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processor divided up into a number of 

Steve Kirk-Cohen, Cape Bar 

In the previous articles (2004 August 
and December Advocate), I dealt 
principally with word processing 

and the efficiencies which could be 
achieved in drafting and settling docu
ments using MS Word or an equivalent 
word-processing program. The focus of 
this article is the use of the spreadsheet 
program in the MS Office suite; namely, 
Excel. 

DON'T STOP READING! You may 
never have heard of Excel, and may 
have survived your entire legal career 
without it, but bear with me. This pro
gram can be really useful. At least give 
it a chance. 

'Excel? But I don't even have Excel 
on my computer!' Enter the IT genie, 
stage right. Wrong ... but thank you 
for playing! If you have MS Word on 
your PC, you may well have Excel too 
without knowing it. Click on the start 
button (bottom left of the screen of 
your PC), and then on the 'programs' 
or 'all programs' option. Look either for 
'Microsoft Excel' (it has a green X in 
a square) or for MS Office. Once you 
have found it, boot up the program. 

OK, so what are you looking at? There 
is a usual tool bar, the familiar Eile Edit 
Yiew Insert Eormat Tools Window 
Help at the top of your screen. But apart 
from that, what is this weird beastie? 
Instead of the normal friendly blank 
word processing screen, this creature 
has a hatch work of boxes on the screen, 
numbered across the top in alphabetical 
columns, and down the left-hand margin 
in numbered rows. Along the bottom 
of the screen, you will typically have 
tabs which read 'Sheet l' 'Sheet 2' and 
'Sheet 3'. What you see is known to the 
IT world as a 'spreadsheet'. 

Time for the first observation: each little 
block can be referenced by its horizon
tal and vertical components. Thus, C2 
will be the reference for the second 
block down in the C column. 

The second observation is that the 
familiar on-screen cursor - the pointer 
arrow - becomes an outlined plus-sign 
when it is on the hatchwork of blocks. 
If you move the cursor to a point in the 
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spreadsheet and click, you will see that 
a line appears around the block. Use 
the arrows (often the most convenient 
way to move around the spreadsheet) 
and you will find that you can move 
this little block around to get wherever 
you want to be on the little matrix of 
blocks. So, where the instruction is 'go 
to C3' you can do this either by using 
the arrow keys, or by moving the cursor 
to the C3 block, and clicking. 

The third observation: what you can see 
on your screen is a fraction of the entire 
spreadsheet. Scroll across to the right; 
it seems to go on forever. The same 
with going down. In fact, the horizon
tal access is typically numbered up to 
block IV and the vertical axis typically 
goes down to row 65 536. This means 
that you are looking at a screen with 
16777 216 little blocks on it. 

So what would any self-respecting 
counsel want with sixteen million (and 
more) little blocks staring back at him 
or her from his or her computer screen? 
Terrify yourself! Click on sheet 2, and 
there will be another sixteen million 
little blocks. Sheet 3 has the same. What 
is more, you can add as many sheets as 
you like, constrained only by the capac
ity of your Pc. 

Don't be daunted; you certainly don't 
have to use them all. Just try the exam
ples below and explore the possibili
ties. 

Put the cursor on block C2. Type 'Hello 
Excel' and press the Enter key. The 
words appear in the block, just as they 
would if that little block were a tiny 
word-processing screen. In the block 
below, reference C3, type: 'I am a 
spreadsheet novice and want to get to 
know you better', and hit the Enter key. 

So that works as well, but note en pas
sant that the words you have typed span 
more than one block. You can still see 
them, but they sort of ramble their way 
across into adjacent columns. 

So far so good. Now, go to C4, and 
type the number '3' and press enter. 
Underneath that, in block C5, type the 
number '4'. The numbers '3' and '4' 
will appear in the blocks. Very unim

blocks, right? So why would anyone use 
something so silly? 

Before you abandon this article and 
look for something more useful to read, 
try one more trick. Go to the block 
underneath the 3 and the 4 (C6) and 
then look on your menu bars for some
thing that looks like a capital M, lying 
on its left side, ie: with the points point
ing left and the feet pointing right (for 
those that did Greek, this fellow's name 
is Sigma). Click on this symbol (if you 
can't find him on your toolbar, turn on 
the formatting toolbar by right-clicking 
anywhere on an open toolbar). Funny 
things appear on-screen. Ignore them 
fot the moment, and hit the Enter key. 
The number '7' appears in the block. 

What has happened? Using reverse 
engineering, if the answer is 7, and the 
question has something to do with the 
number 3 and 4 ... Could it be that the 
spreadsheet has added the two num
bers? Let's check. 

Put the cursor on block C6, and look 
up towards the top of the screen, in 
the block next to the symbol Ix. In this 
block you will see the puzzling entry 
=SUM(C4:CS). What does this mean? 

In essence, the spreadsheet has added 
the two blocks. What you see next to Ix 
is a formula. The equals sign indicates 
that what follows is a formula (rather 
than a text entry, such as 'Hello Excel'). 
The word 'sum' indicates that the for
mula is the sum of a series of entries; in 
this case only two entries. The numbers 
between brackets indicate where the 
sequence of numbers to be added starts, 
and where it ends. So it has added 3 and 
4, and comes up with the answer of 7. 

A little more interesting? But to appre
ciate the enormity of this simple func
tion, go back to the number 3 and 
change it to 5. Faster than your eye can 
follow, the 7 changes to a 9, without any 
further instruction. The formula remains 
intact, and if you change the numbers 
which are being added in the range, the 
spreadsheet it will change the answer as 
rapidly as you can change the data. 

And in this simple example lies an 
illustration of the immense power of a 
spreadsheet. It can automatically calcu
late and recalculate a series of numbers, 
enabling you to make changes to figures 
and give you an instant answer. 
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So how can this be useful in practice? 
Spread sheets are at their best when 
you are tinkering around with numbers 
rather than with words, and supremely 
useful if you want to use a large range 
of data, but may want to make changes 
in your calculations for various reasons. 
By way of example, a case may involve 
complex calculations using assumptions 
which may be controversial (such as 
interest rate assumptions, yield assump
tions, life expectancy assumptions, etc) 
and which you may wish to change to 
see the effect on the bottom line. 

The best way of coming to an under
standing of this is to work through an 
example, hands on. You will need this 
article in front of you, and a blank 
spreadsheet open on your PC. 

Imagine that your client occupied com
mercial premises, traded successfully 
for almost four years of a ten-year lease, 
only to be unable to continue trad
ing because the building bums to the 
ground. Your client establishes that the 
landlord deliberately burned the build
ing, wishing to redevelop the property 
but being unable to persuade your cli
ent to forego the remaining six years of 
his lease. Your client elects to cancel, 
and has a damages claim for the profits 
which he would have made over the 
remaining six years of the lease. 

Leaving aside the question of expen
diture for the moment, you wish to 
calculate anticipated gross turnover for 
the six years in question, based upon 
the trading profits from the first month 
of trading (July 2000, in our example) 
to November 2003, the month of the 
fire. This article will concentrate on 
the catculation of rental income before 
the fire. In the next article, I will take 
you through the more complex issue of 
calculating the lost turnover, and how 
to change various assumptions to gauge 
the result on the amount claimed. 

It is good spreadsheet practice to start 
a few rows down - around row 5 
because you almost inevitably end up 
wanting to put a heading or caption 
at the top of the spreadsheet, and it is 
easier to leave the space for it from 
the start, rather than insert rows later, 
although this is possible. The example 
is going to get more complex the further 
you go, so try to stick to using the same 
cell references that I use, otherwise you 
may get lost. 

In column A, you are going to enter 
the months of the year, starting with 
JUly. So, for example, type 'July' in 
block A 7. Underneath that, type August, 
September, etc until you get to June. 

Then, across the top of the table, in the 
columns starting B, we are going to 
enter the years. So, in column B, in row 
6, type 'Y/E 30 June 2001'. In columns 
C, D and E put in the equivalent entries 
for 2002 to 2004. 

OK, first problem: you will note that 
the entry is too long for the block, and 
that some of the text disappears when 
you write in the adjacent column. Don't 
worry, it has not gone, it is just not vis
ible. 

Let's sort this problem out before we 
go any further. Go to your first entry 
on block B6, and then give the FQrmat 
menu a click with the mouse. Once you 
get the format options, click on 'C~lls ... '. 
The 'Format Cells' menu appears, with a 
number of tabulated options available to 
you. In passing, note that the first tab is 
called 'Number'. We will be returning 
to this later, but for present purposes you 
need the second tab, called 'Alignment'. 
Under the option called 'Text Control' 
you will see the words 'Wrap text' with 
a blank checkbox next to it. Click in 
this box with the mouse and then press 
'OK'. Voila! You will see that the text 
wraps around in the little cell, in the way 
that you are probably accustomed to 
when using a word-processing package. 
Now you need to do the same thing to 
the other cells to the right. To do them 
all at once, highlight them all with your 
mouse, and do the same thing. (This pro
cess of highlighting cells is colloquially 
referred to as 'painting', and a series of 
adjacent cells referred to as a 'range'. So 
the shorthand is to 'paint the range' of 
cells.) Once a range is painted, you can 
perform an operation once, and Excel 
will carry out the instruction in all the 
highlighted cells. 

While we are sorting out the appear
ance of the columns, let's do a proper 
job of it. At the top of column A, insert 
'Months'. Next, paint the range at the 
top of the table where you have put the 
headings. While the range is painted, 
click on the 'B' on the toolbar. The text 
becomes bold. You can do various other 
things to improve the appearance of the 
headings, such as giving them a back
ground colour, or by centering the text. 

See if you can find these options on the 
toolbars. 

At this stage (if you have not done so 
already), save your work. Choose a 
name which is meaningful, so you do 
not have to tear out your hair in months 
to come looking for a file which you 
know exists, but which is hidden in a 
remote corner of your hard drive and is 
resisting all attempts at being lured out 
of hibernation. 

To revert to the calculations: so far, 
you have months down the left of the 
table, and the relevant years horizon
tally at the top of the table. Now comes 
the 'data capture', actually entering the 
turnover figures for the various months 
of the various years. This is tedious 
stuff. Have a look at Table 1. This 
should represent roughly what you have 
on screen, but with the turnover figures 
inserted. You need to insert all those 
figures into your spreadsheet. 

At this stage, I usually abrogate my 
responsibilities to my typist, with instruc
tions to enter the data in the appropriate 
cells, and return the spreadsheet to me 
when it is done. You can do the same; 
nothing wrong with getting your secre
tary familiar with Excel while you are 
learning it. If you can't do this, email 
me at stevekc@law.co.za and I will send 
you a copy of the spreadsheet such as it 
appears in Table 1. Or you can be humble 
and type it in yourself, if only to experi
ence first-hand what a miserable job it is 
you will be giving your secretary to do. 

Assuming you now have your data 
capture complete, you are in a posi
tion to start the more interesting stuff. 
Go to the block immediately below 
the first column of figures, and use the 
same 'AutoSum' function (that's the 
M-on-its-side that you did some time 
ago) but this time don't press the enter 
key just yet. Note what happens. You 
will see that on-screen '=SUM(B7: 
BI8), appears . Excel is proposing to 
get the total (sum) of what is contained 
in the range of figures from B7 down 
to B 18. That is exactly what you want. 
Note in passing again that the program 
has picked up that B6 is not a number 
(it is a 'label') and should not be includ
ed in an arithmetic calculation. Clever 
things, these computers. 

Now you can hit the enter key. The 
result: a total for the year in ques
tion. If your data capture has been 
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Table 1 	 U sing the mouse, go to the grid refer
ences at the top of the matrix of blocks,

D Microsoft Excel - advo#ar3#t01 where the AB C ... for the column ref
i!) Ede ~dit yjew Insert Fw-mat lools !lata ~indow t1e1p Ado~ PDF erences are, and put the cursor on the 

D ~ ~ ~ e ~ [Q. ~ ~ ~ 

E12 ... fie 
A 

1 
2 
3 

~-----

4 
5 

6 Month 
7 Jul 75027 
8 Aug 60393 
9 Sep 77773 
10 Oct 85335 
11 Nov 90827 
12 Dec 162429 
13 Jan 150313 
14 Feb 93033 
15 Mar 87089 
16 Apr 95027 
17 Ma 78398 
18 Jun 69395 
19 
?O 

done correctly, you should have a total 
of 1 125 039. This figure represents 
your client's turnover in his first twelve 
months of trading. 

Now you need to know what turnover 
was achieved in the subsequent years. 
You can do this the wimp's way, and 
simply use the AutoSum key again. But 
be bold! Try something else. Go to the 
existing cell at the bottom of column 
B, and then - using your mouse - go to 
the 'Edit' menu, and click on '.copy'. 
You will note that your cell with the 
successful AutoSum formula in it now 
looks as if it has a precise procession of 
ants parading around its periphery. Now, 
paint the range of cells in columns C, D 
and E, adjacent to where this existing 
formula is. Having done that, go back 
to the 'Edit' menu and click on 'Paste'. 
The same formula - the sum of the cells 
above it - will appear in the relevant 
blocks. Put the cursor on anyone of these 
blocks, and note the formula which it 
contains (the formula appears in the box 
at the top of the spreadsheet). If you can't 
find him on your tool bar, turn on the 
formatting toolbar by right-clicking any
where on an open toolbar If you happen 
to be in column D, the numbers which 
have been totaled are those in column D. 
In other words, in copying across the for-

April 2005 ADVOCATE 
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85477 98725 113831 
68750 79305 91988 
88599 101493 115729 
1010~ - 112687 1316341 
103477 117797, 135597 
185141 
1i7959 - 205968 

104130 118541  -i

98410 113562 

108928 124003 
--~ 

_ 8_8_81_2+-1_ 1.91222 I 

78971 90816 I 
T I 
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mu la from column B, the range of cells 
totaled has changed from B to D, and the 
same for the other columns. This is use
ful, and saves time in most instances. But 
be aware that when you copy a formula 
from one cell to another, the references 
in source cell tend to change when pasted 
into the destination cell. Sometimes you 
may have a cell where you don't want 
anything to change. Not to worry, there 
is a way to achieve this. We will get there 
in due course. 

So far you have worked out the total 
turnover for each year. Before you for
get what this row represents, go the cell 
in the A column adjacent to the row 
where the totals are, and write the words 
'Annual Total' .The very first thing that 
we will tackle in the next article is 
working out how much the turnover has 
increased from year to year. So, while 
you are in column A, enter the words 
'Percentage Increase' underneath the 
words 'Annual Totals'. 

You will note that the words disap
pear again. You can fix this by doing 
the 'wrap' trick described above, but 
sometimes you don't want to do this 
for reasons of neatness. The other way 
of solving the problem is to widen the 
width of the column. Let's do that in 
this instance. 

dividing line between the A and the B 
column. You will see that the cursor 
changes shape, and is now a little verti
cal line with two short stubby arrows 
pointing left and right. This indicates 
that you are in a position to 'click and 
drag' the column divider. So, click and 
hold the mouse button, and drag the 
divider along to the right. You will see 
that the column widens, and a dotted 
line appears down the page where the 
divider will appear if you let go, so you 
can gauge exactly how far you want 
to move it with reference to the words 
'percentage increase'. Widen the col
umn so the words fit in. Note that one 
or two columns (inevitably) disappear 
off-screen to the right.They haven't dis
appeared; they are simply off-screen. 

Thus far, you have achieved a calculation 
of the annual turnover figures which your 
client achieved over the months of trad
ing from July 2001 to November 2004. 
You could - of course - have achieved 
the same thing with a calculator. But 
having it on a spreadsheet is an infinitely 
better option. The reasons will become 
self-evident in the next article, but a sim
ple example will suffice. All projections 
as to future loss of turnover are going to 
be dependent upon historic trading, and 
the trends established while your client 
was in occupation and trading. Imagine 
that this series of complex calculations 
has been effected, and your instructions 
change as to a single month's trad
ing. On a spreadsheet, you can simply 
change the single entry, and the results 
will ripple through the entire calculation. 
You can already get an inkling of this by 
changing a figure, and seeing the result 
ripple through to the Annual Total. With 
a calculator, you would have to recalcu
late entirely. With a spreadsheet, making 
changes is simplicity itself. 

The next article will take the above 
example further, commencing with cal
culations as percentage increases, year 
on year. If you are feeling adventurous, 
see if you can work out how to do this, 
and check the results against the next 
article. 

Remember to save your calculations; 
you will need them again next time. 

Happy computing. DJ 
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