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Office 2016 released 
Office 2016 was released on 22nd September 2015. Although the changes 
to the Office interface, such as the restoration of óproperô case for the 
ribbon tab headings and the introduction of a óTell me what you want to 
doéô search box in the ribbon, are relatively minor, Excel sees some 
significant changes and additions. 

Accordingly, this issue is an Excel 2016 óspecialô with Insider Comment 
looking at the long term importance of óGet and Transformô and Sucked and 
Seen and IT Clinic covering the 2016 changes. 

The editorôs e-mail address:simonh@tkb.co.uk 

IT Regularly is produced by The Knowledge Base. If you have any queries 
or comments please contact: 

Simon Hurst 
The Knowledge Base 

Birchfield 
Winterpit Lane 

Mannings Heath 
HORSHAM 

West Sussex 
RH13 6LZ 

Tel: 01403 270970 

Articles are published without responsibility on the part of the publishers or 
authors for loss occasioned in any person acting or refraining from acting 
as a result of information or views expressed therein. 
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Excel ï no longer a spreadsheet 

Introduction 
Elsewhere in this edition we look at the main changes to Excel in some 
detail. However, perhaps the most significant change is the inclusion of the 
óGet and Transformô set of tools on the Data ribbon. The significance is not 
so much in the tools themselves, but the implications for what sort of 
application Excel now is. 

The slippery PivotTable slope 
Of course, the ending of Excel as a spreadsheet has really been a much 
more gradual process. Until the introduction of PivotTables in the mid 
1990ôs, pretty much everything that went on in a spreadsheet revolved 
around the contents of cells and references to cells. PivotTables introduced 
the ability to include the results of calculations on data that was not visible 
on any sheet. However, although Excel could report on the data, it wasnôt 
able to transform and manipulate it in the way that a database application 
could. 

The database functionality that was available was not provided as an 
integral part of Excel itself but in the form of Add-Ins. Excel could use 
Microsoft Query to join tables of data from the same data source and carry 
out some limited database operations. With Excel 2010 came the Power 
Pivot Add-in with its ability to work with additional data types, larger data 
sets and to combine data from different sources. Excel 2013 was probably 
the first version of Excel to directly incorporate database tools in Excel 
itself. Although Power Pivot was no longer a free Add-In, the workbook 
data model that Power Pivot used as its data source became an integral 
part of all editions of Excel. Although the Relationships option that 
appeared in the Data ribbon allowed tables of data within the workbook 
data model to be joined for reporting, the feature was fairly restricted: 
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Power Query 
The Excel Power Query Add-In first became available towards the end of 
2013 when it was released for Excel 2010 and Excel 2013. Where all the 
previous features and Add-Ins relied on the source data being already 
available in a structured and consistent format, Power Query was designed 
to take a very diverse set of data types, including less well-structured data, 
and óshape and transformô it for use within Excel. Power Query uses a set 
of consecutive procedures or steps that can be repeatedly applied to the 
same data source to create the end result that you want to work with: 

 

As well as transforming single tables of data, Power Query can combine 
tables by creating the relationships between them and also append multiple 
tables with the same columns to create a single table. These capabilities 
mean that it can be used not only to work with external data sources, but 
also with existing tables of data held in Excel itself. 

Get & Transform 
Where these tools used to be part of an optional Add-In, in Excel 2016 they 
become a native part of all editions of Excel as a new group in the Data 
ribbon: 

 

So, Excel is no longer just a spreadsheet but now a database/spreadsheet 
hybrid. Given that as I write this it is Ada Lovelace Day, perhaps it should 
be renamed: óExcel Analytical Engineô. 
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Buy online 
Following the enormous success of our ó100 ways to save time with 
Microsoft Officeô and óIT Clinicô CDs, we have the facility to pay online on 
our website. Payments are made using PayPal but there is no need to 
have, or to set up, a PayPal account to pay online.  

http://www.tkb.co.uk/genorder.htm and: 

http://www.tkb.co.uk/100pdf.htm (PDF version) 

TKB Training Express 

Bringing the training room to you. 
As part of our TKB Express service we can provide our own LCD data 
projector, and up to six computers and screens, so all we will need from 
you is a suitable room. This can be a very cost effective way of training - 
please phone us to make the arrangements - 01403 270970, or email: 

training@tkb.co.uk . 

We tailor our courses to your particular requirements to make sure that you 
get the best possible value from your training. Just give us a call and we 
will discuss the level and content of the course you require. We can 
suggest suitable courses and individual topics from our extensive range of 
course modules: 

Here are just a few examples of the courses we can run: 

¶ Word ï introduction through to how to automate Word for maximum 
productivity 

¶ Excel ï all levels including using Excel to add value to client 
services and how to design reliable spreadsheets 

¶ Using Outlook efficiently and safely 

¶ Introduction to databases 

¶ Avoiding óDeath by PowerPointô 

Training courses 
We have worked with Excel with Business on some aspects of their 
products. 

EwB provides a comprehensive online Excel training course that 
concentrates on specific business applications of Excel. Their approach 
includes an online diagnostics test to identify existing strengths and 
weaknesses and thereby focus your time and effort.  

A special 90% discount is available via: http://www.tkb.co.uk/ewb.htm 

http://www.tkb.co.uk/genorder.htm
http://www.tkb.co.uk/100pdf.htm
mailto:training@tkb.co.uk
http://excelwithbusiness.com/Default.aspx
http://excelwithbusiness.com/Training/AbouttheDiagnostic.aspx
http://www.tkb.co.uk/ewb.htm
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TKB Services 
TKB services - options  Annual 

£ 
2 years 

£ 

Newsletter only - paper version 30 45 

e-support - practical IT help and advice via 
email or fax 60 90 

e-advice - electronic version of the newsletter 
and periodic email bulletins 60 90 

Choose all or any one of the above   

Or TKB Gold Card  Annual 2 years 

Gold card service ï includes all the above 
services plus phone support, 15% discount 
on training and consultancy fees and much 
else 270 400 

e-support 
This service will provide accountants who use IT, and particularly those 
using the Microsoft Office suite, with a very cost effective, practical support 
option. As with our existing support service, our intention is not to replace 
the software housesô own support desks or to deal with really urgent 
problems (although we are frequently able to do so). Instead we will help 
you make the most of your IT investment by providing help and guidance 
with all aspects of IT. For example: 

¶ Strategic decisions; 

¶ Buying decisions; 

¶ Software automation ï including integration, macros and effective use; 

¶ Problem solving. 

e-advice 
Whilst the e-support service will react to your emails, e-advice will provide 
pro-active help. We will email you an electronic version of our newsletter 
every quarter, and in addition we will send additional bulletins detailing any 
key developments that occur between issues.
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IT Clinic introduction 
September 22nd saw the general release of Office 2016. There are some 
general changes to the Office interface and to the background features and 
capabilities but these are relatively minor. Similarly, the changes in the 
main Office applications are small. However, Excel does include some 
significant additional features as well as some important changes in 
direction. 

General changes 

Ribbon interface 
The most obvious change to the Office 2016 interface is the restoration of 
proper case to the ribbon tabs. Mercifully, the experiment with upper case 
headings for all the ribbon tabs only lasted for one version and they have 
now been returned to a combination of upper and lower case: 

 

The ribbon also includes an even more significant change. The óTell me 
what you want to doéò box allows you to enter a search term and the 
Office application will display a list of relevant options which can be 
accessed directly from the list. Although the search methodology is fairly 
basic, and the list of commands that it returns is far from comprehensive, it 
should help to find elusive ribbon items. Had óTell me what you want to 
doéô been included in the ribbon from the outset in Office 2007, it might 
have reduced the outbreaks of óribbon rageô that accompanied the change 
from menus and toolbars: 
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Smart Lookup 
This feature uses Microsoftôs Bing search engine to provide information 
about the selected content in a pane within the application. It is an 
extension of the existing óLook upô feature. 

Here we have right-clicked on a cell containing the word óaverageô and 
used the Smart Lookup option to display the Insights pane: 
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Office Themes 
The default appearance of Office 2013 was particularly minimalist and óflatô. 
This could make it difficult to distinguish between different elements of the 
interface. Office 2016 introduces a more distinctive óColourfulô Office theme: 

 

As well as increasing the definition of all the interface elements within each 
application, this theme also applies the applicationôs particular colour to the 
ribbon area. 

Sharing 
One of the obvious ways in which Office has changed over recent versions 
has been the move towards saving documents to the Cloud and 
collaborating online. Office 2013 saw Microsoftôs Cloud storage, OneDrive, 
become the default save location and Office 2016 sees several additional 
changes to make sharing and collaboration easier. 

A óShareô command in the ribbon opens the Share task pane, making it 
easy to save a document to OneDrive or SharePoint and invite others to 
collaborate on the document: 
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Once the document is shared, Word and PowerPoint now support óreal-
time co-authoringô. When someone else opens the document you are 
prompted to óshare changes as they happenô: 

 

If you opt to do so, then you will see óreal timeô changes made by others 
with an indication of the author: 
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Version history 
For files saved to OneDrive for Business or SharePoint, Office maintains a 
version history allowing previous versions to be compared or restored using 
the new File, Info, Manage Document command. 

Excel 2013 changes 

Introduction 
As well as incorporating the general changes described above, Excel 2016 
incorporates several specific enhancements and new features. 

One-click forecasting 
Perhaps one-click might be pushing it a bit, but the new Data ribbon tab, 
Forecast group, Forecast Sheet option does make it very quick to add a 
sheet to a workbook that contains a set of forecast figures showing 
confidence intervals and a chart. 

In the following example, we have a PivotTable (it could equally well be an 
ordinary range or an Excel Table) containing a consecutive time series and 
associated figures. We can click any cell within our block of data and then 
click the Forecast Sheet option. This will display a preview of the chart that 
will appear on the new sheet together with a proposed Forecast End date 
and an Options button that can be expanded to show more detailed options 
for producing the Forecast Sheet:  
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As you can see, the Options are quite extensive. You can set the 
Confidence interval percentage; allow for Seasonality either using 
automatic detection or by setting the interval between items manually; and 
also choose to display a table of key forecast statistics as part of the new 
sheet. In addition, you can review and change the ranges used for the 
Timeline and the Values, as well as deciding how to deal with Missing 
Points and Duplicates. 

Once you have set the Options to the required values, clicking the Create 
button will add a new sheet to your workbook containing the forecast as an 
Excel Table and a line chart based on that Table. Here, we have just 
rearranged the sheet slightly to wrap the headings in row 1 and positioned 
the chart beneath the Forecast Statistics Table: 
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Apart from the last actual row, the figures in the forecast columns are 
based on two new forecast functions. The Forecast column itself uses the 
FORECAST.ETS() function: 

 

This function includes arguments for the date for which you want the 
forecast; for the range containing the values and for the range containing 
the Timeline from which the forecast is extrapolated. There are two optional 
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arguments that implement the Seasonality and Missing Values options in 
the Forecast Sheet creation screen. 

The Confidence Interval columns use a variant of this function to calculate 
the upper and lower confidence bounds based on the %age in the sheet 
creation options: 

 

For the Lower Confidence Bound the result of the function is subtracted 
from the forecast value and for the Upper Confidence Bound it is added to 
it. 

New Chart Types 
Before covering the new charts themselves, itôs worth mentioning that the 
2013 Power Map Add-in for presenting data with a geographic component 
graphically is now included as an integral part of Excel and has been 
renamed as 3D Map. This can be found in its own óToursô group next to 
Charts on the Insert ribbon. 

Many of the new features added to Excel since Excel 2007 have been to do 
with data analysis and the presentation of data. Apart from the introduction 
of Sparklines in Excel 2010 and the ability to animate bubble charts in the 
Power View add-in in Excel 2013, the presentation improvements didnôt 
expand the range of chart types available. Excel 2016 addresses that 
omission by making several new chart types available. 

We can see the additional chart types in the Insert ribbon tab, Charts group 
or in the Change Chart Type dialog: 
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Treemap and Sunburst 
The Treemap and Sunburst charts are used with hierarchical data. A 
Sunburst is similar to a ódoughnutô chart and works with several levels in 
the hierarchy. In this example we have used a Sunburst chart to show the 
proportions of data analysed by three attributes: Country, City and 
Customer. The inside ring of the chart compares the proportions by 
country, the middle section by city within country and the outside ring by 
customer within city within country: 
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The Treemap chart is similar but based on rectangles rather than rings and 
it can only cope with two levels: 
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Histogram and Pareto 
A Histogram is used to compare frequency of values in a set of data. In this 
example our data shows a list of customers and individual invoice amounts. 
A histogram will show how many invoices there are in different amount 
óbinsô. We have selected an individual cell in our block of data and then 
used the Recommended Charts command in the Insert Ribbon tab, Charts 
group. Because of the structure of our data, Excel will recommend a 
Histogram or a sorted Histogram, also known as a Pareto chart. We will 
look at the Histogram first: 

 

If we leave it to Excel, the number and ówidthô of the bins will be chosen 
automatically. If we want to control this, we need to select the horizontal 
axis and change the Axis Options in the Format Axis pane. Here we can 
set the Bin width so, if we choose 500, our invoices will be counted in 
groups of the lowest value to the lowest value + 500 and so on. In our case 
this makes the first few bins: 

4.8 ï 504.8 
504.8 ï 1004.8 
Up to: 4504.8 to 5004.8 

We can also set a value for an óOverflowô bin so that all values in excess of 
the value will be lumped together in the overflow bin and an óUnderflowô bin 
that deals in a similar way with values beneath the underflow value. 
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We can also choose to organise our bins by Category, in our case showing 
number of invoices by customer: 

 

As an alternative, we can show our data as a Pareto chart or Sorted 
Histogram. This is another option in our Recommended Charts screen. As 
you can see, it automatically chooses to group into bins by category and 
sorts the bins by largest to smallest. In addition a line chart is added 
showing the cumulative totals by bin as a percentage: 

 

Box and Whisker 
The Box and Whisker chart shows the distribution of values by quartile and 
can also highlight mean values and outlier values. The boxes show the 
number of values in the first and third quartiles while the line in the box 
shows the median and the crosses show the mean. The whiskers are used 
to show the variability outside of the quartiles shown in the boxes, with 














