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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 ‘proper’ case for the
ribbon tab headings and the introduction of a ‘Tell me what you want to
do…’ search box in the ribbon, are relatively minor, Excel sees some
significant changes and additions.
Accordingly, this issue is an Excel 2016 ‘special’ with Insider Comment
looking at the long term importance of ‘Get and Transform’ and Sucked and
Seen and IT Clinic covering the 2016 changes.
The editor’s e-mail address:simonh@tkb.co.uk
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Insider Comment
Excel – 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
‘Get and Transform’ 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
1990’s, 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 wasn’t
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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Insider Comment
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 ‘shape and transform’ 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: ‘Excel Analytical Engine’.
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At your service
Buy online
Following the enormous success of our ‘100 ways to save time with
Microsoft Office’ and ‘IT Clinic’ 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 – introduction through to how to automate Word for maximum
productivity



Excel – 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 ‘Death by PowerPoint’

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
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At your service
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

Annual

2 years

270

400

Choose all or any one of the above
Or TKB Gold Card
Gold card service – includes all the above
services plus phone support, 15% discount
on training and consultancy fees and much
else

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 houses’ 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 – 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
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 ‘Tell me
what you want to do…” 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 ‘Tell me what you want to
do…’ been included in the ribbon from the outset in Office 2007, it might
have reduced the outbreaks of ‘ribbon rage’ that accompanied the change
from menus and toolbars:
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Smart Lookup
This feature uses Microsoft’s Bing search engine to provide information
about the selected content in a pane within the application. It is an
extension of the existing ‘Look up’ feature.
Here we have right-clicked on a cell containing the word ‘average’ and
used the Smart Lookup option to display the Insights pane:
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IT Clinic
Office Themes
The default appearance of Office 2013 was particularly minimalist and ‘flat’.
This could make it difficult to distinguish between different elements of the
interface. Office 2016 introduces a more distinctive ‘Colourful’ Office theme:

As well as increasing the definition of all the interface elements within each
application, this theme also applies the application’s 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 Microsoft’s Cloud storage, OneDrive,
become the default save location and Office 2016 sees several additional
changes to make sharing and collaboration easier.
A ‘Share’ 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 ‘realtime co-authoring’. When someone else opens the document you are
prompted to ‘share changes as they happen’:

If you opt to do so, then you will see ‘real time’ 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
©The Knowledge Base
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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, it’s 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 ‘Tours’ 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 didn’t
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:
Page 14
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Treemap and Sunburst
The Treemap and Sunburst charts are used with hierarchical data. A
Sunburst is similar to a ‘doughnut’ 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
‘bins’. 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 ‘width’ 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 – 504.8
504.8 – 1004.8
Up to: 4504.8 to 5004.8
We can also set a value for an ‘Overflow’ bin so that all values in excess of
the value will be lumped together in the overflow bin and an ‘Underflow’ bin
that deals in a similar way with values beneath the underflow value.
©The Knowledge Base
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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
Page 18
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outliers being values beyond even those limits. The Format Axis, Axis
Options allow the various elements of the chart to be turned on or off. We’ll
use a list of invoice values by Customer ID again to demonstrate:

Waterfall
Waterfall charts are often used with financial data to show how we get from
an opening position to a closing position. In this case we are looking at how
the cash movements in an accounting year move us from our opening cash
balance to our closing bank balance. We can click anywhere in our set of
values and choose the Waterfall Chart option from the Insert ribbon tab,
Charts group. We can select whether or not to show the lines that connect
our columns and, if we select a single data point, we can choose to mark it
as a total as we have done below with our closing balance value:

As you can see, the Waterfall chart shows the items that increase our
balance as floating columns building up to the highest point of the waterfall
and then shows the items that decrease our cash balance tumbling down
towards the column that shows the final cash balance.
©The Knowledge Base
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PivotTable enhancements
Automatic relationship detection
Where a data model includes multiple tables, and joins are required
between the tables that provide the data for a PivotTable, Excel will report
the need to create the links and will then build the relationships
automatically.

Custom measures
Custom measures can now can be accessed directly from the PivotTable
fields list making it quicker and easier to add additional calculations to a
PivotTable.

Automatic grouping of time and date fields
Typically, data will contain full dates but will need to be analysed by month
and year and possibly quarter rather than by day. Prior to Excel 2016,
dates could be grouped manually by right-clicking and choosing from the
Group options or, for PivotTables based on OLAP data, by adding columns
to the underlying data tables. In Excel 2016, dates are automatically
grouped and can be dragged to the PivotTable to allow analysis through
the hierarchy of dates.

PivotTable search
A new Search box in the PivotTable Fields pane allows you to search for all
fields containing a particular text string.

Smart rename
Renaming tables or columns in the workbook Data Model now updates
related content throughout workbooks including in worksheets and DAX
functions.

PivotChart drill-down buttons
Plus/Minus buttons are now shown in PivotCharts when multiple fields are
included in the Axis area to enable drilling down and up directly in the chart.

Other usability improvements
PowerPivot in particular seems to have benefitted from some minor but
useful changes such as direction arrows in diagram view.
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Keeping up
Online content roundup
The Excel Community referred to below is free to existing members of the
IT Faculty but, for others, membership of the Community costs £60 until
December 2016:
http://www.icaew.com/en/technical/information-technology/excel/excelcommunity

IT Counts
www.ion.icaew.com/itcounts/blog
Or, for TKB articles only:
http://www.ion.icaew.com/blog/SimonHurst/site/posts

Twenty Principles for Good Spreadsheet Practice – principle 18
Twenty Principles for Good Spreadsheet Practice – principle 17
Twenty Principles for Good Spreadsheet Practice – principle 16
Twenty Principles for Good Spreadsheet Practice – principle 15
Twenty Principles for Good Spreadsheet Practice – principle 14
Twenty Principles for Good Spreadsheet Practice – principle 13
Twenty Principles - one year on

Excel Community
Why ‘turn it off and then turn it back on again” is no longer the solution for
most IT issues
Using FORMULATEXT() and conditional formatting to find forbidden
functions – part 2
EuSpRIG 2015 conference - papers and presentations
Using FORMULATEXT() and conditional formatting to find forbidden
functions – part 1
Excel – know your options
Power BI transformation
EuSpRIG 2015 conference follow up
2015 European Spreadsheet Risk Interest Group Conference - part 4, so
long and thanks for all the risks
2015 European Spreadsheet Risk Interest Group Conference - part 3
2015 European Spreadsheet Risk Interest Group Conference - part 2
2015 European Spreadsheet Risk Interest Group Conference
©The Knowledge Base
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Keeping up
AccountingWeb
http://www.accountingweb.co.uk/excel
Give your reports more oomph 4: Interactivity
Give your reports more oomph 3: Sparklines
Give your reports more oomph 2: Conditional formats
Give your reports more oomph 1: Number formats

In other news…
Windows 10
It has now been just over two months since the release of Windows 10.
Many people have summoned up the courage to install the update but
many others are still wondering whether or not to take the risk.
The November (!?) issue of PCPro conducted a ‘Reader’s poll’ about a
month after the release date and found that 49% of those responding were
already using Windows 10 as their ‘primary’ operating system, 20% were
still using Windows 7 and just 1% Windows XP. Perhaps the most
surprising figure is the one for Windows 8 and Windows 8.1 – these
accounted for only 4%.
I’m not sure that these figures are representative of the wider picture. An
article on the ICAEW IT Counts site prompted 31 comments, mostly critical,
and with many stories of woe and disaster:
http://www.ion.icaew.com/itcounts/post/How-was-the-Windows-10-update-for-you-

I have upgraded three computers so far. My desktop was running the
Windows 10 preview anyway and the upgrade was reasonably seamless.
Out of two notebooks, one refused to update in spite of pre-downloading
the update. After a bit of Google research, I deleted the downloaded files
and started the download again and the update worked. The second
notebook updated smoothly first time. In operation, Windows 10 has been
generally fine. My older notebook, which had disk space issues requiring
some rather draconian deletions, now works well but Office 2013 refuses to
acknowledge that it is licensed and also refuses to be uninstalled and
reinstalled. I suspect this is more to do with some of the swathes of files
and folders I had to delete to make room, rather than being solely the fault
of Windows 10. It would certainly be sensible to exercise caution over the
upgrade: make sure you have adequate back ups and a recovery plan if a
key device or application fails to work.
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I Don’t Believe IT
Not quite so Safe Harbour
One of the IT themes of the past decade has been the move to storing data
in ‘the Cloud’. This is not just something that affects larger organisations, all
sorts of applications save data online as the default. In particular, over the
last three versions, Microsoft Office has moved to making online the default
location for file storage. There is now an option that needs to be set if you
want to save locally as the default:

There is a lot that is useful about saving online – the ability to access the
same documents wherever you are using any device, the ease with which
you can share and collaborate on online documents, and potentially
improved back up and security. However, there has been a continuing
discussion about privacy and confidentiality, particularly in view of the
differences between US and European law on data protection. The fear is
that as soon as the data ends up on US territory it is open to interception
under the provisions of the Patriot Act. Even if the data is stored in Europe,
the likes of Facebook, Google and Microsoft are US companies and may
process the data in the US, even if it is stored in Europe.
A ‘Safe Harbour’ agreement seemed to have helped resolve the issue. US
companies were able to self-certify that their data protection procedures
were adequate. On October 6th the European Court of Justice ruled that
these measures did not give European consumers adequate protection
from the intervention of the US intelligence agencies.
Work to agree a new pact is apparently continuing:
http://www.bbc.co.uk/news/technology-34452813
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I Don’t Believe IT
Dirty fork
Regular readers will know of my interest in Hi Fi and my preference for
higher quality audio files rather than compressed MP3 versions. For a
variety of reasons I subscribe to Amazon Prime and Amazon have recently
added a streaming music service as one of the justifications for forking out
£79 per year.
Regrettably, this service currently only provides MP3 versions of each
music file. For me, providing the files at a quality at least equivalent to CD
quality would make Prime Music much more attractive. Accordingly, I used
Amazon’s feedback form to send a polite request to consider a move from
MP3 to a non-compressed, ‘lossless’ format such as FLAC. The response
was decidedly Pythonesque and I’m still not sure whether it was generated
by a human or AI. Here are a few choice morsels:
I'm sorry for the inconvenience you've experienced with Prime music
service.
I understand that you are interested in accessing Prime music in FLAC
format rather than MP3.
I can imagine this may be extremely inconvenient to you. That's definitely
not we want our customers to experience. Please accept my sincere
apologies.
And:
‘After reading
your email, I
can understand
your situation
and the phase
you're going
through. I'm
really lack of
words right now
to apologies
because no
apology can
rectify this
situation
instantly.’
I still keep looking over my shoulder for the chef with a cleaver…
For younger readers: https://en.wikipedia.org/wiki/The_Dirty_Fork
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