linking two excel workbooks

linking two excel workbooks is an essential skill for anyone looking to enhance their productivity and
data management capabilities within Microsoft Excel. By linking two workbooks, users can consolidate
data, perform complex calculations, and maintain up-to-date information across multiple files. This
article will delve into the processes involved in linking workbooks, exploring both basic and advanced
techniques. Additionally, it will highlight the benefits of linking workbooks and provide troubleshooting
tips for common issues that may arise. Whether you are a beginner or an experienced user, this guide

will equip you with the necessary knowledge to master the art of linking two Excel workbooks.
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Understanding Excel Workbooks

Excel workbooks are files created by Microsoft Excel that can contain one or more worksheets. Each
worksheet is a grid of cells where users can input and analyze data. Understanding the structure and
functionality of workbooks is crucial when linking them, as it allows users to navigate and manage their

data effectively.



Components of an Excel Workbook

An Excel workbook consists of several components that play essential roles in data management:

Worksheets: The individual sheets within a workbook where data is stored.

Cells: The intersection of rows and columns where data is entered.

Formulas: Calculations that can reference data from other cells or worksheets.

Charts: Visual representations of data that can be created from the information in the workbook.

Types of Excel Workbooks

Excel supports various types of workbooks, including:

o Standard Workbooks: The default format for Excel files (.xIsx).

e Macro-Enabled Workbooks: Files that contain macros for automation (.xIsm).

¢ Binary Workbooks: A more efficient format for larger files (.xlIsb).



Benefits of Linking Workbooks

Linking two Excel workbooks offers numerous advantages that can significantly improve workflow and
data accuracy. Understanding these benefits can motivate users to implement linking as a standard

practice in their data management processes.

Data Consolidation

One of the primary advantages of linking workbooks is the ability to consolidate data from multiple
sources. This is particularly useful for businesses that need to compile information from various
departments or projects. By linking workbooks, users can ensure that all relevant data is accessible

from a single location.

Real-Time Updates

Linking workbooks allows for real-time updates. When changes are made in the source workbook,
those changes can automatically reflect in the linked workbook. This eliminates the need for manual
data entry, reducing the risk of errors and ensuring that users always have the most current

information.

Improved Collaboration

In collaborative environments, linking workbooks can facilitate teamwork. Multiple users can work on
different aspects of a project while keeping their data interconnected. This fosters better

communication and efficiency among team members.



How to Link Two Excel Workbooks

Linking two Excel workbooks can be accomplished in several straightforward steps. This section will

guide you through the process of creating and managing links between workbooks.

Step-by-Step Process to Link Workbooks

To link two Excel workbooks, follow these steps:

1. Open Both Workbooks: Start by opening the two Excel workbooks you wish to link.

2. Select the Cell: In the destination workbook, select the cell where you want the linked data to

appear.

3. Enter the Formula: Type the equal sign (=) to begin the formula.

4. Navigate to Source Workbook: Switch to the source workbook and select the cell that contains

the data you want to link.

5. Complete the Formula: Press Enter to complete the formula. Excel will create a link between the

two workbooks.

Using the Paste Link Option

Alternatively, users can utilize the Paste Link feature to create links. Here’s how:



1. Copy the Data: In the source workbook, copy the cell or range of cells you want to link.
2. Go to the Destination Workbook: Select the cell where you want to paste the link.

3. Use Paste Special: Right-click and select Paste Special. Choose the Paste Link option to create

a link to the source data.

Advanced Techniques for Linking Workbooks

For users looking to enhance their linking capabilities, several advanced techniques can be employed.

These methods can provide greater flexibility and efficiency when managing linked workbooks.

Creating Dynamic Links

Dynamic links can adjust based on the workbook's structure. To create dynamic links:

¢ Utilize named ranges in the source workbook. This allows the linked data to adjust automatically

if the data range changes.

» Create links based on cell references that include functions like INDIRECT to dynamically

reference ranges based on criteria.



Linking with External Sources

Users can also link Excel workbooks to external data sources, such as databases or other

applications. This can be done using:

e OLE DB Connections: To establish a connection with external databases.

e Power Query: To import data from various sources and link them dynamically within Excel.

Troubleshooting Common Issues

Despite its many advantages, linking two Excel workbooks can sometimes lead to issues.
Understanding common problems and their solutions is crucial for maintaining effective data

management.

Broken Links

One of the most common issues is broken links, which occur when the source workbook is moved or

renamed. To fix this:

¢ Use the Edit Links feature in Excel to locate and update the source file path.

¢ Ensure that both workbooks are saved in a consistent location to prevent path changes.



Data Not Updating

If linked data does not update, check the following:

¢ Ensure that both workbooks are open when attempting to refresh the linked data.

 Verify that the calculation options in Excel are set to automatic.

Performance Issues

Linking numerous workbooks can lead to performance issues. To manage this:

¢ Avoid excessive linking between workbooks. Consolidate data where possible.

e Limit the use of volatile functions that may slow down calculations.

FAQs



Q: How can | link two Excel workbooks without opening them?

A: You can create links using external references in formulas. For example, use the format
'[WorkbookName.xIsx]SheetName!CellReference' in the formula to reference a cell from a closed

workbook.

Q: What happens if | delete the source workbook?

A: If you delete the source workbook, the linked cells in the destination workbook will display a REF!

error, indicating that the reference is broken.

Q: Can | link more than two workbooks together?

A: Yes, you can link multiple workbooks together by creating links from one workbook to another, and

then linking those workbooks to additional ones as needed.

Q: Is it possible to link workbooks on different computers?

A: Yes, as long as the file paths are accessible from both computers, you can link workbooks stored

on a shared network or cloud storage.

Q: How do | break a link between two workbooks?

A: To break a link, go to the Data tab, click on Edit Links, select the link you want to break, and

choose the Break Link option.

Q: Will linking workbooks affect performance?

A: Linking multiple workbooks can slow down performance, especially if they contain a lot of data or

complex formulas. It's advisable to limit the number of links or consolidate data when possible.



Q: Can | use macros to automate linking workbooks?

A: Yes, you can create macros in Excel to automate the process of linking workbooks, which can save

time and reduce manual errors.

Q: How can | ensure the linked data is always up to date?

A: To ensure linked data is always up to date, keep both workbooks open while working or set the

calculation options to automatic in Excel.

Q: What formats can | link in Excel?

A: You can link various Excel file formats, including .xIsx, .xlsm, and .xIsb, as well as data from

external sources such as Access databases or CSV files.

Q: Are there any limitations to linking Excel workbooks?

A: Yes, there can be limitations such as file size, the complexity of calculations, and issues with
broken links if the source workbooks are moved or renamed. Regular maintenance and checks are

advised.
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data, and finally saving and sharing. It contains all of the information you need to get started with
Excel. Excel is the most capable program available for managing and analysing various sorts of data.
This Microsoft Excel tutorial for beginners includes comprehensive instructions on learning Excel
and using numerous Excel formulae, tables, and charts to manage small to major corporate
processes. This Excel for beginners’ course will assist you in mastering the fundamentals of Excel.
Because of its powerful computational capabilities, Excel is generally used to create financial
documents. Accounting offices and teams frequently utilise the program because it allows
accountants to see sums, averages, and totals immediately. They can quickly make sense of their
company’s data using Excel. While Excel is best recognised as an accounting program, professionals
in any sector, including science researchers, can benefit from its capabilities and formulae because
it can track any type of data. It eliminates the need to count cells or copy and paste performance
figures for hours. Excel usually provides a shortcut or quick workaround to fasten the process.

linking two excel workbooks: Special Edition Using Microsoft Office Excel 2007 Bill
Jelen, 2002-12-05 THE ONLY EXCEL BOOK YOU NEED We crafted this book to grow with you,
providing the reference material you need as you move toward Excel proficiency and use of more
advanced features. If you buy only one book on Excel, Special Edition Using Microsoft® Office
Excel® 2007 is the book you need. Does your life play out in a spreadsheet? Do numbers in columns
and rows make or break you in the work world? Tired of having numbers kicked in your face by
other Excel power users who make your modest spreadsheets look paltry compared to their fancy
charts and pivot tables? If you answered yes to any of these questions, Special Edition Using
Microsoft® Office Excel® 2007 is the bookthat will make it all better. Learn quickly and
efficientlyfrom a true Excel master using the tried and true SpecialEdition Using formula for
success. Here, you'll findinformation that’s undocumented elsewhere—even inMicrosoft’s own Help
systems. You'll learn from finelycrafted, real-life examples built by an author who livesand dies by
the integrity of his spreadsheets. Excel’s backbone is its formulas and functions. Master those and
you will master your spreadsheets. Special Edition Using Microsoft Office® Excel® 2007 provides
more down and dirty help with your formulas and functions than you’ll find in any other book! See
how it’s done in real life! Don’t settle for lame pivot table and chart examples found in other books...
This book provides beautifully detailed examples that not only show you how it should be done, but
how to be the local worksheet hero!

linking two excel workbooks: Microsoft Excel Inside Out (Office 2021 and Microsoft 365) Bill
Jelen, 2021-12-22 Master proven processes for improving development with Scrum and Azure
DevOps This guide can help any development team plan, track, and manage work far more
effectively, by combining today's leading agile framework (Scrum) and Microsoft's ALM/DevOps
toolset (Azure DevOps). Renowned Scrum expert Richard Hundhausen thoroughly covers team
formation, backlogs, Sprints, test plans, collaboration, flow, continuous improvement, Azure Boards,
Azure Test Plans, and the real-world tradeoffs associated with DevOps. Throughout, you'll find
practical, in-the-trenches tips from experienced Professional Scrum Developers. To make this guide
even more valuable, Hundhausen has organized it to complement Scrum.org's popular Professional
Scrum Developer (PSD) program, which he created with Scrum.org's Ken Schwaber, author of this
book's Foreword. Professional Scrum Trainer Richard Hundhausen shows how to: Deepen your
understanding of the Scrum framework and Professional Scrum as based on the 2020 Scrum Guide.
Provide proven work item planning and tracking, and quickly drive value from Azure Boards Improve
your Scrum “pre-game”: the tasks you'll perform before your first Sprint Use Azure DevOps to create
and manage backlogs, plan Sprints, and collaborate throughout them Improve at scale with Scaled
Professional Scrum and the Nexus scaled Scrum framework Recognize which practices are still most
efficiently performed without tools Define and optimize team flow, overcome common dysfunctions,
and evolve into a high-performance Professional Scrum Team About This Book For everyone who
works with or relies on Scrum, including developers, designers, architects, testers, business
analysts, Product Owners, Scrum Masters, managers, and other stakeholders Focuses primarily on
using Scrum for software products, but can support development of adaptive solutions for any



complex problem performance Professional Scrum Team

linking two excel workbooks: Microsoft Excel 2013 Step By Step Curtis Frye, 2013-04-15 The
smart way to learn Excel 2013—one step at a time! Experience learning made easy—and quickly
teach yourself how to manage, analyze, and present data with Excel 2013. With Step by Step, you
set the pace—building and practicing the skills you need, just when you them! Includes
downloadable practice files and companion eBook. Discover how to: Work with Excel 2013 in touch
mode Write formulas, create macros, and organize data Present data visually and add images to
worksheets Consolidate multiple sets of data into a single workbook Analyze data using the Quick
Analysis Lens Collaborate with colleagues and present workbooks online

linking two excel workbooks: Itq Level 2 Spreadsheet Software Using CiA Training Limited,
2006-09 An optional unit of iTQ Level 2, which attempts to teach the skills required to use
spreadsheet software effectively to produce complex spreadsheets.

linking two excel workbooks: Excel 2016 All-in-One For Dummies Greg Harvey,
2015-10-30 Your one-stop guide to all things Excel 2016 Excel 2016 All-in-One For Dummies, the
most comprehensive Excel reference on the market, is completely updated to reflect Microsoft's
changes in the popular spreadsheet tool. It offers you everything you need to grasp basic Excel
functions, such as creating and editing worksheets, setting up formulas, importing data, performing
statistical functions, editing macros with Visual Basic—and beyond. In no time, your Excel skills will
go from 'meh' to excellent. Written by expert Greg Harvey, who has sold more than 4.5 million
copies of his previous books combined and has taught and trained extensively in Microsoft Excel,
this all-encompassing guide offers everything you need to get started with Excel. From generating
pivot tables and performing financial functions to performing error trapping and building and
running macros—and everything in between—this hands-on, friendly guide makes working with
Excel easier than ever before. Serves as the ideal reference for solving common questions and Excel
pain points quickly and easily Helps to increase productivity and efficiency when working in Excel
Fully updated for the new version of Excel Covers basic and more advanced Excel topics If working
in Excel occasionally makes you want to scream, this will be the dog-eared, dust-free reference you'll
turn to again and again.

linking two excel workbooks: Comp-Information Technology-TB-10-R Reeta Sahoo, Gagan
Sahoo, Comp-Information Technology-TB-10-R

linking two excel workbooks: The Complete Idiot's Guide to Microsoft Excel 2000 Sherry
Kinkoph, 1999 Explains how to create functional spreadsheets and offers advice on entering data,
working with formulas, and importing and converting files

linking two excel workbooks: Special Edition Using Microsoft Office Home and Student 2007
Ed Bott, Woody Leonhard, 2007-09-27 Special Edition Using Microsoft Office Home and Student
2007 THE ONLY OFFICE BOOK YOU NEED We crafted this book to grow with you, providing the
reference material you need as you move toward Office 2007 proficiency and use of more advanced
features. If you buy only one book on Office Home and Student 2007, Special Edition Using
Microsoft Office Home and Student 2007 is the book you need. Office Home and Student 2007 is
available to ANYONE, regardless of whether you are a student, a teacher, or neither. The only
condition Microsoft attaches is the requirement that the software not be used for commercial
purposes. For use in the home or classroom, Office Home and Student 2007 is an exceptional deal at
a fraction of the cost of the business versions! * No other authoring team in the business is as well
recognized and respected as the Office Dream Team; when they speak, even the Office development
team at Microsoft listens! ¢ This book is a category killer-one that sets the pace for others to follow!
* Tired of Office books that read as though Microsoft employees wrote them? Tired of learning the
Microsoft way? Tired of books containing little more than you can pull from the Help system? If you
answered yes to any of these questions, then you owe it to yourself to get a copy of this book!  If
you own a copy of Office Home and Student 2007, you deserve a copy of this book! Here, you'll find
a bevy of previously undocumented tips and tricks that will show you how to harness the power of
Office 2007! « Written in clear, plain English, readers will feel as though they are learning from real



humans and not Microsoft clones. Sprinkled with a wry sense of humor and an amazing depth of
field, this book most certainly isn’t your run-of-the-mill computer book “Another Special Edition
Winner! Clear, concise and right on-target. Everything a student or a home user will need to know in
order to master Office 2007.” -Alan & Sandra Ashendorf, Hosts of Let’s Talk Computers Radio Talk
Show Ed Bott is a best-selling author of more than 25 computer books and an award-winning
computer journalist with two decades of experience in the personal computer industry. He is a
three-time winner of the Computer Press Award, and he and Woody Leonhard won the prestigious
Jesse H. Neal Award, sometimes referred to as “the Pulitzer Prize of the business press,” in
back-to-back years for their work on PC Computing’s “Windows SuperGuide.” You can read more of
Ed’s writing at http://www.edbott.com/weblog. Curmudgeon, critic, and perennial “Office Victim,”
Woody Leonhard runs a fiercely independent website with up-to-the-nanosecond news, observations,
tips, and help for both Office and Windows. AskWoody.com has become the premier source of
unbiased information for people who need to really use Windows and Office, and for people
concerned about juggling the neverending stream of Microsoft patches. In the past 15 years, Woody
has written more than three dozen books, drawing an unprecedented six Computer Press
Association awards and two American Business Press awards. Woody was one of the first Microsoft
Consulting Partners and is a charter member of the Microsoft Solutions Provider organization.
Category: Integrated Suites Covers: Microsoft Office Home and Student 2007 User Level:
Beginner-Intermediate

linking two excel workbooks: Special Edition Using Microsoft Office 2007 Ed Bott, Woody
Leonhard, 2006-12-22 Special Edition Using Microsoft® Office 2007 THE ONLY OFFICE BOOK YOU
NEED We crafted this book to grow with you, providing the reference material you need as you
move toward Office proficiency and use of more advanced features. If you buy only one book on
Office 2007, Special Edition Using Microsoft® Office 2007 is the only book you need. If you own a
copy of Office 2007, you deserve a copy of this book! Although this book is aimed at the Office
veteran, Ed and Woody’s engaging style will appeal to beginners, too. Written in clear, plain English,
readers will feel as though they are learning from real humans and not Microsoft clones. Sprinkled
with a wry sense of humor and an amazing depth of field, this book most certainly isn’t your
run-of-the-mill computer book. You should expect plenty of hands-on guidance and deep but
accessible reference material. This isn’t your Dad’s Office! For the first time in a decade, Microsoft
has rolled out an all-new user interface. Menus? Gone. Toolbars? Gone. For the core programs in the
Office family, you now interact with the program using the Ribbon—an oversize strip of icons and
commands, organized into multiple tabs, that takes over the top of each program’s interface. If your
muscles have memorized Office menus, you’ll have to unlearn a lot of old habits for this version.

linking two excel workbooks: The Industry Accountant's Intelligence Briefing Joseph D.
Rotman, CPA , 2015-06-08 The Industry Accountants Intelligence Briefing offers vital insights, in a
previously untouched field of study, for todays industry accounting and finance professionals to
refine their skills and minimalize disruptions.

linking two excel workbooks: Microsoft Office Excel 2007 Kathy Jacobs, 2007-04-18 Get on
the fast track to mastering Excel Want to find success in your profession or business? Master the
timesaving tools you'll need in the real world, like Excel 2007. Whether you're a student, a
professional, or an entrepreneur, you can learn Excel with this start-to-finish guide. Gain solid skills
as you go from station to station in a series of clear-cut tutorials on Excel spreadsheet basics,
integration with other applications, macro creation, and more. Start your journey today on The L
Line. Get the basics of the new user interface and how to create spreadsheets Apply formulas, build
charts, and explore pivot tables Filter, sort, analyze, and validate your data Customize Excel, create
macros, and use add-ins All aboard for valuable online extras Visit the L Line Web site at
www.wiley.com/go/thelline for valuable online supplementary materials: Test bank with challenging
review questions PowerPoint(r) slides with chapter outlines Free sample files Along The L Line
Complete tutorial coverage with step-by-step instruction Ample illustrations and examples
Real-world case studies, applications, and hints for avoiding pitfalls Practice exams that let you



evaluate your progress

linking two excel workbooks: Excel 2013 In Depth Bill Jelen, 2013-01-08 Get more out of
Microsoft Excel® 2013: more productivity and better answers for greater success! Drawing on his
unsurpassed Excel experience, Bill Jelen (“Mr Excel”) brings together all the intensely useful
knowledge you need: insights, techniques, tips, and shortcuts you just won’t find anywhere else.
Excel 2013 In Depth is the fastest, best way to master Excel 2013’s full power; get comfortable with
its updated interface; and leverage its new tools for everything from formulas, charts, and functions
to dashboards, data visualization, and social media integration. Start by taking a quick “tour” of
Excel 2013’s most valuable new features. Then, learn how to Build more trustworthy, error-resistant,
flexible, extensible, intelligent, and understandable spreadsheets Get more productive with Excel
2013’s new Start Screen and Timelines Create formulas, charts, subtotals, and pivot tables faster
with new Flash Fill and Analysis Lens Quickly apply attractive, consistent formats Master every
function you'll ever need,- including powerful new web services functions Solve real-world business
intelligence analysis problems Create amazing PowerPivot data mashups that integrate information
from anywhere Use Power View to generate stunningly intuitive maps, dashboards, and data
visualizations Share workbooks on the Web and social networks Leverage the improved Excel Web
App to create highly interactive web pages and online surveys Automate repetitive functions using
Excel macros Supercharge your workbooks with new apps from the Excel App Store Like all In
Depth books, Excel 2013 In Depth delivers complete coverage with detailed solutions, and
troubleshooting help for tough problems you can’t fix on your own. Whatever you intend to do with
Excel 2013, this is the only book you’ll need!

linking two excel workbooks: Saraswati Information Technology (Vocational Course)
Reeta Sahoo & Gagan Sahoo, Saraswati Information Technology Series for Classes IX and X is a
complete resource for study and practice written in simple, easy-to-understand language. The
student-friendly edition is entirely based on the curriculum prescribed under NSQF for vocational
courses. The series provides useful tools to learn theory and do practical at ease. Designed to meet
student’s needs, it provides sound practice through a wide variety of solved and unsolved exercises
based on the latest examination pattern. The series covers the complete syllabus laid down by CBSE.

linking two excel workbooks: Excel Hacks David Hawley, Raina Hawley, 2007-06-20 Millions
of users create and share Excel spreadsheets every day, but few go deeply enough to learn the
techniques that will make their work much easier. There are many ways to take advantage of Excel's
advanced capabilities without spending hours on advanced study. Excel Hacks provides more than
130 hacks -- clever tools, tips and techniques -- that will leapfrog your work beyond the ordinary.
Now expanded to include Excel 2007, this resourceful, roll-up-your-sleeves guide gives you little
known backdoor tricks for several Excel versions using different platforms and external applications.
Think of this book as a toolbox. When a need arises or a problem occurs, you can simply use the
right tool for the job. Hacks are grouped into chapters so you can find what you need quickly,
including ways to: Reduce workbook and worksheet frustration -- manage how users interact with
worksheets, find and highlight information, and deal with debris and corruption. Analyze and
manage data -- extend and automate these features, moving beyond the limited tasks they were
designed to perform. Hack names -- learn not only how to name cells and ranges, but also how to
create names that adapt to the data in your spreadsheet. Get the most out of PivotTables -- avoid the
problems that make them frustrating and learn how to extend them. Create customized charts --
tweak and combine Excel's built-in charting capabilities. Hack formulas and functions -- subjects
range from moving formulas around to dealing with datatype issues to improving recalculation time.
Make the most of macros -- including ways to manage them and use them to extend other features.
Use the enhanced capabilities of Microsoft Office 2007 to combine Excel with Word, Access, and
Outlook. You can either browse through the book or read it from cover to cover, studying the
procedures and scripts to learn more about Excel. However you use it, Excel Hacks will help you
increase productivity and give you hours of hacking enjoyment along the way.

linking two excel workbooks: Special Edition Using Microsoft Office 2003 Ed Bott, Woody



Leonhard, 2003 A guide to the integrated software package for experienced users delves into
hundreds of undocumented secrets, hidden tools, and little-known field codes.

linking two excel workbooks: SharePoint 2007 and Office Development Expert Solutions
Randy Holloway, Andrej Kyselica, Steve Caravajal, 2007-08-13 Features end-to-end scenarios for
using Office 2007 and SharePoint 2007, from generating Office documents programmatically to
integrating document-based workflows with line of business applications or Web sites Takes an
in-depth look at integrating the information worker products from Microsoft into broader solutions
for the enterprise Some of the topics covered include building a workflow solution with Office and
SharePoint 2007; programming SharePoint lists, items, and libraries; building Business Intelligence
(BI) including Excel BI, Excel and Access Reporting, and SharePoint integration; using Web Content
Management with SharePoint; and more

linking two excel workbooks: Microsoft Excel 2019 Training Manual Classroom in a Book
TeachUcomp , 2019-08-01 Complete classroom training manual for Microsoft Excel 2019. 453 pages
and 212 individual topics. Includes practice exercises and keyboard shortcuts. You will learn how to
create spreadsheets and advanced formulas, format and manipulate spreadsheet layout, sharing and
auditing workbooks, create charts, maps, macros, and much more. Topics Covered: Getting
Acquainted with Excel 1. About Excel 2. The Excel Environment 3. The Title Bar 4. The Ribbon 5.
The “File” Tab and Backstage View 6. Scroll Bars 7. The Quick Access Toolbar 8. Touch Mode 9. The
Formula Bar 10. The Workbook Window 11. The Status Bar 12. The Workbook View Buttons 13. The
Zoom Slider 14. The Mini Toolbar 15. Keyboard Shortcuts File Management 1. Creating New
Workbooks 2. Saving Workbooks 3. Closing Workbooks 4. Opening Workbooks 5. Recovering
Unsaved Workbooks 6. Opening a Workbook in a New Window 7. Arranging Open Workbook
Windows 8. Freeze Panes 9. Split Panes 10. Hiding and Unhiding Workbook Windows 11.Comparing
Open Workbooks 12. Switching Open Workbooks 13. Switching to Full Screen View 14. Working
With Excel File Formats 15. AutoSave Online Workbooks Data Entry 1. Selecting Cells 2. Entering
Text into Cells 3. Entering Numbers into Cells 4. AutoComplete 5. Pick from Drop-Down List 6. Flash
Fill 7. Selecting Ranges 8. Ranged Data Entry 9. Using AutoFill Creating Formulas 1. Ranged
Formula Syntax 2. Simple Formula Syntax 3. Writing Formulas 4. Using AutoSum 5. Inserting
Functions 6. Editing a Range 7. Formula AutoCorrect 8. AutoCalculate 9. Function Compatibility
Copying & Pasting Formulas 1. Relative References and Absolute References 2. Cutting, Copying,
and Pasting Data 3. AutoFilling Cells 4. The Undo Button 5. The Redo Button Columns & Rows 1.
Selecting Columns & Rows 2. Adjusting Column Width and Row Height 3. Hiding and Unhiding
Columns and Rows 4. Inserting and Deleting Columns and Rows Formatting Worksheets 1.
Formatting Cells 2. The Format Cells Dialog Box 3. Clearing All Formatting from Cells 4. Copying All
Formatting from Cells to Another Area Worksheet Tools 1. Inserting and Deleting Worksheets 2.
Selecting Multiple Worksheets 3. Navigating Worksheets 4. Renaming Worksheets 5. Coloring
Worksheet Tabs 6. Copying or Moving Worksheets Setting Worksheet Layout 1. Using Page Break
Preview 2. Using the Page Layout View 3. Opening The Page Setup Dialog Box 4. Page Settings 5.
Setting Margins 6. Creating Headers and Footers 7. Sheet Settings Printing Spreadsheets 1.
Previewing and Printing Worksheets Helping Yourself 1. Using Excel Help 2. The Tell Me Bar 3.
Smart Lookup Creating 3D Formulas 1. Creating 3D Formulas 2. 3D Formula Syntax 3. Creating 3D
Range References Named Ranges 1. Naming Ranges 2. Creating Names from Headings 3. Moving to
a Named Range 4. Using Named Ranges in Formulas 5. Naming 3D Ranges 6. Deleting Named
Ranges Conditional Formatting and Cell Styles 1. Conditional Formatting 2. Finding Cells with
Conditional Formatting 3. Clearing Conditional Formatting 4. Using Table and Cell Styles Paste
Special 1. Using Paste Special 2. Pasting Links Sharing Workbooks 1. About Co-authoring and
Sharing Workbooks 2. Co-authoring Workbooks 3. Adding Shared Workbook Buttons in Excel 4.
Traditional Workbook Sharing 5. Highlighting Changes 6. Reviewing Changes 7. Using Comments
and Notes 8. Compare and Merge Workbooks Auditing Worksheets 1. Auditing Worksheets 2.
Tracing Precedent and Dependent Cells 3. Tracing Errors 4. Error Checking 5. Using the Watch
Window 6. Cell Validation Outlining Worksheets 1. Using Outlines 2. Applying and Removing




Outlines 3. Applying Subtotals Consolidating Worksheets 1. Consolidating Data Tables 1. Creating a
Table 2. Adding an Editing Records 3. Inserting Records and Fields 4. Deleting Records and Fields
Sorting Data 1. Sorting Data 2. Custom Sort Orders Filtering Data 1. Using AutoFilters 2. Using the
Top 10 AutoFilter 3. Using a Custom AutoFilter 4. Creating Advanced Filters 5. Applying Multiple
Criteria 6. Using Complex Criteria 7. Copying Filter Results to a New Location 8. Using Database
Functions Using What-If Analysis 1. Using Data Tables 2. Using Scenario Manager 3. Using Goal
Seek 4. Forecast Sheets Table-Related Functions 1. The Hlookup and Vlookup Functions 2. Using the
IF, AND, and OR Functions 3. The IFS Function Sparklines 1. Inserting and Deleting Sparklines 2.
Modifying Sparklines Creating Charts In Excel 1. Creating Charts 2. Selecting Charts and Chart
Elements 3. Adding Chart Elements 4. Moving and Resizing Charts 5. Changing the Chart Type 6.
Changing the Data Range 7. Switching Column and Row Data 8. Choosing a Chart Layout 9.
Choosing a Chart Style 10. Changing Color Schemes 11. Printing Charts 12. Deleting Charts
Formatting Charts in Excel 1. Formatting Chart Objects 2. Inserting Objects into a Chart 3.
Formatting Axes 4. Formatting Axis Titles 5. Formatting a Chart Title 6. Formatting Data Labels 7.
Formatting a Data Table 8. Formatting Error Bars 9. Formatting Gridlines 10. Formatting a Legend
11. Formatting Drop and High-Low Lines 12. Formatting Trendlines 13. Formatting Up/Down Bars
14. Formatting the Chart and Plot Areas 15. Naming Charts 16. Applying Shape Styles 17. Applying
WordArt Styles 18. Saving Custom Chart Templates Data Models 1. Creating a Data Model from
External Relational Data 2. Creating a Data Model from Excel Tables 3. Enabling Legacy Data
Connections 4. Relating Tables in a Data Model 5. Managing a Data Model PivotTables and
PivotCharts 1. Creating Recommended PivotTables 2. Manually Creating a PivotTable 3. Creating a
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