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A to Z Order option, 261, 262
Absolute cell, 126
absolute references, 126-127
Accept button, 358
Accounting number format, 43, 48, 129, 166,
180, 291
Active Field group, 311
Active Sheet(s) option, 69
Add Condition button, 173, 174
Add Condition list box, 174
Add Constraint dialog box, 302
Add Level button, 261
Add Scenario dialog box, 296, 297
Add Subtotal To list box, 265
Add to Dictionary button, 97
Add View dialog box, 79
adding
calculated fields, 311-313
commands to Quick Access toolbar, 15-17
comments, 92-93
dialog boxes that process user input, 333-336
footers, 61-63
graphics to spreadsheets, 229-249
clip art, 234-236
graphics files, 236-240
overview, 229-234
shapes, 240-243
SmartArt, 247-249
text boxes, 240-243
WordArt, 244-246
headers, 61-63
notes, 92-93
Print Titles option, 64-66
records to data lists, 254-257
add-ins
Analysis ToolPak, 181
Lookup Wizard, 189-191
saving custom functions in add-in files,
340-342
Solver, 300-302
Add-Ins Available list box, 181, 342
Add-ins dialog box, 173, 181, 190, 301,
340, 341, 342
AddlIns folder, 341, 342
Add-ins tab, 301, 342

Adjust group, 238
adjusting. See modifying
Advanced button, 12
Advanced tab, 282
Alignment group, 40, 41, 45, 49, 50, 51, 126, 242,
324, 325
Alignment tab, 49, 50
All Border option, 44
All Programs menu, 20
Allow drop-down button, 195
Allow drop-down list, 352
Allow Users of Worksheet To list box, 280, 282
Alphabetic tab, 331
Always Create Backup check box, 276
Analysis group, 301
Analysis ToolPak add-in, 181
analysis, what-if, 289-302
exploring scenarios, 296-298
goal seeking, 299-300
performing with data tables, 289-295
single-variable, 290-293
two-variable, 293-295
Solver add-in, 300-302
Analyze tab, 316
AND and OR option, 269
AND option, 267
Apply Names dialog box, 135, 352
Apply Names option, 135, 352
Apply the Text format, 48
Arrange group, 233
Arrange Windows dialog box, 210
array formulas
creating, 136-139
saving memory with, 354
Arrayl text box, 169
Array?2 text box, 169
Ascending option button, 272
At Each Change In drop-down list box, 265
Auditing group, 139, 140, 141
AutoFill feature, 32, 350-351, 360
AutoFill Options drop-down button, 124
AutoFilter drop-down list, 268
AutoFilter feature, 266
AutoFit column, 326
AutoFit Column Width option, 326
AutoFit feature, 39, 211, 326, 327
AutoFit row, 40
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AutoFormat button, 45

AutoFormat command option, 15
AutoFormat dialog box, 45

Automatic Except Data Tables option, 293
AutoSelect feature, 188

AutoSum button, 112, 113, 124, 168, 361
Available Tables and Columns list box, 272
averages, computing, 175-177

Axes group, 227

Axis Options tab, 225
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Banded Columns check box, 305
Banded Rows button, 305
Bar section, 227
Basic Shapes section, 241
Basis text box, 151
Bold button, 41, 324, 325
Book1 button, 332
Bookl1 .xlsx file, 332, 335
Book2 icon, 22
Border button, 50
Border tab, 53
Borders button, 44
Borders drop-down list, 44
Bottom Align button, 51
Brightness button, 238
Bring Forward option, 230
Bring to Front button, 230, 233
Browse button, 342
Browse dialog box, 342
Buffet row, 135
building. See creating
buttons
Accept button, 358
From Access button, 270
Add Condition button, 173, 174
Add Level button, 261
Add to Dictionary button, 97
Advanced button, 12
Allow drop-down button, 195
Ascending option button, 272
AutoFill Options drop-down button, 124
AutoFormat button, 45
AutoSum button, 112, 113, 124, 168, 361
Banded Rows button, 305
Bold button, 41, 324, 325
Bookl button, 332
Border button, 50
Borders button, 44
Bottom Align button, 51
Brightness button, 238
Bring to Front button, 230, 233

Browse button, 342

Calculate Now button, 121, 131, 293

Calculate Sheet command button, 121

Calculation Options button, 121, 131, 293

Cancel button, 90, 197

Cell Styles button, 52, 98

Change button, 96

Change Chart Type button, 226, 314, 316

Change Colors button, 249

Chart Elements button, 227

Chart Elements drop-down button, 225

Clear button, 259

Click drop-down button, 197

Clip Art button, 234

Close button, 109, 256

Close Print Preview button, 61, 64, 220, 239

Collapse Dialog Box button, 64

Collapse Entire Field button, 311

Columns button, 84

Comma Style button, 44, 115

Conditional Sum button, 173

Connections button, 273

Contrast button, 238

Convert to Range button, 263, 265

Create button, 22, 23

Create from Selection button, 134, 157, 160,
290, 294

Create New Folder button, 35

Criteria button, 257, 258, 259

Custom Dictionaries button, 97

Custom Footer button, 73

Custom option button, 78

Custom Views button, 79

Customize Quick Access Toolbar button, 13,
14, 15, 17, 327

Date & Time button, 148, 149, 150, 151, 152

Decrease Decimal button, 44, 291

Define Name button, 133, 135, 352

Display Units button, 225

Edit button, 329, 332

Edit Comment button, 93

Edit Custom Lists button, 351

Enable Content option button, 120

Entire Workbook option button, 70, 71, 72

Error Checking button, 140

Excel 2007 button, 20

Expand button, 272

External WrkBk button, 119

Field List button, 311, 313

Field Settings button, 305, 309, 313

Fill Color button, 50

Fill Color drop-down button, 28, 41

Fill Without Formatting option, 124

Filter button, 257
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Filter drop-down button, 260, 266

Financial button, 129, 155, 156, 157,
158, 159, 161

Find All button, 95

Find Next button, 94, 95, 259

Finish button, 174

Fit Selection option button, 78

Fixed option button, 225

Font command button, 62

Font drop-down button, 44

Font Size button, 44, 45, 50, 324, 325

Footer button, 63, 71, 239

Form button, 254, 255, 258

Format As Table button, 41, 44, 256, 264, 266

Format As Table option, 41

Format button, 94, 280, 283, 326

Format command button, 1, 2

Format Painter button, 45, 87, 291

Format Picture button, 239

Format Selection button, 225

Formula button, 176, 196

Formulas button, 313

From Other Sources button, 271

Gridlines button, 224, 227

Group button, 231, 233

Header drop-down button, 70

Help button, 333

Hide button, 285, 332

Increase Decimal button, 44, 126

Insert button, 87, 221, 236, 263, 294

Insert command button, 177

Insert Date button, 73

Insert Field button, 313

Insert File Name button, 73

Insert Function button, 103, 111, 336, 339

Insert Options button, 87

Insert Sheet Name button, 73

Insert Worksheet button, 26, 237, 350

Italic command button, 50

Logical button, 196, 199

Lookup & Reference button, 186, 188

Lookup button, 190

Macros button, 323

Manage drop-down button, 301, 342

Math & Trig button, 164, 165, 166, 167, 169, 170

Maximize button, 211, 332

Merge & Center button, 41, 45, 51, 324, 325

Middle Align button, 50

More button, 42, 219, 224, 225, 238, 243,
305, 316

More Functions button, 176

Move Chart button, 220, 314, 315

Move Down button, 17

Move Up button, 16

Name Manager button, 109, 140

New button, 47

New Sheet option button, 220, 315

Next button, 174, 191

No button, 324

Normal button, 61, 239

Number Format button, 48, 151, 309

Number of Pages button, 62

Number Options drop-down button, 48

Office button, 9, 10, 11, 12, 17, 20, 21, 22, 34,
39, 49, 69, 73, 181, 276, 277, 341, 349

Open button, 16, 39, 270

Options button, 95, 97, 120, 135, 262, 263, 311

Orientation button, 46, 50, 72, 239

Page Break Preview button, 59

Page Layout button, 58, 61, 62, 71, 239

Page Layout View button, 347

Page Number button, 62

Page Setup button, 65, 70, 73

Paste button, 88, 90, 91, 118, 119, 148, 152, 206,
208, 210, 237, 291

Percent Style command button, 126

Picture button, 236, 238, 239

Pie button, 245

PivotChart Filter button, 316

PivotTable button, 306, 314

Practice Formulas button, 119

Preview button, 70, 71

Previous button, 140

Print button, 61

Print Preview button, 60, 73, 220, 239

Protect Sheet button, 280, 281, 283

Protect Workbook button, 285

Quick Print button, 14, 69

Record Macro button, 323, 325, 326

Redo button, 300

Remove Arrows button, 141

Remove button, 222

Replace All button, 96

Replace button, 96

Restore Original Values option button, 302

Review | New Comment button, 92

Salary filter button, 269

Save Query button, 272

Save Scenario button, 301, 302

Select Data command button, 222

Selection option button, 69, 70, 351

Selection Pane button, 233, 245

Send to Back button, 230, 233

Shape Effects button, 225, 227

Shape Fill button, 225, 227, 242

Shape Outline button, 242, 243, 245
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buttons (continued)
Shapes button, 240, 241
Sheet Name button, 71
Show All Comments command button, 93
Show button, 79, 302
Show Formulas command button, 74
SmartArt button, 247
Solve button, 301, 302
Solver button, 301
Sort & Filter button, 44, 208, 211, 261, 263,
266, 268
Sort button, 208
Speak Cells button, 84
Speak Cells by Columns button, 84
Speak Cells by Rows button, 84
Speak Cells on Enter button, 84, 85
Spelling command button, 93, 96
Stop Recording button, 323, 324, 325, 326
Subtotal button, 265
Subtotals button, 311
Switch Row/Column button, 222
Switch Windows button, 134
Text Box button, 240, 242, 245
Text button, 209, 210
Text Effects button, 244
Themes button, 88
Tools button, 276
Tools drop-down button, 277
Top Align command button, 50
Trace Dependents button, 141
Trace Error button, 140
Trace Precedents button, 140, 141
Undo button, 14, 82, 131
Unhide button, 331
Use in Formula button, 133, 134, 172, 176,
196, 351
Use Relative References button, 325, 326
Value Of option button, 301
Vertical option button, 210
View Microsoft Excel button, 332, 335, 338, 341
View Side by Side button, 135, 355
View Side by Side feature, 31, 44
Visual Basic button, 329, 338
What-If Analysis button, 291, 294, 296, 299
Width button, 68, 72, 239
WordArt button, 244
Wrap Text button, 50, 126
Zoom button, 60, 65, 78, 347
Zoom out button, 58
By Changing Cells text box, 299, 301

oo

Calculate indicator, 121, 131, 293
Calculate Now button, 121, 131, 293
Calculate Sheet command button, 121
Calculated Field option, 313
calculated fields, adding, 311-313
Calculation Options button, 121, 131, 293
calculations, alternate, 198-200
Cancel button, 90, 197
Category list box, 56, 309
Category pane, 148
Category text box, 341
CD-ROM (companion to book), 357-363
customer care, 363
Essential Technique demos, 359-360
Excel feature demos, 360-362
system requirements, 357
troubleshooting, 362-363
using, 4-5, 358
workbook exercise files, 358-359
Cell Reference text box, 302
Cell Styles button, 52, 98
Cell Styles gallery, 51-52, 346
Cell Styles palette, 98
cells
copying, 87-91
counting, 178-181
cursors, moving, 23-27
deleting, 85-87
entering data, 28-33
in cell ranges, 31
copying formulas, 33
in series with Fill handle, 32-33
in single cells, 29-31
formatting, 40-55
with Cell Styles gallery, 51-52
conditional, 52-55
with Format Cells dialog box, 45-51
with Home tab, 40-45
inserting, 85-87
moving, 87-91
ranges
entering data, 31
finding those in need of editing, 77-82
names, 132-136, 351-352
printing, 69-70
selecting, 27-28
selecting to edit, 80-82
single, entering data in, 29-31
Cells group, 40, 55, 85, 86, 87, 177, 264, 294, 326
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Cells text box, 351
Change button, 96
Change Chart Type button, 226, 314, 316
Change Chart Type dialog box, 226, 227, 314, 316
Change Colors button, 249
changing. See modifying
Chart Elements button, 225, 227
Chart Elements combo box, 224, 225
Chart Layout gallery, 227
Chart Layouts gallery, 224, 245
Chart Layouts group, 224, 316
Chart sheet, 72
Chart Styles drop-down gallery, 224
Chart Styles group, 219, 224
Chart tab, 72, 73
Chart Title option, 224
Chart Title text box, 219
Chart Tools contextual menu, 226
Chart Tools contextual tab, 219, 220, 221, 222,
223, 224, 245
charts
access from Insert tab, 346
creating, 220-223
editing, 226-228
formatting, 223-226
overview, 215-220
printing in spreadsheets, 72-73
Choose Commands From drop-down list box,
15, 327
Choose Commands From list box, 15, 16, 17, 327
Choose Data Source dialog box, 271
Choose Fields to Add to Report section, 306,
307, 309, 311, 312, 315
circular references, 141-143
Clear button, 259
Click drop-down button, 197
Client Addresses list, 206
Client list, 209
Clip Art button, 234
clip art, inserting, 234-236
Clip Art Task pane, 234, 235, 236
Clipboard group, 45, 51, 87, 89, 90, 206, 208, 291
Close button, 109, 256
Close Print Preview button, 61, 64, 220, 239
Clustered bar, 73, 299, 300
Clustered Bar Chart sheet tab, 73
Clustered column, 219, 221, 224
Code group, 325, 329
Code window, 331, 332, 334, 336, 337, 338
COGS cell, 296, 298, 301
col_index_num argument text box, 188, 196
Collapse Dialog Box button, 64

Collapse Entire Field button, 311
Color option, 93
Colorful section, 249
Colors and Lines tab, 93
Colors dialog box, 350
Column dropdown list box, 173
Column Input cell, 291, 294
Column Input Cell text box, 291
Column Label drop-down list box, 190
Column section, 316
Column to Filter list box, 272
Column to Sum text box, 173
Column Width dialog box, 38, 39
Column Width option, 1
Column Width text box, 38
columns
freezing headers, 352
hiding, 55-56
resizing, 37-39
sorting, 262-264
Columns button, 84
Columns to Repeat at Left text box, 64
Comma Style button, 44, 115
Comma Style format, 115
commands
adding to Quick Access toolbar, 15-17
selecting
on Office menu, 11-12
on Quick Access toolbar, 14-17
from Ribbon, 12-13
comments, adding, 92-93
Comments drop-down list box, 67
Comments group, 92
Comments text box, 341
Commission.xlam file, 342
Company Name input dialog box, 335
Company_Name macro display, 334
CONCATENATE option, 210
conditional formatting, 52-55, 345-346
Conditional Sum button, 173
Conditional Sum wizard, 172, 173-174
conditional totals, 170-174
Conditionally Formatting feature, 361
Confirm Password dialog box, 277, 281, 285
Confirm Password text box, 341
Connections button, 273
Connections dialog box, 273
Constraint text box, 302
Constraints list box, 302
constructing. See creating
Contents of Locked Cells check box, 280
Contextual Design tab, 43
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Contextual tab, 42
Contextual Table Tools Design tab, 42
Continue the Current Selection option
button, 208
Contrast button, 238
Convert to Range button, 263, 265
copying
cells, 87-91
data, 87-91
formulas, 123-139
with absolute references, 126-127
array formulas, 136-139
with Fill handle, 33
with mixed references, 127-132
with relative references, 123-125
correcting formulas
circular references, 141-143
tracing errors, 139-141
Cost argument text box, 158
Cost cell, 161, 162, 281
Cost text box, 161, 162
Count Numbers option, 112
counting cells, 178-181
Create button, 22, 23
Create from Selection button, 134, 157, 160,
290, 294
Create Names From selection, 160, 352
Create Names from Selection dialog box, 134, 352
Create New Folder button, 35
Create PivotTable dialog box, 306, 307
creating
charts, 220-223
complex models with Solver add-in, 300-302
custom functions, 336-342
data lists, 253-259
adding records, 254-257
editing records, 257-259
data series with AutoFill feature, 350-351
data tables
single-variable, 290-293
two-variable, 293-295
formulas, 103-122
array, 136-139
with built-in functions, 110-113
date, 145-152
decision-making, 194-197
error-trapping, 201-204
by hand, 104-110
text, 205-208
time, 145-152
macros, 321-324
pivot charts, 314-318
pivot tables, 306-308
SmartArt, 247-249
WordArt, 244-246
workbooks with templates, 349

Criteria button, 257, 258, 259
Currency cell, 52
Currency number format, 48, 254, 309
Current Selection group, 224, 225, 227
Current Selection option, 208
cursors, moving, 23-27
to different worksheets, 26-27
within displayed area, 23-24
to new area of worksheets, 24-26
Custom AutoFilter dialog box, 267, 268, 269
Custom Dictionaries button, 97
Custom Dictionaries dialog box, 97
Custom Filter option, 267
Custom Footer button, 73
Custom format, 53
custom functions
creating, 336-342
saving in add-in files, 340-342
using in spreadsheets, 339-340
Custom Lists dialog box, 351
Custom Name text box, 305
Custom number format, 56
Custom option button, 78
Custom Sort dialog box, 260
Custom Sort option, 261, 263
Custom tab, 350
Custom Views button, 79
Custom Views dialog box, 79, 80, 352
Customize Quick Access Toolbar button, 13, 14,
15,17, 327
Customize Quick Access Toolbar list box, 15,
16, 17, 327
Customize Quick Access Toolbar menu,
13,14, 15
Customize tab, 15, 327
customizing. See modifying
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data

copying, 33, 87-91

deleting, 85-87

display of, 354-355

editing, 82-83

entering, 19-35
in cell ranges, 31
launching Excel, 19-20
making cell entries, 28-33
moving around workbooks, 23-27
opening new workbooks, 20-23
preventing errors, 352-353
in protected worksheets, 282-284
selecting cell ranges, 27-28
in series with Fill handle, 32-33
in single cells, 29-31
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inserting, 85-87
moving, 87-91
saving in workbook files, 34-35
Data and Model section, 52
data forms
adding records with, 254-257
editing records in, 257-259
data lists, 253-273
creating, 253-259
adding records, 254-257
editing records, 257-259
filtering, 266-270
querying external database tables, 270-273
sorting, 259-264
fields/columns, 262-264
keys, 260-261
on multiple keys, 261-262
subtotaling, 264-266
Data marker, 216
data series
creating with AutoFill feature, 350-351
entering with Fill handle, 32-33
Data tab, 13, 271, 273, 291, 294, 296, 299, 301
Data Table 1 worksheet, 293
Data Table 2 worksheet, 295
Data Table dialog box, 291, 294
Data Table option, 294
data tables
external, querying, 270-273
performing what-if analysis with, 289-295
single-variable, 290-293
two-variable, 293-295
Data Validation dialog box, 195, 197, 352, 353
Data Validation feature, 195, 352-353
Data Validation option, 195
Database Name list box, 272
Databases tab, 271
Date & Time button, 148, 149, 150, 151, 152
date formulas, 145-152
Date Formulas sheet, 149, 151
Date Formulas worksheet, 148, 149, 150
Date functions, 147-151
Date number format, 149
Decimal Places text box, 225, 309
decision-making formulas, 194-197
Decrease Decimal button, 44, 291
Define Name button, 133, 135, 352
Defined Names group, 109
Degrees text box, 50
deleting cells/data, 85-87
demos (on CD-ROM)
Essential Technique, 359-360
Excel feature, 360-362
depreciation, 159-162
Depreciation worksheet, 160, 162, 280, 281, 282

Dept option, 265

Description text box, 323, 325, 326

Design tab, 42, 43, 61, 219, 220, 222, 223, 224,
226, 239, 245, 247, 249, 263, 265, 305, 308,
311, 314, 315, 316

Developer tab, 322, 323, 324, 325, 326, 329, 338

Dialog Box launcher, 12, 67

differences, summing, 168-170

Different Odd & Even Pages check box, 63

Directories list box, 272

Discount Amount column, 198

Discount column, 135

Discounted column, 198, 199, 200

Display Options worksheet, 12

display screen, 9-10

Display tab, 311

Display Units button, 225

Document Properties pane, 341

Documents folder, 360

Drag Fields Between Areas Below section, 306,
311, 315

Drawing Tools contextual tab, 230, 231, 232,
233, 242, 243

drop-down menu option, 1
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Edit button, 329, 332
Edit Comment button, 93
Edit Custom Lists button, 351
Edit mode, 82, 114, 116, 127, 203, 281
editing
charts, 226-228
data entries, 82-83
data ranges, 77-82
formulas, 114-115
group, 97-99
from Home tab, 346
recorded macros, 331-336
records in data forms, 257-259
Editing group, 44, 112, 208, 211, 361
Editing Options section, 282
Employee Data List worksheet, 258, 259, 260,
269, 270, 285, 304, 305, 306, 314, 316, 318
Employee list, 93, 259, 260, 261, 265, 270, 277,
278, 286, 310, 313
Employee PvtCht tab, 316
Employee PvtTbl sheet tab, 304
Enable Content option button, 120
Enable Iterative Calculation check box, 143
End of the Sheet or As Displayed on Sheet
option, 67
End_date text box, 151
Enlarge dialog box, 270
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entering data, 19-35
in cell ranges, 31
copying formulas with Fill handle, 33
launching Excel, 19-20
making cell entries, 28-33
moving around workbooks, 23-27
opening new workbooks, 20-23
preventing errors, 352-353
in protected worksheets, 282-284
selecting cell ranges, 27-28
in series with Fill handle, 32-33
in single cells, 29-31
Entire Workbook option button, 70, 71, 72
Entries list, 351
Equal To dialog box, 53
Error Alert tab, 195, 197
Error Checking dialog box, 140
Error Message text box, 197
errors
catching in formulas, 139-141, 353-354
catching with Text to Speech feature, 83-85
error-trapping formulas, 201-204
preventing with Data Validation feature,
352-353
Essential Technique demos (on CD-ROM),
359-360
Excel 2007, 345-348
features
Cell Styles gallery, 346
conditional formatting, 345-346
formatting as tables, 346-347
Home tab, 346
Insert tab, 346
Live Preview, 348
Page Layout View, 347
Ribbon, 345
style galleries, 347
Zoom slider, 347
interface, 9-17
display screen, 9-10
Office menu, 11-12
Quick Access toolbar, 14-17
Ribbon, 12-13
launching, 19-20
Excel 2007 button, 20
Excel feature demos (on CD-ROM), 360-362
Excel Options dialog box, 11, 12, 15, 16, 17, 26,
97, 125, 173, 181, 190, 282, 301, 327, 342, 351
Expand button, 272
Expand Dialog box, 64
Expected_Income cell, 159
Expense_Rate cell, 294, 295
Expenses cell, 296, 298, 302
Extended Priced column, 273

external database tables, querying, 270-273
external reference links, 118-120

External WrkBk button, 119

eye icon, 233
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FALSE option, 271
Field list, 311, 313, 316
Field List button, 311, 313
Field Settings button, 305, 309, 313
fields
calculated, 311-313
pivot table, 310-311
sorting, 262-264
Fields list, 313
File Name combo box, 341
File Name text box, 34, 35, 39, 276
Files of Type drop-down list box, 238
Fill Color button, 50
Fill Color drop-down button, 28, 41
Fill Color palette, 28
Fill handle, 32-33
Fill tab, 46, 53
Fill Without Formatting option, 124
Filter button, 257
Filter drop-down button, 260, 266
Filter option, 266, 268
filtering data lists, 266-270
Financial button, 129, 155, 156, 157, 158, 159, 161
financial formulas, 153-162
figuring depreciation, 159-162
financial functions, 153-154
investment functions, 154-159
Find All button, 95
Find and Replace dialog box, 94, 95, 96
Find and Replace feature, 93-97
Find feature, 93-97, 257, 354
Find Next button, 94, 95, 259
Find, Replace & Spell sheet tab, 96
Find, Replace & Spell worksheet, 94, 95, 96
Find tab, 94
Find What text box, 94, 95, 96
finding
data ranges in need of editing, 77-82
highest/lowest values, 177-178
powers, 166-167
products, 166-167
square roots, 166-167
Finish button, 174
First Worksheet column, 64
Fit Selection option button, 78
Fixed option button, 225
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Font Color drop-down menu, 242
Font command button, 62
Font drop-down button, 44
Font drop-down list, 44
Font group, 28, 41, 44, 50, 227, 228, 242, 324,
325, 326, 348
Font Size button, 44, 45, 50, 324, 325
Font Size drop-down menu, 242
Font tab, 46, 53
Food Total cell, 188
Food_total cell, 188
Footer button, 63, 71, 239
Footer dialog box, 73
Footer drop-down list box, 73
footers, adding, 61-63
Form button, 254, 255, 258
Form command option, 17
Format As Table button, 41, 44, 256, 264, 266
Format As Table dialog box, 41, 256, 264
Format As Table option, 41
Format Axis dialog box, 225
Format button, 94, 280, 283, 326
Format Cells check box, 281, 282
Format Cells dialog box, 37, 40, 45-51, 53, 56,
148, 149, 152, 279, 309, 361
Format command button, 1, 2
Format Comment dialog box, 93
Format Painter button, 45, 87, 291
Format Picture button, 239
Format Picture dialog box, 239
Format Selection button, 225
Format tab, 223, 224, 225, 227, 230, 231, 232,
233, 236, 238, 242, 243, 244, 245
formatting
cells, 40-55
with Cell Styles gallery, 51-52
conditional, 52-55
with Format Cells dialog box, 45-51
with Home tab, 40-45
charts, 223-226
conditional, 345-346
from Home tab, 346
pivot tables, 308-309
spreadsheets, 37-56
cells, 40-55
hiding columns, 55-56
hiding rows, 55-56
resizing columns, 37-39
resizing rows, 37, 39-40
as tables, 346-347
forms, data
adding records with, 254-257
editing records in, 257-259
Formula button, 176, 196

Formula text box, 313
FormulaR1C1 property, 335
formulas
altering natural order of operators, 115-117
array, 136-139, 354
catching error values in, 353-354
controlling recalculation of, 120-122
copying, 123-139
with absolute references, 126-127
with Fill handle, 33
with mixed references, 127-132
with relative references, 123-125
correcting
circular references, 141-143
tracing errors, 139-141
creating, 103-122
with built-in functions, 110-113
date, 145-152
by hand, 104-110
time, 145-152
date, 147-151
decision-making, 194-197
editing, 114-115
error-trapping, 201-204
external reference links, 118-120
financial, 153-162
figuring depreciation, 159-162
financial functions, 153-154
investment functions, 154-159
printing spreadsheet, 74-75
range names in, 132-136
text, 205-212
time, 151-152
Formulas button, 313
Formulas tab, 12, 13, 74, 109, 111, 119, 121, 124,
125, 129, 131, 133, 134, 135, 139, 140, 141,
157, 158, 172, 173, 176, 181, 190, 196, 290,
293, 294, 351
From Access button, 270
From Microsoft Query option, 271
From Other Sources button, 271
Function Arguments Cost text box, 161
Function Arguments dialog box, 111, 113, 129,
131, 132, 148, 149, 155, 156, 164, 165, 166,
169, 188, 199, 209, 339
Function category, 339
Function Library group, 129
functions
custom
creating, 336-342
saving in add-in files, 340-342
using in spreadsheets, 339-340
Date, 147-151
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functions (continued)

financial, 153-162

IF, nesting, 200-201

investment, 154-159

Logical, 193-204
choosing between alternate calculations,

198-200

decision-making formulas, 194-197
error-trapping formulas, 201-204
nesting IF functions, 200-201

Lookup, 183-191
Lookup Wizard, 189-191
returning single values from lookup tables,

183-189

math, 163-174
conditional totals, 170-174
differences, 168-170
powers, 166-167
products, 166-167, 168-170
rounding off values, 163-165
square roots, 166-167, 168-170

statistical, 175-181
Analysis ToolPak add-in, 181
computing averages, 175-177
counting cells, 178-181
finding highest/lowest values, 177-178

Text, 208-212

Time, 151-152

FV option, 155

oG o

Gender field text box, 258
General number format, 29
General Options dialog box, 276, 277
Get External Data group, 270
Glow option, 227
Glow Variations section, 225
Go To dialog box, 80, 81
Go To feature, 69, 81
Goal Seek dialog box, 299
Goal Seek feature, 299
Goal Seek Status dialog box, 299, 300
goal seeking, 299-300
Graphic Objects worksheet, 231, 233
graphics
adding to spreadsheets, 229-249
clip art, 234-236
graphics files, 236-240
shapes, 240-243

SmartArt, 247-249
text boxes, 240-243
understanding graphic objects, 229-234
WordArt, 244-246
overview, 229-234
Graphics folder icon, 238
Greater Than dialog box, 53
Greater Than option, 53
Gridlines and Print check box, 67
Gridlines button, 224, 227
Gridlines check box, 13, 65
Group button, 231, 233
Group Edit mode, 97
group editing, 97-99
Group mode, 98
Group option, 231, 311
Growth_Rate cell, 291, 292, 293, 294, 295

o/ o

Header & Footer Elements group, 62, 63, 239
Header & Footer Tools contextual tab, 61, 239
Header & Footer Tools Design tab, 62, 63
Header drop-down button, 70
Header/Footer tab, 70, 73
Header Margin Top Margin Left Margin
column, 66
headers
adding, 61-63
freezing, 352
Height text box, 239
Help button, 333
Help file, 333
Help window, 142, 332, 333
Hidden protection format, 278
Hide button, 285, 332
hiding
columns, 55-56
rows, 55-56
Hierarchy category, 248
HLOOKUP Function Arguments dialog box, 186
HLOOKUP option, 186
Home cell, 24, 25, 204, 283
Home tab
editing from, 346
formatting from, 40-45, 346
horizontal lookups, 184-187
Horizontally check box, 70
Hour text box, 152
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o]e
IF functions, nesting, 200-201
IF option, 196, 199
If Same column, 135
If Same row, 135
[llustrations group, 240
Import Data dialog box, 271, 272, 273
importing graphics files, 236-240
Include Many Sheets text box, 26
Income Before Taxes cell, 142
Increase Decimal button, 44, 126
Information category, 202, 203
Input cell, 52
input dialog box, 333-334
Input Message tab, 197
Input Message text box, 197
Insert button, 87, 221, 236, 263, 294
Insert Calculated Field dialog box, 313
Insert command button, 177
Insert Date button, 73
Insert dialog box, 85
Insert Field button, 313
Insert File Name button, 73
Insert Function button, 103, 111, 336, 339
Insert Function dialog box, 111, 112, 113, 181,
339, 340
Insert Function feature, 164
Insert Options button, 87
Insert Picture dialog box, 236, 238, 239
Insert Shapes drop-down gallery, 245
Insert Shapes group, 242, 243
Insert Sheet Name button, 73
Insert tab, 12, 215, 234, 236, 238, 240, 244, 245,
247, 306, 345, 346
Insert Worksheet button, 26, 237, 350
inserting
cells, 85-87
clip art, 234-236
data, 85-87
Installed Template File, 22
interface, 9-17
Office menu, selecting commands on, 11-12
parts of display screen, 9-10
Quick Access toolbar
adding commands to, 15-17
customizing, 14
selecting commands on, 14-17
Ribbon, selecting commands from, 12-13
investment functions, 154-159

IRR option, 159

Is drop-down list box, 173

Italic command button, 50

ITB Invoice worksheet, 234, 235
Item column, 186

[temsSold argument text box, 340

oo

keys, sorting, 260-264
sorting fields/columns, 262-264
sorting lists on multiple, 261-262
Keywords text box, 341

o/ o

Landscape option, 67, 70, 72, 239
Language File, 34
Largest option, 271
Largest to Smallest option, 261-264
Last column, 43
Last Column check box, 43
launching Excel 2007, 19-20
Layout check box, 311
Layout tab, 223, 224, 227
Layouts group, 249
Left Column check box, 157, 160, 290
Left-hand section, 61
Left section, 73
Legend Entries (Series) column, 222
Less Than dialog box, 53
Life text box, 161, 162
Life_in_years cell, 160, 161, 162, 281
Light section, 256
Lines section, 245
links, external reference, 118-120
List Entries list box, 351
List option, 195
lists, data, 253-273
creating, 253-259
adding records, 254-257
editing records, 257-259
filtering, 266-270
querying external database tables, 270-273
sorting, 259-264
fields/columns, 262-264
keys, 260-261
on multiple keys, 261-262
subtotaling, 264-266
Live Preview feature, 41, 42, 44, 348
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Location field label, 310
Location group, 220
Location text box, 307
Lock cell, 283
Lock Cell option, 280, 283
Lock Project Viewing check box, 341
Locked protection format, 278
Logical button, 196, 199
Logical functions, 193-204
choosing between alternate calculations,
198-200
decision-making formulas, 194-197
error-trapping formulas, 201-204
nesting IF functions, 200-201
Logical_test argument text box, 196, 199
Look In drop-down list box, 236
Look In search option, 95
Lookup & Reference button, 186, 188
Lookup & Reference category, 183
Lookup button, 190
Lookup functions, 183-191
Lookup Wizard, 189-191
returning single values from lookup tables,
183-189
horizontal lookups, 184-187
vertical lookups, 187-189
lookup tables
returning single values from, 183-189
horizontal lookups, 184-187
vertical lookups, 187-189
Lookup wizard, 183, 189-191
Lookup Wizard check box, 190
lookups
horizontal, 184-187
vertical, 187-189
Lookup_value argument text box, 188
Lookup_value text box, 186

ol o

M check box, 316
M option, 309
Macro dialog box, 324, 326, 329, 332, 336
Macro Name list box, 324, 332
Macro Name text box, 323, 325, 326
macro recorder, 322-324
macros, 321-327
assigning to Quick Access toolbar, 326-327
creating, 321-324
editing recorded, 331-336
recording, 325-326
Macros button, 323
Major & Minor Gridlines option, 227

Major Gridlines option, 224
Manage drop-down button, 342
Manage drop-down list button, 301
Manual option, 121, 131
Margins tab, 60, 67, 70
Markdown Table worksheet, 84, 85
Match Case check box, 94
Match cell, 95
Match Cell Entire Contents check box, 95
Match Entire cell, 94, 95
Match Entire Cell Contents check box, 94, 95
Math & Trig button, 164, 165, 166, 167, 169, 170
Math & Trig button’s drop-down menu, 164,
165, 166, 167, 169, 170
Math & Trig category, 163, 168, 170
Math & Trig group, 163
math functions, 163-174
conditional totals, 170-174
finding
powers, 166-167
products, 166-167
square roots, 166-167
rounding off values, 163-165
summing
differences, 168-170
products, 168-170
square roots, 168-170
Math Functions worksheet, 166
Maximize button, 211, 332
MEDIAN Function Arguments dialog box, 177
MEDIAN option, 176
Medium section, 305
memory, saving with array formulas, 354
Merge & Center button, 41, 45, 51, 324, 325
Microsoft Clip Organizer dialog box, 235
Microsoft Office Security Options dialog
box, 120
Middle Align button, 50
Middle Name field, 260
Minimize the Ribbon option, 13
Minute text box, 152
mixed references, copying formulas with,
127-132
Modify text box, 276
modifying
column width, 38-39
natural order of operators, 115-117
page breaks, 59-61
pivot tables, 308-313
adding calculated fields, 311-313
fields, 310-311
formatting, 308-309
summary functions, 311-313
print settings, 66—-68
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Quick Access toolbar, 14 New Name dialog box, 133, 351
row height, 39-40 New Sheet option button, 220, 315
spreadsheets, 77-99 New Workbook dialog box, 21, 22, 23, 349
adding notes/comments, 92-93 Next button, 174, 191
copying data/cells, 87-91 No Border option, 50
deleting data/cells, 85-87 No button, 324
editing data entries, 82-83 No Fill option, 50, 242
Find and Replace feature, 93-97 Normal button, 61, 239
finding cell ranges in need of editing, 77-82 Normal view, 58, 63, 220
group editing, 97-99 Northwind.mdb file, 270
inserting data/cells, 85-87 Note cell, 52
moving data/cells, 87-91 Note Page Setup dialog box, 73
selecting cell ranges to edit, 80-82 notes, adding, 92-93
spell checking, 93-97 Nper text box, 130
Text to Speech feature, 83-85 NPER worksheet, 156
summary functions, 311-313 NPV & IRR worksheet, 157, 159
More button, 42, 219, 224, 225, 238, 243, 305, 316 NPV option, 158
More Colors option, 350 Number Filters option, 269
More Commands option, 15, 327 Number format, 48, 52, 98, 147, 151, 255, 309
More Functions button, 176 Number Format button, 48, 151, 309
More Functions drop-down menu, 203 Number Format section, 98
Move Chart button, 220, 314, 315 Number Formats sheet, 49
Move Chart dialog box, 220, 315 Number group, 43, 44, 48, 126, 166, 291
Move Down button, 17 Number of Pages button, 62
Move Up button, 16 Number option, 147
moving Number Options drop-down button, 48
cells, 87-91 Number tab, 45, 46, 47, 48, 49, 56, 225, 361
cursors, 23-27 Number text box, 164, 165, 166, 167
to different worksheets, 26-27 Numberl1 text box, 166, 177
within displayed area, 23-24 Number2 argument text box, 113
to new area of worksheets, 24-26 Number3 argument text box, 113
data, 87-91 Num_digits text box, 164, 165
MS Access Database option, 271 NW Prd Qry worksheet, 273
My Documents folder, 31 NW Prd Tbl worksheet, 273
My Pictures folder, 238 NW Prod Tbl worksheet, 271
My Table Has Headers check box, 41 NWdb Query Practice.xlsx file, 271
o\ o o () o
Name box, 23, 24, 80, 81, 82, 90, 103, 141, 176, 0Odd Page header, 63
179, 186, 229, 231, 232, 351 Office button, 9, 10, 11, 12, 17, 20, 21, 22, 34, 39,
Name Box drop-down menu, 82 49, 69, 73, 181, 276, 277, 341, 349
Name Manager button, 109, 140 Office menu, 3, 9, 10, 11-12, 43, 44, 276
Name Manager dialog box, 109, 140 Office pull-down menu, 120
Name text box, 35, 313, 351 Omit column, 135
nesting IF functions, 200-201 Omit row, 135
New button, 47 Only Include Rows Where list box, 272
New command option, 16 Open button, 16, 39, 270
New folder, 35 Open dialog box, 51, 236, 360
New Folder dialog box, 35 opening new workbooks, 20-23
New From Existing option, 21 operators, natural order of, 115-117

New From Existing Workbook dialog box, 21
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options Minimize the Ribbon option, 13

2 Pages option, 72 More Colors option, 350
3 pt option, 242, 243 More Commands option, 15, 327
A to Z Order option, 261, 262 MS Access Database option, 271
Active Sheet(s) option, 69 New command option, 16
All Border option, 44 New From Existing option, 21
Apply Names option, 135, 352 No Border option, 50
AutoFit Column Width option, 326 No Fill option, 50, 242
AutoFormat command option, 15 NPV option, 158
Automatic Except Data Tables option, 293 Number Filters option, 269
Bring Forward option, 230 Number option, 147
Calculate Now option, 121 AND option, 267
Calculated Field option, 313 AND and OR option, 269
Chart Title option, 224 OR option, 269
Color option, 93 Paste Link option, 118, 119, 237, 291
Column Width option, 1 Paste Names option, 134
CONCATENATE option, 210 Paste option, 88
Continue the Current Selection option Paste Special option, 88

button, 208 Paste Values option, 148, 149, 152, 206,
Count Numbers option, 112 208, 210
Current Selection option, 208 Pivot Chart option, 314
Custom Filter option, 267 PivotChart and PivotTable Report option, 271
Custom Sort option, 261, 263 PivotChart option, 314
Data Table option, 294 POWER option, 166, 169
Data Validation option, 195 Primary Horizontal Gridlines option, 227
Dept option, 265 Primary Vertical Gridlines option, 227
drop-down menu option, 1 Print Preview command option, 17
End of the Sheet or As Displayed on Sheet Print Titles option, 64-66

option, 67 PRODUCT option, 166
FALSE option, 271 PROPER option, 209
Filter option, 266, 268 PV option, 155
Form command option, 17 Quick Print option, 14
FV option, 155 a RATE option, 155
Glow option, 227 Redo command option, 17
Goal Seek option, 299 Return Data to Microsoft Office Excel option
Greater Than option, 53 button, 272
Group option, 231, 311 Ribbon option, 13, 15
HLOOKUP option, 186 ROUND option, 164
IF option, 196, 199 ROUNDDOWN option, 165
IRR option, 159 ROUNDUP option, 164
Landscape option, 67, 70, 72, 239 Scale option, 68
Largest option, 271 Scale to Fit option, 67
Largest to Smallest option, 261 Scale to Fit Width option, 72
Largest to Smallest Order option, 264 Send Backward option, 230
List option, 195 Separator option, 17
Lock Cell option, 280, 283 Show Above the Ribbon option, 17
Look In search option, 95 Show Page Breaks option, 12
M option, 309 Single Cell option, 174
Major & Minor Gridlines option, 227 SLN option, 161
Major Gridlines option, 224 Smallest to Largest option, 263
Manual option, 121, 131 Sort A to Z option, 208, 211, 260
MEDIAN option, 176 Sort Largest to Smallest option, 269

From Microsoft Query option, 271 Sort Left to Right option, 262, 263
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Sort Z to A option, 208
SQRT option, 167
Store Macro In option, 323
Subtotals option, 310
SUMPRODUCT option, 169
SUMSQ option, 169
SUMX2MY?2 option, 170
Templates option, 227
Transform option, 244
Transpose option, 88, 90, 91
Ungroup option, 231
Ungroup Sheets option, 106
Vertical (Category) Axis option, 227
Vertical (Value) Axis option, 225
VLOOKUP option, 188
Weight option, 242, 243
Width option, 68
Options and Design tab, 304
Options button, 95, 97, 120, 135, 262, 263, 311
Options dialog box, 143
Options group, 63
Options tab, 305, 307, 308, 309, 311, 313
OR option, 269
Order column, 261
Order drop-down list, 261
organizing spreadsheet data on different work-
sheets, 350
Orientation button, 46, 50, 72, 239
Orientation section, 262, 263
outlines, 354-355

opPoe

Page Break Preview button, 59

Page Break Preview dialog box, 59

Page Break Preview feature, 347, 362

Page Break Preview view, 59, 75

page breaks, adjusting, 59-61

Page Layout button, 58, 61, 62, 71, 239

Page Layout mode, 58, 239

Page Layout sheet, 67, 68

Page Layout tab, 13, 60, 67, 74, 239

Page Layout view, 57, 58, 59, 60, 61, 62, 67, 74,
347, 362

Page Layout View button, 347

Page Number button, 62

Page section, 60

Page Settings dialog box, 67

Page Setup button, 65, 70, 73

Page Setup dialog box, 60, 64, 65, 70, 72, 73

Page Setup Dialog Box launcher, 60

Page Setup group, 67

Page tab, 60, 67, 70

pages
breaks, 59-61
previewing, 57-58
Password dialog box, 277
Password text box, 277, 281, 284, 285, 286, 341
Password to Modify text box, 276-278
Password to Open or Password to Modify text
box, 277
Password to Open text box, 276
Password to Unprotect sheet, 280
passwords, 275-286
Paste button, 88, 90, 91, 118, 119, 148, 152, 206,
208, 210, 237, 291
Paste Link option, 118, 119, 237, 291
Paste list, 134
Paste List button, 134
Paste Names dialog box, 134
Paste Names option, 134
Paste option, 88
Paste Special dialog box, 88
Paste Special option, 88
Paste Values option, 148, 149, 152, 206, 208, 210
Per text box, 161
Percent Style command button, 126
Percent Style number format, 126
Period text box, 161, 162
Pers Data list, 262, 263, 264
Personal Monthly Budget icon, 23
Personal Monthly Budget template, 22
Personnel Data list, 262, 263, 264
Picture button, 236, 238, 239
Picture Styles drop-down gallery, 238
Picture Styles group, 238
Picture Tools contextual tab, 235, 236, 238
Pictures folder, 238
Pie button, 245
Pie drop-down gallery, 245
Pivot Chart option, 314
pivot charts, 314-318
Pivot Table button, 314
Pivot Table Field list, 312
pivot tables, 303-318
creating, 306-308
modifying, 308-313
adding calculated fields, 311-313
fields, 310-311
formatting, 308-309
summary functions, 311-313
overview, 303-305
PivotChart and PivotTable report, 271
PivotChart and PivotTable Report option, 271
PivotChart Filter button, 316
PivotChart Filter pane, 315, 316, 318
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PivotChart option, 314
PivotChart Tools contextual tab, 305, 307, 308,
309, 311, 313, 314, 315, 316
PivotTable button, 306, 314
PivotTable Field list, 304, 306, 307, 309, 310, 311,
312, 313, 314, 315, 316, 317, 318
PivotTable Field List task pane, 304, 306, 307,
310, 311, 312, 313, 314, 315, 316, 317
PivotTable group, 311
PivotTable Options dialog box, 311
PivotTable Style Options group, 305
PivotTable Styles gallery, 305, 308, 309
PivotTable Styles group, 305
PivotTable Tools contextual tab, 304, 308
PMT argument, 130
PMT Function Arguments dialog box, 130
PMT worksheet, 156
Popular tab, 323
POWER option, 166, 169
Power text box, 166
powers, finding, 166-167
Practice Formulas button, 119
Pretax Total column, 187, 188
Preview button, 70, 71
Preview group, 65
previewing pages, 57-58
Previous button, 140
Price/Doz column, 186
Primary Horizontal Gridlines option, 227
Primary Vertical Gridlines option, 227
Print button, 61
Print check box, 60, 67, 68, 71
Print dialog box, 69, 70, 71, 72, 218, 351
Print in Black and White check box, 73
Print Preview button, 60, 73, 220, 239
Print Preview command option, 17
Print Preview mode, 57, 60, 63
Print Preview tab, 60, 61, 64, 65, 70, 71, 73, 220
Print Preview window, 60, 61, 63, 64, 65, 66, 70,
71,72, 73, 75, 220, 239, 240
print settings, modifying, 66—-68
Print Titles option, 64-66
Print Titles section, 64
Print What section, 69, 70, 71, 72, 351
printing, 69-75
charts in spreadsheets, 72-73
formulas, 74-75
ranges of cells, 69-70
reports, 57-75
adding headers/footers, 61-63
adding Print Titles option, 64-66
adjusting page breaks, 59-61
modifying print settings, 66-68
previewing pages, 57-58
workbooks, 69-75
Proceed text box, 277, 281, 285

Prod Sched worksheet, 125, 126, 127
PRODUCT Function Arguments dialog box, 166
PRODUCT option, 166
products

finding, 166-167

summing, 168-170
Profit Sharing and Gender report, 305, 309
Profit Sharing report, 304
Programs menu, 19
Project Explorer and Properties window, 332
Project Explorer Code window, 330
Project Explorer window, 331, 338
Projected_Sales cell, 290, 291, 294
Proofing tab, 97
PROPER option, 209
Properties group, 43
Properties window, 330, 331, 338
Protect sheet, 278, 280, 281, 282, 283
Protect Sheet button, 280, 281, 283
Protect Sheet dialog box, 278, 280, 281, 282, 283
Protect Structure and Windows dialog box,

284, 285

Protect Workbook button, 285
Protect worksheet, 280
protecting

spreadsheets, 275-286

workbooks

in entirety, 284-286
with passwords, 275-278

worksheets, 278-284
Protection feature, 278
Protection tab, 46, 279, 341
Purple Data bar, 54
Put the Income Analysis worksheet, 62
PV option, 155
Pv text box, 131
PV worksheet, 155

OQO

Query wizard, 272
Query Wizard dialog box, 272
Query Wizard - Filter Data dialog box, 272
Query Wizard - Finish dialog box, 272
Query Wizard - Sort Order dialog box, 272
querying external database tables, 270-273
Quick Access toolbar, 34
adding commands to, 15-17
assigning macros to, 326-327
customizing, 14
selecting commands on, 14-17
Quick Print Auto Format, 17
Quick Print button, 14, 69
Quick Print option, 14
Quota cell, 191
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R1C1 Reference Style check box, 125
Range Name list, 134
Range Names sheet, 134, 135, 136
Range_lookup argument text box, 186
ranges
entering data, 31
finding those in need of editing, 77-82
names, 132-136, 351-352
printing, 69-70
selecting, 27-28, 80-82
Rate argument text box, 130, 158
Rate text box, 130
Read-Only Recommended check box, 276
ReadMe file, 357
Ready indicator, 72
recalculation of formulas, 120-122
Recent Documents list, 49, 120, 277
Record Macro button, 323, 325, 326
Record Macro dialog box, 323, 325
recording macros
editing, 331-336
with macro recorder, 322-324
with relative cell references, 325-326
records
adding to data lists, 254-257
editing in data forms, 257-259
Red - Yellow - Blue Color Scale, 55
Redo button, 300
Redo command option, 17
Reenter Password to Modify text box, 277
references
absolute, 126-127
circular, 141-143
external, 118-120
mixed, 127-132
relative, 123-125, 325-326
Refers To text box, 133, 351
relative references
copying formulas with, 123-125
recording macros with, 325-326
Remove Arrows button, 141
Remove button, 222
Replace All button, 96
Replace button, 96
Replace tab, 95
Replace text box, 95, 96
Report Filter’s drop-down menu, 317
reports, printing, 57-75
adding headers/footers, 61-63
adding Print Titles option, 64-66
adjusting page breaks, 59-61
charts in spreadsheets, 72-73

modifying print settings, 66-68
previewing pages, 57-58
ranges of cells, 69-70
spreadsheet formulas, 74-75
workbooks, 69-75
resizing
columns, 37-39
rows, 37, 39-40
Restore Original Values option button, 302
Result Cells text box, 298
Retail Price column, 134, 198, 283
Retail_Price column, 135
Return Data to Microsoft Office Excel option
button, 272
Return_type text box, 150, 151
Review | New Comment button, 92
Review tab, 13, 92, 93, 96, 280, 281, 283
Ribbon, 12-13, 345
Ribbon check box, 323
Ribbon option, 13, 15
Rotation handle, 229, 230, 232
ROUND Function Arguments dialog box, 164,
165
ROUND option, 164
ROUNDDOWN option, 165
rounding off values, 163-165
ROUNDUP option, 164
Row Height dialog box, 39
Row Height text box, 39
Row Input cell, 291, 294
Row Label drop-down list box, 190
Row_index_num argument text box, 186, 188
row_ref and column, 292
rows
freezing headers, 352
hiding, 55-56
resizing, 37, 39-40

oS e

Salary check box, 265

Salary field text box, 258

Salary filter button, 269
Sales_Growth cell, 298

Salvage argument text box, 158
Salvage cell, 160, 161, 162, 281
Salvage text box, 161, 162
Salvage_Value cell, 158, 159
Sample list box, 56

Save As Type drop-down list, 22, 236, 341, 349
Save In drop-down list box, 34, 341
Save Query button, 272

Save Scenario button, 301, 302
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Save Scenario dialog box, 302
saving
custom functions in add-in files, 340-342
data in workbook files, 34-35
memory with array formulas, 354
Scale combo box, 68
Scale option, 68
Scale to Fit group, 68, 72, 239
Scale to Fit option, 67
Scale to Fit Width option, 72
Scenario Manager dialog box, 296, 297, 298, 302
Scenario Name text box, 296, 302
Scenario Summary dialog box, 298
Scenario Values dialog box, 296, 297
scenarios, exploring, 296-298
Scenarios list box, 297
Schedule worksheet, 82
Search text box, 235
Select a Connection list box, 273
Select a Function list box, 111, 113
Select cell, 26, 27, 50, 53, 83, 86, 87, 90, 91, 92,
99, 106, 119, 135, 139, 200, 211, 305, 318,
324, 340, 342
Select Data command button, 222
Select Data Source dialog box, 222, 270
Select Database dialog box, 271
Select Locked Cells check box, 279, 282, 283
Select Multiple Items check box, 317
Select Summarize By tab, 312
Select Table dialog box, 270, 271
selecting
cell ranges, 27-28
commands
on Office menu, 11-12
on Quick Access toolbar, 14-17
from Ribbon, 12-13
Selection and Visibility Task pane, 231, 233, 234,
241, 245
Selection dialog box, 157, 160, 290
Selection option button, 69, 70, 351
Selection pane, 233
Selection Pane button, 233, 245
Send Backward option, 230
Send to Back button, 230, 233
Separator option, 17
Serial_number argument text box, 150
Serial_number text box, 151
series, data
creating with AutoFill feature, 350-351
entering with Fill handle, 32-33
Set Cell text box, 299
Set Target cell, 301
Set Target Cell text box, 301

Settings tab, 195

Shape Effects button, 225, 227

Shape Fill button, 225, 227, 242

Shape Outline button, 242, 243, 245

Shape Styles gallery, 224, 243

Shape Styles group, 224, 225, 227, 242, 243

shapes, adding, 240-243

Shapes button, 240, 241

Shapes gallery, 243

Sheet Name button, 71

Sheet Options group, 60, 67, 68, 71

Sheet tab, 64, 65

Show Above the Ribbon option, 17

Show All Comments command button, 93

Show button, 79, 302

Show Developer tab, 323

Show Formulas command button, 74

Show/Hide group, 13, 311, 313

Show Margins check box, 65, 71

Show Page Breaks check box, 12

Show Page Breaks option, 12

Side by Side feature, 33, 51, 54, 55, 107, 152, 181,
200, 201, 360

Side feature, 49

Single Cell option, 174

single values, returning from lookup tables,
183-189

horizontal lookups, 184-187
vertical lookups, 187-189

single-variable data tables, 290-293

Size property, 332

Size pull-down menus in the font, 348

Size tab, 239

SLN option, 161

Smallest to Largest option, 263

SmartArt button, 247

SmartArt feature, 247

SmartArt Graphic dialog box, 247

SmartArt list, 247

SmartArt Styles group, 249

SmartArt Tools contextual tab, 247, 249

Solutions group, 173, 190

Solve button, 301, 302

Solver add-in, 300-302

Solver button, 301

Solver dialog box, 301

Solver Parameters dialog box, 301, 302

Solver Results dialog box, 301, 302

Sort A to Z option, 208, 211, 260

Sort & Filter button, 44, 208, 211, 261, 263, 266,
268

Sort button, 208
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Sort By drop-down list, 261, 263, 272
Sort dialog box, 261, 262, 263, 264
Sort Largest to Smallest option, 269
Sort Left to Right option, 262, 263
Sort Options dialog box, 262, 263
Sort Warning dialog box, 208
Sort Z to A option, 208
sorting
columns, 262-264
data lists, 259-264
fields/columns, 262-264
keys, 260-261
on multiple keys, 261-262
fields, 262-264
Sorting feature, 259
sorting keys, 260-264
sorting fields/columns, 262-264
sorting lists on multiple, 261-262
Source text box, 195, 353
Speak Cells button, 84
Speak Cells by Columns button, 84
Speak Cells by Rows button, 84
Speak Cells on Enter button, 84, 85
spell checking, 93-97
Spelling command button, 93, 96
Spelling dialog box, 97
Spelling feature, 93-97
Spreadsheet Title dialog box, 335
spreadsheets
adding graphics to, 229-249
clip art, 234-236
graphics files, 236-240
shapes, 240-243
SmartArt, 247-249
text boxes, 240-243
understanding graphic objects, 229-234
WordArt, 244-246
charting data, 215-228
creating charts, 220-223
editing charts, 226-228
formatting charts, 223-226
understanding Excel charts, 215-220
entering data, 19-35
in cell ranges, 31
copying formulas with Fill handle, 33
launching Excel, 19-20
making cell entries, 28-33
moving around workbooks, 23-27
opening new workbooks, 20-23
preventing errors, 352-353
in protected worksheets, 282-284
selecting cell ranges, 27-28
in series with Fill handle, 32-33
in single cells, 29-31

formatting, 37-56
cells, 40-55
hiding columns, 55-56
hiding rows, 55-56
resizing columns, 37-39
resizing rows, 37, 39-40
modifying, 77-99
adding notes/comments, 92-93
copying data/cells, 87-91
deleting data/cells, 85-87
editing data entries, 82-83
Find and Replace feature, 93-97
finding cell ranges in need of editing, 77-82
group editing, 97-99
inserting data/cells, 85-87
moving data/cells, 87-91
selecting cell ranges to edit, 80-82
spell checking, 93-97
Text to Speech feature, 83-85
organizing data on different worksheets, 350
printing
charts, 72-73
formulas, 74-75
protecting, 275-286
workbooks, 275-278, 284-286
worksheets, 278-284
reports, printing, 57-75
saving data in workbook files, 34-35
using custom functions in, 339-340
SQRT Function Arguments dialog box, 167
SQRT option, 167
square roots
finding, 166-167
summing, 168-170
Stacked bar, 227
Standard Colors section, 242
Standard column, 37
Standard Column Width text box, 37
Start Search text box, 19
Start_date text box, 151
Startup menu, 20
Statistical category, 181
statistical functions, 175-181
Analysis ToolPak add-in, 181
computing averages, 175-177
counting cells, 178-181
finding highest/lowest values, 177-178
Status bar, 10, 28, 48, 51, 58, 59, 61, 62, 71, 72,
78, 89, 90, 106, 112, 121, 131, 142, 239, 293,
324, 347
Stop Recording button, 323, 324, 325, 326
Store Macro In combo box, 323, 325, 326
Store Macro In option, 323
Straight Line column, 162
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Structure check box, 284, 285
style galleries, 347
Styles group, 40, 41, 52, 53, 54, 256, 264, 266
Subtotal dialog box, 265
Subtotal feature, 264, 265
subtotaling data lists, 264-266
Subtotals button, 311
Subtotals feature, 264, 303
Subtotals option, 310
Summarize By tab, 313
Summarize Value By list box, 305
Summarize Value Field By list box, 305, 312, 313
summary functions, modifying, 311-313
summing
differences, 168-170
products, 168-170
square roots, 168-170
SUMPRODUCT option, 169
SUMSQ Function Arguments dialog box, 169
SUMSQ option, 169
SUMX2MY2 option, 170
Switch row, 222
Switch Row/Column button, 222
Switch Windows button, 134

oJ e

Tab and click cell, 151, 158
Table dialog box, 291
Table Style Options group, 43
Table Styles gallery, 41, 42, 44, 347
Table Styles group, 42
Table Tools Design Contextual tab, 43
Table Tools Design tab, 42, 43
Table_array argument text box, 188
Table_array text box, 186
Table/Range text box, 314
tables
controlling display of data in with outlines,
354-355
data
external, 270-273
performing what-if analysis with, 289-295
single-variable, 290-293
two-variable, 293-295
formatting as, 346-347
lookup, returning single values from, 183-189
pivot, 303-318
creating, 306-308
formatting, 308-309
modifying, 308-313
overview, 303-305
summary function, 311-313
Tables group, 306

Tables Styles gallery, 42

Target cell, 300

templates, creating workbooks with, 349
Templates option, 227

Text Argument text box, 209

Text box, 240

Text Box button, 240, 242, 245

text boxes, adding, 240-243

Text button, 209, 210

Text Effects button, 244

Text format, 48, 207

text formulas, 205-212

Text Formulas sheet, 210

Text functions, 208-212

Text group, 240, 244

Text Import wizard, 209

Text to Speech feature, 83-85

Textl Argument text box, 210

Text2 Function Argument text box, 210
Text3 Argument text box, 210

The Add Condition list box, 173
ThemeFont property, 332

Themes button, 88

Themes palette, 227

Then By dropdown list box, 261

Three Traffic Lights (Unrimmed) icon, 55
time formulas, 145-152

TIME Function Arguments dialog box, 152
Time functions, 151-152

Tip Amount column, 188

Tip Percentage cell, 194, 195, 197

Title text box, 341

Titles and Headings section, 52, 98

To Value text box, 299

Tools button, 276

Tools drop-down button, 277
ToolsVBAProject Properties menu, 341
Top 10 AutoFilter dialog box, 269

Top Align command button, 50

Top Options Working Excel section, 323
Total cell, 98

Total column, 75

Total Other Income cell, 142

Total row, 43

Total Row check box, 43

Total_Income cell, 301, 302

TotalSales argument text box, 340
Trace Dependents button, 141

Trace Error button, 140

Trace Precedents button, 140, 141
Trans Schedule worksheet, 91
Transform option, 244

Transpose check box, 88



Transpose option, 88, 90, 91
two-variable data tables, 293-295
Type group, 226

Type list box, 148

Type Your Text Here section, 248, 249
Type_of_Asset cell, 160

olf o

Undo button, 14, 82, 131

Ungroup option, 231

Ungroup Sheets option, 106

Unhide button, 331

Unhide dialog box, 286, 331

Unhide Workbook list box, 286

UnitsInStock field, 271

Unmerge cell, 51

Unprotect sheet, 281

Unprotect Sheet dialog box, 281

Unprotect Sheet text box, 280

Unprotect Workbook dialog box, 284

Update cell, 122

Use Function drop-down list box, 265

Use in Formula button, 133, 134, 172, 176, 196,
351

Use Relative References button, 325, 326

Use Row and Column Names check box, 352

oo

Value drop-down list box, 173
Value Field Settings dialog box, 305, 309, 312,
313
Value Of option button, 301
Value text box, 299
Valuel text box, 159
Value_if_false argument text box, 196, 199
Value_if_true argument text box, 196, 199
values
catching errors in formulas, 353-354
choosing between alternate, 194-197
finding highest/lowest, 177-178
returning single from lookup tables, 183-189
horizontal lookups, 184-187
vertical lookups, 187-189
rounding off, 163-165
Values argument text box, 159
Variations section, 225
VBAProject - Project Properties dialog box, 341
Vertical (Category) Axis option, 227
vertical lookups, 187-189

Vertical option button, 210
Vertical (Value) Axis option, 225
View Microsoft Excel button, 332, 335, 338, 341
View Microsoft Excel Design mode, 330
View Side by Side button, 135, 355
View Side by Side feature, 31, 44
View tab, 13, 285, 286, 331, 332, 355
Visual Basic button, 329, 338
Visual Basic Editor, 329-342
custom functions
creating, 336-342
saving in add-in files, 340-342
using in spreadsheets, 339-340
editing recorded macros, 331-336
overview, 329-331
VLOOKUP Function Arguments dialog box, 188
VLOOKUP option, 188

o[/ o

Warp section, 244
WEEKDAY Function Arguments dialog box, 150
WEEKNUM'’s Function Arguments dialog box,
151
Weight option, 242, 243
Welcome to Page Preview dialog box, 59
what-if analysis, 289-302
exploring scenarios, 296-298
goal seeking, 299-300
performing with data tables, 289-295
single-variable, 290-293
two-variable, 293-295
Solver add-in, 300-302
What-If Analysis button, 291, 294, 296, 299
Widen column, 152
Width button, 68, 72, 239
Width option, 68
Width setting, 68
Window group, 285
Windows check box, 285
WordArt gallery, 244
WordArt Styles gallery, 225
WordArt Styles group, 244
Workbook section, 273
workbooks
creating with templates, 349
exercise files (on CD-ROM), 358-359
files, saving data in, 34-35
moving around, 23-27
to different worksheets, 26-27
within displayed area, 23-24
to new area of worksheets, 24-26
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workbooks (continued)
opening new, 20-23
printing, 69-75
charts in spreadsheets, 72-73
in entirety, 70-72
ranges of cells, 69-70
spreadsheet formulas, 74-75
protecting
in entirety, 284-286
with passwords, 275-278
View Side by Side button, 355
worksheets
moving cell cursors
to different worksheets, 26-27
to new area of worksheets, 24-26
organizing spreadsheet data on different, 350
protecting, 278-284
Wrap Text button, 50, 126

o X o
Xls file format, 34

XLSTART folder, 331
XxlIsx filename extension, 21

oyo

Year argument text box, 148
Years of Service drop-down list, 269
Your Query list box, 272

o/ o

ZIP Code format, 49

Zoom button, 60, 65, 78, 347

Zoom control, 10

Zoom dialog box, 78

Zoom Out button, 58

Zoom slider, 28, 48, 51, 57, 58, 59, 60, 78, 83, 106,
135, 146, 225, 347



