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Introduction
Excel All-in-One For Dummies brings together plain and
simple information on using all aspects of Microsoft
Excel. It’s designed to be of help no matter how much or
how little experience you have with the program. As the
preeminent spreadsheet and data analysis software for
all sorts of computing devices running Windows
(desktops, laptops, tablets, and even smartphones), Excel
offers its users seemingly unlimited capabilities too often
masked in technical jargon and obscured by explanations
only a software engineer could love. On top of that, many
of the publications that purport to give you the lowdown
on using Excel are quite clear on how to use particular
features without giving you a clue as to why you would
want to go to all the trouble.
The truth is that understanding how to use the
abundance of features offered by Excel is only half the
battle, at best. The other half of the battle is to
understand how these features can benefit you in your
work; in other words, “what’s in it for you.” I have
endeavored to cover both the “how to” and “so what”
aspects in all my discussions of Excel features, being as
clear as possible and using a minimum of tech-speak.
Fortunately, Excel is well worth the effort to get to know
because it’s definitely one of the best data-processing
and analysis tools that has ever come along. From let-
Excel-do-all-the-work features such as Flash Fill and
Analyze Data to eyebrow-raisingly powerful tools such as
PivotTables and Solver, Excel has whatever you need to
get your numbers crunched. Excel is a blast to use when
you know what you’re doing, and my great hope is that
this “fun” aspect of using the program comes through on
every page (or, at least, every other page).



About This Book
As the name states, Excel All-in-One For Dummies is a
reference (whether you keep it on your desk or use it to
prop up your desk is your business). This means that
although the chapters in each book are laid out in a
logical order, each stands on its own, ready for you to dig
into the information at any point.
As much as possible, I have endeavored to make the
topics within each book and chapter stand on their own.
When there’s just no way around relying on some
information that’s discussed elsewhere, I include a cross-
reference that gives you the chapter and verse (actually
the book and chapter) for where you can find that
related information if you’re of a mind to.
Use the full Table of Contents and Index to look up the
topic of the hour and find out exactly where it is in this
compilation of Excel information. You’ll find that
although most topics are introduced in a conversational
manner, I don’t waste much time cutting to the chase by
laying down the main principles at work (usually in
bulleted form) followed by the hard reality of how you do
the deed (as numbered steps).

Foolish Assumptions
I’m only going to make one foolish assumption about
you, and that is that you have some need to use
Microsoft Excel under Windows in your work or studies.
If pushed, I further guess that you aren’t particularly
interested in knowing Excel at an expert level but are
terribly motivated to find out how to do the stuff you
need to get done. If that’s the case, this is definitely the
book for you. Fortunately, even if you happen to be one


