
compare workbooks in excel

compare workbooks in excel is an essential skill for anyone who frequently uses Microsoft Excel for data
analysis, reporting, or project management. Excel allows users to manage and analyze data across multiple
workbooks, and understanding how to effectively compare these workbooks can lead to improved data
integrity, better decision-making, and enhanced productivity. In this article, we will explore various methods
and tools available within Excel for comparing workbooks, including using built-in features, third-party
tools, and tips for manual comparison. By the end of this article, readers will have a comprehensive
understanding of how to efficiently compare workbooks in Excel and the best practices to employ in their
workflow.
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Understanding Workbook Comparison

Comparing workbooks in Excel is a process that involves identifying differences in data, formatting, or
formulas across multiple Excel files. This can be particularly important when collaborating with team
members or analyzing versions of reports. Differences can arise from various factors, including edits made by
different users, updates to data, or changes in templates. A thorough comparison helps ensure that the final
data used for analysis or reporting is accurate and reliable.

There are multiple aspects to consider when comparing workbooks, such as:

Data differences: Are the values in corresponding cells the same?

Formula discrepancies: Are the formulas used in each workbook consistent?

Formatting variations: Do the workbooks maintain the same formatting styles?

Structural changes: Have any sheets been added, removed, or renamed?

Understanding these aspects allows users to focus their comparison efforts and apply the right techniques
for each specific need.



Built-in Features for Comparing Workbooks

Microsoft Excel offers several built-in features that can help users compare workbooks with relative ease.
These features enable users to quickly identify differences without the need for external tools. Here are some
of the primary built-in methods:

Using the View Side by Side Feature

The "View Side by Side" feature in Excel allows users to open two workbooks simultaneously, making it easy
to compare them visually. This feature is particularly useful for spotting differences in data and formatting.
To use this feature:

Open both workbooks you want to compare.1.

Go to the "View" tab in the Ribbon.2.

Select "View Side by Side".3.

Scroll through both workbooks simultaneously to identify differences.4.

Using the Compare and Merge Workbooks Feature

The "Compare and Merge Workbooks" feature is designed for users who want to consolidate changes made by
multiple users on a shared workbook. This feature highlights changes made by each user, allowing for easy
merging of data. To utilize this feature:

Ensure that the workbooks you want to compare are saved in a shared location.1.

Open one of the workbooks.2.

Go to the "Review" tab and select "Compare and Merge Workbooks".3.

Choose the workbook you want to compare with and click "Merge".4.

Using Excel Add-ins for Comparison

For users looking for more advanced comparison functionalities, several third-party Excel add-ins can enhance
the workbook comparison process. These tools often provide features that are not available in the standard
Excel package, streamlining the comparison process significantly. Some popular add-ins include:

Spreadsheet Compare: A Microsoft tool that provides detailed comparison reports.

Excel Compare: A comprehensive tool that highlights differences in data and formulas.



Diffchecker: An online tool that allows users to compare Excel files quickly.

These add-ins can be particularly beneficial for users who frequently work with large datasets or complex
workbooks, as they automate much of the comparison process and provide clear visual cues for differences.

Manual Comparison Techniques

While Excel provides built-in features and add-ins for comparison, sometimes users may prefer manual
techniques, especially for smaller datasets or specific tasks. Here are some effective manual comparison
techniques:

Using Conditional Formatting

Conditional formatting can be used to highlight differences between two workbooks. To implement this:

Copy the data from the second workbook and paste it next to the data in the first workbook.1.

Select the range of cells that contains the combined data.2.

Go to the "Home" tab, select "Conditional Formatting", and choose "New Rule".3.

Select "Use a formula to determine which cells to format".4.

Enter a formula that checks for differences, such as =A1<>B1.5.

Choose a formatting style to highlight the differences and click "OK".6.

Utilizing Formulas for Comparison

Formulas can also be employed to compare values across two workbooks. Users can create a new column
that uses logical functions to check for discrepancies:

In a new column next to the data, enter a formula like =IF(A1=B1, "Same", "Different").1.

Drag the fill handle down to apply the formula to other cells.2.

This method provides a quick overview of which cells have discrepancies, allowing users to focus on those
areas for further analysis.



Best Practices for Comparing Workbooks

To make the most out of the workbook comparison process, users should follow these best practices:

Keep workbooks organized: Use clear naming conventions and folder structures.

Regularly save versions: Maintain backup copies of workbooks before making significant changes.

Document changes: Keep a log of changes made to workbooks to track progress and updates.

Use comments: Utilize the commenting feature to note important observations or queries about specific
cells.

By adhering to these best practices, users can significantly enhance their efficiency and accuracy when
comparing workbooks in Excel.

Conclusion

In summary, the ability to compare workbooks in Excel is vital for maintaining data integrity and facilitating
collaboration. By leveraging Excel's built-in features, utilizing third-party add-ins, and employing manual
techniques, users can effectively identify discrepancies and ensure their data is accurate and up-to-date.
Understanding the various methods available and following best practices will help streamline the comparison
process, leading to better decision-making and enhanced productivity in data management tasks.

Q: What are the main reasons to compare workbooks in Excel?

A: The main reasons to compare workbooks include identifying differences in data, ensuring consistency in
formulas, verifying formatting, and tracking changes made by multiple users during collaboration.

Q: Can I compare more than two workbooks at once in Excel?

A: Excel does not natively support comparing more than two workbooks simultaneously. However, using third-
party tools or add-ins can facilitate comparisons across multiple workbooks more efficiently.

Q: Are there any free tools available for comparing Excel workbooks?

A: Yes, there are several free tools available for comparing Excel workbooks, such as Spreadsheet Compare,
which is included with certain versions of Microsoft Office, and various online comparison tools that allow
users to upload and compare Excel files.

Q: How can I ensure that my workbook comparisons are accurate?

A: To ensure accuracy, always verify that you are comparing the correct versions of the workbooks, utilize
conditional formatting or formulas for visual cues of differences, and cross-check important data manually
when needed.



Q: What is the best method for comparing large Excel files?

A: For large Excel files, using specialized third-party comparison tools or add-ins is often the best method, as
they can quickly identify differences and present them in a clear, organized manner, making the review process
more efficient.

Q: Can I compare Excel workbooks on different platforms, like Mac and
Windows?

A: Yes, as long as both versions of Excel support the same features, you can compare workbooks across
platforms. However, some functionalities may vary slightly between Excel for Mac and Windows.

Q: Is it possible to automate the workbook comparison process?

A: Yes, automation can be achieved through Excel macros or VBA scripts that can be programmed to compare
workbooks and highlight differences, streamlining the process for repeated comparisons.

Q: What should I do if I find discrepancies in my workbooks?

A: If discrepancies are found, investigate the source by checking recent changes, communicating with team
members if it's a collaborative effort, and ensure updates are made consistently across all relevant
workbooks to maintain data integrity.

Q: How do I manage multiple versions of the same workbook?

A: To manage multiple versions, adopt a version control system by naming files with version numbers or dates,
create a change log, and periodically review and consolidate changes to keep the most updated version clear.

Q: What Excel functions are useful for comparing data?

A: Functions such as IF, COUNTIF, and VLOOKUP can be very useful for comparing data across workbooks,
allowing users to check for matches, count occurrences, and retrieve related data points, respectively.
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an elementary way. This workbook shows in practice the use of a wide variety of formulas, functions
and features (like pivot tables, macros or the Solver add-in) that allow to effectively and
professionally work with Excel. The workbook starts with the basics and gets progressively to deal
with very complex cases. It is a valuable support for college students, professionals and managers
who want to learn the basics or to improve the knowledge of Excel up to an advanced level. In the
dedicated web area, all the initial and solved files are available to carry out the exercises and check
the solutions. Over 40 exercises are commented, to highlight the basic concepts and clarify the most
complex ones. The authors are all lecturers for the course of Computer skills for economics at
Università Bocconi in Milan: Massimo Ballerini, Alberto Clerici, Chiara Debernardi, Davide Del
Corno, Maurizio De Pra, Gianluca Salviotti and Marco Sampietro.
  compare workbooks in excel: Excel 2007 For Dummies Quick Reference John Walkenbach,
Colin Banfield, 2007-01-06 Fast answers to frequently asked questions Excel 2007 essentials at your
fingertips! If you like your answers quick and your information up-to-date, look no further. With this
concise, superbly organized reference, you'll quickly find just what you need to know about
navigating the new interface; using the Ribbon and Quick Access toolbar; saving, protecting, and
recovering workbook files; entering and editing data; creating formulas and functions, and much
more.
  compare workbooks in excel: Excel 2016 All-in-One For Dummies Greg Harvey, 2015-11-16
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.
  compare workbooks in excel: Excel 2003 All-in-One Desk Reference For Dummies Greg
Harvey, 2011-03-03 When you think of number-crunching and spreadsheets, you think of Excel,
right? After Word, it’s the most popular program in the Microsoft Office suite. But if technical jargon
isn’t your first language, you may have found Excel just a teeny bit frustrating. It can be really hard
to pick your way through the many features and make Excel do what you need for it to do. Once you
know how, you can use Excel to Create fill-in-the-blank forms Prepare expense reports and invoices
Manage all sorts of data Keep sales and inventory records Analyze financial data and create
forecasts Present information in charts and graphs Excel 2003 All-in-One Desk Reference For
Dummies tames the Excel monster. Nine minibooks break things down into manageable, logical
sections covering the basics, worksheet design, formulas and functions, worksheet collaboration,
charts and graphics, data management, data analysis, working on the Web, and tweaking Excel with
a programming language called Visual Basic for Applications, or VBA. In the friendly, plain-English
For Dummies style, this book makes it easy to find what you’re looking for and get instructions for
doing what you need to do. You’ll be able to Find your way around Excel’s menus, toolbars, and
dialog boxes, and access online help Format a professional-looking spreadsheet that presents data
the way you choose Edit an existing spreadsheet without disturbing its design or contents Build
Excel formulas and use built-in functions to produce the calculations you want Share spreadsheet
data with other people and programs, and collect comments Create great-looking charts and find out



how to choose the right format to display your data effectively Use Excel to maintain large amounts
of data, then filter the data to extract the information you need Publish spreadsheets and charts on
the Web in HTML format Explore ways to customize Excel with VBA Best of all, it’s easy to find what
you need in Excel 2003 All-in-One Desk Reference For Dummies. Before you know it, you’ll discover
you’ve developed a friendship with Excel that will make your life easier, boost your business, and
impress your friends!
  compare workbooks in excel: Excel 2013 All-in-One For Dummies Greg Harvey, 2013-02-15
The comprehensive reference, now completely up-to-date for Excel 2013! As the standard for
spreadsheet applications, Excel is used worldwide - but it's not always user-friendly. However, in the
hands of veteran bestselling author Greg Harvey, Excel gets a whole lot easier to understand! This
handy all-in-one guide covers all the essentials, the new features, how to analyze data with Excel,
and much more. The featured minibooks address Excel basics, worksheet design, formulas and
functions, worksheet collaboration and review, charts and graphics, data management, data
analysis, and Excel and VBA. Covers the changes in the newest version as well as familiar tasks,
such as creating and editing worksheets, setting up formulas, and performing statistical functions
Walks you through the new analysis tools that help make it easier to visualize data with the click of a
mouse Details new ways to explore your data more intuitively and then analyze and display your
results with a single click Whether you're an Excel newbie or a veteran user to wants to get familiar
with the latest version, Excel 2013 All-in-One For Dummies has everything you need to know.
  compare workbooks in excel: Easy Microsoft Office Excel 2003 Nancy D. Lewis, 2003
Provides an introduction to Microsoft Excel, covering such topics as managing workbooks, editing
worksheets, formatting data, adding graphics, working with charts, using formulas and functions,
and using Web features.
  compare workbooks in excel: Exploring Microsoft Excel's Hidden Treasures David
Ringstrom, 2022-09-16 Discover timesaving features, accessibility and internal control approaches,
data integrity improvements, and spreadsheet automation techniques by exploring Excel shortcuts
and nuances in Microsoft 365, Excel versions till 2021 Key Features Get hands-on experience by
carrying out techniques in detailed example workbooks Reclaim portions of your day by immediately
implementing data integrity and automation features Incorporate spreadsheet disaster recovery
techniques into your daily work Book DescriptionDavid Ringstrom coined the phrase “Either you
work Excel, or it works you!” after observing how many users carry out tasks inefficiently. In this
book, you’ll learn how to get more done with less effort. This book will enable you to create resilient
spreadsheets that are easy for others to use as well, while incorporating spreadsheet disaster
preparedness techniques. The time-saving techniques covered in the book include creating custom
shortcuts and icons to streamline repetitive tasks, as well as automating them with features such as
Tables and Custom Views. You’ll see how Conditional Formatting enables you to apply colors, Cell
icons, and other formatting on-demand as your data changes. You’ll be empowered to protect the
integrity of spreadsheets and increase usability by implementing internal controls, and understand
how to solve problems with What-If Analysis features. In addition, you’ll master new features and
functions such as XLOOKUP, Dynamic Array functions, LET and LAMBDA, and Power Query, while
learning how to leverage shortcuts and nuances in Excel. By the end of this book, you’ll have a
broader awareness of how to avoid pitfalls in Excel. You’ll be empowered to work more effectively in
Excel, having gained a deeper understanding of the frustrating oddities that can arise daily in
Excel.What you will learn Explore hidden and overlooked features that will save your time
Implement disaster prevention and recovery techniques Improve spreadsheet accessibility for all
users Bolster data integrity and spreadsheet resilience Craft code-free custom worksheet functions
with LAMBDA Create code-free report automation with Power Query Integrate spreadsheet
automation techniques with ease Who this book is for This book is for intermediate to advanced
excel users working in diverse roles such as business users, accountants, project managers and
business analysts among others. The more time that you spend in excel the more time this book will
save you. You will be able to maximize your productivity by learning spreadsheet interactivity,



accessibility and automation. This clear step-by-step explanation and detailed example workbook will
help you to try out new techniques firsthand and leverage them for your business's advantage in no
time.
  compare workbooks in excel: Teach Yourself VISUALLY Complete Excel Paul McFedries,
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.
  compare workbooks in excel: MOS 2013 Study Guide for Microsoft Excel Expert Mark
Dodge, 2013-09-15 Demonstrate your expertise with Microsoft Office! Designed to help you practice
and prepare for the 2013 Excel Expert Microsoft Office Specialist (MOS) exams, this all-in-one study
guide features: Full, objective-by-objective exam coverage Easy-to-follow procedures and
illustrations to review essential skills Includes downloadable practice files
  compare workbooks in excel: Microsoft Office 2003 All-in-one Joseph W. Habraken, 2004
Presents a guide to the applications found in Microsoft Office, including Excel, Access, Word,
PowerPoint, and Outlook.
  compare workbooks in excel: Excel Functions & Formulas in easy steps Michael Price,
2020-07-09 Excel Functions and Formulas in easy steps shows you how to use the power of Excel
functions and formulas to take full advantage of this popular spreadsheet application. Learn how to:
· Save time by utilizing Excel functions to carry out often-used operations, for error checking and
tracing cells. · Build powerful spreadsheets using the features of Excel formulas. · Explore all the
categories of Excel functions including financial, logical, mathematical, lookup and other
data-related functions. · Review business-oriented scenarios and examples of functions in each of the
groups. · Create your own simple macros, and more. Covering all recent versions of Excel including
Excel in Office 365, this book will guide you through a myriad of Excel functions and formulas –
clearly, concisely and in easy steps! Table of Contents 1. Values and Formulas 2. Managing
Formulas 3. Functions 4. Math & Trig and Logical 5. Date & Time and Text 6. Financial and
Statistical 7. Lookup & Reference and Information 8. Database and Engineering 9. Compatibility,
Cube and Web 10. User Defined Add-ins and Macros 11. Support and References
  compare workbooks in excel: Straight To The Point - Microsoft PowerPoint 2003 Dinesh
Maidasani, 2008
  compare workbooks in excel: Excel 2007 All-In-One Desk Reference For Dummies Greg
Harvey, 2011-02-10 Master the Ribbon, powerful graphics capabilities, and more! Your one-stop
guide to great-looking spreadsheets that actually mean something Create colorful spreadsheets and
charts, use Live Preview, and maximize everything Excel 2007 has to offer! Find just what you need
to know about using the new Ribbon, designing spreadsheets that communicate, editing and printing
them, working with formulas, protecting your data when you collaborate, turning out cool charts,
and much more. The included four-color insert highlights the Ribbon, new graphics features, and
more! Discover how to Create dynamic spreadsheets with style galleries Work with more than 40
new cell styles Automate formatting with Live Preview Share Excel data with other programs Use
VBA to write custom Excel functions
  compare workbooks in excel: 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.
  compare workbooks in excel: The Unofficial Guide to Microsoft Office Excel 2007 Julia Kelly,
Curt Simmons, 2008-03-11 The inside scoop...for when you want more than the official line!
Microsoft Office Excel 2007 may be just what you need to crunch numbers, but to use it with
confidence, you'll need to know its quirks and shortcuts. Find out what the manual doesn't always
tell you in this insider's guide to using Excel in the real world. What are the secrets of pro users? Are
there shortcuts for repetitive tasks? From writing formulas to using charts, first get the official way,
then the best way from two experts. Unbiased coverage of how to get the most out of Excel 2007,
from creating workbooks and writing formulas to comparing data Savvy, real-world advice to help
you set up, enter, format, and organize your data Time-saving techniques and practical guidance on
creating custom macros with VBA and using PivotTables and PivotCharts Tips and hacks with
practical ways to save time, avoid pitfalls, and increase your output Sidebars, tables, and
illustrations featuring toolbar buttons and more ways to be productive in Excel Watch for these
graphic icons in every chapter to guide you to specific practicalinformation. Bright Ideas are smart
innovations that will save you time or hassle. Hacks are insider tips and shortcuts that increase
productivity. When you see Watch Out! heed the cautions or warnings to help you avoid
commonpitfalls. And finally, check out Inside Scoops for practical insights from the author. It's like
having your own expert at your side!
  compare workbooks in excel: MOS 2010 Study Guide for Microsoft Word Expert, Excel
Expert, Access, and SharePoint Exams Geoff Evelyn, John Pierce, 2011-08-12 Demonstrate your
expertise with Microsoft Office! Designed to help you practice and prepare for four Microsoft Office
Specialist (MOS) exams, this all-in-one study guide features: Full, objective-by-objective exam
coverage Easy-to-follow procedures and illustrations to review essential skills Hands-on practice
tasks to apply what you've learned Includes downloadable practice files Use the in-depth exam prep,
practice, and review to help advance your proficiency with Microsoft Office–and earn the credential
that proves it!
  compare workbooks in excel: Excel Timesaving Techniques For Dummies Greg Harvey,
2004-11-11 Covering formulas, charts, data lists, macros, and versions 2000, 2002, and 2003, this
book offers more than seventy easy-to-follow techniques that show both new and experienced Excel
users how to save time and avoid tedious or redundant tasks. Bestselling author Greg Harvey
includes information on customizing Excel's menus and toolbars; modifying Excel's editing settings;
using add-ins, AutoCorrect, AutoFill, AutoFormat, and data validation; copying and moving data
between worksheets; encrypting workbook files; creating external database queries; converting
worksheet data and charts into Web pages; and much more. * Written by Greg Harvey, one of the
bestselling technology authors of all time, whose books have combined sales of more than four
million copies * A unique, two-column format makes it easy for readers to grasp and apply each
technique-and begin working more efficiently



  compare workbooks in excel: 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
  compare workbooks in excel: Excel 2010 For Dummies Quick Reference Colin Banfield, John
Walkenbach, 2010-04-13 Find the answers to your most important Excel questions with this
reference John Walkenbach’s name is synonymous with excellence in computer books that decipher
complex technical topics. Known as Mr. Spreadsheet, Walkenbach—along with Excel expert Colin
Banfield—answers your most common and important Excel questions in this easy-to-understand
reference. You'll learn how to open, save, protect, and recover workbook files; add, copy, and delete
worksheets; enter and edit data and text; create formulas and functions; audit, format, and print;
and more. Highly organized and free of unnecessary jargon, this essential reference allows you to
find the answers you’re looking for quickly and easily. Excel gurus Walkenbach and Banfield offer
quick and easy answers to common Excel questions Offers information in a highly organized,
easy-to-understand format so you can find exactly what you need Includes information on opening,
saving, protecting and recovering workbook files; adding, copying, and deleting worksheets;
entering and editing data and text; creating formulas and functions; auditing; formatting; printing;
and more Covers navigating the user interface; using the Ribbon and Quick Access toolbar; saving,
protecting, and recovering workbook files; entering and editing data; creating formulas and
functions, and much more Excel 2010 For Dummies Quick Reference enables you to spend more
time working on your projects rather than trying to figure how to make Excel work for you!
  compare workbooks in excel: Microsoft Office Specialist Linda F. Johnson, 2006-07-28
Validate your expertise and get the attention of employers with Microsoft Office Specialist
certification. This comprehensive guide is what you need to prepare for certification in Excel 2003,
both the Specialist and Expert levels. Carefully planned by a seasoned Microsoft Office Specialist
instructor, this invaluable study guide uses real-world scenarios to teach the full range of Excel 2003
skills you need-not only to prepare for the certification exams, but also to increase your ability and
productivity in the workplace. Covering twenty-four Specialist exam objectives and thirty-three
Expert exam objectives, the book progresses through the functions and features of Excel software.
Even entry-level Excel users can rapidly build their skills. Excel 2003 Specialist Certification Skill
Sets * Creating Data and Content * Analyzing Data * Formatting Data and Content * Collaborating *
Managing Workbooks Excel 2003 Expert Certification Skill Sets * Organizing and Analyzing Data *



Formatting Data and Content * Collaborating * Managing Data and Workbooks * Customizing Excel
Plus, you'll find additional career preparation tools, including: * Solutions for real-world scenarios *
Structured learning for quick productivity * Full glossary of terms Go to
www.sybex.com/go/mosexcel2003 for downloadable sample files from the exercises in the book.
Practice what you've learned on your own. Visit www.sybex.com for all of your professional
certification needs.
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