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Introduction 
I have put together some sample solutions to the Excel issues as listed in email from Kleri on Thu 

15th Feb 2018.  I hope they give you an idea how you can improve your Excel skills and put 

together better travel admin spreadsheets. 

 

Example  1 : Arr_Dep- we receive arrival and departure times and flight manifests. We don’t 
always receive in the same format but the information is essentially the same 

Out of such lists we edit the information we need and create a list similar to the second document 
(1. Arrivals Odyssey). 
  
At the moment we work the lists manually but I know there are ways for Excel to filter and group 
the information together as we need. It. 
Also there is a way to compare the two lists and see if there are differences (eg. if a name is 
missing). Basically learn to use formulas and functions such as IF functions and VLOOKUP 

  
 

Solution 1: 
I think that when you transfer information from one spreadsheet to another, there is the possibility 

for manual errors.  So I thought it would be better to use the master Arr_Dep received 4.04.16 as a 

starting point and create reports using Pivot tables and Data Slicers within workbooks in the 

master spreadsheet which you receive. 

Before I created the Pivot table, I needed to make some minor formatting changes to your master 

data but they were not significant or time consuming. 

Here is one I created as a possible approach… 

 

Figure: Arrivals Report workbook in spreadsheet Arr_Dep received 4.04.16 - updated by BT 
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The Arrivals Report above is grouped by Arrival Date/Time as I thought that it was key information 
that made it easier to see at a glance the people arriving on a particular day.  The report you 
create i.e Arrivals American Amicable in spreadsheet Arrivals Odyssey 10.05, is in ascending 
order of Arrival Date/Time so I have just made in more easy to see at a glance. 
 
As you can see, there are Slicers to the right of the Pivot table for Arr Airport, Airline and Arr 
Date/Time.  Slicers are simply easy to use Filters and they make it easy to analyse the arrivals 
and gain insights that might be otherwise difficult to deduce from your current Arrivals 
spreadsheet.  Each individual view can be copied easily and possibly sent to each member of your 
hosting and welcoming team.  It can also be easily refreshed if you make changes to the master 
data.  It took me a while to get it right but I could easily show your team how to create it. 
 
As well as the Arrivals Report above, I also put together a sample Arrivals Summary… 

Figure: Arrivals Summary workbook in Arr_Dep received 4.04.16 - updated by BT 

  



 

Example 2 : Using the Departure time included in the first document we would like to be able to 
add 2 columns that will state the check in time and departure time from the hotel. Maybe an IF 
Function, like : 
IF departure time is 9:15 am, check in time should be 2.5 hours before this time (in our example at 
06:45am) and departure time from the hotel should be 3 hours before this time (in our example 
06:15am). 
  
At the moment we do this manually but we would like to be able to give excel an instruction so this 
happens automatically 

  

Solution 2: 
I added the two columns Hotel Depart and Check-in Time (as shown in red) on the screenshot 
below.  It wasn’t necessary to use an IF statement as it can be calculated by the following formula: 
Q2-2.5/24 and P2-0.5/24.  These formulas simply subtract the hours in decimal from the Departure 
time and divide by 24.  As the Hotel Depart and Check-in Time may be different for each 
Departure Airport, I could add a parameters table to make the solution more flexible. 
 

 
 
Figure: Worksheet Master Data + New Fields in spreadsheet Arr_Dep received 4.04.16 - 
updated by BT 
 
 
 
 
 
 
 
 
 
 
 
  



 

Example 3: explain how we should set up excel tables properly in order to be able to mail merge 
(letter or email) the information. Again in the example of a departure list to be able to send a letter 
to the person to advise them of departure time 

I have attached a sample of such a letter (Sample DN..) to show the information we would like to 
“pull” from the relevant departure list 

 

Solution 3: 

I added a new column called Email Address to Master Data + New Fields workbook in 

spreadsheet Arr_Dep received 4.04.16 - updated by BT.  I then started the mail merge in Word 

document Sample DN American Amicable.docx.  As part of that feature, I specified the 

spreadsheet/workbook above as the data source.  It was then a simple matter of just running the 

Email Merge process which sends the emails like sample below (see 3 circled fields which came 

from spreadsheet) 

 

 Figure: Sample Email sent from Word Doc Sample DN American Amicable.docx 

 
  



 

Example 4 : We want to learn to cross reference information deriving from various excel tables. 
For example : Are all guests who appear in document “Rooming List Dromoland… “ accounted for 
and included in the activities list of the other document (Dromoland Activities….) ? please note the 
second document includes various sheets 

  

Solution 4: 

I thought that the best solution to this was to add a column (in red) for each of the activities for 

both the main guest and their partner/friend.  So as you find out what activities each pair of guests 

decide to do, the relevant activity can then be set to ‘Yes’ using a drop down list.  You may also 

notice that I had to expand the Guest column as two separate columns (in green) containing both 

the First and Last name.  I now realise that this splitting of the Guest column may not be 

necessary for this solution and was done for an earlier solution. 

 

 

Figure: Main Data worksheet from Rooming List Dromoland-rcved 19.05.16 - method 2 

update main list and generate activity list 

 



 

Figure: cliffs of moher – pivot worksheet in same spreadsheet as figure above 

When the time comes to forward the Activity list to the Activity organiser, it can be generated with 

a Pivot table using an OR Filter techniques as shown above.  I need to look into how additional 

data can be added like a golfer being right/left handed and also how to record cancellations. 

 

Example 5 : VAT calculation. In document “sample costs for VAT” we need to learn to add a 
column with a drop down menu of VAT percentages, so that Excel calculates the VAT amount of 
the total sales cost automatically 

  

Solution 5: 
This solution involves adding a drop down list for the required VAT % and then applying the VAT 

to the Total Sales Cost.  

Conclusion 
I hope these sample solutions above are an improvement on the way you currently produce your 

Excel travel admin spreadsheets.  Pivot tables in particular can take a bit of time to get used to, 

but I think they are worth the effort as they can produce good summary reports. 

Come back to me if you would like to proceed with project where I would show you how to put the 

above solutions into daily use in your company. 


