keyboard shortcut for switching
between excel workbooks

keyboard shortcut for switching between excel workbooks is a crucial skill
for anyone who frequently works with multiple spreadsheets in Microsoft
Excel. This ability can significantly enhance productivity and streamline
workflow, enabling users to navigate between different workbooks seamlessly.
In this article, we will explore the various keyboard shortcuts available for
switching between Excel workbooks, the benefits of using these shortcuts, and
tips for optimizing your Excel experience. Additionally, we will provide a
comprehensive understanding of how to customize shortcuts to suit your
individual needs.

The following sections will cover key topics related to keyboard shortcuts in
Excel, including their importance, specific shortcuts available, alternative
methods for switching workbooks, and customization options.

e Introduction to Keyboard Shortcuts

e Importance of Keyboard Shortcuts in Excel

e Common Keyboard Shortcuts for Switching Workbooks

e Alternative Methods for Switching Between Workbooks
e Customizing Your Keyboard Shortcuts

e Tips for Efficient Workbook Management

e Conclusion

Introduction to Keyboard Shortcuts

Keyboard shortcuts are pre-defined combinations of keys that allow users to
perform commands quickly without navigating through multiple menus. In Excel,
these shortcuts can save time and improve efficiency, especially when
managing numerous workbooks. Familiarizing yourself with the keyboard
shortcuts for switching between Excel workbooks can enhance your workflow by
reducing the time spent on repetitive tasks.

Using keyboard shortcuts not only speeds up your operations but also
minimizes strain on your hands and wrists by reducing mouse usage. This is
particularly beneficial for individuals who spend extended periods working in
Excel, as it promotes better ergonomics.



Importance of Keyboard Shortcuts in Excel

The significance of keyboard shortcuts in Excel cannot be overstated. They
provide several advantages that contribute to a more efficient working
environment:

e Increased Productivity: By minimizing the reliance on the mouse, users
can navigate faster between workbooks, allowing for quicker data input
and analysis.

e Enhanced Focus: Keyboard shortcuts allow users to maintain their
workflow without interruptions, as switching between workbooks becomes a
fluid process.

* Reduction of Errors: Using shortcuts can decrease the chances of making
mistakes that might occur when navigating through menus, ensuring that
users can execute commands accurately.

e Time-Saving: Performing actions via keyboard shortcuts is generally
quicker than using a mouse, especially for frequent tasks like switching
between workbooks.

Understanding and utilizing these shortcuts is essential for anyone looking
to maximize their efficiency in Excel.

Common Keyboard Shortcuts for Switching
Workbooks

Excel offers several keyboard shortcuts specifically designed for switching
between open workbooks. Here are the most commonly used shortcuts:

1. Alt + Tab

This shortcut allows users to switch between all open applications, including
multiple Excel workbooks. Holding the Alt key while pressing Tab cycles
through the open applications. This is especially useful when you have
multiple programs running alongside Excel.

2. Ctrl + Tab

The Ctrl + Tab shortcut is specifically tailored for switching between
workbooks within Excel. This command allows users to move to the next
workbook in the list of open workbooks.



3. Ctrl + Shift + Tab

For users needing to move in the opposite direction, Ctrl + Shift + Tab
offers a straightforward solution. This shortcut enables users to switch to
the previous workbook in the list.

4. Ctrl + F6

Another effective shortcut for navigating between workbooks is Ctrl + F6.
This command works similarly to Ctrl + Tab but can be more convenient in
certain scenarios, particularly for users who prefer using function keys.

5. CtrlL + W

While not a switching shortcut, Ctrl + W can close the active workbook.
Understanding how to close workbooks efficiently can help manage your
workspace better.

By mastering these shortcuts, users can greatly enhance their ability to
navigate through multiple workbooks efficiently.

Alternative Methods for Switching Between
Workbooks

While keyboard shortcuts are undoubtedly effective, there are alternative
methods to switch between Excel workbooks that may suit different preferences
or situations.

Using the View Tab

Excel’s View tab contains options that can facilitate workbook management. By
selecting “Switch Windows” in the View tab, users can see a list of all open
workbooks and click on the desired workbook to switch to it.

Taskbar Navigation

If multiple Excel workbooks are open, they will appear as separate icons on
your taskbar. Clicking on the specific Excel icon will allow you to switch to
that workbook. This method is particularly useful for users who prefer visual
navigation.

Alt + Spacebar

Pressing Alt + Spacebar opens the window menu for the active workbook,
allowing users to select options such as moving, resizing, or closing the



workbook, as well as switching to another workbook.

These alternative methods can complement keyboard shortcuts and provide
flexibility in managing multiple workbooks.

Customizing Your Keyboard Shortcuts

For users seeking an even more tailored experience, Excel allows for the
customization of keyboard shortcuts. Customization can enhance usability and
improve efficiency based on individual preferences.

Accessing the Options Menu

To customize shortcuts, users can navigate to the Options menu within Excel.
This can be accessed by clicking on the File tab, then selecting Options. In
the Excel Options dialog, users can find the Customize Ribbon section.

Assigning New Shortcuts

Within the Customize Ribbon menu, users can assign new shortcuts for various
commands. This can be particularly useful for frequently used commands beyond
just switching workbooks, allowing for a more personalized workflow.

Tips for Efficient Workbook Management

Managing multiple workbooks can be challenging, but employing certain
strategies can make the process more efficient.

Organize Your Workbooks: Keep your workbooks organized in a manner that
makes sense for your workflow. Use folders and clear naming conventions
to streamline access.

e Limit Open Workbooks: Only keep workbooks open that are necessary for
your current tasks to avoid clutter and confusion.

e Utilize Excel Features: Employ features such as Split View or Freeze
Panes to enhance visibility and organization within your workbooks.

e Regularly Save Your Work: Ensure that you save your work frequently to
prevent data loss, particularly when switching between multiple
workbooks.

By implementing these tips, users can manage their workbooks more
efficiently.



Conclusion

Understanding the keyboard shortcut for switching between Excel workbooks is
essential for improving productivity and efficiency within the application.
By mastering the various shortcuts available, exploring alternative methods,
and customizing your experience, you can significantly enhance your workflow.
Implementing best practices for workbook management will further solidify
your efficiency in using Excel, enabling you to focus on data analysis and
decision-making without unnecessary distractions.

Q: What is the keyboard shortcut for switching
between Excel workbooks?

A: The primary keyboard shortcut for switching between Excel workbooks is
Ctrl + Tab, which moves to the next open workbook. To move to the previous
workbook, you can use Ctrl + Shift + Tab.

Q: Can I customize keyboard shortcuts in Excel?

A: Yes, Excel allows users to customize keyboard shortcuts through the
Options menu. This enables you to assign new shortcuts to various commands
according to your preferences.

Q: What are some alternative methods for switching
between Excel workbooks?

A: Alternative methods include using the View tab’s “Switch Windows” option,
navigating through the taskbar, or using the Alt + Spacebar command to access
the window menu.

Q: How can keyboard shortcuts improve my Excel
experience?

A: Keyboard shortcuts can enhance your Excel experience by increasing
productivity, reducing errors, allowing for quicker navigation, and
minimizing reliance on the mouse.

Q: What should I do if I have too many workbooks
open at once?

A: To manage multiple workbooks effectively, consider organizing them in
folders, limiting the number of open workbooks, and using features like Split
View or Freeze Panes to maintain clarity.



Q: Is it possible to accidentally close a workbook
while switching?

A: Yes, if you mistakenly press Ctrl + W while switching workbooks, it will
close the active workbook. It’s important to be aware of the commands you are
using to avoid accidental closures.

Q: Are there any keyboard shortcuts for closing
workbooks?

A: Yes, the keyboard shortcut for closing the active workbook in Excel is
Ctrl + W. Alternatively, you can use Ctrl + F4 for the same function.

Q: How can I quickly switch between Excel and other
applications?

A: To switch quickly between Excel and other applications, you can use the
Alt + Tab shortcut, which allows you to cycle through all open applications
on your computer.

Q: Can I switch workbooks if they are in different
Excel windows?

A: Yes, you can switch between workbooks in different Excel windows using the
same keyboard shortcuts, such as Ctrl + Tab and Ctrl + F6, or by using Alt +
Tab to navigate between applications.
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keyboard shortcut for switching between excel workbooks: Basics of Microsoft Excel
Manish Soni, 2024-11-10 As we embark on this journey together, this book aims to demystify Excel's
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examples to ensure that you not only understand the concepts but also learn how to apply them in
your day-to-day tasks.
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regular basis. You know there's more out there, a way to do more, faster, and better. Learn to step
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up your game with Advanced Excel for Productivity, a readable and useful guide to improving
everything you do in Excel. Learn advanced techniques for Microsoft Excel, including keyboard
shortcuts, functions, data analysis, VBA, and other advanced tips.

keyboard shortcut for switching between excel workbooks: Microsoft 365 Excel For
Dummies David H. Ringstrom, 2025-05-06 Make Excel work for you with this brand new guide to
spreadsheet essentials Knowing a little about Excel is essential for almost every profession. Knowing
a lot about Excel makes you one of the most valuable people in the office. Microsoft 365 Excel For
Dummies helps you build your spreadsheet skills as it walks you through the basics of creating a
spreadsheet, organizing data, performing calculations, and creating charts and graphs in Microsoft's
powerful spreadsheet software. This brand new version of the book, written by an Excel guru and
expert trainer, helps you develop the skills you need to impress your boss—or just to get things done
faster. You'll also get ideas for using Excel to make daily life easier. Ready to become a number
cruncher? Create your first spreadsheet and learn how to enter data Import data from other sources,
sort tables, and organize information Run basic calculations and get more advanced with functions
Build data visualizations, customize the look of your spreadsheets, and beyond These days, almost
everyone who works with computers needs to have basic knowledge of Excel—and more is usually
better. Microsoft 365 Excel For Dummies will help you get there.

keyboard shortcut for switching between excel workbooks: Microsoft 365 Excel All-in-One
For Dummies David H. Ringstrom, Michael Alexander, Dick Kusleika, Paul McFedries, Ken Bluttman,
2025-09-09 Get into the nitty gritty of Excel, the all-important spreadsheet tool Microsoft 365 Excel
All-in-One For Dummies offers an all-new way to tackle data in Excel. Start with the basics of
inputting, formatting, and organizing data and work your way to pro techniques that help with any
career field or reason for using the app. Gain the skills to apply advanced formulas and functions,
create stunning data visualizations, build dashboards and reports, and automate your spreadsheets.
You'll also get a glimpse into how Al tools can boost your work. Eight mini-books come together in
this expanded Excel reference. With Microsoft 365 Excel All-in-One For Dummies, you'll soon be the
go-to Excel guru in your office or school. Learn the basics of Excel—organizing data, performing
calculations, and formatting your spreadsheet. Use functions to handle advanced math and financial
analysis. Create data visualizations and summaries to help tell your story Apply basic programming
skills using VBA This book is perfect for professionals or students who need to up their Excel game
with insight from pros who know the classic spreadsheet app inside and out.

keyboard shortcut for switching between excel workbooks: Mastering Microsoft Excel a
Comprehensive Guide Américo Moreira, Mastering Microsoft Excel : a Comprehensive Guide is a
comprehensive and user-friendly book that aims to help readers become proficient in using
Microsoft Excel 2022. Whether you are a beginner or an experienced user, this book provides
step-by-step instructions and practical examples to enhance your Excel skills. From basic functions
to advanced formulas, data analysis, and automation, this guide covers all the essential features and
techniques of Excel 2022. With a clear and concise writing style, this book offers a structured
approach to learning Excel 2022. Each chapter focuses on a specific topic, providing explanations,
examples, and exercises to reinforce your understanding. You will learn how to create and format
spreadsheets, use formulas and functions effectively, analyze data using charts and pivot tables, and
automate tasks with macros and VBA programming. Additionally, this guide covers the latest
features and updates in Excel 2022, ensuring that you stay up-to-date with the software's
capabilities. Whether you are a student, professional, or business owner, mastering Microsoft Excel
2022 is essential for improving productivity and making informed decisions. This comprehensive
guide equips you with the knowledge and skills needed to navigate Excel with confidence. By the
end of this book, you will have a solid foundation in Excel 2022 and be able to leverage its powerful
features to streamline your work and achieve your goals.

keyboard shortcut for switching between excel workbooks: Using Microsoft Excel 2002
Patrick Blattner, 2001 A reference for users of Excel 2002, showing how to take maximum
advantage of its new and improved features. Shows how to create custom functions, retrieve data



from databases, use value chains, cut, slice and pivot information of the Web with Excel's PivotTable
utility, and more. Also includes a companion Web site with help for Office XP.

keyboard shortcut for switching between excel workbooks: My Office 2013 RT Paul
McFedries, 2013-03-14 Step-by-step instructions with callouts to Office 2013 RT photos that show
you exactly what to do Help when you run into Office 2013 RT problems or limitations Tips and
Notes to help you get the most from Office 2013 RT Full-color, step-by-step tasks walk you through
doing everything you want to do with Office 2013 on your tablet device. Learn how to Master core
skills you can use in every Office RT program Quickly create highly visual documents with advanced
formatting and graphics Build complex documents with outlines, footnotes, tables of contents,
bibliographies, and indexes Enter and organize Excel data more accurately and efficiently Visualize
Excel data with charts and analyze it to make better decisions Efficiently create high-powered
PowerPoint presentations Add pizzazz to PowerPoint slide shows with animations and transitions
Bring all your ideas and notes together in a OneNote notebook Customize your Office RT
applications to work the way you do Store your Office RT data on SkyDrive and access it from
anywhere Collaborate with others, including people using other versions of Office

keyboard shortcut for switching between excel workbooks: Power Excel for Windows 95
James G. Meade, 1998-12 If you're doing a little bit with Excel already (or even quite a bit) but
you're ready to do considerably more, then this is the book for you. This book unleashes the real
power of Excel by unveiling the mysteries of the use of data formulas, autoformatting, working with
charts, Visual Basic, and macros. Become a power user of Excel!

keyboard shortcut for switching between excel workbooks: Study Guide for the Microsoft
Office Specialist: Excel Associate (Microsoft 365 Apps) - Exam MO-211 Anand Vemula, The Study
Guide for the Microsoft Office Specialist: Excel Associate (Microsoft 365 Apps) - Exam MO-211 is a
comprehensive resource tailored for candidates preparing to earn their Microsoft Office Specialist
(MOS) certification in Excel. This guide covers every domain outlined in the MO-211 exam
objectives, offering in-depth explanations and practical examples to enhance understanding and
application of Excel's core functionalities. The book begins by walking users through the basics of
managing worksheets and workbooks, including customizing views and setting workbook properties.
It then delves into managing data cells and ranges—highlighting techniques for formatting,
organizing, and analyzing data using conditional formatting and named ranges. A significant portion
is dedicated to working with Excel tables, teaching users how to create, format, and manipulate
tables using structured references, as well as filter and sort data efficiently. Formulas and functions
are thoroughly explored, from basic arithmetic operations to logical functions like IF, AND, OR, and
lookup functions including VLOOKUP and XLOOKUP. Special emphasis is placed on mastering cell
referencing (relative, absolute, and mixed). The guide also explains how to create and modify a
variety of charts and sparklines for data visualization, and how to leverage Excel’s built-in
productivity tools, templates, and add-ins to boost efficiency. Accessibility and collaboration tools
are also included to align with modern workplace standards. With detailed content, practice
questions, and expert tips, this study guide ensures candidates are well-prepared to pass the
MO-211 exam and confidently demonstrate their Excel skills in a professional setting.

keyboard shortcut for switching between excel workbooks: Microsoft Office Home and
Student 2010 Step by Step Joan Lambert, Joyce Cox, Curtis Frye, 2010-06-30 Teach yourself exactly
what you need to know about using Microsoft Word, Excel, PowerPoint, and OneNote-one step at a
time! With STEP BY STEP, you build and practice new skills hands-on, at your own pace. Topics
include creating effective documents; using themes, templates, and other formatting tools; building
spreadsheets to perform calculations and manage data; producing and delivering compelling
presentations; digitally organizing your notes and to-do lists; and other core topics.

keyboard shortcut for switching between excel workbooks: QuickBooks 2012: The Missing
Manual Bonnie Biafore, 2011-10-19 Your bookkeeping workflow will be smoother and faster with
QuickBooks 2012 for Windows—but only if you spend more time using the program than figuring out
how it works. This book puts you in control: you get step-by-step instructions on how and when to




use specific features, along with basic accounting advice to guide you through the learning process.
The important stuff you need to know: Get started. Set up your accounts, customers, jobs, and
invoice items quickly. Manage your business. Track spending, income, invoices, inventory, and
payroll. Spend less time on bookkeeping. Use QuickBooks to create invoices or timesheets in
batches. Follow the money. Examine everything from billable time and expenses to year-end tasks.
Find key info quickly. Rely on QuickBooks’ vendor, customer, inventory, and employee centers.
Exchange data with other programs. Move data between QuickBooks and Microsoft Office.

keyboard shortcut for switching between excel workbooks: Excel for Beginners: A
Step-by-Step Workbook Jack King, 2024-12-25 Excel for Beginners: A Step-by-Step Workbook
Introduction: This comprehensive workbook provides a beginner-friendly introduction to Microsoft
Excel, empowering you to unleash the power of spreadsheets. Written in an easy-to-follow style, this
workbook offers a practical approach that simplifies the learning process and builds your confidence
in working with Excel. Targeted at Problem Identification: The workbook addresses real-world
problems often encountered in various industries and walks of life. By focusing on practical
applications, it equips you with the skills to identify and solve common spreadsheet-related
challenges effectively. Solution-Oriented: Step-by-step instructions guide you through each task,
ensuring that you not only understand the how but also the why behind each action. The workbook
presents practical solutions to commonly faced problems, allowing you to confidently apply Excel in
your daily work or personal projects. Content That Captivates: Engaging and relatable examples
bring the learning material to life. The workbook uses real-life scenarios to illustrate the concepts
and provide context, making the learning process enjoyable and impactful. Special Features That
Stand Out: Interactive exercises: Hands-on exercises allow you to practice and reinforce the
concepts learned in each chapter, building your proficiency in using Excel. Screen captures: Clear
and illustrative screen captures guide you through each step, ensuring that you can easily follow
along and recreate the actions in your own Excel workbook. Chapter summaries: Concise summaries
at the end of each chapter provide a quick recap of key points, helping you retain the information
and enhance your understanding. Educational Value: This workbook not only teaches you how to use
Excel but also fosters problem-solving abilities and critical thinking skills. By working through the
hands-on exercises and applying the concepts to real-world situations, you develop a deeper
understanding of data analysis and spreadsheet management.

keyboard shortcut for switching between excel workbooks: Excel 2025 Secret Guide:
100+ Shortcuts, Al Features & Must-Know’s For Success Dan Manile, [] Excel 2025 Secret
Guide: 100+ Shortcuts, Al Features & Must-Know’s For Success Do you want to master Microsoft
Excel 2025 and work faster than ever before? Whether you're a beginner or an experienced user,
this guide will help you unlock the full power of Excel 2025 with practical shortcuts, Al tools, and
time-saving techniques. Inside this book, you'll discover: [] 100+ Excel Keyboard Shortcuts for
Windows that dramatically speed up your workflow. [] Step-by-step instructions for using the latest
Excel 2025 Al features to automate tasks and analyze data smarter. [] A comprehensive Excel
formulas and functions guide to handle calculations and complex problems with ease. [] Productivity
hacks that save time and simplify your daily work. [] Expert tips for Excel 2025 in business, office
projects, data analysis, and reporting. This isn’t just another technical manual—it’s a practical quick
reference guide designed to make your work easier, faster, and more efficient. Whether you want to:
Boost your office productivity Learn Excel fast as a beginner Upgrade your skills with the essential
Excel 2025 features Automate repetitive tasks with Excel’s new Al tools Or simply save time with
keyboard shortcuts that every pro uses [] This book gives you everything you need to succeed with
Excel 2025 on Windows. Stop wasting hours on repetitive clicks and start working like an expert
with Excel 2025: Secret Guide.

keyboard shortcut for switching between excel workbooks: Special Edition Using
Microsoft Office 2003, Student-Teacher Edition Ed Bott, Woody Leonhard, 2002-02-08 The
Student-Teacher Edition of Microsoft Office 2003 is the best-selling version of the software suite,
and Special Edition Using Microsoft Office 2003, Student-Teacher Edition is the first book to tackle



it from the perspective of this unique user. The SE Using format will help you explore advanced
techniques that can save you time and help automate repetitive tasks. You will be able to increase
your productivity in all areas of any one of the Microsoft Office 2003 applications. You'll also learn
ways to make them work better together, further increasing your productivity. Take a look at
Microsoft Office 2003 through the eyes of an expert with Special Edition Using Microsoft Office
2003, Student-Teacher Edition.

keyboard shortcut for switching between excel workbooks: Excel 2000 in a Nutshell
Jinjer L. Simon, 2000 This one-stop reference combines the in-a-nutshell approach with detailed
comprehensive information, providing readers with everything they need to know about the premier
spreadsheet application. Throughout the book, readers will find handy tips to help make better
power use of the many new features available in Excel 2000.

keyboard shortcut for switching between excel workbooks: Microsoft Excel 2019 for
Lawyers Training Manual Classroom in a Book TeachUcomp , 2019-10-27 Complete classroom
training manuals for Microsoft Excel 2019 for Lawyers. 479 pages and 224 individual topics.
Includes practice exercises and keyboard shortcuts. You will learn how to effectively use legal
templates, legal business functions (such as the Pv and Fv functions) and simple IOLTA
management. In addition, you'll receive our complete Excel curriculum. 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
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 Using Online Templates 1. Downloading Online Templates
2. Saving a Template 3. Creating New Workbooks from Saved Templates Legal Templates 1. Chapter
Overview 2. Using the Law Firm Financial Analysis Worksheet 3. Using the Law Firm Project
Tracker 4. Using the Law Firm Project Plan Legal Business Functions 1. The Pv Function 2. The Fv
Function 3. The IRR and XIRR Functions Simple IOLTA Management 1. IOLTA Basics 2. Using Excel
for Simple IOLTA Management 3. Using the Simple IOLTA Template

keyboard shortcut for switching between excel workbooks: 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.

keyboard shortcut for switching between excel workbooks: Concise Ict Fundamentals
Volume Two Bright Siaw Afriyie, 2012-11 Knowing that this world is now moving toward a global
village we are in information era where practically nothing can be done without the power of
computers in most industries. A solid knowledge about fundamentals of computing has become
indispensable in everyday life. This book has been prepared for you to uncover several confusing
concepts that pose a big challenge to computer learners and users. [ am coming from both
educational and professional background with great experience to better alienate the hinges that



serve as obstacles to high-tech solutions to everyone. It is the togetherness of a great practical
experience, educational and teaching skills, technical know-how, and continuous customer
value-added service and research that has always been the source of creation of this book and three
other computer science books. The feedbacks so far received from few professors in information
technology in Dallas, Texas, area strongly suggests the use of these books as a great fundamental
and companion material for computer science students. In Ghana, the Education Service and
Curriculum Research and Development Department (CRDD) has approved the Concise ICT
Fundamentals textbook as the recommended supplementary material for the teaching and learning
of ICT in senior high schools, technical schools, and colleges of education and for general usage. The
organization of the core material in this book both provides support training unconditionally to
everyone who wants to be computer literate and also extends its learning curve to high quality ICT
systems engineering to individuals or companies already operational in the high-tech industry. This
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