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Updated for Excel 2016! Here's your chance to finally learn how to use Microsoft Excel! In a single sitting, this quick and easy user guide will
help you learn MS Excel basics, from navigating the home screen to working with formulas and charts. It's a great Excel tutorial that will help
you in the office, at school, or even at home. Excel Basics In 30 Minutes, 2nd Edition is written in plain English, with lots of step-by-step
instructions and screenshots that demonstrate exactly what to do. This MS Excel tutorial references Excel 2016, but most of the step-by-step
instructions apply to earlier versions of MS Excel released as part of the Microsoft Office and Office 365 suites, including Excel 2013 and
Excel 2010. If you don't own Excel, the book explains how to use two free online spreadsheets programs: Excel Online and Google Sheets
(part of the Google Drive online office suite). Topics in this top-selling Excel book include: Excel screen layout, cells, and terminology; Excel
2016 vs. Excel Online vs. Google Sheets; Basic Excel formatting; AutoFill; Excel formulas and functions; How to make charts in Excel;
Sorting and filtering; Collaboration and sharing; Exporting PDF, CSV, and other forms; Printing tips; Excel import and export formats (PDF,
.CSV, .TSV, text, etc.). The second edition is up-to-date with new instructions and high-resolution screenshots of Excel 2016, Excel Online,
and the new Google Sheets. It includes new sections about collaboration, OneDrive, and other features.
Maximize your Excel experience with VBA Excel 2016 Power Programming with VBA is fully updated to cover all the latest tools and tricks of
Excel 2016. Encompassing an analysis of Excel application development and a complete introduction to Visual Basic for Applications (VBA),
this comprehensive book presents all of the techniques you need to develop both large and small Excel applications. Over 800 pages of tips,
tricks, and best practices shed light on key topics, such as the Excel interface, file formats, enhanced interactivity with other Office
applications, and improved collaboration features. In addition to the procedures, tips, and ideas that will expand your capabilities, this
resource provides you with access to over 100 online example Excel workbooks and the Power Utility Pak, found on the Mr. Spreadsheet
website. Understanding how to leverage VBA to improve your Excel programming skills can enhance the quality of deliverables that you
produce—and can help you take your career to the next level. Explore fully updated content that offers comprehensive coverage through over
900 pages of tips, tricks, and techniques Leverage templates and worksheets that put your new knowledge in action, and reinforce the skills
introduced in the text Access online resources, including the Power Utility Pak, that supplement the content Improve your capabilities
regarding Excel programming with VBA, unlocking more of your potential in the office Excel 2016 Power Programming with VBA is a
fundamental resource for intermediate to advanced users who want to polish their skills regarding spreadsheet applications using VBA.
Now readers can develop the complete set of Microsoft Excel 2016 skills needed to be successful in college or the business world beyond
with the emphasis on critical-thinking, problem-solving, and in-depth coverage found in NEW PERSPECTIVES MICROSOFT OFFICE 365 &
EXCEL 2016: COMPREHENSIVE. Updated with all-new case scenarios, this edition clearly applies the Microsoft Excel 2016 skills readers
are learning to real-world situations, making the concepts even more relevant. All content and activities throughout NEW PERSPECTIVES
MICROSOFT OFFICE 365 & EXCEL 2016: COMPREHENSIVE help readers understand the importance of each Microsoft Excel 2016 skill
they are learning. This edition focuses on strengthening learning outcomes and transferring the complete Microsoft Excel 2016 skill set to
other applications and disciplines for further success. Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
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See your way to Excel spreadsheet stardom with this visual guide If you're always hearing about the cool things Excel can do, here's your
chance to see how to do them!Teach Yourself Visually Excel offers you a straightforward visual approach to working with the newest version
of the world's leading spreadsheet program. Packed with visually rich tutorials and step-by-step instructions that will help you take your Excel
skills to new heights, this friendly and approachable guide will have you creating, editing, and manipulating Excel spreadsheets in no time!
Excel can seem daunting, but with Teach Yourself Visually Excel, you'll quickly and painlessly learn how to perform dozens of tasks, including
creating spreadsheets and charts, filtering and sorting data, working with PivotTables, and so much more. Covering the latest additions and
changes to the newest version of Excel, a series of easy-to-follow, full-color tutorials helps you to excel at working with Excel! Tutorials and
step-by-step screenshots make lessons easy to follow and understand Helps you grasp the basic functions of Excel—and beyond Walks you
through Excel s new features Clearly demonstrates how to organize, present, analyze, and chart data with Excel Whether you've never used
Excel or just need to brush up on its new features, Teach Yourself Visually Excel will be the dog-eared resource you'll turn to again and
again.
Let your Excel skills sore to new heights with this bestselling guide Updated to reflect the latest changes to the Microsoft Office suite, this new
edition of Excel For Dummies quickly and painlessly gets you up to speed on mastering the world's most widely used spreadsheet tool.
Written by bestselling author Greg Harvey, it has been completely revised and updated to offer you the freshest and most current information
to make using the latest version of Excel easy and stress-free. If the thought of looking at spreadsheet makes your head swell, you've come
to the right place. Whether you've used older versions of this popular program or have never gotten a headache from looking at all those
grids, this hands-on guide will get you up and running with the latest installment of the software, Microsoft Excel 2016. In no time, you'll begin
creating and editing worksheets, formatting cells, entering formulas, creating and editing charts, inserting graphs, designing database forms,
and more. Plus, you'll get easy-to-follow guidance on mastering more advanced skills, like adding hyperlinks to worksheets, saving
worksheets as web pages, adding worksheet data to an existing web page, and so much more. Save spreadsheets in the Cloud to work on
them anywhere Use Excel 2016 on a desktop, laptop, or tablet Share spreadsheets via email, online meetings, and social media sites
Analyze data with PivotTables If you're new to Excel and want to spend more time on your actual work than figuring out how to make it work
for you, this new edition of Excel 2016 For Dummies sets you up for success.
The complete guide to Excel 2019 Whether you are just starting out or an Excel novice, the Excel 2019 Bible is your comprehensive, go-to
guide for all your Excel 2019 needs. Whether you use Excel at work or at home, you will be guided through the powerful new features and
capabilities to take full advantage of what the updated version offers. Learn to incorporate templates, implement formulas, create pivot tables,
analyze data, and much more. Navigate this powerful tool for business, home management, technical work, and much more with the only
resource you need, Excel 2019 Bible. Create functional spreadsheets that work Master formulas, formatting, pivot tables, and more Get
acquainted with Excel 2019's new features and tools Whether you need a walkthrough tutorial or an easy-to-navigate desk reference, the
Excel 2019 Bible has you covered with complete coverage and clear expert guidance.
Leverage the full power of Excel formulas Excel 2016 Formulas is fully updated to cover all of the tips, tricks, and techniques you need to
maximize the power of Excel 2016 through the use of formulas. This comprehensive book explains how to create financial formulas, release
the power of array formulas, develop custom worksheet functions with VBA, debug formulas, and much more. Whether you're a beginner, a
power user, or somewhere in between this is your essential go-to for the latest on Excel formulas. When conducting simple math or building
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highly complicated spreadsheets that require formulas up to the task, leveraging the right formula can heighten the accuracy and efficiency of
your work, and can improve the speed with which you compile and analyze data. Understanding which formulas to use and knowing how to
create a formula when you need to are essential. Access tips, tricks, and techniques that have been fully updated to reflect the latest
capabilities of Microsoft Excel Create and use formulas that have the power to transform your Excel experience Leverage supplemental
material online, including sample files, templates, and worksheets from the book
Emerging from numerous Excel courses, this book is not a collection of material, but a proper training book. It lead you to working with Excel
from the beginning with many exercises. As it progresses step by step in the material, advanced exercises and applications are finally
achieved. So also suitable for self-study! Completely colored printed! From the content: basics tables and workbooks, formula and
coordinates, the function assistant, invoice, comment, calculations with date, a budget planning, expect interest, PMT, advanced formatting
(hide, templates ...), evaluate a test series (mean value, median ....), create a diagram, advanced applications: travel expenses, currency
table, score evaluation with VLOOKUP, monthly salaries with bonuses, logic with conditions, if-then conditions, trend calculation, pivot table,
external data, protect data......
"Experienced with Excel? Don't let Excel 2016 make you feel like a beginner again! This new full-color edition of the bestselling book has
been completely overhauled. Gone is unnecessary and rarely used content; emphasis is on the most-used and new aspects of Excel 2016.
The result is a focused book where every topic is relevant and worth learning. Excel 2016 In Depth is the fastest, smartest way to master
Excel 2016's full power and updated interface. You'll discover how to leverage Excel's new tools for charting, business analysis, data
visualization, forecasting, and more. Quickly clean your data with Excel 2016's powerful Get & Transform tools. Discover Excel 2016's newest
charts: waterfall, histogram, Pareto, sunburst, TreeMap, and Box and Whisker. Use Forecast Sheets to forecast the future, including seasonal
adjustments. Pivot data on maps with 3D Maps, and animate your maps over time. Create formulas, charts, subtotals, and pivot tables faster
than ever. Create amazing PowerPivot data mashups that integrate information from anywhere. Automate repetitive functions using Excel
macros. Solve real-world business intelligence analysis problems. Use PowerPivot Data Model to create pivot tables from multiple data sets
without VLOOKUP. Share workbooks on the Web and social networks. Leverage Excel to create highly interactive web pages and online
surveys. Quickly apply attractive, consistent formats." --www.amazon.com
Do you want to become an Expert in Microsoft Excel with 0 experience? Have you always wanted to learn this well-known application but you
thought is difficult for you? If the answer to these questions is yes.......you are in the right place Microsoft Excel is the spreadsheet application
of the MS Office suite. It is widely used for storing, organizing, and analyzing data or information. Every Excel file is equivalent to a workbook
that is comprised of one or more worksheets. Each worksheet represents your work space which gives you further access to Excel's wide
range of functions. These include data input and storage, data organization and formatting, and data analysis through calculations, table and
chart plotting tools, and statistical operations, among many others.With Excel 2016: A Comprehensive Beginner's Guide to Microsoft Excel
2016, you can take your Excel skills to a whole new level. This book will help you win at your daily work with some absolutely smart tricks to
use.Whether it involves tasks as simple as creating a project timeline or tracking a budget, to more complicated ones such as organizing
process maps for flowcharts or even analyzing business cashflows, Excel can surely get the job done. This e-book features a comprehensive
beginner's guide to Microsoft Excel 2016, in which basic and frequently used features and functions are discussed in detail. Plus, hands-on
examples are illustrated with guide photos and step-by-step procedures.Don't miss out on finding information designed for you. Let me
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explain why this book is different... I think that the best way to learn Excel (or any other skills) is by doing it. This book includes visual charts
and step-by-step procedures that you'll guide you and help you learn those specific tasks that you want to learn really fast. And in this way,
believe me that you'll have an immense sense of achievement and it'll also help you retain the knowledge and master the language. This
book is intended for.... ? Those who are completely newbies with Excel! ? Those who have basic information of this program! ? Those who
already have the knowledge but perhaps they want to master it well! Inside, you are going to find topics that include: ? Excel Essentials ? The
Cell ? How to create Formulas ? How to use Functions. ? How To Managing Data, ? How To create Charts. ? and much more! Grab your
copy of Excel 2016: A Comprehensive Beginner's Guide to Microsoft Excel 2016 now and immediately improve your work productivity!
Hone your advanced Excel 2016 skills. And earn the credential that proves it! Demonstrate your expertise with Microsoft Excel! Designed to
help you practice and prepare for Microsoft Office Specialist (MOS): Excel Expert 2016 certification, this official Study Guide delivers: Indepth preparation for each MOS objective Detailed procedures to help build the skills measured by the exam Hands-on tasks to practice what
you've learned Ready-made practice files Sharpen the skills measured by these objectives: Create and Manage Workbooks Apply Custom
Formatting and Layouts Create Advanced Formulas Perform Data Analysis Create Advanced Charts and PivotTables
Microsoft Excel 2016 for Mac OS X is a powerful application, but many of its most impressive features can be difficult to find. Learn Excel
2016 for OS X by Guy Hart-Davis is a practical, hands-on approach to learning all of the details of Excel 2016 in order to get work done
efficiently on OS X. From using formulas and functions to creating databases, from analyzing data to automating tasks, you'll learn everything
you need to know to put this powerful application to use for a variety of tasks.
This book shows the capabilities of Microsoft Excel in teaching health services management statistics effectively. Similar to the previously
published Excel 2013 for Health Services Management Statistics, this book is a step-by-step exercise-driven guide for students and
practitioners who need to master Excel to solve practical health service management problems. If understanding statistics isn’t your
strongest suit, you are not especially mathematically-inclined, or if you are wary of computers, this is the right book for you. Excel, a widely
available computer program for students and managers, is also an effective teaching and learning tool for quantitative analyses in health
service courses. Its powerful computational ability and graphical functions make learning statistics much easier than in years past. However,
Excel 2016 for Health Services Management Statistics: A Guide to Solving Practical Problems is the first book to capitalize on these
improvements by teaching students and managers how to apply Excel to statistical techniques necessary in their courses and work. Each
chapter explains statistical formulas and directs the reader to use Excel commands to solve specific, easy-to-understand health service
management problems. Practice problems are provided at the end of each chapter with their solutions in an appendix. Separately, there is a
full Practice Test (with answers in an Appendix) that allows readers to test what they have learned.
ILLUSTRATED MICROSOFT OFFICE 365 & EXCEL 2016: COMPREHENSIVE engages both computer rookies and today’s pros as this
edition guides readers in thoroughly mastering advanced Microsoft Excel 2016 skills. Praised for its concise, focused approach and userfriendly format, this book, like all others in the Illustrated Series, incorporates a hallmark two-page layout that allows readers to see an entire
task in one view. Each presentation is easy to follow with Learning Outcomes that outline the skills covered in each lesson and larger fullcolor screens that reflect exactly what readers should see on their own computers. Each module begins with a brief overview of the lesson’s
principles and introduces a case study for further application to ensure readers gain a complete understanding of Microsoft Excel 2016.
Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
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Now in full color! The quick way to learn Microsoft Excel 2016! This is learning made easy. Get more done quickly with Excel 2016. Jump in
wherever you need answers--brisk lessons and full-color screen shots show you exactly what to do, step by step. Quickly set up workbooks,
enter data, and format it for easier viewing Perform calculations and find and correct errors Filter, sort, summarize, and combine data Analyze
data by using PivotTables, PivotCharts, scenarios, data tables, and Solver Visualize data with charts and graphs, including new sunbursts,
waterfalls, and treemaps Build data models and use them in business intelligence analyses Create timelines, forecasts, and visualizations,
including KPIs and PowerMap data maps Look up just the tasks and lessons you need
Master Excel 2016 for complete beginners in this helpful, info-packed video course About This Video Learn the new features in Microsoft
Excel 2016 in a step-by-step format A practical course (with exercise files) to help you learn and use Excel 2016 In Detail This course
assumes you've never worked with Microsoft Excel in your life, or you are upgrading from a previous version. Your professional trainer will
start you at the very beginning: installing the program, creating your first workbook, and entering data. Before you know it, you'll be using
Excel 2016 like a pro, including its advanced functions. You will have the expertise you need to impress the boss at work. You can also use
this essential application to accomplish all kinds of tasks for your personal life or business. This course starts with where to find Microsoft
Excel and installing the program. Then you learn, step-by-step, simple 1-2-3 methods for getting up-and-running with Excel 2016. It's
important to note that we don't assume you know anything about Excel 2016. We start from the basics. After installation, we discuss what is
new with 2016, using the touchscreen, opening a workbook, and how to use Help to get additional answers when you need them. Then we
show you how to personalize Excel for your own use with exciting Excel options. We discuss all the ribbons and toolbars, entering and editing
data, backup and recovery, fills and series, and printing your projects. We also work with worksheets and formulas/functions. Upon
completion of this course, you will know the essentials of Microsoft Excel 2016. Downloading the example code for this course: You can
download the example code files for this course on GitHub at the following link: https://github.com/PacktPublishing/Microsoft-ExcelBeginners-2016 . If you require support please email: customercare@packt.com.
Excel® 2016 PIVOT TABLE DATA CRUNCHING CRUNCH DATA FROM ANY SOURCE, QUICKLY AND EASILY, WITH EXCEL 2016
PIVOT TABLES! Use Excel 2016 pivot tables and pivot charts to produce powerful, dynamic reports in minutes instead of hours… understand
exactly what’s going on in your business… take control, and stay in control! Even if you’ve never created a pivot table before, this book will
help you leverage all their amazing flexibility and analytical power. Drawing on more than 40 combined years of Excel experience, Bill Jelen
and Michael Alexander offer practical “recipes” for solving real business problems, help you avoid common mistakes, and present tips and
tricks you’ll find nowhere else! • Create, customize, and change pivot tables • Transform huge data sets into clear summary reports •
Analyze data faster with Excel 2016’s new recommended pivot tables • Instantly highlight your most profitable customers, products, or
regions • Quickly import, clean, and shape data with Power Query vBuild geographical pivot tables with Power Map • Use Power View
dynamic dashboards to see where your business stands • Revamp analyses on the fly by dragging and dropping fields • Build dynamic selfservice reporting systems • Combine multiple data sources into one pivot table • Use Auto grouping to build date/time-based pivot tables
faster vCreate data mashups with Power Pivot • Automate pivot tables with macros and VBA About MrExcel Library Every book in the
MrExcel Library pinpoints a specific set of crucial Excel tasks and presents focused skills and examples for performing them rapidly and
effectively. Selected by Bill Jelen, Microsoft Excel MVP and mastermind behind the leading Excel solutions website MrExcel.com, these
books will • Dramatically increase your productivity—saving you 50 hours a year or more • Present proven, creative strategies for solving realPage 5/15
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world problems • Show you how to get great results, no matter how much data you have • Help you avoid critical mistakes that even
experienced users make Bill Jelen is MrExcel, the world’s #1 spreadsheet wizard. Jelen hosts MrExcel.com, the premier Excel solutions site,
with more than 20 million page views annually. A Microsoft MVP for Excel, his best-sellers include Excel 2016 In Depth. Michael Alexander,
Microsoft Certified Application Developer (MCAD) and Microsoft MVP, is author of several books on advanced business analysis with Excel
and Access. He has more than 15 years of experience developing Office solutions. CATEGORY: Spreadsheets COVERS: Microsoft Excel
2016
Develop the Microsoft Excel 2016 skills you need to be successful in college and beyond with the emphasis on critical-thinking, problemsolving, and in-depth coverage found in NEW PERSPECTIVES MICROSOFT OFFICE 365 & EXCEL 2016: INTERMEDIATE. Updated with
all-new case scenarios, this edition clearly applies the skills you are learning to real-world situations, making concepts even more relevant.
New Productivity Apps provide a visual introduction to Microsoft OneNote, Sway, Office Mix and Edge with fun, hands-on activities for active
learning. Companion Sways highlight videos and step-by-step instructions to help you learn how to use each app. NEW PERSPECTIVES
MICROSOFT OFFICE 365 & EXCEL 2016: INTERMEDIATE demonstrates the importance of what you're learning while strengthening your
outcomes and helping you transfer your skills to other applications and disciplines for further success.
Beyond the Basics… Beneath the Surface…In Depth Do more in less time! Whatever your Microsoft Office experience, don’t let Office 2016
make you feel like a beginner! This book is packed with intensely useful knowledge, tips, and shortcuts you just won’t find anywhere else.
It’s the fastest, best way to master Office 2016’s full power, and the great new features built into Word, Excel, PowerPoint, Outlook,
Publisher, and OneNote. This friendly, expert guide will make you way more productive… whether you’re creating documents, analyzing data,
delivering presentations, designing newsletters, taking quick notes, or managing your life! Take full advantage of Office 2016’s cloud
integration Use Insights for Office to quickly access information Easily create complex Word documents, from books to mail merges Coauthor
Word documents with collaborators in real time Build flexible, reliable Excel workbooks with formulas and functions Transform data into
insight with Excel charts and PivotTables Discover best practices for creating great PowerPoint slides, handouts, and notes Take advantage
of the new Tell Me Box, which provides access to contextual and traditional Office help features including the new Insights pane Use Outlook
2016’s Clutter feature to clear away low-priority email Create visually compelling documents of all kinds with Publisher 2016 Gather,
organize, share, and use knowledge with OneNote 2016 Get more done faster by integrating OneNote with other Office 2016 components
Discover Microsoft’s new mobile Word, Excel, and PowerPoint apps for Windows 10 All In Depth books offer Comprehensive coverage, with
detailed solutions Practical, real-world examples with nothing glossed over or left out Troubleshooting help for tough problems you can’t fix
on your own This book is part of Que’s Content Update Program. As Microsoft updates features of Office, sections of this book will be
updated or new sections will be added to match the updates to the software. See inside for details.
Excel 2016 in DepthQue
Beyond the Basics... Beneath the Surface...In Depth Do more in less time! Whatever your Microsoft Office experience, don't let Office 2016
make you feel like a beginner! This book is packed with intensely useful knowledge, tips, and shortcuts you just won't find anywhere else. It's
the fastest, best way to master Office 2016's full power, and the great new features built into Word, Excel, PowerPoint, Outlook, Publisher,
and OneNote. This friendly, expert guide will make you way more productive... whether you're creating documents, analyzing data, delivering
presentations, designing newsletters, taking quick notes, or managing your life! Take full advantage of Office 2016's cloud integration Use
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Insights for Office to quickly access information Easily create complex Word documents, from books to mail merges Coauthor Word
documents with collaborators in real time Build flexible, reliable Excel workbooks with formulas and functions Transform data into insight with
Excel charts and PivotTables Discover best practices for creating great PowerPoint slides, handouts, and notes Take advantage of the new
Tell Me Box, which provides access to contextual and traditional Office help features including the new Insights pane Use Outlook 2016's
Clutter feature to clear away low-priority email Create visually compelling documents of all kinds with Publisher 2016 Gather, organize, share,
and use knowledge with OneNote 2016 Get more done faster by integrating OneNote with other Office 2016 components Discover
Microsoft's new mobile Word, Excel, and PowerPoint apps for Windows 10 All In Depth books offer Comprehensive coverage, with detailed
solutions Practical, real-world examples with nothing glossed over or left out Troubleshooting help for tough problems you can't fix on your
own This book is part of Que's Content Update Program. As Microsoft updates features of Office, sections of this book will be updated or new
sections will be added to match the updates to the software. See inside for details.
Now readers can develop the Microsoft Office and Excel 2016 skills needed to be successful in college or the business world beyond with the
emphasis on critical-thinking, problem-solving, and in-depth coverage found in NEW PERSPECTIVES MICROSOFT OFFICE 365 & EXCEL
2016: INTRODUCTORY. Updated with all-new case scenarios, this edition clearly applies the skills readers are learning to real-world
situations, making the concepts even more relevant. All content and activities throughout NEW PERSPECTIVES MICROSOFT OFFICE 365
& EXCEL 2016: INTRODUCTORY help readers understand the importance of what they're learning. This edition focuses on strengthening
learning outcomes and transferring skills to other applications and disciplines for further success. Important Notice: Media content referenced
within the product description or the product text may not be available in the ebook version.
Excel 2016 in easy steps will help you get to grips with the latest version of this popular spreadsheet application. Areas covered include:
Creating, editing and manipulating worksheets Formulas, Functions and Pivot Tables Handy templates to give you a head start Macros for
everyday tasks to save time Charts to get an overview of your data Linking workbooks for automatic updates Using the Excel Online app to
share and collaborate on spreadsheets and workbooks Adding images and illustrations to your spreadsheet to impress your colleagues!
Whether you’re upgrading to Excel 2016 or new to the spreadsheet concept, use this guide to learn the key features constructively and get
more out of Excel 2016 – in easy steps!
The complete guide to Excel 2016, from Mr. Spreadsheet himselfstrong style="box-sizing: border-box; color: #1b1c1d; font-family: 'Open
Sans', sans-serif; font-size: 16px;" Whether you are just starting out or an Excel novice, the Excel 2016 Bible is your comprehensive, go-to
guide for all your Excel 2016 needs. Whether you use Excel at work or at home, you will be guided through the powerful new features and
capabilities by expert author and Excel Guru John Walkenbach to take full advantage of what the updated version offers. Learn to incorporate
templates, implement formulas, create pivot tables, analyze data, and much more. Navigate this powerful tool for business, home
management, technical work, and much more with the only resource you need, Excel 2016 Bible. Create functional spreadsheets that work
Master formulas, formatting, pivot tables, and more Get acquainted with Excel 2016's new features and tools Customize downloadable
templates and worksheets Whether you need a walkthrough tutorial or an easy-to-navigate desk reference, the Excel 2016 Bible has you
covered with complete coverage and clear expert guidance.

Your one-stop guide to all things Excel 2016 Excel 2016 All-in-One For Dummies, the most comprehensive Excel reference on the
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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.
MASTER CORE EXCEL 2016 TOOLS FOR BUILDING POWERFUL, RELIABLE SPREADSHEETS! Use this guide to automate
virtually any routine task: save yourself hours, days, maybe even weeks! Make Excel do things you thought were impossible,
discover macro techniques you won't find anywhere else, and create automated reports that are amazingly powerful. Bill Jelen and
Tracy Syrstad help you instantly visualize information, so you can act on it... capture data from anywhere, and use it anywhere...
automate Excel 2016's best new features. You'll find simple, step-by-step instructions, real-world case studies, and 50 workbooks
packed with bonus examples, macros, and solutions-straight from MrExcel! Get started fast with Excel macro development Work
efficiently with ranges, cells, and formulas Build super-fast applications with arrays Automate Excel's new pivot table
enhancements Collect user data with custom dialogs Make your macros more reliable and resilient Pull data from the Internet with
web queries Use advanced classes, collections, and custom functions Build sophisticated business analysis solutions Read and
write to Access or SQL Server databases Control other Office programs, and Windows itself Write code that also works on older
Excel versions Start writing Office Store-style Excel Apps About MrExcel Library Every book in the MrExcel Library pinpoints a
specific set of crucial Excel tasks and presents focused skills and examples for performing them rapidly and effectively. Selected
by Bill Jelen, Microsoft Excel MVP and mastermind behind the leading Excel solutions website MrExcel.com, these books will
Dramatically increase your productivity-saving you 50 hours a year or more Present proven, creative strategies for solving realworld problems Show you how to get great results, no matter how much data you have Help you avoid critical mistakes that even
experienced users make This book is part of Que's Content Update Program. As Microsoft updates features of Excel, sections of
this book will be updated or new sections will be added to match the updates to the software. See inside for details.
Excel 2016 In Depth Full Color: Figures and code appear as they do in Excel 2016 Beyond the Basics…Beneath the Surface...In
Depth Do more in less time! Experienced with Excel? Don’t let Excel 2016 make you feel like a beginner again! This new full-color
edition of the bestselling book has been completely overhauled. Gone is unnecessary and rarely used content; emphasis is on the
most-used and new aspects of Excel 2016. The result is a focused book where every topic is relevant and worth learning. Excel
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2016 In Depth is the fastest, smartest way to master Excel 2016’s full power and updated interface. You’ll discover how to
leverage Excel’s new tools for charting, business analysis, data visualization, forecasting, and more. • Quickly clean your data
with Excel 2016’s powerful Get & Transform tools • Discover Excel 2016’s newest charts: waterfall, histogram, Pareto, sunburst,
TreeMap, and Box and Whisker • Use Forecast Sheets to forecast the future, including seasonal adjustments • Pivot data on
maps with 3D Maps, and animate your maps over time • Create formulas, charts, subtotals, and pivot tables faster than ever •
Create amazing PowerPivot data mashups that integrate information from anywhere • Automate repetitive functions using Excel
macros • Solve real-world business intelligence analysis problems • Use PowerPivot Data Model to create pivot tables from
multiple data sets without VLOOKUP • Share workbooks on the Web and social networks • Leverage Excel to create highly
interactive web pages and online surveys • Quickly apply attractive, consistent formats This book is part of Que’s Content Update
Program. As Microsoft updates features of Excel, sections of this book will be updated or new sections will be added to match the
updates to the software. See inside for details.
Have you always wanted to learn EXCEL but are afraid it'll be too difficult for you? What if you had access to an Excel guide who
would literally take you step by step through every essential process of learning this application? Excel is one of the most powerful
software tools in the world for collecting, analyzing and summarizing data but its incredible power often comes at a cost! Excel is a
massive program and it can literally take a beginner months or even years to master it. Research shows that many first time Excel
users don't take advantage of all the program's functionality. Beginners continue to manually enter data instead of easily using
formulas and functions that could save them a ton of time and skyrocket their productivity. Whether your goal is to use Excel in
your day job to enhance your productivity or you would like to use your Excel skills in another profession, I can tell you this - This
book is for you This is my step-by-step manual that will literally take you through every essential process of mastering the basics of
Excel. ****Bonus Included Inside**** Download your FREE EXCEL Resource Guide! Here's What You'll Discover: The TOP 5
reasons why you should Learn Excel today Walk through the history of spreadsheet software starting from the release of VisiCalc
in the late 1970's to the latest version of Excel 2016 Confused about the different terms used in Excel? Worry no more! We will go
over the most essential terms you need to get familiar with to start using Excel today. I will walk you through each component in
the Excel User Interface. Step by Step guide on how to open and navigate through an Excel worksheet. The 4 Critical guidelines
that every Beginner must know when working with Multiple Excel Worksheets In-depth description of Excel Formulas and
Functions and when to use each Function. Absolute Vs Relative Cell Reference? Understand the difference between cell
references and you are on your way to success! In fact, a recent study showed that majority of Excel users did not understand cell
references and how to use these. You will never forget this again once you have gone through the examples describing cell
references in this book Step by Step process on how to Import data from different sources into Excel and then Formatting the data
What are Excel Macros and how are they useful? One Bonus Macro with complete code to fix a very essential Formatting issue in
Excel Excel Tables and how to design these. 5 mistakes that every Beginner should avoid while using tables. Are you ready for
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the next level? Let's talk about how to create beautiful Charts and Reports. We will go through the most popular types of charts
and useful tips. Pivot Tables. Pivot Tables are one of the most powerful features within Excel. Unfortunately, a vast majority of
Excel users never take advantage of this feature believing that it is too complicated. We will walk through a step by step process
on how to use Pivot Tables to create Reports. We will go over the various Themes and Templates available and how to use those.
And much more!! So What Are You Waiting For? The opportunity is there. Will you take it? Click the BUY button now to start
learning EXCEL today. Tags: ------------ excel 2016, excel, microsoft excel 2016, excel 2016 bible, excel 2016 for dummies, excel
2016 essential skills, excel 2016 vba, excel 2016 formulas and functions, excel 2016 basics, excel for beginners, excel 2016
power programming with vba, excel 2016 for mac
CRUNCH ANY DATA, FROM ANY SOURCE, QUICKLY AND EASILY, WITH EXCEL 2016 PIVOT TABLES! Use Excel 2016 pivot
tables and pivot charts to produce powerful, dynamic reports in minutes instead of hours... understand exactly what's going on in
your business... take control, and stay in control! Even if you've never created a pivot table before, this book will help you leverage
all their amazing flexibility and analytical power. Create, customize, and change your pivot tables and pivot charts Transform
gigantic data sets into crystal-clear summary reports Summarize and analyze data even faster with new Excel 2016 recommended
pivot tables Instantly highlight your most (and least) profitable customers, products, or regions Quickly filter pivot tables using
slicers Use dynamic dashboards using Power View to see exactly where your business stands right now Revamp analyses on the
fly by simply dragging and dropping fields Build dynamic self-service reporting systems your entire team can use Use PowerPivot
or the Data Model to create pivot tables from multiple data sources and worksheets Work with and analyze OLAP data, and much
more About MrExcel Library: Every book in the MrExcel Library pinpoints a specific set of crucial Excel tasks and presents focused
skills and examples for performing them rapidly and effectively. Selected by Bill Jelen, Microsoft Excel MVP and mastermind
behind the leading Excel solutions website MrExcel.com, these books will Dramatically increase your productivity--saving you 50
hours a year or more Present proven, creative strategies for solving real-world problems Show you how to get great results, no
matter how much data you have Help you avoid critical mistakes that even experienced users make
MASTER CORE EXCEL 2016 TOOLS FOR BUILDING POWERFUL, RELIABLE SPREADSHEETS! Use this guide to automate
virtually any routine task: save yourself hours, days, maybe even weeks! Make Excel do things you thought were impossible,
discover macro techniques you won’t find anywhere else, and create automated reports that are amazingly powerful. Bill Jelen
and Tracy Syrstad help you instantly visualize information, so you can act on it… capture data from anywhere, and use it
anywhere… automate Excel 2016’s best new features. You’ll find simple, step-by-step instructions, real-world case studies, and
50 workbooks packed with bonus examples, macros, and solutions–straight from MrExcel! Get started fast with Excel macro
development Work efficiently with ranges, cells, and formulas Build super-fast applications with arrays Automate Excel’s new pivot
table enhancements Collect user data with custom dialogs Make your macros more reliable and resilient Pull data from the
Internet with web queries Use advanced classes, collections, and custom functions Build sophisticated business analysis solutions
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Read and write to Access or SQL Server databases Control other Office programs, and Windows itself Write code that also works
on older Excel versions Start writing Office Store-style Excel Apps About MrExcel Library Every book in the MrExcel Library
pinpoints a specific set of crucial Excel tasks and presents focused skills and examples for performing them rapidly and effectively.
Selected by Bill Jelen, Microsoft Excel MVP and mastermind behind the leading Excel solutions website MrExcel.com, these
books will Dramatically increase your productivity–saving you 50 hours a year or more Present proven, creative strategies for
solving real-world problems Show you how to get great results, no matter how much data you have Help you avoid critical
mistakes that even experienced users make This book is part of Que’s Content Update Program. As Microsoft updates features of
Excel, sections of this book will be updated or new sections will be added to match the updates to the software. See inside for
details.
Learn how to use the features of Excel® 2016 and experience some of the new features that are offered in Excel® 2016. Excel®
2016 is the world’s premier spreadsheet software. You can use Excel to analyze numbers, keep track of data, and graphically
represent your information. With Office® 2016 you are provided an improved landing screen, which makes launching, creating,
collaborating, and sharing documents easier than previous versions of Excel. Excel® 2016 also has an improved user interface
with an array of powerful tools to help you manage your data through OneDrive – and better information leads to better decisionmaking! Learn to Use Excel® 2016 is an omnibus collection of tools and how to’s. • Enter and edit data in a variety of ways •
Understand formulas, functions, and formula auditing tools • Use the Quick Analysis features • Format worksheets and data •
Print and share workbooks • Use SmartArt and other objects in worksheets • Create Pivot Tables and Pivot Charts • Record and
run macros • Use analysis tools • Work with data and create great visualizations • Create arrays • Create a form using a variety of
controls • Use trend lines, secondary axes and chart templates • Work with slicers in PivotTables • Create and manipulate a
PowerView sheet • 2 new chapters highlighting new features and short cut keys
Liengme’s Guide to Excel 2016 for Scientists and Engineers is a completely updated guide for students, scientists, and engineers
who want to use Microsoft Excel 2016 to its full potential, whether you’re using a PC or a Mac. Electronic spreadsheet analysis
has become part of the everyday work of researchers in all areas of engineering and science. Microsoft Excel, as the industry
standard spreadsheet, has a range of scientific functions that can be utilized for the modeling, analysis, and presentation of
quantitative data. This text provides a straightforward guide to using these functions of Microsoft Excel, guiding the reader from
basic principles through to more complicated areas such as formulae, charts, curve-fitting, equation solving, integration, macros,
statistical functions, and presenting quantitative data. Content written specifically for the requirements of science and engineering
students and professionals working with Microsoft Excel, brought fully up to date with Microsoft Office release of Excel 2016.
Features of Excel 2016 are illustrated through a wide variety of examples based on technical contexts, demonstrating the use of
the program for analysis and presentation of experimental results. Where appropriate, demonstrates the differences between the
PC and Mac versions of Excel. Includes many new end-of-chapter problems at varying levels of difficulty.
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The 2016 Excel has also been lauded for the inclusion of more advanced integer calculating capabilities. Among these are features such as
the Analysis ToolPak and the Pivot Table; enabling users to complete basic as well as more advanced accounting functions with greater
efficiency. The Pivot Table feature is designed to allow a user to create tables for summarizing large sets of data; ideal for the preparation of
financial reports. Pivot Table Slicers introduce a filter; making the process of working with this data more efficient. The Analysis ToolPak
offers a wealth of analytical functions which include working with histograms.
Book + Content Update Program Master core Excel 2016 tools for building powerful, reliable spreadsheets with Excel 2016 Formulas and
Functions. Excel expert Paul McFedries shows how to use Excel 2016’s core features to solve problems and get the answers you need.
Using real-world examples, McFedries helps you get the absolute most out of features and improvements ranging from AutoFill to Excel’s
newest functions. Along the way, you discover the fastest, best ways to handle essential day-to-day tasks ranging from generating account
numbers to projecting the impact of inflation. Becoming an Excel expert has never been easier! You’ll find crystal-clear instructions; insider
insights; even complete step-by-step projects for building timesheets, projecting cash flow, aging receivables, analyzing defects, and more. •
Quickly create powerful spreadsheets with range names and array formulas • Use conditional formatting to instantly reveal anomalies,
problems, or opportunities • Analyze your data with standard tables and PivotTables • Use complex criteria to filter data in lists • Understand
correlations between data • Perform sophisticated what-if analyses • Use regression to track trends and make forecasts • Build loan,
investment, and discount formulas • Validate data, troubleshoot problems, and build more accurate, trustworthy spreadsheets In addition, this
book is part of Que’s exciting Content Update Program. As Microsoft updates features of Excel 2016, sections of this book will be updated or
new sections will be added to match the updates to the software. The updates will be delivered to you via a FREE Web Edition of this book,
which can be accessed with any Internet connection. To learn more, visit www.quepublishing.com/CUP. About MrExcel Library: Every book in
the MrExcel Library pinpoints a specific set of crucial Excel tasks and presents focused skills and examples for performing them rapidly and
effectively. Selected by Bill Jelen, Microsoft Excel MVP and mastermind behind the leading Excel solutions website MrExcel.com, these
books will • Dramatically increase your productivity–saving you 50 hours a year or more • Present proven, creative strategies for solving realworld problems • Show you how to get great results, no matter how much data you have • Help you avoid critical mistakes that even
experienced users make
Learn how to use PivotTables to summarize, sort, count, and chart your data in Microsoft Excel 2016. We will show you how to navigate the
complexity of PivotTables while taking advantage of their power. This course shows how to build PivotTables from single or multiple data
sources, add calculated fields, filter your results, and format your layout to make it more readable. Plus, learn how to create PivotCharts to
visualize your data, enhance PivotTables with macros, and use the Data Model feature to build PivotTables from related tables. Topics
include: • Formatting data for use in a PivotTable • Creating a new PivotTable • Connecting to data sources • Consolidating data from
multiple data sources • Creating calculated fields • Summarizing field data • Sorting and filtering PivotTables • Working with Excel slicers •
Formatting PivotTables with styles and formats • Applying conditional formats • Creating PivotCharts • Printing PivotTables • Running
macros • Creating a PivotTable using the data model In this course, we will show you how to use pivot tables to analyse your data. We will
start by showing you how to create pivot tables, manage pivot table options, and use pivot table data and formulas. We will also show you
how to sort and filter pivot table data, create custom styles for your pivot tables, and apply conditional formats that change your data's
appearance based on its value. Chapter six shows you how to create pivot charts, change your pivot chart's layout and formatting, and add a
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trendline to project future values. The skills acquired from this version are mostly applicable to newer versions of Excel. If you think that
Microsoft Excel is only for business purposes, you are wrong. Many use it for various personal needs at home too. Some of the features that
you should understand about Microsoft Excel to unlock the potentiality of this application are working with spreadsheets, cell formatting,
various menus and toolbars, entering of data and editing the same, navigating between various spreadsheets, formula calculation, inserting
various functions like date/time, mathematical functions, using of various charts that are available, inserting, editing and deleting comments
on cells, etc. Computer Based Training (CBT) is a way to master MS Excel. This is where you take your own time to master the application.
With the help of CBT, you get realistic, interactive and complete training. You get to learn right from what a beginner should learn to
advanced level. Once the training is over, you would have mastered Microsoft Excel. You get to see simulations of Microsoft Excel application
software. Some CBT also offer review quiz questions to gauge your understanding. CBT generally offer interactive, complete and
comprehensive training. As it offers practice questions, you will be able to understand better and gain confidence in using the application.
According to me, this is one of the best ways to learn Microsoft Excel. The concept of spreadsheeting has been around for hundreds of years.
The process can be described as the ability to arrange numbers, characters and other objects into rows and columns. It is most common that
spreadsheets only contain numbers and text. The software version of spreadsheeting basically takes the manual processes described above
and puts them into an electronic format. Whilst the accounting industry which most commonly uses spreadsheets they can be used in any
situation.
Book + Content Update Program My Excel 2016 is your must-have companion for getting most out of Excel 2016. This friendly, quick, fullcolor, 100% practical tutorial walks you through every task you'll want to do with Excel 2016. Get productive fast with Excel 2016’s updated
interface Save time and make your data easier to work with Efficiently enter, insert, move, and manage data Use templates to reuse work and
get a jumpstart on new projects Format worksheets and charts to make them clearer and more useful Use intuitive sparkline charts that fit in
a single cell Build custom formulas using powerful built-in functions Sort, filter, and consolidate data and eliminate duplication Instantly group
data and generate subtotals Quickly summarize huge data sets with PivotTables Find, fix, and avoid errors that break spreadsheets or cause
inaccuracies Communicate more powerfully using visual tools such as SmartArt and WordArt Precisely control what you print and how it
looks Securely share and distribute your workbooks Use Excel on the Web wherever you have Internet access Every task is presented stepby-step, using carefully annotated, colorful screenshots, all numbered so there's no chance of getting lost or confused. Everything's clearly
organized in modular, self-contained chapters designed to help you get started quickly. Throughout, the book is packed with helpful tips, lists,
and quick solutions to the problems you're most likely to encounter. In addition, this book is part of Que’s exciting new Content Update
Program. As Microsoft updates features of Excel 2016, sections of this book will be updated or new sections will be added to match the
updates to the software. The updates will be delivered to you via a FREE Web Edition of this book, which can be accessed with any Internet
connection. To learn more, visit www.quepublishing.com/CUP. How to access the web edition: Follow the instructions in the book to learn
how to register your book to access the FREE Web Edition.
Charts allow you to communicate information visually, in a way that is more impactful than raw data, and they happen to be one of the most
powerful and easy-to-use features in Microsoft Excel. In Excel 2016, there are six brand-new chart types to learn. Let us show you how to
create different kinds of Excel charts, from column, bar, and line charts to exploded pies, and decide which type works best for your data.
Learn how to fine-tune your chart's colour and style; add titles, labels, and legends; insert shapes, pictures, and text boxes; and pull data from
Page 13/15

Read Free Excel 2016 In Depth Includes Content Update Program
multiple sources. Plus, get an overview of the new chart types in Excel 2016: Treemap, Sunburst, Waterfall, Histogram, Pareto, and Box and
Whisker. The training wraps up with lesson on changing data sources for charts and printing and sharing charts. Topics include: • Identifying
chart elements • Selecting the right chart type • Creating basic charts • Creating sparklines • Styling charts • Moving and resizing charts •
Modifying axes • Adding labels and gridlines • Analysing data with trend lines • Inserting pictures, shapes, and text boxes • Customizing
column, bar, line, and pie charts • Creating Gantt charts and other specialized Excel charts • Changing data sources • Printing and sharing
charts You will learn how to add greater impact to your charts with pictures and shapes, and then how to effectively use titles, labels, legends,
axes, and gridlines. We will look at analytical tools that will help you make sense of chart data and show you how to create dynamic charts
that reflect fast-changing business environments. We will give you a ton of shortcuts and tips that will make your use of this popular tool more
efficient and productive. So, join us in Excel 2016: Charts in Depth. The skills acquired from this version are mostly applicable to newer
versions of Excel. If you think that Microsoft Excel is only for business purposes, you are wrong. Many use it for various personal needs at
home too. Some of the features that you should understand about Microsoft Excel to unlock the potentiality of this application are working
with spreadsheets, cell formatting, various menus and toolbars, entering of data and editing the same, navigating between various
spreadsheets, formula calculation, inserting various functions like date/time, mathematical functions, using of various charts that are
available, inserting, editing and deleting comments on cells, etc. Computer Based Training (CBT) is a way to master MS Excel. This is where
you take your own time to master the application. With the help of CBT, you get realistic, interactive and complete training. You get to learn
right from what a beginner should learn to advanced level. Once the training is over, you would have mastered Microsoft Excel. You get to
see simulations of Microsoft Excel application software. Some CBT also offer review quiz questions to gauge your understanding. CBT
generally offer interactive, complete and comprehensive training. As it offers practice questions, you will be able to understand better and
gain confidence in using the application. According to me, this is one of the best ways to learn Microsoft Excel. The concept of
spreadsheeting has been around for hundreds of years. The process can be described as the ability to arrange numbers, characters and
other objects into rows and columns. It is most common that spreadsheets only contain numbers and text. The software version of
spreadsheeting basically takes the manual processes described above and puts them into an electronic format. Whilst the accounting
industry which most commonly uses spreadsheets they can be used in any situation.
Now readers can develop the Microsoft Excel 2016 skills needed to be successful in college or the business world beyond with the emphasis
on critical-thinking, problem-solving, and in-depth coverage found in NEW PERSPECTIVES MICROSOFT OFFICE 365 & EXCEL 2016:
INTERMEDIATE. Updated with all-new case scenarios, this complete book clearly applies the skills readers are learning to real-world
situations, making the concepts even more relevant. All content and activities throughout NEW PERSPECTIVES MICROSOFT OFFICE 365
& EXCEL 2016: INTERMEDIATE help readers understand the importance of what they’re learning. This edition focuses on strengthening
learning outcomes and transferring skills to other applications and disciplines for further success. Important Notice: Media content referenced
within the product description or the product text may not be available in the ebook version.
This book will explain you the basic and advance features of Excel.This book will also explain you why excel is such an amazing program and
why it can do so much more than you think.Excel enables any format of information to be organized in a spread sheet and its innate flexibility
as program, you can define and structure the layout according to how you want to manage it. It allows for over 1 million rows by over 16,000
columns of data to be managed, which shows how Excel is advancing as a business tool. This allows Excel to be used for a large variety of
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business purposes. If you are New to Excel 2016 or upgrading from a previous version,Use this guide to learn the basics and advance
features of Excel. This user guide will introduce you to some of Excel's 2016 more complex functionality, such as:-Use Conditional Logic in a
formula-IF statements-Use the SumIF and CountIF functions-Produce a chart-Sort and filter-Apply subtotals-Data Validation-What-if-Analysis
Tools-Introduction to Pivot Tables-Introduction to MacrosTable of Content-:Chapter 1: Overview of Excel 2016 Chapter 2: Cell References
and RangeChapter 3: Working with Formulas and Functions Chapter 4: Data Validation Chapter 5: Protection Chapter 6: Sorting a
DatabaseChapter 7: Filtering a Database Chapter 8: SubtotalsChapter 9: Pivot Tables Chapter 10: Conditional formatting Chapter 11: What-ifAnalysis Tools Chapter 12: Working with Multiple Worksheets, Workbooks and ApplicationsChapter 13: Working with Charts Chapter 14:
Macros
Book + Content Update Program My Office 2016 introduces readers to this new version of the suite and shows them how to get the most out
of the apps. The book clearly explains what to expect from the new version of Office, what the program limitations are, and discusses best
practices for using the apps. My Office 2016 teaches readers how to use Word, Excel, PowerPoint, Outlook, Access, and OneDrive in an
easy-to-follow, task-based format. Topics covered include how to use the main features that come with each Office application, how to
synchronize documents between devices, and how to collaborate with others. • Master core skills you can use in every Office 2016 program
• Quickly create visual documents with advanced formatting and graphics • Build complex documents with columns, footnotes, headers, and
tables • Enter and organize Excel data more accurately and efficiently • Quickly move, copy, delete, and format large amounts of data with
Excel ranges • Use charts to make data more visual, intuitively understandable, and actionable • Add pizzazz to PowerPoint slide shows with
animations and transitions • Use Outlook 2016 to efficiently manage your email, contacts, and calendar • Bring all your ideas and notes
together in a OneNote notebook • Start building useful Access 2016 databases • Customize your Office applications to work the way you do
• Store and share your Office files in the cloud with Microsoft OneDrive • Collaborate with others, including people using other versions of
Office In addition, this book is part of Que’s exciting new Content Update Program. As Microsoft updates features of Office 2016, sections of
this book will be updated or new sections will be added to match the updates to the software. The updates will be delivered to you via a FREE
Web Edition of this book, which can be accessed with any Internet connection. To learn more, visit www.quepublishing.com/CUP. How to
access the free web edition: Follow the instructions within the book to learn how to register your book to access the FREE Web Edition.
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