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Excel, the world's most popular spreadsheet program, has the muscle to analyze heaps of data. Beyond basic
number-crunching, Excel 2010 has many impressive features that are hard to find, much less master --
especially from online help pages. This Missing Manual clearly explains how everything works with a
unique and witty style to help you learn quickly.

Navigate with ease. Master Excel's tabbed toolbar and its new backstage view●

Perform a variety of calculations. Write formulas for rounding numbers, calculating mortgage payments,●

and more
Organize your data. Search, sort, and filter huge amounts of information●

Illustrate trends. Bring your data to life with charts and graphics -- including miniature charts called●

Sparklines
Examine your data. Summarize information and find hidden patterns with pivot tables and slicers●

Share your spreadsheets. Use the Excel Web App to collaborate with colleagues online●

Rescue lost data. Restore old versions of data and find spreadsheets you forgot to save●

 Microsoft Excel’s Top 5 Tricks

1. Page break preview -- In page break preview mode (choose View --> Workbook Views --> Page Break
Preview) you can see how your printed worksheet will be split across multiple pages. But even more
valuable is the ability to drag a page break to a new place. For example, if you spot some data off to the right
side that doesn't fit on your page, you can drag the page break to the right so that it does. When you do this,
Excel scales down your entire worksheet to fit the information you want.

2. Recovering unsaved work -- Ever start a new workbook, and then forget to save it when you close Excel
in a hurry? Now you can get your lost work back. Just choose File --> Info, click the Manage Versions
button, and choose Recover Unsaved Workbooks to find the unsaved spreadsheets that Excel stores
automatically.

3. Lookup formulas -- If you understand how to use them, lookup formulas give you a powerful way to
copy information from one part of a spreadsheet to another. For example, you can use lookup formulas to
create an invoice that automatically inserts the correct product and price information when you type in a
product code. Ordinarily, you'd expect this sort of solution to need macros or Visual Basic, but it doesn't.

4. Formula tracing -- Sometimes formulas go wrong, and the result is information that doesn't make sense
(or an error code). Excel's formula tracing feature is a big help if this happens in a complex spreadsheet.
When you use it, Excel adds arrows that point from the source cells to the formula that uses these cells.
Essentially, formula tracing gives you a way to graphically "see" how your formula connects to the rest of
your data, and it often helps you find the troublemaking cell that's causing the problem.

5. Charting tricks -- Charts tell a story with your data, and there are plenty of tricks that you can use to
make them present that story more clearly and conclusively. For example: changing a chart's scale, adding an



overlay, changing the fill of a specific series, inserting text and graphics directly on the chart surface, and so
on, all have a dramatic effect. They make the difference between a chart that conveys a useful insight, and
one that's just a bit of spreadsheet decoration.
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From reader reviews:

Edward Tuttle:

Now a day people who Living in the era where everything reachable by talk with the internet and the
resources included can be true or not involve people to be aware of each information they get. How many
people to be smart in getting any information nowadays? Of course the reply is reading a book. Examining a
book can help individuals out of this uncertainty Information specifically this Excel 2010: The Missing
Manual book since this book offers you rich details and knowledge. Of course the details in this book
hundred percent guarantees there is no doubt in it as you know.

Linda Pinkerton:

Reading a guide can be one of a lot of pastime that everyone in the world adores. Do you like reading book
thus. There are a lot of reasons why people enjoy it. First reading a reserve will give you a lot of new
information. When you read a book you will get new information mainly because book is one of several
ways to share the information or their idea. Second, studying a book will make anyone more imaginative.
When you reading a book especially tale fantasy book the author will bring you to definitely imagine the
story how the personas do it anything. Third, you may share your knowledge to other folks. When you read
this Excel 2010: The Missing Manual, you could tells your family, friends in addition to soon about yours
guide. Your knowledge can inspire the mediocre, make them reading a reserve.

Dwight Ivers:

Is it you who having spare time then spend it whole day by watching television programs or just lying on the
bed? Do you need something new? This Excel 2010: The Missing Manual can be the solution, oh how
comes? A fresh book you know. You are consequently out of date, spending your extra time by reading in
this brand-new era is common not a nerd activity. So what these guides have than the others?

Dixie Santiago:

That guide can make you to feel relax. That book Excel 2010: The Missing Manual was multi-colored and of
course has pictures on there. As we know that book Excel 2010: The Missing Manual has many kinds or
type. Start from kids until teens. For example Naruto or Investigation company Conan you can read and
think that you are the character on there. Therefore not at all of book usually are make you bored, any it can
make you feel happy, fun and rest. Try to choose the best book for yourself and try to like reading which.
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