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#DIV/0! errors, 128, 130–131, 176, 
205–206

#N/A errors, 165–167, 169–170,
176–178, 304–306, 314, 341, 343

#NAME? errors, 176, 179, 213
#NULL! errors, 177, 179, 228
#NUM! errors, 147, 177, 207
#REF! errors, 44, 47, 115, 165, 176, 179,

193, 198, 200, 215
#VALUE! errors, 176, 186, 190, 219, 263
_ character, 212, 225–226
+ sign, 65, 111
& symbol, 65, 77–78, 134, 145, 150–151,

180, 198–199, 201, 205, 208, 
236–237, 359, 366, 374, 394, 
400, 406

$ symbol, 112–115, 222, 259–260, 290
@ symbol, 73
! symbol, 199–201
# symbol, 73, 261–263
> symbol, 134–135, 142, 145, 155
< symbol, 134–135, 142, 145
* symbol, 359, 361, 368, 370–371
3D formulas, 61–62, 117–120, 241, 368,

371–372
80/20 rule (see also Pareto analysis), 

147–148

ABS function, 290–291, 339
Absolute references (see Fixed references)
Access database, 80, 82–83, 105–106
Accounting number format, 260
ActiveX controls, 244
AGGREGATE function, 121, 125–131, 

205–206

Alt key shortcuts, 16–17, 28–31, 33, 47, 
84, 89, 124, 160, 229–230, 268, 
301, 323

AND function, 146, 160–163, 205, 250, 
253, 340, 347, 375

Approximate match, 167, 169
Arguments, 4, 128–129
Array formulas

Ctrl + Shift + Enter, 143,
201–202, 204

editing, 201–202, 206
entering, 201–202, 206
multi-cell array formulas, 202,

206–208
single-cell formulas, 202, 204–205

Array constant, 203
Array syntax, 146–148, 163–164,

202–204
Auditing tools (see Formula auditing)
Australian conventions, 4
Auto calculation, 25
Auto fi ll options, 34–35
Auto fi t, 36–38
AutoComplete, 214–215
Automated headings, 180–181
Automated subtotals, 123–125
AutoSum, 29, 38, 123
AutoSum icon, 39
AVERAGE function, 73, 116, 400

Best practices, 63–64
Blank cells, 68, 74–76, 93, 166, 178–179
Blank columns, 68, 72
Blank rows, 68, 72
Borders, 20, 258, 268–270
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Calculate, 33
Calculated Field option, 97–98
Calculated Item option, 99–101
Camera icon, 318–321
Case study one

13-month chart, 372, 376
actual data, 356
budget layout, 353–354
chart data sheet, 372–375
control sheet, 356
dashboard, 352, 355, 372, 375–378
data cleansing, 357–359
data requirements, 352–353
data sheets, 354
department report, 368–370
design, 354
processes, 352–354
report layout, 355, 363–370
scenario, 351
sheets, 354
state report, 363–365, 371
statistics, 361–362
structure, 354
structured range names, 356,

359–360, 366, 368, 375
system generated report, 351, 357–360

Case study two
12-month report, 387–395
actual data, 383
budget layout, 391
control sheet, 382–383
dashboard, 380, 396–399, 402
dashboard data sheet, 

397–403
data cleansing, 384–385
data requirements, 380, 383, 386
design, 382
forecast layout, 392
formatted tables, 381–382, 

384–385, 390
month report, 388, 395
prior year layout, 393
processes, 381
report layout, 395
scenario, 379–380
sheets, 381

state report, 404–406
statistics, 386, 401–402, 404–406
structure, 380–381
structured range names, 382,

385–387, 390, 394, 400, 402
tables sheet, 390
year to date report, 388, 395

Cell comments, 64
CELL function, 367
Cell link, follow, 39–40, 345
CHAR function, 400
Characters, counting, 189–190
Characters, extracting, 183–188
Chart objects

axis, primary vertical, 302,
308–310, 334

axis, secondary vertical, 302,
308–310

chart title, 309, 331, 334–335
data labels, 314, 334, 336
data series, 308
gridlines, 302, 309, 334–335
groups, 300
legend, 335
listing, 301
multiple objects, 301
trendlines and moving averages,

315–316
Charts

3D, 302
12-month, 302
13-month, 302, 304–306, 396, 398
adding text, 331
aligning, 325, 403–404
automation, formula-based, 303–306
automating techniques, 302
avoiding zeros, 306–307, 311
bar, 302, 335–336, 396–398
before and after comparisons,

333–336
bullet chart, 302
changing chart type dialog box,

307, 309
Chart Types, mixing, 307
column, 302–308, 326–327, 331–336, 

396–398
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dashboards, 301, 317–320, 329, 352, 
355, 372, 375–378, 380, 396–403

design ribbon tab, 300
dual axis, 302, 308–310
error cells, 303–304
format ribbon tab, 300
format trendline dialog box, 315–316
gauge chart, 302
graphs, 300
guidelines, 301–302
hidden and empty cells dialog box, 

312, 329
label high and low values, 313–315
layout ribbon tab, 300, 314
line, 302, 305–308, 311, 313–314, 

326–327, 334–335, 396, 398
missing data, 311
objects (see Chart objects)
pie, 302
resizing, 325, 403–404
save as template, 300–301
select data source dialog box, 311
selecting data, 311–312
SERIES function, 332–333
small charts, 329
sorting data, 336
stop a value plotting, 303–304
suggestions, 301–302
table layout, 301
techniques, 301
text axis, 312
variance analysis, 316
zeros, 306–307, 311

CHOOSE function, 196–197, 201, 249, 
251, 396

Circular reference error, 179
Classic Pivot Table, 88, 93–94
Clear formats option, 257
Clipboard, 53–55
Color scales (see Conditional formatting, 

color scales)
Colour blindness, 255–256
Columns, adding to tables, 72
Companion website, 7, 88, 268
CONCATENATE function (see also

& symbol), 180

Concatenation operator, 134, 145,
150–151, 180, 236–237, 359, 366, 
374–375, 394, 400, 406

Conditional count (see COUNTIF
function), 197

Conditional formatting
color scales, 279–281, 283–288, 326
dashboards, 273
data bars, 277–284, 287–288, 326
dates, 275
displaying negative values, 282, 284
duplicates, 274–276
editing, 282–290
exception reporting, 273
format cells dialog box, 291
formula-based, 287–292
greater than, 275
helper cells, 287, 289, 291–292
highlight cells rules, 273–274
icon, 273
icon sets, 256, 277, 280–281,

286–289, 326
manage rules, 276, 280–281
parameters, 285–289
pareto analysis, 273–274, 277
pivot tables, 272, 293–294
relative references, 287, 290
Rules Manager dialog box, 282
Sparkline charts, 327–330
styles, 273
top/bottom rules, 274, 276–277
totals, 277
unique, 274
usage, 153, 157, 247
validation, 272–273, 289–292,

347–348
variance analysis, 273, 288–289

Conditional sums using multiple criteria, 
127, 134, 136–138, 143, 145, 147, 
204, 218, 303, 367–368, 387, 390, 
394, 400, 402, 406

Conditional sums using single criterion, 
127, 131–136, 143, 147, 197, 218, 
304, 306, 359, 361, 368

Connection properties dialog 
box, 83, 106
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Construction, 11
Control key shortcuts, 23, 27–28, 33, 42, 

44–47, 61, 64, 72, 75, 96, 102–103, 
116, 143, 201, 216, 220, 223, 227,
229, 234, 257, 261, 324–325, 345, 
359, 385, 403

Controls, ActiveX, 244
Controls, form

cell links, 245–249
check box, 244–248
combo box, 244, 250–253
group box, 249
linked cell format, 246–247, 249
option buttons, 244, 248–251, 396
validation, 248, 250

Convert fi xed reference to relative, 139
CONVERT function, 215
Convert Text to Columns Wizard,

80–82
Convert text to number, 190, 367
COUNT function, 116–117, 197
COUNTA function, 116–117, 221, 

231–232, 253
COUNTIF function, 63, 197–198, 339, 

347, 349, 357, 384–385
Counting, 63, 116–117, 197–198, 221,

231–232, 253, 339, 347, 349, 357, 
384–385

Counting specifi c characters, 
189–190

Create Names From Selection dialog
box, 224, 359

Create Pivot Table dialog box, 89
Currency format, 259–260
Custom list, 54
Custom number formats

colours, 263
comma format, 263
custom format layout, 261–262
dates, 182
displaying millions, 263–264
displaying text, 263–264
displaying thousands, 263–264
entering, 261–262
hide entries, 246–247, 249, 263
negatives, 261

parentheses, 263, 265
positives, 261
rounding, 261–262
spaces, 262
structure, 261
text, 261
useful examples, 263
zeros, 260–262, 264–265

Customise the Quick Access Toolbar
dialog box, 19

Dashboard, 47, 60, 299, 301, 317–320,
329, 352, 355, 372, 375–378, 380, 
396–399, 402

Data cleansing
common issues, 74, 384–385
date issues, 76–78, 384–385
defi nition, 67
extra fi eld, 75, 357, 384–385
fi les, 14, 84
incomplete data, 74–77, 357–359
missing data, 74–77, 357–359
trailing minus sign, 79, 384–385

Data rules, 68
Data structures, 69
Data validation

circle invalid data, 53
error alert, 50–52
formula-based, 250–253
icon, 21
input message, 49, 51
limitations, 52–53
list, 49–50, 228, 230–232

DATE function, 65, 76–78, 181–183, 
191–192, 225–226, 243, 305, 372, 
382, 384–385

Date functions
DATE function, 65, 76–78, 181–183, 

191–192, 225–226, 243, 305, 372, 
382, 384–385

DAY function, 190–191
MONTH function, 77–78, 154,

190–192, 225, 243, 305,
372, 382

NETWORKDAYS function, 226, 236, 
242–243
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NETWORKDAYS.INTL function, 
242–243

NOW function, 260
TODAY function, 260
YEAR function, 190–192, 225–226,

243, 305, 372, 382
WEEKDAY function, 148

Dates, 65, 76–78, 102–104, 145,
181–183, 191–192, 225–226,
243, 260–261, 305, 372, 382, 
384–385

DAY function, 190–191
Days of the month

fi rst, 191–192
last, 191

Debugging (see also Formula auditing), 
340–346

Defi ned names (see Range names)
Delimiter, 80
Design, 11, 354, 382
Displaying a blank cell, 166, 246–247, 

249, 263
Displaying millions, 263–264
Displaying thousands, 263–264
Double-click, 36, 38, 40
Dynamic pictures, 321–322

Editing in cell, 31, 40, 346
Editing in dialog box, 31
Evaluate formula, 341
Exact match, 165–166, 168–171
External data, 80, 82–83, 104–106, 

241

FALSE, 140–142, 144–148, 155–163, 
165–166, 179, 198, 205–206,
245–248, 292, 337–339, 346–349, 
384–385

Few, Stephen
books, 299
bullet chart, 302

Field (database), 68
Field item (database), 68
File, full path formula, 367
Fill handle options, 34–37, 40
Filters, 122, 162–163

Find and replace, 233–235
Find and replace dialog box, 234
Find & Select icon, 31–32, 403
FIND function, 185
First day of the month, 191–192
Fixed references, 112–115, 137, 139, 214,

218, 290
Fixed tax rates, 215
Fonts, 257
Form controls (see Controls, forms)
Format cells dialog box, 182, 246, 

257–258, 264
Format as table

advantages, 70–71
design tab, 73
disadvantages, 71
formulas, 73
naming, 73
subtotals, 123

Format painter icon, 256, 272
Formatted table

creating, 70, 229, 381
design tab, 73
editing, 72
formulas, 73
naming, 73, 229
subtotals, 123
usage, 165

Formatting
accounting number format, 260
all borders, 258, 269–270
borders icon, 268–269
center across selection, 267–268
clear formats, 257
comma number format, 260
currency number format, 259–260
date formats, 260–261
fonts, 257
format painter, 256, 272
merge & center icon, 266
merged cells, 265–268
merged cells error dialog box, 266
number formats, 258–261
tab, 258
thick border, 269–270
wrap text, 268

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



418 ◾ Index

bindex 418 13 March 2014 7:23 PM

Formula auditing
cell dependents, 341–342
cell precedents, 341–342, 346
deleting cells warning, 343
direct dependents, 342, 345
direct precedents, 341, 345
external precedents icon, 345
evaluate formula, 341–343
indirect dependents, 342
indirect precedents, 341
remove arrows, 343
trace dependents, 343–344
trace precedents, 342, 344–345

Formula bar
calculating, 33, 143, 205, 340–341
check box, linked, 245
chart SERIES function, 332–333
copy formula, 116
copying to another cell, 116, 119
copying within, 116
editing, 31, 39, 78–79
linked picture, 319, 321
resize, 24
textbox, linked, 323

Formula entry
copy formula above, 116
start formula with plus sign, 111

Formula name (see Range names)
Formula operators, 134–135
Function keys

F1, 23
F2, 28, 31
F3, 31, 216–217, 220, 223, 227, 

237, 359
F4, 31, 113, 223–224, 290, 301
F5, 31, 33, 75, 84, 345–346
F9, 33, 143–145, 203, 205, 340–341
F12, 33

Function Wizard, 127–131
Functions

ABS function, 290–291, 339
AGGREGATE function, 121, 125–131, 

205–206
AND function, 146, 160–163, 205, 

250, 253, 340, 347, 375

AVERAGE function, 73, 116, 400
CELL function, 367
CHAR function, 400
CHOOSE function, 196–197, 201, 249, 

251, 396
CONCATENATE function, 180
CONVERT function, 215
COUNT function, 116–117, 197
COUNTA function, 116–117, 221, 

231–232, 253
COUNTIF function, 63, 197–198, 339, 

347, 349, 357, 384–385
DATE function, 65, 76–78, 181–183, 

191–192, 225–226, 243, 305, 372, 
382, 384–385

DAY function, 190–191
FIND function, 185
GETPIVOTDATA function, 148–151,

404, 406
HLOOKUP function, 164–165,

168–170, 173
IF function, 79, 116, 141, 153–161, 

163–164, 166, 169, 174–179,
196–197, 205–208, 221, 287, 304, 
306, 313, 340–341, 347, 357, 359, 
361, 367, 372, 375, 387, 396–397

IFERROR function, 175–176, 178–179, 
186, 197, 207–208, 222, 240, 
341–343, 372, 384, 406

INDEX function, 169–170, 172–175, 
192–195, 206, 218–219, 222,
231–232, 240, 249–251, 253, 354, 
357, 361–363, 375, 385, 387, 394, 
397, 400, 406

INDIRECT function, 197–201, 208,
226, 236–237, 321–322, 361–363, 
367–368, 375, 387

INT function, 250, 253
ISBLANK function, 178–179
ISERR function, 177–178
ISERROR function, 186
ISNA function, 177–178
ISNONTEXT function, 178–179
ISNUMBER function, 178–179
ISTEXT function, 178–179
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LARGE function, 147–148, 201, 205
LEFT function, 77–79, 183–184, 187, 

357, 366–367, 384–385
LEN function, 79, 187–188, 190, 367, 

384–385
MATCH function, 169–172, 174–175, 

197, 206–208, 218, 222, 346, 354, 
357, 372, 374, 384–385, 387, 397, 
400, 406

MAX function, 116–117, 194,
205, 221, 304, 306, 313, 347, 
382, 384

MID function, 77–78, 80, 184–185, 
187–188

MIN function, 116–117, 313
MONTH function, 77–78, 154,

190–192, 225, 243, 305, 372, 382
NA function, 304, 306, 313
NETWORKDAYS function, 226, 236, 

242–243
NETWORKDAYS.INTL function, 

242–243
NOT function, 292–293, 375
NOW function, 260
OFFSET function, 192–195, 201, 231, 

249, 251, 390, 394, 400
OR function, 146, 160–164, 203, 205
RIGHT function, 77–80, 183–184,

188, 190, 367, 384
ROW function, 148, 198, 201,

206–208, 375
ROWS function, 208
SEARCH function, 77–78, 

185–188, 367
SERIES function, 332–333
SMALL function, 206–208
SUBSTITUTE function, 79, 188–190, 

361–362
SUBTOTAL function, 120–125, 387
SUM function, 38–39, 44, 116–123, 

151, 159, 173, 194, 196–197, 201, 
241, 357, 361, 368, 371, 394, 400

SUMIF function, 127, 131–136,
143, 147, 197, 218, 304, 306, 359,
361, 368

SUMIFS function, 127, 134, 136–138, 
143, 145, 147, 204, 218, 303, 
367–368, 387, 390, 394, 400, 
402, 406

SUMPRODUCT function, 127, 136,
138–148, 155, 201–202, 204,
375, 400

TEXT function, 181–183, 260, 372, 
374, 400

TODAY function, 260
TRIM function, 79
UPPER function, 182–183
VALUE function, 190
VLOOKUP function, 63, 76, 78,

164–171, 173–175, 177–179, 197, 
218, 222, 341–343, 406

YEAR function, 190–192, 225–226,
243, 305, 372, 382

WEEKDAY function, 148

GETPIVOTDATA function, 148–151,
404, 406

Go to
dialog box, 31–32
formula auditing, 345
Special, 32, 75, 179

Graphics
align, 324–325
drawing tools ribbon tab, 324
group, 324–326, 331, 403
size, 324
working with, 324

Graphs (see Charts)
Gridlines, sheet, 20, 268, 302
Grouping

columns, 395
graphics, 324–326
pivot tables, 93, 102–104
rows, 122, 395
sheets, 61, 120

Helper cells, 65, 135–136, 139, 153–160,
196, 236, 241, 287, 289, 291–292, 
363–366, 370–372, 374, 387,
389–390

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



420 ◾ Index

bindex 420 13 March 2014 7:23 PM

Hide rows, 122
HLOOKUP function, 164–165,

168–170, 173
Holidays, 223–226, 236, 243
Home ribbon, 258–259
Hyperlinks, 33, 55–56, 64, 215–216, 

232–233, 345

Identify new codes, 346–347
IF function, 79, 116, 141, 153–161, 

163–164, 166, 169, 174–179,
196–197, 205–208, 221, 287, 304, 
306, 313, 340–341, 347, 357, 359, 
361, 367, 372, 375, 387, 396–397

IFERROR function, 175–176, 178–179, 
186, 197, 207–208, 222, 240, 
341–343, 372, 384, 406

Import data dialog box, 82–84, 105
Incomplete data, 74–75
Increment month, 191
INDEX function, 169–170, 172–175,

192–195, 206, 218–219, 222,
231–232, 240, 249–251, 253, 354, 
357, 361–363, 375, 385, 387, 394, 
397, 400, 406

INDEX-MATCH combination, 174–175,
385, 387, 397, 400, 406

INDIRECT function, 197–201, 208,
226, 236–237, 321–322, 361–363, 
367–368, 375, 387

Instructions, 12, 58, 64, 239
INT function, 250, 253
ISBLANK function, 178–179
ISERR function, 177–178
ISERROR function, 186
ISNA function, 177–178
ISNONTEXT function, 178–179
ISNUMBER function, 178–179
ISTEXT function, 178–179

Joining text, 134, 180, 236–237, 359, 
373–374, 394

LARGE function, 147–148, 201, 205
Last day of the month, 191

Leading spaces, 78–79
Leading zeros, 136
LEFT function, 77–79, 183–184, 187, 

357, 366–367, 384–385
LEN function, 79, 187–188, 190, 367, 

384–385
Line break, 28, 160, 323
Logic functions

AND function, 146, 160–163, 205, 
250, 253, 340, 347, 375

IF function, 79, 116, 141, 153–161, 
163–164, 166, 169, 174–179,
196–197, 205–208, 221, 287,
304, 306, 313, 340–341, 347, 
357, 359, 361, 367, 372, 375, 387,
396–397

IFERROR function, 175–176, 178–179, 
186, 197, 207–208, 222, 240, 
341–343, 372, 384, 406

ISBLANK function, 178–179
ISERR function, 177–178
ISERROR function, 186
ISNA function, 177–178
ISNONTEXT function, 178–179
ISNUMBER function, 178–179
ISTEXT function, 178–179
NOT function, 292–293, 375
OR function, 146, 160–164, 203, 205

Lookup functions
CHOOSE function, 196–197, 201, 249, 

251, 396
HLOOKUP function, 164–165,

168–170, 173
INDEX function, 169–170, 172–175, 

192–195, 206, 218–219, 222,
231–232, 240, 249–251, 253, 354, 
357, 361–363, 375, 385, 387, 394, 
397, 400, 406

MATCH function, 169–172, 174–175, 
197, 206–208, 218, 222, 346, 354, 
357, 372, 374, 384–385, 387, 397, 
400, 406

VLOOKUP function, 63, 76, 78,
164–171, 173–175, 177–179, 197, 
218, 222, 341–343, 406
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Macro
crashing, 265
pivot table, 88
policy, 7
usage, 64
website, 7, 88, 268
warning, 7

Maintenance, 11–12, 239–240
MATCH function, 169–172, 174–175, 

197, 206–208, 218, 222, 346, 354, 
357, 372, 374, 384–385, 387, 397, 
400, 406

MAX function, 116–117, 194, 205, 221, 
304, 306, 313, 347, 382, 384

Maxif formula, 204–205
Maxifs formula, 205–206
Merged cells format, 65, 265
MID function, 77–78, 80, 184–185, 

187–188
MIN function, 116–117, 313
Minif formula, 206
Minifs formula, 206
Minus sign, 79
Missing data, 74–75
Mixed references, 113–115, 137, 218
Modular design, 6, 58, 65
MONTH function, 77–78, 154, 190–192,

225, 243, 305, 372, 382
Monthly data, 69–70
Mouse shortcuts, 33–34, 39, 42, 44, 46–47

NA function, 304, 306, 313
Name Box, 24, 195, 211–214, 218, 222
Name Box, resizing, 24, 212
Named formula (see Range names)
Named range (see Range names)
Needs analysis, 10
Nested IF functions, 159
NETWORKDAYS function, 226, 236,

242–243
NETWORKDAYS.INTL function,

242–243
New code identify (see Identify new code)
New Name dialog box, 229–230, 232, 

385–386

Noncontiguous, 46, 218
Normalised data, 69
NOT function, 292–293, 375
NOW function, 260

OFFSET function, 192–195, 201, 231, 
249, 251, 390, 394, 400

OR function, 146, 160–164, 203, 205
Other data sources, 106–107

Page break preview, 26
Page layout, 26
Paste picture link, 317–322, 372, 

376–377
Paste special

values, 75
transpose, 165

Parentheses, 4, 143, 146
Pareto analysis, 147–148, 273–274
Performance

improvement, 5
measurement, 5

Pivot charts, 106–107
Pivot tables

advantages, 85–86
blank cells, 93
cache, 86–87
cache, sharing, 87, 99–100, 103
calculated fi eld, 97–98
calculated item, 99–101
classic layout, 93–94
column labels, 90–92
conditional formats, 272, 293–294
creating, 88–92
dates, 102–104
design tab, 103
display options, 107–110
fi ltering (see also Pivot tables, slicers), 

88, 90, 94, 96
formatting, 88, 94–95
GETPIVOTDATA function, 148–151
grouping, 93, 102–104
headings, 93, 98–99
layout, 85, 90–92
limitations, 86
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Pivot tables (continued)
macro to fi x terminology, 88
options tab, 95
Pivot Charts, 106–108
refreshing, 84, 86–87
report fi lter, 90–92
row labels, 90–92
slicers, 88, 95–97
sort, 94
styles, 103
terminology, 88, 98–99
usage, 67, 85, 148–151
values, 90–92
Wizard, 89

Placeholder sheets, 117–120, 368, 372
PowerPivot, 108–109
Printing

black and white, 247
custom scaling, 296–297
File tab options, 296
fi t to options, 296–297
margins, 296
number of pages, 294
page break preview, 293–295
page break preview, right-click, 295
page breaks, 293
page layout, 294
page layout ribbon tab, 293
print preview, 296
print titles, 296
set print area, 295

Quick Access Toolbar, 23, 29
customise, 19, 64
icon gallery, 20
location, 18
useful icons, 20–21

Range names
advantages, 64, 210
column-based, 219–221, 

227–228, 233
comments, 217
create from selection, 223–224, 227
creating, 211, 218, 322, 385

creating automatically, 222–224
defi ne name, 229
disadvantages, 210
dynamic, 65, 172, 228–232, 240
error, 213
formula-based, 231–232, 321–322
function key, 216–217, 223–224, 227
intersections, 227–228
listing, 237
Name Manager, 176, 216–217,

220–221, 224–225
naming recommendations, 213, 246
naming rules, 212
paste list, 237
row-based, 218–219, 227–228
structured naming convention,

233–237, 246, 356, 382, 385–386
table-based, 228–229
two-dimensional, 222
usage, 112, 115, 165, 206, 209–237, 246

Reasonableness checks, 349
Record (database), 68
Relative references, 112–116, 139, 218, 

287, 290
Ribbon

Alt key, 29
customise, 21–23
Developer tab, 17, 244, 251–252
extra options, 17–18
minimise, 23
settings, 17, 23
specialised tabs, 17
tips, 16

RIGHT function, 77–80, 183–184, 188, 
190, 367, 384

Right-click, 40–41, 43–44, 301, 330
Right-drag, 41–42, 45
Rolling the year, 241–242
Rounding, 261, 339
ROW function, 148, 198, 201,

206–208, 375
ROWS function, 208

Save as, 33
Scope defi nition, 10
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SEARCH function, 77–78, 185–188, 367
Select data source dialog box, 312
Select objects icon, 325, 331, 403
SERIES function, 332–333
Sheet grouping, 61
Sheet name formula, 367
Shift key shortcuts, 28, 33, 46–47, 

61, 118, 143, 223, 227, 261, 345,
359, 385

SMALL function, 206–208
Snap to, alignment, 47
Sorting

ascending, 123–124, 167, 170–171
descending, 123–124, 170–171

Spaces, 78–79, 180, 189, 212, 225, 
227–228, 237, 262

Sparklines
add-ins, 299, 326
axis issues, 329
column, 326–328
conditional format, 327–330
create Sparklines dialog box,

328, 377
Excel 2010, 299, 326
high and low option, 313, 328
insert, 327–328
line, 326–327, 372, 376–377
options, 330
right-click, 330
win/loss, 326–327

Speedo chart (see Charts, bullet chart)
Splitting text, 183, 185–187
Structure, 6–7, 36, 57–58, 79–80, 233
Styles

adding, 272
borders, 272
conditional formatting, 273
customised, 272
home ribbon section, 270–271
merge, 272
multiple, 272
usage, 256

SQL, 80
SUBSTITUTE function, 79, 188–190, 

361–362

Subtotal dialog box, 124
SUBTOTAL function, 120–125, 387
Subtotaling, 120–125
SUM function, 38–39, 44, 116–123, 151, 

159, 173, 194, 196–197, 201, 241, 
357, 361, 368, 371, 394, 400

SUMIF function, 127, 131–136, 143, 
147, 197, 218, 304, 306, 359, 
361, 368

SUMIFS function, 127, 134, 136–138, 
143, 145, 147, 204, 218, 303, 
367–368, 387, 390, 394, 400, 
402, 406

Summing functions
AGGREGATE function, 121, 125–131, 

205–206
SUBTOTAL function, 120–125, 387
SUM function, 38–39, 44, 116–123, 

151, 159, 173, 194, 196–197, 
201, 241, 357, 361, 368, 371, 
394, 400

SUMIF function, 127, 131–136, 143, 
147, 197, 218, 304, 306, 359, 
361, 368

SUMIFS function, 127, 134, 136–138, 
143, 145, 147, 204, 218, 303, 
367–368, 387, 390, 394, 400, 
402, 406

SUMPRODUCT function, 127, 136,
138–148, 155, 201–202, 204,
375, 400

SUMPRODUCT function, 127, 136,
138–148, 155, 201–202, 204,
375, 400

Status bar, 25–26

Table-based, 58, 62, 65, 67, 228–229, 
240–242

Testing, 12
Text box

formatting, 324
linking, 323, 331, 372, 376–378
on a chart, 331

TEXT function, 181–183, 260, 372, 
374, 400
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Text functions
CHAR function, 400
CONCATENATE function, 180
FIND function, 185
LEFT function, 77–79, 183–184, 187, 

357, 366–367, 384–385
LEN function, 79, 187–188, 190, 367, 

384–385
MID function, 77–78, 80, 184–185, 

187–188
RIGHT function, 77–80, 183–184,

188, 190, 367, 384
SEARCH function, 77–78, 

185–188, 367
SUBSTITUTE function, 79, 188–190, 

361–362
TEXT function, 181–183, 260, 372, 

374, 400
TRIM function, 79
UPPER function, 182–183

Text, joining, 134, 180, 236–237, 
359, 394

Text to columns, 80–82, 183, 185
TODAY function, 260
Tolerances, 339
Trailing spaces, 78–79
Transpose, 165
TRIM function, 79
TRUE, 140–142, 144–148, 155–163, 

165, 177–179, 198, 245–248, 292, 
337–339, 346–348

Tufte, Edward, 299

Underscore character, 225
Unique entries formula, 206–208
UPPER function, 182–183

Validations
centralised, 59, 241, 338,

347–349
controls, 248, 250
data validations, 339
formats, 272–273
logic formulas, 337–339,

347–349
rounding, 339
tolerance, 339

VALUE function, 190
Version numbers, 64
Versions, Excel, 4, 18
View icons, 26
Visible cells only, 28–29
VLOOKUP function, 63, 76, 78,

164–171, 173–175, 177–179,
197, 218, 222, 341–343, 406

Volatile functions, 195, 201

YEAR function, 190–192, 225–226,
243, 305, 372, 382

Walkenbach, John, 206
WEEKDAY function, 148
Weekdays, 242–243
Whole sheet icon, 38
Workdays, 225–226, 242–243
Windows, 48–49

Zeros
displaying, 261, 264–265
leading, 136
suppressing, 264–265, 306–307

Zapawa, Timothy, 68
Zoom, 25
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