
excel recent workbooks
excel recent workbooks are an essential feature of Microsoft Excel that enhances user
productivity by providing quick access to the files they have worked on recently. This
functionality allows users to efficiently manage their workflows, easily switch between
tasks, and avoid the hassle of searching for files manually. In this article, we will explore the
intricacies of Excel's recent workbooks feature, including how to access and customize it,
the benefits it offers, and troubleshooting common issues. By understanding these aspects,
users can leverage Excel's capabilities to streamline their data management processes.

Introduction

Understanding Excel Recent Workbooks

Accessing Recent Workbooks in Excel

Customizing Recent Workbooks Settings

Benefits of Using Recent Workbooks

Troubleshooting Common Issues

Conclusion

FAQs

Understanding Excel Recent Workbooks
The recent workbooks feature in Excel is designed to provide users with a list of files they
have opened recently. This functionality is part of the overall user experience within
Microsoft Office applications, aimed at enhancing productivity and ease of use. When you
open Excel, you can quickly view your recent workbooks, allowing you to continue working
where you left off without unnecessary delays.

The list of recent workbooks is typically displayed on the Excel start screen, giving users
immediate access to their most frequently used files. This feature not only saves time but
also helps in organizing work, especially for professionals who manage multiple projects
simultaneously.

Accessing Recent Workbooks in Excel
Accessing your recent workbooks in Excel is straightforward. Users can follow these simple
steps to view their recent files:



Open Microsoft Excel on your computer.1.

On the start screen, look for the "Recent" section on the left sidebar.2.

Click on "Recent" to view the list of recently opened workbooks.3.

Additionally, users can access recent workbooks through the "File" menu:

Click on the "File" tab located in the upper left corner of Excel.1.

Select "Open" from the menu.2.

You will see a list of recent workbooks displayed under "Recent Workbooks."3.

This dual method of access ensures that users can easily find their files regardless of their
current workflow or screen layout.

Customizing Recent Workbooks Settings
Excel allows users to customize the number of recent workbooks displayed, giving them
control over their workspace. To adjust these settings, follow these steps:

Click on the "File" tab.1.

Select "Options" from the navigation pane.2.

In the Excel Options dialog, select "Advanced."3.

Scroll down to the "Display" section.4.

Find the option labeled "Show this number of Recent Documents" and enter your5.
desired number.

Click "OK" to save your changes.6.

This customization allows users to tailor their recent workbooks list according to their
personal or professional needs, whether they prefer a shorter list for simplicity or a longer
one for more options.

Benefits of Using Recent Workbooks
The recent workbooks feature in Excel offers several advantages that can significantly
enhance productivity and efficiency:

Quick Access: Users can easily find and open the files they have been working on



without navigating through folders.

Time-Saving: Reduces the time spent searching for files, allowing users to focus on
their tasks.

Improved Workflow: Facilitates a seamless transition between different projects and
tasks.

File Management: Helps in keeping track of which workbooks were used recently,
aiding in better organization.

Collaboration: Teams can quickly access shared workbooks that have been recently
edited or reviewed.

These benefits make the recent workbooks feature a vital tool for both individual users and
teams working in collaborative environments.

Troubleshooting Common Issues
Despite its advantages, users may encounter issues with the recent workbooks feature
from time to time. Here are some common problems and their solutions:

Recent Workbooks Not Displaying: If your recent workbooks list is empty, ensure
that you have opened files in the current Excel session. Additionally, check the
settings to confirm that the number of recent documents is set appropriately.

Incorrect Files Listed: If unrelated files appear in your recent workbooks, consider
clearing the recent list. This can be done in the Excel Options under "Advanced" and
"Clear" in the Recent Documents section.

Excel Crashing: If Excel crashes when accessing recent workbooks, try disabling
add-ins or repairing the Office installation through the Control Panel.

Slow Performance: If Excel is slow when displaying recent workbooks, ensure your
system meets the software requirements and consider optimizing your computer's
performance settings.

By addressing these issues, users can enhance their experience with the recent workbooks
feature, ensuring it serves its intended purpose effectively.

Conclusion
The recent workbooks feature in Excel is a powerful tool that enhances productivity by
providing quick access to files. By understanding how to access, customize, and
troubleshoot this feature, users can significantly improve their workflow and efficiency in
data management. With its various benefits, recent workbooks not only facilitate better file



management but also promote a streamlined working environment. Embracing this feature
can lead to a more organized and productive experience in Microsoft Excel.

Q: What is the purpose of Excel recent workbooks?
A: The purpose of Excel recent workbooks is to provide users with quick access to the files
they have opened recently, enhancing productivity and efficiency in managing tasks.

Q: How can I customize the number of recent
workbooks displayed in Excel?
A: To customize the number of recent workbooks displayed, go to the "File" tab, select
"Options," then "Advanced," and adjust the "Show this number of Recent Documents"
setting.

Q: Why aren’t my recent workbooks showing up in
Excel?
A: If your recent workbooks are not showing, make sure you have opened files in your
current session and check that the recent documents setting is not set to zero.

Q: Can I clear my recent workbooks list in Excel?
A: Yes, you can clear your recent workbooks list by going to the Excel Options under
"Advanced" and selecting the option to clear recent documents.

Q: What should I do if Excel crashes when I try to
access recent workbooks?
A: If Excel crashes, try disabling add-ins or repairing your Office installation through the
Control Panel.

Q: Are recent workbooks the same as pinned workbooks
in Excel?
A: No, recent workbooks show files you have opened recently, while pinned workbooks are
files you have manually selected to keep at the top of the recent list for quick access.

Q: How does using recent workbooks improve
collaboration among team members?
A: Recent workbooks improve collaboration by allowing team members to quickly access



shared files that have been recently edited or reviewed, facilitating smoother teamwork.

Q: Can I access recent workbooks from different
devices?
A: Yes, if you use Office 365 or OneDrive, you can access your recent workbooks from
different devices as long as you are signed in to the same account.

Q: How does the recent workbooks feature enhance file
management in Excel?
A: The recent workbooks feature enhances file management by keeping track of files you
have used recently, allowing for better organization and easy retrieval of important
documents.

Q: What happens if I open a file that is not in my recent
workbooks list?
A: If you open a file that is not in your recent workbooks list, it will automatically be added
to the list for easier access in the future.
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2013-06-26 Get the basics of Excel and then go beyond with this new instructional visual guide
While many users need Excel just to create simple worksheets, many businesses and professionals
rely on the advanced features of Excel to handle things like database creation and data analysis.
Whatever project you have in mind, this visual guide takes you step by step through what each step
should look like. Veteran author Paul McFedries first presents the basics and then gradually takes it
further with his coverage of designing worksheets, collaborating between worksheets, working with
visual data, database management and analysis, VBA, and more. Offers step-by-step instructions on
a variety of tasks, some everyday and some more unique Shows you how to create basic
spreadsheets, insert functions and formulas, work with pivot tables, and more Features a two-color
interior features numerous screen shots to enhance your learning process for tasks such as creating
and managing macros, generating and working with analytics, and using the advanced tools Offering
you a deep dive into Microsoft Excel, this book is the complete package for learning Excel with
step-by-step, clear visual instructions.
  excel recent workbooks: Learn Excel 2007 Through Excel 2010 from Mr. Excel Bill Jelen,
2011 Covers how to effectively use Microsoft Excel using examples of real-world business problems.
  excel recent workbooks: Excel for Chemists E. Joseph Billo, 2011-11-01 Reviews from previous
editions: Excel for Chemists should be part of any academiclibrary offering courses and programs in
Chemistry. —Choice I highly recommend the book; treat yourself to it; assign it toa class; give it as a
gift. —The Nucleus The newly revised step-by-step guide to using the scientificcalculating power of
Excel to perform a variety of chemicalcalculations Chemists across all subdisciplines use Excel to
record data intabular form, but few have learned to take full advantage of theprogram. Featuring
clear step-by-step instructions, Excelfor Chemists illustrates how to use the scientificcalculating
power of Excel to perform a variety of chemicalcalculations. Including a CD-ROM for Windows, this
new edition provideschemists and students with a detailed guide to using the currentversions of
Excel (Excel 2007 and 2010) as well as Excel 2003. Additional features in this third edition include:
How to perform a variety of chemical calculations by creatingadvanced spreadsheet formulas or by
using Excel’s built-intools How to automate repetitive tasks by programming Excel’sVisual Basic for
Applications New chapters show how to import data from other languageversions of Excel, and how
to create automatic procedures The accompanying CD contains a number of Excel macros
tofacilitate chemical calculations, including molecular weight,nonlinear regression statistics, and
data interpolation Several appendices provide extensive lists of useful shortcutkeys and function
descriptions
  excel recent workbooks: Master VISUALLY Excel 2010 Elaine Marmel, 2011-03-03 The
complete visual reference on Excel basics Aimed at visual learners who are seeking an all-in-one
reference that provides in-depth coveage of Excel from a visual viewpoint, this resource delves into
all the newest features of Excel 2010. You'll explore Excel with helpful step-by-step instructions that
show you, rather than tell you, how to navigate Excel, work with PivotTables and PivotCharts, use
macros to streamline work, and collaborate with other users in one document. This two-color guide
features screen shots with specific, numbered instructions so you can learn the actions you need to
perform in order to execute a wide range of Excel 2010 tasks. Features beginning, intermediate
andadvanced visual coverage of Excel 2010 Shows you how to enter information into a worksheet,
use formulas and functions, find and control formulaic errors, and much more Presents more than
1,000 screen shots that demonstrate step-by-step instructions of numerous Excel 2010 tasks You're
encouraged to move at your own pace as you acquire confidence and proficiency with the newest
version of Excel.
  excel recent workbooks: Power Excel with MrExcel MrExcel's Holy Macro! Books, Bill Jelen,
2024-09-26 Master Excel 2019 and Office 365 with MrExcel's expert tips, updated for the latest
features. Learn real-world strategies to solve problems and improve productivity. Key Features
Updated version for Excel 2019 & Office 365 Enhanced course with reader suggestions A
combination of alternate strategies and common pitfalls Book DescriptionExcel 2019 is more than
just a spreadsheet tool; it's a powerful platform for solving complex data challenges. In this guide,



MrExcel takes you through the essentials of Excel 2019, incorporating the latest features from Office
365. You'll start by mastering the Excel interface before moving on to advanced calculation
techniques that streamline your workflow. The guide emphasizes data wrangling, teaching you how
to transform raw data into meaningful insights with ease. Beyond calculations, you'll learn to create
visually appealing spreadsheets that communicate your data effectively. MrExcel's approach
combines problem-solving strategies with real-world scenarios, ensuring you gain practical skills
that apply directly to your work. Reader-sourced tips and solutions to common user pitfalls are
integrated throughout the guide, offering a personalized learning experience. By the end of this
book, you'll have a solid understanding of Excel 2019's capabilities, enabling you to work faster,
make informed decisions, and present your data professionally. Whether you're looking to enhance
your existing skills or learn new techniques, MrExcel's expert guidance will help you master Excel
and elevate your data analysis game.What you will learn Solve Excel problems efficiently Apply new
Excel 2019 features Master Office 365 updates Improve spreadsheet aesthetics Streamline data
wrangling Employ faster formula techniques Who this book is for The ideal audience includes Excel
users from beginners to advanced professionals looking to improve their efficiency in Excel 2019 and
Office 365. A basic understanding of Excel is recommended to get the most out of this book.
  excel recent workbooks: Excel 2010 Workbook For Dummies Greg Harvey, 2010-08-13
Reinforce your understanding of Excel with these Workbook exercises Boost your knowledge of
important Excel tasks by putting your skills to work in real-world situations. The For Dummies
Workbook format provides more than 100 exercises that help you create actual results with Excel so
you can gain proficiency. Perfect for students, people learning Excel on their own, and financial
professionals who must plan and execute complex projects in Excel, Excel 2010 Workbook For
Dummies helps you discover all the ways this program can work for you. Excel is the world's most
popular number-crunching program, and For Dummies books are the most popular guides to Excel
The Workbook approach offers practical application, with more than 100 exercises to work through
and plenty of step-by-step guidance This guide covers the new features of Excel 2010, includes a
section on creating graphic displays of information, and offers ideas for financial planners Also
provides exercises on using formulas and functions, managing and securing data, and performing
data analysis A companion CD-ROM includes screen shots and practice materials Excel 2010
Workbook For Dummies helps you get comfortable with Excel so you can take advantage of all it has
to offer. Note: CD-ROM/DVD and other supplementary materials are not included as part of eBook
file.
  excel recent workbooks: Excel for the CFO P. K. Hari, 2012-12-01 Written specifically for
finance managers, Excel for the CFO explains the best features of Excel that allow for the
automation of regular processes and help reduce the processing time spent on analytics. The book
explores the entire gamut of finance-related functions and is focused on practical approaches to
using Excel—including Pivot Tables, Goal Seek, Scenario Builder, and VBA—in problem solving to
deliver quality results. Using case studies across all types of organizations to demonstrate the
application of Excel-based automation, the scenarios covered include the automation of financial
analysis models, the creation of income statement and balance sheet templates, converting numbers
to words for check printing, and much more. Any finance executive who manages the company's
business affairs and makes critical decisions by analyzing data would be directly benefitted by using
the tips and techniques presented in this guide.
  excel recent workbooks: Excel 2016 For Dummies Greg Harvey, 2016-05-31 Let your Excel
skills sore to new heights with this bestselling guide Updated to reflect the latest changes to the
Microsoft Office suite, this new edition of Excel For Dummies quickly and painlessly gets you up to
speed on mastering the world's most widely used spreadsheet tool. Written by bestselling author
Greg Harvey, it has been completely revised and updated to offer you the freshest and most current
information to make using the latest version of Excel easy and stress-free. If the thought of looking
at spreadsheet makes your head swell, you've come to the right place. Whether you've used older
versions of this popular program or have never gotten a headache from looking at all those grids,



this hands-on guide will get you up and running with the latest installment of the software, Microsoft
Excel 2016. In no time, you'll begin creating and editing worksheets, formatting cells, entering
formulas, creating and editing charts, inserting graphs, designing database forms, and more. Plus,
you'll get easy-to-follow guidance on mastering more advanced skills, like adding hyperlinks to
worksheets, saving worksheets as web pages, adding worksheet data to an existing web page, and so
much more. Save spreadsheets in the Cloud to work on them anywhere Use Excel 2016 on a
desktop, laptop, or tablet Share spreadsheets via email, online meetings, and social media sites
Analyze data with PivotTables If you're new to Excel and want to spend more time on your actual
work than figuring out how to make it work for you, this new edition of Excel 2016 For Dummies
sets you up for success.
  excel recent workbooks: Teach Yourself VISUALLY Excel 2013 Paul McFedries, 2013-01-28
The step-by-step, visual way to learn Excel 2013 Excel can be complicated, but this Visual guide
shows you exactly how to tackle every essential task with full-color screen shots and step-by-step
instructions. You'll see exactly what each step should look like as you learn to use all the new tools in
this latest release of the world's most popular spreadsheet program. In easy two-page lessons,
author Paul McFedries shows you how to organize, present, analyze, and chart data, over the web or
on a network. The Visual learning system is perfect for teaching Excel; previous editions of this book
have sold more than 230,000 copies Covers common Excel 2013 tasks such as creating spreadsheets
and charts, filtering and sorting data, and working with PivotTables Provides step-by-step
instructions for each task Each step is illustrated with full-color screenshots Teach Yourself
VISUALLY Excel 2013 offers visual learners the ideal way to master this popular but complex
spreadsheet program.
  excel recent workbooks: Excel 2019 For Dummies Greg Harvey, 2018-09-28 The bestselling
Excel book on the market — now in a new edition covering the latest version of Excel! Excel is the
spreadsheet and data analysis tool of choice for people across the globe who utilize the Microsoft
Office suite to make their work and personal lives easier. It is estimated that 1 in 7 people on the
planet use Microsoft Office! If you’re one of them, and want to get up to speed on the latest changes
in Excel, you’ve come to the right place. Excel 2019 For Dummies has been updated to reflect the
major changes and features made to Excel and covers everything you need to know to perform any
spreadsheet task at hand. It includes information on creating and editing worksheets, formatting
cells, entering formulas, creating and editing charts, inserting graphs, designing database forms,
adding database records, using seek-and-find options, printing, adding hyperlinks to worksheets,
saving worksheets as web pages, adding existing worksheet data to an existing webpage, pivot
tables, pivot charts, formulas and functions, Excel data analysis, sending worksheets via e-mail, and
so much more! Get to know the new Excel interface Become a pro at the spreadsheet and data
analysis tool that’s available as part of the Microsoft Office suite Find time-tested and trusted advice
from bestselling author and expert Greg Harvey Use Excel to streamline your processes and make
your work life easier than ever before Written by a bestselling author and seasoned educator, Excel
2019 For Dummies makes it easier than ever to get everything out of this powerful data tool.
  excel recent workbooks: Excel 2010 Business Basics and Beyond Chris Smitty Smith,
2012-10-01 Provides information on the features and functions of Microsoft Excel and how to use
Excel for financial management of a small to medial business.
  excel recent workbooks: Microsoft Excel 2010 In Depth Bill Jelen, 2010-06-25 Excel 2010
In Depth is the beyond-the-basics, beneath-the-surface guide for everyone who wants to streamline
their work with Excel 2010, and get more done in less time. Legendary Excel expert Bill Jelen
provides specific, tested, proven solutions to the problems Excel users run into every day: challenges
other books ignore or oversimplify. Jelen thoroughly covers all facets of working with Excel 2010,
and adds new chapters on Excel Web App which allows multiple users to edit a spreadsheet
simultaneously. New coverage also includes: Slicer, which offers dynamic filtering of PivotTables;
Sparklines, which add data visualization to any cell; Calculation engine which improves the speed
and accuracy of math, financial, and statistical functions; and the new version of Solver. As with all



In Depth books, Excel 2010 In Depth presents comprehensive coverage, breakthrough techniques,
exclusive shortcuts, quick access to information, troubleshooting help for tough problems, and
real-world examples with nothing glossed over or left out. Step-by-step instructions with icons guide
readers through essential tasks such as designing tables, entering data, importing external data,
designing and executing queries, and designing data entry forms and printed reports. Additional
chapters on advanced form and report design emphasize data entry efficiency and presentation
clarity. By Bill Jelen, aka MrExcel, an Excel MVP and the principal behind the leading Excel website,
MrExcel.com Covers all aspects of working with Excel 2010, from its updated Ribbon interface to its
breakthrough collaboration and improved business intelligence For everyone who wants to get the
most out of Excel 2010, from casual users to corporate professionals
  excel recent workbooks: Excel 2013 Simplified Paul McFedries, 2013-02-26 A friendly,
visual approach to learning the basics of Excel 2013 As the world's leading spreadsheet program,
Excel is a spreadsheet and data analysis tool that is part of the Microsoft Office suite. The new Excel
2013 includes new features and functionalities that require users of older versions to re-learn the
application. However, whether you're switching from an earlier version or learning Excel for the first
time, this easy-to-follow visual guide gets you going with Excel 2013 quickly and easily. Numbered
steps as well as full-color screen shots, concise information, and helpful tips, all contribute to a
clear, comfortable learning experience. Covers Excel basics, workbook fundamentals, formatting
worksheets and enhancing them with graphics, analyzing data, communicating results with charts
and PivotTables, and much more Walks you through using Flash Fill, representing your data in a
variety of ways, and maximizing a more interactive interface Demonstrates how to share workbooks,
collaborate with others, and embed portions of your spreadsheets on social network pages Excel
2013 Simplified is a quick and easy way to get up to speed on Excel 2013 for both novice users and
those upgrading from an earlier version.
  excel recent workbooks: Microsoft® Excel® 2013 QuickSteps John Cronan, Marty Matthews,
2013-04-05 Full-color, step-by-step guide to the new release of the world’s most popular spreadsheet
application Get up and running with Excel 2013 right away--the QuickSteps way. Full-color
screenshots on every page with clear instructions make it easy to use the latest release of
Microsoft's powerful spreadsheet application. Follow along and quickly learn how to create
workbooks, enter and edit data, use formulas and functions, create charts and tables, analyze data,
extend Excel, and more. This practical, fast-paced guide gets you started in no time! Use these
handy guideposts: Shortcuts for accomplishing common tasks Need-to-know facts in concise
narrative Helpful reminders or alternate ways of doing things Bonus information related to the topic
being covered Errors and pitfalls to avoid The unique, landscape-oriented layout of the QuickSteps
series mimics your computer screen, displays graphics and explanations side by side, and lays flat so
you can easily refer to the book while working on your computer.
  excel recent workbooks: Excel for Microsoft 365 Training Tutorial Manual Classroom in a
Book TeachUcomp, 2024-01-18 Complete classroom training manual for Excel for Microsoft 365. 345
pages and 211 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 Mode
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.
Microsoft Search in Excel 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
PivotChart 4. Manipulating a PivotTable or PivotChart 5. Changing Calculated Value Fields 6.
Formatting PivotTables 7. Formatting PivotCharts 8. Setting PivotTable Options 9. Sorting and
Filtering Using Field Headers PowerPivot 1. Starting PowerPivot 2. Managing the Data Model 3.
Calculated Columns and Fields 4. Measures 5. Creating KPIs 6. Creating and Managing Perspectives
7. PowerPivot PivotTables and PivotCharts 3D Maps 1. Enabling 3D Maps 2. Creating a New 3D



Maps Tour 3. Editing a 3D Maps Tour 4. Managing Layers in a 3D Maps Tour 5. Filtering Layers 6.
Setting Layer Options 7. Managing Scenes 8. Custom 3D Maps 9. Custom Regions 10. World Map
Options 11. Inserting 3D Map Objects 12. Previewing a Scene 13. Playing a 3D Maps Tour 14.
Creating a Video of a 3D Maps Tour 15. 3D Maps Options Slicers and Timelines 1. Inserting and
Deleting Slicers 2. Modifying Slicers 3. Inserting and Deleting Timelines 4. Modifying Timelines
Security Features 1. Unlocking Cells 2. Worksheet Protection 3. Workbook Protection 4. Password
Protecting Excel Files Making Macros 1. Recording Macros 2. Running and Deleting Recorded
Macros 3. The Personal Macro Workbook
  excel recent 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
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  excel recent workbooks: MrExcel 2024 MrExcel's Holy Macro! Books, Bill Jelen, 2024-09-26
Master the latest Excel features and elevate your productivity with practical tips and expert
guidance. Perfect for all skill levels, this comprehensive guide covers everything from basic tricks to
advanced techniques. Key Features Comprehensive coverage of Excel's new 2024 features Practical
examples and step-by-step instructions Advanced tips for automation and data visualization Book
DescriptionUnlock Excel 2024's potential with this essential guide, featuring 150 advanced
techniques designed to elevate your skills. Whether you're automating tasks, creating dynamic
dashboards, or utilizing Excel's new AI tools, this guide provides clear, practical instructions. Each
chapter is crafted to help you navigate Excel's latest features, from data manipulation to complex
formulas and Python integration. This guide offers a hands-on approach, with real-world examples
that demonstrate how to apply Excel’s capabilities in practical scenarios. You'll learn to optimize
your workflow, enhance data visualization, and make informed decisions based on your analysis. The
guide is perfect for intermediate to advanced users looking to stay ahead of the curve and maximize
their productivity. By focusing on both the how and the why of each feature, this guide ensures you
not only understand the technical steps but also grasp the underlying principles that make these
tools powerful. Whether you're a data analyst, financial professional, or business manager, this
guide equips you with the skills to transform your Excel experience, making your work more
efficient, accurate, and insightful.What you will learn Master Excel's latest features efficiently
Implement advanced data analysis Use dynamic arrays and LAMBDA functions Create interactive
dashboards Utilize Python within Excel Automate tasks using Power Query Who this book is for This



book is ideal for Excel users of all levels, from beginners to advanced. No prior experience with the
latest Excel version is needed, but basic familiarity with Excel is recommended. This course is
suitable for professionals in data analysis, finance, administration, and students.
  excel recent workbooks: Essential Excel 2016 David Slager, 2016-11-25 This book shows you
how easy it is to create, edit, sort, analyze, summarize and format data as well as graph it. Loaded
with screen shots, step-by-step instructions, and reader exercises, Essential Excel 2016 makes it
easy for you to get to grips with this powerful software and what it can do. What You’ll Learn How to
create amazing visualizations of your data Easy and accurate methods for entering data How to
extract just the information you want from imported data, and manipulate it and format it the way
you want Export your results to other programs or share with others in the cloud Organize,
Summarize, Filter, and Consolidate your Data in almost any way imaginable Audit, Validate and
Protect your Data Who This Book Is For Anyone new to Excel, or looking to take better advantage of
the platform and find out its latest features
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