
Symbols & Numerics
& (ampersand), 148
* (asterisk) wildcard character, 210
= (equal sign) in formulas, 59
#REF (invalid references), 98
# (pound sign), 112
#### (pound signs), 66, 134
3-D ranges

referencing, 90
selecting, 74

A
Abbreviated days sort list, 204
Abbreviated months sort list, 204
absolute references, 80
Accounting Number Format button 

(Home tab), 127
activating

charts, 155
workbooks, 22
worksheets, 40

active cells, 3
addresses of cells, 2
aligning cell contents, 118–120
ampersand (&), 148
Apply Names dialog box, 93
arguments, 83
arithmetic operators, 2
arranging workbook windows auto-

matically, 22
arrows on button controls, 8–9
associating slicers with other Pivot-

Tables, 188–189
asterisk (*) wildcard character, 210
auditing

cell comments and, 113–115
checking for specific errors, 102–104
description of, 101
displaying formulas in worksheets, 105
error values and, 112–113
evaluating parts of formulas, 105–106
finding specific data, 106–108
handling circular references, 108–109
selecting special cells, 110
tracing cell relationships, 111–112
Watch window and, 115–116

Auto expand/collapse button 
(formula bar), 63

AutoComplete feature, 63
AutoFill method

for data series, 65–67
paste options and, 52

automatic calculation mode, 81–82
AutoRecover feature, 31–32
AutoSum tool, 84–85
axes of charts, modifying, 168–169
axis options for sparklines, 159–160

B
Background Color button, 121
Backstage navigation pane

Info tab, 32
New tab, 24, 37–38
Share tab, 35

Backstage view
description of, 14–15
Help tab, 18–20
Print tab, 140, 142
Recent tab, 28, 32

Black and White option, 152
borders, adding to cells or ranges, 118
Borders button (Home tab), 118
built-in functions, 2
built-in number formats, 127–128
button controls on Ribbon, 8–9

C
Calculate Now button 

(Formulas tab), 82
Calculate Sheet button 

(Formulas tab), 82
calculated columns, referencing 

table data using, 180–181
calculation modes, 81–82
canceling operations, 69
categories, 154
Cell Comment feature, 113–115
cell contents

aligning, 118–120
copying, 53
editing, 55–57
formatting, 120–121
formatting based on, 176–177
hiding, 132
replacing, 70

Cell Errors As option, 152
cell ranges

adding borders to, 118
conditional formatting for, 123–124
converting tables to, 175
copying cells to, 50–52
copying to another range, 52–53
creating name for with New Name 

dialog box, 93–94
entering data into, 57–58
erasing data in, 65
formatting with comparative 

visualizations, 129–132
moving, 68–70
naming, 92
noncontiguous, copying, 53–54
in other workbooks, referencing, 87–89
in other worksheets, referencing, 90
selecting, 3, 72–73
transposing, 74–75

cell references
absolute, 80
applying names to existing, 92–93
circular, 108–109
color of, in formulas, 61
external, 87
fully qualified, 179–180
invalid (#REF), 98
mixed, 80
to ranges in functions, modifying, 

86–87
relative, 80
structured, 179
types of, 80
unqualified, 179

cell styles
applying predefined, 136–137
copying from other workbooks, 138
creating custom, 138
modifying existing, 137–138

Cell Styles gallery, 136
cells. See also cell contents; cell 

ranges; cell references; cell styles
active, 3
adding borders to, 118
adding to Watch window, 115
addresses of, 2
comments in, 113–115
copying range to another range, 52–53
copying to cells or ranges, 50–52

Index
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cells (continued)
description of, 2
entering numeric values into, 64
entering text into, 62–63
erasing data in, 65
filtering tables on color of, 211
locking and unlocking, 46
merging, 119–120
moving, 68–70
naming, 92
referencing, 87–89, 90
removing from Watch window, 116
resizing, 134–135
selecting, 72
tracing precedents and dependents of, 

111–112
chart sheets, 2
charts

activating, 155
axes, modifying, 168–169
copying, 170
creating, 162–164
data series, adding to, 160–161
deleting, 170
deleting elements of, 171
description of, 153
displaying data labels in, 165–166
displaying data tables in, 165
elements of, 154–155
formatting, 166
legends for, 155, 167–168
missing or hidden data and, 167
moving, 170
moving elements of, 170
PivotCharts, 190–192
resizing, 169
resizing elements of, 170
selecting elements of, 171
sparklines for, 156–160
templates, creating and using, 164
titles, adding, 161
types, changing, 162
updating source data range for, 

171–172
check boxes on Ribbon, 9
checking spelling, 104
circular references, 108–109
Clear button (Home tab), 65
clearing

PivotTable filters, 207
table filters, 211

Clipboard, 50
Clipboard task pane, 53–54
Close button, 23

closing. See also opening
Watch window, 115
windows, 3
without saving changes, 32
workbooks, 23

collapsing field item levels in 
PivotTables, 200

Collation options, 140
color

adding to worksheet tabs, 41
of cell references in formulas, 61
filtering tables on cell color, 211
sorting by, 217
for themes, 16–17

color scales formatting tool, 129, 
130, 132

column data type, filtering tables on, 
210–211

column labels
creating names from, 95–96
description on, 184, 185
printing, 151

column text search, filtering tables 
on, 209–210

column titles, freezing, 43
columns

adding to and deleting from tables, 178
calculated, referencing table data using, 

180–181
changing width of, 134–135
deleting, 55, 68
filtering tables based on entries in, 

208–209
hiding and unhiding, 133–134
inserting, 67–68
selecting, 74–75
sort options for, 212–216

command groups on Ribbon
adding to Quick Access toolbar, 14
description of, 9
layout options for, 11–12

commands
keyboard shortcuts for, 6–7
KeyTips and, 12
Quick Access toolbar and, 13–14
on Ribbon, 8–11

comments in cells
adding and editing, 114
description of, 113–114
viewing, 114–115

Comments option, 152
comparative visualizations

modifying, 130–132
using, 129–130

comparing workbooks side by side, 
23–24

conditional formatting
applying multiple conditional formats, 

125–126
based on cell values, 122–123
based on values in ranges, 123–124
description of, 121–122
editing or deleting, 126–127
of PivotTables, 194–195
of tables, 176–177

conditional formatting icons, 
sorting by, 217

Conditional Formatting Rules 
Manager dialog box, 125

constants, naming, 100
contextual help, 18
contextual menus

description of, 5
minitoolbar above, 5–6
Paste Options gallery, 51

contextual tabs on Ribbon, 10
Control button, 23
converting

formulas to values, 82
tables to ranges, 175

Copy button (Home tab), 51
Copies spinner control, 140
copying

cell styles, 138
cell to another cell or range, 50–52
data to another worksheet or workbook, 53
embedded charts, 170
formats, 121
information between worksheets, 25
multiple cells or ranges to another 

range, 53–54
pasting and, 50
PivotTables, 190
slicers, 186
worksheets, 41–42

custom calculations, using in Pivot-
Tables, 201–202

custom headers or footers, creating, 
148–149

Custom Lists dialog box, 204
custom number formats, creating, 

128–129
custom sort lists, 204–205, 216
custom tabs on Ribbon, 10
Cut button (Home tab), 68

220  Index
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Index  221

D
dashboard displays and sparklines, 156
data, finding specific, 106–108
data bars formatting tool, 

129, 130, 132
data entry

dates and times, 58–59
into ranges of cells, 57–58
validating, 76–77

data labels
adding to chart series, 165–166
description of, 155

data points, 155
data rows in tables, 174, 175
data series

adding to charts, 160–161
changing chart types for, 162
description of, 155
filling, 65–67
updating source data range for, 

171–172
date group PivotTables, creating, 

196–197
dates

entering, 58–59
incremental, entering series of, 66

Days sort list, 204
Decrease Font Size button, 120
decrypting workbooks, 30
default file location for workbooks, 

changing, 22
deleting. See also entering; inserting

cells from Watch window, 116
chart elements, 171
commands from Quick Access toolbar, 14
conditional formats, 126–127
duplicated values from tables, 181–182
embedded charts, 170
names, 97–98
page breaks, 145
rows and columns, 55, 68
slicers, 186
table rows and columns, 178
worksheets, 42–43

dependents, 111
Design tab (Ribbon), 162–163
destination workbooks, 87
dialog boxes, copying or moving 

worksheets using, 41. See also 
specific dialog boxes

dialog launchers on Ribbon, 9
direct precedents, 111
display modes for worksheets, 

142–143, 144

displaying
data labels in charts, 165–166
data tables in charts, 165
formulas in worksheets, 105
long text entries, 63
multiple windows for workbooks, 

24–25
Ribbon commands, 13
subtotals or grand totals in 

PivotTables, 200
Watch window, 115

Document Recovery pane, 31
Draft Quality option, 152
drag and drop

copying and moving worksheets 
using, 42

turning feature on, 52–53
drop-down lists on Ribbon, 9

E
Edit Formatting Rule dialog box, 131
Edit Links dialog box, 88–89
editing

cell comments, 114
checking spelling, 104
conditional formats, 126
contents of cells, 55–57
functions in formulas, 82–83
in-cell editing, turning on, 56
names, 98

effects for themes, 17
elements of windows, 4, 5
enabling Office Clipboard, 54
encrypting workbooks, 29–30
entering. See also inserting

text, 62–63
values, 64

entering data
dates and times, 58–59
into range of cells, 57–58
specifying validation criteria, 76–77

entering formulas
manually, 60–61
overview of, 59
by pointing, 61–62

entering functions in formulas
with AutoSum tool, 84–85
with Function Library, 85–86
manually, 84

equal sign (=) in formulas, 59
erasing data in cells and ranges, 65
Error Checking button (Formulas 

tab), 103

error values
meanings of, 112–113
tracing, 112

errors, checking for
controlling types of error checking, 104
errors in background, 102–103
manually, 103–104
types of errors, 102

Esc key to cancel operations, 69
Evaluate Formula button (Formulas 

tab), 105
Evaluate Formula dialog box, 

105–106
exiting Excel, 3
expanding field item levels in 

PivotTables, 200
eXtensible Markup Language (XML), 33
external references, 87

F
F1 (Help options), 18
field data type, filtering PivotTables 

on, 206–207
field items

description of, 184, 185
expanding and collapsing, 200
filtering on, 205–206

Field List task pane, 184
field text search, filtering PivotTables 

on, 206
file extensions, 26, 33
file formats

native, 33
non-native, 25–26, 34–35

file location for workbooks, changing 
default, 22

file validation checks, 26, 28
files, recovering unsaved, 31–32
fill handles, 86
filling data series, 65–67
filtering

data in tables, 207–211
PivotTable reports, 205–207

filters, 184, 185. See also 
PivotTables; slicers

Find and Replace dialog box, 71, 106
Find & Select button (Home tab), 71
Font Color button, 121
Font Face option, 120
font picker drop-down list, 120
fonts for themes, 16
Font Size option, 120
Font Style options, 120
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222  Index

footers. See headers and footers
Format Painter button (Home tab), 

121
formatting. See also conditional 

formatting
aligning cell contents, 118–120
borders, adding to cells or ranges, 118
cell contents, 120–121
with cell styles, 136–138
chart elements, 166
comparative visualizations for, 129–132
description of, 117
hiding and unhiding columns and rows, 

133–134
hiding cell contents, 132
numbers, 127–129
PivotTables, 193–196
previewing, 15–16
resizing cells, 134–135
slicers, 187–188
sparklines, 159
tables, 176–177
with themes, 16–17

formatting tools
color scales, 129, 130, 132
data bars, 129, 130, 132
icon sets, 129, 130, 132

Formula AutoComplete feature, 
60–61, 84

formula bar
Auto expand/collapse button, 63
description of, 3, 81
entering formulas manually and, 60
entering text in cells and, 62–63
entering values and, 64
Insert Function button, 83
name box, 94–95

formulas
converting to values, 82
description of, 2
displaying, 105
editing cells containing, 56
editing functions in, 82–83
elements of, 80
entering, 59
entering by pointing, 61–62
entering functions in, 83–86
entering manually, 60–61
equal sign (=) in, 59
error values, 112–113
evaluating parts of, 105–106
naming, 100
operator precedence and, 81
pasting names into, 100
referencing table data in, 178–181

tracing error values, 112
using dates in, 58

Formulas tab (Ribbon)
Calculate Now button, 82
Calculate Sheet button, 82
Error Checking button, 103
Evaluate Formula button, 105
Name Manager button, 94
Show Formulas button, 105

fractions, entering, 64
Freeze Panes button (View tab), 43
freezing row or column titles, 43
Full Screen button (View tab), 48
fully qualified references, 179–180
Function Arguments dialog box, 85, 86
Function Library, 85–86
functions

built-in, 2
editing, 82–83
entering in formulas, 83–86
modifying range references in, 86–87
nesting, 83

G
galleries on Ribbon, 9
general help, accessing, 18
graphs (charts)

activating, 155
axes, modifying, 168–169
copying, 170
creating, 162–164
data series, adding to, 160–161
deleting, 170
deleting elements of, 171
description of, 153
displaying data labels in, 165–166
displaying data tables in, 165
elements of, 154–155
formatting, 166
legends for, 155, 167–168
missing or hidden data and, 167
moving, 170
moving elements of, 170
PivotCharts, 190–192
resizing, 169
resizing elements of, 170
selecting elements of, 171
sparklines for, 156–160
templates, creating and using, 164
titles, adding, 161
types, changing, 162
updating source data range for, 

171–172

Greater Than dialog box, 123
gridlines

for charts, 155
printing, 151
turning off, 47

grouping
PivotTable items, 196–198
sparklines, 157–158
worksheets, 44

Grouping dialog box, 196, 197

H
header rows in tables, 174, 175
headers and footers

creating custom, 148–149
description of, 146–147
inserting predefined, 147
using multiple, 149–150

height of rows, changing, 135
Help options, 17–20
help viewer, 18–20
hidden data in charts, 167
hiding. See also displaying; unhiding

cell contents, 132
columns and rows, 133
Ribbon commands, 12–13
subtotals or grand totals in 

PivotTables, 200
worksheets, 45

Home tab (Ribbon)
Accounting Number Format button, 127
Borders button, 118
Clear button, 65
Copy button, 51
Cut button, 68
Find & Select button, 71
Format Painter button, 121
Insert split button, 68
Paste split button, 51

Horizontal alignment, 119
horizontal axes, 154
Horizontal axis options, 159–160

I
icon sets formatting tool, 129, 130, 132
in-cell editing, turning on, 56
Increase Font Size button, 120
incremental values or dates, entering 

series of, 66–67
Indent options, 119
indirect precedents, 111
Info tab (Backstage navigation pane), 32
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Index  223

Insert Function button (formula bar), 83
insert paste operation, 69
Insert Slicers dialog box, 186
Insert split button (Home tab), 68
Insert Worksheet tab button, 40
inserting. See also entering; removing

headers or footers, 146–150
page breaks, 143–144
rows and columns, 67–68
table rows and columns, 177, 178
totals rows in tables, 177

IntelliMouse (Microsoft),
 zooming with, 48

invalid references (#REF), 98
Iteration setting, 109

K
keyboard, navigating with, 6–8
keyboard shortcuts

for applying font styles, 120
for current date or time, 59
for editing contents of cells, 56–57
list of, 6–7
for selecting precedent and dependent 

cells, 110
keys for charts, 167
keystroke navigation, 7–8
KeyTips, 12

L
labels. See column labels; data 

labels; row labels
layout for PivotTables, modifying, 

198–199
legends for charts

description of, 155
inserting and modifying, 167–168

link formulas, 87
links, 87, 88–89
Live Preview feature

description of, 15–16
paste options, 50

locking cells, 46

M
macros, 33
managing names, 98–99
manual calculation mode, 81
margins for printing, 141
marquees, 85

menus
contextual, 5–6, 51
rich and standard on Ribbon, 10

Merge and Center option, 119–120
merging cells, 119–120
Message bar, 27–28
Microsoft IntelliMouse, zooming 

with, 48
minitoolbar above contextual menus, 

5–6
missing data in charts, 167
mixed references, 80
Months sort list, 204
More Sort Options dialog box, 

213–214
mouse

conventions for, 5
navigating with, 5–6
splitting panes with, 47
zooming with, 48

mouse icons for editing contents of 
cells, 55

Move or Copy dialog box, 41, 42
moving

cells and ranges, 68–70
chart elements, 170
embedded charts, 170
Quick Access toolbar, 14
slicers, 186
windows, 3
worksheets, 41–42

multiple selection, 73
multisheet names, creating, 97
multisheet (3-D) ranges

referencing, 90
selecting, 74

N
name box (formula bar), 94–95
Name Manager button (Formulas 

tab), 94
Name Manager dialog box, 98–99
names

creating, 93–97
deleting, 97–98
editing, 98
managing, 98–99
pasting into formulas, 100
tables of, creating, 104–105

naming. See also renaming
cells and ranges, 92
constants and formulas, 100
existing cell references, 92–93
workbooks when saving, 33–34

native file format, 33
navigating

with keyboard, 6–8
with mouse, 5–6

navigation panes, 14. See also 
Backstage navigation pane

nesting functions, 83
New button, adding to Quick Access 

toolbar, 24
New Name dialog box, 93–94
New Slicer Quick Style dialog box, 

187–188
New tab (Backstage navigation 

pane), 24, 37–38
New Window button (View tab), 24
noncontiguous groups of cells

copying, 53–54
selecting, 3

noncontiguous ranges of cells, 
selecting, 73

non-native file formats
opening, 25–26
saving workbooks in, 34–35

number formats
built-in, 127–128
creating custom, 128–129

number group PivotTables, creating, 
197–198

numbers
changing formatting for, 195–196
entering, 64
formatting, 127–129

O
Office Clipboard, 53–54
Open dialog box, using to open 

workbooks, 26–28
Open XML standard, 33
opening. See also closing

non-native files, 25–26
workbooks, 26–29

operator precedence, 81
Orientation option, 119

P
page and printer options, setting, 

140–142
page breaks

inserting manual, 143–144
previewing and adjusting, 142, 

145–146
removing, 145
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224  Index

page layout view mode, 143, 147
Page Order option, 152
Page orientation options, 140
Page Setup dialog box, 152
Page size options, 141
passwords

creating, 30
recording and storing, 29

Paste Options gallery, 50, 51
Paste split button (Home tab), 51
pasting

copying and, 50
names into formulas, 100

Pin button (help viewer), 20
PivotCache memory, 185
PivotCharts, 190–192
PivotTables

copying, 190
creating from tables, 192–193
custom calculations, using, 201–202
description of, 183
elements of, 184–185
field item levels, expanding or 

collapsing, 200
filtering, 205–207
formatting, 193–196
grouping items in, 196–198
layout, modifying, 198–199
refreshing, 201
renaming, 201
report structure, modifying, 199
slicers and, 185–189
sorting data in, 212–214
subtotals and grand totals, displaying 

or hiding, 200
summarization of data, changing, 189

plot areas, 155
points, 135
pound sign (#), 112
pound signs (####), 66, 134
precedents, 111
previewing

formatting, 15–16
page breaks, 145–146
pages before printing, 141
paste options, 50, 51

Print Preview area, 141–142
Print tab (Backstage view), 140, 142
printer options, setting, 140–142
printing

headers or footers, inserting, 146–150
page and printer options, setting, 

140–142
page breaks, handling, 143–146
setting print area, 150

sheet printing options, setting, 
150–152

worksheet display modes, 142–143, 144
Protect Sheet dialog box, 45–46
protected mode, 26, 27, 29
protecting

workbooks, 29–31
worksheets, 45–46

Q
Quick Access toolbar (QAT)

adding New button to, 24
description of, 13–14
Save button, 33
Undo button, 57, 75

quick command buttons, 14

R
range references in functions, modi-

fying, 86–87
ranges of cells

adding borders to, 118
conditional formatting for, 123–124
converting tables to, 175
copying cells to, 50–52
copying to another range, 52–53
creating name for with New Name 

dialog box, 93–94
entering data into, 57–58
erasing data in, 65
formatting with comparative 

visualizations, 129–132
moving, 68–70
naming, 92
noncontiguous, copying, 53–54
in other workbooks, referencing, 87–89
in other worksheets, referencing, 90
selecting, 3, 72–73
transposing, 74–75

Recent tab (Backstage view)
closing without saving changes and, 32
opening workbooks from, 28

Recent Workbooks list, 15
recovering unsaved files, 31–32
redisplaying. See displaying
RefEdit box, 72
references

absolute, 80
applying names to existing, 92–93
circular, 108–109
color of, in formulas, 61
external, 87

fully qualified, 179–180
invalid (#REF), 98
mixed, 80
to ranges in functions, modifying, 86–87
relative, 80
structured, 179
types of, 80
unqualified, 179

referencing
cells or ranges in other workbooks, 

87–89
cells or ranges in other worksheets, 90
Edit Links dialog box and, 88–89
table data in formulas, 178–181

refreshing PivotTables, 201
regions, 85
relative references, 80
Remove Duplicates dialog box, 181
removing. See also entering; inserting

cells from Watch window, 116
chart elements, 171
commands from Quick Access 

toolbar, 14
conditional formats, 126–127
duplicated values from tables, 181–182
embedded charts, 170
names, 97–98
page breaks, 145
rows and columns, 55, 68
slicers, 186
table rows and columns, 178
worksheets, 42–43

renaming. See also naming
PivotTables, 201
workbooks, 33–34
worksheets, 41–42

replacing
all occurrences of values or text, 70–72
contents of cells, 70

report structure for PivotTables, 
modifying, 199

reports. See PivotTables
Reset Window Position button 

(View tab), 24
resize bar, 63
resizing

cells, 134–135
chart elements, 170
embedded charts, 169
help viewer window, 20
Ribbon, 11–12
slicers, 187
Watch window, 115
windows, 3
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Index  225

reviewing properties of workbooks, 32
Ribbon

button controls on, 8–9
check boxes on, 9
command groups on, 9, 11–12, 14
contextual tabs on, 10
custom tabs on, 10
description of, 8
Design tab, 162–163
dialog launchers on, 9
drop-down lists on, 9
galleries on, 9
hiding commands on, 12–13
KeyTips and, 12
layout options for, 11–12
parts of, 8–11
Paste Options gallery, 51
resizing, 11–12
results-oriented approach of, 137
spinners on, 10
standard menus on, 10
standard tabs on, 11
text boxes on, 11
View Side by Side button, 23

rich menus on Ribbon, 10
right-click menus. See contextual 

menus
row labels

creating names from, 95–96
description of, 184, 185
printing, 151

row titles, freezing, 43
rows

adding to and deleting from tables, 
177–178

changing height of, 135
deleting, 55, 68
hiding and unhiding, 133–134
inserting, 67–68
selecting, 74–75
sort options for, 212–214

S
Save As dialog box, 34
Save button, 33
saving

workbook templates, 37
workbooks, 32–35

scaling for printing, 141
schemas, 26
ScreenTips, 17, 51, 84
scroll bars, 5
Search box (help viewer), 19

Search split button (help viewer), 
19–20

searching for data to replace, 70–72
security checks and opening work-

books, 26
security settings, modifying in Trust 

Center, 29
Select Data Source dialog box, 160
selecting

cells, 72
cells by criteria, 110
chart elements, 171
multiple worksheets to delete, 43
multiple worksheets to hide, 45
multisheet (3-D) ranges, 74
noncontiguous range of cells, 73
ranges of cells, 3, 57, 72–73
rows and columns, 74–75
table areas, 182
worksheets for groups, 44

serial number system for dates and 
times, 58

Share tab (Backstage navigation 
pane), 35

sharing workbooks, 35
sheet-level names, creating, 96
shortcut keys

for applying font styles, 120
for current date or time, 59
for editing contents of cells, 56–57
list of, 6–7
for selecting precedent and dependent 

cells, 110
Show Formulas button (Formulas 

tab), 105
showing

data labels in charts, 165–166
data tables in charts, 165
formulas in worksheets, 105
long text entries, 63
multiple windows for workbooks, 

24–25
Ribbon commands, 13
subtotals or grand totals in 

PivotTables, 200
Watch window, 115

sizing. See resizing
slicers

associating with other PivotTables, 
188–189

creating, 185–186
description of, 184, 185
filtering PivotTables with, 187
formatting, 187–188

moving, copying, and deleting, 186
resizing, 187

Smart Tag
AutoFill Options, 65–66
Error Warning, 102–103
Formatting Options, 194–195
Paste Options gallery in, 51, 52

Sort dialog box, 213, 214, 215
sort lists, creating, 204–205, 216
sorting data

in PivotTables, 212–214
in tables, 214–217

source workbooks, 87
sparklines

adding elements to, 158
axis options for, 159–160
creating, 156–157
description of, 156
formatting and changing type of, 159
grouping and ungrouping, 157–158
modifying data ranges or locations 

of, 158
specifying data-entry validation 

criteria, 76–77
spell checker, 104
spinners on Ribbon, 10
Split button (View tab), 46, 47
splitting panes, 46–47
standard menus on Ribbon, 10
standard tabs on Ribbon, 11
status bar

help viewer, 20
zoom control, 48

structured references, 179
styles, applying. See also cell styles

with keyboard shortcuts, 120
to PivotTables, 194
to tables, 176

summarization of PivotTable data, 
changing, 189

SuperTips, 18
switching among open workbooks, 

35–36
Synchronous Scrolling button 

(View tab), 24
system memory required for data 

storage, 2

T
tables. See also PivotTables

converting to ranges, 175
creating, 175–176
creating from PivotTables, 192–193
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226  Index

tables (continued)
description of, 173
displaying in charts, 165
elements of, 174–175
filtering data in, 207–211
formatting, 176–177
inserting and deleting rows and 

columns, 177–178
inserting totals rows in, 177
of names, creating, 104–105
referencing data in for formulas, 

178–181
removing duplicate values from, 

181–182
selecting areas of, 182
sorting data in, 214–217

tabs. See also Formulas tab; Home 
tab; Recent tab; View tab

contextual and custom on Ribbon, 10
standard, on Ribbon, 11

templates
chart, creating and using, 164
creating, 36–37
creating workbooks from, 37–38

text, entering, 62–63
text boxes on Ribbon, 11
text group PivotTables, creating, 198
text series, entering, 67
themes, formatting with, 16–17
three-dimensional (3-D) ranges

referencing, 90
selecting, 74

tick marks, 155
times, entering, 58–59
titles

adding to charts, 161
changing on chart legends, 168
of columns and rows, freezing and 

unfreezing, 43
toolbars, Quick Access

adding New button to, 24
description of, 13–14
Save button, 33
Undo button, 57, 75

tools for formatting
color scales, 129, 130, 132
data bars, 129, 130, 132
icon sets, 129, 130, 132

Top 10 Items dialog box, 124
totals rows in tables, 174, 175
trace precedents technique, 109
tracing cell relationships, 111–112
transposing ranges, 74–75
Trust Center, modifying settings in, 29

turning off
background error checking, 103
Formula AutoComplete feature, 61
gridlines, 47

turning on
AutoFill feature, 66
drag-and-drop feature, 52–53
in-cell editing, 56

two-digit year entries, windowing 
approach for interpreting, 58

U
unauthorized users, protecting 

workbooks from, 29–30
Undo button (Quick Access toolbar), 

57, 75
Undo feature, 75–76
unfreezing row or column titles, 43
ungrouping

sparklines, 157–158
worksheets, 44

unhiding. See also displaying; hiding
columns and rows, 133–134
worksheets, 45

unlocking cells, 46
unprotecting

workbooks, 30–31
worksheets, 46

unqualified references, 179
unsaved files, recovering, 31–32
updating source data range for charts 

or data series, 171–172

V
validating data entry, 76–77
values

comparing in ranges, 129–132
converting formulas to, 82
entering, 64
finding specific, 106–108
formatting based on, 122–124, 

194–195
incremental, entering series of, 66–67
PivotTables and
sort options for, 184, 185, 213

Vertical alignment, 119
vertical axes, 155
Vertical axis options, 160
vertical page breaks, inserting, 144
View Side by Side button (Ribbon), 23
viewing cell comments, 114–115

views. See also Backstage view
full-screen, 48
page layout, 143, 147
for workbooks, creating multiple, 24–25

View tab (Ribbon)
Freeze Panes button, 43
Full Screen button, 48
New Window button, 24
Reset Window Position button, 24
Split button, 46, 47
Synchronous Scrolling button, 24

visualization for comparing values 
in ranges

modifying, 130–132
using, 129–130

W
Watch window, 115–116
width of columns, changing, 134–135
wildcard characters, 107, 210
window properties, protecting and 

unprotecting, 30–31
windowing approach for interpreting 

two-digit year entries, 58
windows

elements of, 4, 5
moving, resizing, and closing, 3

Windows Clipboard
copy procedures and, 50
Office Clipboard compared to, 53

workbook structures, protecting and 
unprotecting, 30–31

workbook templates
creating, 36–37
creating workbooks from, 37–38

workbooks
activating, 22
adding worksheets to, 40
arranging windows automatically, 22
changing default file location for, 22
changing themes in, 17
closing, 23
comparing side by side, 23–24
creating from templates, 37–38
creating multiple views for, 24–25
creating new (empty), 24
description of, 2
destination and source, 87
moving cells or ranges to another, 

69–70
opening, 26–29
protecting and unprotecting, 29–31
reviewing properties of, 32
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Index  227

saving, 32–35
saving as templates, 36–37
sharing, 35
switching among open, 35–36

worksheets
activating, 40
adding to workbooks, 40
coloring tabs of, 41
copying or moving, 41–42
deleting, 42–43
description of, 2
display modes for, 142–143, 144
freezing row or column titles, 43
full-screen view, enabling, 48
grouping, 44
hiding and unhiding, 45
labels for grids of, 2
moving cells or ranges to another, 

69–70
moving cells or ranges within, 68–69
navigating with mouse, 5–6
printing options, setting, 150–152
protecting, 45–46
referencing cells or ranges in, 90
renaming, 41–42
turning off gridlines, 47
ungrouping, 44
zooming, 48

Wrap Text option, 119

X
XML (eXtensible Markup Language), 33

Y
year entries, two-digit, interpreting, 58

Z
zooming worksheets, 48
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