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The Smart Method provides a new and better way to learn Excel. Both IT professionals
and absolute beginners will love this book because it avoids needless technical jargon
and explains everything you need in a simple, no-nonsense way.
Discover how to utilize the most advanced features within the latest version of Microsoft
Office with Shelly Cashman Series MICROSOFT OFFICE 365 & OFFICE 2016:
ADVANCED. This new edition is part of the acclaimed Shelly Cashman Series that has
effectively introduced computer skills to millions. Shelly Cashman Series MICROSOFT
OFFICE 365 & OFFICE 2016: ADVANCED continues the Series’ strong history of
innovation with an enhanced learning approach designed to address the varied learning
styles of today’s readers. A trademark step-by-step, screen-by-screen approach helps
readers expand their understanding of higher-level Microsoft Office 2016 skills through
experimentation, critical thought, and personalization. This new edition promises to
capture and hold readers’ attention, improve retention, and prepare readers for
success in working with the most advanced aspects of Microsoft Office 2016. Important
Notice: Media content referenced within the product description or the product text may
not be available in the ebook version.
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, problemsolving, 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.
Microsoft Excel and Access are two most important software in MS Office package.
Microsoft Excel is used for spreadsheet analysis and Access is used for some relational
database data operation. These two software are mandatory to help any of your office
needs. This Two in One Excel and Access 2016 book is very, very different to any other
computer book you have ever read. The Smart Method provides an entirely new and
better way to learn Excel 2016. Here are just four of the many ways in which this book
is unique: The book will equip you with excellent Excel 2016 skills, good enough to
impress any employer, but it doesn't confuse by attempting to teach skills that are not
common in the workplace. Only users who have advanced requirements need progress
to the Expert Skills book.Instruction is logically structured into sessions and lessons.
While this makes the book ideal for self-instruction, you can also use it to run your own,
highly effective, adult training courses.Each lesson has a sample file that models a realworld business problem.You'll immediately appreciate the value and relevance of each
skill as it is taught. Both IT professionals and absolute beginners will love this book
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because it avoids needless technical jargon and concisely explains everything you
need in a simple and no-nonsense way.
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 criticalthinking, 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.
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 the next level? Let's talk about how to create beautiful Charts
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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
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 user-friendly 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 full-color 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.
This book is very, very different to any other computer book you have ever read. The
Smart Method provides an entirely new and better way to learn Excel. You'll
immediately appreciate the value and relevance of each skill as it is taught. Both IT
professionals and absolute beginners will love this book because it avoids needless
technical jargon and concisely explains everything you need in a simple and nononsense way. Amongst other things you'll learn how to: Visually filter data using
Slicers, master dynamic tables and structured table references, enforce complex
business rules using function-driven custom validations, perform What-If analysis to
model and compare business scenarios, use advanced functions to solve real-world
business problems, create intuitive user interfaces using form controls , eliminate errors
using Excel¿s advanced formula auditing tools, understand and use all of Excel¿s
security features, design advanced Pivot Tables, create and use dynamic and tablebased range names, record macros and then execute them from button controls, use
Excel¿s three different sharing methods for efficient teamwork.
Designed for a new generation of learners "Skills for Success" teaches students the
way they prefer to learn software instead of reading big blocks of text, they'd rather see
and do. Using the hallmark visual layout, students complete an entire skill in just two
pages. Step-by-step instructions are aligned with full size screens image to guide
students as they progress through each new skill. No matter what device they are using
desktop or tablet or their current skill level, students will learn what they need to get
started quickly. Note: You are purchasing a standalone product; MyMathLab does not
come packaged with this content. Students, if interested in purchasing this title with
MyMathLab, ask your instructor for the correct package ISBN and Course ID.
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Instructors, contact your Pearson representative for more information. "
Loved for its visual and flexible approach to building computer skills, the ILLUSTRATED
COURSE GUIDE: MICROSOFT OFFICE 365 & EXCEL 2016: INTERMEDIATE is the
ideal resource for learning Microsoft Excel 2016, regardless of the reader’s experience
level. Each two-page spread focuses on a single skill, making information easy to follow
and absorb. The ILLUSTRATED COURSE GUIDE divides important Microsoft Excel
2016 concepts and skills into three manageable levels -- Introductory, Intermediate, and
Advanced -- making it perfect for readers to master the skills needed in any working or
learning environment. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
Readers discover all of the latest advancements in Microsoft Access 2016 with
MICROSOFT OFFICE 365 & ACCESS 2016: COMPREHENSIVE -- the new edition in
the acclaimed Shelly Cashman Series books. For more than three decades, the Shelly
Cashman Series has effectively introduced computer skills to millions. MICROSOFT
OFFICE 365 & ACCESS 2016: COMPREHENSIVE continues the Series’ strong
history of innovation with a proven learning approach enhanced to address the varied
learning styles of today’s learners. A trademark, step-by-step, screen-by-screen
approach encourages readers to master all aspects of Microsoft Access 2016 through
experimentation, critical thought, and personalization. This new edition delivers
effective educational materials specifically designed to introduce key features, improve
retention, and prepare readers for success in working with the advanced features in
Microsoft Access 2016. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
?? Get the Kindle version FREE when purchasing the Paperback! ?? Have you always
wanted to learn EXCEL VBA Programming but are afraid it'll be too difficult for you?
What if you had access to an Excel VBA 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 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 macros that could save them a ton of
time and skyrocket their productivity. Over the years I have realized that nearly every
operation that you could perform with a mouse, keyboard, or a dialog box could also be
done by using VBA. Further, if it can be done once with VBA, it can easily be done a
hundred or a thousand times. As you read this book, you will start to realize the
incredible power that VBA has in automating repetitive or routine tasks. Whether your
goal is to use Excel VBA in your day job to enhance your productivity or you would like
to use your VBA Programming 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 VBA Programming. Here's What
You'll Discover: The TOP 5 reasons why you should Learn Excel VBA Programming
today You have never used VBA before? No worries as I will take you step by step
(with images) to getting started with the Visual Basic Editor What are Objects and
Object Properties in EXCEL VBA? Find out on pages 19 through 22 An Introduction to
Programming Concepts such as Variables, Program/Control/Looping structures and
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Syntax to get you ready for the next level The 2 most Critical Rules that you MUST
follow while Scoping and Declaring Variables How to create and work with VBA Sub
and Function Procedures. I will walk you through Writing and Recording MACROS.
Understand this chapter thoroughly and you are on your way to success! VBA Error
Types and Error Handling Techniques. We will step through VBA Programming
Examples and Techniques. Are you ready for the next level? Let's talk about User
Forms and how to create these with specific examples. You will learn the most
important UserForm Techniques and Tricks that I have used successfully for years. We
will go over Worksheet Functions and Add-Ins. 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 it is too complicated. We will walk
through a step by step process on how to create and use Pivot Tables with VBA. 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 VBA Programming today. Tags:
------------ excel for dummies, excel vba, excel vba programming for dummies, excel vba
programming for beginners, excel vba 2019, excel vba 2016, excel vba for dummies,
excel 2016, 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
At long last there is now a professional Excel course available for Mac users This book
is only for the Apple Mac version of Excel 2016. (There's also an Excel for Windows
version available (ISBN: 978-1-909253-08-7). This Excel 2016 for Mac book is very,
very different to any other computer book you have ever read. The Smart Method
provides an entirely new and better way to learn Excel 2016 for Mac. Here are just five
of the many ways in which this book is unique: The book will equip you with excellent
Excel 2016 for Mac skills, good enough to impress any employer, but it doesn't confuse
by attempting to teach skills that are not common in the workplace. Only users who
have advanced requirements need progress to the Excel 2016 for Mac Expert Skills
book. Instruction is logically structured into sessions and lessons. While this makes the
book ideal for self-instruction, you can also use it to run your own, highly effective,
Excel 2016 for Mac adult training courses. Every lesson is presented on two facing
sheets of A4 paper (the pages are much bigger than in any other Excel book).Each
lesson has a sample file that models a real-world business problem. You'll immediately
appreciate the value and relevance of each skill as it is taught. Both IT professionals
and absolute beginners will love this book because it avoids needless technical jargon
and concisely explains everything you need in a simple and no-nonsense way. From
the Back Cover Amongst other things you'll learn how to: Create stunning, professional,
presentation-quality chartsUse the new Excel 2016 for Mac Cloud Computing features
to share dataUnderstand absolute, relative and mixed cell referencesCreate stunning,
professional, presentation-quality chartsUse the Themes feature to create visually
excellent worksheets Use Sparklines to visually represent large data setsBring your
data alive with VisualizationsCreate custom conditional formatting rules with the Rules
ManagerCreate your own formulas with the Formula AutoComplete featureMaster
Excel 2016 for Mac's Fluent User Interface and RibbonUnderstand the different Excel
2016 for Mac file formatsAdd a professional sheen to your work with 3-D
ElementsUnderstand and work with three-dimensional worksheet groups Companies
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who have taken Smart Method courses include: AOL Time Warner, The United States
Army, Daimler Chrysler, Motorola, HSBC, Barclays, American Express, Allied Irish
Banks, Imperial Tobacco, Volvo, The BBC, British Petroleum, The Foreign and
Commonwealth Office, Unilever, The Institute of Chartered Accountants, The Ministry
of Defence, Keele University, Deutsche Bank, HBOS, Transport For London, The
Performing Rights Society, Scottish Power, The Office of the Parliamentary
Ombudsman, BAE Systems, RBS, Marks & Spencer, Virgin, O2, BMW... and many,
many others.
Teach the course YOU want in LESS TIME! In today's fast-moving, mobile
environment, the GO! with Office 2016 series focuses on the job skills needed to
succeed in the workforce. With job-related projects that put Microsoft Office® into
context, students learn the how and why at the moment they need to know, all in the
appropriate Microsoft procedural syntax. For Office 2016, the hallmark guided-practice
to skill-mastery pathway is better than ever. Students have many opportunities to work
live in Microsoft office to apply the skills they've learned. In addition, instructional
projects are now available as grader projects in MyITLab, so students can work live in
Office while receiving auto-graded feedback. These high-fidelity simulations match the
text and provide an effective pathway for learning, practicing, and assessing their
abilities. After completing the instructional projects, students can apply their skills with a
variety of progressively challenging projects that require them to solve problems, think
critically, and create on their own. New GO! Collaborate with Google projects allow
students to apply their skills to a new environment that is already popular in many
workplaces. Integrated Microsoft Office Specialist (MOS) objectives make GO! your one
resource for learning Office, gaining critical productivity skills, and prepare for MOS
certification. Also available with MyITLab MyITLab ® is an online homework, tutorial,
and assessment program designed for Information Technology (IT) courses, to engage
students and improve results. HTML5 Simulation exercises and Live-in-Application
Grader projects come with the convenience of auto-grading and instant feedback, so
students learn more quickly and effectively, and build the critical skills needed for
college and career success. Digital badges allow students to showcase their Microsoft
Office or Computer Concepts competencies, keeping them motivated and focused on
their future careers. Note: You are purchasing a standalone product; MyITLab does not
come packaged with this content. Students, if interested in purchasing this title with
MyITLab, ask your instructor for the correct package ISBN and Course ID. Instructors,
contact your Pearson representative for more information.
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
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covered with complete coverage and clear expert guidance.
The Microsoft Excel 2016 certification preparation guide will help prepare the user to take the
Microsoft Office Specialist (MOS) Microsoft Excel 2016 certification exam. It provides step-bystep instruction for the features and commands covered on the certification exam and can be
completed in approximately 2.5 to 3 hours. Certification as a Microsoft Office Specialist
demonstrates an aptitude with Microsoft Office software. Prepares the user for certification
tests without expensive test-prep software. Focuses on hands-on use of tools and completion
of skills; users learn and apply the skills, not just learn how to complete the test Integrates as a
supplement to existing classroom activities; minimal class time required Requires no prior
knowledge or use of the software; starts with basic skills and builds to advanced skills Teaches
the user to work with the software to complete project-based learning Provides a simulation of
the certification exam
You will repeatedly hear the same criticism of most Excel books: "you have to already know
Excel to understand the book". This book is different. If you have no previous exposure to
Excel 365, and your only computer skill is using a web browser, you'll have absolutely no
problems working through the lessons. Everything is concisely described in a way that
absolutely any student, of any age or ability, can easily understand. This Essential Skills book
makes it easy for absolutely anybody to very rapidly learn Excel 365 to a standard that will
greatly impress most employers because it doesn't confuse by teaching skills that are not
common in the workplace. Our Excel 365 Expert Skills book comprehensively teaches the
rarer Excel skills that less than 10% of Excel users typically master (and many office workers
will not have a need for). Here are some other reasons that you should choose this book to
learn Excel 365: It covers the Excel 365 edition of Excel: This book is specifically written for
Excel 365. Excel 365 has now evolved into a very different product than Excel 2019. It is not
possible to learn Excel 365 features using an Excel 2019 book. It is up-to-date: This book is
the fourth edition covering the new Excel 365 Jan 2021 semi-annual version. A new Excel 365
semi-annual version is released every six months (in January and July) and automatically
updated to your computer. We then publish a new edition of this book to support the latest
update. This means that new features are covered and the screen grabs will exactly match
what you see on your screen. It can be very frustrating to try to learn Excel 365 using an out-ofdate book. Smart Method books are #1 best sellers: Every Smart Method Excel book (and
there have been twenty-two of them starting with Excel 2007) has been an Amazon best seller
in its category. This provides you with the confidence that you are using a best-of-breed
resource to learn Excel. It is the book of choice for teachers. As well as catering for those
wishing to learn Excel by self-study, Smart Method books have long been the preferred choice
for Excel teachers as they are designed to teach Excel and not as reference books. Books
follow best-practice adult teaching methodology with clearly defined objectives for each
learning session and an exercise to confirm skills transfer. With single, self-contained lessons,
the books cater for any teaching or self-learning period. Many learners have learned Excel by
setting aside just a few minutes each day to complete a single lesson. Others have worked
through the entire book in a single day. Companies who have taken Smart Method courses
include: The United States Army, Daimler Chrysler, Time Warner, Motorola, HSBC, Barclays,
American Express, Allied Irish Banks, Imperial Tobacco, Volvo, Unilever, BMW, Virgin, The
BBC, British Petroleum, The Foreign and Commonwealth Office, The Institute of Chartered
Accountants, The Ministry of Defence, Keele University, Deutsche Bank, HBOS, Transport For
London, The Performing Rights Society, Scottish Power, The Office of the Parliamentary
Ombudsman, BAE Systems, RBS, The British Museum, The National Gallery, Pokerstars,
Virgin, O2, BMW... and many, many others.
Both computer rookies and hot shots can master Microsoft Excel 2013 quickly and efficiently
with this new book in the acclaimed Illustrated Series - ENHANCED MICROSOFT EXCEL
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2013: ILLUSTRATED COMPLETE. Using a concise, focused approach and user-friendly
format, the Illustrated Series provides a hallmark two-page layout that allows readers to work
through an entire task without turning the page. Skills are accessible and easy to follow with
new Learning Outcomes that outline the skills covered in each lesson and larger full-color
screens that preview what readers should see on their own computers. Each unit begins with a
brief overview of the principles of the lesson and introduces a case study for further
application. New and updated appendixes guide you in exploring cloud computing and other
developments in more depth. Readers strengthen their understanding of the latest features in
MS Excel 2013 for ongoing success. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
This book is very, very different to any other computer book you have ever read.The Smart
Method provides an entirely new and better way to learn Excel.Both IT professionals and
absolute beginners will love this book because it avoids needless technical jargon and
concisely explains everything you need in a simple, no-nonsense way.
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 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
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puts them into an electronic format. Whilst the accounting industry which most commonly uses
spreadsheets they can be used in any situation.
Loved for its visual and flexible approach to building computer skills, the ILLUSTRATED
COURSE GUIDE: MICROSOFT OFFICE 365 & EXCEL 2016: ADVANCED is the ideal
resource for master advanced Microsoft Excel 2016, regardless of the reader’s experience
level. Each two-page spread focuses on a single skill, making information easy to follow and
absorb. The ILLUSTRATED COURSE GUIDE divides important Microsoft Excel 2016
concepts and skills into three manageable levels -- Introductory, Intermediate, and Advanced -making it perfect for readers to master the skills needed in any working or learning
environment. Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
Discover an accessible introduction to business statistics as ESSENTIALS OF MODERN
BUSINESS STATISTICS, 7E balances a conceptual understanding of statistics with real-world
applications of statistical methodology. The book integrates Microsoft Excel 2016, providing
step-by-step instructions and screen captures to help readers master the latest Excel tools.
Extremely reader-friendly, this edition includes numerous tools to maximize the user's success,
including Self-Test Exercises, margin annotations, insightful Notes and Comments, and realworld Methods and Applications exercises. Eleven new Case Problems, as well as new
Statistics in Practice applications and real data examples and exercises, give readers
opportunities to put concepts into practice. Readers find everything needed to acquire key
Excel 2016 skills and gain a strong understanding of business statistics. Important Notice:
Media content referenced within the product description or the product text may not be
available in the ebook version.
Learn Excel 2016 Essential Skills with The Smart Method
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 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
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Comprehensive Beginner's Guide to Microsoft Excel 2016 now and immediately improve your
work productivity!
Your one-stop guide to all things Excel 2016 Excel 2016 All-in-One For Dummies, the most
comprehensive Excel reference on the market, is completely updated to reflect Microsoft's
changes in the popular spreadsheet tool. It offers you everything you need to grasp basic
Excel functions, such as creating and editing worksheets, setting up formulas, importing data,
performing statistical functions, editing macros with Visual Basic—and beyond. In no time, your
Excel skills will go from 'meh' to excellent. Written by expert Greg Harvey, who has sold more
than 4.5 million copies of his previous books combined and has taught and trained extensively
in Microsoft Excel, this all-encompassing guide offers everything you need to get started with
Excel. From generating pivot tables and performing financial functions to performing error
trapping and building and running macros—and everything in between—this hands-on, friendly
guide makes working with Excel easier than ever before. Serves as the ideal reference for
solving common questions and Excel pain points quickly and easily Helps to increase
productivity and efficiency when working in Excel Fully updated for the new version of Excel
Covers basic and more advanced Excel topics If working in Excel occasionally makes you
want to scream, this will be the dog-eared, dust-free reference you'll turn to again and again.
Taking your spreadsheet skills to the next level, Mayes/Shank's FINANCIAL ANALYSIS WITH
MICROSOFT EXCEL 2016, 8E, equips you with a solid foundation in corporate finance while
helping you master the tools professionals use every day. It delivers thorough coverage of
financial statements, cash budgets, time series forecasting, the Security Market Security Line,
pro forma financial statements, cost of capital, VBA programming, Pivot Tables, and Get &
Transform tools (formerly known as Power Query). With its unique self-directed learning
approach, this reader-friendly book is an ideal resource for independent learning and a
valuable reference tool. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
This book shows you how easy it is to create, edit, sort, analyze, summarize and format data
as well as graph it. Loaded with screen shots, step-by-step instructions, and reader exercises,
Essential Excel 2016 makes it easy for you to get to grips with this powerful software and what
it can do. What You’ll Learn How to create amazing visualizations of your data Easy and
accurate methods for entering data How to extract just the information you want from imported
data, and manipulate it and format it the way you want Export your results to other programs or
share with others in the cloud Organize, Summarize, Filter, and Consolidate your Data in
almost any way imaginable Audit, Validate and Protect your Data Who This Book Is For
Anyone new to Excel, or looking to take better advantage of the platform and find out its latest
features
Let your Excel skills soar to new heights with this bestselling guide Packed with unbeatable
content at a bargain price, this book and online video package provides the most Excel bang
for your buck. Featuring step-by-step video instructions that cover the most popular and
essential Excel 2016 tasks, watching the online videos is like having an expert with you as
learn to use the world's number-one spreadsheet tool with confidence. Written by bestselling
author Greg Harvey, the book 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 stressfree. If the thought of looking at spreadsheets 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 release 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
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web pages, adding worksheet data to an existing web page, and so much more. The online
videos offers two and a half hours of accessible instruction on working with Excel 2016 Use
Excel 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 book and video bundle
of Excel 2016 For Dummies sets you up for success.

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.
This book is very, very different to any other computer book you have ever read. The
Smart Method provides an entirely new and better way to learn Excel. You'll
immediately appreciate the value and relevance of each skill as it is taught. Both IT
professionals and absolute beginners will love this book because it avoids needless
technical jargon and concisely explains everything you need in a simple and noPage 11/13
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nonsense way. Amongst other things you'll learn how to: ¿Use Excel 2016¿s new 3D
maps feature to create interactive video tours ¿Use Excel 2016¿s new Get & Transform
tool to clean and combine data ¿Perform What-If analysis to model and compare
business scenarios ¿Use advanced functions to solve real-world business problems
¿Create intuitive user interfaces using form controls and recorded macros ¿Master
dynamic tables and structured table references ¿Use Excel 2016¿s new Append and
Merge queries to de-normalize data ¿Master Excel¿s data modeling features to define
table relationships ¿Completely understand Excel¿s ability to create OLAP cubes ¿Use
OLAP pivot tables and 3D Maps to present OLAP cube data. ¿Use OLAP features to
gain total control over PivotTable formatting ¿Break the million row limit with Excels
2016¿s new Big Data features
This Excel 2016 book is very, very different to any other computer book you have ever
read. The Smart Method provides an entirely new and better way to learn Excel 2016.
Here are just four of the many ways in which this book is unique: The book will equip
you with excellent Excel 2016 skills, good enough to impress any employer, but it
doesn t confuse by attempting to teach skills that are not common in the workplace.
Only users who have advanced requirements need progress to the Expert Skills book.
Instruction is logically structured into sessions and lessons. While this makes the book
ideal for self-instruction, you can also use it to run your own, highly effective, adult
training courses. Every lesson is presented on two facing sheets of A4 paper (the
pages are much bigger than in any other Excel book).Each lesson has a sample file
that models a real-world business problem. You ll immediately appreciate the value and
relevance of each skill as it is taught. Both IT professionals and absolute beginners will
love this book because it avoids needless technical jargon and concisely explains
everything you need in a simple and no-nonsense way. From the Back Cover Amongst
other things you'll learn how to: Create stunning, professional, presentation-quality
charts Use Flash Fill feature to split, concatenate and format text and date valuesUse
Cloud Computing features to share dataUse the Versions feature to recover lost
dataUnderstand absolute, relative and mixed cell referencesUse Forecast Sheets to
forecast future values from cyclical dataUse the Themes feature to create visually
excellent worksheets Use Sparklines to visually represent large data sets Bring your
data alive with Visualizations Create custom conditional formatting rules with the Rules
Manager Create your own formulas with the Formula Autocomplete featureMaster the
Excel 2016 Fluent User Interface and Ribbon Companies who have taken Smart
Method courses include: AOL Time Warner, The United States Army, Daimler Chrysler,
Motorola, HSBC, Barclays, American Express, Allied Irish Banks, Imperial Tobacco,
Volvo, The BBC, British Petroleum, The Foreign and Commonwealth Office, Unilever,
The Institute of Chartered Accountants, The Ministry of Defence, Keele University,
Deutsche Bank, HBOS, Transport For London, The Performing Rights Society, Scottish
Power, The Office of the Parliamentary Ombudsman, BAE Systems, RBS, Marks &
Spencer, Virgin, O2, BMW... and many, many others."
Loved for its visual and flexible approach to building computer skills, the ILLUSTRATED
COURSE GUIDE: MICROSOFT OFFICE 365 & EXCEL 2016: INTRODUCTORY is the
ideal resource for learning Microsoft Excel 2016, regardless of the reader’s experience
level. Each two-page spread focuses on a single skill, making information easy to follow
and absorb. The ILLUSTRATED COURSE GUIDE divides important Microsoft Excel
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2016 concepts and skills into three manageable levels -- Introductory, Intermediate, and
Advanced -- making it perfect for readers to master the skills needed in any working or
learning environment. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
Readers discover all of the latest advancements in Microsoft Office and Excel 2016 with
MICROSOFT OFFICE 365 & EXCEL 2016: COMPREHENSIVE -- the new edition in
the acclaimed Shelly Cashman Series. For more than three decades, the Shelly
Cashman Series has effectively introduced advanced computer skills to millions.
MICROSOFT OFFICE 365 & EXCEL 2016: COMPREHENSIVE provides an enhanced
learning approach to help readers master all aspects of Excel 2016, no matter what
their learning style. A trademark, step-by-step, screen-by-screen approach encourages
readers to expand their understanding of Microsoft Excel 2016 through
experimentation, critical thought, and personalization. This new edition delivers
effective educational materials specifically designed to introduce more advanced
features, improve retention, and prepare readers for success with the latest MS Office
and 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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