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AutoFill
about, 67
copying entries, 69–70
custom lists, 71
data entry, 67–71
incremental entries, 70
numbered series, 69
series, 68

AutoFill Options button, 69
AutoFilter

about, 267–268
customizing settings, 270–271
saving subsets, 269
top 10 list, 268–269

AutoFormat As You Type, 58
AutoFormat range formatting, 87–89
automated lookups

about, 349
single table value, 349–352
two-way in data table, 352–354

automatic hyperlinks setting, 59–60
AutoRecover settings, changing, 25–26
AutoSelect, 54–55
AutoShapes button, 345
AVERAGE function, 193, 195

B
Basic File Search, File Search task pane, 172–173
BASIC programming language, 365
blank worksheets, 8
Boolean logic filtering, 274–275
Border styles, 92
built-in add-in programs, 41
buttons

All Hidden button, 109
AutoFill Options button, 69
AutoShapes button, 345
Column Level button, 192
Criteria button, 258
Custom Button, 17
Decrease Decimal button, 93
deleting from toolbar, 15
Draw button, 345
Import button, 71
Insert Diagram button, 347
Insert Function button,150–152

Insert Hyperlink button, 318
Last Tab button, 50
Merge and Center button, 116
Next Comment button, 251
Next Group button, 50
Organization Chart button, 347
Previous Comment button, 251
Print Preview button, 30
repositioning, 16
ScreenTip button, 318
Speak Cells button, 83
Trace Error button, 162
Trace Precedents button, 160

C
calculated fields

about, 255
pivot tables, 297–298

calculated filtering criteria, Advanced Filter, 276–277
Calculation tab, 163
capturing information, Web Query, 310–313
case-related text functions, 355–356
Category fields, summary data, 24
cell pointer

direction, 32
Edit settings, 32
Speech Recognition feature, 340–341

cell selections
about, 53–54
AutoSelect, 54–55
big, 56–57
columns, 56
complete columns, 56
Go To feature, 55–56
multiple worksheets, 57
rows, 56
sequential data, 54
worksheets, 56

Cell Value Is, conditional formatting, 98
cells

copying formatting, 89
deleting, 187–188
existing range, 187–188
inserting, 187–188
reference destination, 318

centering heading across columns, 116
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changes from different users, sharing workbooks on
network, 243–245

changing
AutoRecover settings, worksheets, 25–26
passwords, 210–211
scale printing, 224–225
tracking, sharing workbooks on network, 241–243

Character Map program, 104
Chart Options dialog box, 127
Chart Wizard, 119–122
Chart Wizard dialog box, 120–121
charts

about, 117
Chart Wizard, 119–122
embedded charts, 121–122
formatting axes, 125–127
headings, 119, 123–125
instant, 117–119
plotted data, 127–128
printing in reports, 228–229
repositioning, 122
resizing, 122
scaling axes, 125–127
titles, 119, 123–125

check boxes
Accept Labels in Formulas, 152
Always Show Full Menus, 14
Enable Background Error Checking, 29
Merge Cells, 116
Move Selection After Enter, 32
Prompt for Workbook Properties, 24
Show Quick Launch, 37

Circle Invalid Data, Formula Auditing toolbar, 159
circular references, 163
Clear Validation Circles, Formula Auditing toolbar,

159
Clip Art task pane, 342–343
Clipboard, copying to, 34
Close Side by Side, Compare Side by Side feature,

185
Clustered Bar charts, 123
Clustered Column charts, 125
clustered column charts, 118
codes

headers and footers, 226
number formats, 103–104

Column Level button, 192

columns
about, 8
copying widths, 90
headings names, 142–143
Inserting, 49
sorting in data list, 266
widths, 221

comma, 234
Comma (0) style, 93
Comma style, 93
Commands tab, 14, 15
comments, workbook

deleting, 249–250
editing, 248–249
formatting, 248–249
showing, 248

Compare Side by Side feature
about, 184
Close Side by Side, 185
Reset Window Position, 185
Synchronous Scrolling, 185

comparing
sheets in same workbook, 184–185
sheets in separate workbooks, 185–186

concatenating, 356
Condition, Search For, 175
conditional formatting

about, 97
Cell Value Is, 98
criteria, 98
finding cells, 100
Formula Is, 98
number formats, 105–106
outstanding errors, 100–101
two conditions, 99–100

Conditional Formatting dialog box, 98
Conditional Formatting features, 29–30
Conditional Sum Wizard, 41
conflict resolution worksheet style, 243–244
Connect to Share dialog box, 334
consolidated data linking, 197–198
Consolidation feature

about, 195
data by category, 197
data by position, 195–197
linking consolidated data, 197–198

constants, assigning range names, 144
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converting existing list, 329
Copy To range, 275
copying

absolute cell references, 131–133
cell formatting, 89
to Clipboard, 34
column widths, 90
with Ctrl key, 33
data validation settings, 74–75
dimensions, 133–135
entries, AutoFill, 69–70
formulas, 131–136
range formatting, 90–91
relative cell references, 131–133

COUNT function, 193, 195
COUNTA function, 195
crashes, computer, 26
Create List dialog box, 326
Create Names dialog box, 142
criteria

conditional formatting, 98
data validation, 75

Criteria button, 258
Criteria data form, 260
Ctrl key

copying with, 33
moving cell pointer with, 48–49

Currency (0) style, 93
Currency style, 93
Custom AutoFilter, 270–271
Custom Button, 17
custom dialog box macros, 371–373
custom display settings saving, 11–12
custom functions

about, 374
creating, 374–376
saving in add-ins, 376–378

custom lists, AutoFill, 71
custom menus

creating, 16–17
hyperlinks, 321–322

custom number formats, 102–106
Custom Settings tab, 73
custom toolbars

creating, 16–17
hyperlinks, 321–322

Custom View feature, 180–181

CUSTOM.DIC, 203
Customize dialog box, 14
customizing

menus, 13–18
predefined styles, 94
settings, AutoFilter, 270–271
Spell Check feature, 202–203
toolbars, 13–18, 14–16
worksheet gridlines, 11

D
data

by category, Consolidation feature, 197
on different worksheets, 182
by position, Consolidation feature, 195–197

data entry
about, 58, 62
AutoCorrect, 58–61
AutoFill, 67–71
Group mode, 65–66
hands-free, 337–339
preselect ranges, 63–65
same entry in many places, 62–63

data forms
adding new records, 257–258
creating, 255–260
editing records, 259
finding records, 258–259
navigating, 256–257
removing records, 260

data lists
about, 255
adding new records, 257–258
creating, 255–260
editing records, 259
filtering, 267–271
finding records, 258–259
removing records, 260
statistics, 277–279

data sharing
about, 230
embedding Excel data in Office documents,

235–237
importing text files, 232–235
swapping data via Clipboard, 230–232

data source definition, 358–360
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Data Table feature
about, 280
one-variable, 280–282
two-variable, 282–283
two-way automated lookup, 352–354

data validation
about, 72
copying data validation settings, 74–75
criteria, 75
drop-down list, 73–74
error alert message, 76–77
finding cells, 75
input message, 75–76
Settings tab, 72–73

database queries, import data from external
database, 360–364

Date, Settings tab, 73
dates

AutoFill, 68
errors, 28
formulas, 164–166

DAVERAGE function, 277–279
days, AutoFill, 68
DCOUNT function, 277–279
deactivating add-ins, 41
decimal places, numerical entry, 79–80
decimal Settings tab, 72
Decrease Decimal button, 93
Default File Location, 23–24
deleting

buttons from toolbar, 15
cells in existing range, 187–188
columns, Excel 2003 lists, 329
comments, workbook, 249–250
lists, 329
passwords, 210–211
rows, Excel 2003 lists, 329
rows and columns, 188–189
vertical separator bar, 15
worksheet protection, 213–214
worksheets, 190

deletion editing
about, 187
deleting cells in existing range, 187–188
deleting rows and columns, 188–189
deleting worksheets, 190

delimited files, 232

dependents, 158
desktop shortcut, program startup, 36–37
destinations, hyperlinks, 318
Diagram Gallery dialog box, 348
diagrams, drawing, 347–348
dialog boxes

Add-Ins dialog box, 40, 378
Advanced Text Import Settings, 234
Assign Hyperlink, 18
Assign Macro, 18
Chart Options, 127
Chart Wizard, 120–121
Conditional Formatting, 98
Connect to Share, 334
Create List, 326
Create Names, 142
custom, 371–373
Customize, 14
Diagram Gallery, 348
Edit WordArt Text, 347
Error Checking, 163
File Properties, 24
Filter Data, 361
Format Cells, 30, 102, 112
Go To, 51
Go To Special, 100
Hyperlink, 38
ODBC Microsoft Access Setup, 360
Open, 175–176
Options, 21, 25
Paste Special, 91
Protect Sheet, 212
Protect Workbook, 217
Rearrange Commands, 15–16
Save Workspace, 21
Scenario Summary, 287
Search Results, 37
Sort, 262–264
Speech Properties, 84
Speech Recognition, 340
Start Menu Properties, 37
Style, 107

Dictionary Language, Spell Check, 202
dimensions, copying formulas, 133–135
direct cell editing, 34–35
direct precedents, 158
Disable AutoRecover check box, 26
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distributing copies, sharing workbooks, 245–246
#DIV/0! error, 154
Document Recovery task pane, 26
dqy files, 364
drag-and-drop

Edit settings, 33–34
failure, 33–34

drag-and-drop editing, 33–34
Draw button, 345
drawing

diagrams, 347–348
objects, 344–348
organization charts, 347–348
shapes, 345

Drawing toolbar, 345
drop-down lists, data validation, 73–74
DSUM function, 277

E
e-mail address destination, 318
Edit settings

about, 31
AutoComplete, 32
cell pointer, 32
direct cell editing, 34–35
drag-and-drop, 33–34

Edit WordArt Text dialog box, 347
editing

array formulas, 140
changes, sharing workbooks, 239
comments, workbook, 248–249
drag-and-drop, 33–34
Excel 2003 lists, 328–329
hyperlinks in worksheet, 321
long formulas, 34–35
macros, 369–373

embedded charts, 121–122
embedding data in Office documents

about, 235
embedded worksheet data, 235–236
linking worksheet data, 237

Enable AutoComplete for Cell Values option, 32
Enable Background Error Checking box, 29
enabling cell range editing, 214–216
Equal to, Criteria button, 258
error checking

about, 27–28

hiding error values on-screen and in print, 29–30
modifying settings, 28–29
suppressing all error indicators, 29

Error Checking dialog box, 163
Error Checking tab, Options dialog box, 28, 29
Error Indicator Color pop-up palette, 29
error messages, data validation, 76–77
error tracing

about, 158
finding original error and fixing formula, 162–163
Formula Auditing toolbar, 158–160
formula precedents, 160–161
tracing formula dependents, 161–162

error values
about, 27
hiding on-screen and in print, 29–30

errors
about, 154
Evaluates to Error Value, 28, 29
formula, 27
logical functions, 154–155
suppressing indicators, 29
trapping all types of error values, 156–157
trapping division by zero errors, 155–156

Euro conversion ISO codes, 110
Euro Currency formats, 109–110
Euro Currency Tools, 41
EUROCONVERT function, 41
EuroValue toolbar, 109–110
Evaluate Formula, Formula Auditing toolbar, 159
Evaluates to Error Value error, 28, 29
Excel 2003 lists

about, 325
converting existing list, 326–327, 329
creating, 325–327
deleting columns, 329
deleting lists, 329
deleting rows, 329
editing, 328–329
filtering, 327–328
inserting columns, 329
inserting rows, 329
new list, 327
sorting, 327–328
total row, 328

EXCEL.EXE, 36
EXT mode, 54
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F
F2 key, 34
F5 key, 51
FALSE condition, 98
field argument, 277
fields, 255
File Properties dialog box, 24
File Search task pane

about, 172
Advanced File Search task pane, 174–175
Basic File Search, 172–173
Search Results task pane, 173–174

filenames
destination, 318
extensions, 19

files
default file location, 23–24
delimited, 232
dqy, 364
File Properties dialog box, 24
HTML, 303–309
importing text, 232–235
modifying default file location, 23–24
protecting structure of workbook, 216–217
saving with summary information, 24–25
tab-delimited, 232
turn off file sharing, 245
XLA, 40, 41
xls, 235
xlw, 19
XML, 309
XML Data, 313
XML Schema, 313
XML Transform, 313
xsd, 313
xsl, 313

Fill handle, 68
Fill Series, 69
Filter Data dialog box, 361
filtering

advanced, 272–277
criteria, Advanced Filter, 274
data lists, 267–271
Excel 2003 lists, 327–328

Find and Replace feature
about, 199–201
Formulas and Values Look In option, 201

finding
cells, conditional formatting, 100
cells, data validation, 75
original error and fixing formula, 162–163

FIX, 79
Fixed Decimal setting, 79–80
folders, designating alternate startup, 20
Font styles, 92
footers

codes, 226
printing, 225–226

Format Cells dialog box
about, 30, 102
Alignment tab, 112

Format Painter, 89–90
Format tab, 308
Formats option, Paste Special dialog box, 91
formatting

axes on charts, 125–127
comments, workbook, 248–249
copying, 90–91
values, pivot tables, 295–296

Formatting toolbar styles, 93–94
Formula Auditing toolbar

about, 158, 228
Circle Invalid Data, 159
Clear Validation Circles, 159
Evaluate Formula, 159
New Comment, 159
Remove All Arrows, 159
Remove Dependent Arrows, 159
Remove Precedent Arrows, 159
Slow Watch Window, 159
Trace Dependents, 159
Trace Error, 159
Trace Precedents, 158

formula errors, 27
Formula Is, conditional formatting, 98
Formula Omits Cells in Region error, 28
Formula tab, 308
Formula toolbar, 8
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formulas
about, 148
copying, 131–136
dates, 164–166
editing long, 34–35
IF, 155–156
Insert Function button, 150–152
labels instead of cell references, 152–153
pointing out cell references, 148–150
precedents, 160–161
printing in reports, 227–228
range names, 144–147
replacing with results, 357
SUM formulas, 132–133
time, 164, 166–167

Formulas and Values Look In option, Find and
Replace feature, 201

Formulas Referring to Empty Cells error, 28
Fraction category, 105
free add-ins, 42–43
Freeze Panes feature, 179–180
freezing computer, 26
Frozen Panes feature, 179–180
Full Screen view, 8
functions

AVERAGE function, 193, 195
COUNT function, 193, 195
COUNTA function, 195
custom, 374–378
DAVERAGE function, 277–279
DCOUNT function, 277–279
DSUM function, 277
EUROCONVERT, 41
INDEX functions, 354
ISERROR function, 29, 156
ISNUMBER function, 80–81
logical functions errors, 154–155
LOWER function, 355–356
MATCH functions, 354
MAX function, 195
MAXIMUM function, 193
MIN function, 195
MINIMUM function, 193
NOT function, 277
PMT function, 136
PRODUCT function, 193, 195
PROPER function, 355–356

STDEV function, 195
STDEVP function, 195
SUM function, 193
summary, 296–297
TABLE function, 282
UPPER function, 355–356
VAR function, 195
VARP function, 195

G
General tab, Options dialog box, 24
Go To dialog box, 51
Go To feature

cell selections, 55–56
navigating worksheets, 51

Go To Special dialog box, 100
Goal Seek feature

graph style, 289–290
what-if analysis, 288–290

graph style, Goal Seek feature, 289–290
graphics

about, 342
adding images, 343–344
Clip Art task pane, 342–343
drawing diagrams, 347–348
drawing objects, 344–348
drawing organization charts, 347–348
drawing shapes, 345
text boxes as callouts, 346
WordArt, 346–347

Greater than, Criteria button, 258
Greater than or equal to, Criteria button, 258–259
gridlines, 8
Gridlines tab, 127
Group mode, data entry, 65–66

H
hands-free data entry, 337–339
headings

centering across columns, 116
charts, 119, 123–125
codes, 226
printing, 225–226
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hiding
error values on-screen and in print, 29–30
formulas shortcuts, 228
number format entries, 106
sensitive data, spreadsheet, 217–218

HLOOKUP ( horizontal table lookup), 349, 351–352
horizontal I-beam pointer, 33
horizontal split bar, 183
horizontal table lookup (HLOOKUP), 349, 351–352
hot keys, assigning, 17
HTML files, 303–309
Hyperlink dialog box, 38
hyperlinks

about, 317
adding to worksheets, 317–320
AutoCorrect, 59–60
custom menus and toolbars, 321–322
editing links in worksheet, 321
following in worksheets, 320–321

I
I-beam pointer

horizontal, 33
vertical, 33

IF construction, 155
IF formula, 155–156
Ignore Internet and File Addresses, Spell Check

feature, 202
Ignore Words in UPPERCASE, Spell Check feature,

202
Ignore Words with Numbers, Spell Check feature, 202
Import button, 71
importing

data from external database queries, 358–364
text files, data sharing, 232–235
Web data into worksheets, 310–316
XML data into worksheets, 313–316

Inconsistent Formula in Region error, 28
inconsistent formulas, 28
incremental entries, AutoFill, 70
indenting data entries, 112–113
INDEX functions, 354
information capture, Web Query, 310–313
input message, data validation, 75–76
Insert Diagram button, 347

Insert Function button, 150–152
Insert Hyperlink button, 318
inserting

cells in existing range, 187–188
columns, 49
columns, Excel 2003 lists, 329
rows, 49
rows, Excel 2003 lists, 329
rows and columns, 188–189
worksheets, 190

insertion editing
about, 187
inserting cells in existing range, 187–188
inserting rows and columns, 188–189
inserting worksheets, 190

installing
add-in programs, 40–41
Text to Speech, 82

instant charts, 117–119
interactive Web page worksheets, 307–309
Internet Assistant VBA, 41
ISERROR function, 29, 156
ISNUMBER function, 80–81

J
joining separate text entries, 356–357

K
keystroke macros, recording, 108–109
keystrokes, moving within cell ranges, 64

L
Label Data with Smart Tags, 60
labels instead of cell references, 152–153
Language toolbar, 338–339
last cell, navigating worksheets, 49–50
Last Tab button, 50
launching Excel on Windows startup, 39
left cell pointer, 32
Less than, Criteria button, 259
Less than or equal to, Criteria button, 259
Library folder, 40
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linking
about, 235
consolidated data, 197–198
to toolbars and menus, 17–18
worksheet data, 237

List, Settings tab, 73
List Data Validation Error, 28
lists

about, 325
converting existing, 326–327, 329
creating, 325–327
deleting, 329
deleting columns, 329
deleting rows, 329
editing, 328–329
filtering, 327–328
inserting columns, 329
inserting rows, 329
new list, 327
sorting, 327–328
total row, 328

logical FALSE, 154
logical functions errors, 154–155
logical TRUE, 154
long formulas, editing, 34–35
Lookup Wizard, 41, 352–354
LOWER function, 355–356

M
Macro Systems, 42–43
macros

about, 365
adding, 17–18
custom dialog box, 371–373
editing, 369–373
modifying settings, 370–371
playing back, 368–369
recording, 365–368
recording keystrokes, 108–109

magnification, 52
margins widths, 221
MATCH functions, 354
MAX function, 195
MAXIMUM function, 193
memory, add-ins and, 41

menus
All Programs menu, 39
custom menus, 16–17
custom menus hyperlinks, 321–322
Microsoft Office submenu, 39
pull-down menus, 13
Speech Recognition feature, 340

Merge and Center button, 116
Merge Cells check box, 116
merging

different copies, workbooks on network, 245–246
styles, 95–96

merging changes
sharing workbooks on network, 246
workbook review, 250–251

Microsoft Access, 358, 360
Microsoft Office submenu, 39
Microsoft SharePoint Services, 330–336
MIN function, 195
MINIMUM function, 193
modifying

default file location, 23–24
number of workbook sheets, 10–11

modifying settings
error checking, 28–29
macros, 370–371
Text to Speech, 84

monitor size, 14
months, AutoFill, 68
Move Selection After Enter check box, 32
moving

cell pointer with Ctrl key, 48–50
within cell ranges keystrokes, 64

multiple worksheets, selecting, 57

N
#NA error, 154
#NAME, 156
names

column headings, 142–143
ranges, 141–144
row headings, 142–143

navigating worksheets
about, 47
blanks, 48–49
data ranges, 48
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Go To feature, 51
last cell, 49–50
saving cell pointer’s position, 47
Zoom feature, 52

negative numbers, 79
network, sharing workbooks on

about, 238
accept or reject changes, 244–245
change tracking, 241–243
changes from different users, 243–245
conflict resolution worksheet style, 243–244
distributing copies, 245–246
editing changes, 239
merging changes, 246
merging different copies, 245–246
setting sharing options, 240–241
Share Workbook, 238–239
turn off file sharing, 245

New Comment, Formula Auditing toolbar, 159
new document destination, 318
new files with summary information, 24–25
New Menu item, 16
Next Comment button, 251
Next Group button, 50
None table format, 88
nonstandard vertical alignment, 113
Normal style, 93
Not equal to, Criteria button, 259
NOT function, 277
NUM indicator, 79
Number of Programs on Start Menu option, 38
Number Stored as Text error, 28
Number styles, 92
Number tab, Format Cells dialog box, 105
numbers

about, 78, 102
codes, 103–104
conditionally format entries, 105–106
custom, 102–106
decimal places, 79–80
Euro Currency formats, 109–110
hide entries, 106
ISNUMBER function, 80–81
stored as text, 28
to styles, 107–109
to toolbars, 107–109

numeric keypad, 78–79

O
objects drawing, 344–348
ODBC Microsoft Access Setup dialog box, 360
Office Web Components, 307
on-screen error values hiding, 29–30
one-dimensional array ranges, 138
one-variable Data Table, 280–282
Open dialog box Search, 175–176
opening

panes, worksheet windows, 182–184
password-protected workbook, 209–210
spreadsheet workspace on launch, 20–21
spreadsheets, SharePoint Web sites, 332–333

Options dialog box, 21, 25
OR criteria, Advanced Filter feature, 274–275
Organization Chart button, 347
organization charts, drawing, 347–348
Orientation alignment, 112
Outline feature

about, 191
adding levels to table or list, 191–193

Subtotal feature, 193–194
Outlook e-mail, 251
outstanding errors, 100–101

P
Page Break Preview feature, 223–224
page breaks, 222–224
page settings, 221–222
Page Setup dialog box, 30, 229
palettes, Error Indicator Color pop-up, 29
parsed data, 234
Password text box, 377
passwords

assigning for spreadsheets, 207–209
changing, 210–211
deleting, 210–211
opening password-protected workbook, 209–210
spreadsheet security, 207–211

Paste Link option, 237
Paste Special dialog box, 91
pathnames

about, 23
installing add-in programs, 40
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Patterns styles, 92
Percent style, 93
period, 234
Personal Macro Workbook, 370
pinning Excel to Start menu, 38–39
pivot charts, 298–299
pivot tables

about, 291
calculated fields, 297–298
creating, 291–298
formatting values, 295–296
pivoting fields, 294–295
summary functions, 296–297

pivoting fields, 294–295
Places text box, 79
playing back macros, 368–369
plotted data charts, 127–128
PMT function, 136
pointing out cell references, 148–150
preselect ranges, 63–65
Previous Comment button, 251
Print Preview, 219–222
Print Preview button, 30
printing

about, 219
adding headings to report, 225–227
changing scale, 224–225
charts in reports, 228–229
error values hiding, 29–30
formulas in reports, 227–228
headers and footers, 225–226
margins and column widths, 221
page breaks, 222–224
page settings, 221–222
Print Preview, 219–222
titles on every page, 226–227

PRODUCT function, 193, 195
Production styles, 92
program startup

about, 36
adding Excel to Quick Launch toolbar, 37–38
desktop shortcut, 36–37
launching Excel on Windows startup, 39
pinning Excel to Start menu, 38–39
streamlining, 36–39

Prompt for Workbook Properties check box, 24
PROPER function, 355–356

Property Search For, 175
Protect Sheet dialog box, 212
Protect Workbook dialog box, 217
protecting structure of workbook file, 216–217
Protection tab, 377
publishing Excel lists to SharePoint Web sites,

334–336
pull-down menus, 13

Q
queries

creating database query, 360–364
data source definition, 358–360
import data from external database, 358–364,

360–364
Query Wizard, 360–364
Quick Launch toolbar, adding Excel to, 37–38

R
range formatting

about, 87
AutoFormat, 87–89
copying formatting, 90–91
Format Painter, 89–90

range names
about, 141
assigning to constants, 144
destination, 318
formulas, 144–147
spanning sheets, 143–144

rearrange buttons from toolbar, 15
Rearrange Commands dialog box, 15–16
Recently Used file list, 171–172
recently used workbooks, 171–172
recognizers, 60
recording

keystroke macros, 108–109
macros, 365–368

Recovered version of software, 26
#REF, 156
references

absolute cell references, 131–133
3-D references, 143
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reject changes, sharing workbooks on network,
244–245

relative cell references, 131–133
Remove All Arrows, Formula Auditing toolbar, 159
Remove Dependent Arrows, Formula Auditing tool-

bar, 159
Remove Precedent Arrows, Formula Auditing tool-

bar, 159
Replace Contents alert box, 33
replacing formulas with results, 357
reply with changes, workbook review, 250
repositioning

buttons, 16
charts, 122

Reset Window Position, Compare Side by Side
feature, 185

resizing charts, 122
Results Should Be, 173
right cell pointer, 32
Right-to-Left alignment, 112
rotating text entries, 113–114
rows

about, 8
deleting, 188–189
inserting, 49, 188–189
name headings, 142–143

S
Save tab, Options dialog box, 25
Save Workspace dialog box, 21
saving

about, 22
changing AutoRecover settings, 25–26
custom display settings, 11–12
custom functions in add-ins, 376–378
modifying default file location, 23–24
new files with summary information, 24–25
saving new files with summary information, 24–25
spreadsheet workspace, 19–20
worksheets, 22–26

scaling axes charts, 125–127
Scenario Name text box, 285
Scenario Summary dialog box, 287
scenarios, what-if analysis, 284–287
screen display

about, 7

customizing worksheet display, 9–11
saving custom display settings, 11–12
standard display settings, 8
switching to full screen, 8–9

ScreenTip button, 318
Search, Open dialog box, 175–176
Search For

Condition, 175
Property, 175
Value, 175

Search In combo box, 173
Search Results dialog box, 37
Search Results task pane, 173–174
Search Text box, 172
sending out workbook review, 250–251
sequential data cell selections, 54
setting

sharing options, 240–241
standard column width, 9–10
standard row height, 9

settings, AutoCorrect, 58–59
Settings tab

Custom, 73
Date, 73
Decimal, 72
List, 73
Text Length, 73
Time, 73
Whole Number, 72

shapes drawing, 345
Share Workbook, 238–239
SharePoint Services, 330–336
SharePoint Services Team site, 330
SharePoint Services Web sites

about, 325, 330
adding list of spreadsheets, 333–334
adding spreadsheets to, 330–334
opening spreadsheets, 332–333
publishing Excel lists to, 334–336
publishing lists to, 334–336
synchronizing list data, 336

sharing workbooks on network
about, 238
accept or reject changes, 244–245
change tracking, 241–243
changes from different users, 243–245
conflict resolution worksheet style, 243–244
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sharing workbooks on network (continued)
distributing copies, 245–246
editing changes, 239
merging changes, 246
merging different copies, 245–246
setting sharing options, 240–241
Share Workbook, 238–239
turn off file sharing, 245

Sheet Name text box, 309
Sheet tab, 50, 309
shortcut icon, 37
shortcuts

hiding formulas, 228
program startup, 36–37

Show Quick Launch check box, 37
showing

comments, workbook, 248
toolbars and menus, 13–14

shrinking text to fit in cells, 115–116
single table value, automated lookups, 349–352
single worksheets window, 182
Slow Watch Window, Formula Auditing toolbar, 159
Smart Tab, 27
Smart Tags

about, 58
AutoCorrect, 60–61

Solver Add-In, 41
Sort Ascending, 268
Sort Descending, 268
Sort dialog box, 262–264
Sort feature

about, 261
sorting field names in data list, 265–266
sorting list with three key fields, 264–265
sorting on record number, 264
sorting records in data list, 262–264

Sort Order dialog box, 361
sorting

columns in data list, 266
Excel 2003 lists, 327–328
field names in data list, 265–266
list with three key fields, 264–265
on record number, 264
records in data list, 262–264
worksheet data, 261–266

spanning sheets, range names, 143–144
Speak Cells button, Text to Speech, 83
Speak on Enter mode, Text to Speech, 83

Speech Properties dialog box, 84
Speech Recognition feature

about, 337–339
cell pointer, 340–341
dialog boxes, 340
menu items, 340
punctuation and special symbols, 338–339
toolbar buttons, 340
Voice Command mode, 339

Spell Check feature
about, 201–202
Add Words To, 202
adding custom words to dictionary, 203
AutoCorrect Options, 203
customizing, 202–203
Dictionary Language, 202
Ignore Internet and File Addresses, 202
Ignore Words in UPPERCASE, 202
Ignore Words with Numbers, 202
Suggest from Main Dictionary Only, 202

spreadsheet security
about, 207
enabling cell range editing, 214–216
hiding sensitive data, 217–218
passwords, 207–211
protecting structure of workbook file, 216–217
removing worksheet protection, 213–214
turn on worksheet protection, 212–213
unlocking cells for data entry, 211–212

spreadsheet workspace
about, 19
opening on Excel launch, 20–21
saving, 19–20

standard column width, 9–10
standard row height, 9
Start menu, pinning Excel to, 38–39
Start Menu Properties dialog box, 37
statistics, data lists, 277–279
STDEV function, 195
STDEVP function, 195
Stop Recording toolbar, 367
streamlining program startup, 36–39
strings, 199–201
Style dialog box, 107
styles

about, 92
Alignment, 92
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applying predefined styles, 93
Border, 92
Comma (0) style, 93
Comma style, 93
creating your own, 94–95
Currency (0) style, 93
Currency style, 93
customizing predefined styles, 94
Font, 92
from Formatting toolbar, 93–94
merging styles, 95–96
Normal style, 93
number formats, 107–109
Patterns, 92
Percent style, 93
Production, 92

Subject fields, summary data, 24
Subtotal feature

about, 191
Outline feature, 193–194

Suggest from Main Dictionary Only, Spell Check
feature, 202

SUM formulas, 132–133
SUM function, 193
summary functions, pivot tables, 296–297
summary information, saving new files with, 24–25
Summary tab

File Properties dialog box, 24
Options dialog box, 25

suppressing error indicators, 29
swapping data via Clipboard, 230–232
synchronizing list data, SharePoint, 336
Synchronous Scrolling, Compare Side by Side

feature, 185

T
tab-delimited files, 232
TABLE function, 282
Tablet PC, 247
task panes

Advanced File Search task pane, 174–175
Clip Art task pane, 342–343
Document Recovery task pane, 26
File Search task pane, 172–175
Search Results task pane, 173–174

templates
creating, 11–12
using, 12

Text Alignment, 111
text boxes as callouts, 346
Text Control alignment, 112
Text Date with 2 Digit Years error, 28
text entries rotating, 113–114
text functions

about, 355
case-related, 355–356
joining separate text entries, 356–357
replacing formulas with results, 357

Text Import Wizard, 232–233
Text Length, Settings tab, 73
Text to Speech

about, 82
installing, 82
modifying settings, 84
Speak Cells button, 83
Speak on Enter mode, 83

text wrap within cells, 114–115
3-D references, 143
tilde, 228
time

AutoFill, 68
formulas, 164, 166–167

Time Saving Microsoft Excel Solutions, 42
Time Settings tab, 73
titles

charts, 119, 123–125
on every page, 226–227

toolbars
custom, 16–17, 321–322
customizing, 14–16
Drawing, 345
Formula, 8
Formula Auditing, 158–160, 228
number formats, 107–109
Quick Launch, 37–38
showing, 13–14
Speech Recognition feature, 340
Stop Recording, 367

ToolTips
about, 27–28
AutoFill, 68

top 10 list, AutoFilter, 268–269
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total row, Excel 2003 lists, 328
Trace Dependents, Formula Auditing toolbar, 159
Trace Error, Formula Auditing toolbar, 159
Trace Error button, 162
Trace Precedents button, 160
tracing formula dependents, 161–162
trapping

all types of error values, 156–157
division by zero errors, 155–156

TRUE condition, 98
turn off file sharing, 245
two-dimensional array ranges, 138
two-variable Data Table, 282–283
two-way in data table, automated lookups, 352–354

U
Ungroup Sheets, 66
Unlocked Cells Containing Formulas error, 28
up cell pointer, 32
UPPER function, 355–356
URL destination, 318

V
Value, Search For, 175
values

Cell Value Is, 98
error, 27
Evaluates to Error Value, 28, 29
formatting, pivot tables, 295–296
hiding error values on-screen and in print, 29–30
single table value, 349–352
trapping, 156–157

VAR function, 195
VARP function, 195
VBA Editor, 369–373
vertical I-beam pointer, 33
vertical split bar, 183
vertical table lookup (VLOOKUP), 349–352
Visual Basic for Applications (VBA)

about, 365
editing macros in, 369–373

VLOOKUP (vertical table lookup), 349–352
Voice Command mode, 339
Voice Selection drop-down list, 84

W
Web data into worksheets importing, 310–316
Web page worksheets

about, 303
adding data to, 306–307
interactive, 307–309
opening, 305
saving as, 303–307
saving part of worksheet, 306

Web Presence Provider (WPP), 330
Web Query feature

about, 310
capturing information, 310–313
importing XML data into worksheets, 313–316

Web sites add-ins, 42
what-if analysis

about, 280
Goal Seek feature, 288–290
one-variable Data Table, 280–282
scenarios, 284–287
two-variable Data Table, 282–283

Whole Number, Settings tab, 72
wildcards, 172
Windows startup, launching Excel on, 39
wizards

Chart Wizard, 119–122
Conditional Sum Wizard, 41
Lookup Wizard, 41, 352–354
Query Wizard, 360–364
Text Import Wizard, 232–233

WordArt, 346–347
workbook review

about, 247
comments, 248–250
getting workbook ready for, 247–250
merging changes, 250–251
reply with changes, 250
sending out, 250–251

workbook sheets, modifying number of, 10–11
Workbook tab, 309
workbooks finding

File Search task pane, 172–175
recently used, 171–172

worksheet data sorting, 261–266
worksheet gridlines customizing, 11
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