Pragram Filesh\AS5AP Utilities

Start Menu folder:
ASAP Ulilities
Additional tasks:

Add ASAP Utlities to the Excel menu for anyane who uses this computer?
‘ez recommended)

<Back | Instal |[ Cancel ]

15 Setup - ASAP Utilities

Joks

Installing

Flease wait while Setup installs A5AP Uliliies on your computer.

Extracting files...
C:\Program FileshA5AP Utiliies'ASAP_Utilities.dl

Getting started 15
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= The setup will now show you what is new in this version:

15 Setup - ASAP Utilities ™= 5

Information
Flease read the following important information before continuing.

‘w'hen you are ready to continue with Setup, click Nest.

New and improved in this version 2

+ [General
If you inztall ASAP Utilities vou can choose to have it automatically added to
the Excel menu for sach user that lags in on the computer. This is also handy
when vou log in with normal uger-rights and run the setup as an administrator.

+  ASAP Utilities Options > ASAP Ulilities options and seltings...
“f'ou can now specify to have the menu-tems [Categories] numbered too,
By default thiz is turned on.

+ Export > Export selected chart or range as image [file]...
The dialog will now automatically be cloged after the export is completed,

+  Export > Export worksheets as separate files. ..

= All files are now copied to your hard disk. Click the finish button.

15 Setup - ASAP Utilities

BEx

Completing the ASAP Utilities Setup
Wizard

Setup has finizhed installing A5AP Utilities on your computer

‘when you now start Excel vou will see a new item, called
ASAP Ltilties in the: rmenu

Click Finish ta exit Setup.

[ Wiew readme. st

T .

16
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= In the Excel menu you will find a new item called "ASAP Utilities":

Mi:rosoft Excel - Book2 E]
@ File Edit Wiew Insert Format Tools Data Window Help | ASAP Utilities it help -8 X
D@Hiﬂﬁ émf“; %@-g ‘,O Wision Conkral,.. '@.
arial 10 - B I U0 E== = o Favotites & Shortouts Py &v J

- Fe Select 3
B [ ¢ [ b | E | F shests S I T T M o

Range 3
Columns & Rows 3
Murbers 3
Text »
Formula 3
Fill »
Format »
Objects & Comments 3
Web »
System 3
Information 3
Imnpork 3
Export »
Launch 3
ASAP Utilities Options »

@ User Guide {pdf)...

e .

O Unregistered version,..

144 v Wl Sheetl {Sheetd [Shests / ' ' ' ' [« =l
Ready

In Excel 2007 it looks like this:

I"_". =] M 5 Bookl - Microsoft Excel - =

Home Insert Page Layout Formulas Data Review View ASAP Utilities @ - =7 x
" ) |\ Edsheets~ 3 coumns &Rows - % Numbers - 25 Web - [Zimpart~ || (5 ASAP Utilities Options ~ || [}, User Guide (pdf)
\1“ ﬂ Range - 1.1 Objects & Comments = EText = fﬁlnfurmatmn e ﬂ__] Export ~ 3 Unregistered version & Online FAQ
My favorite || Vision Select . 0 = »
tools ~ Contral =+ = Fill- |55; Format - J Formula - B8] System - b Launch - Re-run last utility alnfo
Favarites Time saving tools Options and settings Info and help
| AL - |
A B C D E E G H I J K L M N a

1 . ] 1 1 1 1 1 1 1 1 1 1
2
. |
4 4

If you don’t see ASAP Utilities in the menu, run through steps 3 to 6 of the paragraph

“Manual installation” on page 18.

= The installation is finished, and you are ready to use ASAP Utilities.

After the installation is finished a new program folder is created in your start menu (if

you choose to create it in step 4):

] ASAP Utiities » P 4sAP Utilties
B install a3ap Uklities as a default add-in in Excel
ﬁ' remave ASAP Utlities From your computer
B uninstall ASAP Utilities as add-in in Excel
[Z] Readme.txt
ﬁ' Uninstall A54F Utilities
I
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332 Manual installation Excel 2000, 2002 /XP, 2003

Although we recommend the automatic installation, the manual installation is easy to do.
You must be logged in as an administrator or as a member of the Power Users group
when installing ASAP Utilities or you can choose to run the setup as administrator. When
the installation is finished every user on the computer is able to use ASAP Utilities.

http://www.asap-utilities.com/fag-questions-answers-
detail.php?m=109

Starting from version 4.1.1, ASAP Utilities is no longer available as a zipped-package; in
stead it can only be downloaded as an executable setup file. This paragraph about the
manual installation is for your background information.

Walk through the following steps.

1. Place all the ASAP Utilities files on you hard drive. It doesn’t matter what the location
is, as long as all the files in the package are together.
The recommended location is: C:\Program Files\ASAP Utilities\

2. Start Microsoft Excel
3. In the tools menu, choose Add-Ins.

[ Microsoft Excal - Book1

BY B L vew et Foms | Jok | Dsts Window  Heb
DEESE SRY 4T v "
Arisd 10 =B I i rrer Cheding...

_—
F
P
LU —
&

=
Wi
"

A - I S g
A H G Shage Workhook. ., H

1 Irack Changs 'l

Erobachion k
Ounn Collsber slion v
T .

10 Formui Ayeltineg v
11 Tk on the Wi,

L Madrg F
13 -

14 Add- .-

15 TF fugoComedt Optiong. .
16
17
18 Qokions.
19

4. Use the “Browse..."” button to locate the ASAP Utilities.xla file
(default is C:\Program Files\ASAP Utilities\)

a0 "~ 09 AN e Lk B e

i

Cuteerize. .

If Excel asks you to copy the file to the library folder, answer “no”. (this is important)
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[Add-ins e

- ek Sy il

T byt Tookak: =] ok
I inaysis Tookak - ¥iu
I~ Condronsl Sum Wizsed Conmoel
™~ Euo Currency Took -
™ Irdmeresl Bosik ik VE&
™ Loolup Winard
[ Sobeer &ddin
i
Brtysis Tool sk
[Primides functions snd intarfaces fior financal snd
soentific deta snalyss

Browse
tookin: [ Aser Utities x| & @ %W £ ER - Took -
'E;'ASAP Ltilities, xla

Histary

B

MMy Documents

=

Desktop

i

Favarites

File name: I LI
Files of tvpe: [ add-Ins (*.xla; * ) =l Cancel
—|

5. Check the “ASAP Utilities” check box.
Add-Ins (2]

Add-Ins available:

Analysis ToolPak, ;I o I
[~ Analysis ToolPak - VBA

[X]

v A
I~

[~ Eurn Currency Tools
Browse...
[~ Internet Assistant VBA E |
[~ Lookup Wizard Automai
[~ Solver Add-in ubomation. .. |

Caniel

|

FASAP Litilitie:

Collection of great easy-to-use time saving tools
1995-2006 Bastien Mensink |
http: f v, asap-tilities, com

6. Next to “Help” in the menu, there is an option called “ASAP Utilities".
If ASAP Utilities is not there, you have to close and restart Excel.

7. Installation is now finished. Have fun!
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3.3.3 Manual installation Excel 2007

Although we recommend the automatic installation, the manual installation is easy to do.
You must be logged in as an administrator or as a member of the Power Users group
when installing ASAP Utilities or you can choose to run the setup as administrator. When
the installation is finished every user on the computer is able to use ASAP Utilities.

http://www.asap-utilities.com/fag-questions-answers-
detail.php?m=109

Starting from version 4.1.1, ASAP Utilities is no longer available as a zipped-package; in
stead it can only be downloaded as an executable setup file. This paragraph about the
manual installation is for your background information.

Walk through the following steps.

1. Place all the ASAP Utilities files on you hard drive. It doesn’t matter what the location
is, as long as all the files in the package are together.
The recommended location is: C:\Program Files\ASAP Utilities\

2. Start Microsoft Excel

Click on the upper-left icon.
Then click on the "Excel Options" button:

@ = = Bt

Home Insert Page Lavout Formulas Data Review
Recent Documents -
=
=4 =}
Open...

H Save

H Save As.. #
l,‘_;,:d Print... L4
ﬁ‘ Finish 3
—'@ Send L]

1 | Fublish 3

i

2|

&
| Close

3 Excel Options | | X Exit Excel |
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4. Choose Add-Ins:

' —

Home | Fxcel Options

& !

. Persanalize ]

¢ L5F ] H ﬂ; View and manage Office add-i
Pavste 7 Formulas
Clipboard "{ Proofing Add-ins
-
———aa Save Mame
A tive A
Advanced
[ 1]
3 Customization
3 Add-Ins | Analysis ToolPak
4 Analysis ToolPak - VBA
5 Trust Center Conditional Sum Wizard
R Custom XML Data
6 EAOLrES Euro Currency Toals
74 Financial Symbol (Smart tag lists)
2 Headers and Footers
Hidden Rows and Columns
£ Hidden Worksheets
10 Internet Assistant VBA
1 Invisible Content
Lookup Wizard

19 o et

5. Press the "Go..." button to manage the Excel add-ins:

Description:

Manage: | Excel Add-ins [v]

6. Click on the browse-button in the Add-Ins dialog to locate the ASAP Utilities.xla file
(by default in the folder C:\Program Files\ASAP Utilities\)
If Excel asks you to copy the file to the library folder, always answer "no". (this is
important)
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H=2 vz - Bookl - Microsoft Excel

| Home | Insert Page Layout Formuias Data Review View

= ® 0l cion = | General . ﬂ
L <3|

— = —
Paste ¥ |-B £ 'H J ' |§E=‘F’ ’_HI%H:E_-;H.-E-J.Cﬂﬂdi‘tzonz

| = || Formatting
_Clipboard 5| Font | Alignment £l Number =1
a1 @ 1 |
T T T T T

| A B | c | D | E " |Add-ns -W_! .
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2 Add-Ins available:

4 =
|== Analysis ToolPak - VBA

4 [ Conditional Sum Wizard

= :‘ Euro Currency Toals
— :| Internet Assistant VBA

6 | [ Lookup Wizard = '
7| [ 50lver Add-in

8 4

9 |

10|

11 |

12 4

13

14| ~Analysis ToolPak
A5 Provides data analysis toals for statistical and

16 engineering analysis
o
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.
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=i | General - #
. s

= * Calibri
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7. Check the "ASAP Utilities" check box and press the OK-button. When you do that
ASAP Utilities will be started.
rC!:a\ H92 0oz -
i |
— Home Insert Page Layout Formulas Data Review View
. j: Calibri Sl A A= Eu General éh__gl
Paste /B & w - |- A~ lE=E= - |88 - 9% e |[%8 5% || Condition
- j Formatting
Clipboard ™= Font (P Alignment = Mumber P
| Al N 5|
A B c D E E—
; Add-Ins
ik
'2 :! Add-Ins available;
3 [] Analysis ToolPak
I ¥ Analysis ToolPak - VBA
4 [/]ASAP Utilties
5 %Cond\tinnal Surm Wizard
1 Euro Currency Tools
6 | %Internet Assistant YBA
Laokup YWizard .
; 1 [ solver Add-in
3|
10|
1|
12 4
13 |
14 | ASAP Utilities
15| Collection of great easy-to-use time saving tools
16 1995-2006 Bastien Mensink. |
1 hittp: f i, asap-utilities. com
17
18
8. In the add-ins tab there is the menu of "ASAP Utilities".

If you do not see ASAP Utilities in the menu you have to close and restart Excel.
Installation is now finished. Have fun!

£ o iclsnests- F] Commns&iows - U numben - i web (%5 impest - | ASAR Utilities Options - || [, Urer Guide ipdn)
A WS o pange o] Obgects & Comments - AlTrd - |G Information - B Bpart - || 3 Uriesteredwerion || @8 OnimeFAQ. |
e e il Faimat - L tomsia- @%ten- b L || [ Resun tart utaiy Dive
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AL - & | ¥
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5

&
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334 Upgrade to a new version

If you install the new version in the same location as the previous version, it is not
necessary to uninstall the previous version before installing the new one. The settings of
your previous version (including the favorites menu) will then be kept.

Important

Do not uninstall ASAP Utilities before installing the new version; otherwise you will lose
your settings.

If you want to install ASAP Utilities in another location we recommend you to backup the
favorite’s menu file if you have made changes to the favorites menu
(asap_custom_menu.ini) and uninstall the old version first.

Make sure Excel is closed and then run the setup or overwrite the old files. During the
setup you have to install the files into the same location as the old version. Usually this is
“C:\Program Files\ASAP Utilities\". If you are not sure about that location you can see it in
ASAP Utilities. Start Excel and then:

ASAP Utilities » ASAP Utilities Options » ASAP Utilities options & settings...

ASAP Utilities - Options

Genetal | Save & backup ] Filesize Toolbar ] Contact information ] Debug ]

W Use "Do vou wank to,,." question before starting some utilities
¥ Enable undo where available
W Use F11 ke to switch between Fullscreen and normal view,

W Use numbered submenu-items

default path o stare the "Favarite Tools Menu” file
Shorteuts are available through your Favarites menu.,

C:\Program FilesASAP Utilities

ASAP Liilities is installed in:

C:\Program FilestASAP Utilities!,

(o] 4 Close
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Upgrade twice a year (free)

It is our policy to force an upgrade twice a year to make sure you are always using the
latest stable and most complete version. This is a pre-built in date. No connection to the
internet is made when determining if there is a new version available.

When you start a utility in ASAP Utilities and this new-version-date has come, you will get
a notice:

ASAFP Utilities - A new version is available

Home Download Order form:# Search About ContactUs ‘Weblog®

" asap utilities

What is it? Mews Testimonials Download Purchase User Guide List of tools Videos Support Excel tips

A new version of ASAP Utilities is available!
‘we're proud to announce that a new and improved version of ASAP Utiities is available,

©n maandag 20 juli 2009 this unregistered|trial version (4,3.0 RC1E) will expire and no longer work,
‘ou have 45 days left to upgrade if you are allowed ta use the free version or to consider a license,

‘ou should purchase a license and register ASAP Utilities either:

- if wou use it in a commercial organization (after a free trail period of 90 days),
- ot if you don't want to be forced bo update to the new wversion bwice a year,
- or i you lke this program and think it is worth the money,

- or because you know the money will be invested in Further development,

- or if you wank ko get priority suppart,

‘ou can download the new version Fram our website: http: /fwwe, asap-utilities .com,

If vou can't download from our website, we can send you the new version by email, If vou send an email to
downloadi@asap-utilities, com you will get an automated reply with the new version added as attachment {approx. 2-3
ME).

‘You have to close Excel before you install the new version,

Please install the new version in the same folder as the current version:
L:YProjects\ASAP Utilties\Sourcelpackage),

Kind regards,
Bastien Mensink.
http: ffuna, asap-utilties. com

Registration information ‘

Close | Hide this reminder for the next 10 days | Download |

When you click on the “Download from www.asap-utilities.com” button, Excel will try to
open <www.asap-utilities.com> in your default browser. It will not automatically
download the new version, you have to download the new version yourself and perform
the installation.

This message will be shown only once a day when you start one of the ASAP Utilities
tools.. You have the option to turn off the message for the next ten days. This way you
can continue to work without being bothered too much. Make sure you do the upgrade
before the end date is reached. After the end date the current (old) version will no longer
work. I'm sorry, but this is the only way to make sure people are using the most recent
version. In the past we were receiving too many emails from people with feature requests
and bug reports that had already been implemented or solved in the new version.

If you can't download from our website (www.asap-utilities.com), we can send you the
new version by email. Please send your request to newversion@asap-utilities.com and you
will get a reply with the new version attached approximately 2-3 MB). You have a period
of approximately 3 months to upgrade (free).

2 Starting in version 4.0 the update notice will not anymore be shown on Excel's start-up
but only when you start one of the ASAP Utilities tools. In version 3.10 the update notice
will be shown during the upgrade period when you start Excel.
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Be informed by email when a new version is released

Subscribe to our Newsletter and you will receive free e-mail updates when a new version
or an important update of ASAP Utilities is released.

http://www.asap-utilities.com/asap-utilities-newsletter.php

Registered users / commercial organizations

If you have a purchased a license key and registered ASAP Utilities you can choose your
own time to upgrade to the new version. This is a major benefit for large organizations
and you can also choose to keep using an old version. Buying a license for ASAP Utilities is
possible since March 2007.

http://www.asap-utilities.com/reqgistration.php

http://www.asap-utilities.com/download-old-versions.php

335 DLL registration, administrative privileges

You must be logged in as an administrator or as a member of the Power Users group
when installing ASAP Utilities or you can choose to run the setup as administrator. When
the installation is finished every user on the computer is able to use ASAP Utilities.

http://www.asap-utilities.com/fag-questions-answers-
detail.php?m=109

Some systems do not allow certain sections of the registry to be written to by users
without administrative privileges. It is recommended that only those with administrator
privileges and those that are logged on as administrator install ASAP Utilities on such a
computer.

The file “ASAP Utilities.dll” is registered as ActiveX (COM) component on the machine,
using the HKEY LOCAL MACHINE registry entry. That means that to register the add-in you
need to be a member of the "Administrators" or "Advanced Users" groups.

ASAP Utilities creates the following key. This way all users on the computer can work with
ASAP Utilities. If you choose the manual installation the DLL is registered the first time you
start Excel with ASAP Utilities.

HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Office\Exce\Addins\ASAP_Utilities.adConnect

3.3.6 INetwork installation

There are several options for a network installation. | am no network administrator but in
this section | give you some tips about the way Excel works with add-ins. Please test them
before you deploy them.

You can install ASAP Utilities (or place all files) on a central location on your network and
have ASAP Utilities listed in the add-ins dialog in Excel or have it automatically loaded. If
you manually place the files on a central location, make sure all files are in the same folder.
The benefit of having ASAP Utilities on a central location on the network is that upgrading
to a new version is as simple as installing it once into that folder.

After placing the files on a network drive there a few things you might have to do:
= Users have to be able to load ASAP Utilities (read access to the files).

= If you don't use the ASAP Utilities setup you have to register the DLL yourself. See
paragraph 3.3.5, DLL registration, administrative privileges on page 26 and paragraph
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3.8.4, Registering the DLL on page 41.
More information:
http://www.asap-utilities.com/installation-manual-steps.php#step2

= You can have ASAP Utilities loaded for every user each time Excel starts.
Changing the registry settings to have ASAP Utilities available is only possible on a per-
user basis. Excel does not have a setting to have your add-in loaded for every user on a
computer. However, if you want ASAP Utilities automatically added to the Excel menu
for all users, you can specify this during the setup or in the registry (3.8.3, “Add ASAP
Utilities to the Excel menu for all users”on page 41)

= You have to specify a location to store the favorite menu settings (ini-file).
Starting from ASAP Utilities 4.2.2 (January 2008) this file is by default stored in the
user’s application data folder. Previous versions stored the file in the program files
folder. Starting from version 4.2.5 the file will be automatically created there the first
time whether the option is paragraph 3.8.3 on page 41 is on or off. In previous versions
you have to put the file in the location specified.
Users can always change the location themselves but it is more user-friendly to point it
to a location where they can read/write the file.
The registry settings for the location of the favorites menu is explained in_paragraph 3.8,
“User data and registry settings” on page 40.

= Besides the installation you should also add the license information in the registry of
every user (HKEY_CURRENT_USER) to make sure they get the registered version that
does not expire. This is described in paragraph 3.8.5, “Registration/license settings” on
page 41.

1 Display ASAP Utilities in Excel’s Add-in list

To have ASAP Utilities available in the add-in list you have to add it to the registry for each
user. This will only show ASAP Utilities in the add-in list. It will now automatically load
ASAP Utilities.

Create a new string value in the registry key:

HKEY_CURRENT_USER\Software\Microsoft\Office\ <version> \Exce\Add-in Manager\

For example for Office XP/2002 this is:

HKEY_CURRENT_USER\Software\Microsoft\Office\10.0\ExceNAdd-in Manager\

Excel 2000 9.0
Excel XP/2002 10.0
Excel 2003 11.0
Excel 2007 12.0

Create a new string value where the name is the full path and filename of ASAP Utilities.
For example: O:\Apps\Office\Add-ins\ASAP Utilities\ASAP Utilities.xla.
The value data is empty:
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Edit String

Walue name:
0:\appehDifice’ddd-ins\aSaP UtiitieshAaSAP Utilties. xla

Walue data:

|

When the user now starts Excel ASAP Utilities is available in the Tools » Add-ins list:
Add-Ins

Add-Ins available:
=] oK |

I Analysis ToolPak
I~ A

I Euro Currency Tools Q
E

[ Internet Assistant YBA (EFERER

I Lookup Wizard Atomati

I Solver Add-in m

J

Collection of great easy-to-use time saving tools
1995-2006 Bastien Mensink |
hktp: v, asap-utilities . com

ASAP Ltilities

Load ASAP Utilities on Excel startup

To have ASAP Utilities automatically loaded every time Excel starts you have to follow the
steps in this paragraph. If you want this for all users on the computer, please have a look
at paragraph 3.8.3 Add ASAP Utilities to the Excel menu for all users on page 41.

To have ASAP Utilities automatically installed you have to write an entry to the registry key:

HKEY_CURRENT_USER\Software\Microsoft\Office\<version>\Exce\Options\
Excel 2000 9.0

Excel XP/2002 10.0
Excel 2003 11.0
Excel 2007 12.0

In Excel XP/2002 this is for example:

HKEY_CURRENT_USER\Software\Microsoft\Office\10.0\Excel\Options\

In this key there are a set of ascending entries numbered OPEN, OPEN1, OPEN2, etc. The
value of each of these entries is the full path to and the filename of the add-in.

To add ASAP Utilities you have to find the highest numbered OPEN<n> value and create a
new value one higher. They must be continuous and in the following order:

OPEN
OPEN1
OPEN2
OPENS3
etc.
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3.4

In a clean Excel installation without any add-ins installed there are no OPEN values. In that
case you can add ASAP Utilities by creating a new value of the string type with the name
OPEN and as value the full path and filename of ASAP Utilities, surrounded by quotation
marks. For example:

"0O:\Apps\Office\Add-ins\ASAP Utilities\ASAP Utilities.xla”. You have to write the quotes (")
around it because the path/filename contains spaces.

Mame Tvpe Data
.-_E]mu FEG 52 o O apesOfficetdd- gl Asal Lnilities\ 05 AR Lnilies iy

Edit String

Walue hame:
OFEM

Walue data:
AR U0AppstOfficehadd-inshASAP UtiltiestaSAP Utilities =la"

If you precede the add-in name with a /R switch the add-in will be opened as read-only.

Example of the registry key with no other add-ins loaded:

{*hﬁhﬂr!lﬂtl = = 1
Ele £ ow Fgemies b
# ] Multimecia | Mane Tyes Data
1 hetihE Bjoafad  RIGS2 [t itk 262
# L hetite e anun REG_DWORD  CofO000000 {0
| tebadug e | REG 52 1. lrogram Fles|ASAF Lilkies| A5AF kities o™
= __.:ﬁlx::u EffCononFomst  RIG_DSWARY 0000 00 00 00 00 00 00 00 £ 00 00 (00 00 00 00 00 ...
3 _II c 8], REG_ST 44,58, 76,530
= ] Excel prdm REG_BOMARY Qo) oo Qg0 Qa0 a0 Qe QDo 0uCH o 0 0 oD 00 o0 D 03 D
3] e v
=3 Ogtions
# (] Seouity
% (1] Mo
% ] Regstration
8 ] Usper Sethings
1 Vet 25
€| >

IH',- Computer|FEEY CLERENT USER\EafowareiMicrosofthOfficel 1 2. 0l erelilptions |

Example of the registry key when the analysis toolpack was already active as add-in,
ASAP Utilities now uses the OPEN1 key:

{*W‘II"‘.'.I N [=] -‘l
[Fde Eot Yiew Faeorks Help ]
J hbadog A Name Tvpe Dty -
1 Diffice ) REG 5T e ——
= 20 Eflomdbwbats  BEG_DINARY &9 LF OOV0 (1 O 00 0000 00 00000 7h 00 02 0000 00 G2 01 B Ff 05 0L 00 00 081

0 1S Commen |DecimalSep... REGSI .
- ﬁ":.kl o Blloeiadshe... REG_DWORD  DO0000000 (0}
ij;‘;“ 2| B restiun REG_DWCRD  (re0000000 (0
=5 cptans aboprn REG_S2 R " ipragrian Fles\Mcrosoft OFfice|0ffics L 21U syl nshyss ANALYSIZ 11"
& (0] Securky ARJoPEML | REG_5I 1R cilprogram MimsiASAP Lkite ASAP Utilters, xla”
& 1 moot Bl optiorFoemat REG_BINARY 00 00 00 06 50000 00 05 D0 60 00 00 50 00 00 05 60 60 00 00 50 00 60 60
& L Begstration E|optiorsly...  PEC_BINARY 48 0300 00 28/02 00 00 S 00 00 O 1k 00 00 00 G000 60 00
o 0 User Settngs [ | 2b]Pos REG_52 5,55, P, 5200 =
] > < 3

IH;- Computer \MEEY CLURRENT USER\SoftwaredicrosofthOffice] L 2. W mefyOptions

Macro security

ASAP Utilities is digitally signed. This gives several benefits. For one example, it assures
you that the files come from us and have not been tampered with. The company name

29
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you will see on the certificate is "A Must in Every Office BV"
Security Warning E]

L:\Projects\ASAR UtiitiesiSourcelpackage) ASAP Utilities xda

contains macros by p
X X Details...
A Must in Every Office BY

Macros may contain wiruses, It is usually safe to disable macros, but if the
macros are legitimate, you might lose some functionality.

[ Always trust macros From this source,

Disable Macros ‘ B At More Tnfo |

During the installation ASAP Utilities will be installed as default add-in. This means that
every time you start Excel, ASAP Utilities will be loaded and is ready to use.

In order to use ASAP Utilities your security need to be set at a certain level. This level can
be high, since ASAP Utilities contains a digital signature, and you can choose to always
trust us. In Excel 2003 and 2007 you also have the option to set the security lever to “Very
High", however when you do that you won’t be able to use ASAP Utilities unless you set
the level back to high, or choose to “Trust all installed add-ins and templates” (see the
next chapter).

You only need to change these values if you encounter problems:

In Excel’s menu choose:

Tools » Macro » Security » High

Or in Excel 2007 choose:

Office button » Excel options » Trust Center » Trust Center Settings

Then choose “Disable all macros except digitally signed macros” or “Disable all macros
with notification”

Maiie Seblings

For macros in documents nol in & trusted Bacstioe:
7} DHsabie B0 mBtros withaut notitication
7 [Hsabie 88 mactres with netifeation
(%) Disabie o8 mbcies except aeghally signed macras
7 [nabbe SN macros NGt recemmended; potentialy dangeroud code can nun|

Despite what is written in some reviews, ASAP Utilities never requires to lower your
security settings to low.

Message: Macros are disabled

-

Microsoft Excel

] Macros are disabled because the security level is set to High and a digitally signed Trusted Certificate is not attached ko the macros, To run the macros, change the security level to a lower
. setting {not recommended), or request the macros be signed by the author using a certificate issued by a Certificate Authority.
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From the Microsoft help:

You may encounter this error for the following reasons:
1. Macro security is set to:

e Very High and the application encounters a signed macro, but the macro was automatically
disabled. Use the following procedure to enable the macro:

1. Select the Tools menu option and then select Macro and Security. In the resulting
Security dialog, set the security level to High by clicking the High radio button.

2. Close the file and any other instances of the application currently running on the
computer (close all applications that also use the application you are currently running).

3. Open the file again and examine the certificate of trust details and set the Always trust
macros from this publisher box if you trust the certificate issued by the publisher.

4. Click the Enable button to allow the macro to run.

e High and the application encounters a signed macro, but you selected Disable when
prompted by the macro warning dialog when opening the file. Use the following procedure to
enable the macro:

o Close the file and any other instances of the application currently running on the
computer (close all applications that also use the application you are currently running).

e Open the file again and examine the certificate of trust details and set the Always trust
macros from this publisher box if you trust the certificate issued by the publisher.

e Click the Enable button to allow the macro to run.

e High or Very High and the macro was not signed and was automatically disabled by the
application. Use the following procedure to enable the macro, if you have verified you can
trust the source of the unsigned macro:

e Select the Tools menu option and then select Macro and Security. In the resulting
Security dialog, set the security level to Medium by clicking the Medium radio button.

e Close the file and any other instances of the application currently running on the
computer.

e Open the file again and click the Enable button when prompted to allow for the unsigned
macro to run.

e When you have accepted the macro, return the macro security level to its
previous setting.

2. Another instance of your application has a lock on the security settings and is disallowing any
changes to security settings.

e Itis recommended to close all Office related applications or other instances of the same
application when you attempt to make changes to your security settings.

3. Visual Basic for Applications (VBA) is not installed on your computer.

e If VBA is not installed, it is not possible to accept certificates of trust attached to VBA macros.
Therefore, any VBA macro attempting to run, even with an attached certificate of trust, cannot
be run because the necessary macro interpreter is not installed on the system. Two scenarios
can cause this error:

e  Your administrator chose not to install VBA
e The version of Office you are running does not install VBA by default

e If you are running an instance of Office that does not provide VBA as an installable feature,
you will need to upgrade your version of Office to run VBA macros.

4. The certificate of trust is invalid - (when this occurs, you cannot select the Enable button).

e  The certificate is no longer trusted, was revoked by the issuing authority, or is damaged.
There are several other possibilities which you may need to explore as to why the certificate is
no longer recognized as valid by your system. It is recommended that you not trust or run a

Getting started 31



3.4.2

ASAP Utilities User Guide FREQUENTLY UPDATED

macro that has an invalid certificate.

Trusted sources

If you want to run ASAP Utilities in Excel 2003/2007 with the security settings to “Very
High": you have to have the “Trust all installed add-ins and templates” check box checked.
This is the default setting of Excel.

In Excel’s menu choose:

Tools » Macro » Security

| Microsoft Excel - Book1

B Ele Edit Yew Inset Fomat | Iools | Dsta  Window Help  ASAP Utiities
Aial 10 - B I|¥ elng.. F7ohe Led A
DS HE SR Y|4 & oo i@ oo - @ 3%
B 25 £ Speech »
i | A | E | I Share Workbook.. . L H | ] 58 L
; | Track Changes 3
s |
4 | Protection 3
g | :! Online Collaboration »
7| Goal Seek..,
i E | SCenarios. ..
9
10 Formula Auditing »
1: 1 Tools on the Web...
12
o IMacra b | p Macros... Al+FE
14| Add-Ins... @ Record Mew Macro,..
15 | ZE  AutoCorrect Options. .. Security. .,
16 | :
7 Customize. .. #9  Visual Basic Editor AlE+F1L
18| Gptions: @8 Microsoft Script Editor  Alk+Shift-+F11
19 |
n

Then go to the “Trusted Sourced” tab and make sure the check box in front of “Trust all
installed add-ins and templates” is checked.

Security E]

Security Level  Trusted Sources

Microsoft Corporation J
I :Trust all installed add-ins and tempiates: <@
IV Trust access to Wisual Basic Project

Wirus scanneris) installed.

Or in Excel 2007 choose:

Office button » Excel options » Trust Center » Trust Center Settings
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Trust Center

Trusted Publish
rusted Publishers Mo o

Trusted Locations . 1 :
For macros in documents not in a trusted location:

Add-ins O Disable all macros without natification
. . O Disable all macros with notification
ActiveX Settings
(%) Disable all macros except digitally signed macros

Macro Settings () Enable all macros [not recommended: potentially dangerous code can run}

Message Bar D Joper Macro Settings

External Content

iTrust access to the VBA project object model:

Privacy Options

How to operate ASAP Utilities

Once you have installed ASAP Utilities it adds an extra button in Excel’s main menu. All
tools can be accessed from there.

Excel 2000, 2002/XP or 2003 with ASAP Utilities in its menu

Microsoft Excel - Book2
@ File Edit Yiew Insert Format Tools Data  Window Help | ASAP Utilities
(b m Efj ﬁ élﬁ n't/c % @vg K3 v Cd v ‘E‘D wision Contral... = @'
Avial =10 B = &= o Eavorites & Shortcuts LS & -,
Al - F Select 3
e s [ ¢ [ o | B [ F cheets S I N P Y I IETI W
12 ! Range ’
_3_ Columns & Rows 3
4 Humbers »
Text »
Eormula 3
Eill 3
Format »
Chbjects & Comments 3
web 3
System »
Information »
Import 3
Export »
Launch (3
ASAP Utilities Options (3
@ User Guide {pdF)...
e o
O Unregistered version. ..
et |
W 4 v vil\Sheetl {Sheet? 7 Sheeta / |« | Lli_l
Ready %|

Excel 2007 with ASAP Utilities in its menu

-‘ e
Home Insert Fage Layout Formulas Data Review
1 " r._{ i sneets - §] Cowmns & fows - 3 umben - 36 Web - (%5 Impoat = || ASAR Utilikies Options - || [, User Guide i), |
| | |
| = Range = = Objects & Comments - A]tm ¥ Ei.trlfnmmmn - ] Bxpart - ! _3 Unregastered wersian d Onlime FAQ |

My tavorite || Vision Seled

togli~ || Comtrgd = = Fll - 15} Format - Jo Fomula - [ System - ¥ Launch = || ] Re-runtast wbiity | & inta
_ — —
1%
A B C D E F G H | i K L M M o

A
i 1]
2
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351 How to use ASAP Utilities in your own macros

Excel doesn't record the actions you do with add-ins, such as ASAP Utilities when you use
the macro recorder. However you can start the tools in ASAP Utilities from within your
own macro.

You do have to know the basic understandings of macros/vba to use the macro displayed
in the example below. We do not officially support running ASAP Utilities macros from
within your own macros and offer help on this.

http://www.asap-utilities.com/run-as-part-of-a-macro-vba.php

3.6 Undo
361 Not all tools in ASAP Utilities have an undo

Not all tools in ASAP Utilities have an undo. Therefore it is a good practice to thoroughly
test ASAP Utilities with non-critical data before relying on it or save your work before you
try something new with ASAP Utilities.

We didn't just turn-off the undo or something like that; Excel has no built in automatic
undo for macros. We are aware of the importance of global undo capabilities and
continue working on it.

362 No undo in macros by design of Excel

By design Excel nearly always clears the undo when you run a macro. ASAP Utilities is a
bundle of many macros. If you run a macro you will see that the undo-history is reset and
the undo-button is disabled.

To enable undo for macros we have to write our own undo routine. Usually this is a
routine that stores the settings before running the macro and sets the undo to run another
routine that restores the original settings. Excel doesn’t allow multi-step undo for
programmers so only the last action in ASAP Utilities can be undone (if available).

If you need to undo changes that were made prior to running an ASAP Utilities tool the
only option is to close the workbook without saving. This will revert back to the original
version, but all changes made during the session will be lost.

Depending on the tools in ASAP Utilities some of the custom undo-routines are relatively
simple and have been implemented. However some of the operations require complex
undo-procedures that have not yet been implemented because they are simply to difficult
or complex to create in the amount of time we have available.

Since ASAP Utilities is under constant development perhaps the undo you are missing
right now is implemented in the next version.

3.7 Uninstall

371  Automatic

The easiest and recommended way to uninstall ASAP Utilities is to do this via the Windows
Control Panel.
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Windows 2000/XP

Start > Settings > Control Panel > Add or Remove Programs
or
Start > Control Panel > Add or Remove Programs

Then select ASAP Utilities in the list of programs and click on the "Remove" button:

® Add or Remove Programs

e B
ﬁ Currently installed programs: 7] Show updates Sork by

Change or - —
Remove & Asap utilities
Programs — ~
Last Used on 9 5
; To remave this program from your computer, click Remave, -Remove
Add Mew Renove |

Programs T2 Microsnl ft OFfice Standard Fdition 2003 Si=e  1A9.0NME

Windows Vista
Start > Control Panel > Programs: Uninstall a Program

Then select ASAP Utilities in the list of programs and click on the "Uninstall" button:

[E=1 EeR =5

&3 /=[E » ContolPanel » Programs » Frograms and Features w42 I search )

File Edit Mew Took Help

o Uninstall or change a program

View installed updates

To uninstall 8 program, select it from the list and then click "Uninstall”, "Change”, or "Repair”.
Get new programs online at

Marketplace
+ 1 - | i
View purchased software Sl iV R nioataly o
{digital locker) Mame Publisher Installed On  Size
(ORI UL ("W ASAP Utilities _ Bastien Mensink - A Must in Eve...3/24/2008 140 ME |

Note

If other users on the same computer used ASAP Utilities too, you will have to manually
remove ASAP Utilities from their list of Excel add-ins. This is something that can only be
automated for the user that runs the uninstall due to the design/restrictions of

MS Windows. In such a case the user has to follow step 4 till 7 of the manual uninstall.

Automatic uninstall #2

As an alternative you can also use the following method to uninstall ASAP Utilities.

You can also run “unins000.exe” from the ASAP Utilities installation folder. The uninstaller
removes all ASAP Utilities installation files and removes all ASAP Utilities entries from the
registry.

If you have specified an alternative location to store your favorites menu settings you have
to manually remove the file asap_custom_menu.ini from that location.
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) C:\Program Files\ASAP Utilities

File Edit  ‘iew

Q Back - 2,

¢ Address |23 C:\Program Filesiasap Utilities

Fawvaorites  Tools  Help

ﬁ /.- ) Search

Mame Size
5 nsap Lilties xla 124 KB
__'fasap_custnm_menu.ini 1 KB
‘ﬂ ASAP_Ukilities . dl 2772¢KB
@install as addin,xls 163 KE
E] readme. bxt 20 KB
[ Register DLL 2 KB

£ 3KE

| 659 KB
din. s 118 KB
© UrRegister DLL 2KE
[Z] wersion_histary kst 33KE

Folders

Type

Microsaft Excel Add-In
Configuration Settings
Application Extension
Microsaft Excel War, .,
Text Docurnent
Shortcut:

DAT File

Application

Microsoft Excel Wor. ..
Shortuk

Text Docurnent

> X9 E

SETx

™ a Go
Date Modified
3-3-2006 11:20
23-1-2006 16:36
3-3-2006 11:17
22-11-2005 1516
3-3-2006 11:21
12-1-2006 15:21
3-3-2006 14:10
3-3-2006 14:10
22-11-2005 15:17
12-1-2006 15:21
3-3-2006 11:21

Description: SetupfUninstall File Yersion: 51.42.0.0 Date Created: 3- 655 KB

_J My Computer

ASAP Utilities Uninstall

Continue?

Are you sure you want ko completely remave ASAP Ltilties and all of its components?
m/ It is recommended that vou close all ather applications before continuing, especially Excel.

Manual

Another way is to manually remove ASAP Utilities but we recommend the automatic

uninstall.

1. Close Excel, if it is opened.

2. Unregister the ASAP_Utilities.dll. To unregister the DLL use the command:
RegSvr32.exe "<Drive + Folder>\ASAP_Utilities.dll" /u
e.g. RegSvr32.exe "C:\ASAP Utilities\ASAP_Utilities.dll" /u
You can also use the shortcut “UnRegister DLL” we made for this:

) C:\Program Files\ASAP Utilities

File Edit  ‘iew

Q Back - 2,

¢ Address |[Z5) C\Program Files\ASAP Litiities

Mame
8 nsap Lilties xla
% 3sap_custom_mmenu. ini
| %] 45ap_L Ikiities. ol
@install a5 addin,xls
[%] readme. kxt
[ Register DLL
unins000, dat
i5)unins00n exe
@un\nstall a5 addin.xls

E] wersion_histary bxt

ﬁ /.- ) Search

2772 KB

Fawvaorites  Tools  Help

Folders

Size | Type

SETx

> X9 E

v @

Date Modified

124 KB Microsoft Excel Add-In - 3-3-2006 11:20
1 KB Configuration Settings  23-1-2006 16:36

2KEB Shortcut
3KE DAT File

659 KE  Application
118 KB  Microsoft Excel War,,,

2KB  Shortcub

33KE  Text Document

Application Extension
163 KE  Microsoft Excel War,,,
20KE  Text Document

3-3-2006 11:17
22-11-2005 15116
3-3-2006 11:21
12-1-2006 15:21
3-3-2006 14:10
3-3-2006 14:10
22-11-2005 15117
12-1-2006 15:21
3-3-2006 11:21

Location: €\ WINDOWSsystem32

1,37 KB

_J My Computer

3. Delete the folder where the ASAP Utilities program was installed.
Usually this is [C:\Program Files\ASAP Utilities].
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4. Start Excel, you will now receive an error, indicating that ASAP Utilities could not be

found.

Microsoft Excel

' 'C:\Pragram Files\ASAP Utilities\ASAP Ukilities. xla' could not be Found. Check the speling of the file name, and werify that the File location is correct,
. l

I vou are trying ko apen the File From your list of mast recently used files on the File menu, make sure that the file has not been renamed, mowved, or deleted.

“Add-ins".

5. Click OK. Then choose in the menu “Tools",

Microsoft Excel - Book1

File Edit Wiew Insert Format | Tools | Data ‘Window Help

Arial <10 - B 7w Speling. F7omeles

hSEHy SLY ¥ D Eror checng... b
a1 - & Speech 3

A B C Share Workbock. ., L

; :! Track Changes 3

3

4 Protection 3

g Cnline Callaboration >

7 Goal Seek...

8 Scenarios. ..

4 '

10 Farmula Auditing 3

11 Tools an the Web...

i2 Macro 3

13 =

14 Add-Ins. ..

15 ZF  AutoCorreck Opions...

16

17 Customize...

18 optians, .,

19

20

6. Then uncheck the check box next to Asap Utilities.

Add-Ins

(2Jes

Add-Ins available:

I Analysis ToolPak
I Analysis ToolPak - YEA
v

Cancel

™ Eura Currency Toals
I Internet Assistant YBA
I Lookup Wizard

I Solver Add-in

Asap Ltilities

=] oK |
[ ]

Erowse, .,
Automation, ..

7. Excel will now ask you if you want to remove Asap Utilities from the list. Answer with

yes.

Microsoft Excel

-
\!L’) Cannot find add-in ‘C:\Program FilesiasAP Ltilities\AsAP Utiities, &', Delete from list?
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8. Now close the form, and ASAP Utilities is successfully uninstalled.
ASAP Utilities is removed from your computer and Excel.

Add-Ins |

Add-Ins available:

I Analysis ToolPak J oK |
I
T Cancel
I Euro Currency Tools
I Internet Assistant YBA
Ei
™ Loakup Wizard dlfattise
I Solver Add-in ’
Automation. .,

Asap Ltilties

374 Temporarily uninstalling ASAP Utilities

If you want to temporarily uninstall ASAP Utilities, for example if you want to make
screenshots and want the default Excel menu bar shown without ASAP Utilities, or if you
think Excel starts to slow or if you think you have problems related to ASAP Utilities, you
can do the following:

1 Excel 2000, 2002/XP and 2003

In the Excel menu go to “Tools”, “Add-ins” and then uncheck the check box next to
ASAP Utilities. This will remove ASAP Utilities from the menu.

| Microsoft Excel - Book1 Add-Ins
Fle Edt View Insert Format | Tools | Data  Window  Help  ASAP Utiities fdd-Ins avaiable:
0O = !ﬂ @ & ﬁ&v x’ "5}’ Spelling... F7 l 41_,‘) 100 I Analysis ToolPak J fol's |
) I~ &
arial w10 - B 7|% Erorcheding.. | il Cancel
K A Speech N I Conditional Surn Wizard
hd * e I Euro Currency Tools —
A B c Share Wworkbook, ., L H I Internet Assistant YEA =
1 ™ Lookup Wizard
5 Track Changes 3 ™ solver Addkin Automation. ..
3
4 Protection 3
2 Online Collaboration 3
7 Goal Seek. ..
g SCenarios. .. J
9 ==
0 Forrmula Auditing 3 ASAP Utilities
T Collection of great easy-to-use time saving tools
Tools on the Wieh... 1998-2006 Bastien Mersink |
12 Macro 5 hitkp: fenane, asap-utilities. com
13 —
14 Add-Ins...
15 TE  AutoCorrect Options...
16
Customize. ..
17 =
18 options...
19
il

If you want to enable ASAP Utilities again, check the checkbox next to ASAP Utilities again.

2 Excel 2007

In the Excel menu click on the upper-left “Office” button and go to “Excel options”.

38 Chapter 3



FREQUENTLY UPDATED ASAP Utilities User Guide

@ﬂ" MalA— B
;LM.Q_MLMEM_MWIMLMM_
Recent Documents
D New... E
=
L}
7 Open.
bl = L
| £
E Save As.. F I
@ Frint... L¢
@ Finish 3 i
= Send L3 |
| Publish 3 '
= |
|_J Close
2] Excel Options | < Exit Bxcel |
16 &

Then choose “Add-ins” and choose Manage “Excel add-ins”. And then uncheck the check
box next to ASAP Utilities. This will remove ASAP Utilities from the menu.

H9-0- s

Home Insert Page Layout Farmulas Data Review View | ASAP Utilities W - 7 x

-

< k =
i !Wvﬁﬂuns m = | [ User Guide (p(
- || @ Online FAQ
| My fay| Popular . - & = v
| tool P it View and manage Microsoft Office add-ins. |_ O Info
| Favo Farmulas || Infoand help
Proafing Add-ins
Save MName | Location | Type
1 Advanced Active Application Add-ins .
2 ASAP Utilities AP Utilities\ASAP Utilities.xla  Excel Add-in
3 Eustomize ASAP Utilities library component O AP Utilities\ASAP_Utilities.dll  COM Add-in
it M Inactive Application Add-ins
5 s Analysis ToalPak CybrandAnalysis\ANALYSI2 MLL  Excel Add-in
_5" Trust Center Analysis ToolPak - VBA ryAnalysis\ATPVBAEN XLAM Excel Add-in
Conditional Sum Wizard fficel2\Librant SUMIF . XLAM Excel Add-in
7 BesaucRs Custom XML Data C\ ffice\Officel \OFFRHD.DLL  Document Inspector
a8 Date (Smart tag lists) Ch..Shared\Smart Tag\MOFL.DLL  Smart Tag
g Euro Currency Taals G 12'Libran\ EUROTOOLXLAM  Excel Add-in
Financial Symbol (Smart tag lists) Shared\Smart Tag\MOFL.DLL ~ Smart Tag
iﬂ_ Headers and Footers fice\Officel \OFFRHD.DLL Document Inspectar
11 Hidden Rows and Columns ffice\Officel ZOFFRHD.DLL Document Inspectar =
12 Hidden Warksheets O ffice\Officel OFFRHD.DLL Document Inspectar | ]
Trbarmat Arcicknnt \VBA A OFfieat Tl ieand HTRL VI AW Eveal Adel in e
13 Add-in: ASAP Utilities
14 Publisher:
'15 Location: Ch\Program Files'\ASAP Utilities\ASAP Utilities.xla
16 Description:  Collection of great easy-to-use time saving tools
17 © 1999-2008 Bastien Mensink | http://www.asap-utilities.com
18
19| Manage: __Ex:el Add-ins tl G0,
20 -
a
22
23
24 ! —" T
H 4 » M| Sheetl Sheet2 ~Sheet3 %3 & (L
Ready |
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Time saving tools

—— Add-Ins

Add-Ins available:

Analysis ToolPak K
Analysis ToolPak - VEA

A5AF Uitiities p—
Conditional Sum Wizard
Euro Currency Tools
Internet Assistant YEA
Lookup Wizard

Sobver Add-in

Browse...

Automation, ..

i

I S

ASAP Lkilities
Collection of great easy-to-use time saving tools

1999-2008 Bastien Mensink |
http: [ v, asap-utilities, com

If you want to enable ASAP Utilities again, check the checkbox next to ASAP Utilities again.

User data and registry settings

This chapter will tell you where ASAP Utilities saves its settings.

Registry
The settings of ASAP Utilities are stored in the registry in the following section:

HKEY_CURRENT_USER\Software\VB and VBA Program Settings\ASAP Utilities\

Favorites menu

The favorites menu, asap_custom_menu. ini, is by default stored in your application data
folder, for example:

C:\Documents and Settings\<UserName>\Application Data\ASAP Utilities\

However this can be changed:

ASAP Utilities » ASAP Utilities options » ASAP Utilities options and settings...
The folder where the favorites menu is located is stored in the value CustomMenuPath in
the key:

HKEY_CURRENT_USER\Software\VB and VBA Program Settings\ASAP Utilities\Setup

The location of the favorites menu file should preferably be writeable and editable, if not
users can use the favorites menu but they cannot change it and will get a warning
message when trying to.

NOTE: In versions before 4.2.2 the file was by default placed in the same location where
ASAP Utilities installed, usually the program files folder.
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Add ASAP Utilities to the Excel menu for all users

This will automatically add ASAP Utilities to the Excel menu for each user that logs in on
the computer. This is also handy when you log in with normal user-rights and run the
setup as an administrator. You can specify this during the setup.

The setting is stored in the following key:

HKEY_LOCAL_MACHINE\SOFTWARE\ASAP Utilities\|AutoSetupAllUsers

This value can be 0 (off) or 1 (on).

Registering the DLL

When the file ASAP Utilities.dll is registered it creates the following key. By creating this
key in the HKEY_LOCAL_MACHINE ASAP Utilities can be used by all users on the particular
computer.

HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Office\Excel\Addins\ASAP_U'tilities.adConnect

.
& Registry Editor E]@
File Edit “iew Favorites Help
=3 Coffice |"!;‘ Mame Type Data
- 1 10,0 [aB]pefaulty REG_SZ {valug nat set)
i [_—1 .0 Descript\un REG_SZ ASAP Utilities contains over 300 useful and powerful utilities ko fill the gaps
i B E‘DI' [3B]FriendlyName REG_S5Z ASAP Utilities
®
= E:c':rry [2¥]LcadBehavior REG_PWORD  0x00000003 (3)
=] Add |
e
#-[_] Cutlook
- PowerPoint i
-] ward B2 ER i I ]

My ComputeriHKEY _LOCAL_MACHINE\SOFTWARE \Microsoft\Office)ExcelhAddins\ASAP_Utilities. adConnect

Registration/license settings

The registration information is written in the following location:

HKEY_CURRENT_USER\Software\VB and VBA Program Settings\ASAP Utilities\setup\
The following string-values are used to store the registration information:

" name
= key

= order

= orderamount
= organization

Some of these values are stored encoded. You will see this if you register ASAP Utilities
manually.
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4 Purchase ASAP Utilities

This version of ASAP Utilities exists in two types, unregistered (free/trial) and a registered
version.

ASAP Utilities is available since 1999. By offering a registered (paid) version we can spend
more time in the development and support of ASAP Utilities (we've got many ideas and
requests on the wish list).

Registration is mainly aimed on commercial organizations. We ask a relatively small fee
compared to the time ASAP Utilities can save you in your work in Excel.

4.1 When to buy a license

You should purchase a license and register ASAP Utilities either:

= if you use it in a commercial organization (Feel free to try it for 90 days. If you like it,
simply purchase a registration key.)

= or if you don't want to be forced to update to the new version twice a year

= or if you like this program and think it is worth the money

4.2 Key benefits of registration

= use it in a commercial organization
= no forced updates twice a year
= priority support via email

= free upgrade to all 4.x versions

4.3 How to order

The registration process is quick and easy. Online ordering is the fastest and most secure
way you can get a license for ASAP Utilities:

http://www.asap-utilities.com/reqgistration.php

We have also made a walkthrough of the purchase process that shows all the options and
steps:

http://www.asap-utilities.com/registration-help.php

431 Instant delivery

Your registration code is sent to you by email immediately after the order is completed and
the payment is received.

This is usually within a few minutes when you pay with a credit card. With other payment
methods such as a bank/wire transfer, invoice or check/money order it might take a little
longer. As soon as the money is received by RegNow you will get your license key.
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432 Secure ordering

Orders are processed by our e-commerce partner, RegNow (Digital River), through a secure
SSL connection. Your personal information is kept secure and will not be transferred by
RegNow to other parties. RegNow provides a highly secure online payment process for
most credit cards and they also support payments by check, money order, fax and wire
transfer.

4.4 How to turn ASAP Utilities into a registered
version

To turn your copy of ASAP Utilities into a registered version do the following:

In the Excel menu choose:

ASAP Utilities » Unregistered version
Then click on the “Enter registration information” button.

Fill in the fields exactly as uses when you placed your order. The email that you received
from 'ASAP Utilities (A Must in Every Office BV)' that starts with the subject 'ASAP Utilities
license' or 'ASAP Utilities order' contains the full license information.

= Name

= Organization

= Order number

= Number of licenses
= License key

After you have entered the information, click on the "Register" button. We recommend you
to use "copy and paste" to avoid typing errors.

ASAP Utilities 4.1.0 {March 19, 2007) - Unregistered version ASAP Utilities 4.1.0 (March 19, 2007) - Registered version

Home Download bout Search ContactUs Weblog Home Download bout Search ContactUs \Webloge

", asap utilities " asap utilities

=

swers  Excel tips

L . e S o

What is it?  Mews Testimonials Download User Guide Listof toals Questions and Answers  Excel tips What fs it?  Mews Testimonials Download User Guide List of tools  Questions and

Registration Registered version

Thank vou for registering your copy of ASAP Likiities.

Flease enter the registration information exactly as sent ta you, This copy of ASAP Utilities is licensed to:
Mame: Bastien Mensink.

A Must in Every Office BY
Mumber of licenses: 1
Order number: 1174379771-15246-330723

Organization:

Mumber of licenses:

|
|
Order number: |
|
|

License key:

Close Reqgister
Warring: this software is protected by copyright law and international treaties, Modifying or reverse Warning; this softwars is protected by copyright law and international treaties. Modffying or reverse
engineering this software may result in sewere civil and criminal penalties, and will be prosecuted to the engineering this software may result in severe civil and criminal penalties, and will be prosecuted ko the
maximum extent possible undsr the law. maximum extent possible under the law.

After you have entered your information you will get a thank-you notice and see that
ASAP Utilities is now a registered version.
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List of tools

In this chapter a short description is given of each tool (utility) as presented in the
ASAP Utilities menu .

Most tools provide extra functionality to Excel. Some tools just make Excel’s built-in tools
easier to access, either because they are hard to find or because now you can add your
own shortcut to it.

The menu bar

ASAP Utilities can be accessed by its own menu button in Excel’s main menu bar:

Microsoft Excel - Book2 [:]@
@ File Edit Yiew Insert Format Tools Data  Window Help | ASAP Utilities .8 X
Dl ﬁj ﬁ é & n't/c E}{) @ - %D wision Contral... = @ 2
Avial ~10 «-| B F U SES==EB 9 % Eavorites & Shortcuts (8

Al - F Select 3

A B c 8] = F Sheets . | J K L M N 0

i b
; 1 Rarde ,
3_ Columns & Rows 3
4 Mumbers 3
5
Ei [ Text »
7 Farmula 3
g il s
10 | Eormat ¥

11 Objects & Comments 3

12

weh 3
13 -
14 System »
15 | Information »
16
120 Import 3
15 Expaort 3

;g Launch 3
21 ASAP Utilities Options 3
§§ & User Guide (pdf...

24 e fo..

25 (= Unregistered version...

il
27|
28
el
0|
=1
32 |
e . . o 2
W 4 v W[\Sheetl {Sheet2 / Sheeta / |41 |
Ready /]

By default this is the letter A (so you can access the ASAP Utilities menu with Alt+A.),
however in some countries this conflicts with other menu items (such as Ansicht as
German for Menu, Data in Dutch for Data and Archivo for File in Portugal and Brazil).

Therefore, in the following countries the hotkey is the letter S:

= Germany = Spain
= The Netherlands = Brazil
= Sweden = Portugal
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ASAP Utilities in Excel 2007 with the blue Excel color scheme:

!‘/E!—?‘}\ H - = Bookl - Microsoft Excel - 0m
—P/l Home Insert Page Layout Formulas Data Review View ASAP Utilities @ - = x
", © . |dsheets - BF Columns & Rows - 3 Numbers ~ £5 Web - S Import ~ || (3 ASAP Utilities Options ~  [3, User Guide (pdf)
:;!_] Range ~ ‘ﬁ Objects & Comments = é]Text b I‘ﬁ.Iﬂfmrﬂatinn Y \a] Export = E Unregistered version & Online FAQ
My favorite = Vision Select 5 ]
tools Control = =i Fill~ |55 Farmat = J Formula - |BE] System ~ B Launch = Re-run last utility ﬁ Info
Favarites Time saving tools Options and settings Info and help
[ Al v £ |
| A B C D E E G H 1 1 K L M N a
[ ]
2
3
4

ASAP Utilities in Excel 2007 with the black Excel color scheme:

.. Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View ASAP Utilities
" C{ " dsheets - ([ Columns & Rows > " Numbers ~ 35 web ~ % Import ~ || S ASAP Utilities Optians = || {3, User Guide (paf)
[#] Range + || Objects & Comments - | A|Text - |€2 Information - @] Export - E Unregistered version & Online FAQ
My favorite Vision Select 5 i
tools Control = =i Fill™ |55 Farmat = J Formula - |BE} System ~ B Launch = Re-run last utility ﬁ Infa
Al - £
A B G D E E G H 1 1 K L M N o ?

ASAP Utilities in Excel 2007 with the silver Excel color scheme:

= | - Bookl - Microsoft Excel i

Home Insert Page Layout Formulas Data Review View ASAP Utilities ‘Q) - 0 X
", © [=3 sheets ~ [ Columns & Rows ~ [} Numbers » 25 web ~ [Ziimport - || 5 ASAP Utilities Options = || [, User Guide [pdf)
\—% :Pj Range ~ j Objects & Comments = é]Text ™ .Sﬁ.lnfurmatiun i \Ej Export = 3 Unregistered version @ Online FAQ
My favorite Vision Select : &
tools + Control - = Fill~ i’?anrmat' J Formula = |BE} System ~ B Launch = Re-run last utility e Infa
Favarites Time saving tools Options and settings Info and help
Al - 5~ |

———mllw

LB

5.2 Short descriptions

52.1 Vision control...

Quickly see or change the settings that define the way Excel or you workbook or sheets are
displayed. Vision control gives you immediate result, e.g. if you uncheck the grid, you will
see the effect immediately.

Vision control allows you to:

= Browse through all open workbooks
= Browse through all sheets in your workbook

= Use a slider to set the zoom percentage of the active sheet. As you slide you will
immediately see the result.

= Toggle general display options:
- show/hide the formula bar
- show/hide the status bar
- show/hide the sheet tabs
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- show/hide the horizontal scroll bar
- showr/hide the vertical scroll bar
- show/hide all command bars (leaves only the menu)

- display full screen
= Toggle sheet options:

- showr/hide cell gridlines

- show/hide page breaks

- show/hide row & column headers
- show/hide zero values

- show/hide formulas

- change the reference style (A1 or R1C1). In A1 style, columns are labeled
alphabetically, and rows are labeled numerically. In R1C1 style, both columns and
rows are labeled numerically.

= Set default path to current file. If you use this, the file open and file save as dialogs will
start with the path of your currently open workbook.

= Reset restrictions. Reset the restricted area if someone has blocked the scroll area on a
sheet.

= Reset status bar. Resets the status bar back to default. A status bar might be locked with
a certain message due to a macro that was not properly ended.

= Reset everything to default. Sets the default settings: zoom 100%, calculation is
automatic, reset status bar, show all command bars, display alerts on, reset restrictions
and show default cursor.

ASAP Utilities - Vision Control
Browse through all open files/workbooks | Slide scalebar to select zoomfactor: Current default direckary:
I Bookd j gl ] | ‘ C:\Dacuments and
e Eoom to zeledtion 100%, Settings|Bastieniiy
Custom views: = = DocUMEnts
| B
Browse through sheets in selected file: Workbook,/sheet settings : :
y Set the default directory
Sheet1 to selected file's path
Sheet? IV Formula bar v Gridines i
Sheet3 ¥ Status bar I Page breaks
¥ Tabs ¥ Headings .
¥ Harizontal scrollbar ¥ Zeros ARply Currert settinds to
: all sheets
v \ertical scrollbar I Formulas
v Commandbars I Most common
Reset Statushar
I Ful screen Reference style:!
a1 O opicy
=— . Reset restrictions
Selected file's path: A
none - this file has not been saved _—
Reset everything
b defaulk
Close

52.2 Favorites & Shortcuts

In this submenu you can create a selection of your own personal favorite tools.

1 Organize your favorite tools...

ASAP Utilities contains a lot of different utilities. With the "Favorite tools" you can add the
tools from ASAP Utilities that you use most frequently and assign your own shortcuts to
them. By default the list is filled with the following tools:
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Shortcut Utility
Ctrl+Alt+A

Select adjacent cells in column with the same value

Ctrl+Alt+B Reload all installed add-ins (rebuilds the menu)
Ctrl+Alt+C Color each n’th row or column in selection
Ctrl+Alt+E Set default path to current file
Ctrl+Alt+D Deselect cells
Ctrl+Alt+F Insert Filename
Ctrl+Alt+G Export selection or active sheet as new file...
Ctrl+Alt+H Find / Replace in all sheets
Ctrl+Alt+1 Apply formula to selected cells...
Ctrl+Alt+) Start the last used utility again...
Ctrl+Alt+K Expand selection to last column
Ctrl+Alt+L Expand selection to last row
Ctrl+Alt+M  Move or resize selection
Ctrl+Alt+N  Add sheet (inputbox will appear for the name)...
Ctrl+Alt+0  Conditional select cells...
Ctrl+Alt+P Convert formulas to their values
Ctrl+Alt+Q Quick numbering of cells...
Ctrl+Alt+R Reset Excel's last cell
Ctrl+Alt+S Save file and create backup
Ctrl+Alt+V Vision Control
Ctrl+Alt+X Move selected range (only values)
Ctrl+Alt+Y Paste Special (with combinations)
=
b | 54P et | T
.“"} \hsion Control, | = @,
@ o Eevetesmoshotots b PV ). Cepenize your Faverke tooks..
| * "%, 1 Select sdcent coll i coimn nth the same vakee  CbtAkEA |
F Sheets ¥ | EM 2 Bieload of instaled aekding rebubds the meru) Crietkin  f
B b 3 Sk gach Ah o dr column in election. ., Clalbid e
Lol B R b2 4 Decelect cals.. Chrbade+y
Purnbasts ¥ ﬂ E. Set debaul paih bo currend Fils Cirl+AR+E
Imaz P9 . st flenames in Folder. Cirk A4
Eormedy ¢ (R 7. Export selection or active shest a5 new fis, ., i 4G
Ea b & B Replace inoal sheets., ClabAi+H
Eoutrat b IGAy 5 dpphy Formeds to selected ool Cirhid+]
Cbects & Comments BLEE 0, Shart bhe ik e iy agan, . Chilwid e
s Bl 10, Expared selection bo bast used cobgmn Crbe Bl
Sysbem b | A 12 Eupand solection bo Lk wied rew Chibwidt ol
Infoamation B EED 12, Mows o resioe salection, ., Crrbeak+M
Tmpeet b | %) 14, Add sheet (ngtbeoo wll appear For the name). .. Chel o il 6l
Exjert b | 15 Concbionad ceect cube. [T
Launch b (@f 1. Comvert Formulss ko thew vales Cirle Sl P
BEAP LR Option b (1= 17, Cusch rmmbeieng of e, Chrbadl a0}
#F ser Cuide [pdf). .. FA 1o meser Eyeels last cel i b
O i T 19 Savm e and ereate Backup CHrea+S
5| Lreacibonsd vorsion.. B2 0., yen Contaal,,. CirkAY
T T T T& 20 Moye selected range fonky values). .. I AR
B Cirk AT

List of tools
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The shortcuts are also visible throughout the rest of the menu:

=]

Hein | 4545 Likoes | =

1[!

1;} irskery T ., - @,
P = Faworites b Shortouts " i,_ ﬂ- »
e b B 1 Move o resize selection... Cobidadt |
E Stpvels b €2 T Dovolect cobi.., adiaain P

Bange b &3 [rwdre selection. ..
ok B Roows ¥ (BB 4. Marge seiected preas
Bty v L 5 Cordnonsl select cole. Chrle il 40
Teott T 6 Corsiunnal rove sl cohumn select, hide er delebe...
Eortruds P RL, T Select adiacent cells below active ool veth thee same walue
= P, B Select adiscerdt oo in column with the came valus  CirkalH
Eremad Pl 9 Eepand seleotion bo last ubed row Chrbidt+L
Dhiedts b Coninents b=k 0L Epand seisction ho Lt used colgmn CRrsakaE
L YL 01 Select ool in sehection where valse changes

You can customize you favorite tools and assign your own shortcuts:

-

ASAP Utilities - YOUR favorite tools

‘four Favorite tools:

Avallable tools:

Select cells in calumn with same value {above and bel
Feeload all installed add-ins (rebuilds the menu)

Color each n'th row or calumn,.,,

Set default path to current File

Deselect cells. ..

Insett Filenams. .,

Find | Replace in all sheets. .,

Apply formula to selected cels. ..

£

Expand selection to last column
Expand selection ko last row

Move of resize selection,
Conditional select cells. ..

Convert Formulas to their values
GQuick numbering of cells. .,

Reset Excel's last cell

Save file and create backup

Wision Contral...

Move selecked range (only values)...
Paste Special (with combinations). ..

=

¥ Display submenu Fitle

shortcut: Chr+A+D = assign

Text Delete leading trailing and excessive Deselect cells...

spaces

Close

bl

Reset ko
default

u

You can also double-click on the list to add or remove a tool.

Select

A collection of utilities that makes it easier to select what you

Move or resize selected range...
Easily move or resize (expand) your selected range of cells.

This is very powerful in combination with the conditional
select utility. For example if you select a city in column A with
conditional select en then have to make all cells in column B
bold.

By default this utility can be used with the shortcut
Control+Alt+M.

48
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ASAP Utilities - Move or resize selection

Reset

Mave and resize 1 Change selection ]

~ | Usethelarge buttons  a shorkcuts:
to move and the small
ongs to resize your Alb+U = up
| =election . Al+D = down
- Ale+L = left
Alt+R. = right

to last raw | To last column |
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2 Deselect cells...

Something that is normally not possible in Excel is now possible: deselecting a cell or range
in your selected range.

By default this utility can be used with the shortcut Control+Alt+D.

|
=t’IH!:I | .. | ... . .
I I.-.

=3

Keep in mind that it might become slow with huge selections, so be careful to use it when
you have selected a huge amount of cells (> 10.000). This of course depends on the speed
of your computer and the amount of memory.

3 Inverse selection...

This will inverse your selection. It will ask you to select a range, and extract your current
selection from it. Useful when you want to select a lot except for a few cells. This is a sort
of the opposite of the “deselect cells” utility.

4 Merge selection of selected areas

Merge your selected ranges of cells.

For example when your select cells [A10:A50] and [B10:B50], this tool will make it one
selection: [A10:B50]. Sometimes Excel needs one selected range to perform certain actions.
This only works if the resulting selection is a solid square range and in that case this utility
comes in handy.
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Microsoft Excel

The cammand you chose cannot be performed with multiple selections.

N

x|

Select a single range and click the command again.

Select cells based on content, formatting and more...

Select cells based on a certain value or formatting style.

You can for example select all cells between 50 and 250, all bold cells or all red cells.

By default this utility can be used with the shortcut Control+Alt+0.

ASAP Utilities - Conditional cell select

Based on values | Based on Formatting ]

Select all cells with a value:

between j | 10

and o0

% Range:

Select in:

ALiL2S =]

" Entire sheet [~

Close

Select:
+ Cell
" Entire row

" Entire column

- 0 gelect

Criteria to select cells:

By value

Between
not between
equal to
not equal to
greater than
less than

greater than or equal
to

less than or equal to
begins with

does not begin with
ends with

does not end with
contains

does not contain
like (text)

not like (text)
duplicate values
unique values
empty cells

not empty cells

50

protected cells
unprotected cells
FALSE

TRUE

text length

odd numbers

even numbers

odd rows

even rows

visible cells

number (constant)
number (formula)
number (link to sheet)
number (link to file)

formula with reference to

file

formula with reference to

sheet

number format contains

By format:

cell color

font color

font name

font size

bold cells (bold)
not bold cells

underlined cells
(underlined)

not underlined cells
italic cells (/talic)
not italic cells
strikethrough
(strikethrough)

has hyperlink

has comment
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Example select by color; select all blue cells within the selected range:

A B c D E F G H | J K L
1 1 2 3 4 3 6 T i} 9
2 098 0,78 040 026 0,06 022 039 052 065
3 093 0,15 033 0,76 020 072 0,71 034 oo
4 090 020 0g9 091 025 0g1 051 067 074
a 0,84 0,14 057 047 0,70 09 0,20 0,75 046
B 0,281 0,34 059 052 0,44 070 0,78 0,33 0B9
7 0,50 0,54 023 0,34 091 026 0,80 0,33 055
8 072 032 0gs8 093 0,58 0,49 0,29 098 052
9 067 077 0,21 0,16 093 080 066 027 025
10 064 0,83 006 0,75 0,13 045 0,51 061 0g0
11 062 064 028 054 1,00 020 0,85 0,24 043
12 062 072 0561 032 0,96 047 024 067 087
13 0,58 017 09 = -
14 054 099 o, ASAP Utilities - Conditional cell select
15 049 0gs a,
16 0,36 0E3 0; Based on walues  Based on Formatting I
17 0733 055 0| Select all cells based on it's format:
L e e
20 0,09 074 0,
21 0,08 0,47 0, Select in:
22 0,07 077 0 0, Select
23 + Range: czz2 = |
24
% " Entire sheet: Close
26
27
28
c D E F G H | J K L il
2 3 4 5 6 7 4 9

078 040 025 006 022 039 052  0f8
0i5 08 076 020 072 07 034 oo
020  0B3 091 025 0B 061 0g7 074
004 05 047 070 08 020 075 048
D34 09 0F2 D4 0OJ0 078 033 0p9
05 023 034 03 026 080 033 05
032 08 0% 05 049 029 088 0&2
077 020 016 083 0B0 0B 027 025
0g3 006 075 013 045 OA0 061 0,80
064 028 054 100 020 08 024 043
072 0B 032 08 047 024 07 097
07 0% 0/ 0P 050 022 0% 094
0% 018 025 DA 03 008 0% 07
DE5 028  0F3 DB 022 075 048 098
063 08 042 015 L HSM 026 042 043
05 007 03  0E0 004 074 044 03
006 022 02 0o 076 020 080 02
0,71 09 024 088 04 038 —oa R
074 023 072 047 056 025 |ASAP Utilities 3.11.p beta (7 febru...

D77 084 006 050 09 o5 | Setabesecd

=30
ASAFP Utilities - Conditional cell select
Based on values  Based on Formatting l
Select all cells based on it's Format:
With cell color v | ofcel: Gl6 D

Select in:

* Range: 21122 J

" Entire sheet

All blue cells are selected:
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el D E [ F | & 1 H | T

7 3 1 5 3 7 B 9
07 0.40 0% [ilv 3 0. 0.3 052 0548
VAT i 1 | 0,76 0,20 072 0. 0,34 om
020 03 om 025 051 0E&1 057 D74
0,14 057 047 0,70 0s 020 075 046
0,34 05 052 0,44 0,70 0.78 033 i
054 0N 0,34 (151} 0% 090 03 05
03z 038 053 058 0,49 033 038 052
077 [Fi] 016 0483 00 0E6 027 025
053 0 075 0,13 0,45 051 051 08
054 0.0 54 1,00 020 ops 024 0,43
072 [T 032 0,96 047 024 057 [iFrd
0,17 097 0g2 080 0,50 nz 056 05
(k= ] [N 1] 0.25 a51 0,35 oA 058 0,71
05s 028 053 054 037 075 0,49 0ss
0A3 088 042 0,15 050 0% 012 013
055 ogr 0% )50 0 074 0,14 LE ]
006 022 0z2 a0t oro 0.20 050 021
a7 057 024 1] 051 058 a3 079
0,74 0.5 072 017 055 025 [ om
047 055 0Ed 032 0Bl 024 (1)1 0,40
077 (17371 006 050 056 023 077 074

Remark:

This utility will not (yet) select cells that are formatted using conditional formatting

52

Chapter 5



FREQUENTLY UPDATED ASAP Utilities User Guide

When you use the utility to select like (text) or not like (text), you can use Excel’s
advanced features (from the Help file of Excel 2002):
Built-in pattern matching provides a versatile tool for string comparisons. The pattern-matching features allow you to use wildcard

charaders, character lists, or characler ranges, m any combinaton, W match strngs, The following table shows the charaders
alloweed in pardarn and what they match:

Characters in
patiers Matches in sérfmg
[} Any single character.

- Zero or more characters.

s Any single digit (0-9).
[=hariis?] any single character in shanies.
[chariisz] Any single character nok in chanlisz,

& group of one or more charscters [chantist) enclosed in brackets {[ ]} can be vsed to match any single character in séring and can

include almost any character code, including digits,

Hote To match the special characters lett bracket ([ ), question mark (?), number sign (#), and asterisk {®], enclose them in
brackets, The right bracket (1) can't be used within a group to match itself, but it can be used outside a group a5 an individual
character.

By using a hyphen (=) ta separate the upper and lawer hounds of the range, shashsf can spacify a range of characters. For
ecample, [&£-3] results in a match if the corresponding character position in £ng contains any uppercase lafters in the range A-
2. Multiple ranges are included within the brackets without delimiders.

The meaning of & specifiad range depands on the character ordering wvalid at run time (as determined by Option Compare and the
locale setting of the system the code is running on). Using the Option Compare Binary example, the range [A-E] matches &, B
and E. With Dplion Compare Tesl, [A-E] matches A, a, &, 4, B, b, E, &, The rangs doss nol match E or 8§ because accenbed
charactars fall after unaccented characters in the sort order,

Other important rules for pattern matching includes the fallowing:

& An exclamation point (1) at the beginning of charist means that a match is made if any character excapt the characters in
charfic s tound in efring . When used outside brackets, the axclamation point matches kel

= A& hyphen (=) can appear either sl Uve beginming (aller an exclamation powd of oo x used) or sl Ue end of cherdsd Lo match
itself. In any other location, the hyphen is used o identify a range of characters.

* When a range of characters is specified, they must appear in accending cort order (from lowest to highest), [A=Z] iz a valid
pattern, but [Z-A] 15 not.

» The character segquance [ ] w considered & cero-lemgth stramg (**),

in some languages, there are special characters in the alphabet that represent bwo separate characters. For example, several

languages use the character "=® o represent the charaders "a® and "e” when they appear Logether. The Like operator recogmzes

that the single special character and the bwo individual characters are squivalent.

When a languags that uses & speaal character s specafied i the system locals selings, an coourrence of the smgle speaal
character in rithar paffern ar g matches the equivalant 2-characker sequence in the ather string. Simdlarly, & single special
character in pattern encloged in brackets (by itcelf, in a lict, or in a range) matches the equivalent 2-character cequence in Siring,

6 Conditional row and column select, hide or delete...

Conditionally select, hide or delete entire rows or columns with a specified value, duplicate
rows or columns, or empty rows or columns.

Criteria to select, hide or delete:

= between
= not between
= equal to

= not equal to

= greater than

= less than

= greater than or equal to
= less than or equal to

= like (text)

= not like (text)

= duplicate values
(if you choose to delete, the row/column with first value will be kept).
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= unique values
(performs action on all values that only appear once).

= empty cells

= completely empty rows
= odd rows/columns

= even rows/columns)

Remark:
This utility will not (yet) select cells that are formatted using conditional formatting
For more flexibility and options, use the utility:

Select » Select cells based on content, formatting and more... on page 50.

Select adjacent cells below active cell with the same value

Select all adjacent cells below your selected cells that have the same value as your selected
cell. This utility used to be called "Select cells in column with same value (below active cell)

Select adjacent cells in column with the same value

Select all adjacent cells above and below your selected cell, that have the same value as
your selected cell (group).

By default this utility can be used with the shortcut Control+Alt+A.

Example:

| Microsoft Excel - Book1
File Edit Wiew Insert Format Tools Data  ‘Window Help  ASAP Utilities

DeEdxH SRV ¥ < & =-2 i ae
Ad - f group C
A B © ) E F G H
1 |group january february. march april may
2 |group A 703 687 G52 279 239
3 |group B 276 B56 962 1 318
4 |group C 47 273 437 598 581
5 |group C 652 500 G65 783 99
6 |group C 403 603 342 g3 346
7 |group C 300 664 442 934 758
8 |group C g7 617 g9 102 703
9 [group C 851 254 995 340 779
10 |group | 1000 131 154 277 71
11 |group | B76 a07 12 277 114
12 |group K 248 384 574 771 333
13 |group L B03 199 343 629 591
1A Lavmnm I 124 77 g AA1 a7a

This utility used to be called "Select cells in column with same value (below active cell)"

Extend selection to the last used row

Expand your selected range to the last row used on your sheet.
Very useful when you want to copy a formula down to the last row.

By default this utility can be used with the shortcut Control+Alt+L.

Extend selection to the last used column

Expand your selected range to the last column used in your sheet.
Very useful when you want to copy a formula down to the last column.
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By default this utility can be used with the shortcut Control+Alt+K.

Select cell in selection where value changes

Select the cell in a selected range, where the value changes.

This is helpful when dealing with a huge amount of same values and you want to “jump”
down to the cell where the value changes.

Select cells with the smallest number

Select the cell with the smallest number in your selected range. It uses the =MIN() function
to determine the smallest value and then selects that particular cell. If there are more cells
that have the same minimum value, only the first cell is selected.

Select cells with the largest number

Select the cell with the largest number in your selected range. It uses the max function to
determine the largest value and then selects that particular cell. If there are more cells that
have the same maximum value, only the first cell is selected.

(This utility use to be called 'Select cell with maximum value')

Select all cells with an error
Select all cells that produce an error in the formula, like #N/A, #VALUE! etc.

If you want to hide these errors, read the information about our “Custom formula error
message” utility on page 65.

Select all sheets in your workbook

Quickly select all sheets.

Print preview selection

Print preview, showing only your selection.

Print selection

Print your selection immediately to the default printer.

Set current selection to all worksheets
Set your currently selected range, as default selected range to all worksheets.

Sheets

A selection of sheet utilities
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Add new worksheet (fill in a name)...
Add a worksheet. You'll be prompted to type a name for the sheet.

This way a sheet is added with the name you provide. Can be easier than inserting a sheet;
double-click it and then typing the name.

By default this utility can be started with the shortcut combination Ctrl+Alt+N.

If you just want to insert a sheet remember that Excel has the shortcut Shift+F11 to
quickly insert a worksheet.

Insert multiple sheets (uses the cell values as sheet names)...

Add worksheets with the names defined in the selected cells. You can use a template
worksheet in your document to control the way the new sheets are formatted.

To use this:

1. Type the names of the new sheet names in a range of cells. (You can use our Quick
numbering of selected cells... utility on page 86 to speed this up).

Then start this utility and a sheet will be created for each cell in your selection with the
name of that cell.

You can choose a certain worksheet from your workbook to use as a template and you
can choose to color the new sheet-tabs based on the cell’s color.

A B c D

TEAM A Q01 |
TEAM A Q02

E F G H

00~ 0 = ) R —

TEAM A
TEAM A
TEAM B
TEAM B
TEAM B
TEAM B
TEAM C
TEAM C
TEAM C
TEAM C
TEAM D
TEAMD
TEAMD

ASAP Utilities - Quickly add multiple worksheets

‘Worksheets ko be created: 40

Do wou want ko add 40 worksheets with the names defined in selected cells for
example like 'TEAM & Q01" as in the first cell in your selection?

Cptions

¥ Color sheet-tabs based on cell colors

Template For the new sheets:

| {none, create blank sheet)

15

TEAM D Q16

B Micronadt Excal - 0807 Copy vahums to mepty cath betow fiind colle in salection 2 vk =15
] th Gh e el Fgme Dek O v Deh | a0 Lke

D@dg9 SAY LDl o- BE-AE S [ e s s WE e
& TEAM A O

[:] 4 [ E E ] H ] J * ! M N []

RN e

i

TS oL 16850 A 01 TEAM A 00 TEAH A 3 £ TEAM & 12 /AVER SNBSS v 05 {1644 £ 010 £ 1411

NOTE: Colored tabs are available since Excel version 2002/XP.

Rename current sheet...
Rename the active sheet. It gives the same result as double-clicking on the sheet-tab.

The benefit of having this as a utility is that you can now assign a short cut to renaming
the active sheet by adding it to your ASAP Utilities favorites menu. See Error! Reference
source not found. on page Error! Bookmark not defined..
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4 Change name of selected sheets to selected cell's value
Change the name of each selected worksheet to the value in your selected cell.

You can for example rename all selected worksheets and give them the name of cell A1 of
every worksheet.

5 Insert sheet(s) name in selected cell(s)
Insert the sheet name of each selected sheet into the cell selected on each sheet.

You can for example have the sheet name put in cell A1 of every selected worksheet.

6 Create an index page with links to all sheets (clickable)...

Create a clickable index sheet. This will work kind of like a menu. Very handy when your
dealing with large files with a lot of charts and sheets.

ASAP Utilities - Sheet indexer
Sheets toindex; Example
v Warksheets | Charts {as sheet) A | B
_1 |Sheet Index:
Crverprite existing index sheet ? 2 | wellnr, 001
Caied ki 3 | well nr. 002
4 | well nr, 003
Position of the index sheet: E well nr, 004
% First { Jeer (" Before current sheet 6 | well nr. 005
7 | well nr. 006
Index order: _8 | well or. 007
' plphabetically (Ascending) TQD— %
™ alphabetically (Descending) = jz
" original workbook order A1 | well nr,
" Workshests first, then charts 12| well nr, 011
" Charts first, then worksheets Sl ais
Close
Microsoft Excel - Book2 E]@
File Edit Wew Insert Format Tools Data  Window Help  ASAP Utilities R
Dy QY tB2R-C @ = -4 2] Bl b - 3) 7 a -2
C36 - il
A B c D E & G H | J K2
1 |Sheet Index: Wl
2 |_SERVERO1
3 |_SERWEROZ =
4 |_SERVERD3
5 |_SERWERO4
6 | SERWEROS
7 |_SERYEROB
8 | SERVEROY
9 |__SERVEROS
10 |__SERVERDS
11 |_SERVERID
12 |__SERVER1
13 |_SERYER12
14 | SERVER13
15 |__SERVER14 -
4 4 » »]\Sheet Index / SERVERD1 / SERVEROZ / SERVEROZ / SERVERD4 [ SERVEROS { SERVERDS f SERM|«| | o[
Ready

To quickly return to the index sheet ASAP Utilities as added a new name to your workbook
that refers to cell A1 on the index sheet (___INDEX_SHEET___ASAP_Utilities). To quickly
return to the index sheet select the name from the dropdown:

List of tools 57



ASAP Utilities User Guide FREQUENTLY UPDATED

Micrnsuft Excel - Book2 E]@
File Edit Wew Insert Format Tools Data  Window Help  ASAP Utilities | N S

Dy SV BRI o @ = -2 %W A45 100% - [7) 7 Al e
B2V - 5

INDEX_SHEET'B C D E F G H [ J K =

1 r—1

.

3

4

&

&

‘

8

2

10

1 o]
12

13

14

15 -
M4 v W|{ SERVERDS / CERVEROG [ SERVERD7 / SERVEROS ) SERVERDO / CERVERIO / SERVERLL / SERVEI| 4 | | I
Ready ;
NOTE:

In Excel you cannot create a hyperlink to a chart-sheet. ASAP Utilities has made a
workaround for this by creating a macro for this, however as a side effect this means that
if your workbook contains chart-sheets and you give it to somebody that doesn't have
ASAP Utilities, they will get an error-message stating that the macro cannot be found
when selecting the link to the chart on the index-sheet.

7 Print multiple sheets at once...
Display a dialog box to select the sheets and charts to print and so print multiple at once.

If you have used page numbering, the page number will start with 1 on every new sheet.
In a future version we will build in an option for continuous page numbering.

ASAP Utilities - Print Sheets
Open files: | Bookl j
Wiorksheets ] Charts | |

Worksheets in selected file:

O week 0 -

[ week 02 printer

[ week 03

[ week 04 P

[ week0s @
week 06 Caleulate
week 07 pages to print
weeek 05

4 ‘Worksheets: 5
wweek 09 chart

week 10 kst

[ week 11

[ weeki12

[ weeki13

[ ek 14 I/§

[ weekis j ".\T

Print
Mone | Inverse | All |
Exit ‘

8 Remove all empty worksheets

All sheets without any data or formatting will be removed.
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This, for example, can be used to clean up your workbook before a colleague has to work
with it and set the focus only on sheets that are in use.

9 Unhide all sheets
Make all hidden and xIVeryhidden sheets visible at once.

10 Hide selected sheets

Hide all selected sheets at once.

11 Hide selected sheets extra (xIVeryHidden)
Make selected sheets xIVeryhidden.

This way the sheet cannot be made visible the normal way (Format » Sheets » Unhide).
They can only be made visible using a macro (or using ASAP Utilities).

12 Sort all sheets...

Sort all sheets in your workbook.
You can specify to sort the sheets alphanumeric (text), numerically (numbers) or by their
tab-color. You can also specify to sort the sheets ascending (A-Z) or descending (Z-A).

ASAP Utilities - Sort sheets

Options
* Sort alphanumeric (text)

" Sort numeric (numbers)

" Sart by kah color ﬂ

Sorking order
* psrending (B-Z)

" Descending (Z-4)

Example:
Before:

Lo muy s - s - . o - o .

2 cap 207 181 49 ] 74 ] 1] 187 . IE]

L wlked WEYVY 4 10 11k 1= 190 o s 140 179 el |
oA rl\ﬂM;ELbh,{M*uﬂijfmwdn,{w,{wdﬁf|II | =]
| Roady |
After:

Lo muy s - s - . o - o .

2 cap 207 181 49 ] 74 ] 1] 187 . IE]

W oa a0, Amsteedam ,{1;.5”mermlpen1 “}: D.hh‘?wdml ,:,}‘h'lh"d: ,{hae':‘mrk ':nrlle?ma,-" | ] T I~
| Roady |

NOTE: This utility use to be called “12 Sort all sheets in alphabetical order"”.
To be able to sort by the tab-colors you need at leest Excel 2002/XP.

13  Set print area on selected worksheets

Set your currently selected range of cells as print area on all selected sheets.
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Clear the print area on selected sheets

Remove the manually set print area from all selected sheets

Remove all page breaks on the selected worksheets

Remove all pagebreaks in your active sheet.

Put together rows or columns from several sheets...

This utility will put together (join, consolidate) the selected columns or rows of each sheet
into a new sheet (summary-worksheet).

Usage:

1. Select the desired sheets.
2. Start this utility, then select the column(s) or row(s) you wish to put together

This utility will copy the selected columns or rows from each selected sheet, and combines
them into a new sheet.

ASAP Utilities - Put together rows or columns

Consolidate [ merge into a new worksheet:

This utility will copy the specified columns or rows from each
selected sheet, and combines them into a new sheet.

You can fFor example collect the data in columns F or rows Close

40 to 50 from every selected worksheet, &

=+ columns: | LI J

" rows: J

Walues or references:

% Copy values (" Create dynamic links (references)

If you use the option “Create dynamic links"” the new sheet will contain formulas with a
cell reference to the original data. If you choose to create dynamic links, the display of zero
values will be turned off. (Tools » Options » View » Zero Values)

This utility used to be called “Summarize rows or columns from several sheets” but has
been renamed because some people associated it with the use of the SUM() formula in
stead of creating a summary.

Protect multiple sheets at once...
Protect all sheets in your workbook with the same password at once.

Normally if you want to protect multiple sheets in Excel you have to protect them one by
one.

Depending on the Excel version you have, you can use additional settings.
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Excel XP/2002/2003/2007:

ASAP Utilities - Protect multiple sheets

Type a password to prevent unauthorized users
From removing the sheet protection. The password
is case sensitive, can be up ko 255 characters long,
and can contain any combination of letkers,
numbers and sympols

Enter password (optional)

|**:«:«:«*:«

Re-enter passward

|*******l

W Mask passward

Protect

* selected () sheets " all sheets

Close oK

Allow all users of this worksheet to

v Select locked cells
v Select unlocked cells
I Farmat cells

I™ Farmat calumns
I Farmat rows

I” Insert columns

I™ Insert rows

[ Insert hyperlinks
I” Delete columns

I Delete rows

I~ Sort

I™ Use autofiter

[ Use pivat tables
[ Edit objects

I” Edit scenarios

Excel 2000 has limited protection options:

ASAP Utilities - Protect multiple sheets

Type a password to prevent unauthorized users
From removing the sheet protection. The password
is case sensitive, can be up ta 255 characters lang,
and can contain any combination of letkers,
numbers and sympols

Enter password {optional)
|*******

Re-enter password
|*mm*:«|

W Mask password

Praotect

+ selected () sheets " all sheets

Clase oK

Probect worksheet For
W Contents
W Ohjecks

W Scenarios

This utility use to be called “Protect all sheets...”

18 Unprotect multiple sheets at once...

Unprotect all sheets in your workbook with the same password at one time. Normally if
you want to unprotect multiple sheets in Excel you have to unprotect them one by one.

ASAP Utilities - Unprotect multiple sheets

Leave the field blank if no password is required.

Password

If the sheets are prateced by a passward, enter it below.

V¥ Mask password

Unprokeck

(* selected (Fisheets  ( all sheets

Cancel

Just leave the password field blank if your sheets are not protected with a password.

This utility use to be called “Unprotect all sheets...”

List of tools
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Remove all unused styles on every sheet

Remove all unused styles from every sheet in your workbook which in most times fixes the
problems when you get the message “Too Many Different Cell Formats” in Excel.

What this message means is explained by Microsoft:
You receive a “Too many different cell formats” error message in Excel?

This problem occurs when the workbook contains more than approximately 4,000
different combinations of cell formats. A combination is defined as a unique set of
formatting elements that are applied to a cell. A combination includes all font formatting
(for example: typeface, font size, italic, bold, and underline), borders (for example:
location, weight, and color), cell patterns, number formatting, alignment, and cell
protection.

http://support.microsoft.com/kb/q213904/

Freeze panes on multiple sheets at once
Freeze panes on all or all selected sheets at once, based on your current selection.

Normally in Excel you can only do this one sheet at a time. With this utility you can now
for example freeze the first row on all sheets at once.

Freeze panes on multiple sheets at once

Unfreeze panes on all or all selected sheets at once.

Remove unused empty ending rows/columns
All empty rows and columns at the right and bottom of your data will be deleted.
Useful when the “reset Excel’s last cell” utility doesn’t work.

You can see if you need this function when the end of your worksheet (Control+End
command) is much further than your actual data.

This utility might also reduce the size of your file.

Reset Excel's last cell

Sometimes the last cell isn’t the actual last cell of you data. The actual last cell might be
completely different from what Excel thinks the last cell should be.

Indications of this are:

1. the end of your worksheet (Control+End command) is beyond your actual data.
2. the scrollbars are very small but you don’t have that much data.

This utility resets the last cell immediately.

By default this utility can be used with the shortcut Control+Alt+R.

From the Microsoft Knowledge base:

Microsoft Excel keeps track of all the cells that you use in a worksheet by using an “activecell” table
(also called a “dependency” table). In some cases, the last cell in this table may refer to a cell that is
outside of the worksheet area that you are using. When this occurs, random access memory (RAM)
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or printing problems may result. This tool corrects these problems by resetting the last cell in the
table so that it falls within the area of the sheet that you are actually using.

When you save the workbook, the last cell pointer is automatically updated to reflect the last cell
that contains data.

| have experienced that the last cell is not always properly set by Excel. In that case you can
use this utility to correct that.

Range

A collection of “Range” utilities

Find and/or replace in all sheets...

Search/find and/or replace in all sheets at once. This utility displays all matches in a box
which allows you to walk through the results easily.

With this utility it is easy to find text across all sheets. Also has the power to deal with
special characters such as line feeds (Alt+Enter), carriage returns and tabs.

Besides searching within all worksheets (default) you can also choose to only find/replace
on the active worksheet or within the selected ranges.

ASAP Utilities - Find | Replace in entire workbook

Find what:
|; Precede wildcard characters like 7, or *, ar |}
by a ~ (tilde), e.q. use ~* ta find an asterisk
Replace with:
| Close
At

Search By Rows «| I Match case F; = line Feed (alt+enter)

{cr} = carriage return

Look in: Formulas ~| I Find entire cells orly ~ 4tab} = tab character

Find/replace in:

f* all worksheets " Current worksheet o

R

Expand ==
Select a row to jump to the found cell: Items Found: 2
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Advanced sorting...

Extend the sorting capabilities of Excel. You can now sort on 5 columns and we have
extended the characteristics to sort on.

You can sort on: i
| ASAP Ulnalities - Kdvanced sorting

= Value

=] |m|
= Number Format P A — a -
= Cell Color
sl by
= Cell Color Indexnr. [Sopaeao sl [cacanr =] © ™59 o cinne
= Font Color —
= Font Color Indexnr. [hd oD =] [ Com =] = [ oon sanative
. e
= Font Size e b Mharbe Forr
= Font Name Keywerd 1 ] ﬁm:m
[ ke
= Bold e %ﬁ e
= |tali e = | il
alic =l Bl
. thsn By Uradérres
. UnFierllne Frees ] | stveusn
= Strikethrough m:
Frrund nckdrosin Fail (.. .
= Text Iength Carvcel Alphuarmaren drigs I.Im-:IE'JI.l'IUlI' TRETRETE (vl
. o -Monith-Dary
= Shuffle (randomize order) — Ve et
Migriche-Cugp- Vs
= Formula Horehfear Gy
PPt by Y

= Email address host (@...)

= Year-Month-Day

= Year-Day-Month

= Month-Day-Year

= Month-Year-Day

= Day-Year-Month

= Day-Month-Year

= Day of the week (start on Sunday)
= Day of the week (start on Monday)

Sort the data in random order

Sort your selected range random.

Instead of a range sorted by certain columns this will produce a random sorted range of
cells.

Examples:

Before: After:
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AlB - &I AlR = &1 AlR - &k Ald &
A A A
1 an Roper 1 1 |Eness Seaman 1 1
2 o Dir 2 7 |Castandrs Pia 7 B
3 n Hyman 3 3 |Kaly Whilten 3 [
4 uila bl 4 4 |Faron Coangbon 4 16
5 |Caszands Pike 5 & |Aquila Malona 5 3]
B |Elizaheth Bahannan B B |Adan Ropir [ 13
T |Engas Seaman 7 T |Enzabeth Boharnon T 17
B |Esteban Gerdile g B |Ettehan Gentila [} 2
9 IFaron Ceranglon 9 8 |Tuzanny Dintz ] 12
10 sty Whitten 10 10 |Nevin Comway 0 14]
11 fWlada Weathirs " 11 [Moises Mckenzia 11 15
12 |Moizes Mckenzie 12 12 |Aban O 12 B
13 JHévin Conwvay 13 13 [Victono Marino 13 4
14 [hicole Canrad 14 14 |Ralsigh Pace 14 10
15 |Mikolai Fugsie 15 15 |Ndcolas Fugate 15 Fi
16 |Raleigh Pace 16 16 |Ann Hyman 16 1
17 [Wictorio Marino 17 17 |Mecole Canead 17 9
18 [7uzanny Distz 18 18 [Mada Wisithins | 18 i
19 19 19 19

Flip selected cells

This will flip the selected cells.

For example if you have selected three cells in one row, containing the number 15, 16 and
17, this utility will reverse the order to 17, 16, 15.

betore

hpped

L & ey -

= R B e

This utility works for selections in one row or one column.

Move screen (place selection in top-left of screen)

Move the screen. This will place your selection in the left-top of the screen)

Show selection in center of screen

Place your selection in the center of your screen. Easy because you don't have to use the

scrollbars.

Custom formula error message...

The custom formula error message makes it easy to display a custom message for formula

errors. This means that instead of e.g. #VALUE! You can have your own (more logical)

error message displayed.

What it actually does is it builds an =IF(ISERROR()) around it.

Say your formula is =VLOOKUP(B3,F1:G11,2,FALSE), but a corresponding value was not

found:
| A | B < (+]
1 Jomu i maach june
i 1] 4 53 105
3| A A
4 ] R EWA A
5| 4| 51 &1 122
6 | 5| &1 FE! 145
7| 6| 5 4 E
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Let’s say we want in this case the formulas with an error produce the result zero (0)
instead of the error.

What you can do is build an =IF(ISERROR(old_formula),[value in case of
error],old_formula) around it, either manually or with the help of ASAP Utilities.

ASAP Utilities - Hide all error messages

Errors to replace in selected cells

FWALLE!
DIV
im,’?;ﬂ? Cancel
#REF!

#MUML
FMULL!

Instead of the errar display:
Tip: make the error field empty to
hide all errars

Iv skip existing errori) Formula's

This will replace the original formula with the new error-catching version:
=IF(ISERROR((VLOOKUP(B3,F1:G11,2,FALSE))),0,(VLOOKUP(B3,F1:G11,2,FALSE)))

The main advantage of ASAP Utilities in this case is it is easier and quicker to use because
you don’t have to type the formula. Plus it can be used in a range of cells with different

formulas.

8 Paste special (with combinations)...

Paste Special, with multiple options combined, e.g. paste both values AND formatting at
the same time.

You have to copy your range of cells first (for example with Control+C)

By default this utility can be used with the shortcut Control+Alt+Y.

ASAP Utilities - Paste Special
Paste
v Formulas I¥ validation
[~ Walues IV &l except borders
v Formats I Calumn Width
v Comments
Crperation
* Mone  Mulkiply
" pdd " Divide
" Subtract
Extra
[ Skip blanks [ Transpose
I™ Paste Link
Cancel

9 Paste values and formatting
Paste your selection with both values and formatting at the same time.

You have to copy your range of cells first (for example with Control+C)

10 Fill cells with their formatted value
Convert the value or formula in selected cells to the way they are formatted.
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For example cell A1 with the value [=12*2] formatted as [EUR 24,-]
This function will put ['EUR 24,-] in cell A1.

Copy formulas without changing their cell references...

Copy all formulas exactly without changing any references.

Normally you have to lock all references with $ if you want to achieve this. Not with this
function.

Move selected data (only values)...
Move the data in your cells, without the formatting.

Just like the copy and paste as values, but now moving.

Copy multiple selected ranges...
Copy multiple selected ranges at once. Something that is normally not possible in Excel.

If you make multiple selections (using ctrl + selection) and then go to copy, you get the
error message “That command cannot be used on multiple selections”. With this utility
you will be able to copy.

Transpose data with formulas...

Transpose data with formula. This will transpose your data and keep the correct formulas
(it will not change/update the cell references in the formulas).

This utility will also copy the cell’s formatting, comments and validation.

Clear duplicated values in selection (leave one original)

Removes duplicate values in selected cells. This will empty all duplicate values that are
found. The first cell containing the duplicated value will keep its value.

This utility compares the (calculated) values of the cells in your selection. For example a
cells with the value 12 is considered the same as a cells with the formula =3*4.

Cells with (formula) errors will be skipped.

Exampe:

Before: After:
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A E_|

Laustralia
S0uth Asmnca
|Adnca

EEE
[Aaistralia
|AnLarcine e
Eurapa
Europi

Mok Amencs
LT

LR

12 |Mofh Amencs
13 [Rastralia

14 [Austraha

15 |Africa

16 [Bustralia

1 [adnca

18 |Morh America
19 |Mardh Ardiand s

DM s th B L R —

= o

A B

|Ausiralia
South America
LAdnica

|Aaia

LAnancieg
Europe

Mok Amprica

o - e b L R~

T e R =

19

Count and/or color duplicates in selection...

This utility will tell you how many duplicate values there are in your selected range. It also
has the option to paint all duplicate cells with a certain color.

This utility compares the (calculated) values of the cells in your selection. For example a
cells with the value 12 is considered the same as a cells with the formula =3*4.

Delete all range names in selection

Remove all range names (defined names) in your selected cells.

Example:
Before: After:
Microsoft Excel - Book? Microsoft Excel - Book®

File Edit ‘“iew Insert Format Toc File Edit Wiew Insert Format Too
wat - B 19% B2 - F 19%
subtotal B c | subtotal B ©C [
vat 1

2 WAT: | 19%! 2 WAT I 19%!

3 [total 3 total:

4 4

5 &

5} 4]

Delete all range names in the entire workbook
Remove all range names (defined names) in the entire workbook.

Remark:

Be carefull to use this if you have used defined names in your formulas, because then your
formula will result in an error. For example if you have a formula such as =subtotal*2 and
then you delete name defined name “subtotal” the formula will result in a #NAME? error.

Columns & Rows

A collection of “Columns and Rows" utilities
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Conditional row and column select, hide or delete...

See Select » Conditional row and column select, hide or delete... on page 53.

Color each n'th row or column in selection...

Give each second (or thirds, you can specify this) row or column in your selected range a
color. Also know as color-banding.

This enhances the readability of complex large tables. There are two options: you can
either color the cells, or use a conditional formatting formula. With the second option
(Conditional formatting) the colors will be automatically updated when you insert or
remove rows or columns.

Choose your options:

ASAP Utilities - Color Rows and Columns

Color rows or columns

' Rows " Columns ;
Close

Options

Caolor: 15 .Q. i

Steps: z jl

¥ Remove existing colors

-

¥ Canditional Farmatting

Select a color (based on the color palette in the current workbook):

ASAP Utilities - Select a color

HEENNEENBNBN Eapk:
HEENENENEE®N

[ | [ [ N
[ [ |
Close
[ || [
H N HE NN
RGE value: 234 234 234

HEX walue: HEAEAEL §
X Edit colars
Colar indes: 15
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Example of the result:

]

Microsoft Excel - Book3

& Fle Edt Wew Insert Format Tools Data  indow Help  ASAP Utiltes

D Sy stB@ER-<? o @ = -4 % il B wow - [3) 3, Al . 10 T

=0 s f HEALTH SERYICES

A B 15) E IF G

1 |Company ~|Symbol _ ~|EPS ~[Time v|Date  ~|Days left »|HFDGRP ~|SUBGRP
2 |Accenture ACN 046  Tirme Mot Supplied  29-6-2006 0 DWERESIFIED SERVICES Business/M:
3 |Advanced Photonix AP A Tirne Mot Supplied  29-6-2006 0/ ELECTRONICS Semiconduc
4 |American Greetings Corp. Ahd 026 Before Market Open  29-6-2006 0 DWERSIFIED SERWICES Business/Mhdz
5 |ARKOMA, INC ARKMN.OB  [MA - Time Mot Supplied  29-6-2006 0
B _|ATI Technaologies ATYT 015  Time Mot Supplied  259-5-2006 0 ELECTROMICS Semiconduc
7 CA CA 020 After Market Cloge  29-6-2008 0 COMPUTER SOFTWARE & SERVICES  Application £
8 Chad Therapeutics CTU ({2 Tirne Mot Supplied  29-6-2006 DlHEALTH SERVICES Intedical App
9 | Constellation Brands, Inc. STZ 032 | After Market Close  29-6-2006 0/FO0D & BEVERAGE Beverages -
10 |Exide KIDE MA - Time Mot Supplied  29-6-2006 0 MANUFACTURING Industrial Ele
11 |FARD Technologies FARO 003  Time Mot Supplied  29-6-2006 0 ELECTROMICE Scientific &~
12 |GenCarp Inc. GY -0.21  Before Market Open 29-5-2006 0 COMGLOMERATES Conglomerat
13 | General Mills, Inc GIS 061 Before Market Open  29-6-2006 0 FOOD & BEWERAGE Food - Major
14 |GeoPharma, Inc. GORX TFA, Tirne Mot Supplied  29-5-2008 0 DRUGS Drug Relatec
15 |Hooper Holmes HH 0.01  [Time Mot Supplied  29-6-2006 0/HEALTH SERYVICES Home Healtk
16 | IKB Deutsche Industrisbank AG IKB.F PA Before Market Open 29-6-2006 o
17 |Innovo Group MM O [, Tirne Mot Supplied  29-6-2006 0 MANUFACTURING Tesxtile Manu
18 |Monsanto Company MON 1.20 Before Market Open 29-6-2006 0 CHEMICALS Specialty Ch
19 \MSC Industrial Direct S 083 Time Mot Supplied  29-6-2006 0WHOLESALE Industrial Eq
20 |Palm, Inc PALRM 023  After Market Close  29-5-2006 0 WHOLESALE Computers ¥

Merge column data (join cells)...

Merges (concatenate) the data in selected columns, and asks you for a delimiter.

ASAT Ltilitics - Merge eolanns

Lr T -H

Ingert bebeeen cobsmns

——

(¥} = bre Fend (ks erner)
[er} = carviage Frbam

{habi} = b character

o |

This Ly will
gt U daba m
5 b bl b
bixgpatieer i the first
¥ Tgnere ol srvply cols L
™ Tirecrm mrrgay o ok Bl el
wedeshiax  [Toaies (defad) ¥
sy
cadmagm, mafkg d.s., 0,0, 12, 008, 2, 4, 7.5, 12, X

anorg. Kl maibgd.s. 003, 100 0.3, 0.5, 1.2, 1.6 10, IS

rtirpl-banik, emgfbag ., 0,3, 1,9, 0,3

ke, sl .6, 36, T3, 36, 36, 60, 90, 150, 400
raka, gk .5, 35, 44, 35, 35, 45, 48, 210, 200
lood, tgig A5, 105, SN0, 5, 530, 110, S0, 530, 1000

Merge row data (selected cells)...

Merges (concatenate) the data in selected rows, and asks you for a delimiter.

For example, when you have the following range, and use the merge rows utility with a
comma(,) the result will be that all the cell value will be merge into cell [A2]
(AAPL,AMAT,AMGN,ATML,BCRX, etc.) and cells [A3:A26] will become empty)
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Bl

5 Merge row data, separated cells by a line break

JAPPLE COMPLITI
APFLED MATER
ARIGEN

ATRACL SO
JERCORYST PHAR
COMUAST OF A&
CISC0 5Y5 INC
CELL INC

EEAY IMNL
GOOGLE

INTEL OF

LAM RESEARCH
MO INC
MNICROS0FT OF
ORATLE CORP
QLIALCOMAM I
MASIAC 100 TR
FF WICRD DEVIC
SIEGEL SYSTEMS
LS SATELLITE
FANDISK TP
SN MICROSTS
STRMANTEC CF
[XILINK INC

ATAHDO INC

>
5
~+
(0]
=

_.,: I.ﬂ_: |5]|1_u |--In_u | l-]u

=

b

LB T

AT L AW LAPPLE COMPUTER

"

@

AFFUED MATERIAL
BANTEN

ATMWEL COR
BIOCRYST FrHARM |
LOMIAST CF &
0500 5Y5 INC
DELL INE

EBAY INC

GOOGE

INTEL CF

Lahd RESCARCH 1
BAC INC
MICROSOFT CF
ORACLE CORP
CUALCONM INC
MASGAD 100 TH 5
FF MICRO DEMICES
SIEEEL SYSTREMS
LIRS SATELLITE R
SAMDISK OF

SLN MICROSTS INE
SYMANTEC TP
HILINE INC
TAHOD INC

Merges (concatenate) the data in selected rows, separated by a return:

After:

Before:

| [

an

<}

e
3 |amar |
4

5

&

Last Tradl
53 74 Oct
17 36 Ot
7582 Oct
2.25 Oet-
14 37 Ot
2T 30 Ot
17.30 Oct
3311 Ot
3 & Ot
207,44 O

1 symbol Hame

6 Insert between empty rows or columns...

AFFLE COMFUTER
APFLED MATERALS
ANGEN

ATMEL CORF
EDCRYLT PHARM INC
COMIAST CP A
Q500 5Y5 INC

DELL INC

ERAY N

GOOGELE

T
LastTrade  Chang

SAIMOctis 000
1736 0a1a 0000
AR QTS 000
2350ct13 000 (D
14,37 Oct 13 Q00 (0
FI00E13 00D P
17300ct 12 0.00 (D
3311 Ot 13 Q00 (0
Fpd OCT12 000D
5744 Ot 13 0.00 (D

Insert one empty row or column between every row or column in your selection.

ASAP Utilities - Insert rows or columns

Range:

— Inser!

[V standard width

Mo

idth:

Clic4l =]

" Rows

Close

=
=

This wutility will add one row or column between every
row or column in your seleckion.

This utility used to be called “Insert empty rows or columns...”

List of tools
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7 Insert multiple empty rows at once...

Allows you to easily insert multiple rows at once. This is normally not easily possible in
Excel itself.

Inserting multiple rows "the Excel way".

If you want to insert multiple rows at once the standard procedure is to first select
multiple rows and then use the "Insert" command. For example if you want to insert 10
rows between A1 and A2, you first have to select rows 2:11 and then insert the rows.

[

by Cofdents
Frorrruat S
Foow Hesght...
Hale

Linkads

Inserting multiple rows "the ASAP Utilities way"

The above solution works for small amount of rows. However if you need to insert for
example 800 rows this is not a workable solution. Therefore | have written the utility which
lets you choose the amount of rows to insert below the selected cell/row.

ASAP Utitities - Insert multiple emp...

Mumber of rows to inserk after row 4

G

8 View and manage hidden rows and columns...

Displays an overview of all hidden rows and columns.

You can then easily select the rows and/or columns to unhide.
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ASAP Utilities - View hidden rows and columns
Hidden columns Hidden rows
Oe 0w Unhide
O s selected
O+ Lo
o ﬂ_!]-
[m
o«
oL
O
On
[
Al | Inverse‘ None | Al | Inverse| Mone |

9 Delete all hidden rows and columns

Remove all hidden rows and columns from the active sheet. Useful when you want to pass
to clean up the file before distributing and delete all unnecessary information.

Be careful when you have formulas with references to data in the hidden cells.

10 Remove all empty rows

Removes all completely empty rows from your active worksheet

11 Remove all empty columns

Removes all completely empty columns from your active worksheet

12 Remove unused empty ending rows/columns

See: Sheets » Remove unused empty ending rows/columns on page 62.

13 Transpose column in multiple steps...

Transpose data in one column to several columns. This is especially useful when you have
to deal with a large amount of data in one column.

ASAP Utilities - Advanced transposer
Description Example, convert From 1 to 3 columns:
Transposes data from one calumn
to several columns in steps, [ B A B | C
Usefull when you have to deal 1 (A0 1|20 a0z | AOG
with a large amount of data in one 2 |a02 2 [204 A0S ADS
column and have to transpose 3 |a0z 3 |a07 a05 09
R HS R 4 |04 T4 a0 a1 a2
5 |a0s 5
B a0 [
Selected range: $HEL:$HEZZ 7 |a07 7
g |a0g i
Corrvert from 1 ko 3 columns 9 |~09 ]
10 (210 10
11 A1 11
Case | tart 1 |12z 12

Formulas and formatting will be preserved.

List of tools 73



ASAP Utilities User Guide FREQUENTLY UPDATED

14 Put together rows or columns from several sheets...

See: Sheets » Put together rows or columns from several sheets... on page 60.

52.7 Numbers

This submenu holds a collection of “Numbers” utilities, for faster and easier calculations
and alterations.

1 Apply formula/calculation to selected cells...

See Formula » Apply formula/calculation to selected cells... on page 82.

2 Change formulas to their calculated values

See Formula » Change formulas to their calculated values on page 81.

3 Change not recognized numbers (text?) to numbers

You might experience that sometimes Excel recognizes numbers as text; they are left
aligned and they don’t work in your formulas. This utility will convert them to numbers in
a way that Excel recognizes.

This utility will also help you if Excel gives you errors on your viookup() formulas because it
treats the numbers as text and therefore can’t find a matching value.

Note: This utility doesn’t convert numbers with decimal separators to your local settings.
For example a lot of Dutch people have problems with imported text files, because the
numbers are shown as e.g. 120.00. If you experience this, replace (Control+H) the point
(or whatever) to your decimal separator (in The Netherlands a comma).

Example:

Before: After:

gliil 101 qad ] Bl
1001 101 42430 70 X
i
=

I
=]
I

=1

M o Tee o o)
i o1 99430 0 1]
a
)

[=]
[=]

fir i 43436 %0 an| 101 101 4%43% 70 an|
M i eaas o 1] W 1N ARG T 1]
o o1 s M W 101 450 &7 M
il i Saasr %o k]| 0| 101 101 48487 T M 0|
o i saess o = 1] Wi aseE = 1]
fim m Tesrr Yo M .0 W1 101 49572 0 M .0
1 i Teerr o ] 0| W N AT T 3% 0|
;i 2080 M0 | a3 101 101 52080 10 | a3
il i Baisd o nxn L T = R T+ 3 B
0 m Same o 1 k- WM SFE W M k-
o o Baazt fio 2 . 101 1015431 100 42 -3
i i Basat fio 43 7| 101 101 54581 10 43 47|
o i Bar fo 8 LU TV TR T o RS | H T

4 Change values to text values (adding ' in front)
Convert numbers to text.

This will add an apostrophe (') in front of the value in each selected cell. Formulas will be
converted to their values.

If you are interested in spelling out numbers you can use the utility “Spell/write out
numbers or amounts (EN, DE, NL)...” on page 75.
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5 Change negative numbers to positive and vice versa...

Convert all numbers to positive, all numbers to negative or all negative to positive and all
positive numbers to negative.

ASAP Utilities - Convert numbers

Convert numbers in selected cells:

* all to positive numbers
" all to negative numbers
" Reverse positive and negative

91 ——w 91
-105 105
-8 [
80 B0

30 30
-46 46 Close
42 42

This utility only handles constants, Formulas will
not be changed.

6 Move minus sign from back to front (e.g. "65-" to "-65")
Moves the minus sign (‘-*) from back to front
For example 65- becomes -65

This utility is especially useful when you have to deal with certain imported text files.

7 Use a significant number of decimals...

See Format » Use a significant number of decimals... on page 92.

8 Convert percentages to numbers (e.g. 5% to 5)

Convert percentages to general numbers.

Instead of converting 5% to 0.05, this utility will convert percentages to their real number,
in this case 5.

9 Spell/write out numbers or amounts (EN, DE, NL)...

Convert numbers to words (spell numbers).
For example 12.75 becomes Twelve Dollars and Seventy Five Cents
At this moment is has the languages English, German and Dutch built in.

Default currencies are none, dollars or euro, but you can also type in your own currency.
The spelling will spell up to two decimals.

ASAP Utilities - Spell numbers
Language
* English " Dukch " German =
Cancel
Currency
" none " Dollars * Euro
The amounts in the
" custom: cells you've selected
will be spelled.
CUrrency: Cent: The existing numbers
fi will be replaced,
singuiar eyrg [cent e
plural g |cent
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Your last used settings will be remembered.

Round numbers (not formatting, but changing)...

Rounds the numbers in selected cells. Instead of using cell formatting to round the
numbers, the numbers in your cells will actually be replaced by its rounded value.

This tool will not just change the format, but actually changes the number. Therefore some
information might be lost.

Example: convert 5.32 to 5.3 or convert 1026.89 to 1030.

324 45
324 45

274 4C)

ASAP Utilities - Round numbers (no...

Round numbers (not Formatting, but changing)
Type the number of decimals ta be left,

(Type 2 For bwo decimals, 1 for one, O for none,
o -Z For hundreds, -3 For thousands, etc.)

[o

Text

Collection of “Text” edition and formatting utilities

Insert before current value...

Insert data in front of each cell in your selection.

For example add “B-" in front of each cell in your selection.

324
4
324
324

You can specify whether to handle cells as values, formula or text. You can also specify to
have hidden cells affected or not.

3 ASAP Utilities - Insert before and/or after

insert before: | W | QK |
& i
7 insert after: | \
g Clase
g treat cels as: values (defaul) =
10
T I Include hidden cells
12 ¥ Skin empty cells Resst
13
14 Example:
Wi
15 W2
16 W3
17
18 Wai
19 W
20 W
21
2
23

Your last used settings will be remembered.
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2 Insert after current value...

Insert data at the end of each cell in your selection. For example add “-12F"” at the end of
each cell.

See also “insert before current value” displayed on page 76.

3 Change to UPPERcase
Convert the text in your selected cells to uppercase (all capitals).

A quick alternative of Excel’s =UPPER() function.

4 Change to lowercase
Convert the text in your selected cells to lowercase.

A quick alternative of Excel’'s =LOWER() function.

5 Start first word with Uppercase

Start the first word in your selected cells with uppercase.

6 Make first character Uppercase, the rest lowercase
Start first word with uppercase. The rest of the text will be converted to lowercase.

Example: "THIS IS A TEST" or "this is a test" will become "This is a test"

7 Start Each Word With Uppercase
Start each word in your selected cells with a capital (uppercase).

A quick alternative of Excels =PROPER () function. Also know as Title Case.

8 Convert/recognize dates...

Convert date-formats

When you have date-values imported and Excel doesn’t recognize then as actual dates, for
example due to different country settings, you can now easily convert them.

Your last used settings will be remembered.

ASAP Utilities - Convert text-dates

aoriginal date: example (koday):

n =l =g =l =l =] sl o
canvertk it ka: Cancel

i =l lom =l[- =lfrre =] 20062006

{* Create formatted dates Create text dates

Example in your selection, the date '1/23/06' becomes '23-01-2006"

How Excel interprets two-digit years
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To ensure that year values are interpreted as you intended, type year values as four digits
(2001, rather than 01). By entering four digits for the years, Excel won't interpret the
century for you.

For Microsoft Windows 98 or Microsoft Windows 2000

If you are using Microsoft Windows 98 or Microsoft Windows 2000, the Regional Options
in Windows Control Panel controls how Excel interprets two-digit years.

For Windows NT Workstation 4.0 or dates entered as text values

When you enter a two-digit year value in Windows NT Workstation 4.0 or you enter a date
as a text value, Excel interprets the year as follows:

00 through 29 Excel interprets the two-digit year values 00 through 29 as the years 2000
through 2029. For example, if you type the date 5/28/19, Excel assumes the date is May
28, 2019.

30 through 99 Excel interprets the two-digit year values 30 through 99 as the years 1930
through 1999. For example, if you type the date 5/28/98, Excel assumes the date is May
28, 1998.

From the Microsoft help:

How Excel interprets two-digit years:

To ensure that year values are interpreted as you intended, type year values as four digits (2001, rather
than 01). By entering four digits for the years, Excel won't interpret the century for you.

For Microsoft Windows 2000 or later

If you are using Microsoft Windows 2000 or later, the Regional Options in Windows Control Panel
controls how Excel interprets two-digit years.

For dates entered as text values
When you enter a date as a text value, Excel interprets the year as follows:

00 through 29  Excel interprets the two-digit year values 00 through 29 as the years 2000 through
2029. For example, if you type the date 5/28/19, Excel assumes the date is May 28, 2019.

30 through 99  Excel interprets the two-digit year values 30 through 99 as the years 1930 through
1999. For example, if you type the date 5/28/98, Excel assumes the date is May 28, 1998.

How Excel works with two-digit year numbers
http://support.microsoft.com/kh/214391

Delete leading and trailing spaces

Delete leading and trailing spaces. Remove all the spaces at the beginning and end of each
cell value in your selection. (trim)

Cells with (array)formulas and errors will be skipped.
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10 Delete leading, trailing and excessive spaces

Delete leading, trailing and excessive spaces. Remove all the spaces at the beginning and

end of each cell value in your selection and replace repetitive spaces with one.

Excessive means more than one space, for example ‘sample 01’ becomes ‘sample 01’

A quick alternative of Excels =TRIM () worksheet function.

Cells with (array)formulas and errors will be skipped.

11 Advanced character remove or replace...
Remove or replace the characters you want in a selected range.

Has the option to choose any or all characters including numbers, letters, special
characters, tabs, new lines (enters) and invisible spaces.

You can use this utility in many ways like for example remove everything except the
numbers.

ASAP Utilities - Advanced character removal

12

IV Formulas

Close

| | [0 M* W= R 'F [z [TE Mg Mg TE [Tp &
Fo e W+ Wz s TTg W{ [0 Wg W [TE B [4
o o ¥, Ma 't 'h M| T M= M. 't Ta [Ta
Fo o W- FTa Tu i MWy T Wx Wt 1 Ta [Cs
Fo s M. IT'e Ty Tj We T Wi We T [T& [Ca
J | Fe My Te Fw Tk Mo T Wg MW= [1 [T3d W+
|| || o T e 1 Te I'* WM WMul o [ s [ @&
J | J | My e Ty IT'm I'o T Mo Mw TR & o
| | | | F2 T Tz I'n T, T- WMa Mo [Te [Ta
| | | | 3 Tae ML [Te s =W« We [0 [T¢ [d
| | | | F+ TH Wy Tp T, T WMo TTa T6 e [Na
| | Wi s 't W] FTg .. T™W- CA & [Te [y
Fe " I'se Ty W~ v Tt T8 Me TA 6 Te [hb
Fes M# "z Tk W_ s T T M- TA Wx [Ce ¢
Fr Mg s e W0 e " MNe W2 TA Ma [T
Fo MWe FT9 I'm NTa To T T M TE O i
Mo Wa MW: "N I'b Tw T35 [T W2 & 0 [0
s W' W; To e Tw T« % W= [T¢c O i
1 W{ M= I"p [Td Tx [TE [ W TTE "0 I a
o Wy M= T"qg e "y o Wi Mp [TE % [A

1,2,3 | ab,c.. | a,8,0 | symbols invisible| spaces | \inebreaks|

Perform action in:
all ‘ nore ‘ inverse ¥ constants F:nﬁ?::deam ’—
character with:

=

If you have selected only one cell, the removal will take place in the entire worksheet.

Your last used settings will be remembered.

Replace accented characters (3, &, n etc.)...

Replace the accented characters, both vowels and consonants, in your selected cells with
the non-accented character. It will automatically detect lower- and uppercase characters.

You can customize the settings.

List of tools
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For example é becomes e.

ASAP Utilities - Replace accented characters
replace with

dd * ’d_ Close:
’V » ’g_ range:
> = Tweo
it * "_ Baoth lower and upper
j >[5 Beseerwibe
O
’mi * ’|_ walue,

i > [

EN S

(o > [w

? = [y

535 ES ’2_ Defaulk

Your last used settings will be remembered.

This utility used to be called “Replace accented vowels (4, &, etc.)...”

Delete all text characters (a-z) in selected cells

Delete all text characters in your selected cells.

The letters from the alphabet (abcefghijkimnopqgrstuvwxyz), both uppercase and lowercase
will be removed from every cell in your selection. Only cells with constants will be affected.
All cells with a formula will be skipped.

For example ‘8011LB’ becomes ‘8011’

If you have selected only one cell, the utility will run on your entire sheet.

Delete all numbers in selection

Delete all numbers in your selected cells.

All numbers (1, 2, 3,4, 5, 6, 7, 8, 9 and 0) will be removed from every cell in your
selection. Only cells with constants will be affected. All cells with a formula will be skipped.

For example ‘8011LB’ becomes ‘LB’

If you have selected only one cell, the utility will run on your entire sheet.

Remove ending carriage return (alt+enter character)

Removes the last ending carriage returns (Alt+Enter character) in each cell in your
selection.
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Delete number of leading characters...

Delete the first number of characters in the selected cells. A dialog box will ask you to
enter the number of characters. You can for example strip the first four characters in every
cell in your selection.

This utility will work on both numeric and text-cells. Cells with (array)formulas in your
selection will be replaced with their calculated values.

Delete number of ending characters...

Delete a specified number of ending characters in the selected cells. A dialog box will ask
you to enter the number of characters. You can for example strip the last four characters in
every cell in your selection.

This utility will work on both numeric and text-cells. Cells with (array)formulas in your
selection will be replaced with their calculated values.

Delete all after a given amount of characters...

Delete all after a specified number of characters in the selected cells. A dialogbox will ask
you to enter the number of characters. You can for example delete all text after the fifth
character in every cell, leaving only the first five characters.

This utility will work on both numeric and text-cells. Cells with (array)formulas in your
selection will be replaced with their calculated values.

Make last character superscript
Make the last character in your selected cells superscript.

A handy tool, for example when you have to deal with certain units like cubic meters (m3).

Make last character subscript

Make the last character in your selected cells subscript. (O,)

Reverse text in selected cells
Reverse text in selected cells.
e.g. [Excel] becomes [lecxE] or [123456] becomes [654321]

Formula

Collection of “Formula” edition utilities

Change formulas to their calculated values
Convert formulas to their values.

For example [=A2*(C19/12)] becomes the calculated value. It does the same as copy »
paste special » paste values but in one step.

By default this can be started with the shortcut Ctrl+Alt+P in ASAP Utilities.
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ASAP Utilities - Convert formula to value

Do ywou want ko convert all formulas in selected
cells to their values?

[ disable undo (for performance reasons)

You have the option to disable the undo. Especially on large amount of data with a los of
formulas disabling the undo will significantly speed up the process.

Normally the utility changes the formulas to their calculated values in all selected cells
(hidden or not). If you have selected cells in a filtered list only the visible cells are affected.

Apply formula/calculation to selected cells...
Apply a formula to the selected range.

For example multiply all cells in selection with 10, without having to add an extra column
and enter a formula to do this.

A formula will be built around the original formula or value in your cell. For example if you
have a formula =(12*2) in a cell and you use ASAP Utilities to apply the formula /24 the
result will be: =(12*2)/24.

By default this can be started with the shortcut Ctrl+Alt+i in ASAP Utilities.
The last 100 used formulas are remembered so you can easily re-use them.

Users of the non-English Excel versions can now type in the formula in their local
language. For example in the Dutch version you used to have to use a point as decimal
separator. You can now use the comma. You can also use the local version of worksheet
formulas, for example if you have the Dutch version of Excel you can now enter
'+SOM(G20:G40)" instead of the English version: +SUM(G20:G40).

We have improved the error handling. You get a warning if an applied formula produces
an error.

In the range of cells you select the formula will only be applied to cells that have no errors,
are not empty and have a value of formula with a numeric or logical result (text cells will
be skipped). Array formulas will also be skipped.

You can use the option “Skip hidden rows and columns” if you want for example to only
apply the formula to the visible cells in a filtered list.
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= A& 713
A B c D E F G H

1 |site amount

2 A 713

3 B 480

4 C 953

g E B ASAP Utilities - Apply formula

7 F Apply a Formula ta the selected range. & Farmula will be built around
g G d the original Formula or value in yaur cell, .

If you have a Formula ={12*2} in a cell and you use ASAP Ltilities ta

9 H g apply the Formula [24 the result will be: =(12*2)124,

1? L E ‘ou can For example bype [ ,I’I_DDD LI+41[*255]

The last 100 used formulas will be remembered for re-use,

12 K 9

13 L 1

4] M gl | oo

15| N 4

16 O g Close [ Skip hiddens rows and columns

17 P 7

18 Q 258

19 R 995

20| S 193

21 T 146

22| U 504

23

BT

B2 - & =F13"000
A B L (¥] E = €] H

1 she A ETH LR

i A 7123000

3 B AR

4 C SE3000

5 D BETICD

b E 280

T F 40000

B G HR0000

9 H HAE)

m 1 825000

11 J BEO0C0

12 K 90000

13 L 15000

14 M HTE00

15 N 458000

16 O 610000

17 P Fa000

18 0 220000

19 FR 25000
a5 15000,
il I 146000
Fr i S0E000
23
“a

3 Custom formula error message...

See: Range » Custom formula error message... on page 65.

4 Transpose data with formulas...

See: Range » Transpose data with formulas... on page 67.

5 Copy formulas without changing their cell references...

See: Range » Copy formulas without changing their cell references... on page 67.

6 Change formula reference style (e.g. A1 to $A1 etc.)...
Change the notation of references to cells in the formulas in your selected range.

You can:
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= Convert formulas to relative referencing (A1)

= Convert formulas to relative rows and absolute columns ($A1)
= Convert formulas to absolute rows and relative columns (A$1)
= Convert formulas to absolute referencing ($A$1)

For example:

[=A1*(B12/100)] becomes [=$A1*($B12/100)]

ASAP Utilities - Change reference style

Range: | poHed = |

Example: Al -> $A$1

" Convert to relative referencing

™ Converk ko relative rows and absolute columns
™ Converk ko absolute rows and relative columns
% Convert to full absolute referencing

Clase

Insert "international" formula...
Insert an 'international-style' formula in all cells in your selection.

The utility uses English worksheet formulas and a comma as list separator and a point as
decimal separator. Useful since most examples on the internet or in Excel books are in
'international' English format with the English names for the worksheet functions and the
comma as list separator and the point as decimal separator.

Now you can copy that formula and have ASAP Utilities translate it automatically to your
Excel version. For example the formula =SUMIF(A2:A13,">50")*1.19 will be translated to
=SOM.ALS(A2:A13;">50"*1,19 in the Dutch version of Excel with the Dutch language
settings in Windows.

[ ASA Uliilities - Insecd Sinternational™ formuls

Insest “Srkernational Formmds in o cells in your selection

iy Ervghsh wantbshest Formudss and & comes a5 ket separstor, Handy snce
i amples on B inbeenet o in Exosl Books ane in nbeenational” snplsh
Formnal,

Foamrads to gt in range: $C30

=FLMIF{AT: A1, =507 1. 19

I rset gs srray fommla

t_|

Insert Function from the ASAP Utilities library...
Insert a function from the ASAP Utilities library.

See also chapter 6 Extra worksheet functions on page 122.

Rebuild array formulas

This will build your selected cells as array formulas, it puts {} brackets around all formulas
in your selection. This tool does the same as closing your cell with [Control+Shift+Enter].
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Fill

Collection of “Fill"” utilities for filling cells and adding data

Fill empty cells in selection...

Fill all empty cells in your selection with a specified value.

If only one cell is selected all empty cells on the sheet’s used range will be filled.

Overwrite filled cells in selection...

Fill all non-empty cells in your selection with a specified value.

Copy values to empty cells below filled cells in selection
Looks for empty cells and fills these with the values of the first filled cell above.

Example:

becomes:
[test]
[test]
[test]

(1]

(1]

Fill up with leading zeros...

Fill the current value with leading zeros up to the total length you specify. For example if
you enter 3, 1 becomes 001 and 11 becomes 011. If you enter 6, 1 becomes 000001.

This utility will actually add the zeros. If you only need the formatting to be like that it is
better to use cell formatting with a number format like "000000".

Formula’s in your selection will be converted to their values.

Example, cells filled up with leading zeros to a total length of 6:

A B c D E F G A B L= 1] = F [c
1 57 Fi N1 7 156 172 | 000057 DOOOTS.  DO0211 000007  OOOAS6  DOONT2
2 73 4 201 193 104 20 2 DODO7F3|  DODOGE OO0 DOONS3  DOOADY|  DODDG0
& 37 45 226 195 206 194 1.3 OO0y | Doooss  one  Donss  DoDe Dooads
4 153 34 143 224 91 218 4 0053 000034 DO0n43  DO0te Do LI
5 1 151 47 186 29 ES |5 Q00011 DOD&T DODDE7 | DOOMEE  DODOCS|  DODDE3
B 72 BIASAP Utitities - Fill up with leading. . [E | DOOOFZ OOOCA? OOOOZ2 00031 OOOCES 0003
7 40 17 |7 OOO0S0|  DOO0mS Do0os3s  Donss  DOo0ao3  Doomns
a8 185 153 Whiat is the tatal lenght ywou would like the numbers to B DODMEs DODMES DODME3  DOODED OOODGD  \DOONZ3
g 116 Fl kFJeche:‘ I;illedoslglwiih leading zeros? For example bype 2 la oiiE OGS oo oOai0e 011s  oonnis
or 01, 4 for ek, = = £ = = =
10 223 4| (Murnbers with decimals will be rounded ko round | 1 OO0Ers| 000058 OMES| D000 DO0S3 000
11 27 204 numbers. Formulas will be converted ko values. ) 11 DoD02T DO0Z04 QOO0 DO020Z  DOOOOG  DODZ19
12 44 g |6| :1? OO00dd  o0cET DOOACS OO01SS  OO00eS 0002
13 13
i g
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Note: This utility used to be called: Add leading zeros...

Insert before current value...

See Text » Insert before current value on page 76.

Insert after current value...

See Text » Insert after current value on page 77.

Fill 'between values' linear in selection (vertical)

Fill ‘between values’ linear in selection (vertical).

Fill 'between values' linear in selection (horizontal)

Fill ‘between values’ linear in selection (horizontal)

For example:

1 20
Becomes:

1 44 ah 124 162 20

Quick numbering of selected cells...

This is a flexible way of quickly creating a numbered list. You have several options to
customize the list. You can also choose to restart the numbering if the value of a certain
column changes.

By default this can be started with the shortcut Ctrl+Alt+Q in ASAP Utilities.

ASAP Utilities - Quick numbering of cells
Mumbering
" mumbers (1,2,3 etc.), start with: 1
Increment with: 1 Close

Fill with leading zeros: =
" dlphabet lowercase (a,b,c ete.) Example;
" Alphabet uppercase (&,B,C .. week 01
week 02
week 03
. week 04
Ot week 05
Restart numbering if the value in week 06
the Following column changes: A week 07
week 03
[ Add value of changing colurmn before prefix week 09
[ Add value of changing column after suffix week 10
week 11
Prefix: ‘week week 12
. week 13
Suffix: ‘ week 14
week 15
Cell slignment: i week 16
? ikt A week 17

Your last used settings will be remembered.

Random numbering of cells (without duplicates)
Place unique random (whole) numbers in selected cells.

Easy for making random lists without duplicates very fast.
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Fle Edt Wew Insert Format Took Data  Window Help  ASAP Utilties
|

a8 SLY LBR- - % = -2 B
- A &
A B € D E F G H

1 g5 65 70 5 37 93 2 92
2 98 o6 4] a0 104 22 45 116
3 105 7 114 44 B3 72 a7 36
4 75 o] A 100 fete) 1 119
) 11E['ASAP Utilities - Random numbering of cells {without duplicates) 2
B 9 Bl
7 1 P Do you want to place a unique random number in each cell in your selection? (01
g ‘“-‘.‘/ {Existing values will be overwritten. ) =]
9 4 {a]
10 Cancel 1
11 [ I=]
12 41 77 14 42 7 102 87 22
13 a1 107 106 33 90 74 94 97
14 115 15 48 g9 53] 17 17 67|
15 108 38 B9 i} g0 73 103 b
16

Insert current date and time with seconds

Insert the current date and time into the active cell. Unlike Excel's built in shortcut
"Control+:" this utility also inserts the seconds. (timestamp)
By default this utility can be started with the shortcut Control+Shift+D

Example:
A B C
1 Euxcal W08 2007 10-8- 2007

2 ASAP Uil 10082007 1524 20 1008 2007 15 24 22
3

Insert current time with seconds

Insert the current time into the active cell. Unlike Excel's built in shortcut "Control+;" this
utility also inserts the seconds. (timestamp)

By default this utility can be started with the shortcut Control+Shift+T

Example:

A B L [
1 Excel 1547 1517
2 ASAP Uhdities: 151729 151754
=

Insert workbook's path and name in header, footer or cell...

This utility allows you to put the full path, filename or filename and path of the active
workbook in:

= the sheet's header and/or footer (Excel has this option built in in Excel 2002/XP and
later)

= the selected cell(s) on your worksheet.
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ASAP Utilities - Insert Filename

Header & Footer | Selected cell |

Insert full path and Filename of current: file in:

Header right ‘

Header left Header center

Footer left: Footer center Footer right |

The path and Flenarne are not a dynaric link,
If you change the path or name of your dacument, you

hawe to update your cell headerfFoater,
P ¥ Close

This utility used to be called "Insert filename in header or footer..."

14 Create a list of filenames and properties in a folder...

Create a list of all filenames in a specific folder. This way you can for example create a list
of all files on a cd-rom.

You can choose to have hyperlinks created to the files so you can click on a filename to
open the file. Furthermore you can choose to also search subdirectories and show only
files that are a certain days of age. This way you can for example show all files that we
created or modified within the last 30 days.

By default this can be started with the shortcut Ctrl+Alt+F in ASAP Utilities.

ASAP Utilities - List filenames in folders

Insert Full path and filenames of Files in selected Folder:

Faolder:

| CiiDocuments and SettingsiBastientMy Documents)

Iv Include subfolders I Create hyperlinks to the Files
Filetypes: Sork by
| B4R | 1. Folder, filename ASC j

I¥ Show only files modified o created the past
a0 days

‘Where should the list be created?

{* In a new workbook " In a new worksheet

Your last used settings and chosen folder will be remembered.

15 Insert sheet(s) name in selected cell(s)

Insert the sheet name of each selected sheet into the cell selected on each sheet. For
example list the sheet name in cell A1 of every selected worksheet.

52.11 Format

Collection of “Formatting” utilities

1 Copy a sheet's page and print settings...

Copy a sheet’s page and print settings. Copy the settings from one sheet to any other
worksheet. You can copy the following settings:

= title rows (rows to repeat at top) = left margin
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= title columns (columns to repeat at left) = right margin

= print area = top margin

= left header = bottom margin
= center header = header margin
= right header = footer margin

= left footer = orientation

= center footer = draft

= right footer = paper size

= print headings = first page number
= print gridlines = order

= print comments = black and white
= print quality

= zoom

= center horizontally
= center vertically

= fit pages
ASAP Utilities - Copy worksheet page setup
Source worksheet to copy from: I TheRows % Left margin
| LETRY j IV TitleCalumns IV Right margin
Worksheets to copy layout to: I Printarea I Top margin
IV Left header IV Bottom margin
O msFT Iv Center header IV Header margin
eieee] Iv Right header IV Footermargin
INTC Iv Left Foater Iv Orientation
ORCL I¥ Center Footer I¥ Draft
GhET I¥ Right Footer ¥ Papersize
0O emv ¥ Print headings IV Firstpagenumber
O w W Bt gridines ¥ Order
or I¥ Print comments I¥ Black and white
O Ew IV Print quality Copy
O o I¥ Zoom all
¥ Certer hatizantally — |
¥ Certer vertically Hone Exit
all Inverse | Mone IV Fit ko pages

Note, The speed of changing the page-setup in Excel might depend on the printer you
currently have active. This is by design of Excel.

Starting from Excel 2002 you can also insert a picture in the header or footer.
Unfortunately this is something that cannot be copied to other worksheets
programmatically. So if you have a picture in the header or footer it will not be copied
with this tool in ASAP Utilities. From Microsoft: “The only way to work with pictures in
headers or footers for multiple worksheets is to select all the worksheets, and then insert a
graphic by using the Insert Picture dialog box (click the Insert Picture button), or format
the graphic by using the Format Picture dialog box (click the Format Picture button). The
original graphic file is needed for this procedure.”

2 Insert workbook's path and name in header, footer or cell...

See Fill » Insert workbook's path and name in header, footer or cell... on page 87.

3 Empty all headers and footers
Remove all headers and footers in each selected sheet.
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Detect and visualize adjacent data/group changes...

Based on the information of data in a column you can do the following when the value in
a column/cell changes

= underline the row

= insert a page break

= insert an empty row

= alternately color groups of data

You can use this for example to identify different groups in your worksheet.

ASAP Utilities - Visualize differences ASAP Utilities - Visualize differences
Specify range: ’WJ bottle 01 0,562 Specify range: WJ bottle 01 0,562
bottle 01 0,933 bottle 01 0,983
Line IEagebreak } Empty row ] bottle 02 0,737 Line ] Pagebreak } Empty row  Color ] bottle 02 0,737
. bottle 0z 0,408 bottle 0z 0,408
Style: [itpess] battle 02 0,458 Color: ls_ B battle 02 0,458
- " Haitline bottle 03 0,285 bottle 03 0,285
* Thin Thottle 04| 0,369 battle 04 0,369
™ Medium Botle 05 0,486 IV Remove existing calors bottle 05 0,486

" Thick

Color:

% currert region

" entire row
This utilily inserts lines, pagebreaks or This utilily inserts lines, pagebreaks or
empty rows when the value of a cellin empty rows when the value of a cellin
your selected range changes. This way your selected range changes. This way

you can easily make differences visible in you can easily make differences visible in
groups. Close aroups. Close

This utility use to be called "The smart difference..."

Transpose column in multiple steps...

See Columns & Rows Transpose column in multiple steps...on page 73.

The paper saver (split columns)...

Split large columns in several smaller to save paper when you print the data.

ASAP Utilities - Paper saver

Range to split: ‘ A1:449 J
Number of roves in each column: 15 Split column(s)
MNumber of column-sets on each page: 20

Insert pagebreaks between sets: r Close:

Copy cell-Formatting: r

Mote

Tons of paper is wasted by printing long small columns an marny
pages. This utility divides columns into multiple sets on several pages,
sparing your environment and saving you some money.

Example: From 1 long column with values to 50 values per column:

1. Select the column: 2. Use the utility: 3. Result:
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ASAP Utilities - Paper saver

-

Range to split: A

Humber of rows in sach column:

Split columni=s)

Murmber of column-sets on each page: 0

|l

Close

Insert pagebreaks between sets: v
Copy cell-formatting: v

Mote
Tons of paper is wasted by printing long small columns on many
pages. This ukility divides columns into multiple sets on several pages,
SParing your environment and saving you some money.

R T T B AR

T T S e T T S R R L R Y

- R FEE R R R e A R E A E R R R RN RN A a4 - A R R B Rt

Your last used settings will be remembered.

Wrap text

B EREEY EETEE bbb d e -t £

Wrap text in selected cells. Large text will break into the next line.

| A | |
Wrappedk

this text is wrapped
which means i
breaks irma multiple

[
Mot wiappede

D | & [wEas & | H |

|l this Tt i no® wiagped (F it is long i oovers ather ermpty ool
this text is wrapped
iwhirh means it
!hrnh e multiple
3 |lifgs thig tect ic 17

Unwrap text

Unwrap text in selected cells.

Place a border around each page

Place a border around each page.
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Use a significant number of decimals...

Significant decimals, e.g. when you enter 3, formatting will be:
12.0123123 becomes 12.0123 and

12.00002134 becomes 12.0000213 instead of 12.000

This means that you will always see significant numbers, not only zeros.

Unmerge cells in selection

Unmerge all cells in your selection. The opposite of “merge and center”:
ard - - B EEAREE . B
2! -

4 - & examphe
Meaga s Carker
A 8 G n] E _l'_ll.-.-_

sl

= S e i = b -

In Excel XP and above you can also click again on the merge-button to unmerge. However
in Excel 2000 this is not possible so you can use the utility in ASAP Utilities to quickly
unmerge all cells in your selection.

Center across selection (without merging)
This will center the data over the selected cells.

It looks the same as merging, but doesn’t combine the cells.

Delete all borders inside selection

Delete all inner-borders in your selection.

before after

Remove all unused styles on every sheet

See Sheet » Remove all unused styles on every sheet on page 62.

Remove all conditional formatting in selection

Remove all conditional formatting in selected cells.
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16 Remove all validations in selected cells

Remove all validations in your selected range.

17 Copy and apply cell's formatting settings...

Copy a cells format attributes to other cells. Advance format copier. For example only copy

the font color and style to other cells.

ASAP Utilities - Copy formatting options

Copy Farmatting Fram Settings ko copy:

¥ Mumber farmat: G |
" standard formatting profile UmBer fermati Benera

v Fort type: Arial
& cell; -
e Al J [ Fort size: 10pt
¥ Fort style: Regular
Target cells: [+ Bold/Italic/Underline: FalsefFalse/-4142
v Font color: O ]
ALHLS J [+ Horizontal sligment: 1

[+ vertical aligment: -4107
v Crientation
| ‘wrap text: False

-
r —

v Interior color: 16777215
[+ Interior pattern: -4142
[+ Interior pattern color: 0 I

Start v Hidden: False

‘ v Locked: True

18 Apply standard format to selected cells
Apply the standard formatting settings to your selected cells.

5212 Objects & Comments

Collection of “Object” utilities

1 Comment tools...
Collection of comment tools, search and replace, report, change font/size, resize etc.
= Content
- Place comment in next right column (in selection/current sheet)

- Create report in new file (sheetname - cell address - name - value - author -
comment)

= Position/size on this worksheet or all worksheets
- Reset comments to original position

- Autofit/resize all comments
= Set font/ size on this worksheet or all worksheets

- Apply a new fontname or font size to all comments.
= Search and replace on this worksheet or all worksheets

- Find and replace in comments.

List of tools
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ASAP Litilities - Comment tools

Content

% Place comment in next right column {in selectionfcurrent sheet)

" Create repart in new file

(sheetname - cell address - name - value - authar - comment) oK

Paosition/size
where: (%" this worksheet " all warkshests
[ Reset comments to original position

oK
™ Autcfitjresize all comments Q

Set font [ size

where: (% this worksheet O all worksheets

| don't change x| | dontt change ~| oK
Search and replace

where: (% this worksheet " &l worksheets

old value:

et alle: ‘

Additionally you might be interested in the ASAP Utilities worksheet formula
=ASAPGetComment(range) which is described on page 124.

Select all objects on current worksheet

Select all objects on current worksheet.

Delete all objects in selected worksheets
Remove all objects from the selected worksheets.

Delete all buttons on selected worksheets

Delete all buttons from selected worksheets

Resize selected images or OLE objects (%)...

Resizes the selected images or OLE objects in a percentage relatively to their original size.

Remove the border line from selected objects/images

Removes the borders from all selected objects, shapes or images. By default, when you
insert an object, Excel will place a border around it. Now you can easily remove the border
from multiple shapes at once and assign your own shortcut to it for quick access (favorites
menu).

Show flowchart toolbars

Display both the flowchart and connector toolbar as separate toolbars. This gives you
easier access as via the drawing toolbar.

By default you can access these toolbars from the “Drawing” toolbar:
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|43 |

41 (e

45 g\"" Lires 3
1 46 | .;.\iT Connectors 3
147 | B

a8 E} Basic Shapes Y

48 B, Block Arrows OO <= 7
S0
M= | |3c. Flowchart » | 08 13
52 %; Stars and Banners y = oAy
| 23 | % Callouts v o DA
51 |

H 4 r H \ ﬁ More Autoshapes... @PI o
PDraw = L; ||Autoshapes = | ™ \DO&VGDﬂl&'gvA'ETEIJJE
Ready 2800

When you are drawing a flowchart it is easier if you can use the controls with one click
instead of every time clicking “AutoShapes” » “Flowchart”...

This utility will show both the Flowchart- and Connector buttons as individual toolbars
which you can access with one button-click. Creating flowcharts will become easier.

Note: This utility will not work in Excel 2007 since Excel 2007 doesn’t support
commandbars anymore.

Web

Collection of “Web" or internet or HTML utilities

Clean information that is copied from websites...

Several utilities to optimize/clean a table copied from your internet browser into Excel.

You can choose which actions you want to perform:

. ASAP Utilities - Clean webimported data
= remove all hyperlinks
) . In selected range: $A$1:$K$39
= remove all objects (images, buttons etc.) P Remove allyperinks ¥ Apply standerd font
= trim spaces (removes leading and trailing spaces) W Trm spaces ¥ Apply standsrd Fontszs
= remove a" Ce” CO|OrS v Remove all cell colars Iv autofit columns
" f I Iv Remove all fant calors Iw autofit rows
n
remove a Ont colors W Remove all borders ¥ Mo wrap-text
" remove a“ borders W Unmerge cells Iv Fixt (kextinumbers
= un merge Ce”S In this workshest: Sheet1
"= 3 pply Sta nda rd font ¥ Remove all objectsfimages
= apply standard font size e
Cancel
= auto fit columns

= auto fit rows
" no wrap-text
= fix (text)numbers

Your last used settings will be remembered.
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Extract hyperlinks...

Extract hyperlinks from selected cells and/or all shapes/images on the active worksheet.

You can choose to have the hyperlink displayed in the cell itself or in the column right next
to the cell or shape.

ASAP Utilities - Extract hyperlinks

Extract hyperlinks an current warksheet From:

[v selected cells [ all shapesfimages

Close

Flace the hyperlink-text in:

" the cell itself

{+ the column right next to the celljshape

This wtility will extract the address stored in the hyperlink.

Your last used settings will be remembered.

Additionally you might be interested in the ASAP Utilities worksheet formula
=ASAPGetHyperlink(range, optional sNA) which is described on page 125.

Activate hyperlinks (create from cell values)...
Create a hyperlink from the values in selected cells.

A quick alternative of Excel’s = HYPERLINK () function.

ASAF Utilities - Activate hyperlinks

Creates a hvperlink based on the values in selected cells. The cell wil then
contain clickable bypetlinks to for example websites or documents,

Font layouk
" Keep original

{* Excel's default For byperlinks (blue underlined)

Hyperlink byvpe

~ Use =HYPERLIMK) Farmula
recommended Faor large dakasets and shared workbooks

{* Reqgular hyperlink {cell-option)
Cancel oF;

Change all hyperlinks to =HYPERLINK() formulas
Convert all hyperlinks in cells to =HYPERLINK() formulas in the selected worksheets.

The current hyperlink will be used for the hyperlink part. Hyperlink screentips will be lost
because they are not supported by the =HYPERLINK() formula.

Remove all hyperlinks in selected cells

Remove all hyperlinks in selected cells
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Decode all URL and HTML encoded text
Decode all URL-encoded data in your cells.

This will replace the '+' with a space and decode any %## encoding in the cells, which can
be handy when you use Excel to analyze website statistics and keyword performance.

For example this utility will decode data like:
%22Keyword%2Binfo%2C.%2F~%260k%3F
to:

'Keyword+info,./~&ok?

URL Encoding is used when placing text in a query string to avoid it being confused with
the URL itself. It is normally used when the browser sends form data to a web server. URL
Encoding replaces spaces with '+' signs, and unsafe ASCII characters with '%' followed by
their hex equivalent.

Export selection as HTML table to clipboard...

See: Error! Reference source not found. on page Error! Bookmark not defined..

Visit our website for more Excel tips and tricks

Visit the internet for more Excel tips and tricks. Connects to www.asap-utilities.com

(works only if you are connected to the internet)

System

Collection of “System” utilities

Save file and create backup

Save you current file and automatically create a backup in your temp path. For example:
c:\temp\exceldoc.bak\filename (yyyy-mm-dd hh-mm-ss).

The path where the backup is saved can be changed in:

ASAP Utilities » ASAP Utilities options » ASAP Utilities options and settings...

| asar Unitities - Options

Generg  Save b badue |Fk—me Toobar | Cortact information |

Jefa path o Saes & Baclup
{ERCHCLIME ~ | fElasbin|LOCAL 51 | o],

Rename current file...

Rename current file without having to close it first.
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Reopen current file without saving changes

Closes the current workbook without saving changes and then opens the last saved copy
of the file.

Find and remove external links...

Finds and allows you to remove the links to external files. The ‘static’ value will remain in
the cells.

Search is performed in all worksheets and all range names.

If you delete a range name with an external reference and have used it on you sheet, the
error value ‘#NAME’ is displayed in the cell or cells that use the defined name.

Change Excel's default file location (browse)...
Change Excel’s default folder.

You can do this manually in Tools > Options > General, but then you have to type in the
full path manually.

This tool lets you browse to select the folder.

Set default path to current file

Change the default path to the path of the active workbook. This way Excel’s file open will
automatically point to the folder your active workbook is in.

Display the full path and file name in the titlebar
Displays the full path and filename of the active workbook in the titlebar.

If you rename your file or save it with a different name you have to run this utility again.

Display file name in titlebar
Displays the filename in the titlebar.

Close and delete current file

Closes the active workbook and delete it from your (hard)drive. If possible the file will be
send to your Recycle Bin otherwise you will be asked if you want to permanently delete the
file from your (hard)drive.

Close all saved files
Close all saved files.

Handy when you have opened a lot of files, looked at them, changed nothing and want to
close them fast.
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Close multiple files at once...

Close multiple files at once. Handy when you work with a lot of files. Shows all files in a list
before closing them. Has an option to ask to save non-saved files before closing them.

ASAP Utilities - Close Workbooks

Warkbooks to close:

Biookl
EBinoks

Books

Booke Cancel
Book?

Books

Bogks I” Show paths

\Warn befare
¥ closing non-
saved files

Close all open files without saving changes

Close all open files without saving them and a warning to save. Be careful. This will also
close files that have not been saved yet.

Add current file to recent files list

Add current file to recent files list.

This is handy when your start Excel, by double-clicking on a file in explorer, because Excel
only adds a file to the recent files list, if it is opened directly from within Excel.

Clear recently used files list in the Excel menu

Clear all files in the Recent Files menu.

Handy when you don’t want other people on your computer to see what you have been
working on.

Remove all macros (VBA code) from current file
Delete all macro’s/VBA code from current file.

Macro/VBA information (beta, English)...

Preview and remove macro’s/VBA code from current file.

Resize the Excel window to standard screen resolutions...

Resize the Excel application to fixed screen resolutions. This way you can easily test and see
how your document or application will look on computers with different screen
resolutions.
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ASAP Utilities - Resize the Excel application

Resize the Excel window ko:
| 1024 x 768 pixels ~|

W Extract 30 pixels (Windows taskbar)

|¥ Center the application window Close:

(our screen resolution: 1400 x 1050 px)

Depending on your current screen-resolution you can resize the application to the
following pre-defined sizes:

= 640 x 480 pixels

= 800 x 600 pixels

= 1024 x 768 pixels
= 1152 x 864 pixels
= 1280 x 768 pixels
= 1280 x 800 pixels
= 1280 x 960 pixels
= 1280 x 1024 pixels
= 1400 x 900 pixels
= 1400 x 1050 pixels
= 1600 x 1200 pixels
= 1680 x 1050 pixels
= 2048 x 768 pixels
= 2560 x 1024 pixels
The maximum size is limited (by Windows/Excel) to your current screen-resolution.

To give you an idea of what screen-resolution people use most; in 2007 the people that
visited the ASAP Utilities website used the following screen-resolutions:

= 1024 x 768 pixels 58%
= 1280 x 1024 pixels 19%
= 800 x 600 pixels 8%
= 1152 x 864 pixels 4%
= 1280 x 800 pixel 4%

Save current file (developers)
Developer’s save.

This utility enables saving of a file, if saving is protected by VBA. (the worbooks’
beforesave events is set to false).

Create a list of all add-ins

Create a list of all installed add-ins, their names, description, location and whether they are
installed or not.
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A B [ L | D

I [Hame Full name Title Insealled
2 [ANALYSIZMIL  CAPROGRA-1MICROS-IOFFICE] NUDBRARYWANALY SESVANALYSI2 XLL  Analysis ToolPak FALSE
3 ATFVHAEN SLA  CAPROGRA=TWICROS~DOF FICET NUBRARAMNALY SIEVATPVEAEN XLA | Analysis ToolPak - VBA | FALSE
4 |ASAP Litilities xls C\Program Filas\ASAP Litilties\ASAP Litilities. xla ASAP Litilities TRUE
& |SUMIF 2LA, CAPROGRA-TWICROG~2W0F FICE1 NUBRARYSUMIF. XLA Conditional Sum Yyizard FALSC
E [EUROTOOL KA CAPHOGRA~TMICROE~A0F FICET NUIBRARYVELUROTODL SLA Ewo Curency Toals FALEE
7 |[HTML®LA CAPROGRA-TMICROS-AOFFICE] NLIBRARYHTML XLA Internet Assistant WBA | FALSE
8 |LOOKUP XLA, CAPRUGRA-TWICROS-A0F FICET UBRAR YLOUKUF. XLA, Lookup YWizard FALSE
__5_'.!__:HIIZII WER HLA CAPROGRA~TWICHOE~N0F FICET NLIBRARVSOLYERSDLVER X1LA Sobaer Add-an FALEE
n

20 Reload all installed add-ins (rebuilds the menu)

Rebuild Excel’s menu. Resets the worksheet menu bar and chart menu bar (the main menu
bars) and reloads all installed add-ins.

21 Easily create a lot of folders based on the values in selected cells...

Easily create a lot of folders in a certain specified folder, based on the values in selected
cells.

52.15 Information

Collection of “Information” utilities

1 Fast calculation on selected cells...

Fast calculation, gives you the sum, average, min, max and more information about your
selected range.

The information you will see:

= number of numeric cells

= number of text cells

= number of blanks (empty cells)
= number of selected cells

= sum

= average

* minimum value

= maximum value

= number of duplicate values

= number of unique values

ASAP Utilities - Fast Calculation

Range: $A%1:EN$40 sum: ke
Average: ’m

HMurneric cells: 535 Minimum value: ’—1
Text cells: ’—D Maximum value: 560
Blariks: ’—22 Duplicates: ’—D

Selected cells: cen  Unigue values: 5

Copy ko nevs warkboaok
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File and selection info...
Shows statistics of the current file and your selection.

= filename

= file size

= file date

= number of sheets

= active sheet name

- address Of the USEd range ASAP Utilities - File and selection information
= last row number of the used range 8V gié?gm EEEEEEEEEEE
= last column number of the used range iz L
= total cells in the used range Crctranes $heisingeo
= formulas in the used range E%g}:og;nn zgo
= blanks in the used range R .
= constants in the used range %Ems §38
= errors in the used range Texts L
= logical values in the used range (true/false) Active cell $ad1
= text cells in the used range Rownoar 1
= numeric cells in the used range e, RN
Rows: 40
Cells: 560
= address of active cell
= column number of active cell

= row number of active cell

= address of selected range

= amount of columns in selected range
= amount of rows in selected range

= amount of cells in selected range

Get the page number of the active cell
Get the page number of the page where the active cell is on.

This can be handy if you only want to print a certain page.

it columns inta rows

':% ASAP Utilities - Get active cell's page number
1
ilit .
it \!:) The page number of cell 42314 is 42,
ilit
ilit
ilit
it tEWT ang NUrmBers 1n & cen
s

R O

Count and/or color duplicates in selection...

See Range » Count and/or color duplicates in selection... on page 68.

Count the different unique values in selection

Count the number unique values in your selection.
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This utility compares the (calculated) values of the cells in your selection. For example a
cells with the value 12 is considered the same as a cells with the formula =3*4.

6 Count number of characters in selected cell

Count the number of characters in selected cell.
Example:
[Fuse number 17] contains 14 characters.

In your worksheet you can also use Excel’s worksheet function =LEN(range)

7 Create a list of all built in workbook properties (title, author etc.)
Create a list of all document properties of the current file.

Example:

A 5]
Built in proger bes for. Bouk3
| Trble
| Subyect
| Buthor Bastien Mensink
| Keywards
| Comments
Termplate
Larst authaor.
| Feasmuan nurmber
10 Application name Microsott Excel
11 |Last print date
12 | Creation date: 25-10-2005 100812
13 |Last wae tirmp
14 | Total editing tirme
15 | Mumber ol pages
16 | Mumber of words
17 |Number of characters
18 | Security:
19 | Categary:
20 |Format
21 |Manager
22 | Comparny eGate Internet Solutions
23 |Number of bytes.
24 Number of lines
25 |Number of paragraphs
26 |Mumbor of dides
2T |Mumber of notes
28 Mumber ol fodden Shdes.
28 Number of multimedia cips
30 | Hyperlink base
A Number of characters (with spaces)

L REN =Tl R PR LR

8 Create a list all names in the workbook
List all range names in the active workbook.

This will create a new workbook that lists all the named ranges used within your workbook
along with their respective references.

9 Create a list of all sheet names

Creates a list of all sheet names in your workbook. The names will be listed in a new
workbook.

List of tools 103



10

11

12

13

14

15

ASAP Utilities User Guide FREQUENTLY UPDATED

Create a list of filenames and properties in a folder...

See Fill » Create a list of filenames and properties in a folder... on page 88.

Create a list of all type of cell values

Creates a new workbook that displays the data types (formulas, numbers, and text) from
your worksheet. This can for example be useful to see where formulas are used.

Example of the newly created workbook:
A | B C D | E F G | H

Display selection type

Display selection type (range, chart etc.)

Count number of sheets
Count the number of sheets in your workbook.

Find bad cell references (#REF!)

Find bad cell references (#REF). Good for checking sheets for errors.

Find too narrow columns (####)
Find too narrow columns (####). This option only works for numeric values.

When the column is too small to display the number, Excel displays the value with cross
hatches (number values), “#".

Example:
.3 * & =270
A B i 1] E

1 0 o

2 10001000

3 10000 | ]

4 100000 7

&

e
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Display your screen resolution
Displays windows video resolution, e.g. 800 x 600, 1024 x 768 etc.

Display the country settings of your computer
Displays a few of your country settings:

= decimal separator

= thousands separator

= date separator

= date order

ASAP Uhilities

O ‘our decimalseparatar is :
1 ‘Your thousand seperator is:
The seperator For the date is :

The order For your date is: 'day month vear'

List all fonts in new workbook
List all fonts in new workbook displayed in their own font.
Easy to create a reference or see how text will look in a specific font.

Remark:

Excel allows only a limited amount of formatting in a workbook. If you have a large
amount of fonts installed you might run into Excels limit. | have experienced this when |
had more than 500 different fonts installed.

Import

Collection of “Import” utilities

Insert Excel file...
Import an Excel file into the current workbook.

The sheets of the imported file will be placed at the end of your workbook. Macros will not
be imported

Insert (delimited) text file...

Insert a (delimited) text file at the position of the selected cells. This new import utility has
several options you can set. Its main purpose is that the dates can be imported using your
windows regional settings.

You can also have leading and trailing spaces removed immediately after the import and
have the columns width auto fit to the cell contents.

List of tools 105



10

ASAP Utilities User Guide FREQUENTLY UPDATED

ASAP Utilities - Import text file

Hows are the Fields in the text file separated?

(" space " pipe ()

" tab " exclamation mark (1)

(¥ comma csv; " other: Insert imparted
fes) data starting from

" semicolon (3} " not separated cell 41

Date options
% Use my Regional settings for the date format: D-M-
-

Options

[¥ Columns, AutoFit selection Close

[v Remove leading and trailing spaces

[ Treat all fields as text {Skip Excel's auto-detect)

Insert dBase file...

Insert a dBase file at the position of the active cell.

Insert text file separated by space...

Insert a space-separated text file at the position of the active cell.

Insert text file separated by tab...
Insert a tab-separated text file at the position of the active cell.

Insert text file separated by comma (csv file)...

Insert a comma separated text file (CSV file) at the position of the active cell.

Insert text file separated by "|" (pipe/bar)...

Insert a pipe (“|") separated text file at the position of the active cell.

Insert text file separated by "!" (exclamation mark)...

Insert an exclamation mark (!) separated text file at the position of the active cell.

Insert text file (with options)...

Insert a text file at the position of the active cell. Excels default dialogbox will ask you for
any separation characteristics.

Merge and/or import multiple files...

Merge multiple files together to one new file. Easy for example if you have to import 200
dbf or CSV files. You can specify if the files have to be combined in you current workbook
or a new one, and your can choose whether you want the files to be merged into one
sheet, or if you want to create a separate sheet for each imported file.
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The file formats you can choose from are:
= Excel

= dBase

= Lotus 123

= Quattro Pro

= CSV (comma separated value)

= Text file, space separated

= Text file, tab separated

= Text file, pipe (|) separated

ASAP Utilities - Merge files

Extracts the data from the active sheet in every selected file
and combines them into a new worksheet or workbook,

File bypes: T
1+ Excel " Text file, space separated : @
" dBase " Text file, tab separated Pick f“‘;.s

¢ and
" Lotus 123 " Text file, pipe (|} separated TR
" Quattro Pro " Text file, semicolon ;) separated

" (CSY, camma separated " Text file, separated by: Close

I¥ Treat consecutive delimiters as one

Import in:
" this workbook % a new workbook

[ Start impaort on row; il =

% Create a new worksheet for each file: v remave file extension

" Merge into 1 new sheet:

Your last used settings and chosen folder will be remembered.

11 Create a list of filenames and properties in a folder...

See Fill » Create a list of filenames and properties in a folder... on page 88.

5217 Export

Collection of “Export” utilities

1 Export selection or active sheet as new file...
Export your selected range or the entire sheet as a new file.
You have several options to choose from:
= Export source
- Entire sheet

- Selected range
= How to export

- Values (for example 12)
- Formulas (for example =3*E6)
- As formatted (for example EUR 12,00)
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= Options

- Include hidden cells in you export or not.

- Add the new created file to your recent files list
= Format to export

dBase IV

- Excel workbook

- Copy to clipboard (tab delimited)

Space delimited test file
Tab delimited text file

Tab delimited unicode text file

- Copy to clipboard (space delimited)

- Fields terminated by

- Fields enclosed by

- Decimal separator
You can use the custom CSV settings also to create for example pipe delimited text files.

CSV file (comma separated value).
= |In the CSV file export you can set the:

Your last used settings will be remembered.

ASAP Utilities - Export selection or active sheet

Export cell data ]Export chart or range as image ]

Export source
" Entire sheet: Sheetl

+ Rangs: | HiL:M23 J

How to expork:

&+ values (12)
" Formulas (=3*E6)
" s formatted (EUR 12,000

Hidden cells
¥ Danot export hidden cells

Add ko files list :
¥ add fil to recent files list

Format ko expork:
" dBase Iv

(™ Excel warkbook
" space delimited tesxt file
{+ tab delimited text file

" tab delimited unicode text fils

" C5Y file {comma separated value)

RER

" copy ko clipboard (Fab delimited)

" copy ko clipboard (space delimited)

Clase

Save in:

¢+ current file's
" Folder

¢~ Excel's default file
location

¢~ Current default
folder

Don't save, just
" open the expart
with Nokepad

I¥ Close after export

By default this utility can be started with the shortcut combination Ctrl+Alt+G.
REMARK:

Exporting/saving in dBase IV (dbf) format is no longer is supported by Excel 2007.
Therefore if you use this utility in Excel 2007 the option to export in dBase IV format is
disabled. A workaround for some programs is to use the CSV format.

www.asap-utilities.com/faqg-questions-answers-detail.php?m=135
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2 Export selection as HTML table to clipboard...

Export your selected range as a clean HTML table to the clipboard. This utility has
advanced options and is recommended to all web developers! Your last used settings will
be remembered.

ASAP Utilities - Export table as HTML

Options ] Example HTML cade |

Table Cell @ Generate HTML code ‘
Width: ]—‘ Cell padding: ]_2‘ V¥ Use cell colars W Use Font calors
i ]—1‘ Cell spacing: ]_D‘ W Use cell's alignment v <nobr= e

[ Use first row as bable head {<th=)
Aligr: =
Frame: =

W Detect and use bold, underlined and italic

[~ place &nbsp; in empty cells

Rules: i ¥ ‘Write each <td> on a new line
I Detect hypetlinks
<table class= S ] " J Range ko expart:
<td class= [ep— J
<ty class= ]—‘ W [V Font settings (if you don't use styleshests)
Fonk bo use: Sizer
This utility produces a clean and
. l Tahama ﬂ ] Z ﬂ easy to use HTML code of yaur
[ Detect column width table, Tt is copied ko your
. W (el ]—_| clipboard, so you can easily paste

I Detect row height & i it into your document,

] = If you have defined your Font in
Table comment <!1-- --> Wertical:

skylesheets, you don't have ko

specify the used Font and fontsize

in every cell, However if you don't
 Formatted value  Value O Formula use stylesheets, you do,

— Export cells as:

3 Export selected chart or range as image (file)...

Save your selected range or chart as bitmap image in GIF-, PNG-, JPG-, TIFF or EMF-format.

GIF : Use this when your selection or chart has only a few different colors.
Perfect for publication on the internet. Recommended option.

JPG :  Use this when your selection of chart has a lot of different colors (photo-like).

Perfect for publication on the internet.

PNG : Better quality then JPG, but not yet supported by all software (email). Works in

all recent internet browsers.

TIF  : Best quality for photo quality color images. Usually also the largest file size.
Not available in Excel 2003 and 2007. Please use the PNG format instead or the

MS Office document imaging printer.

EMF : Vector graphics in EMF (enhanced version of WMF) format can be scaled and

fully edited in MS Office and other Windows applications.

Your last used settings will be remembered.
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ASAP Utilities - Export selection or active sheet

Export cell data  Export chart or range as image

Export selected range as image in the format: ﬁ Export
" GIF g + PNG " TIF " EMF .
Clase
Information about the different image types:
GIF:  Use this when your selection or chart has only a Few different Sarwe in:
colors. Perfect For publication on the internet, ¢~ current file's
folder

JPG:  Use this when your selection of chart has a lok of different calors

{photo-like}, Perfect For publication on the internet. v Excels defaul file

lacation

PNG: Better quality then JPG, but not et supported by all software ¢~ Current default
{email}. Works in all recent internet browsers, folder

TIF  Best quality For photo quality color images. Usually also the
largest file size, Not available in Excel 2003 and 2007, Flease
use PMG instead or the MS Office document imaging prinker.

EMF  Wector graphics in EMF (enhanced version of WMF) format can
be scaled and fully edited in MS Office and ather Windows = Open exported image
applications. with default viewer

I¥ Close after export

Remark:

When you export a large range or a large chart a part of the resulting image might be
truncated or colors might be lost. This is not an ASAP Utilities bug, Excel has a limit on the
size of the exported images depending on your Windows and Excel version (Microsoft
KB185001: http://support.microsoft.com/kb/185001/en-us). Starting from
Excel XP/2002 in combination with Windows XP much larger images can be produced.

In some cases when your image gets truncated exporting your image as EMF file might be
a solution. Another solution might be to copy the chart or image and paste the result in
your favorite image-editor or Office application. You can do this by using Excel’s built in
function; hold down the shift-key and then go to the edit menu and choose “copy
picture...”. Another option is to use ASAP Utilities (Export submenu) to copy the range or
chart to your clipboard.

Remark in Excel 2007:

The image quality however in Excel 2007, especially in combination with Windows Vista
still needs some improvement compared to previous Excel version. We're working on a
solution for this. The advice now it to use EMF format to export as an image if you use the
combination of Excel 2007 and Windows Vista.

Export worksheets as separate files...

Save worksheets as separate files in a folder you select.
If you have Excel 2000, 2002/XP or 2003 you can export the sheets in these formats:

= Excel 97-2003 Workbook (*.xls)

= CSV (Comma delimited) (*.csv)

= Text (Tab delimited) (*.txt)

= Text (Tab delimited unicode) (*.txt)
= Text (Space delimited) (*.prn)

= Text (Pipe delimited) (*.txt)

= Text (Delimited by #) (*.txt)

= DBF 4 (dBASE V) (*.dbf)

= DBF 3 (dBASE V) (*.dbf)
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In Excel 2007 you can save the worksheets in the following file formats:

= Excel 2007 Workbook (*.xlsx)

= Excel 97-2003 Workbook (*.xls)

= CSV (Comma delimited) (*.csv)

= Text (Tab delimited) (*.txt)

= Text (Tab delimited unicode) (*.txt)
= Text (Space delimited) (*.prn)

= Text (Pipe delimited) (*.txt)

= Text (Delimited by #) (*.txt)

ASAP Utilities - Export worksheets as individual files

Export location:

‘ Ci\Documents and SettingsiBastien)Deskhop!export), Browse |

‘Warksheets to export: File Farmat:

Sheet1 v

sheetz | Text (Tab delimited) (* tsw) j
Sheet3

Haow ko export:
* Yalues (12)
" Formulas (=3*Eg)

" As Formatted (ELUR 12,000

Custom settings:

[ Fields enclosed by:
[ Decimal separator

W File extension: bk

If the file already exists:

Mone Inverse all | | Dverwrite j

The selected worksheets will be saved in ™ X
the export location with the sheetname as v apen windows explarer after sxpart
filename.

Cancel ok

You can also choose a custom file extension and with some text files you can choose your
own field-enclosers and decimal separator.

Your last used settings will be remembered.

5 Copy selection as values to clipboard
Copy selection to clipboard. Excel often resets the range you have copied.

This will put the values of the selected range in your clipboard and makes is easier to copy
your selection.

6 Copy sum of selection to clipboard

Copy the calculated sum of selected cells to your clipboard. This is the same value you can
see in the status bar of Excel, but are unable to copy.
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@ File  Edit Wiew Insert Format Tools Data ‘Window Help  ASAP Utilities -8 X
NEHANSRY @ -F v -o-|z -4 3| 2572
5 f 85

A B [ 0 E I G H =

1 85 BS 70 35 37 o 2 92 i
2 93 g6 B 50 104 95 45 116
& 105 7 114 44 63 72 57 36
4 75 — - - . B 119
c 10 ASAP Utilities - Copy sum of selection to clipboard &
B 96 - 23
7 10 \y The surn of vour selection (7260) has been copied to the dipboard. 101
i} B &l
o 47 26
10 5 1

1 G0 T EES ol 3 37 ] s | |
12 41 77 14 42 2r 102 87 22
13 a1 107 106 83 S0 74 94 =]
14 115 15 48 89 a3 T 1 B
15 108 33 53] 83 30 73 103 5

1R =

1 4 » W] Sheetl  Sheet2 / Sheeta / |41 | i

Sum=7260

Copy average of selection to clipboard

Copy the calculated average of selected cells to your clipboard. This is the same value you
can see in the status bar of Excel, but are unable to copy.

@ File Edit Wiew Insert Format  Tools Data  Window Help  ASAP Utilities -0 X
DedEsg gAY sB2R-F - =gl gL |wow =702
= f 85

A B [ 0 E I G H =

1 85 BS 70 35 37 S 2 92 i
2 98 86 B a0 104 95 45 116
3 105 7 114 44 63 72 57 36
4 74 78 32 34 100 93 71 119
5 110 32
5 o ASAP Utilities - Copy average of selection to clipboard ]
7 1 T 101
g y The average of your selection (60,5} has been copied to the dipboard. g
& 4 26
10 11

i G i) ||
12 4 22
13 il 107 108 g3 90 74 94 97
14 118 18 43 g9 S 117 17 B7|
15 108 35 B9 55 50 73 103 5

15 1 1 | =

4 » W] Sheetl /Sheet2 / Sheeta / |41 | Ei

Average=60,5

Put selected range as bitmap-image on the clipboard (as on screen)

Save selected range as a bitmap- image on the clipboard, just as you see it on the screen.
You can then past it in any program as an image.

Put selected range as image on the clipboard (as on screen)

Save selected range as an image on the clipboard, just as you see it on the screen.
You can then past it in any program as an image.
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Put selected range as image on the clipboard (as on printer)

Save selected range as an image on the clipboard, just as it would look printed.
You can then past it in any program as an image.

Start

Collection of “Start” utilities, for fast access to the most used standard applications in
MS Windows.

Special Characters

Launch the windows-special character program. We have ve built it in ASAP Utilities to
easily select special characters from Excel.

Remember that if you use special characters from another font, you have to change you
cells font to that specific font.

42 Character Map g

Eont: (167 avial ™ Help
DL LE B0 & [T+ |- F0)11])2]3]4|~
5(6(7\8|9 A<l==]?la@alB|C|DlE[F|G|H|-
[ K| LM N|O|F|QIR| S| T{U[V XY Z| [ |
A | alb|c|dle| flglhli|]|k|I|mnjolp
qir|s | tiujviwlx |2/}~ il E|m|®
:§'a«—|_®_ot23 Hﬂ',1
ol |valval2a] o | AA| Al AL A AECIE|E|E[E|T] T
T{TIBIN[O[O]|O|O[0]=|a@Ufjulujly|p|r|ala
Glalalale|c|e|g|éle|i|T|T|T]8]||d]|o|d|d
ol~lelufalalalv|p|v]|Ala|Ala]alalCle|C] ).

Characters to copy : | Select

Advanced view

Character set : _Umcpde ™ Goto Unicode ;

Group by : .AII [se]

Search far:

U+0021: Exclamation Mark

Calculator

Perhaps not that necessary, but this tool launches the windows calculator. Sometimes it is
easy to make quick calculations, or to check your formula results.

Windows Explorer

Quickly launches the windows explorer. Easy on computers in several businesses where the
“Start explorer” is removed from the start menu.

Windows Explorer (start in current file's folder)
Start windows explorer and jump immediately to current file's folder.

You'll be surprised how handy this is!

List of tools 113



5.2.19

ASAP

Utilities User Guide FREQUENTLY UPDATED

Clipboard Viewer

Launches the clipboard viewer. Here you can see what you’ve copied.

NotePad
Start notepad. Easy for quickly making some text comments, and saving them as a text

file.

Funny (error) messages (English)
Displays some funny messages to make you smile! (At least some should...)

ASAP Utilities Options

Collection of utilities specific to ASAP Utilities.

Options and settings for ASAP Utilities...

Here you can configure some of the settings in ASAP Utilities.

= General tab

ASAP Utilities - ASAP Utilities options and settings...

General ]Eo\dar settings I File size Toolbar ] Contack information ] Debug ]

General

v sk For confirmation before starting certain utilities irecommended)
[v Enable undo where available (recommended)

[v Lise the F11 key to switch between Full screen and normal view

ASAP Utilities Menu:

v Use nupbered menu (recommended)

v Use numbered submenu-items (recammended)

-

Language used in menus and dialogs:

| English j

Close

114

- Use “Do you want to...” question before starting some utilities.
You can switch on/off the question that sometimes is asked before running the
utility, e.g. questions like "Do you want to convert all text characters in selected
cells to UPPERCASE?"
By default this option is checked.

- Enable undo where available
Turn the undo on or off. Sometimes for speed reasons you might want to turn
off the undo.

- Use F11 key to switch between fullscreen and normal view.
You can choose to use the F11 key to switch between fullscreen mode. By default
the F11 key inserts a chart sheet in Excel and so will Alt+F1

- Use numbered menu-items.
You can switch to have the menu items in the submenus numbered or not.
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- In Excel 2007 you can choose to have ASAP Utilities also displayed in the add-ins

tab.
Example:
#o |asrvmees |
2 1, veien Controd... =
H 7j 2. Eovorites b Sharbouts b Jy |
| 3. Select 3
[ -
E 4, ety ]
5. Bange L]
#. Cobarni B Rt "
7. hurbers .
B, Test ’
9, Bormds r
1o, 3
11, Format '
12, Qhjects b Comments b
13, web [
14, Systam 3
LE, [rformation ¥
1, Dnpgeeet 3
17. Expeort [
18, Lmrxh ,
19, A5AF Lllties Opliors »
| 20, User Gusde ipdf)...
@ N ..
E'l Pegatered warson, .,

- Use numbered submenu-items.
You can switch to have the menu items in the submenus numbered or not.

Example:
Numbered menu-items turned on: Numbered menu-items turned off:
(8 1. tove x resoe sebecton.. cuteaken | 5 tove or resioe seecti... Culbiasn
(3 2 Deselect cols... cobeskes | 3 Deselect colls... CuredieD
by 3 Jreersn selection. . by Jmeersn selection...
EE 4. Merge sslacted gress EE Marge selacted groas
T 5. Concbional celeet sl AR T Corllional select ol Chelb A0
St Condrional roe snd column seledt, bide or delets. .. S, Conditonsl row sod column sslact, bade or delste.
"B 7 Sebeck oot ool [pekoes sthen ool it b S vakon 1, Seect sljcern oo ko active ool wath lhe s vk
BE, B Salect atiscent ool in column weth the sate vahm  ChRAREA "L, Select sdjacent cell in column with the came valus e AR+A
& 5. Expand sslaction bo Lk used row Cerbeid 4l & Expand selection o st Lred o el AL
=+ 10, Expared sebecion Lol wsed colgmn CirkAHE =+ Expaned selection Lo Lt wied colymn Chrli #1;
MR, 10 Selert eoll in seinction whern vaha chargs (L meiect cell in selection whens value changes
@ 12 Sebect coll it gmalest mumbar L select coll wath grralest rumber
B 13 Select ool with langest fumber () medact el vath argest rusmher
O 14, Sebect o colls with a0 grror 5 Select o oels vk an grior
Y 15, Select ol gheets ) Selnct ol ghents
[B 1%, Print previews sebection [ Frire proview selection
& 17, Brind welechion & Prirk odertion
2 1%, St ourrent sslechion to ol moeksheets BH 5ot curment selection to o workshests

- Language used in menus and dialogs
Here you can change the language of ASAP Utilities into one of the available
languages.

List of tools 115



ASAP Utilities User Guide FREQUENTLY UPDATED

= File locations tab

ASAP Utilities - Options

General File locations I Filesize Toalbar ] Contact information & System info ] Cebug ]

ASAP Utilities is installed in:

C:\Program Files\aSAP Ukilities)

default path to store the "Favarite Taols Menu" file

Shartcuts are available through your Favarites menu,

Ci\Documents and SettingsiBastien\ Application DatalASAP Utilities!,

default path to save a backup

CADOCIUME~1\Bastien\LOCALS~ 1 Temp! =]

- Displays the path where ASAP Utilities is installed.

- Specify the path where the favorite’s menu file is stored. If you work on multiple
computers it can become handy to store the favorites menu file on a network
drive so that it is accessible from both computers.

- Where to save backup files (see Save file and create backup on page 97)

= File size Toolbar

ASAP Utilities - Options

General ] Fil locations  Eilesize Toolbar | Contact information & System info ] Cebug ]

Refresh time ko update the filesize toalbar:

x| T | 30 seconds

I Turn the Filesize toolbar onfoff

(| Flesize: 7,158 Ton g |

Noke:;

The Filesize can anly be displayed far saved files. The file size is the size of
the saved file, Changes before saving the file will not be calculated in the
filesize.

- Specify the refresh time to update the file size toolbar

- Turn the file size toolbar on or off

= Contact information

- If you encounter problems and need to contact us, please provide the
information displayed here. It will give us information about your Excel version,
ASAP Utilities version and your regional settings. You can paste it into an email
describing the problems. For more information about contacting us, please read
Chapter 7, Troubleshooting FAQ on page 163.
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ASAP Uilities - Options

General ] File: locations ] Filesize Toolbar  Contack information & System info ]erug ]

If you encounter problems and need to contact us, please provide the following
information {copy and past in vour email to support@asap-utilities.com}:

ABAD Trilities &
installation path : C:hwProgram FileshASAP Trtilitiesh
wersion D 4.2.2 (January E1, Z0038)
favorites menu path : CihDocuments and SettingshBastien' i)
Application : Microsoft Excel
Version : EZ00Z/KP (10.0.8834)
Country code P
Country : Anguilla, Antigua, Bahamas, Barbado:
Country settings i
Memory reserwved total @ 1.9 ME
Memory reserved used : 0.3 ME
Memory reserved free 1

=

.0 ME
TAithrare wnath -\DDnrthml\"Tr‘DnC:~‘?\an-iﬁ=|n\YTnDh'v
e »
: If contact us, please include the information above in your
copy to dipboard emai to: support@asap-utilities. com

of ‘ Close ‘
ASAP Utilities
installation path : C:\Program Files\ASAP Utilities\
version : 4.2.2 (January 21, 2008)
favorites menu path : C:\Documents and Settings\Bastien\Application Data\ASAP
Utilities\
Application : Microsoft Excel
Version : 2002/XP (10.0.6834)
Country code o1
Country : Anguilla, Antigua, Bahamas, Barbados, Barbuda, Bermuda, British

Virgin Islands, Canada, Cayman Islands, Dominica, Dominican Republic, Grenada, Guam,
Jamaica, Montserrat, Nevis, Puerto Rico, Saint Lucia, St. Kitts, St. Vincent and the
Grenadines, Trinidad and Tobago, Turks and Caicos Islands, United States of America,
United States Virgin Islands

Country settings : 1

Memory reserved total : 1.9 MB

Memory reserved used : 0.9 MB

Memory reserved free : 1.0 MB

Library path = C:\PROGRA~1\MICROS~2\OfficelO\LIBRARY
Startup path : C:\Documents and Settings\Bastien\Application

Data\Microsoft\Exce IN\XLSTART

117




ASAP Utilities User Guide FREQUENTLY UPDATED

= Debug

ASAP Utilities - Options

General ] File locations ] Filesize Toalbar ] Contact information 2 System info  Debug
In some cases you will be adviced by the ASAP Utilities support team to turn on this debug

setting to help solve specific problems. This logfile records certain steps in ASAP Utiities and
can help detect at which paint a prablem might exist.

I Create debugger log file in Windows Temp Folder
CH\DOCUME~1\Bastien\LOCALS~ 1Y Templasap-utilities-debug. bt

©Open debugger lag file

Close ‘

- In some cases you might be asked by the ASAP Utilities support team to turn on
the debug log here. This will log several steps ASAP Utilities performs when
running its utilities. In case of problems this might help us to track down and
solve the problem.

Organize your favorite tools...

See Favorites & Shortcuts » Error! Reference source not found. on page Error!
Bookmark not defined..

Start the last used utility again...
Start the last used utility from ASAP Utilities.

By default this utility can be started with the shortcut combination Ctrl+Alt+J.

Find and run a utility...

Search through the entire menu and descriptions of all ASAP Utilities. If you don’t enter a
search phrase it will list all tools.

Open the ASAP Utilities User Guide (English, PDF)...
Launches the ASAP Utilities User Guide (pdf).

This User Guide will show you what you can do with ASAP Utilities. It will tell you how to
install the add-in and it gives a description of all the utilities available.

In my opinion a good program should be easy to use without the need of any
documentation. However during the last years the need for documentation has increased.
ASAP Utilities has more tools then ever and this user guide will help you to get the best
out of it.

Read the latest news on ASAP Utilities
Visit the news-section of the ASAP Utilities website.
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7 Visit the online FAQ: Frequently Asked Questions about ASAP Utilities

Do you have a question about ASAP Utilities? Read through our list of frequently asked
questions (faq) on our website to find the answer you're looking for.

8 Check for new version on the ASAP Utilities website

Visit the ASAP Utilities website and see if there is a newer version of ASAP Utilities
available.

New version check

Your Cument wersien is 410
Latest available vereion is; 4.1.1

Womn version of ASAPF Milities is omtdated. We recemmend you 1o install the

s wnraian.

9 (Re) build the ASAP Utilities toolbar

(Re) build the ASAP Utilities toolbar will create a toolbar with some of the most used

utilities:

ASAP Litilities -
PEow LR B o % &0 M2
oF A o B == T - S R Rl s |
1 @ ROESR L RTE RO
W EE eSS ] [ W

LR

You can adjust the size of the toolbar by dragging its border.

If you wish to remove toolbar buttons you never use, select in the menu:

View » Toolbars » Customize.

You can also right-click on the toolbar and choose “Customize...”, the last item in the
popup.

Then drag the unwanted buttons away from the toolbar. When you're finished, click Close
to close the Customize dialog box.

Note: This utility will not work in Excel 2007 since Excel 2007 doesn’t support
commandbars anymore.

10 (Re) build the ASAP Utilities Favorites menu toolbar

Create or update a toolbar with the buttons/tools from your favorites menu. The toolbar is
automatically updated when you change your favorites menu or your shortcuts to the
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tools from ASAP Utilities.

Microsoft Excel - Book1

@ File Edt ‘Wiew Insert Format Tools Data  Window Help  Adobe PDF ASAP Litilities

D28 SRAY LR - W= -2l E e -3,
Arial - - S o2, W% LB A
129 - f
A | B | e | b | E | F [ &6 [ H | J
1
2|
S 0o ARl n e Y IEORVERRLO BRED
5 |
5 | Conditional select cells {Ctrl+Alk+0)
— (From ASAP Utilities)

Close ASAP Utilities

Close ASAP Utilities. ASAP Utilities will be closed and disappears from the menu bar.

Find and run a utility...

'ASAP Utilities - Find a utility (search help)

other properties.
‘ou can for example select all cells between 50 and 250 or all bold cells or all red cells,

‘fou can use the Following criteria ko select cells based on their contents:
- betweean

- not bebween

- equal ko

- not equal ko

- greater than

- less than

- greater than or equal to

- less than or equal ta

- begins with

- does not begin with

- ends with

- does not end with

- conkains

- does nof contain

- like {text, with use of wildcards)
- niot lke {kext, with use of wildcards)
- duplicate values

- unique values

- empty cells

- not empky cells

- FALSE

- TRUE

- kext length

- odd numbers

- ven numbers

Seatch for: I select italic cells cloee |

i

Select » Select cells based on content, Formatting and more... Rt 2 | —
With this advanced taal you can select cells based an their value, Farmatting style and

ASAP Utilities 4,3.0 RC16 {April 5, 2009) @ 1999-2009 Bastien Mensink - A& Must in Every Office BY
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Info

Display information about the tools available in ASAP Utilities, the version number etc..

ASAP Utilities 4.3.0 RC16 (April 5. 2009) - Registered version

Home Download Order form#

Search About ContactUs Weblog®

"‘ asap utilities

the essential add-in for excel users

What is it? Mews Testimonials

W

Download Purchase User Guide List of tools

Videos Support Excel tips

Reviews (English)
PC Magazine:
This is the one

essential add-in for all
Excel users.

’ " 353D Utiliggey

ﬁﬂ"’m s dvee e

List of all tools

About ASAP Utilikies

R

ASAP Utilties makes working in Excel faster and easier with over 300
uzeful and powerful toalz. Since 1939 it has grown ta become prabably one
of the world's most popular add-ing for M5 Excel.

Our goal is to make work easier for Excel uzers, both beginner and expert.

‘We are open to new ideas and suggestions. If you contact us, please use
Englizh ar Dutch

Have funl

Bastien Mensink [bastien@asap-utilties. com)
£ Must in Every Office BY, The Netherlands

Yersion info

ASAP Utlities 4,3.0 RC16 (april 5, 2009)
1999-2009 Bastien Mensink - & Must in Every Office BY

bastigni@asap-utilities, com - http:/fwww,asap-utilities.com

List of tools

121



6.1

6.1.1

6.1.2

6.1.3

6.1.4

6.1.5

6.1.6

ASAP Utilities User Guide FREQUENTLY UPDATED

Extra worksheet functions

This chapter will show and explain to you the extra worksheet functions you get in Excel
when you have ASAP Utilities installed. These are so called user defined functions (or UDF).

An example workbook with all the functions will be soon available on our website:

www.asap-utilities.com

Worksheet functions
=ASAPFullFileName()

Returns the full filename of your workbook. This is the name of the workbook including its
path.

Example: D:\projects\active\balance.xls

=ASAPFileName()

Returns the name of your workbook.

Example: balance.xls

=ASAPFilePath()

Returns the path where your workbook is saved/located

Example: D:\projects\active\

=ASAPSheetName()

Returns the name of the sheet the formula is placed on.

=ASAPCountShades(range)

Returns the amount of colored cells in your range.

If you afterwards change the color in a cell, you have to press Control+Alt+F9 to have the
formulas recalculated.

parameter optional description

range no The range of cells in which you would like to count the amount
of colored cells.

= ASAPCellColorIndex(range)

Returns the cell color index number of the first cell in your range.

If you afterwards change the color in a cell, you have to press Control+Alt+F9 to have the
formulas updated.
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The color index number is the number that correspondences with a certain color in Excel.
The color index is one of the 56 colors in Excel. The default color palette is:

parameter optional description

range no The cell of which you want to get the cell color index number

=ASAPFontColorIndex(range)

Returns the font color index number of the first cell in your range.

If you afterwards change the fontcolor in a cell, you have to press Control+Alt+F9 to have
the formulas updated.

parameter optional description

range no The cell of which you want to get the font color index number

=ASAPSumByFontColor(range, color number)

Returns the sum of all cells in your range that have the given font color index number.

If you afterwards change the color in a cell, you have to press Control+Alt+F9 to have the
formulas recalculated.

parameter optional description

range no The range of cells in which you want to count the sum of
cells with the specified color

color number no Either the index number of the color or the cell-address of
the cell that contains the color.

=ASAPSumByCellColor(range, color number)

Returns the sum of all cells in your range that have the given cell color index number. In
this case the cell color index is one of the 56 colors in Excel.

Useful combination with the function = ASAPCellColorindex(range)

If you afterwards change the color in a cell, you have to press Control+Alt+F9 to have the
formulas recalculated.
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parameter optional

range no

color number no

description

The range of cells in which you want to count the sum of no
cells with the specified color

Either the index number of the color or the cell-address of
the cell that contains the color.

=ASAPCountByCellColor(Lookin_Range,
Color_Index_Nr)

Counts the amount of cells in the selected range that have a certain cell color.

You can use this function in combination with the = ASAPCellColorindex() function.

parameter optional

range no

color number no

description

The range of cells in which you want to count the amount of
cells with the specified color

Either the index number of the color or the cell-address of
the cell that contains the color.

Example:
A | B €t | D E |

1 A% R a9 301 a07M 75054
o | 3% n a3 &, 7B 4 % 57 13
3 18,116 40 DEa 24 855 21509 20202
i 46 501 7am 9,4 [ T35
B 84312 /20 8550 75 964
E B5 053 46413 nar 2982
7 a,716 20771 14 430 14932
] 19,178 72805
] T3 47 536 8231 94 562
10 67 341 =R ¥ pA3

11 37 334 12257
12 f 2418 o Ren 237 E.204
13

14

15 sum of all grasn calls: 010,286

16 =ASAPSumByCallCatanAl E12 04)
7

10 how many green cells? 10

19 =ASAPcauntByCallColonial E12 D4)

=ASAPCountByFontColor(Lookin_Range,

Color_Index_Nr)

Counts the amount of cells in the selected range that have a certain font color. You can
use this function in combination with the = ASAPFontColorindex() function.

parameter optional

Lookin_Range  no

Color_Index_Nr no

description

The range of cells in which you want to count the amount of
cells with the font in a specified color

Either the index number of the color or the cell-address of
the cell with the font that contains the color.
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=ASAPGetComment(range)

Returns the content of the cell-comment of a given cell.

If you afterwards change the comment in a cell, you have to press Control+Alt+F9 to have
the formulas updated.

parameter optional description

range no The cell from which you want to get the comment-text

=ASAPGetHyperlink(range, optional sNA)

This function returns the hyperlink from a cell. The hyperlink can be one of the following:
= existing file or web page

= place in your document

= e-mail address

You can optionally specify a string value for the sNA, this text will be displayed for cells
without hyperlinks. If omitted cells the formula will give an empty result for cells without
hyperlinks.

Example, =ASAPGETHYPERL INK(A2,"'-""):

M * M of & =azapgethyperbnkiA2,"")

B
hiiprftwerw. a5 ap-utilities. com'blog!
=asapgathyperink(A2 ") |

maillo: bastiengdegatle iy subject=Hallo
bas. xls

- I PRI S A

If you afterwards change the hyperlink in a cell, you have to press Control+Alt+F9 to have
the formulas updated.

parameter optional description

range no The cell from which you want to get the hyperlink address

sNA yes The message you want displaced if there is no hyperlink

=ASAPSpellNumber()

This function spells out numbers.
The function has the following parameters:

=ASAPSpellNumber(Number, language (EN/NL/DE), currency, optional strSingular,
optional strPlural, optional strComma, optional strCentSingular, Optional strCentPlural)

parameter optional description

number no Number or cell reference
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parameter optional description
language Yes EN = english
NL = dutch
DE = german
If omitted EN will be used
currency yes TRUE of FALSE
whether or not to spell the numbers as currency.
For example spell the number 2 as “two dollars and no
cents” or just “two”
If omitted FALSE will be used
strSingular yes Currency spelled singular. For example dollar
strPlural yes Currency spelled plural. For example dollars
strComma yes The comma sign used. For example the comma sign or

point or the word comma.

If omitted the word comma will be used in English, or the
word komma in Dutch or German

strCentSingular

Yes The word used for the amount behind the comma,
singular. For example “cent”.

strCentPlural

yes The word used for the amount behind the comma, plural.
For example “cents”.

Example:
B5 - F —asapspelinumbenET;"EN" FALSE)
; A ! B ]

_1_§m|mh{= r‘amount: 1448

&
3]
4 [formula; ~asapspellounber (51: "EN": FALSE)

5 result ITwehre Comma I'ulii Light I

(5]
:E:;tnrmula: —agapopcllnuskber (B1l; "EN": TRUE; "curo™;"curo™;:"cent™:"conta™)

& result: Twahse euro and Forty Eight cents

v

=ASAPExtractNumbers(ref)

This function extracts the numbers from a given range or value.

For example:
B1 - # —asapontracthumbers(Al) |
| A =) c | D E | F |
1 8011LB 8011
2
3
parameter optional description
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parameter optional description

ref no The cell from which you want to extract the numbers

6116 =ASAPStripNumbers(ref)

This function strips the numbers from a given range or value.

For example:

B1 - B =asapstripnumbersial)
2, B c [ b | E F
1 801116 |IFI |
2

CO

parameter optional description

ref no The cell from which you want to strip the numbers

6117 =ASAPGetFontName(range)

This function returns the font name of a cell.

For example:
| B1 - fie —asapgelfoninameAl)
A B ¢c | D | E | F
1 helly il
o
3

parameter optional description

range no The cell from which you want get the font name

6118 =ASAPGetFontSize(range)

This function returns the font size of a cell.

For example:
B1 - Ffe =azapgetfontsize(Al)
A B ¢ | b [ E | F
1 hello | il
2
3

parameter optional description

range no The cell from which you want get the font size
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6119 =ASAPGetNumberformat(range)

This function returns the number format of a cell.

For example:

[=3] - Fe =asapgetnumberformatiAl)
A | @ c [ D C r |
1 hello [Seneral 1
| 2 € 1200 {§"##0.00 ) (3" (##0.00) ($" "7 ) (@ )
| 3 | 1010406 ofrmendyy 52

parameter optional description

range no The cell from which you want get the cells number format

6120 =ASAPIsFormula(range)

This function returns true if the cell contains a formula or an array formula. Otherwise it
returns false

parameter optional description

range no The cell from which you’d like to know if it is a formula or not

6121 =ASAPCountChar(SearchText, SearchValue)

This function returns the number of times the “SearchValue” occurs in the “SearchText".
This way you can for example count the number of commas in a cell. This function is case
sensitive.

For example:

B1 = o =ASAPCountChar(Al;",")
| A -
1 Peler, Baslien, Munigue, Rogier, 1_""!

parameter optional description

SearchText no A value or cell address in which you want to look for the
“SearchValue”

SearchValue no The character to count

6122 =ASAPExtractFilename(FullFilename, optional
separator)

This function extracts the file name from a full path and filename. By default the formula
uses a backslash (\) as separator, but optionally you can specify another separator.

For example

Cell B23 contains: D:\User Guide\screenshots\Sort random (shuffle).xls
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=ASAPExtractFilename(B23) will return "Sort random(shuffle).xls"

parameter optional description

FullFilename no A value or cell address from which you want to extract only the
file name
separator yes Optional, if omitted, the backslash \ is used.

=ASAPExtractFolderName(FullFilename, optional
separator)

This function extracts the folder name from a full path and filename. By default the
formula uses a backslash (\) as separator, but optionally you can specify another separator.

Example
Cell B23 contains: D:\User Guide\screenshots\Sort random (shuffle).xls

=ASAPExtractFolderName(B23) will return "D:\User Guide\screenshots"

parameter optional description

FullFilename no A value or cell address from which you want to extract only the
folder name
separator yes Optional, if omitted, the backslash \ is used.

=ASAPGetFormula(FormulaCell)

This function returns the formula in a cell in local Excel language.
For example: =GEMIDDELDE("A1:B12"), which is the Dutch “average” formula.

Returns empty if the cell does not contain a formula

parameter optional description

FormulaCell no The cell from which you want to get the formula in the
language of your Excel version.

=ASAPGetFormulalnt(FormulaCell)

This function returns the formula in a cell in international notation.
For example: =AVERAGE("A1:B12")

Returns empty if the cell does not contain a formula

parameter optional description

FormulaCell no The cell from which you want to get the formula in
international (English) style
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=ASAPMergeCells(inputrange, delimiter,
skipemptycells)

An easy alterative for the Excel =CONCATENATE() fuction. However the benefit of this
ASAP Utilities function:

= you can specify a range, for example A1:G1

= you only have to specify a delimiter once, by default no delimiter is used

= by default empty cells will be ignored

parameter optional description

Inputrange no The cell from which you want to get the formula in
international (English) style

Delimiter yes The separater between each value, if omitted no delimiter is
used

skipemptycells yes Whether to skip empty cells or not, by default this value is
TRUE

=ASAPRandomPassword(length, use_symbols)

This function will return a strong password which contains of
= both uppercase and lowercase letters
= numbers

= symbols,suchas~!'@#$% ~ &*()[I\/<>:-=+ _

lenght: The length of the password. If omitted the length will be 8 characters. If
the length given is less then 8, still a password of 8 characters will be
returned.

use_symbols: Use symbols in the password. Recommended for strong passwords. If
omitted the password will contain symbols (special characters)

Examples of created passwords:

=asaprandompassword() 4j:4)s29
=asaprandompassword(8,FALSE) dvU57E6u
=asaprandompassword(8,TRUE) -\D5t0:3

=asaprandompassword(14,FALSE) 55GH01sM85j9Le
=asaprandompassword(14,TRUE) 89eTglLqg\ 46woE
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This function can be easy if you need a random password, or for example of you are a
system administrator and need to create 50 random passwords for new email addresses.

[ B

1 example of CASAPRANDOMPASSWIORD])

2

i emall address password
4  studentdl@universityedu FEwBICIT
5  studentdd2@university.edu kgixia=d
& studentOi3@universty edu dnTIage
7 university.edu (fy_65rE

8 studentDOS@university.edu Iy 53GT
=

studentDiGEuniversity.edu ™ heta0)

ol R = = a

If you want to recalculate the generated passwords you have to press Control+Alt+F9 to
have the formulas updated.

When you're done creating the passwords, you might want to convert the formula-results
to their values (Copy » Paste Special » Values) or in ASAP Utilities:

ASAP Utilities » Formulas » Convert formulas to their values

=ASAPIsBold(range)

Returns true if the cell is bold, false if it isn't

Examples

aAlB|lc|ol|E|F]| G | H
1 26 27 28 29 30
2 16 17 18 19 Z0
3 [a] 7 g 9 10
4 1 Z 3 4 5
L 11 12 13 14 1%
] 21 22 23 24| 2%
7 31 32 33 34 3%

a
2 |sum of red cells: 56 «— =asapsumbyfontcolor{Al:D7;3)
10 |number of shaded cells; 2 +— =asapcountshades{A1l:D7)
wihprojectshd00Zexample.xls =asapfullfilename()
example.xls +— =asapfilename()
W hprojectshd 00z - =asapfilepath{)

Remarks on distributing

If you use these worksheet functions in your worksheet there a few considerations to make
if other people are going to work on the same workbook:

1. Everybody that works with the file using the ASAP Utilities worksheet functions should
have ASAP Utilities installed as default add-in.

2. If somebody is going to work with you file but he/she doesn’t have ASAP Utilities, you
should convert the formula-results to their values (Copy » Paste Special » Values) or in
ASAP Utilities:
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ASAP Utilities » Formulas » Convert formulas to their values

If you see the result of a function displayed as “#NAME?" this means that ASAP Utilities is
not available. (In case you do have ASAP Utilities installed it can also mean there is a
spelling-error in the formula name).

Remarks on calculation

Since Excel only recalculates a workbook if the value in a cell changes (most of the times),
some of the new ASAP Utilities worksheet formulas don’t get triggered to update. In that
case you have to press Control+Alt+F9 to have the formulas updated.
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How to?

Introduction

In this chapter we show you some of the most asked question we got either by email or
found in the newsgroups or online forums that can be (or have been) answered by
ASAP Utilities.

Several questions will be double here and have the same answer. We still list them here
because the in those cases the question was asked in a different way with other words.

| would like to use this opportunity to say a big THANK YOU to everybody who is active on
the Excel newsgroups and forums answering questions; especially those writing how to
handle problems with the use of ASAP Utilities.

We think reading this chapter might give you an idea how to solve certain issues with the
use of ASAP Utilities.

How to... examples

Delete only the even rows in your spreadsheet

Is there a way | can delete only the even rows in my spreadsheet?

| have over 6000 rows and | only need the odd ones

ASAP Utilities » Select » Conditional Select

In the form choose “even rows"” then “select”. When selected right-click on a cell in your
selection and choose “Delete...” and select “Entire row”

Automatically alternate row colors

How can | set up alternating row colors in Excel? | don't want to have to change the row
colors every time | insert, delete, or move a row

ASAP Utilities » Columns / Rows » Color each n'th row or column

Create a hyperlink to each sheet

ASAP Utilities » Sheets » Create an index sheet

Copy a long list of file names

| have a long list of file names (240 from a search) that | need to put into Excel. Copy won't
do it. How now?

ASAP Utilities » Fill » Insert filename
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Extract value

How can | get the numeric value from the cell: "$4.57 dividend"?

ASAP Utilities » Text » Advanced character removal.

Then select all except the numbers and the point.

Remove text, numbers, special characters, symbols etc.
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Mo W& [T7 Wk W_ Ws W+ W: W~ W& W=x We Wy
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W
™1 M, Mo Mc Fw W< Bi W3 Fc PO Fi
M1 W{ W< WP Wd Wx FE W F° WFE Fi Fa
M1 W) W= Wqg We My MI Wi Wy WE Fv W@

<l

symbaols invisible| spaces | line breaks

4l ‘ none ‘ inverse

Cancel )( Remove selected charackers From your selection

Removing spaces in cells with data in it

We have a personnel roster that is kept in a database. Occasionally, this roster is exported
into Excel and sent out to members of the department. In one column are dates that each
person was employed. When | try to sort the entire roster, it doesn't come up right
because most of the cells that contain the date have spaces in front of it.

Sometimes it is 1 or 2, sometime more, other times there are no spaces.

In order for me to sort the entire roster correctly, I'm having to manually remove the
spaces in front of the date, then sort the roster according to date.

There are over 500 entries in this roster, is there a better way to remove the spaces other
than manually?

ASAP Utilities » Text » Delete leading, trailing and excessive spaces

Extracting Text only

I'm trying to extract text only from a column of cells with varying text and number strings.
Sometimes the cell starts with numbers, other times text. There is no constant for the
number at the beginning of the cells.

ASAP Utilities » Text » Delete all numbers in selection

or
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ASAP Utilities » Text » Advanced character removal. Then select all except the letters

8 Strip leading spaces from cell

| need a formula to remove/delete leading spaces from a cell. Column b contains data
imported from another application. Unfortunately some of these cells have padded leading
blanks added. | need to remove these, but 3000+ cells individually will take hours.

ASAP Utilities » Text » Delete leading and trailing spaces.

(note: this will also delete trailing spaces in each cell).

9 How to make duplicate entries blank

| want to make a column that lists "city name" to only show each name once, and then
leave each repeat of the name blank. Is there a formula for this?

ASAP Utilities » Range » Empty duplicates in selection

10 Printing a Column in Multiple Segments on One Page

| have a list of names in a spreadsheet column. The data takes up, say, '/ of the page
horizontally. Let's say | have 200 names, and want to print them in columns of 50. In other
words, they should all be able to fit on one page - 1-50 in column 1, etc. | can cut and
paste, but that's rather labor intensive. | can print 4-up, but that reduces the font size so
that it's practically invisible.

Is there anything else | can do?

ASAP Utilities » Format » The paper saver (split columns)

11 Trailing negatives imported from ASCII file

How do | change a column of trailing negatives for example 123- to -123?

ASAP Utilities » Numbers » Move “-" from back to front (e.g. “65-" to “-65")

12 Deleting empty rows

Is there an easy (quick) way of deleting empty rows in a large spreadsheet?

ASAP Utilities » Columns / Rows » Remove all empty rows
13 Delete rows if Col C has a 0 value in it

What formula please will delete rows if Col C has a 0 value in the cell?

ASAP Utilities » Select » Conditional row and column select, hide or delete
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Inserting rows

| have a spreadsheet that is approx. 200 rows long and | need to insert a new row after
each existing row.

ASAP Utilities » Columns / Rows » Insert Empty rows or columns

White Space in a Cell

I 'm collating a lot of spreadsheets that many other people have filled in onto one big
spreadsheet template.

My problem is that there is a free text cell and, because people don’t know about the 'alt &
enter' option, they've hit the space bar many many times make it look like a new point
starts on a new line.

In Word, you have the option of showing all the keyboard strokes so you can tell what
people have done - but I'm finding | have to go into each free text cell and hit delete, then
the cell magically shifts up so that there is no white space.

Any ideas? My document is currently 200 pages long and I'm nowhere near done!

ASAP Utilities » Text » Delete leading, trailing and excessive spaces

How do | conditionally delete rows based on cell contents?

ASAP Utilities » Select » Conditional row and column select, hide or delete

Coloring every other row in a range

ASAP Utilities » Columns / Rows » Color each n'th row or column

Removing Carriage Returns in Excel

To remove only trailing carriage returns:

ASAP Utilities » Text » Remove ending carriage return (alt+enter character).

To remove all carriage returns, chr(10) and chr(13):

ASAP Utilities » Text » Advanced character removal.

Then select “line breaks”.
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Remove text, numbers, special characters, symbaols ete.
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Cancel x Remove selected charackers from your selection

19 How to shade every third row?

ASAP Utilities » Columns / Rows » Color each n'th row or column.

Choose a color and set the steps to 3.
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20 How can | translate a comment to text in a cell?

You can use our User Defined Function (UDF) =ASAPGetComment() to get the comment
out of a cell. (see also Chapter 5)

21 How to convert Excel imported numbers from text to numbers?

We have a software package from which we can export data to MS Excel. However, when
exported it arrives in Excel as text. Even though they are numbers, they act like text. The
only way to convert them text to numbers is to edit the cell (press F2) and hit enter. I've
tried every other method of copying and pasting (even pasting special), but nothing seems
to work.

ASAP Utilities » Numbers » Convert “textnumbers” to numbers
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Sorting Excel worksheets by worksheet title

ASAP Utilities » Sheets » Sort all sheets in alphabetical order

Beginning zeros won't hold in field when saving as .CSV

When saving an Excel spreadsheet as a .CSV (comma delimited) file, beginning zeros
disappear. The only way | know to keep the zeros is to format the field as 'text.' However,
.CSV files wipe out all formatting. Is there a way to KEEP the zero in the number '08'
instead of '8' when saving as .CSV?

ASAP Utilities » Export » Export selection or active sheet as new file

In the “How to export” select “As formatted”, and in the “Format to export” select CSV:
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Print multiple sheets in one print job

| want to print several worksheets (e.g. sheet1, sheet 4, and sheet5) in one print job. This
is a frequent task for users of one spreadsheet and would be much more convenient for
them. | could probably write a macro to print each sheet individually, but it would be nice
to print all at one time and have the printer staple them together.

ASAP Utilities » Sheets » Print multiple sheets (batch)

Reverse the sign in a range of cells?

| have a spreadsheet that is generated from an accounting program. It generates the
debits as positive numbers and the credits as negative numbers. Is there a way to highlight
a group of cells and reverse the sign on that group or range?

There a few ways to do this. You can either multiply all values with -1:

ASAP Utilities » Formula » Apply formula to selected cells

or

ASAP Utilities » Numbers » Convert negative numbers to positive and vice versa
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26 Ending spaces need to be removed

| have exported an SQL database table to a text file and need to do some work on it in
Excel. Each field is comma-delimited. However, the table must have used fixed field
lengths because the data now has blank spaces at the end of every field. | want to remove
the extra spaces.

ASAP Utilities » Text » Delete leading and trailing spaces.

(note: this will also delete leading spaces each cell).

27 Auto-naming of Sheets?

| have a list of numbers all 8 digits in length (roughly 200 numbers). | need a separate
worksheet for each number. Is there a way of taking each number, inserting a worksheet
and naming it according to the number?

Select the cells with the numbers and then:

ASAP Utilities » Sheets » Add sheets (with the names defined in selected cells)

28 Printing question on a long list

| have a fairly long excel sheet, it's about 800-something rows but there aren't too many
columns. How can | make it wrap up and print what would normally be 2 pages on to one
page? The printer settings aren't working right and I'm getting it to be terribly small when
| try and change those to fit. Do any of you know how i could do this? I'm pretty sure this
is a really simple task and | just have never had to use excel for anything this long before or
cared about manipulating it so that it could be done again.

ASAP Utilities » Format » The paper saver (split columns)

29 Mass Remove Hyperlinks

| want to remove 1200 Hyperlinks, is it possible to do it mass?

ASAP Utilities » Web » Remove all hyperlinks in selected cells

30 Automate naming of tabs

In Excel 2002 XP | have a workbook with 13 spreadsheets. | need to automate the naming
of the tabs on each spreadsheet so that each spreadsheet assumes the name of the
contents of cell P1 for that respective spreadsheet. For instance, if the contents of cell P1
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are 1999, the tab needs to be 1999. If the contents of cell P1 are changed to 2000, | need
the tab to be 2000.

ASAP Utilities » Sheets » Change name of selected sheets to selected cell’s value

Leading zero conversion problem

| have exported data from Outlook 2002 Contacts into an Excel 97 file. In the export
process, all the leading zeros in the zip codes have become "". For example, a Contacts zip
code of 01075 has become '1075 in Excel. | tried using Excel "Find and Replace" to replace
" with "0", but Excel can't find the "" in the spreadsheet, although it shows in the cells.

You can either use the number format “00000” to have the values displayed with leading
zeros, or use ASAP Utilities to add the zeros:

ASAP Utilities » Fill » Add leading zeros

Protecting multiple worksheets easily

Is there a way to protect worksheets without having to do each one individually?

ASAP Utilities » Sheets » Protect all sheets

Sorting Worksheet Tabs
| really need to sort multiple worksheet tabs within a workbook. | would like to sort them
numerically.

ASAP Utilities » Sheets » Sort all sheets in alphabetical order

Newspaper Columns

| have a long list of data consisting of three narrow columns. When | print the sheet, I'd
like to repeat the set of three columns a few times per page (exactly like a telephone book)
to prevent wasting paper.

ASAP Utilities » Format » The paper saver (split columns)

Changing range of cells to absolute references?

| am trying to figure out a way to change a table of formulas with multiple cell references
to absolute cell references. Does anyone know how to do this without going into each cell
and editing each one manually?

ASAP Utilities » Formulas » Change reference style

Mainframe download to Excel has minus sign at the end of the number

The report has positive and negative numbers in columns. The positive amounts do not
have a sign and are recognized in Excel as number format. The negative amounts have a "-
" sign at the end of the number. Excel recognizes these as text format. Is there an easy

140 Chapter 7



FREQUENTLY UPDATED ASAP Utilities User Guide

way to reformat all the amounts with a negative sign to be recognized as number format
in Excel?

ASAP Utilities » Numbers » Convert negative numbers to positive and vice versa

37 Unhide hidden Sheets

Is there a way to unhide multiple sheets at one time without code?

ASAP Utilities » Sheets » Show all sheets

38 Making Cells Absolute

| have a spreadsheet that has 75 columns with data that is from two other sheets. Stupid
me when | did the formula | did not make it absolute, so now when | sort it the formulas
change. Is there anyway | can make the formulas absolute without going into every cell
and changing?

ASAP Utilities » Formulas » Change reference style

39 Save selection as jpeg

| have just bought a mobile phone which allows me to view jpeg images. | would like to
carry around some information that | have on Excel sheets. Can | convert a sheet or a
selection on a sheet into a jpeg image?

ASAP Utilities » Export » Export selected range or chart as image

Usually when you don’t have too many colors GIF gives a much better quality.

40 Password protecting multiple sheets

Is there a way to set a password for multiple sheets without having to set each one
separately? | have over 60 sheets in one of my workbooks. | don't want to protect the
whole workbook with a password because the file is used by other users but rather lock
cells in each of the sheets with a password thereby allowing users to only edit certain cells.
Because | have many packages to do, | don't want to be setting these passwords for over
600 sheets.

ASAP Utilities » Sheets » Protect all sheets

41 Reversing a cell

| need a function that will reverse the data in a cell. For example if the value in a cell A1 is
"xyzzy", then REV(A1) would be yzzyx. If the value in cell Z19 is "32767" then REV(Z19)
would be 76723.

ASAP Utilities » Text » Reverse text in selected cells
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Edit Data - add *1000 to multiple cells, possible?

| have a set of data and | want to multiply each cell by 1000 so want to add *1000 in
about 30-40 cells together. Is there any way to do it quickly rather than going into each
cell manually and entering *1000?

ASAP Utilities » Formula » Apply formula to selected cells

Printing a Price Guide

| have a price guide of 4 columns with about 6000 rows. In Word, you can specify the file
to print multiple columns on a page before creating the next page. | have scaled the
output to 65% and would like the 4 column worksheet to print at the top of the next print
column instead of creating the next page. How would | do this?

ASAP Utilities » Format » The paper saver (split columns)

Is there a quick way to merge workbooks?
Is there a quick way to merge workbooks, either by merging open workbooks or by
merging them before they are opened?

ASAP Utilities » Import » Merge files together in a new file

Printing Long Columns

| have a simple worksheet with order numbers in column A and corresponding completion
dates in column B. Since there are over 1,000 orders, it takes many pages to print the
sheet, with a great deal of paper wasted on the blank area to the right of the two
columns. Other than the tedious process of cutting and pasting, is there a way to arrange
the information into multiple columns across the page?

ASAP Utilities » Format » The paper saver (split columns)

Converting numbers into text

| am trying to convert numbers into text. | have tried formatting but it does not work. | am
importing these excel data into SAS and SAS does not recognize the formatting. | think |
need a quick way to add an apostrophe in front of all my numbers, how?

ASAP Utilities » Numbers » Convert numbers to text (addin ‘ in front)

or

ASAP Utilities » Fill » Insert before

Unhiding work sheets

Is there any way to unhide multiple worksheets at one time? Currently, | can unhide a
worksheet by clicking on Format, Sheet and Unhide and then double clicking on the
specific worksheet.

ASAP Utilities » Sheets » Show all sheets
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Is there a function to covert numbers into text?
Is there a function to convert a number, for example 23, into text, for example twenty-
three?

ASAP Utilities » Numbers » Spell numbers or amounts

How to remove a macro
How do you find a macro in a worksheet and then remove it?

If you want to remove all macros from your workbook:

ASAP Utilities » System » Remove all macros/VBA code from current file

Printing a list of all named ranges
Is there a way to print a list of all the named ranges used within a worksheet/workbook
along with their respective references?

ASAP Utilities » Information » List all range names

Adding 1 before phone number

| am looking to add a 1 before all of my long distance phone numbers...but | don't want to
go through every cell and add 1...is there an easier way??

ASAP Utilities » Fill » Insert before

Remove alphabet from a string

May | know is there any function or any method that | can remove ALPHABET characters
leaving only NUMERIC value? What | currently doing is that | been using formulas such

as MID, LEFT & RIGHT to remove the ALPHABET and special characters. This method is
indeed tedious. | am very curious to know if you have any better method to recommend.

Example:

Invoice Number Result
IV3F02/49271 30249271
IES-30600001 30600001
C31946 31946

ASAP Utilities » Text » Delete all text characters in selection

Negative sign at right of number acting as text field

I am importing some numbers into a spreadsheet that have the negative on the right side
of the number. Any idea on how to get that to be a number instead of a text? The normal
just clicking format and changing to currency doesn’t work, because it expects the
negative sign in front.

ASAP Utilities » Numbers » Move “-“ from back to front (e.g. “65-" to “-65")
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Printing wrapped columns

I'm trying to print 2 columns of data over several columns on one page. I've seen a few
similar posts on other newsgroups but have not seen a solution. Any help would be
appreciated.

ASAP Utilities » Format » The paper saver (split columns)

Convert ALL CAPS to lowercase
Is there a way that | can take an Excel sheet that is entirely in all caps, and with a few steps
convert all text to lower case with first letter capitalized?

ASAP Utilities » Text » Convert to lowercase

Save a sheet or range als XLS file

How can | save only the active sheet or my selected range as Excel file?

ASAP Utilities » Export » Export selection or active sheet a new file
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Show locked cells

| have an excel sheet with certain values to may not be changed and certain cells that users
have to fill. However it now appears some of the input cell are also locked. How can |
quickly see which cells are locked?

ASAP Utilities » Select » Conditional select cells

Now in the values tab you can choose to select all protected cells or all unprotected cells.

ASAP Utilities - Conditional cell select
Based on valuss IBasEd on Formatting I

Select all cells with a value:

protected cells j

1+ Selected range: I $E$14 =l
" Entire sheet
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58 Find Duplicates

| want to check for duplicate values in an array. If a duplicate is found | would like to font
color changed to red.

There are two options:

ASAP Utilities » Information » Count duplicates in selection
This utility has the option to color all duplicates found.

or

ASAP Utilities » Select » Conditional select cells

Now in the values tab you can choose to select all duplicate values. When selected you can
color them any color you want.

59 Is There a Way to Print List of Worksheets

| have a workbook set up with over 100 worksheets, each of which is labeled. Is there a
way to print only a list of all the worksheets in the workbook?

ASAP Utilities » Information » List all sheet names

You can also create an index sheet that contains a list of all sheet names with a hyperlink
to the sheet:

ASAP Utilities » Sheets » Create an index page with all sheets (clickable)

60 Saved HTML more efficient

| need to make several Excel tables available as html. When | save them as .html in Excel
the files get way to big and they contain a lot of inefficient html code. Is there a way or a
program to create a more efficient (smaller) html output of Excel tables?

ASAP Utilities » Export » Export selection as HTML table to the clipboard
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Naming Sheet Tabs

Is there a way to put a formula (or something)in a sheet tab that will enable me to name
the tabs based on list in one of my worksheets? Example: In a worksheet, A1=Mary,
A2=Brett, A3=James. The sheet tab 1 will be named Mary, sheet tab 2 will be named
Brett, and sheet tab 3 will be named James? Also, if | change the names on my list, then
the sheet tab will auto update with the new entry.

ASAP Utilities » Sheets » Add sheets (with the names defined in selected cells)

Erase al links in spreadsheet

I'm looking for a solution to remove all the internal hyperlinks | have in one spreadsheet.

ASAP Utilities » Web » Remove all hyperlinks in selected cells

Is there an easy way to make cells absolute?

The only way | currently know how to make a cell absolute is to physically type in the "$" in
front of the row and column references for the cell. Is there a formatting tool that will
allow me to highlight a section of cells that all need to be absolute so | won't have to type
in "$" for the next 3 hours.

ASAP Utilities » Formulas » Change reference style
Right side negative

In Excel, how can | convert right side negatives to left side easily?

ASAP Utilities » Numbers » Move “-" from back to front (e.g. “65-" to “-65")
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65 Function to write amounts.

Is there a function for excel that writes amounts expressed in letters? | mean, if | have a
column with $ 22, I'd like to have another column that says Twenty two dollars.

ASAP Utilities » Numbers » Spell numbers or amounts

66 Adding a character to every cell in a column

| have a column of numbers, and | want to add a numeric code to the beginning of each
of these number strings. How do | add the same thing to multiple cells at once?

ASAP Utilities » Fill » Insert before

67 Invert a selection

| have certain cells which have a red background. | can easily find them with the find and
then format commands. This will highlight only those cells which fit the find criteria, or
red. Then, | want to invert the selection to find all cells which are not red.

ASAP Utilities » Select » Conditional select

Select the based on formatting tab and change the listbox to cell color. Then select one of
the red cells as source.

ASAP Utilities - Conditional cell select

Based on walues  Based on Formatting I

Select all cells based on it's format:

Wikh cell color VI of cell I $0$17 Z l

(% Selected range: I $AE RG4S =l

" Entire shest Close |

After you have selected all the red cells this way, you can use the following to inverse your
selection:

ASAP Utilities » Select » Inverse selection

68 Deleting rows with bolded text and numbers

| have a large worksheet and | want to delete all rows with bolded text and numbers. Is
there a quick way to do this?

ASAP Utilities » Select » Conditional select

Select the based on formatting tab and change the listbox to “font=bold". After all cells
are selected in Excels menu go to Edit » Delete » Entire Row....
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Deleting a Macro from a worksheet

Somehow | created a macro in a worksheet that I'm working on. It is setup on a control
box. | deleted the unwanted macro from the sheet, however I'm still prompted to enable
macros when opening the work sheet. | can't have this. | entered the VB editor and it’s still
listed on the worksheet.

ASAP Utilities » System » Remove all macros/VBA code from current file

Deselecting a cell or column once selected via Ctrl Key

This happens on a regular basis, as | am Ctrl or Shift selecting a multiple range of cells via
the Ctrl or Shift click method, | will hit a wrong cell or column or row. | want to deselect
this selection, but have not found a way to do so. If | attempt to click on the area I just
incorrectly selected, it highlights it but does not deselect it.

How do | perform this task of deselecting without starting all over?

ASAP Utilities » Select » Deselect cells

Unhighlighting a single cell?

In excel when you hit the ctrl button to highlight various cells you may highlight cells a1,
a5 a9 a13 but then decide you don't want a5 highlighted. How do you unhighlight cell a5
without having to unhighlight all the others. This is very frustrating especially when you've
highlighted many cells and then the very last one you don't want highlighted.

ASAP Utilities » Select » Deselect cells

| need to add the same data to all values in column

| have a column of data for example the first couple of values in the column are: 3125019
and 3125021, now this is a long list and | need to add the letters RT to the beginning of
each value without doing so manually, any ideas?

ASAP Utilities » Fill » Insert before current value

Apostrophe’s gone mad

I'm exporting a bunch of account numbers (all numeric) to Excel. The problem is that all
the numbers are exported with an apostrophe. | do not need them. Is there anyway | can
remove all apostrophe’s?

ASAP Utilities » Numbers » Convert “textnumbers” to numbers

Converting 65- to -65

Can someone help with a code or formula to convert 65- to -65? For example tailing
negative sign to be made preceding the number

ASAP Utilities » Numbers » Move “-“ from back to front (e.g. “65-" to “-65")

148 Chapter 7



FREQUENTLY UPDATED ASAP Utilities User Guide

75 Formatting PROPER to entire column?
Is it possible to use the PROPER function to do an entire column instead of taking each cell
separately?

ASAP Utilities » Text » Convert to UPPERCASE

76 Getting to underlying url in a cell

| have pulled in info from a web table, in column A about 250 records is a named
hyperlink (i.e. says Google) but the hyperlink is http://www.google.com. | would like to
strip away the name and leave the hyperlink as the value of the cell.

ASAP Utilities » Web » Extract hyperlinks

77 Hyperlink Removal

| have created a spreadsheet by copying and pasting information (all numerical) from the
internet. With this copy and paste, hyperlinks also carried over with each of the cells (over
10,000 cells). My question is this... Is there any way to remove hyperlinks from an entire
spreadsheet w/o having to right click and remove in each individual cell? Also, is there way
that | can copy and paste this information w/o also pasting hyperlinks.

ASAP Utilities » Web » Remove all hyperlinks in selected cells

78 Activate multiple URL's

| have a list of many URL's and need to activate them all so that if they are clicked on this
will link to the web page of interest. If | activate each link one at a time this would take
forever. Is there a module | could use to activate all the URL's in a list (e.g. using fill down)?

For example:

URL 1
URL 2
URL 3
URL 4

These cannot be accessed as they are not active hyperlinks. | need a way to convert them
all into clickable links.

ASAP Utilities » Web » Hyperlink in cell to hyperlink 2 click

79 Absolute Copy/Paste

If I cut and then paste a block of cells, formulas in the cells retain their reference to specific
cells. If | Copy and then Paste a block of cells, formulas in the cells change to reference
relative to the pasted cells.

For example, if | have in cell B2 a formula "=A1"

If | Cut B2 and Paste it in B3, | have in B3 "=A1"
If | Copy B2 and Paste it in B3, | hae in B3 "=A2"
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Is there any way | can copy and then paste and retain the references to the original cells? |
know | can change just the formulas, i.e. make the formula "=$A$%$1" and then copy/paste
at will, but there are lots of times where this would be problematic.

Is there a simple way to do this Copy/Absolute Paste?

ASAP Utilities » Range » Copy formulas without changing their references

Replacing blanks at end of text for =vlookup()

| have a =vlookup() that is failing to find matches. | have two lists with names that appear
to be matches; for example, "ALL CITY LOCK AND KEY" appears on both lists. The
=vlookup() does not recognize the cells as the same. Using "if" function to test to see if the
values in both is equivalent produces a not equivalent result. It appears that the actual
values stored in the cell in the first list is "ALL CITY LOCK AND KEY", and in the second list
"ALL CITY LOCK AND KEY ". I'm not sure why the spaces are being stored in this fashion.
The data has come from a download from a site | do not usually use, and | have not run
into this before.

Is there any way | can loop through both lists and get rid of these recorded blanks after
the last alpha-numeric value, or in some other way alter the lists to get the =vlookup() to
function?

ASAP Utilities » Text » Delete leading and trailing spaces.

(note: this will also delete trailing spaces in each cell).

Removing Blank Lines

| was sent a workbook with a sheet that has about several lines, all numbered 1, 2, 3 .....
However there is a blank line between each line. Is there an easy way of DELETING all the
blank lines rather than highlight each one and delete them?

ASAP Utilities » Columns / Rows » Remove all empty rows

Add changes to entire column in excel

I have over 1000 items, all unique with letters / numbers / symbols. What | need to do is
down one entire column add something as simple as 01- to the front of each one.

For example, say the column is IDs
The first cell is h321dsa

the second is wr2dafw

etc..

Is there a script or some sort of query | can have it go through and modify straight down
the column placing a 01- in the same cell so when it's done it looks like this:

The first cell is 01-h321dsa
the second is 01-wr2dafw

etc...

ASAP Utilities » Fill » Insert before current value
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83 Index of worksheet names?

| have a workbook with 259 + worksheets. Is there some way that | can consolidate a list
of the worksheet names in a new worksheet without doing it one-by-one?

ASAP Utilities » Sheets » Create an index page with all sheets (clickable)

84 How do | column wrap an Excel printout
| have 10 pages of 2 skinny columns to print out.

In MSWord | would just CTRL-A, select the column button, select 2 columns and Wala -
now | have a 5 page printout. The column on the left of a page continues on the top right
of the same page - goes to the bottom and THEN starts a new page.

| want:

Page 1: Col A&B rows 1 -50 on the left of the page

Col A&B rows 51 -100 on the right of the page

Page 2: Col A&B rows 101 -150 on the left of the page

Col A&B rows 151 -200 on the right of the page

etc., etc.

I'm sorry for the "Column" definition problem between MSWord and Excel - | hope | have

been able to explain this problem accurately

ASAP Utilities » Format » The paper saver (split columns)

85 Fill down

Column A contains a date every 24 rows and i want it to automatically fill down all the
dates until it gets to the next date (without overwriting any dates).

This is what | want to do:

On column B row 7 | have a date. Further down on column B in row 31 there is another
date, as there is on B55, B79 etc.... all the way down (about 500). | want to insert the first
date (the one in B7) into B8. B9. B10...B30.

| want the date in B31 to automatically fill down to the next date...B54 etc etc

ASAP Utilities » Fill » Copy values to empty cells below filled cells in selection

86 Merging Multiple Spreadsheet

| have 50 spreadsheets from various branches to merge every month. All spreadsheet
contains the same header fields & number of columns. Instead of cut & paste, is there a
better way to merge all the spreadsheets into one under one spreadsheet?

ASAP Utilities » Import » Merge files together in a new file
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ASAP Utilities - Merge files x|

Extracts the data from the active sheet in every selected file
and combines them into a new workbook,

— File bypes:

(% Excel " csy
" dBase " Text file, space seperated

€ Lokus 123 " Teut fils, tab seperated Close |
€ Cuattro Pra € Text file, pipe {|) seperated

[V Start import on row: IZ ¥ Except the firsk File

Merge files

[ Create a new sheet For each File

I Merge inko 1 new sheet: Isummary

Will Excel tell me the number of sheets in a workbook?

I've got a big workbook, it contains many many sheets and | have no idea how to get Excel
to tell me how many sheets there are. It must know. While this seams rather simple the
only way | can think of working it out is to use the Create index sheet function in ASAP
Utilities and then count the rows, but there must be an easier way.

ASAP Utilities » Information » Counter number of sheets

Pasting formulas without transposing
| would like to know how to copy and paste formulae without changing the formulas (as if
you were moving cells) and without using $ in every cell.

ASAP Utilities » Range » Copy formulas without changing their references

Merging multiple Excel files into one

| have hundreds of separate Excel files, each with information in only 'Sheet1'. Each
file/sheet has the same information in the header (row1) and just one row of information
below it in row 2. The information that | want to combine in one Excel file stretches from
column A to column S inclusive.

| need to create a completely new Excel file that contains one header row and combines
the hundreds of rows of information below it.

Is there a quick and easy way of doing this rather than having to open each one and cut
and paste into the new file?

ASAP Utilities » Import » Merge files together in a new file

Adding occasions of Red and Green text

Can | total a column in which there are two basic colors of text used? For example | want
to total the number of times a planned date in RED text occurs and then the number of
times a completed date occurs in GREEN text.

You can use the following function to return the color of a cell:

=ASAPFontColorIndex(range).

Then you can use the following function to get the sum of all cells with a specific color:
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=ASAPSumByFontColor(Range,Btcolorindex)

You can also combine these two functions:

=ASAPSumByFontColor(Range, ASAPFontColorindex(range))

91 Find duplicates in a column

How do you select an entire column and find and delete all of the duplicate information
from all cells?

To clear all duplicate values (make the cells empty), leaving only one original

ASAP Utilities » Range » Empty duplicates in selection

To select all duplicate values:

ASAP Utilities » Select » Conditional select cells.

Then in the tab “based on values” select duplicate values

To remove all rows containing duplicate values:

ASAP Utilities » Select » Conditional row and column select, hide or delete

Then choose delete and duplicate values:

ASAP Utitlies - Conditional row and column seleck, hidi

This utilty searches for a specified walue, and then selects, hides or deletes the entire
colurnn o row where this value is Found.

When looking for duplicates the program also searches in hidden columns rows in your
selection,

— Petfam actionint —————————————— Search options:

I Sheet1!$D:4D J I duplicate values j

+ Keep first value

Handle rows or columns ?
’76 Raws " Columns "~ Delete all duplicate values

— What ko do with found rows columns: —

" Select " Hide { Delste

p— TE R

92 Color every other line

How can | change the color of a row for 2000 rows?

For example, row1 white, row2 grey, row3 white, row4 grey, row5 white, etc.

ASAP Utilities » Columns / Rows » Color each n’th column or row

93 Simple macro to import ALL xIs files in dir into 1 workbook?

I need a simple macro that will take ALL files in any directory that | point to and import
them all into one workbook.
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ASAP Utilities » Import » Merge files together in a new file

Remove non value

I need to remove these squares from numbers. The squares are in column D and E before
and after some numbers and some times between the numbers where ever there is space
between the numbers as in D6, 7, 9 and 11

ASAP Utilities » Text » Advanced character removal

Dropping Text

Is there anyway that | can drop text within cells. For example column D has 120 cells all
with different amount a characters but | want the column to show only the first 6 and
drop the rest.

ASAP Utilities » Text » Delete all after n'th character

How to identify repeated values and delete them?

| have a sheet containing a lot of names. There are some names that are repeated. My
question is simple: how can | delete repeated values automatically?

To clear all duplicate values (make the cells empty), leaving only one original

ASAP Utilities » Range » Empty duplicates in selection

To remove all rows containing duplicate values:

ASAP Utilities » Select » Conditional row and column select, hide or delete

Then choose delete and duplicate values.

Excel will not recognize imported numeric data

The data was imported from an Access db (I believe), and put in columns at the end of the
spread sheet. Excel doesn't seem to recognize the imported data, e.g. formulas won't
recognize the data, and nothing happens when | change the format for the imported
columns. It's only when | retype the data in an imported cell that Excel recognizes it.

ASAP Utilities » Numbers » Convert “textnumbers” to numbers

Inserting an empty row after each row
| have a table with several rows. How would | insert an empty row after each one row?

So if i have:

w >
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QT mQgnN

| want to have:

A

B

F
G

ASAP Utilities » Columns / Rows » Insert empty rows or columns

99 How can | mass-insert $ signs into a series of formulas?

| have a spreadsheet with a several thousand cells with formulas I'd like to convert to
absolute cell references. Some of the formulas already have $ signs in them, but what |
have in mind is the same as when you're creating a formula one-by-one - when effectively
by using F4 you can toggle the $ on, partially on or off.

Rather than go through each formula separately, is there a simple way of 'mass' converting
them?

ASAP Utilities » Formula » Change reference style

100 Protecting and unprotecting each worksheet separately= PAIN!

My workbook has 7 different sheets in it. Basically | have password protection to even
opening the file, plus | protected each sheet individually with a password. But the problem
I'm having is that each of the 7 sheets needs to be updated in some way periodically, and |
don’t want to have to go to each sheet individually, unprotect it, type in the password,
update the info, re-protect it, go to the next sheet, unprotect it, type in the password,
update info, re-protect it, etc. | basically want someone to have either full access to the
whole workbook and all the sheets by using one password, or else have no access at all
(read only).

I've put a password in so that it's required in order to modify anything in the workbook,
but this only works if each sheet is protected. Is there any way to unprotect ALL sheets at
the same time, and then re-protect them all at once? It's a pain to unprotect and protect
each sheet over and over again.

ASAP Utilities » Sheets » Protect all sheets

ASAP Utilities » Sheets » Unprotect all sheets
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Huge Problem with blank spaces

| have a workbook that | use for employee names and other data. All names are in the
same column on every sheet and the last name is on the same row for every sheet. The
problem is that | have 2 spaces between first and last name and need only one space.
Would someone please tell me how to remove that one space? It is causing a lot of grief.

An example would be:

John Doe (2 spaces between John and Doe)
| need it to look like:

John Doe (1 space between John and Doe)

If it is always two spaces you can perform a simple search & replace in Excel. Search for for
two spaces and replace them with one. Another approach which will also works if there
are three or more spaces is:

ASAP Utilities » Text » Delete leading, trailing and excessive spaces

This will replace repetitive spaces to one and also removes all spaces at the beginning and
the end of your values.

Deleting hyperlinks and removing spaces

| have 2 questions.

Question 1: Is there a way to delete all hyperlinks on a worksheet without having to
manually remove each one individually?

Question 2: | have a column (A) that has names in it. However before the first name there
are two blank spaces in front of each name. | would like to remove those two blank spaces
so the name aligns to the left. | tried the align function but that doesn't work. How can |
remove these blank spaces before the name?

This can be often the result when you copy information from your internet-browser into
Excel.

ASAP Utilities » Web » Clean web imported data

Copy-paste multiple formulae without changing cell references

| have multiple cells with formulas in them, which | want to copy to elsewhere in the same
spreadsheet (about 20 rows below their current position). | would like to do this without
changing any of the cell references; however none of the cell references are currently
absolute.

Is there any way of having excel automatically change all cell references from relative to
absolute? (i would use find-replace, but all of the cell references are different, so it
wouldn't work).

ASAP Utilities » Formula » Change reference style

If not, is there any other way of moving the formulas without changing the cell
references?

ASAP Utilities » Range » Copy formulas without changing their references
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104 Moving the "end" cell - Ctrl+End

This has me stumped. How does one "move" a current end cell in Excel?

Meaning if | have a something in G22 and D13, and then delete G22, whenever you go
Ctrl+End it always ends up at G22 not D13 or if | have the "last" closest thing on say G10
or B22, etc.

| tried deleting the whole row or column, but always end up at the "new" G22.

Saving the workbook in most cases resets the last cell. Otherwise:

ASAP Utilities » Sheet » Reset Excel’s last cell
By default this can be started with the shortcut Ctrl+Alt+R in ASAP Utilities.

105 Putting Sheet Name in a cell

| am creating multiple new sheets from names in a selected range of cells using
ASAP Utilities. | then want to go into each sheet and use the sheet name and place it in
the sheet itself. Is there a way to do this?

ASAP Utilities » Sheets » Insert sheet(s) name in selected cell(s)

ASAP Utilities - Insert sheet name x|
b J Do you wish ko add the shest name on range $A$1
‘L‘./ of each selected sheet?

Annuleren |

106 Funny squares!

Has anyone ever noticed that when you export data from databases (e.g. Lotus Approach),
and open them using Excel, you get lots of little annoying squares in some of the cells.

| was wondering if anyone had any top tips or tricks for getting rid of them?

ASAP Utilities » Text » Advanced character removal

107 De-selecting cells
Can you please tell me how to DE-select a cell when | have already selected several cells
and then selected a cell on accident? | would like to de-select that cell without de-selecting
all of the selected cells.
ASAP Utilities » Select » Deselect cells

By default this can be started with the shortcut Ctrl+Alt+D in ASAP Utilities.

108 Link to charts within spreadsheet

| have a spreadsheet with a data worksheet and 30 charts | have built from the data, all on
separate tabs. How do | hyperlink from some text in my data worksheet to the associated
chart? Confused | don't know how to reference these charts.
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ASAP Utilities » Sheets » Create an index page with all sheets (clickable)

109 Hiding error messages

I need to work on a large spreadsheet that someone else put together of sales figures for
the coming year. As the spreadsheet doesn't yet have many values, there are a lot of error
messages where there are formulas, such as #DIV/0!, as a result the spreadsheet looks very
messy.

When | do a spreadsheet like this | generally use the following:
=|F(ISERROR(formula), " ", (formula))

This works great, however, | need to clean up this spreadsheet that | received, and | am
not relishing the idea of going into every single formula in it and inserting this wording. Is
there any way of doing this sort of thing for the whole spreadsheet, instead of one cell at
a time? Unfortunately, the formulas are all different (=sum, =vlookup =if =count).

ASAP Utilities » Range » Custom formula error message

110 Converting email address text to HTML Links

| need to know how to take a column of email addresses and make them clickable.
Currently, the addresses are static and | have to go through one by one and make them a
live link.

ASAP Utilities » Web » Hyperlink in cell to hyperlink 2 click

111 Fill blank cells with previous cell data

| have a spreadsheet that was populated with exported data. | have some cells with the
correct data in them that needs to be filled with the previous cells data unless the cell is
already filled. For example | have a cell populated with "a", | want that data copied to all
cells below it, until the cell it encounters a cell that is already filled.

ASAP Utilities » Fill » Copy values to empty cells below filled cells in selection
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112 Remove Drawing Objects

Can anyone tell me how to remove ALL drawing object & pictures in a spreadsheet,
without having to click each one & hit "delete".

ASAP Utilities » Objects/fComments » Delete all objects on current sheet

113 Multiple range copy

Is there a way in Excel to copy multiple ranges? In other words, can you select non
adjacent cells or ranges and then copy & paste them?

ASAP Utilities » Range » Copy multiple selections

114 Removing leading Zero

How do | remove the leading zero from lots of rows of numbers:
For example:

046534765

046573737

046533333

065438373

ASAP Utilities » Numbers » Convert “textnumbers” to numbers

115 Page borders in Excel

I'm trying to make page borders print for a multiple page Excel sheet with changing
information. Actually, the left-right borders don't change, and | can make a top border
using the Repeat Rows at Top in Page Setup. So | just need the bottom border.

A search turned up the idea of using the underline key in the footer. This looks like a
horrible way to do it. For one thing, it doesn't create a continuous page border around the
lower corners. Is there a way to do this using conditional formatting? Or is a macro
necessary?

ASAP Utilities » Format » Border each page

If your data or your page layout changes you have to re-run it.

116 Converting numbers (such as $100) into words

| often use excel to print invoices and would like to put a formula that converts numbers
to words, such as: "100" converted into "one hundred".

Example: Invoice Value $100, Value in words One hundred only.

ASAP Utilities » Numbers » Spell numbers or amounts
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Copy Print Settings?

Is there a way to copy print settings over from one worksheet to another?

ASAP Utilities » Format » Copy a sheets page and print settings

Randomize columns

| have many columns of data. The records are sorted on the basis of column U.

| want to randomize them on the basis of column U. | don't want ascending records.

ASAP Utilities » Range » Randomize list

Excel: How to merge info from column A & B into column C
How do I, for example, take the info in cell A1 & B1 and merge it together in C1?

There are manual steps with formulas to accomplish this. Another approach is:
ASAP Utilities » Columns / Rows » Merge column data

ASAD LLilities - Merge cohsnes
Tneeset, besbwessany columne
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Identical cells

Could someone tell me the easiest way to find identical numbers or text in a column? |
have 3000 cells in a column, the majority of which contain different numbers, but | want
to find if there are any that contain the same number. | can't just use a custom filter
because I'm never looking for one number in particular, just any identical.

There are two options:

ASAP Utilities » Information » Count duplicates in selection

This utility will tell you how many duplicate values there are and has the option to color all
duplicates.

or

ASAP Utilities » Select » Conditional select cells
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Now in the values tab you can choose to select all duplicate values. When selected you can
color them any color you want.

121 Converting DD/MM/YYYY to MM/DD/YYYY

| have a column of dates:

01/02/2003
01/03/2003
01/04/2003
01/05/2003 etc

Which should be :

02/01/2003
03/01/2003
04/01/2003
05/01/2003 etc

ASAP Utilities » Text » Convert dates

ASAD Ltililies - Conwerd besl-dales.

riginl date: soomgho ftodayk:
[0 =l =lfem =l =l =] Mb0i200s 5
cormeert & o Cancel

|"‘""‘" ﬂli":b ﬂm_:‘.ﬁ’rj VOHIBI2005

= Croabe lomatted dobes 1 Creale beat dales

Exampls in your selection, the date 11 /12[200% bacnmes 0201 2005

122 Unwanted Macros

A file | copy annually to update for the current year has various macros. When | start the
new year | delete the macros to avoid confusion but each time | open the new file | am still
asked if | want to enable macros. How can this be when there are no macros listed and
how can | get rid of the message?

ASAP Utilities » System » Remove all macros/VBA code from current file

123 Deleting hidden Columns

| have a file that generates 80+ report pages which are carved out & a ranged value copy
is sent out for reporting.

There are several different views | have to use - so there are lots of columns hidden &
unhidden - The columns are not adjacent. To make the report small enough to email - got
to delete the hidden cols.

ASAP Utilities » Columns / Rows » Delete all hidden rows and columns

To see which columns and rows are hidden:

ASAP Utilities » Columns / Rows » View and manage hidden rows and columns
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124 120 CSV files need to be pulled to 1 sheet

| receive e-mails from a customer that each have 1 CSV file attached. To date | have 120
received. | am looking for an easy way to save all the attachments and then open them all
and copy them to a single sheet. The columns are always the same and there will never be
any blank lines until the last row but the number of lines varies with each one.

ASAP Utilities

ASAP Utilities » Import » Merge files together in a new file

125 Parsing multiple sheets into one

Hello, | was curious if there is a way, | can take a workbook containing multiple sheets,
and parse them into one single file. Really doesn’t matter the format of the file, | can do
another conversion on that. The reason | ask is | have a workbook, with like 600 separate
pages in it. And it needs to be reduced to one output file, for importing into a DB.

ASAP Utilities » Sheets » Put together rows or columns from several sheets...

For the export:

ASAP Utilities » Export » Export selection or active sheet as new file
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Troubleshooting FAQ

The most recent and complete information is available on our website:

http://www.asap-utilities.com

For questions regarding ASAP Utilities of feedback send email to:
support@asap-utilities.com

We do not answer general Excel questions. On our website we have several links to other
resources where you most likely will find the answer or can ask the question.

Search the Excel newsgroups:

http://groups.google.com/advanced group search?group:*excel*

Hints and tips for new posters to the Excel newsgroups (by Chip Pearson):

http://www.cpearson.com/excel/newposte.htm

Bug report guidelines

The basics: what you did, what you wanted, and what
happened.

Those are the three basic elements of a bug report. You need to tell us exactly what you
did (for example, "ASAP Utilities » Range » Empty duplicates in selection"), what you
expected to have happen (to continue the example, "l expected to have all duplicates
removed"), and what actually happened ("it selected the duplicate cells but didn’t remove
them.").

Yes, the example is silly. But if your bug report simply said "the duplicates function doesn't
work," we wouldn't be able to know whether you used this function or the select »
conditional select cells function, or the information » count duplicates function.

By telling us what you asked for, what you expected to get, and what you actually got, we
don't have to guess.

Excel and windows version

When you report a bug please include information about the Excel and windows version
you are using. To make this easier for you can go to:

ASAP Utilities » ASAP Utilities Options » ASAP Utilities options and settings...

Then go to the tab “Contact information” and copy the information there in your email:
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ASAP Utilities - Options
General } Save & backup ] Filesize Toolhar ~ Contact information ]erug ]
If wou encounter problems and need to contact us, please provide the Following
information {copy and past in your email to bastien@asap-utilities. cam):
=
Application : Microsoft Excel 1
Version © 2002 HP {10.0.6829) |
Country code AL
Country : Anoilla, Anticua, Bahamas, Barbado:
Country settings o3l
Menmory reserved total : Z,1 MBE
Memory reserwved used : 1.1 MBE
Memory reserwved free @ 1,0 ME
Library path : CoWPROGRA~INMICROS~3%0fficelOyLIBRA:
Startup path : C:3yDocuments and Settings\Bastien‘Ar—
Operating system 1 Windows XP (Windows (3Z-bit) NT 5.0 |
-
K ﬂ’J
: IF you copy the information sbove you can
ropy bo dipboard paste it into an email ko us.
of ‘ Close ‘

813 Always search our website and documentation first

Advice so good, we'll repeat it twice. Always search our website and documentation first.
ASAP Utilities is used by a lot of users. The odds are good that if you've found a problem,
someone else has found it, too. If you spend a few minutes of your time making sure that
you're not filing a duplicate bug, that's a few more minutes someone can spend helping to
fix that bug rather than sorting out duplicate bug reports.

8.4 Be brief; but don't leave any important details out

This is a fine line to walk. But there are some general guidelines:

Remember the three basics: what you did, what you expected to happen, and what
happened.

When you provide a workbook that demonstrates the problem, make sure it is small and
remove information that is not subject to the problem. Otherwise it just contains a lot of
information that has nothing to do with the problem, which just makes it take longer to
figure out the real problem. (But don't forget to make sure that your workbook still
demonstrates the bug you're reporting and doesn't have some other problem because
you've accidentally removed something you thought wasn't important but was!)

815 Use meaningful, specific subject headers

A good convention for subject headers, used by many tech support organizations, is
“object - deviation”. The “object” part specifies what thing or group of things is having a
problem, and the “deviation” part describes the deviation from expected behavior.

Bad: Little problem w/ ASAP 3.10
Good: ASAP Utilities Index sheet - Error sheet.asap not found
Bad: compile error

Good: ASAP Utilities Startup - Compile Error in hidden module: mod_menu
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816 Use English or Dutch

Yes, the ASAP Utilities users are global and include a great many people who can speak a
great many languages. But if you were to report a bug in a language other than English or
Dutch we would probably not be able to help you.

If you're worried about your English skills making it difficult to describe the bug, you might
try asking the help a colleague or friend or provide a good example with some
screenshots.

8.7 Don't report bugs about old versions.

Every time a new version of ASAP Utilities is released bugs are fixed. If you're not using the
most recent version ASAP Utilities you should upgrade to the latest version to make sure
the bug you are experiencing still exists.

You can see which version you have in the info screen. In the Excel menu go to:

ASAP Utilities » Info

Info ASAP Utilities 4.1.2 RC2 (July 4, 2007} - Unregistered version

Home Download About Search ContactUs Weblog &

", asap utilities

the essential add-in for excel users

What is #1?  Mews Testimonials Download User Guide List of tools  Questions and Answers  Excel tips
Reviews List of all tools
PC Magazine: | A Fewe words From the author j
This is the one S
! . |I i |I' f I ASAP Utilties is probably one of the world's most popular d

e aeciniena arddiv For W5 E el 97/2000/2002/P /200372007
Excel users. A54P Utilies containg over 300 useful and powerful wtilities to fill the

gaps in Excel, and automate frequently used tasks. Find out yourself

and save many hours of quality time az well

Flease mail me new ideas, suggestions, or just let me know if you ke

the progran.

# o
', P Utilitjes Bastien Menszirk [basten@azap-utilities. com)
. & Must in Every Office BY, The Netherlands

¥ersion info

ASAP Utilities 4.1.2 RCZ (July 4, 2007)
1999-2007 Bastien Mensink - & Must in Every Office BY
bastien@asap-utiities, com - http: ey, asap-utilities, com

Al i s
LA
g ;‘
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History of ASAP Utilities

ASAP Utilities is the product of many time-saving features and additions for Excel.

The extensive features are the result of years of experience and development, combined
with the feedback from many respected users at different levels of experience. Particularly
the feedback from users has been very important, and will continue to be important in
further development.

ASAP Utilities is called this way because it significantly reduces time-consuming work.
ASAP is an acronym stat stands for “As Soon As Possible”. Some choose to spell it out;
others tend to pronounce it “aysap”. Most people struggle with managers, bosses or
clients that tend to ask for you to get the job done yesterday, which of course is often
difficult to pull off. ASAP Utilities doesn’t allow you to travel back in time but it can
certainly help you to speed up your work in Excel.

“the feedback from users is very important”

In 1998 | combined most of the tools/macros | produced and frequently used into one
add-in and named it “ASAP Utilities”. In spring 1999 | made the program available on the
internet, convinced it could help other people as well. The program was almost an
immediate success. Within a year there were thousands of enthusiastic users. | am glad
these utilities have been able to help so many people. This stimulated me to put a lot of
effort and time in the development of ASAP Utilities.

“starting eGate meant a huge step forward”

| started my own company in 2000: eGate Internet Solutions. This meant a huge step
forward for the development of ASAP Utilities. We worked many many hours developing
websites and Excel-based solutions. | was able to spend more time on ASAP Utilities, which
we use for our business as a marketing tool and reference to show what we are capable
of. It also meant that | had more time analyzing and implementing the email-requests we
get for modifications and new ASAP tools.

eGate has evolved to become a professional and reliable company where quality in
products and marketing combined with good communication with our clients has led to
many successful projects and satisfied customers. With most of our clients we have build a
stable relationship that exists for several years.

“constant development”

Since its first release in 1999, ASAP Utilities has been improved and extended with many
new features and a friendly interface. It is under constant development, so new features
and improvements are being added all the time. The first year | put the program on the
internet, nearly every month a new version was released. Nowadays a new version is
released twice a year. The input we get from users all over the world is a great stimulation
for us to make it a better product every time.

| am proud to mention that ASAP Utilities is currently used by approximately 100.000 users
in about 100 different countries.

“professionalism, a must in every office”

In my humble opinion | believe ASAP Utilities is a must in every office. | use it myself on a
daily basis, and it saves me an incredible amount of time. On our website we have listed
some reviews from independent magazines and websites about ASAP Utilities.

In 2007 the company A Must in Every Office BV was started, with the main purpose to
further develop, professionalize and promote ASAP Utilities.

166 Chapter 9



FREQUENTLY UPDATED ASAP Utilities User Guide

9.1 The primary goals of ASAP Utilities

These are the main goals we try to accomplish:

= Automate your work in Excel.

= Perform tasks that otherwise would not be possible in Excel.
= Merge several steps into one.

= Reduce manual input of data.

= Easy to operate with an intuitive and user friendly interface

The bottom line:
= Make life easier for Excel users, both novice and expert

= Save time

We make you the company's Excel guru!

" asap utilities

the essential add-in for excel users
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Contact & Support

Get the latest information on ASAP Utilities

Our website contains the latest information on ASAP Utilities, background articles, update
information, links to relevant sites and more.

http://www.asap-utilities.com

Contact us

We love to hear your opinion and comments or suggestions to make ASAP Utilities a
better product every time.

A Must in Every Office BV
Eekwal 31

8011 LB Zwolle

The Netherlands
www.amustineveryoffice.com

Due to the international nature of ASAP Utilities with different languages and time zones
we prefer contact by email.

For questions regarding ASAP Utilities or feedback send email to:

support@asap-utilities.com

To comment or ask technical questions about this users guide, send email to:

guidequestions@asap-utilities.com

For more information about ASAP Utilities, see our website at:

http://www.asap-utilities.com

About the author

My name is Bastien Mensink. | live in the Netherlands,
together with the love of my life, Monique. Mountain
biking is a great passion of mine (and a good way to hide
my nerd-image) furthermore | also like photography,
hiking and listening to good music.

The first time | started using spreadsheets was in 1994
during my education (environmental engineering).
Almost immediately | was addicted. They made my
calculations so much easier and visually attractive.

After a few years of Lotus 123 and Quattro Pro | started working with MS Excel in 1997
because the company | worked for switched from Lotus to Excel.
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Most of the times | use Excel it is for modeling, enhancing and automating reports or
converting data. Many of my former colleagues in 1997 created their reports manually and
performed several manual comparisons. | showed them how to use Excel to perform
comparisons and create reports and models much faster and reduce the chance of
typographical errors.

“the helpdesk called me when they had Excel questions”

My background/education is environmental engineering. | worked in this area for about
five years. Half the time of my job | was investigating sludge/dredged material, the other
time | was responsible for developing and maintaining software applications that were
used in my department. In this function | soon became the departments “excel-expert”. All
sorts of questions came to me. Some were easy to answer; other questions required the
use of macros. | soon found out there were many questions that were repeated over and
over again. When | talked to friends of mine | found out that most of these questions
weren't exclusive to my company but more general.

“it started with helping my friends”

It was in 1998 when | started to write my own add-in for Excel; ASAP Utilities was born
and many evenings and weekend were filled writing macros. It felt good to see how many
of my colleagues and friends were helped with my little Excel add-in.

“everybody can benefit from ASAP Utilities”

In 1998 | started building websites as a hobby. In 1999 the first ASAP Utilities website was
launched and everybody was able to benefit from the tools in ASAP Utilities.

In 2000 | started my own company, eGate Internet Solutions. We mostly perform online
marketing for websites (e.g. optimizing performance in search engines like Google, MSN)
and create custom Excel tools and automate reporting.

“ideas, enthusiasm and expertise”

We started our company with a lot of ideas, enthusiasm and our expertise, with just our
own savings. Initially our office was at home. We steadily grew and build a network of
clients. In February 2005 we moved to a beautiful building in the city-center of Zwolle. It's
an inspiring and stimulation office!

eGate has evolved to become a professional and reliable company where quality in
products and marketing combined with good communication with our clients has led to
many successful projects and satisfied customers. With most of our clients we have build a
stable relationship that exists for several years.

“professionalism”

In 2007 | started the company A Must in Every Office BV, with the main purpose to further
develop, professionalize and promote ASAP Utilities.

My motto:

Enjoy every moment of your life, respect your environment and make yourself useful.

Contact & Support 169



ASAP Utilities User Guide

FREQUENTLY UPDATED

11 Appendix Screenshots
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11.1.1

Screenshots from the ASAP Utilities submenus

Excel 2000, 2002/XP and 2003

@ Microsoft Excel - Book1

=)
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-8 X

|’—_‘|_] File Edit Wew Insert Format Tools Dats  Window Help | ASAP Ukilities I— Type a question for help
EAR =N e AN W[ W | =|g‘2.’z\l‘ﬂ_¢ ¥ision Contral... 10 2B 7 U=
- o | Eavorites & Shortcuts S 1. Organize your favorite tools...

7 A l B | c | D | E | = Select n'au 1. Select adjacent cells in column with the same walue  Chrl+alk+a

2 Sheets “3  2. Reload allinstalled add-ins (rebuilds the menu) Ctrl+Alt+B
Z Range a3, Color each n'th row or column in selection, .. ChrlAl+C
% Calumns & Rows Cq| 4 Deselect cells... Chrl+alk+D
T Mumbers L%'E 5. Set default path ko current: file Ctrl+Al+E
1 7| Text Al 6 List flenames in Folder.., Ctrl-AlL+F
% Eormula '_v,g 7. Export selection or active shest as new file. .. Chrl+alk+s
E Fill 4 & Find | Replace in all sheets... Chrl4-alk+H
% Eormat f&, 9. apply formula to selected cells... Chrl-alk+
EE} Obects & Comments 10 Start the last used utiity again... Crh-al+d
E b % | 11. Expand selection to last used column Chrl+Alk+E
% System # | 12, Expand selection to last used row ChrH-Al+HL
E Information a3 13. Move or resize selection. .. Chrl+AlE+
| 18 | Import 4 14, Add sheet (inputhosx will appear for the name]... Crl+alk+y
% Export ? 15. Conditional select cells. .. Ctri+alt+0
Z Launch . Convert formulas bo their values Chri+Alk+P
% ASAP Utilities Options . Quick numbering of cells... Chrl+alt+Q
| 24 | @3 User Guide (pdf}... . Reset Excel's last cell Chr4+-Ak+R
E a Info Eﬁ 19. Save file and create backup Chrl+Alk+5
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| 33 |
34 |
4« v n]\Sheetl /Sheet2 / Sheetd / <1
Ready CAPS
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@ Microsoft Excel - Book1 E]@
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21 Launch 3
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1
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% g, Text v [ 5. Insert sheet(s) name in selected cell(s)
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11
— 11 F t 3
12 LT # & Remove all empty sheets
M= 12, Objects & Comments  »
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|16 | 16, Import »
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27[I 17, Export L
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21 18, Launch v .
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20, User Guide {pdf)... 3
% < — fodfd 144 17, Protect multiple sheets at once...
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28
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@ Microsoft Excel - Book1 g
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