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• A •
Access

exporting data to Excel, 197–198
importing Excel data to, 192–194
linking worksheets and database, 194–196

active cell, 16
alignment

aligning multiple graphics, 71
data, 17
header and footer, 119
horizontal and vertical data, 51
indenting data in cells, 59

And filters, 143
arguments, 27, 34
authentication, 161
AutoCorrect feature, 165, 166
AutoFill feature, 21, 31, 166, 216
AutoFilter feature, 136, 141
AutoFormat feature, 152
AutoOutline feature, 132
AutoSum feature, 30
average values, 30, 141
axes, chart, 102–103

• C •
calculations

formula options for, 30
PivotTable, 150, 154
Rule of Priorities for, 29
using dates in, 58

cells. See also formatting
annotating, 66

background color for, 53
borders for, 28, 57
changing active, 16
copying to Word, 178
cross-referenced, 79
defining absolute references in, 32
entering data in, 17, 25
extending data series with AutoFill, 21
filtering by color of, 142
finding, 16, 25, 99
formatting as table, 60
formula omits adjacent, 36
links in, 80
locking, 41, 214
merging to create title, 52
monitoring, 90
naming and using ranges of, 22–23
placing in slides, 186
precedent and dependent, 36
searching for blank values in, 137
selecting multiple, 19
showing/hiding formulas in, 44
sorting data by format of, 97
styling, 60
types of data in, 15
unlocking, 40, 43, 214
validating data entered in, 24–25
wrapping text in, 54

characters
macro, 158–159
restricted filename, 9
selecting special, 164
sort order for, 93
wildcard, 140
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charts
adding data tables to, 108
adding to slide, 188
adjusting location and type of, 106
axis options for, 110
creating, 102–103
customizing legends for, 108
deleting, 103
editing data in, 112
inserting, 104–105
organization, 201–207
PivotCharts, 155
placing graphics in, 112
printing, 121
selecting color style and theme for, 109
showing data labels on, 109
3-D, 111–112
title of, 102, 107

clip art, 67
closing Excel, 7
color

applying cell background, 53
changing font, 52
chart color style and theme, 109
editing worksheet tab, 77
filtering cells by, 142
organization chart’s scheme for, 206
sorting cells by, 97

columns
adjusting width of, 49
fields and, 125
freezing, 86
headings for, 118
maximum worksheet number, 15
merging, 168
showing/hiding, 40
splitting data into multiple, 167

comments, 172–173
commission calculator, 209–214
comparison filters, 139–140
Compatibility Mode, 10
compound formulas, 28–29
concatenating columns, 168

conditional formatting, 61
copying

cells to slides, 186
cells to Word, 178
formats, 59
formulas, 31–32
and pasting data, 20
subtotals, 131
table from Word into Excel, 181
worksheets, 75, 219

cropping images, 70
cross-referencing other workbooks, 79

• D •
data. See also protecting data; sorting data

aligning, 17, 51
copying and pasting, 20, 143
creating PivotTables for, 146–148, 155
editing source of chart, 112
entering in cells, 17, 25
entry screen for, 126–127
exporting Access to Excel, 197–198
filtering, 135
finding, 98–100
finding and replacing, 100
formatting, 51, 59, 62
grouping PivotTable, 152
importing to Access table, 192–194
indenting in cells, 59
options for calculating in formulas, 30
passwords protecting, 42–43
selecting PivotTable, 147, 149
sorting using multiple criteria, 94
splitting into multiple columns, 167
transposing, 20
types of cell, 15
undoing entry of, 18
using AutoFilter with, 136
validating entry of, 24–25

data forms, 126–128
dates

alignment of, 17
filtering data by, 142➟228
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formats for, 57
printing on worksheets, 120
sorting data by, 96
using in calculations, 58

defaults
changing font, 56
column width, 49
file location, 12
page margins, 117
row height, 50

deleting
cell data, 18
charts, 103
files, 12
macros, 162
organizational positions on charts, 204
PivotTables, 148
records, 127
tables in Word, 178, 180
worksheets, 74

disabling macros, 161

• E •
editing

cell data, 18
chart location, 106
column width, 49
comments in shared workbooks, 172
formulas, 31
inserted Word worksheets, 179
placeholder text, 203
source of chart data, 112
tracking changes to shared workbooks, 174
worksheet tab order, 75

embedding worksheets in Word, 180
errors

saving macro-enabled workbooks, 160
specifying action for data entry, 24
troubleshooting formula, 35–36

exporting Access data to Excel, 197–198

• F •
fields

adding PivotTable calculated, 154
renaming PivotTable, 151

files
assigning password to, 44
comparing and merging workbook, 176
creating, 9, 89
deleting, 12
opening Excel, 10, 39, 176
read-only, 38–39
renaming, 11
saving, 9–10

filtering
advanced, 143–144
AutoFilter feature for, 136
data by cell color, 142
date or time, 142
defined, 135
highest or lowest numbers, 141
multiple comparison criteria for, 140
PivotTable data, 149
removing, 137
searching for cells with blank values, 137
using comparison filters, 139–140
using second sort filter, 138
values above or below average, 141
wildcard characters for, 140

financial planning, 223–226
finding

average values, 30
cells with data validation, 25
data, 98–100
named ranges, 22
records, 127
and replacing data, 100
words with thesaurus, 165

fonts
color of, 52, 97
editing default, 56
selecting attributes for, 53
sizing header and footer, 119 ➟229
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footers, 119–120, 218
formatting, 47–54, 55–62

adjusting column width, 49
background color of cell, 53
cells, 57, 60
changing row height, 50
conditional, 61
copying formats, 59
creating title by merging cells, 52
currency cells, 214
data, 51, 59, 62
dates, 57
fonts, 52–53, 56
locating cells by format, 99
medical cost tracker worksheets, 218
from Mini Toolbar, 56
PivotTables, 151–152
tables, 60
text, 54
values, 48

formulas
absolute cell references in, 32
amount due, 217
compound, 28, 29
copying, 31–32
counting sales, 212
dates in, 58
defined, 15
editing, 31
errors in, 35–36
finding average value, 30
functions and arguments in, 27
generating IF statement, 34
operators with, 28
referencing other, 78–79
Rule of Priorities in, 29
showing/hiding in cells, 44
total sales, 211

• G •
graphics

aligning multiple, 71
clip art on worksheets, 67

cropping and flipping, 70
customizing header and footer, 120
drawing shapes, 65
grouping and order of objects, 72
illustrating with arrows, 64
inserting images on worksheet, 65
manipulating, 69
placing in charts, 112
SmartArt, 202
WordArt, 68

gridlines, 103, 110, 118

• H •
headers, 119–120
headings

collapsing subtotal, 129–130
entering worksheet, 210, 216
printing row/column, 118

• I •
IF statements, 34, 212–213
images

cropping, 70
inserting on worksheet, 65
placing in data series, 112

importing data to Access, 192–194

• K •
keyboard shortcuts, 7, 102, 159

• L •
labels

aligning and entering as value, 17
defined, 15
mailing, 184
showing on charts, 109

layout
page, 115–117
switching organization chart, 205

locking cells, 41, 214➟230
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• M •
macros

about Excel, 157
adding toolbar button for, 162
assigning keystrokes in, 159
checking security level for, 161
deleting, 162
naming, 158
opening/saving macro-enabled workbooks, 160
recording, 158
running, 159

• N •
named ranges, 22–23
names

errors in formula, 35
macro, 158
named cells, 22–23
restricted characters for file, 9
workbook, 6, 9, 11

navigating between worksheets, 16
numbers

adding with AutoSum, 30
comparison filters with, 140
filtering by highest or lowest, 141
formatting, 48
sort orders for, 92
stored as text, 35

• O •
Office button, 6
opening

data forms, 127
Excel, 6
files, 10, 39
macro-enabled workbooks, 160
new medical bill tracking workbooks, 222
templates, 89

organization charts, 201–207
creating and entering text for, 202–204
modifying shape and attributes for, 205–207
switching layouts in, 205

outlines, 132–133

• P •
pages

breaking, 115
margins and size of, 117
numbering, 120
orientation and size of, 116

passwords, 42–44
pasting

data, 20, 144
Smart Tags, 166

PivotCharts, 155
PivotTables

about, 145
adding calculated fields to, 154
autoformatting, 152
calculating percent of totals, 154
changing calculation type, 150
creating, 146–148
formatting values in, 151
generating multilevel totals, 153
grouping data on, 152
renaming fields in, 151
selecting and managing data for, 149
sorting data for, 150

PowerPoint
copying cells to slides, 186
dragging Excel table into, 187
inserting saved worksheet or chart on slide, 188
using with Excel, 185

previewing
merged documents and labels, 183–184
workbooks before printing, 115
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printing. See also pages
electronic postage and postal bar codes, 183
gridlines and row/column headings, 118
headers and footers, 119–120
medical cost tracker, 218
previewing workbooks before, 115
specific workbook area, 116
worksheets and charts, 121

protecting data, 37–44. See also showing/hiding
authentication, 161
hiding data in workbook, 43
locking cells, 41, 214
marking workbook as final, 39
open hidden workbooks, 38
opening macro-enabled workbooks, 160
passwords for, 42–44
protecting worksheets, 41, 219
read-only files, 38–39
showing/hiding cell formulas, 44
unable to AutoFilter protected data, 136
unlocking cells, 40, 43, 214

• R •
read-only files, 38–39
recording macros, 158
references

absolute cell, 32
circular, 35
cross-referencing other workbooks, 79
generating to other worksheets, 78
multiple cell, 28

removing
cells from Watch window, 90
conditional formatting, 61
data validation, 25
data visualizations, 62
duplicate records, 96
filtering, 137
indentation, 59
links, 80
subtotals, 131

renaming
files, 11
PivotTable fields, 151
worksheets, 75

repeating last action, 18
resizing graphics, 69
revision markers in workbooks, 176
Ribbon, 7, 158
rotating

graphics, 69–70
text, 54

rows
adding and removing outline groups for, 133
changing height of, 50
excluding blank rows in filtering, 144
freezing, 86
maximum number in worksheet, 15
printing headings for, 118
records and, 125
repeating, 118
showing/hiding, 40

Rule of Priorities, 29
running macros, 159

• S •
saving

changes to read-only files, 38
charts, 105
files with new name, 11
macro-enabled workbooks, 160
macros, 159
templates, 88, 222
workbooks, 9–10

shapes
changing organization chart’s, 206–207
drawing, 65

shared workbooks
about, 171
accepting or rejecting changes to, 175
adding and editing comments in, 172
enabling workbook sharing, 173
merging, 176
tracking changes in, 174
viewing multiple comments, 173➟232
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showing/hiding
cell formulas, 44
individual subtotals, 129
open workbooks, 38
rows and columns, 40
workbooks data, 43
worksheets, 77

slides, 186–189
Smart Tags, 166
SmartArt graphics, 202
sorting data

based on cell format, 97
creating customized list, 95
day, month, or custom list, 96
multiple criteria for, 94
PivotTable data, 150
searching for data, 98
Sort command for, 93
toolbar for, 92

spell checking, 114, 164
styles

chart color and theme, 109
formatting cell, 60
organization chart, 206

subtotals
collapsing heading for, 129–130
copying or removing, 131
creating multiple, 130
generating worksheet, 128
showing/hiding individual, 129
using, 125

• T •
tables

adding to charts, 108
copying from Word into Excel, 181
creating commission, 210
deleting in Word, 178, 180
dragging into PowerPoint, 187
formatting cells as, 60
importing data to Access, 192–194

tabs, 6, 75, 77
templates, 88, 89, 222

text
annotating worksheets with, 66
AutoCorrect options for, 165
editing placeholder, 203
entering on organization charts, 202–204
filtering, 139
finding words in thesaurus, 165
headings for medical cost tracker, 216
rotating and wrapping, 54
spell checking, 114, 164

3-D charts, 111–112
titles

cell, 52
chart, 102, 107
freezing worksheet, 86
printing column and row, 118

totals. See also subtotals
commission calculator, 213
creating formulas for medical cost, 216
medical cost tracker, 220–221
PivotTable, 153–154

tracking
medical costs, 215–222
shared workbook changes, 174

• U •
undo, 18
ungrouping outlines, 133
unlocking cells, 40, 43, 214

• V •
validating data, 24–25, 217
viewing

chart titles, 107
formulas instead of results, 36
multiple comments, 173
workbook properties, 13

views, worksheet, 85

➟233

Index

35_039212 bindex.qxp  12/29/06  11:11 PM  Page 233



• W •
wildcard characters, 140
Word

copying Excel cells to, 178
copying table to Excel, 181
embedding worksheets in, 180
inserting and editing worksheets in, 179
mail merge letters and labels, 182–184
using with Excel, 177

workbooks. See also shared workbooks; worksheets
adding manual page break to, 115
cell formulas hidden in, 44
creating from existing file, 89
cross-referencing other, 79
data hidden in, 43
deleting worksheets, 74
e-mailing, 121
formulas referencing other worksheets, 78
hiding open, 38
inserting worksheets in, 74
macros in, 159–160
making template of worksheets, 88
marking as final, 39
moving or copying worksheets to different, 76
paper orientation and size of printed, 116
passwords for, 42–43
previewing before printing, 115
printing, 116, 119–120
protecting worksheets, 41
read-only, 38
renaming, 11
revision markers in, 176
rows and columns hidden in, 40
saving, 9–10
specifying and viewing properties, 13
unlocking cells, 40, 43, 214
worksheets hidden in, 77
zooming in/out, 84

worksheets. See also sorting data; workbooks
active cell for, 16
adding, 74
aligning graphics on, 71

annotating, 66
AutoOutline for, 132–133
changing tab colors for, 77
commission calculator, 209–214
comparing, 88
copying and pasting data, 20
cross-referencing other workbooks, 79
defined, 73
deleting, 74
duplicating, 75, 219
editing or deleting cell data, 18
embedding in Word, 180
entering cell data in, 17, 43
extending series with AutoFill, 21
fitting to page, 117
format and print options for medical cost tracker, 218
freezing titles of, 86
generating references to other, 78
hyperlinks in, 80
images on, 65
inserting into Word, 179
linking to Access database, 194, 195–196
manipulating graphics in, 69
moving or copying to different workbook, 76
naming and working with cell ranges, 22–23
navigating between, 16
number of columns and rows in, 15
password-protected, 43
placing arrows on, 64
printing, 121
protecting, 41, 219
renaming, 75
saving charts on, 105
selecting multiple cells, 19
showing/hiding, 77
switching view modes for, 85
template saved from, 88
transferring filtered data to new, 144
updating links to, 180, 189
validating data entry, 24–25
working with subtotals, 128–131
zooming in/out, 84
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