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Introduction

MiCroSoft exCel 2013 has evolved from being a robust grid-based number-cruncher, 
to becoming the world’s most robust grid-based number-cruncher that also hap-
pens to be pretty good at text manipulation, graphics, and many other things 

that were barely imaginable back in the days of Excel 1.0.

([FHO�LV�D�WRRO�WKDW�FDQ�EH�DSSOLHG�WR�PDQ\�EXVLQHVV�WDVNV��LQFOXGLQJ�VWDWLVWLFV��ÀQDQFH��GDWD�
management, forecasting, analysis, inventory, billing, business intelligence, even word 
processing and graphic design. Excel is also one of the world’s most popular programs 
for keeping all kinds of business and personal lists, from professional contacts to family 
addresses to home inventories.

There are a lot of great features to learn about, so let’s get started.

:KR�WKLV�ERRN�LV�IRU
This book offers a comprehensive look at the features most people will use in Excel 2013 
and serves as an excellent reference for users who need to understand how to accomplish 
what they need to do. In addition, this book goes a step or two further, providing useful 
information to advanced users who need to understand the bigger picture.

$VVXPSWLRQV�DERXW�\RX
The Inside Out series is designed for readers who have some experience with Excel and are 
SUHWW\�FRPIRUWDEOH�ÀQGLQJ�WKHLU�ZD\�DURXQG�WKH�SURJUDP��<RX�GRQ·W�KDYH�WR�EH�D�SRZHU�
user or an Excel developer.

+RZ�WKLV�ERRN�LV�RUJDQL]HG
This book gives you a comprehensive look at the various features you will use. This book is 
structured in a logical approach to all aspects of using and managing Excel 2013.

Part 1, “Examining the Excel environment,” covers the new features in the 2013 release, and 
also discusses the basics of using Excel.

Part 2, “Building worksheets,” covers the details of how to construct and organize work-
sheets, and how to work with multiple sheets and workbooks.
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Part 3, “Formatting and editing worksheets,” covers all aspects of editing text and data, and 
applying cosmetics to make your worksheets more user-friendly.

Part 4, “Adding graphics and printing,” describes how to work with Excel’s full-featured 
graphics tools and how to prepare your worksheets for printing.

Part 5, “Creating formulas and performing data analysis,” explains in detail how to construct 
formulas, and how to use Excel’s sophisticated analysis tools.

Part 6, “Creating charts,” shows how to get the most out of Excel’s robust charting tools.

Part 7, “Managing databases and tables,” covers the special properties of tables and Pivot-
Tables, and describes how to work with external data.

Part 8, “Using Excel collaboratively,” discusses issues surrounding the use of Excel work-
ERRNV�DQG�ZRUNVKHHWV�RQ�WKH�,QWHUQHW�DQG�ZLWK�HPDLO�V\VWHPV��DQG�DOVR�FRYHUV�2IÀFH�����

Part 9, “Automating Excel,” covers recording and debugging macros and creating custom 
functions.

Part 10, “Integrating and extending Excel,” discusses the use of hyperlinks, the sharing of 
GDWD�DPRQJ�2IÀFH�SURJUDPV��DQG�PRUH�

Does your ribbon look different?
7KH�VFUHHQ�LPDJHV�VKRZQ�LQ�WKLV�ERRN�ZHUH�FDSWXUHG�DW�WKH�VFUHHQ�UHVROXWLRQ��PDJQL�
ÀFDWLRQ��DQG�WH[W�VL]H�WKDW�DUH�RSWLPXP�IRU�SXEOLFDWLRQ�SXUSRVHV��7KH�ULEERQ�RQ�\RXU�
VFUHHQ�PLJKW�QRW�ORRN�WKH�VDPH�DV�WKH�RQH�VKRZQ�LQ�WKH�ERRN.�)RU�H[DPSOH��\RX�PLJKW�
VHH�PRUH�RU�IHZHU�EXWWRQV�LQ�HDFK�RI�WKH�JURXSV��WKH�EXWWRQV�\RX�VHH�PLJKW�EH�UHSUH�
VHQWHG�E\�ODUJHU�RU�VPDOOHU�LFRQV�WKDQ�WKRVH�VKRZQ��RU�WKH�JURXS�PLJKW�EH�UHSUHVHQWHG�
E\�D�VLQJOH�EXWWRQ�WKDW�\RX�FOLFN�WR�GLVSOD\�WKH�JURXS·V�FRPPDQGV.
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$ERXW�WKH�FRPSDQLRQ�FRQWHQW
We have included this companion content to give you an opportunity to gain hands-on 
experience with some of the concepts explored in this book. You can download this book’s 
companion content from the following page:

KWWS���DND�PV�([FHO����,QVLGH2XW�ÀOHV

The companion content includes sample Excel workbooks and other sample content 
referred to in the text.

$FNQRZOHGJPHQWV
We are lucky to have the best editorial team in the business, making authors look better 
than they deserve and facing inevitable issues with grace and thoughtfulness. Many thanks 
to project manager and shepherd-in-chief Curtis Philips; eagle-eye tech editor Rozanne 
Whalen; our copy editor, the incessantly nit-picky Roger LeBlanc; our proofreader and last 
line of defense, Andrea Fox; and the intrepid Valerie Woolley and Rosemary Caperton, 
cranking the big ol’ book-making machine at Microsoft Press. It’s always a pleasure to play 
with the A-team.

6XSSRUW�DQG�IHHGEDFN
The following sections provide information on errata, book support, feedback, and contact 
information.

(UUDWD�	�VXSSRUW
We’ve made every effort to ensure the accuracy of this book and its companion content. 
Any errors that have been reported since this book was published are listed on our Micro-
soft Press site at oreilly.com:

http://aka.ms/Excel2013InsideOut/errata

,I�\RX�ÀQG�DQ�HUURU�WKDW�LV�QRW�DOUHDG\�OLVWHG��\RX�FDQ�UHSRUW�LW�WR�XV�WKURXJK�WKH�VDPH�SDJH�

If you need additional support, email Microsoft Press Book Support at 
mspinput@microsoft.com.

Please note that product support for Microsoft software is not offered through the 
addresses above.

http://aka.ms/Excel2013InsideOut/files
http://aka.ms/Excel2013InsideOut/errata
mailto:mspinput@microsoft.com
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We want to hear from you
At Microsoft Press, your satisfaction is our top priority and your feedback our most valuable 
asset. Please tell us what you think of this book at

http://www.aka.ms/tellpress

The survey is short, and we read every one of your comments and ideas. Thanks in advance 
for your input!

Stay in touch
Let’s keep the conversation going! We’re on Twitter: http://twitter.com/MicrosoftPress

http://aka.ms/tellpress
http://twitter.com/MicrosoftPress
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CHAPTER 3

Custom-tailoring the Excel workspace

You neeDn’t settle for the way the Microsoft Excel 2013 command and control system is 
organized. You can customize the Quick Access Toolbar and the ribbon, so if you feel 
that the Microsoft interface designers didn’t exactly have you in mind, you can make 

a lot of adjustments to Excel 2013. 

&XVWRPL]LQJ�WKH�ULEERQ
:KHQ�WKH�ULEERQ�ZDV�LQWURGXFHG�LQ�2IÀFH�������LW�ZDV�À[HG³\RX�FRXOGQ·W�PRGLI\�WKH�XVHU�
LQWHUIDFH�XQOHVV�\RX�ZHUH�FRQYHUVDQW�LQ�9%$�RU�;0/��,Q�2IÀFH�������WKH�ULEERQ�LV�RSHQ�IRU�
interpretation; you can freely rearrange command groups; change the order and position of 
tabs; remove groups; and create custom commands, groups, and tabs. The bad news: you 
cannot add or delete commands from existing groups, and you cannot delete existing tabs. 
But this really isn’t much of a problem; a truly dedicated customizer can create a whole new 
set of tabs and stick them in front, forcing the default tabs off the screen, or simply hide all 
the default tabs.

Start by right-clicking anywhere on the ribbon and selecting the Customize The Ribbon 
command on the shortcut menu that appears. This opens the Excel Options dialog box 
ZLWK�WKH�&XVWRPL]H�5LEERQ�FDWHJRU\�VHOHFWHG��VDYLQJ�\RX�VHYHUDO�PRXVH�FOLFNV���DV�VKRZQ�LQ�
 Figure 3-1. 

Does your ribbon look different?
7KH�VFUHHQ�LPDJHV�VKRZQ�LQ�WKLV�ERRN�ZHUH�FDSWXUHG�DW�WKH�VFUHHQ�UHVROXWLRQ��PDJQL�
ÀFDWLRQ��DQG�WH[W�VL]H�WKDW�LV�RSWLPXP�IRU�SXEOLFDWLRQ�SXUSRVHV��7KH�ULEERQ�RQ�\RXU�
VFUHHQ�PLJKW�QRW�ORRN�WKH�VDPH�DV�WKH�RQH�VKRZQ�LQ�WKH�ERRN.�)RU�H[DPSOH��\RX�PLJKW�
VHH�PRUH�RU�IHZHU�EXWWRQV�LQ�HDFK�RI�WKH�JURXSV��WKH�EXWWRQV�\RX�VHH�PLJKW�EH�UHSUH�
VHQWHG�E\�ODUJHU�RU�VPDOOHU�LFRQV�WKDQ�WKRVH�VKRZQ��RU�WKH�JURXS�PLJKW�EH�UHSUHVHQWHG�
E\�D�VLQJOH�EXWWRQ�WKDW�\RX�FOLFN�WR�GLVSOD\�WKH�JURXS·V�FRPPDQGV�

&XVWRPL]LQJ�WKH�ULEERQ.�.�.�.�.�.�.�.�.�.�.�.�.�.�.�.�.�.�.�.�.�.�.�.�.�.�.�.� ��

&XVWRPL]LQJ�WKH�4XLFN�$FFHVV�7RROEDU�. . . . . . . . . . . . . . . ��

&RQWUROOLQJ�RWKHU�HOHPHQWV�RI�WKH�([FHO������
LQWHUIDFH�. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ��

(QKDQFLQJ�DFFHVVLELOLW\�. . . . . . . . . . . . . . . . . . . . . . . . . . . . ��

,QVWDOOLQJ�DSSV�. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ���
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)LJXUH����� The outline on the right side of the dialog box controls the ribbon’s structure.

The Customize Ribbon category in the Excel Options dialog box displays two scrollable lists. 
The Choose Commands From list on the left displays commands you can use to create your 
own command groups and tabs. The list on the right shows the current contents of the 
ULEERQ�DV�D�FROODSVLEOH�RXWOLQH��PDNLQJ�LW�HDV\�WR�VHH�WKH�ULEERQ·V�VWUXFWXUH��7KH�ÀUVW�OHYHO�
of the outline represents tabs, and the second level of the outline represents command 
JURXSV��FRUUHVSRQGLQJ�WR�WKH�ODEHOV�DW�WKH�ERWWRP�RI�HDFK�JURXS��&OLSERDUG��)RQW��$OLJQ-
PHQW��DQG�VR�RQ��RQ�WKH�ULEERQ��&OLFN�WKH�SOXV�VLJQ�LFRQV�WR�UHYHDO�WKH�VXERUGLQDWH�JURXSV�
and commands. Many groups have additional plus signs that expose another level of com-
mands. For example, Figure 3-2 shows the outline for the Font group fully expanded. There 
are a lot of commands in this one group—more than you can see at once.

Note
6RPH�LWHPV�LQ�WKH�RXWOLQH�PLJKW�EH�ZLGHU�WKDQ�FDQ�EH�GLVSOD\HG�LQ�WKH�GLDORJ�ER[�
DW�LWV�GHIDXOW�VL]H.�-XVW�GUDJ�DQ\�ERUGHU�RI�WKH�GLDORJ�ER[�WR�PDNH�LW�ZLGHU�RU�GHHSHU.�
7KH�QH[W�IHZ�ÀJXUHV�ZHUH�FUHDWHG�DIWHU�PDNLQJ�WKH�GLDORJ�ER[�D�ELW�ODUJHU�IRU�HDVH�RI�
YLHZLQJ.
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)LJXUH����� The list on the right is a collapsible outline listing the current contents of the ribbon.

7KH�GURS�GRZQ�OLVW�ER[HV�DERYH�HDFK�OLVW�FRQWDLQ�FDWHJRULHV�\RX�XVH�WR�ÀOWHU�WKH�OLVW�RI�
displayed commands. For example, Figure 3-3 shows the drop-down list with one of the 
more interesting categories selected: Commands Not In The Ribbon. This category is fun to 
browse just to see what you’ve been missing.

Note
<RX�FDQ�FOHDU�WKH�FKHFN�ER[�QH[W�WR�D�WDE�LQ�WKH�RXWOLQH�WR�KLGH�LW�RQ�WKH�ULEERQ��VHOHFW�
LW�WR�GLVSOD\�LW.�1RWH�WKDW�PDQ\�WDEV�DUH�G\QDPLF��VXFK�DV�WKH�$GG�,QV�WDE�LQ�)LJXUH������
DQG�DOO�RI�WKH�7RRO�WDEV�LQ�)LJXUH����.�(YHQ�LI�WKH\�DUH�VHOHFWHG�LQ�WKH�RXWOLQH��WKH\�GR�
QRW�DSSHDU�RQ�WKH�ULEERQ�XQWLO�WKH\·UH�QHHGHG.

On the right side of the dialog box in Figure 3-3, the Tool Tabs option is selected in the 
drop-down list. This displays a wealth of hidden tabs and groups on the ribbon that are 
normally invisible but that appear dynamically when the appropriate object or tool is 
selected. 
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)LJXUH����� &KRRVH�RSWLRQV�IURP�WKH�GURS�GRZQ�OLVWV�DERYH�WR�ÀOWHU�WKH�FRQWHQWV�RI�WKH�
scrollable lists below.

,GHQWLI\LQJ�LWHPV�LQ�WKH�&XVWRPL]H�5LEERQ�DQG�4XLFN�$FFHVV�
7RROEDU�FDWHJRULHV
Most of the items you can see in the command list on the left side of the Customize Ribbon 
category in the Excel Options dialog box are buttons. That is, clicking the command but-
ton on the ribbon executes the associated command immediately. You can see that some 
items also have a small icon to the right of the command name in the dialog box. These are 
called FRPPDQG�PRGLÀHUV, and they tell you that although the item might still be a button, 
LW�LV�DOVR�VRPHWKLQJ�PRUH��DV�GHWDLOHG�LQ�7DEOH�������1RWH�WKDW�WKLV�DOVR�DSSOLHV�WR�WKH�4XLFN�
Access Toolbar category in the Excel Options dialog box. The controls are almost identical 
WR�WKRVH�LQ�WKH�&XVWRPL]H�5LEERQ�FDWHJRU\��

7KH�4XLFN�$FFHVV�7RROEDU�LV�GLVFXVVHG�ODWHU�LQ�´&XVWRPL]LQJ�WKH�4XLFN�$FFHVV�7RROEDU.µ�

If you want a little more information about the commands in the command list, rest the 
pointer on any command to display a ScreenTip. 



&K
DS
WH
U��

 Customizing the ribbon ��

TABLE 3-1 &RPPDQG�PRGLÀHUV

,WHP 'HVFULSWLRQ ,PDJH

Drop-down list A control that displays a menu or palette from which 
you select an option, such as the Conditional Formatting 
button on the Home tab

Split button A two-part item—one side looks and acts like a button, 
and the other side has a small arrow that displays a drop-
down list, such as the Font Color button on the Home tab

Edit control A control you can type into—for example, the Font drop-
down list on the Home tab

&UHDWLQJ�D�FXVWRP�ULEERQ�WDE�
You can add custom groups to existing tabs, but if you have limited screen real estate, 
FUHDWLQJ�\RXU�RZQ�WDEV�PLJKW�PDNH�PRUH�VHQVH��7R�GR�VR��ÀUVW�ULJKW�FOLFN�WKH�ULEERQ��FOLFN�
Customize The Ribbon, and then click the New Tab button. This creates a new top-level 
RXWOLQH�LWHP�SURYLVLRQDOO\�WLWOHG�1HZ�7DE��&XVWRP���6HOHFW�1HZ�7DE��&XVWRP���DQG�WKHQ�FOLFN�
the Rename button to display the dialog box shown in Figure 3-4. The new tab is inserted 
below the selected tab in the outline.

)LJXUH����� Create a new ribbon tab by clicking the New Tab button, and then click Rename to 
give it a sensible moniker.
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After you create a tab, you need a group, because commands can be added only to groups. 
Helpfully, a custom group is created automatically whenever you create a custom tab, as 
VKRZQ�LQ�)LJXUH������(YHQ�DIWHU�\RX�UHQDPH�D�WDE�RU�D�JURXS���&XVWRP��FRQWLQXHV�WR�DSSHDU��
appended in the outline to any title you provide, which helps to quickly identify your own 
tabs and groups. 

You can reposition any tab or group in the outline by simply dragging it to a new location, 
or you can select it and click the arrow buttons located to the right of the list box. You can-
not reposition commands within preset groups, but you can move groups around from tab 
to tab all you like.

Note
7KH�ÀUVW�WDE�LQ�WKH�&XVWRPL]H�7KH�5LEERQ�RXWOLQH³HYHQ�D�FXVWRP�WDE³EHFRPHV�WKH�
GHIDXOW�WDE�WKDW�LV�DFWLYH�HYHU\�WLPH�\RX�VWDUW�([FHO.

&UHDWLQJ�D�FXVWRP�FRPPDQG�JURXS�
Creating custom command groups is similar to creating custom tabs. First, select the tab 
where you want the custom group to live, and then click the New Group button in the Excel 
2SWLRQV�GLDORJ�ER[���,I�\RX�FUHDWHG�D�QHZ�WDE��D�QHZ�JURXS�DOUHDG\�DSSHDUV�RQ�WKH�QHZ�
WDE���6HOHFW�\RXU�QHZ�JURXS��DQG�FOLFN�WKH�5HQDPH�EXWWRQ�WR�GLVSOD\�WKH�GLDORJ�ER[�VKRZQ�
in Figure 3-5.

)LJXUH����� Clicking the Rename button with a group selected allows you to select an icon for 
the group as well.
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As you can see, you can rename your new group and also assign an icon to it, which is vis-
ible only when you add the group to the Quick Access Toolbar. If you look at the Home 
tab on the ribbon, you’ll notice that most of the commands do not have labels displayed; 
they appear as buttons. For example, there are no command labels visible at all in the Font 
group. The ribbon shown at the top of Figure 3-6 displays a custom Formatting tab popu-
ODWHG�ZLWK�ERUGHU�VSHFLÀF�FRPPDQGV�ZLWK�WKHLU�FRPPDQG�ODEHOV�YLVLEOH��,I�\RX�ZDQW�WR�FUH-
DWH�D�WDE�ÀOOHG�ZLWK�RWKHU�NLQGV�RI�)RUPDWWLQJ�FRPPDQGV��\RX·OO�QHHG�D�ORW�PRUH�VSDFH��DQG�
hiding the labels helps a lot. 

To hide command labels, right-click the ribbon, select Customize The Ribbon, and then 
right-click any custom group in the outline and select Hide Command Labels. Note that this 
command appears on the shortcut menu only when you select a custom group. You cannot 
change the command labels of default groups. The ribbon shown at the bottom of Figure 
3-6 shows the result—now there is plenty of space left on the custom Formatting tab for 
more groups. Notice that hiding the command labels does more than what the command’s 
name implies; the button icons become considerably smaller as well.

)LJXUH����� It is a good idea to hide the command labels when you create new groups.

After hiding the command labels so that they are not visible on the ribbon, you can still 
easily see the command names by resting the mouse pointer over the buttons.

$GGLQJ�H[LVWLQJ�FRPPDQG�JURXSV�WR�FXVWRP�WDEV
:KHQ�FRQVWUXFWLQJ�FXVWRP�WDEV��\RX�FDQ�WDNH�DGYDQWDJH�RI�SUHGHÀQHG�FRPPDQG�JURXSV��
Microsoft decided to make the built-in groups noncustomizable partly because a lot of 
sweat and tears went into creating them as they are today. Decades of usability studies and 
real-world usage of menus and command trees went into the design of the ribbon, and as 
such it makes sense for 80 percent of our needs. But we’re talking about the other 20 per-
cent here. Because you can create your own groups anyway, there is no harm in having the 
GHIDXOW�JURXSV�À[HG³DQG�SOHQW\�RI�JRRG�UHDVRQV�IRU�\RX�WR�WDNH�DGYDQWDJH�RI�WKHP��
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Right-click the ribbon, and then click Customize The Ribbon. In the Choose Commands 
)URP�GURS�GRZQ�OLVW��FOLFN�$OO�7DEV�WR�GLVSOD\�DQ�RXWOLQH�RI�DOO�WKH�SUHGHÀQHG�FRPPDQG�
groups, as shown in Figure 3-7.

)LJXUH����� 'LVSOD\LQJ�$OO�7DEV�UHYHDOV�DOO�WKH�SUHGHÀQHG�FRPPDQG�JURXSV�

First, select a tab or group in the outline on the right below which you want to insert a pre-
set group. Next, in the All Tabs list on the left, click the plus sign icons to expand the outline 
and locate the group you want. Select it, and click the Add button to insert the group into 
the outline on the right. If you decide you want your inserted groups somewhere else, 
you can always move them up and down the outline by using the arrow buttons. A well-
populated custom Formatting tab is shown in Figure 3-8, along with the outline in the Excel 
Options dialog box that created it.
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)LJXUH����� 7KH�PRGLÀHG�RXWOLQH�LQ�WKH�&XVWRPL]H�7KH�5LEERQ�OLVW�DQG�LWV�FXVWRP�WDE�

5HVHWWLQJ�DQG�UHF\FOLQJ�\RXU�FXVWRPL]DWLRQV
When you customize the ribbon, it stays customized; everything is still there the next time 
you start Excel. But if you ever joke about “hitting the reset button,” well, now you actu-
ally have one. In the Customize Ribbon category in the Excel Options dialog box, the Reset 
button does the eponymous trick, discarding your customizations and returning the ribbon 
and the Quick Access Toolbar to their original states. The button is also a menu, offering 
WKH�GXDO�RSWLRQV�RI�UHVHWWLQJ�RQO\�WKH�VHOHFWHG�WDE��LI�RQH�LV�VHOHFWHG��RU�UHVHWWLQJ�DOO�FXV-
WRPL]DWLRQV��ZKLFK�UHVHWV�ERWK�WKH�ULEERQ�DQG�WKH�4XLFN�$FFHVV�7RROEDU���%HIRUH�\RX�UHVHW�
either, though, you might want to save your customization work so that you can retrieve 
it later. Below the Reset button, the Import/Export button allows you to reuse and recycle 
your work. This button is also a menu from which you can choose to import or export a 
VSHFLDO�ÀOH�FRQWDLQLQJ�DOO�\RXU�FXVWRPL]DWLRQV��)LJXUH�����VKRZV�D�YHUVLRQ�RI�WKH�)LOH�2SHQ�
dialog box that appears when you select Import Customization File from the Import/Export 
PHQX��ZLWK�D�FRXSOH�RI�VDYHG�FXVWRPL]DWLRQ�ÀOHV��7KH�ÀUVW�ÀOH³([FHO�&XVWRPL]DWLRQV�
exportedUI—is the rather clunky default name offered. The proprietary extension for the 
UHVXOWLQJ�ÀOH³�H[SRUWHG8,³LV�DSSHQGHG�WR�DQ\�ÀOH�QDPH�\RX�VXSSO\��
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)LJXUH����� <RX�FDQ�H[SRUW�DQ\�QXPEHU�RI�ULEERQ�FXVWRPL]DWLRQ�ÀOHV�IRU�UHWULHYDO�ODWHU�

8VLQJ�WKHVH�H[SRUWHG�FXVWRPL]DWLRQ�ÀOHV�DQG�D�ZHE�VWRUDJH�ORFDWLRQ�VXFK�DV�0LFURVRIW�
 SkyDrive, you can store your custom tool sets as well as your workbooks, making them 
DYDLODEOH�IURP�DQ\�,QWHUQHW�FRQQHFWHG�FRPSXWHU�LQ�WKH�ZRUOG�UXQQLQJ�2IÀFH�������

&XVWRPL]LQJ�WKH�4XLFN�$FFHVV�7RROEDU
The Quick Access Toolbar might be small, but you can pack a lot of tools onto it. If you are 
stuck using a small screen, or if you prefer an uncluttered workspace, you can set up the 
Quick Access Toolbar as a sort of “ribbon lite” to help free up some screen real estate.

3RVLWLRQLQJ�WKH�WRROEDU
:KHQ�\RX�ÀUVW�VWDUW�([FHO��WKH�4XLFN�$FFHVV�7RROEDU�DSSHDUV�DERYH�WKH�ULEERQ��DV�VKRZQ�
in Figure 3-10. You can change this so that the toolbar appears below the ribbon. Click the 
&XVWRPL]H�4XLFN�$FFHVV�7RROEDU�EXWWRQ��WKH�OLWWOH�DUURZ�DW�WKH�ULJKW�HQG�RI�WKH�WRROEDU���
and click Show Below The Ribbon. If you click the Collapse The Ribbon button, as shown in 
Figure 3-11, you can reveal several more rows of worksheet. 
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)LJXUH������ The Quick Access Toolbar usually appears above the ribbon on the title bar.

)LJXUH������ You can collapse the ribbon and move the Quick Access Toolbar below it.

Moving the Quick Access Toolbar below the ribbon offers you a couple of advantages: 
it’s closer to the action on the worksheet, and more space is available for additional tools, 
which we discuss in depth next in “Adding tools to the toolbar.” Conversely, the advantage 
of leaving it at the top of the screen is that it can occupy unused space on the title bar.
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$GGLQJ�WRROV�WR�WKH�WRROEDU
You get three tools to start with on the Quick Access Toolbar: Save, Undo, and Redo. These 
are undeniably heavily used commands, but you perform other tasks often too and might 
like to have them just a click away, readily available regardless of which ribbon tab is cur-
rently visible. It’s easy to customize the toolbar, and you have a couple of ways to do it.

$GGLQJ�WRROV�DV�\RX�ZRUN

,I�\RX�ÀQG�\RXUVHOI�FRQWLQXDOO\�UHWXUQLQJ�WR�WKH�VDPH�WDE�RQ�WKH�ULEERQ�DQG�XVLQJ�D�SDUWLF-
ular command, you might consider adding it to the Quick Access Toolbar. The easiest way 
to do this is to right-click the command to display the shortcut menu shown in Figure 3-12.

In Figure 3-12, we added the Switch Windows command to the Quick Access Toolbar 
by right-clicking the command and clicking Add To Quick Access Toolbar. A button then 
appears on the toolbar that looks similar to the command on the ribbon. Each new button 
you add appears to the right of the previous button. Not all toolbar buttons are easy to 
identify, but you can always rest the pointer on a button to display a ScreenTip explain-
ing its function, as shown at the bottom of Figure 3-12. If you add a lot of buttons, these 
ScreenTips are indispensable.

)LJXUH������ Right-click any command or group, and you can add it to the Quick Access Toolbar.
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5HPRYLQJ�WRROV

You can remove tools from the Quick Access Toolbar by using the same technique you 
use to add them. Right-click any tool on the toolbar, and click Remove From Quick Access 
Toolbar.

$GGLQJ�DQG�RUJDQL]LQJ�WRROV

You can add virtually any command or group to the Quick Access Toolbar by using the 
right-click technique, but if you want to dig in and really create an organized toolbar, you 
should use the Excel Options dialog box. Right-click the toolbar, and click Customize Quick 
Access Toolbar to open the Quick Access Toolbar category in the Excel Options dialog box, 
shown in Figure 3-13.

As you can see in Figure 3-13, the list on the right shows the buttons currently visible on 
the toolbar. The controls here work just like the Customize Ribbon category—select any 
item on the left side, and then click the Add button to add it to the list on the right. Select 
any item on the right side, and click the Remove button to get rid of it; when you select 
an item, you can click the up and down arrows to reposition the item in the list. You can 
always click the Reset button if you want to discard all your changes and return to the 
RULJLQDO�FRQÀJXUDWLRQ�

)LJXUH������ The Quick Access Toolbar category in the Excel Options dialog box is the command 
center for the Quick Access Toolbar.
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Notice in Figure 3-13 that Separator�LV�WKH�ÀUVW�LWHP�LQ�WKH�OLVW�RQ�WKH�OHIW��7KLV�LWHP�LV�ÀUVW�LQ�
each command category, and with it you can insert small vertical bars on the Quick Access 
Toolbar to visually separate groups of related commands. You can add separators and move 
them up and down the list on the right side of the dialog box, just as you do with com-
PDQGV���7KLV�LWHP�LV�QRW�DYDLODEOH�IRU�ULEERQ�FXVWRPL]DWLRQ�EHFDXVH�\RX�FUHDWH�JURXSV�ÀUVW�
LQVWHDG�RI�XVLQJ�VHSDUDWRUV��

The items in the Choose Commands From drop-down list include an eponymous item for 
each of the command tabs visible on the ribbon, plus all the other contextual tabs that 
appear on the ribbon only when an object is selected, as shown in Figure 3-14. Select any 
item from the drop-down menu, and the corresponding list of commands appears in the 
list below.

)LJXUH������ Each item in the Choose Commands From drop-down list corresponds to a tab on 
the ribbon.
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INSIDE OUT   &UHDWH�D�PLQL�ULEERQ
+HUH�LV�D�WULFN�\RX�FDQ�XVH�LI�LW�MXVW�VHHPV�OLNH�WRR�PXFK�ERWKHU�WR�FOLFN�WKRVH�WDEV�DW�
WKH�WRS�RI�WKH�ULEERQ��RU�LI�\RX�MXVW�ZDQW�WR�PD[LPL]H�VFUHHQ�VSDFH.�6DYLQJ�D�FOLFN�KHUH�
DQG�WKHUH�FDQ�PDNH�TXLWH�D�GLIIHUHQFH�LI�\RX�GR�D�ORW�RI�UHSHWLWLYH�ZRUN.�7KH�IROORZLQJ�
LOOXVWUDWLRQ�VKRZV�WKH�4XLFN�$FFHVV�7RROEDU�GLVSOD\HG�EHORZ�WKH�ULEERQ��ZKLFK�LV�PLQL�
PL]HG��DQG�ORDGHG�ZLWK�EXWWRQV�WKDW�FRUUHVSRQG�WR�HYHU\�JURXS�RQ�HYHU\�GHIDXOW�WDE�
RQ�WKH�ULEERQ�

7KH�WRROEDU�VKRZQ�KHUH�LQFOXGHV�RQO\�EXWWRQV�WKDW�FRUUHVSRQG�WR�WKH�FRPPDQG�JURXSV�
�QRW�LQGLYLGXDO�FRPPDQGV��RQ�HYHU\�GHIDXOW�WDE.�1RWLFH�WKDW�FOLFNLQJ�WKH�7DEOHV�EXWWRQ�
GLVSOD\V�D�GURS�GRZQ�OLVW�RI�FRPPDQGV�LGHQWLFDO�WR�WKRVH�LQ�WKH�ULEERQ�JURXS�RI�WKH�
VDPH�QDPH�RQ�WKH�,QVHUW�WDE.�7R�FXVWRPL]H�WKH�WRROEDU�WKLV�ZD\��XVH�WKH�([FHO�2SWLRQV�
GLDORJ�ER[.�$OWKRXJK�\RX�FDQ�EXLOG�D�VLPLODU�WRROEDU�XVLQJ�WKH�ULJKW�FOLFN�DSSURDFK��
XVLQJ�WKH�GLDORJ�ER[�RIIHUV�WKH�DGYDQWDJH�RI�EHLQJ�DEOH�WR�LQVHUW�VHSDUDWRUV�EHWZHHQ�
JURXSV�RI�EXWWRQV.�

<RX·OO�ÀQG�WKH�5LEERQ�*URXS�7RROEDU�[OV[�ÀOH�RQ�WKH�FRPSDQLRQ�ZHEVLWH�

7RR�PDQ\�WRROV"

,W�LV�FHUWDLQO\�SRVVLEOH�WR�ORDG�PRUH�EXWWRQV�RQWR�WKH�4XLFN�$FFHVV�7RROEDU�WKDQ�FDQ�ÀW�
across the screen, even if you move the toolbar below the ribbon. If this happens, a More 
Controls button appears at the right end of the toolbar, looking like a fast-forward button 
�!!���$V�VKRZQ�LQ�)LJXUH�������FOLFNLQJ�0RUH�&RQWUROV�GLVSOD\V�WKH�KLGGHQ�FRQWUROV�RQ�D�
drop-down toolbar. 

)LJXUH������ If you add more buttons than can be displayed, click the More Controls button.
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Note that when the More Controls button appears, the Customize Quick Access Toolbar 
EXWWRQ��WKH�GRZQZDUG�SRLQWLQJ�DUURZ��WKDW�XVXDOO\�DSSHDUV�DW�WKH�ULJKW�VLGH�RI�WKH�WRROEDU�
PRYHV�WR�WKH�´RYHUÁRZµ�DUHD�RI�WKH�WRROEDU�

&UHDWLQJ�\RXU�RZQ�EXWWRQV
Right-click any button on the ribbon, click Customize Quick Access Toolbar, and click the 
Choose Commands From drop-down list. You’ll see a special option listed there: Macros. 
Macros are sequences of commands you can create to help perform repetitive tasks. When 
you select the Macros option, nothing appears on the left side of the dialog box unless you 
have opened a macro-enabled workbook and the workbook actually contains macros. All 
the macros available appear here. Figure 3-16 shows the Customize Quick Access Toolbar 
list containing a single macro that has been added to the toolbar.

)LJXUH������ You can add custom buttons to run macros in macro-enabled workbooks.

You might notice that the Modify button below the list is active when you add a macro 
to the list on the right side of the dialog box. By clicking it, you can modify the button 
image displayed on the toolbar if the default image doesn’t do it for you. In case you are 
wondering, you can modify only custom macro buttons, which is why the Modify button is 
not available when you select built-in commands. When you click the Modify button, the 
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Modify Button dialog box appears, as shown in Figure 3-17, and you can use it to select a 
different image.

)RU�PRUH�LQIRUPDWLRQ�DERXW�PDFUR�HQDEOHG�ZRUNERRNV��VHH�´6DYLQJ�ÀOHVµ�LQ�&KDSWHU����
´([SORULQJ�([FHO�IXQGDPHQWDOV.µ�)RU�PRUH�LQIRUPDWLRQ�DERXW�PDFURV�DQG�9%$��VHH�&KDSWHU�����
´5HFRUGLQJ�PDFURV.µ

)LJXUH������ You can change the default button image for your custom macro-driven buttons.

6DYLQJ�DQG�UHVHWWLQJ�\RXU�FXVWRP�4XLFN�$FFHVV�7RROEDU
In the Quick Access Toolbar category of the Excel Options dialog box, the default setting in 
the Customize The Quick Access Toolbar drop-down list is For All Documents. In this case, 
([FHO�VDYHV�WKH�FRQÀJXUDWLRQ�RI�WKH�4XLFN�$FFHVV�7RROEDU�ZKHQ�\RX�H[LW�WKH�SURJUDP��,I�
you want to go back to the way things were, click the Reset menu and select Reset Only 
7KH�4XLFN�$FFHVV�7RROEDU�RU�5HVHW�$OO�&XVWRPL]DWLRQV��ZKLFK�UHVHWV�ERWK�WKH�ULEERQ�DQG�WKH�
4XLFN�$FFHVV�7RROEDU���

If you want to save your custom toolbar so that you can use it again later, there are two 
ZD\V�WR�GR�LW��7KH�,PSRUW�([SRUW�EXWWRQ�DOORZV�\RX�WR�VDYH�RU�UHWULHYH�D�VSHFLDO�ÀOH�FRQ-
WDLQLQJ�DOO�\RXU�FXVWRPL]DWLRQV��ERWK�WRROEDU�DQG�ULEERQ���)LJXUH�����HDUOLHU�LQ�WKLV�FKDSWHU�
shows a version of the File Open dialog box that appears when you click Import Customiza-
WLRQ�)LOH�IURP�WKH�,PSRUW�([SRUW�PHQX��GLVSOD\LQJ�ÀOHV�ZLWK�WKH�H[WHQVLRQ�.exportedUI. 

The second way to save a custom toolbar is to attach it to a workbook. To do so, right-click 
any button or tab, and click Customize Quick Access Toolbar. In the Excel Options dialog 
box, click the Customize Quick Access Toolbar drop-down list, as shown in Figure 3-18.
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<RX·OO�ÀQG�ERWK�D�FXVWRPL]DWLRQV�ÀOH³0LQL5LEERQ�H[SRUWHG8,³DQG�D�ÀOH�ZLWK�DQ�DWWDFKHG�
toolbar—Ribbon Group Toolbar.xlsx—with the other examples on the companion website. 

)LJXUH������ <RX�FDQ�FRQÀJXUH�D�FXVWRP�YHUVLRQ�RI�WKH�4XLFN�$FFHVV�7RROEDU�WKDW�WUDYHOV�ZLWK�D�
workbook.

The drop-down list shows two items: For All Documents and For <the active workbook 
name>. If you select the active workbook, the command list starts out blank, and you can 
EHJLQ�DGGLQJ�LWHPV�IURP�WKH�OLVW�RQ�WKH�OHIW���(YHQ�WKRXJK�WKH�OLVW�VWDUWV�RXW�EODQN��WKH�
GHIDXOW�WRROV³6DYH��8QGR��DQG�5HGR³DOZD\V�DSSHDU�DW�WKH�OHIW�HQG�RI�\RXU�FXVWRP�EDU���
Any commands you add to the active workbook’s toolbar are relevant only to the active 
workbook; they are saved with the workbook and reappear on the toolbar the next time 
\RX�RSHQ�WKH�ZRUNERRN��7R�UHPRYH�D�FXVWRP�WRROEDU�FRQÀJXUDWLRQ�IURP�D�ZRUNERRN��
select its name in the Customize Quick Access Toolbar drop-down list and click the Reset 
button.

5HVWRULQJ�WKH�WRROEDU
Now that you’ve thoroughly scrambled the Quick Access Toolbar, perhaps you’re experienc-
ing a bit of remorse. Don’t worry—it’s easy to return it to normal:

 ● Restoring the toolbar Select Quick Access Toolbar in the Excel Options dialog box, 
click the Reset button, and select either Reset Only Quick Access Toolbar or Reset All 
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&XVWRPL]DWLRQV��ZKLFK�DOVR�UHVHWV�WKH�ULEERQ���&OLFN�<HV�WR�FRQÀUP�WKH�UHVWRUDWLRQ��
DQG�WKHQ�FOLFN�2.�

 ● Removing individual buttons On the Quick Access Toolbar, right-click the button 
you want to remove and then click the Remove From Quick Access Toolbar com-
mand, as shown in Figure 3-19.

)LJXUH������ You can easily remove any button from the Quick Access Toolbar.

INSIDE OUT   :KDW�KDSSHQHG�WR�P\�FXVWRP�WRROEDUV"
&XVWRP�WRROEDUV�\RX�FUHDWHG�DQG�DWWDFKHG�WR�ZRUNERRNV�LQ�YHUVLRQV�RI�([FHO�SULRU�WR�
�����DUH�VWLOO�DFFHVVLEOH��WKRXJK�\RX�PLJKW�QRW�WKLQN�VR�DW�ÀUVW�JODQFH��,I�\RX�RSHQ�DQ�
ROG�ZRUNERRN�ZLWK�DWWDFKHG�WRROEDUV��WKH�WRROEDUV�ZRQ·W�DSSHDU�RQ�WKH�VFUHHQ.�%XW�
ORRN�DW�WKH�$GG�,QV�WDE�RQ�WKH�ULEERQ.�<RX�PLJKW�QRW�KDYH�VHHQ�WKH�$GG�,QV�WDE�EHIRUH��
EXW�FOLFN�WKLV�WDE��DQG�WKHUH�WKH\�DUH³\RXU�FXVWRP�WRROEDUV.�7KH�IROORZLQJ�JUDSKLF�
VKRZV�DQ�H[DPSOH�RI�KDYLQJ�ZD\�WRR�PDQ\�FXVWRP�WRROEDUV�RQ�WKH�$GG�,QV�WDE�

6R�DOO�\RXU�KDUG�ZRUN�FUHDWLQJ�FXVWRP�WRROEDUV�LV�QRW�ORVW³SURYLGHG�\RX�DWWDFKHG�
WKHP�WR�ZRUNERRNV.�$IWHU�\RX�RSHQ�D�ZRUNERRN�FRQWDLQLQJ�DWWDFKHG�WRROEDUV��WKH�
WRROEDUV�FRQWLQXH�WR�DSSHDU�RQ�WKH�$GG�,QV�WDE�HDFK�WLPH�\RX�VWDUW�([FHO.�7R�JHW�ULG�RI�
WKHP��ULJKW�FOLFN�HDFK�WRROEDU��HDFK�URZ�RI�EXWWRQV�LV�D�WRROEDU�RQ�WKH�$GG�,QV�WDE��DQG�
FORVH�LW�E\�XVLQJ�WKH�'HOHWH�&XVWRP�7RROEDU�FRPPDQG.�:KHQ�\RX�GHOHWH�WKH�ODVW�FXV�
WRP�WRROEDU��LI�LW�LV�WKH�RQO\�LWHP�RQ�WKH�$GG�,QV�WDE��WKH�$GG�,QV�WDE�GLVDSSHDUV�DV�ZHOO.�
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([SORULQJ�RWKHU�WRROEDU�DQG�ULEERQ�RSWLRQV
The following are a few more customization options that are quite helpful. Unless otherwise 
QRWHG��\RX�FDQ�ÀQG�WKHVH�RSWLRQV�E\�FOLFNLQJ�WKH�)LOH�PHQX��FOLFNLQJ�2SWLRQV��DQG�WKHQ�
selecting the General category:

 ● Show Mini Toolbar On Selection Controls the display of the Mini toolbar when-
ever you right-click a cell or object where its formatting tools are applicable, as 
shown in Figure 3-20.

)LJXUH������ You can control whether the Mini toolbar appears when you right-click cells 
or relevant objects.

 ● Enable Live Preview Allows you to simply rest the pointer on many palette items 
to show what the effect would look like, without even clicking. 

 ● 2IÀFH�%DFNJURXQG Offers several optional “skins;” that is, background graphics 
that appear in the title bar, formula bar, Quick Access Toolbar, ribbon, sheet tabs, 
scroll bars, and headings.

 ● 2IÀFH�7KHPH Applies your choice of three color schemes to window frames and 
other interface elements: White, Light Gray, or Dark Gray.
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 ● ScreenTip Style Offers three options that apply to the pop-up label that appears 
when you rest the pointer on any item on the toolbar or the ribbon. You can choose 
to see only a small label with the name of the item, a larger ScreenTip that includes 
D�GHVFULSWLRQ��RU�QR�ODEHO�DW�DOO���)RU�PRUH�LQIRUPDWLRQ��VHH�´(QKDQFLQJ�DFFHVVLELOLW\µ�
ODWHU�LQ�WKLV�FKDSWHU��

)RU�PRUH�LQIRUPDWLRQ�DERXW�IRQWV�DQG�IRUPDWWLQJ�DQG�OLYH�SUHYLHZ��VHH�&KDSWHU����´:RUN�
VKHHW�IRUPDWWLQJ�WHFKQLTXHV.µ�

&RQWUROOLQJ�RWKHU�HOHPHQWV�RI�WKH�([FHO������LQWHUIDFH
In several important locations in Excel, you can control the way your worksheets appear on 
the screen. These include the View tab on the ribbon, shown in Figure 3-21, and the Gen-
eral and Advanced categories in the Excel Options dialog box. Some options, such as Grid-
line Color, are self-explanatory; here we’ll talk about options with “issues.”

)LJXUH������ The View tab on the ribbon contains commands you can use to control the 
appearance of your workbook.

The Show group on the View tab controls the display of the formula bar as well as the 
DSSHDUDQFH�RI�JULGOLQHV��FROXPQ�DQG�URZ�KHDGLQJV��DQG�WKH�UXOHU��ZKLFK�LV�DFWLYH�RQO\�
LQ�3DJH�/D\RXW�YLHZ���7KHVH�DUH�WKH�RSWLRQV�WKDW�DUH�PRVW�RIWHQ�XVHG��ZKLFK�LV�ZK\�WKH\�
appear on the ribbon. But you’ll discover more ways to tweak your UI when you click the 
File menu and then click Excel Options.

)RU�PRUH�DERXW�3DJH�/D\RXW�YLHZ��VHH�&KDSWHU�����´3ULQWLQJ�DQG�SUHVHQWLQJ.µ�)RU�PRUH�DERXW�
VHFXULW\�LVVXHV��VHH�&KDSWHU����´6HFXULW\�DQG�SULYDF\.µ

The Advanced category in the Excel Options dialog box contains three groups of options, 
VKRZQ�LQ�)LJXUH�������\RX·OO�QHHG�WR�VFUROO�GRZQ�D�ELW���WKDW�FRQWURO�GLIIHUHQW�GLVSOD\�EHKDY-
iors for the program in general and for workbooks and worksheets in particular.

The Display area, shown scrolled to the top of the dialog box in Figure 3-22, offers display 
options for the program itself. The options in the Display Options For This Workbook area 
affect only the workbook selected in the drop-down list, which lists all the currently open 
workbooks; these options do not change the display of any other workbooks, and they 
do not affect the way the worksheets look when you print them. Similarly, the options in 
the Display Options For This Worksheet area apply only to the worksheet you select in the 
drop-down list.
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)LJXUH������ The Advanced category in the Excel Options dialog box includes a number of 
display options.

Displayed vs. printed gridlines and headings
1RUPDOO\��([FHO�GLVSOD\V�D�JULG�WR�PDUN�WKH�ERXQGDULHV�RI�HDFK�FHOO�RQ�WKH�ZRUNVKHHW�
DQG�DOVR�GLVSOD\V�URZ�DQG�FROXPQ�KHDGLQJV��EXW�WKHVH�DUH�QRW�SULQWHG�XQOHVV�\RX�VD\�
VR.�7KH�JULG�DQG�KHDGLQJV�DUH�XVXDOO\�KHOSIXO�IRU�VHOHFWLQJ�DQG�QDYLJDWLQJ��EXW�\RX�
PLJKW�QRW�ZDQW�WKHP�GLVSOD\HG�DOO�WKH�WLPH.�7KH�RSWLRQV�IRU�WKHVH�LWHPV�RQ�WKH�9LHZ�
WDE�FRQWURO�\RXU�VFUHHQ�GLVSOD\��EXW�WKH\�GR�QRW�DIIHFW�ZKHWKHU�WKHVH�HOHPHQWV�ZLOO�EH�
SULQWHG.�<RX�FDQ�FRQWURO�ERWK�GLVSOD\�DQG�SULQWLQJ�RQ�WKH�3DJH�/D\RXW�WDE.�,Q�WKH�6KHHW�
2SWLRQV�JURXS��VHOHFW�RU�FOHDU�WKH�9LHZ�DQG�3ULQW�FKHFN�ER[HV�XQGHU�*ULGOLQHV�RU�+HDG�
LQJV.�)RU�FRQYHQLHQFH��WKH�9LHZ�FKHFN�ER[HV�XQGHU�*ULGOLQHV�DQG�+HDGLQJV�RQ�WKH�3DJH�
/D\RXW�WDE�DUH�OLQNHG�WR�WKH�*ULGOLQHV�DQG�+HDGLQJV�FKHFN�ER[HV�RQ�WKH�9LHZ�WDE.�

)RU�PRUH�DERXW�SULQWLQJ�D�GRFXPHQW��VHH�&KDSWHU���.
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'LVSOD\LQJ�XQGHUO\LQJ�IRUPXODV
Usually, cells containing formulas display the results of that formula, not the formula itself. 
6LPLODUO\��ZKHQ�\RX�IRUPDW�D�QXPEHU��\RX�QR�ORQJHU�VHH�WKH�XQGHUO\LQJ��XQIRUPDWWHG��YDOXH�
displayed in the cell. You can see the underlying values and formulas only by selecting indi-
vidual cells and looking at the formula bar or by double-clicking the cell. But what if you 
want to see more than one formula at once?

Click the File tab and click Options. In the Advanced category of the Excel Options dialog 
box, scroll down to the Display Options For This Worksheet group and select the Show For-
mulas In Cells Instead Of Their Calculated Results check box. This displays underlying values 
and formulas, only for the worksheet you select in the Display Options For This Worksheet 
drop-down list. As you can see in the worksheet view shown at the bottom of Figure 3-23, 
the underlying contents of each cell appear, as in the sum formulas in rows 6 through 10, 
DQG�DOO�WKH�FHOOV�DUH�OHIW�DOLJQHG���([FHO�LJQRUHV�DQ\�DOLJQPHQW�IRUPDWWLQJ�ZKHQ�\RX�VHOHFW�
WKH�6KRZ�)RUPXODV�FKHFN�ER[���,Q�DGGLWLRQ��WKH�ZLGWK�RI�HDFK�FROXPQ�RQ�WKH�ZRUNVKHHW�
DSSUR[LPDWHO\�GRXEOHV�WR�DFFRPPRGDWH�WKH�XQGHUO\LQJ�IRUPXODV���7KH�DFWXDO�ZLGWK�RI�WKH�
FROXPQV�UHPDLQV�XQFKDQJHG��FROXPQV�DSSHDU�ZLGHU�RQO\�RQ�WKH�VFUHHQ���:KHQ�\RX�FOHDU�
the Show Formulas check box, Excel restores all columns to their former widths.

Note
<RX�FDQ�TXLFNO\�GLVSOD\�DQG�KLGH�IRUPXODV�LQ�\RXU�ZRUNVKHHW�E\�SUHVVLQJ�&WUO�C��DFFHQW�
JUDYH���ZKLFK�LV�ORFDWHG�RQ�WKH�WLOGH��a��NH\�RQ�PRVW�NH\ERDUGV.�7R�UHGLVSOD\�YDOXHV��
SUHVV�&WUO�C�DJDLQ.

)LJXUH������ Display underlying values and formulas for easier auditing.
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Note
,I�\RX�FOLFN�WKH�1HZ�:LQGRZ�FRPPDQG�RQ�WKH�9LHZ�WDE�WR�FUHDWH�WZR�RU�PRUH�ZLQ�
GRZV�LQ�ZKLFK�WR�YLHZ�WKH�VDPH�ZRUNERRN��\RX�FDQ�XVH�GLIIHUHQW�GLVSOD\�RSWLRQV�LQ�
HDFK�ZLQGRZ.�)RU�H[DPSOH��\RX�FDQ�GLVSOD\�IRUPXODV�LQ�RQH�ZLQGRZ�DQG�VHH�WKH�UHVXOWV�
RI�WKRVH�IRUPXODV��WKH�XVXDO�YLHZ��LQ�DQRWKHU�ZLQGRZ.

The Show Formulas check box is particularly helpful when you need to edit a large work-
sheet. You can see your formulas without having to activate each cell and view its contents 
on the formula bar. You can also use the Show Formulas check box to document your work: 
After you select the Show Formulas check box, you can print your worksheet with the for-
mulas displayed for archiving purposes.

+LGLQJ�]HURV
Usually, zeros entered in cells, or the results of formulas that produce zero values, dis-
play on your worksheet. Sometimes, especially for presentation purposes, it is helpful to 
eliminate the clutter of excessive zero values on a worksheet. Under the heading Display 
Options For This Worksheet in the Advanced category of the Excel Options dialog box, 
clearing the Show A Zero In Cells That Have Zero Value check box causes any such cells to 
appear as blank cells on the worksheet. The underlying entries are unaffected, of course. If 
you edit an entry or if the result of a formula changes so that the cell no longer contains a 
zero value, the value immediately becomes visible. If the Show Formulas check box is also 
selected, clearing the Show A Zero In Cells That Have Zero Value check box has no effect on 
the display.

CAUTION!
,I�\RX�KLGH�]HUR�YDOXHV��EH�FDUHIXO�ZKHQ�HGLWLQJ�\RXU�ZRUNVKHHW.�:KDW�DSSHDUV�WR�EH�DQ�
HPSW\�FHOO�PLJKW�DFWXDOO\�FRQWDLQ�D�IRUPXOD.

Changing the display font
7KH�GLVSOD\�IRQW�LV�QRW�RQO\�XVHG�IRU�DOO�WH[W�DQG�QXPEHUV�\RX�HQWHU�LQ�D�ZRUNERRN��EXW�
LW�DOVR�GHWHUPLQHV�WKH�IRQW�XVHG�LQ�URZ�DQG�FROXPQ�KHDGLQJV.�<RX�FDQ�VHOHFW�IRQWV�WR�
EH�XVHG�ZKHQ�FUHDWLQJ�QHZ�ZRUNERRNV�ZLWK�WKH�8VH�7KLV�)RQW�$V�7KH�'HIDXOW�)RQW�DQG�
)RQW�6L]H�GURS�GRZQ�OLVWV�LQ�WKH�*HQHUDO�FDWHJRU\�LQ�WKH�([FHO�2SWLRQV�GLDORJ�ER[.�7KH�
GHIDXOW�GLVSOD\�IRQW�LV�%RG\�)RQW��ZKLFK�XVHV�WKH�IRQW�GHÀQHG�DV�VXFK�LQ�WKH�FXUUHQW�
WKHPH.�7KH�QHZ�GLVSOD\�IRQW�GRHV�QRW�EHFRPH�DFWLYH�XQWLO�\RX�H[LW�DQG�UHVWDUW�([FHO.�
:KHQ�\RX�GR��WKH�QHZ�IRQW�LV�XVHG�LQ�DOO�QHZ�ZRUNERRNV�\RX�FUHDWH.�<RX�FDQ�OHDUQ�D�ORW�
PRUH�DERXW�IRUPDWWLQJ�DQG�WKHPHV�LQ�&KDSWHU��.
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(QKDQFLQJ�DFFHVVLELOLW\
([FHO������DQG�DOO�RWKHU�0LFURVRIW�2IÀFH������SURJUDPV�VXSSRUW�WKH�0LFURVRIW�$FWLYH�
$FFHVVLELOLW\��06$$��VSHFLÀFDWLRQ��7KLV�PDNHV�YDULRXV�DFFHVVLELOLW\�DLGV�PRUH�HIIHFWLYH��
including screen readers and screen enlargers. For more information, visit the Microsoft 
Accessibility website at www.microsoft.com/enable/.

The following is a list of built-in features that, either by design or by default, enhance the 
accessibility of Excel:

 ● The Accessibility Checker The most visible accessibility feature appears on the Info 
screen in Backstage view, and Microsoft calls it the Accessibility Checker. Click the File 
tab, select Info, click the Check For Issues button, and then click Check Accessibility 
to display the task pane shown in Figure 3-24. This task pane lists all the problematic 
LWHPV�LGHQWLÀHG�E\�WKH�$FFHVVLELOLW\�&KHFNHU�LQ�WKH�DFWLYH�ZRUNERRN��FOLFN�DQ\�LWHP�WR�
display an explanation, as shown in Figure 3-24.

)LJXUH������ The Accessibility Checker lists all the issues found in the current workbook.

 ● ScreenTips These are the little descriptive labels that appear under toolbar buttons 
and ribbon controls when you rest the pointer on them. Select one of three display 
options from the ScreenTip Style drop-down list in the General category in the Excel 
Options dialog box. For more information, see “Exploring other toolbar and ribbon 
options” earlier in this chapter.
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���� &KDSWHU��� &XVWRP�WDLORULQJ�WKH�([FHO�ZRUNVSDFH

 ● Audio feedback The Advanced category in the Excel Options dialog box contains 
the Provide Feedback With Sound option. Using this option, you hear sounds where 
you might not expect them, such as when you click the Undo or Redo button. Note 
that if you select the sound option, you might be prompted to download an add-in 
IURP�WKH�0LFURVRIW�2IÀFH�ZHEVLWH�WKDW�UHTXLUHV�\RX�WR�H[LW�DQG�UHVWDUW�([FHO�

 ● Function ScreenTips This is a type of pop-up label that displays the syntax and 
arguments for functions as they are entered or selected on the formula bar or in 
cells. Select the Show Function ScreenTips check box in the Advanced category of the 
Excel Options dialog box in the Display group. For more information, see Chapter 13, 
“Using functions.”

 ● Cell value AutoComplete When entering data in a column, the AutoComplete 
feature automatically inserts entries in the same column that match the current entry. 
This option saves keystrokes, for example, when you are repeatedly typing the same 
entry. In the Advanced category in the Excel Options dialog box, select the Enable 
AutoComplete For Cell Values check box in the Editing Options group. For more 
information, see “Letting Excel help with typing chores” in Chapter 8, “Worksheet 
editing techniques.”

 ● Gridline color You can change the color of gridlines on individual worksheets. 
Under Display Options For This Worksheet in the Advanced category in the Excel 
Options dialog box, click the Gridline Color drop-down list and then select a color. 

 ● Colored sheet tabs You can apply color to a single worksheet tab to make it easier 
WR�ÀQG�D�NH\�ZRUNVKHHW��RU�\RX�FDQ�DVVLJQ�GLIIHUHQW�FRORUV�WR�HDFK�WDE��5LJKW�FOLFN�
the worksheet tab you want to color, point to Tab Color, and then click the color you 
want from the palette.

 ● Keyboard shortcuts� .H\ERDUG�VKRUWFXWV�JLYH�\RX�DFFHVV�WR�DQ\�FRPPDQG�LQ�([FHO�
XVLQJ�WKH�NH\ERDUG��)RU�PRUH�LQIRUPDWLRQ��VHH�$SSHQGL[�%��´.H\ERDUG�VKRUWFXWV�µ

 ● Keyboard access Pressing the Alt key activates keyboard access, allowing you to 
issue ribbon commands using the keyboard. Labels appear adjacent to each com-
mand, displaying the key you need to press on the keyboard to select that command. 
For more information, see “Accessing commands with the keyboard,” in Chapter 2.

 ● Scroll and pan If you have a Microsoft IntelliMouse pointing device, you can 
scroll through a worksheet simply by turning the wheel in the direction you want to 
scroll. If you press the wheel and drag the mouse, you can pan the worksheet in any 
direction.

 ● Zoom You can enlarge the worksheet display up to 400 percent by using the Zoom 
slider in the lower-right corner of the Excel window, by using the Zoom commands 
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on the View tab on the ribbon, or by holding down Ctrl and turning the wheel on a 
Microsoft IntelliMouse pointing device.

Ease of access in Windows 8
:LQGRZV����DV�ZHOO�DV�:LQGRZV���DQG�:LQGRZV�9LVWD��LQFOXGHV�D�QXPEHU�RI�DFFHVVLELO�
LW\�RSWLRQV�UHIHUUHG�WR�DV�WKH�(DVH�2I�$FFHVV�RSWLRQV��<RX�FDQ�ÀQG�WKHVH�E\�RSHQLQJ�WKH�
:LQGRZV�&RQWURO�3DQHO�DQG�WKHQ�FOLFNLQJ�(DVH�2I�$FFHVV�&HQWHU�WR�GLVSOD\�WKH�GLDORJ�
ER[�VKRZQ�KHUH�

0DQ\�RI�WKHVH�VHWWLQJV�XVHG�WR�EH�VFDWWHUHG�DURXQG�RU�DYDLODEOH�RQO\�DV�DGG�LQV�WR�:LQ�
GRZV��VR�WKHVH�(DVH�2I�$FFHVV�RSWLRQV�IXUWKHU�LPSURYH�WKH�XVDELOLW\�RI�([FHO�IRU�IRONV�
ZLWK�YDU\LQJ�DELOLWLHV.

,QVWDOOLQJ�DSSV
The term “app,” which has become ubiquitous, is just another way of saying “program.” Pro-
gramming languages translate human commands into ones and zeros that the computer 
machine understands. A program is the result of the application of a particular program-
PLQJ�ODQJXDJH�WR�PDNH�WKH�PDFKLQH�VROYH�D�VSHFLÀF�SUREOHP��:KLOH�WKH�WHUP�´DSSOLFDWLRQµ�
never really caught on, the term “app” is so easy and friendly that we now have apps for 
SKRQHV�DQG�79V�DQG�WDEOHWV��$QG�LQ������\RX�FDQ�GRZQORDG�DSSV�IRU�2IÀFH�DSSOLFDWLRQV��
WRR«DSSV�IRU�DSSV�

$SSV�OLYH�LQ�WKH�FORXG��VR�WKH�ÀUVW�WLPH�\RX�FOLFN�WKH�$SSV�)RU�2IÀFH�EXWWRQ�RQ�WKH�,QVHUW�
PHQX��\RX·OO�SUREDEO\�QHHG�WR�FOLFN�WKH�6HH�$OO�FRPPDQG��ZKLFK�RSHQV�WKH�2IÀFH�6WRUH�LQ�
your browser, as shown in Figure 3-25. 
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)LJXUH������ &OLFN�WKH�6HH�$OO�FRPPDQG�WR�RSHQ�WKH�2IÀFH�6WRUH�RQ�WKH�ZHE�

0DQ\�RI�WKH�DSSV�OLVWHG�LQ�WKH�2IÀFH�6WRUH�DUH�IUHH��VXFK�DV�WKH�5DGLDO�%DU�&KDUW�DSS�VKRZQ�
in Figure 3-25. Click an app to go to a webpage with more information; then if you want 
LW��FOLFN�WKH�$GG�EXWWRQ�ZKHQ�\RX·UH�UHDG\��:KDW�KDSSHQV�QH[W�LV«QRWKLQJ��UHDOO\��<RX·OO�EH�
LQVWUXFWHG�WR�JR�EDFN�WR�([FHO�DQG�FOLFN�WKH�$SSV�)RU�2IÀFH�EXWWRQ�DJDLQ��7KLV�WLPH�ZKHQ�
you click the See All command, the app you just added is shown in a dialog box, as shown 
in Figure 3-26.

6HOHFW�DQ�DSS�LQ�WKH�$SSV�)RU�2IÀFH�GLDORJ�ER[��DQG�WKHQ�FOLFN�WKH�,QVHUW�EXWWRQ�WR�DGG�LW�
WR�WKH�FXUUHQW�ZRUNVKHHW���<RX�FDQ�DOVR�FOLFN�WKH�)HDWXUHG�$SSV�OLQN�LQ�WKH�$SSV�)RU�2IÀFH�
GLDORJ�ER[�WR�GLVSOD\�RWKHU�DSSV�DYDLODEOH�IURP�WKH�2IÀFH�6WRUH���7KLV�LV�ZKHQ�WKH�DFWXDO�
downloading occurs. Once it is inserted, just follow the app’s instructions. After you insert 
DQ�DSS��LW�DSSHDUV�RQ�WKH�$SSV�)RU�2IÀFH�PHQX��DV�VKRZQ�LQ�)LJXUH������
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)LJXUH������ $IWHU�\RX�DGG�DQ�DSS�LQ�WKH�2IÀFH�6WRUH��LW�VKRZV�XS�LQ�WKH�GLDORJ�ER[�WKDW�DSSHDUV�
ZKHQ�\RX�FOLFN�WKH�2IÀFH�$SSV�EXWWRQ�DQG�FOLFN�WKH�6HH�$OO�FRPPDQG�

)LJXUH������ $IWHU�\RX�LQVHUW�DQ�DSS��LW�DSSHDUV�RQ�WKH�$SSV�)RU�2IÀFH�PHQX�
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Symbols and numbers
C��DFFHQW�JUDYH�������
	��DPSHUVDQG������²���

��DSRVWURSKH���DSRVWURSKH��
�
��DVWHULVN�.�See�DVWHULVN���
#��DW�V\PERO�.�See�DW�V\PERO��#�
?��EDFNVODVK�.�See�EDFNVODVK��?�
A��FDUHW������²���
���FRORQ������²���
���FRPPD�.�See�FRPPD����
.��GHFLPDO�SRLQW�.�See�GHFLPDOV
���GROODU�VLJQ�.�See�GROODU�VLJQ����
 ��HTXDO�VLJQ�.�See�HTXDO�VLJQ�� �
!��JUHDWHU�WKDQ�.�See�JUHDWHU�WKDQ��!�
������«��LQVXIÀFLHQW�FROXPQ�VSDFH�LQGLFDWRUV�������������

���
���OHVV�WKDQ�����������²���
²��PLQXV�VLJQ������²���.�See also�VXEWUDFWLRQ
���QXPEHU�VLJQ������
���SHUFHQW�VLJQ�.�See�SHUFHQW�VLJQ����
���SOXV�VLJQ������²��������²���.�See also�DGGLWLRQ
"��TXHVWLRQ�PDUN�.�See�TXHVWLRQ�PDUN��"�
���TXRWDWLRQ�PDUNV������
���VHPLFRORQ�������
���VODVK�.�See�VODVK����
B��XQGHUVFRUH�FKDUDFWHU�����������
^�`��FXUO\�EUDFHV������²��������
����SDUHQWKHVHV.�See�SDUHQWKHVHV����
«��HOOLSVLV��EXWWRQV��������
��WKURXJK���NH\V��VKRUWFXW�FRPPDQGV�ZLWK������
��'�FRQWUROV�IRU�JUDSKLFV�IRUPDWWLQJ���������������²���
��'�QDPHV�����²���
��'�UHIHUHQFHV�����²���
��'�9LHZ�FRPPDQG�������&KDUW�PHQX������
���GLJLW�SUHFLVLRQ�OLPLW�����
���KRXU��PLOLWDU\��WLPH�FRQYHQWLRQ����������
���ELW�([FHO����
�����PHQX�FRPPDQGV�������ULEERQ�HTXLYDOHQWV

Chart menu, 1007
'DWD�PHQX������²����
Edit menu, 999
)LOH�PHQX�����²���
Format menu, 1003
)RUPDWWLQJ�WRROEDU������²����
Help menu, 1008
Insert menu, 1002
6WDQGDUG�WRROEDU������²����
7RROV�PHQX������²����

9LHZ�PHQX������²����
Window menu, 1008

A
$��FHOO��MXPSLQJ�WR���������
$%6�IXQFWLRQ��DEVROXWH�YDOXH�������
DEVROXWH�UHIHUHQFHV����������²���
DFFHQW�JUDYH��C�������
$FFHVV��0LFURVRIW
LPSRUWLQJ�DQ�HQWLUH�WDEOH�IURP�����²���
querying. See Microsoft Query

DFFHVVLELOLW\
Accessibility Checker, 99
Alt key for keyboard commands, 100
cell value AutoComplete option, 100
Ease Of Access options, 101
gridline colors, 100
MSAA, 99
panning options, 100
Provide Feedback With Sound option, 100
6FUHHQ7LSV�RSWLRQV����²���
scrolling options, 100
worksheet tab color options, 100
]RRPLQJ�RSWLRQV�IRU�����²���

$FFRXQW�FRPPDQG����²��
DFFRXQWLQJ
$FFRXQWLQJ�IRUPDWV�����²�������������
billing formats, custom, 336
depreciation and amortization. See depreciation functions
*$$3��JHQHUDOO\�DFFHSWHG�DFFRXQWLQJ�SULQFLSOHV������
investments. See investment functions
units for. See currency

$&&5,17�IXQFWLRQV�����²���������
DFFXUDF\�����GLJLW�VWDQGDUG�����²���
$&26�IXQFWLRQ������
$&26+�IXQFWLRQ������
$&27�IXQFWLRQ������
$&27+�IXQFWLRQ������
$FURVV�:RUNVKHHWV�FRPPDQG����������
$FWLYDWH�3URGXFW�FRPPDQG������
DFWLYH�DUHDV�RI�ZRUNVKHHWV���������
DFWLYH�FHOOV
GHÀQLWLRQ�RI����
ÀOO�KDQGOHV��WXUQLQJ�RQ�����
moving within a selection, 141
selection of, 134
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$FWLYH;��7UXVW�&HQWHU�RSWLRQV�IRU�����²���
$GG��NH\SDG��NH\ERDUG�VKRUWFXW������
$GG�7R�6HOHFWLRQ�PRGH��6KLIW�)�������
DGG�LQV

Add-Ins tab, 93
DYDLODELOLW\�FKHFN�ER[HV�IRU�����²���
3RZHU3LYRW�DGG�LQ�����²���
7UXVW�&HQWHU�RSWLRQV�IRU�����²���

DGGLWLRQ
���SOXV�VLJQ��IRU�����²���
Add option, Paste Special operations, 200
functions for. See SUM functions
IMSUM function, 1060

$''5(66�IXQFWLRQ�����������
$GREH�5HDGHU��3')�ÀOHV�IRU�����²���
$GYDQFHG�FDWHJRU\��2SWLRQV�GLDORJ�ER[
'LVSOD\�DUHD����²��
HGLWLQJ�RSWLRQV�����²���
ÀOO�KDQGOHV��HQDEOLQJ�����
IRUPXODV��VKRZLQJ�LQ�FHOOV����²��
gridlines, printing, 96
1RWKLQJ��+LGH�2EMHFWV��RSWLRQ�����
zeros, hiding, 98

$GYDQFHG�)LOWHU
blank cells in criteria range, 748
capabilities of, 744
FHOO�UHIHUHQFHV�IRU�FRPSXWHG�FULWHULD�����²���
FRPSXWHG�FULWHULD�����²���
&RS\�7R�UDQJHV�����²���
FULWHULD�UDQJHV�IRU��VSHFLI\LQJ�����²���
$1'�FULWHULD�VSHFLÀFDWLRQ�����
GXSOLFDWH�URZ�UHPRYDO�����²���
H[WUDFWLQJ�ÀOWHUHG�URZV�����²���
extraction to separate worksheets, 744
multiple criteria in same column, 750
OR and AND on multiple columns, 749
UHÀQLQJ�ÀOWHU�VHWV�����
relational operators with, 747
three OR criteria on a single column, 748
WZR�FROXPQV�MRLQHG�E\�25�����²���
Unique Records Only option, 753

$GYHQWXUH:RUNV�GDWDEDVH��VRXUFH�IRU�����
$IWHU�3UHVVLQJ�(QWHU��0RYH�6HOHFWLRQ�RSWLRQ���������
$**5(*$7(�IXQFWLRQ�����²��������������
DJJUHJDWHV�LQ�0LFURVRIW�4XHU\�����²���
$OHUW�7KH�8VHU�:KHQ�$�3RWHQWLDOO\�7LPH�&RQVXPLQJ�

2SHUDWLRQ�2FFXUV�����
DOLJQPHQW

Align commands, 1010
Alignment group, 339
$OLJQPHQW�WDE��)RUPDW�&HOOV�����²���
Bottom option, 344
Center command, 1010
center vertical, 344
FHQWHULQJ�WH[W�DFURVV�FROXPQV�����²���
Distributed option, 341
ÀOOLQJ�FHOOV�ZLWK�FKDUDFWHUV�����
RI�JUDSKLF�REMHFWV�����²���
+RUL]RQWDO�����²���
Horizontal Justify option, 343

LQGHQWLQJ�ZLWK�����²���
MXVWLÀFDWLRQ��See�MXVWLÀFDWLRQ
OHIW�DOLJQPHQW�����²���
Merge & Center command, 342
PHUJLQJ�FHOOV�����²���
orientation controls, 340
SUHÀ[�FKDUDFWHUV�IRU�����²���
ULJKW�DOLJQPHQW�����²���
6KULQN�7R�)LW�FKHFN�ER[�����²���
Text Control check boxes, 340
Text Direction options, 340
WH[W�RULHQWDWLRQ�����²���
Vertical, 340, 344
Vertical Justify option, 343
ZUDSSLQJ�WH[W�����²���

$OO�&DSV�FRPPDQG�����
�$OO�VWUXFWXUHG�UHIHUHQFH�WDJ�����²���
$OORZ�(GLWLQJ�'LUHFWO\�,Q�&HOOV�RSWLRQ�����
$OW��(��'�NH\ERDUG�VKRUWFXW�����
$OW��,��&�NH\ERDUG�VKRUWFXW�����
$OW��,��5�NH\ERDUG�VKRUWFXW�����
$OW�NH\

constrained drawing with, 375
NH\ERDUG�FRPPDQG�PRGH����²�������

$OW� �NH\ERDUG�VKRUWFXW�����
$OW���NH\ERDUG�VKRUWFXW�����
$OW�7DE�NH\ERDUG�VKRUWFXW�����
DOW�WH[W�GHVFULSWLRQV����������
$025'(*5&�IXQFWLRQ������
DPRUWL]DWLRQ�IXQFWLRQV�����²���
DPSHUVDQG��	��FRQFDWHQDWLRQ�RSHUDWRU�����²���
$QDO\VLV�7RROSDN
'DWD�$QDO\VLV�EXWWRQ�WR�ODXQFK�����²���
'HVFULSWLYH�6WDWLVWLFV�WRRO�����²���
+LVWRJUDP�WRRO�����²���
LQVWDOOLQJ�����²���
legacy versions of, 14, 593
0RYLQJ�$YHUDJH�WRRO�����²���
5DQGRP�1XPEHU�*HQHUDWLRQ�WRRO�����²���
5DQN�$QG�3HUFHQWLOH�WRRO�����²���
Sampling tool, 629
VBA option, 616

$1'�IXQFWLRQ�����²���������
DQJOHG�ERUGHUV�����²���
DQJOHG�WH[W�RULHQWDWLRQ�����²���
DQLPDWLRQ�IHDWXUHV���
DQQXLW\�FDOFXODWLRQV�����²���
DSRVWURSKH��
�
FRPPHQWV�FRPPHQFLQJ�ZLWK��9%$�����²���
keyboard shortcuts with, 1019
QXPHULF�WH[W�HQWULHV�ZLWK�����²���
sorting of, 737

$SSOH�0DFLQWRVK�FRPSDWLELOLW\.�See�0DFLQWRVK�FRPSDWLELOLW\
$SSOLFDWLRQ�REMHFW��5RXQG�PHWKRG�����
$SSO\�1DPHV�FRPPDQG�����²���
DSSV
GHÀQLWLRQ�RI�����
LQVWDOOLQJ�����²���
2IÀFH��6HH�2IÀFH�:HE�$SSV
7UXVWHG�$SS�&DWDORJV�����²���
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$5$%,&�IXQFWLRQ������
$5($6�IXQFWLRQ�����������
DUJXPHQWV

arrays as, 517, 533
FXVWRP�IXQFWLRQV��RI�����²��������²���
expressions for, 531
)XQFWLRQ�$UJXPHQWV�GLDORJ�ER[�����²��������²���
maximum number of, 531
names as, 533
nested, 261
numeric values as, 532
RSWLRQDO��RI�FXVWRP�IXQFWLRQV�����²���
ranges in, 531
6HOHFW�$UJXPHQWV�GLDORJ�ER[�����²���
syntax for, 531
text values as, 532
W\SHV�RI�����²���
9%$�����²���

$UUDQJH�$OO�EXWWRQ�����²��������
DUUD\�FRQVWDQWV����������²���
DUUD\�IRUPXODV

creating, 513
Ctrl+Shift+Enter to enter, 514
GHÀQLWLRQ�RI�����
editing, 514
guidelines for, 514
RQH�GLPHQVLRQDO�����²���
VLQJOH�FHOO�����²���
WZR�GLPHQVLRQDO�����²���
XQLÀHG�HGLWLQJ�UXOH�����²���

DUUD\V
as arguments in formulas, 517
as arguments in functions, 533
&2/8016�IXQFWLRQ�����²���������
creating formulas, 513
GHÀQLWLRQ�RI�����
deleting, 514
editing, 514
expansions, 517
formatting, 514
formulas operating on. See array formulas
,1'(;�IXQFWLRQ�����²���������
matrices. See matrices
MDETERM function, 1065
MINVERSE function, 1066
MUNIT function, 1067
RQH�GLPHQVLRQDO�����²���
paste values with, 202
ranges, 512
result ranges for, 514
selecting entire with Ctrl+/, 514, 1019
selecting with Go To Special, 140, 142
TRANSPOSE function, 564, 1083
TRIMMEAN function, 1083
WZR�GLPHQVLRQDO�����²���

DUURZ�NH\�����
DUURZ�NH\�VKRUWFXWV������²����
DUURZV��GUDZLQJ�����
DUURZV�LQ�ULEERQ����

$UWLVWLF�(IIHFWV�JDOOHU\�����
$6&,,�IXQFWLRQV�����²���������
$6,1�IXQFWLRQ������
$6,1+�IXQFWLRQ������
DVVLJQPHQW�VWDWHPHQWV�����
DVWHULVN���
ÀOWHULQJ�ZLOGFDUG�����²���
multiplication symbol, 468
repetition indicator, custom number formats, 333
ZLOGFDUG�FKDUDFWHU�IRU�ÀQG�DQG�UHSODFH�����

DW�V\PERO��#�
LQWHUVHFWLRQ�VSHFLÀHU�����
VWUXFWXUHG�UHIHUHQFHV�ZLWK�����²���
text placeholder, custom number formats, 333

$7$1�IXQFWLRQV������
$7$1+�IXQFWLRQ������
DWWDFKPHQWV��VHQGLQJ�ZRUNERRNV�DV�����²���
DXGLR��3URYLGH�)HHGEDFN�:LWK�6RXQG�DFFHVVLELOLW\�RSWLRQ��

���
DXGLWLQJ
FHOO�WUDFHUV�����²���
(UURU�&KHFNLQJ�EXWWRQ�����²���
Error Checking options, 260
(YDOXDWH�)RUPXOD�FRPPDQG�����²���
)RUPXOD�$XGLWLQJ�JURXS�����������²����
ZDWFKLQJ�IRUPXODV�����²���

$XWR�)LOO�IHDWXUH
Auto Fill option, Series command, 229
dates, 224, 227
decreasing series, 224
GRXEOH�FOLFNLQJ�ÀOO�KDQGOHV�����²���
ÀOO�KDQGOHV�ZLWK�����²���
limitations, 225
2SWLRQV�PHQX�IRU�����²���
right mouse button drag options, 228
selection range values, effects of, 224
suppressing with Ctrl, 225

$XWR�2XWOLQH�FRPPDQG�����²���
$XWR&DOFXODWH�IHDWXUH����
$XWR&RPSOHWH

cell value option, 100
Enable AutoComplete For Cell Values, 222
HQWHULQJ�UHSHDWHG�HQWULHV�ZLWK�����²���
Formula AutoComplete feature. See Formula AutoComplete
name insertion with, 492
structured references, for, 503

$XWR&RUUHFW�GLDORJ�ER[
actions available online, 247
$FWLRQV�WDE�RSWLRQV�����²���
automatic conversion to hyperlinks, 246
FRQWURO�RI�$XWR)RUPDW�ZLWK�����²���
ÁRDWLQJ�RSWLRQ�EXWWRQ�PHQXV�����²���
options for, 245
shorthand entries, adding custom, 248
VSHOOLQJ�HUURU�FRUUHFWLRQ�����²���
symbols for shortcuts by, 245

$XWR)LOWHU�FRPPDQG������
$XWR)LW�&ROXPQ�:LGWK�FRPPDQG�����
$XWR)LW�5RZ�+HLJKW�FRPPDQG����������



����� AutoFormat features

$XWR)RUPDW�IHDWXUHV
email to hyperlink, 234, 236
ribbon location of command, 1003, 1011
WXUQLQJ�RII�����²���

$XWRPDWLF�IRQW�FRORU�RSWLRQ�����
$XWRPDWLFDOO\�)ODVK�)LOO�����
$XWRPDWLFDOO\�,QVHUW�$�'HFLPDO�3RLQW�RSWLRQ�����²��������
$XWR5HFRYHU����²��
$XWR6KDSHV������
$XWR6XP�FRPPDQG������������
$9('(9��DYHUDJH�GHYLDWLRQ��IXQFWLRQ������
DYHUDJHV
$ERYH�$YHUDJH�ÀOWHU�����
$9(5$*(�IXQFWLRQV���������������²���������
$9(5$*(,)�IXQFWLRQV�����²���
DAVERAGE function, 1047
GEOMEAN function, 1056
HARMEAN function, 1056
0LFURVRIW�4XHU\�JHQHUDWLRQ�RI�����²���

D[HV��FKDUW
FDWHJRU\�D[HV��IRUPDWWLQJ�����²���
GDWH�RSWLRQV�����²���
display formatting, 685
LQWHUVHFWLRQ�SRLQWV�RI��HGLWLQJ�����²���
ODEHO�LQWHUYDOV�IRU�����²���
label numeric formats, 709
ODEHO�SRVLWLRQLQJ�����²���
logarithmic scaling of, 685
reversing scales for, 685
VFDOLQJ�����²���
VHFRQGDU\�D[HV�����²���
tick mark spacing, 684
titles of, 683
types of, 683
W\SH�RSWLRQV�����²���
YDOXH�D[HV��IRUPDWWLQJ�����²���
visibility options, 683

B
EDFNJURXQG�JUDSKLFV�IRU�ZRUNVKHHWV�����
%DFNJURXQG�PHQX��������
EDFNJURXQG�UHPRYDO�WRRO�IRU�LPDJHV�����
EDFNVODVK��?�

literal demarcation character for formats, 333
WH[W�DOLJQPHQW�ZLWK�����²���

%DFNVSDFH
entry correction with, 152
keyboard shortcut combinations using, 1015

%DFNVWDJH�YLHZ
FDSDELOLWLHV�RI����²��
Export command, 62
File tab, relation to, 10
keyboard shortcuts for, 1029
2SHQ�VFUHHQ����²��
3ULQW�3UHYLHZ�ZLQGRZ�����²���
Print screen, 455
SULQWLQJ�RSWLRQ�DFFHVV�����²�����See also printing

Save As screen, 44
6KDUH�RSWLRQV�����²���

EDFNXSV
DXWRPDWLF�VHWWLQJ�IRU����²��
AutoRecover backups, 71

EDFNZDUG�FRPSDWLELOLW\����²��
%$+77(;7�IXQFWLRQ������
EDQGLQJ��DXWRPDWLF�����²���
%$6(�IXQFWLRQ������
EDVLV�DUJXPHQW�IRU�VHFXULWLHV�����
%HJLQV�:LWK�WH[W�ÀOWHUV�����
%HUQRXOOL�GLVWULEXWLRQV��JHQHUDWLQJ�����
%(66(/�IXQFWLRQV������²����
%(7$�IXQFWLRQV������
%HYHO�FRQWURO����'�����
%,��%XVLQHVV�,QWHOOLJHQFH��DGG�LQ.�See�3RZHU3LYRW
ELOOLQJ�IRUPDWV��FXVWRP�����
ELQDU\�QXPEHUV
%,1���ELQDU\�FRQYHUVLRQ��IXQFWLRQV������
DEC2BIN function, 1048
HEX2BIN function, 1056
OCT2BIN function, 1069

%,120�IXQFWLRQV������²����
ELQRPLDO�GLVWULEXWLRQV��JHQHUDWLQJ�����
ELQV��KLVWRJUDP�����²���
%,7�FRPSDULVRQ�IXQFWLRQV������
EODQN�FHOOV
&2817%/$1.�IXQFWLRQ�����
DV�FULWHULD�IRU�ÀOWHUV�����
,6%/$1.�IXQFWLRQ�����²���������
sorting of, 737

%ODQN�:RUNERRN�FRPPDQG����
%RG\�IRQW�����²���
%ROG�FRPPDQG�����������
ERQG�\LHOG�IXQFWLRQV�����²���������.�See also�VHFXULWLHV�

DQDO\VLV�IXQFWLRQV
ERUGHUV
DQJOHG�����²���
applying, 353
Borders button, 348, 350
%RUGHUV�WDE��)RUPDW�&HOOV�����²���
FKDUW��IRUPDWWLQJ�����²���
default color of, 353
Draw Border Grid command, 353
Draw Borders command, 353
erasing, 353
Inside button, 353
keyboard shortcuts for, 1025
Line Color gallery, 353
Line Style gallery, 353
line style selection, 353
0RUH�%RUGHUV�FRPPDQG�����²���
None button, 353
Outline button, 353
pasting none, option for, 196, 199
remove all, keyboard shortcut, 1019
solid gray line in preview area, 350

%RWWRP�DOLJQPHQW�����
ERWWRP�n�WLPHV��ÀOWHULQJ�����
EUDFHV����̂ ���̀ �����NH\ERDUG�VKRUWFXWV�ZLWK������



 cells� ����

EUDFNHWV����>���@���
HODSVHG�WLPH�FRGHV�����²���
keyboard shortcuts with, 1019
in table formulas, 756

EUHDN�PRGH��9LVXDO�%DVLF�(GLWRU�����²��������²���
EULJKWQHVV��LPDJH�����²���
%ULQJ�)RUZDUG�EXWWRQ�����²���
EURZVHUV��RSHQLQJ�ÀOHV�LQ����
EXLOW�LQ�FXVWRP�IRUPDW�FRGHV��WDEOH�RI�����
EXOOHW�OLVWV��6PDUW$UW�����
%XVLQHVV�,QWHOOLJHQFH��%,��DGG�LQ.�See�3RZHU3LYRW
EXWWRQV
DGGLQJ�WR�4XLFN�$FFHVV�7RROEDU����²��
FUHDWLQJ�IRU�PDFURV����²��
FXVWRPL]DWLRQ�RI����²��

C
FDOFXODWHG�FROXPQV�����
FDOFXODWHG�ÀHOGV��0LFURVRIW�4XHU\�����
FDOFXODWLRQ.�See�UHFDOFXODWLRQ
&DOFXODWLRQ�2SWLRQV�FRPPDQG�����²���
FDOORXWV�����²���
&DPHUD�EXWWRQ�����²���
&DQFHO�EXWWRQ��IRUPXOD�EDU�����
FDQGOHVWLFN�FKDUWV�����²���
FDSDFLWLHV�RI�([FHO����²��
&DSV�/RFN�$XWR&RUUHFW�����
&DSV�/RFN�PRGH�����
FDUHW��A���WH[W�DOLJQPHQW�ZLWK�����²���
FDVH

Capitalize options, AutoCorrect, 245
FKDQJLQJ�ZLWK�)ODVK�)LOO�����²���
Correct TWo INitial CApitals option, 245
IXQFWLRQV�IRU�PDQLSXODWLQJ�����²���
/2:(5�IXQFWLRQ�����²���������
Match Case option, Find command, 238
names, insensitivity to, 487
VRUWLQJ��VHQVLWLYLW\�WR�����²���
833(5�IXQFWLRQ�����²���������

FDVK�ÁRZ�IXQFWLRQV��See�LQYHVWPHQW�IXQFWLRQV
&(,/,1*�IXQFWLRQ�����������²����
&(//�IXQFWLRQ������
FHOO�UHIHUHQFHV

��DSRVWURSKH������
���GROODU�VLJQ������
DEVROXWH�UHIHUHQFHV����������²���
clicking to enter, 469
closed workbooks, to, 477
FRS\LQJ��HIIHFW�RQ�����²���
cutting source cells, changes resulting from, 197
editing, 477
effects of, 469
H[WHUQDO�UHIHUHQFHV�����²���
F4 command, 470
functions, inserting in, 536
PL[HG�UHIHUHQFHV����������²���
names, changing for, 487
QDPHV��UHSODFLQJ�ZLWK�����²���

WR�RWKHU�ZRUNERRNV�����²���
to other worksheets, 471
�5()��HUURU�YDOXH�����
UHODWLYH�UHIHUHQFHV����������²��������
renamed workbooks and sheets, 477
row-column reference style, 472
VRUWLQJ�LVVXHV�����²���
WH[W�YDOXHV�LQ�FHOOV�����²���
WUDFHUV�IRU�����²���

&HOO�6W\OHV.�See also�VW\OHV
applying, 301
attributes affected by, 300
&HOO�6W\OHV�EXWWRQ�DQG�JDOOHU\�����²���
FRS\LQJ�EHWZHHQ�ZRUNERRNV�����²���
FXVWRP��FUHDWLQJ�����²���
Data And Model category, 300
deleting, 305
'XSOLFDWH�FRPPDQG�����²���
Format Cells dialog box, 302
Good, Bad And Neutral category, 300
merging, 305
PRGLI\LQJ�VW\OH�GHÀQLWLRQV�����²���
Normal, 304
Number Format category, 301
shortcut menu for, 302
6W\OH�GLDORJ�ER[�����²���
VW\OH�E\�H[DPSOH�SURFHGXUH�����²���
Themed Cell Styles category, 301
themes, relation to, 299
Titles And Headings category, 300

FHOO�WUDFHUV�����²���
FHOOV

active, 15, 131
alignment of data in. See alignment
Allow Editing Directly In Cells option, 221
AutoComplete option, 100
CELL function, 1039
Cell Mode, 38
Cells command, Excel 2003 Formatting toolbar, 1011
Cells command, Format menu, 1003
Comment command, 127
copying. See copying
&2817%/$1.�IXQFWLRQ�����
GDWD�HQWU\�GLUHFWO\�LQ�����²���
GHOHWLQJ�����²���
GLUHFW�FHOO�PDQLSXODWLRQ�����²���
GLVSOD\LQJ�IRUPXODV�LQ����²��
GRXEOH�FOLFNLQJ�WR�HGLW�����²���
(GLW�PRGH�����²���
editing contents of. See editing
HPSW\��&2817%/$1.�IXQFWLRQ�����
entering formulas, options for selected cell after, 35
(VF�WR�UHVWRUH�FRQWHQWV�����²���
formatting. See Format Cells dialog box; formatting
green warning triangles in, 213
+LJKOLJKW�&HOOV�5XOHV�FRQGLWLRQDO�IRUPDWWLQJ�����²���
inserting. See inserting cells
insertion points, 143
last, selecting with Go To Special, 140
PHUJLQJ�����²���



����� center alignment

FHOOV��FRQWLQXHG
QDPLQJ�����²�����See also names
property links in, 56
ranges of. See ranges
references to. See cell references
5(37�IXQFWLRQ��ÀOOLQJ�ZLWK������
selection of, 134
selection of, keyboard shortcuts for, 1024
VL]H�RI��FRQWUROOLQJ�����²���
splitting data with Justify command, 231
Styles. See Cell Styles
text boxes linked to, 382
visible only, selecting with Go To Special, 140, 142

FHQWHU�DOLJQPHQW�����²���
FHQWHU�YHUWLFDO�DOLJQPHQW�����
FHQWHULQJ�SULQWRXWV�����
FKDQJH�WUDFNLQJ
DFFHSWLQJ�FKDQJHV�����²���
Allow Changes By More Than One User At The Same Time, 

���²���
canceled shared sessions, 889
&RPSDUH�$QG�0HUJH�:RUNERRNV�FRPPDQG�����²���
HPDLO�GLVWULEXWLRQ�PHWKRGV�����²���
formatting changes exempted from, 887
Highlight Changes command, 882, 886
highlighting options, 887
history worksheet creation option, 887
preserving change histories, 887
SURWHFWLQJ�FKDQJH�KLVWRU\�����²���
ranges for, specifying, 886
UHYLHZLQJ�FKDQJHV�����²���
Track Changes command, 882, 886
When list options, 886
Who list options, 886

FKDUDFWHU�VHW�FRQYHUVLRQ
&+$5�IXQFWLRQ�����²��������������
CODE function, 546, 1041
UNICODE function, 1084

&KDUDFWHU�6SDFLQJ�RSWLRQV�����
&KDUW�PHQX��������ULEERQ�HTXLYDOHQWV�WR������
FKDUW�VKHHWV�����
&KDUW�:LQGRZ�FRPPDQG������
FKDUWV

Add Data command, 1007
Add Trendline command, 1007
DGGLQJ�QHZ�GDWD�SRLQWV�IRU�����²���
All Charts tab, 669
arrowheads, adding to lines, 700
Automatic formatting option, 701
D[HV��GDWH�RSWLRQV�����²���
axes, display formatting, 685
D[HV��LQWHUVHFWLRQ�SRLQWV�RI��HGLWLQJ�����²���
D[HV��ODEHO�LQWHUYDOV�IRU�����²���
axes, label numeric formats, 709
D[HV��ODEHO�SRVLWLRQLQJ�����²���
axes, logarithmic scaling of, 685
axes, reversing scales for, 685
D[HV��VFDOLQJ�����²���
axes, tick mark spacing, 684
axes, titles of, 683

axes, types of, 683
D[HV��W\SHV�RSWLRQV�����²���
axes, visibility options, 683
EDFNJURXQG�ÀOOV�����²���
ERUGHU�IRUPDWWLQJ�����²���
%RXQGV�VHWWLQJV�����²���
capacity limits for, 11
FDWHJRU\�D[HV��IRUPDWWLQJ�����²���
&KDQJH�&KDUW�7\SH�FRPPDQG�����²���
Change Colors command, 698
Chart Elements button, 7, 671, 680, 682, 693
Chart Filters button, 671
&KDUW�2EMHFWV�OLVW�����²���
Chart Options command, 1007
Chart Styles button, 7, 671
&KDUW�6W\OHV�JDOOHU\�����²���
Chart Styles group, 670
Chart Title check box, 680
Chart Tools tabs, 667, 670
Chart Wizard command, 1009
Charts group options, 668
FRORUV�IRU�����²���
Column Chart button, 668
FRPER�FKDUWV�����²���
contextual tool sets for, 29
FUHDWLQJ�QHZ�����²���
3-D View command, 1007
data labels, 8, 682
data tables, adding, 682
GDWH�ODEHOHG�D[HV�����²���
'HVLJQ�WDE����������²���
empty cells options, 693
HUURU�EDUV�����²���
Excel 2003 Formatting toolbar command equivalents, 1010
F11 command, 679
)LOO�$QG�/LQH�EXWWRQ�����²���
)LOWHU�EXWWRQ�����²���
ÀOWHU�FRQWUROV�IRU�FROXPQV�����²���
)RUPDW�$[LV�SDQH����������²���
Format Chart Title task pane, 681
)RUPDW�(UURU�%DUV�SDQH�����²���
Format tab, 667
)RUPDW�7UHQGOLQH�SDQH�����²���
formatting. See charts, formatting
JDOOHULHV�RI�RSWLRQV�IRU�����²���
JHRJUDSKLF�GDWD��3RZHU�9LHZ�����²���
JUDGLHQW�ÀOOV�IRU�����²���
JULGOLQHV�IRU�����²��������
hidden cells options, 693
KLJKOLJKWLQJ�VHULHV�WHPSRUDULO\�����²���
+RUL]RQWDO�$[LV�&URVVHV�YDOXHV�����²���
hyperlinks to, 974
,QVHUW�&KDUWV�GLDORJ�ER[���²������²���
inserting, 1021
labels for series, 682
layouts, 678
OHJHQGV�IRU�����²���
OLQH�IRUPDWWLQJ�����²���
Location command, 1007
logarithmic scaling, 685



 COLUMN function� ����

PRGLI\LQJ�GDWD�IRU�����²���
Move Chart command, 679
0RYLQJ�$YHUDJH�WRRO�����²���
PRYLQJ�DYHUDJH�WUHQGOLQHV�����²���
QRQFRQWLJXRXV�GDWD��SORWWLQJ�����²���
REMHFWV��FKDUW�����²���
previews, 670
Quick Layout button, 678
5HFRPPHQGHG�&KDUWV���²������
UHPRYLQJ�VHULHV�IURP�����²���
repositioning elements, 699
VFDOLQJ�D[HV�����²���
VHFRQGDU\�D[HV�����²���
6HOHFW�'DWD�FRPPDQG�����²���
VHOHFWLQJ�GDWD�IRU�����²���
VHOHFWLQJ�REMHFWV�LQ�����²���
sheets, moving to separate, 679
Source Data command, 1007, 1010
sparklines, 10
VWRFN�RSHQ�KLJK�ORZ�FORVH�����²���
VW\OHV�����²���
6ZLWFK�5RZ�&ROXPQ�EXWWRQ�����²���
WDEOHV�DV�VRXUFH�GDWD�����²��������
text boxes, adding to, 709
WH[W�IRUPDWWLQJ�����²���
themes, effects on styles available, 679
Timeline feature, 8
WLWOHV��DGGLQJ�ERUGHUV�WR�����²���
WLWOHV�IRU�����²���
WUHQGOLQHV�����²���
8QLWV�VHWWLQJV�����²���
YDOXH�D[HV��IRUPDWWLQJ�����²���
:RUG��HPEHGGLQJ�LQ�����²���
WordArt in, 705

FKDUWV��IRUPDWWLQJ
DQJOH�IRU�ODEHOV��VHWWLQJ�����²���
arrowheads, adding to lines, 700
Automatic formatting option, 701
D[LV�ODEHOV�����²���
EDFNJURXQG�ÀOOV�����²���
ERUGHU�IRUPDWWLQJ�����²���
Change Colors command, 698
&KDUW�2EMHFWV�OLVW�����²���
&KDUW�6W\OHV�JDOOHU\�����²���
FRORU��EDFNJURXQG�����²���
Compound Type lines, 701
Dash Type lines, 701
)LOO�$QG�/LQH�EXWWRQ�����²���
Font group commands for text, 705
)RUPDW�&KDUW�$UHD�SDQH�����²���
JUDGLHQW�RSWLRQ����������²���
Insert Shapes command, 709
OLQH�IRUPDWWLQJ�����²���
1R�)LOO�RSWLRQ�����²���
SLFWXUHV�IRU�EDFNJURXQGV�����²���
repositioning elements, 699
VHOHFWLQJ�REMHFWV�IRU�����²���
WDVN�SDQHV�IRU�����²���
text boxes, adding, 709

WH[W�IRUPDWWLQJ�����²���
WH[WXUHV�IRU�EDFNJURXQGV�����²���
WLWOHV��DGGLQJ�ERUGHUV�WR�����²���
WUDQVSDUHQW�EDFNJURXQGV�IRU�����²���
WordArt styles for, 705

&KHFN�&RPSDWLELOLW\�FRPPDQG����
&KHFN�)RU�8SGDWHV�FRPPDQG������
&KHFN�2XW�DQG�&KHFN�,Q�FRPPDQGV�����
&+,�GLVWULEXWLRQ�IXQFWLRQV������²����
&KRRVH�$�6PDUW$UW�*UDSKLF�GLDORJ�ER[�����²���
&KRRVH�)RUPDW�)URP�&HOO�ÀQG�RSWLRQ�����
&+226(�IXQFWLRQ�����������
FLUFOHV��GUDZLQJ�����
FLUFXODU�UHIHUHQFHV�����²���
FODVVHV��9%$�����²���
&/($1�IXQFWLRQ�����������
FOHDULQJ

2003 Clear menu ribbon equivalents, 999
FHOOV�����²���
Clear Formats command, 296
conditional formatting, 314
data in cells, 219

&OLS�$UW�FRPPDQG��,QVHUW�PHQX������.�See also�SLFWXUHV
&OLSERDUG
FKDUWV��HPEHGGLQJ�LQ�:RUG�����²���
Clear All command for, 194
Format Painter command, 296
Home tab commands for, 191
keyboard shortcuts for, 191
PXOWLSOH�LWHPV�LQ�����²���
options for, 192
parsing text in, 848
Paste All command, 194
Paste Special with, 964
SDVWLQJ�([FHO�WDEOHV�LQWR�:RUG�����²���
SDVWLQJ�SLFWXUHV�IURP�����²���
WDVN�SDQH��GLVSOD\LQJ�����²���
Word Hyperlink option, Paste Special, 985

&ORFN�VHWWLQJV��&RQWURO�3DQHO�����
&ORVH�FRPPDQG������������
FORVLQJ�ZLQGRZV��HIIHFW�RI�RUGHU�RI�����
FORXG�FRPSXWLQJ�����.�See also�2IÀFH�:HE�$SSV��6N\'ULYH
&0$��&RPSHWLWLYH�0DUNHW�$QDO\VLV������²���
&2'(�IXQFWLRQ�����������
&ROODSVH�)RUPXOD�%DU�EXWWRQ����
FROODWLRQ�����
&ROOHFW�$QG�&RS\�IHDWXUH�����²���
FROOHFWLRQV��9%$�����²���
FRORQ�����VWUXFWXUHG�UHIHUHQFH�UDQJH�RSHUDWRU�����²���
FRORU
&RORUV�JDOOHU\��WKHPHV�����²���
FXVWRP�ÀOO�FRORUV�����²���
FXVWRP�IRUPDWV�IRU�����²���
dithering of nonstandard, 337
ÀOOV��See�ÀOO�FRORU
gridline options, 100
worksheet tabs options, 100

&RORU�6FDOHV�FRQGLWLRQDO�IRUPDWWLQJ����������
&2/801�IXQFWLRQ�����������



����� columns

FROXPQV
AutoFit Column Width command, 360
Banded Columns option for tables, 761
EDQGLQJ��DXWRPDWLF�����²���
calculated columns, 499
FDOFXODWHG�FROXPQV��3RZHU3LYRW�����²���
Column commands, Format menu, 1003
Column Width command, 359
Columns command, Insert menu, 1002
&2/8016�IXQFWLRQ�����²���������
Default Width command, 360
default width of, 359
GHOHWLQJ�����²���
GHVLJQ�FRQVLGHUDWLRQV�����²���
GLIIHUHQFHV��VHOHFWLQJ�����²���
displaying hidden, 362
headings of. See headings
KLGLQJ�����²��������
highlighting of headings, 15
LQVHUWLQJ�����²��������
inserting, dangers of, 129
lettering of, 15
pasting widths, 196, 199
Pick From Drop-Down List command, 248
SULQWLQJ�KHDGLQJV�RQ�HYHU\�SDJH�����²���
VHOHFWLQJ�HQWLUH�����²���
selecting in tables, 726
snapping to widest values, 361
VRUWLQJ�E\�����²���
VRUWLQJ��VLQJOH�FROXPQ�����²���
VSHFLÀHUV����������²��������²���
tables, guidelines for, 723
well-constructed for PivotTables, 771
ZLGWKV��FRQWUROOLQJ�����²���

&20%,1�IXQFWLRQV�����������
FRPER�FKDUWV�����²���
FRPPD����

formatting, 319
interpretation in numeric values, 145
keyboard shortcuts with, 1019
separator for custom formats, 333
VWUXFWXUHG�UHIHUHQFH�XQLRQ�RSHUDWRU�����²���
Use System Separators option, 222

&RPPD�'HOLPLWHG��&69��ÀOHV����²�������
&RPPD�6W\OH�EXWWRQ�����
FRPPDQG�JURXSV.�See�JURXSV��ULEERQ
FRPPDQGV
������ÀQGLQJ�RQ�ULEERQ��See 2003 menu commands, 2013 

ribbon equivalents
DGGLQJ�WR�4XLFN�$FFHVV�7RROEDU����²��
Data. See Data tab
Developer tab, 1001
G\QDPLF�FRPPDQGV��GLVSOD\�RI����²��
edit controls, 79
File tab commands. See File tab
Formulas. See Formulas tab
Home tab. See Home tab
Insert tab. See Insert tab
NH\ERDUG�FRPPDQG�PRGH����²��
labels, hiding, 81

PRGLÀHUV����²��
Page Layout. See Page Layout tab
Review. See Review tab
ribbon, customization of. See ribbon customization
ScreenTips for, 78
touch-enabled, 9
View. See View tab

FRPPD�VHSDUDWHG�YDOXHV�ÀOHV����²�������
FRPPHQWV
DGGLQJ�WR�FHOOV�����²���
FOHDULQJ�FHOOV�RI�����²���
Comment command, 127
Comments command equivalent, 1001
deleting, 271
Edit Comment command, 270
options for displaying, 270
pasting, 199
Previous and Next commands, 270
SULQWLQJ����������²���
red triangle notice of in cells, 270
Show Ink command, 271
showing, 271
9%$����������²���

FRPPRQ�ORJDULWKPV
IMLOG functions, 1059
LOG functions, 1063

&RPSDUH�$QG�0HUJH�:RUNERRNV�FRPPDQG�����²���������
&RPSDUH�6LGH�%\�6LGH�:LWK�FRPPDQG������
FRPSDWLELOLW\
&RPSDWLELOLW\�&KHFNHU����²��
&RPSDWLELOLW\�PRGH����²��
of legacy Excel versions, 66
RSWLRQV�IRU����²��
table issues in Compatibility mode, 724

&RPSHWLWLYH�0DUNHW�$QDO\VLV��&0$������²���
FRPSOH[�QXPEHUV

COMPLEX function, 1042
,0�IXQFWLRQV������²����

&RPSUHVV�3LFWXUHV�FRPPDQG�����²���
FRQFDWHQDWLRQ
&21&$7(1$7(�IXQFWLRQ�����²���������
FRQFDWHQDWLQJ�GDWD�ZLWK�)ODVK�)LOO�����²���
FRQFDWHQDWLRQ��	��RSHUDWRU�����²���

FRQGLWLRQDO�EUHDNSRLQWV�����²���
FRQGLWLRQDO�IRUPDWWLQJ

clearing, 314
Color Scales, 307, 309
FRPPDQGV��PHQX�RI�����²���
FRQGLWLRQDO�RSHUDWRUV�LQ�FXVWRP�IRUPDWV�����²���
copying, 314
FXVWRP��FUHDWLQJ�����²���
'DWD�%DUV����������²���
A Date Occurring rule, 308
Duplicate Values rule, 308
Edit The Rule Description area, 312
Format All Cells Based On Their Values rule type, 311
)RUPDW�2QO\�&HOOV�7KDW�&RQWDLQ�UXOH�W\SH�����²���
IRUPXODV�IRU��FUHDWLQJ�FXVWRP�����²���
+LJKOLJKW�&HOOV�5XOHV�����²���
Icon Sets, 307, 309, 311



 Ctrl+ keyboard shortcuts� ����

improvements in, 11
PDQDJLQJ�UXOHV�����²���
0RUH�5XOHV�FRPPDQG�����²���
1HZ�5XOH�GLDORJ�ER[�����²���
pasting, 199
SUHFHGHQFH�RI�UXOHV�����²���
Between rule, 308
UXOH�W\SHV�����²���
selecting all, 315
selecting with Go To Special, 140, 315
Text That Contains rule, 308
Top/Bottom Rules, 306, 309
Use A Formula To Determine Which Cells To Format, 

���²���
FRQGLWLRQDO�IXQFWLRQV

Conditional Sum Wizard discontinued, 522
&2817,)�IXQFWLRQV�����²��������������
EXACT function, 547, 1052
logical functions with, 553
SUMIF functions, 523, 538, 552, 1080

&RQGLWLRQDO�6XP�:L]DUG�GLVFRQWLQXHG�����
FRQGLWLRQDO�WHVWV

conditional functions for. See conditional functions
GHÀQLWLRQ�IRU�����
if. See if condition
INDEX and MATCH functions for, 525
logical operators for, table of, 522
TRUE or FALSE results, 522

FRQÀGHQFH��'HVFULSWLYH�6WDWLVWLFV�WRRO�����
&21),'(1&(�IXQFWLRQV������
FRQQHFWRU�WRROV�����
FRQVROLGDWLQJ�ZRUNVKHHW�GDWD

Add command, 279, 283
FDSDELOLWLHV�RI�����²���
FDWHJRU\��FRQVROLGDWLQJ�E\�����²���
FORVHG�ZRUNERRNV��DFFHVVLQJ�GDWD�IURP�����²���
&RQVROLGDWH�FRPPDQG�����²��������������
&RQVROLGDWH�GLDORJ�ER[�����²���
&UHDWH�/LQNV�7R�6RXUFH�'DWD�FKHFN�ER[�����²���
default function for, 277
deleting references, 283
functions available for, 277
OLQNV�WR�VRXUFH�ZRUNVKHHWV�����²���
SRVLWLRQ��FRQVROLGDWLQJ�E\�����²���
refreshing values, 280

FRQVWDQWV
QDPLQJ�����²���
selecting with Go To Special, 140
types of, 143

&RQWDFW�8V�FRPPDQG������
&RQWDLQV�WH[W�ÀOWHUV�����
FRQWH[WXDO�WRRO�VHWV����
&RQWRXU�FRQWURO����'�����
FRQWUDVW��LPDJH�����²���
&RQWURO�NH\ERDUG�VKRUWFXWV��WDEOH�RI������²����
&RQWURO�7RROER[�FRPPDQG������
&219(57�IXQFWLRQ������
FRSLHV��RSHQLQJ�ÀOHV�DV����
FRS\LQJ
FHOO�UHIHUHQFHV��HIIHFW�RQ�����²���

Clipboard. See Clipboard
conditional formatting, 314
&RS\�$V�3LFWXUH�FRPPDQG�����²���
Copy button, 191
Ctrl+C keyboard shortcut, 192
data in cells, 219
Down command, Fill menu, 230
GUDJJLQJ�FHOOV�DQG�UDQJHV�ZLWK�PRXVH�����²���
ÀOO�KDQGOH�PHWKRG�����²���
I-beam insertion points, 205
Insert Copied Cells command, 209
Internet data, 876
Left command, Fill menu, 230
PDUTXHHV�����²���
Move Or Copy dialog box, 893
nonadjacent ranges prohibited, 192
Right command, Fill menu, 230
ULJKW�PRXVH�EXWWRQ�GUDJ�RSWLRQV�����²���
VWUXFWXUHG�UHIHUHQFHV�����²���
Up command, Fill menu, 230
Update Formula To Include Cells option, 213
Visible Cells Only option, 276
ZRUNVKHHWV�����²���

&255(/�IXQFWLRQ������
FRUUXSWHG�ZRUNERRNV��UHFRYHULQJ����²��
&26�IXQFWLRQ������
&26+�IXQFWLRQ������
&27��FRWDQJHQW��IXQFWLRQ������
&27+��K\SHUEROLF�FRWDQJHQW��IXQFWLRQ������
FRXQWLQJ

count, Descriptive Statistics tool, 618
COUNT functions, 539, 604, 1043
&2817%/$1.�IXQFWLRQ�����
&2817,)�IXQFWLRQV�����²��������������
DCOUNT functions, 1048
0LFURVRIW�4XHU\�JHQHUDWLRQ�RI�FRXQWV�����²���
PivotTable default, 792
with table structured reference tags, 760

&283��FRXSRQ��IXQFWLRQV�����������
FRXSRQ�UDWHV�DUJXPHQW�����
&29$5,$1&(�IXQFWLRQV������²����
FUDVKHV��UHFRYHULQJ�IURP����²��
&5,7%,120�IXQFWLRQ������
&6&��FRVHFDQW��IXQFWLRQ������
&6&+��K\SHUEROLF�FRVHFDQW��IXQFWLRQ������
&69��&RPPD�'HOLPLWHG��ÀOHV����²�������
&WUO�NH\��FRQVWUDLQHG�GUDZLQJ�ZLWK�����²���
&WUO��NH\ERDUG�VKRUWFXWV

arrow keys for region navigation, 132
&WUO�C��GLVSOD\�KLGH�IRUPXODV�����
Ctrl+;, 567
&WUO����DUUD\�VHOHFWLRQ������
Ctrl+1, 287, 928
Ctrl+Alt+V, 1026
Ctrl+C, 192
Ctrl+D, 230
Ctrl+End, 134
&WUO�)�����²���
Ctrl+H, 242
&WUO�+RPH��PRYH�WR�$�����������



����� Ctrl+Shift and drag

&WUO��NH\ERDUG�VKRUWFXWV��FRQWLQXHG
Ctrl+Page Down, 19, 161
Ctrl+Page Up, 161
Ctrl+R, 230
Ctrl+S, 44
Ctrl+Shift+:, 567
&WUO�6KLIW�a�����
Ctrl+Spacebar, 137, 208
Ctrl+T, 723
Ctrl+Tab, 174
Ctrl+V, 192
Ctrl+X, 192
&WUO�<����������²���
Ctrl+Z, 153, 192, 565
Go To Special, list of, 142
macros, assigning to, 917
table by letter keys, 1020

&WUO�6KLIW�DQG�GUDJ�����²���
&8%(�IXQFWLRQV������²����
&80,307�IXQFWLRQ������
&8035,1&�IXQFWLRQ������
FXUO\�EUDFHV����DUUD\�IRUPXOD�LQGLFDWRU�����²��������
FXUUHQF\
���GROODU�VLJQ���LQWHUSUHWDWLRQ�RI�����
���GROODU�VLJQ��IRUPDWWLQJ�����
&XUUHQF\�IRUPDW�RSWLRQ�����²���
Currency Style command, 1010
decimal point line-up issue, 337
DOLLAR function, 546, 1049
(XUR�&XUUHQF\�7RROV�DGG�LQ�����²���
EUROCONVERT function, 1052
French Canadian dollar format, 337
Set Precision As Displayed option, 511
V\PEROV�IRU�$FFRXQWLQJ�IRUPDW�����²���

&XUUHQWO\�2SHQ�:RUNERRNV�FRPPDQG������
FXUYHV��GUDZLQJ�����²���
&XVWRP�)LOWHULQJ�FRPPDQG�����²���
FXVWRP�IXQFWLRQV
DGGLQJ�QHZ�WR�DQ�DGG�LQ�ÀOH�����²���
DUJXPHQWV�RI�����²���
assignment of values to return variables, 939
assignment statements, 938
FRPPHQWV�����²���
dialog boxes of, 939
GRFXPHQWDWLRQ�����²���
error trapping for, 942
([FHO�0DFUR�(QDEOHG�:RUNERRN��VDYLQJ�ÀOHV�DV�����
Exit Function statements, 942
formulas, using in, 937
)XQFWLRQ��(QG�)XQFWLRQ�VWDWHPHQWV�����²��������
,I«(QG�,I�EORFNV�����²���
indenting code, 936
,QVHUW�)XQFWLRQ�GLDORJ�ER[�IRU�����²���
PDNLQJ�DYDLODEOH�DQ\ZKHUH�����²���
naming, 940
procedures, 939
VDYLQJ�LQ�D�VHSDUDWH�ZRUNERRN�����²���
syntax of, 939
using in a worksheet, 937
variables in, 938

VBA basis of, 935
VBA keyword limitations, 939

&XVWRP�/LVW�IHDWXUH�����²��������²���
&XVWRP�WDE��3URSHUWLHV�GLDORJ�ER[����
&XVWRP�9LHZV�FRPPDQG����������²���������
&XVWRPHU�([SHULHQFH�,PSURYHPHQW�3URJUDP�RSWLRQ�����
&XVWRPL]H�FRPPDQG������
&XVWRPL]H�7KH�5LEERQ�FRPPDQG����
&XW��&RS\��$QG�6RUW�,QVHUWHG�2EMHFWV�:LWK�7KHLU�3DUHQW�&HOOV�

RSWLRQ�����
FXWWLQJ

Ctrl+X keyboard shortcut, 192
Cut button, 191
data in cells, 219
Insert Cut Cells command, 209, 213
marquees, 191
pasting after, 197

D
'DWD�%DUV����������²���
GDWD�HQWU\
DOLJQPHQW�SUHÀ[�ÁDJV�����
Allow Editing Directly In Cells option, 221
$XWR&RPSOHWH�IRU�����²���
$XWR&RUUHFW�IRU�����²���
FOHDULQJ�FHOOV�����²���
commands useful for, 219
GDWHV�DQG�WLPHV�����²���
decimal options, 223
GHOHWLQJ�HQWULHV�����²���
direct cell entry, 143
disabling. See protecting workbooks
GLVSOD\HG�YV��XQGHUO\LQJ�YDOXHV�����²���
(�DQG�H��H[SRQHQW������
(GLW�PRGH�����²���
HUDVLQJ�����²���
(VF�WR�UHVWRUH�FHOO�FRQWHQWV�����²���
insertion points, 143
NH\ERDUG�VKRUWFXWV�IRU�����������²����
ORFNLQJ�LQ�HQWULHV�����²���
numeric text entries, 148
numeric values, entering, 145
RSWLRQV�IRU�����²���
RSWLRQV�IRU�EHKDYLRU�ZKHQ�(QWHU�LV�SUHVVHG�����²���
Pick From Drop-Down List command, 248
LQ�UDQJHV�RI�DGMDFHQW�FHOOV�����²���
series entries. See series
VSHFLDO�FKDUDFWHUV�LQ�����²���
V\PERO�HQWU\�����²���
text values, entering, 145
types of entries, 143

GDWD�ODEHOV�LQ�FKDUWV��QHZ�IHDWXUHV�IRU���
'DWD�PHQX��������ULEERQ�HTXLYDOHQWV�WR������²����
GDWD�PRGHOV
FUHDWLQJ�ZLWK�3LYRW7DEOHV�����²���
GLDJUDP�YLHZV�����²��������²���
GLUHFW�H[WHUQDO�GDWD�ORDGV�LQWR�����²���
UHIUHVKLQJ�LQ�3RZHU3LYRW�����²���
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�'DWD�VWUXFWXUHG�UHIHUHQFH�WDJ�����²���
'DWD�WDE
)URP�$FFHVV�FRPPDQG�����²���
Advanced Filter command, 746. See also Advanced Filter
$XWR�2XWOLQH�FRPPDQG�����²���
'DWD�$QDO\VLV�EXWWRQ�����²���
(GLW�/LQNV�GLDORJ�ER[�����²��������²���
Filter button, 739. See also�ÀOWHULQJ
Group command, Group menu, 273, 276
From Other Sources command, 850
Outline group commands, 1006
5HPRYH�'XSOLFDWHV�FRPPDQG�����²���
Sort buttons, 730. See also sorting
From Text command, 844
Text To Columns command, 848
Ungroup command, Group menu, 276
)URP�:HE�FRPPDQG�����²���

GDWD�WDEOHV
charts, adding to, 682
FRS\LQJ�UHVXOWV�RI�����²���
Data Table command, 634
editing tables, 638
LQSXW�FHOO�VSHFLÀFDWLRQ�����
multiple output formulas with, 636
RQH�YDULDEOH�����²���
purpose of, 633
selecting, 634
TABLE function, 635
troubleshooting, 638
WZR�LQSXW�YDULDEOH�WDEOHV�����²���

GDWD�YDOLGDWLRQ
Data Validation command, 1005
selecting with Go To Special, 140

GDWDEDVHV
components of, 128
connectivity features introduced in 2007, 13
&8%(�IXQFWLRQV������²����
data models from. See data models
DCOUNT functions, 1048
GHVLJQV�XVLQJ�GDWD�LPSRUWHG�IURP�����²���
DMAX function, 1049
importing data from. See importing data
Microsoft Query with. See Microsoft Query
New Database Query command, 1006

GDWHV�DQG�WLPHV
������GLVSOD\V�RI�����
DULWKPHWLF�SHFXOLDULWLHV�RI�����²���
$XWR�)LOO�VHULHV�RI���������������²���
base date options, 566
FKDUW�D[HV�EDVHG�RQ�����²���
Clock settings, Control Panel, 567
concatenation issues, 551
crossover date, two-digit year entry, 568
current date, entering, 567
FXVWRP�QXPHULF�IRUPDWV�IRU�����²��������²���
cutoffs, using in formulas as, 516
GDWD�HQWU\�IRUPDWV�IRU�����²���
date format, viewing, 565
DATE function, 1047
DATEVALUE function, 579, 1047

DAY function, 579, 1047
DAYS functions, 1047
('$7(�IXQFWLRQ�����²���������
HODSVHG�WLPH����������²���
HQWHULQJ�����²���
EOMONTH function, 580, 1051
H[WHQGLQJ�H[LVWLQJ�VHULHV�����²���
ÀOWHULQJ�����²���
IRUPDWWLQJ�RSWLRQV�����²���
IRUPXODV�XVLQJ�����²���
fractions interpreted as, 146
IXQFWLRQV�IRU�����²���
JURXSLQJ�LWHPV�E\�LQ�3LYRW7DEOHV�����²���
headers and footers, adding to, 446
HOUR function, 579, 1057
hours greater than 9,999, 576
Macintosh compatibility issue, 63, 566
military time convention, 567, 572
MINUTE function, 579, 1066
MONTH function, 579, 1067
1(7:25.'$<6�IXQFWLRQV�����²���������²����
12:�IXQFWLRQ�����²��������������
3LYRW7DEOH�ÀOWHUV�IRU�����²���
5HJLRQ�VHWWLQJV��&RQWURO�3DQHO�����²���
SECOND function, 579, 1078
serial values for, viewing, 565
VHULHV�ZLWK�$XWR�)LOO����������²���
single numeric representation of data and time, 565
TEXT function conversions of, 551
7LPH��$0�30��IRUPDW�NH\ERDUG�VKRUWFXW������
time formats, 567
TIME function, 1082
times greater than 24 hours, 576
TIMEVALUE function, 579, 1082
72'$<�IXQFWLRQ�����²���������
:((.'$<�IXQFWLRQ�����������
:((.180�IXQFWLRQ������
ZHHNV��,62:((.180�IXQFWLRQ������
:25.'$<�IXQFWLRQV�����²���������²����
YEAR functions, 579, 1086
YEARFRAC function, 580

'$9(5$*(�IXQFWLRQ������
'$;�SURJUDPPLQJ�ODQJXDJH
FDOFXODWHG�FROXPQ�FUHDWLRQ�����²���
FDOFXODWHG�ÀHOG�FUHDWLRQ�����²���
purpose of, 805

'$<�IXQFWLRQ�����������
'$<6�IXQFWLRQV������
G%DVH�����
'&2817�IXQFWLRQV������
''%�DQG�'%�IXQFWLRQV�����²���������
GHEXJJLQJ�E\�SDUWLDO�FDOFXODWLRQ�RI�IRUPXODV�����²���
GHEXJJLQJ�9%$�FRGH
EUHDN�PRGH�����²��������²���
EUHDNSRLQWV��VHWWLQJ�����²���
compile error messages, 948
FRQGLWLRQDO�EUHDNSRLQWV�����²���
(UU�REMHFW�����²���
2Q�(UURU�*R7R�VWDWHPHQWV�����²���
error trapping for custom functions, 942
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GHEXJJLQJ�9%$�FRGH��FRQWLQXHG
,PPHGLDWH�ZLQGRZ�����²���
2SWLRQ�([SOLFLW�VWDWHPHQWV�����²���
Quick Watch, 954
UXQ�WLPH�HUURUV�����²���
VWHS�FRPPDQGV�����²���
syntax error alerts, 948
testing strategy, 958
W\SH�PLVPDWFK�HUURUV�����²���
YDULDEOHV��PLVVSHOOHG�����²���
:DWFK�:LQGRZ�����²���

GHEXJJLQJ�ZRUNERRNV.�See�DXGLWLQJ
'HFLPDO��NH\SDG��NH\ERDUG�VKRUWFXW������
GHFLPDOV

. custom formatting symbol, 333
$XWRPDWLFDOO\�,QVHUW�$�'HFLPDO�3RLQW�RSWLRQ�����²��������
BIN2DEC function, 1038
currency line-up issue, 337
data entry of, 223
'(&���GHFLPDO�WR��IXQFWLRQV������
DECIMAL function, 1048
Decrease Decimal command, 323
Fixed Decimal mode, 133
FIXED function, 1054
HEX2DEC function, 1056
Increase Decimal command, 323
interpretation of, 145
OCT2DEC function, 1069
Use System Separators option, 222

GHFOLQLQJ�EDODQFH�IXQFWLRQV�����²���������
'HFUHDVH�'HFLPDO�FRPPDQG�����
'HFUHDVH�)RQW�6L]H�EXWWRQ�����
'(*5((6�IXQFWLRQ������
GHOHWLQJ.�See also�FOHDULQJ
FHOOV�����²���
FOHDULQJ�FHOOV�����²���
GDWD�����²���
Delete dialog box keyboard shortcut, 1027
Delete key shortcuts, 1015
Delete Sheet command, 999
ÀOHV����
ÀOO�KDQGOH�PHWKRG�IRU�����
ZRUNVKHHWV�����²���

GHOLPLWHUV��GDWD�����²���
'(/7$�IXQFWLRQ������
GHSHQGHQWV
FHOO�WUDFHUV����������²���
GHÀQLWLRQ�RI�����
'HSHQGHQWV�RSWLRQV�����²���

GHSUHFLDWLRQ�IXQFWLRQV
AMORDEGRC, 1035
AMORLINC function, 1035
arguments for, 591
''%�DQG�'%�IXQFWLRQV�����²���������
location of, 590
SLN function, 591, 1079
SYD function, 592, 1081
VDB function, 592, 1084

'HSWK�FRQWURO����'�����
GHVFULSWLRQV��DOWHUQDWLYH�:HE����������

'HVFULSWLYH�6WDWLVWLFV�WRRO�����²���
GHVLJQLQJ�ZRUNVKHHWV
DXGLHQFHV��FRQVLGHULQJ�����²���
documentation, 127
LPSRUWHG�GDWD�FRQVLGHUDWLRQV�����²���
landscape orientation, 126
modular design, 129
new data, allowing for, 129
RXWOLQLQJ�����²���
SULQWLQJ�LVVXHV�����²���
URZV�YV��FROXPQV�����²���
VXPPDU\�SDJHV�����²��������
YHUWLFDO�RULHQWDWLRQ�SUHIHUUHG�����²���
YLVLELOLW\�FRQVLGHUDWLRQV�����²���

'HWHFW�$QG�5HSDLU�FRPPDQG������
GHWHUPLQDWHV��0'(7(50�IXQFWLRQ������
'HYHORSHU�WDE������
'(964�IXQFWLRQ������
'*(7�IXQFWLRQ������
GLDJQRVWLF�SURJUDPV�RSWLRQ�����
'LDJUDP�FRPPDQG������
GLDORJ�ER[HV

of custom functions, 939
NH\ERDUG�VKRUWFXWV�IRU������²����
ODXQFKHUV����²��
text box keyboard shortcuts, 1021

',)�ÀOHV����
GLJLWDO�VLJQDWXUHV�����²���
'LP�VWDWHPHQWV��9%$�����
GLUHFW�FHOO�PDQLSXODWLRQ�����²���
',6&��GLVFRXQW�UDWH��IXQFWLRQ�����������
GLVFRQWLQXHG�IHDWXUHV�IRU���������
',6&2817�FXVWRP�IXQFWLRQ�����²���
GLVFUHWH�GLVWULEXWLRQV��JHQHUDWLQJ�����
'LVSOD\�RSWLRQV
FXUUHQW�ZRUNERRN�RQO\�RSWLRQV����²��
IRUPXODV��VKRZLQJ�LQVWHDG�RI�UHVXOWV�RSWLRQ����²��
hiding zeros option, 98
ZRUNERRN�YV��ZRUNVKHHW�RSWLRQV�����²���

GLVSOD\HG�YDOXHV
KLJK�SUHFLVLRQ�QXPEHUV�����²���
XQGHUO\LQJ�YDOXHV�FRPSDUHG�WR�����²���

'LVWULEXWH�FRPPDQGV�IRU�REMHFWV�����
'LVWULEXWHG�DOLJQPHQW�����
'LVWULEXWHG�YHUWLFDO�DOLJQPHQW�����
GLVWULEXWLQJ�PXOWLSOH�FRSLHV�IRU�ODWHU�PHUJLQJ�����²���
GLVWULEXWLRQV
$QDO\VLV�7RROSDN��JHQHUDWLQJ�ZLWK�����²���
analyzing. See statistics functions
BETA functions, 1038
%,120�IXQFWLRQV������²����
&+,�GLVWULEXWLRQ�IXQFWLRQV������²����
CRITBINOM function, 1045
(;321�',67��H[SRQHQWLDO�GLVWULEXWLRQV��IXQFWLRQ������
F.DIST functions, 1053
)�,19�IXQFWLRQV������²����
GAMMA functions, 1055
GAUSS function, 1056
HYPGEOM.DIST function, 1057
.857�IXQFWLRQ������



 embedding� ����

LOGNORM functions, 1064
NEGBINOM.DIST function, 1067
1250�IXQFWLRQV������²����
POISSON.DIST function, 1072
STANDARDIZE function, 1079
7�',67�IXQFWLRQV������²����
WEIBULL.DIST function, 1085
Z.TEST function, 1087

�',9����HUURU�YDOXH�����
'LYLGH��NH\SDG��NH\ERDUG�VKRUWFXW������
GLYLVLRQ

Divide operation, Paste Special, 201
*&'��JUHDWHVW�FRPPRQ�GLYLVRU��IXQFWLRQ������
IMDIV function, 1058
02'�IXQFWLRQ�����²���������
QUOTIENT function, 1074
VODVK�����NH\�V\PERO�IRU�����²���

'0$;�IXQFWLRQ������
'0,1�IXQFWLRQ������
'RFXPHQW�,QVSHFWRU�����²���
GRFXPHQWDWLRQ�����
'2//$5�IXQFWLRQ�����������
GROODU�VLJQ����
��EXWWRQ��+RPH�WDE�����
absolute reference indicator, 470
formatting currency with, 318
interpretation of, 145

'2//$5'(�IXQFWLRQ�����������
'2//$5)5�IXQFWLRQ�����������
GRXEOH�GHFOLQLQJ�EDODQFH�GHSUHFLDWLRQ�����²���������
GRXEOH�VWULNHWKURXJK�����
GRXEOH�E\WH�FKDUDFWHU�VHW�IXQFWLRQV

FINDB function, 1053
LEFTB function, 1063
LENB function, 1063
purpose of, 548
REPLACEB function, 1076

'RZQ�$UURZ�NH\�VKRUWFXWV������
'352'8&7�IXQFWLRQ������
'4<��0LFURVRIW�4XHU\��ÀOHV����������²���
GUDJJLQJ
FHOOV�LQ�WDEOHV�����²���
drag-and-drop option, 205
ULJKW�PRXVH�EXWWRQ�GUDJ�RSWLRQV�����²���

GUDZLQJ
Drawing command, 1009
H[WHUQDO�JUDSKLF�REMHFWV�����²���
shapes. See Shapes tools

'UDZLQJ�7RROV�)RUPDW�WDE
Shape Effects control, 406
Shape Fill control, 405
Shape Outline control, 406
VWDFN�DUUDQJHPHQW�FRPPDQGV�����²���
WH[W�ER[HV�ZLWK�����²���
:RUG$UW�6W\OHV�JDOOHU\�����²���

GURS�GRZQ�OLVWV
DV�FRPPDQG�PRGLÀHU����
Function drop-down list, 144

OLYH�SUHYLHZ����²��
self-documentation by, 23

'67'(9�IXQFWLRQV������
'680�IXQFWLRQ������
GXSOLFDWH�URZ�UHPRYDO�����²���
GXSOLFDWH�YDOXHV��KLJKOLJKWLQJ�����
'85$7,21�IXQFWLRQ�����²���������
'9$5�IXQFWLRQV������

E
H��QXPHULF�YDOXH�������
(�DQG�H��H[SRQHQW�

conversion of long entries to, 146
for custom formats, 333
GLVSOD\�RI�KLJK�SUHFLVLRQ�QXPEHUV�����²���
keyboard shortcut for, 1018
6FLHQWLÀF�IRUPDW�����
XVH�LQ�VFLHQWLÀF�QRWDWLRQ�����

(DVH�2I�$FFHVV�RSWLRQV�����
('$7(�IXQFWLRQ�����²���������
HGLWLQJ

Clear menu, Editing group, 214, 296
data input. See data entry
(GLW�$Q\ZD\�EXWWRQ��0DUNHG�$V�)LQDO�ZRUNERRNV�����²���
edit controls, 79
(GLW�/LQNV�GLDORJ�ER[�����²��������²���
Edit menu, 2003, ribbon equivalents to, 999
(GLW�PRGH�����²���
(GLW�VWDWH��VWDWXV�EDU����²��
Fill menu. See Fill menu
JURXSV��ZRUNVKHHW�����²���
images. See graphics formatting
keyboard shortcuts for, 1022
in place, 963, 965
tracking changes during. See change tracking

())(&7�IXQFWLRQ������
(IIHFWV�JDOOHU\��WKHPHV�����²���
HODSVHG�WLPH����������²���
HOOLSVLV��«��EXWWRQV��������
HPDLO

addresses, 968
automatic hyperlinking of addresses, 234
GLVWULEXWLRQ�PHWKRGV��VKDUHG�ZRUNERRNV�����²���
Send To commands, 998

HPEHGGLQJ
FKDUWV�LQ�:RUG�����²���
&UHDWH�)URP�)LOH�WDE�����²���
&UHDWH�1HZ�OLVW�RI�REMHFW�W\SHV�����²���
HGLWLQJ�HPEHGGHG�REMHFWV�����²���
editing in place, 963, 965
EMBED formulas, 962
H[WHUQDO�JUDSKLF�REMHFWV�����²���
ÀOH�VL]H�LVVXHV�IURP�����
IRUPDWWLQJ�HPEHGGHG�REMHFWV�����²���
icons with, 964, 966
2EMHFW�FRPPDQG�����²���
3DVWH�6SHFLDO�IHDWXUH�����²���



����� Enable AutoComplete For Cell Values

HPEHGGLQJ��FRQWLQXHG
resizing embedded tables in Word, 986
VRXUFH�GDWD�FKDQJHV��HIIHFWV�RI�����²���
YV��OLQNLQJ�����²���
YV��VWDWLF�SDVWLQJ�����²���
:RUG��IURP�����²���
Word, to. See Word

(QDEOH�$XWR&RPSOHWH�)RU�&HOO�9DOXHV�����
(QDEOH�$XWRPDWLF�3HUFHQW�(QWU\�����²���
(QDEOH�)LOO�+DQGOH�$QG�&HOO�'UDJ�$QG�'URS�����
HQFU\SWLRQ
GLJLWDO�VLJQDWXUHV�����²���
workbook, 184

(QG�)XQFWLRQ�VWDWHPHQWV��9%$�����²��������
(QG�NH\�PRGH�����²���������
(QG�NH\�VKRUWFXWV������²����
(QWHU�EXWWRQ��IRUPXOD�EDU����²�������
(QWHU�NH\�VKRUWFXWV������
(QWHU�RSWLRQV�����²���
(QWHU�VWDWH��VWDWXV�EDU����²��
HQWHULQJ�GDWD.�See�GDWD�HQWU\
(20217+�IXQFWLRQ�����������
HTXDO�VLJQ�� �

assignment statements, VBA, 938
DELTA function, 1049
functions list invoked by, 144
keyboard shortcuts with, 1019
logical operator, 522
numeric text entries with, 149
required for formulas, 467

(TXDOL]H�&KDUDFWHU�+HLJKW�FRPPDQG�����
(TXDWLRQ�(GLWRU�����
HUDVLQJ�GDWD�����²���.�See also�FOHDULQJ��GHOHWLQJ
(5)��HUURU��IXQFWLRQV������
(UU�REMHFW�����²���
HUURU�EDUV�IRU�FKDUWV�����²���
(UURU�&KHFNLQJ�EXWWRQ�����²���������
HUURU�PHVVDJHV
FLUFXODU�UHIHUHQFHV�����²���
FRPSDWLELOLW\����²��
ORFNHG�LWHPV��DWWHPSWV�WR�FKDQJH�����²���
natural-language formulas feature discontinued, 499
�5()�HUURUV�����
UXQ�WLPH�HUURUV��9%$�����²���

HUURU�WUDFLQJ�����²���
HUURU�WUDSSLQJ�IRU�FXVWRP�IXQFWLRQV�����
HUURU�YDOXHV

IFERROR function, 1057
IFNA function, 1058
PivotTable formatting options for, 779
sorting of, 737
table of, 480

HUURUV
cell, printing options for, 454
ERROR.TYPE function, 554, 1052
highlighting with conditional formatting, 316
,6(55�IXQFWLRQV�����²���������
ISNA function, 1062

(5525.7<3(�IXQFWLRQ�����������
(VF

keyboard shortcuts, 1016

WR�UHVWRUH�FHOO�FRQWHQWV�����²���
to void marquees, 192

(XUR�&XUUHQF\�7RROV�DGG�LQ�����²���
(852&219(57�IXQFWLRQ������
(YDOXDWH�)RUPXOD�FRPPDQG������
(9(1�IXQFWLRQ�����������
HYHQ�QXPEHUV��,6(9(1�IXQFWLRQ�����������
(;$&7�IXQFWLRQ�����������
([FHO���PDFUR�VKHHWV�����²���
([FHO�'DWD�0RGHO���.�See also�GDWD�PRGHOV
([FHO�2SWLRQV�GLDORJ�ER[.�See�2SWLRQV�GLDORJ�ER[
([FHO�:HE�$SS
2SHQ�,Q�([FHO��GHVNWRS��FRPPDQG�����
RSHQLQJ�ZRUNERRNV�LQ�����²���
SDUW�RI�2IÀFH�:HE�$SSV�����
UHDG�RQO\�PRGH�����²���
shared workbooks, editing, 909
XQVXSSRUWHG�IHDWXUHV��KDQGOLQJ�RI�����²���

([LW�FRPPDQG�����
([LW�6XE�VWDWHPHQWV�����²���
(;3�IXQFWLRQ������
([SDQG�)RUPXOD�%DU�EXWWRQ����
H[SOLFLW�LQWHUVHFWLRQV�����
H[SORLWV�����
(;321.',67��H[SRQHQWLDO�GLVWULEXWLRQV��IXQFWLRQ������
H[SRQHQWLDO�JURZWK�VHULHV�����²���
H[SRQHQWLDO�UHJUHVVLRQ����������²���
H[SRQHQWLDO�WUHQGOLQHV�����²���
H[SRQHQWLDO�YDOXHV.�See also�VFLHQWLÀF�QRWDWLRQ

EXP function, 1052
IMEXP function, 1059
6FLHQWLÀF�IRUPDW�����

H[SRUWLQJ�ÀOHV
',)�ÀOHV����
([SRUW�FRPPDQG��������²������
3')��WR�����²���
6</.�ÀOHV����
WH[W�ÀOHV��H[SRUWLQJ�WR����²��
;36��WR�����²���

H[SUHVVLRQV�DV�DUJXPHQWV�IRU�IXQFWLRQV�����
([WHQG�'DWD�5DQJH�)RUPDWV�$QG�)RUPXODV�RSWLRQ�����
([WHQG�6HOHFWLRQ�PRGH��)�������
H[WHQVLRQV��ÀOH
FDSDELOLWLHV�DQG�OLPLWDWLRQV�E\����²��
Excel extensions, table of, 46
hidden, viewing, 47
visibility of, 367

([WHUQDO�&RQWHQW�VHFXULW\�RSWLRQV�����²���
H[WHUQDO�GDWD��ZRUNLQJ�ZLWK.�See�LPSRUWLQJ�GDWD
H[WHUQDO�UHIHUHQFHV�����²���
([WUDFW�'DWD�EXWWRQ����

F
)���+HOS�����������
)������²���������
)�������
)������������
)������²��������������
)�������
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)������������
)������������²����
)�������
)��������
)�������������
)��������
)��IXQFWLRQ��NH\V��WDEOH�RI������²����
)$&7��IDFWRULDO��IXQFWLRQV������²����������
)$/6(�IXQFWLRQ������
)$/6(�ORJLFDO�YDOXH����������
).',67�IXQFWLRQV������
ÀHOGV��See also�FROXPQV
FDOFXODWHG��3RZHU3LYRW�����²���
3LYRW7DEOH�����²��������²��������²���

ÀOH�IRUPDW�DWWDFNV�����
)LOH�,Q�8VH�GLDORJ�ER[�����
)LOH�PHQX��������ULEERQ�HTXLYDOHQWV�WR�����²���
)LOH�6HDUFK�FRPPDQG��GLVFRQWLQXHG�����
ÀOH�VHFXULW\
GLJLWDO�VLJQDWXUHV�����²���
SHUVRQDO�LQIRUPDWLRQ��PDQDJLQJ�����²���

)LOH�WDE
Backstage view, relation to, 10. See also Backstage view
FRPPDQGV����²��
Export command, 62
Info screen, 39
linking custom properties to cells, 56
New command, 40
2SHQ�FRPPDQG����²�������
Print command, 455
3ULQW�3UHYLHZ�ZLQGRZ�����²���
3URSHUWLHV�EXWWRQ����²��
6DYH�$V�FRPPDQG����������²���
6KDUH�RSWLRQV�����²���

ÀOH�YDOLGDWLRQ�����²���
ÀOHV��([FHO
EDFNXSV��DXWRPDWLF����²��
EDFNZDUG�FRPSDWLELOLW\����²��
GHIDXOW�IRUPDW�VSHFLÀFDWLRQ����
deleting, 58
exporting, 62
H[WHQVLRQV����²������²�������
File Block Settings, Trust Center, 112
IRUPDW�RSWLRQV��������²��
LPSRUWLQJ����²��
naming, 46
RSHQLQJ����²��
SDVVZRUG�SURWHFWLRQV�RI����²��
UHFRYHULQJ�FRUUXSWHG����²��
VXPPDU\�LQIRUPDWLRQ��DGGLQJ�WR����²��

ÀOHV��QRQ�([FHO
H[SRUWLQJ�WR����²��
File Block Settings, Trust Center, 112
hidden, revealing, 367

ÀOO�FRORU
Background Color area, 356
&RORUV�GLDORJ�ER[�����²���
FXVWRP�FRORUV�����²���
)LOO�&RORUV�EXWWRQ����������²���
)LOO�FRQWURO��3LFWXUH�7RROV������

)LOO�(IIHFWV�����²���
)LOO�WDE��)RUPDW�&HOOV�����²���
)RUPDW�6KDSH�)LOO�	�/LQH�FRPPDQG�����²���
JUDGLHQW�ÀOOV�����²���
No Color command, 356
overlaying patterns on solid colors, 356
3DWWHUQ�6W\OH�SDOHWWH�����²���

)LOO�FRPPDQGV�����
ÀOO�KDQGOHV
$XWR�)LOO�IHDWXUH�����²���
cell selection rectangles, relation to, 216
FRS\LQJ�DQG�LQVHUWLQJ�ZLWK�����²���
GDWHV��FUHDWLQJ�VHULHV�RI�����²���
GRXEOH�FOLFNLQJ�ZLWK�$XWR�)LOO�����²���
Enable Fill Handle And Cell Drag-And-Drop, 221
H[WHQGLQJ�H[LVWLQJ�GDWH�VHULHV�����²���
ÀOO�VHULHV�����²���
right mouse button drags with, 228
VWUXFWXUHG�UHIHUHQFHV��FRS\LQJ�ZLWK�����²���
turning on, 131
visibility option, 216

)LOO�PHQX.�See also�$XWR�)LOO�IHDWXUH
Across Worksheets command, 230, 258
Down command, 230
)ODVK�)LOO�����²���
Justify command, 231, 343
Left command, 230
6HULHV�FRPPDQG�����²���
Up command, 230

ÀOO�VHULHV�����²���
ÀOOLQJ�FHOOV�DXWRPDWLFDOO\
)ODVK�)LOO���²�����������²���
VWUXFWXUHG�UHIHUHQFH�EHKDYLRU�����²���

ÀOWHULQJ
$ERYH�$YHUDJH�ÀOWHU�����
$GYDQFHG�)LOWHU�FRPPDQG�����²���
DOSKDEHWLFDO�UDQJHV�RI�WH[W�YDOXHV�����²���
AutoFilter command, 1009
DXWRPDWLF�ÀOWHU�FUHDWLRQ�IRU�WDEOHV�����²���
%HJLQV�:LWK�WH[W�ÀOWHUV�����
blanks as criteria, 741
bottom n times, 741
FHOO�UHIHUHQFHV�IRU�FRPSXWHG�FULWHULD�����²���
FKDUW�GDWD�����²���
FROXPQ�VHOHFWLRQ�IRU�����²���
FRPSXWHG�FULWHULD�����²���
&RQWDLQV�WH[W�ÀOWHUV�����
FULWHULD�IRU��VHOHFWLQJ�����²���
FULWHULD�UDQJHV�IRU��VSHFLI\LQJ�����²���
&XVWRP�)LOWHULQJ�FRPPDQG�����²���
GDWD�PRGHOV�ZLWK�����²���
GDWHV�����²���
GXSOLFDWH�URZ�UHPRYDO�����²���
extraction to separate worksheets, 744
)LOWHU�EXWWRQ�����²���
Filter commands, 2003 Data menu, 1005
ÀOWHU�WDEOHV�NH\ERDUG�VKRUWFXWV������
JUHDWHU�OHVV�WKDQ�UHODWLRQVKLSV�����²���
OLVWV�YV��WDEOHV�����²���
methods available for, 739



����� FILTERXML function

ÀOWHULQJ��FRQWLQXHG
0LFURVRIW�4XHU\�UHFRUGV�����²���
PXOWLSOH�FULWHULD�LQ�PXOWLSOH�FROXPQV�����²���
multiple criteria in same column, 750
number comparisons for, 742
OR and AND on multiple columns, 749
25�RSWLRQ�IRU�FRPSOH[�UHODWLRQVKLSV����������²���
3LYRW7DEOHV�����²���
4XHU\�:L]DUG�UHFRUGV�����²���
between ranges with, 743
UHODWLRQDO�RSHUDWRUV�ZLWK�����²��������
UHPRYLQJ�ÀOWHUV�����
rows, counting, 740
SUBTOTAL function with, 740, 1080
three OR criteria on a single column, 748
Top 10 command, 741
top n times, 741
turning off for tables, 740
WZR�FROXPQV�MRLQHG�E\�25�����²���
Unique Records Only option, 753
ZLOGFDUGV�ZLWK�����²���

),/7(5;0/�IXQFWLRQ������
ÀQDQFLDO�DQDO\VLV��See�GHSUHFLDWLRQ�IXQFWLRQV��LQYHVWPHQW�

IXQFWLRQV��VHFXULWLHV�DQDO\VLV�IXQFWLRQV
)LQDQFLDO�GURS�GRZQ�OLVW�����
)LQG�	�6HOHFW�PHQX

2003 equivalent on ribbon, 999
VHOHFWLRQ�ZLWK�����²���

ÀQGLQJ
dialog box expansion, 243
Find & Select menu, 237
)LQG�$QG�5HSODFH�GLDORJ�ER[�����²���
)LQG�FRPPDQG�����²���
FIND functions, 548, 555, 1053
Find What box, 238
IRUPDWWLQJ�����²���
/RRN�,Q�RSWLRQV�����²���
Match Case option, 238
Match Entire Cell Contents option, 238
Within option, 238
ranges, limiting to, 239
Search by rows or columns option, 238
6HDUFK�)RU�ER[��5HVHDUFK�WDVN�SDQH�����²���
wildcard characters for, 242

).,19�IXQFWLRQV������²����
),6+(5�IXQFWLRQV������
)LW�6HOHFWLRQ�RSWLRQ�����
)L[HG�'HFLPDO�PRGH�����
),;('�IXQFWLRQ������
)ODVK�)LOO
DXWRPDWLF�SDUVLQJ�DQG�FRQFDWHQDWLRQ�ZLWK�����²���
Automatically Flash Fill option, 222
FDSDELOLWLHV�RI���²�

ÁRDWLQJ�RSWLRQ�EXWWRQV�����
)/225�IXQFWLRQV�����������
IROGHUV
GHIDXOW�IRU�VDYLQJ�ÀOHV��VHWWLQJ����
Folder Options dialog box, hidden options, 367
hidden, revealing, 43, 367
WUXVWHG�ORFDWLRQV��DV�����²���

IRQWV
All Caps command, 408
Automatic font color option, 350
%RG\�IRQW�����²���
Bold command, 348, 1010
Character Spacing options, 409
charts, setting in, 705
Decrease Font Size button, 348
display, selecting, 96
double strikethrough, 408
Equalize Character Height command, 408
Excel 2003 Formatting toolbar command equivalents, 1010
Font Color button, 348
Font Color command, 1010
Font command, 1010
)RQW�GLDORJ�ER[�����²���
Font group, 348
Font Size button, 348
Font Size command, 1010
)RQWV�JDOOHU\��WKHPHV�����²���
Format Cells dialog box, 349
JUDSKLFV��IRU�WH[W�LQ�����²���
headers and footers, for, 449
Increase Font Size button, 348
Italic command, 348
kerning, 409
OLYH�SUHYLHZ��)RQW�GURS�GRZQ�OLVW����²��
Offset control, 408
row height, 349
sizes available for, 349
Small Caps command, 408
Underline command, 1010
Windows font colors, 350

IRRWHUV.�See�KHDGHUV�DQG�IRRWHUV
)RU�(DFK«1H[W�FRQWURO�VWUXFWXUH�����
)25(&$67�IXQFWLRQ�����������
)RUP�FRPPDQG������
)RUPDW�$V�7DEOH�EXWWRQ.�See�WDEOH�IRUPDWWLQJ
)RUPDW�&HOOV�GLDORJ�ER[
$FFRXQWLQJ�IRUPDWV�����²���
Alignment tab, 340. See also alignment
%RUGHUV�WDE�����²�����See also borders
Cell Styles with, 302
&XUUHQF\�IRUPDWV�����²���
FXVWRPL]LQJ�QXPEHU�IRUPDWV�����²���
'DWH�IRUPDW�RSWLRQV�����²���
displaying, 25
Font tab, 349. See also fonts
)UDFWLRQ�IRUPDWV�����²���
KLGLQJ�FHOOV�����²���
keyboard shortcut command for, 287
ODXQFKLQJ�����²��������
1XPEHU�IRUPDW�RSWLRQ�����²���
1XPEHU�WDE�����²�����See also numeric formatting
2ULHQWDWLRQ�FRPPDQG�����²���
3HUFHQWDJH�IRUPDWV�����²���
6FLHQWLÀF�IRUPDW�����
6KULQN�7R�)LW�FKHFN�ER[�����²���
6SHFLDO�IRUPDWV�����²���
Text format, 329
7LPH�IRUPDW�RSWLRQV�����²���



 formulas� ����

)RUPDW�PHQX
2003 version, ribbon equivalents to, 1003
&HOO�6L]H�FRPPDQGV�����²���

)RUPDW�3DLQWHU�FRPPDQG������
)RUPDW�6KDSH�WDVN�SDQH
��'�FRQWUROV�����²���
)LOO�	�/LQH�FRPPDQG�����²���
launching, 411
RSWLRQ�JURXSV�RI�����²���
RSWLRQV�RI�����²���
3URSHUWLHV�RSWLRQV�����²���
VKDGRZ�HIIHFWV�����²���
Size commands, 425
WH[W�ER[�IRUPDWWLQJ�����²���

)RUPDW�WDE��3LFWXUH�7RROV�WDE�RI�����²���.�See also�3LFWXUH�
7RROV

IRUPDWWLQJ
���FRPPD������
���GHFLPDO������
���GROODU�VLJQ������
���SHUFHQW������
$FFRXQWLQJ�IRUPDWV�����²��������
DGYDQWDJHV�RI�XVLQJ�����²���
aligning data in cells. See alignment
billing formats, custom, 336
built-in custom format codes, table of, 334
FKDUDFWHUV�IRU��VSHFLDO�����²���
charts. See charts, formatting
FOHDULQJ�FHOOV�RI�����²��������
FRORULQJ�FHOOV�ZLWK�1XPEHU�IRUPDWV�����²���
conditional. See conditional formatting
FRQGLWLRQDO�RSHUDWRUV�LQ�FXVWRP�IRUPDWV�����²���
&XUUHQF\�IRUPDWV�����²���
FXVWRP�QXPEHU�IRUPDWV��FUHDWLQJ�����²���
GDWHV�DQG�WLPHV�����²�����See also dates and times
edit before formatting guideline, 287
HPEHGGHG�REMHFWV�����²���
Extend Data Range Formats And Formulas option, 221
ÀOOLQJ�FHOOV�ZLWK�FKDUDFWHUV�����
ÀQGLQJ�����²���
Format Painter command, 296
Format Cells dialog box. See Format Cells dialog box
Format Shape. See Format Shape task pane
IRXU�SDUW�FXVWRP�IRUPDWV�����²���
*HQHUDO�IRUPDW�����²���
graphic objects. See graphics formatting
+RPH�WDE�IRU�EDVLF�FRPPDQGV�����²���
LQGLYLGXDO�FKDUDFWHUV�ZLWKLQ�FHOOV�����²���
LQVHUWLQJ�FROXPQV��HIIHFWV�RI�����²���
NH\ERDUG�VKRUWFXWV�IRU������²����
leading zeros, 319
Live Previews, 12
null formats, 338
1XPEHU�IRUPDW�RSWLRQ�RI�1XPEHU�JURXS�����²���
numbers in PivotTables, 778
painting formats, 296
part number formats, custom, 336
pasting, 196, 199, 317
3HUFHQWDJH�IRUPDWV�����²���
rules for, 287

VODVK�����NH\��IUDFWLRQ�YV��GDWH�ZLWK�����
6SHFLDO�IRUPDWV�����²���
tables. See table formatting
Text format, 329
themes for. See themes
underlying values, lack of effect on, 317
:RUG��:RUNVKHHW�2EMHFW�IRUPDW�LQ�����²���
worksheet groups, 257

)RUPDWWLQJ�WRROEDU��������ULEERQ�HTXLYDOHQWV�WR������²����
)RUPV�FRPPDQG������
)RUPXOD�$XGLWLQJ�FRPPDQGV������
)RUPXOD�$XWR&RPSOHWH
 ��HTXDO�VLJQ��WR�LQYRNH����
advantages of, 483
display triggers, 503
function pop-up lists in, 530
name insertion with, 492
structured references, 503

IRUPXOD�EDU
cell display values, relation to, 467
FRPSRQHQWV�RI����²��
data entry buttons, 144
HGLWLQJ�FRQWHQWV�RI�����²���
expanding, 36
formatting in, 497
Formula Bar check box, 1001
fx icon, 482
hiding, 35
Insert Function button, 35
line breaks in, 497
1DPH�ER[�����²���
VFLHQWLÀF�QRWDWLRQ��FRQYHUVLRQ�RI�ORQJ�HQWULHV�WR�����
Show group, View tab, 95
spaces in, 497
VSOLW�KDQGOHV����²��

IRUPXODV
Analysis Toolpak, 14
AutoComplete. See Formula AutoComplete
bar for. See formula bar
FHOO�UHIHUHQFHV�LQ�����²���
FHOO�WUDFHUV�����²���
clearing from cells, 214
FRQGLWLRQDO�IRUPDWWLQJ��FUHDWLQJ�FXVWRP�����²���
copying, 219
FRS\LQJ��HIIHFW�RQ�UHIHUHQFHV�����²���
custom functions in, 937. See also custom functions
GDWHV�DQG�WLPHV�LQ�����²���
deleting cells referred to by, 212
dependents. See dependents
GLVSOD\LQJ�LQ�FHOOV����²��
GRXEOH�FOLFNLQJ�FHOOV�WR�HGLW�����²���
HGLWLQJ�FRQWHQWV�RI�����²��������
HTXDO�VLJQ�� ��UHTXLUHPHQW�����
error messages, compatibility, 49
(YDOXDWH�)RUPXOD�FRPPDQG�����²���
Extend Data Range Formats And Formulas option, 221
ÀQGLQJ�LQ�D�VSUHDGVKHHW�����²���
)RUPXOD�$XGLWLQJ�FRPPDQGV������²����
FORMULATEXT function, 1054
green warning triangles in cells, 213



����� Formulas tab

IRUPXODV��FRQWLQXHG
KLGLQJ�����²���
Insert Function button, 35
LQVHUWLQJ�QDPHV�LQ�����²���
ISFORMULA function, 555, 1062
NH\ERDUG�VKRUWFXWV�IRU������²����
merged cells with, 365
�1�$�HUURU�YDOXH�����
naming, 491
natural-language formulas feature discontinued, 499
QHVWHG�����²���
QXPHULF�WH[W�LQ�����²���
operators in. See operators
RUGHU�RI�SURFHVVLQJ�RI�����²���
SDUHQWKHVHV�����LQ�����²���
SDUWLDO�FDOFXODWLRQ�RI�����²���
SDVWH�RSWLRQ�IRU����������²���
pasting only option, 198
SUHFHGHQFH�RI�RSHUDWRUV�����²���
precedents for. See precedents
TXRWDWLRQ�PDUNV�����LQ�����
selection with Formulas command, 138
6KRZ�)RUPXODV�RSWLRQ����²��
VRUWLQJ�LVVXHV�����²���
tab on ribbon. See Formulas tab
table names in, 725
WDEOHV�ZLWK��VHOI�GRFXPHQWLQJ�IHDWXUH�����²���
tools introduced in 2007, 14
transposed pastes with, 203
Update Formula To Include Cells option, 213
8VH�,Q�)RUPXOD�EXWWRQ�����²���
:DWFK�:LQGRZ�����²���

)RUPXODV�WDE
&DOFXODWLRQ�2SWLRQV�FRPPDQG�����²���
'HÀQH�1DPH�EXWWRQ�����²���
Error Checking button, 509
(YDOXDWH�)RUPXOD�FRPPDQG�����²���
Formula Auditing group, 259
,QVHUW�)XQFWLRQ�EXWWRQ�����²���
Lookup & Reference button, 556. See also lookup and 

reference functions
1DPH�0DQDJHU�����²���
Remove Arrows command, 264, 266
6WDWLVWLFDO�PHQX�����²���
7UDFH�FRPPDQGV�����²���
Use In Formula button, 536
:DWFK�:LQGRZ�����²���������

IUDFWLRQV
data entry for, 146
IRUPDWWLQJ�IRU�����²���

)UHHIRUP�WRRO�����²���
)UHH]H�3DQHV�FRPPDQG������
IUHH]LQJ�SDQHV�����²���
)UHQFK�&DQDGLDQ�GROODU�IRUPDW�����
IUHTXHQFLHV��KLVWRJUDP�����²���
)5(48(1&<�IXQFWLRQ�����²���������
)URP�7H[W�FRPPDQG�����
).7(67�IXQFWLRQ������
)XOO�6FUHHQ�FRPPDQG������

)XQFWLRQ�$UJXPHQWV�GLDORJ�ER[
LQIRUPDWLRQ�DERXW�VSHFLÀF�IXQFWLRQV�LQ�����²���
LQIRUPDWLRQ�DYDLODEOH�LQ�����²���

)XQFWLRQ�GURS�GRZQ�OLVW�����
IXQFWLRQ��)��NH\V��WDEOH�RI������²����
)XQFWLRQ�/LEUDU\�JURXS�����
)XQFWLRQ�VWDWHPHQWV��9%$�����²��������
IXQFWLRQV

accessing in VBA, 939
$&&5,17�IXQFWLRQV�����²���������
ADDRESS function, 560, 1035
$**5(*$7(�IXQFWLRQ�����²��������������
AMORDEGRC, 1035
AMORLINC function, 1035
$1'�IXQFWLRQ�����²���������
AREAS function, 564, 1036
arguments of. See arguments
ASIN function, 1036
ASINH function, 1036
ATAN functions, 1036
$9('(9��DYHUDJH�GHYLDWLRQ��IXQFWLRQ������
$9(5$*(�IXQFWLRQV����������²���������
BASE function, 1037
%(66(/�IXQFWLRQV������²����
BIT comparison functions, 1039
FDWHJRULHV�RI�����²���
&(,/,1*�IXQFWLRQ�����������²����
CELL function, 1039
cell references, inserting in, 536
&+$5�IXQFWLRQ�����²��������������
CHOOSE function, 560, 1041
CLEAN function, 547, 1041
CODE function, 546, 1041
COLUMN function, 563, 1041
&2/8016�IXQFWLRQ�����²���������
COMBIN functions, 542, 1042
COMPLEX function, 1042
components of, 480
&21&$7(1$7(�IXQFWLRQ�����²���������
FRQGLWLRQDO�IXQFWLRQV�����²���
CONVERT function, 1043
CORREL function, 1043
COS function, 1043
COSH function, 1043
&27��FRWDQJHQW��IXQFWLRQ������
COTH function, 1043
COUNT functions, 539, 604, 1043
&2817%/$1.�IXQFWLRQ�����
&283��FRXSRQ��IXQFWLRQV�����������
&29$5,$1&(�IXQFWLRQV������²����
&6&��FRVHFDQW��IXQFWLRQ������
&6&+��K\SHUEROLF�FRVHFDQW��IXQFWLRQ������
&8%(�IXQFWLRQV������²����
CUMIPMT function, 1047
CUMPRINC function, 1047
custom. See custom functions
GDWH�DQG�WLPH�IXQFWLRQV�����²���������
DATE function, 1047
DATEVALUE function, 579, 1047
DAVERAGE function, 1047



 functions� ����

DAY function, 579, 1047
DAYS functions, 1047
''%�DQG�'%�IXQFWLRQV�����²���������
'(&���GHFLPDO�WR��IXQFWLRQV������
DECIMAL function, 1048
GHÀQLWLRQ�RI�����
deleting cells referred to by, 212
GHVFULSWLRQV�RI��VHDUFKLQJ�E\�����²���
DEVSQ function, 1049
DISC function, 596, 1049
DOLLAR function, 546, 1049
DOLLARDE function, 594, 1050
DOLLARFR function, 594, 1050
'85$7,21�IXQFWLRQ�����²���������
DVAR functions, 1051
('$7(�IXQFWLRQ�����²���������
EOMONTH function, 580, 1051
(5)��HUURU��IXQFWLRQV������
ERROR.TYPE function, 554, 1052
EUROCONVERT function, 1052
EVEN function, 543, 1052
EXACT function, 547, 1052
EXP function, 1052
)$&7��IDFWRULDO��IXQFWLRQV������²����
FALSE function, 1053
F.DIST functions, 1053
FIND functions, 548, 555, 1053
FIXED function, 1054
FLOOR functions, 543, 1054
FORECAST function, 614, 1054
FORMULATEXT function, 1054
)5(48(1&<�IXQFWLRQ�����²���������
Function command, 2013 equivalent, 1002
FV function, 586, 1055
GAMMA functions, 1055
GAUSS function, 1056
GEOMEAN function, 1056
GROWTH function, 616, 1056
HARMEAN function, 1056
+HOS�IRU�����²���
+/22.83�IXQFWLRQ�����²���������
HOUR function, 579, 1057
hyperbolic. See hyperbolic functions
+<3(5/,1.�IXQFWLRQ�����²���������
HYPGEOM.DIST function, 1057
,)�IXQFWLRQ�����²���������
,0��LPDJLQDU\�QXPEHU��IXQFWLRQV������²����
,1'(;�IXQFWLRQ�����²���������
INDIRECT function, 563, 1060
LQIRUPDWLRQ�IXQFWLRQV�����²���
inserting. See Insert Function dialog box
INT function, 544, 1060
INTERCEPT function, 1061
INTRATE function, 595, 1061
IPMT function, 587, 1061
,55�IXQFWLRQ�����²���������
,6�IXQFWLRQV�����²���������²����
LARGE function, 606, 1062
LEFT functions, 549, 1063
LEN function, 546, 1063
/,1(67�IXQFWLRQ�����²���������

OLVWLQJ�DOO�IXQFWLRQV�����²���
/2*(67�IXQFWLRQ����������²���������
/22.83�IXQFWLRQ�����²��������������
lookup functions, 525
/2:(5�IXQFWLRQ�����²���������
0$7&+�IXQFWLRQ�����²���������
math. See math functions
0$;�IXQFWLRQV�����²��������������
0'85$7,21�IXQFWLRQ�����²���������
MEDIAN function, 603, 1065
MID function, 550, 1065
mid-period compatibility forms of, 603
0,1�IXQFWLRQV����������������²����
MINUTE function, 579, 1066
MINVERSE function, 1066
MIRR function, 590, 1066
MODE.MULT function, 603, 1066
MODE.SNGL function, 603, 1066
MONTH function, 579, 1067
MROUND function, 544, 1067
�1$0("�HUURU�YDOXH�����
names, inserting in, 536
NEGBINOM.DIST function, 1067
1(7:25.'$<6�IXQFWLRQV�����²���������²����
new, 9, 11
NOMINAL function, 1068
127�IXQFWLRQ�����²���������
12:�IXQFWLRQ�����²��������������
NPER function, 588, 1069
139�IXQFWLRQ�����²���������
�180��HUURU�YDOXH�����
ODD function, 543, 1070
ODDPRICE function, 1070
ODDYIELD function, 1070
OFFSET function, 1071
25�IXQFWLRQ�����²���������
parentheses requirement, 531
PDURATION function, 1071
PERCENTILE functions, 605, 1071
3(5&(175$1.�IXQFWLRQV�����²���������
PERMUTATION functions, 1071
PHI function, 1072
PI function, 1072
307�IXQFWLRQ�����²��������������
POISSON.DIST function, 1072
POWER function, 1073
PPMT function, 588, 1073
PRICE functions, 595, 1073
PROB function, 1074
probability. See probability functions
3523(5�IXQFWLRQ�����²���������
39�IXQFWLRQ�����²��������������
48$57,/(�IXQFWLRQV�����²���������
QUOTIENT function, 1074
RADIANS function, 1074
5$1'�IXQFWLRQV�����������²����
ranges in arguments, 531
5$1.�IXQFWLRQV�����������
5$7(�IXQFWLRQ�����²���������
RECEIVED function, 595, 1075
5(3/$&(�IXQFWLRQV�����������²����



����� furigana characters

IXQFWLRQV��FRQWLQXHG
REPT function, 1076
RIGHT functions, 549, 1076
ROMAN function, 1076
5281'�IXQFWLRQV�����²���������
ROW function, 563, 1077
52:6�IXQFWLRQ�����²���������
RRI function, 1077
RSQ function, 1077
ScreenTips for, 530
SEARCH functions, 548, 1077
6(&��VHFDQW��IXQFWLRQ������
6(&+��K\SHUEROLF�VHFDQW��IXQFWLRQ������
SECOND function, 579, 1078
6HOHFW�$UJXPHQWV�GLDORJ�ER[�����²���
SERIESSUM function, 1078
SHEET functions, 1078
SIGN function, 1078
6,1��VLQH��IXQFWLRQ������
6,1+��K\SHUEROLF�VLQH��IXQFWLRQ������
6.(:�IXQFWLRQV������
SLN function, 591, 1079
SLOPE function, 615, 1079
SMALL function, 606, 1079
SQRT function, 1079
STANDARDIZE function, 1079
67'(9�IXQFWLRQV����������²���������
STEYX function, 615, 1079
SUBSTITUTE function, 550, 1080
VXEVWULQJ�IXQFWLRQV�����²���
68%727$/�IXQFWLRQ�����²��������������
VXEWRWDO�IXQFWLRQV�IRU�3LYRW7DEOH�ÀHOGV�����²���
SUM functions. See SUM functions
680,)�IXQFWLRQ�����²�������������������
SYD function, 592, 1081
V\QWD[�IRU�����²���
7$1��WDQJHQW��IXQFWLRQ������
TANH function, 1081
7%,//�IXQFWLRQV�����²���������
text. See text functions
TEXT function, 545, 551, 1082
TIME function, 1082
TIMEVALUE function, 579, 1082
72'$<�IXQFWLRQ�����²���������
TRANSPOSE function, 564, 1083
75(1'�IXQFWLRQ�����²���������
trigonometric. See trigonometric functions
TRIM function, 547, 1083
TRIMMEAN function, 1083
TRUE function, 1083
TRUNC function, 545, 1083
TYPE function, 554, 1083
833(5�IXQFWLRQ�����²���������
uppercase letters, conversion to, 535
9$5�IXQFWLRQV����������²���������
VDB function, 592, 1084
9/22.83�IXQFWLRQ�����²��������²���������
A vs. non-A versions of, 604

WEBSERVICE function, 1085
:((.'$<�IXQFWLRQ�����������
:((.180�IXQFWLRQ������
WEIBULL.DIST function, 1085
:25.'$<�IXQFWLRQV�����²���������²����
XIRR function, 1086
XNPV function, 1086
YEAR functions, 579, 1086
YEARFRAC function, 580
YIELD functions, 596, 1087

IXULJDQD�FKDUDFWHUV������
IXWXUH�YDOXHV�RI�LQYHVWPHQWV�����
)9�IXQFWLRQ�����������
)96&+('8/(�IXQFWLRQ������
I[�LFRQ����������

G
*$$3��JHQHUDOO\�DFFHSWHG�DFFRXQWLQJ�SULQFLSOHV������
JDOOHULHV
&HOO�6W\OHV�����²���
chart types, of, 668
&RORUV�JDOOHU\��WKHPHV�����²���
(IIHFWV�����²���
)RQWV�JDOOHU\��WKHPHV�����²���
OHJDF\�ÀOH�LVVXHV�ZLWK�����
OLYH�SUHYLHZV�ZLWK����²�������
:RUG$UW�6W\OHV�����²���

*$00$�IXQFWLRQV������
*$866�IXQFWLRQ������
*&'��JUHDWHVW�FRPPRQ�GLYLVRU��IXQFWLRQ������
*HQHUDO�FDWHJRU\��2SWLRQV�GLDORJ�ER[��������²��
*HQHUDO�IRUPDW�����²���
JHQHUDOO\�DFFHSWHG�DFFRXQWLQJ�SULQFLSOHV��*$$3������
JHRJUDSKLF�GDWD��3RZHU�9LHZ�����²���
*(20($1�IXQFWLRQ������
*(67(3�IXQFWLRQ������
*(73,927'$7$�IXQFWLRQ������
*ORZ�FRQWURO��3LFWXUH�7RROV�����
*R�7R�FRPPDQG�����²��������
*R�7R�6SHFLDO�FRPPDQG�����²���
*RDO�6HHN�WRRO�����²���������
JUDGLHQW�FRORU�ÀOOV�����²��������²���
JUDSKLF�REMHFWV
DGGLQJ�WH[W�WR�����²���
backgrounds for worksheets, adding as, 358
%ULQJ�)RUZDUG�EXWWRQ�����²���
FDOORXWV�����²���
FKDUW�REMHFWV�����²���
connectors, 383
creating, 373
Cut, Copy, And Sort Inserted Objects With Their Parent Cells 

option, 223
editing in Excel, 10
HGLWLQJ�OLQHV�DQG�SRO\JRQV�����²���
HPEHGGLQJ�����²���
enhancements to capabilities for, 12
Format Shape. See Format Shape task pane



 Growth Trend command� ����

formatting. See graphics formatting
IUHHKDQG�GUDZLQJ�����²���
grids, drawing, 385
JURXSLQJ�����²���
hiding, 429
hyperlink assignment to, 974
Insert tab commands for, 371
LQVHUWLQJ�REMHFWV�FUHDWHG�LQ�RWKHU�SURJUDPV�����²���
LQVHUWLQJ�RQOLQH�SLFWXUHV�����²���
LQVHUWLQJ�SLFWXUHV�IURP�ORFDO�ÀOHV�����²���
OLQHV��GUDZLQJ�����²���
linked text boxes, 382
OLQNV�WR�SLFWXUH�ÀOHV�����²���
Lock Aspect Ratio option, 425
PDFURV��DVVLJQPHQW�WR�����²���
moving objects, 373
new tools for 2013, 371
2EMHFW�7\SH�OLVW�SURJUDPV�IRU�����²���
SDVWLQJ�SLFWXUHV�IURP�WKH�&OLSERDUG�����²���
pictures compared to objects, 396
positioning. See positioning graphic objects
Print Object check box, Format Shape, 425
SURWHFWLQJ�����²���
relation to underlying cells, 375
resizing, 373
rotations of, 382
selecting, 375
selecting multiple, 407, 420
selecting with Go To Special, 140
6HQG�%DFNZDUG�EXWWRQ�����²���
shapes, creating. See Shapes tools
6PDUW$UW�����²���
ungrouping, 421
Web alternative descriptions, adding, 402, 426
:RUG$UW�����²��������²��������

JUDSKLFV�IRUPDWWLQJ
DUWLVWLF�HIIHFWV�����²���
background removal, 404
EULJKWQHVV�����²���
color corrections, 403
FRQWUDVW�����²���
cropping, 402
3-D controls, 402
��'�FRQWUROV�IRU�����²���
'UDZLQJ�7RROV�IRU�����²���
HPEHGGHG�REMHFWV�����²���
in Excel vs. with external program, 399
Fill control, 401
Format Shape. See Format Shape task pane
JUDGLHQW�FRORU�ÀOOV�����²���
hidden tabs for, 399
Line control, 401
multiple objects, Selection pane for, 407
SLFWXUH�ÀOOV�����
3LFWXUH�6W\OHV�JDOOHU\�����²���
3LFWXUH�7RROV�����²���
UHFRORULQJ�����²��������
UHÁHFWLRQ�HIIHFWV�FRQWURO�����

resetting to original, 405
rotation, 402
VDWXUDWLRQ�����²���
shadow control, 401
VKDGRZ�HIIHFWV�����²���
sharpening images, 400, 402
sizing, 402
SmartArt Tools for, 407
WH[W�IRUPDWWLQJ�LQ�����²���
WH[WXUH�ÀOOV�����
WRQH�����²���
WUDQVSDUHQF\�����²���
Web alternative descriptions, adding, 402, 426

JUHDWHU�WKDQ��!�
ÀOWHUV�XVLQJ�����²���
GESTEP function, 1056
logical operator, 522

JUHDWHVW�FRPPRQ�GLYLVRU��*&'��IXQFWLRQ������
JULGOLQHV
FKDUWV��DGGLQJ�WR�����²���
color options, 100
displaying vs. printing, 96
drawing objects aligned with, 375
printing, 453
Show group, View tab, 95
Snap To Grid command for objects, 427

JULGV��GUDZLQJ�����
*URXS�$QG�2XWOLQH�FRPPDQGV������
*URXS�FRPPDQG��*URXS�PHQX�����
JURXSLQJ�JUDSKLF�REMHFWV�����²���
JURXSV�RI�3LYRW7DEOH�LWHPV�����²���
JURXSV��ULEERQ.�See also�WDEV��ULEERQ
DGGLQJ�H[LVWLQJ�JURXSV�WR�FXVWRP�WDEV����²��
command labels, hiding, 81
FXVWRP��FUHDWLQJ����²��
LFRQV�IRU�QHZ����²��
positioning, 80
required for tab creation, 80

JURXSV��XVHU�SHUPLVVLRQV�����²���
JURXSV��ZRUNVKHHW

Across Worksheets command, 258
actions performed simultaneously on sheets in group, 

���²���
FRSLHG�VKHHWV��JURXSV�RI�����²���
GXSOLFDWLRQ�RI�HGLWV�DFURVV�JURXSV�����²���
HGLWLQJ�DV�D�JURXS�����²���
formatting options with, 257
Header & Footer command with, 258
PHWKRGV�IRU�JURXSLQJ�����²���
mouse methods with, 257
1HZ�6KHHW�EXWWRQ�����²���
page layout changes for, 258
Print commands with, 257
XQJURXSLQJ�����²���
view options with, 257

*52:7+�IXQFWLRQ�����������
*URZWK�RSWLRQ�����
*URZWK�7UHQG�FRPPDQG�����



����� HARMEAN function

H
+$50($1�IXQFWLRQ������
KHDGHUV�DQG�IRRWHUV

Align With Page Margins option, 447
FROXPQ�VSHFLÀHUV��DV�����
date or time, adding to, 446
default margins for, 447
HGLWLQJ�����²���
ÀOH�QDPHV�DQG�SDWKV��DGGLQJ�����
ÀUVW�SDJHV��VSHFLI\LQJ�GLIIHUHQW�IRU�����
font control, 449
Format Text command, 449
+HDGHU�	�)RRWHU�FRPPDQG����������²���
+HDGHU�	�)RRWHU�7RROV�'HVLJQ�WDE�����²���
+HDGHU�)RRWHU�WDE�LQ�3DJH�6HWXS�GLDORJ�ER[�����²���
�+HDGHUV�VWUXFWXUHG�UHIHUHQFH�WDJ�����²���
MXVWLÀFDWLRQ�RI�����
odd & even pages, specifying different for, 447
page numbering, 446
pictures, adding, 447, 450
predesigned, adding, 446
Scale With Document option, 447
sheet name, adding, 446
side ruler for margins, 451
table formatting of, 289
Titles And Headings Cell Styles, 300

�+HDGHUV�VWUXFWXUHG�UHIHUHQFH�WDJ�����²���
KHDGLQJV

displaying vs. printing, 96
highlighting of, 15
mapping XML elements to, 851
Print Titles feature, 125
SULQWLQJ�RQ�HYHU\�SDJH�����²���
Show group, View tab, 95

+HOS
"��TXHVWLRQ�PDUN��LFRQ��������
button for, 68
GLDORJ�ER[����²��
Excel Options dialog box Help button, 28
F1 for, 23
IXQFWLRQ�UHIHUHQFH�����²���
Help menu, 2003, ribbon equivalents to, 1008
L�LFRQV��������²��
improvements in, 70
,QWHUQHW�EDVHG�V\VWHP����²��
.HHS�2Q�7RS�RSWLRQ����
keyboard shortcuts for, 1026
RIÁLQH�V\VWHP�IDOOEDFN����
ScreenTips, 67
VSHFLÀFLW\�IRU�GLDORJ�ER[HV����

KH[DGHFLPDO�QXPEHUV
BIN2HEX function, 1038
DEC2HEX function, 1048
+(;���KH[DGHFLPDO�WR��IXQFWLRQV������
OCT2HEX function, 1070

KLGGHQ�IROGHUV����
KLGLQJ

cells, 170
columns, 362
ÀOWHUV��E\��See�ÀOWHULQJ

graphic objects, 429
rows, 362
saving hidden workbooks, 185
8QKLGH�EXWWRQ�����²���
values using a null format, 338
ZRUNERRNV�����²���
worksheet groups, 257
ZRUNVKHHWV�����²��������

+LHUDUFK\�6PDUW$UW�����
+LJKOLJKW�&HOOV�5XOHV�FRQGLWLRQDO�IRUPDWWLQJ�����²���
KLVWRJUDPV
)5(48(1&<�IXQFWLRQ�����²���������
+LVWRJUDP�WRRO�����²���

+/22.83�IXQFWLRQ�����²���������
+RPH�NH\�����������
+RPH�3ULFH�(VWLPDWRU�WRRO�����²���
+RPH�WDE
��EXWWRQ�����
Clear menu, 296
Conditional Formatting button, 306. See also conditional 

formatting
Editing group, 214
Fill menu. See Fill menu
)LQG�	�6HOHFW�PHQX�����²���
Format Painter command, 296
Format As Table button, 288. See also table formatting
Format commands, 1003
Format menu, 359
IRUPDWWLQJ�FRPPDQGV�LQ�����²���
Get External Data command, 827
,QVHUW�FRPPDQG�����²���������

KRPRJUDSKV�����
KRUL]RQWDO�DOLJQPHQW�����²���
+285�IXQFWLRQ�����������
+70/
ÀOHV��VDYLQJ�WR����²��
format for pasting tables into Word, 978, 982

K\SHUEROLF�IXQFWLRQV
ACOSH function, 1034
ACOTH function, 1034
ASINH function, 1036
ATANH function, 1036
COSH function, 1043
COTH function, 1043
CSCH function, 1045
IMCOSH function, 1058
IMSECH function, 1059
IMSINH function, 1059
SECH function, 1078
SINH function, 1078
TANH function, 1081

K\SHUOLQNV
AutoFormatting of web addresses, 236
%RRNPDUN�EXWWRQ�IRU�OLQNV�WR�([FHO�ÀOHV�����
browsed pages, linking to, 970
EURZVLQJ�WR�ÀOHV�WR�OLQN�WR�����
FDSDELOLWLHV�RI�����²���
to charts, 974
clearing from cells, 214
FUHDWLQJ�LQ�FHOOV�����²���
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FUHDWLQJ�QHZ�GRFXPHQWV�ZLWK����������²���
deleting, 974
dynamic links, creating, 975
editing, 204, 974
email addresses, automatic, 234, 968, 973
Excel tables in Word documents, 985
IRUPXODV�IRU�FUHDWLQJ�����²���
full vs. relative URLs, 971
graphic objects, assignment to, 974
+\SHUOLQN�FRPPDQG��,QVHUW�WDE�����²��������²���
+<3(5/,1.�IXQFWLRQ�����²���������
,QVHUW�+\SHUOLQN�GLDORJ�ER[�����²���
links, compared to, 203
ORFDO�ÀOHV��WR�����²���
to locations in the current document, 972
navigation within a worksheet with, 968
network paths, to, 968
SDVWLQJ�����²���
WR�SLFWXUHV�����²��������
PivotTables, disallowed for, 970
Place In This Document button, 972
UHFHQW�ÀOHV��OLQNLQJ�WR�����
Remove Hyperlink command, 971
ULJKW�PRXVH�EXWWRQ�GUDJ�RSWLRQV�����²���
6FUHHQ7LSV��DGGLQJ�����²���
selecting cells or objects without triggering, 974
WH[W��DGGLQJ�WR�����²���
85/�DXWRPDWLF�FRQYHUVLRQ�WR����������²���
web pages, to, 967

+<3*(20.',67�IXQFWLRQ������
K\SKHQV

keyboard shortcuts with, 1019
sorting of, 737

I
L�LFRQV��������²��
,�EHDP�LQVHUWLRQ�SRLQWV�����
,FRQ�6HWV�FRQGLWLRQDO�IRUPDWWLQJ���������������
LFRQV�IRU�HPEHGGHG�DQG�OLQNHG�REMHFWV����������
LFRQV��SDGORFN�����
LI�FRQGLWLRQ
$9(5$*(,)�IXQFWLRQV�����²���
&2817,)�IXQFWLRQV�����²��������������
,)�IXQFWLRQ�����²���������
If statements, 938, 942
IFERROR function, 1057
IFNA function, 1058
680,)�IXQFWLRQV�����²�������������������

,0��LPDJLQDU\�QXPEHU��IXQFWLRQV������²����
LPDJHV.�See also�JUDSKLF�REMHFWV��SLFWXUHV
DGGLQJ�WR�6PDUW$UW�����²���
ÀOHV�VDYHG�ZLWK�+70/�IRUPDW����

LPDJLQDU\�QXPEHUV��,0�IXQFWLRQV������²����
,PPHGLDWH�ZLQGRZ��9LVXDO�%DVLF�(GLWRU�����²���
LPSOLFLW�LQWHUVHFWLRQV�����
,PSRUW�([WHUQDO�'DWD�FRPPDQGV������
LPSRUWLQJ�GDWD
$FFHVV��LPSRUWLQJ�HQWLUH�WDEOHV�IURP�����²���
database formats supported, 839

GHOLPLWHG�ÀOHV�����
GHVLJQ�FRQVLGHUDWLRQV�IRU�����²���
H[LVWLQJ�FRQQHFWLRQV��OLVWLQJ�����²���
À[HG�ZLGWK�ÀOHV�����
Microsoft Query for. See Microsoft Query
2IÀFH�'DWD�&RQQHFWLRQV�����²���
UHIUHVK�RSWLRQV�IRU�����²���
6HOHFW�7DEOH�GLDORJ�ER[�����²���
WH[W�ÀOHV����²�������²���
7H[W�,PSRUW�:L]DUG�����²���
;0/�IRUPDWWHG�GDWD�����²���

,QFUHDVH�'HFLPDO�FRPPDQG�����
,QFUHDVH�)RQW�6L]H�EXWWRQ�����
LQFUHPHQWV��VSHFLI\LQJ�����²���
LQGHQWLQJ�����²���
,1'(;�IXQFWLRQ����������²���������
,1',5(&7�IXQFWLRQ�����������
,QIR�FDWHJRU\��)LOH�WDE
0DUN�$V�)LQDO�FRPPDQG�����²���
security alerts and messages in, 107

,1)2�IXQFWLRQ������
LQIRUPDWLRQ�IXQFWLRQV
&2817%/$1.�IXQFWLRQ�����
ERROR.TYPE function, 554, 1052
,6�IXQFWLRQV�����²���
purpose of, 554
TYPE function, 554, 1083

LQN�DQQRWDWLRQV�����������
,QSXW%R[�VWDWHPHQWV�����
LQSXWWLQJ�GDWD���
,QVHUW�&KDUWV�GLDORJ�ER[���²�
,QVHUW�)XQFWLRQ�GLDORJ�ER[
$UJXPHQWV�GLDORJ�ER[�ZLWK�����²���
EURZVLQJ�WKH�OLVW�RI�IXQFWLRQV�����²���
FXVWRP�IXQFWLRQV�LQ�����²���
function selection methods of, 533
Insert Function button for, 144, 482
keyboard shortcut for, 1023
launching, 482
location of, 35
8VHU�'HÀQHG�FDWHJRU\�����²���

,QVHUW�+\SHUOLQN�GLDORJ�ER[����
,QVHUW�NH\�VKRUWFXWV������
,QVHUW�PHQX��������ULEERQ�HTXLYDOHQWV�WR������
,QVHUW�WDE
$SSV�)RU�2IÀFH�EXWWRQ�����²���
dangers of row and column inserts, 129
graphic objects commands, 371
+\SHUOLQN�FRPPDQG�����²��������²���
2EMHFW�EXWWRQ�����²��������²���
PivotTable command, 771. See also PivotTables
3RZHU�9LHZ�EXWWRQ�����²���
5HFRPPHQGHG�&KDUWV���²�
Recommended PivotTable command. See PivotTables
6FUHHQVKRW�PHQX�����²���
Signature Line, 117
6PDUW$UW�EXWWRQ�����²���
Sparklines group buttons, 712
6\PERO�EXWWRQ�����²���
:RUG$UW�����²���
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,QVHUW�WDE��:RUG�����²���
LQVHUWLQJ

cells. See inserting cells
FKDUWV�����²���������
IXQFWLRQV�����²���
Insert dialog box keyboard shortcut, 1027
,QVHUW�+\SHUOLQN�GLDORJ�ER[�����²���
insertion points, 143
QDPHV�LQ�IRUPXODV�����²���
QHZ�ZRUNVKHHWV�����²���
ribbon tab for. See Insert tab
rows and columns. See inserting rows and columns

LQVHUWLQJ�FHOOV
ÀOO�KDQGOH�PHWKRG�IRU�����
,QVHUW�&HOOV�FRPPDQG�����²���
Insert Copied Cells command, 209
Insert Cut Cells command, 209, 213
,QVHUW�3DVWH�GLDORJ�ER[�����²���
Shift Cells Down option, 210
Show Insert Options Buttons option, 222

LQVHUWLQJ�IXQFWLRQV.�See�,QVHUW�)XQFWLRQ�GLDORJ�ER[
LQVHUWLQJ�URZV�DQG�FROXPQV

format of inserted columns, 206
formula adjustments for, 206
Insert menu, Cells group for, 206
,QVHUW�2SWLRQV�����²���
keyboard shortcuts for, 208
VKRUWFXW�PHQXV�IRU�����²���
SUM function failure to include, 476

LQVHUWLRQ�SRLQWV�����
,QVSHFW�'RFXPHQW�FRPPDQG�����²���
LQVWDQFHV�RI�([FHO����
LQVXIÀFLHQW�FROXPQ�VSDFH�LQGLFDWRUV��������«�������������

���
,17�IXQFWLRQ�����������
,17(5&(37�IXQFWLRQ������
LQWHUHVW�FDOFXODWLRQV.�See also�LQYHVWPHQW�IXQFWLRQV
$&&5,17�IXQFWLRQV�����²���������
EFFECT function, 1051
LQWHUHVW�DFFUXHG�IXQFWLRQV�����²���������
IPMT function, 587, 1061

LQWHUQDO�UDWH�RI�UHWXUQ�FDOFXODWLRQV
,55�IXQFWLRQ�����²���������
XIRR function, 1086

,QWHUQHW�DGGUHVVHV��DXWRPDWLF�FRQYHUVLRQ�WR�K\SHUOLQNV�������
���²���

,QWHUQHW�FRQQHFWLRQV��RSWLRQ�IRU�GLVDOORZLQJ�����
,QWHUQHW�([SORUHU��H[SRUWLQJ�GDWD�WR�([FHO�����
LQWHUVHFWLRQV

implicit, 496
VWUXFWXUHG�UHIHUHQFH�LQWHUVHFWLRQ�RSHUDWRU��VSDFH������²���

,175$7(�IXQFWLRQ�����������
LQYHVWPHQW�IXQFWLRQV

accessing, 583
arguments for, 584
CUMIPMT function, 1047
CUMPRINC function, 1047
EFFECT function, 1051
FV function, 586, 1055
FVSCHEDULE function, 1055

IPMT function, 587, 1061
,55�IXQFWLRQ�����²���������
ISPMT function, 1062
MIRR function, 590, 1066
NOMINAL function, 1068
NPER function, 588, 1069
139�IXQFWLRQ�����²���������
PDURATION function, 1071
307�IXQFWLRQ�����²��������������
PPMT function, 588, 1073
39�IXQFWLRQ�����²��������������
5$7(�IXQFWLRQ�����²���������
RRI function, 1077
XIRR function, 1086
XNPV function, 1086

,307�IXQFWLRQ�����������
,55�IXQFWLRQ�����²���������
,6�IXQFWLRQV�����²���������²����
,6%/$1.�IXQFWLRQ�����²���������
,6(55�IXQFWLRQV�����²���������
,V0LVVLQJ�IXQFWLRQ�����
,61$�IXQFWLRQ������
,61217(;7�IXQFWLRQ������
,6307�IXQFWLRQ������
,WDOLF�FRPPDQG�����
LWHUDWLYH�FDOFXODWLRQV
HQDEOLQJ�����²���
Max Time and Iterations settings, Solver, 659
5$7(�IXQFWLRQ�XVH�RI�����²���

J
MRLQ�RSHUDWLRQV��0LFURVRIW�4XHU\����������²���
MXVWLÀFDWLRQ��See also�DOLJQPHQW

header and footer, 446
Horizontal Justify, 343
Justify command, 343
Justify Distributed option, 344
YHUWLFDO�MXVWLÀFDWLRQ�����

K
.HHS�7H[W�)ODW�FRQWURO����'�����
NHUQLQJ�����
NH\�SHUIRUPDQFH�LQGLFDWRUV��.3,V�����������
NH\ERDUG�FRPPDQG�PRGH����²�������
NH\ERDUG�PRGHV��WDEOH�RI�����²���
NH\ERDUG�VKRUWFXWV
$OW� �����
Alt+Tab, 173
DSSHQGL[�OLVWLQJ�DOO������²����
Backstage view commands, 1029
borders, 1025
calculation, 1023
&WUO�C�FRPPDQG��GLVSOD\�KLGH�IRUPXODV�����
Ctrl+;, 567
&WUO����DUUD\�VHOHFWLRQ������
Ctrl+1, 287, 928
Ctrl+Alt+V, 1026
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Ctrl+ arrow keys, 132
Ctrl+C, 192
Ctrl+D, 230
&WUO�(QG��PRYH�WR�HQG�RI�DFWLYH�DUHD������
&WUO�)�����²���
Ctrl+H, 242
&WUO�+RPH��PRYH�WR�$�����������
Ctrl+Page Down, 161
Ctrl+Page Up, 161
Ctrl+R, 230
Ctrl+S, 44
Ctrl+Shift+Comma, 565
Ctrl+Shift+:, 567
Ctrl+Spacebar, 137
Ctrl+T, 723
Ctrl+Tab, 174
Ctrl+V, 192
Ctrl+X, 192
Ctrl+Y, 192
Ctrl+Z, 153, 192, 565
GDWD�HQWU\�����������²����
editing with, 1022
F1, 23, 1013
)������²���������
F4, 470, 1014
)������²��������������
F7, 250, 1014
)������������²����
F11, 679, 1015
)��IXQFWLRQ��NH\V��WDEOH�RI������²����
ÀOWHULQJ�FRPPDQGV������
IRUPDW�GDWD�FRPPDQGV������²����
IRUPXOD�FRPPDQGV������²����
IXQFWLRQ��)��NH\V��WDEOH�RI������²����
Go To Special, list of, 142
Help commands, 1026
inserting charts, 1021
inserting rows and columns, 208
OHWWHU�NH\V��$�=�������
macro commands, 1027
macros, assigning to, 917
QDYLJDWLRQ�ZLWK�����²���������²����������²����
options menus commands, 1030
outline commands, 1030
print commands, 1029
ribbon control and view shortcuts, 1027
VFUROOLQJ�FRPPDQGV������²����
VHOHFWLQJ�ZLWK������������²����
Shift+Ctrl+Tab, 174
Shift+Spacebar, 137
task pane control commands, 1031
Windows navigation, 1031
worksheet management, 1032
worksheet navigation with, 19

NH\SDG�VKRUWFXWV��WDEOH�RI������
.3,V��NH\�SHUIRUPDQFH�LQGLFDWRUV�����������
NWK�ODUJHVW�VPDOOHVW��'HVFULSWLYH�6WDWLVWLFV�WRRO�����
NXUWRVLV

Descriptive Statistics tool, 618
.857�IXQFWLRQ������
PEARSON function, 1071, 1077

L
ODEHOV��FKDUW�����
ODQGVFDSH�RULHQWDWLRQ�����
ODQGVFDSH�SULQWLQJ�RULHQWDWLRQ����������
ODQJXDJH�IXQFWLRQV
$6&,,�IXQFWLRQV�����²���������
“B” double-byte character set functions, 548
PHONETIC function, 1072
UNICHAR function, 1083

/$5*(�IXQFWLRQ����������������
ODXQFKLQJ�([FHO����
OD\RXWV��FKDUW�����
/&0��OHDVW�FRPPRQ�PXOWLSOH��IXQFWLRQ������
OHIW�DOLJQPHQW�����²���
/HIW�$UURZ�NH\�VKRUWFXWV������
/()7�IXQFWLRQV�����������
OHJDF\�ÀOH�W\SHV��������²������
OHJHQGV��FKDUW�����²���
/(1�IXQFWLRQ�����������
OHVV�WKDQ����
ÀOWHUV�XVLQJ�����²���
logical operator, 522

/LQHDU�RSWLRQ�����
OLQHDU�UHJUHVVLRQ�����²���
/LQHDU�7UHQG�FRPPDQG�����
OLQHDU�WUHQGOLQHV�����²���
OLQHV
FKDUW��IRUPDWWLQJ�����²���
GUDZLQJ����������²���
/LQH�FRQWURO��3LFWXUH�7RROV������
options in Format Shape task pane, 413

/,1(67�IXQFWLRQ�����²���������
/LQNHG�3LFWXUH�EXWWRQ�����²���
OLQNLQJ.�See also�K\SHUOLQNV
DXWRPDWLF�XSGDWLQJ�RSWLRQ����������²��������
Break Link command, 520
EURNHQ�OLQNV��À[LQJ�����
FDSDELOLWLHV�IURP�����²���
Change Links dialog box, 967
FRQVROLGDWHG�GDWD��DGGLQJ�WR�VRXUFH�ZRUNVKHHWV�����²���
FRS\LQJ�IRUPXODV�EHWZHHQ�ZRUNERRNV�����²���
&UHDWH�)URP�)LOH�WDE�����²���
FXWWLQJ�DQG�SDVWLQJ�IRUPXODV�����²���
dependent workbooks, opening, 519
(GLW�/LQNV�GLDORJ�ER[�����²��������²���
HPEHGGLQJ�FRPSDUHG�WR�����²���
([FHO�LQWR�:RUG�ZLWK�3DVWH�/LQN�RSWLRQV�����²���
hyperlinks compared to, 203
icons with, 964, 966
links to other applications, 520
PDQXDO�XSGDWLQJ�RSWLRQ�����²���
manual vs. automatic links, 519
2EMHFW�FRPPDQG�����²���
RIÁLQH�XQDYDLODELOLW\�LVVXH�����
Paste Link option of Paste Special dialog box, 964
pasting, 196, 201
SLFWXUHV��WR�VRXUFH�ÀOHV�IRU�����²���
range names for links from Word, 984
UHIHUHQFHV�LQ�����²���
ULJKW�PRXVH�EXWWRQ�GUDJ�RSWLRQV�����²���



����� Links command

OLQNLQJ��FRQWLQXHG
saving, 518
VHFXULW\�DOHUWV�RQ�VWDUWXS�����²���
VRXUFH�GDWD�FKDQJHV��HIIHFWV�RI�����²���
Startup Prompt dialog box, 520
text box to cell, 382
Update button, 519
Update Values command, 520
XSGDWLQJ�RSWLRQV�����²���

/LQNV�FRPPDQG�����
/LVW�FDWHJRU\��6PDUW$UW�����
/LVW�FRPPDQGV������������²����
OLVWV
FUHDWLQJ�FXVWRP�����²���
ÀOWHULQJ��See�ÀOWHULQJ
well-constructed for PivotTables, 771

OLWHUDO�VWULQJV�����
/LYH�0HVK�����
OLYH�SUHYLHZ

enabling, 94
formatting advantages of, 12
JDOOHULHV�ZLWK����²��
Quick Access tool, for, 33

ORDQV��SD\PHQW�FDOFXODWLRQV�IRU�����²���
/RFDOH�IRUPDWWLQJ�����²���
ORFDWLRQV��PDQDJLQJ�WUXVWHG�����²���
ORFNLQJ�FHOOV�����²���
ORJDULWKPV

IMLN function, 1059
IMLOG functions, 1059
LN function, 1063
LOG functions, 1063

/2*(67�IXQFWLRQ����������²���������
ORJLFDO�IXQFWLRQV
$1'�IXQFWLRQ�����²���������
BIT comparison functions, 1039
FALSE function, 1053
,)�IXQFWLRQ�����²���������
ISLOGICAL function, 1062
127�IXQFWLRQ�����²���������
25�IXQFWLRQ�����²���������
SUMIF function, 552
TRUE function, 1083
TRUE or FALSE nature of, 551
XOR function, 1086

ORJLFDO�RSHUDWRUV
ORJLFDO�IXQFWLRQV�ZLWK�����²���
table of, 522

ORJLFDO�YDOXHV
as arguments in functions, 532
FALSE function, 1053
FALSE logical value, 532, 551
ISLOGICAL function, 1062
sorting of, 737
TRUE function, 1083
TRUE logical value, 532, 551

/2*1250�IXQFWLRQV������
ORRNXS�DQG�UHIHUHQFH�IXQFWLRQV

ADDRESS function, 560, 1035
AREAS function, 564, 1036
arguments for, 557

capabilities of, 556
CHOOSE function, 560, 1041
COLUMN function, 563, 1041
&2/8016�IXQFWLRQ�����²���������
+/22.83�IXQFWLRQ�����²���������
,1'(;�IXQFWLRQ����������²���������
INDIRECT function, 563, 1060
/22.83�IXQFWLRQ�����²��������������
0$7&+�IXQFWLRQ����������²���������
ROW function, 563, 1077
52:6�IXQFWLRQ�����²���������
SHEET functions, 1078
TRANSPOSE function, 564, 1083
9/22.83�IXQFWLRQ�����²��������²���������

/2:(5�IXQFWLRQ�����²���������

M
0DFLQWRVK�FRPSDWLELOLW\

CSV and tab-delimited formats for, 66
date system, 63, 566
SkyDrive limitations, 907
Windows to Mac importing and exporting, 63

PDFURV
DGGLQJ�FRGH�WR�����²���
EXWWRQV��FUHDWLQJ�IRU����²��
FRPPHQWV�����²���
copying code between, 928
creation methods, 913
GHÀQLWLRQ�RI�����
descriptions for, 917
GRFXPHQWDWLRQ�����²���
editor for. See Visual Basic Editor
(QG�6XE�VWDWHPHQWV����������²���
JUDSKLF�REMHFWV��DVVLJQLQJ�WR�����²���
keyboard shortcuts for, 1027
making available for any workbook, 932
Microsoft Script Editor command, 1005
modules, VBA, 920
naming, 917, 940
Personal Macro Workbooks, 932
recording. See recording macros
UHODWLYH�UHIHUHQFHV�IRU�����²���
running, 918
Security command, 1005
VHFXULW\�LVVXHV�����²���
status bar buttons for, 38
6XE�VWDWHPHQWV����������²���
VXEURXWLQHV�����²���
VXSSRUWHG�ÀOH�IRUPDWV�IRU�����
table references, 725
Trust Center options for, 110
unexpected results from recording, 919
View Macros command, 918
Visual Basic Editor command, 1005
XLSX format does not support, 916
;/70�ÀOH�IRUPDW����

PDLO�PHUJHV�����²���
0DS�EXWWRQ��3RZHU�9LHZ�����²���
PDSSLQJ�;0/�HOHPHQWV�����
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PDUJLQ�VHWWLQJV�����²�������������²���
0DUN�$V�)LQDO�FRPPDQG�����²���
PDUTXHHV�����²���
PDVWHU�ZRUNERRNV�����²���
0$7&+�IXQFWLRQ����������²���������
0DWHULDO�FRQWURO����'�����
PDWK�IXQFWLRQV
$**5(*$7(�IXQFWLRQ�����²���������
AVERAGE functions, 544, 1037
%(66(/�IXQFWLRQV������²����
%,1���ELQDU\�FRQYHUVLRQ��IXQFWLRQV������
&(,/,1*�IXQFWLRQ�����������²����
COMBIN functions, 542, 1042
COMPLEX function, 1042
'(&���GHFLPDO�WR��IXQFWLRQV������
DEGREES function, 1048
DELTA function, 1049
DPRODUCT function, 1050
DSUM function, 1050
EVEN function, 543, 1052
EXP function, 1052
)$&7��IDFWRULDO��IXQFWLRQV������²����
FISHER functions, 1054
FLOOR functions, 543, 1054
*&'��JUHDWHVW�FRPPRQ�GLYLVRU��IXQFWLRQ������
hyperbolic. See hyperbolic functions
,0��LPDJLQDU\�QXPEHU��IXQFWLRQV������²����
INT function, 544, 1060
INTERCEPT function, 1061
/&0��OHDVW�FRPPRQ�PXOWLSOH��IXQFWLRQ������
MROUND function, 544, 1067
ODD function, 543, 1070
PERMUTATION functions, 1071
PI function, 1072
POWER function, 1073
PRODUCT function, 539, 1074
QUOTIENT function, 1074
RADIANS function, 1074
5$1'�IXQFWLRQV�����������²����
5281'�IXQFWLRQV�����²���������
RSQ function, 1077
SERIESSUM function, 1078
SIGN function, 1078
SQRT function, 1079
SQRTPI function, 1079
SUM. See SUM functions
680,)�IXQFWLRQV�����²�������������������
trigonometric. See trigonometric functions
TRUNC function, 545, 1083

PDWKHPDWLFV�H[SUHVVLRQV�DV�HPEHGGHG�REMHFWV�����
PDWKHPDWLFV�RSHUDWRUV��3DVWH�6SHFLDO�����²���
PDWULFHV.�See also�DUUD\V

MDETERM function, 1065
MINVERSE function, 1066
MUNIT function, 1067

0$;�IXQFWLRQV����������²��������������
0D[LPL]H�EXWWRQ����²��
PD[LPXP�LWHPV�DOORZHG����²��
PD[LPXPV

Descriptive Statistics tool, 618
DMAX function, 1049

0LFURVRIW�4XHU\�JHQHUDWLRQ�RI�����²���
0'(7(50�IXQFWLRQ������
0'85$7,21�IXQFWLRQ�����²���������
PHDQ��'HVFULSWLYH�6WDWLVWLFV�WRRO�����
PHDQV

averages. See averages
TRIMMEAN function, 1083

PHGLDQV
Descriptive Statistics tool, 618
MEDIAN function, 539, 603, 1065

0HHW�1RZ�FRPPDQG������
PHPRU\�XVDJH�E\�([FHO��������
PHQXV.�See also�WDEV��ULEERQ

2003 style. See 2003 menu commands, 2013 ribbon 
equivalents

ULJKW�FOLFNLQJ�IRU�VKRUWFXW�PHQXV����²��
0HUJH�	�&HQWHU�FRPPDQG�����
PHUJLQJ�FHOOV�����²���
PHUJLQJ�FKDQJHV�RI�PXOWLSOH�ZRUNERRNV�����²���
PHVVDJH�EDU

Enable Content button, 108
VHFXULW\�DOHUWV�DQG�PHVVDJHV�LQ�����²��������

PHWKRGV��9%$����������²���
0+70/�ÀOHV��VDYLQJ�WR����²��
0LFURVRIW�DFFRXQWV���������
0LFURVRIW�$FWLYH�$FFHVVLELOLW\��06$$��VSHFLÀFDWLRQ����
0LFURVRIW�(TXDWLRQ�(GLWRU�����
0LFURVRIW�2IÀFH�2QOLQH�FRPPDQG������
0LFURVRIW�2IÀFH�:HE�$SSV��See�2IÀFH�:HE�$SSV
0LFURVRIW�4XHU\
DGGLQJ�ÀHOGV�����
adding tables, 859
DJJUHJDWH�FDOFXODWLRQV�����²���
Automatic Query options, 865
FDOFXODWHG�ÀHOGV��ÀOWHULQJ�RQ�����
capabilities beyond Query Wizard, 857
Choose Data Source dialog box, 858
choosing tables and columns, 854
FRPSDULQJ�ÀHOGV�����²���
&\FOH�7KURXJK�7RWDOV�EXWWRQ�����²���
GDWD�SDQH�����²���
GDWD�VRXUFH�VHOHFWLRQ�����²���
(GLW�&ROXPQ�IXQFWLRQV�����²���
H[DFW�PDWFK�FULWHULD�FUHDWLRQ�����²���
existing queries, editing, 852
ÀHOG��FROXPQ��HGLWLQJ�����²���
ÀOWHULQJ�UHFRUGV�����²��������²���
JURXS�DJJUHJDWHV�����²���
KLGLQJ�ÀHOGV�����
MRLQ�FUHDWLRQ�����²���
join operations, 854
PRYLQJ�ÀHOGV�����
multiple exact-match criteria, 864
naming new queries, 853
RSHQLQJ�H[LVWLQJ�TXHULHV�����²���
SDUDPHWHU�EDVHG�TXHULHV�����²���
purpose of, 852
4XHU\�:L]DUG�����²���
relationship operators for, 855
UHPRYLQJ�ÀHOGV�����
removing tables, 859



����� Microsoft Word

0LFURVRIW�4XHU\��FRQWLQXHG
UHQDPLQJ�ÀHOGV�����
returning results to Excel, 871
saving queries, 871
VDYLQJ�4XHU\�:L]DUG�TXHULHV�����²���
Select Database dialog box, 853
sorting in Query Wizard, 856
VRUWLQJ�UHFRUGV�����²���
SQL code, viewing, 865
WDEOHV�SDQH�����²���
Unique Values Only option, 866

0LFURVRIW�:RUG.�See�:RUG
0,'�IXQFWLRQ�����������
PLOLWDU\�WLPH�FRQYHQWLRQ����������
0LQL�WRROEDU

display options, 94
hiding, 33

0LQLPL]H�EXWWRQ����²��
PLQLPXPV

Descriptive Statistics tool, 618
DMIN function, 1049
0LFURVRIW�4XHU\�JHQHUDWLRQ�RI�����²���
0,1�IXQFWLRQV���������������������²����

PLQXV�VLJQ��²�
functions list invoked by, 144
interpretation at beginning of an entry, 145
VXEWUDFWLRQ�����²�����See also subtraction

0,187(�IXQFWLRQ�����������
0,19(56(�IXQFWLRQ������
0,55�IXQFWLRQ�����������
PLVDOLJQHG�GDWD�����
PL[HG�UHIHUHQFHV����������²���
008/7.�See�PRGH
02'�IXQFWLRQ�����²���������
PRGH

Descriptive Statistics tool, 618
MODE functions, 539, 1066
MODE.MULT function, 603
MODE.SNGL function, 603

PRGXODU�GHVLJQ�����
PRGXOHV��9%$����������²���
0217+�IXQFWLRQ�����������
0RUH�1XPEHU�)RUPDWV�FRPPDQG����
PRUWJDJH�SD\PHQWV��IXQFWLRQV�WR�FDOFXODWH�����²�����

���²���
0RVW�5HFHQWO\�8VHG�'RFXPHQWV�FRPPDQG�����
PRXVH
GUDJJLQJ�FHOOV�DQG�UDQJHV�ZLWK�����²���
Enable Fill Handle And Cell Drag-And-Drop, 221
UHJLRQ�QDYLJDWLRQ�ZLWK�����²���
ULJKW�PRXVH�EXWWRQ�GUDJ�RSWLRQV�����²���
selection with, 135
wheels, navigating with, 18
Zoom On Roll With IntelliMouse option, 222
zooming with, 164

0RYH�2U�&RS\�GLDORJ�ER[�����
0RYH�2U�&RS\�6KHHW�FRPPDQG�����
PRYLQJ
GUDJJLQJ�FHOOV�DQG�UDQJHV�ZLWK�PRXVH�����²���
ULJKW�PRXVH�EXWWRQ�GUDJ�RSWLRQV�����²���

Update Formula To Include Cells option, 213
ZRUNVKHHWV�����²���

PRYLQJ�DURXQG�ZRUNVKHHWV.�See�QDYLJDWLRQ
0RYLQJ�$YHUDJH�WRRO�����²���
PRYLQJ�DYHUDJH�WUHQGOLQHV�����²���
05281'�IXQFWLRQ�����������
06$$��0LFURVRIW�$FWLYH�$FFHVVLELOLW\��VSHFLÀFDWLRQ����
06�'26�&69�ÀOHV����
0VJ%R[�VWDWHPHQWV�����
PXOWLFRUH�SURFHVVLQJ�����
08/7,120,$/�IXQFWLRQ������
PXOWLSOH�UHJUHVVLRQ�����
PXOWLSOH�ZLQGRZV�IRU�VDPH�ZRUNERRN�����²���
PXOWLSOH�ZRUNERRNV��QDYLJDWLQJ�EHWZHHQ�����²���
PXOWLSOLFDWLRQ
�V\PERO�IRU�����²���
DPRODUCT function, 1050
IMPRODUCT function, 1059
PRODUCT function, 539, 1074
ranges in formulas with, 515
SUMPRODUCT functions, 1080

0XOWLSO\��NH\SDG��NH\ERDUG�VKRUWFXW������
PXOWL�WDEOH�GDWD�PRGHOV�����²���
081,7�IXQFWLRQ������

N
1�IXQFWLRQ������
�1�$�HUURU�YDOXH

causes of, 480
IFNA function, 1058
ISNA function, 1062
NA function, 1067

�1$0("�HUURU�YDOXH����������
QDPHV

advantages for formulas, 484
$SSO\�1DPHV�FRPPDQG�����²���
as arguments in functions, 533
case, insensitivity to, 487
cell references, changing, 487
FRQVWDQWV��IRU�����²���
&UHDWH�)URP�6HOHFWLRQ�FRPPDQG�����²���
'HÀQH�FRPPDQG�HTXLYDOHQW������
'HÀQH�1DPH�EXWWRQ�����²���
GHÀQLQJ�IRU�D�FHOO�����²���
GRFXPHQWLQJ�ZLWK�FRPPHQWV�����²���
editing, 487
Formula AutoComplete with, 492
formulas, for, 491
functions, inserting in, 536
Go To command, 496
Insert menu command equivalents, 1002
LQVHUWLQJ�LQ�IRUPXODV�����²���
links from Word, importance for, 984
OLVWLQJ�����²���
1DPH�ER[�����²���
�1$0("�HUURU�YDOXH�����
1DPH�0DQDJHU�����²���
natural-language formulas feature discontinued, 499
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1HZ�1DPH�GLDORJ�ER[�����²���
3DVWH�/LVW�FRPPDQG�����²���
UDQJHV��FUHDWLQJ�PXOWLSOH�LQ�����²���
5HIHUV�7R�WH[W�ER[�����²��������
UHSODFLQJ�UHIHUHQFHV�ZLWK�����²���
rules for naming, 487
VFRSH�RI�����²���
selecting with edit boxes, 490
syntax for, 487
WDEOH�IRUPXODV��DXWRPDWLF�XVH�LQ�����²���
WDEOHV��RI�����²���
WH[W�ODEHOV�IRU�����²��������²���
XVLQJ�LQ�IRUPXODV�����²���
workbook-wide basis of, 488
worksheets, 156
ZRUNVKHHWV��OLPLWLQJ�UHIHUHQFHV�WR�VSHFLÀF�����²���

QDPHV�RI�SHRSOH
JHQHUDWLQJ�IXOO�IURP�ÀUVW�DQG�ODVW�����
parsing, 549

QDWXUDO�ORJDULWKPV
IMLN function, 1059
LN function, 1063

QDWXUDO�ODQJXDJH�IRUPXODV�IHDWXUH�GLVFRQWLQXHG�����
QDYLJDWLRQ
FRQWUROV��ZRUNVKHHW����²��
hyperlinks for, 968
NH\ERDUG�VKRUWFXWV�IRU���������²���
NH\ERDUG�VKRUWFXWV�IRU��WDEOHV�RI������²����������²����
multiple selections, within, 141
UHJLRQV�����²���
Windows keyboard shortcuts, 1031
ZRUNERRNV��EHWZHHQ�����²���

QHJDWLYH�YDOXHV��GLVSOD\�RI�����
1(*%,120.',67�IXQFWLRQ������
QHVWHG�IRUPXODV��HYDOXDWLQJ�����²���
QHW�SUHVHQW�YDOXH�FDOFXODWLRQV�����²���
QHWZRUN�SDWKV��K\SHUOLQNV�WR�����
1(7:25.'$<6�IXQFWLRQV�����²���������²����
QHWZRUNV��VDYLQJ�ÀOHV�WR�QHWZRUN�ORFDWLRQV�����
1HZ�FRPPDQG

accessing on File tab, 39, 997
WHPSODWH�FKRLFHV����²��

1HZ�'DWDEDVH�4XHU\�FRPPDQG������
QHZ�IHDWXUHV�RI�([FHO�����

animation features, 9
chart data labels, rich, 8
Chart Elements button, 7
Chart Styles button, 7
Excel Data Model, 9
)ODVK�)LOO���²������²���
PivotCharts, standalone, 9
Power View, 9, 371
SUHYLRXVO\�UHOHDVHG�IHDWXUHV��ODVW�XSJUDGH����²��
Quick Analysis toolbar, 5
5HFRPPHQGHG�&KDUWV���²������
Recommended PivotTables, 8, 371
slicers, 8
templates, 4
Timeline feature, 8, 371
workbook organization, 8

QHZ�IHDWXUHV�RI�ODVW�XSJUDGH����²��

QHZ�IHDWXUHV�VLQFH���������²��
1HZ�6KHHW�EXWWRQ�����²��������²���
1HZ�:LQGRZ�FRPPDQG�����²���
QRPLQDO�DQQXDO�LQWHUHVW�UDWHV������
120,1$/�IXQFWLRQ������
QRQDGMDFHQW�UHJLRQV��VHOHFWLQJ�����²��������
1250�IXQFWLRQV������²����
1RUPDO�FHOO�VW\OH���������������²���
1RUPDO�FRPPDQG������
QRUPDO�GLVWULEXWLRQV��JHQHUDWLQJ�����
127�IXQFWLRQ�����²���������
1RWHSDG��SDVWLQJ�IURP�����
QRWLÀFDWLRQV

Alert The User When A Potentially Time-Consuming 
Operation Occurs, 222

PHVVDJH�EDU�IRU�����²��������
12:�IXQFWLRQ�����²��������������
13(5�IXQFWLRQ�����������
139�IXQFWLRQ�����²���������
�18//��HUURU�YDOXH�����
QXOO�IRUPDWV�����
�180��HUURU�YDOXH����������
1XP�/RFN�PRGH�����
1XPEHU�JURXS

drop-down list options, 23
1XPEHU�RSWLRQ�RI�����²���

QXPEHU�VLJQ����
digit placeholder in custom number formats, 332
undersized columns with, 147, 360, 577

1XPEHU�WDE��)RUPDW�&HOOV�GLDORJ�ER[.�See�QXPHULF�
IRUPDWWLQJ

QXPEHUV
formatting of. See numeric formatting
ISNUMBER function, 554, 1062
N function, 1067
negative, 324
Number Format drop-down list, 23, 25
ROMAN function, 1076
VFLHQWLÀF��See�VFLHQWLÀF�QRWDWLRQ
as values. See numeric values

180%(59$/8(�IXQFWLRQ������
QXPHULF�IRUPDWWLQJ
$FFRXQWLQJ�IRUPDWV�����²��������
built-in custom format codes, table of, 334
FRORULQJ�FHOOV�ZLWK�����²���
&XUUHQF\�IRUPDW�RSWLRQ�����²���
FXVWRP�QXPEHU�IRUPDWV��FUHDWLQJ�����²���
GDWHV�DQG�WLPHV�����²�����See also dates and times
Decrease Decimal command, 323
IUDFWLRQ�IRUPDWWLQJ�W\SHV�����²���
*HQHUDO�IRUPDWWLQJ�GLVSOD\�RI�QXPEHUV�����²���
Increase Decimal command, 323
keyboard shortcuts for, 1018
leading zeros, 319
Number Format category, Cell Styles, 301
1XPEHU�RSWLRQ�RI�1XPEHU�JURXS�����²���
paste option for, 196, 199
3HUFHQWDJH�IRUPDWV�����²���
VFDOLQJ�QXPEHUV��FXVWRPL]LQJ�IRU�����²���
6FLHQWLÀF�IRUPDW�����
VSHFLDO�FKDUDFWHUV�ZLWK�����²���
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QXPHULF�NH\V��VKRUWFXWV�ZLWK������
QXPHULF�WH[W

alignment of, 150
DECIMAL function, 1048
HQWHULQJ�����²���
IRUPXODV��XVLQJ�LQ�����²���

QXPHULF�YDOXHV
DPSHUVDQG��	��FRQFDWHQDWLRQ�RSHUDWRU�����²���
as arguments in functions, 532
E and e in. See�(�DQG�H��H[SRQHQW�
entering, 145
NUMBERVALUE function, 1069

O
2EMHFW�%URZVHU��9LVXDO�%DVLF�(GLWRU�����²���
2EMHFW�EXWWRQ��,QVHUW�WDE�����²��������²���
2EMHFW�FRPPDQG��([FHO����������
2EMHFW�FRPPDQG��:RUG�����²���
REMHFW�OLQNLQJ�DQG�HPEHGGLQJ��2/(������.�See also�

HPEHGGLQJ��OLQNLQJ
REMHFWV��9%$�����²��������²���
RFWDO�QXPEHUV

BIN2OCT function, 1038
DEC2OCT function, 1048
HEX2OCT function, 1056
2&7���RFWDO�WR��IXQFWLRQV������²����

2'&�ÀOHV�����²���
RGG�QXPEHUV��,62''�IXQFWLRQ�����������
2''35,&(�IXQFWLRQ������
2''<,(/'�IXQFWLRQ������
2IÀFH�&OLSERDUG�FRPPDQG�����
2IÀFH��0LFURVRIW

Assistant discontinued, 1008
Background menu, 40
Background options, 40, 94
Button discontinued, 39
'DWD�&RQQHFWLRQV�����²���
Marketplace services, 253
Microsoft Graph Chart, 988
Mobile, 11
Theme options, 94
web apps. See�2IÀFH�:HE�$SSV

2IÀFH�6WRUH�����²���
2IÀFH�:HE�$SSV

advantages of, 907
FDSDELOLWLHV�RI����²��
data sharing with, 64
LQVWDOOLQJ�����²���
2SHQ�,Q�([FHO��GHVNWRS��FRPPDQG�����
RSHQLQJ�ZRUNERRNV�LQ�����²���
UHDG�RQO\�PRGH�����²���
VDYLQJ�ZRUNERRNV�����²���
shared workbooks, editing, 909
SkyDrive Version History command, 904
XQVXSSRUWHG�IHDWXUHV��KDQGOLQJ�RI�����²���

2IÀFH�FRP�6PDUW$UW�JUDSKLFV�����
2IIVHW�FRQWURO�IRU�WH[W�����
2))6(7�IXQFWLRQ������

2/$3��RQOLQH�DQDO\WLFDO�SURFHVVLQJ�
&8%(�IXQFWLRQV������²����
cubes for BI, 808
improved in Excel 2007, 13
0LFURVRIW�4XHU\��VHOHFWLQJ�LQ�����²���

2/(��REMHFW�OLQNLQJ�DQG�HPEHGGLQJ������.�See also�
HPEHGGLQJ��OLQNLQJ

2Q�(UURU�*R7R�VWDWHPHQWV�����²���
2Q�(UURU�5HVXPH�1H[W�VWDWHPHQWV�����²���
RQOLQH�DQDO\WLFDO�SURFHVVLQJ��2/$3�.�See�2/$3��RQOLQH�

DQDO\WLFDO�SURFHVVLQJ�
2QOLQH�&ROODERUDWLRQ�FRPPDQGV������
2SHQ�$QG�5HSDLU�FRPPDQG����²��
2SHQ�FRPPDQG��)LOH�WDE

Access databases, importing with, 844
FDSDELOLWLHV�RI����²��
LPSRUWLQJ�ÀOHV����
ORFDWLRQ�RQ�)LOH�WDE����²��
2SHQ�GLDORJ�ER[����²��
Open screen, 57
WH[W�ÀOHV��RSHQLQJ�ZLWK�����
;0/�ÀOHV�����²���

2SHQ�;0/����
RSHQLQJ

Excel, 24
Excel workbooks, while opening Excel, 59
ÀOHV�LQ�QHWZRUN�ORFDWLRQV�����
hidden workbooks, 183
6N\'ULYH�ÀOHV�����
:HE�$SSV��ZRUNERRNV�ZLWK�����²���
workbooks. See Open command, File tab

RSHUDWLQJ�HQYLURQPHQW�GDWD��,1)2�IXQFWLRQ������
RSHUDWRUV
DULWKPHWLF�����²���
logical. See logical operators
SDVWLQJ�PDWK�RSHUDWRUV�ZLWK�����²���
SUHFHGHQFH�RI�����²���

2SWLRQ�([SOLFLW�VWDWHPHQWV��9%$�����²���
2SWLRQV�FRPPDQG����
2SWLRQV�GLDORJ�ER[
$GG�,QV�FDWHJRU\�����²���
Advanced category. See Advanced category, Options dialog 

box
$XWR)RUPDW�RSWLRQV�����²���
$XWR5HFRYHU�RSWLRQV����²��
capabilities of, 28
Customize Ribbon category. See ribbon customization
display font options, 98
'LVSOD\�RSWLRQV����²��
Error Checking options, 260
*HQHUDO�FDWHJRU\�RSWLRQV��������²��
1HZ�*URXS�EXWWRQ����²��
4XLFN�$FFHVV�7RROEDU��RUJDQL]LQJ����²��
UHFDOFXODWLRQ�RSWLRQV�����²���
Save Files In This Format drop-down list, 52
VSHOOLQJ�RSWLRQV�����²���
startup folder selection, 59
Trust Center category. See Trust Center

RSWLRQV�PHQXV��NH\ERDUG�VKRUWFXWV�IRU������
25�IXQFWLRQ�����²���������



 pasting� ����

25�RSWLRQ�IRU�ÀOWHUV�����²���
2UJDQL]DWLRQ�&KDUW�FRPPDQG������
RUJDQL]DWLRQDO�FKDUWV�����
RULHQWDWLRQ�RI�WH[W�����²���
RULHQWDWLRQ�RSWLRQV�IRU�SULQWLQJ�����
RXWOLQLQJ

advantages of, 271
$XWR�2XWOLQH�FRPPDQG�����²���
automatic styles for, 274
Clear Outline command, 273
FROODSVLQJ�OHYHOV�RI�����²���
GHVLJQ�FRQVLGHUDWLRQV�����²���
GLVSOD\LQJ�D�VSHFLÀF�OHYHO�����
expanding levels of, 275
extending to new data, 274
Group And Outline commands, 1006
Group command, Group menu, 273, 276
grouping rows and columns for, 276
Hide Detail command, 274
KLGH�GHWDLO�����LFRQV�����²���
keyboard shortcuts for, 1030
level bars, 274
level symbols, 275
levels, changing, 276
QRQVWDQGDUG�OD\RXWV��IRU�����²���
outline symbols, hiding, 274
6HWWLQJV�GLDORJ�ER[�IRU�����²���
Show Detail command, 274
VKRZ�GHWDLO�����LFRQV�����
ungrouping rows or columns, 276
Visible Cells Only option, 276

RYDOV��GUDZLQJ�����
2YHUW\SH�PRGH�����

P
3DFNDJHU�����
SDGORFN�LFRQ�����
3DJH�%UHDN�3UHYLHZ�FRPPDQG������
SDJH�EUHDNV�����²���������
3DJH�'RZQ�NH\�VKRUWFXWV������
3DJH�/D\RXW�WDE
*URXS�FRPPDQG�����²���
SDJH�EUHDN�FRQWURO�����²���
printing gridlines, vs. displaying, 96
SULQWLQJ�RSWLRQ�DFFHVV�����²�����See also printing
Themes group buttons, 296. See also themes
worksheet groups with, 258

3DJH�/D\RXW�YLHZ
FDSDELOLWLHV�RI�����²���
PDUJLQ�VHWWLQJV�����²���
new functionality in, 12
Normal view button, 443
Page Break Preview button, 443
side rulers, margin control with, 451
vs. Print Preview, 460

SDJH�QXPEHULQJ����������
3DJH�6HWXS�GLDORJ�ER[

Center On Page check boxes, 445

+HDGHU�)RRWHU�WDE�����²���
launching, 998
SULQWLQJ�RSWLRQ�DFFHVV�����²�����See also printing
6KHHW�WDE�RSWLRQV�����²���

SDJH�VL]H��VHWWLQJ�IRU�SULQWLQJ�����²���
3DJH�8S�NH\�VKRUWFXWV������
3DLQW��LQVHUWLQJ�REMHFWV�IURP�����
SDQHV
IUHH]LQJ�����²���
VSOLWWLQJ�ZRUNVKHHWV�LQWR�����²���

SDQQLQJ��ZKHHO�PRXVH�IRU���������
SDUDPHWHU�EDVHG�TXHULHV�����²���
SDUHQWKHVHV����

Accounting format use of, 324
functions, use in, 480
negative numbers, interpretation as, 145
SUHFHGHQFH�RI�����²���

SDUVLQJ�GDWD�ZLWK�)ODVK�)LOO�����²���
SDUVLQJ�WH[W�ÀOHV�LQ�7H[W�,PSRUW�:L]DUG�����²���
SDUW�QXPEHU�IRUPDWV��FXVWRP�����
SDVVZRUGV

case matters, 171
SURWHFWLRQ�RI�ÀOHV�ZLWK����²������
SURWHFWLRQ�RI�UDQJHV�����²���
workbook encryption, 184
ZRUNERRN�VWUXFWXUH�SURWHFWLRQ�����²���

3DVWH�PHQX
/LQNHG�3LFWXUH�EXWWRQ�����²���
Paste Special. See Paste Special command
Picture button, 434
previewing before pasting, 193
previews, 10

3DVWH�2SWLRQV�EXWWRQ�����
3DVWH�6SHFLDO�FRPPDQG

Clipboard with, 964
GLVSOD\LQJ�WKH�GLDORJ�ER[�����²���
HPEHGGHG�YV��VWDWLF�SDVWLQJ�����²���
keyboard shortcut for, 1026
PDWK�RSHUDWRU�RSWLRQV�����²���
2SHUDWLRQV�DUHD�����²���
RSWLRQV�IRU�����²���
Paste Link option, 201, 964
SDVWLQJ�([FHO�WDEOHV�LQWR�:RUG�����²���
Skip Blanks check box, 201
7UDQVSRVH�FRPPDQG�����²���
Word Hyperlink option, 985

3DVWH�9DOXHV�FRPPDQG����������
SDVWLQJ
$OO�RSWLRQ����������²���
All Using Source Theme option, 199
array values, 202
borders, all except, 196, 199
&OLSERDUG�WDVN�SDQH��IURP�����²���
column widths, 196, 199
comments, 199
conditional formats option, 199
Ctrl+V keyboard shortcut, 192
FXWWLQJ�DQG�����²���
data in cells, 219
HPEHGGLQJ�FRPSDUHG�WR�����²���
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SDVWLQJ��FRQWLQXHG
([FHO�WDEOHV�LQWR�:RUG�����²���
formatting, 196, 199, 317
formulas, 196, 198
,QVHUW�3DVWH�GLDORJ�ER[�����²���
keyboard shortcuts for, 192, 1026
OLQNV�����²��������
OLQNV�WR�([FHO�LQWR�:RUG�����²���
PDUTXHHV�����²���
PDWK�RSHUDWRUV�ZLWK�����²���
PXOWLSOH�LWHPV�IURP�&OLSERDUG�����²���
names into formulas, 493
Notepad, from, 962
number formats, 199
overwriting of cells by, 197
Past Link option of Paste Special dialog box, 201, 964
Paste All command, 194
Paste button, 191
Paste menu. See Paste menu
Paste Name dialog box, 1023
3DVWH�2SWLRQV�����²���
Paste Special feature. See Paste Special command
pictures, as, 197
previews, 193
WR�D�UDQJH�RI�FHOOV�����²���
rules for, 197
Show Paste Options Button option, 222
source formatting option, 196
WUDQVSRVH�RSWLRQ����������²���
validation settings, 199
values and number formats option, 199

3DWWHUQ�6W\OH�SDOHWWH�����²���
SDWWHUQHG��VHPL�UDQGRP��GLVWULEXWLRQ�JHQHUDWLRQ�����²���
SD\PHQWV��IXQFWLRQV�WR�FDOFXODWH�����²���
3')��3RUWDEOH�'RFXPHQW�)RUPDW��ÀOHV��H[SRUWLQJ�WR������

���²���
3'85$7,21�IXQFWLRQ������
3($5621�IXQFWLRQ������������
SHUFHQW�VLJQ����

for custom formatting, 333
data entries with, 146
(QDEOH�$XWRPDWLF�3HUFHQW�(QWU\�����²���
formatting, 319
Percent Style command, 1010
3HUFHQWDJH�IRUPDWV�����²���

SHUFHQWLOHV
PERCENTILE functions, 539, 605, 1071
5DQN�$QG�3HUFHQWLOH�WRRO�����²���

3(5&(175$1.�IXQFWLRQV�����²���������
SHULRG��.��IRU�GHFLPDOV.�See�GHFLPDOV
SHULRG��.��NH\ERDUG�VKRUWFXWV������
SHUPLVVLRQV

Permission command, 1008
Permission, Do Not Distribute command, 998
Permission, Restrict Permission As command, 998
Permission, Unrestricted Access command equivalent, 997
XVHU�SHUPLVVLRQV�IRU�SURWHFWHG�UDQJHV�����²���

3(5087$7,21�IXQFWLRQV������
SHUVRQDO�LQIRUPDWLRQ�LQ�ZRUNERRNV�����²���
3HUVRQDO�0DFUR�:RUNERRNV�����

SHUVRQDO�QDPHV��)ODVK�)LOO�ZLWK�����²���
3HUVSHFWLYH�FRQWURO����'�����
3+,�IXQFWLRQ������
SKLVKLQJ�����
SKRQH�QXPEHUV�����²���
3+21(7,&�IXQFWLRQ������
SL

PI function, 1072
SQRTPI function, 1079

3LFN�)URP�'URS�'RZQ�/LVW�FRPPDQG�����
SLFWXUH�ÀOOV

adding, 413
FKDUWV��EDFNJURXQGV�IRU�����²���

3LFWXUH�6PDUW$UW�����
3LFWXUH�7RROV

Adjust group, 400
$UWLVWLF�(IIHFWV�JDOOHU\����������²���
&RORU�FRPPDQG�����²���
&RPSUHVV�3LFWXUHV�FRPPDQG�����²���
Corrections menu, 400
Crop tool, 402
Fill control, 401
)RUPDW�3LFWXUH�WDVN�SDQH�����²���
Glow control, 402
Line control, 401
Picture Corrections control, 402
3LFWXUH�6W\OHV�JDOOHU\�����²���
Properties control, 402
Recolor options, 403
5HÁHFWLRQ�(IIHFW�FRQWURO�����
Remove Background button, 404
Reset Picture, 405
Shadow Effect control, 401
Size control, 402
Soft Edges control, 402
Text Box control, 402

SLFWXUHV.�See also�JUDSKLF�REMHFWV��LPDJHV
DGGLQJ�WR�6PDUW$UW�����²���
&DPHUD�EXWWRQ�����²���
ÀOOV��DV����������²���
K\SHUOLQNV�WR�����²��������
LQVHUWLQJ�IURP�ORFDO�ÀOHV�����²���
LQVHUWLQJ�IURP�RQOLQH�FROOHFWLRQV�����²���
/LQNHG�3LFWXUH�EXWWRQ�����²���
OLQNV�WR�����²���
objects compared to, 396
SDVWLQJ�SLFWXUHV�IURP�WKH�&OLSERDUG�����²���
Picture commands, Insert menu, 1002
Picture Styles gallery, 394
Picture Tools Format tab, 394
Tools. See Picture Tools

SLQQLQJ�([FHO�WR�WKH�WDVNEDU����
3LYRW&KDUWV
FUHDWLQJ�����²���
pivoting, 803
3LYRW7DEOHV�FRQQHFWHG�WR�����²���
standalone, 9
Timeline feature, 8
WRRO�WDEV�IRU�����²���
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3LYRW7DEOHV
DG�KRF�LWHP�JURXSLQJV�����²���
DGGLQJ�GDWD�IURP�D�VHFRQG�WDEOH�����²���
FDOFXODWHG�ÀHOGV��DGGLQJ�����²���
FDOFXODWHG�LWHPV��DGGLQJ�����²���
FHQWHULQJ�ÀHOG�ODEHOV�����²���
&KRRVH�&RQQHFWLRQV�FRPPDQG�����²���
Choose Fields To Add To Report area, 773, 775
&ROXPQV�ER[��3LYRW7DEOH�)LHOGV�SDQH�����²���
Compact layout option, 778
FRQQHFWLRQV�WR�GDWD�VRXUFHV�����²���
&UHDWH�D�1HZ�3LYRW7DEOH�PHVVDJH�ER[�����²���
&UHDWH��5HODWLRQVKLSV��FRPPDQG�����²���
&UHDWH�3LYRW7DEOH�GLDORJ�ER[�����²��������²���
FUHDWLQJ�����²���
FXVWRP�FDOFXODWLRQV�LQ�����²���
GDWD�PRGHOV�����²���
GDWH�ÀOWHUV�����²���
GDWH�RU�WLPH��JURXSLQJ�LWHPV�E\�����²���
GHIDXOW�DUUDQJHPHQW�RI�VHOHFWHG�ÀHOGV�����
GHÀQLWLRQ�RI�����
direct dragging option, 777
GURS�GRZQ�ÀOWHU�RSWLRQV�����²���
empty cell formatting options, 779
error messages, compatibility, 49
error value formatting options, 779
H[SDQGLQJ�DQG�FROODSVLQJ�ÀHOG�KHDGLQJV�����
ÀHOG�KHDGHUV��KLGLQJ�����
ÀHOG�QDPHV��FKDQJLQJ�����
)LHOG�6HWWLQJV�GLDORJ�ER[�����²���
ÀHOG�VXEWRWDOV�����
ÀHOGV��DGGLQJ�WR�OD\RXWV�����²���
ÀOWHULQJ�GDWD�EHIRUH�DGGLQJ�WR�WDEOHV�����
ÀOWHULQJ�ÀHOGV�����²���
Filters box, PivotTable Fields pane, 773
ÁH[LELOLW\�RI�SUHVHQWDWLRQV�ZLWK�����²���
IRUPDWWLQJ�VOLFHUV�����²���
formulas for calculated items, listing, 798
GETPIVOTDATA function, 1056
grand total options, 781
JURXSV�����²���
hiding outline controls, 780
hyperlinks disallowed, 970
improvements in Excel 2007, 13
LQQHU�ÀHOG�VXEWRWDOV�����
/DEHO�)LOWHUV�FRPPDQG�����²���
Labels headings, hiding, 780
layout options, 778
OLPLWDWLRQV�RI�����²���
OLVWLQJ�FDOFXODWHG�ÀHOGV�DQG�LWHPV�����
ORFDWLRQ�VSHFLÀFDWLRQ�IRU�����
PHUJLQJ�ÀHOG�ODEHOV�����²���
0RUH�7DEOHV�RSWLRQ��3LYRW7DEOH�)LHOGV�SDQH�����²���
PXOWL�WDEOH�GDWD�PRGHOV�����²���
numbers, formatting, 778
Outline layout option, 778
PivotCharts from existing PivotTables, 803
3LYRW&KDUWV��SDUDOOHO�FUHDWLRQ�ZLWK�����²���
SLYRWLQJ�ÀHOGV�����²���
PivotTable Fields pane, 773-774, 776

3LYRW7DEOH�)LHOGV�SDQH��ÀOWHULQJ�LQ�����²���
PowerPivot, implicit use of, 816
TXHU\LQJ�GDWD�PRGHOV�����²���
ranking items, 794
UHDUUDQJLQJ�ÀHOGV�����²���
Recommended PivotTables, 8
5HFRPPHQGHG�3LYRW7DEOHV�RSWLRQV�����²���
UHIUHVKLQJ�GDWD�IRU�����²��������
UHODWLRQVKLSV�����²���
Relationships between tables warning, 813
5HSRUW�)LOWHU�D[LV�ÀOWHULQJ�����²���
5RZV�ER[��3LYRW7DEOH�)LHOGV�SDQH�����²���
running totals, 794
6FHQDULR�0DQDJHU��UHSRUWV�LQ�����²���
VOLFHUV���������²���
VRUWLQJ�ÀHOGV�����
64/�TXHULHV�DV�GDWD�VRXUFHV�����²���
styles available for, 779
VXEWRWDO�FXVWRPL]DWLRQ�����²���
summary calculation details, displaying, 801
VXPPDU\�IXQFWLRQV��VHOHFWLQJ�����²���
WDEOHV�DV�VRXUFHV�IRU�����²���
Tabular layout option, 778
Timeline feature, 8
Top 10 Filter dialog box, 791
8VH�$Q�([WHUQDO�'DWD�6RXUFH�RSWLRQ�����²���
Values box, PivotTable Fields pane, 774
well-constructed lists for, 771

SODQQLQJ�ZRUNVKHHWV.�See�GHVLJQLQJ�ZRUNVKHHWV
SOXV�VLJQ����
DGGLWLRQ�IRUPXODV�ZLWK�����²���
dropped if begins numeric entry, 145
functions list invoked by, 144

307�IXQFWLRQ�����²��������������
32,6621.',67�IXQFWLRQ������
3RLVVRQ�GLVWULEXWLRQV��JHQHUDWLQJ�����������
SRO\QRPLDO�WUHQGOLQHV�����²���
SRUWDEOH�GRFXPHQWV�����²���
SRUWUDLW�SULQWLQJ�RULHQWDWLRQ����������
SRVLWLRQLQJ�JUDSKLF�REMHFWV
$OLJQ�FRPPDQGV�����²���
Distribute commands, 428
Lock Aspect Ratio option, 425
0RYH�$QG�6L]H�:LWK�&HOOV�RSWLRQ�����²���
0RYH�%XW�'RQ·W�6L]H�:LWK�&HOOV�RSWLRQ�����²���
nudging with arrow keys, 428
Selection pane for, 423
Size commands, Format Shape pane, 425
Snap To Grid command, 427
Snap To Shape command, 427
stacks, arranging, 422

SRZHU�VHULHV��6(5,(6680�IXQFWLRQ������
3RZHU�9LHZ

capabilities of, 9
UHSRUWV�����²���

3RZHU3LYRW
activating, 810
DGGLQJ�GDWD�IURP�D�VHFRQG�WDEOH�����²���
DYDLODELOLW\�RI��FRQÀJXUDWLRQ�GHSHQGHQFH�����
business intelligence goal, 805
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3RZHU3LYRW��FRQWLQXHG
FDOFXODWHG�FROXPQ�FUHDWLRQ�����²���
FDOFXODWHG�ÀHOG�FUHDWLRQ�����²���
capabilities of, 805, 809
GDWD�PRGHOV�����²���
database requirement, 809
'$;�SURJUDPPLQJ�����²���
'LDJUDP�9LHZ�EXWWRQ�����²��������²���
HQDEOLQJ�DGG�LQ�IRU�����²���
H[WHUQDO�GDWD��ORDGLQJ�����²���
Get External Data command, 827
history of, 809
Manage button, 820, 827
memory model of, 827
PXOWL�WDEOH�GDWD�PRGHOV�����²���
opening, 820, 827
3RZHU�9LHZ�UHSRUWV�����²���
TXHU\LQJ�GDWD�PRGHOV�����²���
UHIUHVKLQJ�GDWD�PRGHOV�����²���
UHODWLRQVKLSV��YLHZLQJ�����²���
ribbon tab for, 820
64/�6HUYHU�FRQQHFWLRQV�ZLWK�����²���
7DEOH�,PSRUW�:L]DUG�����²���
Timeline feature, 8
underlying tables of, 819
xVelocity storage, 827

3RZHU3RLQW
embedding with Create New tab, 965
pasting from, 964

SRZHUV��UDLVLQJ�WR
IMPOWER function, 1059
POWER function, 1073

3307�IXQFWLRQ�����������
SUHFHGHQFH�RI�RSHUDWRUV�����²���
SUHFHGHQWV
GHÀQLWLRQ�RI�����
3UHFHGHQWV�DQG�'HSHQGHQWV�RSWLRQV�����²���
WUDFLQJ����������²���

SUHFLVLRQ
effects on resulting values, 147
limitations, 146
Set Precision As Displayed command, 147

SUHVHQW�YDOXH�FDOFXODWLRQV
39�IXQFWLRQ�����²��������������
XNPV function, 1086

SUHYLHZV��3DVWH�PHQX����.�See also�OLYH�SUHYLHZ
35,&(�IXQFWLRQV�����������
SULQFLSDO�FRPSRQHQWV�RI�SD\PHQWV�����
SULQWLQJ

A4 paper size, 440
DUHD�WR�SULQW��VSHFLI\LQJ�����²���
auto sizing Letter to A4, 440
$XWRPDWLF�ZLGWK�DQG�KHLJKW�VHWWLQJ�����²���
%DFNVWDJH�YLHZ�RSWLRQ�DFFHVV�����²���
Backstage view Print screen, 455
black-and-white previews, 454
centering printouts, 445
collation, 456
FROXPQ�KHDGLQJV�RQ�HYHU\�SDJH�����²���
FRPPHQWV����������²���

copies, number of, 456
GHVLJQLQJ�ZRUNVKHHWV�IRU�����²���
double sided, 456
draft quality, 454
driver dialog box settings, 439, 455
error code options, 454
)LW�7R�RSWLRQV�����²��������
gridlines, 453
headers and footers. See headers and footers
KHDGLQJV�RQ�HYHU\�SDJH�����²���
headings, vs. displaying, 96
+HLJKW�VHWWLQJ�����²���
keyboard shortcuts for, 1029
landscape orientation, 126, 456
ODUJH�UDQJH�RSWLRQV�����²���
manual feed options, 455
PDUJLQ�VHWWLQJV�����²�������������²���
orientation options, 438, 456
SDJH�EUHDNV�����²���
3DJH�/D\RXW�WDE�RSWLRQ�DFFHVV�����²���
3DJH�/D\RXW�YLHZ�FDSDELOLWLHV�����²���
page numbering for, 441
page range, specifying, 456
SDJH�VL]H��VHWWLQJ�����²���
portrait orientation, 456
SUHYLHZV�����²��������²���
Print Area commands, 998
Print command, 39
Print Object check box, Format Shape, 425
3ULQW�3UHYLHZ�IHDWXUH�����²���
3ULQW�7LWOHV�IHDWXUH����������²���
Printer Properties command, 439
printers, switching, 456
TXDOLW\��GSL��VHWWLQJV�����
Quick Print button, 457
URZ�KHDGLQJV�RQ�HYHU\�SDJH�����²���
VFDOLQJ�UDWLR�VHWWLQJV�����²��������
Settings, Print Preview, 461
shared workbook options for, 885
6KHHW�WDE�RSWLRQV�����²���
:LGWK�VHWWLQJ�����²���
worksheet groups, 257
Zoom To Page command, 461

SULYDF\
SHUVRQDO�LQIRUPDWLRQ�LQ�ZRUNERRNV�����²���
3ULYDF\�2SWLRQV��7UXVW�&HQWHU�����²���

351�ÀOHV����
352%�IXQFWLRQ������
SUREDELOLW\�IXQFWLRQV.�See also�VWDWLVWLFV�IXQFWLRQV

BETA functions, 1038
%,120�IXQFWLRQV������²����
&+,�GLVWULEXWLRQ�IXQFWLRQV������²����
COMBIN functions, 542, 1042
(;321�',67��H[SRQHQWLDO�GLVWULEXWLRQV��IXQFWLRQ������
)$&7��IDFWRULDO��IXQFWLRQV������²����
F.DIST functions, 1053
)�,19�IXQFWLRQV������²����
F.TEST function, 1054
GAMMA functions, 1055
GAUSS function, 1056
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HYPGEOM.DIST function, 1057
LOGNORM functions, 1064
MULTINOMIAL function, 1067
NEGBINOM.DIST function, 1067
1250�IXQFWLRQV������²����
PERMUTATION functions, 1071
PHI function, 1072
POISSON.DIST function, 1072
PROB function, 1074
5$1'�IXQFWLRQV�����������²����
6.(:�IXQFWLRQV������
STANDARDIZE function, 1079
7�',67�IXQFWLRQV������²����
WEIBULL.DIST function, 1085
Z.TEST function, 1087

3URFHVV�6PDUW$UW�����
352'8&7�IXQFWLRQ����������������
SURGXFWV��PDWKHPDWLFDO.�See�PXOWLSOLFDWLRQ
3URRÀQJ�JURXS�FRPPDQGV������
3523(5�IXQFWLRQ�����²���������
SURSHUWLHV

custom, linked to cells, 56
Document Properties panel, 54
Properties command, 998
3URSHUWLHV�GLDORJ�ER[����²��
YLHZLQJ�ZRUNERRN����²��

SURSHUWLHV��9%$�����²�������������²���
3URWHFW�6KHHW�FRPPDQG������
3URWHFWHG�9LHZ�����
3URWHFWHG�9LHZ��RSHQLQJ�ÀOHV�LQ����
SURWHFWLQJ�ZRUNERRNV
&HOO�6W\OHV�IRUPDWWLQJ�RI�����²���
FKDQJH�KLVWRU\�SURWHFWLRQ�����²���
encryption, 184
JUDSKLF�REMHFWV�����²���
PDUNLQJ�DV�ÀQDO�����²���
SDVVZRUGV�IRU����²�����������²���
Protection menu command equivalents, 1004
shared workbooks, 885
VWUXFWXUH�SURWHFWLRQ�����²���

SURWHFWLQJ�ZRUNVKHHWV
$OORZ�8VHUV�7R�(GLW�5DQJHV�FRPPDQG�����²���
KLGLQJ�FHOOV�DQG�ZRUNVKHHWV�����²���
Lock Cell command, 166
ORFNLQJ�DQG�XQORFNLQJ�FHOOV�����²���
password guidelines, 171
SDVVZRUG�SURWHFWLRQ�RI�UDQJHV�����²���
SDVVZRUGV�IRU�HQWLUH�ZRUNERRNV����²�����������²���
3URWHFW�6KHHW�GLDORJ�ER[�����²��������
Protect Workbook command, 167, 169
XVHU�SHUPLVVLRQV�IRU�SURWHFWHG�UDQJHV�����²���

SXEOLF�NH\V�����
SXEOLVKHUV��PDQDJLQJ�WUXVWHG�����²���
39�IXQFWLRQ�����²��������������
3�YDOXHV��=.7(67�IXQFWLRQ������
3\UDPLG�6PDUW$UW�����

Q
48$57,/(�IXQFWLRQV�����²���������
TXHULHV
GDWD�PRGHO�TXHULHV�����²���
web. See web queries

4XHU\��0LFURVRIW.�See�0LFURVRIW�4XHU\
4XHU\�:L]DUG��0LFURVRIW�4XHU\�����²���
TXHVWLRQ�PDUN��"�

digit placeholder in custom number formats, 332
ÀOWHULQJ�ZLOGFDUG�����²���
icon, 68
ZLOGFDUG�FKDUDFWHU�IRU�ÀQG�DQG�UHSODFH�����

4XLFN�$FFHVV�7RROEDU
adding separators, 88
DGGLQJ�WRROV�WR����²��
Camera button, adding to, 435
capabilities of, 30
FRPPDQG�PRGLÀHUV����²��
&XVWRPL]H�4XLFN�$FFHVV�7RROEDU�EXWWRQ����²������
default tools of, 86
deleting custom toolbars, 93
([FHO�2SWLRQV�GLDORJ�ER[��RUJDQL]LQJ�ZLWK����²��
JURXSV��LFRQV�IRU�QHZ����²��
legacy, making visible, 93
mini ribbon creation in, 89
0RUH�&RQWUROV�EXWWRQ����²��
SRVLWLRQLQJ����²��
Quick Print button, 457
Redo command, 153, 218
removing tools from, 87, 93
UHVHWWLQJ�WR�GHIDXOW����²������²��
Save button, 44
VDYLQJ�FRQÀJXUDWLRQ�RI����²��
8QGR�FRPPDQG����������²���

4XLFN�$QDO\VLV�WRRO�������²��
4XLFN�:DWFK��9%$�����
TXRWDWLRQ�PDUNV���������
4827,(17�IXQFWLRQ������

R
5$',$16�IXQFWLRQ������
UDQGRP�QXPEHU�JHQHUDWLRQ
5$1'�IXQFWLRQV�����������²����
5DQGRP�1XPEHU�*HQHUDWLRQ�WRRO�����²���
Sampling tool, 629

UDQJH��'HVFULSWLYH�6WDWLVWLFV�WRRO�����
UDQJHV

in arguments, 531
array, 512
change tracking, specifying for, 886
copying. See copying
GDWD�HQWU\�RYHU�DGMDFHQW�FHOOV�����²���
GHOHWLQJ�����²���
HPSW\�FHOOV��&2817%/$1.�IXQFWLRQ�����
QDPLQJ�����²�����See also names
QRQDGMDFHQW�����²���
SDVVZRUG�SURWHFWLRQ�RI�����²���
SDVWLQJ�PXOWLSOH�FRSLHV�WR�����²���
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UDQJHV��FRQWLQXHG
selection of, 134
sorting. See sorting
tables, converting from, 295, 724
XVHU�SHUPLVVLRQV�IRU�SURWHFWHG�UDQJHV�����²���
well-constructed for PivotTables, 771

UDQN
3(5&(175$1.�IXQFWLRQV�����²���������
5DQN�$QG�3HUFHQWLOH�WRRO�����²���
5$1.�IXQFWLRQV�����������
SMALL function, 539, 606, 1079

5$7(�IXQFWLRQ�����²���������
5HDG�2QO\�5HFRPPHQGHG�RSWLRQ��OHJDF\�����
UHDG�RQO\�RSWLRQ����
5HDG\�VWDWH��VWDWXV�EDU����²��
UHDO�WLPH�GDWD�VXSSRUW������
UHFDOFXODWLRQ

Automatic Except For Data Tables option, 506
defaults for, 505
keyboard shortcuts for, 1023
legacy, 506
PDQXDO�����²���
multicore processing, 507
SDUWLDO�IRUPXODV��RI�����²���
Recalculate Workbook Before Saving option, 506

5(&(,9('�IXQFWLRQ�����������
5HFRPPHQGHG�&KDUWV
FRPER�FKDUWV�����²���
galleries of, 669
QDYLJDWLQJ���²�

5HFRPPHQGHG�3LYRW7DEOHV��������²���
UHFRUGLQJ�PDFURV
DGGLQJ�FRGH�WR�����²���
advantages of, 913
completed actions only rule, 919
descriptions, adding, 917
formula issues in, 919
modules, VBA, 920
naming macros, 917
2.�EXWWRQ�����
Personal Macro Workbooks, 932
properties of objects, 932
Record Macro command, 917
UHODWLYH�UHIHUHQFHV�IRU�����²���
steps for, 917
Stop Recording button, 917
testing, 918
troubleshooting, 919
XQQHFHVVDU\�FRGH�JHQHUDWHG�E\�����²���

UHFRYHU\
$XWR5HFRYHU����²��
RI�FRUUXSWHG�ÀOHV����²��
5HFRYHU�8QVDYHG�:RUNERRNV�FRPPDQG����²��

UHFWDQJOHV��GUDZLQJ�����
UHFXUVLYH�FDOFXODWLRQV�����²���
5HGR�FRPPDQG�������������������
�5()�HUURUV����������
UHIHUHQFHV

cell. See cell references
FLUFXODU�����²���

H[SOLFLWO\�UHIHUHQFLQJ�WKH�FXUUHQW�WDEOH�URZ�����²���
ISREF function, 554, 1062
OFFSET function, 1071
WR�SDUWV�RI�WDEOHV�����²���
selecting referenced cells, keyboard shortcuts for, 1030
structured. See structured references
WDEOH�IRUPXODV��DXWRPDWLF�QDPLQJ�LQ�����²���

5HÁHFWLRQ�(IIHFW�FRQWURO�����
5HIUHVK�'DWD�FRPPDQGV������
5HJLRQ�VHWWLQJV��&RQWURO�3DQHO�����²���
UHJLRQV

active areas, relation to, 131
current, selecting with Go To Special, 140
GHÀQLWLRQ�RI�����
QDYLJDWLQJ�����²���
nonadjacent, navigating within selections, 141
QRQDGMDFHQW��VHOHFWLQJ�����²���
selection of, 134, 137

UHJUHVVLRQ
H[SRQHQWLDO����������²���
FORECAST function, 614, 1054
GROWTH function, 616, 1056
OLQHDU�����²���
/,1(67�IXQFWLRQ�����²���������
/2*(67�IXQFWLRQ����������²���������
multiple, 609
SLOPE function, 615, 1079
standard error of, 615
STEYX function, 615, 1079
75(1'�IXQFWLRQ�����²���������

UHODWLRQDO�RSHUDWRUV��ÀOWHULQJ�ZLWK�����²��������
UHODWLRQVKLS�JUDSKLFV�����²���
UHODWLRQVKLSV
&UHDWH�FRPPDQG�IRU�����²���
GHÀQLWLRQ�RI�����²���
GLDJUDP�YLHZ�LQ�3RZHU3LYRW�ZLQGRZ�����²��������²���
foreign key columns, 815
PowerPivot, implicit use of, 816
4XHU\�:L]DUG��ÀOWHULQJ�E\�����²���
related columns, 815
related tables, 815
source tables, 814
warnings about missing, 813

UHODWLYH�UHIHUHQFHV
FRS\LQJ�����²���
GHÀQLWLRQ�RI�����
PDFURV�XVLQJ�����²���
QDPH�GHÀQLWLRQ�LVVXHV�����²���
named formulas with, 491

5HPRYH�$UURZV�FRPPDQG����������
5HPRYH�'XSOLFDWHV�FRPPDQG�����²���
5HPRYH�+\SHUOLQN�FRPPDQG�����
UHQDPLQJ�ZRUNVKHHWV�����²���
5HSDLU�EXWWRQ����
UHSHDWLQJ�WKH�ODVW�HGLW�DFWLRQ�����²���
UHSODFLQJ

Ctrl+H shortcut for, 242
dialog box expansion, 243
)LQG�$QG�5HSODFH�GLDORJ�ER[�����²���
IRUPDWWLQJ�����²���
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5HSODFH�FRPPDQG�����²���
5(3/$&(�IXQFWLRQV�����������²����
5HSODFH�7H[W�$V�<RX�7\SH�RSWLRQ�����²���
wildcard characters for, 242, 244

5(37�IXQFWLRQ������
5HVHDUFK�FRPPDQG�����²���������
5HVHDUFK�7DVN�3DQH�QHZ�VHUYLFHV�RSWLRQ�����
5HVWRUH�EXWWRQ����
5HVXPH�VWDWHPHQWV�����²���
UHWLUHG�IHDWXUHV�IRU���������
5HWXUQ�NH\�VKRUWFXWV������
5HYLHZ�WDE
&RPPHQWV�JURXS�����²���
3URWHFW�6KHHW�EXWWRQ�����²���
5HVHDUFK�FRPPDQG�����²���
6SHOOLQJ�FRPPDQG�����²���
7KHVDXUXV�FRPPDQG�����²���
7UDQVODWH�FRPPDQG�����²���

5HYLHZLQJ�WRROEDU�FRPPDQGV������
ULEERQ

2003 menu equivalents for. See 2003 menu commands, 
2013 ribbon equivalents

Add-Ins tab, 93
arrows in, 24
changes in Excel 2007, 11
components of, 22
contextual tool sets, 29
customization. See ribbon customization
Data tab. See Data tab
Developer tab, 1001
GLDORJ�ER[�ODXQFKHUV����²��
drop-down lists for, 23
File tab. See File tab
Formulas tab. See Formulas tab
JDOOHULHV����²��
hiding, 24
Home tab. See Home tab
Insert tab. See Insert tab
keyboard shortcuts for, 1027
OLYH�SUHYLHZ����²��
Page Layout tab. See Page Layout tab
Review tab. See Review tab
6FUHHQ7LSV�IRU����²��
tab hierarchy of, 22, 29
View tab. See View tab

ULEERQ�FXVWRPL]DWLRQ
DGGLQJ�H[LVWLQJ�JURXSV�WR�FXVWRP�WDEV����²��
capabilities available for, 10
Choose Commands From list, 76
command labels, hiding, 81
FRPPDQG�PRGLÀHUV����²��
Commands Not In The Ribbon category, 77
&XVWRPL]H�5LEERQ��2SWLRQV�GLDORJ�ER[����²��
Customize The Ribbon command, 75
drop-down lists, 79
G\QDPLF�FRPPDQGV��GLVSOD\�RI����²��
edit controls, 79
H[SRUWLQJ�ULEERQ�FRQÀJXUDWLRQV����²��
JURXSV��FUHDWLQJ�FXVWRP����²��
hiding and displaying commands, 77

LPSRUWLQJ�ULEERQV����²��
limits to customization, 75
1HZ�*URXS�EXWWRQ����²��
1HZ�7DE�EXWWRQ����²��
positioning tabs and groups, 80
UHVHWWLQJ�WR�GHIDXOW����²��
VDYLQJ����²��
split buttons, 79
WDEV��FUHDWLQJ�FXVWRP����²��
7RRO�7DEV�RSWLRQ����²��

ULJKW�DOLJQPHQW�����²���
5LJKW�$UURZ�NH\�VKRUWFXWV������²����
5,*+7�IXQFWLRQV�����������
ULJKW�PRXVH�EXWWRQ�GUDJ�RSWLRQV�����²���
ULJKW�FOLFN�PHQXV����²��
520$1�IXQFWLRQ������
5RWDWLRQ�FRQWURO����'�����
URWDWLRQ��JUDSKLFV�IRUPDWWLQJ�����
URXQGLQJ

apparent errors from, 511
&(,/,1*�IXQFWLRQ�����������²����
EVEN function, 543, 1052
FIXED function, 1054
FLOOR functions, 543, 1054
INT function, 544, 1060
MROUND function, 544, 1067
ODD function, 543, 1070
5281'�IXQFWLRQV�����²���������
Round method, Application object, 939

52:�IXQFWLRQ�����������
URZV

AutoFit Row Height command, 359
Banded Rows option for tables, 761
EDQGLQJ��DXWRPDWLF�����²���
GHOHWLQJ�����²���
GHVLJQ�FRQVLGHUDWLRQV�����²���
GLIIHUHQFHV��VHOHFWLQJ�����²���
displaying hidden, 362
GXSOLFDWH�UHPRYDO�����²���
KHDGHU�URZV�RI�WDEOHV��UHIHUHQFLQJ�����²���
KHLJKWV��FRQWUROOLQJ����������²���
KLGLQJ�����²��������
highlighting of headings, 15
inserting, 215
inserting, dangers of, 129
numbering of, 15
Row commands, 2003 Format menu, 1003
Row Height command, 359
Rows command, Insert menu, 1002
VHOHFWLQJ�HQWLUH�����²���
selecting in tables, 726
snapping to tallest values, 361
sorting by. See sorting

52:6�IXQFWLRQ�����²���������
55,�IXQFWLRQ������
564�IXQFWLRQ������
57'��UHDO�WLPH�GDWD��IXQFWLRQ������
57)�IRUPDW�IRU�SDVWLQJ�WDEOHV�LQWR�:RUG����������
UXOHUV����
UXQ�WLPH�HUURUV��9%$�����²���



����� salvage value argument

S
VDOYDJH�YDOXH�DUJXPHQW�����
6DPSOLQJ�WRRO�����
6DYH�$V�FRPPDQG

Compatibility mode, exiting, 49
location in Backstage view, 39
0DFLQWRVK�ÀOH�IRUPDWV��������
6DYH�$V�VFUHHQ����²��
WHPSODWHV��VDYLQJ�ZRUNERRNV�DV����²��
WH[W�ÀOH�IRUPDWV����²��

6DYH�$V�GLDORJ�ER[
ÀOH�H[WHQVLRQV����
opening from Save As screen, 45
Type drop-down list, 50, 64
:HE�3DJH�IRUPDW�RSWLRQV����²��

VDYLQJ�ÀOHV
as hidden workbooks, 185
to network locations, 879
options for, 44
Save As. See Save As command
6DYH�FRPPDQG��������²������
Save Workspace command discontinued, 10, 175, 997
6N\'ULYH��WR�����²���
:HE�$SSV��LQ�����²���

VFDQQHUV��)URP�6FDQQHU�2U�&DPHUD�FRPPDQG������
6FHQDULR�0DQDJHU
$GG�6FHQDULRV�GLDORJ�ER[�����²���
browsing with Scenario Manager dialog box, 643
changing cells, designating, 641
changing scenarios, 644
comments, 644
GHÀQLQJ�VFHQDULRV�����²���
hiding scenarios, 642
PHUJLQJ�VFHQDULRV�����²���
naming cells advised, 640
opening, 641
3LYRW7DEOH�UHSRUWV�����²���
SURWHFWLQJ�IURP�PRGLÀFDWLRQV�����
UHSRUWV�����²���
6FHQDULR�0DQDJHU�GLDORJ�ER[�����²���
6FHQDULR�6XPPDU\�GLDORJ�ER[�����²���
6FHQDULR�9DOXHV�GLDORJ�ER[�����²���
Scenarios command, 1004
VKDULQJ�����²���
Solver results, assigning to named scenarios, 661
start values, naming, 641
tracking changes, 644
ZKDW�LI�DQDO\VLV�FDSDELOLWLHV�����²���

6FKHGXOH�0HHWLQJ�FRPPDQG������
VFLHQWLÀF�QRWDWLRQ

conversion of long entries to, 146
GLVSOD\�RI�KLJK�SUHFLVLRQ�QXPEHUV�����²���
(�DQG�H��H[SRQHQW������
E and e for custom formats, 333
keyboard shortcut for, 1018
6FLHQWLÀF�IRUPDW�����

VFUHHQVKRWV�����²���
6FUHHQ7LSV
DFFHVVLELOLW\�RSWLRQV����²���
commands, for, 78

function descriptions, 530
function ScreenTips option, 100
as Help, 67
RI�K\SHUOLQNV�����²���
K\SHUOLQNV��DGGLQJ�WR�����²���
L�LFRQV��������²��
ULEERQ��IRU����²��
style options, 95

6FULEEOH�WRRO�����²���
6FUROO�/RFN�PRGH�����²���
VFUROOLQJ

frozen panes, of, 162
NH\ERDUG�VKRUWFXWV�IRU������²����
scroll arrows, 20
VFUROO�ER[HV��GUDJJLQJ����²��
Scroll Lock with, 20
shortcut menus for, 19
Synchronous Scrolling, 177
wheel mouse for, 18, 100

6',��VLQJOH�GRFXPHQW�LQWHUIDFH�����
6HDUFK�)RU�ER[��5HVHDUFK�WDVN�SDQH�����²���
6($5&+�IXQFWLRQV�����������
VHDUFKLQJ.�See�ÀQGLQJ
6(&��VHFDQW��IXQFWLRQ������
6(&+��K\SHUEROLF�VHFDQW��IXQFWLRQ������
6(&21'�IXQFWLRQ�����������
VHFRQGDU\�D[HV�RI�FKDUWV�����²���
VHFXULWLHV�DQDO\VLV�IXQFWLRQV
$&&5,17�IXQFWLRQV�����²���������
Analysis Toolpak discontinued, 593
arguments for, 593
&283��FRXSRQ��IXQFWLRQV�����������
date arguments for, 594, 1044
DISC function, 596, 1049
DOLLARDE function, 594, 1050
DOLLARFR function, 594, 1050
'85$7,21�IXQFWLRQ�����²���������
EFFECT function, 1051
INTRATE function, 595, 1061
locating, 593
0'85$7,21�IXQFWLRQ�����²���������
ODDPRICE function, 1070
ODDYIELD function, 1070
PRICE functions, 595, 1073
RECEIVED function, 595, 1075
7%,//�IXQFWLRQV�����²���������
YIELD functions, 596, 1087

VHFXULW\
$FWLYH;�����²���
DGG�LQV�����²���
DSSV�����²���
diagnostic programs option, 114
GLJLWDO�VLJQDWXUHV�����²���
exploits, 110
ÀOH�VHFXULW\�����²���
homographs, 110
PDFURV��FRQÀJXULQJ�IRU�����²���
phishing, 110
3ULYDF\�2SWLRQV�����²���
spoofed web site detection, 114



 sharing workbooks on networks� ����

Trust Center options. See Trust Center
web beacons, 110

6HOHFW�$OO�6KHHWV�FRPPDQG�����
6HOHFW�$UJXPHQWV�GLDORJ�ER[�����²���
6HOHFW�&DVH�VWUXFWXUHV��9%$�����
VHOHFWLQJ

all cells, 134
arrays with Go To Special, 140, 142
cells, keyboard shortcuts for, 1024
FROXPQ�GLIIHUHQFHV�����²���
FROXPQV��ZKROH�RU�PXOWLSOH�����²���
conditional with Go To Special, 140
constants with Go To Special, 140
current region with Go To Special, 140
data validation with Go To Special, 140
'HSHQGHQWV�RSWLRQV�����²���
)������²���
)LQG�	�6HOHFW�PHQX�IRU�����²���
Formulas command for, 138
*R�7R�FRPPDQG�����²���
*R�7R�6SHFLDO�FRPPDQG�����²���
graphic objects, 375
NH\ERDUG�PHWKRGV�IRU�����������²����������²����
keyboard shortcuts for, 1024
last cell in range with Go To Special, 140
mouse methods for, 135
navigating multiple selections, 141
QRQDGMDFHQW�UDQJHV�����²���
objects with Go To Special, 140
RI�RWKHU�ZRUNVKHHWV�LQ�D�ZRUNERRN�����²���
3UHFHGHQWV�RSWLRQV�����²���
UDQJHV�IRU�HQWULHV�LQ�DGMDFHQW�FHOOV�����²���
regions, 137
URZ�GLIIHUHQFHV�����²���
URZV��ZKROH�RU�PXOWLSOH�����²���
Selection pane for objects, 407
Selection pane stack arrangement, 423
VHOHFWLRQ�UHFWDQJOH�ÀOO�KDQGOHV�����
selection rectangles, 132
Shift key for, 135
text box shapes or text, 419
Visible Cells Only option, 276
visible cells only with Go To Special, 140
zooming to enable, 135

VHPLFRORQ����������
6HQG�$V�$WWDFKPHQW�RSWLRQ�����
6HQG�%DFNZDUG�EXWWRQ�����²���
6HQG�)RU�5HYLHZ�FRPPDQG�����
6HQG�7R�FRPPDQGV�����
VHQVLWLYLW\�WDEOHV.�See�GDWD�WDEOHV
VHSDUDWRUV��4XLFN�$FFHVV�7RROEDU����
VHULHV

AutoFill option, 229
Columns option, 229
dates, 224, 227
decreasing, creating, 224
GRXEOH�FOLFNLQJ�ÀOO�KDQGOHV�����²���
ÀOO�VHULHV�����²���
Growth option, 229
Growth Trend command, 228

LQFUHPHQWV��VSHFLI\LQJ�����²���
Linear option, 229
Linear Trend command, 228
right mouse button drag options, 228
Rows option, 229
6HULHV�FRPPDQG��)LOO�PHQX�����²���
VWHS�YDOXHV�����²���
VWRS�YDOXHV�����²���
7UHQG�FKHFN�ER[�����²���

6(5,(6680�IXQFWLRQ������
VKDGRZ�HIIHFWV����������²���
6KDSHV�WRROV
DGGLQJ�WH[W�WR�JUDSKLF�REMHFWV�����²���
FDOORXWV�����²���
FHQWHUHG�VKDSH�FUHDWLRQ�����²���
color options, 381
connector tools, 383
constrained drawing, 374
Corner points, 379
&XUYH�WRRO�����²���
GLDPRQG�VKDSHG�KDQGOHV�RI�VKDSHV�����²���
drawing grids for, 385
drawing mode, 373
'UDZLQJ�7RROV�)RUPDW�WDE�����²���
(GLW�3RLQWV�FRPPDQG�����²���
Effects tools, 381
ÀOO�RSWLRQV�����
)RUPDW�6KDSH�WDVN�SDQH�����²���
)UHHIRUP�WRRO�����²���
IUHHKDQG�GUDZLQJ�����²���
grids, drawing to, 375
line weight options, 381
OLQHV��GUDZLQJ�����²���
moving objects, 373
object creation, 373
panhandles of shapes, 382
phantom text toolbars, 381
SRLQW�W\SHV�IRU�IUHHIRUP�REMHFWV�����²���
resizing objects, 373
ribbon tabs for, 373
6FULEEOH�WRRO�����²���
Shapes gallery, 372
Size & Properties command, 381
Smooth points, 379
Straight points, 379
WH[W�IRUPDWWLQJ�����²���
YHUWH[�KDQGOHV�����²���

6KDUH3RLQW�VKDUHG�ZRUNERRN�LVVXH�����
VKDULQJ�ZRUNERRNV�RQ�QHWZRUNV
$GYDQFHG�RSWLRQV�����²���
Allow Changes By More Than One User At The Same Time, 

���²��������²���
canceled shared sessions, 889
change history timeout setting, 884
Changes Being Saved Win option, 885
design considerations, 883
HPDLO�GLVWULEXWLRQ�PHWKRGV�����²���
errors from disallowed features, 881
legacy versions supporting, 883
PXOWLSOH�ZRUNERRNV��FRPELQLQJ�FKDQJHV�RI�����²���
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VKDULQJ�ZRUNERRNV�RQ�QHWZRUNV��FRQWLQXHG
names of users, editing, 881
Online Collaboration commands, 1004
password protection, 885
print options, 885
prohibited actions, 883
removing users, 889
5HVROYH�&RQÁLFWV�GLDORJ�ER[�����²���
VDYLQJ�FKDQJHV��GLDORJ�ER[HV�IURP�����²���
Send For Review command, 894
6KDUH�FRPPDQG��������²��
Share Workbook command, 44, 880
Shared Workspace command, 1004
SharePoint storage issues, 883
6N\'ULYH�VKDUHV�����²���
tracking changes. See change tracking
triangular comment indicators, 882
update options, 885

VKDUSHQLQJ�LPDJHV�����
6KHHW�FRPPDQGV�������)RUPDW�PHQX������
6+((7�IXQFWLRQV������
VKHHWV.�See�ZRUNVKHHWV
6KLIW�NH\

constrained drawing with, 374
selection with, 135

6KLIW�&WUO�6SDFHEDU�����
6KLIW�&WUO�7DE�����
6KLIW�(QWHU�����
6KLIW�)���$GG�7R�6HOHFWLRQ�PRGH������
6KLIW�)���UHFDOFXODWH������
6KLIW�6SDFHEDU�NH\ERDUG�VKRUWFXW���������������
6KLIW�7DE�����
VKLIWLQJ�GDWD�RXW�IRU�PRYHV�DQG�FRSLHV�����
VKRUWFXW�NH\V.�See�NH\ERDUG�VKRUWFXWV
VKRUWFXW�PHQXV����²��
6KRZ�3DVWH�2SWLRQV�%XWWRQ�6KRZ�,QVHUW�2SWLRQV�%XWWRQV��

���
6KRZ�6LJQDWXUHV�FRPPDQG������
6KULQN�7R�)LW�FKHFN�ER[�����²���
6,*1�IXQFWLRQ������
6LJQ�2XW�FRPPDQG�����
6LOYHUOLJKW�����
6,1��VLQH��IXQFWLRQ������
VLQJOH�GRFXPHQW�LQWHUIDFH��6',�����
6LQJOH�)LOH�:HE�3DJH�IRUPDW����²��
VLQJOH�FHOO�DUUD\�IRUPXODV�����²���
6,1+��K\SHUEROLF�VLQH��IXQFWLRQ������
VL]H�RI�FHOOV��FRQWUROOLQJ�����²���
6L]HG�:LWK�:LQGRZ�FRPPDQG������
6.(:�IXQFWLRQV������
VNHZQHVV��'HVFULSWLYH�6WDWLVWLFV�WRRO�����
VNLQV����
6N\'ULYH

capabilities of, 895
Create button, 903
GRZQORDGLQJ�ÀOHV�IURP�����
HPDLOLQJ�LWHPV�IURP�����²���
folders, creating new, 903
installing, 896

Let Me Use SkyDrive To Fetch Any Of My Files On This PC 
option, 907

OLQNV�WR�ÀOHV��VKDULQJ�����²���
ORFDO�IROGHU�IRU�����²���
0DQDJH�RSWLRQV�����²���
QRWLÀFDWLRQ�LFRQ�����²��������
RSHQLQJ�GRFXPHQWV�LQ�2IÀFH�:HE�$SSV�����
opening workbooks from, 898, 904
3&V��OLVW�RI�DFFHVVLEOH�����²���
SURSHUWLHV�SDQH�����²���
Recent Docs, opening, 905
UHPRWH�DFFHVV�WR�ÀOHV�ZLWK�����²���
6DYH�$V�VFUHHQ�RSWLRQ�IRU����²��
saving workbooks to, 898
settings dialog box, 907
6KDUHG�FRPPDQG�����²���
VKDULQJ�ZLWK�����²���
social networking capabilities, 905
Sort By drop-down list, 900
VSHFLI\LQJ�IROGHUV�WR�V\QFKURQL]H�����²���
synchronization feature, 895
XSORDGLQJ�ÀOHV�WR�����
Version History command, 904
YLHZ�EXWWRQV��ZHE�LQWHUIDFH�����²���
YLHZLQJ�LWHPV�RWKHUV�KDYH�VKDUHG�����²���
ZHESDJH�LQWHUIDFH�����²���

VODVK����
command access with, 32
data entries with, 146
division symbol, as, 468
fraction custom formats, 333
fraction vs. date formatting with, 319
keyboard shortcuts with, 1019

VOLFHUV
3LYRW7DEOH�ÀOWHULQJ�ZLWK�����²���
3RZHU�9LHZ�UHSRUWV�ZLWK�����²���
purpose of, 11

6/1�IXQFWLRQ�����������
6/23(�IXQFWLRQ�����������
6PDOO�&DSV�FRPPDQG�����
60$//�IXQFWLRQ����������������
6PDUW$UW

2007 release of, 12
DGGLQJ�LPDJHV�WR�����²���
adding text to, 389
bullet lists, 392
FDWHJRULHV�RI�����²���
&UHDWH�*UDSKLF�JURXS�WRROV�IRU�����²���
)RUPDW�6KDSH�WDVN�SDQH�FRQWUROV�ZLWK�����²���
Format tab for, 407
LQVHUWLQJ�D�JUDSKLF�����²���
PDQLSXODWLQJ�����²���
6W\OHV�JDOOHU\�IRU�����²���

6QDS�7R�*ULG�FRPPDQG�����
6QDS�7R�6KDSH�FRPPDQG�����
VRFLDO�QHWZRUNLQJ��6N\'ULYH�FDSDELOLWLHV�IRU�����
6RFLDO�6HFXULW\�QXPEHUV�����²���
6ROYHU

Answer reports, 662
assigning results to named scenarios, 661



 squares of numbers� ����

Assume Linear Model option, 662
FDSDELOLWLHV�RI�����²���
&RQVWUDLQW�3UHFLVLRQ�VHWWLQJ�����²���
FRQVWUDLQW�VSHFLÀFDWLRQ�����²���
Evolutionary option, 658
full version source, 653
Goal Seek compared to, 652
GRG Nonlinear option, 658
LQWHJHU�FRQVWUDLQW�VSHFLÀFDWLRQ�����²���
,QWHJHU�2SWLPDOLW\�����VHWWLQJ�����
iteration limits, 663
Limits reports, 662
linear models, 660
Max Time and Iterations settings, 659
REMHFWLYHV��VHWWLQJ�����²���
opening, 653
UHSRUWV��GLDORJ�ER[�IRU�����²���
saving parameters, 661
Sensitivity reports, 662
Show Iteration Results option, 660
Simplex LP option, 658, 660
slack values, 662
6ROYH�FRPPDQG�����²���
6ROYHU�3DUDPHWHUV�GLDORJ�ER[�����²���
starting values, 660
time limits, 663
troubleshooting, 663
YDULDEOH�FHOO�VSHFLÀFDWLRQ�����

VRUWLQJ
$GG�/HYHO�EXWWRQ�����²���
ascending vs. descending, 730
capabilities of Excel for, 730
FDVH�VHQVLWLYH�VRUWV�����²���
FHOOV�FRQWDLQLQJ�IRUPXODV�ZLWK�FHOO�UHIHUHQFHV�����²���
FROXPQV��E\�����²���
FXVWRP�OLVW�VRUWV�����²���
GDWH�VRUWV�����²���
default sequence for, 737
headers, not including in, 730
logical values, of, 737
0LFURVRIW�4XHU\�UHFRUGV�����²���
PXOWLSOH�FROXPQ�VRUWV�����²���
numbers before text rule, 737
Open dialog box, in, 58
partial list sorts, 733
3LYRW7DEOH�ÀHOGV�����
in Query Wizard, 856
VLQJOH�FROXPQ�VRUWV�����²���
SkyDrive Sort By drop-down list, 900
Sort A To Z command, 1009
Sort Descending command, 1009
6RUW�GLDORJ�ER[�IRU�����²���
underlying values used, 737

6RXUFH�'DWD�FRPPDQG������������
VSDFH�FKDUDFWHUV

as intersection operators, 496
sorting of, 737
as string constants, 478
VWUXFWXUHG�UHIHUHQFH�LQWHUVHFWLRQ�RSHUDWRU�����²���

6SDFHEDU�NH\�VKRUWFXWV������²����

VSDUNOLQHV
Automatic scale setting, 716
D[LV�FXVWRPL]DWLRQ�����²���
capabilities of, 711
chart type selection, 712
Clear command, 717
color selection, 714
Column sparklines, 712
common vertical axis option, 716
'DWD�5DQJH�ÀHOG�����
GHÀQLWLRQ�RI����
Design tab for, 714
HPSKDVL]LQJ�SDUWLFXODU�SRLQWV�RI�����²���
expanding sets of, 713
groups of, creating, 713
high points, marking, 715
Line sparklines, 712
/RFDWLRQ�5DQJH�ÀHOG�����²���
low points, marking, 715
0DUNHU�&RORU�GURS�GRZQ�OLVW�����²���
6KRZ�JURXS�RSWLRQV�����²���
Sparklines group buttons, 712
tables with, 713
text with, 717
time-scaled horizontal axes, 716
weight selection, 714
Win/Loss sparklines, 712

VSHFLDO�FKDUDFWHUV��JXLGHOLQHV�IRU�����²���
6SHFLDO�IRUPDWV�����²���
VSHFLDO�LWHP�VSHFLÀHUV����������
VSHFLÀHUV�����²����������See also�VWUXFWXUHG�UHIHUHQFHV
6SHHFK�FRPPDQG������
VSHOOLQJ�FKHFNLQJ
$XWR&RUUHFW�GLDORJ�ER[�����²���
6SHOOLQJ�FRPPDQG�����²���������
text boxes, in, 380

VSOLW�EXWWRQ����
6SOLW�FRPPDQG������
VSOLW�KDQGOHV�LQ�IRUPXOD�EDU����²��
VSOLWWLQJ�ZLQGRZV��:LQGRZ�6SOLW�ER[�GLVFRQWLQXHG����.�See 

also�ZLQGRZV
VSOLWWLQJ�ZRUNVKHHW�YLHZ�LQWR�SDQHV�����²���
VSRRIHG�ZHEVLWH�GHWHFWLRQ�����
6SUHDGVKHHW0/����
VSUHDGVKHHWV.�See�ZRUNVKHHWV
VS\ZDUH�����
64/�TXHULHV
DV�GDWD�VRXUFHV�IRU�3LYRW7DEOHV�����²���
Microsoft Query, generation by. See Microsoft Query
SQL code, viewing in Microsoft Query, 865

64/�6HUYHU�$QDO\VLV�6HUYLFHV����
VTXDUH�URRWV

IMSQRT function, 1060
SQRT function, 1079
SQRTPI function, 1079

VTXDUHV��GUDZLQJ�����
VTXDUHV�RI�QXPEHUV

SUMSQ function, 1080
680;�IXQFWLRQV������²����



����� standard deviation

VWDQGDUG�GHYLDWLRQ
CONFIDENCE functions, 1042
GHÀQLWLRQ�RI�����
Descriptive Statistics tool, 618
DSTDEV functions, 1050
GAUSS function, 1056
STANDARDIZE function, 1079
67'(9�IXQFWLRQV����������²���������

VWDQGDUG�HUURU��'HVFULSWLYH�6WDWLVWLFV�WRRO�����
6WDQGDUG�WRROEDU��������ULEERQ�HTXLYDOHQWV�WR������²����
67$1'$5',=(�IXQFWLRQ������
VWDUWLQJ�([FHO��������
VWDUWXS�IROGHUV����
VWDWLVWLFV�IXQFWLRQV
DFFHVVLQJ�����²���
AGGREGATE function, 604
$9('(9��DYHUDJH�GHYLDWLRQ��IXQFWLRQ������
$9(5$*(�IXQFWLRQV���������������²���������
capabilities of, 601
CONFIDENCE functions, 1042
CORREL function, 1043
COUNT functions, 539, 604, 1043
&2817,)�IXQFWLRQV�����²��������������
&29$5,$1&(�IXQFWLRQV������²����
DAVERAGE function, 1047
DCOUNT functions, 1048
'HVFULSWLYH�6WDWLVWLFV�WRRO�����²���
DEVSQ function, 1049
distribution functions. See distributions
DMAX function, 1049
DMIN function, 1049
DSTDEV functions, 1050
DVAR functions, 1051
(5)��HUURU��IXQFWLRQV������
FORECAST function, 614, 1054
)5(48(1&<�IXQFWLRQ�����²���������
F.TEST function, 1054
GEOMEAN function, 1056
GROWTH function, 616, 1056
HARMEAN function, 1056
+LVWRJUDP�WRRO�����²���
.857�IXQFWLRQ������
LARGE function, 539, 606, 1062
/,1(67�IXQFWLRQ�����²���������
/2*(67�IXQFWLRQ����������²���������
0$;�IXQFWLRQV����������²��������������
MEDIAN function, 603, 1065
0,1�IXQFWLRQV���������������������²����
MODE functions, 539, 1066
MODE.MULT function, 603
MODE.SNGL function, 603
0RYLQJ�$YHUDJH�WRRO�����²���
PEARSON function, 1071, 1077
PERCENTILE functions, 605, 1071
3(5&(175$1.�IXQFWLRQV�����²���������
probability. See probability functions
P-values, 1087
48$57,/(�IXQFWLRQV�����²���������
5DQGRP�1XPEHU�*HQHUDWLRQ�WRRO�����²���
5DQN�$QG�3HUFHQWLOH�WRRO�����²���

5$1.�IXQFWLRQV�����������
Sampling tool, 629
6.(:�IXQFWLRQV������
SLOPE function, 615, 1079
SMALL function, 539, 606, 1079
STANDARDIZE function, 1079
67'(9�IXQFWLRQV����������²���������
STEYX function, 615, 1079
7�',67�IXQFWLRQV������²����
75(1'�IXQFWLRQ�����²���������
9$5�IXQFWLRQV����������²���������
Z.TEST function, 1087

VWDWXV�EDU
AutoCalculate feature, 38
Cell Mode, 38
components of, 37
FXVWRPL]LQJ����²��
macro buttons, 38
5HDG\��(QWHU��DQG�(GLW�VWDWHV����²��
zoom controls, 38

67'(9�IXQFWLRQV
AGGREGATE function, in, 539
VDPSOHG�SRSXODWLRQ�VWDQGDUG�GHYLDWLRQ�����²���
STDEVA vs. STDEV, 604
table of variations of, with arguments, 1079
total population standard deviation, 608

VWHS�YDOXHV�����²���
67(<;�IXQFWLRQ�����������
VWRFN�FKDUWV�����²���
VWRS�YDOXHV�����²���
6WU�IXQFWLRQ��9%$�����
VWULNHWKURXJK��&WUO����FRPPDQG������
VWULQJ�FRQVWDQWV�����
VWULQJ�IXQFWLRQV.�See�WH[W�IXQFWLRQV
VWUXFWXUHG�UHIHUHQFHV
DW��#��V\PERO�����²���
>�$OO@�����
�$OO�VWUXFWXUHG�UHIHUHQFH�WDJ�����²���
automatic adjustment of, 500
automatic creation of, 498
FROXPQ�VSHFLÀHUV�����²��������²���
FRS\LQJ�����²���
creating formulas with, 500
>�'DWD@�����
�'DWD�VWUXFWXUHG�UHIHUHQFH�WDJ�����²���
dynamic nature of, 498
H[SOLFLWO\�UHIHUHQFLQJ�WKH�FXUUHQW�WDEOH�URZ�����²���
ÀOOLQJ�FHOOV�DXWRPDWLFDOO\�����²���
Formula AutoComplete with, 503
>�+HDGHUV@�����
�+HDGHUV�VWUXFWXUHG�UHIHUHQFH�WDJ�����²���
Help topic for details, 760
natural-language formulas feature discontinued, 499
outside of tables, 502
WR�SDUWV�RI�WDEOHV�����²���
TXDOLÀHG�YV��XQTXDOLÀHG�����
UHIHUHQFH�RSHUDWRUV�����²���
URZ�UHIHUHQFHV�����²���
VSHFLDO�LWHP�VSHFLÀHUV����������
VSHFLÀHUV�����²���



 tables� ����

V\QWD[�RI�����²���
WDEOH�WRWDO�URZV�����²���
tables, relation to, 498
>�7RWDOV@�����
�7RWDOV�VWUXFWXUHG�UHIHUHQFH�WDJ�����²���
Use Table Names In Formulas option, 499

6WXGHQW·V�7.',67�IXQFWLRQV������²����
VW\OHV
DSSHDUDQFH�DIIHFWHG�E\�WKHPHV�����²���
cell. See Cell Styles
FKDUW�VW\OHV�����²���
cloning, 763
FXVWRPL]LQJ�IRU�WDEOHV�����²���
1RUPDO�FHOO�VW\OH�����²���
PivotTable Styles gallery, 779
WDEOH�VW\OHV�����²���

VXEURXWLQHV��9%$�����²���
68%67,787(�IXQFWLRQ�����������
VXEVWULQJ�IXQFWLRQV�����²���
68%727$/�IXQFWLRQ
ÀOWHU�URZ�FRXQWV�ZLWK�����
functions available for, list of, 1080
WRWDO�URZV�IRU�WDEOHV�ZLWK�����²���

6XEWRWDOV�FRPPDQG������
6XEWUDFW��NH\SDG��NH\ERDUG�VKRUWFXW������
VXEWUDFWLRQ
²��PLQXV�VLJQ��IRU�����²���
IMSUB function, 1060
Subtract operation, Paste Special, 201

VXP��'HVFULSWLYH�6WDWLVWLFV�WRRO�����
680�IXQFWLRQV

advantages of using, 480
within AGGREGATE function, 539
IMSUM function, 1060
keyboard shortcut for, 481
OLVW�RI������²����
PivotTable default, 792
row insertion issues, 476
VHOHFWLQJ�FHOOV�IRU�����²���
6XP�EXWWRQ�IRU����������²���
680,)�IXQFWLRQV�����²�������������������
SUMPRODUCT function, 1080
SUMSQ function, 1080
SUMXMY2 function, 1081
SUMX2MY2 function, 1080
SUMX2PY2 function, 1081
syntax of, 537

680,)�IXQFWLRQV�����²�������������������
VXPPDU\�SDJH�GHVLJQ�����²��������
6XPPDU\�WDE��3URSHUWLHV�GLDORJ�ER[����²��
VXP�RI�WKH�\HDUV�GLJLWV�GHSUHFLDWLRQ�����
680352'8&7�IXQFWLRQ�����
6ZLWFK�5RZ�&ROXPQ�EXWWRQ�IRU�FKDUWV�����²���
6ZLWFK�:LQGRZV�PHQX�����
6<'�IXQFWLRQ�����������
6</.�ÀOHV����
V\PEROV

AutoCorrecting to, 245
LQVHUWLQJ�����²���������
keyboard shortcuts with, table of, 1019

6\QFKURQRXV�6FUROOLQJ�����

T
7�IXQFWLRQ������
7DE�NH\��GDWD�HQWU\�ZLWK�����
7DE�NH\�VKRUWFXWV������
WDEOH�IRUPDWWLQJ

Apply And Clear Formatting option, 294
$SSO\��$QG�0DLQWDLQ�)RUPDWWLQJ��RSWLRQ�����
AutoFormat command, 1011
Banded Rows and Columns options, 761
EDQGLQJ��DXWRPDWLF�����²���
Body font, 762
boundaries for tables, 289
clearing cell formatting, 762
Convert To Range button, 295
FXVWRP�IRUPDW�FUHDWLRQ�����²���
FXVWRP�VW\OHV�IRU�����²���
customized Normal cell style issue, 762
'DUN�VW\OHV�����²���
deleting rows in, 292
'HVLJQ�WDE�IRU�����²���
GUDJJLQJ�FHOOV�����²���
Duplicate option, 294
HOHPHQWV�RI�WDEOH�VW\OHV�����²���
Filter Button check box, 290
First and Last Column check boxes, 290, 761
)RUPDW�$V�7DEOH�FRPPDQG�����²���
)RUPDW�$V�7DEOH�JDOOHU\�����²���
functions for summary rows, 291
JDOOHU\�VKRUWFXW�PHQX�����²���
Header Row check box, 291, 761
inserting rows in, 292
Last Column option, 292
Modify Table Quick Style dialog box, 294
0RGLI\�7DEOH�6W\OH�GLDORJ�ER[�����²���
My Table Has Headers check box, 289
1HZ�7DEOH�6W\OH�FRPPDQG�����²���
previewing with gallery, 290
priority of formatting options, 762
ranges, limiting to, 289
7DEOH�6W\OH�2SWLRQV�JURXS�����²���
7DEOH�7RROV�'HVLJQ�WDE�����²��������²���
themes for, 762
Total Row check box, 291, 761
touch up formatting, 290

7$%/(�IXQFWLRQ�����
WDEOHV
DW��#��V\PERO�LQ�UHIHUHQFHV�����²���
DGGLQJ�GDWD�IURP�D�VHFRQG�WDEOH�����²���
�$OO�VWUXFWXUHG�UHIHUHQFH�WDJ�����²���
AutoCorrect dialog box, 727
autoexpansion feature, 721
AutoFilter command, 1009
AutoFormat As You Type options, 727
boundaries for tables, 289
EUDFNHWV��>�@��LQ�IRUPXODV�����
FKDUWV��DV�VRXUFH�GDWD�IRU�����²��������
column guidelines for, 723
Compatibility mode issues, 724
creating, commands for, 723
creating with Format As Table, 288
Ctrl+T to create, 723



����� tabs

WDEOHV��FRQWLQXHG
GDWD�PRGHOV�ZLWK�����²���
�'DWD�VWUXFWXUHG�UHIHUHQFH�WDJ�����²���
GDWD�WDEOHV�����²��������
deleting rows in, 292
distinguishing from ranges, 724
GUDJJLQJ�FHOOV�����²���
duplicated row removal, 722
entire table, selecting, 726
H[SDQGLQJ�����²���
H[SOLFLW�UHIHUHQFHV�WR�WKH�FXUUHQW�URZ�����²���
ÀOWHULQJ�FDSDELOLWLHV�����
formatting. See table formatting
formula replication feature, 721
IRUPXODV��VHOI�GRFXPHQWLQJ�IHDWXUH�����²���
IXQFWLRQV�DYDLODEOH�IRU�WRWDOV�����²���
headers, overwriting default, 724
�+HDGHUV�VWUXFWXUHG�UHIHUHQFH�WDJ�����²���
implicit intersection for references, 756
improvements in Excel 2007, 13
inserting rows in, 292
keyboard shortcuts for selecting, 726
label guidelines for, 723
PXOWL�WDEOH�GDWD�PRGHOV�����²���
QDPHV�RI�����²��������
QHZHU�IHDWXUHV�RI�����²���
organization guidelines for, 723
3LYRW7DEOHV��DV�VRXUFHV�IRU����������²���
ranges, converting to, 295, 724
UHIHUHQFLQJ�SDUWV�RI�����²���
selecting rows or columns in, 726
sorting. See sorting
sparklines for, 713
VSHFLDO�LWHP�VSHFLÀHUV�����
VSHFLÀHUV�����²���
VWUXFWXUHG�UHIHUHQFHV�IRU�����²�����See also structured 

references
styles for, 722
Summarize With PivotTable command, 771
Table command, 723
WRWDO�URZV��DGGLQJ�WR�WDEOHV�����²���
WRWDO�URZV��UHIHUHQFLQJ�����²���
�7RWDOV�VWUXFWXUHG�UHIHUHQFH�WDJ�����²���
Use Table Names In Formulas option, 499

WDEV��ULEERQ
DGGLQJ�H[LVWLQJ�JURXSV�WR�FXVWRP�WDEV����²��
contextual tool sets, 29
FXVWRP��FUHDWLQJ����²��
Data. See Data tab
default startup, 80
Developer, 1001
File. See File tab
Formulas. See Formulas tab
hierarchy of, 22
Home. See Home tab
Insert. See Insert tab
Page Layout. See Page Layout tab
UHVHWWLQJ�WR�GHIDXOW����²��
Review. See Review tab
View. See View tab

WDEV��ZRUNVKHHW
color options, 100
grouping with, 253

7$1��WDQJHQW��IXQFWLRQ������
7$1+��K\SHUEROLF�WDQJHQW��IXQFWLRQ������
7DVN�3DQH�FRPPDQG������������
WDVN�SDQHV
GLDORJ�ER[�ODXQFKHUV��RSHQLQJ�IURP����²��
docking, 252
keyboard shortcuts for, 1031

WDVNEDU
hiding, 21
multiple Excel items in, 21
pinning Excel to, 24

7%,//�IXQFWLRQV�����²���������
7.',67�IXQFWLRQV������²����
WHOHSKRQH�QXPEHUV�����²���
WHPSODWHV
DGYDQWDJHV�WR�XVLQJ�����²���
$OORZ�2IÀFH�7R�&RQQHFW�7R�7KH�,QWHUQHW�RSWLRQ�����
FUHDWLQJ����²�������
LQVHUWLQJ�LQ�D�ZRUNERRN�����²���
interface for, 4
locations of Personal, 42
QDPLQJ�RI�ÀOHV�FUHDWHG�IURP�����
new in 2013 version, 4
ZRUNERRN��VHOHFWLQJ����²��
;/7�ÀOH�IRUPDW����
;/70�ÀOH�IRUPDW����
;/7;�ÀOH�IRUPDW����

WH[W
DGGLQJ�WR�JUDSKLF�REMHFWV�����²���
alignment of. See alignment
All Caps command, 408
DQJOH�IRU�FKDUW�ODEHOV��VHWWLQJ�����²���
$6&,,�IXQFWLRQV�����²���������
%HJLQV�:LWK�WH[W�ÀOWHUV�����
boxes of. See text boxes
bullet lists, SmartArt, 392
Character Spacing options, 409
FKDUWV��IRUPDWWLQJ�LQ�����²���
&RQWDLQV�WH[W�ÀOWHUV�����
double strikethrough, 408
double-byte character sets, 548
Equalize Character Height command, 408
functions. See text functions
JUDSKLFV�IRUPDWWLQJ�RI�����²���
K\SHUOLQNV��DGGLQJ�WR�����²���
ISNONTEXT function, 1062
ISTEXT function, 554, 1062
kerning, 409
Offset control, 408
REPT function, 1076
6KULQN�7R�)LW�FKHFN�ER[�����²���
Small Caps command, 408
sorting of, 737
VWULNHWKURXJK��&WUO����FRPPDQG������
T function, 1081
Text Direction command, 1011
Text format, 329



 trigonometric functions� ����

Text To Columns command, 848
Text To Speech command, 1001, 1003
�9$/8(�HUURU�YDOXH�����
values. See text values
:RUG$UW�����²���
ZUDSSLQJ�����²���

WH[W�ER[HV
DGGLQJ�WH[W�WR�JUDSKLF�REMHFWV�����²���
$OORZ�7H[W�7R�2YHUÁRZ�6KDSH�RSWLRQ�����
FDOORXWV�����²���
charts, adding to, 709
Columns dialog box, 418
)RUPDW�6KDSH�WDVN�SDQH�WRROV�����²���
linking to cells, 382
Margin settings, 418
phantom text toolbars, 381
Picture Tools Text Box control, 402
Resize Shape To Fit Text option, 418
selecting text or shapes, 419
spelling checks for, 380
Text Box button, 379

WH[W�ÀOHV
H[SRUWLQJ�WR����²��
LPSRUWLQJ�GDWD�IURP����²�������²���

WH[W�IXQFWLRQV
$6&,,�IXQFWLRQV�����²���������
capabilities of, 545
FDVH�IXQFWLRQV�����²���
&+$5�IXQFWLRQ�����²���������
CLEAN function, 547, 1041
CODE function, 546, 1041
&21&$7(1$7(�IXQFWLRQ�����²���������
DOLLAR function, 546, 1049
ending in B, 548
EXACT function, 547, 1052
FIND function, 548, 555, 1053
FORMULATEXT function, 1054
LEFT functions, 549, 1063
LEN function, 546, 1063
/2:(5�IXQFWLRQ�����²���������
MID function, 550, 1065
3523(5�IXQFWLRQ�����²���������
5(3/$&(�IXQFWLRQV�����������²����
RIGHT functions, 549, 1076
SEARCH functions, 548, 1077
SUBSTITUTE function, 550, 1080
VXEVWULQJ�IXQFWLRQV�����²���
TEXT function, 545, 551, 1082
TRIM function, 547, 1083
833(5�IXQFWLRQ�����²���������
VALUE function, 1084

7H[W�,PSRUW�:L]DUG�����²���
WH[W�OLVWV��FUHDWLQJ�����²���
WH[W�YDOXHV
DPSHUVDQG��	��FRQFDWHQDWLRQ�RSHUDWRU�����²���
as arguments in functions, 532
entering, 145
IRUPXOD�XVH�RI�����²���
longer than cell width, 148
QXPHULF�WH[W�HQWULHV�����²���
wrapping, 148

WH[W�DOLJQPHQW�SUHÀ[�FKDUDFWHUV�����²���
WH[WXUH�ÀOOV�����
7KDL��%$+77(;7�IXQFWLRQ������
WKHPHV

application of, 297
&HOO�6W\OHV�IHDWXUH�ZLWK�����²���
&RORUV�EXWWRQ�����²���
custom, creating, 298
GHÀQLWLRQ�RI�����
(IIHFWV�EXWWRQ�����²���
effects on chart styles available, 679
)RQWV�EXWWRQ�����²���
2IÀFH�7KHPH�RSWLRQV����
pasting All Using Source Theme option, 199
prior formatting, failure to overwrite, 297
Save Current Theme command, 298
VW\OH�DSSHDUDQFH�DIIHFWHG�E\�����²���
table formatting with, 762

7KHVDXUXV�FRPPDQG�����²���
7,0(�IXQFWLRQ������
WLPH�FRQVXPLQJ�RSHUDWLRQV�����
7LPHOLQH�IHDWXUH���
WLPHV.�See�GDWHV�DQG�WLPHV
7,0(9$/8(�IXQFWLRQ�����������
WLWOHV��DGGLQJ�WR�FKDUWV�����²���
WLWOHV��FROXPQ.�See�KHDGLQJV
72'$<�IXQFWLRQ�����²���������
WRRO�VHWV��FRQWH[WXDO����
WRROEDUV

Mini toolbar, 33, 94
Quick Access Toolbar. See Quick Access Toolbar
Toolbars commands, Excel 2003, 1000

7RROV�PHQX��������ULEERQ�HTXLYDOHQWV�WR������²����
7RS�DOLJQPHQW�����
WRS�n�WLPHV��ÀOWHULQJ�����
7RS�%RWWRP�5XOHV�FRQGLWLRQDO�IRUPDWWLQJ����������
�7RWDOV�VWUXFWXUHG�UHIHUHQFH�WDJ�����²���
WRXFK�HQDEOHG�FRPPDQGV���
WUDFHUV��FHOO�����²���
7UDFN�&KDQJHV�FRPPDQGV������
WUDFNLQJ�FKDQJHV.�See�FKDQJH�WUDFNLQJ
WUDGHPDUN�V\PERO�����
7UDQVLWLRQ�1DYLJDWLRQ�.H\V�����²���
7UDQVODWH�FRPPDQG�����²���
WUDQVSDUHQF\�FRQWURO�����²���
WUDQVSRVLQJ
3DVWH�6SHFLDO�FRPPDQG�IRU�����²���
TRANSPOSE function, 564, 1083
transpose paste option, 196

75(1'�IXQFWLRQ�����²���������
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ACOS function, 1034
ACOT function, 1034
ASIN function, 1036
ATAN functions, 1036
COS function, 1043
COT function, 1043
CSC function, 1045
DEGREES function, 1048
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hyperbolic. See hyperbolic functions
IMCOS function, 1058
IMCOT function, 1058
IMCSC function, 1058
IMSEC function, 1059
IMSIN function, 1059
IMTAN function, 1060
PI function, 1072
RADIANS function, 1074
SEC function, 1077
SIN function, 1078
TAN function, 1081
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2007 introduction of, 14
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Enable Content button, 108
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File Block Settings, 112
Help, 110
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macro options, 110
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XQGHUOLQLQJ

accounting formatting for, 326
keyboard shortcut for, 1020
Underline button, 348
Underline command, 1010

XQGHUO\LQJ�YDOXHV�����²���
XQGHUVFRUH��B�
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VBA continued statements, 926

8QGR�FRPPDQG
actions that cannot be undone, 218
Ctrl+Z shortcut for, 192
hyperlinks, undoing automatic, 234
listing remembered actions, 153, 217
outlines, use Clear Outline instead, 273
on Quick Access Toolbar, 86
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8QLFRGH

UNICHAR function, 1083
UNICODE function, 1084

8QLÀHG�'LPHQVLRQDO�0RGHO��8'0�����
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8SGDWH�)RUPXOD�7R�,QFOXGH�&HOOV�RSWLRQ�����
XSGDWHV��&KHFN�)RU�8SGDWHV�FRPPDQG������
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833(5�IXQFWLRQ�����²���������
85/�DXWRPDWLF�FRQYHUVLRQ�WR�K\SHUOLQNV�����
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Validation command, 1005
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YDOXHV��SDVWLQJ�RQO\�����
YDULDEOH�GHFOLQLQJ�EDODQFH�GHSUHFLDWLRQ�����
YDULDEOHV��9%$

assigning values to, 938
PLVVSHOOHG��RSWLRQV�IRU�SUHYHQWLQJ�����²���
monitoring during debugging, 950
Quick Watch command for, 954
:DWFK�:LQGRZ�IRU�PRQLWRULQJ�����²���

YDULDQFH
Descriptive Statistics tool, 618
DVAR functions, 1051
9$5�IXQFWLRQV���������������²���������

9%$��9LVXDO�%DVLF�IRU�$SSOLFDWLRQV�
B��XQGHUVFRUH�FKDUDFWHU������
Analysis Toolpak with, 616
DUJXPHQWV�����²���
assignment statements, 938
EUHDNSRLQWV��VHWWLQJ�����²���
FODVVHV�����²���
FROOHFWLRQV�����²���
FRPPHQWV����������²���
FRQGLWLRQDO�EUHDNSRLQWV�����²���
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debugging. See debugging VBA code
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editor for. See Visual Basic Editor
(QG�6XE�VWDWHPHQWV����������²���
(UU�REMHFW�����²���
2Q�(UURU�*R7R�VWDWHPHQWV�����²���
HUURU�KDQGOLQJ�FRGH�����²���
2Q�(UURU�5HVXPH�1H[W�VWDWHPHQWV�����²���
Excel functions, accessing, 939
Exit Function statements, 942
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)XQFWLRQ��(QG�)XQFWLRQ�VWDWHPHQWV�����²��������
If statements, 938, 942
InputBox statements, 939
IsMissing function, 941
keyword limitations for custom functions, 939
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macros, as code for. See macros
PHWKRGV����������²���
PRGXOHV����������²���
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Range objects, 922
recording macros, advantages from, 933. See also recording 
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Str function, 925
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syntax, 922, 926
Trust Center options for, 110
UserForms, 939
YDULDEOHV����������²���
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YHUWLFDO�DOLJQPHQW

Bottom option, 344
Center alignment, 344
Distributed, 344
Format Cells dialog box options, 340
Justify option, 344
Top option, 344
Vertical Justify option, 343
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Show group, 95
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Switch Windows menu, 174
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Auto List Members option, 949
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comments in, 920
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FXVWRP�IXQFWLRQV��PRGXOHV�IRU�����²�����See also custom 
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keyboard shortcut for displaying, 1027
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Project Explore window, 920
Quick Watch, 954
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Excel capabilities for, 872
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PivotTables for. See PivotTables
PowerPivot for. See PowerPivot
6FHQDULR�0DQDJHU�����²���
6ROYHU�����²���

ZKHHO�PRXVH��QDYLJDWLQJ�ZLWK
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$UUDQJH�$OO�EXWWRQ�����²��������
closing, effect of order of, 181
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KLGLQJ�DQG�XQKLGLQJ�����²���
KRUL]RQWDO�FRQÀJXUDWLRQ�RI�����²���
instances of Excel, as, 20
PXOWLSOH�IRU�VDPH�ZRUNERRN���������²���
multiple, of a worksheet, 16
1HZ�:LQGRZ�FRPPDQG�����²���
VL]LQJ�FRQWUROV����²��
Switch Windows menu, 174
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HTML rendering issue, 979
hyperlinks to Excel, 985
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Microsoft Graph Chart, 988
native charting capability, 987
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range names for links, 984
resizing embedded objects, 986
RTF format, pasting tables as, 982
tables created directly in, 977
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unformatted text pasting option, 982
Unicode text pasting option, 982
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components of. See worksheets
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'LVSOD\�RSWLRQV����²��
GUDJJLQJ�ZRUNVKHHWV�EHWZHHQ�����²���
encrypting, 184
KLGLQJ�����²���
KRUL]RQWDO�FRQÀJXUDWLRQ�RI�����²���
LQVHUWLQJ�QHZ�ZRUNVKHHWV�����²���
instances of Excel, as, 20
links in. See linking
PDVWHUV��IRU�VKDULQJ�����²���
PXOWLSOH��PDQDJLQJ�����²���
PXOWLSOH�ZLQGRZV�IRU�VDPH�ZRUNERRN�����²���
QDYLJDWLQJ�EHWZHHQ�����²���
navigational controls, 18
new organization of, 8
RSHQLQJ����²��
opening hidden, 183
organizational tools, as, 17
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Protect Workbook command, 167, 169
4XLFN�$FFHVV�7RROEDU�FXVWRPL]DWLRQV��DWWDFKLQJ����²��
recent, opening, 57
UHFRYHULQJ�FRUUXSWHG����²��
saving. See�VDYLQJ�ÀOHV
Select All Sheets command, 155
subsets of worksheets, new workbooks from, 893
VXPPDU\�LQIRUPDWLRQ��DGGLQJ�WR�ÀOHV����²��
tab split handles, 19
templates for. See templates
9LHZ�6LGH�%\�6LGH�EXWWRQ�����²���
windows on, 16

:25.'$<�IXQFWLRQV�����²���������²����
ZRUNVKHHWV

active areas of, 20
DXWRÀWWLQJ�DOO�URZV�RU�FROXPQV�����
background graphics for, 358
cells of. See cells
columns of. See columns
FRPSRQHQWV�RI����²��
FRS\LQJ�����²���
creating new, 16
GHOHWLQJ�����²���
designing. See designing worksheets
GUDJJLQJ�����²���
IUHH]LQJ�SDQHV�����²���
groups. See groups, worksheet
KLGLQJ�����²��������
LQVHUWLQJ�QHZ�����²���
keyboard shortcuts for managing, 1032
keyboard shortcuts for navigation, 19
PDQDJLQJ�����²���������
PRYLQJ�����²���
naming, 156
QDYLJDWLRQDO�FRQWUROV����²��
1HZ�6KHHW�EXWWRQ�����²��������²���
ranges of, selecting, 155
renaming, 156
rows of. See rows
VFUROOLQJ�WHFKQLTXHV����²��
Select All Sheets command, 155
sets of. See workbooks
Sheet commands, 2003 Format menu, 1003
SHEET functions, 1078
VKHHW�WDE�VKRUWFXW�PHQX�����²��������
VSOLWWLQJ�LQWR�SDQHV�����²���
tabs, 100, 156, 253
XQJURXSLQJ�����²���
Unhide button, 185
windows on, 16
Worksheet command, Insert menu, 1002

ZRUNVSDFHV
deprecated in 2013, 20
worksheets of. See worksheets
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Excel 97-2003 Add-In format, 51
H[WHUQDO�GDWD�LQWHJUDWLRQ�EHQHÀW����
FILTERXML function, 1054
LPSRUWLQJ�GDWD�IURP�����²���
increased capacity and speed from, 12
mapping XML elements, 851
PXOWLSOH�ÀOH�LPSRUWV�����
VFKHPD�ÀOHV�����
XML commands, 2003 Data menu, 1007
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Accounting format display of, 324
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hiding display of, 98
suppressing display of, 335
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Fit Selection option, 162
selection enabled by, 135
status bar controls for, 38
wheel mouse, with, 18, 164
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Zoom command location, 1001
Zoom On Roll With IntelliMouse option, 222
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