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You've added comments to the sheet and now you want to print it out with these comments intact. However, Excel does not print the default comments. Here are two ways to do it. ANSWER: Add comments to formulas and cells in Excel 2013 Before you print comments on a sheet, you should be sure that
the comments are not hidden with these instructions. As soon as your comments are shown on the sheet, click on the Page Layout tab. Click the Dialogue Button Installing page sheet in the bottom right corner of the Options section of the Layout Page Page. The Leaf tab in the Dialog Box Setting the page
is automatically displayed. To print comments on a sheet, select an option from the Comments list in the Print section. To print comments at the end of a sheet on a separate piece of paper, select the option at the end of the sheet. Comments are not related to cells, but a link to the cell and the name of the
person who wrote the comment are included in the comment. To print out comments as they appear on the screen, select how the list is displayed. This option preserves any formatting applied to comments when printing them, such as bold, stressed, foundry and colors. Click the Good button to accept the
changes and close the dialog window. The next time you print this sheet, any comments you show on the screen will be printed in the chosen format. If you want to change the way you print comments on the Print screen behind the scenes, right before you print the sheet, click on the Page Settings link.
When you open the Page Settings dialog, you automatically see the Page tab from that location. So you'll have to click on the Leaf tab on the Page Setup dialog box to get access to it. Then change the Comment settings and click Good. The option you choose in the Comments list applies to each sheet in
your work book separately, meaning that if you turn it on for one sheet, it will not be included for other sheets in the workbook. So before you choose the option in the Comments list, make sure that the sheet containing the comments you want to print is an active sheet. Contact data stored in the Excel
sheet can be easily exported and then imported into Outlook. Once the Excel file is stored in CSV format, it can be imported into the Outlook contact list. Save contacts as the CSV contact list below is stored in the Excel sheet. Make sure the Excel spreadsheet is labeled in the same way. To export the
document as CSV, first click the File button to open the menu. Next, select Save As, Browse. Enter the location of the stored file on your computer, and then select CSV (Comma Delimited) from the Save list as a type. Click Save. Close Excel Contacts are ready to be imported into Outlook. Import
Contacts from the CSV file in Outlook Open Outlook, and then click on the File to open the menu. From there, select Open and Export zgt; import/export. Select the Import button from another program or file and then click next. Highlight the Comma Separated Values option and then click next. Select the
View button to find the CSV file you want to import. Choose the option as you would like Outlook to handle duplicates of contact details and click next. In this example, you will choose to replace duplicates with imported goods. This will update existing contacts in Outlook with the latest contact details.
Select the destination folder for imported contacts, and then click next. The destination folder will probably be a Contacts folder, but it could be another folder that can store contact details. Make sure you select the Action to Import The Contact List in Outlook. Click the Custom Fields Map button. This
allows us to correctly match the column heads from the Excel table with the corresponding fields in Outlook. In the custom field window, fields from the CSV file appear in the Off panel on the left. The To on the right displays fields from the Contacts folder in Outlook. All the fields that have already been
successfully mapped are listed in the Mapped Off column on the right. The field email address had no advice. To fix this, click and drag the field of email addresses from left to right. This will allow you to map the field. Click THE GOOD button to get on with it. You may see a window that shows the
progress of the import. Now the contacts had to be successfully imported into Outlook. If you're editing multiple sheets in Microsoft Excel, it might be helpful to group them together. This allows you to make changes to the same range of cells in multiple sheets. Here's how to do it. Grouping multiple sheets
in Microsoft Excel Grouping sheets together in Excel can be useful if you have an Excel work book with multiple sheets that contain different data but follow the same layout. The example below shows this in action. Our Excel workbook, called School Data, contains several sheets related to the school's
operation. Three sheets have student lists for different classes, called Class A, Class B, and Class C. If we group these sheets together, any actions we perform on any of these sheets will be applied to all of them. For example, let's say we want to insert the IF formula into the G4 (G4 to G12) column on
each sheet to determine whether students were born in 1998 or 1999. If we group the sheets together before inserting the formula, we can apply it to range of cells on all three sheets. ANSWER: How to use the logical features in Excel: IF, AND, OR, XOR, NOT To group worksheets together, click and
hold the Ctrl key and click on every sheet you want to group together at the bottom of the Excel window. Grouped sheets are displayed with a white background, while unselected sheets appear in gray. The example below shows the IF formula we suggested above, inserted into the Class B sheet.
Grouping all the sheets in Microsoft Excel When you press and lash Ctrl, you can select a few separate sheets and group them together. If you have a lot more book, however, it's impractical. If you want to group all the sheets in the Excel work book, you can save time by correctly clicking on one of the
sheets listed at the bottom of the Excel window. Click here to select all the sheets to group all the sheets together. By not grouping worksheets into Microsoft Excel Once you've finished making changes to multiple sheets, you can ungroup them in two ways. The quickest method is to click on the selected
sheet at the bottom of the Excel window and then click Nongroup Sheets. You can also ungroup individual sheets one at a time. Simply click and hold Ctrl, and then select the sheets you want to remove from the group. The tabs of the sheet that you ungroup will return to the gray background. Last updated
October 8, 2020 It's not just you: We're all busier than we were before. Doing any task in a time effective way just feels impossible these days. Whether you're a working mom, college student or small business owner, managing your time can be challenging. Between classes, appointments, doctor's
appointments and after-school activities of children, how can you find time for sports or, God forbid, fun? We all get 24 hours a day. So how do some people seem to wind through their tasks while the rest of us flounder? They have learned to be effective and effective in time. What does it mean to be
effective in time? Merriam-Webster defines effective as capable of producing the desired results with little or no waste (by time or material). But what does it mean to be effective in how you spend your days? Being an effective time means negotiating the circumstances of each day while ensuring that you
have enough time for non-negotiables such as sleep and self-care. Efficiency doesn't always mean sitting at a desk in the morning, whittling down the to-do list, and leaving the office at 5 p.m. means doing everything possible, despite internal and external factors, leaving leaving time to take care of
yourself. I start my working days by recording my results. Inevitably, however, I get roped into an unexpected meeting or investor call. Yes, I could stay all night doing the work to hit my deadline - but if I did, I'd be too tired the next day to get anything done. It's effective, not effective. To be effective, I could
share the work with a colleague, or complete half the job and request an extension. When you juggle work, parenthood, and social life, you have to constantly optimize your days and hold yourself accountable. But of course you still have to be effective as well. Effective against Effective Simply Put, be
effective about achieving a specific result; to be effective means achieving this result without wasting time or effort. Theoretically, you have to be effective in time to be effective, but this is not always the case. Look at it this way: you have a task to complete that should take you an hour. But between
distractions like the internet and office chatter, that task ends taking you four hours. You achieved your ultimate goal, so you were effective, but you weren't effective as it took much longer than it should have been. If you have a job that keeps a roof over your head and food on your desk, it means that you
are efficient enough at work to get a monthly salary. However, your salary probably doesn't reflect how much time you spend on social media each pay period. The exceptions are entrepreneurs and freelancers. To make more money, people who own a business need to be efficient and efficient. 6 ways to
be effective time efficiency is a byproduct of efficiency. While it is safe to say that most entrepreneurs are effective, it is a skill that requires practice. Even if you're not trying to run a profitable business, you can still benefit from doing as successful business leaders do. Set measurable goals While each
entrepreneur has its own method, performance experts suggest setting SMART goals. Specific, measurable, achievable, realistic and time-dependent goals contribute to efficiency and efficiency - not only can they be achieved realistically, but can also quantify progress in achieving them. You can learn
more about smart goals with the following video: Let's say you want to bring in $100,000 per quarter. You can set weekly values of $8,000, making the goal more manageable and giving you a cushion in case you don't reach one week. Setting goals helps you be effective in time because it focuses your
energy on what you want. This, in his own improves your ability to achieve these goals. 2. Communicate on your terms whether it's meal planning or product development, most projects take command. However, this does not mean that you have to update your email every five minutes for an update.
Working professionals spend 21 minutes a day just overwork your mailboxes. Within four working weeks, it's almost 7 hours a month you could claw back. Entrepreneurs in particular should be careful with e-mail. Investor messages may merit a quick response, for example. Does it matter how quickly you
read that employee-welcome email you were copied on though? If an employee needs something immediately, ask them to call you or stop by your office. Set time and devote one or two hours a week to comb through a full mailbox to make sure you don't miss something important. 3. Default trust, even if
you don't work with a team, you still depend on others. When my wife and I added a laundry upstairs to our house, I had to trust the contractors to do their job. I had to trust my wife to answer all these questions Where do you want? The questions that inevitably came up. If I didn't default to trust, I would
have slowed the project down and maybe even scrapped it completely. Learn to trust others just as you would your romantic partner. Clear about his intentions. Make sure your actions fit your words, and assume what others are doing as well. Be sincere in the way you communicate. The most important
thing is to recognize that others are unique personalities. Not everyone works or communicates the same way, and that's fine. 4. Take regular breaks The more time you spend on a project, the faster you do it, right? You don't have to. Studies show that the most productive, efficient time workers actually
take most breaks. A study by the Draugiem Group found that the ideal rhythm of work is actually 52 minutes followed by a 17-minute break. While the study doesn't look at other types of work, it's a fair bet that breaks promote efficiency across the board. Set a timer to remind you to take a break every
hour. If shorter intervals are more appropriate for your task, try the Pomodoro method. Work for 25 minutes and then do something different for the next five. Not only will you get more done, but you'll be less stressed to boot. 5. Use your resourcesUny so long ago, I had to cut down trees in my yard to
protect my home. I could have pulled out the bow saw and spent the next hour slowly slicing my way through the trunk, but I didn't because I had a chainsaw sitting in the garage. As soon as I shot it, the tree work took about ten minutes, leaving me with extra time for other tasks. Take the same approach
at work. If you need to pass information between multiple browser windows on your computer, you can constantly click forward back between several tabs. Or you can plug in a backup monitor sitting in the vault to help you run faster and make fewer mistakes. 6. Know when to say no small projects have
a bad habit of aeronautics in large. If all you set out to do is mow your yard, stick to it. Don't tell yourself (or (or anyone else tell you) that you should also prune the bushes and pull the US. Get done what you want and move on. It is effective as well as being effective. What if it's a working project? You
may not be able to say no directly to your boss, but you can offer alternatives. If you're worried about the task is a waste of time, throw away another idea. If you really don't have time in your calendar, ask him or her to help you prioritize your list of projects. Get it right and your boss can thank you for
saving company time. Having a full understanding of time management is the key to knowing when to say no and when something may make sense for investment time. Learn more about the art of saying no in this article. Planning is key. Whether you're an entrepreneur like me or a stay-at-home parent,
you have a job. The work itself may be different, but the value of being efficient and efficient does not. If you want to succeed - and have time for yourself to save - think before you grind the day away. Working wisely is better than working hard. Learning to trust others is more important than a result similar
to what you had in mind. Efficiency and efficiency may vary, but both boil down to two things: having a plan and turning as needed. Read more about time managementPopular credit photo: Alex Presa via unsplash.com unsplash.com
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