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sheet. (Sample work...

FIGURE 1-6: Clustered column chart on its own chart sheet after
selecting_a new...




FIGURE 1-7: The clustered column chart after switching_the
columns and rows. (S

FIGURE 1-8: Using_the Select Data Source dialog_box to remove
the empty Genre |...

FIGURE 1-9: Repositioning_the chart legend in the example
clustered column usin...

FIGURE 1-10: Clustered column chart on its own Chart sheet with
data table and ...

FIGURE 1-11: Formatting_ the Chart Title with the options in the
Format Chart Ti...

FIGURE 1-12: Formatting_the Vertical (Value) Axis with the options
in the Forma...

FIGURE 1-13: Sparklines graphics representing_the variation in the
data in a wo...

FIGURE 1-14: Adding_a Bing_Maps infographic to illustrate the
2021 population b...

FIGURE 1-15: Adding_a People Graph infographic to illustrate the
2021 populatio...

FIGURE 1-16: Adding_a Filled Map chart infographic to illustrate
the 2021 popul...
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FIGURE 2-1: When you click a graphic object to select it, the
rotation and circ...

FIGURE 2-2: Graphic objects on top obscure any worksheet data
and parts of othe...

FIGURE 2-3: The worksheet after moving_the hundred-dollar bill
graphic to the t...

FIGURE 2-4: Grouping_the hundred-dollar bill photo and its caption
to turn them...

FIGURE 2-5: Selecting_a web image to download into your
worksheet.

FIGURE 2-6: Selecting_an online 3-D model to insert into your
worksheet.

FIGURE 2-7: Selecting_a local image to insert into your worksheet.

FIGURE 2-8: Use this box to select from a large collection of
ready-to-use imagqg...

FIGURE 2-9: Selecting_the text style for the new WordArt text from
its drop-dow...




FIGURE 2-10: Select the SmartArt list, diagram,_or picture to insert
in the wor...

FIGURE 2-11: Adding_text for a new organizational chart in the
SmartArt text pa...
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FIGURE 1-1: Creating_an employee table with the row of field
names and first da...

FIGURE 1-2: Opening_the data form in the new table to add a new
record. (Sample...

FIGURE 1-3: Using_the Remove Duplicates dialog_box to remove
duplicate records ...

FIGURE 1-4: Set up to sort records alphabetically by location and
salary. (Samp...

FIGURE 1-5: Employee table sorted by location and salary.
(Sample workbook: Emp...

FIGURE 1-6: The Sort dialog_box with five levels of sorting _keys for
sorting_th...

FIGURE 1-7: The Personnel table after sorting by department,
supervisor,_last, ...

FIGURE 1-8: Using_the Subtotal dialog_box to subtotal the salaries
for each dep...

FIGURE 1-9: Bottom of the table showing_the subtotals and grand
total for depar...
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FIGURE 2-1: The employee table after filtering_the Dept and
Location fields. (S

FIGURE 2-2: Using_the Top 10 Items AutofFilter to filter out all
records except ...

FIGURE 2-3: Using_Custom AutoFilter to filter out records except
for those with...

FIGURE 2-4: Using_Advanced Filter to copy records that meet the
criteria in the...

FIGURE 2-5: Copied records where the location is Boston and the
date hired is p...

FIGURE 2-6: Copied records where the location is Boston and the
date hired prio...

FIGURE 2-7: Copied records extracted from the table for
employees whose salarie...




FIGURE 2-8: Using DSUM to total the salaries over $55,000 in the
Employee table...

FIGURE 2-9: Using_the Navigator to select which data tables and
queries from th...

FIGURE 2-10: Customers worksheet with the data imported from
the Access Custome...

FIGURE 2-11: Orders worksheet with the data imported from the
Orders data table...

FIGURE 2-12: Importing_the data in a tab-delimited text file into a
worksheet u...

FIGURE 2-13: Creating_a new query in the Power Query Editor
using_a data table ...

FIGURE 2-14: Setting_the filtering_and sorting_criteria for the new
data query. ...

FIGURE 2-15: The Contoso Stores data queried in the Power Query
Editor after lo...
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FIGURE 1-1: Creating_a one-variable data table. (Sample
workbook: Data Table 1 ...

FIGURE 1-2: The completed one-variable data table. (Sample
workbook: Data Table...

FIGURE 1-3: Creating_a two-variable data table. (Sample
workbook: Data Table 2 ...

FIGURE 1-4: The completed two-variable data table. (Sample
workbook: Data Table...

FIGURE 1-5: Adding_a new Most Likely scenario for the sales
forecast. (Sample w...

FIGURE 1-6: Specifying_the changing_values in the Scenario
Values dialog_box. (

FIGURE 1-7: Worksheet after showing_the Worst Case scenario.
(Sample workbook: ...

FIGURE 1-8: Designating_the result cells in the Scenario Summary
dialog_box. (S...

FIGURE 1-9: A Scenario Summary report for the scenarios in the
Sales Forecast t...

FIGURE 1-10: Using_goal seeking_to find out how much sales must
increase to rea...

FIGURE 1-11: A worksheet showing_a goal-seeking_solution and
the Goal Seek Stat...




FIGURE 1-12: Specifying_the parameters to apply to the model in
Solver Paramete...

FIGURE 1-13: The Solver Results dialog_box showing_that Solver
found a solution...

FIGURE 1-14: Modifying_the solution options in the Options dialog
box.

Book 7 Chapter 2

FIGURE 2-1: Previewing_the PivotTable created from the selected
data in the Qui...

FIGURE 2-2: Previewed PivotTable created on a new worksheet
with the Quick Anal...

FIGURE 2-3: Creating_a new PivotTable from the sample
PivotTables displayed in ...

FIGURE 2-4: Indicate the data source and PivotTable location in
the Create Pivo...

FIGURE 2-5: A new PivotTable displaying_the blank table grid and
the PivotTable...

FIGURE 2-6: A completed PivotTable after adding_the fields from
the employee ta...

FIGURE 2-7: The revised PivotTable in the Outline Form with an
extra blank row ...

FIGURE 2-8: The PivotTable after filtering_ the Gender Filter Report
field and t...

FIGURE 2-9: Employee PivotTable showing the men’s salaries in
the Engineering_ d...

FIGURE 2-10: Employee PivotTable using_a timeline filter to show
the salaries f...

FIGURE 2-11: Pivoting_the table so that Dept is now the Column
Labels Field and...

FIGURE 2-12: The PivotTable after adding_Profit Sharing_as another
Report Filte...

FIGURE 2-13: Creating a calculated field for a PivotTable.

FIGURE 2-14: Modifying_the PivotTable options in the PivotTable
Options dialog._...

FIGURE 2-15: Clustered column PivotChart moved to its own
PivotChart sheet. (Sa...

FIGURE 2-16: The Power Pivot window with tabs for all the data
tables imported ...




FIGURE 2-17: Switching_from Data View to Diagram View in the
Power Pivot for Ex...

FIGURE 2-18: 3D Maps window with new Clustered Column 3-D
animation for visuali...

FIGURE 2-19: Defining_the options for a new line chart that shows
historical an...

FIGURE 2-20: Worksheet with embedded line chart depicting
historical and foreca...
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FIGURE 1-1: Getting_ready to record the CompanyName macro in
the Record Macro d...

FIGURE 1-2: Selecting_the macro to run in the Macro dialog_box.
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FIGURE 2-1: The Visual Basic Editor window as it normally appears
when editing_...

FIGURE 2-2: The buttons on the Visual Basic Editor’'s Standard
toolbar.

FIGURE 2-3: Using_the Find feature to locate the code to edit in
the Code windo...

FIGURE 2-4: The CompanyName Code window after adding
variables and the InputBox...

FIGURE 2-5: The Worksheet Title dialog_box that appears when
you run the Compan...

FIGURE 2-6: Entering_the Commission user-defined function in the
Personal Macro...

FIGURE 2-7: Adding_a description for the Commission user-defined
function.

FIGURE 2-8: Selecting_a cell in the RV Sales worksheet into which
to enter the ...

FIGURE 2-9: Specifying_the TotalSales and ItemsSold arguments in
the RV Sales w...

FIGURE 2-10: Completed worksheet for all salespeople computed
with the Commissi...

FIGURE 2-11: Protecting_the VBA project so that its user-defined
functions can’...

FIGURE 2-12: Activating the new add-in file in the Add-Ins dialog
box.




Introduction

Excel All-in-One For Dummaies 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



