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How to Use This Book
Who This Book Is For

This book is for readers who know the
basics and want to expand their knowledge
of this particular technology or software
application.

The Conventions in This Book
@ Steps

This book uses a step-by-step format

to guide you easily through each task.
Numbered steps are actions you must
do; bulleted steps clarify a point, step, or
optional feature; and indented steps give
you the result.

@ Notes

Notes give additional information —
special conditions that may occur during
an operation, a situation that you want to
avoid, or a cross reference to a related
area of the book.

© Icons and Buttons
Icons and buttons show you exactly what
you need to click to perform a step.

O Tips
Tips offer additional information, including
warnings and shortcuts.

© Bold

Bold type shows text or numbers you
must type.

O Italics

Italic type introduces and defines a new
term.

Analyze Cell Values
Q with Data Bars

Chapter 5: Analyzing Excel Data
© Ciic the fill type of data
bars you want to reate.

© Gradient Fill data bars
egin with a solid color
and then gradually fade
o white.

® sold il data bars are
sold color.

n_) - O selectthe range you

@ Cickthe Home a.
© Click Conditional
omatin

© Cick Data Bars.

® Excel applies the data
bars to each cellin the

Did You Know? Remove It!
If your range includes right-aligned vlues, | If you no longer require the data bars,
the Gradient fil data bars are a beter jou can remove them. Follow steps 1 to

3 t0 select the range and display the
because even the longest Gradient Fill bars | Conditional Formating drop-dowr
fade to white towards the right edge of the | menu, and then click Manage Rules.
cell, 50 your range values should mostly
appear on a white background, making
them easier to read.

Excel displays the Conditional Formatting
Rules Manager dialog box. Clck the Data
Bar rule you want to remove and then
cick Delete Rule.
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Makin;g_“ Excel
More Efficient

If you find yourself spending a major part
of your day working with Excel, you can
make those chores go faster — and so
make your overall work life more
productive — by making Excel as efficient
as possible.

For example, you can launch common
commands more quickly by placing them
on the Quick Access Toolbar, which requires
just a single click to launch a command.
Similarly, you can customize the Ribbon
with your own tabs and groups to reduce
the time it takes to perform certain tasks.

You can also make Excel more efficient
by using the mouse wheel to zoom,
automatically inserting decimal points,
pinning Excel to the Windows 7 taskbar,
creating binary workbooks, applying
formatting across multiple worksheets,
and using dialog box controls to input
worksheet data.

In this chapter, you will learn how to
perform these and many other tasks that
boost your Excel efficiency.
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Customize the Quick

Access Toolbar

You can make Excel easier to use by
customizing the Quick Access Toolbar to
include the Excel commands you use most
often. Because you launch Quick Access
Toolbar buttons with a single click, adding
your favorite commands to the toolbar saves
you time.

By default, the Quick Access Toolbar contains
three buttons — Save, Undo, and Redo —
but you can add any of hundreds of Excel
commands.

In a default Excel configuration, the Quick
Access Toolbar appears above the Ribbon as

part of the Excel title bar. However, this
position only allows you to add a few buttons,
as there is only so much space in the title bar.
To get much more space to add buttons, you
should move the Quick Access Toolbar below
the Ribbon.

You can also export your Quick Access
Toolbar customizations to a file so that other
people can import the same customizations.
For more information, see the section, “Export
Ribbon Customizations to a File.”

@ Click the Customize

Quick Access Toolbar
button.

® If you see the command
you want, you can click
it; Excel adds the button
for that command to the
Quick Access Toolbar,
and you can skip the rest
of the steps in this
section.

@ Click More Commands. b

==
v o L
e T

- rom- 3 8 9

The Excel Options dialog
box appears.

@ Excel automatically
displays the Quick Access
Toolbar tab.

©® Click the Choose T——
Commands From
drop-down arrow.

@ Click the command
category you want to use.

embemar o e
T et *
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%)

@ Click the command you
want to add.

O Click Add.
@® Excel adds the command.

® To remove a command,
you can click it and then
click Remove.

@ Click OK.

Y

@® Excel adds a button for
the command to the
Quick Access Toolbar.

A4

More Options!

You can increase the space available to
the Quick Access Toolbar by moving it
below the Ribbon. This gives the toolbar
the full width of the Excel window, so you
can add many more buttons. Click the
Customize Quick Access Toolbar button
and then click Show Below the Ribbon.

More Options!

If the command you want to add appears
on the Ribbon, you can add a button for
the command directly from the Ribbon.
Click the Ribbon tab that contains the
command, right-click the command, and
then click Add to Quick Access Toolbar.
Excel inserts a button for the command on
the Quick Access Toolbar.

[ |



Customize

the Ribbon

You can improve your Excel productivity by to an existing tab, and then adding one or
customizing the Ribbon with extra commands ~ more commands to the new group.

that you use frequently. Alternatively, you can add a new tab to the
Keep in mind that you cannot modify any of Ribbon, add your own groups to that tab, and
the default tabs and groups in Excel, other then add your commands.

than hiding tabs you do not use. Instead, you
customize the Ribbon by adding a new group

Display the Customize T : = -=
Ribbon Tab m—f R e T i G
@ Right-click any part of the e L —— B x| e i g puan
Ribbon. G
@ Click Customize the | s s m— e s v v A .
Ribbon. 1
]
u
"
1“-:‘- J_I 3.4
The Excel Options dialog Er 5|
box appears. - R e e
® Excel automatically - =y : 2 e :
displays the Customize I witian . e
Ribbon tab. T J == e
® Use these lists to choose e =3
the commands you want o ey e ..~
to add. R s i
e et
® These lists show the g= T "
existing tabs and groups. 3= e
¥ e
© To display a tab’s groups, i goana
you can click the tab’s 3
plus sign (+). it e [t
e e
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Add a New Group

@ (Click the tab you want to
customize.

@ Click New Group.
® Excel adds the group.

©® Click Rename.

The Rename dialog box
appears.

@ Type a name for the
group.

O (dlick OK.

Excel adds the new group
to the tab.

©

More Options!

You can get more space on the Ribbon
and reduce clutter by removing any tabs
you do not use. For example, if you do
not use the Excel reviewing tools, then
you might prefer to hide the Review tab
to reduce the number of tabs you see
on-screen. In the list of tabs that appears
below the Customize the Ribbon drop-
down list, deselect the check box beside
any tab you want to hide.

Try This!

You can change the order in which the tabs
appear in the Ribbon. For example, if you
use the tools in the Data tab more often
than those in the Home tab, then you can
move the Data tab to be the first tab in the
Ribbon. Use the up and down arrow
buttons that appear to the right of the tab
list to modify the order. You can also use
these buttons to modify the order of the
groups within any tab.

-
| 7|



Customize the

Ribbon (continued)

Although you will mostly prefer to add one or ~ In such cases, a better customization method is

more custom groups to the default Excel tabs,  to create your own tabs and populate them

this is not always convenient because it reduces  with custom groups and commands.

the amount of space available to the other You can also export your Ribbon customizations

groups in the tab. This can cause the buttons to a file so that other people can import the

to appear cluttered, making it harder to find same customizations. For more information, see

the button you need. the section, “Export Ribbon Customizations to
a File.”

Add a New Tab
@ In the Customize Ribbon

tab of the Excel Options Customizy the Rifgbor: i
dialog box, click New Tab. Misin Taoe [=]
©® Excel adds the tab. Main Taks
= L Hame
@® Excel adds a new group % capooan
within the tab. o
# aligrmend
. * Mumber
@ Click the new tab. . i
H 231 H
© Click Rename. ~pirod®

The Rename dialog box
appears.

Type the name you want
to use.

Click OK.

Repeat steps 3 to 5 to
rename the new group.

o

©0

| & |

My Groug PCusbom .
o] M TAD |Cuittoand
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I Ingen
o | Page L &
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Add a Command

o == @ Click the Choose
) i Commands From drop-
down arrow.

Click the command
category you want to use.

Click the command you
want to add.

(2]
(3]
@ Click the custom group
you want to use.
(5]
[ J
o

Click Add.
Excel adds the command.
To remove a custom

command, dlick it and
then dlick Remove.

O Click OK.

g - R g | ® Excel adds the new tab or
W ® group, as well as the new
= command, to the Ribbon.

. A . ¥ - “

Try This! Remove It!

You can also customize the tabs that appear Right-click any part of the Ribbon,
only when you select an Excel object. Excel calls | and then click Customize the Ribbon;
these tool tabs, and you can add custom groups | the Excel Options dialog box appears
and commands to any tool tab. Right-click any with the Customize Ribbon tab

part of the Ribbon, and then click Customize displayed. To restore a tab, click the
the Ribbon to display the Excel Options dialog tab, click Restore Defaults, and then
box with the Customize Ribbon tab displayed. click Restore Only Selected Ribbon

Click the Customize the Ribbon list and then Tab. To remove all customizations,
click Tool Tabs. Click the tab you want to add, click Restore Defaults and then click
and then follow the steps in this section to Restore All Ribbon Tabs and Quick
customize it. Access Toolbar Customizations.

[ |



Export Ribbon

Customizations to a File

You can make it easy to apply Ribbon and customizations on the other computer so that
Quick Access Toolbar customizations on you are dealing with a consistent interface no
another computer by exporting your own matter where you do your spreadsheet work.
customizations to a file. Rather than wasting valuable time repeating
Customizing the Ribbon or the Quick Access the same customization steps on the other
Toolbar is not a difficult process, but it can be ~ COmMPpUter, you can eXport your customizations
time-consuming, particularly if you want to to a file. You can then import that file on the
make a substantial number of changes. If you other computer, and Excel automatically

use Excel 2010 on another computer, it is applies the customizations for you.

likely that you will want to have the same

@ Right-click any part of the m_» = T ===

Ribbon. ., - T

@ Click Customize the do— = i)
Ribbon & * k .I.
il 2 ] G
The Excel Options dialog i s e
box appears. = R G i
® Excel automatically ' e o e T &
displays the Customize e § it -
Ribbon tab. — et e
© Click Import/Export. s = e
@ Click Export Al Ribbon i Sy ;o
and Quick Access Toolbar e e )
Customizations. 3= e ;
B .
o
" ey
o
= ey

|
f
[
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T = B L = ZBSeFa:Ires.Séwe dialog box
o A hisii @ Choose a location for the
5 s omay’,  Dotumeris Bwary s customization file.
Moo ) O Type a name for the file.
~pecincl e e @ Click Save.

H i .'a ¥
[P - .

L e e -

v — a-n-—" [

e — Excel saves the
customizations to the file.

e O Click OK.

R Ty 3
v T __ .
g D Raomed Pan
o P e
=
T
& et e
il e
=
T
e
o e e "
| Byt M O | [ e | | AR
S ] L T e

e .
O

Apply It!

To apply the Ribbon and Quick Access Toolbar customizations on another computer
running Excel 2010, you need to import the customization file that you exported by
following the steps in this section. Note, however, that importing a customization file
replaces any existing customizations that you have created.

On the computer you are customizing, right-click any part of the Ribbon, and then click
Customize the Ribbon to open the Excel Options dialog box with the Customize Ribbon
tab displayed. Click the Import/Export drop-down arrow and then click Import
Customization File. In the File Open dialog box, locate and then click the customization
file, and then click Open. When Excel asks you to confirm that all of your existing
customizations will be replaced, click Yes and then click OK. Excel applies the Ribbon

and Quick Access Toolbar customizations.



Configure Excel to Use the

Mouse Wheel for Zooming

If you frequently zoom in or out of a
worksheet, you can save time by configuring
Excel to enable you to zoom using the wheel
on your mouse.

Zooming a worksheet is a useful technique.
For example, you might want to zoom out of a
large worksheet to get a sense of the overall
structure of the worksheet data. Similarly,
zooming in on a section of a worksheet enables
you to focus on just that section.

You normally zoom either by using the
controls in the View tab’s Zoom group, or by
using the Zoom slider that appears in the
bottom-right corner of the Excel window.
These techniques are fine if you only zoom
occasionally. However, if you use the zoom
feature frequently, it is a good idea to configure
Excel to zoom using the mouse wheel.

@ Click the File tab button.

@ Click Options. um =
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T @ Click to select the Zoom
- on Roll with IntelliMouse

option.

Note: Although the option name
specifies the Microsoft IntelliMouse,
this option works with any mouse
that comes with a standard scroll
wheel.
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© Click OK.

You can now zoom in
and out of your Excel
spreadsheets by turning
the mouse wheel.

Q—»a s

@

Try It!

When you activate the Zoom on Roll
with IntelliMouse check box, rolling
the mouse wheel forward causes
Excel to zoom in on the worksheet
by 15 percent with each scroll of the
wheel; rolling the mouse wheel
backward causes Excel to zoom out
of the worksheet by 15 percent with
each scroll.

Did You Know?

When the Zoom on Roll with IntelliMouse check
box is deactivated, rolling the mouse wheel
causes Excel to scroll the worksheet: roll the
wheel back to scroll down, and roll the wheel
forward to scroll up. This is a useful technique,
and you can still use it even when the Zoom on
Roll with IntelliMouse check box is activated. In
that case, hold down the Ctrl key and roll the

mouse wheel to scroll the worksheet.



Move in a Different Direction

When You Press Enter

In certain cases, you can make your Excel
data-entry chores more efficient by changing the
direction that Excel moves the selection when
you press Enter after you finish editing a cell.
Generally, you enter the data vertically in a
column of cells. Excel allows you to do this by
automatically moving the selection down to
the next cell when you press Enter.

However, in some cases you might need to
enter a large amount of data in a row, either

from left to right or from right to left, or in a
column from top to bottom. Although you can
use the arrow keys to force the selection to
move in the direction you want, the Enter key
is larger than the arrow keys and is thus faster
to use and less prone to error. Therefore, you
can configure Excel to move the selection in
the direction you prefer when you press Enter.

@ Click the File tab. “ e =
e e ¥
@ Click Options. a= TG
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T @ Make sure that the After
Pressing Enter, Move
Selection check box is

selected.

Click the Direction
drop-down arrow, and
select the direction that
you want Excel to move
the selection after you
press Enter.
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Click OK.

Excel now moves the
selection in the direction
you specified when you
press Enter to confirm a
cell entry.

)

Did You Know?

If you have only a few data items to enter, you can force Excel to move the selection in
the direction of the next cell entry by using the arrow keys. For example, suppose you
are entering data in a row from left to right. When you finish editing a cell, press the
right arrow key, which moves the selection to the next cell on the right. Similarly, you
can press the left arrow key to move the selection to the left, or you can press the up
arrow key to move the selection up.
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Automatically Insert

a Decimal Point

You can make certain Excel data entry tasks
more efficient by configuring Excel to
automatically insert a decimal point.

Many Excel data entry tasks require you to
type a long list of values that use the same
number of decimal places. The most common
example is a list of currency amounts, which
always have two decimal places. When you are
entering such values, you type the digits to the
left of the decimal point, the decimal point

itself, and then the digits to the right of the
decimal point. In a long list of values, the extra
step required to type the decimal point is a
repetitive action that just slows you down.

To speed up this kind of data entry, you can
configure Excel to add the decimal point for
you automatically. For example, if you tell
Excel to automatically add two decimal places,
then when you type a number such as 123456,
Excel adds the value to the cell as 1234.56.

@ Click the File tab.
@ Click Options.
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The Excel Options dialog
box appears.

© Click the Advanced tab.
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e @ Click to select the
Automatically Insert a

Decimal Point check box.

@ Use the Places spin box
to specify the number of
decimal places you want
Excel to add automatically.

O Click OK.

Excel now automatically
inserts the number of
decimal places you
specified when you enter
a numeric value into a
cell.

©® Excel displays Fixed
Decimal in the status bar
to remind you that it will
automatically insert the
decimal point.

@

Did You Know?

Even in Fixed Decimal mode, Excel still
drops trailing zeroes from your cell
entries. For example, if you choose 2 in
the Places spin box and you then enter
12340 in a cell, Excel displays the entry
as 123.4. If you always want to see two
decimal places — that is, 123.40 —
then you must format the cells using a
two-decimal numeric format, such as
Number or Currency.

Try This!

If you choose a number other than 2 in the
Places spin box and you always want Excel
to display that number of decimal places,
you must format the cells with a custom
numeric format. In the Home tab, click the
dialog box launcher in the Number group. In
the Category list, click Custom, and then in
the Type text box type 0, a decimal point (.),
and then a 0 for each decimal place that you
want displayed. For example, the format
0.000 always displays three decimal places.

17|



Configure When Excel Wa

rns

You About Long Operations

To avoid wasting time waiting for a long
workbook recalculation to finish, you can
configure Excel to warn you when an
operation might take an excessively long time.

In a typical worksheet with only a few
formulas, the number of operations required to
recalculate the worksheet might run into the
dozens or hundreds, which Excel can handle
instantly. A mid-size worksheet might require a
few thousand or even a few tens of thousands
of operations to recalculate, but even such
larger sheets typically complete recalculation in
a second or two.

In a massive worksheet that contains many
linked formulas or one or more large data
tables, the number of operations required to
recalculate the sheet can run into the millions.
If that number exceeds 33,554,000 operations,
Excel warns you that the recalculation might
take some time. You can configure that
threshold to a lower or higher number.

If a large data table is causing slow workbook
recalculations, you can configure Excel to bypass
data tables when it recalculates workbooks. For
more information, see Chapter 4.

@ Click the File tab.
@ Click Options.

e —

ol T
1 Para et o e e o Pt

) =

O =

R - A

ol
P Inforrrution about Book]
o - P amad
- ay . L e LT

caanen

Frammn
a8 Pasatus

e

[N S v
L 4 L e e b e e Rt L AT o
tel Faergl a0 e Pt Bk
fo B il

Tk Tyt

The Excel Options dialog
box appears.

@ (lick the Advanced tab.
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@ Make sure that the Alert
the User When a
Potentially Time
Consuming Operation
Occurs check box is
selected.

Use the When This
Number of Cells (In
Thousands) is Affected
spin box to specify the
threshold at which Excel
displays the long
operation warning.

Note: The number in the spin box
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is shown in thousands. So, for
example, if you enter 1,000 into
the spin box, then the threshold is
one million cells.

O Click OK.

Excel now warns you
about time-consuming
operations when the
number of cells affected
will be equal to or
greater than the number
you specified.

@\

&/

Did You Know?

Although you're unlikely to ever come across
such an operation, the maximum value that
you can specify in the When This Number of
Cells (In Thousands) is Affected spin box is
999,999,999. Note, too, that although you can
enter a value as small as 1 in the spin box,
low values are not recommend because they
generate excessive warnings. Unless you have
a very slow computer, do not go under ten
million operations (10,000 in the spin box).

Remove It!

If you have a fast computer with a lot
of memory, then Excel should be able
to handle almost all real-world
calculations relatively quickly, so you
do not need Excel to warn you. In that
case, deactivate the warning by
following steps 1 to 3 and then
clicking to select the Alert the User
When a Potentially Time Consuming
Operation Occurs check box.

10 |



Pin Excel to the

Windows 7 Taskbar

You can quickly and easily launch Excel by
pinning the Excel icon to the Windows 7
taskbar.

If you use Excel every day, Windows offers
some methods for starting the program that
are easier than going through the menus. For
example, you can pin the Excel icon to the
Start menu so that the program is just two
mouse clicks away. You do this by right-clicking
the Excel icon and then clicking Pin to Start
Menu. However, if you use Excel frequently,
you might prefer to have it just a single mouse
click away. You can achieve this by pinning
Excel to the Windows 7 taskbar.

As with previous versions of Windows, the
Windows 7 taskbar displays an icon for each
running program. However, one of the new
features with the revamped Windows 7 taskbar
is the capability of storing program icons,
much like the Quick Launch Toolbar in
previous versions of Windows. Once you have
Excel pinned to the taskbar, you can then
launch the program by clicking the icon.

You can pin Excel to the taskbar either by
running the Pin to Taskbar command, or by
clicking and dragging the program icon to the
taskbar.

Pin a Program Using a
Command
@ Click the Start button.

Note: If you see the Excel icon on
the main Start menu, skip fo step 4.

@ Click All Programs.

Note: After you click All Programs,
the name changes to Back.

©® Click Microsoft Office.

@ Right-click Microsoft Excel
2010.

@ Click Pin to Taskbar.

® Windows 7 adds the
Excel icon to the taskbar.

Note: If Excel is already running,
you can also right-click the taskbar
icon and then click Pin This Program
fo Taskbar.
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Pin a Program Using
Your Mouse

@ Click Start.

Note: If you see the Excel icon on
the main Start menu, skip fo step 4.

@ Click All Programs.

Note: After you click All Programs,
the name changes to Back.

©® Click Microsoft Office.
@ Click and drag the
Microsoft Excel 2010 icon

to any empty section of
the taskbar.

©® When you see the Pin to
Taskbar banner, drop the
icon.

® Windows 7 adds the
Excel icon to the taskbar.

Change It!

As you drop program icons onto the
taskbar, Windows 7 displays the icons
from left to right in the order you added
them. If you prefer the Excel icon to be in
a different place on the taskbar, click and
drag the icon to the left or right and then
drop it in the new position.

Remove It!

If you decide you no longer require Excel
to be pinned to the taskbar, you should
remove it to reduce taskbar clutter and
provide more space for other taskbar icons.
To remove the pinned Excel icon, right-click
the icon and then click Unpin this Program
from Taskbar.

21 |



Make a Workbook Faster

by Saving it as Binary

If you have a large or complex Excel workbook,
you can make it open and save faster by
converting it to the Excel binary file format.

The standard file formats in Excel — Excel
Workbook and Excel Macro-Enabled
Workbook — are based on the OpenOffice
XML Standard, where XML is short for
eXtensible Markup Language. XML files are
really just complex text files that Excel reads
line-by-line when you open the file, and writes
line-by-line when you save the file. Excel has
been optimized to read and write XML code

extremely quickly, and so the standard Excel
file formats are fine for most worksheets.

However, if you have a worksheet that is very
large — for example, several thousand rows or
more, or several hundred columns or more —
or is very complex, then the standard file
formats may take a while to open and save. To
improve the performance of such files, you can
convert them to the Excel Binary Workbook
file format. This is identical to the Excel
Macro-Enabled Workbook format, except that
it uses binary code (which Excel can read and
write much faster) instead of XML code.

Open the workbook you

want to convert.
Click the File tab.
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@ Click the Save As Type
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@ Click Excel Binary
Workbook.

@ Click Save.

Excel saves the new file
using the Excel Binary
Workbook file format.

</

Did You Know?
The Excel Binary Workbook file format is

compatible with Excel 2010 and Excel 2007.

If you want to improve file performance
while maintaining compatibility with earlier
versions of Excel, save your workbook using
the Excel 97-2003 Workbook file format.
This is a binary format that is compatible
with Excel 97 and all later versions of the
program.

Did You Know?

Other than improved performance when
opening and saving a file, there is no
difference between the Excel Binary
Workbook file format and the Excel
Macro-Enabled Workbook file format.
Both formats support the same features,
create files of approximately the same
size, and have the same performance
once the files are loaded into Excel.
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Open a New Window

for a Workbook

You can make a large spreadsheet easier to This is easy with a small spreadsheet where you
manage by creating a second window for the can see everything on the screen. However,
workbook. larger spreadsheets do not fit into a single
When you are building a spreadsheet, you screen, so the data you need to reference or
often have to refer to existing sheet data. For monitor might not be visible, requiring that
example, when you construct a formula, you you scroll through the sheet to see it.

may need to refer to specific cells. Similarly, A Dbetter solution is to create a second window
once your spreadsheet is working, you often for the workbook and then arrange those

need to monitor a cell value. For example, if windows side-by-side (vertically or

you change the data in one part of the sheet, horizontally). This enables you to display what

you might want to see how that

change affects  you are currently working on in one window,

the result of a formula elsewhere in the sheet. and what you need to reference or monitor in

the second window.

Create a New

Workbook Window

@ Open the workbook you
want to work with.

@ Click the View tab.

© Click New Window.

Arrange the
Workbook’s Windows

® Excel creates a second
window for the workbook
and appends "2’ to the
name of the new
window.

Note: Excel also appends ;1" to the
name of the original window.

@ Click Arrange All.
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The Arrange Windows
dialog box appears.

@ Click to select the
Horizontal option.

@ If your worksheet has just
a few columns, you can
click to select the Vertical
option, instead.

O Click to select the
Windows of Active
Workbook option.

@ Click OK.

Excel arranges the
workbook’s windows.

© When you are done with
the second window, click
its Close button to return
to using just the original
workbook window.

vs)

Try This!

If you are using the new window to monitor
either the first few rows or columns in the
workbook, then you might find it easier to
split the worksheet into panes instead of
creating a new window. In the View tab, click
the Split button and then click and drag the
pane borders to define the area you want to
monitor. The areas inside each pane scroll
independently, so you can keep the data in
the other area in view at all times.

Did You Know?

If you are using the new window to
monitor a particular cell value in
another part of the workbook, Excel
offers another method for doing this:
the Watch Window. You use this
window to monitor the current value of
one or more cells. To learn how to use
this window, see Chapter 4.



Allow Only Certain

Values in a Cell

You can make Excel data entry more efficient
by setting up data entry cells to accept only
certain values.

When you build a spreadsheet, you may find
that some cells can only take a particular range
of values. For example, an interest rate cell
should take a decimal value between 0 and 1 (or
a whole number between 0 and 100 if you have
formatted the cell with the Percent number
format). Similarly, a cell designed to hold a
mortgage amortization term should probably
take whole number values between 15 and 35.

To ensure that the proper values are entered,
you can set up a cell with data validation
criteria that specify the allowed value or values.
You can work with numbers, dates, times, or
even text length, and you can set up criteria
that are between two values, equal to a specific
value, greater than a value, and so on. Excel
also lets you tell the user what to enter by
adding an input message that appears when
the user selects the cell.

@ Click the cell you want to
restrict.
@ Click the Data tab. . ;j — oot
© Click Data Validation. Pl ' wg Ti- 3 e
i rgugn s : E
- amamtansn

%__Im

b i Ve Bt WU Papns Bl e B (P

3 =

The Data Validation
dialog box appears.

Click the Settings tab.

In the Allow drop-down
list, click the type of data
you want to allow in the
cell.

@ In the Data drop-down
list, click the operator you
want to use to define the
allowable data.

@ Specify the validation
criteria, such as the
Maximum and Minimum
allowable values as
shown here.

por

Note: The criteria hoxes you see
depend on the operator you chose
in step 6.
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Click the Input Message tab.

Make sure the Show Input
Message When Cell Is Selected
check box is activated ([=]).

Type a message title.

Type the message you want to
display.

Click OK.

When the cell is selected, the
input message appears.

More Options! Remove It!

It is often a good idea to also configure an If you no longer need to use data
error message that displays when the user validation on a cell, you should clear
tries to enter data outside of the range you the settings. Follow steps 1 to 3 to
have specified. Follow steps 1 to 3 to open display the Data Validation dialog box

the Data Validation dialog box, and then click and then click the Clear All button.
the Error Alert tab. Make sure the Show Error Excel removes all the validation

Alert After Invalid Data is Entered check box is | criteria, as well as the input message
selected ([@), and then specify the Style, Title, | and the error alert. Click OK.

and Error Message.



Apply Text or Formatting

to Multiple Worksheets

You can speed up the creation of spreadsheet
models by applying text and formatting to
multiple worksheets at once.

In most workbooks, the worksheets are related
in some way, but they generally have
significantly different structures. However, in
certain cases each worksheet uses an identical
structure. For example, each worksheet might
have the same overall title. Similarly, in a
budget workbook each worksheet might have
not only the same title, but also the same
headings (Income, Expenses, and so on).

If you just have a small number of worksheets,
you can also complete one worksheet’s
structure, copy the range, and then paste it into
the other sheets. For a large number of sheets,
however, Excel offers a much faster method.
You can collect all the worksheets into a group
where Excel treats the collection of sheets as a
single worksheet. This means that any data you
enter into one sheet is automatically entered on
the same spot in every other sheet in the group;
similarly, any formatting applied to one sheet is
also applied to the entire group.

@ Click the tab of the first -y = =
worksheet you want to _, L friwm e Eh e e 2 L L
include in the group. Dl nen K¢ BUEE 1%+ s # ; :‘L-”

@ Press and hold Ctrl. 2 S M e g S e TR0 i =

&l - E .
a4 | = 0 (] r L - i l_l
) —
;
'
L
3
L
1
= E el [ ¥
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© Click the tab of the next Euw=rw i —
worksheet you want to T e a2
include in the group. e R R sEE s o @ .'”.

w £l " v £ o e ] 1 il
©® Excel displays [Group] in e i e =
the title bar to remind e - p— A
you that your worksheets S . . : :
are currently grouped. 2

Note: If you select a tab :

accidentally, click the tab again to d

remove the worksheef from the .

group. 1

@ Repeat step 3 for each i
worksheet you want to 1)
include in the group. i

@ Release the Ctrl key. P T ' T :
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L")

== @O Add the text and other
= data you want to display

B e ot Mleomitone - S 8 A on the grouped

worksheets.

| @ Apply the formatting that
you want to use on the
grouped worksheets.

== © Click the tab of a

- =i T =i worksheet in the group.
A u L] e - L T )
; »iu iE ::1’ i l__ — W s ® The data and formatting
you added to the original
&l b

| worksheet also appear
in the other worksheets
in the group.

More Options!

If you have a workbook with a large number of
worksheets and you want to include most or all
of those sheets in your group, do not click each
worksheet tab individually. To group every sheet,
right-click any tab and then click Select All Sheets;
alternatively, click the first tab you want to include
in the group, hold down Shift, and then click the
last tab you want to include.

Remove It!

To exclude a worksheet from the
group, hold down Ctrl and click
the worksheet's tab. To collapse
the entire group, either click any
tab that is not part of the group, or
right-click a grouped tab and then
click Ungroup Sheets.

=



Quickly Display the

Office Clipboard

You can make the Office Clipboard easier to
use and more efficient by configuring Oftfice to
display the Clipboard quickly.

A clipboard is a memory location that is used
to store data temporarily. Windows comes with
a clipboard that stores data that you either cut
or copy, and you can then paste the data to a
document.

The Windows Clipboard can only store one
item at a time, which is not always convenient
or useful. However, Office 2010 comes with
its own memory storage area — called the
Office Clipboard — that can store up to 24 cut

or copied items. You can paste the most
recently cut or copied item using the Paste
command, but to paste an older item, you
must display the Office Clipboard, and then
double-click the item you want to paste.
Unfortunately, displaying the Office Clipboard
takes a few steps, so if you use this tool
frequently, you might prefer a faster method.
You can configure Office to display the Office
Clipboard automatically either as soon as it
contains at least two items, or whenever you
press Ctrl+C twice in succession.

Display the Office ] e =
Clipboard ﬂ e T e T
Automatically Pii- K¢ mEE ;u f-% o Wiemanier Fows- 0§ }’ﬂ
@ (Click the Home tab. ‘ 4_@ et ek e shoggl® R
@ In the Clipboard group, e T T -
click the dialog box 1—
launcher icon. ?
4
1
4
He
l;
-
By | =] e T *
The Office Clipboard task e 07 A =
pane appears. —L11. ) m—
© Click Options. o
@ Click Show Office
Clipboard Automatically.
Excel now displays the e
Office Clipboard ;’;‘:L_;;’;:‘__’"‘J
automatically whenever it Pl e T
contains two or more (B Bt o YN Ve Crvmy
i’[emS. 'h“ [V TE] ety Tor] ] ‘|.J . ="
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Chapter 1: Making Excel More Efficient

Display the Office

Clipboard Using the

Keyboard

@ Click the Home tab.

@ |In the Clipboard group,
click the dialog box
launcher icon.

The Office Clipboard task
pane appears.

Click Options.

Click Show Office
Clipboard When Ctrl+C
Pressed Twice.

0

Excel now displays the
Office Clipboard
automatically whenever
you press Ctrl+C twice in
a row.

)

More Options!

By default, the Office Clipboard icon appears in the notification area of the Windows
taskbar. When you have the Office Clipboard displayed and you cut or copy an item in
any Office application, the icon displays a notification that says “X of 24 - Clipboard,”

where X is the number of items on the clipboard.

If you find these notifications distracting and not very useful, you can turn them off. Click
the Home tab, and then click the Clipboard group’s dialog box launcher icon to open
the Office Clipboard. Click the Options button and then click to deactivate the Show
Status Near Taskbar When Copying command. To disable the actual icon, click to
deactivate the Show Office Clipboard Icon on Taskbar command.



Use Dialog Box Controls

to Input Data

You can make worksheet data entry easier and
more accurate by using dialog box controls
such as check boxes, option buttons, lists, and
spin boxes.

If you are building a worksheet for data entry,
your main concerns should be speed and
accuracy. That is, you want users to be able to
input data as quickly as possible, while still
making the entered data as accurate as possible.
The ecasiest way to achieve both goals in Excel
is to add dialog box controls — also called
form controls — to your worksheet. These are
controls such as check boxes and lists that you
are familiar with from dialog boxes.

The benefit to using form controls is that they
reduce the amount of typing required by the
user entering data. For example, rather than
having the person type Yes or No in a cell,
they can activate or deactivate a check box,
instead. Similarly, rather than having the user
memorize a cell’s possible inputs, you can
provide a list of the allowable values.

To use worksheet form controls, you must first
customize the Ribbon to display the Developer
tab, as described in the first Tip.

Add a Control to a
Worksheet

@ Click the Developer tab. -
@ Click Insert. -

© Click the control you
want to add.

® |In this case, you need to ;
dlick a control from the '
Form Controls section of 1
the Insert Controls

gallery. a

Click and drag on the
worksheet at the spot
where you want the
control to appear.

@® As you drag, Excel
displays the border of
the control.

When the control is the
size and shape you want,

release the mouse. i st i o st
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@ Excel adds the control to
the worksheet.

@ If the control comes with
a text label, right-click the
control.

@ Click Edit Text.

Note: You can also double-click the
fext.

Excel opens the label text
for editing.

@ Type the name you want

to use for the control.
© Click outside the control.

Excel removes the
selection handles from
the control.

Note: To select the control later on,
hold down Ctrl and click the control.

Important!

To use the worksheet form controls, you
must customize the Excel Ribbon to
display the Developer tab. Right-click
any part of the Ribbon and then click
Customize the Ribbon. The Excel Options
dialog box appears with the Customize
Ribbon tab displayed. In the Customize
the Ribbon list box, click to select the
Developer option, and then click OK.

Did You Know?

When you are dragging the control on the
worksheet, you can make the control’s
border snap to the worksheet's cells by
holding down the Alt key as you drag. If
you want the control to be a perfect square,
hold down Shift as you drag. If you want
the control to be centered on the spot
where you start dragging, hold down Ctrl as
you drag.

-
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Use Dialog Box Controls

to Input Data (continued)

Adding a form control to a worksheet does not
do very much by itself. To make the control
useful, you must link it to a worksheet cell.
That way, when the user changes the state or
value of the control, the resulting change is

reflected in the linked cell.

The value you see in the linked worksheet cell
depends on the type of control. A check box
inserts the value TRUE when it is checked,
and FALSE when it is unchecked. Option
buttons return a number based on the selected

option: the first option returns 1, the second
option returns 2, and so on. Scroll bars and
spin boxes return a value from a range of
values that you specify. List boxes and combo
boxes get their items from a worksheet range,
and they return the position of the selected
item in the list, where the first item in the list
returns 1, the second item returns 2, and so
on. To get the actual list value, you must use
the INDEX() worksheet function, as described
in the second Tip.

Link a Control to a
Worksheet Cell

@ Right-click the control.
@ Click Format Control.

The Format Control
dialog box appears with
the Control tab displayed.

Click inside the Cell
Link box.

@ Click the cell you want to
use to store the control’s
value.

® Excel inserts the cell
address in the Cell
Link box.

© Click OK.

When the user changes
the value of the control,
the new value appears
in the linked cell.

®

54 |
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o T Populate a List Control

Lo v .-ua- with Values

| 3 @ Add the list items in a
gy vertical or horizontal

- range on the worksheet.

=t i @ Right-click the list box or
combo box control.

i 3) ©® Click Format Control.
e The Format Object dialog

] Lo box appears with the

: Control tab displayed.

@ Click inside the Input

)

Range box.

s b o @ Select the range that

v e
e

includes the list values.

N

i @® Excel inserts the range
. L .

b S address in the Input
[lebicate® du
[Ve duk bmiut

Range box.

O Click OK.

® The values from the
worksheet range appear
as items in the list control.

More Options!

If you add a scroll bar or spin box control to the worksheet, you must configure the
control to return a value from a specified range. Right-click the control and then click
Format Control. In the Control tab of the Format Control dialog box, use the Minimum
Value and Maximum Value spin boxes to specify the range. Use the Incremental Change
spin box to specify how much the control value changes when the user clicks a scroll or
spin arrow. Click OK.

Important! When you click an item in a list control, the item'’s position in the list appears
in the linked worksheet cell. To get the actual item, you need to add the following
formula to a cell:

= INDEX(input_range, cell_link)
Replace input_range with the address of the range that holds the list values, and
replace cell_link with the address of the control’s linked cell.



Check for Accessibility

Problems

If you have a workbook that will be used by
people with disabilities, you should check that
workbook for accessibility problems that could
make it harder for the disabled to read and
navigate the document.

Spreadsheets that seem ordinary to most
people can pose special challenges to people
with disabilities. For example, a person with a
visual impairment might have trouble seeing
images, charts, form controls, and other
non-text elements. Similarly, a person with
physical disabilities might have trouble
navigating a worksheet.

Fortunately, such problems are often easily
fixed. For example, adding a text description —
called alt text — to a chart or other non-text
clement helps the visually impaired understand
what the element does; avoiding non-standard
worksheet structures such as merged cells helps
the physically disabled navigate a worksheet.
You can use the Accessibility Checker task pane
to look for these and other accessibility
problems, and learn how to fix them.

@ Open the workbook you

want to check.
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@ Click the File tab.

©® Click Info.

@ Click Check for Issues.
@ lick Check Accessibility.
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- - ©® Excel displays the
' e b Accessibility Checker
Paciade (rrani] s task pane.
Peingipsl RN
ok Prymest @ Click an item in the
Toral Laan o Inspection Results
section.
L - e
— - ® Excel uses the Additional
by A Tmabesaie s N — Information section to tell
e 1 Ty Fagme 4 :
Bl 1010 e L ot you why you should fix
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Important!

If you know your worksheet will be used by people with disabilities, you should build a

new sheet with accessibility as your goal. Here are a few pointers for making a

worksheet more accessible:

® Make extensive use of text headings to annotate the worksheet and make it easier
to understand the structure of the sheet. In particular, every row and column should
have a unique heading.

® Do not overuse white space such as blank rows and columns. White space usually
helps make a worksheet look less cluttered, but a sheet that has little or no white
space is much easier for the disabled to navigate. Use Excel formatting such as row
heights and column widths to create space within the worksheet.

® Use named ranges whenever possible, as named ranges are relatively easy to navigate
using the Go To command in Excel. (To name a range, select it, click the Formulas
tab, and then click Define Name.)

Ex



Making It Easier to
Manage Workbooks

To get the most out of Excel, you need to
manage your workbook files, and this
chapter will show you the best ways to do
this. For example, you will learn how to
increase the number of recent workbooks
that Excel displays, open one or more
workbooks automatically at startup, and
create a workspace of workbooks that you
can open all at once.

You will also learn a few useful techniques
for changing workbook defaults to suit the
way you work, including the default file

location, the default font and font size,
and the default number of worksheets.

You will also learn practical workbook
techniques such as repairing a corrupt file,
converting a workbook to PDF format,
creating a custom workbook template,
creating a new workbook from an existing
one, comparing two workbooks side by
side, and checking for workbook features
that are not supported by earlier versions
of Excel.




Increase the Number of Recent Documents

Open Workbooks Automatically at Startup

Create a Workspace of Workbooks

Specify a New Default File Location

Set the Default Font and Font Size for New Workbooks

Set the Default Number of Worksheets for New Workbooks
Repair a Corrupted Workbook File

Convert a Workbook to a PDF File

Create a Workbook Template

Create a New Workbook from an Existing File

Compare Two Workbooks Side by Side

Check for Features Not Supported by Earlier Excel Versions
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Increase the Number

of Recent Documents

You can make it easier to find the workbooks number of files that Excel displays. The default
you use most often by increasing the number is 22, but you can specify a number as high

of files that Excel displays on its Recent list. as 50.

When you click the File tab and then click If you run your PC at a relatively low

Recent, Excel displays a list of the workbooks resolution, such as 1024 x 768, Excel only has
that you have used most recently, and clicking ~ space to display the first few recent documents,

an item in the list opens that workbook. The and it adds a scroll bar to the list so you can
Recent list is therefore a quick way to open a navigate the rest. However, having to scroll to
file, but only if the workbook you want appears  a recent document just slows you down, so

in that list. you can reduce the number of recent

To improve the chances that a workbook documents to about 15, or whatever number

appears in the Recent list, you can increase the ~ prevents the scroll bar from appearing.
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Chapter 2: Making It Easier to Manage Workbooks

[ = The Excel Options dialog
.. 1 = box appears.
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ki ©® Click Advanced.
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T @ Use the Show This
: Number of Recent
Documents spin box to
specify the number of
recent workbooks you
want to display.

O Click OK.

The next time you click
the File tab and then click
Recent, you see the
number of recent
workbooks that you
specified.

@

More Options!

Excel 2010 gives you a few options for
manipulating the list of recent documents.
For example, if a workbook that you use
only rarely appears on the list, you should
remove it to make space for a file that you
use often. Right-click the workbook and
then click Remove From List. If you want

a particular workbook to always appear
on the list, click the pin icon to the right of
the file.

Did You Know?

If you are running Excel 2010 on
Windows 7, you can take advantage of
jump lists to open recent Excel
workbooks. Pin the Excel icon to the
taskbar as described in Chapter 1. You
can then right-click the icon to access
the recent workbooks. You can also pin
items to this list by clicking the pin icon
or by dragging and dropping a workbook
onto the Excel icon.

o1 |



Open Workbooks

Automatically at Startup

If you have one or more workbooks that you
always open each time you start Excel, you can
save time by having Excel open the workbooks
for you automatically.

You may often open the same few workbooks
each time you start Excel. For example, if you
are doing the customer billing for your
business, you might always open the accounts-
receivable workbooks. Similarly, you might
have some workbooks that you use throughout
the day, so you always open them as soon as
Excel starts.

The Recent list can help you open these
workbooks quickly, but an even easier method
is to configure Excel to open the workbooks
automatically at startup. You do this by
moving the workbooks to a folder that
contains no other workbooks, and then
configuring Excel to automatically open every
workbook in that folder at startup.

This task assumes that you have created such
a folder and have moved into that folder

the workbook files that you want to open
automatically.
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@ Use the At Startup, Open
All Files In text box to
type the location of the
folder that contains the
workbooks you want
Excel to open.

@ Click OK.

The next time you launch
Excel, it automatically
opens all the workbooks
in the folder you specified.

Desktop Trick!

If you are not sure about the exact location
of the folder you want to use, open
Windows Explorer and navigate to the
folder. In Windows 7 or Windows Vista,
right-click the Address box and then click
Copy Address; in Windows XP, select the
Address box text and then press Ctrl+C.
You can then follow steps 1 to 3, click in
the At Startup, Open All Files In text box,
and paste the address by pressing Ctrl+V.

Remove It!

If you no longer want Excel to open
workbooks automatically at startup,
there are two ways you can disable this
feature. The first method is to follow
steps 1 to 3, delete the path from the At
Startup, Open All Files In text box, and
then click OK. Alternatively, open the
folder that you specified in step 4 and
then move all the workbooks to a
different location.



Create a Workspace

of Workbooks

If you have multiple workbooks that you
always open as a group, you can save time by
creating a workspace for those files and then
opening the workspace when you need them.

If you are a regular Excel user, you may have
several workbooks open in Excel all or most of
the time. Similarly, if you are working on a
project, you may require several project-related
workbooks to be open at the same time.
Whether the workbooks are ones you use
regularly or are project-related, having the files

open gives you easy access to the data you
require; however, opening all those files each
time you need them can be inconvenient.

To make this task easier, you can define a
workspace that includes those files. A workspace
is a special file that acts as a pointer to a
collection of workbooks. When you open the
workspace file, Excel automatically opens all
the files contained in the workspace.

Create a Workspace
@ Open all the workbooks

that you want to include
in the workspace.

2]

Close any workbooks that
you do not want to
include in the workspace.

Click the View tab.

(3]
@ Click Save Workspace.

S0 .-

The Save Workspace DR 6_ ==
dialog box appears. Aol ¥ v vewen + Do 1 5 #

@ Choose a location for the er— . T =
workspace file. L -

@ Use the File Name text i S \|
box to type a name for =, esepesrad i
the workspace file. Do

@ Click Save. e .

Note: If any of your open o — 2

workbooks have unsaved changes, T i i

Excel prompts you o save those
o) e O

changes. In each case, click Save.

Excel saves the
workspace file.

5 ]
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R, @ Click Open.
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Did You Know?

You do not need to restrict yourself to a
single workspace file. For example, you
could create a separate workspace file
for each project you are currently
working on. This enables you to quickly
switch from one set of workbooks to
another, or even open multiple
workspaces at the same time.

Customize It!

When you open a workspace or switch from
one workspace to another, you usually want
to close all the open workbooks to avoid
cluttering the Excel window. Rather than close
each workbook manually, customize the Quick
Access Toolbar or the Ribbon with the Close
All command, which closes all open files. See
Chapter 1 to learn how to customize these
Excel features.

=



Specify a New Default

File Location

If you store your Excel workbooks in a special
folder, you can save time and effort opening
and saving these workbooks by making that
folder the default file location.

By default, when you save a new workbook,
Excel displays your user profile’s Documents
folder (or My Documents in Windows XP) in
the Save As dialog box. Similarly, when you
run the Open command, Excel automatically
displays your Documents (or My Documents)
folder in the Open dialog box.

The folder that Excel displays automatically

in the Save As and Open dialog boxes is called
the default file location. If you store your Excel
workbooks elsewhere, it is inconvenient to
always navigate to that folder before you can
save or open a workbook. To make saving and
opening more efficient, you can change the
default file location to the folder you use to
store your Excel workbooks.

@ Click the File tab.
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@ Use the Default File
Location text box to type
the path to the folder you
want to use as the
default.

© Click OK.

Excel now displays your
folder automatically in
the Save As and Open
dialog boxes.

O——=

@

Did You Know?

Unfortunately, Excel does not offer a
Browse button or similar feature to help
you choose the folder you want to use as
the default file location. If you are unsure
of the exact path to enter, you can use
Windows Explorer to copy the correct
path. To learn how, see the first Tip in the
section, “Open Workbooks Automatically
at Startup,” earlier in this chapter.

Try This!

Excel can also accept a network location as
the default file location. This must be a
shared network folder, and you must have
sufficient permissions to save files to the
folder and make changes to the files in the
folder. In the Default File Location text box,
enter a network address in the form
\\SERVER\Share, where SERVER is the
name of the network computer, and Share
is the name of the shared folder.
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Set the Default Font and

Font Size for New Workbooks

You can configure Excel to suit your font
preferences by setting the default font and
default font size that Excel uses for new
workbooks.

When you create a workbook, Excel
automatically applies certain formatting options,
such as the font and the font size. The default
font is Body Font, which refers to the font used
for regular worksheet text in whatever theme is
applied to the workbook. (Each theme also
defines a Headings Font, which Excel uses for
cells formatted with a heading or title style.)

Using Body Font as the default means that the
worksheet font changes when you change the
workbook theme. (See Chapter 3 to learn more
about workbook themes.) This may be the font
behavior you prefer, but if you would rather
have the same font regardless of the theme,
then you need to configure that font as the
default.

You can also configure Excel with a default
font size. The standard size is 11 points, but
you can specify a larger or smaller size if you
prefer.
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- The Excel Options dialog
box appears.
© On the General tab, click
here and select the
default font you want
to use.

@ Click here and select the
default size you want
to use.

O Click OK.
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Excel warns you that the
change will not go into
effect until you restart the
program.

Click OK.
Close and restart Excel.

All new workbooks that
you create now use the
font and font size that
you specified.

o0

@

More Options!

Rather than configure a default font for
Excel, you might prefer to apply a particular
font only for certain workbooks. Press
Ctrl+A to select the entire worksheet and
then, in the Home tab, use the Font
drop-down list to set the font for the sheet.
If you prefer different fonts for headings and
body text, then you can create a custom
theme font, as described in Chapter 3.

Remove It!

If you no longer want to use your
specified font and font size as the
default, you can return to the original
Excel configuration. Follow steps 1 and 2
to display the General tab of the Excel
Options dialog box. In the Use This Font
drop-down list, click Body Font. Then, in
the Font Size drop-down list, click 11.
Click OK to apply your changes.



Set the Default Number of

Worksheets for New Workbooks

If you normally either delete existing sheets
from or add worksheets to a new workbook,
you can save time by configuring Excel to

always include your preferred number of

worksheets in cach new file.

By default, Excel includes three blank

worksheets in each new workbook that you
create. However, if you never use more than a
single worksheet in most of your workbooks,

Conversely, you might find that you always use
four, five, or more worksheets in most of your
workbooks. In this scenario, you would have
to waste time adding the new sheets to the
workbook.

In both cases, you can save time by telling
Excel the number of worksheets you prefer to

you really do not need the extra two worksheets
and may waste time deleting them.

have in your new workbooks.

@ Click the File tab.

@ Click Options.
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The Excel Options dialog
box appears.

On the General tab, click
this spin box to specify
the number of
worksheets you want in
each new workbook.

Click OK.

Each time you create a
new workbook, Excel
now includes the number
of worksheets that you
specified.

Try This!
What if you want to determine the number of sheets in each new workbook as you
create your workbooks, rather than as a general rule? For example, a simple loan
amortization model might require just a single worksheet, whereas a company budget
workbook might require a dozen worksheets.
The following macro solves this problem by enabling you to specify the number of
sheets you want in each new workbook.
Sub NewWorkbookWithCustomSheets ()
Dim currentSheets As Integer

With Application
currentSheets

.SheetsInNewWorkbook

.SheetsInNewWorkbook = InputBox( _

"How many sheets do you want" & _

"in the new workbook?", , 3)

Workbooks .Add

.SheetsInNewWorkbook = currentSheets

End With

End Sub
For more information about adding a macro to Excel, see Chapter 11.



Repair a Corrupted

Workbook File

If you have an Excel workbook that you can Excel displays an error message telling you

no longer open because the file has become cither that it does not recognize the file format
corrupted, Excel offers a repair option that or that the file is corrupted.

should enable you to fix the file. Whatever the cause, it is important that you do
Excel workbooks rarely have problems and not lose any data, so Excel offers an Open and
they generally open successfully. However, a Repair command that first attempts to repair
hard disk error or memory error could create a  the file, and then to open the repaired
problem that corrupts the file. When that workbook in Excel.

happens and you try to open the workbook,
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More Options! More Options!

If Excel cannot repair the workbook, you Another option you have to recover
may still be able to save the workbook’s some or all of your work is to open a
data. Follow steps 1 to 5 to select the Open | previous version of the workbook, if one
and Repair command. In the dialog box exists. Follow steps 1 to 4 to display the
that appears, click Extract Data. In the Open drop-down list, and then click
dialog box that appears, click Recover Show Previous Versions. Excel displays a
Formulas if you want Excel to try and list of the available versions of the
recover the workbook’s formulas. If that workbook. Click the version you want to
does not work, repeat Steps 1 to 5, click use — usually the most recent version
Extract Data, and then click Convert to that you believe is not corrupted — and
Values, instead; this tells Excel to convert all | then click Open.

the formulas to their results. After Excel

repairs the file, click Close.



Convert a Workbook

to a PDF File

If you want to share an Excel workbook with
another person who does not have Excel, you
can save that workbook as a Portable
Document Format (PDF) file.

Microsoft Office is by far the most popular
productivity suite, and Microsoft Excel is by far
the most popular spreadsheet program.
However, although this means that many
people have Excel, it does not mean that
everyone does. So if you want a non-Excel user
to see your Excel data and results, you must

find some way of sharing your workbook with
that person.

One easy way to do this is by using a PDF file,
which uses a near-universal file format that
displays documents exactly as they appear in
the original application, but can be configured
to prevent people from making changes to the
document. Most people have the Adobe
Acrobat PDF reader on their system, and a free
version is easily obtained online from adobe.com.

@ Open the workbook you
want to convert to a PDF.
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% Puiohm PO = 9 —— The Publish as PDF or
T Liuses + Coiemens 1 4_3 i ; XPS dialog box appears.
S M "' @ Choose a location for the
+ hooack SR e LTS file.

e @ Type a name for the file.
s Bt s @ Make sure the Save as
i Seagh Cutng Type drop-down list

. L;IHII et et ShOWS PDF
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Lo+ Cosemees 8 =[5 f Standard option.
: - ® If you will be sharing the
B M D b | ASSLNIET PDF file online, you can
C— create a smaller file by
- e dlicking to select the
R P ] Minimum Size option,
= e instead.
o (@ Click Publish.
— iy Excel publishes the file as
R = a PDF.
S b typ | FDR =
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More Options!

By default, Excel publishes only
the current worksheet to the PDF.
If you want to publish the entire
workbook, instead, follow steps 1
to 9 to open the Publish as PDF
or XPS dialog box and set up the
file. Click the Options button to
open the Options dialog box, click
to select the Entire Workbook
option, and then click OK.

Did You Know?

One problem with PDF is that it is a proprietary
standard (it is owned by Adobe Systems) and you
may prefer to use a format based on open
standards. That is the idea behind the XML Paper
Specification, or XPS. XPS uses XML (eXtensible
Markup Language) for the document syntax and the
ZIP format for the document container file, so it is
based on open and available technologies. In the
Publish as PDF or XPS dialog box, click the Save as
Type drop-down list and then click XPS Document.
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Create a Workbook

Template

You can save yourself and other people a great
deal of time by converting an existing
workbook to an Excel template that you can
then use as the basis for new workbooks.

After you have spent some time constructing a
workbook — adding tabs, inserting labels,
data, and formulas, and formatting everything
just so — you may find that you need a similar
workbook for another purpose. Rather than
starting from scratch, you can either use the
Save As command or the New from Existing

command (discussed in the section, “Create a
New Workbook from an Existing File”) to
create a new workbook based on the existing
workbook.

However, if you or someone else needs to use
the existing workbook as the basis for many
other workbooks, it is much easier to convert
the workbook to a template file. You can then
casily create new workbooks based on that
template.

@ Open the workbook that
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o —— The Save As dialog box
T & L 5 Doumests § appears.
e . @ Use the File Name text
5 Micmeck Mcals s DoCUMENT box to type a name for
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\—/Apply It! Did You Know?

To use your new template, first
make sure you have closed the new
template file. Click the File tab, click
New, and then click My Templates.
Excel opens the New dialog box,
which includes the Personal
Templates tab that lists the
templates you have saved to the
Templates folder. Click the template
you want to use, and then click OK.

In the Save As dialog box, the Save as Type list
offers three different types of templates. The
Excel Template file type creates a template file
that is compatible with Excel 2010 and Excel
2007. If your workbook includes macros and you
also want those macros in your template, choose
the Excel Macro-Enabled Template file type. If
you require a template file that is compatible
with earlier versions of Excel, choose the Excel

97-2003 Template file type.



Create a New Workbook

from an Existing File

You can save time and effort by creating a new
workbook from an existing workbook file.

One of the secrets of Excel productivity is to
minimize the number of times you have to
“reinvent the wheel.” That is, you should not
create a new workbook from scratch if you
already have an existing workbook that
contains some or all of the data, formulas, or
formatting that you require in the new file.

One way to do this is to open the original file
and then use the Save As command to create a
copy of the workbook either under a different
name or in a different location.

However, Excel 2010 offers a different method
that is a bit more efficient because it does not
require you to first open the existing file.

@ Click the File tab.

@ Click New. = *-Lr_-_:ﬂ--- e |
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Excel creates a new
workbook based on the
existing file.

Excel appends ‘1" to the
name of the original file.

Click the Save icon.

The Save As dialog box
appears.

Choose a location for the
new file.

Use the File Name text
box to name the new file.

Click Save.

Excel saves the new
workbook.

Caution!

When you use the Save As command
to create a copy of an open workbook,

the copy is protected because you

saved it to the hard disk. This is not the

case for a workbook that you create

using the New from Existing command,
because that file is in an unsaved state.

Therefore, be sure to run the Save
command as soon as possible to
preserve the file on your hard disk.

the file.

Did You Know?

When you run the New from Existing
command, Excel treats the existing file as a
temporary template that it uses to create the
new file. This is useful because it also means
that Excel adds the existing file to its Recent
Templates list. This means you can create
another workbook from the same existing file
by clicking the File tab, clicking New, clicking
Recent Templates, and then double-clicking
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Compare Two Workbooks

Side by Side

You can easily compare two Excel workbooks

by using the View Side by Side command.
It is often useful to compare the contents of
two different workbooks. For example, you
might want to compare two workbooks that

contain the same type of data for two different

divisions, departments, or other entities.
Similarly, you might have sent a copy of a

workbook to a colleague for editing, and you

now want to compare the original and the

You could compare the two workbooks by
switching back and forth between them, but
Excel offers a much easier method. With the
View Side by Side command, Excel tiles your
two workbooks within the Excel window, and
as you scroll through one, Excel automatically
scrolls through the other by the same amount.
Note that, despite the name, the View Side by
Side command tiles the workbooks vertically,
not horizontally as you might expect.

copy to see what changes your colleague made.
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et (T The Compare Side by

P B Side dialog box appears.
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the comparison.
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Did You Know? More Options!

If you resize, maximize, minimize, or By default, Excel configures the View Side by
restore the Excel window, Excel recon- Side feature with synchronous scrolling: when
figures the window to display all your you scroll vertically or horizontally in one

open workbooks in a tiled view. To window, Excel automatically scrolls the other
restore the View Side by Side view, click | window by the same amount in the same

the View tab and then click Reset direction. If you prefer to keep one window in
Windows Position ([22]). You can also the same position while you scroll the other,
click this command to restore the view if | click the View tab and then click to turn off the
you resize any of the workbook windows. | Synchronous Scrolling ([:]) button.



Check for Features Not Supported

by Earlier Excel Versions

You can ensure that other people can view and
work with your Excel files by checking your
workbooks for features that are not compatible
with earlier versions of Excel.

Each new version of Excel includes many new
features, and some of these features introduce
functionality that is incompatible with earlier
versions of Excel. Examples of features new to
Excel 2010 that are incompatible with all
previous versions of Excel are sparklines,
slicers, and the new names that Excel 2010
uses for many existing statistical functions.

Other recent Excel features that are not
compatible with versions of Excel prior to
2007 are table styles, some cell styles, and
SmartArt graphics.

At best, these incompatible features can cause
your workbook to appear different to other
people; at worst, they can cause errors. If you
will be distributing a workbook to users of
carlier versions of Excel, use the Compatibility
Checker to look for incompatible features in
the workbook.

@ Open the workbook you
want to check.
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More Options!

If you have other changes to make to the workbook before distributing the file, you
may prefer to check compatibility as you go along. Rather than running the steps in this
section every time, follow steps 1 to 5 to open the Compatibility Checker, and then
click to select the Check Compatibility When Saving this Workbook check box.

Excel then checks for incompatible features automatically each time you save the
workbook. If it finds incompatible items, Excel displays the Compatibility Checker to let
you know. Note the problematic items and click Continue to save the document.
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Customizing

Worksheet Presentation

The best Excel worksheets offer accurate
data as well as useful analysis through the
use of formulas, scenarios, and other tools.
However, a successful Excel spreadsheet
also presents its data and results in an
attractive, easy-to-read, and easy-to-
understand format. So although formatting
your worksheet may seem like the last
thing you want to do, it is worth taking a bit
of extra time to do it well and present your
work in its best light.

This chapter shows you several techniques
that enable you to take control of Excel
formatting through customization. You will
learn how to build custom numeric
formats; data and time formats; fill lists; cell
styles; table styles; workbook colors, fonts,
and themes; headers and footers;

and more.




Create Custom Numeric Formats

Create Custom Date and Time Formats

Set the Default Width for All Columns

Hide Columns and Rows

Create a Custom Fill List

Maximize Work Space by Turning Off Window Elements
Create a Custom Cell Style

Build a Custom Table Style

Create a Custom Color Scheme

Create a Custom Font Scheme

Save a Custom Workbook Theme

Build a Custom Header and Footer

Customize the Excel Status Bar

Minimize the Ribbon

66
68
70
72
74
76
78
80
82
84
86
88
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91




You are not limited to predefined numeric You can create custom numeric formats either

formats in Excel; you can create a custom cell by editing an existing format or by creating
format that displays information just how you your own format. The formatting syntax and
want it. symbols are explained in the Tip.

The predefined numeric formats give you alot  Every Excel numeric format, whether built-in
of control over how your numbers are or customized, has the following syntax:
displayed, but they have their limitations. For positive;negative;zero;text

example, no built-in format enables you to
display a number such as 0.5 without the
leading zero, or to display temperatures using,
say, the degree symbol. To overcome these and
other limitations, you need to create your own
custom numeric formats.

The four parts, separated by semicolons,
determine how various numbers are presented.
The first part defines how a positive number is
displayed, the second part defines how a
negative number is displayed, the third part
defines how zero is displayed, and the fourth
part defines how text is displayed.
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Customize It!
Use the symbols listed in the following table to build your custom numeric formats.

Symbols for Custom Numeric Formats
Symbol Description

# Holds a place for a digit and displays the digit exactly as typed. Excel
displays nothing if no number is entered.

0 Holds a place for a digit and displays the digit exactly as typed. Excel
displays O if no number is entered.

? Holds a place for a digit and displays the digit exactly as typed. Excel
displays a space if no number is entered.

. (period) Sets the location of the decimal point.

, (comma) Sets the location of the thousands separator. Excel marks only the

location of the first thousand.

/ (forward slash) Sets the location of the fraction separator.

% Multiplies the number by 100 (for display only) and adds the percent
(%) character.

o7 |



You can enhance your worksheet display of Although the built-in date and time formats

dates and times by creating your own custom are fine for most applications, you might need
date and time formatting. to create your own custom formats. For

Date and time formats determine how Excel example, you might want to display just the
displays data values and time values in a range. ~ day of the week (for example, Friday). To do
For a date, the date format determines whether ~ this, you can create custom date and time
Excel displays the value with the year, month, formats. You can do so cither by editing an
date, or all three, and whether you see short existing format or by creating your own

values such as Fri or long values such as Friday. ~ format. The formatting syntax and symbols are
For a time, the time format determines explained in the Tip.

whether Excel displays the value with the hour,
minute, second, or all three.
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Customize It!
Use the symbols in the following table to build your custom date and time formats.

Symbol Description

d Displays a day number without a leading zero (1-31).
dd Displays a day number with a leading zero (01-31).
ddd Displays a three-letter day abbreviation (Mon).

dddd Displays a full day name (Monday).

m Displays a month number without a leading zero (1-12).
mm Displays a month number with a leading zero (01-12).
mmm Displays a three-letter month abbreviation (Aug).
mmmm Displays a full month name (August).

vy Displays a two-digit year (00-99).

yyyy Displays a full year (1900-2078).

h Displays an hour without a leading zero (0-24).

hh Displays an hour with a leading zero (00-24).

m Displays a minute without a leading zero (0-59).

mm Displays a minute with a leading zero (00-59).

s Displays a second without a leading zero (0-59).

ss Displays a second with a leading zero (00-59).




If you regularly widen or narrow your Excel
columns, you can configure Excel with a new
default width that matches your preferred size.
The default column width in new Excel
workbooks is 8.38 characters (72 pixels). If
you require a different width, Excel gives you a
couple of ways to proceed. The easiest method
is to double-click the right edge of the
column’s header, which causes Excel to adjust
the column width to fit the widest item in the

column. Alternatively, you can click and drag
the right edge of the column header to the
width you prefer.

These techniques are not time consuming for a
column or two, but if you find yourself
constantly inserting new columns and adjusting
the width each time, then you should
configure Excel to use your preferred column
width as the default for the workbook.
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The Standard Width
dialog box appears.

@ Type the column width

you want to use.
@ Click OK.

® Excel formats all the
columns with the new
width.

Note: Fach time you insert a new
: column, Excel formats it with the
— new default width.

@

More Options!

Rather than configuring a new default
width, you might prefer to leave the
default as is and change the width of all
the columns at once. Press Ctrl+A to
select the entire worksheet. Click the
Home tab, click the Format drop-down
arrow, and then click Column Width. Use
the Column Width text box to type the
width you want to use, and then click OK.

Did You Know?

If you modify the width of a column
before you set the default column width,
Excel does not change the width of the
modified column when you apply the new
default. If you want all your columns to
use the new default, follow the technique
in the previous Tip to reset all the column
widths to 8.43 characters.



If you do not need to see or work with a vertically, or both. Rather than scrolling
column or row temporarily, you can make your  horizontally or vertically to see your data, you
worksheet easier to read and navigate by hiding  can temporarily hide columns or rows you do

the column or row. not need to see at the moment.

If your entire spreadsheet model fits within Hiding a column or row is also useful if you
your screen, then viewing and navigating the are showing someone a worksheet that

data is not a problem. However, it is common  contains private or sensitive data that you do
for worksheet data to extend beyond the not want the person to see. For other ways to
screen by having more columns than can fit enhance Excel privacy and security, see

horizontally, by having more rows than can fit ~ Chapter 10.

Hide a Row G ] FT T e —— - —
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@ diickin any cell in the T el s b B
row you want to hide. e WP G A ¢ EEEE .a. - Foea- 3 & 03
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@ Click the Home tab.
©® Click Format.

@ Click Hide & Unhide.
@ Click Hide Rows.

Note: You can also hide a row by
pressing Cirl+9.

d Gl

® Excel removes the row
from the worksheet
display.

@® Excel displays a slightly
thicker header border
between the surrounding

L e i . ; ; 100 2,
rows to indicate that a ) [ . . T

hidden row lies between 11 B % 178 1 14900 16,75
them. - EnPE - N ; ;

Another way to hide a -
row is to move the mouse T s e e A P e o -
pointer over the bottom
edge of the row header
and then click and drag
the edge up until the
height displays 0.
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Hide a Column

@ (Click in any cell in the
column you want to hide.

Click the Home tab.
Click Format.

Click Hide & Unhide.
Click Hide Columns.
Note: You can also hide a column
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Reverse It!

To display a hidden row, select the row above and the row below the hidden row, click
the Home tab, click the Format drop-down arrow, click Hide & Unhide, and then click
Unhide Rows. Alternatively, move the mouse pointer between the headers of the
selected rows and then double-click. To unhide row 1, right-click the top edge of the
row 2 header and then click Unhide.

To display a hidden column, select the column to the left and the column to the right of
the hidden column, click the Home tab, click the Format drop-down arrow, click Hide &
Unhide, and then click Unhide Columns. Alternatively, move the mouse pointer between
the headers of the selected rows and then double-click. To unhide column A, right-click
the left edge of the column B header and then click Unhide.
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You can make it easier to enter a common usually creates a series of values based on the

series of text values by setting up those values two values.

as a custom fill list. Using the fill handle to create a series is useful
In Excel, the fill handle is the small, black and efficient because it means you do not have
square in the bottom-right corner of the active  to enter all the series values manually.

cell or range. This versatile little tool can do However, Excel can only create these automatic
many useful things. For example, if you click series from certain types of cell values: numbers,
and drag the fill handle of a single cell, Excel dates, times, or alphanumeric values that end
copies the cell value to the cells you select. If with numbers. For other series that you use

you enter a couple of values, selecting the two  regularly, you can create a custom fill list.
cells and then dragging the range’s fill handle
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Custom Lists l T |G
Custom Lists |
Custom lists:

List entries:

» Advertising 4—0
Sun, Mon, Tue, Wed, Thu, Fri, £
Sunday, Monday, Tuesday, Wet
Jan, Feb, Mar, Apr, May, Jun, ]

January, February, March, April

Press Enter to separate list entries.
Import list from cells:

i

Impaort

Import list from cells:

Custom Lists @Iﬂ_ﬁj
Custom Lists
Custom lists: List entries:
NEW LIST « | |Advertising
Sun, Mor, Tue, Wed, Thu, Fri, € Cost of Goods =
Sunday, Monday, Tuesday, Wet Rent
Jan, Feb, Mar, Apr, May, Jun, ] Salaries =
January, February, March, April Shipping
| Advertizsing, Cost of Goods, Ref Supplies

Utilities

——

g Import

Q

oK Il Cancel l

The Custom Lists dialog
box appears.

@ Click NEW LIST.

@ Type an entry for the
custom list.

@ Press Enter.

@ Repeat steps 6 and 7 to
define all the list entries.

© Click Add.
©® Excel adds the list.

@ Click OK.

@

Did You Know?

You can save time by entering the custom
fill list values in advance on a worksheet.

Once you have done that, select the
range that contains the custom list
entries, and then follow steps 1 to 4 to
open the Custom Lists dialog box. Click
the Import button to add the list, and
then click OK.

Delete It!

If you no longer want to use a custom fill
list, you should delete it. Follow steps 1 to
4 to open the Custom Lists dialog box.
Click the list you no longer need, click the
Delete button, and then click OK when
Excel asks you to confirm the deletion.
Click OK in the Custom Lists dialog box
when you are done.
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You can give yourself more space to work
within the Excel window by turning off

window elements that you do not need to use.

As your worksheet model grows beyond what
can fit on a single screen, it can become
frustrating if you have to constantly scroll
vertically or horizontally to see other parts of
the worksheet model.

If maximizing the Excel window and the
workbook does not solve the problem, then
you can get more space to display the
worksheet by turning off certain elements of
the Excel window. Specifically, you can turn
oft the formula bar, the horizontal and vertical
scroll bars, and the row and column headers.
To return to the regular view, you press Esc.
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The Excel Options dialog
box appears.

© (lick Advanced.

@ In the Display section,
click to select the Show
Formula Bar option.
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@ (lick to select the Show

e L] .

e T

T Horizontal Scroll Bar
option.
O Click to select the Show
Vertical Scroll Bar option.

@ Click to select the Show
Sheet Tabs option.

@ Click to select the Show
Row and Column
Headers option.

Q—» - Laar e Click OK.

Excel hides the window

@\

Qv elements.

=~

More Options!

Excel offers a faster way to hide the
formula bar and the row and column
headings. Click the View tab, and
then click the Show button. In the
menu that appears, click to select
both the Formula Bar and Headings
options. You can also hide everything
except the title bar by clicking the Full
Screen button in the View tab.

More Options!

Excel 2010 does not offer an option for
toggling the status bar off and on. However,
you can do this through the Visual Basic Editor
window, which you display by pressing
Alt+F11. In the Microsoft Visual Basic window,
click the View menu and then click Inmediate
Window. (Alternately, you can press Ctrl+G.) In
the Immediate window, type Application.
DisplayStatusBar=False and press Enter.
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You can make it easier to format cells the way
you want by creating a custom cell style.

A cell style is a combination of up to six
formatting options: the numeric format; the
horizontal and vertical alignment; the font,
including the typeface, style, size, color, and
text effects; the border; the background color
and fill effects; and cell protection.

Excel comes with several dozen predefined cell
styles, many of which vary with the document
theme. However, Excel also has many cell

styles that are independent of the current
theme, including styles for sheet titles and
headings, and styles that identify totals,
calculations, and output cells.

If none of the predefined cell styles is right for
your needs, you can use the Format Cells
dialog box to apply your own formatting. If
you want to reuse this formatting in other
workbooks, you should save the formatting
options as a custom cell style.

@ (Click the Home tab. T R

@ Click Cell Styles. r :..

® The Cell Styles gallery
appears.

© Click New Cell Style.

The Style dialog box
appears.

)

Type a name for the
style.
@ (Click Format.

The Format Cells dialog
box appears.

a3 [em— Bad Casell

| [ [ ] B T M

i— L T st

A e

' Nluﬁ-\‘l_ CTTEET B g [ErTEwE] Tithe Teanl

& i [ o
0 - Boemet] 308 - Asveend 308 - Anreeil 30 - Aecesil 304 - Aaceeif 306 - Anoeesd
i - Aorest] % - dcrenel 0% - Aocemd i - dccensd B0 derent]  @0% . Anoeesd

s B "

1 (I T 1 T TN

a3 e —r

Coamangy [0 Saspem

i (XY [EEETE £ by
H L* el 5

| SO0 e =

A

T 0 S
Dt - Srad

4 Gy G oS Sy
i Eas s L, e
(B0 ‘1 b

i g

e



Chapter 3: Customizing Worksheet Presentation

=]

e
ST —
e
F i Fa Lt |
== o L5
[yt i bt
ey T —
Tl
L

e 8 ] T e i OF St e

e T e

b LR e )

@ Use the tabs to select the
formatting options you
want in your cell style.

@ Click OK.

@ Click OK in the Style
dialog box (not shown).

If you already have a cell that is formatted
using the options you want to use in your
custom cell style, you can use that cell to
make it much easier to create your custom
style. Select the cell, follow steps 1 to 3 to
open the Style dialog box, and then name
the new cell style. Click to deselect the
check box for each type of formatting you
do not want to include, and then click OK.
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Try This! Remove It!

If you no longer need a custom cell style,
you should delete it to reduce clutter in
the Cell Styles gallery. Click the Home tab
and then click Cell Styles to open the Cell
Styles gallery. Right-click the custom cell
style and then click Delete. Excel removes
the custom cell style and clears the style's
formatting from any cell to which you
applied the style.

[ 7 |



You can make it easier to format tables the way
you prefer by creating a custom table style.

A table style is a combination of formatting
options that Excel applies to thirteen different
table elements, including the first and last
column, the header row, the total row, and the
entire table. For each element, Excel applies
one or more of the following formatting
options: the font, including the typeface, style,
size, color, and text effects; the border; and the
background color and fill effects.

Excel comes with dozens of predefined table
styles, all of which vary with the document
theme. If none of the predefined table styles is
right for your needs, you can use the Format
Cells dialog box to apply your own formatting
to the various table elements. If you want to
reuse this formatting in other workbooks, you
should save the formatting options as a custom
table style.

Click the Home tab.
Click Format as Table. i

The Table Styles gallery
appears. -

© Click New Table Style.
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The New Table Quick
Style dialog box appears.

Type a name for the
style.

Click the table element
you want to format.

O Click Format.
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The Format Cells dialog
box appears.

@ Use the tabs to select the
formatting options you
want in your cell style.

Note: Depending on the table
element you are working with, some
of the formatting options may be
disabled.

O Click OK.

© Repeat steps 5 to 8 to set
the formatting for the
other table elements, as

—
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" el A mm w o
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i B
N —

— needed.
o L. @ Click OK in the New
g- o & Table Quick Style dialog

box (not shown).
Click Format as Table.

@® Your table styles appear
in the Custom section of
the Table Styles gallery.

More Options!

If you want to use your custom table style
for all or most of the tables you create,
you should set the custom style as the
default. When you are creating a new
custom table style, follow steps 1 to 9 and
then click to select the Set as Default
Table Quick Style for This Document
option. For an existing custom table style,
click the Home tab, click Format as Table,
right-click the custom style, and then click
Set As Default.

Remove It!

If you no longer need a custom table
style, you should delete it to reduce
clutter in the Table Styles gallery. Click
the Home tab and then click Format as
Table to open the Table Styles gallery.
Right-click the custom table style, click
Delete, and then click OK. Excel deletes
the custom table style. Tables formatted
with the style revert to the default table

style.

o1 |



You can gain more control over the look of
your workbooks by creating your own custom
color scheme.

Each Excel theme comes with more than 20
built-in color schemes that make it easy to
apply colors to your worksheets. However, if
no scheme offers the exact colors you want,
you can create your own scheme. Each scheme
consists of twelve color elements, including the
following:

Text/Background 1 - Dark: The dark text
color that Excel applies when you choose a
light background color.

Text/Background 2 - Light: The light text
color that Excel applies when you choose a
dark background color.

Text/Background 3 - Dark: The dark
background color that Excel applies when you
choose a light text color.

Text/Background 4 - Light: The light
background color that Excel applies when you
choose a dark text color.

There are also six elements — named Accent 1
through Accent 6 — that Excel uses as colors
for chart data markers, as well as two colors for
hyperlinks (followed and unfollowed).

@ Click the Page Layout tab.
@ dlick Colors.

@ (Click Create New Theme
Colors.
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The Create New Theme
Colors dialog box
appears.

Use the drop-down list
for each theme color to
choose the color you

want for that element. :
® The Sample area shows e .

what your custom color iy -

scheme looks like. e
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et e s L T @ Type a name for your
s ) custom color scheme.
isigeiotes i, = i
R e O Click Save.
ER = =
Silenntion) ol
== @ Click Colors.
N
= e . @ Your custom color
3T ™~ scheme appears in the
Custom section of the
i Colors gallery.
Try This! Remove It!

If an existing color scheme is close to what
you want, you can save some time and
effort by using that color scheme as your
starting point. In the Page Layout tab, click
the Themes button and then click the
theme you want to use. Click the Colors
button and then click the color scheme.
Click Colors again and then click Create
New Theme Colors. The color scheme you
selected appears in the Create New
Theme Colors dialog box.

If you no longer use a custom color
scheme, you should delete it to reduce
clutter in the Colors gallery and to make it
easier to navigate your custom schemes.
Click the Page Layout tab and then click
the Colors button. Right-click the custom
color scheme you no longer need, click
Delete, and then click Yes when Excel
asks you to confirm the deletion.



You can gain more control over the look of a smaller font, called the body font, for regular

your workbook text by creating your own worksheet text. The typeface is often the same
custom font scheme. for both types of text, but some schemes use
Each Excel theme comes with more than two two different typefaces, such as Cambria for
dozen built-in font schemes that make it easy titles and headings and Calibri for body text.
to apply fonts to your worksheets. Each font However, if no font scheme offers the exact
scheme defines two fonts: a larger font, called typefaces you want, you can create your own

the heading font, for title and heading text; and  scheme.

@ (Click the Page Layout tab. Ea=- ﬁ-ml.- —

Click Fonts. Ritmn s g : e s e
e : .1‘1 = — errlB L st torn ol .-.. :J 1 Er amisa X v .‘..
@ Click Create New Theme — i e T Pl Pl

Fonts. b
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The Create New Theme o e o Py =
Fonts dialog box appears. L * P
Lenm Ban L
@ Use the Heading Font i R i
drop-down list to choose e ok Bediningn e,
the typeface you want to e ! -
use for titles and =
headings.

@ Use the Body Font
drop-down list to choose
the typeface you want to
use for regular text.

® The Sample area shows
what your custom font
scheme looks like.
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ey O Type a name for your
by custom font scheme.
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i @ Click Save.
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Try This! Remove It!

If an existing font scheme is close to what
you want, you can save some time by
using that font scheme as your starting
point. In the Page Layout tab, click the
Fonts button and then click the font
scheme you want to use. Click the Fonts
button again and then click Create New
Theme Fonts. The font scheme you
selected appears in the Create New
Theme Fonts dialog box.

If you no longer use a custom font
scheme, you should delete it to reduce
clutter in the Fonts gallery and to make it
easier to navigate your custom schemes.
Click the Page Layout tab and then click
the Fonts button. Right-click the custom
font scheme you no longer need, click
Delete, and then click Yes when Excel
asks you to confirm the deletion.



You can save time and gain more control over
formatting your Excel workbooks by creating
and saving a custom workbook theme, which
customizes workbook colors, fonts, and effects.
You can then apply this theme to future
workbooks.

In Excel, a workbook theme is a predefined
collection of formatting options that you can
apply all at once just by selecting a different
theme. Each theme comes with preset formatting
in three categories: color scheme, font scheme,
and effect scheme (which includes formatting
such as drop shadows and 3-D effects).

If none of the predefined themes offer the
exact formatting you require, you can modify

@ Click the Page Layout tab.

any theme by selecting a different color
scheme, font scheme, or effects scheme. You
can even create your own custom color and
font schemes, as described in the sections,
“Create a Custom Color Scheme” and “Create
a Custom Font Scheme.”

However, if you go to all this trouble to get
your workbook formatting just right, it is
time-consuming to have to repeat the same
steps for other workbooks you open or create.
To avoid this problem, you can save your
theme customizations as a new workbook
theme. This enables you to apply the custom
formatting to any workbook just by selecting
the custom theme.

@ Click Colors and then

. . . El el e -
either click an existing Co ] :&
color scheme or create a A

new color scheme.

Note: For more information, see —
the section, “Create a Custom Color G G
Scheme.” L H‘ —
©® Click Fonts and then | (—}’
either click an existing ’ -
font scheme or create a SRl ) .1
new font scheme. . — :
Note: For more information, see 2= 5
the section, “Create a Custom Font =
Scheme.” . 3 Sy :}
@ Click Effects and then -
click the effect scheme I

you want to use.
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If an existing document theme is close to
what you want, you can save some time
by using that theme as your starting point.
In the Page Layout tab, click the Themes
button and then click the theme you want
to use. Follow steps 2 to 7 to modify the
theme and then save the custom theme
file.

e == The Save Current Theme
= Trmpirs + Brormemt Tiomrn : dialog box appears.
Bt o @ Type a name for your
i B | custom theme file.
v T 1 © Click Save.
" r'i_"‘“
B ., 7 .
:llll'-ﬁ :T':F:‘-‘ :
* tada e Q——» e atow
Crpp— — © Click Themes.
T — it “. ! ® Your custom theme
” -3 e — . appears in the Custom
"al ' section of the Themes
1 gallery.
) B
e
Try This! Remove It!

If you no longer use a custom workbook
theme, you should delete it to reduce
clutter in the Themes gallery and to make
it easier to navigate your custom themes.
Click the Page Layout tab and then click
the Themes button. Right-click the custom
theme you no longer need, click Delete,
and then click Yes when Excel asks you to

confirm the deletion.



If you will be printing a workbook, you can You could add at least some of this text to the

enhance the printout by building a custom actual worksheets, but Excel gives you a more
header and footer that includes information convenient method: the workbook header and
such as the page number, date, filename, and tooter. The header is an area between the top
even a picture. of the page text and the top margin, while the
If you will be distributing hard copies of a footer is an area between the bottom of the
workbook, it is a good idea to include text that ~ page text and the bottom margin. Excel offers
helps the reader understand and read the a number of tools that make it easy to build a

printout. This text could include the document ~ custom header and footer.
title, the filename, the page numbers, the

current date and time, explanatory text, and

so on.

Display the Header T RO —pr—y— n ==

and Footer Tools oy e el ——
@ Click the View tab. ,_1—9 P AT I

@ Click Page Layout.

Excel switches to Page s [ S T T S T T I o I o
Layout view.

® You can also click the . 4—9

Page Layout button. i —

@ Click the Click to Add .
Header text. ;

area for editing.

® Excel opens the header O] C e € J"’_‘m
“-.. N g [ S - = = TR

@ Excel adds the Header & o | b (s
Footer Tools tab. - z -
@ Click the Design tab. - T [ i 2
<—.
i —
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Build a Custom Header
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Type any text you want in
the header.

If you want to include a
predefined header item,
click Header and then
click the item.

Click a button in the
Header & Footer Elements
group to add that element
to the header.

Excel inserts a code into the
header, such as &[Date]
for the Current Date
element as shown here.

Repeat steps 1 to 3 to
build the header.

Click Go to Footer.

Build a Custom Footer

o
(2]

o0

Type any text you want
to display in the footer.

If you want to include a
predefined footer item,
click Footer and then
click the item.

Click a button in the
Header & Footer Elements
group to add that element
to the footer.

Repeat steps 1 to 3 to
build the footer.

Click outside the footer.

Click the Normal icon to
exit Page Layout view.

®

=~

More Options!

You can have a different header and footer on
the first page, which is useful if you want to add
a title or explanatory text to the first page. In the

Design tab, click to select the Different First
Page option. You can also have different

headers and footers on the even and odd pages

of the printout,

such as showing the filename

on the even pages and the page numbers on

the odd pages. In the Design tab, click to select

the Different Odd & Even Pages option.

Did You Know?

Before you print the workbook, you
might want to get the big picture
and see the header, footer, and
sheet text all at once. To do this,
click File and then click Print. In the
Print tab that Excel displays, the right
side of the tab shows you a preview
of the workbook printout. Click the
arrows to scroll through the pages.

=



You can make the status bar more useful and
easier to read by customizing it to show the
information you most want to see.

The Excel status bar offers a great deal of
useful information, such as the current cell
mode (for example, Enter or Edit), the current
zoom percentage, and the sum, average, and
count of any numeric cells you have selected.
However, the status bar may not be set up
optimally for you. For example, although the
status bar includes a Scroll Lock indicator to

@ Right-click the status bar.

tell you when Scroll Lock is on, it does not
display the Caps Lock and Num Lock
indicators by default, which are arguably more
important.

Similarly, you might prefer to see different
numeric calculations, such as maximum and
minimum values in the selection, or you might
prefer to hide the Zoom slider if you never
use it.

You can perform all of the customizations and
more by using the Customize Status Bar menu.

©® Excel displays the [
Customize Status Bar ]

menu.

A check mark indicates s
that the status bar

currently displays the
item. .

The values shown in the
right side of the menu
tell you the current value
of each item.

Click a displayed item to
hide it.

Click a hidden item to

_

display it. L

Excel removes the item
you want to hide from -
the status bar. i :

Excel adds the item that
you want to see on the
status bar.

Repeat steps 2 and 3 to
continue customizing the
status bar.




You can create a simpler Excel layout that also
gives you more space to work by minimizing
the Ribbon.

The Ribbon is an innovative and useful tool,
and it is much faster to use than the old
pull-down menus once you get used to it.
However, the Ribbon is quite large, and so it
takes up a lot of precious space in the Excel
window that could otherwise be used to
display worksheet data. Also, the Ribbon
changes as you select different elements within

Chapter 3

a worksheet, such as an image, a table, or a
chart. This is part of the usefulness of the
Ribbon, but these changes can be distracting.
To get more space to work and to simplify the
Excel interface, you can minimize the Ribbon
so that it shows just the tabs. You can still
work with the Ribbon by clicking the tabs, but
once you have selected a command or option,
Excel minimizes the Ribbon once again.

I R e S n == @ Click the Minimize the
“_ n SRR =& oy e S *£ Ribbon button.
- WA g «.--;-u e e - "'/_“_
¥ B - FE ¥ 44 r 3 yal
L] & -
& [# L & '.5
[ I
4
[}
]
1
¥
1
TR [ | S ©® Excel displays only the
““ = i il Ribbon tabs.
[ 1
= . E e @ To restore the Ribbon,
F — click the Minimize the
! Ribbon button again.
Note: You can toggle the Ribbon
2 between minimized and displayed
. by pressing Cirl+F1 or by
o right-clicking the Ribbon and then
clicking Minimize the Ribbon.
a
2
i
T '
[ | a0 L




Getting More Out

of Formulas

Although Excel works well as both a simple
database and a data visualization tool, for
most people, Excel is all about calculations
in general, and formulas in particular.
Almost all spreadsheets include at least a
few formulas, and many models have
dozens of formulas.

Regardless of the size of your spreadsheet,
if it contains formulas, then there are tools

and techniques you need to know about

to help you get more out of those formulas.
These include toggling between displaying
formulas and results; monitoring a formula
result with a Watch Window; creating array
formulas and links to other worksheets;
and troubleshooting formula errors.



Paste a Formula's Result

Show Formulas Instead of Results 9
Use a Watch Window to Monitor a Cell Value 98
Use Absolute Cell References in a Formula 100
Create an Array Formula 102
Apply Range Names to Formulas 104
Create a Link to Another Worksheet 106
Combine Two Ranges Arithmetically 108
Troubleshoot a Formula by Stepping Through Each Part 110
Skip Data Tables When Calculating Workbooks 112
Turn On lterative Calculations 114
Display Text Rather than Error Values 116

Check for Formula Errors in a Worksheet

Audit a Formula to Locate Errors




Paste a Formula’s

Result

You can control the output that a copied
formula displays by pasting the formula’s result
rather than the actual formula.

After you copy a formula that uses relative cell
references, when you paste the formula, Excel
automatically adjusts the cell references. For
example, if the destination cell is one row
down from the original cell, Excel adds 1 to
the value of each row reference in the formula.
This is usually welcome behavior because it

helps you to repeat similar formulas without
having to retype them.

However, this automatic adjustment of cell
references means that you always end up with a
different formula after you paste the original.
One way to avoid this is to use absolute cell
references (see the section, “Use Absolute Cell
References in a Formula”). Alternatively, if you
are only interested in the formula result, you
can paste the copied formula as a value.

@ Select the cell containing
the formula you want to

copy.

Note: This task uses a single cell
but the technique also works for a
range of cells.

@ Click the Home tab.
© Click the Copy icon.

Note: You can also copy the
selected cell by pressing Cirl+C.
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T @ Click the cell where you
L L want to paste the formula
:’r J"'i value.

kR

@ Click the Paste
drop-down arrow.

et Linis & Tatal u-.:<—9 O Click a Paste Values
= i t- ] i Tl -

Ll& Baar T % Am option.
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More Options! Try This!

If the copied cell has a number format
applied, or any other cell formatting,
when you paste the result using the
Paste Values command, Excel does not
copy the formatting to the destination
cell. To include the original number
format in the pasted cell, click the Paste
drop-down arrow and click Values &
Number Formatting, instead; to transfer
all of the original cell formatting, click
Values & Source Formatting.

If you are interested in displaying a formula
result in a particular cell, you can paste just
the value of that formula, but that pasted
value will be incorrect if the inputs to the
formula change in the future. To ensure that
a particular cell always displays the current
formula result, select the destination cell,
press the equals key (=), click the original
cell, and then press Enter. This simple
formula tells Excel to always display the
value of the original cell’s formula.

=



Show Formulas

Instead of Results

You can more casily review and troubleshoot a
worksheet by changing its display to show the

formulas in each cell instead of those formulas’
results.

If you want to check the formula for a
particular cell, you cannot examine the formula
just by looking at the cell because Excel
displays the result of the formula instead of the
formula. You must click the cell so that Excel
displays the formula in the Formula bar.

That is fine for a single cell, but what if you
need to check all the formulas in a particular
worksheet? You could simply click each cell
that contains a formula, but that is impractical
in a sheet with dozens of formulas, and it does
not enable you to easily compare one formula
with another to look for errors or anomalies.
Instead, you can change the worksheet view to
display the formulas in each cell rather than the
formula results.

@ Switch to the worksheet
that contains the
formulas you want to
display.
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Chapter 4: Getting More Out of Formulas

per— T The Excel Options dialog
S " s . box appears.

gy e e e i | i =
Click Advanced.
Click to select the Show
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Try This!
The technique you learned in this section applies only to the current worksheet. If you
want to view the formulas in every sheet in a workbook, run the following VBA macro:
Sub ToggleFormulasAndResults()
Dim win As Window
Dim wv As WorksheetView
For Each win In ActiveWorkbook.Windows
For Each wv In win.SheetViews
wv.DisplayFormulas = Not wv.DisplayFormulas
Next 'wv
Next 'win
End Sub
See Chapter 11 to learn how to add and run a VBA macro in Excel.



Use a Watch Window to

Monitor a Cell Value

You can make it easier to keep tabs on the
value of a particular cell by adding that cell to
the Excel Watch Window.

When you build a spreadsheet model, it is
often useful to monitor the value of a cell,
particularly if that cell contains a formula. For
example, if a cell calculates the average of a
range of values, you might want to monitor
the average as the data changes to see if it
reaches a particular value.

Monitoring a cell value is easy if you can see
the cell, but that will not always be the case.
For example, the data referenced by the cell’s
formula might reside in a different worksheet
or off-screen in the current worksheet. Rather
than constantly navigating back and forth to
check the cell value, you can use the Excel
Watch Window to monitor the value. The
Watch Window stays onscreen at all times, so
no matter where you are within Excel, you can
see the value of the cell.

@ Select the value you want LT n:::a—--— = rr;l'_
TRSRE T S [ Te— T T &l o @
to watch. Eamine g B g weee ﬁ._.____._ A = =
H [ e R e 5 s papsntenty w0 -
@ Click the Formulas tab. i | L. e it | oo | s i
; ; Y, S ] [ ey —
©® Click Watch Window. - T ;
i & 1 [ o ] B ] o ] i :;
i Gross Margin Caleulation
1
8 e 8
Tt
3§ G Mg
L]
' .
i
L
]
B
1
1
u
n
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ma e A Peal D Grees g T U (4]
Lmete 5 . =0 e |
The Watch Window gy -
appears. e—b-hu_ 2 Twwn mane
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@ Click Add Watch.
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The Add Watch dialog
5]
3 Watch _ === box appears.
el To ol B vou meoud b B = vior o
L T —— fi—® ® The selected cell appears
rEET in the reference box.
@ If the cell is incorrect, you
2008- 2010 gt - Mcrasoh facel b= - can click here and then
o Lot Formuln Duts B WA [T a@oadd CliCk the celI you want to
acut + B- LDt Bisms -+ Soefinde Pracemiari B "'.'j v monitor_
e - Citnce Drsen e g OO | ?
IS RN |::,::;f. W Creme Trom felectien | ¢ Remoes Ao ¢ ) m L;:‘.‘:?:‘ o 6 C|ICk Add
- g = ) Scctelhae\(li_s zlhe cell to the
51« - - - atch Window.
|_dwn Feb E inOuertw  Apr ® The value of the cell
20000 | ZaAddwesch., appears here.
:“‘E 27800 pocs rent e As you work with Excel,
: 2005 2010 Bcget e G M the Watch Window stays
on top of the other
6132 5984 4380 16,496 £818 windows so you can
4500 4200 5,200 14,000 5,000 monitor the cell value.
W0 2100 2100 6,300 2,100 .
1.;0'? ,‘;W 1..10-:‘ 3,900 :.;o-: ® If the Watch Window gets
15000 16000 16500 48,500 16,500 in the way, you can hide
14350 13750 14500 42,500 15.000 it by either clicking the
S00 500 L L 550 Close button (X) or by
'“'g 43EM  A4600 | 133,396 1 ATORG. clicking Watch Window in
e e E"—'i' 32824 the Formula tab.
s Projectons 30083008 Fral | Estrratd] 4

")

Did You Know?

You are not restricted to monitoring just a
single cell in the Watch Window. You can

add as many watch items as you need. Note,

too, that although you can use the Watch
Window as a handy way to monitor a cell
value, you can also use it to navigate. That
is, if you double-click a watch item, Excel
automatically selects the corresponding ce

Remove It!

If you no longer need to monitor a
particular cell value, you should delete
the cell’s watch item to reduce clutter in
the Watch Window. Click the Formulas
tab and then click Watch Window to
open the Watch Window. Click the watch
you no longer need, and then click
Delete Watch. Excel removes the watch.




Use Absolute Cell References

in a Formula

You can improve the accuracy of your formulas
and make them easier to copy by using
absolute cell references.

When you use a cell reference in a formula,
Excel looks at the cell address relative to the
location of the formula. For example, suppose
that you have the formula =A1*2 in cell A3. To
Excel, this formula says, “Multiply the contents
of the cell two rows above this one by 2.” This
is called the relative reference format, and it is
the default format for Excel. This means that if
you copy this formula to cell A4, the relative

reference is still “Multiply the contents of the
cell two rows above this one by 2,” but the
formula changes to =A2*2 because A2 is two
rows above A4.

When you refer to a cell in a formula using the
absolute reference format — such as $AS$1
instead of A1 — Excel uses the physical address
of the cell. For example, Excel interprets the
formula =$A$1*2 as “Multiply the contents of
cell Al by 2.” No matter where you copy this
formula, the cell reference does not change.

@ Select the cell that T —————————_——
contains the formula you Tpents MOt CAsCUIkon - 1ot Svarter
want to edit. 1 HCREASE 103
4
1] EXPENGES  Ja March __ Total
i Advertising 4800 4200 5200 10900
i Rent 2100 2400 2100 5400
' Supplies 1,300 1200 1400 18,500
" Salariws 16,000 16,000 16500 32,
s N 500 600 800 1,100
" 2010 TOTAL  24.500
L
n H‘lill.ll:ﬂl"l‘@(—ﬂ
"
(3% w) pwmmenuow oo - o e e - g g8 . o
] . O e iy
@ PressF2. s " ¥ [~ o T — i — . =
1 Expense Budgel Calculation - 1st Quarier
® Excel opens the cell for i sy
editing. : i e R
i EXPENSES March _ Total
' Adveriising 4800 4200 5200 10900
p Rent 2100 2100 2100 5400
i Supplies 1,300 1200 1400 18,500
" Salaries 16,000 15,000 16,500 32,600
=1 i 1.3
" 2010 TOTAL | 24.500 |
0
4] 2011 BUDGET[C11 "3 <@
W
it e e g T T on’
| T " i u_:_i —
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I '] E
Expense Hudgel Calculation - 1st Quarier

HCREASE [1.03

EXPENSES  Januory February March Total
Adverising 4800 4200 5200 10,900
Rent 2400 2400 2400 5400
Supplies 1300 1200 1400 18500
Salaries 16000 16000 16,500 32500
Utilities 00 800 800 1,100

2010 TOTAL | 24.500

(= o v e pomoen 10 Commrver i )
[ =]

=0

; ] T ]
Expense Hudgel Calculation - 1st Quarier

MHCREASE (1.3

EXPEMSEE  Jamuory Fobruary March Total
Advertising 4800 4200 5200 10900
Rent 2100 2100 2100 E400
Supplies 1.300 1.200 1400 18500
Salirivs 16,000 15000 16500 32,600

Utilities 500 800 B0 1,100

2010 TOTAL | 24.500

I 2011 BUDGET [FC11 - 5053

1= =2 =] wwonen e owenee . ottet- g o L
] T

| @ Place the cursor inside
the cell reference you
want to work with.
@ Press Fa.
= | @® Excel converts the

reference to absolute
format by adding a dollar
sign (5) before the
column letter and before
the row number.

Note: You can also convert a relative
reference fo absolute format by
inserting the dollar signs manually.

@ Press Enter.

B

\'/Did You Know?
Excel also supports the mixed referenced
format, which combines relative and absolute
references. For example, a reference such as
$A1 uses an absolute reference for column A,
but a relative reference for row 1. Similarly, A$1
uses a relative reference for column A, but an
absolute reference for row 1. Use mixed
references when you want to copy a cell but
keep either the column or row the same in the
copied cells.

Remove It!

If you no longer need to use an
absolute reference to a particular
cell, you can edit the formula to use
a relative reference. Select the cell,
press F2, and then place the cursor
within the absolute reference. Either
press F4 until you get a relative
reference (that is, all the dollar signs
are removed), or delete the dollar
signs manually.




Create an Array

Formula
You can use an array formula to enter a unit. In a range configured as an array, for
formula into multiple cells using just a single example, Excel no longer treats the cells
operation. This can save you a lot of time individually. Instead, it works with all the cells
when you have to enter the same formula into  at once, which enables you to do things such
many different cells. as apply a formula to every cell in the range

When you work with a range of cells, it might ~ using just a single operation.

appear as though you are working with a single ~ One way to create an array is to use an array
thing. In reality, however, Excel treats the formula, which is a single formula that enters
range as a number of discrete units. its results in multiple cells.

This is in contrast to an array, which is a
group of cells or values that Excel treats as a

@ Select the range you e e B EEL B L B & -
want to use for the array i Smnte Sodgul Coleuleion = et Cravine
formula. i WERIAME 103
£] 3 T
& L] 4500 4200 fF. ] 10500
1l Rear 21| 200 I S0
LR S bk 1300 1.200 140 18500
1| Salarien 1600 WMD  WEN  JZEN
w
11 AL
1]
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Wi
|
3w | Bueiget - ink Quarter . Betger - o Garer . Bedpd 14 5 33,
ety E O e - ey
@ Type = to start your 2 1 7 eelobe et ey o | R O] 1 1%
formula. ; |Expense Budget Calculation - 15t Cuarier
| WCREASE 103
4
| TEFDEEE  Jeeuay Febewsey  Warcn o
| Edhwniving 4500 7 5200 10500
it Rer 20 2 2 5000
LR Supsl birk 1300 1200 14 18,500
| Salaried 16000 16 000 AN 37 EN
1w
*
17|
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"
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C o E F

1 .EKFHHII Budget Calculation - 1st Quarder

S ® Type your formula.
® In the places where you

| Expense Bl.i.dﬂll Calculation - 1st Cuariar

N REASE 13

[EETETEY dsmymry  Felwusry  Wanch  Tosal
Lavwrining 1] L2200 20 W00
-7 2100 2000 2100 & &
Sipplies 130 1.200 140 WS
Salaris 16,000 16000 T T
[T F S80 L] [T} 35 200
20 TOTAL ] FINC ] F- ]

NCREASE i) =
_ would normally enter a
[EE D] sy March Toasd
s Ty freny  Mavn  le cell reference, you can
Ret 2w 2w 2w S type a range reference
w“ B0 DN WEN  IZEN that includes the cells
L. .. . L. it 0 you want to use.
AoTotaL [ M0 0w RN
{13 201 ouosET [EETTT T e @ When the formula is
: complete, press
(A e B Besiget - it Quarter | Beiger - b G el — ¥El | Ctrl+Shift+Enter.
| P =3 IO &
1 E =TT — -i ® Excel enters the array
- . !
- o E E . formula into all the

selected cells.

@ The formula is
surrounded by braces
({ and }). This identifies
the formula as an array
formula.

Note: When you enter array
| formulas, you never need to enter
these braces yourself: Excel adds
them automatically.

®

\

Did You Know?

In an array formula, Excel sets up a
correspondence between the array cells and
the cells of the range used in the formula. In
this section’s example, the array consists of
cells C13 through F13, and the range used
in the formula consists of cells C11 through
F11. Excel sets up a correspondence
between array cell C13 and input cell C11,
between D13 and D11, and so on. To
calculate the value of cell C13, for example,
Excel takes the value from cell C11 and
substitutes that in the formula.

Change It!

Excel treats arrays as a unit, so you
cannot move or delete part of an array.
If you need to work with an array, you
must select the entire range. Note that
you can select an array quickly by
selecting one of its cells and pressing
Ctrl+/. If you want to reduce the size of
an array, select it, click inside the
formula bar, and then press Ctrl+Enter
to change the entry to a normal formula.
You can then select the smaller range
and re-enter the array formula.



Apply Range Names

to Formulas

You can save a great deal of time and effort by
getting Excel to replace range references in your
formulas with the corresponding range name.

If you have been using range references in your
formulas and you name those ranges later,
Excel will not automatically apply the new
names to the formulas. Fortunately, you can
get Excel to automatically replace range
addresses with the corresponding range names.

By default, Excel also renames all cell
references that can be described as the
intersection of a named row and a named
column. For example, if you have a tabular
range with a row named January and a column
named Rent, Excel applies the name January
Rent to the cell that is the intersection of these
two ranges.

@ Select the range in which
you want to apply the
names.

Note: Select a single cell if you
want to apply the names to the
entire worksheet.

@ Click the Formulas tab.

@ Click the Define Name
drop-down arrow.

@ Click Apply Names.

£ 1 5 T I T FTETHT I B

Eoamies s fpuest [0 o (b s el
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i inberest Baie phnesal) 400N
] Pariods (Yoars| | '
L5 Princigal _§10 004
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1
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B Inbeiwad Rabe (Annasl) T 00%
" Parbeis [fauta] L]
L] Princapsl 510 000
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pply Mames == The Apply Names dialog
L ] box appears.
| _Faye-t £ .
| e | @ (Click each name that you
want to apply.
| v .
| m.vmn | e Click OK.
:::.m-ﬂ |
ApvapiTEm
EE b
| ! torere Rasnitacien |
| (3] i v e e rpeme | @eone 3> |
, é_ﬁl] _Genen ||
- - £ | =PWT{incerest_Rate {12, Loan_Term * 32, Loan_Principal) ©® Excel replaces range
| A 8 £ 9 - L 5 ¥ references with the
1 [Loan Payment Analysis corresponding range
1 Scenarlo #1 Names.
4| InterestRate [Annual)  G00%
: Pariods (Years) 5
[ Principal 510 000
T Hnnmry
Scenario #2
Interest Rate (Annual)  700%
Pariods (Years) 10
12 Principal 510,000
11 Menthily Payment (5116.11)
-ll‘l L) cln Py 14 Balsot Lo IFtareit Coits E '-"r|11_ L]
[Peer | 3| 1 e
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More Options!

In the Apply Names dialog box, if
you select the Ignore Relative/
Absolute option, Excel replaces
relative range references only with
names that refer to relative
references, and it replaces absolute
range references only with names
that refer to absolute references.

More Options!

When Excel uses the names of rows and columns
to rename cell references, it automatically omits
the column name if all the references in a
formula refer to the same column. To change
this, in the Apply Names dialog box, click Options
and then select the Omit Column Name If Same
Column option. You can also tell Excel not to
omit row names by selecting the Omit Row
Name If Same Row option.




Create a Link to

Another Worksheet

You can save time and add flexibility to your this year’s profits. Assuming your current
formulas by creating links to cells that reside in ~ worksheet contains a calculation for this year’s
other worksheets. This enables you to take profits, how do you include last year’s profits
advantage of work you have done in other in your formula? One way would be to look up
worksheets, so that you do not have to waste the number and then just copy it to your
time repeating your work on the current formula, but that is problematic because you
worksheet. might copy the number incorrectly or the
You will often need to use a previously number might change.

calculated result as part of a new formula. For The better solution is to create a link in your
example, if profit is up this year, but you want  formula that references the cell that holds the
to know by how much, you must create a profits result from last year.

formula that subtracts last year’s profits from

@ Click in the cell in which
you want to build the
formula, type =, and
then type any operands
and operators you need
before adding the range
reference.

@ Press Ctrl+Page Down
until the worksheet you
want to use appears.
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© Select the range you
want to use.

@ Press Ctrl+Page Up until
you return to the original
worksheet.

= -
(= e d F, Bl seprwrers . Sweciees . diwkicl Fee . Evees . g .

® A reference to the range
on the other worksheet
appears in your formula.

@® Type any operands and
operators you need to
complete your formula.

@ Press Enter.

Excel calculates the
formula result.

-
[

@\

=/

Did You Know?

Rather than selecting the other
worksheet range with your mouse,
you can type the range reference
directly into your formula. Type the
worksheet name, surrounded by
single quotation marks () if the
name contains a space; then type an
exclamation mark (!); finally, type the
cell or range address. An example
would be ‘Expenses 2010'!'B2:B10.

Did You Know?

You can also create a link to a cell in another
workbook. First, make sure that the workbook
you want to reference is open. When you reach
the point in your formula where you want to
add the reference, click the Excel icon ([%) in
the Windows taskbar, and then, in the list of
open workbooks that appears, click the other
workbook to switch to it. Click the worksheet
tab that has the range you want to reference,
and then select the range. Click the Excel icon
and then click the original workbook to switch
back to it. Excel adds the other workbook range
reference to your formula.

107



Combine Two Ranges

Arithmetically

You can manipulate one range’s data in a
separate range by using the Excel Paste Special
command to combine this range with another
range using a mathematical operation such as
addition or multiplication.

When you are building a spreadsheet, you may
sometimes find that the data you are using is not
correct, or is not producing the answers you
seek. For example, a particular range of numbers
might need to be doubled, or a range’s data may
work better if every value is increased by 10.
One way to approach this situation would be
to create a new range that includes formulas
that produce the data you want. For example,

if you want a range’s data doubled, you can
create a new range where each cell references
one of the original cells and multiplies it by 2.
Unfortunately, you cannot then delete the
original cells because doing so would produce
errors in the new formulas.

You can avoid this problem by creating a new
range that has the factor you want to use to
modify the original range, and then combining
the two ranges using the appropriate arithmetic
operation. Note that the new range does not
have to consist only of constant values, as in the
examples here; the new range can use whatever
values you require.

@ Create a range that HWdo-o LR T
includes the factor by - -4——Q.w Pomds s Swies  vem  Owisen 6 o @ B
which you want to . 9 |+ WP e e Bl ! Car i
modify the original range. » i ;;':’ wa e T B en s

Note: The new range must be the T e

iznm; size and shape as the original e : - - -

. 5

@ Select the original range. i

©® Click the Home tab. 2 :

@ Click the Copy icon. :
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Peste Specil [ ? [ The Paste Special dialog
box appears.

Paste Click to select the
@ Al ) All using Source theme arithmetic operation you
() Formulas () All except borders want to use.

() Values (©) Column widths Click OK.
() Formats () Formulas and number formats

() Comments () Values and number formats

() Validation All merging conditional formats

Operation

) None @ Multiply
2 Add ) Divide
) Subtract
[] skip blanks [] Transpose
Q—l[» ok || cancel
A | B | C | D ©® Excel combine; the
1 [Test Data two ranges using the
= mmm arithmetic operatlon
| 2 3 6 you selected.
3 5 10
|4 7 14
5 3 |
6 8 16|
| 7 9 18
8 5 10
| 9 | 7 14
| 10 | 3 6|
1) 6 12| B (Crl) -
112 |
M 4 » W[ Sheetl | Sheet2 ~Sheet3 /¥J
Select destination and press ENTER or... | Average: 11.2

©

More Options!

If your original data is in a column but your range of factors is in a row, you can still
combine the two ranges arithmetically. (This is also true if your original range is a row
and your factor range is a column.) Follow steps 1 to 7 to open the Paste Special dialog
box and select the arithmetic operation you want to use. Click to select the Transpose
option near the bottom of the Paste Special dialog box, and then click OK.

=



Troubleshoot a Formula

by

Stepping Through Each Part

If you have a formula that is returning an
inaccurate or erroneous result, you can
troubleshoot the problem by stepping through
cach part of the formula.

Simple formulas that add or multiply a few
numbers or use a straightforward function such
as SUM are usually easy to troubleshoot
because they contain only a few operators and
operands.

However, many Excel formulas can be quite
complex, with functions nested inside other
functions, multiple sets of parentheses, several
different operators, multiple range references,
and so on. These more involved formulas are

much harder to troubleshoot because it is
often not obvious what part of the formula is
causing the trouble.

You can use the Evaluate Formula command
to help troubleshoot such formulas. This
command enables you to step through the
various parts of the formula to see the
preliminary results returned by each part. By
examining these interim results, you can often
see where your formula goes awry.

If you still have trouble pinpointing the error,
see the section “Audit a Formula to Locate
Errors,” later in this chapter.

Select the cell that
contains the formula you
want to troubleshoot.

Click the Formulas tab.
Click Evaluate Formula.
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The Evaluate Formula Lorar e T —

dialog box appears.

Excel underlines the first
expression that it will
evaluate.

Click Evaluate.
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® Excel evaluates the
Evabhunte Formuls r [V ] underlined term and then
[ Egslipecn: ' displays the result in
‘Aecounts Receiva. \6G8E= 12 2001) F6 italics.

I @ Excel underlines the next
expression that it will
evaluate.

: @ Click Evaluate.
T ity nrrmﬂnmmtm. ek, Evsiuabe, The migl redenl resull
wopears ascred,
@ o) e |

Evabunte Formula

[V ] O Repeat step 5 to continue
3 evaluating the formula’s

expressions.

Eelerence: EgpiiatBert:
‘ccounts Receiva 8686~ [£] 70 5 <——®

Note: Continue evaluating the
formula until you find the error or

Tio i the el of the underined expresson, dok Eveluate. The mott recent nesult
BOOENS RMCDed,

[ Agsm

want o stop the evaluation.

@ If you evaluate all the
P terms in the formula,
Excel displays the final
result.

- @ Click Close.

)

More Options!

If you do not see where your formula is
going wrong, it is possible that the error
exists in one of the cells referenced by

the formula. To check this, when Excel
underlines the cell reference, click the Step
In button at the bottom of the Evaluate
Formula dialog box. This tells Excel to
display that cell’s formula in the Evaluate
Formula dialog box, so you can then
evaluate this secondary formula to look for
problems. To return to the main formula,
click the Step Out button.

Try This!

If you suspect that a particular expression
is causing the problem, you may not
want to step through the rest of the
formula to test this one expression. To
avoid this, open the formula cell for
editing, and then select the expression
that you want to evaluate. Either click
the Formulas tab and then click
Calculate Now ([@]) in the Calculation
group, or press F9. Excel evaluates the
selected expression. Press Esc when you
are done.
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Skip Data Tables When

Calculating Workbooks

You can reduce the time it takes for Excel to
calculate a workbook if you configure Excel to
bypass data tables when it is recalculating the
workbook.

When you are analyzing data with Excel, if you
are interested in studying the effect a range of
values has on the formula, it is often useful to
set up a data table. You learn how to do this in
Chapter 5.

Because a data table is an array, Excel treats it
as a unit, so a worksheet recalculation means

that the entire data table is always recalculated.
This is not a big problem for a small data table
that has a few dozen formulas. However, it is
not uncommon to have data tables with
hundreds or even thousands of formulas, and
these larger data tables can really slow down
worksheet recalculation. To avoid this
problem, you can configure Excel to skip data
tables when it calculates worksheets.

@ Click the File tab.

@ Click Options.
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e T oo s it R abekson o o vt el ] The next time you
— gl calculate a workbook,

Excel bypasses the data
tables.
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Try This!

When you want to recalculate a data table,
you can follow steps 1 to 3, click to
deselect the Automatic Except for Data
Tables option, click OK, and then
recalculate the workbook. On the other
hand, you might prefer to leave the
Automatic Except for Data Tables option
selected. In that case, to recalculate the
data table you select any cell inside the
data table and press F9.

More Options!

If you often turn the Automatic Except
for Data Tables option on and off, Excel
offers a faster method for toggling this
setting. Click the Formulas tab, click
Calculation Options in the Calculation
group, and then select the Automatic
Except for Data Tables option.
Alternatively, from the keyboard, press
Alt+M, press X, and then press E.



Turn On Iterative

Calculations

You can perform certain types of Excel
calculations by using the iterative calculation
feature.

In some Excel calculations, you cannot derive
the answer directly. Instead, you need to
perform a preliminary calculation, feed that
answer into the formula to get a new result,
feed the new result into the formula, and so
on. The idea is that each new result gets close
to — converges on — the actual answer. The

process of plugging the preliminary results
back into the formula is called szeration.

As an example, consider a formula that
calculates net profit by subtracting the amount
paid out in profit sharing from the gross profit.
This is not a simple subtraction because the
profit sharing amount is calculated as a
percentage of the net profit. To solve this

r  problem, you set up your formula and then let
Excel iterate the result.
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T T The Excel Options dialog
3 ‘i’, g ey et % e bk, [atreaean ] n by box appears.
. s i @ Click Formulas.
7 D . B st e it —— @ Click to select the Enable
Akl el ot Iterative Calculation
option.
® If Excel fails to converge
— on the solution, you can
L edromigote try typing a higher value
i e T in the Maximum
Q ~ - lterations text box.
©® If you want a more
(- EL bt e - accurate solution, you
[ ralt Bharing ST - can try typing a smaller
Rl S value in the Maximum
ot i Change text box.
Bews Fraslfl MO eleues Merge o Dumese
§]  Pevds sty BOSL  whryl Shgring burvenungs * N eele Note: The Maximum Change value
. e I tells Excel how accurate you want
Feoft Baciog Prssctage 308 your results to be. The smaller the
number, the more accurafe the
| calculation, but the iteration takes
R - T . longer.
O Click OK.
Excel performs the
iteration.
® The iterated result
appears in the formula
cell.
@
\—/Important! Try This!

You see in this task that after you build your
formula, Excel displays circular reference arrows.
These arrows usually indicate an error, but not
in this case. When you set up an iterative
calculation, you are by definition setting up a
circular reference formula because there are
terms on the left and right sides of the equals
sign that depend on each other. In this section’s
example, the formula in C7 references the
Profit_Sharing cell, which is C6. However, the
Profit_Sharing cell references the Net_Profit cell,
which is C7, so the references are circular.

It can sometimes be useful to watch
the progress of the iteration one
step at a time. To set this up, follow
steps 1 to 4 to open the Excel
Options dialog box and display the
Formulas tab. Select the Manual
option, and type 1 in the Maximum
Iterations text box. Click OK to
return to your worksheet. Now, each
time you press F9, Excel performs a
single pass of the iteration.

=



Display Text Rather

than Error Values

You can avoid unsightly and unhelpful error there may be times when you know the error is
values in your worksheets by using the temporary or is otherwise unimportant. For
IFERROR function to display a text string example, if your worksheet is missing some
rather than an error. data, then a blank cell might be causing the
If Excel encounters an error when calculating a ~ #DTV/0 error.
formula, it often displays an error value as the Rather than displaying an error value, you can
result. For example, if your formula divides by ~ use the IFERROR function to test for an error
zero, Excel indicates the error by displaying and display a more useful result in the cell:
the value #D1V/0 in the cell. IFERROR (expression, error_result)
This is often useful because it lets you know Here, expression is the formula you are using,
that a formula did not calculate properly, so and error_result is the text you want Excel to
you can investigate the problem. However, display if the formula produces an error.
@ Select the range that [ & C
- ] & [ 5] Lx
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you want to edit. =
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@ After the formula, type a

comma followed by the
text, in quotation marks,
that you want Excel to
display in place of any
error, followed by a
closing parenthesis.

Press Ctrl+Enter.

Excel displays the
formula result in cells
where there is no error.

Excel displays the text
message in cells that
generate an error.

Did You Know?

Excel has a number of error values that it can generate. The following six are the most

common:

Excel’s Most Common Error Values

Error Description

#DIV/0  Your formula is dividing by zero. Check the divisor input cells for values that are
either zero or blank.

#N/A Your formula could not return a legitimate result. Check that your function
arguments are appropriate for each function.

#NAME?  Your formula uses a range name or function name that Excel does not recognize.
Check your range names and function names.

#NUM!  Your formula uses a number inappropriately. For example, you entered a
negative number as the argument for the SQRT(). Check the arguments for your
mathematical functions to make sure they use the correct types of numbers.

#REF#  Your formula contains an invalid cell reference. This usually occurs when you
delete a cell referenced by a formula. Restore the deleted cell or adjust the
formula to use a different cell.

#VALUE! Your formula uses an inappropriate value in a function argument. For example,

you might have used a string value instead of a numeric value. Check your
function arguments to make sure they use the correct data type.
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Check for Formula

Errors in a Worksheet

You can take advantage of the background
error checking in Excel to look for formula
errors in a worksheet.

If you use Microsoft Word, you are probably
familiar with the wavy green lines that appear
under words and phrases that the grammar
checker has flagged as being incorrect. The
grammar checker operates by using a set of
rules that determine correct grammar and
syntax. As you type, the grammar checker
operates in the background and constantly
monitors your writing. If something you write
goes against one of the grammar checker’s

rules, the wavy line appears to let you know
there is a problem.

Excel has a similar feature: the formula error
checker. It is similar to the grammar checker,
in that it uses a set of rules to determine
correctness, and it operates in the background
to monitor your formulas. If it detects that
something is amiss, it displays an error
indicator — a green triangle — in the
upper-left corner of the cell containing the
formula. You can then use the associated smart
tag to see a description of the error and to
cither fix or ignore the error.

@ Examine your worksheet
for a cell that displays the
error indicator.

@ Click the cell.

©® The error smart tag
appears.

@ Move the mouse pointer
over the smart tag.

@ Excel displays a
description of the error.

@ Click the smart tag.
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E A . - i~ ® Excel displays the smart
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ey & a0 Lo 14 poD Lon L L ¥ nra L Lo
| P T 75 T BT ST T T T @ Click the command that
Eyiti. 4 fixes the formula.
Note: The name of the command

depends on the error. You only see
this command if Excel can fix the
error.

©® If the formula is not an
error, you can click

Ignore Error, instead.
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Customize It!

To pick and choose which error-checking
rules you want Excel to enforce, click the
File icon, click Options to display the
Excel Options dialog box, and then click
the Formulas tab. (Alternatively, click an
error smart tab and then click Error
Checking Options in the drop-down list
that appears.) In the Error Checking
Rules section, click to deselect the check
box of any rule you do not want Excel to
enforce. Click OK.

Customize It!

If your workbook uses green colors for text
or cell backgrounds, or if you have clip art,
SmartArt, or other graphics that use a great
deal of green, then you might not notice
the error indicators. To use a different color,
click the File icon, click Options to display
the Excel Options dialog box, and then click
the Formulas tab. In the Error Checking
section, use the Indicate Errors Using This
Color list to click the color you prefer, and

then click OK.
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Audit a Formula

to Locate Errors

If you know or suspect that a formula error is
caused by an error in another cell, you can
audit the formula to locate the cell that is
causing the error.

If a formula error is the result of referencing
other cells that contain errors or inappropriate
values, you must determine which cell is
causing the error. This is straightforward if the
formula references only a single cell, but it
becomes progressively more difficult as the
number of references increases.

To determine which cell is causing the error in
your formula, you can use the auditing features

in Excel to visualize and trace a formula’s input
values and error sources. Auditing operates by
creating #racers — arrows that literally point
out the cells involved in a formula. You can
use tracers to find three kinds of cells:
precedents, which are cells that are directly or
indirectly referenced in a formula; dependents,
which are cells that are directly or indirectly
referenced by a formula in another cell; and
errors, which are cells that contain an error
value and are directly or indirectly referenced
in a formula.

Trace Precedents Do L - T .
@ (lick the cell containing - - - i “' i T =
the formula whose | L -l B emuien: | Gremte—e | S _.;..;
precedents you want to o B ikt e i | e | e
trace. [ . & -amt %
) & B & 1] £ ] L ') L ﬁ;
@ Click the Formulas tab. | ——
. 1 =
@ (Click Trace Precedents. 4 " o -
Excel adds a tracer arrow :
. 1
to each direct precedent. 3
@ Repeat step 3 until you R it i
LEEET -
have added tracer arrows =S 2] o< b
for.all the formula’s Fawon o= ey e T
indirect precedents. [ ] bt iprlapit | Foi R e sB=-08
| _ == - __’ gy = l_'b-lu sieymeres " 3
Trace Dependents i E R e B i R e o
. .. e D i e e | it
@ Click the cell containing e "
the formula whose T 5 T T TR T U T T
dependents you want to ] T —— —
trace. n_.ﬂ - =
@ Click the Formulas tab. :
©® Click Trace Dependents. )
q
Excel adds a tracer arrow I e TR e o
to each direct dependent. [ ] EEER

Repeat step 3 until you
have added tracer arrows
for all the formula’s
indirect dependents.
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R ey o e g - L Lo T Trace Errors

- T L P @ Click the cell containing
e e A 2 the error you want to
e = B : e trace.

| R N o N B T 8 s el @ Click the Formulas tab.

woou e 0 @ Click Remove Arrows.
W s

Note: You must first remove any
existing arrows before you can trace

an error.
g i In : @ Click here to display
bty Emoe b S TR the Error Checking
— drop-down list.
—_ @ Click Trace Error.
- ; i ® Excel selects the cells that
contain the original error.
::' ©® Excel displays tracer

arrows showing the
selected cells’ precedents
and dependents.

@ Ared tracer arrow
indicates an error.
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More Options!

If you have a large spreadsheet, you can use the Error Checking feature to look for and

trace errors. Click the Formulas tab, and then click Error Checking ([%]) in the Formula

Auditing group. Excel displays the Error Checking dialog box, which displays the first

error, if any. You have the following choices:

® Trace Error: You see this button if the error is caused by an error in another cell. Click
this button to display tracer arrows for the formula’s precedents and dependents.

® Show Calculation Steps: You see this button if the error is caused by the cell’s
formula. Click this button to launch the Evaluate Formula feature, as described in the
section, “Troubleshoot a Formula by Stepping Through Each Part.”

® Ignore Error: Click this button to bypass the error.

Use the Previous and Next buttons to navigate the worksheet errors.



Analyzing
Excel Data

Excel is an excellent tool for storing data
and for building formulas that manipulate
that data in some way to produce a result.
However, you will often need to examine
your Excel data to look for patterns, view a
range of solutions to a problem, or perform
complex calculations that go beyond a
single formula. These more advanced uses
of Excel comprise data analysis, which is
the subject of this chapter.

Here you will learn a number of useful data
analysis techniques, including highlighting

cells that meet some criteria; visualizing
data with data bars, color scales, and icon
sets; and creating your own rules for
applying conditional formats to cells.

In this chapter you will also learn about
several of the most useful and powerful
features in Excel, including data tables,
scenarios, Goal Seek, worksheet
consolidation, filtering, outlines, and the
Analysis ToolPak add-in.



Highlight Cells That Meet Some Criteria

Highlight the Top or Bottom Values in a Range

Analyze Cell Values with Data Bars

Analyze Cell Values with Color Scales

Analyze Cell Values with Icon Sets

Create a Custom Conditional Formatting Rule

Calculate Multiple Solutions to a Formula

Plug Multiple Input Values into a Formula

Calculate the Break-Even Point

Consolidate Data from Multiple Worksheets

Filter Table Data

Remove Duplicate Values from a Table

Create an Outline Automatically

Enable the Analysis ToolPak Add-In
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Highlight Cells That
Meet Some Criteria

You can make a worksheet easier to analyze by
applying a conditional format to a range so
those cells stand out.

A conditional format is formatting that Excel
applies only to cells that meet the criteria you
specify. For example, you can tell Excel to only
apply the formatting if a cell’s value is greater
or less than some specified amount, between
two specified values, or equal to some value.

You can also look for cells that contain
specified text, cells with dates that occur
during a specified timeframe, and more.

When you set up your conditional format, you
can specify the font, border, and background
pattern, which helps to ensure that the cells
that meet your criteria stand out from the
other cells in the range.

@ Select the range you Wan-oe g e T WA et o
want w rkWI h - g - e :-u_ frawe = D =il =@
? to wo t : o TR :::m}n«-——-:«—u L Nr
@ Click the Home tab. G OMIN D BA gy R ot me ol
. " —— — i [ 3 4
©® Click Conditional — £ L Gl unmani | () bt |
Formatting. 2 e £t " [ o —
|1 GDP=—AnNual Growth Rate (Sowrce: http:/ |
@ Click Highlight Cells ¢ T — - L =
Rules. ey RANESS S S A ) e v
. i Fareet I T % i VR [ .
@ Click the operator you 1 o oam o oam o am o orm D T0 3w e
want to use for the [ FT R T T R T R R — .
B | S 25 dy i i sy m e
condition. | kL gy T T R T T I T Ut P
rhl Lt % i, 5.1 ah% oL % [ &0 s s
7] g R LN s i i (%] AL (5] LE Y
| 3] L s [ [5-2] el i s Tl R (FL |
| (LY ki [5LY Lak -1 -1 Lk 14 ity
T WL 4l LN LN G 39 W LW
LR ank LR LR 188 1% L LELY s LI L3 L
W_ll-l'.ll EE Rt LR L . B AL T Lt o= 1 |
19 By A -1 Ll L L3 L e L3 ERL] L3 1
N Besds AT [* L) LT LS LY e LR L L [
li: ke 1A i im lm tm Um am am am
T T —— .
A dialog box appears, bl St N R N, LS. R
whose name depends on i TR
the operator you clicked p—— 4 !
in step 5. | lﬁJ Al - M
@ Type the value you want B i

to use for the condition.

You can also click here
and then click in a
worksheet cell.

Depending on the
operator, you may need
to specify two values.

Click here and then click
the formatting you want
to use.

To create your own
format, click Custom
Format.

124

T

N AR LR e R



Er—

f——
v v e it i omam

(T o LRI D N e
Latam K
-l ] |

Chapter 5: Analyzing Excel Data
© Click OK.
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More Options!

Excel enables you to specify multiple
conditional formats. For example, you could
set up one condition for cells that are
greater than some value, and a separate
condition for cells that are less than some
other value. You can apply unique formats
to each condition. Follow steps 1 to 8 to
configure the new condition.

Remove It!

If you no longer require a conditional
format, you can delete it. Follow steps 1
to 3 to select the range and display the
Conditional Formatting drop-down
menu, and then click Manage Rules.
Excel displays the Conditional Formatting
Rules Manager dialog box. Click the
conditional format you want to remove
and then click Delete Rule.



Highlight the Top or Bottom

Values in a Range

To quickly and easily view the extreme values
in a range, you can apply a conditional format
to the top or bottom values of that range.
When you are analyzing worksheet data, it is
often useful to look for items that stand out
from the norm. For example, you might want
to know which sales reps sold the most last
year, or which departments had the lowest
gross margins.

Excel enables you to perform these kinds of
analyses by setting up top/bottom rules, where

Excel applies a conditional format to those
items in a range that are at the top or bottom
of that range of values.

For the top or bottom values, you can specity a
number, such as the top 5 or 10, or a
percentage, such as the bottom 20 percent.
When you set up your top/bottom rule, you
can specity the font, border, and background
pattern, which helps to ensure that the cells
that meet your criteria stand out from the
other cells in the range.

@ Select the range you T CELEE a (e e ~7 ]
. [~ e SRS ) Y
want to work with. T :::iﬂ__‘> iy et B e g
@ Click the Home tab. y SrE G A pee gus | ] ee—— s ok
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Formatting. | y . - m T e
. i Bale Bt e S e
@ Click Top/Bottom Rules. 2. mesriads gman [mnen ] | [ oo T —
@ Click the type of rule you k Maiwis WA (R | e |
want to create. ¥ S T Py [ # b -:'.J. SRR
] il B e | fana e Lo -
L] e dew Fraatis | HadbE 8 Semagr i J.-II.I e b
- [y S E o T
1] ey mg g L pEpn e | IR s B
e & 560 A
e T msleel. @
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A dialog box appears, T— .
whose name depends on s e it i
the type of rule you R R 4—0
clicked in step 5. smizimms )
O Type the value you want e

to use for the condition.

Click here and then click
the formatting you want
to use.

To create your own
format, click Custom
Format.
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More Options! Remove It!

Excel also enables you to create top/bottom
rules based on the average value in the
range. First, follow steps 1 to 4 to select the
range and display the Top/Bottom Rules
menu. Then click either Above Average to
format those values that exceed the range
average, or Below Average to format those
values that are less than the range average.

If you no longer require a top/bottom
rule, you can delete it. Follow steps 1 to
3 to select the range and display the
Conditional Formatting drop-down
menu. Click Clear Rules, and then click
Clear Rules from Selected Cells. Excel
removes the rule from the range.



Analyze Cell Values

with Data Bars

using data bars. Data bars are a data
visualization feature that applies colored,
horizontal bars to each cell in a range of
values, and these bars appear “behind” the
values in the range. Their key feature is that
the length of the data bar that appears in each
cell depends on the value in that cell: the larger
the value, the longer the data bar. The cell
with the highest value has the longest data bar,
and the data bars that appear in the other cells
have lengths that reflect their values.

You can analyze how the values in a range
relate to one another by applying data bars to
each cell in the range.

In some data analysis scenarios, you might be
more interested in the relative values within a
range than the absolute values. For example, if
you have a table of products that includes a
column showing unit sales, how do you
compare the relative sales of all the products?
This sort of analysis is often easiest if you
visualize the relative values. You can do that by
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Did You Know?

If your range includes right-aligned values,
the Gradient Fill data bars are a better
choice than the Solid Fill data bars. This is
because even the longest Gradient Fill bars
fade to white towards the right edge of the
cell, so your range values should mostly
appear on a white background, making
them easier to read.

Remove It!

If you no longer require the data bars,
you can remove them. Follow steps 1 to
3 to select the range and display the
Conditional Formatting drop-down
menu, and then click Manage Rules.
Excel displays the Conditional Formatting
Rules Manager dialog box. Click the Data
Bar rule you want to remove and then
click Delete Rule.
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Analyze Cell Values

with Color Scales

You can analyze the distribution of values in a
range, you can pick out anomalous values, and
you can make value judgments about the data
by applying color scales to each cell in the
range.

When analyzing worksheet data, it is often
useful to get some idea about the overall
distribution of the values. For example, it
might be useful to know whether a range has a
lot of low values and just a few high values.
Similarly, you might want to know if the range
includes any owutliers, values that are much

higher or lower than all or most of the other
values.

Finally, you may also want to make value
judgments about your data. For example, high
sales and low numbers of product defects are
“good,” whereas low margins and high
employee turnover rates are “bad.”

You can analyze your worksheet data by using
color scales. A color scale compares the relative
values of cells in a range by applying shading
to each cell, where the shading color is a
reflection of the cell’s value.
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Did You Know?

Excel color scales come in two varieties:
3-color scales and 2-color scales. If your
goal is to look for outliers or to make value
judgments about your data, go with a
3-color scale because outliers stand out
more, and you can assign your own values
to the colors (such as positive, neutral, and
negative). Use a 2-color scale when you
want to look for patterns in the data, as a
2-color scale offers less contrast.

Remove It!

If you no longer require the color scales,
you can remove them. Follow steps 1 to
3 to select the range and display the
Conditional Formatting drop-down
menu, and then click Manage Rules.
Excel displays the Conditional Formatting
Rules Manager dialog box. Click the
Color Scale rule you want to remove and
then click Delete Rule.
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Analyze Cell Values

with Icon Sets

You can help analyze large sets of data by
applying to each cell an icon that has a
symbolic association. The symbol gives you a
visual clue about the cell’s relative value
compared with the overall distribution of
values in the range.

When you are trying to make sense of a

large data set, symbols that have common or
well-known associations are often useful for
clarifying the data. For example, for most
people a check mark means something is good
or finished or acceptable, whereas an X means
something is bad or unfinished or unacceptable;

a green circle is positive, whereas a red circle is
negative (think traffic lights).

Excel puts these and many other symbolic
associations to good use with the zcon sets
feature. You use icon sets to visualize the
relative values of cells in a range. In this case,
Excel adds a particular icon to each cell in the
range, and that icon tells you something about
the cell’s value relative to the rest of the range.
For example, the highest values might be
assigned an upward-pointing arrow, the lowest
values a downward-pointing arrow, and the
values in between a horizontal arrow.
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Did You Know?

The Excel icon sets come in four categories:
Directional, Shapes, Indicators, and Ratings.
Use Directional icon sets for indicating
trends and data movement; use Shapes
icon sets for pointing out the high (green)
and low (red) values; Use Indicators to add
value judgments; and use Ratings to show
where each cell resides in the overall range
of data values.

Remove It!

If you no longer require an icon set, you
can remove it. Follow steps 1 to 3 to
select the range and display the
Conditional Formatting drop-down
menu, and then click Manage Rules.
Excel displays the Conditional Formatting
Rules Manager dialog box. Click the Icon
Set rule you want to remove and then

click Delete Rule.



Create a Custom Conditional

Formatting Rule

You can tailor your format-based data analysis
by creating a custom conditional formatting
rule that suits how you want to analyze and
present the data.

The predefined conditional formatting rules in
Excel — highlight cells rules, top/bottom
rules, data bars, color scales, and icon sets —
give you an easy way to analyze worksheet
values through data visualization.

However, you might find that these predefined
rules do not suit particular types of data or
data analysis. For example, the icon sets assume

that higher values are more positive than lower
values, but that is not always true; in a database
of product defects, lower values are better than
higher ones. Similarly, data bars are based on
the relative numeric values in a range, but you
might prefer to base them on the relative
percentages or on percentile rankings.

To get the type of data analysis you prefer, and
to create your own formats, you can create a
custom conditional formatting rule and apply it
to your range.
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Per— =] The New Formatting Rule
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The controls you see
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you selected.

® With Icon Sets, click
Reverse Icon Order if you
want to reverse the
normal icon assignments,
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as shown here.

Click OK.
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Modify It!

If you need to make changes
to your custom conditional
formatting rule, follow steps 1
to 3 to select the range and
display the Conditional
Formatting drop-down menu,
and then click Manage Rules.
Excel displays the Conditional
Formatting Rules Manager
dialog box. Click the rule you
want to modify and then click
Edit Rule.

Remove It!

If you want to delete a custom rule for a worksheet,
click the Home tab, click the Conditional Formatting
drop-down arrow, and then click Manage Rules to
open the Conditional Formatting Rules Manager dialog
box. In the Show Formatting Rules For list, click This
Worksheet. Click the rule you want to remove and
then click Delete Rule. If you have multiple custom
rules defined for a worksheet and you no longer
require them, you can remove all of them. Click the
Home tab, click the Conditional Formatting drop-down
arrow, click Clear Rules, and then click Clear Rules
from Entire Sheet.
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Calculate Multiple

Solutions to a Formula

You can enhance your Excel data analysis by
setting up a worksheet model that automatically
calculates multiple solutions to a formula.
Perhaps the most basic method for analyzing
worksheet data is a technique called what-if
analysis. With what-if analysis, you first
calculate a formula D, based on the input from
variables A, B, and C. You then say, “What if I
change variable A? Or B or C? What happens
to the result?”

One way to do this is to set up the worksheet
model and then manually change the formula’s

input cells. For example, if you are calculating
a loan payment, you can enter different interest
rate values to see how this affects the payment.

The problem with this method is that you see
only a single result at one time. If you are
interested in studying the effect a range of
values has on the formula, you need to set up a
data table. This is a table that consists of the
formula you are using, and multiple input
values for that formula. Excel automatically
creates a solution to the formula for each
different input value.

row, you can start the
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i T T The Data Table dialog
t Loan Paymeni
L et Mt el 4507 box appears.
T e fi @ Specify the formula cell

you want to use as the
data table’s input cell.

If the input values are in
a column, you can enter
the input cell's address in
the Column Input Cell
text box.

If you entered the input
values in a row, you can
enter the input cell’s
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Try This!

The worksheet model shown in this section is an example of a one-input data table, as
you are only varying one of the formula’s input cells. However, Excel also enables you to
set up a two-input data table that varies two formula inputs at the same time. For
example, in the loan payment worksheet, you could set up a two-input data table that
varies the interest rate and the term.

To set up a two-input data table, you must set up two ranges of input cells. One range
must appear in a column directly below the formula, and the other range must appear in
a row directly to the right of the formula. Follow steps 2 to 5 to open the Data Table
dialog box, specify both the Row Input Cell and the Column Input Cell, and then click OK.



Plug Multiple Input

Values into a Formula

You can analyze the result of a formula by
creating scenarios that plug multiple input
values into the formula.

Many formulas take a number of input values
to produce a result. When you are analyzing
the formula’s results, it helps to manipulate the
input values in some systematic way. For
example, one set of values might represent a
best-case approach, while another might
represent a worst-case approach. In Excel, each
of these coherent sets of input values — known
as changing cells — is called a scenario.

For example, if you are calculating a monthly
mortgage payment, the input values include
the initial down payment, the term of the
mortgage, and the paydown — the amount of
money you want to apply directly to the
principal each month. The best-case scenario
might involve a large down payment, a short
term, and a big paydown; a worst-case scenario
might involve a small down payment, a long
term, and a small paydown.

Excel offers the Scenario Manager tool to help
you create and use such scenarios.

Create a Scenario
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pree— ey The Scenario Manager
irwm D.i::‘_e dialog box appears.
@ Click Add.
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Important! Important!
When you are building a worksheet model Once you have one or more scenarios
for use with scenarios, there are a couple defined, they appear in the Scenario
of techniques you can use to make the Manager, and for each scenario, you
model more suited to scenarios. First, it is see its changing cells and its description.
useful to group all your changing cells in The description is often very useful,
one place and label them. Second, make particularly if you have several scenarios
sure that each changing cell is a constant defined, so be sure to write a detailed
value. If you use a formula for a changing description in step 9 to help you
cell, another cell could change the formula differentiate your scenarios later on.
result and throw off your scenarios.
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Plug Multiple Input Values

into a Formula (continued)

Excel scenarios are a powerful data analysis
tool for a number of reasons. First, Excel
enables you to enter up to 32 changing cells in
a single scenario, so you can create models that
are as elaborate as you need. Second, no
matter how many changing cells you have in a
scenario, Excel enables you to show a

scenario’s result with just a few mouse clicks.
Third, because the number of scenarios you
can define is limited only by the available
memory on your computer, you can effectively
use as many scenarios as you need to analyze
your data model.

The Scenario Values
dialog box appears.

Scenario Values

Use the text boxes to
specify a value for each
changing cell.

To add more scenarios,
you can click Add and
then repeat steps 6 to 11.

Click OK.

The Scenario Manager
dialog box appears.

@® Click Close.

Enter values for each of the changing cells.
1: Down_Payment |20000
7 i Term |20 <—m
- Paydown |-100
T
i | [ concel |
Scenario Manager m
Scenarios:
-
Worst Case
Likliest Case
Edit...
Changing cells: |Changing_CeIIs |
Comment: Maortgage Analysis - Best Case Scenario:
- maximum down payment
- minimum term @
- maximum monthly paydown
[ show | [ o |
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Aagular e e cells and displays the
1 Batny: it Paydioun —_— formula result.
1 Miillidy Piprae [S584.70) e
Fotal Puid. {S14,380.37) {3104.586.15) Q_> - = @ Repeat steps 4 and 5 to
J Tt Javirgs L TE ] % 50147 d ‘ h -
Revised Tem MR 152 isplay other scenarios.
FETE] thtam hnten s e @ Click Close.
Change It! Remove It!
If you need to make changes to a If you have a scenario that you no longer need,
scenario, you can edit the name, the you should delete it to reduce clutter in the
changing cells, the description, and Scenario Manager. Click the Data tab, click the
the scenario’s input values. Click the What-If Analysis drop-down arrow, and then
Data tab, click the What-If Analysis click Scenario Manager. Click the scenario you
drop-down arrow, and then click want to delete. Note that Excel does not ask
Scenario Manager. In the Scenario you to confirm the deletion, so double-check
Manager dialog box, click the scenario that you have selected the correct scenario.
you want to modify, and then click Edit. | Click Delete and then click Close.



Calculate the

Break-Even Point

You can use the powerful Goal Seek tool to However, in the real world the calculation is
calculate the break-even point for a worksheet usually a bit more complex than that. In
financial model. particular, there are costs associated with each
In a break-even analysis, you determine the unit sold, so your model must take those costs
number of units you have to sell of a product into account. This means that the total

so that your total profits are zero — that is, the ~ €xpenses are to a certain extent dependent on:
product revenue is equal to the product costs. total sales, which makes the break-even analysis
You might think this would be trivial: create a more complicated.

profit formula that subtracts expenses from Rather than trying to find the break-even point
revenue, and adjust the units sold until the manually, the Goal Seek tool can run the
formula returns zero. calculation for you in a fraction of the time.

@ Set up your worksheet
model.

® For the number of units,
enter any value you like,
such as 1.

@ Click the Data tab.
© Click What-If Analysis.
@ Click Goal Seek.

=t T 4 - «

i — . e R = |
| (1] - &=Ll s v h =
| [

L] L4
Widgaet Profit Modal

i

1

i [Price petv Unit $47.9%
& U ssld 1

8 durerage Ciscount dih

[ Totwl Reverue £

1

142



Chapter 5: Analyzing Excel Data

ca # & S0E-CI0

Widget Profit Model

R [moa

Tets peae Uit S1263 ®-—> - e
Fleed Casrs S750,000 : :
Totsl Conta $THLOM b

1 Pl 6

1 Margin «JG0GE16.0T%

. The Goal Seek dialog box
a appears.
@ (lick inside the Set Cell
text box.

0O Click the cell that
contains the formula you
want Goal Seek to work
with.

@ Type the value that you
want Goal Seek to find.

- Note: In a break-even analysis, the
set cell is the profit formula, and the
valve you seek is 0.

[T . A sCRCH
| [ 4
Widget Profit Model
Frice pas Uant Hrv s ¥
Unlsy bald 46, A58
Avérage Deioount A0
Tou Revenus S0 300,550
Cotu pr Uit F1r6d el
Fiued Cavrs 750,000
iC Totl ot Fliveave
W o —l—9
1 Muangia ke e
LAY Rl B 1 L] -
sk | 5 | IR

o @ (dlick inside the By
Changing Cell text box.

© (lick the cell that you
want Goal Seek to
modify.

@ Click OK.

® Goal Seek adjusts the
units sold until it reaches
a solution.

® The Profit formula now
L shows 0.

@ Click OK.

©

More Options!

In some cases, Goal Seek may not find an exact solution to your model. That can happen
if it takes Goal Seek a relatively long time to find a solution, because Goal Seek stops
either after 100 iterations or if the current result is within 0.001 of the desired result.

You can get a more accurate solution by increasing the number of iterations that Goal
Seek can use, by reducing the value that Goal Seek uses to mark a solution as “close
enough,” or both. Click the File icon, click Options, and then click Formulas. Increase the
value of the Maximum Iterations spin box, decrease the value in the Maximum Change

text box, or both, and then click OK.

=



Consolidate Data from

Multiple Worksheets

If you have multiple worksheets with the same
or similar data, you can consolidate all of that
data into a single worksheet that displays a
summary of the data.

It is common to distribute similar worksheets
to multiple departments to capture budget
numbers, inventory, survey data, and so on.
Those worksheets are then usually returned,
and all the data must be combined into a
summary report showing company-wide totals.
This is called consolidating the data.

Rather than doing this manually, Excel can
consolidate your data automatically. You can

use the Consolidate feature to consolidate the
data either by position or by category. In both
cases, you specify one or more source ranges
(the ranges that contain the data you want to
consolidate) and a destination range (the range
where the consolidated data will appear).

In the first part of this section, you learn how
to consolidate by position, which is the easiest
method. To use this method, the sheets you
are working with must have the same layout.
See the second part of this section to learn
how to consolidate by category.

Consolidate By BT~ =
Position B - el S =
i i i
@ Create a new worksheet st ST e L
that uses the same R T =
layout — including row t.<__0 -
and column headers — P T S 3 L g 0 T S R
as the sheets you want to -, roriet B e i e o
consolidate. - - || ks s b ) o e
@ Open the workbooks that ' '
contain the worksheets - ] . 3 5 [ ——
you want to consolidate. t
© Select the upper-left e e | -
rner of the destination oz il sl St ||l b e
Ic'aonge S AN LT MR AN AN AN R ) ) AN LY A NOn ANE A A
. L] L]
@ Click the Data tab. \ }
©® Click Consolidate. S - ETITE -
The Consolidate dialog ——
box appears. T O NN 71— R R
- - = TELE g
drop-down arrow, and A .
then click the summary vt = (6) .
function you want to use. e~ z @
3 Tem | s - —
@ Click inside the Reference - i e
: - o1 ]
text box. : Lo Vs LB HI:I tl:'l-l o b:; i
i i | —— Ralieass BLIML PTAA BLGSE WU FUM  FRAN
9 Select one of the ranges B P SAae ELTRD  EhiEE Biel  iel  dnaed il
you want to consolidate. e =
© Click Add. i
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[ e ® Excel adds the range to

i o the All References list.

:f;.::"' sk - ( Repeat steps 7to 9 to

éﬁﬂﬁw—‘_‘_ add all of the

= consolidation ranges.
‘"r' : “I S - @ Click OK.

= _*-_ : @ Excel consolidates the
i s | Bh M e e data from the source

0 Mk T T T T T W HAE s Jase Hoae Mooy s 3 -
Bulsnss| AL35) BLIBE BN WLEE BLADH MM ¢ || 0 Gelwwes P TR0 MG GLOGE BMOD MO ranges and dlsplays the

CPalleidy 4 BT S 0N HaS J0 Mma o

Dby PiEAF PRI WA S i

summary in the
destination range.
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P s feb e g ey e i
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AR JideE Baded Jimd S
WS M e 36 ED
MR e e W B

More Options!

If the source data changes, then you probably want to reflect those changes in the
consolidation worksheet. Rather than running the entire consolidation over again, a
much easier solution is to select the Create Links to Source Data check box in the
Consolidate dialog box. This enables you to update the consolidation worksheet by
clicking the Data tab and then clicking Refresh All.

This also means that Excel creates an outline in the consolidation sheet, and you can
use that outline to see the detail from each of the source ranges. See the section
“Create an Outline Automatically” to learn more about outlines in Excel.

-
=



Consolidate Data from Multiple

Worksheets (continued)

If the worksheets that contain the data you
want to summarize do not use the same layout,
you can still perform the consolidation.
However, in this case you need to tell Excel to
consolidate the data by category. This method
consolidates the data by looking for common
row and column labels in each worksheet.

For example, suppose you are consolidating
sales, and Division A sells software, books,

and videos, Division B sells books and

CD-ROMs, and Division C sells books,
software, videos, and CD-ROMs. When you
consolidate this data, Excel looks for the
common data. For instance, Excel would
summarize the software values from
Divisions A and C, the CD-ROM values
from Divisions B and C, and the book values
from all three divisions.

Remember, for this to work, the common data
values must use the same row or column labels.

Consolidate By

Category

@ (Create a new worksheet
for the consolidation.

@ Open the workbooks that
contain the worksheets
you want to consolidate.

Select the upper-left
corner of the destination
range.

- - =
Sd apimad e (A -
=

T

PR

I » B 4_6
Ean T ] i S b
AT - e, p

= & § 1 (] i

EhEE D MW E N
MR ITEN NEN HEE M

Click the Data tab.
Click Consolidate.

0 ©

The Consolidate dialog

box appears.

@ Click the Function
drop-down arrow and
then click the summary
function you want to use.

@ Click inside the Reference
text box.

© Select one of the ranges
you want to consolidate.

Note: Be sure to include the row
and column labels in the range.

@ (dlick Add.
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—— ] ® Excel adds the range to
g - the All References list.
SR SRS @ Repeat steps 7to 9 to
i) add all of the

T:‘EJ_ = au consolidation ranges.
o '-@:;. = @ If you have labels in the

top row of each range,

e click to select Top Row.
| L = Pm Me A W M e I-: :""' -“ :: :—_ @ If you have labels in the
_ --:1:—:-8 e e s samea| Aw fE Am R R left-column row of each
Vel MU DRT NLESE LIS VLW 1AM w range, click to select Left
|, CRaOWy SR AT NLIS MAMM AR BN - . e P o F -
RaEl W A B Wl M U SRR SMED Swi wiionle “." - | Column_
: “ (L] i - . i : 3
| e e : R S ® Click OK.
@ Excel consolidates the
o R R R T data from the source
. B OB RS EEN R R .
i g ranges and displays the
o T summary in the
T | im fm e m Im Ie destination range.
[ R i M O A e
L Wl SEN mE uE e
O v Ca—
Remove It!
If the layout of the source data changes, then you will need to run the consolidation
again.

If you consolidated by position, then before you can re-run the consolidation, you must
first adjust the layout of the consolidation worksheet to match the changes to the
source data. (You do not need to do this if you consolidated by category.)

No matter which consolidation method you used, before you run the consolidation
again, you must delete the existing source ranges. Click the Data tab and then click
Consolidation to display the Consolidate dialog box. For each source range, click the
range in the All References list and then click Delete.



Filter Table

Data

You can analyze table data most efficiently by
filtering the data so that you only view the
table records that you want to work with.

Many Excel tables contain hundreds or even
thousands of records. These large tables are
difficult to work with because it is hard to find
the data you need. Sorting the table can
sometimes help, but with this technique you
still end up working with the entire table. A
better method is to define the data that you
want to work with and then have Excel display
only those records onscreen. This is called

filtering your data and Excel offers a couple of
techniques that get the job done.

The first technique uses filter lists, and it
presents you with a list of check boxes for each
unique value in a field. You filter the data by
selecting the check boxes for the records you
want to see.

The second technique uses guick filters, and it
enables you to specify criteria for a field, such
as only showing those records where the field
value is greater than a specified amount.

Filter with a Filter List T L] ey 9 =EEE
@ (lick inside the table. —— oo 5, 75 Tl o Sy ¢-ex
. 8 .- 4 b | it e
@ Click the Data tab. [ T | oy 0 e
© Click Filter. | T T T - r ' =
| - L] s L] ]
- | 1 . C) N B
® Excel adds drop-down 2 M—E—Jﬁ,;ﬁm——lﬂ ..
arrows to each fleld 1 ksaTH g ey pi=SEEL R S AT L A DT e 101 1 lmimi
4 MNTEN Aol Wit e Valsdurin diki Tl e
. 1 AABLY 'l T v L S b
@ Click the drop-down T R — e
arrow for the field you T i et
. § WD [ O e, 7 ca
want to use as the filter. o e Ly A e
® Excel displays a list of the i ware Rrr——— [u— - -
. . . S W L]
unique values in the field. T e il oo
1 e [ FE. - ] .
i T | mrmar L a1 ~ru
@ Click to select the check BT —— o -~
box for each value you e o s -
want to see. | =
O Click OK. T L e e
® Excel filters the table to = _; i ':W'_; ‘_:;:_a e e
show only those records bt 1 b (R e, B Reee
that have the field values BN E oy
you selected. - =1 e : ¥ : ; 4
. 1 s | rempenmams | . o]y ] wages | ey o] m
©® Excel displays the 11 e sty e i Temwies B fesa  EHE
LN AT ML (R R Coan KN e kam L )
number of records found. oy G Mg R s Lt 5 e T i
T oraasd LTy PSR Sy B e s 92 ki Pucin - B e
® The field's drop-down list e s Ty — -
displays a filter icon. -~ (o T
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R
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Filter with a Quick
Filter

Click inside the table.
@ Click the Data tab.
©® Click Filter.
[ ]

Excel adds drop-down
arrows to each field.

©

Click the drop-down
arrow for the field you
want to use as the filter.

@ Click Number Filters.

Note: If the field is a date field,
dlick Date Filters, instead; if the field
is a text field, click Text Filters.

O Click the filter you want
to use.

The Custom AutoFilter
dialog box appears.

Note: Some quick filters do not
require extra input, so you can skip
the next two steps.

@ Type the value you want
to use, or use the list box
to select a unique value
from the field.

© Click OK.

® Excel filters the table to
show only those records
that have the field values
you selected.

@ Excel displays the
number of records found.

® The field’s drop-down list
displays a filter icon.

© To remove the filter, click
Clear.

©

More Options!

You can create custom quick filters that use two different criteria, and you can filter
records that match both or at least one of the criteria. Follow steps 1 and 2 under “Filter
with a Quick Filter,” and then click Custom Filter. In the dialog box, select the operators
and values you want to use. To match both criteria, click And; to match at least one

criteria, click Or.
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Remove Duplicate

Values from a Table

You can make your Excel tables more accurate
for data analysis by secking out and removing
any duplicate records.

When you need to analyze the data in a table,
that analysis might involve filtering the data or
creating summary formulas that calculate sums,
averages, counts, and so on. For these kinds of
analysis to succeed, the data in the table must
be accurate. One of the main causes of table
inaccuracy is the presence of duplicate records
in the table. Duplicate records throw oft your
calculations by including the same data two or
more times.

To prevent this kind of problem, you should
delete duplicate records from your table.
However, rather than looking for duplicates
manually, you can use the Remove Duplicates
command, which can quickly find and remove
duplicates in even the largest tables.

Before you use the Remove Duplicates
command, you must decide what defines a
duplicate record in your table. That is, does
every field have to be identical, or is it enough
that only certain fields are identical?

@ Click a cell inside the |'£ FLi
table. I

@ Click the Design tab.
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Remove Duplicates

(2 [

| 4= select Al |

E = Unselect All

To delete duplicate values, select one or more columns that contain duplicates.

My data has headers

Columns

Account Mame
Account Number
Invoice Mumber
Invoice Amount
Due Date

[{] Date Paid

Microsoft Office Excel

e
r b
I |
L N

4 duplicate values found and removed; 51 unique values remain.

6

o

The Remove Duplicates
dialog box appears.

Select the check box
beside each field that you
want Excel to check for
duplication values.

Click OK.

Excel deletes any
duplicate records that it
finds.

Excel tells you the
number of duplicate
records that it deleted.

O Click OK.

)

More Options!

If your table has many fields, you may want Excel
to use only one or two of those fields to look for
duplicate records. Rather than deactivating all the
other check boxes manually, first click Unselect
All in the Remove Duplicates dialog box to clear
all the check boxes. You can then click to activate
just the check boxes you want Excel to use.

Reverse It!
If you run the Remove Duplicates
command and then decide you did
not want to delete those records
after all, immediately press Ctrl+Z,
or click the Undo icon in the Quick
Access Toolbar.



Create an Outline

Automatically

You can control a worksheet range display by
creating an outline automatically based on the

worksheet formulas and data.

Like Microsoft Word, Excel also offers
outlines. In a worksheet outline, you can

“collapse” sections of the sheet to display only

summary cells (such as quarterly or regional

totals) or you can “expand” hidden sections to

show the underlying detail.

The casiest way to create an outline is to have
Excel do it for you. Before you do this, you
need to make sure your worksheet is
appropriate for outlining. First, the worksheet

must contain formulas that reference cells or
ranges directly adjacent to the formula cell.
Worksheets with SUM () functions that subtotal
cells above or to the left are particularly good
candidates for outlining.

Second, there must be a consistent pattern to
the direction of the formula references. For
example, a worksheet with formulas that always
reference cells above or to the left can be
outlined. Excel won’t outline a worksheet
with, say, SUM () functions that reference
ranges above and below a formula cell.

Create the Outline

@ Display the worksheet
you want to outline.
(2]

Click the Data tab.
(3]

Click the Group
drop-down arrow.
(4]

Click Auto Outline.

Excel outlines the
worksheet data.

Excel uses level bars to
indicate the grouped
ranges.

Excel displays level
symbols to indicate the
various levels of the
detail that are available
in the outline.
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Use the Outline to

Control the Range

]

Display
::% E-: @ Click a collapse symbol to
i3k hide the range indicated
e by the level bar.
g ® You can also collapse
‘ LR multiple ranges that are
e on the same outline level
e by clicking the
] —' appropriate level symbol.
® Excel collapses the range.
@ Click the expand symbol
to view the range again.
@® You can also show

multiple ranges that
are on the same outline
level by clicking the

Y

appropriate level symbol.

®

=/

Did You Know?

Outlines are most useful for easily
hiding and displaying ranges. However,
one of the big advantages of outlines is
that, once you have hidden some data,
you can work with the visible cells as if
they were a single range. This means
that you can format those cells quickly,
print them, create charts, and so on.

Did You Know?

The level symbols that Excel displays for
outlined data tell you which level each level
bar is on. Click a level symbol to hide or
display all the detail data for that level.
Somewhat confusingly, Excel has set things
up so that lower outline levels have higher
level numbers. A good way to keep things
straight is to remember that the higher the
number, the more detail the level contains.




Enable the Analysis

ToolPak Add-In

You can access a number of powerful statistical
analysis tools by loading the Analysis ToolPak
add-in. The Analysis ToolPak consists of 19
statistical tools, including the following:

Correlation — Returns the correlation
coefficient, which is a measure of the
relationship between two sets of data.
Covariance — Returns the average of the
products of deviations for each data point pair.
Covariance is a measure of the relationship
between two sets of data.

Descriptive Statistics — Generates a report
showing various statistics (such as median,
mode, and standard deviation) for a set of data.
Exponential Smoothing — Returns a
predicted value based on the forecast for

the previous period, adjusted for the error in
that period.

Histogram — Calculates individual and
cumulative frequencies for a range of data and
a set of data bins.

Moving Average — Smoothes a data series by
averaging the series values over a specified
number of preceding periods.

Random Number Generation — Fills a range
with independent random numbers.

Rank and Percentile — Creates a table
containing the ordinal and percentage rank of
cach value in a set.

Regression — Performs a linear regression
analysis that fits a line through a set of values
using the least squares method.
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The Add-Ins dialog box

\

A5 o4 ﬂ appears.
e = O Click to select the
gomm Analysis ToolPak
s check box.
@ Click OK.
e
LG g - e Excel loads the Analysis
T I S a—-» fome  iam - A LA ToolPak add-in.
2 @ ey “T.,' r ™ @n i # LEds e i
g gt e T e e B S @ Click the Data tab.
I © Click Data Analysis to
| & s - .
[— - < > = : - - = , = access the Analysis
' ] —1 ToolPak tools.
1
i
3
i

)

\/l-\pply It!
To use one of the Analysis ToolPak’s
statistical tools, click the Data tab and then
click Data Analysis. In the Data Analysis
dialog box that appears, click the tool you
want to use, and then click OK. Excel
displays a dialog box for the tool. Use the
dialog box to specify the tool settings you
want to use (the controls vary from tool to
tool), and then click OK.

Remove It!

If you no longer need the Analysis
ToolPak, you can disable the add-in to
reduce clutter on the Ribbon’s Data tab
and to save a bit of space on your
computer’s hard drive. Follow steps 1 to
5 to display the Add-Ins dialog box. Click
to deselect the Analysis ToolPak check
box, and then click OK.



Analyzing Data
with PivotTables

"

Tables and external databases can contain
hundreds or even thousands of records.
Analyzing that much data can be a
nightmare without the right kinds of tools.
To help you, Excel offers a powerful data
analysis tool called a PivotTable. This tool
enables you to summarize hundreds of
records in a concise tabular format. You
can then manipulate the layout of — or
pivot — the table to see different views of
your data.

A PivotTable is a powerful data analysis
tool in part because it automatically groups
large amounts of data into smaller, more
manageable categories. Excel also displays
summary calculations for each group. The
default calculation is Sum, which means
that for each group, Excel totals all the
values in some specified field. A PivotTable
also enables you to filter the data to show
just a subset of the data.

In this chapter you learn how to create
PivotTables, edit them, pivot them, format
them, calculate with them, and much more.




Build a PivotTable from an Excel Table

Create a PivotTable from External Data

Refresh PivotTable Data

Add Multiple Fields to the Row or Column Area

Add Multiple Fields to the Data Area

Move a Field to a Different Area

Apply a Report Filter

Apply a PivotTable Quick Style

Change the PivotTable Summary Calculation

Customize the PivotTable Field List

Create a PivotChart from a PivotTable
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If the data you want to cross-tabulate exists as
an Excel table, you can use the Summarize
with PivotTable command to easily build a
PivotTable report based on your data. You
need only specify the location of your source
data and then choose the location of the
resulting PivotTable.

Excel creates an empty PivotTable in a new
worksheet or in the location you specify. Excel
also displays a PivotTable Field List, which
contains four areas with the following labels:
Report Filter, Column Labels, Row Labels,
and Values. To complete the PivotTable, you

must populate some or all of these areas with
one or more fields from your data.

When you add a field to the Row Labels,
Column Labels, or Report Filter area, Excel
extracts the unique values from the field and
displays them in the PivotTable in the row,
column, or page field, respectively. For
example, if you add the Salesperson field to the
Row Labels area, Excel updates the
PivotTable’s row area to display the unique
salesperson names as headings that run down
the leftmost column of the report.

H e le

@ Click a cell within the
table that you want to
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© Click Summarize with - - ST _I
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The Create PivotTable v Pcifae — e
dialog box appears. [T —————
& frwtn tE o owgE
@ Select the New PR - |
Worksheet option. e
) If_you want to placg the e L
PivotTable in an existing T
H Ty Grerer
Iogat_lon, select the i |
Existing Worksheet | (5] i ]|
option and then use the L ]

Location box to select the
worksheet and cell where
you want the PivotTable
to appear.

© Click OK.
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M Crmery - aacrans hiow P @ Excel creates a blank
Bl - — bormsin B ke e vt TR W = Y PivotTable.
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Did You Know?

In the PivotTable Field List, if you click
to select a check box for a text or
date field, Excel adds the field to the
Row Labels area; if you click to select
a check box for a numeric field, Excel
adds the field to the Values area. You
can also right-click a field and then
click the area you want to use.

More Options!

Excel usually displays the numbers in the data
area of the PivotTable without a numeric
format. To fix this, click any cell within the
value field range, click the Options tab, click
Active Field, and then click Field Settings. In the
Value Field Settings dialog box, click Number
Format and then use the Format Cells dialog

box to choose the format you want to use.




You can create a PivotTable using an external
data source, which enables you to build reports
from extremely large datasets and from
relational database systems.

Building your PivotTable directly from an
Excel table or range is convenient, but it has
two major drawbacks. First, Excel offers only
simple row-and-column database management.
Second, Excel worksheets are limited to
1,048,576 rows, so that is the maximum
number of records you can have in a range or
list data source.

To overcome these limitations, you need to
use a relational database management system
(RDBMS) such as Microsoft Access or SQL
Server. With these programs, you can set up a
table, query, or other object that defines the
data you want to work with. In most cases, the
data object can be as complex and as large as
you need. You can then build your PivotTable
based on this external data source.

@ Press Alt+D, and then

PivotTable and PivotChart Wizard - Step 1 of 3

(B o]

press P.

The PivotTable and
PivotChart Wizard - Step
1 of 3 dialog box
appears.

Select the External data
source option.

Select the PivotTable
option.

Click Next.

®

What kind of report do you want to create?
Q—»o PivotTable

Cancel

Where is the data that you want to analyze?
" Microsoft Office Excel list or database

() Multiple consolidation ranges
Another PivotTable report or FivotChart repart

(7) PivotChart report (with PivotTable report)

.e—)[» Next> | [ Ensh |

The PivotTable and

PivotTable and PivotChart Wizard - Step 2 of 3

(7 ]

PivotChart Wizard - Step

(6]
7]

2 of 3 dialog box
appears.

Click Get Data.

The Choose Data Source
dialog box appears.

Click the data source you
want to use.

Click OK.
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Where iz your external data stored?
No data fields have been retrieved.

To use an Office Data Connection {.odc) file, dick Cancel, and then dick
Exigting Connections in the Get External Data group on the Data tab.

’ Cancel ]’ < Back

Choose Data Source

Databases ] Queries] aLap Cubes]

[<New Data Source>
dBASE Files®

Cancel
Browse. ..
Options...

Delete

Il g

o)

¥ Use the Queny Wizard to create/edit queries
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Select Database

=)

The Select Database dialog

Directories:

Database Name

box appears.

(10)

OK -

Cancel
4w

[~ Read Only
[ Bxclusive

Northwind accdb

chusers'paul'documents

= Users
= Paul

£ Budget
3 My Data Source —

_.:.J Networlk...

Drives:

]Ec:

List Files of Type:

|Ac:ce55 Diatabases 1‘_mu_:J

Click the folder that
contains the database.

Click the database.
Click OK.

©

®0

Query Wizard - Choose Columns

The Query Wizard - Choose

Wwhat columng of data da you want ta include in your quen’?
Available tables and colurmng:
Cur

CategoryM ame
Cuantity
Digcounted Total

Customers and Suppliers by City

Custamers M ail Merge Queny
& Custamers Wdha Placed Nedars in .l T
< 1 | [

Prewview of data in selected column:

|
=)

Options... |

Columns dialog box
appears.

Click the table or column
you want to use as the
source data for your
PivotTable.

Click the > button.

The table’s fields appear
in this list.

@® Click Next.

Ll

@

Try This!

To create a data source, click the Data tab,
click From Other Sources, and then click
From Microsoft Query. In the Choose Data
Source dialog box, click New Data Source.
Click to deselect the Use the Query
Wizard to Create/Edit Queries check box,
and then click OK. In the Create New Data
Source dialog box, type a name for your
data source, select the database driver
that your data source requires, and then
click Connect.

More Options!

You can reduce the size of the new
PivotTable by including only those fields
that you need to use. In the Query Wizard -
Choose Columns dialog box, each table has
a plus sign (+). Click a table's plus sign to
display a list of that object’s fields, or
columns, as the Query Wizard calls them.
You can then click a field and click the >
button to add it to the list of fields to be
used with your PivotTable.

-
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The Choose Data Source dialog box and the
various Query Wizard dialog boxes are not part
of Excel. Instead, they are components of a
program called Microsoft Query. You can use
this program to work with external data.

This section assumes that you have already
defined the appropriate data source, and that
you do not want to work with Microsoft
Query directly. Note, too, that steps 14 and 15
skip over the Query Wizard dialog boxes that
enable you to filter and sort the external data,

The other assumption made in this section is
that you do not want the external data to be
imported to Excel. Rather, in this section, the
external data resides only in the new
PivotTable’s pivot cache; you do not see the
actual data in your workbook. However, you
can still easily refresh and rebuild your
PivotTable, just like you can with a report
based on a local range or list.

because this is not usually pertinent for a
PivotTable report.

The Query Wizard - Filter Dpaey Vitzand - Piter Data [
Data dialog box appears. T
s dhata | ey which rows |o rchicks I Joir qusy.
1 ] eyl wank o ke tha dale, chck Hest.
@ Click Next. ehianimtii s i
T I . =] L =
e e Tet I ol =
= r
I =k =l
8| &#—* Meex | Cacel |
The Query Wizard - Sort Esery Wizard - Sort Ovder =]
Order dialog box R
appears. 1 youd oyt vrerk ' e Hen chata, clich Hesd.
@ Click Next. Son by - .
[ -] -
| o
| o
|
]| @M—ﬂ» Moty | Coedd |
The Query Wizard - Quuery Wizard - Finizh -]
Finish dialog box
whal woulkd you loe b da nest?
appears.
[Fiburn st b bziach Easal Gt Quasy
(O Select the Return Data to i
Microsoft Excel option.
@ Click Finish.
]| chck | Fen | cecw
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Important!

The most common drawback to using an
external data source is that you often have
no control over the actual external file. For
example, if you attempt to refresh the
PivotTable, Excel may display an error
message. If you suspect the problem is a
change to the database login data, click OK
to display the Login dialog box and find
out the new login name and password

from the database administrator.

Important!

If you receive an error when you attempt
to refresh a PivotTable based on external
data, the problem may also be that the
database file has been moved or
renamed. Click OK in the error message,
and then click Database in the Login
dialog box. You can then use the Select
Database dialog box to find and select the
database file.



You can ensure that the data analysis
represented by the PivotTable remains up to
date by refreshing the PivotTable.

Whether your PivotTable is based on financial
results, survey responses, or a database of
collectibles such as books or DVDs, the
underlying data is probably not static. That is,
the data changes over time as new results come
in, new surveys are undertaken, and new items
are added to the collection. You will need to
refresh the PivotTable to ensure that it is
current.

Excel offers two methods for refreshing a
PivotTable: manual and automatic. A manual
refresh is one that you perform yourself,
usually when you know that the source data
has changed, or if you simply want to be sure
that the latest data is reflected in your
PivotTable report. An automatic refresh is one
that Excel handles for you. For PivotTables
based on Excel ranges or tables, you can tell
Excel to refresh a PivotTable every time you
open the workbook that contains the report.

Refresh Data Manually

'TED T+ Retasa Lt =
© Click any cell inside the = e =0 T
PivotTable. o it 20 et etk 3 e e
@ Click the Options tab. — i = A
@ Click Refresh. I a . : " —— o
H St
|5 - Bl
Xﬁu ;an also press P | e s e e
: 4 o e
. i woen  mens  psane s S
® To update every s e woam e wem |
PivotTable in the current e B WeTM. Mk e
workbook, dlick the T W N W AT m———
Refresh drop-down arrow Ty — P T Wa  ahair e
and then dlick Refresh All. U — T ——— S S,
|
You can also update all il'., - R e B
PivotTables by pressing =
Ctrl+Alt+F5. T (Fry e
Excel updates the R 3 S T
PivotTable data. ot joy T e e e e
Refresh Data A e i ames
Automatically S " ; " e —
o S | i
@ (lick any cell inside the [T ————— s
PivotTable. e — g v e e
. . . Lo an risals Hurr A :
@ Click the Options tab. et MW A ML e o e
| 8 oty FETE i W TR T
@ Click PivotTable. = ey i rreepr iy
. . | 11 vwvarieg Lt ] PR L U R T T:'::'"-:'w‘
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PivotTable Options. e e T e e e N z
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The PivotTable Options
dialog box appears.

@ Click the Data tab.

O Click to select the Refresh
Data When Opening the
File option.

@ Click OK.

Excel applies the refresh
options.

=

More Options!

If your PivotTable is based on external data,
you can set up a schedule that automatically
refreshes the PivotTable at a specified interval.
Click any cell inside the PivotTable, click the
Options tab, click the Refresh drop-down arrow,
and then click Connection Properties. Select the
Refresh Every check box, and then use the spin
box to specify the refresh interval, in minutes.

Caution!

If you set up an automatic refresh,
you might prefer not to have the
source data updated too frequently.
Depending on where the data
resides and how much data you are
working with, the refresh could take
some time, which may slow down

the rest of your work.



Excel enables you to add multiple fields to the  according to the Advertisement in which the
PivotTable’s row or column area. This is a very  customer reported seeing the campaign (the

powerful technique because it allows you to column field). You might also be interested in
perform further analysis of your data by seeing, for each product, the breakdown in
viewing the data in an entirely new way. sales for each promotion. You can do that by

Adding multiple fields to the row and column ~ adding the Promotion ficld to the row area, as
areas enables you to break down your data for ~ you see in the example used in this section.
further analysis. For example, suppose you are You can use cither of the techniques in this
analyzing the results of a sales campaign that section to add multiple fields to the row area;
ran different promotions in several types of you can use the technique on the following
advertisements. A basic PivotTable might show  page to add multiple fields to the column area.
you the sales for each Product (the row field)

Add a Field to the Row Edar - e e CoEm
Area o R el o Bt i 57 e o
. e A e e e (m
@ (Click a cell within the PTG el AP ek Poas B s e
PivotTable. ievien re et 3 mate A pere IF,
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1 [RESp ..-Il
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i GEwtam i 1] - w :'_.__
e L) e iy - D i
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' Gl 1211 Rl ) A il
T g S r———
':E =" '_1-5-..-:
:: i i T i
L S - gy
*_: .. Eyetirans Tl LI, Mo e Tl T4 38 -_LI:E_‘.‘ .__I"""_'_- —
@ Select the check box of [ g 7 ] I — e —
the text or date field you L o i B
Want tO add I; E’— BRI Wl LR T :;‘-:'
© Excel adds a button for : e ok “'*,Q_»L
the field to the Row rwerme r:
. | Ll ] id i i
Labels list. - _— e o C R —_——
® Exceladdsthefieldtothe [ Gaies wow —
PivotTable’s row area. C e v W R
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3 P, = Add a Field to the Row
—— o or Column Area
' - ma | - @ Click a cell within the
o ot mome omz e D PivotTable.
r— A S ——— @ In the PivotTable Field
‘;';':‘ﬁ“;_ List, click and drag the
o g field you want to add and
¥

drop the field in either the
Row Labels section or the

TR LTS e Column Labels section.
- g -
T I e ™ @ Excel adds the field to the
by " PivotTable.
N ol By Bl Vo] - .-'-:.;-
| _-II i i =l <('—'_I——.
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Try This!
After you add a second field to the row or column

More Options!
Excel does not restrict you to

area, you can change the field positions to change
the PivotTable view. In the PivotTable Field List, use
the Row Labels or Column Labels list to click and
drag the button of the field you want to move and
then drop the field above or below an existing field
button.

just two fields in the row or
column area. Depending on
your data analysis requirements,
you are free to add three, four,
or more fields to the row area
or the column area.



Excel enables you to add multiple fields to the
PivotTable’s data area, which enhances your
analysis by enabling you to see multiple

summaries at one time.

For example, suppose you are analyzing the
results of a sales campaign that ran different
promotions in several types of advertisements.
A basic PivotTable might show you the sum of
the Quantity sold (the data field) for each

Advertisement in which the customer reported
seeing the campaign (the column field). You
might also be interested in seeing, for each

product and advertisement, the net dollar

Product (the row field) according to the

Add a Field to the Data
Area with a Check Box

@ (Click a cell within the
PivotTable.

@ Select the check box of
the field you want to add
to the data area.

® Excel adds a button for
the field to the Values list.

@ Excel adds the field to the
PivotTable's data area.

o

amount sold. You can do that by adding the
Net $ field to the data area, as you see in the
example used in this section. You can use
cither of the techniques in this section to add
multiple fields to the data area.
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Add a Field to the Data

Area by Dragging

@ (Click a cell within the
PivotTable.

@ In the PivotTable Field
List, click and drag the
field you want to add and
drop the field in the
Values section.

® Excel adds the field to the
PivotTable.

@

Did You Know?

When you add a second field to the data area, Excel moves
the labels — for example, Sum of Quantity and Sum of Net
$ — into the column area for easier reference. This is also
reflected in the addition of a Values button in the Column
Labels section of the PivotTable Field List. This enables you
to pivot the values within the report. For more information,
see the section, “Move a Field to a Different Area.”

More Options!

Excel does not restrict
you to just two fields in
the data area. You are
free to add three, four,
or more data fields to
enhance your analysis of
the data.



You can move a PivotTable’s fields from one
area of the PivotTable to another. This enables
you to view your data from different
perspectives, which can greatly enhance the
analysis of the data.

Moving a field within a PivotTable is called
pivoting the data. The most common way to
pivot the data is to move fields between the
row and column areas. If your PivotTable
contains just a single non-data field, moving
the field between the row and column areas
changes the orientation of the PivotTable

between horizontal (column area) and vertical
(row area). If your PivotTable contains fields in
both the row and column areas, pivoting one
of those fields to the other area creates
multiple fields in that area.

You can also pivot data by moving a row or
column field to the page area, and a page field
to the row or column area. This is a useful
technique when you want to turn one of your
existing row or column fields into a filter. For
more information, see the next section, “Apply
a Report Filter.”
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Move a Row or Column

Field to the Page Area

@ (Click a cell within the
PivotTable.

@ (lick and drag a row field
button and drop it within
the PivotTable’s Report
Filter area.

® Excel moves the field to
the page area.

You can also drag a field
button from the Column
Labels area and drop it
within the Report Filter
area.

Did You Know?

You can also move any row, column, or page area field to the PivotTable’s data area.
This may seem strange because row, column, and page fields are almost always text
values, and the default data area calculation is Sum. How can you sum text values? You
cannot, of course. Instead, the default PivotTable summary calculation for text values is

Count.

So, for example, if you drag the Category field and drop it inside the data area, Excel
creates a second data field named Count of Category. To learn more about working with
multiple data area fields, see the section, “Add Multiple Fields to the Data Area.”



You can focus in on a specific item from one of
the source data fields by taking advantage of
the PivotTable’s report filter.

By default, each PivotTable report displays a
summary for all the records in your source
data. This is usually what you want to see.
However, there may be situations in which you
need to focus more closely on some aspect of
the data.

For example, suppose you are dealing with a
PivotTable that summarizes data from
thousands of customer invoices over some

period of time. A basic PivotTable may tell you
the total amount sold for each product that
you carry. However, what if you want to see
the total amount sold for each product in a
specific country? If the Product field is in the
PivotTable’s row area, then you can add the
Country field to the column area. However,
there may be dozens of countries, so that is
not an efficient solution. Instead, you can add
the Country field to the report filter. You can
then tell Excel to display the total sold for each
product for the specific country that you are
interested in.

Filter the PivotTable ; A
@ Click the report filter
drop-down list box. 0

Excel displays a list of the
report filter items. I
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@ (lick the report filter item
you want to view.

©® If you want to display
data for two or more
report filter items, select
the Select Multiple ltems
option and then repeat
step 2 to select the other
items.

@ Click OK. B
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- b Pt A 5 Excel filters the PivotTable
o R 5% to show only the data for
ot e e e e the item you selected.
P mees — @ Excel displays the filter
nese cn s P R icon to indicate that the
e e e PivotTable is filtered.
i " 7
Sj— = e e
B e L =] P l‘:—’TI'.- —
o o
" AL s fau W TR .
i N mmpr— o
Y e A L ()
A wirde Tets HER
R T PO *1 e oo
I TN — ]
= A== - Remove the RePOI’t
- Ly ..-4—0 ‘ e S . e a3 * Filter
T 134—9‘_ . _--m:“' @ Click the report filter
;;'-: | = ' % drop-down list box.
| - - Excel displays a list of the
| p— san report filter items.
) ————— @ Click Al
oty - s ©® Click OK.
e Ve e HE
Sty s i e Note: You can also click the Options
4 b i m— tab, click Clear, and then click Clear
. o 7 it 3 Filters.
== = Excel adjusts the
PivotTable to show the
data for all the items in
the report filter.
More Options! Important!

You can add multiple fields to the report filter
by dragging two or more fields to the Report
Filter section of the PivotTable Field List. This
enables you to apply multiple filters to the
data. For example, you could add the Country
field and the Salesperson field to the report
filter to see each person’s sales by country.
To do this, you would use the steps shown in
this section to choose an item in each report
filter list.

When you filter your PivotTables
using multiple fields in the report
filter, be aware that not all
combinations of items from the
fields will produce PivotTable results.
For example, a particular salesperson
may not have sold any products to
customers in a specific country, so
combining those filters produces a
PivotTable without any data.

173



You can greatly reduce the time you spend
formatting your PivotTables if you apply a
Quick Style.

A Quick Style is a collection of formatting
options — fonts, borders, and background
colors — that Excel defines for different areas
of'a PivotTable. For example, a Quick Style
might use bold, white text on a black
background for labels and grand totals, and
white text on a dark blue background for items
and data. Defining all these formats manually
might take a while. But with Quick Styles, you

choose the one you want to use for the whole
PivotTable, and Excel applies the individual
formatting options automatically.

Excel defines more than 80 Quick Styles,
divided into three categories: Light, Medium,
and Dark. The Light category includes Pivot
Style Light 16, the default formatting applied
to PivotTable reports that you create, and
None, which removes all formatting from the

PivotTable. You can also create your own
PivotTable Quick Style format.

@ Click any cell within the
PivotTable you want to
format.

@ Click the Design tab.
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pointer over a style, Excel

J: .u.l-.-lh

"
i . .

Fem e ¥ temporarily formats the PivotTable
- .
0 - Bl et . .

) Faam g @ Click the Quick Style you
= it LMW

A O EALRELEE want to apply
B e Cataban Bl ELaRLil

8 Vapaest P [T T T

19 Wt b Hena B

11 Siminiy Dimielis: LI BT SRR N

1 ke g T T P T

L} Sowven Bakgnes Hiaa FTENTAT

b el Tl Hrdaaee jzaafrad

L]

"

it

m

= g ey St "

nay 1)

: : g B - @® Excel applies the Quick

| ey L *. \

¥ L - il Style_

g -
A i i o F'wl vy
| TMIMEF FEEmB  ERIRE TR & farsr
| dhed Db LA BLOELE ML BLENE RIS J—
e WUNLE  MUWLN DA GELELS RILRNLN -
I e L (ST N TS framal  Ldses LAl Dudlie el
T e SRR TG A AN LR R e e hh e
i oy Bhisas  ELEME EEEE AR ML i

15wy Sy LA AN AN M B ebis ¥ Sl

11 g g e T 1T T T T e T Lo Binlely  *

T i P — SEIEAS  SESELAF  JLLBEEE ASTEIY DA Fekas

i K ok TR LI MR sl e

I o i ma

L v bl =

! 1 et e

-4 =L PR e R S Y t

L " | e Bt i b

Customize It!

You may find that none of the predefined PivotTable Quick Styles give you the exact
look that you want. In that case, you can define that look yourself by creating your own
custom PivotTable Quick Style.

There are 25 separate PivotTable elements that you can format. These elements include
the entire table, the page field labels and values, the first column, the header row, the
Grand Total row, and the Grand Total column.

Click the Design tab, click the drop-down arrow to display the PivotTable Styles gallery,
and then click New PivotTable Style. In the New PivotTable Quick Style dialog box, type
a name for your custom Quick Style. For each element you want to format, click the
element, click Format, use the Format Cells dialog box to select the formatting you want
to use, and then click OK.
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If your data analysis requires a calculation

other than Sum (for numeric data) or Count

(for text), you can configure the data field to

use any one of the nine other summary

calculations that are built into Excel:

® Average — Calculates the mean value in a
numeric field.

® Max — Displays the largest value in a numeric
field.

® Min — Displays the smallest value in a numeric
field.

® Product — Multiplies the values in a numeric
field.

Count Nums — Displays the total number of
numeric values in the source field.

StdDev — Calculates the standard deviation of
a population sample, which tells you how much
the values in the source field vary with respect
to the average.

StdDevp — Calculates the standard deviation
when the values in the data field represent the
entire population.

Var — Calculates the variance of a population
sample, which is the square of the standard
deviation.

Varp — Calculates the variance when the values
in the data field represent the entire population.
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The Value Field Settings
dialog box appears with
the Summarize Values By
tab displayed.

@ Click the summary
calculation you want
to use.

@ Click OK.

You may find that the PivotTable results
do not look correct. In that case, check
the summary calculation that Excel has
applied to the field to see if it is using
Count instead of Sum. If the data field
includes one or more text cells or one
or more blank cells, Excel defaults to
the Count summary function instead

of Sum.

A = ® Excel recalculates the
1 |Country PivotTable results.

21

3 |companyName ® Excel renames the data
4 |Alfreds Futterkiste 0o field label to reflect the
5 l&na Tru|illo §mparedados y helados 5340,00 new summary

& [Antanio Mareno Taguens aan.00 calculation.

7 |Argund the Ham $1.050.00

& |Berglunds snabbkép 53.557.25

L Blauer Lee DElikatessen 204 00

10 |Blondel pére et fiis 5L379.00

11 Bélido Comidas preparadas S1.856.85

12 |on app’ 41 800,00

11 |Batiam-Dallar Alaskais 51, 700.00

14 |B's Beverages $720.00

_Z!_‘h \Cactus Comidas para llevar 8650

15 |Chop-susy Chinsss §1,520.00

Jf_ihﬂ‘ltftlﬁlﬁll'tlm 312,00

18 |Consolidated Holdings S:78.00

13 Die Wandernds Kuh 1. 280.00
20 [Drachenbiut Delikatessen ) o — v

H 4 ¢ W | PT-Customer Drcler Tobals o~ Susphers gndi| 4

Eeagy | T m

Important! More Options!

When you add a second field to the row or
column area, Excel displays a subtotal for
each item in the outer field. To change the
subtotal summary calculation, click any cell
in the outer field, click the Options tab, click
Active Field, and then click Field Settings.
Select the Custom option, and then click the
summary calculation you want to use for the
subtotals. Click OK.
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You can customize the layout of the

PivotTable Field List to suit the way you work.

By default, the PivotTable Field List pane is
divided into two sections: the Fields Section
lists the available fields and appears at the top
of the pane, and the Areas Section lists the
PivotTable areas and appears at the bottom of
the pane.

However, you can customize this layout. For
example, you can choose the Field Section and
Areas Section Side-By-Side option, which puts
the Fields Section on the left and the Areas

Section on the right. This is useful if your
source data comes with a large number of fields.
Excel also offers the Fields Section Only
option, which is useful if you add fields to the
PivotTable by right-clicking the field name and
then clicking the area to which you want the
field to be added.

Excel also offers two Areas Section Only
options, which are useful if you have finished
adding fields to the PivotTable and you want
to concentrate on moving fields between the
areas and filtering the fields.
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You can create a PivotChart directly from an
existing PivotTable. This saves times because
you do not have to configure the layout of the
PivotChart or any other options.

A PivotChart is a graphical representation of
the values in a PivotTable report. However, a
PivotChart goes far beyond a regular chart
because a PivotChart comes with many of the
same capabilities as a PivotTable. These

Chapter 6

capabilities include hiding items, filtering data
using the report filter, refreshing the
PivotChart to account for changes in the
underlying data, and more. Also, if you move
fields from one area of the PivotTable to
another, the PivotChart changes accordingly.
You also have access to most of the regular
charting capabilities in Excel, which makes
PivotCharts a powerful addition to your data
analysis toolkit.
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into Excel

Impol?t_ing Data

A vast amount of data exists in the world,
and most of it resides in some kind of
non-workbook format. Some data exists

in simple text files, perhaps as comma-
separated lists of items. Other data resides
in tables, either in Word documents or,
more likely, in Access databases. There is
also an increasing amount of data that
resides in Web pages and in XML files.

By definition, all this data is not directly
available to you in Excel. However, Excel
offers a number of tools that enable you to
import external data into the program.

Depending on your needs and on the type
of data, you can either import the data
directly into a PivotTable report, or store
the data on a worksheet. In most cases,
Excel also enables you to refresh the data
so that you are always working with the
most up-to-date version of the data.

Excel can access a wide variety of external
data types. However, this chapter focuses
on the six most common types: data source
files, Access tables, Word tables, text files,
Web pages, and XML files.



Understanding External Data

Import Data from a Data Source

Import Data from an Access Table

Import Data from a Word Table
Import Data from a Text File

Import Data from a Web Page

Import Data from an XML File

Refresh Imported Data

Separate Cell Text into Columns
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Understanding

External Data

External data is data that resides outside of
Excel in a file, database, server, or Web site.
You can import external data directly into an
Excel PivotTable or worksheet for additional
types of data analysis.

Before you learn the specifics of importing
external data into your Excel workbooks, you
need to understand the various types of
external data that you are likely to encounter.
For the vast majority of applications, external
data comes in one of the following six formats:

data sources, Access tables, Word tables, text
files, Web pages, and XML files.

You also need to understand how you access
external data. This means understanding where
external data resides — such as in a file located
on your computer, in a file located on your
network, on a network server, on a Web page,
or on a Web server — and how you access that
data, for example, with a username and
password.

Data Source File

In Chapter 8, you learn about Open Database
Connectivity (ODBC) data sources, which give
you access to data residing in databases such
as Access and dBase, or on servers such as
SQL Server and Oracle. However, there are
many other data-source types that connect to
specific objects in a data source. For more
information, see the section, “Import Data
from a Data Source.”

Access Table

Microsoft Access is the Office suite’s relational
database management system, and so it is
often used to store and manage the bulk of
the data used by a person, team, department,
or company. For more information, see the
section, “Import Data from an Access Table.”

Word Table

Some simple data is often stored in a table
embedded in a Word document. You can
only perform so much analysis on that data
within Word, and so it is often useful to
import the data from the Word table into an
Excel worksheet. For more information, see
the section, “Import Data from a Word Table.”

\= = = = - - oo

Text File

Text files often contain useful data. If that
data is formatted properly — for example,
where each line has the same number of
items, all separated by spaces, commas, or
tabs — then it is possible to import that data
into Excel for further analysis. For more
information, see the section, “Import Data
from a Text File.”
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Chapter 7: Importing Data into Excel

Web Page

People and companies often store useful data
on Web pages that reside either on the
Internet or on company intranets. This data is
often a combination of text and tables, but
you cannot analyze Web-based data in any
meaningful way in your Web browser.
Fortunately, Excel enables you to create a Web
query that lets you import text and tables from
a Web page. For more information, see the
section, “Import Data from a Web Page.”

] <question>
Who was the forty-second
president of the U.S.A.?
</question>
P <answer>

‘William Jefferson Clinton

XML

XML — Extensible Markup Language — is
redefining how data is stored. This is reflected
in the large number of tools that Excel now
has for dealing with XML data, particularly
tools for importing XML data into Excel. For
more information, see the section, “Import
Data from an XML File.”

Access to External Data

To use external data, you must have access to
it. This usually means knowing at least one of
the following: the location of the data or the
login information required to authorize your
use of the data.

Location

To access external data, you must at least
know where it is located. Here are the most
common possibilities: in a file on your
computer; in a file on your network; on a
network server, particularly as part of a large,
server-based database management system,
such as SQL Server or Oracle; on a Web page;
and on a Web server.

Login

Knowing where the data is located is probably
all that you require if you are dealing with a
local file or database or, usually, a Web page.
However, after you start accessing data
remotely — on a network, database server, or
Web server — you will also require
authorization to secure that access. See the
administrator of the resource to obtain a
username or login ID as well as a password.

User Name

Password

A




Import Data from

a Data Source

You can quickly import data into just about
any format by importing the data from a
defined data source file.

In this section, you will learn how to import
data from a data connection file. This is a data
source that connects you to a wide variety of
data, including ODBC, SQL Server, SQL
Server OLAP Services, Oracle, and Web-based
data retrieval services. You can also read the
Tip to learn how to create a data connection

file.

When you import the data source, you can
choose to import the data to an Excel table,
directly to a PivotTable, or to both a
PivotChart and a PivotTable. You can also
import the data to an existing worksheet or to
a new worksheet.

Sk
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Click the Data tab.
Click Get External Data.

Click Existing
Connections.
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The Existing Connections
dialog box appears.

Click the data source you
want to import.

Click Open.
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The Import Data dialog

s ) box appears.

i, e @ Click to select the Table
option.

© |If you want to import the
data directly into a

S _'3....,.4_.;' PivotTable, you can select
the PivotTable Report
option, instead.

@ Select the Existing

i Worksheet option.
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Try This!

To create your own data connection (.odc) file, click the Data tab, click Get External
Data, click From Other Sources, and then click From Data Connection Wizard. Click the
data source you want and then click Next.

The next steps depend on the data source. For example, for Microsoft SQL Server or
Oracle, you specify the server name or address and your server login data; similarly, for
ODBC DSN (Database Source Name), you choose the ODBC data source, specify the
location of the file, and select the table or query you want to connect to.

When you get to the Import Data dialog box, click OK to import the data or click Cancel
if you just want to create the data source file for now.
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Import Data from

an Access Table

If you want to use Excel to analyze data from a
table within an Access database, you can
import the table to an Excel worksheet.

In Chapter 8, you learn how to use Microsoft
Query to create a database query to extract
records from a database, to filter and sort the
records, and then to return the results to
Excel. In Chapter 8 you also learn that you can
create a database query for any ODBC data
source, including an Access database.

However, Excel gives you an easier way to do
this: you can import the table directly from the
Access database. To make this technique even
casier, Excel automatically creates a data
connection file for the database and table that
you import. Therefore, you can import the
same table in the future simply by opening the
data connection file.

Note, too, that you can also use the steps in
this section to import data from any query that
is already defined in the Access database.

@ Click the Data tab. R = '--m-n ﬂ' ==
@ Click Get External Data. JM_. 4 ; B R
@ Click From Access. [ v R TR T
Pom hes l1.: [— |’|- |-|.-J,. al t f G L] | 1 -__-%
The Select Data Source (== ==
dialog box appears. - = 4_6.. -
@ Open the folder that | G- B = m e |
contains the Access sl Doxuenents ey
database. Bl S———
@ Click the Access database : Ve
fle. Mooy | L Ll
O Click Open. g g S ey [— Fra—
Note: If another user has the — g E:’ !
database open, you may see the S T 4—6
Data Link Properfies dialog box. If 1 Compere 3
so, make sure the login information i
is correct and then click Test gt Sy -
Connection until you are able to mm—————
S e B [ e
connect successfully. Then click OK. :
The Select Table dialog T =
box appears. ey B
@ Click the table or query . E,_.;._.,<_0 :HE‘:"EE:’":::
you want to import. B crew e Do vhomsiode. e i
. ] T P T, F T
© Click OK. B s s, s
. = Q 1 1;_'_
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The Import Data dialog
box appears.

Select the Table option.

If you want to import the
data directly into a
PivotTable, you can select
the PivotTable Report
option, instead.

Select the Existing
Worksheet option.

Click the cell where you
want the imported data
to appear.

If you want the data to
appear in a new sheet,
you can select the New
Worksheet option,
instead.

Click OK.

Excel imports the data to
the worksheet.

©
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More Options!

If the Access database requires a login password, you may need to type the password
again when you refresh the imported data. To avoid this extra step, tell Excel to save the
database password along with the external data. If you have the Import Data dialog box
onscreen, click the Properties button; if you have already imported the data, click the
Data tab, click the Refresh All drop-down arrow, and then click Connection Properties. In
the Connection Properties dialog box, click the Definition tab, click to select the Save
Password check box, and then click OK.



Import Data from

a Word Table

You can improve your analysis of Word table as SUM and AVERAGE, and operators such as

data by importing the table into an Excel addition (+), multiplication (*), and greater
worksheet. than (>), to build formulas that calculate
Word tables are collections of rows, columns, results based on the table data.

and cells, which means they look something However, even the most powerful Word field
like Excel ranges. Moreover, you can insert formula cannot perform the functions that are
fields into Word table cells to perform available to you in Excel, which offers much
calculations. In fact, Word fields support cell more sophisticated data analysis tools.
references such as B1 — the cell in the second ~ Therefore, to analyze your Word table data
column and first row of the table — and you properly, you should import the table into an
can use cell references, built-in functions such Excel worksheet.

@ Launch Microsoft Word (1)
and open the document il i = 4_9 E—

h [ 5= e i G S B S B . &
that contains the table. == M S w8 s 833 g TR e
@ Click a cell inside the 8 i [ -'“";-B—h- dee e, A |
table you want to import. = TnTu - - X m'l: e
© Click the Layout tab. : s = |
@ Click Select.
© Click Select Table. 4
©® You can also select the . :
table by clicking the table P | 2o saasie -
selection handle. — . =
O Click the Home tab. e 0 R s |
o C||Ck Copy "-: N ETIL LAl | §F BT b Sl el P ::T
You can also press T I R R T T
Cirl+C. 2010 Budget Expense Items {
. T e R e
Word copies the table to | M W LW lm lm lm M lm LW lm am im im
the Clipboard. = I GE LR UE L Im e L e w
M B nRe e M MM WS AR WMe uMs AR Mae i -
B s L L] - - - = L - - L. - :
:.,. ) — i3 5 Eog s e w :
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e I 4;@ I @ Switch to the Excel

= A TR workbook into which you
A T T = - R BT s want to import the table.
b DO ER A b o WA e e, (. Ak .
© Click the cell where you
i Y o B T o 2138 R T want the table to appear.
@ Click the Home tab.
@ Click Paste.
You can also press
. Ctrl+V.
B e '
e | FER
ETTeT =g — Excel pastes the Word
e P e N EEIT LA table data.
= e oA EERER S VR WA i - ok fma
| &l - L
s bt 8 L L e |
§ o G, W e - LLLY - L] Lic ] L] 4 - - L
m e L [E | imm L ra L. LY L . Ly
(] (L] [s ] i . [s ] i - L ] o e i [E..]
o | i LI T i M e T T BT 5™
o - - .- L1 L L] - r. ria L . i
Py W nmn - L] i um Y] wia Ll LY LY
(] o - - L] L L] - - L] ] L]
i R :

\
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Important!

The problem with this copy-and-paste method is that there is no connection between
the data in Word and the data in Excel. If you make changes to one set of data, those
changes are not automatically reflected in the other set of data.

A better approach is to shift the data’s container application from Word to Excel. That is,
after you paste the table data into Excel, copy the Excel range, switch to Word, click the
Home tab, click the Paste drop-down arrow, and then click Paste Special. In the Paste
Special dialog box, click HTML Format in the As list, select the Paste Link option, and
then click OK. The resulting table is linked to the Excel data, which means that any
changes you make to the data in Excel automatically appear in the Word table. Note,
howlever, that if you change the data in Word, you cannot update the original data in
Excel.

©



Import Data from

a Text File

You can analyze the data contained in certain
text files by using the Text Import Wizard to
import some or all of the data into an Excel
worksheet. However, you can only import a
text file into Excel if the file uses cither a

delimited or fixed-width format.

A delimited format is a text structure in which
cach item on a line of text is separated by a
character, called a delimiter. The most
common text delimiter is the comma (,). Excel

A fixed-width format is a text structure in
which each item on a line of text uses up a set
amount of space and these widths are the same
on every line of text. For example, the first
item on every line might use 5 characters, the

second item on every line might use 15

imports a delimited text file by placing each
line of text on a separate row and each item
between the delimiter in a separate cell.

characters, and so on. Excel imports a
fixed-width text file by placing each line of
text on a separate row and each fixed-width
item in a separate cell.

Start the Text Import
Wizard

@ (Click the cell where you
want the imported data
to appear.

@ Click the Data tab.
© Click Get External Data.
@ Click From Text.

The Import Text File
dialog box appears.

Open the folder that
contains the text file.

Click the text file.
Click Import.

The Text Import Wizard -
Step 1 of 3 dialog box
appears.

®

6]
7]

Note: For delimited text, continue
with Import Delimited Data; for
fixed-width text, skip to Import
Fixed-Width Data.
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Import Delimited Data

@ Select the Delimited
option.

@ Use the Start Import at
Row spin box to set the
first row you want to
import.

©® Click Next.

The Text Import Wizard -
Step 2 of 3 dialog box
appears.

@ (lick to select the check
box beside the delimiter
character that your text
data uses.

® If you choose the correct
delimiter, the data appears
in separate columns.

@ Click Next.

The Text Import Wizard -
Step 3 of 3 dialog box
appears.

Note: To complete this section,
follow the steps under “Finish the
Text Import Wizard.”

)

More Options!

It is common for text files to include a title or one or more lines of explanatory text at
the top of the document. In this case, you probably do not want to import this

introductory text into Excel. The exception to this would be if the text file has a line of
column headings. In that case, you should import the headings so that Excel includes

them at the top of the range of imported data.

To skip text at the beginning of the text file, use the Start Import at Row spin box in the
Text Import Wizard — Step 1 of 3 dialog box. Set the value of this control to the row
number where the data starts. For example, if you have four lines of introductory text

that you want to skip over, set the spin box value to 5.

-
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Import Data from a

Text File (continued)

If you are importing data that uses the
fixed-width structure, then you need to tell
Excel where the separation between each field
occurs.

In a fixed-width text file, each column of data
is a constant width. The Text Import Wizard is
usually quite good at determining the width of
cach column of data, and in most cases the
wizard automatically sets up column break lines,
which are vertical lines that separate one field
from the next. However, titles or introductory

text at the beginning of the file can impair the
wizard’s calculations, so you should check
carefully that the proposed break lines are
accurate. In the Text Import Wizard — Step 2
of 3 dialog box, you can scroll through all the
data to see if any break line is improperly
positioned for the data in a particular field. If
you find a break line in the wrong position,
you can move it to the correct position before
importing the text.

Import Fixed-Width Tt Impont Wizhrd - S16 1 6f 3 =]
Data T Text Wiieard b detorearund that poue cats = Fooed Weesh,
Note: You need to have run LF i 8 Sreds, chaast M, & hodte the dEth ype that best descrbes vour data.
through the steps under “Start the gl data tipe
Text Import Wizard” earlier in this Chice e e tice ““:;:“ ““: i
task before continuing with this m t r-m“ : i s el
section.
@ Select the Fixed Width Startmpart : A7 GBH Linaed Ftes =]
option.
@ Use the Start Import at b i L i g
Row spin box to set the
first row you want to Neeasiaa Bass. dn 1 fatiae i
|mp0rt purzzaliss Bedlar iz T8 Dollez 0.1 1.04
0.8, dollas Awstcisn schilling Spox b.0b 11,47
9 C|ICk NEXt. Patizeini Dinear &= OF Dolles .68 .37 -

The Text Import Wizard -
Step 2 of 3 dialog box
appears.

Click and drag a break
line to set the width of
each column.

To create a break line,
you can click the ruler at
the point where you want
the break to appear.

To delete a break line,
you can double-click it.

Click Next.

The Text Import Wizard -
Step 3 of 3 dialog box
appears.
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Some text files may contain numbers that
use a comma instead of a dot as the
decimal separator, or a dot instead of a
comma as the thousands separator. To
import such data, click the Advanced
button in the Text Import Wizard - Step 3
of 3 dialog box to display the Advanced
Text Import Settings dialog box. Use the
Decimal Separator drop-down list to click
the text's decimal separator, and use the
Thousands Separator drop-down list to
click the text’s thousands separator.

Text gt Wisird - Sheps 1 20 § [EEE—1] Finish the Text Import
Ths acrne bt e SERCE 6ach coluen and net B Date FormaL, Wizard
Cokame dala formt @ Click a column.

[r )

It | i T e S @ Click to select the data
e ] (e, | format you want Excel to
e apply to the column.

® If you select the Date
- option, you can use this
drop-down list to select
] the date format your data
uses.
. @ Repeat steps 1 and 2 to
set the data format for all
= Com ] of the columns.
@ Click Finish.
- - D - The Import Data dialog
3 box appears.
] Y 3 “““' High Low  Close @ Select the Existing
N————— ) 4| B22010 18000 19 1825 1835 Worksheet option
ﬁ — 5| B/3/2010 47500 19 1825 185 :
=T 6 BAINI0 THOD 0 1825 19 @ |If you want the data to
- ) AR TR appear in a new sheet,
& BY6/2000 27200 3025 19.5 19.5
8| ®EO00 EE0 1035 195 10 you lial? select the New
10| 81072000 387500 305 185 308 Worksheet option,
11| 811/2010 286200 317% 2038 218 instead.
13| 8122010 40800 238 3138 3138 .
13| 832010 47200 2 008 N O dlick OK.
14| 81672010 33800 2135 2025 205 :
15 47010 27200 2 035 205 Eﬁ(cel |mk;;cr>]rts the data to
15 8A18/2000 22200 1 W03 1 the worksheet.
oAk M| Sheet] CShastd - Shesi3 Y3
Rey | O
More Options! Important!

If you make a mistake when importing a
text file, you do not need to start the
import from scratch. Click any cell in the
imported data, click the Data tab, click the
Refresh All drop-down arrow, and then
click Connection Properties. Click the
Definition tab and then click Edit Query.
The Import Text File dialog box appears.
Click the file you want to import and then
click Import. Excel launches the Import
Text Wizard to enable you to run through
the wizard's options again.

=



Import Data from

a Web Page

You can analyze Web page data by importing it A Web page table is a rectangular array of rows

into Excel using a Web query.

and columns, with data values in the cells

To make data more readily available to a wide created by the intersection of the rows and
variety of users, many people are placing data columns. Preformatted text is text that has

on Web pages that are accessible through the been structured with predefined spacing. In
Internet or a corporate network. Although this ~ many cases, this spacing is used to organize
data is often text, most Web page data comes data into columns with fixed widths.

in one of two formats: a table or preformatted ~ Both types of data are suitable for import into
text. Excel, which enables you to perform more

extensive data analysis using the Excel tools.

000

o

Click the cell where you
want the imported data
to appear.

Click the Data tab.
Click Get External Data.
Click From Web.

The New Web Query
dialog box appears.

Type the address of the
Web page that contains
the data you want to
import.

Click Go or press Enter.
Excel loads the page into
the dialog box.

Click the Select Table
icon beside the table that
you want to import.

Excel selects the table.
If the page has other
tables that you want to

import, repeat step 7 for
each table.

Click Import.
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[ [} The Import Data dialog
Whire o yeus wad s put th dati? box appears.
e ; @ Select the Existing

(i — Worksheet option.

!Im--u... H | ® If you want the data to

5253 )

appear in a new sheet,

A ] c D |[E|FE you can select the New
; Worksheet option,
3 - instead.
4 Baversges Chai 0kcossn M0bags 51800 35 100 .
£ Bewcages  Chang 34.17ccbottles  $1900 17 280 @ Click OK.
& Baverages Chartreuse verte 750 cc per bottle 51800 63 540 Excel imports the data to
7 Baversge Clte di Slaye 12 - 75 ¢l botties MELH 171540
8 Baverigei Tah Calles 16 - 500§ tind SED0 17250 the worksheet.
9 | Baversges Lakicalieidel 500 il 51800 5T 200
10 Baverages Laughing Lumberjeck Lager 4 = 12 oz bottles 51400 52104
11 Baverages Outhack Lager 24 « $55 mil bottles £1%00 18 M0
12 |Beversges Rhdnke i Doaterkien 24 - 05 | botsles 5775 135350
13 Baversgen Sapquatch Alg 34 - 13 o ettles 3400 111590
18 Beverages Stenleye Sout 24+ 12 oz botiles 51800 20150
15 Condments  Anizeed Syrup 12 « 850 ml botiles £10000 13 250
16 |Condiments  Ched Antoa’s Cajun Seasoning 48 - G 02 jars £2200 53 0O
Wa® M Sheetl Shestl  Seeetd | 0Q [a
Basay | O

\
<&/

More Options!

Besides the steps you learned in this section, Excel gives you two other methods for

creating Web queries. Both of these alternative methods assume that you already have

the Web page open in Internet Explorer:

® Right-click the page and then click Export to Microsoft Excel.

® Copy the Web page text, switch to Excel, and then paste the text. When the Paste
Options smart tag appears, click the smart tag drop-down arrow and then click
Refreshable Web Query.

Each of these methods opens the New Web Query dialog box and automatically loads

the Web page.

If you want to save the Web query for future use in other workbooks, click the Save

Query button in the New Web Query dialog box and then use the Save Workspace

dialog box to save the query file.

©



Import Data from

an XML File

You can analyze data that currently resides in
XML format by importing that data into Excel
and then manipulating and analyzing the
resulting XML table.

XML is a standard that enables the
management and sharing of structured data
using simple text files. These XML files
organize data using tags, among other
clements, that specify the equivalent of a table
name and field names. Here is a simple XML
example that constitutes a single record in a
table named “Products”:

<Products>

<ProductName>Chai</ProductName>

<CompanyName>Liquid Depot</
CompanyName>
<ContactName>Sue Sellars</
ContactName>

</Products>

These XML files are readable by a wide variety
of database programs and other applications,
including Excel 2010. Excel usually stores
imported XML data in an XML table, a range
that looks and operates much like a regular
Excel table, except that it has a few XML-specific
features.

@ Click the cell where you Fi R [T — ==
want the imported data = - g e J_‘ e i
to appear. Rivh.] nm r o B o e
(i o 1L
@ Click the Data tab. i . o = -
© Click Get External Data. ’f' = o s D ' i s ] i . -
@ Click From Other = S Wiyl S
Sources. B T
. s T e e g
©® Click From XML Data ‘ | mmmm— (5)
Import. =
:I:I
| i
I“
i
The Select Data Source (A== = ==
dialog box appears. n H T e[} -
O Select the folder that T =
contains the XML file you Bkemtoteh] ) Oweonren
want to import. Sl j Becee
. i -
@ Click the XML file. et ) s
© Click Open. —
B i Ji, Mo
i i . Sakg Cataiag i
et p—
'.‘_ - we 20N
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The Import Data dialog
box appears.

Click to select the XML
Table in Existing
Worksheet option.

Click OK.
Excel imports the data
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Customize It!

You can use the XML Source pane to
control the fields that display in the XML
table, create your own XML maps, and
more. The easiest way to display the XML
Source pane is to add the XML button

to the Quick Access Toolbar. Right-click
the Quick Access Toolbar, click Customize
Quick Access Toolbar, use the Choose
Commands From list to click All
Commands, click XML, click Add, and then
click OK.

More Options!

If there are fields in the XML list that you
do not want to use, you can remove
them. First display the XML Source pane
by clicking the XML button that you added
in the previous Tip. The XML Source pane
displays a list of the fields — called
elements in the XML table. To remove an
element, right-click it and then click
Remove Element. To add an element back
into the XML list, right-click the element
and then click Map Element.
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Refresh Imported

Data

External data often changes; you can ensure
that you are working with the most up-to-date
version of the information by refreshing the
imported data.

Refreshing the imported data means retrieving
the most current version of the source data.
This is a straightforward operation most of the
time. However, it is possible to construct a
query that accesses confidential information or
destroys some or all of the external data.

Therefore, when you refresh imported data,
Excel always lets you know the potential risks
and asks if you are sure the query is safe.

Remember, as well, that most external data
resides on servers or in remote network
locations. Therefore, the refresh may take some
time, depending on the amount of data, the
load on the server, and the amount of traffic
on the network.

Refresh Non-Text Data [ - : B
@ (Click any cell inside the = prer ey §
H 5 Dowvn Ve Erar wibw Tawwer

imported data. L
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Refresh Text Data

@ (Click any cell inside the
imported text data.

@ Click the Data tab.
. _i @ Click Refresh All.
| @ Click Refresh.

Note: You can also refresh the
current data by pressing Alt+F5.
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The Import Text File
dialog box appears.

® Open the folder that
contains the text file.

O Click the text file.
@ Click Import.

Excel refreshes the
imported text data.

More Options!

For certain types of external data, you can set
up a schedule that automatically refreshes the
data at a specified interval. This is useful when
you know that the source data changes
frequently and you do not want to be bothered
with constant manual refreshes. Follow steps 1
to 3 under “Refresh Non-Text Data,” and then
click Connection Properties. Select the Refresh
Every option and then use the spin box to
specify the refresh interval, in minutes.

More Options!

The refresh may take a long time. To
check the status of the refresh, follow
steps 1 to 3 under “Refresh Non-Text
Data,” and then click Refresh Status
to display the External Data Refresh
Status dialog box; click Close to
continue the refresh. If the refresh is
taking too long, follow steps 1 to 3
again, and then click Cancel Refresh
to cancel it.
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Separate Cell Text

into Columns

You can make imported data more useful and
easier to analyze by separating the text in each
cell into two or more columns of data.

When you import data into Excel, one column
of that data may contain multiple items of
data. In imported contact data, for example, a
column might contain each person’s first and
last name, separated by a space. This is
problematic if you want to sort the contacts by
last name, so you need some way of separating

the first and last names into their own
columns.

Excel makes this easy by offering the Text to
Columns feature, which examines a column of
data and then separates it into two or more
columns, depending on whether the original
data uses a delimited or fixed-width format.
For more information about these two formats,
see the section, “Import Data from a Text
File.”
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Click to select the check
box beside the delimiter
character that your text
data uses.

If you choose the correct
delimiter, the data
appears in separate
columns.

Click Next.

Click a column.

Click to select the data
format you want Excel to
apply to the column.

If you click the Date
option, you can use this
list to click the date
format your data uses.

Repeat steps 9 and 10 to
set the data format for all
the columns.

Click Finish.

Excel asks if you want to
replace the contents of
the destination cells.

Click OK (not shown).
Excel separates the data.

©

More Options! Caution!

If the column contains fixed-width text,
follow steps 1 to 4 to start the Convert
Text to Columns Wizard. Click to select
the Fixed Width option, and then click
Next. Click and drag a break line to set
the width of each column, and then click
Next. Follow steps 9 to 13 to complete
the wizard.

Before separating data into columns,
check the data to see exactly how many
columns Excel will create. For example, in
a column of contact names, if any of
those names use three words, Excel will
assume that you want to create two extra
columns for all the data, and it may
overwrite some of your existing data.
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Querying
Data Sources

If you want to build a table or a PivotTable
using a sorted, filtered subset of an external
data source, you must use Microsoft Query
to specify the sorting and filtering options
and the subset of the source data that you
want to work with.

Databases such as those used in Microsoft
Access and SQL Server are often very large
and contain a wide variety of data scattered
over many different tables. When your data
analysis requires a table or PivotTable, you
can never use an entire database as the
source for the report. Instead, you can

extract a subset of the database: a table or
perhaps two or three related tables. You
may also require the data to be sorted in a
certain way, and you may also need to
filter the data so that you only work with
certain records.

You can accomplish all three operations —
extracting a subset, sorting, and filtering —
by creating a database query, as described
in this chapter. Remember, however, that
for an Access database it is usually easier
to import the data directly from the
database to Excel; see Chapter 7 for details.
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Define a Data Source

Start Microsoft Query
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Understanding

Microsoft Query

In Excel, the program that you use to create
and run database queries is Microsoft Query.
You will learn how to use Microsoft Query in
this chapter. This section gets you started by
introducing you to various query concepts and
how they apply to Microsoft Query.

Microsoft Query is a special program that

you can use to perform all the database query
tasks mentioned in this section. You can use

Microsoft Query to create data sources, add
tables to a query, specify fields, filter records
using criteria, and sort records. You can also
save your queries as query files so that you can
reuse them later. If you start Microsoft Query
from within Excel, you can return the query
records to Excel and use them in a table or
PivotTable.

Data Source

All database queries require two things at the
very beginning: access to a database, and an
Open Database Connectivity (ODBC) data
source for the database installed on your
computer. ODBC is a database standard that
enables a program to connect to and
manipulate a data source. You learn how to
create a new data source in the next section,
“Define a Data Source.”

Database Query

Database queries make a large database more
manageable by enabling you to perform three
tasks: selecting the tables and fields you want
to work with; filtering the records so that you
only get the records you want; and sorting the
data that you are extracting.
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Field of Rocorgy

Query Criteria

You can specify the filtering portion of a
database query by specifying one or more
criteria. These are usually logical expressions
that, when applied to each record in the
query’'s underlying table, return either a true or
false result. Every record that returns a true
result is included in the query, and every
record that returns a false result is filtered out
of the query. For example, if you only want to
work with records where the Country field is
equal to USA, then you can set up criteria to

handle this, and the query discards all records
where the Country field is not equal to USA.

Criteria Operators

The following table lists the operators you can use to build your criteria expressions:

Excel’s Criteria Operators
Operator

Value in the Field

Equals (=)

Is equal to a specified value.

Does not equal (<>)

Is not equal to a specified value.

Is greater than (>)

Is greater than a specified value.

Is greater than or equal to (>=)

Is greater than or equal to a specified value.

" Is less than (<)

Is less than a specified value.

Is less than or equal to (<=)

Is less than or equal to a specified value.

Is one of Is included in a group of values.
Is not one of Is not included in a group of values.
Is between Is between (and including) one value and another.

Is not between

Is not between (and does not include) one value and another.

Begins with

Begins with the specified characters.

Does not begin with

Does not begin with the specified characters.

Ends with

Ends with the specified characters.

Does not end with

Does not end with the specified characters.

Contains

Contains the specified characters.

Does not contain

Does not contain the specified characters.

Like Matches a specified pattern.

Not like Does not match a specified pattern.
Is Null Is empty.

Is Not Null Is not empty.




Define a

Data Source

Before you can do any work in Microsoft As part of the data source definition, you need
Query, you must select the data source that to include the software driver that Microsoft
you want to use. If you have a particular Query uses to communicate with the database.
database that you want to query, you can For example, an Access database requires an
define a new data source that points to the Access driver, a SQL Server database requires a
appropriate file or server. SQL Server driver, and so on.

Most data sources point to database files. For Finally, you must include in the data source
example, the relational database management any information that you require to access the

programs Access and Visual FoxPro use file-based  database. Most file-based databases do not
databases. You can also create data sources based ~ require a login, but some are protected with a

on text files and Excel workbooks. However, password. For server-based data, you are
some data sources point to server-based almost certainly required to provide a
databases. For example, SQL Server and Oracle username and password.

run their databases on special servers.
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Create New Data Source

“w'hat name do you wanl ive your data source?
1. |C0rporate DB‘j

Select a driver for the type of database pou want to access:

2 |Microsoft Accesz Diver [*mdb, * accdb]

Click Connect and entecany information requested by the diver:

(o]

~—

| Cancel |

System Database -

* Mone

" Database:

Advanced...

I

COptions==

The Create New Data
Source dialog box
appears.

©

Type a name for your
data source.

© Use this drop-down list to
select the database driver
that your data source
requires.

(@ Click Connect.

CDBC Microsoft Access Setup M ngaglaaslgaﬁ\?:rf(a);g‘grs
] i I Note: The steps that follow show
. o || L i
Database: Help m Click Select.
Wa{e_. ‘ Repair... Compact.... ‘ The Select Database
e |

dialog box appears.

More Options!

Many medium- and large-sized businesses store their data on the Microsoft SQL Server
database system. This is a robust and powerful server-based system that can handle the
largest databases and hundreds or thousands of users. If you need to define a data
source for a SQL Server installation on your network or some other remote location, first
follow steps 1 to 8.

In the drop-down list of database drivers, click SQL Server. Click the Connect button to
display the SQL Server Login dialog box. Ask your SQL Server database administrator for
the information you require to complete this dialog box.

Type the name or remote address of the SQL Server in the Server text box, type your
SQL Server login ID and password, and then click OK. Perform steps 16 and 17 later in
this section to complete the SQL Server data source.

-
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Define a Data

Source (continued)

Your system probably comes with a few data
sources already defined, and you can use these
predefined data sources instead of creating
new ones.

In the Choose Data Source dialog box, the list
in the Databases tab often shows one or more

predefined data sources. These data sources are

created by programs that you install on your
system. When you install Microsoft Office and,
in particular, the Microsoft Query component,

data sources: dBase Files, Excel Files, and MS
Access Database. These are incomplete data
sources, as they do not point to a specific file.
Instead, when you click one of these data
sources and then click OK, Microsoft Query
prompts you for the name and location of the
file. These data sources are useful if you often
switch the files that you are using. However, if
you want a data source that always points to a
specific file, you can follow the steps in this

the installation program creates three default section.
@ Open the folder that Select Database =
contains the database. m
. . Database Name Directories: _OK
® Click the database file. ICorpomte.accdb chusersipauldocuments
i Cancel
@ Click OK. =R -
Logophilia.accdb
Northwind accdb %Dﬁgﬁ;mm B Help
23 My Data Source Read O
£3 My Stationery ; En: : riy
gt £ OneMote Noteb: s
List Files of Type: Crrives:
Access Databases {‘.muLI I c j Network...

You are returned to
the database driver's

ODEBC Microsoft Access Setup

i

K

Cancel

dialog box. Data Source Hame:
© If you must provide Diescription
a login name and Db

password to access the
database, click Advanced
to display the Set

Select... I

Database: CALAPAULNDOCUMENTS Comporate.accdb

Hel

p

Create .. | Repair...

Advanced Options dialog

I

Compact .. |

vanced...

e A

box. Type the login name

— System Database
and password and then
click OK. = None
@ Click OK. " Database:

System Database. . |

Optiong=>
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Create New Data Source [ You are returned to the
Create New Data Source
What name do you want to give your data source? dialog box.
1. |Corporsts D @ If you specified a login
Select a driver for the type of databasze you want o access: name and password as
. . part of the data source,
2 |M|crosoft Access Driver [*.mdb, * accdb) ﬂ

Click Connect and enter any information requested by the driver;

3 Connect...
Sklect a default table for your data source [optional);

CAUSERSNPAULNDOCUMENTS \Corporate. accdb

you can click to select
this check box to save the
login data.

Click OK.

4.

Save my uzer |0 and pazzword in the data source definition

)

Cancel |

=

Choose Data Source

You are returned to the

Databases ] Queries] OLAP Cubes

<Mew Data Sources

dBASE Files®
Excel Files®
MS Access Database™

Choose Data Source

e
o dialog box.
@ Click Cancel to bypass

the steps for importing
Browse... the data.
Opions... Note: You will Iearq how o
perform these steps in the rest of
Delete

this chapter.

You can now use the

=)

[~ Use the Queny Wizard to create/edit queries

data source in Microsoft

Query.

©

Change It!

The Choose Data Source dialog box
does not enable you to reconfigure a
data source. To reconfigure a data
source, press Windows Logo+R to open
the Run dialog box, type odbcad32, and
then click OK. In the ODBC Data Source
Administrator dialog box that appears,
click the File DSN tab. Click the data
source you want to work with and then
click the Configure button to open the
Setup dialog box for the database driver.

Remove It!

If you have a data source that you no longer
use, you should delete it to ensure that only
usable data sources appear in the Choose
Data Source dialog box. Click the Data tab,
click the Get External Data drop-down arrow,
click From Other Sources, and then click
From Microsoft Query to display the Choose
Data Source dialog box. Click the data
source and then click the Delete button.
When Microsoft Query asks you to confirm

the deletion, click Yes.
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Start Microsoft

Query

To create a query that defines the fields and
records that you want to work with in Excel,
you must begin by starting the Microsoft
Query program.

Microsoft Query is part of the Office Tools
collection that ships with Microsoft Office. If
you like, you can start the program on its own
by pressing Windows Logo+R to open the Run

dialog box, typing the following path, and
then clicking OK:
$programfiles$\microsoftoffice\
officeld\msgry32.exe

However, you can almost always start it from
within Excel. That way, the data you configure
with the query is automatically returned to
Excel so that you can immediately begin
analyzing the data.

F e

@ Click the Data tab.
o -

@ Click Get External Data.
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The Choose Data Source Ry L e
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Distabsest | Grmips | OLAP Cuboei | e
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Click the data source you
want to work with.

Click to deselect the Use
the Query Wizard to
Create/Edit Queries check

box.

Click OK.

The Microsoft Query
window and the Add
Tables dialog box appear.

Note: To learn how to use the Add
Tables dialog box, see the section,
“Add a Table to the Query.”
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Tour the Microsoft

Query Window

You can get the most out of Microsoft Query
if you understand the layout of the screen and
what each part of the Microsoft Query window
represents.

Although you have not yet created a query
using the Microsoft Query program, it is
worthwhile to pause now and take a look at

Chapter 8

the various elements that make up the
Microsoft Query window. Do not worry if what
you currently see on your screen does not look
like the window shown in this section. By the
time you finish this chapter, you will have seen
and worked with all the elements shown here.

Query Window Toolbar

Table Pane

This window is where you
create and edit, as well as
preview, the results. The
query window is divided into

The toolbar contains buttons
that give you one-click access
to many of the most useful
features in Microsoft Query.

This pane displays one list for
each table that you add to
the query. For more
information, see the section,

three panes: the table pane,
the criteria pane, and the
results pane.

“Add a Table to the Query.”
Each list shows the fields that
are part of the table. Click
View and then click Tables to
toggle this pane on and off.

Criteria Pane E=E ]
This pane is ® I
wherl()e you _ '
define the R
criteria that

filter the

records you -8
want to return

to Excel. For

more i f i
information, +|
see the .
section, “Filter [ _Fomy  poddets  mow
the Records T o oee

with Query S Nem e

Criteria.” Click R i

View and then S T

click Criteria St e

to toggle ey L B

this pane on :
and Off. | *hmmhm‘ﬂﬁnﬁh#ﬁh Lol

Query Results

This pane gives you a preview of the fields
and records that your query will return to
Excel. As you add fields to the query,
change the query criteria, and sort the
query (see the section, “Sort the Query

Records"), Microsoft Query automatically
updates the results pane (also called the
data grid) to show you what effect your
changes will have.
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Add a Table

to the Query

With your data source running and Microsoft
Query started, the next step you must take is
to add a table to the query.

In a database, a table is a two-dimensional
arrangement of rows and columns that contain
data. The columns are fields that represent
distinct categories of data, and the rows are
records that represent individual sets of field
data. In some database management systems,
the actual database files are tables. However, in
most systems, each database contains a number
of tables. Therefore, your first Microsoft Query

task in most cases is to select which table you
want to work with.

Note, too, that many database systems also
enable you to filter and sort data using their
own versions of the querying process. Creating
a query in Microsoft Access, for example, is
similar to creating one in Microsoft Query. By
default, when Microsoft Query shows you a list
of the tables in the database, it also includes
any queries that are defined in the database, so
you can add these objects to your query, if
required.

@ Click Table.
@ Click Add Tables.

Note: When you start Microsoft
Query from Excel, the Add Tables
dialog box appears automatically, so

you can skip steps 1 and 2.
I —
REF==TTFA
et e s B g R | ma
The Add Tables dialog e =W W
box appears. R R ]
® You can also open this
dialog box by clicking the
Add Tables toolbar
button.
© Click the table you want
to add.
@ Click Add.
® Microsoft Query adds the
table to the table pane.
WA [T
B e e Ll el | e
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=T © Repeat steps 3 and 4 if

you want to add multiple,
related tables to the

query.

@ |[f the tables are related,
Microsoft Query displays
a join line that connects
the common fields.

@ Click Close.

You are now ready to
add fields to the query,
as described in the next
section.

@

More Options!

If two tables are related, but no join line
appears, you can create the join yourself.
After you add the two tables to your query,
click Table and then click Joins to display
the Joins dialog box. In the Left list, click the
common field from one of your tables. In
the Right list, click the common field from
the other table. In the Operator list, click =
(equals). Click the Add button to add the
join to the query, and then click Close.

Remove It!

To remove a table from the query, first
click the table in the table pane. Click
Table and then click Remove Table.
Alternatively, click the table and then
press Delete. Microsoft Query deletes
the table list. If you added fields from
the table to the criteria pane or the
results pane, Microsoft Query removes
those fields as well.



Add Fields

to the Query

To display records in the query’s results pane,
you must first add one or more fields to the

query.

After you add one or more tables to the query,
your next step is to filter the resulting records
so that you return to Excel only the data you
need. Filtering the records involves two tasks:
specifying the fields you want to work with and
specifying the criteria you want to apply to
records. This section shows you how to add

fields — or columns, as Microsoft Query calls
them — to the query. See the next section,
“Filter the Records with Query Criteria,” to
learn how to add criteria to the query.

At the top of each table list, you see an
asterisk (*) item. The asterisk item represents
all the fields in the table. So if you know that
you want to include in your query every field
from a particular table, you can do this easily
by adding the asterisk “field” to the query.

@ Click Records.
@ Click Add Column.

The Add Column dialog
box appears.

© In the Field drop-down
list, click the field you
want to add.

©® If you want to use a
different field name, you
can use the Column
Heading text box to type
the new name.

@ Click Add.
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= N

@® Microsoft Query adds the

field to the results pane.

© Repeat steps 3 and 4

until you have added all

the fields that you want
to appear in the query.

O Click Close.

You can also either
double-click a field name
in a table list, or click and
drag a field name in a
table list and drop it
inside the results pane.

Note: To change where a field
appears in the data grid, first click
the field heading to select the entire

field. Then click and drag the field

heading to the left or right and drop
the field into the new position.

@\

Change It!

If you want to make changes to a field —
that is, you want to change to a different
field or edit the name displayed in the field
header — click the field heading or click any
cell in the field, click Records, and then click
Edit Column. (You can also double-click the
field heading.) In the Edit Column dialog box
that appears, change the field or edit the
field heading, and then click OK.

Remove It!

If you no longer need a field in the
query, you should delete it from the
data grid. Click the field heading or
click any cell in the field; note that
Microsoft Query does not ask for
confirmation when you delete a field,
so be sure you click the correct field.
Click Records and then click Remove
Column (or just press Delete).
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Filter the Records

with Query Criteria

To display specific records that you want to values — applied to a specific field. Only those
return to Excel, you must use criteria to filter records for which the expression returns a true
the records. answer are included in the query results.

After you add your fields to the data grid, your ~ You can enter just a single criterion or you can
next step is to specify which records you want enter two or more criteria. If you use multiple
to include in the results. You can do this by criteria, you must decide if you want Microsoft
specifying the conditions that each record must  Query to include in the results those records
meet to be included in the results. These that match 2/l the criteria, or those records
conditions are called criterin, each of which is that match any one of the criteria.

an expression — an operator and one or more

@ Click the Show/Hide
Criteria icon.

® Microsoft Query displays
the criteria pane.

Click Criteria.
Click Add Criteria.

2]
3]

The Add Criteria dialog
box appears.

@ Use the Field drop-down
list to select the field to
which you want the
criteria applied.

@ Use the Operator
drop-down list to select
the operator you want
to use.

O Type the value or values
for the criteria.

@® To use a value from the Vel it
selected field, you can
click Values, click the
value you want to use,
and then click OK.

@ Click Add.
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® Microsoft Query adds the

criteria to the criteria

pane.

©® Microsoft Query filters
the results to show only
those records that satisfy
the criteria.

Note: If you do not want to specify
multiple criteria, skip to step 10.

© Select the And option to
add another criterion and
to display records that
meet all the criteria you

specify.

@® You can also select the

Or option to display

records that meet at least

taa

L

one of the criteria that

|

e ——

| W

[Ty -r—

you specify.

Repeat steps 3 to 7 until
you have added all the
criteria that you want to

appear in the query.

To change the field to which a criteria
expression applies, click the field name
and then use the drop-down list to

click the field you want to use. To change
the criteria expression, either edit the
expression directly in the criteria pane, or
double-click the expression to display the
Edit Criteria dialog box. Use the Operator
drop-down list and the Value text box to
specify a different expression, and then
click OK.

- @ Click Close.
C . .
i el (R el -4 - 1 Microsoft Query filters
i st s e e e+ — b1 the records to show just
| P g s, VI et Ly i b i ET LR
kv 1 SRt B L) sl R | o those that match your
e e ] Midiet Prbcith Lol gl X i o criteria
Pramggeers Epopiin - ol Lmrn f b Pl cin Lk & bt i e "
iy e a B By, - e bt L
[ 1 0 a| | 1 e
Change It! Remove It!

If you no longer need a criterion in the
query, you should delete it from the
criteria grid. Click the bar just above the
field name to select the entire criterion;
note that Microsoft Query does not ask
for confirmation when you delete a
criterion, so be sure you click the correct
one. Then press Delete. If you want to
remove all the criteria and start over, click
Criteria and then click Remove All Criteria.
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Sort the Query

Records

You can sort the query results on one or more  on the second field. For example, in the

fields to get a good look at your data. invoice data, suppose you are sorting first on
You can sort the records either in ascending the OrderID field and then on the Quantity
order (0 t0 9, A to Z) or descending order field. Microsoft Query first orders the records
(9 t0 0, Z to A). You can also sort the records by OrderID. Then, within each OrderID value,
based on more than one field. In this case, Microsoft Query sorts the Quantity field
Microsoft Query sorts the records using the values.

first field, and then sorts within those results

@ Click Records.
@ Click Sort.

3]

o

(5]

The Sort dialog box
appears.

In the Column drop-down
list, click the field you
want to sort.

Click the Ascending or
Descending option to
select a sort order.

Click Add.
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® Microsoft Query sorts the

1 records in the results

pane.

@® Microsoft Query adds the
sort to the Sorts in Query
list.

i ion | s 157 L T " 7
i v L T Hoagesd Fem b ks Ll L] EL

e Pt s g i, 1T Mages Famesh,  Lastet Pt 11 i

=1 —u-u"-ha =|.-| [— iy : n=
n

) b\—-ﬁﬂﬂ‘l i g Pyanas £ =- o0 #h‘l
Matim Lapemala 1Y Mpgae Puacsth £l ET] 4
Pramagarn i i ol [ Fias e mambms [ o a i

| o Wi o e 1

£l 1 |+hi al |

Repeat steps 3 to 5 until

you have added all the
sorts that you want to use.

Click Close.

Microsoft Query sorts the
records.

If you only want to sort
the query results on a
single field, you can click

any cell in that field and

Mo Sk i i
i | g i 1 b Frwrmn a .
et o e i aemaeg ot - —— then click one of the
Ml s s, B el Lol e M = A M i .
E-n—ﬁﬁ % ?—“E‘- % EE ;ﬂ;ﬂ fO"OWlng icons:
au..-m" L —— e T mem weime A @® Click the Sort Ascending
[ L Hl|

icon to sort the field in

ascending order.

©® Click the Sort Descending
icon to sort the field in
descending order.

More Options!

You can use the toolbar to sort on multiple
fields. First, organize the fields in the results pane
so that all the fields you want to use in the sort
are side by side, in the order you want to apply
the sort. Click and drag the mouse pointer from
the heading of the first sort field to the heading
of the last sort field. You should now have all the
sort fields selected. Finally, click either the Sort
Ascending or Sort Descending icon.

Remove It!

If you have applied a sort that you
no longer want to use, you should
remove it from the query. Click
Records and then click Sort to
display the Sort dialog box. In the
Sort in Query list, click the sort that
you want to delete, and then click
the Remove button.
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Return the

Query Results

After you finish adding fields to the query,
filtering the data using criteria, and sorting the
data, you are ready to return the results to
Excel for use in your worksheet.

Microsoft Query is just a helper application, so
the data that resides in the query results does
not really “exist” anywhere. To manipulate

or analyze that data, you must store it in a
different application. In your case, you are
interested in using the query results as the

source data for an Excel table or PivotTable
report. Therefore, you need to return the
query results to Excel, and then start a new
table or PivotTable based on those results.
If you think you will reuse the query at a
later date, you should save the query before
returning the results. This section also shows
you how to save and open Microsoft Query

files.

@ Click File.

® You can combine steps 1
and 2 by clicking the

Return Data icon in the
toolbar.
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I ' T t G 5 ] L The Import Data dialog
: — — o box appears.
- DTRTIY 3 - Click to select the Table
: 3 0 becariem option.

i Sy @® If you want to create a
[ I i e Plvot}akle mstlead, lzlou
1 o | can click to select the

4—.

RTINS PivotTable Report option.

[ — — @ Click to select the Existing

Worksheet option.
b === i @ Click the cell where you
PR T E—— m— want the imported data
to appear.
B I T L |
— . 3 sy 0 U @ If you want the data to
SO Wprpares Pegcori Casmambat Plasnps i)
P07 Marpaec Pascach Alice Mution it you can select New
Coten i
S e e = Worksheet instead.
beromtontoiie BB st blorsaay 33 O Click OK.
HEbL TRt Pracoch Grak t o .
0843 Louwa Callahan  Aaie Saveiaat 1 ©® Excel imports the query
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Change It! More Options!
If you want to make changes to your To save a query using Microsoft Query,
query, click any cell in the table (or click File and then click Save to display

PivotTable), click the Design tab, click the the Save As dialog box. Click the folder in
Refresh drop-down arrow, and then click | which you want to store the query file,
Connection Properties to open the type a filename, and then click Save. To
Connection Properties dialog box. Click use the query file, do the following: start
the Definition tab and then click the Edit Microsoft Query, click File, click Open to
Query button. This starts Microsoft Query display the Open Query dialog box, click
and loads the query results. Make your the query file, and then click Open.
changes and then return the data to Excel.




Protecting
Excel Data

Many Excel models are exceedingly
complex structures that are the result of
many hours of patient and painstaking
work. However, even simple Excel
worksheets may contain data that is vital
and irreplaceable. Whether your Excel data
is complex, important, or one-of-a-kind,
you want to protect that data to avoid
having to recreate your work or to ensure
that you do not lose crucial information.

Fortunately, Excel is loaded with useful and
powerful tools that enable you to apply

multiple layers of protection to your data.
As you will see in this chapter, Excel
enables you to protect data at four levels:
at the workbook level by preventing file
changes and ensuring your work is saved;
at the worksheet level by protecting sheet
data and hiding sheets from others; at the
range level by applying range passwords
and tracking changes; and even at the cell
level by locking cells and hiding formulas.




Open a Read-Only Version of a Workbook

Mark a Workbook as Final to Avoid Accidental Editing

Protect Workbooks by Shortening the AutoRecover Interval
Specify the Cells that Users Can Edit

Hide a Formula

Protect a Range with a Password

Protect the Data in a Worksheet

Protect a Workbook's Windows and Structure

Restore a Previous Version of a Workbook

Hide a Worksheet

Track Workbook Changes
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You can prevent accidental edits and other
workbook changes by opening a read-only

version of a file.

Once you have a workbook just the way you
want it, you may still have to open the file
from time to time to check some data. Each
time you open the file, there is some danger
that you will accidentally add, edit, or delete
data. If you realize your mistake, you can click

However, if your goal is to prevent accidental
changes to a document, perhaps the easiest

solution is to open the document as read-only.

workbook, Excel displays the

workbook to a different file.

Undo or close the file without saving your

changes.

@ Click File.
@ Click Open.

The Open dialog box
appears.

©® Open the folder
containing the workbook
you want to open.

@ Click the workbook.

©® Click the Open
drop-down arrow.

You can still make changes to the document,
but you cannot save those changes. If you
select the Save command for a read-only

Save As dialog

box and forces you to save the revised
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[ = Excel displays a list of
- Yy e = el et P A options for opening the
[ o e wxm e workbook.
B nakiohy e Blaneri Miesey by, b @ Click Open Read-Only.
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More Options!

If other people will be opening the workbook, you can add an extra level of safety by
telling Excel to recommend that the file be opened as read-only. Click File, and then
click Save As to open the Save As dialog box. Click Tools and then click General Options
to open the General Options dialog box. Click to select the Read-Only Recommended
check box, click OK, click Save, and then click Yes.

Now, each time someone tries to open the workbook, Excel displays a dialog box asking
the user whether the file should be opened as read-only. The user then clicks Yes to
open the workbook as read-only, or No to open the workbook normally.
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You can help ensure that neither you nor
anyone else can make accidental changes to a
workbook by marking that workbook as final.
When other people will be opening a
workbook, the read-only options discussed in
the “Open a Read-Only Version of a
Workbook” section are less-than-perfect
solutions because they rely upon the other user
making the choice to open the workbook as

read-only. If you want to ensure that a
workbook is always opened in read-only mode,
Excel offers a more effective technique:
marking the workbook as final. This feature
puts the workbook in a default read-only state
cach time it is opened. Users can still elect to
edit the file.

@ Open the workbook you
want to protect.

@ Click File.
©® Click Info.
@ Click Mark as Final.
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@ In the warning dialog box

that appears, click OK.
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O In the dialog box that
appears, dlick OK.
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More Options!

Although Excel hides the Ribbon when
you open a workbook that has been
marked as final, some Ribbon commands
are still enabled. For example, on the
Home tab you can still use the Copy and
Find commands. Similarly, most of the
commands on the View tab still operate
normally.

Reverse It!

If you open a workbook marked as final
and decide you want to make changes to
the workbook, you can enable editing in a
couple of ways. If you see the Mark as
Final message bar, click the Edit Anyway
button; if you do not see the message
bar, click File, click Info, and then click to
select the This Workbook is Still Being
Edited option.



You can help prevent losing unsaved changes AutoRecover is one of those great tools that

by configuring Excel to use a shorter you hope you never have to use. If
AutoRecover interval. AutoRecover has a downside, it is that the
To minimize the amount of work lost if your default interval for saving the recovery data is
document shuts down without warning (and every 10 minutes. That might sound quite
therefore minimize the amount of time you short, but when you are focused, you can get
have to spend redoing that work), you can do quite a bit of work done in 10 minutes. To
two things. First, get into the habit of saving help AutoRecover recover even more of your

frequently, at least every few minutes; second, work, you should shorten the interval.
use the Excel AutoRecover feature, which

tracks changes made to a document, and

enables you to recover files that had unsaved

changes in the event of a program crash.
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T - @ Click to select the Save
AutoRecover Information
Every check box.

@ Use the spin box to set
the AutoRecover interval,
in minutes.

e
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T O Click OK.
Excel puts the new
AutoRecover interval into
effect.
e

R
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Caution!

For small workbooks, a shorter
AutoRecover interval is better.
However, for large workbooks,
saving the AutoRecover data can
take Excel a noticeable amount of
time, so a very short interval can
slow you down. Try a 4- or
5-minute interval as a compromise.

More Options!

When you close a workbook that contains unsaved
changes, Excel prompts you to save those changes.
If you click No, you might regret that decision later
on. To prevent this, you can configure Excel to
automatically preserve a full copy of any file that
you close without saving. Follow steps 1 to 4, and
then click to select the Keep the Last Auto
Recovered File If | Close without Saving check box.
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If other people will be entering or editing data  instructions. However, it is not practical to
in a worksheet, you can ensure that those users  protect the entire worksheet because the user

do not edit the wrong cells by specifying the must be able to enter or edit data in the

cells that they are allowed to edit. appropriate places.

A common Excel scenario is to create a The solution is to configure the data entry cells
worksheet template or data entry model for as unlocked. That way, when you turn on
other people to use to enter or edit data. In protection for the worksheet, users will only be
such worksheets, you generally do not want able to edit those unlocked cells. For more

the users to edit, format, or delete the cells information, see the section, “Protect the Data
that create the worksheet structure — the in a Worksheet.”

model’s labels, headings, formulas, and

@ Display the worksheet
that contains the cells
you want to work with.

@ Select the cells you want
to unlock.

©® Click the Home tab.
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Did You Know? More Options!

In some cases, you might prefer to unlock | If you do not want users to make any

all but a few selected cells. To do this, first | changes to a worksheet, you should lock

press Ctrl+A to select all the cells in the every cell in the sheet. All sheet cells are

worksheet, and then follow steps 2 to 4 locked by default, so if you have not

to unlock them. Select the cells you want | unlocked any cells, then you can leave

to be protected and then follow steps 2 everything as is and turn on the

to 4 to lock them. worksheet protection (as described in the
section, “Protect the Data in a
Worksheet").
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You can configure a cell to hide its formula so
that other people cannot see it.

If you will be distributing a workbook to

other people, there may be elements of the
workbook that you do not want them to see.
A good example is a formula that is proprietary
or that contains private data. If you do not
want other users to see that formula, you can
configure the formula’s cell to hide it.

When you then turn on protection for the
worksheet, the hidden formula does not appear
in the formula bar when a user selects the cell.
If the cell is also locked, then users also cannot
edit the cell, which means they cannot view
the formula in the cell. For more information,
see the sections, “Protect the Data in a
Worksheet” and “Specify the Cells that Users
Can Edit.”

@ Display the worksheet = - ‘ h =
that contains the cell you Met (515000 [S9T7N) 41063 530808 STANSA 11304 SMOTS3 S8
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9 SeleCt_ the Ce" that FLIR ST1LYM 518059 SIRSTI B0 M
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Note: You can select multiple cells,

if needed.
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7] et
2l

Sl or Fudied Eoerrulich Pl o P21 vl oy RSNEEL T mobebeEL Bt LD,
, Brotect Shest button).

i

Formean Cally | ] The Format Cells dialog
I : : 9 ] box appears.
[Pomter | migrment | Font | Bomer | A | _ _
Caimirryr @ Click the Protection tab.
[ECTI— | Swve
tarzer i
Carrgndy
;kmﬂ Generyl tarmar pply faE 0 SDEDRE PUmEEr drear
Tienat
Fevpemiage
Fracton
:-:T;W
Cuatem
o
Forean el ] @ Click to select the Hidden
ramper | asgrment | Fon | Bwmer | F1 | mowcn check box.
© Click OK.

Note: Remember that the formula
is not hidden until you protect the
worksheet: for more information,
see the section, “Protect the Data in
a Worksheet.”

@—>m ][ cwnen |

@

Try This!

In some cases you might want to hide not
only a formula, but also the formula’s
result. To do this, you need to create a
custom numeric format, as described in
Chapter 3. Specifically, you need to create
an empty custom numeric format, which
consists of just three semi-colons (;;;).
You then assign this format to the
formula’s cell.

More Options!

If your workbook contains one or more
scenarios (see Chapter 5), you might not
want other users to see those scenarios.
To hide a scenario, click the Data tab, click
What-If Analysis, and then click Scenario
Manager. In the Scenario Manager dialog
box, click the scenario and then click the
Edit button. Click to select the Hide check

box, and then click OK.



If you want to prevent unauthorized users
from editing within a range, you can set up
that range with a password.

If you will be distributing a workbook that
contains important data or formulas in a range,
you want to ensure that other users do not edit
or delete that range. You could lock the range
(see the section, “Specify the Cells that Users
Can Edit”), but what if you want to edit the
range yourself, or what if you want a few
trusted users to be able to edit the range? In

this scenario, you can protect the range with a
password, and then distribute that password
only to the trusted users.

When you then turn on protection for the
worksheet, only authorized users who know
the password can edit the range. When a user
attempts to open any cell in the range for
editing, Excel displays a dialog box that
prompts the user for the password. For more
information, see the section, “Protect the Data
in a Worksheet.”

@ Select the range you
want to protect.

@ Click the Review tab.

©® Click Allow Users to Edit
Ranges.
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Reenter password to prgreed.

[TITTTITL] J
Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and

their corresponding workbook and sheet names in a safe
place. (Remember that passwaords are case-sensitive.)

Q—(.yorc

] [ Cancel

Fiew g The New Range dialog
box appears.
Title: @ Type atitle for the range.
Discount Factol
Iseaunt Fac : I8 @ Use the Range Password
Refers to cells: N text box to type a
=§D§2:4E613 4—6 F&: password.

Range password: B o Click OK

Qo [ ew )
Confirm Password lilﬂ Excel prompts you to

reenter the password.
@ Type the password.
© Cdlick OK.

Allow Users to Edit Ranges

(el

® Excel adds the range to

the Allow Users to Edit

Ranges unlocked by a password when sheet is protected:

Ranges dialog box.

Title
Discount Factors

Refers to cells
£Ds2:8F513

1

Mew...

@ Click OK.

Note: Remember that the range
password does not go into effect
until you protect the worksheet; for

Modify...

Delete

Spedfy who may edit the range without a password:

Permissions... @

[7] Paste permissions informalion into & new workbook

more information, see the section,
“Protect the Data in a Worksheet.”

’Prgtectsheet... l [ l [ Cancel l [ Apply
@\
d -
Change It! More Options!

If you want to change the range
password, the range title, or the
range coordinates, click the Review
tab and then click Allow Users to Edit
Ranges to open the Allow Users to
Edit Ranges dialog box. Click the
range, click the Modify button, and
then use the Modify Range dialog box
to make your changes.

To avoid having to enter the range password
yourself when the sheet is protected, you can
configure the range to allow your Windows
user account to edit the range. Click the
Review tab and then click Allow Users to Edit
Ranges to open the Allow Users to Edit
Ranges dialog box. Click the Permissions
button, click Add, type your username, click

OK, and then click OK again.



You can activate the Excel options for To put some or all of these safety features into

safeguarding worksheet data by activating the effect, you must then activate the protection
sheet’s protection feature. option for the worksheet. You can also

In the previous three sections, you saw three configure the worksheet to require a password
methods you can use to safeguard worksheet to unprotect it. This means that no one can
data: you can unlock only those cells that users ~ turn off the worksheet’s protection without
are allowed to edit; you can configure a cell first entering the password.

not to show its formula when the cell is
selected; and you can configure a range to
require a password before it can be edited.

@ Display the worksheet
you want to protect.

@ Click the Review tab.
@ Click Protect Sheet.

The Protect Sheet dialog
box appears.

@ Make sure the Protect
Worksheet and Contents
of Locked Cells check box
is selected.

@ Use the Password to
Unprotect Sheet text box
to type a password.
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Protect worksheet and contents of locked cells

Protect Sheet

Pazsword to unprotect sheet:

Allow all users of this worksheet to:
[¥] select locked cells

[¥] select unlodked cells r
MFomatests 6|

|| Format columns
:| Format rows

|| Insert columns
:| Insert rows

"] Insert hyperlinks
|| Delete columns
| Delete rows

-
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O Click to select the check
box beside each action
that you want to allow
unauthorized users to
perform.

@ Click OK.

Confirm Password

Reenter password to proceed.

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive. )

Q—HDK

J ’ Cancel

Excel asks you to confirm
the password.

@ Type the password.
© Click OK.

Excel protects the
worksheet data.

)

More Options!

You can protect the worksheet at the same
time as you configure a range with a
password. In the “Protect a Range with a
Password” section, follow steps 1 to 9 to
create the password-protected range.
When you return to the Allow Users to Edit
Ranges dialog box, click Protect Sheet and
then follow steps 4 to 9 in this section.

Reverse It!

If you no longer need to protect a
worksheet, you should turn off the sheet
protection to make the sheet data easier
to work with. Display the worksheet you
have protected, click the Review tab, and
then click Unprotect Sheet. In the
Unprotect Sheet dialog box, type the
unprotect password and then click OK.
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You can prevent unwanted changes to a
workbook by activating protection for the
workbook’s windows and structure.

When you activate protection for windows,
Excel takes the following actions:

® It hides the window’s Close, Maximize, and
Minimize buttons. If the workbook is not
maximized, Excel also disables the window
borders. This means the window cannot be
moved, sized, or closed.

It disables the View tab’s New Window, Split,
Freeze Panes, and View Side By Side

commands when the window is active. The
Arrange All command remains active, but it has
no effect on the protected window. The Hide
and Unhide commands remain active.

When you protect a workbook’s structure,
Excel takes the following actions:

® It disables most sheet-related commands,
including Insert Sheet, Delete Sheet, Rename
Sheet, Move or Copy Sheet, Tab Color, Hide
Sheet, and Unhide Sheet.

® [t prevents the Scenario Manager from creating
a summary report.

@ Display the workbook -0 T T— u:_m
you Want to prOteCt _ CEEY e Fuge Liphat Fatsmudnl D [ T
| i ms o d o f | winc
@ Click the Review tab. V@ B A wmST S e D e
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The Protect Structure and

Frotpt LimmS.or pmd Womdow: L!_ﬁ

Windows dialog box
appears.

Click to select the
Structure check box to
protect the workbook’s

- fraciaw
- fradoen

a2

ST e e

structure.

Click to select the
Windows check box to
protect the workbook’s
windows.

Type a password in the
Password text box, if
required.

@ Click OK.
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If you specified a
password, Excel asks you

Lo, Psie o g P sl § vt i to confirm it.
T T

-a:-:--——-- © Type the password.

T .
© Click OK.
E T —— e T — ® If you protected the
D g . = = - windows, Excel hides the
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| m . & PR BN o I _you protected the
I x e i C & L e windows, Excel disables
i s Mar it Goenrine b Ghasrnar .
= e S S many window-related
Ll FIE Y L Hish Hek Hab e LR I
| 4 Chwisiom B HLMS SRS 3RNDS | BAOts | meohe  seste  samce | saste | sce commands on the View
5 et W e e mrse | mass | e roon moma | eoase 7000 menu.

i imid Tolal Mido  Tidos  TL¥eD | Jaodw | i3 ahide  Ehisn S i [LELL

T

N st i R e EPr T gy Tt @ |If you protected t.he

W abvemaing o &30 woos | mese a0 Lo 15780 £.400 structure, Excel disables
30 B . Bl L8 3300 L bR S & LR

11 s - R nEoe LM LMY LEN e L most sheet-related

11 Saaries R B0 A0 | L0 | bEROO  JAES0 17000 | BOSGO 17,600

13 Phiggieg G Fbid Rl 0 pase | s ELOOD  BASOD 4TI ) 13,000 commands on the Sheet
14 ummmas » i 1,000 s s 4 o A shortcut menu.

|43 RN T &_ﬂuﬁ_ x Z ATEETT T . N

1 GETLY Mot pmes | megns  ssass  mauw | et | mre

] el 2

R r-LJ-l- o ikl e Brwwe 104 (R |

L_TE-TI - K.

®

\

2

Reverse It!

If you no longer need to protect a
workbook’s windows and structure, you
should turn off the workbook protection
to make the workbook easier to work
with. Display the workbook you have
protected, click the Review tab, and then
click Protect Workbook. In the Unprotect
Workbook dialog box, type the unprotect
password and then click OK.

More Options!

You can also protect and unprotect a
workbook using the File tab. Click the File
tab and then click Info to display the Info
pane. Click the Protect Workbook button,
click Protect Workbook Structure, and
then follow steps 4 to 9. To unprotect the
workbook, click the File tab, click Info,
click the Protect Workbook button, and
then click Protect Workbook Structure.



If you improperly edit a workbook, accidentally
delete it, or corrupt it through a system crash,
you can often restore a previous version of the
workbook.

The Excel AutoRecover feature protects your
data by automatically saving your work at a
specified interval. (For more information, see
the section, “Protect Workbooks by
Shortening the AutoRecover Interval.”) In
Excel 2010, each time the AutoRecover
interval comes up, the program checks to see if

@ Open the workbook you

the current workbook has unsaved changes. If
it does, Excel takes a “snapshot” of the
workbook’s current contents and saves that
state of the workbook as a previous version of
the file.

This gives Excel the capability to reverse the
changes you have made to a file by reverting to
the version of the file that existed when Excel
took its AutoRecover snapshot.
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the workbook.
Click OK.

Excel restores the
previous version of the
workbook.

D)

Did You Know?

Why would you want to revert to a
previous version of a workbook? One
reason is that you might improperly edit
the file by deleting or changing important
data. In some cases, you may be able to
restore that data by going back to a
previous version of the file. Another reason
is that the file might become corrupted if
the program or Windows crashes. You can
get a working version of the file back by
restoring a previous version.

More Options!

What happens if you never saved a new
workbook and you lost your work either
by closing the file without saving or
because of a program or system crash?
Excel 2010 maintains draft versions of
new and unsaved workbooks. Click File,
click Info, and then click the Manage
Versions button. Click Recover Draft
Versions to open the Unsaved Files folder,
click the draft version you want to recover,
and then click Open.
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You can hide a worksheet so that it no longer
appears in the workbook. This is useful if you
need to show the workbook to other people,
but the workbook contains a worksheet with
sensitive data that you do not want them

to see.

Another common reason to hide a worksheet is
to avoid having other people edit, add to, or
delete data on the worksheet. Although it is

relatively easy for someone to unhide a
worksheet, most people do not look for hidden
worksheets, so hiding the worksheet is a quick
and simple data protection measure.

If you want to ensure that another person
cannot unhide the worksheet, then you must
protect the workbook’s structure. For more
information, sece the section, “Protect a
Workbook’s Windows and Structure.”

Hide a Worksheet O R Th L g - Vo e
© Click the tab of the R e e il e S T o gk
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hide ¥ me meA F® e WA . Biframs] 2 Fon® bed
- T T -
@ Click the Home tab. % . ‘ . :
© Click Format. 1 Gross Margin Calculation
¥
@ Click Hide & Unhide. 1 taen maica
R r— LER YA
@ (lick Hide Sheet. -
@ You can also right-click ;
the worksheet tab and 3
then click Hide Sheet. -
iF
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N Begeitees  EMRIRLE Pedl . Ebewing | Grem Margie =
[ =]
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S5 'ﬁl Unhide a Worksheet
P o oo @ (Click the Home tab.
" ',._-.,... a3 Zf..lr H 3
iy g 2t T @ Click Format.
R 3| © (Click Hide & Unhide.
: e @ Click Unhide Sheet.
o

: 1 o You can also right-click
ol il g g - - any worksheet tab and

¢ Expemsee e r Tl o then click Unhide Sheet.
T Comt ol Comntn TRE04 [TEN LY 1 | e ok Pt

T —— 0540 e A R

¥ Rt 500 1750 F "'"_ 2 S

10 Sppaay 18840 FEETS S La—

Ty - E TR T LT R s L h-....: —

11 Shissieg I LTS T4 R s

11 N 7008 7900 &

i 5 remnip
o 3 — SO

— T The Unhide dialog box

s a appears.

@ Click the worksheet you
want to restore.

6 Er—— O Click OK.

® Excel returns the

T T T T ) drem e AT — ol | worksheet to the
-] L e workbook.

More Options!

If you have several worksheets that you need to hide, you do not have to hide them
individually. Instead, you can select all the sheets you want to work with and then hide
them. To select multiple worksheets, click the tab of one of the worksheets, hold down
the Ctrl key, and then click the tabs of the other worksheets.

If your workbook has many worksheets and you want to hide most of them, an easy
way to select the sheets is to right-click any worksheet tab and then click Select All
Sheets. Hold down the Ctrl key, and then click the tabs of the worksheets that you do
not want to hide.

After you have selected your worksheets, follow steps 2 to 5 in the “Hide a Worksheet”
section to hide all the selected worksheets at once.
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Whether you are a company employee, a
consultant, or a freelancer, you will almost
certainly work with other people in one
capacity or another. Most of the time, your
work with others will be informal and consist
of ideas exchanged during meetings, phone
calls, or e-mail messages. However, you may
often be called upon to work with others more
closely by collaborating with them on a
document.

One way to do this is to ask another person to
make changes to a workbook. This method can
save you a lot of time and effort, but it can also

lead to problems if you do not know what
parts of the document the user edited. For
example, if you do not know what the user
changed, you have no way of checking the
changes for errors.

When you turn on the Excel Track Changes
feature, the program monitors the activity of
cach reviewer and stores their cell edits, row
and column additions and deletions, range
moves, worksheet insertions, and worksheet
renames. You can also filter the changes by
date, reviewer, or worksheet location.

@ Open the workbook you Q ~
want to use for the a"'_ e __"'"':"'"":"'j T |
co'llaboratlon.. TN IO el ) Srmemmerm
@ Click the Review tab. P i e P '::.':ﬁé.-p;.,.._n_-,
© Click Track Changes. @ T et g
(4]

Click Highlight Changes.

The Highlight Changes
dialog box appears.

@ Click to select the Track
Changes while Editing
check box.

= e
Ve W
T
L L
-

e —

THE TEE W EEEE T R (e S

® To filter the displayed
changes by time, click to —
select the When check
box and then use the
drop-down list to specify
the time interval.
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Highlight Changes [T ] @ To filter the displayed
changes by reviewer,
[#] Track changes while editing. This alse shares your workbook. click to select the Who
Highlight which changes check box and tI]en use
When: [l =] the drop-down list to
select users.
7] Who: Everyone |Z|
7] Where: |$88a:62815 = The Who list contains
Everyone and Everyone
Highlight changes on screen but Me. Later, when
List changes on @ new sheet other users have made
changes, the list includes
e—f’ ok | [ cancel | the name of each
reviewer.
Microsoft Office Excel =X ® To specify the tracked
range, click to select the
l'\ This action will now save the workbook. Do you want to continue? Where check bOX, click

7

the range box, and then
select the range.

Click OK.

Excel displays a dialog
box letting you know that
it will save your
workbook.

@ Click OK.

@

Caution!

When you activate Track Changes, Excel does not
track formatting changes. Excel also prevents users
from performing a number of operations, including
the following: inserting and deleting ranges
(although you can insert and delete entire rows
and columns); inserting charts, symbols, pictures,
diagrams, objects, and hyperlinks; deleting or
moving worksheets; applying conditional
formatting; working with scenarios; subtotaling,
validating, grouping, and outlining data; merging
cells; and checking for formula errors.

More Options!

By default, Excel keeps track of
changes made for the past 30 days.
To change the number of days of
history that Excel tracks, click the
Review tab and then click the Share
Workbook button to open the
Share Workbook dialog box. Click
the Advanced tab. Use the Keep
Change History for X Days spin box
to set the number of days you want
to save, and then click OK.
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Maximizing Excel
Security and Privacy

Excel security and privacy are multi-faceted
topics that encompass a number of
different concerns. For example, much of
Excel security is concerned with external
threats to your documents and even to
your computer. The most common concern
here is the threat of malicious code
embedded in workbooks and Visual Basic
for Applications (VBA) macros, so Excel
offers a number of techniques you can use
to block malicious programs.

Also, there is the important concept of
Excel privacy, which mostly deals with
preventing the inadvertent leak of private
data, from personal information to
corporate knowledge such as payroll data
or trade secrets. Excel offers a number of
methods you can apply to ensure data
privacy for your Excel workbooks.

This chapter takes you through various
Excel tips and techniques that cover
different aspects of Excel security and
privacy.




Open a Workbook in Protected View

Block Dangerous Excel File Types 250
Set the Macro Security Level 252
Digitally Sign Your Excel Macros 254
Create a Trusted Location for Opening Files 256
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Turn On Parental Control in Excel 262
Disable External Data Connections and Links 264

Apply a Digital Signature to a Workbook



Open a Workbook

in Protected View

You can ensure that a potentially unsafe

To help you protect yourself from such files,

workbook does no harm to your documents or  Excel 2010 offers Protected View, a new file

to your system by opening that workbook in

Protected View.

You probably know that VBA macros may
contain unsafe code that can harm your

opening option that not only puts a workbook
into read-only mode, but also ensures that any
malicious code in the workbook cannot harm
your system. Excel 2010 automatically opens

system. However, malicious programmers have workbooks in Protected View when you open

also figured out how to hack some Excel file
types so that when you open a compromised

workbook, the malicious code runs
automatically.

a file from the Internet or from an e-mail
attachment. However, it is also possible to
open any workbook in Protected View.

0 Click File. F "L 9 Bl - it Bl :m

@ Click Open. 8 S
32T T L
o -
Lt
, et dnaiag
- & iy gy e V8 b st Pl g
[ i e ey ey Fe—
s e i
'I:'. 3 T B, P e
-1 oy &
(=L —
The Open dialog box e : = 2
appears. LI (5 s e :a_
LIS .
(3] Open_the folder B DOORRSN Y
containing the workbook Rty
you want to open. o ¥ e
@ Click the workbook. an... I_"r:ﬂ Wi
@ Click the Open o ——— =
drop-down arrow. R :
P s S
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== W _ —— Excel displays a list of
el - v o = : options for opening the
T e i ] workbook.
FATE e I amaiits lihrary - . .
il ity { @O Click Open in Protected
e B N B NS e View.
et uill il il aill ]
- T T
- [ ]
= g N e
B 1] il aill Wil
Basks et B B By e Vg Uy s,
o = [ [=1]
-~ @ & 5
o uii il :::-*
= g e ST
. e O
Pl i T L s g
T = o e
] * ey T == Excel opens the
B - ~e-c= workbook in Protected
:ﬂ i T P i et il s v [ P e e [ iy . V
= [ -- B UMY T T --I 1EW.
[ R S @ The Protected View
e - message bar appears.
: gl | .
SR @ Excel hides the Ribbon.
1 Enpempew
¥ Tl ol Cmnla: Lo ﬂ -
g e .
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: P e | e
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| E =T W _JCN R |

©

More Options!

Excel 2010 opens a workbook in Protected View not only when you open a file from
the Internet or from an e-mail attachment, but also if you open a workbook from a
potentially unsafe folder, such as the Temporary Internet Files folder, which is where
Internet Explorer stores its cache. Excel 2010 also scans each file it opens to validate the
file's structure, and if a workbook fails this validation, Excel opens it using Protected
View.

These are sensible precautions, but you can disable one or more of them if you find
Protected View to be inconvenient in some situations. Click the File tab, and then click
Options to open the Excel Options dialog box. Click the Trust Center tab and then click
the Trust Center Settings button to open the Trust Center dialog box. Click the Protected
View tab. In the Protected View section, click to select the check box beside the scenario
you want to disable, and then click OK.
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Block Dangerous

Excel File Types

You can configure Excel to block potentially
dangerous file types that may contain macro
viruses and other malicious code.

When you open a workbook in Protected
View, Excel gives you the option of making
changes to the workbook by clicking the
Enable Editing button in the Protected View
message bar. However, there may be some
Excel file types that you never want to allow to
be opened outside of Protected View. These

might include old Excel file formats such as
Excel 95 workbooks, or Excel 2007 macro-
enabled files. For more information, see the
section, “Open a Workbook in Protected
View.”

You can use the Excel File Block settings to
configure the program to always open certain

file types in Protected View, as well as to
disable the Enable Editing button.

@ Click File.
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i U v S TR a

Tk i Bt

Click Options.
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o - = =
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: e o e—
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Settings. e T
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)

rp = = E Y — i The Trust Center dialog
Srrey | R box appears.
ol |-~ e T D @ Click the File Block
£33 weees Gt Settings tab.
(S s TR IR L T
ST s e e O For each file format
b pavslesmledealoos s oy you want to block,
|| s N ki a click to select the Open
Famns e v st i Pt i 4 Check bOX.
| o e 7 Hb'vu‘ ¥ .
P e riaion ¢ @ Click to select the Open
At r . -
ik Tipaghents ; Selected File Types in
o st » Protected View option.
P 3 Vb e b ol b e iy rl
v P Wl i R B L 9 ClICk OK.
e '
[ERTIL Y CRT = g
D et Vi AR e e
a R R W 1
@ [man areded 54 b o B Eadel e
B e el e ]
[
[ Q—» %] e
itgen E = TF - © Click OK.
or W v e 1o v o4 s e e s g e Excel puts the new File
g ket et Block settings into effect.
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More Options!

For maximum safety, you can
configure Excel to not open
potentially dangerous file types.
Follow steps 1 to 5 to display the
File Block Settings tab. Click to
select the Do Not Open Selected
File Types option, and then click OK.

Remove It!

If you find that you occasionally need to open one
or more of the file types that you have blocked, you
can restore the Excel 2010 default settings. Follow
steps 1 to 5 to display the File Block Settings tab,
and then dlick the Restore Defaults button. When
Excel asks you to confirm your selection, click the
Restore Defaults button, and then click OK.
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Set the Macro

Security Level

You can gain more control over how Excel
treats macros by setting the macro security level.

VBA is a powerful programming language that
can make your life easier and more efficient.
Unfortunately, VBA’s power is all too often
used for nefarious ends — such as viruses that
can destroy entire systems — so Excel comes
with VBA macros disabled as a security
precaution. The exception is macros stored in
the Excel Personal Macro Workbook, which
you can always run.

You can adjust the Excel macro security setting
to one of the following values:

® Disable All Macros without Notification — Excel
disables all macros and does not give you a way
to enable then. This gives you total macro safety,
but it is more than what most people require.

® Disable All Macros with Notification — Excel
warns you when a document you are about to
open contains macros. It disables the macros
but gives you the option of enabling them.

® Disable All Macros Except Digitally Signed
Macros — Excel only enables macros if they
come from a source that has digitally signed
the VBA project.

® Enable All Macros — Excel runs all macros
without prompting.
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T o T The Trust Center dialog
e | — box appears.
: ':,Q PR — If you have the Developer
; it brpletansy v AT R tab displayed, a quicker
et i L et B e e e way to open the Trust
e e Center is to click the
o Developer tab and then
click the Macro Security
. icon ([2)).
T @ Click Macro Settings.
O Click to select the security
Q_> e o= level you want to use.
Click OK.
e G TV m— o .
- - @ Cdlick OK.
- ki i Excel puts the new macro
o A S P poper= security level into effect.
__- : T—::’:.—.r.-m-hr_n"._r ----- B By
S . e o et B T
e—> -] [
Important! Caution!

If you are not sure which macro setting to use,
consider the Disable All Macros Except Digitally
Signed Macros option. With this setting, Excel only
enables macros if the VBA project has been
digitally signed using a trusted code-signing
certificate. Macros from any other source are
automatically disabled. This gives you almost total
macro safety. However, you need to self-sign your
own macros, as described in the section, “Digitally
Sign Your Excel Macros.”

If you do not have a virus
scanner installed, use the Enable
All Macros level if you only run
your own macros and you never
open documents created by a
third party. If you do have a virus
scanner, this level is probably
safe if you only open third-party
documents from people or
sources you know.



Digitally Sign Your

Excel Macros

You can make it easier and more convenient to
run your own macros if you digitally sign your
VBA projects.

If you set Excel macro security to disable all
macros without notification, you immediately
run into a problem: Excel does not allow you
to run any of your own macros that reside
outside the Personal Macro Workbook. This
makes sense because Excel has no way to tell
whether you are the author of such macros. By
definition, macros in the Personal Macro
Workbook are yours, but code in any other file
could have come from a third party, which
makes that code a potential security risk.

However, it is possible to “prove” that you are
the author of your own macros. You can do
that by self-certifying, which creates a trust
certificate that applies only to your own work
and to using that work on your own computer.
After you run the SelfCert.exe program to
create your personal digital certificate as
described in this section, the next step is to
assign that certificate to a VBA project. Note
that you need to assign the certificate to each
project that contains macros you want to run.

0 Press Alt+F11. ) Mcoach oo ez tor Appicrions - Ehagter: i ‘MM<_. '.:': =
@ Excel opens the Visual i D D Vee e Fyma Dby B ?“"‘"‘"""‘"‘ﬂ Trve s
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Editor. - == ] [hvwrmerestane
9 clle the prOjeCt tO WhiCh TP ) * ::n Dptieni . fdset Chimct Dring
you want to assign the e e é“‘ ot b
certificate. B < —
. &S5 Meromo®t Exoel Dbwch ' Comate Ehe Becsrdsmd ohiest
9 CIICk TOOIS' mmmm L1 ?t! £ = g ot [ =ADSDE . I i
@ Click Digital Signature. Ta——— * g 3
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Windows Securtty - The Windows Security -
Confirm Certificate dialog
Confirm Centificate box appears.
::hm:'::n“ir: centificate by clicking QI If this is net the comect certificate, @ Windows displays your
digital certificate.
Paul McFedries Note: Remember that you only see
) :i‘ Issuer, Paul McFedries this digital certificate affer you have
F- Valid From: 1/1/2000 to L/1/2013 run the SelfCert.exe program, as
described in this section.
a ' Click OK.
0K | Cancel O dic
- A= ® The cgr_tifica_te appears in
e s the Digital Signature
The VB project s currently signed 23 dialog box.
Crriifcats name: Pa McErdries <—® g
@ Click OK.
s @ Switch to Excel, save the
: 15 - s —® workbook that you just
signed, and then close the
[ memove | [ ghosse.. | workbook (not shown).
(7 T © Reopen the signed
] [comed. | workbook (not shown).
Microsatt Excel Security Natice == If you have macros
disabled, the Microsoft
@ Microsoft Dffice has identified a potential security concem. Excel Security Notice
dialog box appears.
= Thie dl ] walid, but the froms a .
ke e o T et ek i e Tt @ Click Trust All from
Fie Paths  (PAULSPCY,..F the 2007 Ofice SymtemEusmpiesChaptes 10 vism Publisher.
Mecros hanne been debled. Macros might contain viruses or other secarity Excel opens the workbook
Iz, Do nof enable this conten] uniess vou bust the sowrce of e e, with macros enabled.
Ware mformaton .
Excel no longer displays
ST ke ek the Security Notice dialog
Trust al From putdshe | [ Erbie Masros ] LE"“ m-l box for workbooks signed
with your digital
signature.
\
Important!

Before you can digitally sign a VBA project, you must create a digital certificate for
signing your macros. Press Windows Logo+R to open the Run dialog box, type the
following address in the Open text box, and then click OK:
%$ProgramFiles%\MicrosoftOffice\Officeld4\SelfCert.exe

In the Create Digital Certificate dialog box, type your name in the Your Certificate’s
Name text box, and then click OK. Excel creates a digital certificate in your name and
displays a dialog box when it is done. Click OK. You can now use the digital certificate
to sign your VBA code, as described in this section.
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Create a Trusted Location

for Opening Files

You can make it easier to use macro-enabled
workbooks by creating a trusted location to
store those files.

For macros to work in Excel 2010, the
workbook must come with a digital signature
that is both valid and current, and the macro
developer must be set up on your computer as
a trusted publisher.

If you just want to run your own macros, you
need to sign your own projects, and then set
yourself up as a trusted publisher (see the
section, “Digitally Sign Your Excel Macros”).
If you do not want to sign your own VBA
projects, and you do not want to enable all

macros, Excel gives you a third choice: to store
your macro-enabled documents in a trusted
location. A trusted location is a folder that
Excel assumes contains only trustworthy
documents, so it automatically enables any
macros contained in those documents.

By default, Excel comes with several trusted
locations, but none of them are particularly
convenient for file storage. However, it is
possible to set up a more suitable folder as a
trusted location. For more information on
enabling macros, see the section, “Set the
Macro Security Level.”
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If you have the Developer
tab displayed, a quicker
way to open the Trust
Center is to click the
Developer tab and then
click Macro Security ([2]).

drtapr brving) . .
2 hppDety Bosmeng Morpiof D el M ITAST. Lol J030 detpult inoaton L Startis
s fstng: (£ ki, P A G 8 ITEF MG O TTART,  Balal 3000 detnul Macamss: Datal Slam, 6 CIICk TrUStEd Locat|0n5.
&t el Roamng Maticiof Fomplater,  Exiel 3000 detouil bcstan Lidr Fompl . .
Bratadted Vibw oo e Moo Offcr A4 STARTUP, - Excel 300 detoult cation: Oifce Sack o Click Add New Location.
e o guem Fiep Mmool Ok OSkabiLinr,  Tacrl 2090 delwult kecatson: Sdd-in 0 T th f " th f th
e ype the full path of the

Py Lstalions
Extérnal Conmtema

folder you want to set up
as a trusted location.

Fal Bagax Tattang

Py Sptant ratn £ Prgeam Fied Latiara) Oicr Nigaibe .
Dewrgtion: el 2000 detautt lacatian: Appiaticn Templibe ® You can also click Browse
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e © Type a description for the

it —® folder.
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CeRcrgtet

fuspmt s (@ Click OK in the bottom
right-hand corner of the

Dnce gt Tome Crantnc: wm:mq — e Trust Center dialog box

e . (not shown).
@ Click OK in the Excel

Options dialog box (not
shown).

@

More Options!

By default, Excel does not allow you to
specify a network path as a trusted location.
If you routinely open macro-enabled
workbooks from a network location, you

Remove It!

If you no longer use a trusted location
for macro-enabled workbooks, you
should remove the folder from the
Trusted Locations list as a security

can configure Excel to allow network shares
as trusted locations. Follow steps 1 to 5 to
display the Trusted Locations tab, and then
click to select the Allow Trusted Location on
My Network check box.

precaution. Follow steps 1 to 5 to
display the Trusted Locations tab, click
the trusted location you no longer
require, and then click the Remove
button.
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Inspect a Workbook

for Private Data

If you will be distributing a workbook to other
users, you can use the Document Inspector to
remove personal information from the
workbook.

Excel workbooks are often riddled with data
that can disclose information about you, other
people who have used the document, file
locations, e-mail addresses, and much more.
This type of information is known as metadata,
and if you are concerned about maintaining

Much metadata is generated by collaboration
techniques such as tracked changes, comments,
and annotations, which generate metadata
about the reviewers. This is useful in a
collaborative environment, but after the
document is finished, all that metadata is no
longer required. If you will be publishing the
document, the metadata is a serious privacy
concern, as well.

To help you eliminate metadata and other

your privacy, you should take steps to
minimize or remove metadata from your
workbooks.

private content, Excel offers the Document
Inspector, which you can use to automate the
removal of the private workbook data.

@ Open the workbook that iﬂ_:_
you want to inspect. F-s“ - £ - o o e "
@ Click Save to save the oy o it S
workbook. j"‘ [T T S S, A — :
A - Wt
©® Click File. - owe =l
O Ciick Info. B ap————— | s
L Pr— = .
@ (lick Check for Issues. i -
O Click Inspect Document. - @ 6 e s ey e
s i [ ————— oo i
L L
s I'.-Ill':;—ll—lllnﬂh-l—wlm mw
Cly & Tt e ' :

B st T S T
o o B

The Document Inspector
dialog box appears.

For each content type
that you do not want
inspected, click to
deselect its check box in
order to deactivate it.

Click Inspect.
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©® The Document Inspector
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content and then displays
the results.

o

To remove a content type
from the workbook, click
that type’s Remove All
button.
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Excel displays the results
of the removal.

[10)

Repeat step 9 to remove
other content types from
the workbook, as needed.

@ Click Close.

10

Did You Know?

You do not need to run the Document Inspector to know whether your workbook has
metadata and other private content. Click the File tab and then click Info to display the

workbook’s Information pane.

If the workbook contains any private data, Excel displays a bulleted list of the data types
in the Prepare for Sharing section. This section also tells you whether the workbook has
accessibility issues (see Chapter 1) or compatibility issues (see Chapter 2).

If you do not see any private data types
run the Document Inspector.

listed in this section, then you do not need to
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Assign a Password

to a Workbook

You can ensure that only authorized users can
open an Excel workbook by assigning a
password to the workbook.

If you have a workbook that contains private,
confidential, or sensitive data, then there are two
situations where you want to prevent
unauthorized users from opening the workbook.
The first situation is when an unauthorized
user gains physical access to your computer,
particularly if you are already logged in. In this
scenario, the person can open the workbook
directly and inspect its contents.

The second situation is when you have shared
the workbook with another person who is

authorized to open the workbook, for example
through e-mail or by placing a copy on your
network. In this scenario, you no longer have
any control over the workbook copy, so you
cannot be certain of whether an unauthorized
user will gain access to the file.

To ensure that only authorized users can open
the workbook, Excel enables you to assign a
password to the workbook. If users do not
have this password, they cannot even open the
document. Assigning a password also encrypts
the workbook, so even users who can access
the file directly on the hard disk cannot view
the file’s contents.

@ Open the workbook you 1)
want to protect with a |1 b inn S ';'“'_
password. s "
. . I fion about 2011 34
@ Click File. s %::ﬂ_lwfw :_"'i___t
- i s
@ Click Save As. o _ S
B & Eoeeeee e
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e —
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Gonersl Opasr TV el The General Options
s s R dialog box appears.
v = O Type the password in
: m::r = the Password to
. : Open text box.
a—> @ For extra protection, you
- can also type a password
[T — T in the Password to
Q R v bR Modify text box. This
password is required to
Cators I au vt Kt e s, 1 v 3¢ edit the document's
vt e e ok contents. If users do not
i i T R have this password, they
S |uiteetey) can open the document,
but cannot change it in
L] S 2 = any way.
GO (7 i+ oo D 2 @ Click OK.
RN e O N 87 ® The Confirm Password
(5] mtcront xcel Documents library e Tl dialog box appears.
& Feveetas © Retype the password.
= e e .
R A Bt @ Cickok
i @ Click Save.
. Bbowst Flad i
Excel asks if you want to
 Libanien replace the existing file.
+ pnementy .
o Music . @ Click Yes.
T — - Excel saves the workbook
e = with the password.
Bugheri: P Tagn Add wlig
a0 ik ke Tees = [ Swe | [ Cance
Important! Caution!

The password you use should be a
minimum of eight characters (longer is
better) and should be a mix of uppercase
and lowercase letters and numbers. Note,
too, that Excel differentiates between
uppercase and lowercase letters, so
remember the capitalization that you use.

If you forget your password, there is no
way to retrieve it, and you will never be
able to access your document. As a
precaution, you might want to write down
your password and store the piece of
paper in a safe and secure place.
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Turn On Parental

Control in Excel

If you have children who use Excel, you can
turn on the Parental Control feature to make
sure that they are not exposed to offensive
content in the Research task pane.

The Research task pane enables you to look up
data in reference works such as a dictionary, a
thesaurus, and a translator. However, the
Research task pane also enables lookups
through the Bing search engine and other
Internet-based reference sites.

These reference tools make the Research task
pane a useful feature, particularly for children
working on school assignments. However,
most of the reference tools have some offensive
content that is not suitable for young children.
To ensure that your children do not see this
content, you can turn on the Excel Parental
Control feature, which blocks such content.

@ Start Excel using the Ba- =y =
Windows Administrator ?‘i" e T o, s @ ,.......,,...':...'.”
account (not shown). | X Sty 24949 -Je.-:.—.:_-. e nvia

Note: For information on how fo TR = — :

launch Excel under the Administrator :iil [ F 4 W e 5 LY a0 i JTFT

account, see the Tips section. 2 o

' -

@ Click the Review tab. s iof

© Click Research. E s

©® Excel displays the 1 g
Research task pane. 1

]
Click Research Options. ; a i T

° ’ ’:-: N W]
The Research Options —— o
dialog box appears. | poe e i

@ Click Parental Control. | 1
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The Parental Control
dialog box appears.

Click to select the Turn On
Content Filtering to Make
Services Block Offensive
Results check box.

Type a password in the
Specify a Password for
the Parental Control
Settings text box.

Click OK.

The Confirm Password
dialog box appears.

Retype the password.
Click OK.

The Research Options
dialog box indicates
that Parental Control is
turned on.

Click OK.

Excel now filters offensive
content from Research
task pane results.

Important!

To run Excel under the Administrator account, press Windows Logo+R to open the Run
dialog box, use the Open text box to type “%progamfiles%\Microsoft Office\
Office14” (including the quotation marks), and click OK. In the folder window, right-
click the EXCEL file, click Run as Administrator, and then enter your User Account

Control credentials.
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Disable External Data

Connections and Links

You can enhance your or another user’s Excel
privacy and security by disabling external
workbook content such as data connections
and links to other workbooks.

A data connection is a communications channel
between Excel and an external data source,
such as a database file or server. Most data
connections are benign, but malicious hackers
can use data connections to gather information
about your system or trick you into running
malicious code.

A workbook link is a formula reference to a cell,
range, or macro in another workbook.
Workbook links are often very useful, but a
nefarious user might link to a macro that runs
malicious code.

By default, Excel temporarily disables a
workbook’s data connections and links. If you
trust the source, you can click the Enable
Content button in the message bar to use the
connections or links. To protect yourself or
another user from potentially malicious
external content, you can disable data
connections and workbook links permanently.

@ Click File.
@ Click Options.

Bpiligiad P  Bols  Baine  Wew (]

Information about Budget Estimates

e e P Rm i b e

L ]
- _&' e e ey cmpy el B e e af [
g
[ a L] ]
LU E b
s
e ey
e egppey o Jouping
Palai =) Torteon ey ey Sy, B ey
— s e gy S g et o | BN
e i Chet e e vinms
= L reet Pt e Bt tnd -
[

e Enbenginn © Rimrues® Lol

o] Vi e i — P
Ll Bt P

SEm s
s i il

The Excel Options dialog

= .

box appears.

'; Ty — e T | e e

Frpwe—y e

©® Click Trust Center. i
@ Click Trust Center s
Settings. st

11 B e Ayt
D B M o e prams b
EE e
PRIE ST AR T AL LTSt |

iy = -
N o LT HET T T p g S

sasiy—O

|_ga_ | | Coess |




Chapter 10: Maximizing Excel Security and Privacy

Ep— TF -

S — o Py g o T e By

Farl
[ L T

Putanll Fromgt e g e Lt [1anacian
oo PO S—

51 Ly o i T o i e
s g L e R R T
fa—— Prmgl o 4n e g Pae s 5 A bl
e e e T

Vamsigi

Firmsi Pt

Pt 6

L - L
B Cymum b ——
J Halg damm v dmiemaely iy e oner cemd e e el e st
— Frorrr ey = n e

PR ] B e P T R S s BT R TR R ST D AT (B R e
A TEESE

e g

©0

P B R R (B Y DR R, R L (R

B o8 Pl e

b e I T o F e N o T T BT RTE
B L I I L R Jrod Faomen Lomimgs

e

The Trust Center dialog
box appears.

If you have the Developer
tab displayed, a quicker
way to open the Trust
Center is to click the
Developer tab and then
click Macro Security ([2]).

Click External Content.

To turn off external data
connections, click to
select the Disable All
Data Connections option.

To turn off link updating,
click to select the Disable
Automatic Update of
Workbook Links option.

Click OK.
Click OK.

Excel puts the new
external content settings
into effect.

More Options!

If you only deal with workbooks that you have created yourself and that you never
distribute to other users, then you might prefer to take the opposite approach and
enable external data connections and workbook links. This can save you time compared
to the Excel default settings of prompting you about external content because you no

longer have to enable the content manually using the message bar.

Follow steps 1 to 5 to display the External Content tab. To turn on external data
connections, click to select the Enable All Data Connections option. To turn on link
updating, click to select the Enable Automatic Update for All Workbook Links option.



Apply a Digital Signatu

to a Workbook

When you send a workbook to another user,
you can verify to that person that you are the
author of the workbook by applying your
digital signature to the file.

If you send someone a document, how does
that person know it came from you? The only
certain way to authenticate yourself as the
originator of a document is to sign it with a

re

certified trust authority. The other person can
then inspect the signature to ensure that it
came from a trusted publisher and that the
document has not since been tampered with,
which would invalidate the signature.

This section also includes information about
how to obtain a digital signature to use with
your Excel workbooks.

digital signature that you have obtained from a

@ Open the workbook that 1)
. i RN [T L]
you want to sign. |1_ g e i a >-o4
g Click File. ol Information about Budget Estimates
Click Info. g s =z
@ Click Protect Workbook. H — -
/ r— oy el b i et of Bt -
©® Click Add a Digital e 3. ‘m - “
Signature. o .I_ﬁ‘;’?_ﬂ R -
iram :::::3 10— '-:.:." X
T et { st ot - ) ;
P | bt
e g o R
) s 5 P S AR " [
=t L5 revtommspopimmas |
[ Ry G - lad N pbad by P
e e, *
_i :?: ey e 4—6
A dialog box appears, [—ir = N =
explaining how digital S N T T S
signatures are used in bt i oot
Microsoft Office. e — 5
O Click OK. o o
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Sign

[ 2 [t The Sign dialog box

appears.

e See additional information about what you are signing...

visible within the content of this document.

Purpase for signing this document:

Signing as:  Paul McFedries

You are about to add a digital signature to this document. This signature will not be

@ Click Sign.

M Sign |[ Cancel l

Signature Confirmation

e The Signature

Confirmation dialog box

appears.
Your signature has been successfully saved with this document. P-P
If the document is changed, your signature will become invalid. e Click OK.
[] Don't show this message again Excel applies the digital
3 signature to the
workbook.

Note: Excel also marks the
workbook as final. If you click the
Edit Anyway button in the message
bar, Excel removes the digital
signature from the workbook.

@

Important!

To digitally sign an Excel workbook, you
must have a digital ID from a registered
signing authority, and that digital ID must
be usable for securing Microsoft Office
documents. Follow steps 1 to 5, and then
click the Signature Services from the
Office Marketplace button. This opens the
Available Digital IDs Web page, which
offers descriptions of and links to several
trusted signing authorities.

Remove It!

To remove your digital signature from one
of your workbooks, open the workbook,
click the File tab, click Info, and then click
the View Signatures button to display the
Signatures pane. Click the signature, click
the signature’s drop-down arrow, and
then click Remove Signature. When Excel
asks you to confirm the removal, click Yes
and then click OK.




Learning
VBA Basics

This book’s approach to Excel 2010 consists
mostly of examining the features and
settings found in some of the relatively
obscure and hard-to-find sections of the
Excel interface. However, there are things
you can make Excel do that are not
available through the program’s interface.
How? By programming them using the
Visual Basic for Applications (VBA)
programming language that comes with
Excel. You use VBA to build small sets of
instructions called macros. With these
instructions, you can make Excel perform
multiple tasks in a single operation or
perform tasks that you cannot access
through the interface.

VBA is a large and complex topic, so in this
chapter, you will not learn how to program
in VBA. (If you are interested in learning
VBA, see the Wiley book VBA for
Dummies.) Instead, you will learn how to
record your own macros and work with
macros that you have obtained from other
sources, such as the VBA macro examples
used throughout this book. For these kinds
of macros you will learn how to add a
macro to a module using the VBA Editor,
and you will learn various ways to run a
macro.



Record a Macro

Open the VBA Editor

Explore the Excel Object Model

Add a Macro to a Module

Run a Macro

Assign a Shortcut Key to a Macro

Assign a Macro to the Quick Access Toolbar

Assign a Macro to the Ribbon




Record a

Macro

You can save time and make the process of
creating a macro easier by recording some or
all of the actions you want your macro to
perform.

VBA is a powerful language that can perform a
wide variety of tasks, but its main purpose is to
operate on the application in which it is
running. With Excel VBA, for example, you
can create macros that add text and formulas
to cells, format ranges, insert or delete
worksheets, and much more.

To build a macro that manipulates Excel in
some way, VBA gives you a method that is
faster and easier than writing the macro

yourself: the macro recorder. After you activate
this tool, you use Excel to perform the action
or actions that you want in the macro. All the
text or formulas you insert in cells, all the
formatting you apply, and all the commands
and buttons that you click, are recorded,
translated into the equivalent VBA statements,
and then stored as a macro for later use.

You can store your recorded macros in

any workbook, but Excel provides a special

workbook for this purpose: the Personal
Macro Workbook.

Click the View tab. Ha=-o-iw hﬂ-mw T

o . _ .y Lalsl Frgd ihinat T il o ’ Cerrar ol ﬂ - -
@ Click the Macros [ Arwsare ) @ (3 Samkis O 30 —
i 1 . = -
drop_down arrow. — e e 3vem |.1: = - -.I

iaetnat [l Pl Ycrmim

©® Click Record Macro.

:m:-l-:n Biteeeten - 5

e .'I ,‘-n--n‘:
& TN parend gy

a1 -
@ If you have the Developer } ] c o i F = R T—.
tab displayed, you can N —
also click the Macro E
Recording icon in the H
status bar. I
B
]
| 1
|13 "
T ——-1 ¥ T
The Record Macro dialog Presyr— ]
box appears. - 9 e
iy
@ Type a name for the -
macro. |
P e i
@ Click the Store Macro In Pt Mk ""—6

drop-down arrow to

select the name of the
workbook you want to
use to store the macro.

g deat i |

Note: For most macros, it is best fo
store the code in the Excel Personal
Macro Workbook.

© (Optional) Type a
description of the macro.

@ Click OK.

Excel starts the macro
recorder.

Ed
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] A ] T o E G G H B | ® The Recording icon
| - 8 appears in the status bar.
: @ Perform the Excel steps
: you want to record.
I
[}
¥
1]
15 d
--n--au:l—' e : S0 o ‘+_
o [ G o E F C " i © Click the Recording icon.
2 Excel stops the macro
i recorder and saves the
: macro in the workbook
: that you selected in step 5.
:
13
i} i

T +

@

Did You Know?

When you specify the macro name in
step 4, keep in mind that there are a
few restrictions you must observe. For
example, the name must be no longer
than 255 characters; the name must
begin with either a letter or an
underscore (_); the name cannot
contain a space or a period; and the
name cannot be the same as an
existing Excel function.

More Options!

You can also start a recorded macro using the
Ribbon'’s Developer tab, which is not
displayed by default. To display it, right-click
the Ribbon, click Customize the Ribbon, click
to select the Developer check box, and then
click OK. To start a macro recording, click the
Developer tab and then click Record Macro.
You can also use the Developer tab to open
the VBA Editor, as described in the section,
“Open the VBA Editor.”



Open the

VBA Editor

If you want to view or make changes to your
recorded macro, or if you want to create
macros from scratch, you need to open the
VBA Editor.

After you finish recording your actions, Excel
translates them into VBA statements. Excel
then saves the macro in a module, a special
window in which you can view, edit, and run
macros. If you are satisfied that your recording
is accurate and properly executed, then you
may not need to view the module in which it
was stored. You can run the macro from Excel
any time you want; for more information, see
the section, “Run a Macro.”

However, if you make mistakes during the
recording, or if you want to augment the
recorded macro with other VBA statements,
then you need to view the module to work
with the macro. Similarly, you also require
access to the module if you want to paste
macros from other sources or create new
macros from scratch.

In both cases, you can access the module using
the VBA Editor, a program that enables you to
view, create, edit, and run VBA macros.

@ Click the Developer tab.

LI = - ——
—np i i b Fema v s . AT

@ Click Visual Basic. .--| - w_u |- ot sl |
Note: See the section “Record a T "' B Mmoo =
Macro” to learn how to display the T
Developer tab. =

You can also press

Alt+F11.

The Microsoft Visual

Basic for Applications
window appears.

@ Click the plus sign to
open the workbook that
contains the recorded
macro.

® PERSONAL.XLSB is the
Personal Macro
Workbook.

If you do not see the

Project pane, click View
and then click Project
Explorer, or press Ctrl+R.
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e T Lo T = : W

[ @ Click the plus sign beside

the Modules branch.

® Excel displays the
workbook’s modules.

@ Double-click the module
you want to open.

[T et o e it + A B ] g S ) e The module window
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j window.

® |If you recorded a macro
and are working with the
workbook that you used
to store that macro, the

- recorded code appears in
:“:‘J’: = the module window.
Important! Important!

You should store all your macros in the
Personal Macro Workbook. Excel keeps
this workbook open all the time, so the
macros you store in it are always available
to you. Note, however, that Excel keeps
the Personal Macro Workbook hidden,
which is why you do not see it when you
are working in Excel. To see the Personal
Macro Workbook, you must unhide it.
Switch to Excel, click View, click Unhide
Window, click Personal, and then click OK.

If the Unhide command is disabled, or if
you do not see the Personal Macro
Workbook in the Unhide dialog box, then
it is likely that the Personal Macro
Workbook does not exist. In most cases,
Excel only creates this workbook after you
use it to store a recorded macro for the
first time. Follow the steps in the section,
“Record a Macro,” and be sure to select
Personal Macro Workbook from the Store
Macro In drop-down list in the Record
Macro dialog box.



Explore the Excel

Object Model

To program Excel with VBA, you need to such as a worksheet’s name or whether a range
understand the Excel object model. is formatted with bold text; and a method is an
In the programming lexicon, an object modelis ~ action you can perform on an object, such as

a complete summary of the objects associated creating a new worksheet or clearing the

with a particular program or feature, the formatting from a range.

hierarchy used by those objects, and the This section shows you a few properties and
properties and methods supported by each methods for the three main objects in the

object. Here an object is a distinct, manipulable  Excel model: the workbook, the worksheet,
item such as a worksheet or range; a propertyis  and the range.
a programmable characteristic of an object

Workbook Object

You can use VBA to create new workbooks, open, save, and close workbooks, and more. You can
reference a specific workbook either by using the ActiveWorkbook object, which represents the
workbook that currently has the focus, or by using the Workbooks collection, which represents all
the workbooks currently open in Excel. Here are some examples:

Workbooks (1)

Workbooks ("Budget.xlsx")

Workbook Properties

Property Description

Name Returns the filename of the workbook.

Path Returns the location of the workbook.

FullName Returns the location and filename of the workbook.
Saved Returns False if the workbook has unsaved changes.
Method Description

Add Creates a new workbook.

Open Opens an existing workbook.

Save Saves a workbook.

Close Closes a workbook.

H
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Worksheet Object

You can use VBA to create new worksheets, copy, move, and delete worksheets, and more. You
can reference a specific worksheet either by using the ActiveSheet object, which represents the
worksheet that currently has the focus, or by using the Worksheets collection, which represents all
the worksheets currently open in Excel. Here are some examples:

Worksheets (1)
Worksheets ("Sheetl")

Property Description

Name Returns the name of the worksheet.
StandardHeight Returns or sets the standard row height.
StandardWidth Returns or sets the standard column width.
Visible Hides or displays a worksheet.

Method Description

Add Creates a new worksheet.

Copy Copies a worksheet.

Move Moves a worksheet.

Delete Deletes a worksheet.

Range Object

You can use VBA to select a range, add data to a range, format a range, and more. You can
reference a specific cell by using the ActiveCell object, which represents the worksheet cell that
currently has the focus. You can also use the WorkSheet object’s Range method to specify a range
using a reference or a defined name. Here are some examples:
Worksheets (1) .Range ("A1:B10")

ActiveSheet.Range ("Expenses")

Range Properties

Property Description

Address Returns the address of the range.

Count Returns the number of cells in the range.

Value Returns or sets the data or formula for the range.
Method Description

Cut Cuts a range to the Clipboard.

Copy Copies a range to the Clipboard.

Clear Clears all data and formatting from a range.

i



Add a Macro
to a Module

If you have a macro that you want to create or  to type your code into an existing module in
copy, you need to add the VBA code for the the VBA Editor.

macro to a module in the VBA Editor. Similarly, you may run across a macro that you
As you become familiar with manipulating want to use for your own work, either as it is
Excel using VBA, you will likely come up with ~ or by modifying the code to suit your needs.
many ways to simplify complex tasks and You can either transcribe these macros into a
automate routine and repetitive chores using module on your system, or better yet, copy the

macros. To implement these macros, you need  macros and then paste them into a module.

@ Start the VBA Editor.

Note: For more information, see
the section, “Open the VBA Editor.”

@ Double-click the module
into which you want to
add the macro.

If you prefer to add your
code to a new module,
you can click Insert and
then click Module,
instead.

Excel opens the module

window. =
S =5

© Position the cursor where " iomris e

you want to start the new

maCrO. R RS A

Pulmmaon Py Bwid = Trew
Note: You must add the new macro S L
either before o after an existing T
macro. e
h

Al
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M PERSONCAL 11 - Meddebel (Cedel —rrE | @ Type Sub, a space, and
T — 5| [Pesvasien — ] then the name of the
| || 2= Mwiremecian :1 New macro.

Note: Make sure the name you use
is not the same as any existing
macro name in the module.

@ Press Enter.

= 1] | dj

M PERSCRIAL 1 - Mo (Coded =l The VBA Editor adds the
[ e =] [enovaamien ; =1 line End Sub to denote

[ T == faticwscian = the end of the macro.

Eeilodoria ke If you copied the macro
i code from another
source, click Home and
then click Paste, instead.

@ Type the macro
statements between the
Sub and End Sub lines.

e S ® Asyou type a VBA

-a—— 9 function, object, property,
Ji:.--. 5 Ly gon Frompl [SSonr L viln gBacBle 1 vIOKONS [TEw] s [Conmet) &1 villigBaRent or method, the VBA

Im i J

= Editor displays the syntax
in a pop-up box.

@

Important! Did You Know?

If you want to begin your macro with a few After you enter a statement, VBA
comments — notes that describe what the converts keywords to their proper case.
macro does — type an apostrophe () at the For example, if you type msgbox, VBA
beginning of each comment line. Also, to converts it to MsgBox when you press
make your code easier to read, indent each Enter. By always entering VBA
statement by pressing the Tab key at the keywords in lowercase letters, you
beginning of the line — you do not need to can catch typing errors by looking for
do this for the sub and End Sub lines. VBA those keywords that VBA does not
preserves the indentation on subsequent recognize — in other words, the ones
lines, so you only have to indent the first line. | that remain in lowercase.
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Macro

You can run a macro from any open
workbook. You have the option of running the
macro from the VBA Editor or from Excel.
Excel maintains a list of the macros that are
stored in each open workbook. When you
want to run a macro, you can either open the
module that contains the macro or display the
list of available Excel macros. Either way, to
run a macro, you must first open the
workbook in which the macro is stored.

After you open a workbook, you have two
ways to run one of its macros: from the VBA
Editor or from Excel. It is best to use the VBA
Editor if you are testing the macro, because
although VBA switches to Excel to execute the
code, it returns you to the VBA Editor when it
is done. Therefore, you can run the code, see
whether it works properly, and then adjust the
code as necessary. When your code is working
properly, you can run it from Excel without
having to load the VBA Editor.

Run a Macro from the

VBA Editor

@ Open the module that
contains the macro.
(2]

Click any statement
within the macro you
want to run.

The macro name appears
in the list of macros.

Click Run.
Click Run Sub/UserForm.

You can also click the
Run icon (or press F5).

- X)

Ev fLret mmoEe

Dz ("8  Bedwen

Fnletrhi . Fost deid = e

Emimmmn | <R1A*y Soiwmrduaes = (6,08

Amvrestnl b, PommiekS0 = Sgails Serls®

wain Jadwstien, Pewe

JBaley = <JATTIE

(TLETASSERASE # §
Frd ®iak

B Bl

R R LT TR E T}
ealea *Balis YL Spla*i

Sy

Fadl Exh

The VBA Editor runs the
macro.
- =] =) It —— |
Run a Macro from mil i T o em: | c@epm
Excel g A= g § [} iy 8~=s-mu Py
G s i A T ' E
@ Open the workbook that [t o I e M Tmle i i i Ml
contains the macro. S % = -
You can skip step 1 if the il . G @ 1 C % ] [ -
macro is stored in the o m—
Personal Macro :
Workbook. .
@ Click the View tab. :
© Click Macros. ’
10
If you have the Developer | g —— " : i
tab displayed, you can naky [ 7 : ___moa e i

also click the Developer
tab and then click
Macros.

You can also press
Alt+F8.
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Macro

Macro name:
PERSOMAL.XLSB!Helloworld

PERSOMAL.XLSB!ChangeExcelTileBar »
PERSOMAL.XLSB!HellovBAWorld
PERSOMAL.XLSB!Hellowarld

L2 o]
Run
PERSOMAL.XLSBIMacrol
PERSOMAL.XLSB TogaleFormulasAndResults =

Macros in: | PERSONAL . XLSB -
Description [All Open Workbooks -
This Waorkbook
PERSONAL.XLSE
Book1 k
TE ==
Macro name:

PERSOMAL.XLSB!HelloWorld

PERSOMAL.XLSB!ChangeExcelTileBar
PERSOMAL.XLSB!HelloVBAWorld 5
PERSOMAL.XLSB!HelloWorld
PERSOMAL.XLSB!Macrol

PERSOMAL.XLSB ToggleFormulasAndResults

Macrosin: | PERSONAL.XLSB [~]

Description

Cancel

)
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The Macro dialog box
appears.

@ Click the Macros In
drop-down arrow and
select the workbook that
contains the macro you
want to run.

If you are not sure which
workbook contains the
macro, select All Open
Workbooks, instead.

@ Excel displays a list of
macros in the workbook.

@ (Click the macro you want
to run.

(6] O Click Run.

If you assigned a shortcut
key to the macro, you

can avoid steps 2 to 6 by
pressing the shortcut key.

Excel runs the macro.

~/

Important!

The default macro security settings in Excel
may prevent you from running any macros

stored outside the Personal Macro Workbook.

If you cannot perform the steps in this
section — particularly after you create one or
more macros and then close and restart
Excel — then you either need to lower the
macro security settings in Excel or “self-sign”
your own macros. See Chapter 10 to learn
how to digitally sign your own macros.

More Options!

You can also use the Macro dialog box
as an easy method for displaying a
macro in the VBA Editor. Follow steps
1 to 3 to open the Macro dialog box
and select the macro you want to
work with. Click the Edit button. Excel
launches the VBA Editor, opens the
module that contains the macro, and
then displays the macro code.
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Assign a Shortcut

Key to a Macro

If you have a VBA macro that you use fairly
often, you can quickly access the code by
setting up a shortcut key that runs the macro.

Macros are meant to be timesavers, so it is not
unusual to have a macro that you run several
times each day, or even several times in a row.
In such situations, those mouse clicks can start
to add up and you may begin to wonder
whether the macro is really saving you time.
To work around this problem, you can assign a
shortcut key to a macro. In the section,
“Record a Macro,” you learn that you can
assign a shortcut key when you record an Excel

macro. Fortunately, it is also possible to assign
a shortcut key to a macro later on, either after
you have recorded the macro or after you have
added a macro to a module using the VBA
Editor. In either case, as long as the workbook
containing the macro is currently open, you
can press the shortcut key within Excel to run
the macro.

To ensure that your macro shortcut keys do
not interfere with Excel’s built-in shortcut keys
(see the Tips later in this section), access
Excel’s Help system and locate the Help article
titled “Keyboard shortcuts in Excel 2010.”

@ Open the workbook that
contains the macro.

You can skip step 1 if the
macro is stored in the
Personal Macro
Workbook. Tish

Bookd - Mk

Famulas (111

QW

- = = Amnsnge All =

foom 100% Zoomto
Sebection

Eugel [ ol -

ﬂﬂﬂ#ﬂ

= @ |

Jave Swrich
Workapace Windows =

Window Macros | |

VB Cievelnper

ol i Wandew [

hhacros
Ul Freeze Panes = .

Click the View tab.
Click Macros.

If you have the Developer
tab displayed, you can
also click the Developer
tab and then click
Macros.

You can also press
Alt+F8.

The Macro dialog box
appears.

@ Click the Macros In .

o0

»[i]] «

[l ; rf]
| |0 R 20 (=) L] {+)

drop-down arrow and

select the workbook that

contains the macro you
want to run.

If you are not sure which

workbook contains the e
macro, select All Open
Workbooks, instead.

©® Excel displays a list of
macros in the workbook.

@ Click the macro you want |
to work with.

O Click Options.
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Macra Options m Egi gllljz:)cg:rg)ptions dlalog
Macg;;";h e @ Type the character you
e want to use as part of the
e e shortcut key.
Cirl+ e 4—” .
etiioer © Click OK.
Excel assigns the shortcut
key to the macro.
Q—)F ok || cancel |
Macro 0 Click Cancel.
You can now run the
Macro name:

PERSOMAL. XLSB!'HelloWerld

PERSOMAL.XLSB!ChangeExcelTileBar
PERSOMAL. XLSB!'HelloVBAWarld

PERSONAL. XLSB!HelloWoarld
PERSOMAL.¥LSB!'Macrol
PERSOMAL.XLSB!ToggleFormulasAndResults

Step Into

Edit

Delete

Options...

Macros in:

PERSCOMNAL.XLSB

Description

Cancel

[ (==
3 c
= 3

macro by pressing the
shortcut key.

@\

</

Caution!

Do not specify a shortcut key that conflicts
with the built-in Excel shortcuts — such as
Ctrl+B for bold formatting or Ctrl+C for
copying text. If you use a key that clashes
with an Excel shortcut, Excel overrides its
own shortcut and runs your macro instead,
provided that the macro workbook is open.
Remember, too, that your macro shortcut
keys apply only to your copy of Excel. If
you share the workbook with another user,
that person does not have access to your
shortcut keys.

Did You Know?

Only five letters are not assigned to Excel
commands that you can use with your
macros: e, j, m, g, and t. You can create
extra shortcut keys by using uppercase
letters. For example, if you type e into the
Ctrl+ text box of the Macro Options dialog
box, you press Ctrl+E to run the macro.
However, if you type E into the Ctrl+ text
box, you press Ctrl+Shift+E to run the
macro. Note that Excel uses four built-in
Ctrl+Shift shortcuts: A, F, O, and P.
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Assign a Macro to the

Quick Access Toolbar

If you have a VBA macro that you use
frequently, you can give yourself one-click
access to the code by assigning that macro to a
button on the Excel Quick Access Toolbar.
The Quick Access Toolbar is the row of
buttons that appears, by default, on the left
side of the title bar.

The more macros you have, the longer it can
take to run the macro you want because you
have to scroll through a long list of macros.
Assigning a shortcut key can help — as
described in the section, “Assign a Shortcut

Key to a Macro” — but Excel only has a
limited number of macro shortcut keys
available.

A better solution is to create a new Quick
Access Toolbar button and assign the macro to
that button. As long as you leave open the
workbook in which the macro is stored, you
have one-click access to the macro. Because
you must have the macro’s workbook open, it
is a good idea to only create toolbar buttons
for macros in your Personal Macro Workbook,
which is always open.

@ Click the Customize ﬁﬂ —
. T o] S ey Ll [
_QL"Ck Access Toolbar | - e e N saf=nB
icon. T bt - 2= o : 4r A |
. b B L = 3% « I by =
@ Click More Commands. =y | i - MA T P o
= l] 'l-"'"H - - -
. i . = : - - -
|
1 L
4
]
1]
T
L ]
*
[H -
men ] ety pRes ghesy | Ey Os L3l
Bowly | 7§ LR Y
The Excel Options dialog Tor G TR
box appears. P TR oo s
® Excel automatically P R N -
displays the Quick Access o . - — :
Toolbar tab. - T < fil
kst S
© Click the Choose S s
Commands From u-—-<ﬁ9
drop-down arrow. s .
Bl Ll A i Vel
@ Click Macros. i A -
s lm
[
i e T
Hmade d e
Lmatd Tean  Busaa 1
R L | Ml T
WP N | e
B ada LaNELL o
Fomlegadriler e [ 7
Py P (i P WJ
P pdig Tasin | gt Ak
M_Ilﬁ.wﬂ. [ o __H__
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)

[ TV - @ (Click the macro you want
- & i to add to the Quick
F B s Access Toolbar.
i — O Click Add.
anpag o .
e ey 4 ® The macro appears in the
e A s amenis— B list of Quick Access

rwrpr—r— Toolbar buttons.

R p——

E R.::u R 1 - 9 o C|ICk OK.

e ——

oo
BahfsTid

R

- e

o FEERE

gt [t i

: S e samm v et :f;‘ t

e—> 8 e
g —— ® Excel adds a button for
“ = ."'-'; H L= W= Tk A LI the macro to the Quick
CXS B 1% D P 3 O Access Toolbar.
- A EE o Thtems s i bt ek

[E=SH

@

~~/

More Options!

Unfortunately, Excel applies the same icon
image for every macro that you assign to a
Quick Access Toolbar button. To help
distinguish one macro button from
another, you can customize each button
with a suitable icon image. Follow steps 1
and 2 to open the Quick Access Toolbar
tab. Click the macro you want to customize
and then click the Modify button. In the
Modify Button dialog box, click the icon
you want to use and then click OK.

More Options!

If you want to add a number of macros to
the Quick Access Toolbar, you may find
that you soon run out of space in the
toolbar’s default location on the left side
of the title bar. You can give yourself
much more space to add macros by
moving the Quick Access Toolbar below
the ribbon. The easiest way to do this is
to click the Customize Quick Access
Toolbar icon and then click Show Below
the Ribbon.



Assign a Macro

to the Ribbon

You can improve your Excel productivity by
customizing the Ribbon with buttons that run

the macros you use frequently.

If you are looking for a quick way to run a
frequently used macro, you can assign a

shortcut key to the macro, or you can assign a
Quick Access Toolbar button to the macro, as
described in the section, “Assign a Macro to

the Quick Access Toolbar.”

However, neither of these methods enables
you to organize your macros in any way. For

example, you might have a set of macros
related to formatting, another set related to file
management, and so on. To organize these
and other related macros, you can add them to
the Excel Ribbon.

To add a new command to the Ribbon, you
must first create a new tab or a new group
within an existing tab, and then add the
command to the new tab or group.

Click New Group.
Excel adds the group. [

Display the Customize Hada o A P rrp—— |
Ribbon Tab _ — R e -,__... -'r- I e Al =908
. . | ™ & e il s Wl T e A e Ijrﬂ
@ Right-click any part of the Ak ] Bl T ]
Ribbon. w8 B ﬂ—» — — Ty
@ Click Customize the - =t e . :
Ribbon. | | T T— NN > -
]
;
:
"
*
L1 -
CICNC N T T T LT [ | ——— 1 |
Baky | "§ e #
Add a New Tab or [rep— = = = = 3
Group e [ ——
The Excel Options dialog L PR AL e
box appears. il #arew Lremern = v o
® Excel automatically e I | 1 ,
displays the Customize [ 4_!_L— ; ' B
Ribbon tab. [ | B[3933352352%2 40 =
) s @fljl«+*swsaras@aT § o
@ (lick the tab you want to s flruszsnis s®ss sl igimm .
customize. ¥ | DooooooossEs Lo |
- 1 SRR :
@ You can also click RUSOUSRSZUNAES | ia¥ivw
New Tab to create a w iy w10 47 @R e
custom tab. ol |
=
it
&
&

Click Rename. [
In the Rename dialog

box, type a name for the

group.

@ Cdlick OK.

00 e O
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rn——| Add a Command

@ Click the Choose
Commands From
drop-down arrow, and
select Macros.

@ Click the macro you want
to add to the Ribbon.

@ Click Add.

® Excel adds the macro to
the tab.

@ Click OK.

Excel adds the new group
L and command to the
Ribbon.

©,

More Options!

When it assigns a name to a Ribbon

macro button, Excel uses the general form
Workbook!Macro, where Workbook is the
name of the workbook that contains the
macro, and Macro is the name of the macro.
To use a shorter name, right-click any part of
the Ribbon and click Customize the Ribbon to
display the Customize Ribbon tab. Click the
macro button, click the Rename button, type
a new name, and then click OK.

)

Reverse It!

Right-click any part of the Ribbon and
then click Customize the Ribbon to
display the Excel Options dialog box
with the Customize Ribbon tab
displayed. To restore a tab, click the
tab, click Reset, and then click Reset
Only Selected Ribbon Tab. To remove
all customizations, click Reset and
then click Reset All Customizations.



Index

A

absolute cell references, formulas, 100-101
absolute reference format, 100
Access
description, 160
tables, as external data, 182
tables, importing data from, 186-187
accessibility, 36-37
Accessibility Checker task pane, 37
alignment, 78
Analysis Toolpak, enabling, 154-155
arithmetically combining ranges, 108-109
array formulas, 102-103
arrays, 102-103
asterisk (¥), 214
auditing formulas for errors, 120-121
Automatic Except for Data Tables option, 113
automatically creating outlines, 152-153
AutoRecover
shortening interval, 228-229
workbook versions, 240-241
Average calculation (PivotTables), 176

background error checking, 118-119

binary files, saving as, 22-23

blocking file types, 250-251

Body Font, 48, 84

bottom values of range, highlighting, 126-127
break-even analysis, 142-143

C

calculating workbooks, skipping data tables, 112-113
calculations
iterative, 114-115
multiple formula solutions, 136-137
PivotTable summary calculation, 176-177
cell references
absolute, formulas, 100-101
column names, 105
errors, 111
outlining and, 152-153
relative, 94
row names, 105
cell styles, 78-79
cell values, data bars, 128-129
cells
copying with number formatting, 95
data validation, 26-27
dialog box controls, 34-35
editing specific, 230-231
links to other worksheets, 106-107
locked, 231
monitoring values, 98-99
restricting value types, 26-27

266

unlocked, 230-231

Watch Window, 98-99
circular references, 114
clipboard, displaying, 30-31
color scales, 130-131
color scheme, 82-83
column area (PivotTable), adding fields, 167
columns in databases, 212

hiding, 73

names instead of cell references, 105

separating text into, 200-201

width, default, 70-71
comparing workbooks side by side, 60-61
Compatibility Checker, 63
conditional formatting

applying, 124-125

custom rules, 134-135
consolidating worksheets, 144-147
controls, 32-35
copying, 94-95
Correlation (Analysis ToolPak), 154
corrupted files, repairing, 52-53
Count Nums calculation (PivotTables), 176
Covariance (Analysis ToolPak), 154
critiera in queries, 205, 216-217
cross-tabulation. See PivotTables
currency, decimal point, 16-17
Customize Ribbon tab, 6

data. See external data
data area (PivotTables), adding fields, 168-169
data bars, 128-129
data connections, disabling, 264-265
data series, Move Average and, 154
data source files, as external data, 182
data sources, 204, 206-209
data tables
recalculating, 113
skipping in recalculation, 112-113
what-if analysis, 136-137
data validation, restricting value types, 26-27
database driver, 208
databases, 212
date and time format, 68-69
decimal points, 16-17
default file location, 46-47
delimited format, 190, 191
dependents, tracing, 120
Descriptive Statistics (Analysis ToolPak), 154
dialog boxes
Add Column, 214-215
Add Scenario, 139
Add Tables, 212-213
Add Watch, 99
Allow Users to Edit Ranges, 234-235
Apply Names, 105
Arrange Windows, 25



Choose Data Source, 160-161, 206-207, 209

Compare Side by Side, 61

Consolidate, 144-145, 146-147

controls in cells, 34-35

controls in worksheets, 32-33

Create New Data Source, 207

Create New Theme Colors, 82

Create New Theme Fonts, 84-85

Create PivotTable, 158

Custom Lists, 75

Data Table, 137

Data Validation, 26-27

Digital Signature, 254-255

Edit Column, 215

Error Checking, 121

Evaluate Formula, 110

Excel Options, 4

Existing Connections, 184-185

File Save, 11

Format Cells, 66, 78

Format Control, 34-35

Goal Seek, 143

Highlight Changes, 244-245

Import Data, 185, 187

Import Text File, 190

Macro, 279

New Formatting Rule, 134-135

New from Existing Workbook, 58-59

New Range, 235

New Table Quick Style, 80

New Web Query, 194-195

Open, 45, 224

Parental Control, 263

Paste Special, 109

PivotTable Options, 165

Protect Sheet, 236-237

Protect Structure and Windows, 238-239

Publish as PDF or XPS, 55

Query Wizard-Choose Columns, 161

Query Wizard-Filter Data, 162

Query Wizard-Finish, 162

Query Wizard-Sort Order, 162

Record Macro, 270-271

Remove Duplicates, 151

Rename, 7

Research Options, 262-263

Save Current Theme, 87

Save Workspace, 44-45

Scenario Manager, 139-140

Scenario Values, 140

Select Data Source, 186

Select Database, 161

Select Table, 186-187

Sign, 267

Sort, 218-219

Standard Width, 71

Style, 78

Trust Center, 251

Value Field Settings, 177

Windows Security-Confirm Certificate, 255
digital certificates, 255
digital signatures in workbooks, 266-267
digitally signing macros, 254-255
direction Enter moves, 14-15
Directional icon sets, 133

disabled users, 36-37
Document Inspector, 258-259
duplicates, removing from tables, 150-151

Enable Iterative Calculation option, 115
Enter key, changing direction moved, 14-15
error messages, invalid data, 27
error smart tag, 118
error values, 116-117
errors
auditing formulas, 120-121
dependents, 120-121
error checking formulas, 118-119
error indicators, 118-119
precedents, 120-121
trace errors, 121
tracers, 120-121
Evaluate Formula command, 110-111
Excel
features not supported in previous, 62-63
file types, blocking, 250-251
pin to Windows 7 taskbar, 20-21
Excel Binary Workbook file format, 22-23
Excel Macro-Enabled Workbook, 22
Exponential Smoothing (Analysis ToolPak), 154
expressions, testing, 111
external data, 182-185

F

features not supported in previous Excel versions, 62-63
fields
databases, 212
PivotTables, 166-171
queries, 214-215
file types, blocking, 250-251
files
binary, 22-23
corrupted, repairing, 52-53
creating workbooks from, 58-59
default location, 46-47
Recent list, 40-41
Ribbon customizations, 10-11
trusted location to open, 256-257
fill handles, 74
fill list, custom, 74-75
filtering
records with query criteria, 216-217
table data, 148-149
filters
PivotTables, 172-173
quick filters, 148, 149
Fixed Decimal mode, 17
fixed-width text format, 190, 192
font scheme, 84-85
fonts, 48-49, 78
footers, custom, 88-89
formats
date and time, 68-69
numeric, 66-67
predefined, 66
symbols and, 67, 69
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formatting
conditional, 124-125, 134-135
decimal point, 16-17
multiple worksheets, 28-29
PivotTables, 175
ranges, 68

formulas
absolute cell references, 100-101
array formulas, 102-103
auditing, 120-121
copying, 94-95
error checking, 118-119
error indicator, 118-119
errors in cell references, 111
hiding/showing, 232-233
multiple input values, 138-141
multiple solutions, 136-137
outlining and, 152-153
range names, 104-105
results, pasting, 94
showing instead of results, 96-97
stepping through, 110-111
troubleshooting, 110-111
viewing, VBA macro, 97
what-if analysis, 136-137

G

galleries
Cell Styles, 78
Quick Styles gallery, 175
Table Styles, 80
Goal Seek tool, 142-143
Gradient Fill data bars, 129
groups
adding to Ribbon, 7
worksheets, 28-29

headers, custom, 88-89
Headings Font, 48
hiding/showing
columns, 73
formulas, 232-233
rows, 72
worksheets, 242-243
highlighting, 126-127
Histogram (Analysis ToolPak), 154

icon sets, 132-133

importing data
from Access table, 186-187
from data source, 184-185

288

refreshing imported data, 198-199
from a text file, 190-193
from Web pages, 194
from a Word table, 188-189
from XML files, 196-197
input values, multiple in formulas, 138-141
iterative calculations, 114-115

J

joins, creating, 213
jump lists, 41

L

linear regression, Regression and, 154
links
disabling, 264-265
to worksheets, 106-107
list controls, populating, 35
locked cells, 231
login
Access databases, 187
external data and, 183
long operations, warning, 18-19

macros
digitally signing, 254-255
Excel Personal Macro Workbook, 252
modules, 272-273, 276-277
Personal Macro Workbook, 273
Quick Access Toolbar, 282-283
recording, 270-271
Ribbon, 284-285
running, 278-279
security setting, 252-253
shortcut keys, 280-281
marking workbooks as final, 226-227
Max calculation (PivotTables), 176
maximum number in operation, 19
methods, 274-275
Microsoft Query, 162. See also queries
criteria pane, 211
data grid, 211
introduction, 204
query results, 211
query window, 211
Show/Hide Criteria icon, 216
starting, 210
table pane, 211
toolbar, 211
window, 211
Microsoft SQL Server, 207
Min calculation (PivotTables), 176



minimizing, Ribbon, 91
mixed reference format, 101
modules
adding macros, 276-277
macros, 272-273
Moving Average (Analysis ToolPak), 154
My Templates, 57

negative numbers, 66
network locations as default file location, 47
numbers
formatting, 16-17
random, 154
numeric formats, 66-67, 95

0

object model, 274-275

ODBC (Open Database Connectivity), 204
Office Clipboard, displaying, 30-31

Office Clipboard task pane, 30-31

Office Tools, 210

Open and Repair command, 53
operators in query criteria, 205

outliers, 130

outlines, 152-153

P

Parental Control, 262-263
passwords
ranges, 234-235
selecting, 261
workbooks, 260-261
Paste Special command, 108
PDF (Portable Document Format) files, converting
workbooks to, 54-55
Personal Macro Workbook, 273
Personal Templates tab, 57
pin Excel to Windows 7 taskbar, 20-21
PivotCharts, creating from PivotTable, 179
pivoting data, 170
PivotTable Field List, 158, 159, 178
PivotTables
building from Excel tables, 158-159
building from external data, 160-163
column area, adding fields, 167
data area, adding fields, 168-169
description, 156
fields, moving, 170-171
formatting, 175
PivotChart creation, 179
Quick Styles, 174-175
refreshing data, 164-165
report filters, 172-173
row area, adding fields, 166-167
summary calculation, 176-177
positive numbers, 66
precedents, 120
predefined cell styles, 78
predefined numeric formats, 66

private data in workbooks, 258-259
Product calculation (PivotTables), 176
properties, object model, 274-275
Protected View, 248-249

Q

queries
adding tables, 212-213
criteria operators, 205
data sources, 204
description, 204
fields, 214-215
filtering with criteria, 216-217
returning results, 220-221
sorting records, 218-219
tables, removing, 213
Web queries, 194-195
Quick Access Toolbar
adding commands, 5
adding Ribbon commands, 5
customizing, 4-5
location, 4
macros, 282-283
moving, 5
quick filters, 148, 149
Quick Styles, PivotTables, 174-175
Quick Styles gallery, 175

Random Number Generation (Analysis ToolPak), 154
range object, 275
ranges

array formulas, 103

bottom values, 126-127

combining arithmetically, 108-109

formatting, 68

names, formulas, 104-105

outlines and, 153

passwords, 234-235

top values, 126-127
Rank and Percentile (Analysis ToolPak), 154
Ratings icon sets, 133
RDBMS (relational database management system), 160
read-only versions of workbooks, 224-225
recalculating data tables, 113
recalculating workbooks, data tables and, 112-113
Recent list, 40-41
Recording icon, 271
recording macros, 270-271
records (databases)

description, 212

filtering with query criteria, 216-217

sorting query records, 218-219
references

absolute reference format, 100

circular, 114

errors in, 111

mixed reference format, 101

relative reference format, 100
refreshing imported data, 198-199
refreshing PivotTable data, 164-165
Regression (Analysis ToolPak), 154
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relative cell references, formulas, copying, 94
relative reference format, 100
repairing corrupted files, 52-53
report filters, PivotTables, 172-173
results of formulas, 94, 96-97
results of queries, 220-221
returning query results, 220-221
Ribbon
adding commands, 9
adding commands to Quick Access Toolbar, 5
adding tabs, 8
Customize Ribbon tab, 6
customizing, 6-9
exporting customizations, 10-11
groups, adding, 7
macros, 284-285
minimizing, 91
ordering tabs, 7
removing customizations, 9
removing tabs, 7
tool tabs, 9
workbooks marked as final, 227
row area (PivotTables), adding fields, 166-167
row names instead of cell references, 105
rows, hiding, 72
rows (databases), 212
running macros, 278-279

S

saving workbooks, 229
Scenario Manager, 138-139
scenarios, 138
scheduling PivotTable refresh, 165
scrolling, synchronous scrolling, 61
second window for workbooks, 24-25
SelfCert.exe, 254
self-certification, 254
shading, color scales, 130-131
Shapes icon sets, 133
shortcut keys, macros, 280-281
Show/Hide Criteria icon, 216
Solid Fill data bars, 129
sorting query records, 218-219
SQL Server, 160, 207
startup, opening workbooks automatically, 42-43
statistics, Descriptive Statistics and, 154
status bar, customizing, 90
StdDev calculation (PivotTables), 176
StdDevp calculation (PivotTables), 176
stepping through formulas, 110-111
styles

cells, custom, 78-79

Quick Styles, 174-175

tables, custom, 80-81
Summarize with PivotTable command, 158
summary calculation, PivotTables, 176-177

| 200

symbols, 67, 69
synchronous scrolling, 61

T

table data, filtering, 148-149
table styles, custom, 80-81
Table Styles gallery, 80
tables. See also PivotTables
adding to queries, 212-213
building PivotTables, 158-159
databases, 212
duplicates, removing, 150-151
templates, creating, 56-57
text
delimited format, 190, 191
display, 66
displaying rather than error values, 116-117
fixed-width format, 190, 192
multiple worksheets, 28-29
separating into columns, 200-201
text files, 182, 190-193
Text to Columns, 200-201
themes
color schemes, 82
font scheme, 84
workbooks, 86-87
time. See date and time format
tool tabs, 9
toolbars, Quick Access Toolbar, 4-5
top/bottom rules, 126-127
top values of range, highlighting, 126-127
trace dependents, 120
trace errors, 121
trace precedents, 120
tracking workbook changes, 244-245
trailing zeros, Fixed Decimal mode, 17
troubleshooting, formulas, 110-111
trusted location to open files, 256-257

U

Undo operation, 224
Unhide command, 273
unlocked cells, 230-231
users with disabilities, 36-37

Vv

validating data, 26-27
values
data bars, 128-129
monitoring, 98-99
restricting types, 26-27
Watch Window, 98-99



Var calculation (PivotTables), 176
Varp calculation (PivotTables), 176
VBA Editor, opening, 272-273
VBA (Visual Basic for Applications)
enabling, 252
macro recording, 270-271
macros, 97, 254-255
View Side by Side icon, 60-61
Visual Basic for Applications Editor, 254-255

w
warnings, long operations, 18-19
Watch Window, 98-99
Web pages
as external data, 183
importing data, 194
Web queries, 194-195
what-if analysis
Goal Seek tool, 142-143
overview, 136-137
width of columns, default, 70-71
window elements, turning off, 76-77
windows
arranging, 24
Microsoft Query, 211
second for workbooks, 24-25
Watch Window, 98-99
Windows 7
jump lists, 41
pin Excel to taskbar, 20-21
Windows Administrator, Parental Controls, 262-263
Windows Clipboard, 30-31
wizards
Convert Text to Columns Wizard, 200-201
PivotTable and PivotChart Wizard, 160
Query Wizard, 206-207
Text Import, 190-193
Word tables, 182, 188-189
workbook object, 274
workbooks
AutoRecover interval, shortening, 228-229
calculating, data tables and, 112-113
comparing side by side, 60-61
converting to PDF files, 54-55
creating from existing files, 58-59
digital signatures, 266-267
disabling data connections, 264-265

Excel Macro-Enabled Workbook, 22
links, disabling, 264-265
marking as final, 226-227
opening automatically at startup, 42-43
options for opening, 225
passwords, 260-261
previous version restoration, 240-241
private data, 258-259
Protected View, 248-249
read-only versions, 224-225
saving, 229
saving as binary, 22-23
second window, 24-25
structure protection, 238-239
templates, 56-57
themes, 86-87
tracking changes, 244-245
window protection, 238-239
worksheets, 50-51
worksheet object, 275
worksheets
cells (See cells)
consolidating by category, 146-147
consolidating by position, 144-145
data protection, 236-237
default number in workbook, 50-51
dialog box controls, 32-33
formatting in multiple, 28-29
groups, 28-29
hiding/showing, 242-243
links, 106-107
scroll bars, 35
spin boxes, 35
text in multiple, 28-29
workspaces, 44-45

X-Y-Z

XML (eXtensible Markup Language)
as external data, 183
importing data from, 196-197
introduction, 22

XPS (XML Paper Specification), 55

zeros
display, 66
trailing, 17

zooming, 12-13
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