
• Symbols •
& (ampersand), 280, 291
* (asterisk)

precedence of, 82
used in AutoFilter, 214
used with Find and Replace, 67
used in formulas, 74, 76

: (colon)
used in cell ranges, 15
used in formulas, 74

, (comma) used in formulas, 75
& (concatenation)

precedence of, 82
as a text operator, 138
used in formulas, 74

/ (division)
precedence of, 82
used in formulas, 76

$ (dollar sign) used in formulas, 19
= (equal to)

used on data forms, 206
used in formulas, 73–74

^ (exponentiation)
precedence of, 82
used in formulas, 74, 76

> (greater than)
precedence of, 82
used on data forms, 206
used in formulas, 74

>= (greater than or equal to)
precedence of, 82
used on data forms, 206
used in formulas, 74

< (less than)
precedence of, 82
used on data forms, 206
used in formulas, 74

<= (less than or equal to)
precedence of, 82
used on data forms, 206
used in formulas, 74

- (minus sign/negation)
precedence of, 82
used in formulas, 74, 76

<> (not equal to)
precedence of, 82
used on data forms, 206
used in formulas, 74

% (percent)
precedence of, 82
used in formulas, 74

+ (plus sign)
precedence of, 82
used in formulas, 74

### (pound sign) displayed in cells, 24
? (question mark)

used in AutoFilter, 214
used with Find and Replace, 67

• A •
ABS function, 127–128
absolute cell references for copying formulas,

91–92
accounting number format, 28
active worksheet printing, 44
Add Constraint dialog box (Solver), 243
add-in

programs, 110, 241–243
saving a custom function as an Excel, 303–305
Solver program, 241–243

Add-Ins dialog box
activating add-in programs with the, 110–112
activating Analysis ToolPak on the, 139
using to add Solver, 242

Add Scenario dialog box, 238
addition operator (+)

in formulas, 74
precedence of, 82

Adjust To option, 43
Advanced tab on the File Search dialog box, 51
alignment

button, 26
default, 16
tab on the Format Cells dialog box, 28, 30–31

Alt key. See also key combinations
shortcut key combinations using the, 317, 319,

323
alternate calculations

building formulas that perform, 154–155
IF function and, 153–155
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alternate values, 151–153
ampersand (&), 280, 291
Analysis ToolPak

date functions added with the, 110–111
financial functions in the, 115–116
overview, 109–111
using statistical functions in the, 139–140

AND function, 149
Apply Names dialog box, 98, 311
arithmetic formulas, 76
arithmetic operators, 74
array constant, 99
array formulas

advantages of, 100
building, 99–101
defined, 313
key combination for, 101
versus normal formulas, 313–314

array range, 99
arrays (one-/two-dimensional), 99
arrow keys

as data entry shortcut keys, 317
moving the cell cursor with the, 12
used to enter data, 16

Assign Macro dialog box, 291
asterisk (*)

precedence of, 82
used in AutoFilter, 214
used with Find and Replace, 67
used in formulas, 74, 76

attached text, 173
attributes modification on custom headers/

footers, 41
Auto Outline, 181
AutoFill

copying data with, 19
copying a formula with, 20
creating a data series with, 310–311
feature, 18–19

AutoFilter, 213–216
AutoFit

modifying row height with, 25–26
overview, 25
resizing columns with, 24

AutoFormat
formatting a table with, 32–33
overview, 31

AutoFormat dialog box, 32–33, 246–247
automatic launch (Excel), 10
AutoSelect, 56–57
AutoShapes, 195
AutoSum

building formulas with, 80–81
button on Standard toolbar, 128

AVERAGE function
building formulas with the, 136
types of number values and the, 136
used to compute averages, 135–136
used when subtotaling in data lists, 211–212
versus SUM/COUNT function, 135

averages calculations, 135–136
axis (horizontal/vertical), 173

• B •
Backspace key, 321
Basic tab on the File Search dialog box, 51
bold button, 26
BONUS icon, 5
book

how to use this, 1–2
organization of this, 3–4

borders
button, 26
cell, 27
of text boxes, 197

built-in functions combined with handmade 
formulas, 80

• C •
calculated field added to a pivot table, 253–254
calculations (alternate), 153–155
callouts

and AutoShape, 195
inserting, 195

capitalization, 164–167
CD

copying Excel Workbook folder from the, 5
customer care information for, 328
Excel Workbook folder on the, 4–5
installing, 325–326
license agreement for the, 326
practice files on the, 327–328
system requirements, 325
third-party add-ins on, 326. See also installing

CD files
third-party software on, 326–327. See also

installing CD files
troubleshooting, 328
using the practice material on the, 4–5

cell cursor
manipulation of the, 16
moving to a new area of the worksheet, 12–13
moving within the displayed area, 12
saving the position of the, 20
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cell entries
creating, 15–20
hiding, 34

cell range
defined, 14–15
entering data in the, 18–20
printing a, 44–45
selecting a, 14–15
selecting from different worksheets, 15
selecting for editing a, 56–57

cell reference
absolute, 91
converting to other types of references, 92–93
as a destination for a hyperlink, 273

cell selection moving and copying techniques,
61–62

cells
borders and, 27
changing the definition of, 242
conditional formatting of, 33–34
counting, 137–139
deleting/inserting data, 60–61
entering data in a single, 16–18
formatting with the Format Cells dialog box,

27–31
formatting with the Format Painter, 32–33
formatting with the formatting toolbar, 26–27
formatting techniques of, 26–34
hidden/unhidden format, 224
locked/unlocked format, 224
moving/copying in the spreadsheet, 61–64
selecting, 13

chart
changing the location of an existing, 174–176
clustered column, 172, 174
creating a new embedded, 176–179
creating a web page with an interactive, 268–269
data series, 172
default printing of a, 45
definition, 172
editing, 182–183
elements of a, 172–173
embedded, 173
embedded cluster bar, 179
formatting a, 180–182
menu, 175
printing a, 46
selecting a, 182
text, 173
understanding a, 171–176

Chart Options dialog box, 176, 178
chart sheet, 173
Chart Source Data dialog box, 176, 178
Chart toolbar, 172, 180

Chart Type dialog box, 176–177
Chart Wizard, 176, 182, 314
Choose Columns dialog box, 218
circular references, 104–105
clip art

adding to a spreadsheet, 190–191
button, 190
inserting, 189–191

Close Side by Side button, 314–315
Close Window button, 11
clustered column chart, 172, 174
Code Window, 295, 302
codes in a custom header/footer, 40
col_index_num argument, 142, 151
colon (:)

used in cell ranges, 15
used in formulas, 75

color-coding
worksheet tabs, 310
worksheets, 14

Column Width dialog box, 24, 25
columns

deleting/inserting, 60
freezing headings, 312
hiding, 34–35
methods of resizing, 24–25
modifying width of in a spreadsheet, 24–25
orientation of headings of, 30–31
overriding default width of, 23
redisplaying hidden, 34
resizing overview, 23
selecting, 15
sorting in a data list, 209–211
turning on headings of, 43

comma style button, 26
comma (,) used in formulas, 75
commands

goal seeking, 240–241
Insert Cells, 60
scenario, 238–240

Commands and Options dialog box, 265–266
comment

attaching to a spreadsheet, 64–66
hiding a, 66
indicator, 65
versus text boxes, 197

comparative formulas, 76
comparative operators

precedence of, 82
search criteria and, 206

Compare Side by Side toolbar, 314–315
CONCATENATE function, 164–167
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concatenation operator (&)
precedence of, 82
as a text operator, 138
use of in formulas, 74

conditional formatting
of cells, 33–34
using to flag all error-trapping formulas, 312

Conditional Sum Wizard
dialog box, 134
using the, 133–134

constraints, 242
Context optional argument (InputBox), 297–298
conventions used in this book, 1–2
copy-and-paste, 315
copying

data with AutoFill, 19
data and cells, 61–64
data between open workbooks, 315
Excel Workbook folder from the CD, 5
formatting to multiple cells with Format 

Painter, 32
a formula with AutoFill, 20
formulas with absolute cell references, 91–92
formulas with mixed cell references, 92–96
formulas with relative cell references, 90–91
formulas using the Fill handle, 19–20
techniques for cell selection, 61–62

cost
issues. See depreciation
used to calculate depreciation, 121

COUNT function
building formulas with the, 138–139
counting cells with the, 137
subtotaling in data lists with the, 211–212
versus AVERAGE function, 135

COUNT NUMS function, 253
COUNTA function

building formulas with the, 138–139
counting cells with the, 137

COUNTBLANK function
building formulas with the, 138–139
counting cells with the, 137

COUNTIF function
building formulas with the, 138–139
counting cells with the, 138–139
criteria argument of the, 139

counting cells and functions, 137–139
Create Names dialog box, 311
criteria button, 206
Crystal Xcelsius Professional (Business Objects),

4, 326. See also installing CD files

Ctrl key. See also key combinations
Fill handle and the, 19
moving graphic objects with the, 186
moving between ranges of data with the, 13
selecting cell ranges with the, 15

Ctrl+~ (tilde) keys, 78
Ctrl+arrow keys, 13
Ctrl+Enter keys, 18
Ctrl+Home keys

entering data with the, 16
moving between cells with the, 13

Ctrl+Page commands, 14
Ctrl+Tab keys, 11
Ctrl+Y redo button, 34
Ctrl+Z

for editing, 57
for removing table formatting, 33

currency
button, 26
as a number format, 28

cursor. See cell cursor
Custom AutoFilter dialog box, 213–214
Custom AutoFilter operators, 214
custom button deletion, 281
custom function. See also user-defined function

building spreadsheet formulas with a, 302–303
creating in the Visual Basic Editor, 301–302
saving as an Excel add-in, 303–305

custom menu. See also menu
assigning hyperlinks to a, 279–281
assigning macros to a, 290–291
deleting an item from a, 281

custom spreadsheet function. See user-defined
functions

Custom Views dialog box, 55, 312
custom views and editing worksheets, 54–55, 312
customer care for CD, 328
Customize dialog box, 27, 280, 281, 290–291
customizing headers/footers, 40–41
cut-and-paste, 61–62

• D •
data

deleting/inserting, 60–61
moving/copying, 61–64
moving/copying between open workbooks, 315

Data Analysis dialog box, 140
data entries

building simple text formulas that join, 162–164
editing, 57–58
into a cell range, 18–20
into a single cell, 16–18
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preventing errors in with data validation, 312
in a protected worksheet, 227–228
restricting, 312
shortcut keys for, 317
verifying with Text to Speech, 58–59

data form
constructing a new data list and adding records

with the, 204–206
criteria button on the, 206
editing field entries on data lists with the,

205–206
finding and editing records with the, 206–207

data list. See also database table
client, 203–204
constructing new and adding records with the

data form on the, 204–205
creating a, 203–207
creating a Web page with an interactive, 266–267
editing field entries on (using the data form),

205–206
filtering a, 213–216
filtering the records in a, 214–216
sort order, 207
sorting, 207–211
sorting on the records in a data list on more

than three keys, 209
subtotaling the records in a, 211–212
using AutoFilter in a, 213–216

data marker, 172
data series creation with AutoFill, 310–311
data table

creating a one-variable, 233–235
creating a two-variable, 236–237
creating a Web page with an interactive, 265–266
outlining to control display of data, 314
overview, 233
placement of formulas in a two-variable, 236
querying an external, 216–220

data validation
for a cell, 312
defined, 152
preventing data entry errors with, 312

Data Validation dialog box, 312
database table. See also data list

querying an external, 216–220
selecting a driver for a, 216

date formulas
building, 107–109
overview, 107

date functions
building formulas with in the Analysis ToolPak,

111–112
building formulas with, 109–110
working with, 109–111

date number format, 28
DB function (declining balance), 121–123
DDB function (double–declining balance),

121–123
decimal buttons, 26
decimal places versus rounding functions, 125
decision-making formulas

alternate calculations in, 153–155
alternate values in, 150–153
building, 150–156
types of, 150

default
alignment in worksheets, 16
of number formats, 28
print settings, 42
printing of charts, 45

Default optional argument (InputBox), 297
Define Name dialog box, 77–78, 311
Delete key, 60, 321
deleting

custom button, 281
custom menu item, 281
data and cells, 60–61
a hyperlink, 279

dependents, 102
depreciation, 121–123
desktop Microsoft Excel icon, 9
dialog box. See also specific dialog box

making a recorded macro interactive by adding
an input, 297–299

selections, 1
digital photo insertion, 193
direct precedents, 102
display controlled by outlining data tables, 314
#DIV/0! error value, 73, 77, 156, 313
division operator (/)

precedence of, 82
used in formulas, 74, 76

docking a floating toolbar, 65
dollar sign ($) used in formulas, 19
downloading templates from Microsoft Office

Templates Home Page, 309
drag-and-drop

method, 315
to move/copy data, 61

Drawing toolbar
creating text boxes with the, 196–198
drawing/adding graphic shapes with, 194–196
overview, 186, 189
WordArt and the, 198–200
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• E •
E-mail address

adding hyperlinks to a, 277–278
as a destination for a hyperlink, 274

EDATE function, 110
Edit Hyperlink dialog box, 279
Edit mode, 57
Edit Web Query dialog box, 272
Edit WordArt Text dialog box, 198–199
editing

actions in the Protect Sheet dialog box, 224–225
charts, 182–183
data entries, 57–58
data lists using a data form, 205–206
with the Esc key, 57, 321
features for aiding in, 54–55
with Find and Replace and Spell Checking, 66–68
group, 68–69
hyperlinks, 279
multiple worksheets as a group, 69
a recorded macro in the Visual Basic Editor,

295–297
records with the data form, 206–207
selecting ranges for, 56–57
shortcut keys, 321

embedded chart
cluster bar, 179
creating a new, 176–179
definition, 173
versus chart sheet, 173

Enter key, 16, 227, 317, 321
entering

data into a cell range, 18–20
data into a single cell, 16–18

EOMONTH function, 110
equal to operator (=)

importance of using the, 73
precedence of, 82
used on data forms, 206
used in formulas, 73–74

Error Checking dialog box, 103
error-trapping formulas, 156–159
error values

#DIV/0!, 77, 156
#NAME?, 77, 162
building formulas that trap, 157–159
finding the source of in formulas, 102–104
with formulas, 73–74
listed, 73–74
suppressing with the IF function, 156–157

errors
finding with Text to Speech, 58–59
locating and eliminating formula, 101–104
preventing with data validation, 312
trapping, 313

Esc key
clearing characters in a cell with the, 16
as a data entry shortcut key, 317
editing with the, 57, 321

ESQuotes (Gilmore Software), 326. See also
installing CD files

EXAMPLE icon, 5
Excel

copying Workbook Folder to My Documents, 5
launching, 9–10
versions supported in this book, 2

Excel All-In-One Desk Reference For Dummies
(Harvey), 6

Excel For Dummies (Harvey), 6
exponentiation operator (^)

precedence of, 82
used in formulas, 74, 76

exporting a Web page to Excel, 269–270
external data table query, 216–220
External Data toolbar, 220, 271
External Range Properties dialog box, 271
external reference link

creating a, 85
using a, 84–86

• F •
F2 (Insertion point) for editing, 57
F10 for activating menus, 1
F12 and Save As dialog box, 25
FALSE function, 149–150
fields (columns) sorting in a data list, 209–211
file installation, 325–326
File Search dialog box

Advanced tab on the, 59
searching for workbook files with the, 51–52
tabs on the, 51

file search feature, 51
filename

as a destination for a hyperlink, 274
temporary, 10

filename extension
.iqy (Internet Query), 272
of template files, 11
of workbook files, 11
.xls, 11
.xlt, 11
.xml (Extensible Markup Language), 269
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fill color button, 26
Fill handle

copying a formula with the, 19–20
creating data series with the, 310–311
entering data with the, 18–19

Filter Data dialog box, 218–219
filtering records in a data list, 214–216
financial functions, 115–116
Find (Ctrl+F), 66
Find and Replace

(Ctrl+H), 66
editing with, 66–68

finding records with the data form, 206–207
Fit To Scaling option, 43
floating toolbar, 65
font

color button, 26
customizing settings for headers/footers, 41
drop-down buttons, 26
tab on the Format Cells dialog box, 28

Font dialog box for headers/footers, 41
Footer dialog box, 41
footers/headers

adding custom, 39–41
inserting codes in, 40–41

Format Cells dialog box
alignment tab on the, 30–31
applying number formats with the, 28–30
conditional formatting and the, 33–34
formatting cells with the, 26–31
number tab on the, 29
opening with Ctrl+1, 28
options on the, 27–28

Format menu
hiding columns/rows using the, 34–35
resizing columns with the, 24
resizing rows with the, 25

Format Painter
copying formatting to multiple cells with, 32
formatting cells with the, 32–33
overview, 31

Format Tab Color dialog box, 14
formatting

cells with the alignment tab, 30–31
cells with the Format Cells dialog box, 27–31
cells with the Format Painter, 32–33
cells with the Number tab, 29–30
charts, 180–182
conditional, 33–34, 312
hypertext, 279
modifying in a pivot table, 250–251
removing with Ctrl+Z, 33
shortcut keys, 319
a table with AutoFormat, 32–33
techniques, 26–34

Formatting toolbar
displaying, 27
formatting cells with the, 26–27

Formula Auditing toolbar, 102, 102–104
Formula bar for data entry, 16
formula errors, 101–104
formulas

alternate calculations in, 153–155
alternate values in, 150–153
array, 313–314
building arithmetic, 75–76
building array, 99–101
building with built–in functions, 78–81
building with common date functions, 109–111
building with common time functions, 112–113
building comparative, 76–77
building with a custom function, 302–303
building with date functions in the Analysis

ToolPak, 111–112
building with external links, 84–86
building by hand, 74–78
building with nested IF functions, 155–156
building overview, 73–74
building using summing functions, 129–131
circular references in, 104–105
copying with absolute cell references, 91–92
copying with AutoFill, 20
copying with mixed cell references, 92–96
copying with relative cell references, 89–91
copying using the Fill handle, 19–20
creating range names in, 96–99
date, 107–112
decision-making, 149, 150–156
displaying with the Options dialog box, 47
editing, 81–82
error-trapping, 156–159
finding the source of error values in, 102–104
modifying the recalculation mode of, 86–87
operator precedence in, 82
overriding with the $ sign, 19
overriding calculation order in, 82–84
placement of in a two-variable data table, 236
printing spreadsheet, 46–47
text, 161–164
with text functions that join data entries and

change their case, 165–167
text that join data entries, 162–164
that perform horizontal lookups in a table,

143–144
that perform vertical lookup in a table, 145–146
time, 107–109, 112–113
using the Lookup Wizard to build ones that per-

form two-way lookups in a table, 147–148
versus array formulas, 313–314

343Index

43_798452 bindex.qxp  3/13/06  7:42 PM  Page 343



formulas (financial/investment)
building with the FV, PV, PMT, RATE, and NPER

functions, 117–118
building with the IRR and NPV functions,

118–121
building with the SLN, SYD, DB, and DDB 

depreciation functions, 121–123
formulas (logical), building by using the IF func-

tion that will select alternate values, 151–153
formulas (math)

ABS function and, 127–128
building with the PRODUCT, POWER, and SQRT

functions, 127–128
building with the ROUND, ROUNDUP, and

ROUNDDOWN functions, 125–126
building with the SUMPRODUCT, SUMSQ, and

SUMX2PY2 functions, 129–131
formulas (statistical)

building with the COUNT, COUNTBLANK,
COUNTA, and COUNTIF functions, 138–139

building with the MAX and MIN functions, 137
building using the AVERAGE and MEDIAN func-

tions, 136
formulas (trig). See formulas (math)
fraction number format, 28
Freeware programs, 326. See also installing CD

files
Freeze Panes, 54–55
freezing column/row headings, 312
function

AVERAGE, 135–136, 211–212
CONCATENATE, 164–167
COUNT, 211–212
COUNTIF, 138–139
counting, 137–139
custom, 302–303, 303–305
date and time, 107–109
depreciation, 121–123
financial, 115–116
finding product, power, and square roots with a,

127–129
HLOOKUP, 141–142
InputBox, 297–299
investment, 116–121
ISERR, 157
ISERROR, 157–159
logical (overview), 149–150
lookup and reference, 141
math, 125–134
MAX/MIN, 136–137
MAXIMUM, 211–212
MEDIAN, 136
MINIMUM, 211–212

NA, 158
PRODUCT, 211–212
rounding off values with a, 125–126
statistical, 139–140
SUM, 128, 211–212
SUMIF, 131–133
summary, 252–253
SUMPRODUCT, 128–129
TABLE, 235, 237
UPPER/LOWER/PROPER, 164–167
use of parentheses with a, 79
user-defined, 300–305
VLOOKUP, 141–142

Function Arguments dialog box, 79, 94, 95, 132
function names and case sensitivity, 78–79
Future value. See FV (future value)
FV (future value)

building formulas with, 117–118
as a financial function, 115–116
as an investment function, 116

• G •
GNU software, 326. See also installing CD files
Go To feature for printing, 44
Goal Seek dialog box, 240–241
goal seeking, 240–241
Gookin, Dan (PCs For Dummies), 325
graphic objects

drawing/adding with Drawing toolbar, 194–196
grouping/ungrouping, 186–187
moving/nudging, 186
overview, 185–189
resizing and grouping, 187–189
selecting, 185

graphics files
importing, 192–194
importing images from into a spreadsheet,

193–194
manipulating, 192

greater than or equal to operator (>=)
precedence of, 82
used on data forms, 206
used in formulas, 74

greater than operator (>)
precedence of, 82
used on data forms, 206
used in formulas, 74

gridlines
definition of, 173
turning on, 43

344 Excel Workbook For Dummies 

43_798452 bindex.qxp  3/13/06  7:42 PM  Page 344



Group Edit mode, 68
group editing, 68–69
grouping graphic objects, 187–189

• H •
handmade formulas and built-in functions, 80
hardware requirements for this book, 2
Harvey, Greg

contact information for, 278, 280–281
Excel All-In-One Desk Reference For Dummies, 6
Excel For Dummies, 6

Header dialog box
for creating custom headers/footers, 40–41
sections of the, 39–40

headers/footers
adding custom, 39–41
inserting codes in, 40–41

Helpfile optional argument (InputBox), 297
hiding columns and rows, 34–35
HINT icon, 6
HLOOKUP function (horizontal lookup). See also

horizontal lookup
arguments of, 142
overview, 141–142

Home cell, 12
horizontal lookup. See also HLOOKUP function

(horizontal lookup)
building formulas that perform, 143–144
performing a, 142–144

horizontal scroll bar and the Shift key, 12–13
hyperlinks

adding to other documents, 275–277, 276–277
adding to other sheets in a workbook, 274–275
adding to Web pages and e-mail addresses,

277–278
assigning to custom menus and toolbars,

279–281
creating, 273–278
deleting, 279
destinations for, 273–274
editing, 279
overview, 273

hypertext, 279

• I •
I-beam cursor, 57
icons

listed, 5–6
Microsoft Excel, 9

IF function
building formulas with nested, 155–156
building formulas that perform alternate 

calculations with the, 154–155
building formulas that select alternate values

with the, 151–153
suppressing error values with the, 156–157

Import Data dialog box, 271
importing

graphics files, 192–194
images from graphics files into a spreadsheet,

193–194
Web data into Excel with a Web query, 271–272

indent buttons, 26
ink text entry, 16
InputBox function

arguments of, 297–298
using to add interactivity to macros, 297–299

Insert Calculated Field dialog box, 254
Insert Cells command, 60
Insert Function dialog box, 79
Insert Hyperlink dialog box, 274, 279
Insert Picture dialog box, 192, 276, 277
Insert Worksheet command, 14
inserting

callouts, 195
clip art, 189–191
codes in a custom header/footer, 40
data and cells, 60–61
a scanned image/digital photo, 193
WordArt, 198–200

Insertion point (F2), 57
installing CD files, 325–327
interactive chart. See chart
interactive data list. See data list
interactive data table. See data table
interactive pivot table. See pivot table
interactive toolbar restoration, 266
interactive Web pages. See Web page
interest rate (Rate), 115
internet query (.iqy) file extension, 272
internet requirement for this book, 2
investment functions, 116–121
.iqy (internet query) file extension, 272
IRR function (Internal Rate of Return)

building formulas with the, 118–121
overview, 118

ISERR function, 157
ISERROR function, 157–159, 313
italic button, 26
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• K •
key combinations

Alt, 317, 319, 323
for array formulas, 101
Ctrl, 78, 317, 319, 321, 323. See also Ctrl key
data entry, 317
editing, 321
formatting, 319
miscellaneous, 323
using to enter data, 16

• L •
landscape. See orientation
launching Excel, 9–10
legend, 173
less than or equal to operator (<=)

precedence of, 82
used on data forms, 206
used in formulas, 74

less than operator (<)
precedence of, 82
used on data forms, 206
used in formulas, 74

license agreement for CD, 326
life as a depreciation calculation, 121
links. See hyperlinks
list

filtering a, 213–216
sort order, 207
sorting, 207–211
subtotaling a, 211–212

loan table with mixed cell references, 93–96
logical functions

overview, 149
working with, 149–150

Lookup functions, 141
lookup table

horizontal lookup on, 142–144
searching, 141–146
vertical lookup on, 144–146

Lookup Wizard
reasons for using the, 146–148
using to build formulas that perform two–way

lookups in a table, 147–148
lookups (two-way), 146–148
lookup_value argument, 142, 151
LOWER function, 164–167

• M •
Macro dialog box, 287–288
macro recorder, 285–286
macros

adding an input dialog box to, 297–299
assigning to custom menus and toolbars,

290–291
creating, 285–290
editing a recorded in the visual Basic Editor,

295–297
recording a new, 286–288
recording using relative cell references, 288–290

magnification. See zoom
margins in print preview window, 38
math functions, 125–134
Max summary function, 253
MAXIMUM function

building formulas with the, 136–137
subtotaling in data lists with the, 211–212

MEDIAN function, 136
memory and array formulas, 313–314
menu. See also custom menu

assigning hyperlinks to a, 279–281
assigning macros to a, 290–291
commands, 1

Menu bar, 20
Microsoft Office Templates Home Page, 309
Microsoft Office Web Components installation,

263
Microsoft Templates

file, 5
folder, 10

Microsoft Windows ME Millennium Edition 
For Dummies (Rathbone), 325

Microsoft Windows requirement for this book, 2
Min summary function, 253
Mind Over Media Web site, 278, 280–281
MINIMUM function

building formulas with the, 136–137
using when subtotaling in data lists, 211–212

minus sign (-)
precedence of, 82
used in formulas, 74

mixed cell references
copying formulas with, 92–96
creating a loan table with, 93–96

module renaming in the Visual Basic Editor, 295
mouse scrolling through a worksheet, 13
moving

data and cells, 61–64
between ranges of data, 13
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between sheets in workbook, 14
a text box, 65

multi-sheet layout, 310
multiplication operator (*)

in formulas, 74, 76
precedence of, 82

MZ Tools VBA Add–Ins (MZ Tools Software), 326.
See also installing CD files

• N •
#N/A error value, 74
NA function, 158
Name Box, 12
#NAME? error value, 74, 77, 162
negation/subtraction operator(–)

precedence of, 82
used in formulas, 74

nested IF function and formula building, 155–156
NETWORKDAYS function, 111
New button on Standard toolbar, 10
New dialog box, 10
New Web Query dialog box, 270–272
New Workbook task pane, 10
not equal to operator (<>)

precedence of, 82
used on data forms, 206
used in formulas, 74

NOT function, 149
note attachment to a spreadsheet, 64–66
NOW function, 79, 112–113
NPER function (number of periods)

building formulas with the, 117–118
as a financial function, 115
as an investment function, 116

NPV function (net present value)
assumptions of the, 118
building formulas with the, 118–121
overview, 116

#NULL! error value, 73
#NUM! error value, 74
number format

applying the, 28–30
default, 28
overriding the, 16

Number tab
on the Format Cells dialog box, 27–28
formatting cells with the, 29–30
importance of the, 28

numeric cell entries, 15–16

• O •
ON THE CD icon, 6
one-dimensional arrays, 99
one-variable data table, 233–235
Open dialog box, 11, 51
opening

Excel, 9–10
a new workbook, 10–11

operands, 74
operators

comparative, 206
in Custom AutoFilter, 214
precedence of in formulas, 82
type of used in formulas, 74–75

optional range_lookup argument, 142
Options dialog box

circular references and the, 105
Comment & Indicator option button on the, 65
controlling when formulas are calculated with

the, 86
creating custom lists with the, 311
displaying formulas with the, 47
moving to a different sheet using the, 14

OR function, 149
orientation

of column headings, 30–31
default print setting of, 42

outlining, 314
overriding formulas with the $ sign, 19

• P •
Page Break Preview dialog box, 38–39
page breaks adjustment, 38–39
Page Down

entering data with the, 16
scrolling through a worksheet with the, 12

Page Settings dialog box, 42
Page Setup dialog box

centering printing with the, 39
Chart tab on the, 46
Fit To Scaling/Adjust To options on, 43
header/footer tab on the, 40–41
print preview and the, 38
print titles and the, 41–42

Page Up
entering data with the, 16
scrolling through worksheet with the, 12
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paging a report with Page Break Preview, 38–39
parameters (Solver), 242
password

assigning for opening and editing a workbook,
222–223

removing from a file, 223
Save Options dialog box and, 222

password–protecting the workbook, 221–223
Paste Name dialog box, 132, 311
Paste Special dialog box, 62
Patterns tab on the Format Cells dialog box, 28
payment periods (Nper), 115
payment (Pmt), 115
PCs For Dummies (Gookin), 325
percent

button, 26
as a number format, 28

percent operator (%)
precedence of, 82
used in formulas, 74

period for depreciation calculation, 121
Personal Macro Workbook viewing, 295
Picture toolbar, 193
pivot chart

changing the type of, 255
creating a, 254–257
overview, 254–255

pivot table
adding a calculated field to a, 252–254
areas of a, 248–249
changing the default summary functions in a,

252
creating a new, 247–250
creating a Web page with an interactive, 267–268
flexibility of a, 245
hiding a calculated field in a, 252–253
modifying a, 250–254
modifying an existing, 245–247
modifying the formatting in a, 250–251
modifying the structure of a, 251–252
modifying the summary function and adding a

calculated field to a, 253–254
overview, 245
removing fields from a, 252
versus Subtotals feature, 245

PivotTable Field List dialog box, 246–247,
249–250, 252–254, 256, 268

PivotTable and PivotChart Wizard, 247, 254–257
PivotTable and PivotTable Chart, 249–250
PivotTable toolbar

changing the table summary functions with the,
252–254

creating a new pivot table with the, 249–250
viewing the, 246–247

Planning Templates Free Sampler (Planning
Templates, Inc.), 327. See also installing CD
files

plot area, 173
plus sign operator (+)

precedence of, 82
used in formulas, 74

PMT function (payment)
building formulas with the, 117–118
computing monthly payments with the, 93–96
as a financial function, 115
as an investment function, 116

portrait. See orientation
pound sign (###) displayed in cells, 24
POWER function

building formulas with the, 127–128
as a math function, 127

Power Utility Pak (JWalk and Associates), 327. See
also installing CD files

practice files
on the CD, 327–328
copying from the CD, 327–328

precedence of operators, 82
Present value. See PV (present value)
primary sort key, 207–208
print area, 37, 44
Print dialog box

opening, 38, 311
printing a cell range from the, 44–45
printing a workbook from the, 45–46

print preview, 37–38
Print Preview toolbar Setup button, 38
Print Preview window, 38
print settings

default, 42
modifying, 42–44

print titles, 41–42
printing

active worksheet, 44
chart default, 45
a chart in a report, 46
entire workbook, 45–46
multiple worksheet data, 45
a range of cells, 44–45
spreadsheet formulas, 46–47

PRODUCT function
building formulas with the, 127–128
as a math function, 127
pivot tables and the, 253
subtotaling in data lists with the, 211–212

programs
Analysis ToolPak add-in, 109–111
on the CD, 326–327
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Project Explorer Window, 295
Prompt (InputBox), 297
PROPER function, 164–167
Properties dialog box, 49–50, 304
Protect Sheet dialog box, 224–226
Protect Workbook dialog box, 228–230
protecting

entire workbook, 228–230
a worksheet, 224–226

protection
enabling/disabling workbook, 229
format in a worksheet, 224

Protection tab on the Format Cells dialog box, 28
Publish As Web Page dialog box, 265–266, 267,

268–269
PV (present value)

building formulas with, 117–118
as a financial function, 115
as an investment function, 116

• Q •
query

saving a, 219
Web, 270

Query Wizard, 218–219
querying

the database, 213
an external data table, 216–220

question mark (?)
used in AutoFilter, 214
used with Find and Replace, 67

Quick Launch toolbar
adding Excel to the, 10
Microsoft Excel icon on the, 9

quotation marks (double) used in logical 
functions, 150

• R •
R1C1 Reference Style, 90–91
range name

creating in formulas, 96–99
as a destination for a hyperlink, 273
using a, 311

range operator (:), 74
RATE function

building formulas with, 117–118
as a financial function, 115
as an investment function, 116

Rathbone, Andy
Microsoft Windows ME Millennium Edition 

For Dummies, 325
Windows 98 For Dummies, 325
Windows 2000 Professional For Dummies, 325

Read-Only workbooks, 53
recalculation mode

changing the, 86–87
saving changes in the, 87

Record Macro dialog box, 286–287, 288–289
records

filtering in a data list, 214–216
sorting in a data list, 208–209
sorting on more than three keys, 209
subtotaling in a data list, 211–212

redo button, 34
#REF! error value, 73
reference

functions, 141
operators, 74–75

relative cell addresses, 89
relative cell references

copying formulas with, 90–91
recording a macro using, 288–290

REMEMBER icon, 6
renaming

a module in the Visual Basic Editor, 295
sheets, 14

Repairing workbooks, 53
Replace All button, 68
report

adding print titles to a, 41–42
creating custom headers/footers for a, 39–41
modifying print settings of a, 42–44
paging with Page Break Preview on a, 38–39
print previewing a, 37–38
printing a chart in a, 46

resizing
columns and rows, 23–26
graphic objects, 187–189
a text box, 65

Reviewing toolbar, 64–66
ROUND function

building formulas with the, 125–126
as a rounding function, 125

ROUNDDOWN function
building formulas with the, 125–126
as a rounding function, 125
rounding
functions versus controlling decimal places, 125
off values, 125–126
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ROUNDUP function
building formulas with the, 125–126
as a rounding function, 125

row headings
freezing, 312
turning on, 43

Row Height dialog box, 25
row_index_num argument, 142
rows

deleting/inserting, 60
hiding, 34–35
modifying height of using AutoFit, 25–26
overriding default height, 23
redisplaying hidden, 34
resizing height of, 25
resizing overview, 23
selecting, 15

• S •
salvage for depreciation calculation, 121
Save As dialog box

creating a new folder in the, 51
opening with F12, 25
for saving spreadsheet as a static web page,

262–263
saving a spreadsheet with the, 20
saving templates with the, 309

Save command, 20
Save Options dialog box, 222
Save Preview Picture check box, 50
Save Scenario dialog box, 243
saving

Ctrl+S for, 25
a custom function as an Excel add-in, 303–305
memory by using array formulas, 313–314
recalculation mode, 87
scenarios, 243
a spreadsheet as a static Web page, 262–263
a spreadsheet in a Workbook File, 20–21
from the Standard toolbar, 25
templates with the Save As dialog box, 309

scanned image, 193
Scenario Manager dialog box, 238–239
Scenario Manager (Solver), 242
Scenario Values dialog box, 238
scenarios

command, 238–240
constructing for a spreadsheet, 238–240
overview, 238
saving, 243

scientific number format, 28
ScreenTip, 276
scrolling, 12–13
search options within Find and Replace, 66
searching for workbook files, 51–53
secondary sort key, 207–208
Select Data Source dialog box, 272
selecting

adjacent worksheets, 69
a cell range, 14–15
a cell range for editing, 56–57
cells, 13
a worksheet, 14

series formulas, 172
Shareware programs, 326. See also installing CD

files
Shift key

dragging a cell selection with the, 63
horizontal/vertical scroll bar and the, 12–13
selecting cells/cell ranges with the, 15

shortcut keys
data entry, 317
editing, 321
formatting, 319
miscellaneous, 323

single-variable data table, 233–235
SLN function (straight-line)

arguments of the, 119
building formulas with the, 121–123
as a depreciation function, 121

software. See also installing CD files
requirements for using this book, 2
trial/demo/evaluation versions of, 326

Solver
Add Constraint dialog box and, 243
complex problems and, 241–243
modifying multiple input values in a spread-

sheet with, 242–243
parameters used in, 242
Scenario Manager and, 242

Solver Parameters dialog box, 242
Solver Results dialog box, 243
Sort dialog box, 208
Sort Options dialog box, 210
sorting

the fields (columns) in a data list, 209–211
keys, 207–208
lists, 207–211
records in a data list, 208–209
the records in a data list on more than three

keys, 209
text entries, 163
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special number format, 28
Spell-Checking, 66–68
spreadsheet. See also worksheet

adding clip art to a, 190–191
adding a text box to a, 196–198
building formulas with a custom function in,

302–303
constructing scenarios for a, 238–240
constructing WordArt in a, 198–200
creating a one-variable data table in a, 233–235
creating a two-variable data table in a, 236–237
deleting/inserting cells in a, 60–61
finding the source of error values in formulas in

a, 102–104
goal seeking in a, 240–241
importing images from graphics files into a,

193–194
modifying column widths in a, 24–25
modifying row height using AutoFit in a, 25–26
moving/copying data and cells in a, 61–64
organization of data on different worksheets,

310
organizing data on different worksheets in a, 310
printing formulas from a, 46–47
saving as a static Web page, 262–263
saving in a workbook file, 20–21
setting up protection on templates, 224–226
using a custom function in a, 302–303
using Solver to modify multiple input values in

a, 242–243
viewing in HTML file format, 261

Spreadsheet Assistant, 327. See also installing CD
files

Spreadsheet Solutions templates, 309
SQRT function

building formulas with the, 127–128
as a math function, 127

square brackets, 116
Standard toolbar

AutoSum button on the, 128
displaying the, 27
Format painter button on the, 31
New button on the, 10
print preview button on the, 37–38
printing active worksheet with the, 44
saving from the, 25
Undo button on for editing, 57
using the Save button on the, 20

in the Visual Basic Editor window, 295
zoom drop-down list on the, 38

Standard Width dialog box, 24
Start menu

adding Excel to the, 10
Microsoft Excel icon on the, 9

starting Excel, 9–10
static Web pages. See Web page
statistical functions on the Analysis ToolPak 

add-in, 139–140
STDDEVP function, 253
structure modification in a pivot table, 251–252
Style dialog box, 279
subtotal

feature and data lists, 211–212
feature versus pivot tables, 245
the records in a data list, 211–212

subtraction/negation operator (–)
in formulas, 74, 76
precedence of, 82

SUM function
importance of, 128
overview, 78
pivot tables and the, 252
subtotaling in data lists with the, 211–212
versus the AVERAGE function, 135

SUMIF function
problems with the, 133
using the, 131–133

summary
functions, 252–253
information added to workbooks, 49–51
tab on the Properties dialog box, 50

SUMPRODUCT function
building formulas with the, 129–131
overview, 128–129

SUMSQ function
building formulas with the, 129–131
as a summing function, 129–131

SUMX2MY2 function, 129
SUMX2PY2 function

building formulas with the, 129–131
overview, 129

SUMXMY2 function, 129
super-cell, 31
SYD function (sum-of-years-digits)

building formulas with the, 121–123
as a depreciation function, 121

system requirements (CD), 325

351Index

43_798452 bindex.qxp  3/13/06  7:42 PM  Page 351



• T •
Tab key, 16, 227
table

building formulas that perform horizontal
lookups in a, 143–144

building formulas that perform vertical lookups
in a, 145–146

formatting with AutoFormat, 32–33
using the Lookup Wizard to build formulas that

perform two-way lookups in a, 147–148
Table dialog box, 234
TABLE function, 235, 237
table_array argument, 142, 151
target cell, 242
template

creating a, 309
description of a, 11

Template dialog box, 309
templates

creating, 11
filename extensions of, 11
generating new workbooks from, 309
Microsoft Office Home Page, 309
opening a new workbook from a, 10–11
on Spreadsheet Solutions, 309

Templates dialog box, 309
Templates folder, 10
text

number format, 28
operators, 74

text box
adding to a spreadsheet, 196–198
border patterns of a, 197
creating a, 196–198
manipulating a, 65
versus comments, 197

Text Control options in Format Cells dialog box,
30–31

text entry
changing the capitalization of a, 164–167
ink, 16
voice, 16

text formulas
building, 161–164
caveats to, 161
that join data entries, 162–164
uses for, 162

text functions
that join date entries and change their case,

165–167
using, 164–167

Text Import Wizard, 165
Text to Speech

Speak on Enter feature, 59
verifying data entries with, 58–59

third-party add-ins/utilities, 326. See also
installing CD files

third-party software, on CD, 326–327. See also
installing CD files

tick mark, 173
time

building formulas with common functions,
112–113

number format, 28
time formulas

building, 107–109
overview, 107

TIME function, 112–113
TIMEVALUE function, 112–113
TIP icon, 6
tips for using Excel like a pro, 309–315
Title optional argument (Input Box), 297
toolbar

assigning hyperlinks to a, 279–281
assigning macros to a, 290–291
chart, 180
docking/undocking a floating, 65
Drawing, 186, 189, 194–196, 196–198, 198–200
External Data, 220, 271
formatting, 26–27
Formula Auditing, 102
Picture, 193
PivotTable, 246, 249–250, 252–254
restoring the interactive, 266
Reviewing, 64
Standard, 25
using the customize dialog box to display a, 27
Visual Basic, 294
Web, 275
WordArt, 200

Trace Precedents/Dependents buttons, 102
transpose check box, 62
troubleshooting, CD, 328
TRUE function, 149–150
two-dimensional arrays, 99
two-variable data table

creating a, 236–237
placement of a formula in a, 236

two-way lookups
using the Lookup Wizard to build formulas that

perform, 147–148
using the Lookup Wizard for, 146–148

352 Excel Workbook For Dummies 

43_798452 bindex.qxp  3/13/06  7:42 PM  Page 352



• U •
unattached text, 173
underline button, 26
Undo button, 57
undocking a floating toolbar, 65
union operator (,), 75
unmerge a super-cell, 31
UPPER function, 164–167
URL address

capturing for a Web query, 270
as a destination for a hyperlink, 274

user-defined function, creating a, 300–305. 
See also custom function

• V •
#VALUE! error value, 73
values

alternate, 151–153
replacing in a cell, 53
rounding off, 125–126

VAR function, 253
VARP function, 253
VBA (Visual Basic for Applications), 293
VBE (Visual Basic Editor)

constructing a custom function in the, 301–302
editing a recorded macro in the, 296–297
overview, 293–295
Standard toolbar in the, 295

vertical lookup. See also VLOOKUP function 
(vertical lookup)

building formulas that perform a, 145–146
performing a, 144–146

vertical scroll bar, 12–13
Visual Basic Editor. See VBE (Visual Basic Editor)
Visual Basic toolbar, 294
VLOOKUP function (vertical lookup). See also

vertical lookup
arguments of the, 142
overview, 141–142

voice text entry, 16

• W •
WARNING icon, 6
Web data imported into Excel with a Web query,

271–272
Web page

adding hyperlinks to a, 277–278
creating an interactive, 263–264
creating with an interactive chart, 268–269

creating with an interactive data list, 266–267
creating with an interactive data table, 265–266
creating with interactive pivot tables, 267–268
creating a static, 262–263
exporting to Excel, 269–270
saving a spreadsheet as a static, 262–263
saving worksheets as a, 261

Web query
capturing URL address for a, 270
importing web data into Excel with a, 271–272
overview, 270

Web toolbar, 275
WEEKNUM function, 110
white-cross mouse pointer

editing with the, 57
moving the cell cursor with the, 12

Width display indicator, 43
Wiley Product Technical Support contact 

information, 328
Windows 98 For Dummies (Rathbone), 325
Windows 2000 Professional For Dummies

(Rathbone), 325
Windows taskbar

launching Excel from the, 9
switching between books from the, 11

windows (vertical), 314
WordArt, 198–200
WordArt Gallery dialog box, 198
workbook. See also workbook file

adding hyperlinks to other sheets in a, 274–275
adding summary information to a, 49–51
adding worksheets to a, 310
assigning a password for opening and editing a,

222–223
blank, 10
Close Window button on the, 11
customizing templates in a, 309
generating new from templates, 309
making active, 11, 315
moving between sheets in a, 14
moving in the, 12–14
multi-sheet layout of a, 310
opening a new, 10–11
opening options of a, 53–54
password-protecting the, 221–223
printing entire, 45–46
protecting entire, 228–230
working with two, 314–315

workbook file. See also workbook
filename extensions of the, 11
opening/closing the, 11
saving a spreadsheet in a, 20–21
searching for a, 51–53
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workbook protection (enabling/disabling), 229
WORKDAY function, 111
worksheet. See also spreadsheet

adding a, 14
alignment in a, 16
color-coding tabs on a, 310
custom view of a, 312
data entry in a protected, 227–228
default alignment of a, 16
editing multiples as a group, 69
hiding columns and rows in a, 35
manually modifying row height in a, 25
moving to a new area of a, 12–13
protecting a, 224–226
saving as Web pages overview, 261
scrolling through a, 12–13
selecting a, 14
using to organize spreadsheet data, 310

worksheet protection, 224–226
Wrap Cell control, 30

• X •
.xls, extension, 11
.xlt, extension, 11
.xml extension (Extensible Markup Language),

269
Xpos optional argument (InputBox), 297

• Y •
YEARFRAC function, 111
ypos optional argument (InputBox), 297

• Z •
zoom

default for Page Break Preview, 38
editing worksheets and, 54–55
increasing the, 38
in print preview window, 38
range of settings of, 54
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