


antivirus programs, 418
apostrophe (‘), at beginning of

numbers, 50
application-level setting, 55
Apply Names dialog box, 104
area chart, 256, 257
arguments

defined, 447, 453
with functions, 112
in SUBTOTAL function, 118–119

arithmetic operators, 92–93
Arrangement group, 297
array formulas, 214
arrow, converting to lines, 293
arrow keys, 37
ascending sort order, 183, 461
Assign Macro dialog box, 398–399, 408
asterisk (*) wildcard character, 463
auditing formulas, 106–107
AutoCalculate, 85–87, 120
AutoComplete, 61, 447
AutoCorrect

defined, 448
described, 62–63
dialog box, 63, 379
options, 63, 379

AutoFill
copying formulas using, 95–96
creating custom lists using, 63–64
date-filling behavior, 60
defined, 448
filling number series using, 59–60
options button, 59
with UPPER, LOWER, and PROPER,

127–128
AutoFilter, 188–189
AutoLists, 427
automation

formatting, punctuation for, 50
page breaks, 319
saving backup files, 20

AutoRecover, 20–21
AutoShapes, creating, 299–300
AutoSum

changing function in, 88
COUNT calculation, 120
described, 85, 87–88
on Formulas tab, 192, 193

AVERAGE calculation by SUBTOTAL
function, 119

AVERAGE function, 115, 116
axes

category, 245, 463
data, 464
defined, 448
format, 270
number-formatted, 266
scale, changing, 269–271
secondary, 281–283, 460
x-, 448, 463
y-, 448, 464

B
backup files, automatically saving, 20
bar chart, 256, 257
BeforeClose macro, 429–431
blank cells, 115, 184
blank lines, creating in macros, 429
bold, applying, 145
Boolean values, defined, 448
border(s), 146–148, 260
Border tab, Format Cells dialog box, 148
bubble chart, 258, 259
business data, moving averages in,

280–281
button control

creating, 398–399
defined, 448
described, 387

button, worksheet, 386

C
calculation function

in AutoSum, 88
changing, 86, 174
in PivotTable, 237–239, 245

calculations
basics of, 85–110
simple, 85–89

calculator, 88–89
Camera button

adding, 305
taking pictures of selected cells, 438–439
taking pictures of different areas, 312

capital letters in names, 99
category axis, 245, 463
cell(s), 28

active, 9, 425, 447
adding to formulas, 106
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address, 117, 447, 448
becoming Word tables, 360
blank, 115, 184
changed in shared workbooks, 346
changing in Solver, 218, 220
clearing selected, 65
color in, 148–152
copying, 74
cutting, 74
data entry, into, 49–50, 52, 57–58
defined, 448
deleting, 79
dependent, 106, 107
entries, editing, 69–70
formatting, 72, 143–161, 448
formulas, entering, 93
identified by references, 90
inserting, 79
joining displayed values in multiple,

128–129
linked, 384–385, 440
merging, 158–159
naming, 95, 98–105
number formats, 163–164
opening, 9
parsing, 80–81
pasting, 74, 304–306
rearranging, 79–80
recording macro to select list, 406
result, defined, 460
selecting, 18, 39, 69, 114, 438
starting new line in, 56–57
text, fitting in, 152–160
unlocking, 354
wrapping text in, 156–157

cell references
about, 89–90
defined, 89
replacing in formulas, 105
versus static entries, 93
types, 90–92

CellAbove, 134–135
Center button, Format Cells dialog box, 159
centering

check box over cells, 433
data on page, 325, 326

Change Chart Type dialog box, 288
change conflicts, resolving, 347
changes

history of, 349–350
in shared workbooks, 346–351

showing over time, 256
tracked, accepting and rejecting,

348–349
chart(s). See also embedded chart;

PivotChart
3-D, 274–275, 448
3-D bar, 256
100% stacked-column, 258
activating, 447
adding titles to, 268–269
adding trendlines to, 276–281
area, 256–257
bar, 256–257
bubble, 258–259
changing data on, 260–261
column, 256
combination, 256, 268, 283
compared to PivotCharts, 242
cone, 256
creating, 245, 251–254
custom formats for, 286–288
cylinder, 256
defined, 448
doughnut, 258
formatting, 265–288, 338–340
as graphic objects in Word, 360
instant, 252
instant, creating, 252
layout of, changing, 261–262
line, 256–257, 268
location of, changing, 263
object, 448
organization, 303–304
organization, creating, 303–304
pasting into PowerPoint slides, 367
pie, 256, 258, 272–274
printing, 315, 338–340
pyramid, 256
radar, 258, 259, 448
scatter, 448
sorting data in, with PivotChart, 245
stock, 258, 259
surface, 258, 259
text, 448–449
types of, 253, 256–260, 449
XY Scatter, 259–260, 276, 463–464

chart area, 448
chart elements

deleting, 269
formatting, 266–269
resizing or repositioning, 242
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chart elements (cont.)
selecting, 266–267
small, grabbing, 267

chart presentation, sample worksheet,
437–442

chart sheet
adding data to, 261
defined, 251, 448
printing, 315

Chart tab, Page Setup dialog box, 
338–340

chart toolbar, 449
Chart Tools tab on the Ribbon, 267
Chart Wizard, 252–254
Charts group, 254–255
check box

centered over cells, 433
creating, 397–398
Group similar taskbar buttons, 16, 17
Hidden, in Protection tab, 354
Locked, for controls, 389
snapping into alignment, 434
unlinked, 398
in worksheet, 386

check box control, 387, 449
check mark button, 9
checkbook calculator sample worksheet,

423–431
Choose Data Source dialog box, 194, 196
Choose SmartArt Graphic dialog box,

303–304
circle

circumference of, 92
drawing, 293

Circle Invalid Data button, 110
circular reference

defined, 449
message error, 108
option, 110

clip art, 286, 301–303
Clip Art task pane, 286, 301, 302
Clipboard pane, 74–75, 449. See also Office

Clipboard
closing

Excel, 25
windows, 24, 43
workbook files, 24

Code window
defined, 449
in Visual Basic Editor, 408, 410–412

Collapse/Expand icon, 114
colon (:)

in range reference, 90
in time entries, 51, 52, 167

colors
adding in cells, 148–152
applying from palette, 295, 296
custom, creating, 151–152
selecting scheme for, 378

Colors dialog box, 148, 149, 151–152
column(s)

address, 447
defined, 449
deleting, 77
freezing, 40
hiding, 157–158, 207, 312, 437
inserting, 78
labels, printing on every page,

329–332
multiple, creating, 80–81
in PivotTable, 224
rearranging, 79–80
referencing entire, 90
repeating entries in, 61–62
selecting, 39
sorting, 185
switching to rows, 159–160
width of, 154–156
worksheet, 28

column chart, 256
combination chart, 256, 268, 283
combo box, 384, 389, 390–391
combo box control, 387, 449
combo drop-down control, 388
combo list control, 388
comma, separating groups of 

numbers, 50
comma style, 165, 176, 177
command bar, 449
comments

adding to worksheets, 81–82
in changed cells, 346
defined, 449
in macros, 411, 412

communications device, shared workbook
as, 344

Compare Side by Side command, 43–45
comparison operators, 449
CONCATENATE function, 128–129,

136–137
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conditional formatting
applying, 171–173
defined, 450
MAX and MIN with, 119–120
in time-log template, 436

cone chart, 256
conflicts. See change conflicts
Consolidate dialog box, 204–205
consolidation

compared to PivotTable creation, 224
of data, 203
of tables, 204–205

consolidation tables, creating, 204–205
constant, 450
constant value, 100
constraints

defined, 450
Solver, 219, 220–221

Control tab
of Format Control dialog box,

392–396, 435
of Format Object dialog box, 397

controls. See also worksheet controls
ActiveX, 383
adding to worksheets, 383–399
button, 387, 398–399, 448
check box, 387, 449
clicking, 389
combo box, 387, 449
combo drop-down, 388
combo list, 388
form, 386–388
formatting, 388
Group Box, 387, 454
label, 388, 454
List Box, 387, 455
Option Button, 387, 456
Scroll Bar, 388, 460
spin button, 387
spinner, 461
text field, 388

CONVERT function, 131–132
Convert Text to Columns Wizard, 80
Convert to Range option, 66–67
Copy dialog box, 34
Copy to Collection dialog box, 301
copying

cells, 74
data, 73–76
dialog boxes, 34, 301
formatting, 160–161

formulas, 94–96
history sheets, 349
lists, from Word into Excel, 365
shapes, 294
workbook styles, 178
worksheets, 33, 33–35

COUNT calculation by SUBTOTAL
function, 119

COUNT functions, 120–122
COUNT NUMS calculation, 120
COUNTA calculation, 119, 120, 133
COUNTIF function, 121–122, 432,

434–435
Create Chart dialog box, 242–243
Create Names dialog box, 100
Create New Data Source dialog box,

194–195, 196
Create PivotTable dialog box, 225–226
Create PivotTable with PivotChart dialog

box, 244
criteria

for data validation, specifying, 68
defined, 450
filtering with, 189–192

Ctrl
copying worksheets using, 33
dropping data into Access using, 367

Ctrl+’, 53, 58, 94
Ctrl+; (semicolon), 53, 127
Ctrl+A, 39
Ctrl+B, 145
Ctrl+Backspace, 38
Ctrl+C, 53, 74
Ctrl+click, 16, 58, 316
Ctrl+D, 53, 58
Ctrl+Down Arrow, 406
Ctrl+End, 37, 38
Ctrl+Enter, 53, 58
Ctrl+F, 70, 72
Ctrl+F1, 376
Ctrl+H, 72
Ctrl+Home, 37, 40
Ctrl+I, 145
Ctrl+O, 14
Ctrl+Pg Dn, 37
Ctrl+Pg Up, 37
Ctrl+R, 58
Ctrl+Shift+;, 53
Ctrl+U, 145
Ctrl+V, 53, 57, 74
Ctrl+X, 53, 57, 74
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Ctrl+Y, 65
Ctrl+Z

described, 53, 63, 65, 74, 230, 367
fixing macro using, 416
undoing Replace All using, 73
undoing rotation using, 274
undoing sort using, 188
using undo for best fit, 155

Currency style, 176, 177, 215
currency symbol, 50
cursor, 450. See also insertion point
custom named view, printing, 314
CUSTOM.DIC, 83
Customize Quick Access Toolbar 

option, 7
customizing

chart formats, 286–288
colors, 151–152
Excel, 377–378
formats, 168, 169–171
headers and footers, 333, 334–336
lists, 63–64, 187
number format, 175
sort order, 187, 450
styles, 177
zoom setting, 46

cylinder chart, 256

D
dashes in numbers, 51
data

centering on page, 325, 326
copying, 73–76
deleting, 64–65
entering, 49–50, 52, 53–54
finding and replacing, 70–73
linked, freezing, 362
moving, 73–76, 364
organizing, 183–201
pasting, 360, 367
presenting with charts, 251–263
sending to Access, 366–367
sending to Word, 358–365
summarizing with PivotTables, 223
validating, 67–69

data area in PivotTable, 224
data axis, 464
data entry, techniques, 52–65
Data group, PivotTable Tools tab, 230

data labels
adding to charts, 266, 284
defined, 450
deleting, 285
described, 283–285
formatting, 284

data markers
defined, 450
printing, 339

data points
correlation of, 277
defined, 450
missing, interpolating, 268

Data Quick Access Toolbar, 8
data range, changing, 261
data series

defined, 450
for moving average, 281
reordering, 271

data sharing, 358–365. See also shared
workbooks

data source
defined, 450
for Query Wizard, 194–196
range, changing, 228

data tables
comparing answers with, 212–215
creating instant charts using, 252

data validation, 67–69
Data Validation dialog box, 67–69
Databases tab list, 194
date

calculating, 138
current, entering, 53
formatting, 51–52, 167–168
unchanging, entering, 127

Date and Time functions, 138
DAY function, 138
decimal equivalent, for fractions, 56
decimal fraction format, 453
decimal places, displaying, 165
decimal point, entering, 50
decision making, better, 203–204
Decrease Decimal button, 165
default folder, changing for documents,

18–19
default startup workbook, 451
default templates, changing, 23–24
Define Name dialog box, 134
Delete dialog box, 79
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deleting
cells, 79
chart elements, 269
columns, 77
data, 64–65
data labels, 285
embedded Excel object, 364
linked objects, 363
macros, 417
names, 103
PivotTables, 229
queries, 199
rows, 77
shortcut icon label, 15
styles, 178–179
trendlines or text boxes, 280
worksheets, 36

delimiters, defined, 80, 451
dependent cells, 106, 107
dependent workbook, 98
dependent worksheet, 451
dependents, 451
descending sort order, 183, 184, 461
Design tab

applying chart style using, 254, 255
on the Ribbon, 261, 262

desktop, starting Excel from, 4
destination area, 204, 205, 451
Developer tab on the Ribbon, 

378, 386, 402
Diagnose button under Office

Diagnostics, 12
diagrams, creating, 303–304
dialog boxes. See also Format Cells dialog

box; Page Setup dialog box
Add Scenario, 208, 209
Advanced Filter, 192
Apply Names, 104
Assign Macro, 398–399, 408
AutoCorrect, 63, 379
Change Chart Type, 288
Choose Data Source, 194, 196
Choose SmartArt Graphic, 303, 304
Colors, 148, 149, 151–152
Consolidate, 204–205
Copy to Collection, 301
Create Chart, 242–243
Create Names, 100
Create New Data Source, 194–195, 196
Create PivotTable, 225–226

Create PivotTable with PivotChart, 244
Data Validation, 67–69
Define Name, 134
defined, 451
Delete, 79
Edit Data Source, 261
Edit Hyperlink, 17
Error Checking, 109–110
Find and Replace, 71, 72
Format Axis, 270
Format Chart Area, 275
Format Control, 392–396, 435
Format Data Labels, 284
Format Data Point, 286
Format Data Series, 282, 286, 287
Format Object, 389–390, 391, 397
Format Trendline, 278, 279, 281
Function Arguments, 113–114, 122,

125, 132
Go To, 131, 133
Greater Than, 172
group launcher, 5
Header, 334, 335
Highlight Changes, 347–348, 349
Import Data, 198
Insert, 35, 79
Insert Function, 112–113
Insert Hyperlink, 17–18
Insert Picture, 301
Macro Options, 407
Move Chart, 246–247, 263
Move or Copy, 34
Name Manager, 100–103
New Formatting Rule, 173
New Web Query, 200–201
ODBC Microsoft Excel Setup, 195, 196
Paste Special, 361, 362
PivotTable Field, 238
PivotTable Field List, 226, 227, 231
PivotTable Options, 239
Print, 312, 313, 314, 316
Protect Sheet, 353–354, 355
Protect Workbook, 353
Publish as Web Page, 368–369
Replace, 71, 72
Resolve Conflicts, 347
Save As, 368
Scenario Manager, 208, 210, 211
Select Changes to Accept or

Reject, 348
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dialog boxes (cont.)
Select Workbook, 195, 345, 350
Sort, 186, 187
Sort Warning, 185
Spelling, 83–84
Subtotal, 206–208

dictionary, editing, 83
discontiguous selection, 451
displayed values, 9, 173–175
Distribute commands, 298
#DIV/0! error, 108
dollar signs ($), determining reference

type, 91
double-clicking to best fit columns or

rows, 155–156
doughnut chart, 258
.dqy extension, 199
draft quality, 339
dragging

to change column width or row
height, 154–155

Excel icon to desktop, 4
field buttons, to pivot layout, 

230–231
field names, 231
fill handle, 58–59
hyperlinks into Excel, 367–368
ranges, 73, 73–74
to rotate 3-D charts, 274–275
to select chart data, 252
sheet tabs, 33–34

drawing
basic shapes, 293–294
text boxes, 300

drilldown in PivotTable
re-enabling, 239
for source data, 239

drop-down list, picking from, 61–62
duplicate entries, in long lists, 124
dynamic lists. See also list(s)

AutoFilter applied to, 189
creating, 65–67
defined, 55, 451
source range for, 228

dynamic range
defined, 451
defining, 133–135
testing, 133–134
using, 134–135

dynamic source range, 130, 228

E
Edit Data Source dialog box, 261
Edit Hyperlink dialog box, 17
editing

cell entries, 69–70
dictionary, 83
footers, 336–337
in Formula bar, 106
formulas, 105–106
lists, 378
macros, 408, 413–417
names, 102–103
pictures, 303
range names, 102–103

Editing tab, Share Workbook dialog
box, 345

e-mail messages
sending tables of data as, 352
sending workbooks as attachments

to, 351
embedded chart. See also chart(s)

adding data to, 260
defined, 251, 452
moving, 262
printing, 315
resizing, 263

embedded objects, 358. See also objects
compared to linked, 359
Excel, working with, 363–364

embedding, 451–452
empty text, 452
End Sub line of a macro, 411, 412
Enter

defined, 452
moving active cells using, 53, 54

Entire workbook option, Print dialog
box, 316

environment
of Excel, 4–12
Formula bar, 8–10
Help button, 10
menus, 6–7
Microsoft Knowledge Base, 13
Office Diagnostics program, 12–13
Ribbon, 5
status bar, 10
task panes, 5–6

equations
on charts, 279, 280
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mathematical, visual representation
of, 277

quadratic, solving with Goal Seek, 217
error(s)

#### error, 108
circular reference, 108
#DIV/0! error, 108
in formulas, locating, 109
in macros, fixing, 416–417
#N/A error, 108
#NAME? error, 108
#NULL! error, 108
#NUM! error, 108
#REF! error, 108
#VALUE! error, 108
in worksheets, locating, 108–110

Error Alert tab, stop style on, 110
Error Checking dialog box, 109–110
Esc, 53, 69
Excel

Access and, sharing data, 366–367
controls in, types of, 383
default window, 4
embedded object from, working with,

363–364
icon, dragging to desktop, 4
personalizing features of, 377–378
quitting, 25
starting, 3–4
Word and, sharing data, 358–365

Excel table. See table
extensions, file, 22
External Data toolbar buttons, 198
external reference, 452

F
field(s)

defined, 452
filtering with, 191
in lists, 183
PivotCharts, removing, 233, 245
PivotTables, adding, 231–232, 245
sorting lists by, 184–185

field buttons, 230–231
field label in PivotTable, 224
file(s), creating hyperlinks to, 17–18
file extensions, 22
file icons. See icon(s)
file properties, settings, 19–20

fill color, 148, 452
Fill Color button, 148–149
fill handle, 58–59, 452
Fill tab, Format Cells dialog box, 149–151
filtering

defined, 452
described, 183
ignoring cells hidden by, 118
records, 188–192
records, calculating, 192–193
setting criteria in Query Wizard, 197

Find and Replace dialog box, 71, 72
Find what box, 70, 72
finding. See also searching

answers, 203–222
clip art, 286
data, 70–73
duplicate entries in long lists, 124
invalid data in worksheets, 109–110
specific entries in lists, 124
text strings, 70–71

fixed decimals
entering numbers with, 54–55
macros turning on and off, 

427–429
floating toolbar, 452
folder nodes, 409
font

color, 148, 452
defined, 452
formatting, 144–146

Font and Alignment Ribbon groups,
143–144

Font button, Formatting toolbar, 145
Font section, Home tab, 148
Font tab settings, 145–146
footer(s)

creating, 332–336
editing and customizing, 336–337
inserting pictures in, 336
prebuilt, 334

forced breaks, 157
form controls, 386–388
Format Axis dialog box, 270
Format Cells dialog box

adding colors, 149–151
Alignment tab, 152–153, 156
applying formatting options 

from, 144
Border tab, 146–148
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Format Cells dialog box (cont.)
Center button, 159
Number tab, 165–167, 168, 169–171
Protection tab, 354

Format Chart Area dialog box, 275
Format Control dialog box, 392–396, 435
Format Data Labels dialog box, 284
Format Data Point dialog box, 286
Format Data Series dialog box, 

282, 286, 287
Format Object dialog box, 389–390,

391, 397
Format Painter, 160–161
Format Picture button, 336
Format tab on the Ribbon, 294–297
Format Trendline dialog box, 278, 279, 281
Format/Picture Tools tab, 302–303
formatting

automatic, punctuation, 50
cell, 71, 72, 143–161
charts, 265–288
controls, 388
copying with Format Painter, 160–161
customizing, 169–171
data labels, 284
dates, 167–168
defined, 143
font, 144–146
graphic objects, 294–299
negative numbers as integers in, 175
numbers, 163, 239
objects, 294–297
PivotCharts, 246
positive numbers as integers in, 175
printed charts, 338–340
printed pages, 319–340
Ribbon buttons for, 164–165
streamlining, with styles, 175–179
text entries, 169
times, 167–168
trendlines and text boxes, 280

Formatting tab on the Ribbon, 267
Forms toolbar, 387, 452
formula(s). See also named formula

auditing, 106–107
for checkbook calculator, 425–426
copying with AutoFill, 95–96
defined, 453
displaying, 94
editing, 105–106
errors in, locating, 109

linked, updating, 98
linking worksheets or workbooks,

96–98
moving and copying, 94–96
names for, 100–101
tracing, 106–107
writing, 92–94
zeroes resulting from, hiding, 174

Formula Auditing toolbar, 109
Formula bar, 8–10, 106, 163, 453
formula cell, copying, 94–95
Formulas Quick Access Toolbar, 8
found-cells pane, Find and Replace dialog

box, 71
fractions, entering, 56
free-floating text on charts, 266
freezing

columns, 40
linked data, 362
panes, 39–40
rows, 40

Full Module View, Code window, 410
full-screen view, switching to, 374
function(s). See also calculation function

AVERAGE, 115, 116
combining for more power, 132–138
common and useful, 114–132
CONCATENATE, 128–129, 136–137
CONVERT, 131–132
COUNTIF, 121–122, 432, 434–435
DAY, 138
defined, 111, 453
described, 85
HLOOKUP, 122
IF, 123–124, 135–136, 456
LEFT, 128, 137
LOWER, 127–128
MAX, 119–120
MIN, 119–120
MONTH, 138
names of, 112
NOW, 126–127
opening directly to, 114
PMT, 125–126, 213, 214, 215–216
PROPER, 127–128, 137
RIGHT, 128, 137
SUBTOTAL, 66, 115, 117, 192–193
SUM, 115–119, 436
SUMIF, 115, 116–117, 122, 204
TODAY, 126–127
UPPER, 127–128, 137
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using, 111–114
VLOOKUP, 122–123, 136, 157, 385
WEEK, 138

Function Arguments dialog box, 113–114
CONVERT section of, 132
PMT function, 125
for VLOOKUP, 122

Function Library, Formulas tab, 131
function name in the Select function

list, 113
Function Wizard (fx button), 8, 112, 453

G
General number format, 166, 453
global setting or procedure, 453
Go To dialog box, 131, 133
Goal Seek, 215–217, 453
graphic objects, 294–299, 453. See also

shape(s)
graphical object picture marker, 286
graphics file, using as picture marker, 286
Greater Than dialog box, 172
gridlines

chart, 453
worksheet, 294, 337

group(s)
Active Field, 230
Arrangement, 297
Charts, 254–255
Data group, PivotTable Tools tab, 230
defined, 454
Font and Alignment Ribbon, 143–144
Group, PivotTable Tools tab, 230
Picture Tools, 303
PivotTable Options, 230
on the Ribbon, 5
Shape Styles group, Format tab, 295
Shapes, 291–292
Show/Hide group, PivotTable Tools

tab, 229
Sort group, PivotTable Tools tab, 230
Tools group, PivotTable Tools tab, 229

Group Box, 392, 393–394
Group Box control, 387, 454
Group, PivotTable Tools tab, 230
Group similar taskbar buttons check box,

16, 17
[Group] in program title bar, 30
grouping objects, 298–299
Growth Trend command, 60

H
hand mouse pointer, 18
handles

around chart data, 260
defined, 454
resizing charts using, 263

hardcode, 454. See also static entry
hatched-line insert bar, 79, 80
header(s)

creating, 332–336
editing and customizing, 336–337
inserting pictures in, 336
page, compared to print titles, 330
prebuilt, 334

Header and Footer buttons, listing of,
335–336

Header dialog box, 334, 335
Header/Footer tab, Page Setup dialog

box, 333, 334
headings, 184, 185
Help button, 7, 10–12
help, getting, 10–12
Hidden check box, Protection tab, 354
hiding

columns, 157–158, 207, 312, 437
details of inner fields, 233–234
details in PivotTable, 234, 239
items on category axis, 245
linked cells, 440
PivotChart buttons, 246
rows, 66, 157–158, 312, 437
sheet tabs, 37
worksheets, 37
zeroes, 174–175

Highlight Changes dialog box,
347–348, 349

history of changes, printing, 349–350
History sheet, 349
HLOOKUP functions, 122
Home, 37
Home Quick Access Toolbar, 8, 9
Home tab

Font section on, 148
Paste menu from, 75

hyperlinks
creating, 17–18, 368
defined, 454
dragging into Excel, 367–368
inserting in Word document, 367–368
removing, 18
selecting cells behind, 18
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I
icon(s)

adjacent, “lasso”ing, 16
Collapse/Expand, 114
More Functions, 131
Office Button, 7
placing on desktop, 14
Save Disk, 7

icon based menus, 6–7
IF formula, 440
IF functions, 123–124, 135–136, 456
Import Data dialog box, 198
Increase Decimal button, 165
indenting, entries, 153, 154
inner fields, 224, 233–234
Insert dialog box, 35, 79
Insert Function dialog box, 112–113
Insert Hyperlink dialog box, 17–18
Insert Picture dialog box, 301
Insert Quick Access Toolbar, 8
Insert tab, viewing chart types using, 253
inserting

cells, 79
clip art, 301–303
columns, 78
hyperlinks, 367–368
logos, 301
pictures, 301–303, 336
rows, 78

insertion point, 454. See also cursor
instant chart, creating, 252
integer format, 453
interest rate

calculating, 212–213
entering in PMT, 125

interface, standard, 4
interpolating, missing data points, 268
invalid data, finding in worksheets, 109–110
invalid trendline, 276, 278
invoice numbers, creating unique, 136–137
italics, applying, 145
iteration, 454
iterative tool

Goal Seek as, 215
Solver as, 218

K
key. See legend entry
keyboard shortcuts, 53, 403, 407

keystrokes
built-in, overriding, 404
moving or copying data, 74
running macro with, 406–407

keywords, 454
Keywords property, 19, 20

L
label(s)

creating, 399
rotated, 153, 154

label control, 388, 454
landscape orientation, 321, 322, 323
layout, changing for pages, 8, 29, 321
Layout dialog box, pivoting PivotTable

in, 238
Layout tab on the Ribbon, 268, 269
LEFT function, 128, 137
legend, 454
legend entry, 266
legend keys, printing, 339
letter case, changing, 137
letter characters, displaying alongside

numbers, 169
limiting values for data validation, 68
line(s)

converting to arrows, 293
creating blank in macros, 429
drawing, 293

line breaks, 56–57
line chart, 256, 257, 268
link(s), 362, 454–455
linked cells, 384–385, 440
linked data, freezing, 362
linked formulas, updating, 98
linked objects, 358, 359, 361–363
linked picture, 455
linked text, 449
list(s). See also dynamic lists; table(s)

copying from Word into Excel, 365
defined, 455
editing and creating, 378
finding specific entries in, 124
sorting, 183–188

list box, 384, 389–390
List Box control, 387, 455
Live preview, enabling, 378
loan, calculating using PMT, 125
loan-payment table, 126, 212–213, 214
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