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absolute copies 69
absolute values 327
accepting or rejecting
changes 406
Access databases 412, 414
across 68
across columns 80
adding buttons 153
adding data series 107
adding ranges or charts to exist-
ing HTML
documents 199
aligning chart text 129
aligning objects 305
aligning ranges
horizontally 77
aligning ranges vertically 77
aligning WordArt text 278
all field conditions 258
all workbooks 6
and 334
AND conditions 265
applying styles 175
area colours 316
arranging windows 212
arrow head styles 319
arrows 288, 291, 387
art images 273
assigning macros to
buttons 156
attributes 126
auditing worksheets 381
AutoCalculate 29
AutoFilter 256, 263
AutoFormat 177
automatic column width 58
automatic range names 206
automatic recalculation 217
automatic row height 59
automatic scaling 44
automatic sums 29
axis titles 97, 98

banners 293
Bar contents 143, 144

basic shapes 290
blank cells 56

block arrows 291
boldface 83

border line colours 318
border line styles 319
border line thickness 319
border lines 126
bottom records 258
boxes 286, 315
buttons 153, 154, 156

calculating manually 216

calculating payments 391

calendar sorts 248

callouts 294, 315

case—sensitive sorts 249

categories 90

category axis titles 97

cell contents 53, 54

cell entry orientation 78

cell pointer 13

cell ranges 205

cells 12, 15, 16, 17, 56, 85,
384

centering 43

centering across columns 80

changes 404, 406

changing passwords 136

changing WordArt shapes 278

character spacing 279

chart data 363

chart data series 125

chart object border lines 126

chart object patterns and
colours 128

chart object shadows 127

chart objects 90

chart text 129

chart text fonts, attributes, sizes
and colours 126

chart text orientation 130

chart titles 97

chart toolbar 91

chart types 91, 121

charts 89, 92, 93, 100, 101,
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107, 114, 115, 116, 199,
347, 362, 365
charts as HTML
documents 198
CHOOSE function 340
circles 286
circular errors 217
clearing tracing arrows 387
clip art images 273
closing all workbooks 6
closing workbooks 6
colours 84, 126, 128, 316,
318
column and row titles 59, 60
column headings 40
column width 57, 58
columns 12, 17, 55, 80, 138
command 55
complex charts 92
complex custom criteria within
fields 261
compound statements 335
conditional formatting 168,
171
conditions 258, 264, 265
conflicts 404
conjunctions 337
contents 53, 54, 143, 144
copies 69
copy 66
copying 65
copying across 68
copying between
worksheets 68
copying by dragging 68
copying charts 114
copying formats 70
copying objects 304
copying up and down 68
copying values 69
copying worksheets 220
creating charts 89
creating custom toolbars 155
creating default templates 189
creating HTML
documents 195
creating new workbooks 5
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creating outlines 373
creating pivot table charts 362
creating pivot table pages 358
creating pivot tables 348
creating styles 173
creating templates out of exist-
ing workbooks 186
creating templates out of new
workbooks 184
creating templates out of
templates 187
creating workbooks based on
templates 183
criteria within fields 260, 261
criterion ranges 263, 266
curved lines 288
custom criteria within
fields 260, 261
custom date and time
formats 166
custom number formats 164
custom text and spacing
formats 166
custom toolbars 155
customizing toolbars 151
cut 65

data 25, 37, 110, 111, 121,
243, 363, 411
data entries 25
data from Access
databases 412, 414
data points 112
data security 135
data series 90, 107, 110, 125
data validation 387, 391
database operations 255
databases 412, 414
date and time formats 166
date functions 325, 329
dates 27, 327, 328
default templates 189
default toolbars 21
defaults 114, 156
deleting cell contents 54
deleting cells 56
deleting charts 101
deleting data series 110
deleting macros 236
deleting objects 308
deleting passwords 137
deleting pivot tables 357
deleting range names 208
deleting rows or columns 55
deleting styles 177
deleting templates 190
deleting text objects 100
deleting toolbars 158
deleting worksheets 57, 220
dependent data 110, 111
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dependents 383
de—selecting cells 17
de—selecting chart objects 90
de—selecting objects 302
different filename or path 3
disabling AutoFilter 263
disabling workbook
protection 145
disabling worksheet
protection 142
disjunctions 337, 338
displaying and hiding
levels 375
displaying and hiding pivot ta-
ble chart data 363
displaying Formula Bar
contents 144
displaying hidden
columns 138
displaying hidden ranges 139
displaying hidden
workbooks 230
displaying toolbars 151
displaying top records and bot-
tom records 258
distributing objects 306
documents 195, 197, 198,
199
down 68
dragging 68
drawing objects 285
Drawing toolbar 285
drawings 289

editing and formatting multiple
worksheets 220
editing cell contents 54
editing charts 107
editing macros 233
editing templates 188
editing text objects 99
editing WordArt text 277
editing worksheets 53
enabling workbook
protection 144
enabling worksheet
protection 140
entering data 25
entering dates 27
entering formulas 27
entering functions 28
entering numbers 26
entering text 25
entire workbooks 47
entries 25
equivalences 335
errors 217, 385
exact dates 328
Excel 1,7
exclusive disjunctions 338
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existing HTML

documents 199
existing workbooks 3, 186
exiting Excel 7
exporting data 411
extracting records 268

field conditions 258

fields 260, 261

file types 411, 412

filename 3

files 1

files as specific file types 412

files of specific file types 412

filtering data from Access
databases 414

filtering records 255

filtering records using criterion
ranges 266

finding conditional
formatting 171

fixed toolbars 152

flipping objects 306

floating text 99

floating toolbars 151, 152

flowchart symbols 292

font colours 84

font sizes 82

fonts 81, 126

footers 41

formats 70, 163, 164, 166

formatting 168, 171

formatting line chart data
series 125

formatting multiple
worksheets 220

formatting numbers 75, 163

formatting objects 315

formatting pivot table
charts 365

formatting text in text boxes and
callouts 315

formatting worksheets 75

Formula Bar contents 143,
144

formulas 27, 71, 223, 381

freehand drawings 289

freezing column and row
titles 59

freezing panes 214

frozen panes 215

function 336, 340, 341

functions 28, 325, 329, 333,
339

functions and formulas 381

general structure 11
goal seeking 392



going to named ranges 207

graphics 274

grid lines 40

grouping and ungrouping out-
line ranges 374

grouping objects 305

handling images 196

handling worksheets 196

head styles 319

headers 41

headings 40

height 58, 59

hidden columns 138

hidden ranges 139

hidden workbooks 230

hiding columns 138

hiding Formula Bar
contents 143

hiding levels 375

hiding pivot table chart
data 363

hiding ranges 139

hiding toolbars 152

hiding workbooks 231

horizontal centering 43

horizontally 77

HTML documents 195, 197,
198, 199

IF 339
IF function 336
images 196, 273
importing and exporting
data 411
importing data from Access
databases 412
independent and dependent
data 110
independent data 111
individual cells 15
individual conflicts 404
individual field conditions 258
information 347
inserting blank cells 56
inserting category axis
titles 97
inserting chart titles 97
inserting charts 93
inserting clip art images 273
inserting floating text 99
inserting graphics 274
inserting legends 98
inserting rows or columns 55
inserting value axis titles 98
inserting WordArt objects 275
inserting worksheets 218
instant formulas 71

integer values 326
italics 83

labels 339

landscape orientation 39
large workbooks 211
last command 55
launching Excel 1
legends 90, 98, 128
levels 375

line chart data series 125
line colours 318

line styles 319

line thickness 319

lines 40, 126, 287, 288
linking worksheets 221
links 222

lists 402, 403

logical equivalences 335
logical functions 333

macro workbook 230

macros 156, 229, 230, 231,
232, 233, 236

managing files 1

manipulating objects 301

manipulation 301

manual recalculation 215

manual scaling 45

margins 42

menus 19

merging styles 176

merging workbooks 407

modifying plotted dependent
data 111

modifying plotted independent
data 111

modifying styles 175

months 328

mouse pointer 13

moving 65

moving charts 114

moving fixed toolbars 152

moving floating toolbars 151

moving objects 303

moving text objects 100

moving the cell pointer 13

moving worksheets 219

multiple conflicts 404

multiple sorts 247

multiple worksheet
workbooks 218, 223

multiple worksheets 218, 220

named ranges 207
names 206, 208
naming cell ranges 205
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naming worksheets 219

navigation to other
worksheets 386

navigation within the same
worksheet 386

negations 266, 338

nested IF functions 339

new charts 89

new workbooks 5, 184

non—contiguous ranges of
cells 16

not 334

number formats 164

numbers 26, 75, 163, 325

numeric and date
functions 325

object border lines 126

object manipulation 301

object patterns and
colours 128

object shadows 127

objects 90, 99, 100, 273,
275, 285, 301, 302, 303,
304, 305, 306, 307, 308,
315

opening existing workbooks 3

opening files of specific file
types 412

operations 255, 399

or 334

OR conditions 265

order 46

ordering objects 306

organizing pivot tables 354

orientation 39, 78, 130, 250

outline ranges 374

outlines 373, 375

ovals 286

page order 46

pages 49, 358

panes 214, 215

paper sizes 39

passwords 135, 136, 137,
138

paste 65, 66

path 3

patterns and colours 128

payments 391

personal macro workbook 230

pictures 273

pivot charts 347

pivot table chart data 363

pivot table charts 362, 365

pivot table pages 358

Pivot tables 347

pivot tables 348, 354, 357
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plotted dependent data 111

plotted independent data 111

pointer 13

points 112

polylines 289

portrait and landscape
orientation 39

positioning charts 116

positioning legends 128

precedents 382

preview 37, 38

previewing multiple worksheet
workbooks 223

print preview 37, 38

print titles 46

printing charts 100

printing data 37, 121

printing entire workbooks 47

printing multiple worksheet
workbooks 223

printing pages 49

printing ranges 48

printing worksheets 48

protecting ranges 143

protecting workbooks 140

protecting worksheets 140

protection 140, 142, 144,
145

pull-down menus 19

purpose of macros 229

quick print preview 38
quick sorts 244

range names 206, 208
ranges 48, 77, 139, 142,
143, 199, 205, 207, 263,
266, 374
ranges of cells 12, 15, 16
ranges or charts as HTML
documents 198
recalculation 215, 217
recording macros 229, 231
records 255, 258, 268
records using criterion
ranges 266
rectangles and squares 286
rejecting changes 406
removing all field
conditions 258
removing buttons 154
removing data validation 391
removing frozen panes 215
removing individual field
conditions 258
removing outlines 375
removing split panes 214
replacing cell contents 53
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resetting toolbar defaults 156
resizing split panes 214
resolving individual

conflicts 404
resolving multiple

conflicts 404
rotating objects 307
rounding numbers 325
row and column headings 40
row height 58, 59
row titles 59, 60
rows 12, 17, 55
running macros 232

sample macros 236

saving files as specific file
types 412

saving ranges or charts as
HTML documents 198

saving shared lists with
conflicts 403

saving shared lists without
conflicts 402

saving updated workbooks 2

saving workbooks as HTML
documents 197

saving workbooks for the first
time 1

saving workbooks under a dif-
ferent filename or path 3

saving worksheets as HTML
documents 198

scaling 44, 45

security 135

seeking 392

selecting and de—selecting chart
objects 90

selecting individual cells 15

selecting multiple
worksheets 218

selecting non—contiguous rang-
esofcells 16

selecting objects 301

selecting ranges of cells 15

selecting rows or columns 17

selecting worksheets 14

sensitive sorts 249

series 90, 107, 110, 125

setting passwords 135

shading cells 85

shadows 127

shapes 278, 290

shaping floating toolbars 152

shared lists 402, 403

sharing workbooks 401

simple charts vs. complex
charts 92

simple conditions 264

simple custom criteria within
fields 260
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simple sample macros 236

simple sorts 246

simple statements 333, 336

sizes 39, 82, 126

sizing charts 115

sizing objects 303

smart 18

sort orientation 250

sorting 243

sorting data 243

sorts 244, 246, 247, 248,
249

spacing 279

spacing formats 166

specific file types 412

split panes 214

splitting worksheets 212

squares 286

stars 293

statements 333, 335, 336

stating AND conditions 265

stating negations 266

stating OR conditions 265

stating simple conditions 264

storing macros 230

straight lines 287

structure 11

styles 163, 173, 175, 176,
177, 277, 319

summarizing information 347

sums 29

switching workbooks 5

symbols 292

table chart data 363
table charts 362, 365
table pages 358
tables 347, 348, 354, 357
tags 18
task pane 20
templates 183, 187, 188,
189, 190
templates out of existing
workbooks 186
templates out of new
workbooks 184
templates out of templates 187
text 25, 99, 129, 277, 278
text and spacing formats 166
text boxes 286, 315
text fonts, attributes, sizes and
colours 126
text in text boxes and
callouts 315
text objects 99, 100
text orientation 130
thickness 319
three—dimensional
formulas 223
three—dimensional view 113
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three—dimensional view
defaults 114

time formats 166

tips about passwords 138

titles 46, 59, 60, 97, 98

today 328

toolbar 91, 285

toolbar defaults 156

toolbars 21, 151, 152, 155,
158

top records 258

tracing arrows 387

tracing dependents 383

tracing errors 385

tracing navigation to other
worksheets 386

tracing navigation within the
same worksheet 386

tracing precedents 382

tracking changes 404

types 91, 121, 411, 412

types of data entries 25

undoing the last command 55

unfreezing column and row
titles 60

ungrouping objects 305

ungrouping outline ranges 374

unprotecting ranges 142

untraceable cells 384

up 68

updated workbooks 2

updating links 222

updating pivot tables 357

using complex custom criteria
within fields 261

using criterion ranges 266

using date functions 329

using simple custom criteria
within fields 260

validation 387, 391
value axis titles 98
values 69, 326, 327
vertical centering 43
vertically 77

view 113

view defaults 114
VLOOKUP function 341

weekdays 329
width 57, 58
windows 211, 212
WordArt character
spacing 279
WordArt objects 275
WordArt shapes 278
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WordArt styles 277

WordArt text 277, 278

workbook 230

workbook protection 144, 145

workbook templates 183

workbooks 1,2, 3,5, 6, 11,
47, 140, 184, 186, 211,
218,223, 230, 231, 401,
407

workbooks as HTML
documents 197

workbooks based on
templates 183

workbooks under a different
filename or path 3

workgroup operations 399

worksheet 218, 223, 386

worksheet protection 140, 142

worksheet windows 211

worksheets 11, 14, 48, 53,
57, 68, 75, 140, 196,
212,218, 219, 220, 221,
381, 386

worksheets as HTML
documents 198

writing and recording
macros 229

years 328
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