
* (asterisk), as multiplication operator,
302, 304

@ (at sign), Lotus 1-2-3, 72, 92, 298
: (colon), 125, 131, 302
, (comma)

assigning to numbers after 
inputting, 94

Excel 2007 equivalent to Formatting
toolbar, 39

Home tab command button, 39, 141,
143

as Number Format style option,
165–166

as union operator, 302
when inputting data into cells, 94

& (concatenation operator), 302, 303,
304, 430–431

{} (curly braces), in array formulas, 
316, 317, 318, 319, 397, 421

. (decimal point)
inserting automatically, 69, 103–104
overriding, 104
when inputting data into cells, 94

$ (dollar sign)
in absolute cell references, 313, 314
in custom number format codes, 149
when inputting data into cells, 94

= (equal-to operator), 302, 304
^ (exponentiation operator), 302, 304
/ (forward slash)

for activating Ribbon hot keys, 73
as division operator, 302, 304

> (greater-than operator), 302, 304
>= (greater-than-or-equal-to operator),

302, 304
< (less-than operator), 302, 304
<= (less-than-or-equal-to operator), 

302, 304

- (minus sign)
as subtraction operator, 302, 304
when inputting data into cells, 94

* (multiplication operator), 302, 304
<> (not-equal-to operator), 302, 304
# (number symbol), in custom number

format codes, 149
() (parentheses)

in Excel functions, 302
order of operator preference, 304–306
when inputting data into cells, 94

% (percent sign)
in custom number format codes, 149
as operator, 302, 304
when inputting data into cells, 94

+ (plus sign)
as addition operator, 302, 304
when inputting data into cells, 94

“ (quotation marks), adding to dates in
formulas, 96

? (question mark), in custom number
format codes, 149

; (semicolon)
in array formulas, 316
in custom number format codes, 

148, 149, 153
1904 date system, 72, 95

A
absolute cell addresses, 312–314
Accept or Reject dialog box, 488–489
Access data tables, retrieving data from,

635–636
Accounting Number Format button, 39,

141, 143
ACCRINTM function, 382

Index
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active cell, defined, 124, 125
Add Constraint dialog box, 672–673
add-ins. See also Analysis ToolPak

activating, 75
built-in, 73
Conditional Sum Wizard, 75
defined, 73
downloading, 73
Euro Currency Tools, 75, 76
Excel 2007 equivalent to Excel 2003

Add-Ins command, 35
Excel Microsoft Save As PDF or XPS

program, 515
included with Excel 2007, 75–76
installing, 73–74
Internet Assistant VBA, 75
loading, 73–74
Lookup Wizard, 75
Solver, 75, 669–677
storing, 74–75
third-party, 73, 76
types, 73
unloading, 74

Add-Ins dialog box, 735–736
Add Scenario dialog box, 662–664
addition operator (+), 302, 304
ADDRESS function, 419
addresses. See cell addresses
Adobe Reader, 515
Adobe Systems. See PDF files
Advanced Filter dialog box, 624–631
After Pressing Enter, Move Selection

option, 69
alignment

aligning charts, 542
aligning graphic objects, 565
altering, 153–155
Bottom option, 141, 143, 154
Center Across Selection option, 154
Center option, 141, 142, 153, 154

Decrease Indent button, 141, 142
default option, 153
defined, 153
Distributed option, 154, 155
Excel 2007 equivalents to Excel 2003

Formatting toolbar buttons, 39
Fill option, 154
General option, 153
horizontal, 153–154
Increase Indent button, 141, 142
Justify horizontal option, 154
Justify vertical option, 154
Left option, 141, 142, 153
Merge and Center option, 141, 143
Middle option, 141, 142
Orientation option, 141, 143
Right option, 141, 142, 154
tools on Excel 2007 Home tab, 

141, 142–143
Top option, 141, 142, 154
vertical, 154–155
Wrap Text button, 39, 141, 143, 154,

155–156
Allow Users to Edit Ranges dialag box

Excel 2007 equivalent to Excel 2003
command, 35

in protected spreadsheets, 447, 449–450
alphabetic labeling of columns, 21
Alt key, 19, 20
Alt+F4 keystrokes, 31
AMORDEGRC function, 382
AMORLINC function, 382
ampersand (&), 302, 303, 304, 430–431
Analysis ToolPak

date functions, 363
defined, 75
financial functions, 381–384
installing, 405–406
statistical functions, 405–406

AND logical function, 337, 338, 631
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angle brackets (<>), 302, 304
ANOVA, 298, 405, 406
Answer report, Solver add-in, 676
Apply Names dialog box, 327–329
area charts, 527, 552–553
AREAS function, 419
arithmetic operators, 302, 304
Arrange command, Excel 2007

equivalent to Excel 2003 
command, 36

Arrange Windows dialog box, 254–255
array formulas

creating, 316–319
defined, 315
editing, 319
in one-variable data tables, 656–659
overview, 315–316
in two-variable data tables, 660–661

arrow keys, 23, 24, 99. See also cell
cursor

ascending sort order, 43, 601
asterisk (*), as multiplication operator,

302, 304
at sign (@), Lotus 1-2-3, 72, 92, 298
auditing formulas, 341–353
Authenticode, 708–709
Auto Footer option, 285–287
Auto Header option, 285–287
AutoCalculate indicator, Status bar, 

27, 303
AutoComplete feature

enabling/disabling, 64, 101
entering formulas by using, 64
entering function names by using, 309
overview, 100–101

AutoCorrect dialog box
AutoCorrect tab, 65, 102, 511
AutoFormat As You Type tab, 65–66,

511
Smart Tags tab, 66, 511

AutoCorrect feature
adding entries to replacement list,

101–102
changing correction options, 65–66
Excel 2007 equivalent to Excel 2003

command, 35
AutoFill feature

copying formulas by using, 309–310
creating custom lists, 62, 109–111
filling series with increments other

than one unit, 107–109
illustration, 106
overview, 104–107

AutoFilter feature
applying to ranges in tables, 139, 140
basic filtering, 615–617
Date Filters feature, 615, 618–619
Number Filters feature, 615, 619–621
overview, 615
in pivot tables, 688–691
Text Filters feature, 615, 617
Top 10 AutoFilter dialog box, 620–621

AutoFit feature, 134
AutoFormat As You Type option, 65–66
AutoFormat command, Excel 2007

equivalent to Excel 2003 
command, 35

Automatic calculation option, 332
Automatic Except Data Tables option,

332, 658
Automatic Except for Tables option, 63
Automatic Updates option, 53
Automatically Insert a Decimal Point

option, 69, 103–104, 104
AutoRecover feature, 66–67, 120, 121
AutoSum feature

adding Sum button to Quick Access
Toolbar, 43

building other formulas, 303
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AutoSum feature (continued)

Excel 2007 equivalent of Excel 2003
Standard toolbar button, 38

overview, 300–302
AVERAGE function, 398, 399–400, 610, 693
axes, chart

adding text to, 536
customizing display, 537
defined, 524
editing titles, 540
formatting, 545–549
illustrated, 525

B
Background command, Excel 2007

equivalent to Excel 2003 
command, 35

background error checking, 64, 65, 349
backgrounds, worksheet, graphic images

as, 247–248, 278
Balance Sheet template, 80
bar charts, 527, 552
Billing Statement template, 80, 81, 83
binary (XLS) file format, 44–45, 117, 120,

514
blank workbooks, new, opening, 79, 90
blank worksheets

adding to workbooks, 25, 26, 248–249
default dimensions, 133

Blood Pressure Tracker template, 80
boilerplate data entries, 79
Bold button, 39, 141, 142, 144, 158
Book1, defined, 79, 90
borders

applying to cell selections, 161–162
Excel 2007 equivalent to Excel 2003

Borders button, 39, 142
vs. gridlines, 161

overview, 160–161
pasting everything but, 209, 211
removing, 162

Bottom alignment option, 39, 141, 143,
154, 565

Bring to Front button, 542
bubble charts, 527, 555

C
Calculate message, Status bar, 331
Calculate Now button, 63, 64, 331, 332,

334
calculated criteria, 629–631
calculated fields, 592, 694–695
canceling print jobs, 273–274
Caps Lock indicator, Status bar, 27
caret (^), 302, 304
cascading windows, 254
CEILING function, 389
cell addresses

absolute, 312–314
circular references, 333–334
in copying formulas, 309–315
as hyperlink destinations, 458
list of reference functions, 419–422
mixed, 314–315
relative, 309–312
typing references to select range, 131

cell cursor
constraining data entry to cell range,

103
defined, 22
Direction setting, 69
Freeze panes feature, 198–200
keys used in completing data entry,

99–100
moving, 22–24
navigating Worksheet area, 22–24
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CELL function, 423–425
cell icons

filtering data lists on, 621–622
sorting data lists on, 609–610

cell references
absolute addresses, 312–314
circular, 333–334
in copying formulas, 309–315
as hyperlink destinations, 458
list of functions, 419–422
mixed addresses, 314–315
relative addresses, 309–312
typing to select range, 131

cell styles
creating from scratch, 168
customizing, 167
gallery overview, 165
merging into other workbooks, 169
Number Format predefined styles,

165–167
saving, 169

cells, worksheet
absolute addresses, 312–314
adding comments to, 491–494
adjusting column width, 133–135
adjusting row height, 133
aligning data, 153–155
applying fill colors and patterns,

162–164
assigning Hidden protection format,

442
basics of editing, 188–195
calculating constants in, 300
clearing, 191–193
conditional formatting in, 170–178
copying, 202–212
copying formatting, 164–165
copying selection, 204–205
deleting, 192–193
deleting characters, 188

as dependents, 341
as direct precedents, 341
editing formulas, 299–300
editing in Formula bar vs. editing

directly in cells, 189, 299–300
entering formulas, 298–299
filling more than one at a time, 100
formatting by using Format Painter,

164–165
formatting commands, 34–35
formatting in protected worksheets,

444
inserting, 194–195
inserting new characters in, 188
locked, 442–443
mixed cell references, 314–315
moving, 202–212
moving selection, 204–205
naming ranges, 132–133
pasting selection, 205–206
relative addresses, 309–312
removing Locked protection, 442
replacing contents, 188
selecting for formatting, 124–133
showing formulas in, 71
undoing data entry, 189–190
unlocked, 451–452
wrapping text in, 39, 141, 143, 154,

155–156
Center Across Selection option, 154
Center horizontal alignment option, 

39, 141, 142, 153
Center vertical alignment option, 154
centering graphic objects, 565
Certificate dialog box, 473, 475
certificates, digital, 470, 473, 476–477
Change Chart dialog box, 530
Change History log file, 455, 480, 

481–482
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Change tracking
merging changes, 486–490
relationship to file sharing, 486
restricting, 484–485
turning on feature, 483–486

chart area, 524, 525
chart data series, 524, 525, 538–539
chart floor, customizing, 537
Chart Layouts gallery, 528, 530, 531
chart sheets, moving charts to, 526, 697
Chart Styles gallery, 528, 531
chart titles

editing, 540
formatting, 544–545
illustrated, 525
selecting text fill color, 542

Chart Tools contextual tab, 18, 530–540,
531, 541

chart walls, customizing, 537
charts. See also pivot charts

adding graphic shapes to, 536
adding hidden rows and columns of

data, 538
adding pictures to, 536
adding text boxes to, 536, 575–579
adding titles to, 536
aligning, 542
bar, 527, 552
bubble, 527, 555
changing height, 543
changing type, 530
changing width, 543
column, 525, 527, 528, 529, 550
creating, 38, 526–530
customizing elements, 536–540
displaying style options, 531
doughnut, 527, 555
editing source data, 533–535
embedded, creating, 526–530

embedded, moving to separate Chart
sheets, 526

embedded vs. separate, 526
formatting elements, 536, 538, 541–549
getting Help with, 47–49
grouping, 543
illustrated, 525
layouts, 530, 531
line, 527, 550–551
modifying layout and style, 531
moving, 531
overview, 523
parts overview, 524–525
pie, 527, 551
printing, 557
radar, 527, 555
removing custom formatting, 541
renaming, 537, 538
resetting style, 541
rotating, 543
saving as templates, 530, 556–557
selecting data for, 530
selecting elements for formatting, 

541, 543–544
selecting type, 549–557
stock, 527, 554
surface, 527, 555
switching row/column data, 530,

532–533
ChartWizard, 38
checking spelling, 218–221
Choose Data Source dialog box, 

643, 645
Circular Reference indicator, Status bar,

333
circular references, 333–334
Classic Layout option, pivot tables, 696
Clear commands, Excel 2007 equivalent

to Excel 2003 commands, 33
clearing cells, 191–193
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clip art
adding to worksheets, 19, 38, 568–571
deleting images, 571
editing images, 571
editing keywords, 570
formatting, 572–573
importing, 568–571
moving images, 571
renaming, 570
resizing images, 571
rotating images, 571

Clipboard
cutting and pasting, 204–212
defined, 204
role in Office 2007 data sharing,

498–499
Task pane, 207–208

Close button, 31
Close command, Excel 2007 equivalent

to Excel 2003 command, 33
clustered column charts, 532–533,

534–535, 540
colon (:), 125, 131, 302
colors

assigning to number formats, 150
changing font color, 158
changing for gridlines, 71
changing gridline color, 71
selecting for chart elements, 541
in themes, 585

Colors dialog box, 160
column charts, 525, 527, 528, 529, 550
COLUMN function, 419
Column Width dialog box, 134–135
columns, worksheet

adjusting using Column Width dialog
box, 134–135

adjusting using mouse, 134
alphabetic labeling, 21
autofitting, 134

comparing when formatted as table,
174–176

creating range names from headings,
324–325

deleting, 231
formatting commands, 34–35
formatting in protected worksheets,

444
Freeze panes feature, 198–200
hiding/unhiding, 135–136
inserting, 230–231, 232
maximum number, 229
new, adding, 232
reordering fields, 606–608
restoring, 136
setting standard width, 135
switching data with rows, 

209, 211–212
ways to adjust width, 133–135, 211

COLUMNS function, 400, 419, 420
comma (,)

as union operator, 302
when inputting data into cells, 94

Comma format
assigning to numbers after 

inputting, 94
command button, 39, 141, 143
Excel 2007 equivalent to Formatting

toolbar, 39
as Number Format style option,

165–166
command buttons

adding macros to Quick Access 
toolbar, 59–60

Clip Art button example, 19
defined, 16
hot keys for, 19
non-Ribbon, adding to Quick Access

toolbar, 59, 593–594
old shortcut keys for, 20
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command buttons (continued)

as Ribbon component, adding to Quick
Access toolbar, 58–59

selecting, 16
comments, cell

adding, 491–494
deleting, 191, 493–494
displaying, 491
editing, 492–493
formatting, 492–493
hiding, 491
pasting, 210
resizing box, 493
showing/hiding, 70
and Tablet PCs, 491

Compare Side by Side command, Excel
2007 equivalent to Excel 2003
command, 36

Compare Side by Side dialog box, 255
comparison operators, 302, 303, 304
concatenating text, 430–431
concatenation operator (&), 302, 303,

304, 430–431
conditional formatting, 170–178
Conditional Formatting command, Excel

2007 equivalent to Excel 2003
command, 35

Conditional Formatting Rules Manager
dialog box, 177–178

Conditional Sum Wizard, 75
conditional summing, 391–398
Confirm Password dialog box, 437–438,

445
Consolidate command, Excel 2007

equivalent to Excel 2003 
command, 36

consolidating worksheets, 259–265
constants, calculating numbers in cells,

300

contacts, Outlook
exporting to Excel workbooks, 

507, 508–510
copy-and-paste. See cut-and-paste
Copy button, adding to Quick Access

Toolbar, 42
Copy button, Excel 2007 equivalent 

to Excel 2003 Standard toolbar
button, 38

Copy Picture dialog box, 210
Copy Sheet command, Excel 2007

equivalent to Excel 2003 
command, 33

copying
data between workbooks, 255–256
formatting, 164–165, 206
formulas, 309–315
hyperlinks, 463–464
opening workbooks as copies, 187
pictures, 210
sheets between workbooks, 256–257
themes, 206
using drag-and-drop, 203–204
worksheet data, 202–212

COUNT function, 400, 401–402, 610, 693
COUNTA function, 401, 402, 403
COUNTBLANK function, 402
COUNTIF function, 404–405
COUPDAYBS function, 382
COUPDAYS function, 382
COUPDAYSNC function, 382
COUPNCD function, 382
COUPNUM function, 382
COUPPCD function, 382
Create a Digital ID dialog box, 476–477
Create Chart button, adding to Quick

Access Toolbar, 43
Create Chart dialog box

for pivot charts, 696–697
Templates option, 556
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Create Custom Dictionaries dialog box,
220–221

Create New Data Source dialog box,
643–644

Create PivotTable dialog box, 680
criteria argument, defined, 632
Criteria Range, 624, 625, 626, 628–630
CSV file format, 638
Ctrl key

for drag-and-drop, 204, 256
and keyboard shortcuts, 20
for moving cell cursor, 23–24

Ctrl+B keystrokes, 144
Ctrl+C keystrokes, 105
Ctrl+End keystrokes, 23
Ctrl+Enter keystroke, 100
Ctrl+Home keystrokes, 23, 200
Ctrl+I keystrokes, 144
Ctrl+P keystrokes, 274
Ctrl+period (.) keystrokes, 103
Ctrl+PgDn keystrokes, 23, 26
Ctrl+PgUp keystrokes, 23, 26
Ctrl+U keystrokes, 144
Ctrl+V keystrokes, 105
Ctrl+X keystrokes, 105
cube functions, 307
CUMIPMT function, 382
CUMPRINC function, 382
curly braces ({}), 316, 317, 318, 319, 

397, 421
Currency number format, 69, 94, 166
cursor keys, 22, 23, 99. See also cell

cursor
Custom AutoFilter dialog box, 622–624
Custom Dictionaries dialog box, 220
Custom Lists dialog box, 62, 109, 

110–111
custom number formats, 148–153
Custom Views dialog box, 201–202

Customize Regional Options dialog box,
356–357

customizing cell styles, 167
cut-and-paste

overview, 204–212
process for embedding Excel

worksheet data in Word documents,
502

process for linking Excel worksheet
data to Word documents, 504–505

Cut button, adding to Quick Access
Toolbar, 42

Cut button, Excel 2007 equivalent 
to Excel 2003 Standard toolbar
button, 37

D
Data Connection Wizard, 641
data entry

AutoComplete feature, 64, 100–101, 309
AutoCorrect feature, 101–102
AutoFill feature, 104–111
contraining cursor to specific cell

range, 103
Data Validation feature, 111–115
entering decimal point automatically,

59, 103–104
keyboard style, 99–100
overview, 98–99

Data Field Settings dialog box, 688
data forms

adding Form button to Quick Access
toolbar, 593–594

adding new records with, 596
deleting records with, 599
editing records in, 596
finding records with, 597–599
navigating, 594–596
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data labels, adding to charts, 
536, 538–539

data lists
adding new records to, 593–599
creating calculated fields, 592
defined, 589
designing, 590–593
filtering, 614–631
formatting, 591
modifying structure, 592–593
overview, 589–590
sorting columns, 606–608
sorting on font and fill colors and cell

icons, 609–610
using AutoFilter feature, 615–624

data markers, chart, 524
Data menu, Excel 2007 equivalent to

Excel 2003 commands, 36
data series, chart, 524, 525, 538–539
data summary reports, 666–667. See also

pivot tables
Data tab, Ribbon

defined, 17
Excel 2007 equivalents to Excel 2003

pull-down menu commands, 36
Data Table dialog box, 657
data tables

adding to charts, 537, 539
comparing columns in, 174–176
formatting ranges as, 137–140
one-variable, 656–659
recalculation exception, 332
renaming, 140
two-variable, 659–661
in what-if analysis, 655, 656–661

Data Validation feature
limiting data entry, 111–115
using to circle invalid data, 223–224

database argument, defined, 632

database functions, 632–634
DAVERAGE function, 633
DCOUNT function, 633
DCOUNTA function, 633
DGET function, 633
DMAX function, 633
DMIN function, 633
DPRODUCT function, 633
DSTDEV function, 633
DSTDEVP function, 633
DSUM function, 633–634
DVAR function, 633
DVARP function, 633

databases
external, 634, 641–651, 680

Date Filters feature, 615, 618–619
DATE function, 360–361
Date number formats, 96–97
dates

in 21st century, 97
Analysis ToolPak functions, 363
built-in functions, 359–367
DATE function, 360–361
DATEVALUE function, 360–361, 362
DAY function, 361–362
DAYS360 function, 363
EDATE function, 363–364
elapsed, calculating, 357–358
EOMONTH function, 364
format codes for, 150
formatting overview, 95–96
formula overview, 355–359
inputting directly into cells, 96–97
MONTH function, 361–362
NETWORKDAYS function, 364–365
performing arithmetic on, 96
serial numbers for, 95
TODAY function, 359
two-digit years in, 97
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WEEKDAY function, 361–362
WEEKNUM function, 365–366
WORKDAY function, 366
YEAR function, 361–362
YEARFRAC function, 367

DATEVALUE function, 360–361, 362
DAVERAGE function, 633
DAY function, 361–362
DAYS360 function, 363
DB (declining balance) function, 

379, 380
DCOUNT function, 633
DCOUNTA function, 633
DDB (double-declining balance)

function, 379, 380
decimal places, 71, 104, 149
decimal point (.)

inserting automatically, 69, 103–104
overriding, 104
when inputting data into cells, 94

Decimal Separator text box, 69
declining balance (DB) depreciation

function, 379, 380
Decrease Decimal button, 141, 143
Decrease Decimal button, Excel 2007

equivalent of Excel 2003 Formatting
toolbar button, 39

Decrease Font button, Excel 2007
equivalent of Excel 2003 Formatting
toolbar button, 39

Decrease Font Size button, 141, 142
Decrease Indent button, Excel 2007

equivalent of Excel 2003 Formatting
toolbar button, 39, 141, 142

Define Name dialog box, 322–323
Delete button, 192, 193, 231
Delete command, Excel 2007 equivalent

to Excel 2003 command, 33
Delete dialog box, 192–193
Delete key, 193, 231

depreciation functions
DB (declining balance) function, 

379, 380
DDB (double-declining balance)

function, 379, 380
SLN (straight-line) function, 

379, 380–381
SYD (sum-of-years-digits) function, 

379, 381
descending sort order, 43, 601
designing worksheets, 79–90
desktop, Windows

adding Excel shortcut to Quick Launch
toolbar, 31

creating Excel shortcut for Windows
Vista, 29

creating Excel shortcut for Windows
XP, 30

destination themes, 206
Developer tab, Ribbon

adding to Ribbon, 19, 703, 712
Record Macro command button,

703–704
showing/hiding, 61
Stop Recording command button, 706
Visual Basic command button, 702, 712,

717, 729, 733
DGET function, 633
diagnostics. See Microsoft Office

diagnostics utility
dialog box launchers, as Ribbon

component, 16, 19
dictionaries, custom, 220–221
Dictionary, Excel, 218, 219, 220–221
digital certificates, 470, 473, 476–477, 708
digital ID

adding invisible signature line to
workbooks, 474–476

adding visible signature line to
workbooks, 471–474
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digital ID (continued)

defined, 476
obtaining for signing workbooks,

476–477
signature overview, 470–471
third-party certificate vendors, 476–477
viewing certificates, 473

digital ink. See Tablet PCs
digital signatures

invisible, adding to workbooks, 474–476
obtaining certificates for, 476–477
overview, 470–471
removing, 473, 476
viewing certificates, 473
visible, adding to workbooks, 471–474

digital stamps, 474
DISC function, 382
Distributed horizontal alignment option,

154, 565
Distributed vertical alignment option,

155, 565
#DIV/0! error value, 313, 336, 338–340
division operator (/), 302, 304
DMAX function, 633
DMIN function, 633
Document Information Panel, 468–469,

734–735
Document Inspector, 468
document management servers, 519
document recovery feature, 66–67, 

120, 121
document workspaces, 519
dollar sign ($)

in absolute cell references, 313, 314
in custom number format codes, 149
when inputting data into cells, 94

DOLLARDE function, 383
DOLLARFR function, 383
double-declining balance (DDB)

depreciation function, 379, 380

doughnut charts, 527, 555
downloading

add-ins, 73
Smart Tags, 512–513
templates, 52, 80, 84–86

DPRODUCT function, 633
drag-and-drop

as method for embedding Excel
worksheet data in Word documents,
500–501

as method of moving and copying,
203–204

Drawing button, 38, 43
drawing graphic objects, 573–584
drivers, 643
DSTDEV function, 633
DSTDEVP function, 633
DSUM function, 633–634
DURATION function, 383
DVAR function, 633
DVARP function, 633

E
e-mail, attaching workbooks to

messages, 495–496
E-mail button, Excel 2007 equivalent 

to Excel 2003 Standard toolbar
button, 37

EDATE function, 363–364
Edit Custom Lists option, 62
Edit Data Source dialog box, 533–534, 535
Edit menu, Excel 2007 equivalent to

Excel 2003 commands, 33
Edit mode, using to edit formulas, 300
Edit Source Data dialog box, 530
EFFECT function, 383
elapsed dates, calculating, 357–358,

363–364
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elapsed times, calculating, 358–359
Eliminate Duplicates feature, 600–601
embedding

creating charts, 526–530
cutting and pasting worksheet cell data

into Word documents, 502
defined, 498
dragging and dropping worksheet cell

data into Word documents, 500–501
vs. separate charts, 526
when to use, 499

Enable Content command button, 708
Enable Live Preview option, 61
End indicator, Status bar, 24
End key, 23, 24
End of Month function, 364
End+arrow keystrokes, 230
engineering functions, 307
Enter button, Formula bar, 21, 98, 188
Enter key

for completing data entry, 99
vs. Enter button on Formula bar, 188
for moving cell cursor, 103
setting cursor direction, 69

EOMONTH function, 364
equal sign (=), 302, 304
error bars, chart, 537
error checking

adding alert messages for data
validation, 113–115

background, 64, 65, 349
changing options, 349–350
in formulas, 347–348

Error Checking command, Excel 
2007 equivalent to Excel 2003
command, 35

Error Checking command button, 
342, 348

error-trapping formulas, 338–341

error values
defined, 335
#DIV/0!, 313, 336, 338–340
list, 336
#N/A!, 336, 341, 353, 354, 423
#NAME?, 323, 326, 336, 423, 426, 427,

733
#NULL!, 336
#NUM!, 336, 390–391, 633
overview, 335–336
#REF!, 231, 336, 340
removing from printouts, 353–354
#VALUE!, 336, 421, 633

Euro Currency Tools, 75, 76
EUROCONVERT function, 75
European date settings, 356–357
Evaluate Formula dialog box, 347,

352–353
EVEN function, 386, 388–389
Excel 2007

adding desktop shortcut to Windows
Quick Launch toolbar, 31

comparison with earlier versions, 13
creating desktop shortcut for Windows

Vista, 29
creating desktop shortcut for Windows

XP, 30
customizing, 57–76
migrating from earlier versions, 31–45
mimicking Excel 2003 display, 40, 43–44
new features, 13–27
pinning to Start menu, 28–29
quitting, 31
relationship to Word 2007, 499–505
Ribbon user interface, 13–27
starting from Windows Vista Start

menu, 28
starting from Windows XP Start 

menu, 28
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Excel Calculation Services, 519
Excel Compatibility Checker dialog box,

120
Excel Dictionary, 218, 219, 220–221
Excel Help window, 52–53
Excel Microsoft Save As PDF or XPS 

Add-in program, 515
Excel Options button, 14, 15
Excel Options dialog box

Add-Ins tab, 73–74
Advanced tab, 68–73
changing defaults and preference

settings, 60–73
Customize tab, 58–60
Formulas tab, 63–65
overview, 58–59, 60
Popular tab, 61–63
Proofing tab, 65–66
Save tab, 66–67

Existing Connections dialog box, 
635, 650

Exit Excel button, 31
Expense Report template, 80
exponentiation operator (^), 302, 304
exporting. See also Import and Export

Wizard
Excel worksheet data to Outlook folder,

508
Outlook contact data to Excel

workbook, 507, 508–510
extensions, filename, showing/hiding,

120
external databases, 634, 641–651, 680

F
FALSE logical function, 337, 338, 631
field argument, defined, 632
Field Settings dialog box, 693

fields
basic filtering, 615–617
calculated, 592, 694–695
duplicate, eliminating, 600–601
multiple, sorting records on, 602–605
in pivot tables, 680–683
reordering, 606–608
single, sorting records on, 601–602

file formats
CSV file format, 638
HTML, 515, 516–519
new, 44–45, 117, 120, 514
old, 44–45, 117, 120, 514
PDF, 515–516
for saving workbooks, 514–519
showing/hiding filename extensions,

120
XLAM, 74, 735
XLS, 44–45, 117, 120, 514
XLSB, 702, 710, 715
XLSX, 44–45, 117, 120, 514, 735
XPS, 498, 515, 516

File in Use alert dialog box, 478
File menu, Excel 2007 equivalent to Excel

2003 commands, 33
File Transfer Protocol (FTP), 464
filenames, showing/hiding extensions,

120
files. See also workbooks

changing default location, 119
formats for saving workbooks, 

514–519
password-protecting, 435–441
protecting, 441–455

Fill alignment option, 154
Fill Color button

adding custom colors to palette, 160
Excel 2007 equivalent of Excel 2003

Formatting toolbar button, 39, 141,
142
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fill colors
applying to cell selections, 162–164
filtering data lists on, 621–622
sorting data lists on, 609–610

Fill handle, 105
Filter buttons

applying to ranges in tables, 139, 140
showing/hiding, 139, 140

Filter commands, Excel 2007 equivalent
to Excel 2003 commands, 36

filtering
data lists, 614–631
pivot chart data, 697–698
pivot table data, 689–690
specifying comparison criteria, 

626–627
financial functions. See also depreciation

functions
ACCRINT function, 382
ACCRINTM function, 382
AMORDEGRC function, 382
AMORLINC function, 382
Analysis ToolPak, 381–384
COUPDAYBS function, 382
COUPDAYS function, 382
COUPDAYSNC function, 382
COUPNCD function, 382
COUPNUM function, 382
COUPPCD function, 382
CUMIPMT function, 382
CUMPRINC function, 382
DISC function, 382
DOLLARDE function, 383
DOLLARFR function, 383
DURATION function, 383
EFFECT function, 383
FV (Future Value) function, 371, 375
INTRATE function, 383
MDURATION function, 383
NOMINAL function, 383

NPER function, 372
NPV (Net Present Value) function, 

274, 371
ODDFPRICE function, 383
ODDFYIELD function, 383
ODDLPRICE function, 383
ODDLYIELD function, 383
overview, 371–372
PMT (Payment) function, 371, 375–379
PRICE function, 383
PRICEDISC function, 383
PRICEMAT function, 383
PV (Present Value) function, 371,

372–373
RATE function, 372
RECEIVED function, 383
TBILLED function, 383
TBILLPRICE function, 384
TBILLYIELD function, 384
XIRR function, 384
XNPV function, 384
YIELD function, 384
YIELDDISC function, 384
YIELDMAT function, 384

Find and Replace dialog box
Excel 2007 equivalent to Excel 2003

commands, 33
Find tab, 213–216
Replace tab, 216–218

Find dialog box, 717–718
finding workbooks

overview, 184–185
on Windows Vista, 185
on Windows XP, 185–187

Fixed Decimal Places feature, 104
Font buttons

Excel 2007 equivalent of Excel 2003
Formatting toolbar buttons, 39

on Excel 2007 Home tab, 141, 142
Font Color button, 141, 142, 160
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font colors
filtering data lists on, 621–622
sorting data lists on, 609–610

Font Size options, 62, 141, 142
fonts

Bold button, 141, 142
Borders button, 142, 161–162
changing, 158–159
Decrease Font Size button, 141, 142
decreasing size, 39, 62, 141, 142
Fill Color button, 141, 142
Font button, 141, 142
Font Color button, 141, 142
Font Size options, 62, 141, 142
Increase Font Size button, 141, 142
increasing size, 39, 62, 141, 142
Italic button, 141, 142
More Borders button, 141
selecting from Format Cells dialog box,

159–160
selecting from Ribbon, 158–159
selecting new default, 62
selecting new default size, 62
and themes, 585
Underline button, 141, 142

foreign currency. See Currency number
format

Format As Table dialog box
illustrated, 138
opening, 591, 607
overview, 138

Format As Table feature, 137–140
Format Cells dialog box

Alignment tab, 153–157
Borders tab, 164
Fill tab, 164
Font tab, 159–160
Number tab, 145–153, 688
overview, 145
Protection tab, 443

Format Comment dialog box, 493
Format menu, Excel 2007 equivalent to

Excel 2003 commands, 34–35
Format Painter button

adding to Quick Access Toolbar, 42
Excel 2007 equivalent for Excel 2003

Standard toolbar button, 38
overview, 164–165

formatting
chart elements, 536, 538, 541–549
clearing from cell selection, 191
conditional, 170–178
copying, 164–165, 206
destination, 206
inheriting in formulas, 299
new features, 123
overview, 123
pasting, 210
pivot charts, 698
pivot tables, 684–688
selecting cells for, 124–133
text boxes, 575–577

Formatting toolbar
adding buttons to Quick Access

Toolbar, 43
Excel 2007 equivalent, 39–40

Formula bar
buttons, 21, 98
cell contents, 21
defined, 14
displaying contents, 98
vs. editing directly in cells, 189, 

299–300
editing formulas in, 299–300
Enter button, 21, 98, 188
Functions Wizard button, 76, 306
illustrated, 15
Name box, 21, 132
overview, 20–21
viewing formulas in, 300
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formulas
applying range names to, 327–329
array-type, 315–319
auditing, 341–353
building methods, 298–299
circular cell references in, 333–334
copying, 309–315
date and time, 355–359
displaying calculated values, 98
displaying contents, 98
editing contents, 299–300, 330
error checking, 299, 305–306, 347–348
error-trapping, 338–341
evaluating, 352–353
inserting functions into, 306–309
linking-type, 329–330
numeric, 97–98
in one-variable data tables, 656–659
order of operator precedence, 304–306
overview, 298–309
pasting, 209, 210, 211
pointing method of building, 298–299
printing in reports, 293–294
range names in, 319–329
recalculating, 331–332
role of operators in building, 302–306
showing in cells, 71
significance, 297
in two-variable data tables, 660–661
using range names in, 323–324

Formulas tab, Ribbon
Calculation group, 331–332
defined, 17
Excel 2007 equivalents to Excel 2003

pull-down menu commands, 34, 35
Formula Auditing group, 342–353
Function Library group, 307

forward slash (/)
for activating Ribbon hot keys, 73
as division operator, 302, 304

Freeze Panes command, Excel 2007
equivalent to Excel 2003 command,
36

Freeze Panes feature, 198–200
From Analysis Services option, 641
From Data Connection Wizard option, 641
From Microsoft Query option, 641, 642
From SQL Server option, 641
From XML Data Import option, 641
FTP (File Transfer Protocol), 464
Function Arguments dialog box, 307–308,

731, 732
Function Wizard (fx). See also Insert

Function dialog box
and Insert Wizard dialog box, 306
selecting Database functions, 633
selecting functions, 76
user-defined functions in, 730–732

functions
custom, creating, 727–736
depreciation, 379–381
entering into formulas, 306–309
financial, 371–384
logical, 337–338, 631
lookup, 407–419
math and trig, 385–398
reference, 419–422
statistical, 398–406
text, 427–431
time functions, 367–370
user-defined, 727–736

future value. See FV (Future Value)
function

FV (Future Value) function, 371, 375

G
General alignment option, 153
General Ledger template, 80
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General number format
as default, 95, 145
overriding, 146
trailing zeros, 94

General Options dialog box, 436–437, 439
Get a Digital ID dialog box, 476
GetPivotTable function, 64
Go To feature, 22, 130–131
Goal Seek dialog box, 668, 669
Goal Seek Status dialog box, 668, 669
goal seeking, in what-if analysis, 

655, 667–669
gradients, applying to cell selections,

162, 163
graphic objects

adding to charts, 559–585
aligning, 565
defined, 559
deleting, 562
drawing, 573–584
grouping, 565–567
illustrated, 560
importing clip art, 568–571
importing pictures, 568, 571
layer issues, 562–565
managing in Selection and Visibility

task pane, 567–568
manipulating, 561–562
moving, 561–562
overview, 560–568
positioning, 561–562
resizing, 561
role of themes, 585
selecting, 560
showing/hiding, 71
as worksheet backgrounds, 247–248

greater-than operator (>), 302, 304
greater-than-or-equal-to-operator (>=),

302, 304

gridlines. See also Snap to Grid option
vs. borders, 161
changing color, 71
for charts, 525
customizing display, 537
in printouts, 161
removing, 71, 502–503
showing/hiding, 71, 502–503
in Workbook window, 161

Group and Outline command, Excel 
2007 equivalent to Excel 2003
command, 36

[Group] indicator, title bar, 250–251
Group or Ungroup dialog box, 242–243
grouping graphic objects, 565–567
groups, as Ribbon component, 16

H
handheld calculator, Excel as, 300
Header and Footer command, Excel 2007

equivalent to Excel 2003 command,
33, 36–37

headers and footers
custom, creating, 287–291
custom, creating different even and odd

page headers and footers, 287–291
first-page, unique, 290
overview, 284–285
stock, adding, 285–287

Help button, 38, 40, 43, 47, 50
help information

browsing related articles, 47–48
expanding list of subtopics, 48
Help Viewer, 47–49
printing Viewer articles, 48
searching Office Online for, 50–52
Table of Contents pane, 49–50
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Hidden and Empty Cells Settings dialog
box, 538

Hidden protection format, 442
Hide Sheet command, Excel 2007

equivalent to Excel 2003 
command, 35

Hide Window command, Excel 2007
equivalent to Excel 2003 
command, 36

hiding columns, 135–136
hiding rows, 137
hiding worksheets in workbooks, 251
Highlight Changes dialog box, 483–485
HLOOKUP function, 408–411
Home key, 23
Home tab, Ribbon

Alignment group, 39, 141, 142–143
defined, 17
Excel 2007 equivalents to Excel 2003

Formatting toolbar buttons, 39–40,
141, 142–143

Excel 2007 equivalents to Excel 2003
pull-down menu commands, 
33, 34, 35

Excel 2007 equivalents to Excel 2003
Standard toolbar buttons, 37–38

Font group, 39, 141, 142
formatting cells from, 141–144
Numbers group, 39–40, 141, 143

horizontal scroll bars
defined, 22
in split worksheet panes, 233–235
tips for using, 24–25

horizontal split bar, 233
horizontally aligning data, 153–154
hot keys, 19–20, 73
HOUR function, 369–370
HSB Color Model, 160
HTML file format, 515, 516–519

HTTP (Hypertext Transfer Protocol), 
464

HYPERLINK function, 419, 464–465
hyperlinks

adding ScreenTips to, 459
adding to worksheets, 458–461
copying, 463–464
defined, 457
defining anchor object, 457–458
defining destination, 457–458
editing, 462–464
following, 462
moving, 463–464
overview, 457–458
pasting cell selections as, 210
removing, 462–463

Hypertext Transfer Protocol (HTTP), 
464

hyphen. See minus sign (-)

I
IF function

combined with information functions,
422–423

and comparison operators, 304
defined, 337, 338

IF...END IF statements, 728
images

adding to worksheets, 571
deleting, 571
editing, 571
formatting, 572–573
importing, 568–571
moving, 571
resizing, 571
rotating, 571

Import and Export Wizard, 507, 508–510
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Import Data dialog box, 635, 637, 649
Import External Data command, Excel

2007 equivalent to Excel 2003
command, 36

importing. See also Import and Export
Wizard

clip art, 568–571
pictures, 568, 571
text files, 638–641

Include This Many Sheets option, 62
Increase Decimal button, Excel 2007

equivalent of Excel 2003 Formatting
toolbar button, 39, 141, 143

Increase Font Size button, Excel 2007
equivalent of Excel 2003 Formatting
toolbar button, 39, 141, 142

Increase Indent button, Excel 2007
equivalent of Excel 2003 Formatting
toolbar button, 39, 141, 142

INDEX function, 413–414, 415
INDIRECT function, 419
information functions

CELL, 423–425
IS, 426–427
overview, 307, 422–423
TYPE, 425–426

ink, digital. See Tablet PCs
Ink Tools contextual tab, 491, 494–495
InputBox function, 721, 722–723, 724, 725
inputting numbers, 94–95
Insert button, 195, 208
Insert Calculated Field dialog box,

694–695
Insert Cells command, 194–195
Insert Copied Cells command, 208
Insert Cut Cells command, 208
Insert dialog box, 194–195
Insert Function dialog box, 306–309, 731
Insert Hyperlink button, Excel 2007

equivalent to Excel 2003 Standard
toolbar button, 38

Insert Hyperlink dialog box, 459–461
Insert Ink Annotations button, Excel 2007

equivalent to Excel 2003 Standard
toolbar button, 38

Insert menu, Excel 2007 equivalent to
Excel 2003 commands, 34

Insert Paste dialog box, 208
Insert Picture dialog box, 571
Insert tab, Ribbon

defined, 17
Excel 2007 equivalent to Excel 2003

Standard toolbar button, 38
Excel 2007 equivalents to Excel 

2003 pull-down menu commands, 
33, 34, 36

Insert Worksheet button, 248
inspecting documents, 468
Install Updates Automatically option, 53
INT function, 386, 387–388
IntelliMouse

increasing and decreasing screen
magnification, 69

and zooming, 196–197
IntelliSafe Vault Desktop, 470
Internet Assistant VBA, 75
Internet Explorer, opening workbooks in,

187
intersection operator, space as, 302
intersection operator (space), 302
INTRATE function, 383
invalid data, circling, 223–224
IS function, 426–427
ISERROR function, 341
ISNOTEXT function, 402–403
ISTEXT function, 402–403
Italic button, 39, 141, 142, 144, 158

J
Justify alignment option, 154
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K
keystrokes

for completing data entry, 99
for moving cell cursor, 22–24
for selecting Ribbon commands, 19–20

Keywords dialog box, 570

L
labels, defined, 91
Landscape option, 279–280
Language Settings option, 62
Layout selector, Status bar, 27
layouts, chart, 530, 531
Left alignment option, 39, 141, 142, 153,

565
legend, chart, 525, 536
less-than operator (<), 302, 304
less-than-or-equal-to operator (<=), 

302, 304
Library folder, 74
Limits report, Solver add-in, 677
line charts, 527, 550–551
lines, chart, customizing, 537
linking

cells, 206
consolidated data, 264–265
defined, 499
formulas, 329–330
when to use, 499
worksheet data to Word documents,

504–505
lists. See data lists
Live Preview feature, 13, 61, 139–140,

528, 544
Loan Amortization template, 80
locked worksheet cells, 442–443

logical AND condition, 628–629, 646, 647
logical functions, 337–338, 631
logical OR condition, 628–629, 646, 647
lookup functions

HLOOKUP, 408–411
INDEX, 413–414, 415
MATCH, 412–415
overview, 407–408
VLOOKUP, 408–411

Lookup Wizard, 75, 415–419
Lotus 1-2-3, 72–73

M
Macintosh, 1904 date system, 72, 95
Macro dialog box, 707, 716
Macro Recording button, Status bar, 

27, 703
Macro Systems Web site, 76
macros

assigning shortcut keystrokes to, 703
assigning to Quick Access toolbar, 

45, 59–60, 710
changing property settings in VBA,

719–720
and earlier versions of Excel, 35, 45
editing after recording, 715–724
finding and replacing code, 717–719
overview, 701–702
recording, 702–706
running, 707–708
saving changes to, 717
security issues, 708–709
step-by-step recorder use, 704–706
ways to create, 702
ways to start recorder, 703–704
writing in Visual Basic Editor, 724–726

magnification, screen, increasing and
decreasing with IntelliMouse, 69
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Manual calculation option, 331, 332
margins

changing settings, 277, 278–279
viewing in Print Preview window, 272

MATCH function, 412–415
math and trig functions

CEILING, 389
EVEN, 386, 388–389
INT, 386, 387–388
ODD, 386, 388–389
overview, 385–386
POWER, 390–391
PRODUCT, 386, 610
ROUND, 146, 386–387, 388
ROUNDDOWN, 386–387, 388
ROUNDUP, 386–387, 388
SQRT, 386, 390–391
SUM, 300–302, 391, 610, 692
SUMIF, 391–398
SUMPRODUCT, 386
SUMSQ, 386
TRUNC, 386, 387–388

MAX function, 398, 399–400
MAXIMUM function, 610
.mdb file format, 635, 643
MDURATION function, 383
MEDIAN function, 399, 400
Member Options dialog box, 729–730
menu commands, finding tab

equivalents, 32–37
Merge and Center option, 39, 43, 141,

143, 704, 706
merging

cell styles into other workbooks, 169
scenarios, 665–666
shared workbook changes, 486–490

Microsoft Access data tables, retrieving
data from, 635–636

Microsoft Authenticode, 708–709

Microsoft Excel. See Excel 2007
Microsoft Excel Help button, Excel 2007

equivalent to Excel 2003 Standard
toolbar button, 38

Microsoft Office Button. See Office
Button

Microsoft Office Diagnostics utility, 
54–55

Microsoft Office Online. See Microsoft
Office Web site

Microsoft Office Web site
downloading Smart Tags, 512–513
downloading templates from, 52, 80,

84–86
eServices, 512
Office Marketplace Web page, 471, 475,

476, 513
Results of Microsoft Office Diagnostics

Tests Web page, 54–55
searching for help, 50–52

Microsoft Query, 641, 642–650
Microsoft SharePoint, 519
Microsoft Update service, 53–54
Middle alignment option, 39, 141, 142,

565
migrating to Excel 2007, 31–45
MIN function, 398, 399–400
mini-bar. See mini toolbar feature
mini toolbar feature, 61, 144–145
minimizing Ribbon, 16–17
MINIMUM function, 610
minus sign (-)

for inputting data into cells, 94
as subtraction operator, 302, 304

MINUTE function, 369–370
mixed cell references, 314–315
Mode indicator, Status bar, 27
MoneyCentral, MSN, Excel Smart Tags

for financial symbols, 511, 513–514
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MONTH function, 361–362
mouse

adjusting column width by using, 134
adjusting row height by using, 137
increasing and decreasing screen

magnification by using 
IntelliMouse, 69

zooming by using IntelliMouse, 
196–197

Move Sheet command, Excel 2007
equivalent to Excel 2003 
command, 33

moving
data between workbooks, 255–256
hyperlinks, 463–464
sheets between workbooks, 256–257
by using drag-and-drop, 203–204
worksheet data, 202–212

MSN MoneyCentral, Excel Smart Tags for
financial symbols, 511, 513–514

MSN Web site, 514
multiplication operator (*), 302, 304

N
#N/A! error value, 336, 341, 353, 354, 423
Name box, Formula bar, 21, 132
#NAME? error value, 323, 326, 336, 423,

426, 427, 733
Name Manager dialog box, 326
Name Splitter add-in, 76
names, splitting, 76
naming cell ranges, 132–133
negative numbers, 149–150
NETWORKDAYS function, 364–365
New button

adding to Quick Access Toolbar, 41
Standard toolbar equivalent, 37

New command, Excel 2007 equivalent to
Excel 2003 command, 33

New Formatting Rule dialog box, 170,
176–177

New from Existing Link dialog box, 89–90
New Name dialog box, 320–322
New Range dialog box, 447–448
New Web Query dialog box, 636
New Window command, Excel 2007

equivalent to Excel 2003 
command, 36

New Workbook dialog box
Blank Workbook option, 90
My Templates link, 83
New from Existing link, 89–90
searching for templates, 85–86

1904 date system, 72, 95
NOMINAL function, 383
Normal view, 27
not-equal-to operator (<>), 302, 304
NOT logical function, 337, 631
NOW function, 368
NPER function, 372
NPV (Net Present Value) function, 

274, 371
#NULL! error value, 336
#NUM! error value, 336, 390–391, 633
Num Lock key, 27, 103–104
Number Filters feature, 615, 619–621
Number Format button, 40, 143
number formats

Accounting Number Format button,
141, 143

assigning colors to, 150
in Cell Styles gallery, 165–167
Comma cell style, 94, 141, 143, 165–166
creating, 151–153
Currency cell style, 69, 94, 166
custom, 148–153
date and time, 96–97
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number formats (continued)

Decrease Decimal button, 141, 143
on Excel 2007 Home tab, 141, 143
Increase Decimal button, 141, 143
inheriting in formulas, 299
pasting, 211
Percent cell style, 94, 141, 143, 166
in pivot tables, 687–688
specifying for positive vs. negative

numbers, 149–150
Number Style button, 141, 143
number symbol (#), in custom number

format codes, 149
numbers

assigning formats using Format Cells
dialog box, 145–153

calculated by formulas, 93
changing formatting, 96
characteristics of entries, 91, 93–98
copying formatting, 206
creating formats for, 151–153
custom formats, 148–153
dates and times as, 93
default formatting, 95
defined, 91
formatting, 94–95
inheriting cell formatting, 95
inputting directly into cells, 94–95
overriding default format, 146
pasting formulas, 209, 210
pasting values, 209, 210
predefined formats, 146–168
stored as text, 91–93
as type of data, 91

O
Object Browser, 729–730
Object Linked Embedded Database

(OLEDB), 634, 641

ODBC (Open Database Connectivity),
634, 641

ODD function, 386, 388–389
ODDFPRICE function, 383
ODDFYIELD function, 383
ODDLPRICE function, 383
ODDLYIELD function, 383
Office 12 folder, 74
Office 2007, data sharing overview,

498–510
Office Button

defined, 14
Exit Excel button, 31
as File menu command equivalent, 

33, 35
illustrated, 15
overview, 14
Standard toolbar button 

equivalents, 37
Office Clipboard. See Clipboard
Office Clipboard command, Excel 

2007 equivalent to Excel 2003
command, 33

Office Diagnostics utility, 54–55
Office Marketplace Web page, 471, 475,

476, 513
OLEDB (Object Linked Embedded

Database), 634, 641
1-2-3 users, 72–73
Open button, adding to Quick Access

Toolbar, 41
Open button, Excel 2007 equivalent 

to Excel 2003 Standard toolbar
button, 37

Open command, Excel 2007 equivalent 
to Excel 2003 command, 33

Open Database Connectivity (ODBC),
634, 641

Open dialog box
Open button options, 187
Search option in, 185
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on Windows Vista, 180–181
on Windows XP, 182–183

opening
multiple workbooks, 183–184, 255–259
overview, 180
recently edited workbooks, 184
single workbooks in Windows Vista,

180–181
single workbooks in Windows XP,

182–183
operators

arithmetic, 302, 303
building formulas with, 302–306
comparison, 302, 303, 304
order of precedence, 304–306
reference, 302
text, 302, 303

Options command, Excel 2007 
equivalent to Excel 2003 
command, 35

OR logical function, 337, 631
orientation, 156–157, 277
Orientation button, Excel 2007

equivalent of Excel 2003 Formatting
toolbar button, 39, 141, 143

outline styles
applying to worksheets, 238–239
for chart element shapes, 541
for chart title text, 542

outlines, worksheet
applying styles to, 238–239
collapsing, 239–242
creating, 236–238
expanding, 239–242
list of symbols, 237
making custom views for, 244
manually adjusting levels, 242–243
overview, 236
removing, 244
showing/hiding levels, 239–242

Outlook 2007
Calendar module, 507
Contacts module, 507
Excel Smart Tags for e-mail recipients,

511
Import and Export Wizard, 

507, 508–510
relationship to Excel 2007, 507–510
Tasks module, 507

P
Page Break Preview feature, 27, 291–293
page breaks

adjusting, 277, 292–293
inserting manually, 293
showing/hiding, 71

Page Layout tab, Ribbon
defined, 17
Excel 2007 equivalent buttons for Excel

2003 commands, 34, 35
Page Setup group, 277–283
Scale to Fit group, 283–284
Sheet Options group, 71, 284

Page Layout view
changing ruler units, 70
checking worksheet paging in, 269–270
defined, 27
as new feature, 13
selecting on Status bar, 27

Page Setup dialog box
Chart tab, 557
defined, 272
Margins tab, 277, 278–279
Page tab, 283
Sheet tab, 276–277, 281–282, 353–354

PageDown key, 23, 24
PageUp key, 23, 24
paper size, 277
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parentheses ()
in Excel functions, 302
order of operator preference, 304–306
when inputting data into cells, 94

Password dialog box, 438–439
passwords

adding to workbooks, 435–441
assigning for modifying workbooks,

435–438
assigning for opening workbooks,

435–438
changing, 441
deleting, 441
entering to make changes in

workbooks, 440–441
entering to open workbooks, 438–439
requiring to unprotect sheets, 445
undoing, 439

Paste button, adding to Quick Access
Toolbar, 42

Paste button, Excel 2007 equivalent 
to Excel 2003 Standard toolbar
button, 38

Paste Link option, 209, 330
Paste Special dialog box, 208–212, 502,

504, 505
pasting

formulas, 209
overview, 205–206
pictures, 210

patterns, applying to cell selections, 
162, 164

payment. See PMT (Payment) function
PDF files, 515–516
Percent cell style, 141, 143, 166
percent sign (%)

in custom number format codes, 149
as operator, 302, 304
when inputting data into cells, 94, 141,

143, 166

Percent Style button, Excel 2007
equivalent of Excel 2003 Formatting
toolbar button, 39

period (.), when inputting data into 
cells, 94

Permission button, 37, 40, 43
permissions, restricting, 468
Permissions dialog box, 448–449
Personal Macro Workbook, 702, 715, 

716, 717
Personal Monthly Budget template, 80
Personalize Your Copy of Microsoft

Office group, 62–63
PgDn key, 23, 24
PgUp key, 23, 24
pictures. See also clip art; graphic

objects
adding to charts, 536
copying, 210
defined, 568, 571
deleting, 571
editing images, 571
formatting images, 572–573
moving, 571
pasting, 210
resizing, 571
rotating, 571

pie charts, 527, 551
pivot charts

creating, 696–698
filtering data, 697–698
formatting, 698
moving to their own chart sheets, 697

pivot tables
adding calculated fields to, 694–695
alignment changes, 686–687
changing options, 695–696
Classic Layout option, 696
creating, 680–683
creating pivot charts for, 696–698
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filtering individual fields, 689–690
filtering reports, 689
font changes, 686–687
formatting, 684–688
modifying, 691–696
number formatting, 687–688
overview, 679
sorting data, 690–691
table styles, 685–786

PivotChart command, Excel 2007
equivalent to Excel 2003 command,
36–37

PivotChart Report option, 635
PivotTable command, Excel 2007

equivalent to Excel 2003 command,
36–37

PivotTable Options dialog box, 695–696
PivotTable Report option, 635
PivotTable Styles gallery, 685–686
PivotTable Tools contextual tab, 683,

684–688, 695, 696, 697
plot areas, 524, 537
plus sign (+)

as addition operator, 302, 304
for inputting data into cells, 94

PMT (Payment) function, 371, 375–379
Portfolio Analysis template, 80
Portrait option, 279
positive numbers, 149–150
pound sign (#), in custom number

format codes, 149
POWER function, 390–391
PowerPoint 2007

editing charts copied from Excel, 506
embedding worksheet data in slides,

505
linking worksheet data to slides,

505–506
relationship to Excel 2007, 505–506

precedence, operator, 304–306

present value. See PV (Present Value)
function

previewing
downloadable templates, 85

PRICE function, 383
PRICEDISC function, 383
PRICEMAT function, 383
print area, 276–277
Print dialog box, 274–277, 557
Print Preview feature

adding button to Quick Access 
Toolbar, 42

Excel 2007 equivalent of Excel 2003
Standard toolbar button, 37

illustration, 273
options, 272
overview, 271–272

print queue, 273
print titles, 278, 280–283
printers, selecting, 268–269
printing

active sheets, 275
canceling jobs, 273–274
charts, 557
checking worksheet paging, 269–270
Excel 2007 equivalent of Excel 2003

Print command, 33
formulas in reports, 293–294
Help articles, 48
number of copies, 276
overview, 267
previewing printout, 269–273
selections, 275
setting and clearing Print Area, 

276–277
specific pages, 275
using Print dialog box, 274–277
using Quick Print button, 273–274

PRODUCT function, 386, 610
Project To-Do List template, 80
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Proofing tab, Excel Options dialog box,
65–66

proportion, 561
Protect and Share Workbook command,

Excel 2007 equivalent to Excel 2003
command, 35

Protect Shared Workbook dialog box,
454–455

Protect Sheet command, Excel 2007
equivalent to Excel 2003 
command, 35

Protect Sheet dialog box, 443–446, 450
Protect Structure and Windows dialog

box, 453–454
Protect Workbook command, Excel 2007

equivalent to Excel 2003 command,
35, 442

protecting workbooks, 452–455
Publish as PDF or XPS dialog box, 515,

516
Publish as Web Page dialog box, 518
PV (Present Value) function, 371, 372–373

Q
Query Wizard, 644–649
question mark (?), in custom number

formats, 149
Quick Access toolbar

adding buttons from Excel 2003
Standard and Formatting toolbars,
40–43

adding buttons on Ribbon to, 57–60
adding Form button to, 593–594
adding non-Ribbon commands to, 59
adding Print Preview button to, 271
adding Ribbon commands to, 58–59
adding Speak Cells buttons to, 225
assigning macros to, 59–60, 710

customizing, 20
defined, 14
moving, 20
overview, 20
placement, 20
Quick Print button, 273–274
Redo button, 38
Save button, 115–116
Undo and Redo buttons on, 38
Undo button, 38

Quick Launch toolbar, Windows, adding
Excel desktop shortcut to, 31

Quick Print button, 273–274
quotation marks (“), adding to dates in

formulas, 96

R
R1C1 cell reference notation, 64, 310–312
radar charts, 527, 555
range names

applying to existing formulas, 327–329
creating from column and row

headings, 324–325
defining, 320–322
in formulas, 319–329
as hyperlink destinations, 458
Name Manager dialog box, 326
naming conventions, 132
using in formulas, 323–324

range operator (:), 302
ranges, cell. See also columns,

worksheet; rows, worksheet
array formulas in, 315–319
conditional formatting in, 170–178
constraining data entry to, 109
copying selections, 204–205
defining names for, 319–329
formatting as tables, 137–140
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moving selections, 204–205
naming, 132–133
pasting selections, 205–206
restricting type of data entry, 111–115
selecting by typing address, 131

RATE function, 372
read-only, opening workbooks as, 

187, 440
RECEIVED function, 383
Record Macro button, Status bar, 27, 703
Record Macro dialog box, 704–705
recording macros, 702–706
recovered workbooks. See AutoRecover

feature
Redo button, on Quick Access toolbar,

20, 38
Redo command, 190–191
#REF! error value, 231, 336, 340
reference functions

ADDRESS, 419
AREAS, 419
COLUMN, 419
COLUMNS, 400, 419, 420
defined, 419
HYPERLINK, 419, 464–465
INDIRECT, 419
ROW, 419
ROWS, 400, 419, 420
TRANSPOSE, 419, 420–422

reference operators, 302
Regional and Language Options dialog

box, 356
Regional date settings, 356–357
relative cell addresses, 309–312
Remove Arrows command button, 

342, 354
Remove Duplicates dialog box, 600–601
Rename Sheets command, Excel 

2007 equivalent to Excel 2003
command, 34

renaming
charts, 537, 538
clip art, 570
tables, 140
workbooks, 116
worksheet tabs, 245–246

Replace command, Excel 2007 equivalent
to Excel 2003 command, 33

Replace dialog box, 718–719
Replace feature, 212, 216–218
reports

data summary, 666–667 (See also pivot
tables)

Expense template, 80
PivotChart Report option, 635
PivotTable Report option, 635
printing formulas in, 293–294
removing displayed error values from

printouts, 353–354
Sales template, 80
Solver add-in, 676–677

Research button
adding to Quick Access Toolbar, 42
Excel 2007 equivalent to Excel 2003

Standard toolbar button, 37
Research command, Excel 2007

equivalent to Excel 2003 
command, 35

Research Options dialog box, 222–223
Research Task pane, 222–223
resizing horizontal scroll bar, 24
Resolve Conflicts dialog box, 487–488
restricting permissions, 468
Results of Microsoft Office Diagnostics

Tests Web page, 54–55
Review tab, Ribbon

defined, 17
Excel 2007 equivalents to Excel 2003

pull-down menu commands, 34, 35
Excel 2007 equivalents to Excel 2003

Standard toolbar buttons, 37, 38
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RGB Color Model, 160
Ribbon

activating hot keys by using forward
slash (/), 73

Add-Ins tab, 74, 75–76
adding command buttons to Quick

Access toolbar, 58–60
adding Developer tab, 19, 61, 703, 712
defined, 13, 14
expanding, 16, 17
getting used to interface, 31–45
illustrated, 15, 16, 19
minimizing, 16–17
Office Button, 14–15
overview, 16–20
selecting commands, 19–20

Right alignment option, 39, 141, 142, 
154, 565

ROUND function, 146, 386–387, 388
ROUNDDOWN function, 386–387, 388
ROUNDUP function, 386–387, 388
ROW function, 419
Row Height dialog box, 137
rows, worksheet

adjusting using mouse, 137
adjusting using Row Height dialog box,

137
autofitting, 136
creating range names from headings,

324–325
deleting, 231
formatting commands, 34–35
formatting in protected worksheets,

444
Freeze panes feature, 198–200
hiding/unhiding, 137
inserting, 230–231, 232
maximum number, 229
new, adding, 232
restoring, 137

switching data with columns, 
209, 211–212

ways to adjust height, 133, 136–137
ROWS function, 400, 419, 420
rulers

changing units, 70
in Page Layout view, 270

rules. See conditional formatting
running macros, 707–708

S
Sales Report template, 80
Save As command

Excel 2007 equivalent to Excel 2003
command, 33

vs. New from Existing link, 90
risks in using, 90

Save As dialog box
changing default file location, 119
overview, 116
saving worksheets as HTML files,

517–518
Tools button, 436, 439, 441
in Windows Vista, 116–118
in Windows XP, 118–120

Save button
adding to Quick Access Toolbar, 41
Excel 2007 equivalent to Excel 2003

Standard toolbar button, 37
file format options, 44–45
on Quick Access toolbar, 20

Save Chart Template dialog box, 
530, 556

Save command, Excel 2007 equivalent to
Excel 2003 command, 33

saving
cell styles, 169
charts as templates, 530, 556–557
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customized templates, 82–84
file format options for, 44–45
user-defined functions, 732–733
ways to invoke, 115–116
workspace file, 258–259

saving workbooks
and AutoRecover feature, 66–67, 121
changing default file location, 119
as copies in other folders, 116
file format options, 117–118
overview, 115–116
upon receiving as e-mail attachments,

496
scatter (xy) charts, 527, 529
Scenario Manager, 661–667, 670
Scenario Summary dialog box, 666–667
scenario summary reports, 666–667
scenarios

creating, 662–666
merging, 665–666
overview, 661–662
in what-if analysis, 656

screen magnification, increasing and
decreasing with IntelliMouse, 69

ScreenTips
adding to hyperlinks, 459
role in AutoFill, 105
showing/hiding, 62

scroll bars
defined, 22
in split worksheet panes, 233–235
tips for using, 24–25

Scroll Lock key, 24, 27
Search Results dialog box, 186
searching Office Online, 50–52
SECOND function, 369–370
secure2trust, 470
Select Certificate dialog box, 475
Select Changes to Accept or Reject

dialog box, 488–489

Select Data Source dialog box
Hidden and Empty Cells option, 538
retrieving data from Access Database

table, 635
Show Data in Hidden Rows and

Columns option, 538
Switch Row/Column option, 535

Select Database dialog box, 644
Select Table dialog box, 635
Select Users or Groups dialog box, 448
selecting cells

for formatting, 124–133
by typing address of range, 131
using Go To feature, 130–131

Selection and Visibility task pane
managing graphic objects, 567–568
moving graphic objects between layers,

563–565
semicolon (;)

in array formulas, 316
in custom number format codes, 

148, 149, 153
Send to Back button, 542
Send to Mail Recipient command, Excel

2007 equivalent to Excel 2003
command, 33

Send to Recipient Using Internet Fax
Service command, Excel 2007
equivalent to Excel 2003 
command, 33

Sensitivity report, Solver add-in, 
676–677

serial numbers, data, 95
Service Options dialog box, 72
series formula, chart, defined, 524
servers, document management, 519
shapes

adding to charts, 536
predefined, drawing, 574
styles, 541
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Shapes gallery, 573, 574
Share Wookbook dialog box, 480–481,

482, 488, 489–490
[Shared] indicator, title bar, 454, 477–478,

481
shared workbooks

disabled features, 478–479
overview, 477–479
protecting, 454–455
resolving conflicts, 487–488
turning off file sharing, 489–490
turning on file sharing, 479–481

SharePoint Services, 67, 519
sharing workbooks, 477–490
Sheet tab scroll buttons, 26
sheets. See worksheets
Shift Cells Down option, 194, 195, 208
Shift Cells Right option, 208
Shift Cells Up option, 192, 193
Shift key

and scrollbars, 25
in selecting cell ranges, 126

Shift+Enter keystrokes, 103
Shift+Tab keystrokes

for completing data entry, 99
for moving cell cursor, 23, 103
navigating protected worksheets,

451–452
shortcut keys. See keystrokes
Show Formulas button, 71, 342
Show Gridlines option, 71
Show Mini Toolbar on Selection option, 61
Show Text to Speech Toolbar, 35
Sign dialog box, 472–473, 475, 476
Signature Confirmation dialog box, 

473, 475
Signature Setup dialog box, 471–472
signatures, digital

deleting, 473
invisible, adding to workbooks, 474–476

obtaining certificates for, 476–477
overview, 470–471
viewing certificates, 473
visible, adding to workbooks, 471–474

slash, forward (/)
for activating Ribbon hot keys, 73
as division operator, 302, 304

SLN (straight-line) function, 379, 380–381
Smart Tags

activating feature, 511–512
changing cell appearance, 512
defined, 66
downloading, 512–513, 514
embedding, 512
financial symbol, 513, 514
overview, 510
for recent Outlook e-mail recipients,

511
saving, 512
for stock quote information, 

511, 513–514
SmartArt graphic objects

adding text to, 582–583
defined, 581
formatting, 583–584
inserting, 581–584
selecting, 563, 567
turning grid on/off, 562
as type of graphic, 573

Snap to Grid option, 561–562
Solver add-in, 75, 669–677
Solver Options dialog box, 674–675, 676
Solver Parameters dialog box, 671–672,

674
Solver Results dialog box, 673–674, 677
Sort dialog box, 602–605
sorting

adding buttons to Quick Access
toolbar, 43

ascending vs. descending order, 601
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Excel 2007 equivalent of Excel 2003 Sort
button, 38

Excel 2007 equivalent of Excel 2003 Sort
command, 36

pivot table data, 690–691
worksheet data, 601–610

space, as intersection operator, 302
Speak Cells command buttons, 225
Spell Check feature, 218–221
Spelling button

adding to Quick Access Toolbar, 42
Excel 2007 equivalent to Excel 2003

Standard toolbar button, 37
Spelling command, Excel 2007 equivalent

to Excel 2003 command, 35
Spelling dialog box

adding words to custom dictionaries,
220–221

changing spelling options, 219–220
Not in Dictionary options, 218–219

splitting
Excel 2007 equivalent to Excel 2003

Split command, 36
names, 76
worksheet window into panes, 232–235

spreadsheets. See worksheets
SQL Server, 641
SQRT function, 390–391
stamps, digital, 474
Standard toolbar

adding buttons to Quick Access
Toolbar, 41–43

Excel 2007 equivalent, 37–38
Standard Width dialog box, 135
Start menu, Windows, pinning Excel 2007

to, 28–29
starting Excel, 28–31
statistical functions

Analysis ToolPak, 405–406
AVERAGE, 398, 399–400

COUNT, 400, 401–402, 610, 693
COUNTA, 401, 402, 403
COUNTBLANK, 402
COUNTIF, 404–405
ISNOTEXT, 402–403
ISTEXT, 402–403
MAX, 398, 399–400
MEDIAN, 399, 400
MIN, 398, 399–400
overview, 307, 398

Status bar
AutoCalculate indicator, 27, 303
Calculate indicator, 331
Circular Reference indicator, 333
defined, 14
End indicator, 24
illustrated, 15, 27
Layout selector, 27
Macro Recording button, 27, 703
Mode indicator, 27
overview, 27
Zoom slider, 27, 196–198

stock charts, 527, 554
straight-line (SLN) depreciation function,

379, 380–381
Style command, Excel 2007 equivalent to

Excel 2003 command, 35
styles, cell. See cell styles
styles, outline

applying to worksheets, 238–239
for chart element shapes, 541
for chart title text, 542

Subtotal dialog box, 611–612
Subtotals command, Excel 2007

equivalent to Excel 2003 
command, 36

Subtotals feature, 610–612
subtraction operator (-), 302, 304
SUM function, 300–302, 391, 610, 692
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sum-of-years-digits (SYD) function, 
379, 381

SUMIF function, 391–398
summary reports, 666–667
SUMPRODUCT function, 386
SUMSQ function, 386
surface charts, 527, 555
Switch Row/Column command button,

530, 532–533
switching row/column worksheet data,

209, 211–212
SYD (sum-of-years-digits) function, 

379, 381

T
Tab Color command, Excel 2007

equivalent to Excel 2003 
command, 35

Tab key
for completing data entry, 99
for moving cell cursor, 23, 103
navigating protected worksheets,

451–452
Table command, Excel 2007 equivalent to

Excel 2003 command, 36
TABLE function, 658
Table Name box, 140
Table Styles gallery, 137, 138–140
Table Tools contextual tab, 139, 650
tables. See data tables; pivot tables
Tablet PCs

Ink Tools contextual tab, 491, 494–495
marking up worksheets on, 494–495

tabs, as Ribbon component
equivalent menu commands, 32–37

TBILLED function, 383
TBILLPRICE function, 384

TBILLYIELD function, 384
templates

Balance Sheet, 80
Billing Statements, 80, 81, 83
Blood Pressure Tracker, 80
creating from workbooks, 82–84, 86
creating new workbooks from, 

80–82, 83
customizing, 82–84
defined, 79
downloading, 52, 80, 84–86
Expense Report, 80
file format, 86
General Ledger, 80
installed, 80
Loan Amortization, 80
overview, 80
Personal Monthly Budget, 80
Portfolio Analysis, 80
Project To-Do List, 80
Sales Report, 80
saving changes to, 82–84
saving charts as, 530, 556–557
searching for, 85–86
Timecard, 80
XL icon, 51, 52
XLTX file format, 86

ten-key number entry pad, 103–104
text

automatic completion, 100–101
characteristics of entries, 91–93
chart, 525, 536, 575–579
concatenating, 430–431
defined, 91
functions, 427–430
as hyperlinks, 457–461
treating numbers as, 91–93
as type of data, 91
wrapping, 39, 141, 143, 154, 155–156
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text boxes
adding arrows to, 578–579
adding to charts, 536, 575–579
editing text in, 578
formatting, 575–577

text files
importing into Excel, 638–641

Text Filters feature, 615, 617
text functions

overview, 427–428
DOLLAR, 427
LOWER, 427, 428
PROPER, 427, 428–430
TEXT, 427
UPPER, 427, 428
VALUE, 427

Text Import Wizard, 638–641
text operators, 302, 303
Text to Columns command, Excel 

2007 equivalent to Excel 2003
command, 36

Text to Speech translation feature,
224–227

themes, 206, 585
Thesaurus option, 222
third-party add-ins, 73, 76
Thousands Separator box, 69
3-D charts, customizing, 537
tick marks, chart, defined, 524
tiled windows, 254, 255
TIME function, 368–369
Time number formats, 96, 97
Timecard template, 80
times

elapsed, calculating, 358–359
format codes for, 150
formatting overview, 96
formula overview, 355–359
functions, 367–370

HOUR function, 369–370
inputting directly into cells, 96, 97
MINUTE function, 369–370
NOW function, 368
SECOND function, 369–370
TIME function, 368–369
TIMEVALUE function, 368–369
YEARFRAC function, 367

TIMEVALUE function, 368–369
title bar

[Group] indicator, 250–251
[Shared] indicator, 454, 477–478, 481

TODAY function, 359
Tools menu, Excel 2007 equivalent to

Excel 2003 commands, 35
Top 10 AutoFilter dialog box, 620–621
Top alignment option, 39, 141, 142, 154,

565
Top Options for Working with Excel

group, 61–62
Trace Dependents command button, 

342, 343, 346–347, 350
Trace Error option, 350–352
Trace Precedents command button, 

342, 343–346, 350–351
Track Changes command, Excel 

2007 equivalent to Excel 2003
command, 35

tracking changes, 483–486
trailing zeros, 94
Translation option, 222
TRANSPOSE function, 419, 420–422
Transpose option, 211–212
trend lines, customizing, 537
TRUE logical function, 337, 338, 631, 646
TRUNC function, 386, 387–388
Trust Center dialog box, 708–709
TYPE function, 425–426
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U
UDFs. See user-defined functions
UNC (Universal Naming Convention), 464
Underline button, 39, 141, 142, 144, 158
Undo button, on Quick Access toolbar,

20, 38
Undo command, 189–190
Unhide Sheet command, Excel 2007

equivalent to Excel 2003 
command, 35

Unhide Window command, Excel 2007
equivalent to Excel 2003 
command, 36

unhiding columns, 135–136
unhiding rows, 137
unhiding worksheets in workbooks, 251
union operator (,), 302
Unique Records Only option, 626
Universal Naming Convention (UNC), 464
Universal Resource Locators (URLs), 464
unlocked worksheet cells, 451–452
unprotecting shared workbooks, 455
unprotecting worksheets, 445–446, 451
up/down bars, chart, 537
updates. See Microsoft Update service
URLs (Universal Resource Locators), 464
Use GetPivotData functions for

PivotTable References option, 64
Use System Separators check box, 69
Use Table Names in Formulas option, 64
Use This Font option, 62
user-defined functions

adding description, 729–730
defining, 728–729
overview, 727–728
saving in add-in files, 732–733
using in worksheets, 730–732

user name, changing, 62, 478

V
validation. See Data Validation feature
Validation command, Excel 2007

equivalent to Excel 2003 
command, 36

#VALUE! error value, 336, 421, 633
Value Field Settings dialog box, 693
values, defined, 91. See also numbers
VBA programmers, add-ins for, 75. See

also Visual Basic for Applications
(VBA)

vertical scroll bars
defined, 22
in split worksheet panes, 233–235
tips for using, 24–25

vertical split bar, 233
vertically aligning data, 154–155
View menu, Excel 2007 equivalent to

Excel 2003 commands, 33
View Side by Side command button, 255
View tab, Ribbon

defined, 17
Excel 2007 equivalent to Excel 2003

Standard toolbar button, 38
Excel 2007 equivalents to Excel 2003

pull-down menu commands, 33, 36
views, custom, 201–202
Visual Basic Editor

Debug button, 726
editing recorded macros, 715–724
finding and replacing macro code,

717–719
getting help, 713–715
opening, 716
overview, 712–713
toolbar, 712, 714
window, 712, 713
writing macros in, 724–726
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Visual Basic for Applications (VBA)
Analysis ToolPak, 75
changing macro property settings,

719–720
creating custom Excel functions,

727–736
editing recorded macros, 715–724
getting help, 713–715
overview, 711
Visual Basic Editor basics, 712–714

VLOOKUP function, 408–411

W
walls. See chart walls
Watch Window dialog box, 343, 353
Web browsers, opening workbooks in,

187
Web links, and Research feature, 222–223
Web Options dialog box, 72
Web pages, saving workbooks as,

516–519
Web sites, retrieving data from, 636. See

also Microsoft Office Web site
WEEKDAY function, 361–362
WEEKNUM function, 365–366
what-if analysis, 655–661
When creating New Workbooks group, 62
Window menu, Excel 2007 equivalent to

Excel 2003 commands, 36
windows, workbook

cascading, 254
comparing different workbooks, 255
comparing side by side, 252–254
freezing panes, 198–200
horizontal arrangement, 254
multiple, 255–259
opening on different sheets, 252–255
priority of Excel Help window, 52
splitting into panes, 232–235

tiled, 254
tiling Help and program windows,

52–53
transferring data between workbooks,

255–256
transferring sheets between

workbooks, 256–257
vertical arrangement, 254
Zoom slider feature, 196–198

Windows Vista
adding Excel shortcut to Quick Launch

toolbar, 31
creating Excel desktop shortcut, 29
Open dialog box on, 180–181
quitting Excel, 31
Save As dialog box, 116–118
searching for workbooks, 185
starting Excel from, 28

Windows XP
adding Excel shortcut to Quick Launch

toolbar, 31
creating Excel desktop shortcut, 30
Open dialog box on, 182–183
quitting Excel, 31
Save As dialog box, 118–120
searching for workbooks, 185–187
starting Excel from, 28

wizards
Conditional Sum Wizard, 75
Data Connection Wizard, 641
Import and Export Wizard, 507, 508–510
Lookup Wizard, 75, 415–419
Query Wizard, 644–649
Text Import Wizard, 638–641

Word 2007
editing embedded Excel data within

documents, 503
editing linked Excel data within

documents, 504
embedding Excel worksheet data into

Word documents, 500–503
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Word 2007 (continued)

linking Excel worksheet data to Word
documents, 504–505

relationship to Excel 2007, 499–505
WordArt, 541, 545, 579–581
workbooks

adding properties to, 468–469
adding worksheets to, 25, 26, 248–249
attaching to e-mail messages, 495–496
blank, opening, 90
color coding sheet tabs, 247
consolidating worksheets, 259–265
creating from templates, 80–82, 83
creating templates from, 82–84, 86
default number of sheets, 62
deleting sheets from, 248–249
designing from scratch, 87–90
designing sheets in, 246–248
document recovery feature, 66–67, 

120, 121
economy issue, 88
file formats for saving, 514–519
finding, 184–187
finishing, 468–477
functionality issue, 88–89
generating from other workbooks,

89–90
group editing of sheets, 250–251
hyperlink destination options, 460–461
importing Outlook Contact data into,

507, 508–510
inspecting, 468
multiple, 183–184, 255–259
navigating, 244–245
new, creating, 62
opening, 180–187
opening windows on different sheets,

252–255
password-protecting, 435–441

planning, 87–89
previewing sheets before printing,

271–273
printing particular parts, 275–276
printing worksheets, 267–294
protecting, 452–455
protecting worksheets in, 441–452
rearranging order of worksheets,

249–250
renaming, 116
renaming sheet tabs in, 245–246
reorganizing, 244–255
repairing before opening, 187
restricting permissions, 468
saving as macro-enabled, 117
saving as optimized, 117
saving copies in other folders, 116
saving in Excel 97 through Excel 2003

format, 117
saving in older file format, 120
setting display options, 69–71
setting new default user name, 62
sharing, 477–490
showing/hiding specific sheets, 251
turning off file sharing, 489–490
turning on file sharing, 479–481

WORKDAY function, 366
Worksheet area. See also worksheets

defined, 14
displaying sheet tabs, 26
illustrated, 15
navigating, 22–25
overview, 22–27

worksheets
adding comments to, 491–494
adding hyperlinks to, 458–461
adding new columns and rows to, 232
adding to workbooks, 25, 26, 248–249
background graphic images, 247–248

39_037385 bindex.qxp  11/17/06  11:17 AM  Page 776



Index 777

color coding tabs, 247
consolidating, 259–265
copying data, 202–212
creating pivot tables, 680–683
customizing views, 201–202
default number formatting, 95
default number in workbooks, 62
deleting columns and rows, 232
designing, 79–90
embedding cell data into Word

documents, 500–503
exporting data to Outlook folder, 508
formula basics, 298–309
marking up on Tablet PCs, 494–495
moving data, 202–212
navigating, 22–25, 195–202
new, default view, 62
outlining, 236–244
previewing pages, 271–273
printing, 267–294
protecting, 443–452
rearranging order in workbooks,

249–250
removing gridlines, 71, 502–503
renaming tabs, 245–246
reorganizing, 229–244
saving as PDF files, 515–516
saving custom views, 201–202
setting display options, 69–71
showing/hiding in workbooks, 251
sorting records, 601–610
spell checking, 218–221
splitting windows into panes, 232–235
switching row/column data, 209,

211–212
transposing row and column data, 

209, 211
unprotecting, 445–446, 451

Workspace feature, 258–259
wrapping text, 39, 141, 143, 154, 155–156

X
XIRR function, 384
XL icon, 51, 52
XLA file format, 74
XLAM file format, 74, 735
XLS file format, 44–45, 117, 120, 514
XLSB file format, 702, 710, 715
XLSTART folder, 702, 708, 715
XLSX file format, 44–45, 117, 120, 514, 735
XLTX file format, 86
XML-based file formats, 44, 120, 468, 514
XML files, 638, 641
XML Paper Specification (XPS) file

format, 515, 516, 598
XNPV function, 384
XPS file format, 498, 515, 516
xy (scatter) charts, 527, 529

Y
YEAR function, 361–362
YEARFRAC function, 367
years, two-digit, 97
YIELD function, 384
YIELDDISC function, 384
YIELDMAT function, 384

Z
Zoom button, 38, 43
Zoom slider, Status bar, 27, 196–198
zooming

adding Zoom button to Quick Access
toolbar, 40

and Freeze Panes feature, 199–200
in Print Preview window, 272
role of IntelliMouse, 69
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